
Aishabai  &  Haji  Abdul  Latif  Charitable  Trust  req u i r e s  the  pos i t i o n  of  Pr o g r a m  Co-
ord i n a t o r  to  lia i s e  an d  ove r s e e  the  Pr o g r a m  Ma n a g e m e n t  of  the  var i o u s  ac t i v i t i e s .   Th e  
ca n d i d a t e  sh o u l d  po s s e s s  a  de g r e e  in  Ma s t e r s  in  So c i a l  W o r k  (MSW)  fro m  a  rep u t e d  an d  
rec o g n i s e d  ins t i t u t i o n .   Pr e f e r e n c e  wi l l  be  gi v e n  to  ca n d i d a t e s  wi t h  mi n i m u m  two  ye a r s  
ex p e r i e n c e  in  ed u c a t i o n  rel a t e d  fie l d  an d  hav i n g  ma n a g e r i a l  ex p e r i e n c e .   Th e  po s i t i o n  pr o f i l e  
is  gi v e n  be l o w .

Sk i l l s  tha t  the  can d i d a t e  mu s t  es s e n t i a l l y  po s s e s s  are:  (a) rep o r t  pr e p a r a t i o n  an d  
doc u m e n t a t i o n ;  (b) dev e l o p i n g  pro j e c t  pro p o s a l s  for  fun d i n g ;  (c) go o d  com m u n i c a t i o n ,  
ma n a g e r i a l  an d  pe o p l e  sk i l l s ;  (d) co n d u c t i n g  tra i n i n g s  an d  sk i l l-bu i l d i n g  pr o g r a m s .   Go o d  
Co m m a n d  ov e r  En g l i s h  lan g u a g e  is  ab s o l u t e l y  es s e n t i a l .

Th e  pos i t i o n  rep o r t s  di r e c t l y  to  the  C.E. O .

Job  Profile:
1. To  as s i s t  the  Ch i e f  Ex e c u t i v e  O f f i c e r  in  im p l e m e n t a t i o n  of  po l i c i e s  an d  pro g r a m m a t i c  

int e r v e n t i o n s ;
2. To  dev e l o p  pr o p o s a l s  for  ne w  pr o g r a m s  an d  int e r v e n t i o n s  al i g n e d  wi t h  the  vis i o n ,  

m i s s i o n  an d  Or g a n i s a t i o n a l  Go a l s .
3. To  dev e l o p  an n u a l  pr o g r a m m a t i c  pl a n s  an d  en s u r e  the i r  imp l e m e n t a t i o n .
4. M a n a g e m e n t  Inf o r m a t i o n  Sy s t e m :

a. To  dev e l o p  mo n i t o r i n g  an d  ev a l u a t i o n  sys t e m s  for  the  var i o u s  pr o g r a m  ac t i v i t i e s ;
b. To  do c u m e n t  an d  cre a t e  rep o r t s  as  pe r  MI S  of  va r i o u s  ac t i v i t i e s  for  pe r i o d i c  

rep o r t i n g ;  To  pre p a r e  qu a r t e r l y  MI S  rep o r t s  an d  doc u m e n t a t i o n ;
c. To  do c u m e n t  ca s e- st u d i e s  tha t  ar e  of  cri t i c a l  imp o r t a n c e  to  the  or g a n i s a t i o n a l  

fun c t i o n i n g ,  hi g h l i g h t i n g  the  lif e- cha n g i n g  int e r v e n t i o n s  by  the  Or g a n i s a t i o n  an d  
dev i s e  st r a t e g y  for  di s s e m i n a t i o n  thr o u g h  we b s i t e ,  me d i a ,  pr e s e n t a t i o n  at  
Co n f e r e n c e s ,  etc.  

5. To  fol l o w- up  on  pr o g r a m m a t i c  iss u e s  an d  ens u r e  the i r  ea r l y  res o l u t i o n ;
6. To  reg u l a r l y  un d e r t a k e  fie l d- vis i t s  to  va r i o u s  sch o o l s  / ce n t r e s  an d  hol d  di s c u s s i o n s  wi t h  

Co- ord i n a t o r s  an d  Te a c h i n g  st a f f ;
7. To  co n d u c t  hom e- vi s i t s  of  st u d e n t s  or  wo u l d- be  st u d e n t s ,  wh e n e v e r  req u i r e d  for  en r o l l i n g  

the m  in  MC G M  sch o o l s ;
8. To  fol l o w- up  wi t h  va r i o u s  gov e r n m e n t  de p a r t m e n t  bo d i e s  for  ap p r o v a l s ,  pr o g r a m m a t i c  

int e r v e n t i o n s ,  fac i l i t a t i o n  of  ne e d- ba s e d  ac t i v i t i e s  an d  as s e s s  ne e d s  of  sch o o l s  an d  
vo c a t i o n a l  ce n t r e s ;

9. To  be  up d a t e d  on  new  sch e m e s ,  po l i c i e s  an d  pro c e s s e s  of  va r i o u s  go v e r n m e n t  bo d i e s  
tha t  are  rel e v a n t  an d  do a b l e ;

10. To  dev e l o p  an d  st r e n g t h e n  rel a t i o n s  wi t h  the  me d i a  for  di s s e m i n a t i o n  of  the  ac t i v i t i e s  of  
the  Tr u s t s  an d  pr e s e n t  pro b l e m s  en c o u n t e r e d  by  it;

1 1 . To  pe r i o d i c a l l y  de v e l o p  ar t i c l e s  for  rel e a s i n g  in  the  pre s s ;
12. To  org a n i s e  eve n t s ,  fun c t i o n s  in  va r i o u s  loc a t i o n s  lin k e d  to  the  ob j e c t i v e s  of  the  

org a n i s a t i o n  an d  ens u r e  tha t  the y  rec e i v e  ap p r o p r i a t e  me d i a  co v e r a g e ;
13. An y  ot h e r  tas k s  tha t  ma y  be  as s i g n e d  on  a  reg u l a r  ba s i s .

Pe r s o n s  res i d i n g  in  Mu m b a i  an d  ma t c h i n g  the  req u i r e m e n t s  sh o u l d  sen d  the i r  up d a t e d  
res u m e s  an d  a  di g i t a l  ph o t o g r a p h  al o n g  wi t h  a  co v e r i n g  let t e r  to  the  ceo @ a i s h a b a i t r u s t . c o m . 
Pl e a s e  me n t i o n  “App l i c a t i o n  for  the  po s i t i o n  of  Pr o g r a m  Co- ord i n a t o r”  as  the  su b j e c t  he a d e r .

Fo r  mo r e  inf o r m a t i o n  vis i t  :  ww w . a i s h a b a i t r u s t . c o m  an d  ww w . f a z l a n i f o u n d a t i o n . c o m .  To  
kn o w  mo r e  ab o u t  ou r  ac t i v i t i e s  –  vie w  the  vi e w  on  ht t p://www. y o u t u b e . c o m/ w a t c h ?
v=E m 7 u 4 u z c S p g . 

http://www.youtube.com/watch?v=Em7u4uzcSpg
http://www.youtube.com/watch?v=Em7u4uzcSpg
http://www.fazlanifoundation.com/
http://www.aishabaitrust.com/
mailto:ceo@aishabaitrust.com

