
JOB DESCRIPTION

Job Title:  Administration Assistant - Technical Support Unit, Chattishgarh

Name of the Organization: Hindustan Latex Family Planning Promotion Trust

Location:  Raipur, Chhattisgarh

Division: Technical Support Unit

About HLFPPT:

HLFPPT is a not-for–profit organization promoted by HLL Lifecare Ltd implementing program on reproductive & child health, HIV & AIDS prevention and care in partnership with international development agencies, State governments and Ministry of Health & Family Welfare, GOI. For more information, visit website www.hlfppt.org
National AIDS Control Organization (NACO) with the funding support from UNICEF awarded contract to HLFPPT for setting up the Technical Support Unit (TSU) for Madhya Pradesh and Chhattisgarh State AIDS Control Society (MP&CGSACS). The purpose of TSU is to extend technical assistance in specified areas to MP and CG SACS in helping it achieve the NACP III goals and objectives.

KEY RESPONSIBILITIES:

(i) Arrangement for Training/Workshop/Meetings. 

(ii) Maintenance/ Documentation of the files, records and reports.
(iii) Liaison with the service providers. 

(iv) Coordination with the programme staff.
(v) Staff attendance, leave and movement register 

(vi) Inward and Outward Register

(vii) Travel and Stay arrangement for the Official visitors.
(viii) Take up any other work assigned by Team Leader.

Qualification

:  
Graduate

Experience

:
1-2 years of relevant work experience
Skills and Competencies
:

· High level computer skills

· English & Hindi Written and Oral Communication skills

· Ability to work in a team

· Proven inter-personal skills

· Liaison and Public Relation skills
Reporting to: The Admin Assistant will be reporting to the Finance Officer & Admin Officer on all issues associated with his work responsibilities. 

All communication with the stakeholders should be formal and with prior intimation and knowledge of the Team Leader, TSU. 

Remuneration:  Salary will commensurate with experience of the candidate and past salary drawn & negotiable. 
The interested candidates should send their detailed application along with CV within seven days after publication of this advertisement to:

Deputy Manager- HR (Recruitment)

Hindustan Latex Family Planning Promotion Trust

B-14 A, Sector 62,

NOIDA, UP – 201301

or E-mail at vpshukla@hlfppt.org , careers@hlfppt.org mentioning “Application for the post of Administration Assistant- TSU Chhattisgarh” in the subject line of E-mail or on the top of the envelop if sent by post.

