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Position: Advocacy Coordinator
Location:    
New Delhi

	Section 1 | About Udayan Care  


	Udayan Care, an ISO 9000 certified organisation, has been working for the quality care of disadvantaged children and women and youth for over 25 years, with the endeavor of providing sustainable rehabilitation. The mission of “A nurturing home for every orphaned child; an opportunity for higher education for every girl and for every adult; the dignity of self-reliance and the desire to give back to society.” is what drives its 200 employees and close to 800 volunteers to action. 

Based on the belief that a loving home & family is the right of every child, Udayan Ghars are long term residential homes that nurture children who are orphaned or abandoned in a family environment. Beyond 18, they get aftercare support and are educated and trained further, till job ready and independent. Udayan Care has been accredited by Give India, Guidestar & Credibility Alliance, for its transparent and credible performance. In 2015, the Honourable President of India awarded Udayan Care the National Award for Child Welfare 2014-India’s highest commendation for a non-profit child welfare organisation constituted by the Govt. of India 


	
	

	
	


	Section 2 | Purpose of the Role 

	The Advocacy Coordinator, under the supervision of the Director, Advocacy, Research and Training (A.R.T) provides support to the department’s advocacy programs and activities, including assisting with the coordination of the advocacy and policy work, partnerships and networks, conferences, consultations, content development for policy briefs, developing communication on advocacy for social media, maintaining and updating database, repository of reading materials and library and the preparation of reports, presentations and other documents. 

The Advocacy Coordinator also works in organizing the activities of the Aftercare Outreach Programme (AOP), which entails working with youth, especially care leavers for the formation of CLAN (Care Leavers Association and Network), coordinating programs with international groups for peer support and training and capacity building curriculum for CLAN members and in-care children on transition planning, life skills, employability, legal and financial literacy, workplace skills. The role also includes work on managing funds and partnerships with appropriate agencies and collaborations with CSR to create convergence, linkages and opportunities for advocacy work.

	Section 3 | Key Responsibilities   

	Supporting Research &Networking:
· Supports the A.R.T. team with day-to-day operations including but not limited to preparing presentations, reports, and correspondence; invoice and contract management; calendar maintenance; and processing of travel forms and timesheets and work with the accounts team

· Provides support in developing A.R.T.’s advocacy campaigns and supporting networks, alliances on Alternative Care at national, state/provincial and local levels

· Represents and link Organisation externally on matters related to advocacy, policy and campaign including organising and participation in workshops, conferences and other meetings

· Develop presentations and seminar content and manage logistics keeping current plans for A.R.T team

· Provide administrative coordination including but not limited to AOP and CLAN and execute designed programmes and campaigns 
· Maintain updated database, resource directories, library and other information resources

· Support the process to form networks with various stakeholders such as professionals in the development sector, donors, GOs, NGOs, INGO’s, private sector and research organizations to mobilize their support for aftercare initiatives

· Coordinate primary and secondary research in the area of Alternative Care under supervision of Director/AOP programme as directed by the Director/Supervisor.

· Write proposals and reports for funders, budget management for various activities under the project and manage logistics for travel and other administrative work. 

Any other job or related task as advised by the Managing Trustee/ ED/ A.R.T. Director
        Travelling and Weekend hours (shall be required from time to time)

	Section 4 | Experience and Qualifications

	Experience
Around 1-2 years of work Experience in national/multi state level NGO with working experience with youth and skill building being preferable. .

	Educational Qualifications 
Masters or Bachelors in any recognized discipline or social sciences from an institute of repute.

	Skills Needed

· Language Ability: Ability to communicate effectively in oral and written forms with strong editing skills and competence in writing in a variety of forms.

· Computer Skills: Competence in use of computer technology including Microsoft Office Suite, Internet search and retrieval, database management, and desktop publishing

· Dependability - Commits to doing the best job possible. Follows instruction. Keeps commitments and plans for additional resources to prioritize and plan work activities and sets goals and objectives to use time efficiently and work in an organized manner. 
· Quality - Fosters quality focus in others. Improves processes. Measures key outcomes. Sets clear quality requirements. Solicits and applies customer feedback. 
· Technology - Adapts to new technologies. Demonstrates required skills. Keeps technical skills up to date. Troubleshoots technological problems. Uses technology to increase productivity.


