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	Position: Documentation Officer, Alternative Care

Location:    
Bhopal or Ujjain in Madhya Pradesh
Reports to: 
Project Manager, Alternative Care, MP

	


	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 24 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 140 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 

The Advocacy, Research and Training (A.R.T.) Department at Udayan Care is implementing a 9 months project in Madhya Pradesh on promoting Alternative Care for children and youth in the state. The project is an intensive intervention to demonstrate models of care for children and youth who are without parental care and work closely with the government functionaries to promote non-institutional care approaches.


	Section 2 | Purpose of the Role 

	To work as a part of a committed and dedicated team at state level for implementing the project with particular focus on data maintenance, report writing, documentation and MIS. 



	Section 3 | Key Responsibilities   

	· Maintaining all records of the project  and Monthly MIS of project

· Maintaining correspondence for project

· Planning , organizing, documenting and maintaining record of various in-house and outdoor activities of project, including meeting minutes, workshop reports, childrens individual progress reports, MIS etc. 
· Maintaining safety check lists 

· Facilitating project activities including meetings with government, donors, workshops and training programmes.

· Data entry in given formats and data analysis of vulnerability mapping 
· Capturing cases discussed in the meetings in donor reports and maintaining the MIS of the same.

· Capturing the proceedings in reports, documenting the meeting minutes in relevant files. 

· Ensuring availability of all the technical equipment’s before all project meetings, Skype meetings, workshops, trainings etc.                      

· Facilitate & settle timely transaction of expenses for all project activities closely with HO team
· Ensuring all Computer data back and photo bank from all activitiees on monthly basis to be collected; 
· Assist in completion data compilation for any research that organization takes up; Online resource library to be created for ready reference which includes training material, modules, ppts, etc.
· Develop own capacity through attending trainings/ workshops etc. 
· Any other job or related task as advised by the Managing Trustee/ A.R.T. Director/Project Manager

        Travelling and Weekend hours (shall be required from time to time)


	Section 4 | Skills & Knowledge

	Skills
· Ability to plan and prioritize workload effectively

· Excellent computer knowledge of excel, advanced formulae knowledge, including MS office and electronic communication
· Written and oral communication skills

· Excellent Assessment, documentation and analytical skills

· Networking Skills, Problem solving skills 
· Ability to think and act on own initiative


	Knowledge (preferred) 
• Awareness of key requirements of JJ Act 2000/ 2015 for the care & protection of  children and UN Guidelines on Alternative Care


	Section 5 | Experience and Qualifications

	Experience
Around 3-4 years of work experience preferably in NGO sector.
Educational Qualifications 
Masters in social sciences 




How to Apply: Please download and fill the Application form and send to hrd@udayancare.org along with your updated c.v.  Do mention the post you are applying for in the subject line.          

 Contact Person: Divyansha (HR Coordinator)
