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Position: Manager - SDC
Programme: Udayan SDC Programme 
	Location:    Greater Noida
	

	Reporting to: Director – Finance (SDC)
	

	
	

	
	


	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 140 employees and close to 800 volunteers to action. 

Based on the belief that a loving home and 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 and Credibility Alliance, for its transparent and credible performance. In 2015, the Honorable 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 Government of India. 
The Udayan Shalini Fellowship (USF) Programme is aimed at empowering disadvantaged girls, with educational opportunities accompanied by personalized guidance by their mentors. The USF programme was conceptualized to help socially and economically disadvantaged girls who are living with their natural families, but faced with numerous barriers in the pursuit of their life’s ambition. The programme involves a model of Scholarship cum Personality Development for these girls from lower socio-economic background. Please visit: www.udayancare.org



	Section 2 | Purpose of the Role 

	The overall role of the Manager (SDC) is to provide the leadership and efficiently manage the overall functioning of Skill Development Centers of Udayan Care. This includes carrying forward the SDC Vision of empowering women from economically weaker section and underprivileged communities by training them in skill sets that will help them access new vistas of employment. The responsibility also entails framing a growth strategy in sync with Vision of the Udayan Care and raising funds for Skill Development Centers of Udayan Care.

	Section 3 | Key Responsibilities   

	1. Leadership & Strategic Role:

a. To lead the team of project coordinators and inspire them in implementation of SDC programme.

b. Focusing on Key Functional Areas (KFAs) laid down for evaluation of performance of Centers on the basis of various parameters defined by the Management.

c. Undertaking any kind of expansion roles for development of new centers.

d. Carrying out regular inspections of the site offices of SDC and giving feedback and reports. 

e. Assisting in publicity and promotion of various products and trainings

f. Assisting in enhancing the visibility of SDC on social media etc.

g. Any other work assigned by the designated Director or the senior management of Udayan Care.

2. Operational Role:

a. Checking and compiling all ERP data and other statements prepared by the Assistant Coordinator. 

b. Furnishing statements and information to the Head Office through the designated Director as and when required. 

c. Checking accounts, stock records, purchases and sales records and attendance records of SDC.

d. Preparing monthly and annual progress reports and any status reports that are required from time to time. 

e. Liaising with Head Office regularly and pursuing procurement proposals, reimbursement claims, Imprest claims, settlement of claims, payments due to or from SDC etc. 

f. Making arrangements for the official travel and tours of the directors and other visitors and staff. 

g. Keeping the designated Director updated about the activities, progress and all issues of concern in SDC.

h. Keeping track of GST and other statutory compliances to ensure that there is no default.

i. Assisting in making online transactions.

j. Periodical Visits to Centers for assessing the performance and reviews.

k. Guiding and Training the Staff and Coordinator for improving the Effectiveness and Quality.

3. Fund Raising and Donor Management Role:

a. Preparing proposals for funding and submitting to the Funding Department of Udayan Care.

b. Gathering information about availability of stalls at fairs, festivals, corporate events, embassies etc.  and exploring other avenues  for sale of products.

c. Putting up drafts of letters to donors and of miscellaneous correspondence to the designated Director. 

d. Meeting donors, corporates, government authorities, personnel from other NGOs etc.  as per instructions of the designated Director.

4. Asset Management, Fund Management and Budgeting Role: 

a. Procuring various items for SDC if instructed by the designated Director.

b. Marketing and sales of products – online and offline

5. Team Management Role
e.  Liaising with staff and bringing all relevant issues to the notice of the designated Director. 

f. Promote bonhomie and camaraderie in SDC by organizing special events and celebrations on important occasions.

6. Beneficiary Development Role

a. Reaching out to artists/designers/ professionals (domestic and international) to ascertain if they are willing to volunteer their time and expertise through workshops and skype interactions etc. to develop new products and improve the quality of existing products of SDC. 

b. Ensuring enrollment in the centers to full capacity, in all the courses available. Minimum target of 80% enrollment to be achieved.

7. Any other work assigned by the designated Director or the senior management of Udayan Care.

8. Willingness to travel outside Delhi including to remote rural areas, mountainous trains etc.

	Section 4 | Experience and Qualifications

	Experience
· Around 5-6 years of relevant work Experience in national/multi state level NGO/ Academics will be preferred.
· Experience of preparing fund raising and project proposals required.

	Educational Qualifications & Skills Required 
· Masters in any recognized discipline or social sciences from an institute of repute.
· Basic knowledge of law and accountancy required.
· High-end communication skills are required for this position. 

· The job will involve local as well as outstation travel.

· The job will involve working on weekends, when ever required.


