Child in Need Institute (CINI)
Urgent Vacancy

Position Details
	Particulars
	Details

	Position
	Process Documentation & MIS Person & Counsellor

	Place of Work
	CINI Kolkata Unit, Hamara Ghar, 37 Pottery Road, Kolkata - 700015

	Reporting To
	Programme Officer, Protection, CINI

	Department
	CINI Protection

	No. of Vacancies
	1 (One)

	Project/Programme                      
	Tavola Valdase & Sky Children        

	Contract Period
	Up to 30th September 2027, based on performance

	Consolidated Remuneration
	Rs. 20,105/- per month



About CINI
Child in Need Institute (CINI) is a leading Indian NGO with over 52 years of impact since 1974. Our mission is to ensure that every child and adolescent enjoys their rights to health, nutrition, education, protection, and participation by building responsive communities and accountable duty bearers. For over five decades, CINI has been a pioneer in community-based development, influencing policy and creating sustainable impact across India. Today, CINI reaches over 10 million vulnerable people across rural and urban communities in West Bengal, Jharkhand, Odisha, Assam, Tripura, Madhya Pradesh, and Bihar. Our efforts have earned widespread recognition over the years. Most recently, CINI has been honoured with the Most Impactful NGO of the Year – 2025 in Healthcare at the Indian CSR Awards 2025, adding to a long list of accolades. Among the most distinguished is the National Award for Child Welfare, conferred twice by the President of India in 1985 and 2004. These honours reflect CINI’s enduring commitment to ensuring equitable access to health, nutrition, education, and protection for vulnerable communities. 
CINI is looking for passionate and committed individuals who are driven to make a meaningful difference in the lives of underprivileged children and communities.

Job Description
The Supervisor will be responsible for:
· Maintain systematic records, reports, and project documentation to support monitoring, evaluation, and reporting requirements.
· Plan and coordinate project-related activities and ensure timely implementation.
· Develop, maintain, and regularly update project MIS and documentation.
· Prepare detailed case studies highlighting project interventions, outcomes, and impact.
· Participate in pre-release programmes and support children in establishing meaningful contacts and linkages for emotional and social support after release.
· Develop concept notes and project proposals for various child protection and social development initiatives.
· Prepare quarterly, half-yearly, and annual project reports as required by different programmes and stakeholders.
· Develop professional PowerPoint presentations on child protection, child rights, women’s issues, and related social concerns.
· Develop training manuals, modules, and resource materials on child protection and related issues.
· Conduct Social Investigation Reports (SIRs) as directed by the Child Welfare Committee (CWC).
· Conduct regular post-release follow-ups with children, providing guidance and support to facilitate their rehabilitation, reintegration, and return to mainstream society
· Coordinate with relevant stakeholders, institutions, and service providers to strengthen support systems for children and women. 

Process Documentation & MIS Person & Counsellor Educational Qualification & Experience
· Graduation in any relevant field. 
· Preferable to have candidate with Master degree on Social Work/Sociology /Social Science.
· Fresher may apply

Desired Competencies
· Fluency Bangla and English and ; knowledge of Hindi will be preferred.
· Proficiency in Adobe Photoshop, Adobe Premiere Pro, Microsoft Word, Excel, and PowerPoint.
· Good interpersonal and communication skills.

Travel Requirement
The selected candidate will be expected to travel as per organizational requirements.

How to Apply
[bookmark: _GoBack]Interested candidates are requested to apply on or before 2nd October 2026. Please send an email to cinikoladmin@cinindia.org  with the subject line Application for the post of “Supervisor”.

 Please attach a cover letter with your C.V, justifying your self-suitability of the post carry with you pan, Aadhar (with DOB mandatory), voter card, Bank details, and all educational qualification photocopy with originals.
Equal Opportunity Statement
CINI is an equal opportunity employer. Eligible candidates irrespective of gender are strongly encouraged to apply for this position.
Child in Need Institute (CINI) follows the Child Protection Policy, Sexual Harassment at Workplace Policy, and all HR-related policies.
For more information about Child in Need Institute (CINI), please visit:
CINI Official Website: www.cini-india.org 

