Child in Need Institute (CINI)
Urgent Vacancy
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	Particulars
	Details

	Position
	Finance and Admin Officer

	Place of Work
	CINI Training Unit, Amgachia, Pailan, Joka, Kolkata

	Reporting To
	Programme Manager – Kshamta Kendra, CINI

	Department
	Admin & Finance Department

	No. of Vacancies
	1 (One)

	Project/Programme
	Kshamta Kendra Project

	Consultancy Period
	Till 31st March 2027, with prospects of extension based on performance

	Consolidated Remuneration
	Rs. 30,000/- 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 Consultant will be responsible for supporting in KK project activities. Key responsibilities include:
· Administration of Kshamta Kendra and managing database,
· logistics arrangement, communication and follow up with NGOs/CBOs and trainees, 
· Accounts keeping and submission of accounts, 
· travel and logistics for Kshamta Kendra project, finance management etc. 
· Others as per requirement.


Educational Qualification & Experience
· B.Com with working knowledge of accounting in Tally with 2 years of working experience . 
· Ability to work hard and meet stringent deadlines for submission of reports.

Desired Competencies
· Experience to work in PFMS 
· Fluency in English and Bangla; knowledge of Hindi will be preferred.
· Proficiency in Microsoft Word, Excel, and PowerPoint.
· Good interpersonal and communication skills.

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

How to Apply
Appear for Walk in interview (Includes written evaluation, computer test and interview) on 9th November 2026   latest by 11 am at the office address At+P.O.- Amgachia, Via- Joka, Pailan, Kolkata-700104 along with a cover letter, updated CV, self-attested photocopies of all relevant testimonials as well as  in originals, age proof, valid photo identity proof (Adhar/Voter Id).

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 

