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MOBILITY INDIA

ing peoplers abilities





Position / Title:  Academic Executive & Librarian

Description of Duties:
· Promotion activities of a training program/workshop in Colleges, Universities, Hospitals, and Government agencies.
· Responsible for admission and registration of students/participants for the training programs & workshop.

· Providing logistic and administrative support for the students/participants/teaching faculty.

· Preparing and maintaining necessary documentation including database, reports, etc. of the training programs/workshops.

· Responsible for the written/oral communication about course/ registration/ confirmation/fees to students/organization/funder/participants/university/colleges/Media/Government

· Responsible for keeping the track of the payment of fees and other expenses.

· Responsible for coordination with Administration, Account, MISWA, and other departments related to training program/workshop.

· Responsible for the acquisition and circulation of study materials and monitoring library and computer lab.

