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	AFS INTERCULTURAL PROGRAMS INDIA


	JOB DESCRIPTION

	Position Title:
	Sentio Coordinator

	

	Reporting Relationship:
	National Director

	

	Desired Educational Qualifications:
	Post-Graduation in Education/Marketing Sector

	

	Desired Work Experience:
	4-5 years of experience in the field of Academics/Education Sector

	

	Required Skill Set:

(refers to the attributes/traits/skills) required for the position)
	· Effective planning and organizing skills

· Report writing and documentation skills

· Overall know how of organizational functions

· Good leadership skills

· Team work oriented work approach
· Open to Traveling 

· Networking skills 



	

	Role  Description:

(refers to the listing of all the tasks/responsibilities the particular role/position is required to do)
	A. Program Planning:

i. Plan the delivery of the Sentio Programs in coordination with AFS goals and standards. Devise new programs under the Sentio head for hosting operations.
ii. Participate in the planning and implementation of promotion and publicity campaigns in coordination with LC Presidents for the Sentio Programs (both new and existing).
iii. Managing the leads derived from the program promotion and ensuring the follow-up with the same.

iv. Source organizations/colleges where in Sentio Programs can be undertaken.
B. Program Implementation:
i. Ensure that program activities operate within the policies and procedures of the organization

ii. Develop process, forms and records to document program activities
iii. Placement: To look into the placement of the candidates under the Sentio Program (both hosting and sending) and ensuring timely documentation as well as communication with Partner countries on the same. Preparation of the agreements for the program. 
iv. GCC: Smooth implementation of the GCC training under the Sentio Programs
v. Lead the program and give proper guidance and support to ensure the successful completion of the program
C. Control the program

i. Identify and evaluate the risks associated with program activities and take appropriate action to control the risks
ii. Monitor the program activities on a regular basis and conduct an annual evaluation according to the program evaluation framework
D. Misc.:

i. Performs supplementary tasks as requested by the National Director.
ii. Provide support and assistance in any other Sentio oriented tasks.


	

	Prepared by                                                                                                                                                        Approved By

   (HR)                                                                                                                                                            (National Director)


