	Position Vacant
	Office Assistant   

	Organization Name
	Consortium for DEWATS Dissemination (CDD) Society, Bangalore

	Company Profile
	The Consortium for DEWATS Dissemination (CDD) Society is a non-profit organisation based in Bangalore and operating in 8 states in India through its Regional Office at Nagpur and its and Network members. CDD Society is engaged in the provision of basic needs services through the promotion of decentralised solutions in Community Based Sanitation, Wastewater Treatment Systems (DEWATS), Solid Waste Management and Citywide Sanitation Planning.
CDD Society provides technical support for these services in the areas of conceptualisation, designing, quality control, certification, applied research, optimisation and dissemination of decentralised wastewater treatment technologies, developing standard procedures, creating technologies and conducting/coordinating research, training and networking. 

CDD Society’s aims to create a critical mass of human resources in the Decentralised Basic Needs Services sector.

	Qualification

	Academic
Bachelor’s degree
	Technical / Professional


	Required Skill Set 
	Good communication skills, writing skills and relevant computer related skills (MS Office).  

	Relevant Industry
	Business, NGOs

	Job Description / Responsibilities


	1. Should be well versed with:
a) Communication and independent correspondence

b) Reception desk/front office  management 

c) Ticketing and travel arrangements.

d) Event organising and management

e) Preparing minutes and the proceedings of the meeting

f) Documentation and filing systems

g) Office stationary and equipments procurement and cost control

h) Maintenance of office equipment.

i) Vehicle management

j) House keeping

	Desired profile of the candidate 


	Candidate with experience of managing an office 
Should be able to coordination with clients and support staff 
Excellent English. 
Well versed in using MS Office 
Good written and spoken knowledge of local language

	Min. Exp.
	3 years

	Max. Exp.
	10 years

	Compensation 
	Industry compatible and in accordance with experience and qualifications

	Web site:
e- mail ID
	www.cddindia.org 
recruitment.bgl@cddindia.org


