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SNDT Women'’s University
Centre for Holistic Education, Training and Novel Advancements

(SNDTWU CHETNA Td=T)

Date: March 24, 2026
Job Opportunities at SNDTWU CHETNA

Applications are invited from Candidates for the following posts to be filled in purely on a contractual
basis for 06 months on a fixed honorarium at the SNDT Women's University, Center for Holistic
Education, Training, and Novel Advancements (SNDTWU CHETNA), Maharshi Karve Vidyavihar,
Pune Campus, Karve Road, Pune 411038 of the University on or before 10.04.2026.

Position Details:
1. Administrative Coordinator
Post: Full-time (Purely Temporary Basis)
Number of Posts: 01
Monthly Remuneration: ¥40,000/- (Consolidated)
Appointment Type: Purely temporary for 6 months, with continuation after a 10-day
break, subject to satisfactory performance and institutional requirements
Place of Work: SNDTWU CHETNA Office, SNDT Women'’s University, Pune Campus, Pune

Roles and Responsibilities:
e Manage daily administrative operations of SNDTWU CHETNA.
e Facilitate effective communication and coordination across various stakeholders.
» Ensure timely execution of assigned tasks and projects.
» Assist in organising events, maintaining records, and overseeing compliance with university

policies.
Eligibility Criteria:
¢ Educational Qualifications: Any Post-graduate, with a preference will be given to a course in
management

e Experience: 3-5 years in administrative roles in academic institutions
e Age below 40 years

Desirable Skills:
e Strong organizational skills
e Effective communication and collaboration skills
* Proficiency in Marathi, Hindi, and English
e Interpersonal skills
* Proficiency in office management and digital tools
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2. Academic Coordinator
Post: Full-time (Purely Temporary Basis)
Number of Posts: 01
Monthly Remuneration: 340,000/- (Consolidated)
Appointment Type: Purely temporary for 6 months, with continuation after a 10-day break,
subject to satisfactory performance and institutional requirements
Place of Work: SNDTWU CHETNA Office, SNDT Women'’s University, Pune Campus,
Pune

Roles and Responsibilities:
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Coordination with five campus coordinators, coordinators of affiliated colleges, and course
coordinators of SNDTWU CHETNA-hosted courses

Designing and development of novel credit-based courses with the support of expert
committees, in alignment with NEP 2020 and university guidelines. ’
Coordination of course review, revision, and approval processes in collaboration with course
reviewers and subject experts.

Scheduling, planning, and effective implementation of CHETNA courses.

Coordination of faculty development programmes (FDPs), workshops, and other academic
activities in online and offline modes.

Coordination of MOOC development activities under the PM-USHA (MERU) Project.
Preparation and submission of periodic reports related to CHETNA activities.

Functioning as Member Secretary of the Course Review Committee.

Facilitation and coordination of examination, evaluation, and certification processes.

any other responsibility assigned by the Director SNDTWU CHETNA

Eligibility Criteria:

M.A. in Education or M.Ed. from a recognised university with a minimum 55% marks
Minimum 3 years of experience in academic coordination, higher education administration,
course development, or faculty development activities

Fluency in English, Hindi, and Marathi (spoken and written) is mandatory

Familiarity with NEP 2020, credit-based course structures, MOOCs, and online learning
platforms ¢ Strong communication, coordination, documentation, and digital skills. The
University reserves

The right to fill or not to fill the post without assigning any reason.

Selection Process: recommemneded
Candidates will be selected based on merit through a process comprising:
1. Application Review and scrutiny

2.

Interview

How to Apply:
- Interested candidates are requested to submit their application on plain paper with relevant scanned
documents and detailed CVs by 10t April 2026 to office@chetna.sndtac.in

Registrar,
SNDT Women's University, Mumbai




TH.u.E1. 8. nfgen Remfierdia Qa1 Fsrawd Aede |t
TS A, Afge faemdterar qor 3fta Saar ! @i uarard! 3ol ARTauaTd U4 Sed.
ugid Arfga:

2. YRS I YHGD (Administrative Coordinator)

HHEH: T¥oooolfaAlgl

JEQT: HIUATE! AEAT UGSTR UGAINR, 3-4 Il YRS 3JHd I
IS HIRTey: TRia, f&d, Susit

Frarad: ot ufga

R. Ne&IfOr® HH=GU® (Academic Coordinator)

HFYA: ¥¥oooo/- HfarfgT

Srgar: fRugrored fawardia ugegeR ud! (TH.08./ TH. U. UgHEM),

ue Y. sraedr SHGaRT W fod ega.

3Ha: 3-4 aufer Qe Qe (@ efe Fae, sparasd s
HIYT PHred: FRia, & Susht

Framgdr: ot Al

fras uftea. snfexra, st S 3nftT garad

36 HHT HICET:
STYTT 31 SO STTITD BITCUA office @chetna.sndt.ac.in Y 20 TS 03§ Tfd Urer HEId.
3HfY® AR www.sndtacin 32 Gudh Tre,

\e.\;r_-.me.‘.\'s
niverstty




