
 

Manager - Administration 

 
 
 

About Ummeed: 

Ummeed is a non-profit organization providing family-centered care to children with 

developmental disabilities and their families. Our cross-functional team of professionals 

provide evidence-based care to these children and their families, based on their needs. 

Besides running the clinic at Lower Parel, Ummeed also delivers training and is involved in 

community and advocacy initiatives in the developmental disabilities space.  

 

About “the position” at Ummeed: 

The Administration team at Ummeed is a critical enabler to Ummeed’s vision to scale and 

increase its impact in the developmental disabilities space. This position will be responsible to 

ensure that the Administration team delivers high quality and efficient administrative support 

at Ummeed’s centers, which in turn will enable professionals to deliver clinical services and 

training services seamlessly. The position will need to take into account the unique nature of 

Ummeed’s services and ensure external and internal customer needs are at the core of 

completion of administrative tasks.  

 

Primary Responsibilities:   

 

1. Overall management of front desk, scheduling, housekeeping and administration 

functions at the centers.  

2. Ensuring all facilities of the organization are optimally maintained and managed to 

ensure smooth day to day operations, within allocated annual budgets. Working closely 

with relevant professionals to ensure that all events at Ummeed (e.g., trainings, donor 

visits, partner visits, meetings) receive appropriate facilities and administrative support. 

3. Effective vendor management to procure best quality goods and services at 

competitive price, including involvement in negotiations, relevant follow-up to ensure 

satisfactory services are rendered within set timelines, negotiation and finalization of 

annual rate contracts. 

4. Liaising with the Society and Landlord to ensure upkeep of premises and to solve any 

problems related to properties of Ummeed (repairs, maintenance, taxes, etc.). 

5. Thorough knowledge of statutory requirements. 

6. Collaboration with Director Administration in the ongoing formulation, revision, and 

implementation of administration policies, procedures and processes, while ensuring 

compliance with all applicable laws and regulations.  

7. Supervision, coaching, and mentoring of administration team members. 

8. Soliciting feedback regarding administration services from internal and external 

stakeholders. 

9. Proactively identifying and recommending administration process improvements to 

improve quality and efficiency of administrative services.  

 

Minimum Qualifications: 

Graduate in any discipline with post graduate Diploma in Office Management.  

 



 

Prior Experience: 

The ideal candidate would have at least 5 years of experience in managing and coordinating 

administration functions including front desk operations, preferably in a Retail or Hospitality 

Industry. Prior experience should include items mentioned under “Primary Responsibilities” 

above. 

 

Experience with renovation and refurbishment of premises will be an added advantage. 

 

Reporting to: Head - Administration 

 

Essential skills required: 

 The incumbent must demonstrate the following skills: 

1. Problem Solving: Has strong analytical skills. Identifies, presents problem analysis and 

recommends solutions. 

2. Teamwork: Collaborates and contributes to a positive and supportive working 

environment. Ensures safety of all beneficiaries visiting Ummeed. Has the ability to 

work with diverse teams. 

3. Coaching: Is able to identify skill gaps and provide required and appropriate 

intervention. And follow up with constant and timely feedback. 

4. Focus on quality: Adheres to and ensures the prescribed quality standards are 

maintained. 

 

Salary will be commensurate with qualifications and experience. 

 

Candidates meeting the criteria may email their updated resumes to careers@ummeed.org. 

 

mailto:careers@ummeed.org

