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Administrative Associate in Chennai | USIEF | 35.47 LPA

Chennai, Tamil Nadu - full-time - mid level - ¥45,583 /month - Closes 22 Oct 2026

View this on aikyamjobs.org — https://aikyamjobs.org/jobs/administrative-associate-in-chennai-usief-5-47-Ipa

Organization Overview

The United States-India Educational Foundation (USIEF) builds mutual
understanding between India and the U.S. through educational
exchanges, administering the Fulbright program and EducationUSA

advising centers.

. . . . |
Administrative Associate
g
. . Location & Sector
Location: Chennai, Tamil Nadu | Organization & Role o
Context Chennai, Tamil Nadu | Impact Area:
Organization: United States-India Educational Exchange, Higher
. . Education & Fellowships
Educational Foundation (USIEF) \
g

Core Mission

Ensure the smooth daily operation of the USIEF Chennai regional
office by managing administrative, accounting, event logistics, and

scholar support services.
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Office Administration & Financial Operations

Manage daily office operations, petty cash, programme and
bank accounting, GST filings, asset tracking, purchasing, and
vendor relations.

Visiting Scholar Support & Logistics

Administrative Associate Deliver comprehensive onboarding, housing assistance,

travel arrangements, registration, and local orientation for
visiting American scholars.

Location: Chennai, Tamil Nadu | [ Key Responsibilities ]

Organization: United States-India Event Planning & Digital Platform Coordination

Educational Foundation (USIEF) Coordinate end-to-end event logistics, managing venues, catering,
RSVPs, AV equipment, and digital tools like Google Forms, Teams,
and Meet.

Database Management & Financial Reporting

Maintain scholar and fellowship databases, process application
entries, prepare financial reports, and provide general reception
and administrative support.




Administrative Associate

Location: Chennai, Tamil Nadu |

Organization: United States-India
Educational Foundation (USIEF)
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Education

Bachelor's degree in any
discipline.

Experience

Minimum 2 years of relevant
administrative or accounting

experience.

Requirements &
Qualifications

Technical Expertise

Proficiency in office administration, basic programme
accounting, GST filings, database tracking, and
virtual collaboration tools.

Core Skills & Tools

Proficiency in MS Office (Word, Excel, Outlook), Google
Forms, Teams, Meet; strong multitasking, organizational,
and event coordination skills.

Language & Personal Attributes

Based in Chennai; strong written and spoken
English; excellent interpersonal skills for a
multicultural environment.




Administrative Associate

Location: Chennai, Tamil Nadu |

Organization: United States-India
Educational Foundation (USIEF)
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Competitive Salary & Benefits Package

Annual salary of ¥5.47 lakh plus additional benefits
valued at approximately 3.4 lakh per year.

Role Benefits &
Opportunities

Prestigious Global Program Engagement

Directly support world-renowned Fulbright and
EducationUSA programmes connecting Indian and
American students and academics.

Inclusive & Equal Opportunity Environment

Work in an equal-opportunity, multicultural environment
with a structured 40-hour work week.




Job Description

Application Assist —

Want to save this for later instead? Open the live listing —

United States-India Educational Foundation (USIEF)

The United States-India Educational Foundation (USIEF) builds understanding between India and the United States
through education and exchange. It runs the Fulbright programme in India, which helps Indian and American
students, scholars and professionals study, teach and do research in each other's country. Through EducationUSA,
it guides Indian students who want to study in the United States. This role sits within USIEF's Chennai regional
office, which supports the Fulbright and EducationUSA programmes in the region. photo_website.jpg

Role

As Administrative Associate, you will keep the Chennai office running smoothly. You will look after the office's
accounts and assets, take care of the practical side of events and meetings, and help visiting American scholars
settle into life in the city. You will report to the Regional Officer and work closely with the team that runs
Fulbright and EducationUSA programmes in the region. This is a full-time role of 40 hours a week.

Responsibilities

« Manage daily office operations, including petty cash, bank/programme accounting, GST filings, asset tracking,
vendor management, and purchasing.

« Provide comprehensive onboarding, housing, travel, registration, and logistics support to visiting American
scholars.

« Coordinate event planning end-to-end, managing venues, catering, RSVPs, AV setup, and digital tools like
Google Forms, Teams, and Meet.

« Maintain scholar/fellowship databases, process application entries, compile financial reports, and deliver general
administrative and reception support.
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N Job Description

Requirements

« Bachelor’s degree in any field with at least 2 years of relevant administrative/accounting experience, based in
Chennai.

« Strong written and spoken English, paired with solid interpersonal skills for working in multicultural contexts.

« Proficiency in MS Office (Word, Excel, Outlook), database management, and virtual collaboration tools.

» Excellent multitasking, organization, problem-solving abilities, and event coordination experience.

Benefits

« Annual salary of ¥5.47 lakh.
Additional benefits worth about 3.4 lakh a year.
« Work on the Fulbright and EducationUSA programmes, which connect Indian and American students and

scholars.
« USIEF is an equal opportunity employer and treats every person fairly regardless of race, colour, religion, sex,
national origin, age, disability, political affiliation, marital status or sexual orientation.

Apply
Check your fit for the role and receive the apply link in your mailbox

Follow our WhatsApp Channel to get notified about the latest jobs.

Required Skills

Accounts and petty cash management Procurement and asset management Event and logistics coordination

MS Office (Outlook / Word / Excel) Google Forms and virtual meeting tools

Tags

United States-India Educational Foundation Education Administration Finance & Accounts Full Time

Tamil Nadu
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United States-India Educational Foundation

International Education & Cultural Exchange

View this on aikyamjobs.org — https://aikyamjobs.org/companies/united-states-india-educational-foundation

The United States-India
Educational Foundation
(USIEF)

Headquarters: New Delhi, Delhi,
India | Founded: 1950 (Binational
Organisation) | Sector:
Educational Exchange, Higher
Education & Fellowships

Organisation Overview &
Governance

[ Geographic Reach & Scale ]

Company Mindmap

Identity & Core Purpose

Set up in 1950 by agreement between the Government of India and the
United States to run the Fulbright Program in India and foster mutual
understanding through educational exchanges.

Operating Model

Operates as an equal-partner binational foundation administering
fellowships, hosting academic workshops/forums, running advising
centers (EducationUSA), and engaging alumni across four regional
offices.

Leadership Team

Led by Adam J. Grotsky (Executive Director), Megha Sunger (Deputy
Director), Maya Sundararajan (Regional Officer, Chennai), and Ryan A.
Pereira (Regional Officer, Mumbai), governed by a 10-member
binational board.

National & Global Footprint

Headquartered in New Delhi, operating across offices in New
Delhi, Chennai, Kolkata, and Mumbai, facilitating exchanges
between India and the United States.

Impact Reach

Awarded over 22,000 fellowships and grants to Indian and
American scholars and professionals since 1950, with 330
awards for the 2025-26 cycle.
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Fellowships for Indian Citizens

Grants for scholars, researchers, teachers, and
professionals to pursue research, teaching, and
professional development at U.S. universities.

Fellowships for U.S. Citizens

Grants for students, scholars, and professionals to carry out
research, teaching, and short-term projects at Indian higher
education institutions.

[ Major Areas of Work ]

EducationUSA India

A US. Mission-supported advising platform giving students, families,

The United StateS'India and educators information on U.S. higher education, admissions, visas,

and pre-departure preparation.

Educational Foundation -
(USIEF)

Institutional Linkages & Alumni Engagement

Connects U.S. and Indian higher education institutions and

Headquarters: New Delhl, Delhl, involves Fulbright and Humphrey alumni in workshops,
9 9 0 mentoring, and policy dialogues.
India | Founded: 1950 (Binational C

Fa i ; .- s A
Organlsatlon) | Sector: Fulbright-Nehru Doctoral & Postdoctoral Research

Educational Exchange, Higher Fellowships

Educatlon & FeHOWShlpS Enables Indian Ph.D. candidates and early-career researchers to carry

out research and build international collaborations at U.S. institutions.

Fulbright-Nehru Academic/Professional Excellence
& Student Research

Major Initiatives &

Programmes Flagship exchange awards supporting Indian and U.S. faculty,
researchers, artists, and students for teaching and research placements.

Hubert H. Humphrey Fellowship & Fulbright
Specialist Program

Professional development programme for mid-career Indian
professionals (running 45+ years) alongside short-term project

placements for U.S. academics.




The United States-India
Educational Foundation
(USIEF)

Headquarters: New Delhi, Delhi,
India | Founded: 1950 (Binational
Organisation) | Sector:
Educational Exchange, Higher
Education & Fellowships

[ Partners & Impact ]
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Government & Institutional Partners

Government of India, Government of the United States,
Ministry of External Affairs (India), U.S. Department of State,
and U.S. Department of Education.

Corporate & CSR Partners

U.S. Mission in India, academic foundations, and
institutional partners supporting international
higher education exchange.

Implementation & Funding Partners

Jointly funded by the Indian and U.S. governments as
equal partners, working alongside Indian and U.S.
higher education institutions.

Impact Summary

Has awarded over 22,000 fellowships since 1950 and administers India's
Fulbright Scholar Program—now the largest in the world—fostering

enduring binational academic ties.




About the Company

Visit website —

The United States-India Educational Foundation (USIEF) is a binational organisation set up in 1950 by agreement
between the Government of India and the United States to run the Fulbright Program in India. It describes its
purpose as fostering mutual understanding between the people of India and the United States through educational
exchanges involving scholars, professionals and students. Since 2008 the two governments have funded the
programme as equal partners, and the core fellowships carry the Fulbright-Nehru name. USIEF is funded by the
U.S. Department of State, the U.S. Department of Education and India's Ministry of External Affairs, and is
governed by a board of five Indian members nominated by the Government of India and five U.S. members
nominated by the U.S. Ambassador. Beyond administering fellowships, its offices host academic and professional
workshops, forums, mentoring sessions and policy dialogues, and actively engage Fulbright alumni in that work.
images-3.jpeg

I Headquarters: New Delhi, Delhi, India

Major Areas of Work

Fellowships for Indian citizens: Grants for scholars, researchers, teachers and professionals to pursue research,
teaching and professional development at U.S. universities.
Fellowships for U.S. citizens: Grants for students, scholars and professionals to carry out research, teaching and

short-term projects at Indian higher education institutions.
EducationUSA India: A U.S. Mission-supported advising platform giving students, families and educators

information on U.S. higher education, admissions, visas and pre-departure preparation.
Institutional linkages: Acting as a resource for connecting higher education institutions in the United States and

India.
« Alumni engagement: Involving Fulbright and Humphrey alumni in workshops, mentoring and policy dialogues
across its four offices.

Major Initiatives and Programmes

« Fulbright-Nehru Doctoral Research Fellowships: Let Ph.D. candidates enrolled at Indian universities carry out
part of their doctoral research at a U.S. institution.
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Fulbright-Nehru Postdoctoral Research Fellowships: Help early-career Indian researchers strengthen their
research skills and build international collaborations in the United States.

Fulbright-Nehru Academic and Professional Excellence Fellowships: Support Indian faculty, scientists, artists
and professionals to research, teach or both at U.S. institutions, with a mirror award for U.S. scholars at Indian

institutions.
« Hubert H. Humphrey Fellowship Program: A professional development programme for young and mid-career
Indian professionals, running in India for over 45 years.
Fulbright Specialist Program: Short project-based placements of two to six weeks for U.S. academics and
professionals at Indian host institutions, alongside the Fulbright-Nehru Student Research Fellowships,
Distinguished Awards in Teaching and International Education Administrators Award for U.S. citizens.

The Fulbright-Nehru fellowships are the flagship. They cover the full academic ladder, from doctoral and
postdoctoral research through faculty and professional exchanges, and in the U.S. direction fund student
researchers, scholars and senior administrators coming to India. USIEF states that India now hosts the largest
Fulbright Scholar Program in the world.

Impact

USIEF states it has awarded over 22,000 fellowships and grants to Indians and Americans since 1950, and its own
site cites 330 Fulbright awards for the 2025-26 cycle. The site also cites 331,602 Indian students studying in the
United States. The foundation marked 75 years of the Fulbright Program in India in 2025 and works with the
Indian Ministry of External Affairs, the U.S. Embassy, the U.S. Department of State and the U.S. Department of
Education, as well as Indian and U.S. academic institutions.

Leadership

« Adam J. Grotsky, Executive Director

« Megha Sunger, Deputy Director

+ Maya Sundararajan, Regional Officer, Chennai
« Ryan A. Pereira, Regional Officer, Mumbai

Working at USIEF means running one of the largest binational scholarship programmes in the world from offices
in New Delhi, Chennai, Kolkata and Mumbai. The work is programme administration, selection, orientation and
alumni engagement, with regular contact with Indian and U.S. universities, both governments and a large alumni
network. It suits people interested in higher education, international exchange and academic administration who
want exposure to government and university partners on both sides.
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A Company Profile

See the full listing and open roles: https://aikyamjobs.org/companies/united-states-india-educational-foundation

Hope this gives you a clear, complete picture of the role — if it feels like a fit, the link above takes you straight to the full listing.
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