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The Akanksha Foundation

Executive Assistant to CEO in Mumbai | Akanksha Foundation | ₹5-7 LPA
Mumbai, Maharashtra · full-time · mid level · ₹41,667 - ₹58,333 /month
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Executive 
Assistant to 

the CEO
Location: Mumbai, 

Maharashtra
Organization: Akanksha 

Foundation

Organization & 
Role Context

Organization Overview
Akanksha Foundation works so that children from 
low-income communities get a good education and 
the chance to shape their own futures through 
schools and community programmes.

Location & Sector
Mumbai, Maharashtra | Impact Area: Development 
Sector / School Education & Community Support

Core Mission
Keep the CEO's office running smoothly, manage 
time and travel, prepare leaders for meetings, 
coordinate Board engagements, and lead special 
projects.

Key 
Responsibilities

Calendar, Travel & Discretionary 
Management
Manage the CEO's calendar, travel, and 
commitments with good judgement, handling 
sensitive communications with discretion.

Executive Meeting Preparation & Briefings
Prepare agendas, briefings, presentations, and 
background notes to ensure leaders arrive fully 
prepared for meetings.

Board Coordination & Governance Support
Coordinate Board calendars, meetings, papers, and 
communications, managing pre- and post-meeting 
follow-ups.

Decision Tracking & Internal Follow-Up
Record key decisions and actions, following up with 
teams so work gets completed smoothly without 
extra paperwork.

Special Project Management & Problem 
Solving
Plan and coordinate selected projects from start to 
finish, build simple trackers, conduct research, and 
flag risks early.

Requirements & 
Qualifications

Education
Bachelor's degree in any subject.

Experience
Around 3 to 5 years of relevant work experience as 
an executive assistant, project coordinator, or 
programme professional (earlier social sector 
experience preferred).

Technical Expertise
Working knowledge of AI (artificial intelligence) 
tools, or a willingness to learn them.

Core Skills & Tools
Excellent organisation, attention to detail, strong 
written/spoken communication, presentation 
preparation, and simple project tracking.

Language & Personal Attributes
Maturity handling confidential information, 
confidence working with senior leaders, interest in 
education/social sector, and ability to work in 
person from the Mumbai office.

Role Benefits & 
Opportunities

Statutory Benefits
Provident Fund (PF).

Senior Executive & Board Exposure
Work directly with the CEO and leadership team on 
core organizational decisions and gain direct 
exposure to Board governance.

Skill Advancement & Meaningful Impact
Lead real projects to develop project management 
and coordination skills while contributing to quality 
education for underserved children.
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Skills this role needs

Calendar and 

Travel 

Management

Board 

Coordination

Stakeholder 

Management

Report and 

Presentation 

Writing

Project Tracking

Job description

Akanksha Foundation
Akanksha Foundation works so that children from low-income communities get a good education and the 

chance to shape their own futures. It runs schools and programmes that support children, their families and 

their teachers. Its teams work closely with communities and with government to make schools better places 

to learn. The aim is simple: every child should be able to learn, grow and do well in life.

Role
As Executive Assistant to the CEO (Chief Executive Officer), you will be the person who keeps the CEO's 

office running smoothly. You will manage the CEO's time, prepare leaders for important meetings, 

coordinate the Board and key partners, and follow up so that decisions turn into action. You will also lead 

some important projects yourself, helping teams across the organisation stay on track with the work that 

matters most.

Responsibilities

• Manage the CEO's calendar, travel and commitments, using good judgement about what matters most.

• Prepare agendas, briefings, presentations and background notes so every meeting has a clear purpose 

and leaders arrive ready.

• Record key decisions and actions, and follow up with teams so work gets done without adding extra 

paperwork.

• Handle letters, emails and sensitive information with care and discretion.

• Coordinate leadership meetings, reviews and other important internal forums, and make sure the right 

information reaches the right people on time.

• Coordinate Board calendars, meetings, papers and communication, including follow-up before and after 

each meeting.

• Build trusted relationships with Board members, partners and other key people, and organise external 

meetings, talks and events involving the CEO.

• Plan and coordinate selected projects from start to finish, build simple trackers, research and summarise 

information, and flag problems early so they can be solved.

Requirements

• A bachelor's degree in any subject.

• Around 3 to 5 years of relevant work experience, ideally as an executive assistant, project coordinator or 

programme professional in a role that needs strong organisation and work with many people.

• Excellent organisation, attention to detail and the ability to keep several priorities moving at once.

• Strong written and spoken communication, including writing clear notes, presentations and reports.

• Confidence working with senior leaders and people from different backgrounds, and maturity in handling 

confidential information.

• Working knowledge of AI (artificial intelligence) tools, or a willingness to learn them.

• An interest in education and the social sector; earlier experience in the sector helps but is not essential.

• Ability to work in person from the Mumbai office.

Benefits

• Provident Fund.

• Work closely with the CEO and leadership team on decisions that shape the organisation.

• Lead real projects and grow your skills in planning, coordination and working with a Board.

• Be part of a team working to give children from low-income communities a fair chance through 

education.
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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.

About the organisation

The Akanksha Foundation
Education

akanksha.org ↗ More on aikyamjobs.org

Profile

The Akanksha Foundation is a non-profit that has worked for more than 30 years to give children from 

underserved communities a high-quality education. It runs English-medium schools in Mumbai, Pune and 

Nagpur through public-private partnerships with municipal corporations. Its stated mission is to maximise 

the potential of children and young adults through holistic education. Akanksha describes a 20-year 

commitment to each child, enrolling students in kindergarten and supporting them until they enter the 

workforce. Its model combines academics with socio-emotional learning, 21st-century skills, values, parent 

engagement and community involvement.

Headquarters: Mumbai, Maharashtra, India

Major Areas of Work

• School education: Running English-medium schools with municipal corporations under a public-private 

partnership model.

• Educator and school leader development: Hiring, training and mentoring teachers, and growing 

experienced teachers into school leaders.

• Public school reform: Bringing practices from Akanksha schools into municipal school systems through 

partnerships with city governments.

• Alumni careers and higher education: Supporting students from Grade 8 onwards with college, 

vocational and career pathways.

• Arts education: Teaching visual art as a core subject, both in Akanksha schools and in outside schools.

Major Initiatives and Programmes

• The School Project: Akanksha's network of English-medium public-private partnership schools, built on 

four pillars of excellent educators, innovative pedagogy, parent partnership and holistic learning.

• Alumni Support and Engagement (ASE): Support for students from Grade 8 through their careers, 

covering career counselling and psychometric testing, university application help, internships, vocational 

training, leadership camps, 1-to-1 mentorship and the Step Up volunteer programme.

• Project Setu: A 5-year partnership with the Nagpur and Pimpri Chinchwad Municipal Corporations to 

transform municipal schools across leadership, educator development, infrastructure, community 

engagement and student well-being, backed by a data dashboard for city leaders.

• Art for Akanksha: An art curriculum of 800+ lessons from kindergarten to Grade 10, taught in Akanksha 

schools, municipal schools and partner organisations, with an art products line that funds the work.

• Project RISE: An enrichment programme giving high-performing students 5-8 extra hours of rigorous 

instruction and mentorship.

The School Project is Akanksha's flagship. About a quarter of learning time goes to areas beyond academics, 

including daily socio-emotional learning practices developed by Emory University with the Dalai Lama Trust. 

New and returning teachers start each year with four weeks of intensive training, followed by weekly 

workshops, peer observation and one-on-one mentoring through the year.
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Impact

Akanksha's figures vary by source. Its recruitment material cites 27 schools, 14,600+ students and 5,800+ 

alumni, while its School Project page cites 28 schools, 15,490 students and 760+ educators. Its site states 

that 88% of alumni are employed and that 95% secured college or vocational admissions in 2023-24. It 

reports that Project Setu works with 222 municipal schools and reaches more than 70,000 students. 

Akanksha maintains partnerships with the Brihanmumbai, Pune, Pimpri Chinchwad and Nagpur municipal 

corporations, and with funders including Thermax Foundation, Bajaj Finserv and UBS.

Leadership

• Saurabh Taneja, Chief Executive Officer

• Venil Ali, Chief of Schools and Alumni

• Jayshree Oberoi, Chief of Government Partnership and Scale Initiatives

• Anjali Suresh, Chief Financial Officer

Akanksha suits educators who want to work inside schools and see the results with children and families. 

Staff work on the ground in schools across three cities, often alongside government officials and municipal 

authorities. Teachers can grow into school leadership through a clear pathway. There are also central roles in 

teacher training, alumni careers, government partnerships, arts education and research. The work suits 

people committed to educational equity who want hands-on experience of running schools and improving 

public education at scale.

Interested? Application Assist → ·  Full listing: https://aikyamjobs.org/jobs/executive-assistant-to-ceo-in-

mumbai-akanksha-foundation-5-7-lpa
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