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HR & Admin Executive

Location: Gurugram, Haryana | 

Organization: 17000 ft Foundation

Organization & Role 

Context

Organization Overview

17000 ft Foundation is a non-profit improving learning for children 

in remote, high-altitude Himalayan villages across Ladakh, Sikkim, 

and Arunachal Pradesh.

Location & Sector

Gurugram, Haryana | Impact Area: Remote 

Education, Human Resources & Non-Profit 

Administration

Core Mission

Keep HR and administration running smoothly across all mountain 

field centres from the Gurugram Head Office, supporting staff in remote 

areas and enforcing compliance.
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JD Mindmap

HR & Admin Executive

Location: Gurugram, Haryana | 

Organization: 17000 ft Foundation

Key Responsibilities

Statutory Compliance & HR Policy Management

Manage PF and ESIC deductions and submissions, ensuring HR 

policies and legal compliance are followed across all field centres.

End-to-End Recruitment, Onboarding & Appraisal

Lead candidate sourcing, interview coordination, hiring paperwork, 

induction, training, performance reviews, and annual appraisals.

Employee Relations & Grievance Handling

Manage employee engagement, handle grievances, raise 

issues to senior HR, and plan team get-togethers and 

celebrations.

HR Records, Payroll & IT ID Coordination

Maintain employee files, track attendance/leave, send pay 

details to payroll on time, and coordinate IT account 

management.

Office Administration, Procurement & Vendor 

Management

Manage office purchases, equipment upkeep, vendor contracts, external 

consultant invoices, and regulator interactions.
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JD Mindmap

HR & Admin Executive

Location: Gurugram, Haryana | 

Organization: 17000 ft Foundation

Requirements & 

Qualifications

Education

Bachelor's degree from an accredited university; 

professional HR or administration certificate is 

an added advantage.

Experience

2 to 3 years of formal HR and admin 

experience in a corporate office or 

NGO environment.

Technical Expertise

Knowledge of HR and admin systems, Indian 

labour laws, statutory compliance (PF/ESIC), 

and research capabilities.

Core Skills & Tools

Proficiency in Google Workspace, Microsoft 365/MS 

Office, task tracking tools, dashboards, negotiation, 

and vendor management.

Language & Personal Attributes

Strong spoken and written communication, time 

management, problem-solving, and based in or 

willing to work from Gurugram.
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JD Mindmap

HR & Admin Executive

Location: Gurugram, Haryana | 

Organization: 17000 ft Foundation

Role Benefits & 

Opportunities

Close Team Collaboration

Be a key member of a small, close-knit 

team with broad, multi-functional 

operational responsibilities.

Multi-Centre Operational Leadership

Gain hands-on experience managing HR and admin 

operations across multiple remote mountain field 

centres.

Meaningful Himalayan Education Impact

Directly support field teams delivering transformative 

education for children in remote Himalayan communities.
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Job Description

Job Description

Application Assist →

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

17000 ft Foundation

17000ft (1).jpg 17000 ft Foundation works to improve learning for children in remote, high-altitude villages in the 

Himalayas, where schools are often cut off for months each year. The team works with government schools to set 

up libraries and play spaces, train teachers, and bring digital learning tools into classrooms. They work closely 

with local communities and education departments so that the change lasts. The foundation runs its work from 

field centres in the mountains, with support from a Head Office in Gurugram.

Role

As HR & Admin Executive, you will join a small team at the Head Office that keeps HR and administration 

running smoothly across all field centres. You will report to the Senior Manager HR and work closely with field 

office teams to put HR policies and legal compliance in place, so staff working in remote areas are well supported 

and the offices run well.

Responsibilities

• Manage statutory compliance, including PF and ESIC deductions and submissions to regional offices, and make 

sure HR policies and processes are followed at every centre.

• Lead the recruitment process by finding candidates, coordinating interviews and completing hiring paperwork, 

then support induction, onboarding and staff training.

• Coordinate the performance review cycle, including review discussions and annual appraisals.

• Handle employee relations, engagement activities and grievances, raising issues with the senior HR team when 

needed.

• Maintain employee files, letters and HR records, manage attendance and leave, and send monthly pay details to 

the payroll team on time.
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Job Description

• Process bills, invoices and contract renewals for external HR consultants, and coordinate with IT to create, 

change and remove staff IDs.

• Manage office administration, including cost-effective purchases, equipment upkeep, maintenance contracts and 

renewals.

• Plan team get-togethers, festivals and celebrations, and deal with government bodies, regulators and recruitment 

consultants.

Requirements

• A bachelor's degree from an accredited university, with a professional certificate in HR or administration as an 

added advantage.

• 2-3 years of formal work experience in HR and admin in a corporate office or NGO.

• Good knowledge of HR and admin systems, labour laws and statutory compliance.

• Strong spoken and written communication, with good negotiation and vendor management skills.

• Proficiency in Google Workspace, Microsoft 365 and MS Office, along with standard tools for task tracking, 

follow-ups, dashboards and reporting.

• Good problem-solving and time management skills, with the ability to meet deadlines.

• Some experience doing primary or secondary research.

• Based in or willing to work from Gurugram, Haryana.

Benefits

• Be a key member of a small, close team with a wide range of responsibilities.

• Gain hands-on experience running HR and admin across several field centres.

• Help support teams working for children's education in remote Himalayan communities.

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
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Job Description

HR operations and statutory compliance  PF and ESIC administration  Recruitment and onboarding  

Office administration and vendor management  Google Workspace and MS Office

Tags

17000 ft Foundation  Education  Human Resources  Administration  Full Time  Haryana

aikyamjobs.org — Page 7 of 9



Company Profile

About the Company

Visit website →

17000 ft Foundation works to improve the quality of education in government schools in the remote frontier 

villages of the Indian Himalayan Region. It was set up in response to families leaving mountain villages. Because 

there are no good schools nearby, children as young as three are sent to boarding schools in distant towns, and 

families often end up moving to the cities to be with them. The foundation's position is that geography and 

distance should not be barriers to equal learning opportunities. Its approach is to bring quality education to 

children close to their homes, even in the most isolated hamlets, so that the social fabric of these heritage villages 

is preserved. It currently works in Ladakh, Sikkim and Arunachal Pradesh. 17000ft (1).jpg

Major Areas of Work

• School quality improvement: Strengthening government schools in frontier villages so children can get a good 

education without leaving home.

• Digital access: Bringing digital learning resources to schools in villages that are off-grid and off-network.

• Teacher development: Training teachers in current teaching methods in schools that are too remote to get 

regular training.

• School infrastructure: Building learning and play spaces in schools in high-altitude areas with harsh winters and 

difficult terrain.

• Community engagement: Working with Village Education Committees and local communities to support their 

schools.

Major Initiatives and Programmes

• DigiLab cum Library: A combined digital learning lab and library set up in partner government schools.

• Playgrounds: Play spaces built for children in remote schools.

• Local-language storybooks: Children's books in regional languages such as Bhoti, made to be easy for young 

readers to understand.

• Take-home tablets: Tablets that students can take home so they can keep learning outside school hours.

• Winter Learning in Ladakh: Support that lets children keep learning during the long winter months when 

schools in Ladakh are closed.
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Company Profile

Impact

17000 ft Foundation states that it works in more than 450 remote schools and has given more than 150,000 children 

access to quality education near their homes in Ladakh, Sikkim and Arunachal Pradesh. The organisation reports a 

50% fall in dropout and migration in the schools it has adopted. It also reports a 30% average increase in enrolment 

in the government schools it has adopted.

The foundation's work takes place in some of India's most remote places, including high-altitude border villages 

with extreme weather and little connectivity. Staff work closely with government schools, teachers, village 

committees and local administrations, which gives them direct experience of public education delivery and 

community-led change. The work suits people who care about fair access to education and who can work well in 

tough field conditions. It also suits people who want to see clear results in schools and communities.

See the full listing and open roles: https://aikyamjobs.org/companies/17000-ft-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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