
Nurturing future Changemakers & Innovators 

 

Executive Assistant to Founder 

About Us: Karmyo Foundation is an education Organisation based in Pune on a mission to nurture                

future changemakers & innovators. We run entrepreneurship based life skills program for secondary             

school students. Our well-researched and proven framework and curriculum has been implemented in             

several schools. Through the experience they develop critical life-skills such as creativity,            

problem-solving, decision making, communication, collaboration and so on. Hundreds of students have            

undergone this program and the learning outcomes have been very positive. 

 

About the Role: The EA will have the ability to exercise independent judgement in a variety of situations                  

as well as have strong administrative, organisational, interpersonal and written and verbal            

communication skills. The individual will also possess the ability to maintain a good balance among               

multiple priorities, work independently on projects from conception to completion, and be able to              

handle a wide variety of activities and confidential matters with discretion. S/he will be a forward                

looking thinker, who actively seeks opportunities and proposes solutions. The Executive Assistant must             

be able to analyse information and make recommendations to the Founder. 

 

The responsibilities include but are not limited to: 

● Completes a broad variety of administrative tasks for the Founder including: impeccable            

calendar management; expense reporting; composition of correspondence that is sometimes          

confidential; detailed travel arrangements, itineraries, and agendas; and document preparation          

for all office meetings. 

● Plans, coordinates and ensures the Founder’s schedule is followed and respected. Provides            

"gatekeeper" and "gateway" role, creating win-win situations for direct access to the Founder’s             

time. 

● Communicates directly, and on behalf of the Founder, with staff, external stakeholders, and             

others, on matters related to Founder’s initiatives and responsibilities. 

● Works closely and effectively with the Founder to keep him well informed of upcoming              

commitments and responsibilities, following up appropriately. Acts as a "barometer," having a            

sense for the issues taking place in the environment and keeping the Founder updated. 

● Prepares Founder for interactions with internal and external stakeholders – staff, parents,            

program participants, school management, donors, possible partners 

● Research, prioritises, and follows up on incoming issues and concerns addressed to the Founder,              

including those of a sensitive or confidential nature. Determines appropriate course of action,             

referral, or response. 

● Provides leadership to build relationships crucial to the success of the organisation and manages              

a variety of special projects for the Founder, all of which have organisational impact. 



● Prepares and preps all materials required for Founder’s meetings, trainings and travel -             

documents, presentations, expense sheets 

● Prioritising conflicting needs; handles matters expeditiously, proactively, and follows-through on          

projects to successful completion, often with deadline pressures. 

● Represents the organisation in the recruitment process and leads the entire process. 

 

Requirements: Proficiency with Gmail and Google calendar, docs, slides, etc., Zoom, Microsoft Office             

(Outlook, Word, Excel, and PowerPoint) and Social Media Platforms is required. 

 

Location: Pune 

 

Selection Process: The first step will be a telephonic conversation. If a candidate clears the round s/he                 

will be called for the final in-person interview with the Founder. 

Application Process: Interested candidates can send their resumes with an expression of interest at              

deepika@karmyo.com 

 

 


