Job Title: Admission Coordinator cum Faculty
Location: Modern Engineering & Management Studies (MEMS), Balasore
Salary: ₹15,000 – ₹20,000 CTC per month
About the Role:
We are looking for dynamic and motivated professionals to join Modern Engineering & Management Studies (MEMS), Balasore, as Admission Coordinator cum Faculty. The ideal candidate will support both the admission process and academic activities, contributing to student engagement and institutional growth.
Key Responsibilities:
· Coordinate and manage student admissions, counselling, and enrollment activities.
· Assist in planning and executing admission campaigns and outreach programs.
· Handle inquiries from prospective students and parents efficiently.
· Teach and mentor students. 
· Maintain student records and coordinate with academic and administrative teams.
· Support college events, promotional activities, and academic functions.
Qualifications & Skills:
· MBA/PGDM (All specialization can apply)
· Strong communication, counselling, and presentation skills.
· [bookmark: _GoBack]Ability to multitask and work collaboratively in a team environment.
· Proficiency in MS Office and basic administrative tools.
Additional Details:
· Work Hours: 9:30 AM – 5:30 PM (Monday to Saturday)
· Location: Balasore
· Preference will be given to candidates native to Balasore or those willing to relocate.

