
 

 
JOB DESCRIPTION DOCUMENT 

 
Post  : Project Execu,ve — Tribal Welfare, Green Works Trust 

Job iden-fica-on : PETW/4/2024 
Work loca-on : Raigad district, Maharashtra, India 

Apply before : 5/4/2024 
Expected joining : Immediate 

Job schedule : Full--me posi-on 
Prac-ce area : Tribal educa-on, Livelihood 

Contract dura-on : 1 year (can be extended based on performance) 
Work experience : 1 to 2 years 

Required languages : Marathi, English 
Age criteria : Max 35 years 

Salary : Rs 20,000 to 25,000 per month 
 
 
(I) Du'es and Responsibili'es  
Under the direct supervision of the Project Manager, the Project Execu-ve has the responsibility to assist 
Project Manager in the ground works of the project. Main responsibili-es will include scheduling ac-vi-es 
and maintenance of data. The key responsibili-es will be photo documenta-on of the ac-vi-es and 
keeping the accounts, helping Project Manager with the works related to bee-keeping. 

 
(II) Required Assets (given in the order of importance) 

(i) Skills: 
• Well-experienced in -me-tabling and scheduling ac-vates 
• Event photography (mobile or camera) 
• Builds strong rela-onships with stakeholders. 
• Excellent informa-on technology skills, including word processing, database applica-ons, 

presenta-on soYware, and the internet (MS Excel, PPT, MS Word, etc.) 
• Ability to summarize and systema-ze complex informa-on. 
• Responsible, communica-ve, well-organized, team-oriented person. 
• Familiarity with laws related to project work and ethics. 
• Strong communica-on and interpersonal skills. 
• Good organiza-onal and -me management skills. 
• Ability to work flexible hours as needed. 
• Ability to work under very -ght deadlines. 
• Ability to deliver when working under pressure and within changing circumstances. 
• Ability to express ideas clearly; to work independently and in a team. 
• Ability to understand your strengths and weaknesses and u-lize them to the op-mum. 
• Ability to understand your team’s strengths and weaknesses and u-lize them to the op-mum. 
• Focuses on impact and result for the organiza-on. 
• Consistently approaches work with energy and a posi-ve, construc-ve a_tude. 



 

• Responds posi-vely to cri-cal feedback. 
• Displays cultural, gender, religion, race, na-onality, and age sensi-vity and adaptability.  
• Demonstrates integrity by modeling ethical standards. 
• Commitment to social jus-ce, equity, and sustainable development principles. 
• Candidate must have a two-wheeler license and riding experience in rural and remote areas.  

 
(ii) Experience:  
• 2 years of prior experience with similar du-es and responsibili-es (men-oned above) 

 
(iii) Educa,on:  
• Bachelor’s degree Zoology/Biodiversity/Life Sciences with minimum experience of 2 years. 

 
We believe that having relevant skills and experience are o5en, more important than formal 
educa:on. Therefore, above men:oned skills and experience are MUST. Required educa:on is 
desirable. 
 

(iv) Languages: 
• Excellent knowledge of wriben and spoken Marathi and English. 
• Any other language will be given due considera-on if in accordance with the project's needs. 

 
(III) Competencies 

(i) Core: 
 
Achieve Results Plans and organizes own and others’ -me effec-vely, e.g. meets deadlines. 

Think Innova-vely Risk-aware and conscious of poten-al blockers to progress. 
Learn Con-nuously Dedicates -me to lessons learned, learning from experience and mistakes. 

Adapt with Agility Able to adapt and flex self as the changing environment demands. 
Act with 

Determina-on 
Resilient and able to deal with mul-ple sources of pressure simultaneously, 
e.g. local people, local government, and other stakeholders. 

Engage and Partner Encourages teamwork and fosters a posi-ve and friendly team environment. 
Enable Diversity and 

Inclusion 
Ac-vely promotes and respects diversity in all regards, reflec-ng the wide 
spectrum of communi-es GWT supports/works with. 

 
(ii) Cross-func,onal & Technical competencies: 

 
Thema,c Area Name Defini,on 
Project direc-on 
and strategy 

Effec-ve decision-
making 

Ability to take decisions in a -mely and efficient manner 
in line with one’s authority, area of exper-se and 
resources. 

Project 
Management 

Monitoring Ability to provide key stakeholders with regular feedback 
on MIS as per the standards set by the organiza-on. 

Digital & 
Innova-on 

Tech literacy Ability to u-lize exis-ng technology crea-vely, 
innova-vely (at -mes, unconven-onally) for the project. 
Ability to stay updated with new technology and imbibe it 
at work to get beber results. 

Digital & 
Innova-on 

Systems thinking and 
transforma-on 

Ability to analyze a problem from perspec-ves of all and 
related par-es and find unbiased solu-ons in best 
interest of the project. 

 
    
 



 

(iii) Please note:  
• This posi-on entails on-field pos-ng in a rural area. Candidate will be required to stay away from 

home throughout the project dura-on.    
• Candidate will be required to produce a fitness cer-ficate by a medical prac--oner (MBBS or 

equivalent) before joining. 
 

(IV) About Green Works Trust (GWT) 
(i) Background of the organiza,on and its values 

Diversity, equity, and inclusion are core principles at GWT. Awareness, Research, and Conserva-on 
are our key objec-ves, and we work for a greener and sustainable future.  
 
GWT does not tolerate sexual exploita-on and abuse, any kind of harassment, including sexual 
harassment, and discrimina-on. All selected candidates will, therefore, undergo reference and 
background checks.  

 
(ii) Tes,monials from current and former GWT team members, taken on 24th March 2024 

“Crea-vity thrives, with apprecia-on for out-of-the-box thinking and cri-cal analysis.” 
 
“The work environment provides the freedom to innovate and make on-field decisions, fostering 
a sense of ownership and responsibility.” 
 
 “The sense of accomplishment at GWT is unparalleled.” 
 
 “At GWT, I constantly learn new ideas and skills, oYen while traveling to breathtaking loca-ons.” 
 
 “GWT offers a work environment that fosters comfort and support.” 
 
 “At GWT, the emphasis is not on compe-ng with others; but on challenging oneself.” 
 
 “It’s a place where you're encouraged to pursue what you're passionate about, and the learning 
opportuni-es are endless.” 
 
 “The support and guidance from colleagues are invaluable in personal and professional growth.” 
 
 “GWT maintains a posi-ve outlook, even in challenging situa-ons, inspiring everyone to step out 
of their comfort zones.” 
 
 “Through my journey with GWT, I've discovered a newfound sense of iden-ty, recognizing my 
strengths while also acknowledging areas for development.” 
 
 “GWT offers a comprehensive understanding, providing a 360° awareness of the field's dynamics.” 
 
 “GWT ‘s commitment to people, the environment, and a greener, sustainable future is inspiring. 
It's evident in their dedica-on to solving problems with genuine intent.” 
 
 “⁠GWT isn't just an NGO; it's a close-knit family of individuals from diverse backgrounds but united 
by a common purpose.” 
 
 “The work environment provides the freedom to innovate.” 

 
For more details, visit our website www.gw2ndia.org. Also follow us on Facebook (h;ps://m.facebook.com/GreenWorksTrust) 

and Instagram page (h;ps://instagram.com/greenworkstrust?utm_medium=copy_link). 
 

So, do you want to grow with a team of passionate, free-spirited individuals at 
Green Works Trust? Click here: hIps://forms.gle/RdVW9Y7g3rWkBTk69 

http://www.gwtindia.org/
https://forms.gle/RdVW9Y7g3rWkBTk69


 

 


