
 
Title: Education Program Manager​  
Experience: Minimum 7 Years of teaching, training & leadership experience at a school 
OR   Minimum 5 years teaching, training & leadership experience at a school with MA 
Education/ M.Ed 
Location: Arunachal Pradesh 
Reporting To: Project Head 
Compensation: Commensurate to qualifications and experience 
 
About Sunbird Trust 
Established in 2014, Sunbird Trust is a non-religious and apolitical not-for-profit 
organisation working in remote and conflict-affected parts of North East India with the motto 
of ‘Peace through Education’. It facilitates physical and financial access to education by 
building schools and hostels and providing child sponsorships. It engages with local 
communities in livelihood development and fostering peace, helping build bridges between 
people in the region and their fellow citizens across India. 

●​ Team of 50+ professionals including Teach for India fellows, Azim Premji University 
graduates and Gandhi Fellows 

●​ Awarded by Azim Premji University (February 2023) amongst the top ten NGO case 
studies across India for their annual ‘Stories of Change’ competition 

●​ Great Place to Work® accredited since 2023 

Role Overview  
The Education Program Manager will hold overall responsibility for the delivery and 
outcomes of the education program. This includes leading government stakeholder 
engagement, driving school-level implementation, building team capacity, and ensuring 
strong monitoring, reporting, and financial compliance across the program. The Education 
Program Manager will coach and upskill team members to develop professionally and 
enable them to meet program outcomes.  

Roles & Responsibilities  
Sunbird Trust is looking for an Education Program Manager who will be responsible for 
the education program delivery and outcomes. 
 

 

 

 

 



 
1. Program Planning & Implementation 

●​ Lead the planning, development, and implementation of the Government School 
Transformation Program, ensuring alignment with program objectives and 
organisational goals. 

●​ Co-design a programmatic annual strategy with the school team, including goals, 
priorities, timelines, and a scope and sequence outlining school and managerial 
support. 

●​ Identify and incorporate the most effective and innovative practices in learning 
delivery, including social and peer learning, game-based learning, informal learning, 
and performance support. 

●​ Coordinate and engage with government stakeholders in the Department of 
Education at Block, District, and State levels for program and school-related 
activities. 

●​ Obtain requisite permissions from government officials for conducting program 
activities. 

●​ Understand the program’s design, deliverables, and project implementation plan, 
and ensure that the program progresses in accordance with the implementation plan 
submitted to the donor. 

●​ Build relationships with school leadership teams and communities, fostering a culture 
of joy and excellence within the school team. 

2. Capacity Building & Training 

●​ Prepare and execute training plans for resource persons, state officials, school 
leadership, and teachers based on the program design. 

●​ Ensure that trainings are conducted at base schools with active participation from 
teachers. 

●​ Provide ongoing support, coaching, and mentorship to team members, school 
leaders and teachers, fostering professional growth through targeted feedback and 
resource provision. 

●​ Identify and leverage external resources and partnerships to enhance the capacity 
and effectiveness of educational interventions within the program. 

●​ Collaborate with partner organisations to help design and co-facilitate training 
sessions. 

 

 



 
●​ Facilitate motivation sessions and celebration events to acknowledge and recognise 

educators’ successes. 

3. Monitoring & Evaluation 

●​ Collaborate with the M&E team to set the main goals, activities, results, and impact 
indicators of the program. 

●​ Collect and analyse program data with the program team, using findings to inform 
decision-making and drive continuous improvement. 

●​ Make regular monitoring visits to all schools on a rotational basis to ensure program 
quality and provide support to Teaching Associates (TAs), Lead Teachers (LTs) and 
Assistant School Leaders (ASLs). 

●​ Track and record project quality improvement as agreed upon; report the same in the 
agreed format. 

4. Stakeholder Engagement & Networking 

●​ Build and maintain strong relationships with government agencies, education 
authorities, NGOs, community leaders, and other relevant stakeholders to promote 
collaboration and resource mobilisation. 

●​ Represent the organisation at meetings, conferences, and events related to 
education and community development, advocating for systemic improvements in 
support of program objectives. 

●​ Engage with donors, funders, and partners to secure financial support and resources 
for program sustainability and expansion. 

5. Team Leadership & Management 

Manage and coach a group of ASLs, LTs and TAs under the program to achieve ambitious 
outcomes in their schools: 

○​ Support the team in understanding their school context, internalising 
gap-to-grade analysis, and appreciating the stakes involved in their work. 

○​ Enable and support the school team to set ambitious yet feasible academic 
and holistic goals for their schools; help them design leadership development 
goals and ensure accountability through regular interventions. 

 

 



 
○​ Review and provide feedback on action plans and training plans; co-plan with 

the team wherever required. 
○​ Observe team members in their schools to coach and strengthen 

interventions, and to gather data on student learning, teacher proficiency, and 
school leadership. 

○​ Analyse student achievement data and problem-solve with the school team to 
prioritise teacher actions that most impact student performance. 

○​ Build strong relationships and a positive team culture, investing team 
members in their potential impact and the overall vision of the organisation. 

●​ Foster a collaborative and inclusive work culture within the program team, promoting 
communication, teamwork, and mutual respect. 

6. Reporting & Financial Management 

●​ Understand and comply with processes developed for the project; cascade them to 
field teams and ensure compliance. 

●​ Ensure fund utilisation in accordance with the approved budget; report fund 
utilisation details as required by the donor in coordination with the accounts team. 

●​ Prepare monthly and quarterly reports for government stakeholders and donors. 
●​ Manage finance and cash flow for the project: team allowances, project activity 

expenses, petty cash register, and reimbursements for project staff. 

7. Communications & General Responsibilities 

●​ Manage media relations and garner media coverage; organise and maintain a 
portfolio of project media assets from on-ground implementation, including videos, 
stakeholder feedback (textual or video), and impact stories. 

●​ Drive the program team to regularly report highlights and progress of the 
Government School Transformation Program. 

●​ Respond promptly to all requests for information from the program, accounts, M&E, 
fundraising, social media, and sponsorship teams. 

●​ Ensure adherence to organisational policies, procedures, and ethical standards, 
promoting transparency, accountability, and integrity in all aspects of program 
operations. 

●​ Prepare and present reports on program activities, outcomes, and impact to senior 
management, donors, and other stakeholders. 

 

 



 
Qualifications 
●​ Minimum 7 Years of teaching, training & leadership experience at a school OR   

Minimum 5 years teaching, training & leadership experience at a school with MA 
Education/ M.Ed 

●​ Prior experience in program management, government stakeholder engagement, 
and team leadership in an educational development context is strongly preferred 

Skill Requirement 
●​ Program management 
●​ Proactive approach to problem-solving with strong decision-making skills 
●​ Team management 
●​ Leadership and development skills 
●​ Stakeholder management 
●​ Teaching & classroom management 
●​ Good listening and observation skills 
●​ Capacity building ability  
●​ Documentation skills, like report writing and proposal writing 
●​ MS Office proficiency 
●​ Proficiency in Canva for report making 
●​ Strong verbal and oral communication skills 

 
Must-Have Mindset 
●​ Commitment & strong Integrity   
●​ Team Player with good interpersonal skills  
●​ Proactiveness, Flexibility and Adaptability  
●​ Ability to assimilate in local culture and way of life.  

 
Application Process 
1. Preliminary screening of profile  
2. Pre-work  
3. Personal Interview(s)  
4. Reference checks  

 
HOW TO APPLY?  
Click on the link to apply: https://forms.gle/fhiBoYadapZ4kZ9g9  

 

 

https://forms.gle/fhiBoYadapZ4kZ9g9

