
 

 

 

 

 

 

Documentation & Reporting Officer, Chikodi (Belagavi) Karnataka  

 

SEEDS is a not-for-profit organisation that helps make communities resilient through 
comprehensive interventions in the areas of disaster readiness, response and rehabilitation. Since 
1994, the organisation has worked extensively on every major disaster in the Indian subcontinent, 
integrating locally based approaches to build the long-term resilience of the communities it serves. 
As SEEDS looks at completing 25 years of outstanding service to humanity, it is re-anchoring its 
approach to building resilience through innovation. 

SEEDS is currently working in the states of Karnataka and Maharashtra also for the restoration of 
floods affected people  

Position  

The Documentation & Reporting Officer will be responsible for Documentation & Reporting  
of project activities under the supervision and guidance of the State Project Coordinator for the 
implementation of the project  

 

Location: Chikodi – Belagavi, Karnataka  

Reporting: She/he shall report to the State Project Coordinator  

Period of the project:   Twelve months 

Type of Contract: Renewable  

Job Profile: The Reporting and Documentation Officer will work under the supervision and 
guidance of the State Project Coordinator for the implementation of the project in the state and 
will have the following responsibilities: 

1. Prepare interim and final reports of different donors 
2. Prepare monthly progress report as per timelines 
3. Prepare donor visit reports and gather feedback from the donors 
4. Ensure all documents and reports are documented and maintained in a proper systematic 

manner 
5. Garner case studies from the field and develop them into human interest stories to be 

included in reports and used by the communications team for social media, and website 
use 

6. Gather timely bytes and feedback from district officials, government officials and other 
officials connected to the project to be included in the reports 

7. Create work progress reports from time to time of different interventions from the field  



8. Coordinating with the Communications team for any support they might require from time 
to time 

9. Go on regular field visits to our project sites to collect case studies, bytes, content for 
reports etc.  

10. Create monthly work plans that will be shared with and monitored by the reporting 
manager 

Qualifications: 

Degree in English Literature/Journalism/Mass Communication or any equivalent degree in social 
sciences/humanities 

Additional qualification - Diploma/certificate course in content creation/creative writing or any 
other similar courses  

Experience – Minimum of 2-3 years of professional experience/preferably in Developmental 
Organization  

Desirable Experience and skills in: 

 Content creation and management  

 Willingness to go on field visits regularly for photo documentation and case study 
generation 

 Excellent written skills 

 Excellent communication skills 

 Should have a flair for writing  

 Odia speaking candidates will be preferred but not a must 

How to Apply 

Candidates with a passion to work in the humanitarian sector and with the above qualifications 
and experience may apply to joinus@seedsindia.org mentioning their current and expected salary 
with the subject  “Documentation and Reporting Officer” in SEEDS -Chikodi -Belagavi, Karnataka ‘ 
latest by 03rd April 2020. We are an equal opportunity employer and value diversity at our 
organisation.  

For information about the organization, visit us at www.seedsindia.org. 
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