Junior Executive – Administration
About IOS-MCN
IOS-MCN (Indian Open Source for Mobile Communication Networks) is a nationally coordinated initiative to design, develop, validate, and commercialize a fully open-source, 3GPP- and O-RAN-compliant end-to-end mobile communication software platform for private 5G and future-ready 6G networks.
The IOS-MCN Secretariat supports consortium management, partnerships, governance, financial operations, laboratory coordination, and ecosystem engagement.

Role Summary
Provide operational and administrative support to the IOS-MCN Secretariat, ensuring seamless coordination of meetings, facilities, reporting, and compliance documentation.
Key Responsibilities
· Coordinate meetings, workshops, and official visits
· Manage travel bookings and logistics
· Maintain calendars and scheduling coordination
· Support office space, facilities, and inventory management
· Assist in preparation of project proposals and periodic reports
· Support implementation and expenditure documentation
· Assist in laboratory operations coordination and documentation
· Maintain structured digital records and compliance documentation
Tools & Technology Expectations
· Strong proficiency in:
· Excel (trackers and basic reporting)
· Word (structured documentation)
· Outlook/Calendar (coordination and scheduling)
· Comfortable with shared drives and document repositories
· Interest in using AI tools to assist with:
· Drafting documentation
· Automating reporting
· Workflow coordination
Qualifications
· Bachelor’s degree in Administration / Management or related field
· 1–3 years of relevant experience


Why Join IOS-MCN?
· Work at the forefront of India’s open-source telecom ecosystem
· Engage with national and global industry partners
· Gain exposure to government-funded technology initiatives
· Be part of a mission-driven, future-focused digital ecosystem

