Junior Executive – Outreach & Ecosystem Support
Role Summary
Support partnership management, ecosystem engagement, governance coordination, and publicity operations for IOS-MCN.
Key Responsibilities
Partnership & Membership Management
· Administer Partnership MoUs and Membership Agreements
· Track partner onboarding, renewals, and reporting
· Coordinate membership fee tracking with Legal and Finance
Governance & Committee Support
· Coordinate meetings for EEC, OC, and Governing Board
· Prepare agendas and draft minutes
· Track action items and follow-ups
Outreach & Publicity
· Coordinate logistics for tradeshows and conferences
· Oversee development of publicity collaterals including:
· Videos
· Posters and brochures
· Event backdrops and display materials
· Presentation decks
· Digital creatives and social media content
· Coordinate with designers, video agencies, and printers
· Ensure brand consistency and quality control
Funding Support
· Track potential funding opportunities
· Support documentation for funding proposals
Tools & Technology Expectations
· Strong proficiency in:
· Excel (partner and event tracking)
· Word (MoUs and documentation)
· PowerPoint (professional outreach materials)
· Familiarity with:
· Social media management tools
· Basic design platforms (Canva / Adobe – preferred)
· Interest in AI tools for:
· Content drafting
· Meeting summaries
· Outreach analytics
· Campaign support
Qualifications
· Bachelor’s degree in Business / Communications / Marketing / Public Policy or related field
· 1–3 years of outreach, partnerships, or program coordination 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

