Job Description – Assistant –IBSS & Industrial Visits
Faculty Code

Department
IBSC
Position
Assistant-IBSS & Industrial Visits
No. of Positions
01
Qualification
Any Degree, Preferably MBA with Minimum 2 Years of Experience
Key Responsibilities
Maintain records, files, databases, and official documentation of IBSC Society; Manage correspondence (emails, letters, notices, MoUs, membership communications)

Plan, organize, and coordinate industrial visits in collaboration with academic teams and industry partners.

Communicate with industries, hospitals, manufacturing units, and organizations to schedule visits and confirm logistics.

Coordinate with students, faculty, and staff regarding visit schedules, guidelines, and documentation.

Handle administrative tasks related to industrial visits, including permissions, approvals, and correspondence.

Maintain accurate records of industrial visits, participant details, feedback, and any other reports.

Prepare visit-related documentation such as permission letters, schedules, reports, and certificates.

Ensure compliance with institutional policies and  guidelines during visits.

Support department activities and assist in coordination of training programs or events when required.
Any other Relevant tasks that may be assigned from time to time.
Technical Expertise Required
Basic Knowledge on Science & Technology
Knowledge on Medical Devices 
Software Skills
· Computer literacy including advanced proficiency with Microsoft Office (Excel, Word & PPT).

