
 

Position Description: Executive Support Officer 
 

1. About NIM College  

Since January 2019, NIMS has come under a new management team with international 
academic experience. The new team include some of the highly reputed professionals in 
different fields of research and education in Nepal. They have international experience 
including in the UK, Australia and the USA, and various parts of Europe.  
 
The new management team has a vision to transform NIMS into an education provider of 
international reputation. NIMS college has redefined its mission to offer global quality 
education for students. NIMS aims to deliver international quality education in the areas of 
business studies, management, IT and social sciences. By doing this, it also strives to 
become a center of excellence in higher education in Nepal. To achieve these objectives, 
NIMS teaching and learning systems are being radically improved to meet international 
quality standards.  

2. Roles and Responsibilities of the Position  

The main accountability of the Position is to assist Managing Director (MD) / Principal of the 
NIMS College to ensure operational, executive and strategic activities of the College on a 
daily, weekly, monthly and trimester and annual basis. Key areas of responsibilities and 
accountabilities are as follows:  
 

1. Draft policies and procedures.  
2. Coordinate meetings and draft and circulate meeting minutes. 
3. Keep systematic records at the College board and Principal office.  
4. Ensure smooth functioning of college management system at Principal’s 

office. 
5. Develop an operational risk management framework and monitor 

operational risks and alert relevant managers and the Principal.  
6. Provide additional technical support to various managers to perform their 

duties – such as use of technology.  
7. Undertake marketing activities through networking, college website, social 

media and other channels.  
8. Conduct monthly student evaluations of teaching and learning practices and 

prepare reports for review by the Principal.  
9. Gather progress reports from staff, undertake preliminary assessment and 

submit these to the MD/ Principal. 
10. Design and draft marketing materials and manage printing and timely 

delivery to different marketing agents, staff and locations.  



 
11. Ensure operational coordination between various sections of the college on a 

daily basis.  
12. Assist MD and Principal to provide information to the Chairs of Academic 

Board and Board of Directors  
13. Undertake communication with international collaborators on behalf of MD / 

Principal.  
14. Organise and manage collaborative internship programs for international 

students.  
15. Attend and prepare notes of guest lectures and upload in the website. 
16. Regularly update the content of the website and ensure that the technical 

team makes the website smooth, accessible and functional all the time. 
17. Provide daily debrief at the end of office hour to MD/ Principal (verbal or 

email). 
18. Assist the Principal / MD in meeting compliance related to government and 

TU related regulations 
19. Undertake any other jobs as instructed by the MD/Principal.  

3. Qualifications, Attitudes, and Skills  

The Executive Support Officer should have the following qualifications, attitudes and skills:  
 

1. Bachelor’s in business, IT, or management related fields, MBA or MBS 
preferred  

2. Excellent analytical skills  
3. Very good English writing and good speaking skills  
4. Willingness to learn and work in a team environment  
5. Excellent ability to take notes in meeting and workshop situations  
6. Excellent ability to listen and willingness to learn  
7. Good IT related skills and knowledge of IT related services and infrastructure  
8. Ability to work under tight timeframe  
9. License to drive motorbike or car 

 
 

4. Reporting and Evaluation  

You will report to the Principal on daily and weekly basis. 
 
 

5. Working hours 

You will work as a full time for the position.  
 



 
6. Working days 

Your working days will be for the entire duration of the college business hours. The normal 
working hours unless otherwise notified by the Principal is 6:00 am – 2:00 pm.  
 

7. Leave 

Leave facility will be as per the college rule for its regular staff. Maximum of 12 paid leave in 
a year are included, unused leave days not transferable to the following year. Unused leave 
days will not be refunded.  
 

8. Confidentiality 

The employee will not disclose confidential information in any form to any unauthorized 
person either during or after your employment with the college. Confidential information 
includes information particular to the finances, operation policies and procedures and any 
other activity of the employer and information relating to customer or employees. 
 
The employee is aware that during his or her employment, he or she may be party to 
confidential information concerning the Employer and the Employer’s business. The 
Employee must not disclose or support or allow the disclosure of any confidential 
information from other party. 
 

9. Ethical conduct and integrity 

The employee will maintain high level of professionalism, integrity and ethical conduct in all 
business-related operations and during interpersonal interactions with staff and students.  
 

10. Remuneration and Benefits 

 
• Rs 30,000 per month (including taxes) 
• Other benefits as per the college rule.  
• Support in participating in professional development event  - overseas every two 

years, and 2 national events every year.  
• Assistance in undertaking higher degrees in Australia  

 
 
 



 
11. Apply for the Position  

If you think you meet the qualifications required of the position and are interested to apply, 
Please send your resume (4-8 pages) detailing your strengths / qualifications in relation to 
the requirements of the position. Also include a covering email of 600 words stating. Your 
motivation for taking up the position.  
 
Send the application to: Principal, NIMS College, Kanibahal, Lagankhel, Lalitpur, Nepal. 
Email: nimscollege75@gmail.com 


