
 

 

BlinkNow 
www.BlinkNow.org 

 

Senior Administrator 

 

Location  Surkhet, Nepal 

Start Date  Negotiable 

Contract  1 year; full-time (option for renewal) 

Probation   3 Months 

Salary  Grade 3 

Benefits  Provident Fund 
Gratuity 
Health Insurance 
Accident Insurance 
Dashain Bonus 
On-site accomodation and meals  1

Leave  20 days a year (not including Saturdays, public holidays, sick leave, other leave) 

Nationality  Nepali citizens only 

Reports to  INGO Director 

BLINKNOW FOUNDATION 
A world where every child is educated, safe and loved. 

The BlinkNow Foundation is a 501(c)(3) based in New Jersey which, through its country office in 

Nepal, oversees programs in rural Nepal including a school, a children’s home, and a women’s 

training center. We do this with our local implementing partner, Kopila Valley Sewa Samaj, and 

through close ties with the local community. Our mission is to change the world by empowering 

Nepal’s children. 

 

Every day we strive to create a sustainable organization working to educate all of Kopila’s 

children until they are ready to enter the world as happy, skilled, confident, self-sufficient, and 

English-speaking adults. We believe we can serve as a model for quality education in Nepal. We 

1 Offered to non-local applicants only 

 



 

 

will strive to provide our children with scholarships (should they choose to pursue higher 

education), and the skills required to enter world as global citizens, and ambassadors for change. 

POSITION SUMMARY 

The Senior Administrator is responsible for managing all aspects of the INGO relating to finance, 

human resources, and compliance. You must be a skilled and experienced administrator, who will 

build strong policies and processes which will guide the BlinkNow Foundation INGO for years to 

come.  

Leading the administrative responsibilities with the BlinkNow Foundation INGO, the Senior 

Administrator must also provide oversight and support to Kopila Valley Sewa Samaj, the local 

implementing partner, and ensure that both organisations are operating in a way which will 

encourage sustainable growth and continued stability. 

ROLE DESCRIPTION 

● Responsible for creating and implementing key policies including financial, human 

resources, procurement, and all others as required 

● Ensure that the BlinkNow Foundation is fully compliant with all relevant laws and 

guidelines set by the Nepali government 

● Carry out all necessary activities in the human resources cycle including advertising, 

interviewing, hiring, onboarding, and all other relevant activities 

● Complete important financial tasks and provide oversight for all financial activities of the 

BlinkNow Foundation INGO and the local implementing partner, Kopila Valley Sewa 

Samaj 

● Build administrative capacity within the INGO as required 

● Support the local implementing partner, Kopila Valley Sewa Samaj in all administrative 

affairs 

● Help create and implement a long term administrative strategy ensuring long term 

stability and sustainable operations within Nepal 

● Coordinate with all relevant members of the BlinkNow Foundation head office (US) staff 

as required 

● Monitor and review all policy and systems regularly, for both the INGO and the local 

implementing partner 



 

 

● Work with local government agencies and the Social Welfare Council of Nepal as required 

for the continued operation of the BlinkNow Foundation INGO 

● Maintain and implement the annual calendar of the INGO including social audits, 

CPAC/DPAC meetings, and the yearly reporting schedule 

● Build a clear understanding of the BlinkNow Foundation 10 year strategic plan and follow 

it closely 

● Coordinate with the local implementing partners accounting team to ensure all financial 

monthly reports are prepared and submitted in a timely fashion 

● Maintain an updated knowledge and understanding of all relevant laws of Nepal as they 

relate to the continued operation of the BlinkNow INGO and the local implementing 

partner 

● Ensure effective result-oriented processes for staff recruitment, orientation and induction 

● Identify training needs and development opportunities for all staff in coordination with the 

senior management teams, develop training plans and ensure its implementation 

● Maintain and promote a positive work culture and harmonised work environment 

● Ensure periodic competency mapping of the organization and make clear plans to fulfil all 

gaps 

● Ensure safety and security of all staff members 

● Facilitate and oversee the change management process 

● Other duties as required 

REQUIREMENTS 

Education  Master’s degree in a relevant subject preferred 

Experience  5 years professional experience 

Language  Fluent in English, Nepali 

Other Qualifications  None required 

KEY CHARACTERISTICS 

● You believe that we can change the world, in the blink of an eye 

● You believe in making decisions that put children first 



 

 

● You are self-motivated, organized, and approachable 

● You enjoy creating systems, keeping records, and increasing efficiency 

● You are always looking for new ways for our team to work smarter instead of harder 

● You are detail-oriented and conscientious. You make sure nothing slips through the 

cracks 

● You have a strong work ethic and a willingness to pick up new skills. You are comfortable 

multi-tasking 

● You are experienced and comfortable talking with a wide range of people from nursery 

children to government ministers 

● You are positive, patient, and a clear communicator who is comfortable working with both 

Kopila Valley staff in Nepal and the BlinkNow staff in the United States 

● You are an empathetic person, with a knack for putting out fires before they start and 

soothing conflicts brewing beneath the surface 

● You require little supervision and are flexible. You understand that you will be wearing 

many hats in this role, many of which are not explicitly included in this job description 


