
 

 

 

ASSISTANT MANAGER  BUSINESS SUPPORT  

Location: Mumbai  

Department: CEO’s Office 

Remuneration: Based on experience 

Gateway House is Mumbai’s only and one of India’s top think tanks whose mission is to inform and 

influence policy particularly foreign policy that governs the way in which business is being done with and 

in India. The right candidate for this job will have excellent administrative, organisational and 

communication skills that provides support to the CEO of Gateway House at the tactical level, in 

discharging operational and strategic responsibilities. The selected candidate will need to be able to 

handle a high amount of stress, be versatile to interact productively across departments, functions and 

external stakeholders and agencies and prioritise very efficiently.  

 

Responsibilities and Expectations:  

The main output of this position is to assist and partner the CEO:  

 in coordinating activities and managing output across the organisation 

 maintaining and prioritising the task list, emails and meeting requests 

 facilitating and organising external engagements with government agencies, foreign embassies 

and consulates,  other think tanks on India and abroad, international multi nation agencies, 

media, social marketing outfits, educational institutions, service providers and agencies etc.  

 maintaining productive contact with the Executive Board, Advisory Board, major Corporate and 

Individual sponsors 

The ideal candidate would be a very good administrator, enterprising, anticipatory, goal oriented, having 

good communication skills and able to deliver under high-pressure situations. 

Preferred Qualifications:  

 Indian nationality preferred.  

 Graduate/Undergraduate degree in business management/business 

administration/economics/finance/law / diploma in office administration / diploma in project 

management 

 Minimum  6 years, ideally 8 years work experience  

 Experience working with leadership level corporate management  

 Strong English communications skills – written and verbal  



 

 

 Very good Microsoft Office skills 

 Proficiency in English keyboard typing 

 Ability to manage office equipment and facilities  

Please submit a Curriculum Vitae and a covering letter indicating your interest in Gateway House to 

jobs@gatewayhouse.in   

In the subject of your email please state “APPLICATION FOR ASSISTANT MANAGER – BUSINESS 

SUPPORT” 

Once we review your application, we’ll contact you for an interview. 
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