
 

 

 

GATEWAY HOUSE POSITION OPENING 

MEETINGS  ASSOCIATE 

Organisation: Gateway House: Indian Council on Global Relations 
Department: Meetings & Conferences 
Location: Mumbai, India 
Remuneration: As per Industry standard 

Gateway House: Indian Council on Global Relations is a not-for-profit, non-partisan, 
independent, membership-based, foreign policy think-tank established in 2009, to engage 
India’s leading corporations and individuals in debate and scholarship on India’s foreign 
policy and its role in global affairs. Gateway House executes its mission through a 
comprehensive website (www.gatewayhouse.in), a robust membership and meetings 
programme, and the studies programme. 

Meetings are the most popular of Gateway House’s offerings. They are held for our 
membership, and are the cherry-on-the-topping for this group interested in global 
strategic affairs and Indian foreign policy. Meetings de-mystify foreign policy for the 
membership, and bring to our doors India’s top diplomats, academics, geopolitical 
strategists, financiers. We also receive, in our signature style, ambassadors and policy 
makers from around the world, as also experts in specific subjects from finance to space.  

Given the high-level engagement, the right candidate will work closely and report to the 
Programme Manager, Gateway House. The right candidate should have good 
communications skills, presence of mind, willingness to arrange the logistics, take 
proactive role for preparing GH seniors before every meetings. 

 Responsibilities and Expectations: 

 Maintain Gateway House’s robust meetings programme   

 Coordinate operations and logistics of all events- internal and external.  

 Meeting operations: creating save the date/ invitation e-mailer of the event, sending out 
mailers and follow-up via personal call, follow-up with speakers, preparing the meeting agenda, 
format, bios of the speakers, list of delegates and meeting dossier 

 Meeting logistics: preparing the venue as per the meeting format,  finalizing the backdrop and  
banner, preparing table tents, coordinating with caterer and audio visual service provider. 

 Pre-plan and coordinate the event format with internal departments such as outreach, 
membership, website and researcher as a regular practice. 
Implementing event activities in accordance with established GH format, practice and  highest 
standards.  

 Promote GH programmes to its members, state government, consular corps and corporations. 

 Maintain and update database of government, diplomats, corporations and relevant 
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stakeholders on regular basis.  

 Cultivate relationships with experts, scholars, institutions and NGOs for the purpose of meetings 

 Contribute to general administrative tasks. 

Preferred Qualifications: 

 Indian nationality preferred. 

 Graduate/Undergraduate degree in business/management/international affairs/public 
policy/political science 

 Minimum 2 years of experience in organizing events 

 Have an out-going personality; be sociable 

 Resourceful, high attention to detail, self-starter, ability to work independently 

 Good writing skills, especially for writing invitations, meetings and conference material 

 Strong Microsoft Office, IT skills 

Please submit a CV, a covering letter indicating your interest in Gateway House and motivations for 
working with us, to jobs@gatewayhouse.in. In the subject of your email please state “APPLICATION 
FOR MEETINGS ASSOCIATE”. Once we review these documents internally, we’ll contact you for an 
interview (in person if you’re in Mumbai), or over the telephone. 
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