
Administrative Associate, Dvara Research 
Location: Chennai  
Type: Full-time Employment  
Available Openings: 1  

Organisation Profile: 

Dvara Research (https:///www.dvara.com/research) is a not-for-profit company promoted by Dvara 

Trust. We are focused on the mission of ensuring that every individual and every enterprise has complete 

access to financial services. Our mission is motivated by a strong belief in the deeply transformative power 

of finance in unlocking the potential of low-income households and enterprises. Our vision of the future 

of finance is one in which innovation helps people deal with the increasing levels of complexities in their 

own lives. We believe that a good financial system, capable of such innovation, is characterised by three 

pillars -- high-quality origination, risk transmission and risk aggregation. Dvara’s overarching strategy is 

based on advocacy, research, and strategic collaborations for strengthening the three key pillars of the 

financial system.  

Since 2008, when Dvara was founded, we have made several contributions to the Indian financial system, 

specifically in the development of high-quality origination in India through research into new business 

models for financial inclusion, and by assessing the impact of various financial products. Dvara has 

participated in several policy-making platforms such as the Reserve Bank of India’s Committee on 

Comprehensive Financial Services for Small Businesses and Low-Income Households (CCFS), serving as the 

technical secretariat to the committee. Dvara has also worked with the Government of India’s High- 

Powered Expert Committee on Urban Infrastructure and Services, and the Committee to Review 

Implementation of Informal Sector Pension. Dvara has been closely involved in the evolution of the 

pension product for informal sector workers (NPS-Swavalamban).   

Dvara has a small, diverse and highly mission-driven team that values intellectual curiosity, passion for 

systemic change and hard work. We provide an excellent work environment where ideas are freely 

exchanged, and efforts made to ensure continuous learning for team members.  

About the position: The administrative associate must engage with the whole Dvara Research team and 

the Dvara entity to operate a smooth administrative function. The ideal candidate would need to be 

someone with good verbal communication and writing skills, self-driven and a total team player.   

POSITION:  Administrative Associate        Available Openings: 1 

Tasks and Responsibilities to include: 

• Serve as the liaison between administrative personnel and senior management, communicating

needs and concerns so they can be handled expeditiously.

• Planning, scheduling, and promoting office events, including meetings, conferences, interviews,

orientations, and training sessions.

• Collecting, organizing, and storing information using computers and filing systems.

• Ensure the smooth and adequate flow of information within the company.

https://www.dvara.com/research


• Set up teleconferences and in-person meetings and ensure all materials and technology needs are

available and operational.

• Provide logistical support for the team during their business travels.

• Plans and coordinates a variety of meetings and events, such as staff meetings (including

recording of action items) and a variety of recurring events with other groups.

• Organizes and maintains files.

• Prepares expenses report.

Skills: 

• Good in communication- both oral and writing skills.

• Experience in using Microsoft office.

• An eager and open mind with an ability to work and coordinate across cross-functional teams.

• An openness and eagerness to learn.

• Must be resourceful, an independent thinker, self-sufficient and self-motivated.

Requirements: 

An ideal candidate will possess a bachelor’s degree with 1-2 years of experience in administrative role.   

Knowledge of banking and financial services industry would be a plus but not a necessity.   

Remuneration will be competitive: 

To apply for this position please send in your latest CV along with a covering letter detailing your interest 

for the position to jobs [dot] research @ dvara.com    




