Role		:	Senior Manager–Distance Learning Division
Department	:	Distance Learning Program
Qualification:	Graduate / Postgraduate
Experience:		15+ years
Broad Responsibility
[bookmark: _GoBack]Senior Manager – Distance Learning Division, will be responsible for AICTE compliance, admission management, payment gateway operations and other academic related activities.
Principal Responsibilities
AICTE Recognition & Compliance
End-to-end coordination of AICTE recognition process: from application form to scrutiny and EOA generation.
Act as liaison between AICTE and internal departments (Finance, HR, Administration).
Maintain documentation and data accuracy as per AICTE standards.
Admissions Management (Associates & In-house)
· Oversee admissions process for “ Counseling Associates”  and internal walk-ins.
· Conduct system and product training for associates.
· Manage ERP-driven online admission application forms and documentation.
· Enable promotional schemes and offers for admission growth.
· Track associate-specific dashboards, MIS, and ERP-linked processes.
Payment Gateway Operations
Coordinate with payment gateway vendors , and internal tech team to set up and manage payment gateways.
Monitor integration between ERP and payment gateway for a seamless payment experience.
Check PGPR (payment gateway process reports) and resolve discrepancies.
Liaise with vendors to close any gaps in reporting or reconciliation.
Academic Projects Coordination (PGDM-Hybrid)
Create slot booking schedules via ERP for First and Second Year Projects.
Coordinate with faculty for Viva (virtual & in-person).
Manage project uploads and marks allocation in ERP.
Design guidelines and enable project selection via ERP for Peer-to-Peer Learning.
Facilitate video recording, upload, and faculty review.
Workshop & Outbound Activity Management
Organize industry visits and spiritual retreats (e.g., Kaivalyadham) including logistics and student coordination.
Conduct We-UpSkill online workshops: topic planning, faculty coordination, training, and certification.
Oversee institute-based workshops, handling registrations and logistics.
ERP & Technology Integration
Ensure ERP configuration aligns with admissions, dashboards, projects, and payments.
Bridge functional requirements with the tech/ERP team.
Monitor ERP functionality for associates, students, and internal stakeholders.
SWAYAM Portal Coordination
Handle course lifecycle coordination with IIM Bangalore and internal faculty.
Upload exams, facilitate invoice processing, and coordinate with e-content vendors.
Communication & Admin Planning
Maintain all student communication via SMS and ERP dashboards.
Manage DLT/Template registration on TRAI portal.
Prepare and execute an Annual Communication Planner.
Develop and publish Annual Planners for exams, PCPs, and project submissions.
Academic Quality & Student Success
Collaborate with academic heads to track academic calendar, learning progress, and outcomes.
Contribute to refining curriculum delivery using digital tools and student feedback.
Associate Relationship Management
Expand the associate network to drive outreach in Tier 2/3 cities.
Conduct periodic training, webinars, and check-ins to build associate capability and loyalty.
Process Automation & Improvement
Recommend improvements in ERP workflows for better student experience and process efficiency.
Identify scope for automation in admissions, assessments, and reporting.
Regulatory & Accreditation Readiness
Maintain detailed documentation for audit purposes by AICTE, UGC, or internal QA teams.
Team Collaboration & Mentorship
Mentor junior executives in admissions, ERP handling, and communication.
Facilitate cross-functional project execution involving tech, operations, and content teams.
Stakeholder Engagement & Innovation
Support events, innovation labs, and student development initiatives.
Drive new initiatives for academic recognition, certifications, and corporate collaborations.
