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Access to Sustainable Energy is fundamental to Sustainable Development.  The challenge of energy access is 

daunting; over a billion people lack access to modern energy services.  Our mission at Factor[e] is to be an 

innovation factory for market-based solutions to energy access.  We search the globe for promising and disruptive 

technologies, carefully validate their potential, and then fund their early technology and business development.  The 

end product is a rich pipeline of compelling, impactful social ventures able to attract follow-on investment, grow, and 

realize their potential.  Factor[e]’s innovative model of venture development emphasizes a high level of engagement 

in a small number of ventures, each selected based on their fit into our investment theses in four key areas; access to 

productive-use electricity, waste to energy, energy in agriculture, and sustainable transport.  We have a team of 

energy and start-up experts that have helped 100+ ventures launch and scale.  

Factor[e] is partnering with Tata Trusts to launch an office in Pune, India to accomplish a set of ambitious 

objectives: (a) find innovative energy technology startups to invest in within India, (b) gain further understanding of 

the barriers to energy access within India to inform Factor[e]’s decision-making, (c) help our global portfolio of 

companies establish manufacturing operations in India when applicable, (d) catalyze impactful and scalable solutions 

to lack of energy access in India and beyond. Now we’re looking for passionate, talented individuals to join our India 

team… 

Position Description: Executive Assistant 

July 2016 

Factor[e] Ventures is seeking an Executive Assistant for an office being started in Pune, India.  The Executive Assistant 

will work closely with the Director of India Operations, providing detailed executive support.  This person will manage 

office administration and scheduling and serve as “gatekeeper” for communications aimed at the Director.  To be 

successful in this role, the Executive Assistant must be creative, professional, and have excellent communication 

skills. This person must also enjoy working in a small, mission-driven, entrepreneurial team.  The Executive Assistant 

will provide support primarily to the Factor[e] India team, while also interfacing with Factor[e]’s global staff and 

network of entrepreneurs, investors, and collaborators.  

Location: Pune, India with occasional travel elsewhere in India  

Management: This position reports to Factor[e]’s Director of India Operations 

Compensation: Salary will be commensurate with experience and competitive in the social venture industry 

Roles and Responsibilities:  

Support of Director of India Operations 

 Carries out a variety of administrative tasks on behalf of the Director 

 Plans and coordinates the Director’s schedule, including travel, meetings, conferences, etc. 

 Assesses and prioritizes incoming requests and issues addressed to the Director 

 Helps manage and maintain professional relationships established by the Director 

 Completes requested deliverables expeditiously under deadline pressures 

 Exercises initiative in identifying and completing tasks that facilitate the Director’s ability to effectively and 

efficiently run Factor[e]’s India operations   

Office Management 



 Directs the set up and maintenance of the office environment 

 Manages supply and usage of office resources 

 Helps shape a positive, upbeat, and motivated office culture 

 Helps maintain a comfortable and productive environment for guests and staff  

Human Resources 

 Assists in the recruiting, hiring, and onboarding of new employees 

 Serves as the main contact for all job applicant inquiries 

Communications 

 Develops first drafts of written communications in support of the Director and the Factor[e] India team 

 Responds promptly to information requests 

 Keeps Factor[e] India’s social media presence interesting and up-to-date 

Required Qualifications: 

 Ability to prioritize and complete multiple tasks efficiently, without sacrificing work quality 

 Strong written and verbal English and Hindi communication skills 

 “People person” personality, with the ability to build and maintain strong working relationships with a variety 

of stakeholders, including India staff, international staff, portfolio company executives, external partners, and 

other collaborators 

 “Self-starter” work approach that doesn’t always wait to be told what to do 

 Positive, encouraging, collaborative attitude 

 Strong interest and alignment with Factor[e]’s mission to accelerate access to energy 

 Bachelor’s Degree 

 At least 3 years relevant work experience 

 Fluency in English, Hindi, and preferably Marathi 

 Proficiency in Microsoft Office programs (Word, Excel, PowerPoint, etc)  

 Proficiency with online social media platforms (Facebook, LinkedIn, Twitter, etc) 

 

To Apply: Please submit your resume to talent@factoreventures.org with the subject line “Surname –  India 

Executive Assistant.”  Please include a cover letter explaining your interest in the position and in joining the Factor[e] 

team. 

 

 

Factor[e] Ventures does not discriminate on the basis of race, age, color, religion, origin or ancestry, sex, gender, disability, 

veteran status, genetic information, sexual orientation, gender identity or expression.  

Factor[e] Ventures is committed to providing a safe and productive learning and living community. To achieve that goal, we may 

conduct background investigations for all final candidates being considered for employment. Background checks may include, 

but are not limited to, criminal history, national sex offender search and motor vehicle history. 

mailto:talent@factoreventures.org

