
 

 

 

 

 

 

JOB DESCRIPTION 

Head of Training & Capacity Building 

OrganizaƟon: Indo-Estonia Business Council (IEBC) 

Department: Training, EducaƟon & Capacity Building 

Reports To: Board Member & ExecuƟve Director – Governance and Compliance 

LocaƟon: In-Office (India) 

Employment Type: Full-Time 

 

About IEBC 

The Indo-Estonia Business Council (IEBC) is a bilateral insƟtuƟonal council dedicated to 
strengthening trade, innovaƟon, educaƟon, entrepreneurship, investment, technology 
cooperaƟon and people-to-people engagement between India and Estonia. 

IEBC works with industry, academic insƟtuƟons, government bodies, startups, investors and 
professionals to create meaningful opportuniƟes for collaboraƟon and capacity building. 

The Council operates on the principles of: 

 Purpose driven governance 
 Integrity 
 Transparency in decision making 
 Evidence based policy formulaƟon 
 OperaƟonal accountability 
 Knowledge exchange 
 Ethical representaƟon 
 Cross-border coordinaƟon 

 

Role Purpose 

The Head of Training & Capacity Building will lead the design, development and delivery of 
IEBC’s training, orientaƟon and professional development iniƟaƟves. 

 

 



 

 

 

 

 

 

The role is responsible for creaƟng structured learning programmes that prepare 
parƟcipants for internaƟonal engagement, themaƟc delegaƟons, business missions, 
academic collaboraƟons, entrepreneurship programmes, innovaƟon partnerships and 
Estonia focused opportuniƟes. 

The posiƟon requires the ability to work with industry experts, universiƟes, training 
insƟtuƟons, government agencies and subject maƩer specialists to build high quality 
learning experiences aligned with IEBC’s strategic objecƟves. 

This is a leadership role focused on insƟtuƟonal capability building rather than convenƟonal 
academic training. 

The role involves periodic domesƟc and internaƟonal travel, including travel between India 
and Estonia, based on organisaƟonal requirements. 

 

Core ResponsibiliƟes 

1) Training Strategy & Programme Development 

 Design and oversee IEBC’s training and capacity building framework. 
 Develop training programmes for: 

o Business delegaƟons to Estonia 
o ThemaƟc visits to Estonia and the wider EU 
o Industry immersion programmes 
o Academic exchange iniƟaƟves 
o Entrepreneurship and startup programmes 
o Leadership and execuƟve educaƟon iniƟaƟves 

 Develop cerƟficaƟon and non-cerƟficaƟon learning pathways. 
 Ensure programme quality, relevance and measurable outcomes. 

2) DelegaƟon & Mobility PreparaƟon 

 Develop pre-departure training modules for parƟcipants travelling to Estonia. 
 Deliver orientaƟon sessions covering: 

o Business culture 
o Professional eƟqueƩe 
o InnovaƟon ecosystem 
o Regulatory environment 

 



 

 

 

 

 

 

o Market opportuniƟes 
o InsƟtuƟonal engagement protocols 

 Prepare delegates to effecƟvely represent their organisaƟons and India in 
internaƟonal seƫngs. 

 

3) Strategic Partnerships & InsƟtuƟonal Engagement 

 Build partnerships with: 
o UniversiƟes 
o Professional bodies 
o Industry associaƟons 
o Government insƟtuƟons 
o Skill development organisaƟons 
o Corporate training providers 
o InternaƟonal experts and trainers 

 Explore collaboraƟons for joint cerƟficaƟon programmes, execuƟve educaƟon 
iniƟaƟves and professional development courses. 

 Facilitate parƟcipaƟon of subject maƩer experts in IEBC programmes. 

 

4) Faculty & Expert Network Development 

 Create and manage a network of trainers, industry leaders, academic experts and 
internaƟonal speakers. 

 IdenƟfy resource persons for specialised programmes. 
 Ensure quality standards for trainers and facilitators. 
 Coordinate guest lectures, workshops, masterclasses and execuƟve sessions. 

 

5) Programme Delivery & Quality Assurance 

 Oversee end-to-end implementaƟon of training programmes. 
 Establish programme evaluaƟon and feedback systems. 
 Monitor parƟcipant saƟsfacƟon and learning outcomes. 
 Introduce conƟnuous improvement mechanisms. 
 Maintain training documentaƟon, learning resources and programme records. 

 



 

 

 

 

 

 

6) Knowledge & Capacity Building IniƟaƟves 

 Develop programmes supporƟng: 
o Entrepreneurship 
o InnovaƟon and startups 
o Digital transformaƟon 
o E-governance 
o Cybersecurity awareness 
o InternaƟonal business readiness 
o Cross-border collaboraƟon 

 Support iniƟaƟves aimed at developing globally compeƟƟve talent pools for 
emerging sectors. 

 

7) Revenue & Sustainability 

 Develop commercially viable training offerings. 
 Support sponsorship and insƟtuƟonal partnership opportuniƟes. 
 Contribute to revenue generaƟon through execuƟve programmes, workshops and 

specialised training iniƟaƟves. 
 Prepare annual training plans and budgets. 

 

Performance Metrics (Year-1) 

 Number of training programmes launched 
 ParƟcipant enrolment and compleƟon rates 
 InsƟtuƟonal partnerships established 
 ParƟcipant saƟsfacƟon scores 
 Revenue generated through training iniƟaƟves 
 Number of delegaƟon preparaƟon programmes delivered 
 Trainer and expert network development 
 Programme quality and stakeholder feedback 

 

Candidate Profile - Ideal Alignment 

 

 



 

 

 

 

 

 

EducaƟonal QualificaƟons 

 Master’s degree in Management, EducaƟon, Public Policy, InternaƟonal RelaƟons, 
Commerce or a related discipline. 

 AddiƟonal cerƟficaƟons in training, instrucƟonal design, execuƟve educaƟon or 
leadership development will be advantageous. 

 

Professional Experience 

 15-20 years of experience in: 
o Training and development  
o ExecuƟve educaƟon 
o Professional cerƟficaƟon programmes 
o Corporate learning 
o Higher educaƟon management 
o Skill development iniƟaƟves 
o Capacity-building programmes 

 Experience managing Learning Management Systems (LMS) is mandatory. 
 Experience engaging with industry, academic insƟtuƟons or government 

stakeholders. 
 Exposure to internaƟonal programmes and cross border collaboraƟons preferred. 

 

Strategic & Leadership Competencies 

 Strong programme design and curriculum development capabiliƟes. 
 Ability to build insƟtuƟonal partnerships. 
 Strong facilitaƟon and presentaƟon skills. 
 Understanding of internaƟonal business and professional environments. 

 

Behavioural AƩributes 

 Strategic thinker 
 InsƟtuƟon builder 
 Strong communicator 

 



 

 

 

 

 

 

 CollaboraƟve leadership style 
 High ethical standards 
 SoluƟon-oriented mindset 
 Cultural sensiƟvity and internaƟonal outlook 

CompensaƟon Structure 

CompeƟƟve and commensurate with experience. 

Performance linked incenƟves may be considered based on programme development, 
insƟtuƟonal partnerships and revenue outcomes. 

ProbaƟon Period: 3 Months 

 

Ethical Commitment Requirement 

The candidate must adhere to: 

 IEBC Code of Conduct  
 Conflict-of-interest disclosures 
 Responsible use of insƟtuƟonal resources 
 Transparency and accountability standards 
 Ethical representaƟon of IEBC and its partners 

 

Interested applicants are invited to submit their applicaƟons to: hr@iebc.ee 

 


