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Terms of Recruitment-

Manpower at State Project Management Unit.
SI. Position No. in State Mode of
No. Recruitment
1. Financial Management — 01 Contractual
Specialist
2. Accountant 02 Contractual
3. Project Associates 01 Contractual
4, Secretarial Assistant / Data 01 Contractual
Entry Operator
Manpower at District Level Help Desk
Sl. Position No. in each Mode of
No. district Recruitment
1. District Coordinators (5) | 1 per District Contractual
2. Project Assistants (5) 1 per District Contractual
Manpower at Block Level Help Desk
Sl. Position No. in each Mode of
No. district Recruitment
1. Block Coordinators (28) 1 per Block Contractual
2. Project Assistants (52) 1 per Block Contractual

%k 3k %k 3k %k %k %k




Terms of References (ToR)

S. Position Consolidated Essential Qualification and Desirable Scope of Work
No. Remuneration Experience
1 Consultant Rs. 60,000/- per e CA/ CS/ CMA (CWA) or MBA| e5 years of experience in Ensure proper financial control and
(Financial month. (Finance) from reputed institute finance management. management of Mission in
Management) with at least 55% marks. e In-depth knowledge and implementation in the State.
expertise in financial Provide support to timely preparation of
Annual  increase @ At | 3 lficati management, internal annual budget estimate k_eeping in view
o of = | ¢At least 3 years qualification| controls/ systems of the approved allocations and past
o of remuneration| experience out of which 1 year| development & expenditure under the Mission.
may be granted,| should be in Government/ PSU/| implementation, Facilitate allocation of budget to
subject to| international agencies. | government treasury districts and blocks and maintain
performance of the| ® Exposure to budgeting, audit| accounting, auditing & budget allocation register.

Consultant.

and treasury functions.

e Knowledge of state budgetary,
treasury and finance rules.

e Expertise in MS Office including
Word, Excel and Power Point.

e Age should be below 35
years

Or
Government employees retired as
Under Secretary(Pay Level-11) or
equivalent with at least 5 years’
experience of financial
management /budget/Government
treasury accounting.

e Age should be below 65 Years
as on last date of receipt of
Application

reporting, taxation, general
management and ability to
resolve problems or
situations that requires the
exercising of good
judgment.

Keeping track and maintain database of
funds released by MWCD and utilized in
the State. Process the revalidation of
unspent balances, if any.

Prepare the Financial Management
Reports (FMR) under Eligible
Expenditure Program (EEP) of NNM and
arrange to send the duly approved one
to MWCD on time.

Collection of monthly financial reports
from districts and blocks and ensuring

reconciliation ~ with  Treasury and
Accountant General (A&E) on a
monthly quarterly basis.

Liaison with the State Finance

Department, Treasury and MWCD on
financial matters under the directions of
Director for budget allocation, re-
allocation and other approvals.

Keep track and maintain ledger book of
all expenditures incurred and ensure
reconciliation  with  the  Finance
Department/ Treasury.




10.

11.

12.

13.

Liaison with the Accountant General
Office at the State level for annual
audit of the project financial statements
for expenditures at the State level. This
will involve preparation of annual
financial statements based on
reconciled expenditures, schedules of
pending AC Bills and UCs and facilitate
in completion of audit by the AG as per
standard Terms of Reference by July 31
of each year and submit it to MWCD by
September 30 of each year.

Coordinate with Accountant General
Office to address the audit objections /
internal control weaknesses, issues of
disallowances, if any, in consultation
with Director.

Provide financial and commerdial
advices and assistance in various
procurement proposals for goods and
services.

Provide orientation training as required
to the District Mission teams on the
financial issues.

Any other finance related activities of
the Mission that may be assigned by
the Director, including payment of bills
etc. and ensuring adequate internal
controls to support the payments.




Accountant

Rs. 30,000/- per

month.

Annual increase @
3% of remuneration
may be granted,
subject to

performance of the
Accountant.

e PG degree in Commerce/
Accounting/ CWA-Inter/CA-
Inter with at least 50% marks

e At least 3 years experience in
accounting with exposure in
budgeting & audit out of which
1 year should be in
Government/ PSU.

e Expertise in MS Office including
Word, Excel and PowerPoint.

e Age should be below 28 years

Or
e Government employees retired
as Accountant with at least five
year’ experience/Accounts
Officer/Audit Officer with at
least 3 year’ experience.

e Age should be below 65 years

as on the last date of receipt of
application.

e 5 vyears experience in
accounting with exposure
in budgeting & auditing.

e Knowledge of
administrative system and
procedures of the Central
Government, any
accounting software will
be an added advantage.

e Strong computer skills,
especially in the use of MS
Word and Excel.

Provide support to preparation of
project budget estimates keeping in
view of the approved allocations and
past expenditure under the Mission,
revised estimates, if any, and ensure its
submission to the MWCD.

Keep track and maintain database of
funds released by MWCD and the
yearly utilization certificates to be
submitted by the State; process timely
re-validation of unspent balances, if
any.

Ensure timely submission of the
financial reports (FMRs) to MWCD.
Process bills for timely payment/re-
imbursement of all expenditures
incurred in the SNRC-SPMU including
monthly remuneration of the
Consultants and other Mission staff,
ensuring adequate internal controls to
support the payments.

Liaison with the IFD/Budget
Section/Plan Unit of MWCD for budget
allocation, re-allocations and other
approvals as may be necessary from
time to time.

Keep track and maintain ledger book of
all expenditures incurred in the SNRC-
SPMU and ensure reconciliation with
the Pay & Accounts Office on a
quarterly basis.




7. Liaison with the AG Civil Audit for
annual audit of the Mission and
financial statements of the SNRC-
SPMU;

8. Any other financial related activities of
the project that may be assigned by
the Director.

Project Rs. 25,000/- per Graduate in Computer Science or | ¢ PG Degree in Computer | 1. User account management, including
Associate month. IT Science or IT with 3 years updating roles and permissions.
experience in application| 2.  Master data management and
o At least 2 years work| maintenance and support. updating.
, experience in the relevant field | « Proven ability to | 3.  System administration.
A:nual increase @ |, Formal training in IT/mobile | successfully  handle 4. Provision of support to State level
3% of remuneration| applications. multiple tasks within a officials in using CAS web application.
may  be  granted, | e Experience in working with| team environment and|5. Coordinaton with OEMs, telecom
subject to| technology  and  software| great attention to detail. companies, etc. on issue resolution.
performance. application support. e Problem solving skills must. | 6.  Training of District helpdesk.
* Previous experience in working 7. Supervision District helpdesk.
with  front line workers of 8. Escalation of issues to Software
Government Department and Development Agency as needed.
training on IT/ Mobiles/ 9. Provision of general application support
Computer i.e. solve issues escalated from Block
e Good oral and  written level in regard to mobile application,
communication skills in local web application or reporting.
language. 10. Management of web application i.e.
» Computer literacy must. extend user management support, set
® Age should be below 28 years and update new roles and permissions
and release new apps for auto-update.

11. Management of addition and removal
of users from system

12. Data analysis and knowledge
extraction.

13. Any other tasks that may be assigned

by the Director.




Secretarial Rs. 15,000/- per Any Graduate. 1. Collecting & entering data on databases
Assistant/DEO | month. Typing skills — Higher Grade level, both in tamil and English & maintaining accuyate reCO_rdS, _
PG Diploma / Diploma in Computer Applications (proficiency Up to date, useable informations in
) in MS Office, Tally) System. o _
Annual increase @ Age should be below 35 years. 2. Data entry skills like fast typing
3% of remuneration Familiarity with administrative duties 3. Keep information confidential
may be  granted, Experience using office equipments like fax machine and 4. Comply with data integrity and secrecy
subject to scanner etc Policies _ '
performance. Typing speed and accuracy. 5. Ensure proper use of office equipment
Attention to details. and address any malfunctions
Age should be below 35 years. 6. Generate reports, store completed work
In designated locations and perform
Backup operations.
7. Scan documents and print files needed
8. To attend to any other work that may be
assigned by the Head of office
District Rs. 30,000/- per Graduate or Certification / e 4 vyears experience in| 1. Supporting training of Block helpdesk in
Coordinator month. Diploma in Computer Science application maintenance ICT-RTM.
orIT and support. 2. Supervise Block helpdesk.
) | e Formal training on IT/ | 3. Support District level ICDS officials on
Annual i @ e At least 2 years experience in computer usage of CAS system.
3;mua ¢ Increase application ~ maintenance & |4 Experience working with | 4. Escalate issues as needed.

Yo of remuneration support. . technology and software | 5. Logging and managing issues in the
may be granted,| e Good oral and  written application subport Issue  Tracker application  (CAS
subject to communication skills in local Ppp ipl ‘ application).
performance. language. _ * rroven aull ability h dlo 6. Provide general application support i.e.

o Computer literacy must. SUCCESSTLTY andie solve issues escalated from Block level
i Itiple tasks within a . . A
* Willingness to travel a must. mu , in regard to mobile application, web
Great attention to detail :
should be engaged. * . ; 7. Extend help for lost/stolen phones
d problem solving skills ) . 2 P )
* Age should be below 35 years andp 8. Monitor worker activity reports.
9. Follow up on actions from activity
reports.
10. Any other tasks that may be assigned
by the Director.
District Project | Rs. 18,000/- per Month e 3 vyears experience of | 1. Support and supervise timely

Assistant

Graduate Degree/Post Graduate

working in social program.

implementation of all Mission activities




Annual

increase @

3% of remuneration

may be
subject
performance.

granted,
to

Diploma in Management/ Social
Sciences/ Nutrition,

Minimum 2 years  work
experience of capacity
building, with supervisory
skills

Good oral and written
communication skills in local
language and fair skills in
English

Good computer
skills/knowledge of
internet/email

Ability to work in a team and
willingness to travel
extensively.

Mandatorily local candidates

should be engaged.

e Age should be below 35 years

Experience of working on
Government Programs in
the social sector -Health,
Nutrition, Education,
Water and Sanitation

in the district.

Facilitate and participate in all capacity
building initiatives undertaken within
the project at district and block levels.
Periodically assess capacity building
needs of district and block level ICDS
staff and functionaries and organize
and facilitate relevant trainings as per

the guidance of the DPO and
Commissioner/Director, ICDS.

Ensure  timely  completion and
monitoring of planned community

mobilization activities within the district
to strengthen the demand for ICDS
services.

Make regular monitoring and
supportive supervision visits within the
district to provide on-site support to
CDPOs and the ICDS Supervisors to
ensure all project activities are
completed as per schedule.

During monitoring and supervision
visits review and ensure maintenance
of reporting formats for all Mission
activities.

Ensure effective coordination between
the existing ICDS programme activities
and project activities, wherever
required, in collaboration with the DPO.
Ensure collation of Utilization
Certificates from Aanganwadis for
activities under the Mission and their
correct aggregation at the CDPO and
DPO levels.

Prepare monthly progress/monitoring
reports in the prescribed formats for
project activities and submit the same
to the DPO and Commissioner/Director,




10. Coordinate

11.

ICDS.

with the related line
departments at the district level for
facilitating convergent/ multi-sectoral
activities under the Mission.

Facilitate engagement with potential
civil society organizations, NGOs, etc.
for partnership and support for project
implementation.

Any other task assigned by DPO.

Block
Coordinator

Rs. 20,000/- per
month.

Annual increase

@

3% of remuneration

may  be
subject
performance.

granted,

to

Graduate

e At least 2 years experience of
working with technology and
software application support

e Good oral and written
communication in local language.

e Mandatorily local candidates
should be engaged.

e Age should be below 35 years

Formal training on IT/
Computer.

Worked with front line
workers in any Social
Development Program of
Government.

Proven ability to
successfully handle
multiple tasks within a
team environment
Attention to detall
problem solving skills

and

Supporting training of AWWSs and
Supervisors in  Information and
Communication Technology enabled
Real Time Monitoring (ICT-RTM).
Monitoring usage of ICT-RTM by AWWs
by using CAS Reports and follow-up on
low usage.

Providing in-person and over-phone
troubleshooting support to users facing
hardware or software problems with
mobiles, tablets and basic issues with
CAS application.

Logging issues in the Issue Tracker
application, which is part of CAS.
Training reinforcement to AWWSs
identified as low performers using CAS
Reports.

Providing performance feedback to
AWWs.

Submitting phones to Original
Equipment Manufacturer (OEM) for
hardware replacement and repair.
Escalation of issues to Block/District
Coordinator via the Issue Tracker
application. Criteria for escalation will
be defined in CAS Guidelines.

Supporting Block level ICDS officials on
usage of CAS system.




10.

Any other task as indicated by CDPO.

Block Project
Assistant

Rs. 15,000/- per
month.

Annual increase
3%
may  be
subject

performance.

@

of remuneration
granted,

to

Graduate.

e At least 1 year experience of
working with Community/Local
Government

e Good oral and written
communication in local
language

e Mandatorily local candidates

should be engaged.
e Age should be below 35 years

e Worked with front

line
workers in any Social
Development Program of
Government

Proven ability to
successfully handle
multiple tasks within a
team environment
Attention to detail and
problem solving skills.

Supervising overall implementation of
the Mission activities in the block.

Organization/facilitation of the trainings
of the ICDS Supervisors and AWWSs in
coordination with the District Team.
Making regular supportive supervision
visits to AWCs, provide on-site support
to AWWSs and monitor implementation.
Preparing monthly progress/monitoring
reports in the prescribed format and
submit the same to the District
Coordinator; etc.

Any other task as indicated by CDPO.




Details of Vacancies

Head Office :
SI.No. | Name of the Post No.of Post
1 Financial Management — Specialist 1
2 Accountant 2
3 Project Associate 1
4 Secretarial Assistant / DEO 1

District — Phase |

SI.No. Name of the Name of the Post Name of the Place
Districts
1 Ariyalur Block Project Assistant 1.Sendurai
2 Chennai Block Co-ordinator 1.Nungambakkam
2.Vyasarpadi
Block Project Assistant 1.Nungambakkam
2.Royapuram
3.T.Nagar
4.Thiruvottiyur
5.Alandur
6.Chindatripet
3 Dindigul Block Co-ordinator 1.Reddiyarchatram
2.Vadamadurai
3.Nilakkottai
4. Thoppampatty
Block Project Assistant 1.Vadamadurai
4 Nilgiris District Co-ordinator 1.DPO
Block Project Assistant 1.0oty
5 Villupuram District Co-ordinator 1.DPO
Block Co-ordinator 1.Marakkanam
Block Project Assistant 1.Gingee
2.Koliyanur
3.Villupuram Urban




District — Phase |l

SlL.No. Name of the Name of the Post Name of the Place
Districts
1. Kanniakumari Block Project Assistant 1) Rajakka mangalam
2. Ramanathapuram Nil Nil
3. Tirunelveli Block Co-ordinator 1) Ambasamudram
Block Project Assistant 1) Pappakudi
2) Radhapuram
4. Tiruvallur Block Project Assistant 1) Villivakkam
2) Poonthamalli
3) Thiruthani
5. Trichy Block Project Assistant 1) Vayampatti
2) Thuraiyur
3) Thottiam
6. Virudhunagar Block Co—ordinator 1) Sivakasi




District — Phase Il

SI.No. Name of the Name of the Post Name of the Place
Districts
1. Coimbatore District Co—ordinator 1) DPO
Block Co-ordinator 1) Perur

2) Pollachi South
3) Selvapuram (Pr-—1)

Block Project Assistant

1) Perur

2) Singanallur (Pr-4)
3) Madukkarai

4) Selvapuram (Pr-1)
5) Valparai

2. Cuddalore

District Project Assistant

1) DPO

Block Project Assistant

1) Kumaratchi

3. Dharmapurai Block Project Assistant 1) Morappur
4. Erode Block Project Assistant 1) Nambiyur
2) Perundurai (04.11.21)
5. Kanchipuram Block Co—ordinator 1) St.Thomas Mount
2) Thirukazhakundram
Block Project Assistant 1) Chithamur
2) Walajabad
6. Karur Block Co-ordinator 1) Kadavur
7. Krishnagiri Nil Nil
8. Madurai District Project Assistant | 1) DPO

Block Co—ordinator

1) Chellampatty

Block Project Assistant

1) Shenoy Nagar (Pr-1)




SI.No. Name of the Name of the Post Name of the Place
Districts
2) Kallikudi
3) Melur
4) Sedapatti
5) Usilampatti
6) Simmakkal (Pr-2)
o. Nagapattinam District Co—Ordinator 1) DPO
Block Project Assistant 1) Kuthalam
2) Nagapattinam Urban
10. | Namakkal Block Co-ordinator 1) Paramathi
2) Kolimalai
3) Sendamangalam
Block Project Assistant 1) Tiruchencode (U)
1. Perambalur Nil Nil
12. | Pudukkottai District Project Assistant | 1) DPO
Block Co-ordinator 1) Karambakudi
13. | Salem Block Co-ordinator 1) Yercud
2) Mecheri
Block Project Assistant 1) Magudanchavadi
2) Asthampatti (Pr-1)
14. | Sivagangai District Co—ordinator 1) DPO
Block Project Assistant 1) S.Pudur
2) Singampunari
15. | Thanjavur Block Co-ordinator 1) Kumbakonam (U)
Block Project Assistant 1) Kumbakonam (U)
16. | Theni Block Project Assistant 1) Bodinayaganur

2) Theni Urban
3) Periyakulam




SI.No. Name of the Name of the Post Name of the Place
Districts
17. | Thiruvarur District Project Assistant | 1) DPO
18. | Thoothukudi District Project Assistant | 1) DPO
19. | Tiruppur Block Co-ordinator 1) Mulanur
2) Udumalpet
3) Palladam
Block Project Assistant 1) Palladam
20. | Tiruvannamalai Block Co—ordinator 1. Thurinjapuram
21. | Vellore Block Co-ordinator 1) Jolarpet
Block Project Assistant 1) Ranipet

2) Gudiyatham




Abstract

Sl.No. Name of the Post No.of Post Vacant
1) Financial Management —Specialist 1
2) Accountant 2
3) Project Associate 1
4) Date entry Operator 1
5) District Co—ordinator 5
6) District Project Assistant 5
7) Block Co-ordinator 28
8) Block Project Assistant 52
Total 95




