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APPENDIX 2

TERMS OF REFERENCE FOR ITDA STAFF
1. The Programme Administrator (PA/ITDA) would be the Chief Executive Officer and maintain a secretariat for the governing body of the ITDA. The PA/ITDA would be responsible for: (i) day‑to‑day management of the Programme activities in the area; (ii) establishing linkages with the other government and non-government agencies; (iii) organising Governing Body and Management Committee meetings, preparation of agenda for the meeting, reporting progress and implementing decisions taken by the Governing Body and the Management Committee; (iv) coordinating with PSU on submission of work plans, budget approval and release and progress reporting; (v) activities related to identification and restoration of alienated tribal land; (vi) coordinating  activities pertaining to the settlement of tribal habitations in the forest; and (vii) coordinating with the revenue department for the survey and settlement of land below 30 degrees slope.  He should be an IAS or IFS officer or a management professional from a premier institute having at least five years of experience in the development sector.

2. The Programme Officer - Planning, Monitoring and Evaluation would be responsible for: (i) coordinating the activities of all Programme staff; (ii) assisting the Palli Sabhas and the facilitating NGOs to prepare a PSRMP with budgets for the activities proposed taking into account the plans and budgets of the technical sub-committees set up at the Palli Sabha level; (iii) consolidating the PSRMPs and preparing the annual work plan of the ITDA with targets for physical and financial performance; (iv) assisting in the design and implementation of a participatory monitoring and evaluation system in close collaboration with the selected resource NGO/M&E Agency; (v) establishing a computerised MIS system at the ITDA; (vi) collating and analysing data from the field and preparing monthly progress reports; (vii) disaggregation of data according to gender and analysing it in order to monitor for gender discrimination requiring preventive action; (viii) disseminating the strengths and weaknesses of programme implementation for undertaking mid‑course correction; (ix) collaborating with agencies selected to conduct the mid-term review, concurrent impact assessment, and evaluations; and (x) providing necessary assistance to individuals/organisations selected to undertake process documentation.  He should be at least a junior class I officer or management graduate from a leading institute having at least 2-3 years of experience in rural development.

3. The Finance and Administration Officer would be responsible for: (i) budgeting and accounting of the programme; (ii) expediting the release of funds for timely implementation of different activities by the ITDAs, SHGs and VDCs; (iii) maintaining records of all financial matters related to the programme; (iv) preparing requests for release of funds from the state with required statement of expenditure; (v) preparing guidelines for auditing SHG and VDC accounts and engaging Auditors for auditing SHG and VDC accounts; and (vi) all aspects related to personnel and general administration matters.  He should be a chartered or cost accountant or  a commerce graduate having 2-3 years of experience.

4. The MIS Executive would be responsible for: (i) collecting inputs from the project area from the implementing agencies in the specified format; (ii) feeding into the MIS and generating progress reports, trends on a monthly basis for review and action; and (iii) consolidating information at the district level and providing regular updation to the PMU at the state level.  He should be a graduate having expertise in basic application software and hardware and adequate training in the specific MIS.  

5. The Watershed Development Officer would be responsible for: (i) supervising the activities of the NGO watershed development team including preparation of the work plan and budget; (ii) capacity building of NGO staff in watershed development activities; (iii) checking the quality of watershed construction works and release of funds; and (iv) liasing with the Soil Conservation Department and Forestry Department to ensure interagency coordination for Programme interventions.

6. The Agricultural Officer would be responsible for: (i) liaising with the Development Agronomist (see Annex 8) in developing cropping and farming systems including horticultural crops keeping in view the traditional farming practices of the tribal people, new opportunities to increase farm production and the household income, and overcome seasonal household food insecurity; (ii) based on the results of the farmer field school developing key extension messages and designing demonstration plots for promoting improved cultural practices in the context of micro-watershed development; (iii) liasing with the NGO watershed development team for feedback on the agriculture and horticulture development needs; (iv) supporting and supervising any micro-project development on horticultural crops e.g. turmeric, ginger, pepper, etc.;  (v) taking necessary actions to develop solutions through adaptive/action research and exposure visits to areas with best practices; and (vi) overseeing the performance of the livestock development activities promoted under the Programme and resolving any implementation issues.

7. The Forestry Officer would be responsible for: (i) supporting the NGO watershed development team in guiding farmers in the community forest management; (ii) up-take of horticultural tree crop and vegetable production; (iii) technically monitoring the experience of farmers engaged in forest development; (iv) ensuring supplies of good quality planting material for farmers;  (v) assisting in developing market linkages NTFPs and other forest products; (vi) supporting and supervising any micro-project development on medicinal and aromatic plants, e.g. turmeric, ginger, pepper, etc.; and (vii) taking necessary actions coordinate with forest department for sylvicultural practice.  

8. The Programme Officer – Capacity Building would be responsible for: (i) assisting NGOs in their capacity building, SHG mobilisation, VDC formation, training SHG and VDC members, micro-planning and prioritisation of interventions; (ii) providing gender awareness building and support to the ITDA staff, facilitating NGOs, members of the VDC and all other Programme implementation partners at the field level; (iii) coordinating the activities of the resource NGOs for undertaking training needs assessment, developing curriculum and training of trainers from the facilitating NGOs and the staff of the ITDA; (iv) assisting the facilitating NGOs and other sector specialists in developing training packages for the beneficiaries; (v) coordinating the development of training materials for beneficiary training by the resource and facilitating NGOs taking into account literacy level of the beneficiaries and linking this to the preparation of functional literacy modules; (vi) assisting the facilitating NGOs to plan and conduct training programmes; and (vii) assisting the M&E agency and the Planning, Monitoring and Evaluation section to monitor quantitative and qualitative progress in implementing planned training programmes, and assessing the efficacy and impact of the training programmes.

9. The Micro-finance-cum marketing Officer could be appointed once the sizable number of SHGs is formed.  He would be responsible for: (i) assisting in forming and training SHGs, preparing lending procedures and policies for intra-group lending, providing equity grants linking with banks and reviewing performance in collaboration with the facilitating NGOs; (ii) conducting district level workshops for bank staff, NGO officials, community leaders, lead bank staff and NABARD officials to increase the level of confidence between the tribal communities and the formal financial institutions; (iii) assisting the facilitating NGOs to obtain loans from the Programme to on-lend to SHGs; (iv) assisting NGOs to establish linkages with SIDBI and CARE; (v) organising study tours and exposure visits for bankers and SHG members; (vi) exploring market linkages and demand and price trends for the relevant products; and (vii) developing linkage with private sector input supply and output marketing.

