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APPENDIX 1

TERMS OF REFERENCE FOR PROGRAMME SUPPORT UNIT STAFF

Programme Director

1. The Programme Director would be responsible for: (i) maintaining a secretariat for the Governing Body of the PSU; (ii) day-to-day running of the Programme; (iii) all activities related to staff recruitment, procurement and funds release; (iv) overseeing field operations implemented through the district level ITDAs; (v) liasing with the state administration, ITDAs, line agencies, NABARD, and the lead bank to ensure their coordination for Programme implementation; (vi) overseeing training, and monitoring and evaluation of the Programme; (vii) maintaining close contact with the funding agencies and submission of quarterly progress reports; (viii) facilitating the flow of funds to the ITDAs and other programme partners and ensuring timely release of funds from the nodal agencies; (ix) finalising and executing contracts with resource NGOs and other service providers including national and international consultants; and (x) providing a forum for cross-fertilisation of ideas between the Programme districts and promote experience sharing through workshops.

Programme Officer – Planning and Monitoring

2. The Program Officer-Planning and Monitoring would be responsible for: (i) consolidation of annual work plans and budgets and submission to the Governing Body and nodal agencies; (ii) designing and implementing a participatory monitoring and evaluation system in close collaboration with the selected resource NGO/M&E Agency and the project management group supported through DFID technical assistance; (iii) establishing a computerised programme monitoring system including developing formats and procedures for establishing a web based management information system (MIS); (iv) ensuring gender disaggregation and analysis of data; (v) organising appropriate training for district PME programme officers and relevant NGO staff in participatory monitoring, MIS and the computer skills necessary for these; (vi) collating and analysing data from the field and preparing monthly progress reports on implementation and impact; (vii) providing constructive feedback to the ITDAs concerning reports received; (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 back-stopping to the individuals/organisations selected to undertake process documentation. He should be management graduate having minimum 5-6 years of experience in development sector or a class I officer from central services.

Finance and Administration Officer

3. The Finance and Administration Officer would be responsible for: (i) budgeting and accounting for the Programme; (ii) expediting the release of funds for timely implementation of different activities by the ITDAs; (iii) maintaining records of all financial matters related to the Programme; (iv) preparing requests for release of funds from the state as well as the central government and preparation and submission of withdrawal applications; (v) supervision and inspection of the finance section of ITDAs; and (vi) all aspects related to personnel and general administration matters.

MIS Manager

4. The MIS Manager would be responsible for: (i) documenting the hardware and software needs of the project; (ii) assisting the contracted MIS experts in developing a participatory MIS system; (iii) collecting inputs from the ITDAs in the specified format on a regular basis; (iv) feeding into the MIS and generating progress reports, trends on a monthly basis for review and action; and (v) consolidating information at the state level for the project and providing regular updations.  He should be ideally be a graduate in computer science and management having high degree of expertise in application software and hardware and adequate training in the specific MIS.  

Knowledge Manager (omit)

5. The Knowledge Manager would be responsible for:  (i) the development of a knowledge management system with MIS Manager; (ii) synthesizing the contents and lessons from the commissioned studies and feed in to the program design for mid‑course correction; (iii) sharing the vital data, lessons from different sources with the implementing agencies and ITDAs; (iv) identifying the communication needs of the project and contracting local communication agencies for delivery of program in local language and folklores; (v) preparing detailed documentations of success and failure of the project with independent M&E agency; (vi) producing a newsletter on the project progress to share with all stakeholders in relevant languages; and (vii) assisting in developing a portal for the department to register the views of the staff and community. He should be an experienced professional with adequate experience in managing knowledge management and communication program in large projects.

Programme Officer - Livelihood and Natural Resource Management

6. The Manager-Livelihood and Natural Resource Management would be mainly responsible for: (i) supervising the activities of the Watershed Development Officers at the ITDAs including preparation of work plans and budget; (ii) checking quality of watershed construction and release of funds; (iii) liasing with the Soil Conservation Department and Forestry Department to ensure interagency coordination for programme interventions; and (iv) capacity building of ITDA and NGO staff in livelihood support activities.  He should be a senior person having cross-departmental experience in agricultural research and extension, livelihood enhancement and could be the rank of a deputy director of agriculture or the rank of a programme officer in a national level NGO. The position can be filled up on contact basis.

Programme Officer – Capacity Building

7. The Programme Officer - Community Development would be responsible for: (i) procurement of resource NGOs and other service providers at the apex level; (ii) coordination and supervision of all activities related to training and development of Palli Sabha level committees, SHGs, Community Health Workers, Livestock Link Workers and Functional Education Assistant; (iii) capacity building of facilitating NGOs, Village Animators and ITDA staff; (iv) supervise activities related to health and nutrition and education components, and legal defence fund; (v) supervising and monitoring for gender equity in all activities; and (vi) coordination with the line agencies to ensure harmonisation of government sponsored schemes with that of the programme interventions.

