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Application Format

Application for the post of

Name

Father's/ Husband's Name

Date of Birth

Age (as on 30.6.10)

Marital Status

Nationality

Present Address

Permanent Address

Contact Number

E-mail

Academic background (Starting from highest)

Percentage of Marks/

SN Qualification School/Institute/University | Y &8O Of grades obtained (if
passing
any)

1

2

3

4

Trainings and workshops aftended
N o P Objective of the

SN Topic Institution/Organization Year fraining/workshop
1

2

3




Work Experience (starting from the latest)

From

To

Name of the
Organization with

Experience 1 | it brief profile

Designation held

Brief profile of the
responsibilities
held

From

To

Name of the
Organization with

Experience 2 | | - !
its brief profile

Designation held

Brief profile of the
responsibilities
held

From

To

Name of the
Organization with

Experience 3 | | e !
its brief profile

Designation held

Brief profile of the
responsibilities
held

Any other information that the candidate would like to give in support of his/her candidature

Signature

Note: The candidate may use additional paper if required.




TERMS OF REFERENCES @ )
) For kala-azar elimination : STATE LEVEL
1. ACCOUNTANT - One post for each State 1/
Purpose

» Te'maintain proper accounts/budget of the project and update the same from time to time.

» To ensure timely receipt of SOEs and utilization certificates from the concerned districts of
the State and submission to the Directorate NVBDCP for strengthening the financial
management system under the World Bank Project X

Responsibilities
1. To maintain accounts and render assistance to financial and procurement experts including
updating of accounts from time to time =
2. Maintain the records and reports pertaining to the project
3. Liaison with the District and State programme offices.
4. Move files to the concerned officer

Qualification and Experience
Graduate in Commerce/ qualified SAS accountant or persons who have qualified cash &

acCount training from Institute of Secretarial Training & Management (Min. of Personnel & PG)

With minimum an, analysis, budgeting, financial software and
reporting systems. i

'_______—_——'P
Nature of appecintment
The appointment will be on contract basis, extendable each year on basis of performance, in

the Project Period.

Reporting
The Accountant will report to the immediate officer under State programme officer (NVBDCP).
S ik
Age
Should not be above 40 years and ready to travel extensively.
—-— - SR
Salary

Rs.10,000/- per month (consolidated)

Other Entitlement

Leave . Annual leave to be accrued for one year: 30 days per annum
(two and half days per month)
Sick Leave : 10 days per annum

Maternity leave equal to 60 days half pay leave.

The leave remaining unutilized at the end of the contract shall not be en-cashed.

Travel : TA/DA as per State NRHM.

Recession
Either party may rescind this Agreement at any time by giving the other party, at least 15
calendar days notice in writing of its intention to do so. Compensation may be paid in licu of

notice, which wiil not be less than one week’s remuneration for each unexpired month of the
Agreement.

Deliverables

The Accountant will report to the immediate concerned officer and required to maintain
financial budget and submission to appropriate concerned authorities Submission of Monthly
Activity Report and year ending Annual Report to State Programme (NVBDCP) Officer.
Evaluation of performance will be done based on monthly activity report.

Selection
Selection and appointment will be done based upon the procedures employed for State NRHM
procedures. — — e
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For kala-azar elimination  : STATE LEVEL
2. INSECT COLLECTOR z Two posts for each State

Purpose

~ To maintain entomological records with area-wise /catching station wise adult collections.

- To assess anti-adult operations by conducting densities in various localities/villages.

~ Cross checking of anti-adult operations to monitor the implementation of kala azar programme.

Responsibilities -

~ The Insect Collector will obtain necessary equipments and materials and carry with him/her
when on duty.
S/He is required to make adult and larval collections in village and around households in
villages/urban areas in order to identity both breeding and resting habitats in urban and rural
areas and extent of distribution of sand fly.
S/He will take adult and larva so collected in tubes with roper babels indicating details of
particulars regarding place of collection, types of water, exposure of sun-light presence or
absence of vegetation etc. for identification of collected materials on same day.
S/He is required to visit minimum of four fixed catching stations and equal numbers of random
catching stations on every booking day, frcm 7.00 am to 12 noon and also check at least 50
(fifty) houses for breeding of vector mosquito in domestic/urban situations and at least 1% km
away from villages to identify breeding habitats in order to establish vector control operations.
S/He will be involved in cross-checking of anti-tarval and anti-adult operations to monitor the
implementation of vector control operations by following carefully above mentioned assigned
duties.

Qualification and Experience
XIIth Science pass with one year experience.

Nature of appointment
The appointment will be on contract basis, extendable each year on basis of performance, in

the Project Period.

Reporting

The Insect Collector will report te the immediate officer under State programme officer
(NVBDCP).

Age "
Should not be above 40 years and ready to travel extensively.

Salary
Rs.8,000/- per month (consolidated)

Other Entitlement

Leave : Annual leave to be accrued for one year: 30 days per annum
(two and half days per month)
Sick Leave : 10 days per annum

Maternity leave equal to 60 days half pay leave.

I'he leave remaining unutilized at the end of the contract shall not be en-cashed.
Travel : TA/DA as per State NRHM.

Recession

Either party may rescind this Agreement at any time by giving the other party, at least 15
calendar days notice in writing of its intention to do so. Compensation may be paid in lieu of
notice, which will not be less than one week’s remuneration for each unexpired month of the

Agreement.

Deliverables

The Insect Collector will report to the immediate concerned officer and required to maintain
entomological records and submission to appropriate concerned authorities. Evaluation of
performance will be done based on monthly activity report.

Selection
Selection and appointment will be done based upon the procedures employed for State NRHM

procedures. -— N
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For kala-azar elimination - STATE LEVEL
3. SECRETARIAL ASSISTANT : One post for each State
‘_,_._-—-——-\_________.-—--"___-_-_'___—-.

Responsibilities

As secretarial assistant to the Officers of the rank of section officers/desk officers and
consultants to assist in day to day implementation activities. Preferably should be computer
literate. His responsibilities will be:

To handle the files & folders related to ail districts

Typing job related to all correspondence records

To assist in official procedure related noting, drafting & maintenance of files.
To keep follow up actions of the subject-matter allocated to them

To assist consultant/officers of district/State NVBDCP form time to time.

(S - FURN S

Qualification & Experience

Graduate from recognized University with shorthand speed of 80 w.p.m and typing speed of
30 wpm with computer knowledge on MS office, Excel, Power point and should have minimum
1-2 years experience in handling of official correspondence.

Nature of appointment
The appointment will be on contract basis, extendable each year on basis of performance in

the Project Period.

Reporting
The cover all 1/c would be the State Procgramme (NVBDCP) Officer at State Directorate
m - ny
Age
Should not be above 40 years and ready to travel.
T sl T DN
Salary

Rs.6,500/- per month (consclidated)

Other Entitlement

Leave : Annual leave to be accrued for one year: 30 days per annum
(two and half days per month)
Sick Leave : 10 days per annum

Maternity leave equal to 60 days half pay leave.

The leave remaining unutilized at the end of the contract shall not be en-cashed.
Travel : TA/DA as per State NRHM.

Recession

Either party may rescind this Agreement at any time Lv giving the other party, at least 15
calendar days notice in writing of its intention to do so. Compensation may be paid in lieu of
notice, which will not be less than one week’s remunerzation for each unexpired month of the

Agreement.

Deliverables
S/He will be required to submit 2 Monthly Activity Report to SPO and a year ending Annual
Report. Evaluation of performance will be done based on monthly activity report.

Selection
Selection and appointment will be done based upon the procedures empfoyed for State NRHM

procedures. o
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TERMS OF REFERENCES

For kala-azar elimination . DISTRICT LEVEL

1. FINANCIAL & LOGISTIC ASSISTANT : One post for each district

Purpose
» To maintain proper accounts/budget of the prOJect and update the same from time to

time.
» To ensure timely receipt of SOEs and utilization certificates from the concerned
districts of the State and submission to the Directorate NVBDCP for strengthening the

financial management system under the World Bank Project

Responsibilities
1. To maintain accounts and render assistance to financial and procurement experts
including updating of accounts from time to time
2. Maintain the records and reports pertaining to the project
3. Liaison with the District and State proaramme offices.
4. Move files to the concerned officer

_ Qualification and Experience

Graduate in Commerce/ qualified SAS accountant or persons who have qualified cash &
account training from Institute of Secretarial Training & Management (Min. of Personnel & PG)
with minimum 5 year of experience in accounting, analysis, budgeting, financial software and

reporting systems.

Nature of appointment
The appointment will be on contract basis, extendable each year on basis of performance, in

the Project Period.

Reporting ]
The Accountant will report to the immediate officer under State programme officer (NVBDCP).

Age
Should not be above 40 years and ready to travel extensively.

Salary
Rs.8,000/- per month (consolidated)

Other Entitiement

Annual leave to be accrued for one year: 30 days per annum
(two and half days per month)
Sick L cave : 10 days per annum
Maternity leave cqual to 60 days half pay leave.

Leave

The leave remaining unutilized at the end of the contract shall not be en-cashed.

Travel : TA/DA as per State NRHM.

Recession

Fither party may rescind this Agreement at any time by giving the other party, at least 15
calendar days notice in writing of its intention to do so. Compensation may be paid in lieu of
notice, which will not be less than one week’s remuneration for each unexpired month of the

Agreement.

Deliverables

The Accountant will report to the immediate concerned officer and required to maintain
financial budget and submission to appropriate concerned authorities Submission of Monthly
Activity Report and year ending Annual Report to State Programme (NVBDCP) Officer.
Evaluation of perfearmance will be done based on monthly activity report.

Selection
Selection and appomtment will be done based upon the procedures employed for State NRHM
procedures.
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\  For kala-azar elimination z DISTRICT LEVEL
o
:r 2. DATA ENTRY GPERATOR : One post for each district
b
f -
i Responsibilities
, 1. To enter data in NAMMIS/computer based management information system (MIS) of
1 the State / Districts

To analyze the MIS data and to submit Senior Officers.

Typing job related to all correspondence records

Send and receive e-mail messages

To assist consultant/officers of State/ District NVBDC support Project form time to
time. :

(8, N PV S

Qualification & Experience

s/He should be a graduate from recognized University. Working knowledge of computers and
should be able to work with software used in statistical analysis with operating knowledge on
\ MS office, Excel, Power point, internet and shouid have minimum 1-2 years experience in data
;1 recording and data analysis and handling of official correspondence.

4

| Nature of appointment

+ The appointment will be on contract basis, extendable each year on basis of performance, in
the Project Period under intimation to Directorate of NVBDCP.

';Reporting
The GIS Data Entry operator will report to the State Programme (NVBDCP) Officer. \

Age
Should not be above 40 years and ready to travel extensively.

ialary
5.6,500/- per month (consolidated)

Jther Entitlement

cave : Annual leave to be accrued for one year: 30 days per annum
(two and half days per month)
Sick Leave : 10 days per annum

Maternity leave equal to 60 days half pay leave.

The leave remaining unutilized at the end of the contract shall not be en-cashed.
Travel : TA/DA as per State NRHM.

Recession

Either party may rescind this Agreement at any time by giving the other party, at least 15
calendar days notice in writing of its intention to do so. Compensaticn may be paid in lieu of
notice, which will not be less than one week's remuneration for each unexpired month of the

Agreement.

Deliverables
ic will update the MIS and GIS of the State regularly. Evaluation of performance will be done
based on report from the supervising officer.

Selection
Selection and appointment will be done based upon the procedures employed for State NRHM
procedures.
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