ANNEXURE - I

JOB DESCRIPTION FOR DISTRICT OMGI COORDINATOR 

Background

Government of Orissa have identified OMGI and Human Resource Management System (HRMS) as one of the core initiatives as a part of its ongoing modernizing initiatives and e-Governance plans.

To facilitate the OMGI and HRMS activity, a district level cell shall be constituted under the Collector of each district. A District OMGI Coordinator (DOC) shall be appointed in each District by the respective District Collector.  The District Coordinator will work as a window between the Collector’s office & the G.A. Department, Govt. of Orissa and assist the District administration in taking forward the OMGI & HRMS programs in the district.

Job Description

The responsibility of the District OMGI Coordinator (DOC) shall be:

· Assist the District Administration to formulate, implement and document innovative action plan with the aim of making delivery of public services more efficient, transparent and making the district administration more citizen centric.

· Assist the District Administration in computerization of various Government processes, monitoring and evaluation of projects, disposal of court cases, Departmental enquiries, disposal of grievances, grant of licenses, certificates, permits etc.

· To assist the District Collector in performance of various activities of the HRMS project & OMGI program.

· To pursue and follow up with the HRMS implementation officers/Head of Departments for receipt of filled in HRMS forms.

· To verify the HRMS forms to ensure that all the required data are filled in as per the HRMS guidelines.

· Collection of filled in forms and their timely and systematic despatch to the G.A. Department.

· To maintain reports regarding the progress of the HRMS project in the district and send weekly progress report to the G.A.Department.

· To coordinate between District Collector office and the General administration Department 

· Maintain databases related to HRMS and OMGI in the district.

Qualification and Skill Set 

The District OMGI Coordinator (DOC) shall be a BSc Graduate and holding PGDCA from reputed institutions or MCA with minimum 60% marks or equivalent. He/She should have 2-3 years experience in Government or other organizations in the area of Database management systems.

The applicant should have in depth knowledge about Windows/Linux operating system, Oracle, Visual Basic, Microsoft Office Package and should be conversant with browsing internet, email.

The applicant should have excellent verbal and written communication skills in English & Oriya and should be a permanent resident of the District where the position is advertised.

Duration

This assignment shall be for a period of 2 years on a purely contractual basis subject to periodic performance review. 

Fees

A monthly consolidated fee of Rs.5, 000 /- shall be paid. 

Reporting

The District OMGI Coordinator shall report to the District Collector.

The office hours, working days, holidays and leaves would be as prescribed from time to time by the District Collector.

Instructions to Applicants

1. The application format downloadable from http://www.orissa.gov.in/ga/ARCell/OMGI/omgiindex.htm should be filled in as per the instructions therein and sent to the District Collector quoting the advertisement reference number and date of publication of the advertisement so as to reach within 10 days from the publication of the advertisement. 

2. The advertisement reference number, date and name of the District must clearly be mentioned in the application.

3. Photocopies of certificates and documents with regard to the applicant’s qualifications, experience and proof of permanent residence must be attached with the application.

4. The Authorities reserve the right to reject any application without assigning any reason.

