Duties and responsibilities of posts of Administrative Cadre.

At present, illustrative duties and responsibilities assigned to various posts sanctioned in the
Administrative Cadre are as under:

Sr.  [Name of the post|No. of|Duties and responsibilities
No. [and pay scale |posts
1. Assistant 12 To perform the duties of Drawing and Disbursing Officer for
Director Census the Directorate of Census Operations.
Operations
To supervise the work relating to establishment, financial,
budget and Accounts matters, procurement and maintenance
of stores etc., handled by the sections under him.
To supervise and handle the court cases relating to the
Directorate of Census Operations.
To attend to miscellaneous items of work as assigned to him
from time to time.
2. Assistant 2 To supervise the work relating to establishment matters of the
Director staff viz. appointment, confirmation, pay fixation, leave,
pension, etc.
To supervise and handle the court cases relating to the
establishment matters of the staff.
To supervise the work relating to the finance matters and
budget matters assigned to the section.
To attend to any other item of work assigned to him.
3. Office 166 Supervision and monitoring of work of Admn., Establishment|

Superintendent

and Accounts Section.
Scrutiny and checking of all type of claims viz LTC, TA,
Advances etc. before submitting it to higher authorities for
approval/sanction etc.

Monitoring and keeping Control over the expenditure as per
the budget allocation.

To check the cashbook and other documents being maintained
by the cashier.

To prepare and maintain reservation roster.
To maintain and update vacancy position.
To arrange for convening Departmental Promotion

Committee meeting including preparation of DPC
notes/papers etc.




To assist in preparation of budget estimates.

To deal with the court cases and representations of the officers
and employees.

Calculation of Income Tax and compilation of information for|
filing quarterly/annual returns as per the provisions of the IT
Act.

Upper Division
Clerk

137

Maintenance of Service Books and personal files.

Submission of leave application and other personal matters of|
employees.

Maintenance of Earned/Medical leave accounts

Preparation of pay bills.

Scrutiny and submission of other claims viz; TA, Medical
reimbursement, withdrawal/advance from GPF, LTC claims

etc.

Compilation, preparation and submission of different
monthly, quarterly and annual returns.

Maintenance of GPF accounts of Group-D employees
To deal with the pay fixation cases.

Care taking and store keeping.

Maintenance of Cash Book and other related registers.

Any other work as assigned from time to time.

Lower Division
Clerk/Typist

435

Diary and dispatch work.
Fife processing and Typing work.

Maintenance of file record (Register) and file movement
registers etc.

Maintenance of records of casual leave etc.

Any other work assigned from time to time.

Total

752
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List if duties of Multi Tasking Staff(column 1 of the schedule) as mentioned in DOP&T OM. No.
AB-14017/6/2009-Estt(RR) dated 30.04.2010

Lon
P e

a) Physical Maintenance of records of the Section.

b) General cleanliness & upkeep of the Section/Unit.

c) Carrying of files & other papers within the building.

d) Photocopying, sending of FAX etc.

€) Other non-clerical work in the Section/Unit.

f) Assisting in routine office work like diary, dispatch etc., including on computer.
2) Delivering of dak (outside the building).

h) Watch & ward duties.

i) Opening & closing rooms.

) Cleaning of rooms.

k) Dusting of furniture etc.

1) Cleaning of building, fixtures etc.

m)  Driving of vehicles, if in possession of valid driving license.
n) Upkeep of parks, lawns, potted plants etc.

0) Any other work assigned by the superior authority.

NOTE: The above list of duties is only illustrative and not exhaustive, Ministries/Departments may

add to the list, duties of similar nature ordinarily performed by officials at this level.
E X
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Duties of Stenographer Grade I in the office of Registrar General, India

et de performed all stenographxc duty.
2. To maintenance all official telephone call of the office room attend.
3. Maintain a arranged dairy and submlttmg -necessary paper for meetmg, 1ntcrv1ew etc.
4. Toattend any other work assigned.

e A e bR e e——— A .
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Duties of Stenographer Grade 11 in the office of Registrar General, India ,50 4_)

1. To performed all stenographic duty. T e
9 To maintenance all official telephone call-of the office room attend.

3. Maintain a arranged dairy _an_d_§ubmitting'necessary paper for meeting, interview etc.

4. To attend any other work assigned. EE—————em e mmn R = el =
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_ , Annexure- I I Halwai-cum-Cook
—TTF T 7T TDUTIESAND RESPONSIBILITIES-OF CANTEEN-EMPLOYEES — —— — _()~_To"prepare snacks like-bonda; butter=toast, dosa, idly, vada;,————
,1 . TN NON-STATUTORY DEPARTMENTAL CANTEENS IN- 1 oo .paneer__pakora, _samosa, matthi, vegetable cutlet, vegetable
it CENTRAL GOVERNMENT OFFICES j sandwich / pakors, etc.;
: - Tt T TTTT T T T T T (i) To prepare lunch/meals ie., chapati, curd, dal, puri, raita,
L L Canteen Attendant Ficeiiz?-l;iZil’;; sambar, soup, vegetable salad and sweet dishes
. . ;- ie. , besan burfi, coconut burfi, ladoo, pinnee, gulab-
. : () To prepare Tea / Coffee I.Jmc.e, etc. f-czr the qggg.s, - : _ jamun, gajar halwa, patisa and-casgatl a—ete—gum guial
- - (i) “Toserve Tia 1 Coffee -/ Biscuits; etc. in the official meetings; L _(iid)- Any other additional duty allotted by the in-charge of the
e (ii)) To provide Tegular To0m SEIVICE 0 the Officers / Staff; I Canteen. -~ = 77 e
- (i) To collect the used cups / plates and utensils, etc. within the ‘ IV, Clerk S
t . cantesn-premises, after conelnding.of official meetingsand  * . __ L e .
2 5o from.the-rooms of. Senior Officers. — === EE— 1] T&lssue;couponsim respect of items prepared for daily sale
| s on counter;
s @y Toclean crockery 7 cutlery / uEnsiseeanthresstagesiedr————— -, e s
. ranning normal water; in hot detergent waterand in potassium & * (i) To maintain dailysale register;—— """~
permanganate solution; i (iif) Tally daily cash sales againist the coupons issued off and
“ETie-.—.--- - (vi) To sweep and wash the floor area; e stbmt daﬂ y account in gespect of salcs:
b : () Responsibility of Store Keeping and accounting Tiffin Room

.

- (i)~ eleaning-i-dusting-table,-chajfand—other—fmnimrerincamesns.

e

—.(viif)_Cleaning slabs and area  where food i cooked.

|

G

O ];:..:,;_:_1.-3_:'
¥

'
DS P

i

(ix) Any other additiopal duty allotted by the in-charge of the
Canteen. .

The in-charge of the canteen is anthorized to allocate the duties to
the Canteen Attendants according to their capabilities and capacity for
smooth functioning of the canteen.

As and when services of Safaiwala are outsourced, the duties of
points (vi),.(vii) and (viii) wou!d be pe_[fngmgd_ by him/her.

PRI TITL S IS (TP
f

winls

I Assrstant Halwai-cam-Cook
() Toassist the Halwai-cum-Cook in preparation of various
snacks and beverages such as bonda, butter-toast, dosa, idly,
vada, paneer pakora, samosa, matthi, vegetable cutlet, vege-
table sandwich / pakora, etc. .

TR R | PSR IFT RS YR T BRIV JUNE oy BT

A-Typer= ™ .
(vi) Any other additional duty allotted by the in-charge of the
Canteen.

Assistant Manager-com-Storekeeper
(d Procure and receive all raw materials;

@D

Issue raw materials to the Assistant Halwai-cum-Cook /
Halwai-cum-Cook or kitchen staff as and when required for
preparation of eatables;

(i)
(i)
)

In-charge of store items and raw materials;
Maintain account of the stock items in'a proper manner;

Responsible for keeping accurate holding of stocks as per
ground balance of accounting records;

(vi) Responsible for loss / damage of store,

- (i) -To.assist Halwai-cum:Cook in preparation of lunch / meals
i.e. chapati, curd, dal, puri, raita, rice, sabzi, sambar, soup,

sweet-dish, vegetable salad, etc.
(ii7) In absence of Halwai-cum-Cook preparation of snacks and

VL

PYRT .

—y. _

{vi—Any-other-additional-duty-allotted by the in-charge of the
Canteen.

Manager, Grade-H / Manager-cum-Accountant

e b ez EETRETNT

TICdls. -

(iv) Any other additional duty allotted by the in-charge of the
Canteen.

.. Manager, Grade II post is authorized for Types ‘A’, ‘B’ & ‘C” canteen
and Manager-¢im-Accountant post is authorized in all canteens except in
Types “‘A’, ‘B’ & *C’ canteen. ST
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(7). Responsible for ensuring smooth and proper functioning of '

)

-SwamysnewS- — —— oo ———23-—o— —
(i) Ledger l

_.July, 2044

T T = —ieo—————— —the-canteen; - . __. P T . . = (i) _Raw IV‘Idwﬁd-’?ks_iU"_kRUE;St"r T
I (i) Ensure that all operations in the canteen-are-cared out -« = . W) Dead Stock Register - ' -~
5 uninterruptedly; o N » Preparation Register (daily eatables items)
(iif) Supervision of work of subordinates; i N (v) ~Coupon sales register, etc;
) () Ensure that entries in all records / ccounts including Cash j _ (vii) Attendance Register T
. Book, Ledger, Stock Register, Dead Stock Registerare made | = (vii) Bill / Cash Memo Register
‘ timely-and al F s
\_._ muelg.mnd aceu.r?tgly .AnfnualAcc?unt and Balance Sheet. [ (ix) _Rate List of catable items -
- oo ) Latenn‘gqumxgn'delegauenﬂiﬁ’—and—ws—_ — (i) To initiate ACR / Probation Report, etc; in respect of all
[ (vi) Any other additional duty dllotted by the in-charge ofthe § "~ -—»—_emplt.)yecl;sworlung in the canteens,
— Canteen. . (i) In cases of mirfor—indiscipline; to-issue non-recordable
- R S —— - ;\_a_ragr_u_;ig‘.m"re_spect‘of'ali*employees working in the
— ].m VILDeputy.General Manager i Canteens. i
] - e Cviii)- - : " 1
\u‘. Deputy General Mmmger—past—i-s—authorizedvinIypci-A_tQ_1_0_-A ; -=e--- —¢viii)- -Any other additional 1'-!‘!_‘3"__._31_.1'_‘3_&@1_)3’ the Competent
b H Anthority. -
~ B canteens. i P -
o N 2 () Ensure that allaccounts of canteens viz. Preparation Register, i - -—: - {(While jssuing wamnings, etc. as above, the procedure laid down/
LTI W—F e Coupon Sales Register are maintained; . ; . glstrucuons contained in the Department of Personnel & Administrative
_ LS (if) Checking all the entries in register; - - v;f;)fms-O.M. No.21011/1/18-Estt. (A); dafed 5-6-1981 should be kept in
pi T TGy T Submission ofall register records (0 GeneralManaget: - § - ‘ 1
Lo (iv) Perform duty of Canteen-in-Charge in absence of General ! 21
P Manager . e e s 3
[ : ) - i G1, Dept.of Per. & Trg., O.M. No. 22011/6/2013-Estt.
\%"'_h () Any other additional duty allotted by the in-charge of the & pL:ofPer. ¢ drﬁred 28-5-;014 16/2013-Estt. (D),
A Canteen. ; - ,
i 3 ! Eligibility of officers tobe considered for promotion by DPC
VIII. General Manager ~-Fizing of Crucial Date

The post of ‘Génerg_l_Mgngge“r is authorized for Canteens of “2-A°
Type and above. . ' .-
() Managing and supervising all functions of canteens s0-as t0

ensure day-to-day smooth running of Canteens;

(] Administration of canteen staff;
-(ifi) Maintepance of all accounts;

PR IPR S RAVITT

PR

-

BT

__ The undersigned is directed to invite reference to the Department of
Personnel and Training’s Office Memorandum No. 2201 1/3/98-Estt. (D),
dated September 17, 1998 (SI. No. 40 of Swamy’s Annual, 1998) regarding

--- subject mentioned above, which provides that the crucial date for
determining eligibility for promotion in case of financial year-based
vacancy year would fall on January 1, immediately preceding such vacancy
year and in case of calendar year-based vacancy year also, the first day of

. the vacancy yeari.e. 1¥ January itself would be the crucial date.

(i) To completeand submit-all-accounts-progressively-prepared
as on the last day of every-month, within seven working days
of the following month, after internal audit, to the Honorary
Secretary for putting up to the Managing Committee; -

2__ In case of financial year-based vacancy year, there is a clear gap
....of 3 months between the crucial date of eligibility and the date of

To renew your subscription online .......

() The following books =nd records are required (o be maimtamed

" and checked by General Manager;~ ~— N
() CashBook

Logon 1o www . swamypublishers.com
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Duties of the post of Proof Reader in the Office of Registrar General, India

Checking and glancing of Proofs with manuscript.

2. To assist the Printing Inspector in correspc;ndence work and liaisoning
with Directorate of Printing/Controlier Publication Branch/Directorate of
Census Operations/Govt. of India Press etc.

3. Visit to presses.

4, Mamtalmng the job registers of prmtmg of publications.

5. To assist to distribute the. printed matenal to various agenmes



i

DUTIES OF THE PRINTING OFFICER

The Printing Officer 1is required to
supervise and exercise checks in regard to the
printing work and the staff deployed in Printing

Division.

‘In brief, the follow1ng are the duties

¥

of a Prlntlng Offlcer.

(1) To supervise the .printing of

publicatioﬁe, Forms, Schedules,

j - Periodicals and cther allied
Aitems. "
2 (2) Technical ﬁarking of the

' manuscrlpt, camera-ready copies
and to determine. lay out of the

publications etc.

(3) Maintenance of necessary records,
returns and Stock Registers of the

. | b .

Division, papers and binding

material etc.

(4) To keep liaison with the Govt of
Presses; Directorate of

; India
' Printing, DGS&D to expedite the
printing jobs/procurement of

offset printing paper etc.

(5) To scrutinise the bills of the

Govt of India Presses/Private .

Presses etc
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DUTIES OF THE SENIOR TECHNICAL ASSISTANT (PRINTING)

T¢ check & finalize Proofs/CRC of the Publication E‘orms, Schedule,
Manuals Reports etc.

To keep liaison with Dlrectorate of Printing, Government of Indla

Press Preases/Pvt. Pressesy DCOs, DGS&D etc.

3
‘

\
v
iy

‘T ‘maintain the Paper account & binding material etc. and scnn.tmy of
bills of the Presses.

To asdgist the P.O in handiing allied jobs concermng Pr:mtmg Sectlon..,
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OFFICE OF THE REGISTRAR GENERAL, INDIA

Statement showing responsibilities and main job requirements in respect of

the post of Investigator (Social studies) Grade L.

To carry out and assist in planning and execution of ethnographic
studies/surveys on SCs & STs, socio-economic surveys of villages and
towns, tabulation and analysis of field data and preparation of draft
reports.

To assist the Research Officer (Soc:ial Studies) in :

(i)  scrutiny of ethnographic notes, village/town stucly reports
received from Census Directorates

(i)  scrutiny of draft DCHB manuscripts, State level town directory, etc.
particularly checking the statistical portion of the report.

To compile All India Town Directory and scrutiny of town level
information.

To collect/consolidate statistical data in respect of ethnographic
information on castes and tribes (with special reference to the SCs & STs)
from various journals, book, etc, for the purpose of examination of the
proposals concerning revision of State-wise SCs & STs lists received from
the Ministry of Social Justice & Empowerment and Ministry of Tribal
Affairs.

To prepare manuscript of ethnographic publications, town directories and
drafting of bulletins/ reports etc.
To undertake analytical social studies and preparation of reports.

To assist in the work relating to coding and editing of census data on
religion, SCs & STs.

To undertake compilation and supply of census data on SCs & ZTs.

VM
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To undertake scrutiny and verification of data contained in  primary
census abstracts for SCs & S7's, '

- To undertake analysis of \71)7 TD & PCA data and"prepare analytical

reports.

To attend to correspondence and maintenance of files, registers, control
charts, etc, '

To assist in preparation of materials on questions received for reply in
Parliament/State Assemblios and other miscellaneous duties assigned
from time to time by Senior officers,

**W**ﬂ**ﬁ**ﬁkﬂ*****
e st tvsrn e e,



bssentind quadilication, experience

and duties of Reseurch Officer (Social studies) in

the oifice of the Registray General, India.

N\ Kssentind gualification:

L

Master's Degree in Anthropology/Social Anthropology/Sociology from a
recogmised University.

Three years expetience of social research on village and community

studies with special reference to Scheduled Castes and Scheduled Tribes.

B. Desiveable gualification:

Doctorate Degree in Social or Cultural Anthropology or Sociology.

L

=3

o

i i

“To assist Senior Research Officer (S8) in planning and implementation of
action plan of the activitics of Social Studies Division concerning
ethnographic studies/surveys on Scheduled Castes and Scheduled Tribes,
sociv-economic surveys on villages and towns, urban frame, DCHBs,
1abulation and analysis of field data and drafiing of study reports.

Examination of proposals received from all ‘the States/Uws Census
Dircctorates concerning  identification of wban areas and Urban
Agglomerations in each States & Uts and drafting of scrutiny comments.

Scrutiny of ethnographic notes, village/town studies reports received from
Census Directorates and also to prepare/finalise scrutiny comments.

To supervise the scrutiny of draft DCHB manuscripts and to prepare
scratiny comments including suggestions for improvement(s) of draft
reports, if any.

To finalise All-India Town Directory including scrutiny of town level
information.

{a) 'To supervise collection/compilation of ethnographic information of
castes and tribes (with reference to the Scheduled Castes and Scheduled
Tribes) from various journals, books, ctc. for the purpose of examination
of the proposals concerning revision of State-wise SCs & STs lists
veceived from the Ministry of Social Justice & Empowerment and
Ministry of Tribal Affairs.
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11.
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13.

) To examine the proposals conceming inclusion/exclusion and other
modifications in the State SCs & STs lists and also to prepare scrutiny

comments,

Drafting of ethnographic notes on SCs & STs and also.the study reports of

village/town studies, craft studies, ete. undertaken in the office.

To examine new/unclassifiable Census refurns on S€s, STs and religions

reported in Census Schedules and 1o suggest appropriate classification -
~ under SCs or STs categories, main religions, respectively based on

published cthnographic information,

" To supervise the compilation and supply of Census data on SCs and STs

as per the requirements,

To undertake scrutity and verification of data contained in SCs & STs
PCA data.

To undertake analysis of village and town lovel amenity data cross-
classification by PCA data and to prepare analytical reports,

To prepare'draﬁ notes/materials on Questions received for reply in the

Parliament/States Assemblies,

To attend to correspondence and maintenance of files, registers, comntrol

. Charts, etc. 1
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1. Duties and respuhsihilitiesi of Senior Research Officer (Social Studies) in the office of
the Registrar General, India, :

ki

To assist Assistant Registrar General (S8) in plannfng and implementation of

-action plan of the activities of Social Studics Division concerning ethnographiic

studies/surveys on Schedule Castes and Schedule Tribes, socio-econonic surveys
on 'villages and towns frame, DCHBs, tabulation and analysis of field data and
drafling of study reports.

Drafling of Census Circulars concerning (i) identification of urban areas and

urban agglomerations, (i) procedire for coding and classification of
. p L f i i Tt & Al " okl
- new/unclassifiable Census returns oit* Schedule dnslcs, Schedule Tribes - and

religion reported in the Census-Schedule canvassed at the decennial Census, (iii)
compilation of village and town level bzfsic amenity/infrastructural . facilities in
respect of all the States of India. . ' .

Supervision and guidance in examination of proposals received from all the
States/UT's Census Directorates conicerning identification -of urbarl areas and
Urban Agglomerations in each States & UTs and finalization of scrutiny
comments. e

Supervision of Scrutiny of ethnographic notes, village/town studies reports
received [rom Census Directorates and also to finalize scrutiny comments. -

Finalization of sérutin'y comments of draft DCHB manuscripts. :
Supervision and guidance for finalization of All-India Town Directory.

Supervision and guidance of the work concerning examination of proposals on
inclusion/exclusion and other modifications in the. States SCs & STs lists and
finalizations of scrutiny comments, s N

«
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ASupefvisi_on of drafting of ethnographic notes on SCs & STs ahd alsd _tiw study

reports of village/town studies, craft studies, etc. undertaken in the office.

(i) Coordination with all the States & UTs Census Directorates n the mattérs,of
new/unclassifiable Census returns of Scheduled. Castes, Schedule Tribes and

. religions in respect of the States and UTs concerned.

(ii) Supervision and guidance in examination of'new/unclassifiable Census returns
on SCs, STs and religions reported in Census Schedules and to suggest

appropriate classification under SCs or ST categories main religions, respectively -

based on published ethnographic information, T
(iii) Supervision and guidance in examination and finalization of State and district
level individual Schedule Castes & Schedule Tribes population figures and also
religion data. !

. Superyision and guidance in analysis of village and town level amenity ‘data

cross-classification by PCA data and preparation of analytical reports.

. Implementation of Plan Schemes undertaken in Secial Studies Division.

‘,.

. Co-ordination "and supervision of general administration, service matters

concerning officers and staff of S.S. Division. : s
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Essential qualification, experience and duties of Assistant Registrar General (Social
Studies) in the office of the Registrar General, India

A,

]

TEssential qualification:

Ph.D. in Anthropology with special reference to Social Anthropological study.

Experience:

Minimum 8 years service in the post in the pay scale of Rs.10,000-325-15,200
and having experience at the supervisory level on the subjects concerning:

{i) Finalisation of urban frame for the purpose of decennial Census;

(i) Plzu‘fing and designing for District Census Handbooks (DCHBS) in respect
of all the districts of India;

(i) Finalisation of individual Scheduled Caste and Scheduled Tribe
population of India and also religion data;

(iv)  Finalisation of the ORGI’s comments on the matter concerning revision of
the State-wise Scheduled Castes and Scheduled Tribes lists;

(v)  Drafting/finalisastion of analytical reports/study reports based on village
level amenity data, ethnographic note(s) on Scheduled Castes/Tribes,
Village Studies, cte.

(vi)  Implementation of Plah Schemes undertaken in the ORGL

Duties:

1 Formulation of Census Circulars relating to (i) identification of urban
areas and urban agglomerations, (i) precedure for coding and
classification of new/unclassifiable Census returns on Scheduled Castes,
Scheduled Tribes and religion reported in the Census Schedules canvassed
at the decennial Census, (iii) compilation of village and town level basic
amenity/infrastructural facilities in respect of all the States of India.

o

Supervision and guidance in the work relating to examination of the
proposals received from all the State Census Directorates on identification
of urban arcas and urban agglomerations for the purpose of Census
Operations.
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11,

Supervision and guidance in examination of new/uniclissifiable Census
returns on Scheduled Castes, Scheduled Tribes and religions and their
classification under appropriate categorics for the purpose of fialisation
of individual Scheduled Caste & Scheduled Tribe popilation and religion
data of India.

Supervision and guidance in tabulation and fmaiisation of individual
Scheduled Caste and Scheduled Tribe population along with its cross-

- classified tables based on different demographiic variibles and also

religion data obtained in the decennial Census,

Plamﬁng and ?fdcsigtﬁng for preparation of District Census Handbooks
(DCHBs) of India. : :

Supervision and coordination with all the State Census Directorates for
compilation, quality checks and finalisation of Village Directory and
Town Directory ‘data to be used for the purpose of District ‘Census
Handbooks. ;

Supervision and guidance of drafling of analytical reports based on village
level amenity/infrastructural - daia  and also ethnographic notes on
Scheduled Castes/Tribes, village studies, etc. and ity finalisation.

Supervision  and guidance in the work concerning eiamination of
proposals/references received from Ministry of "Social Justice &
Empowerment and also Ministry of ™ Tribal Affairs, Govt. of India
concerning revision of State-wise Scheduled Castes and Scheduled Tribes
lists, and finalisation of the ORGI’s comments on these aspects.

Implementation; guidance and coordination with regard to Plan Schemes,
for example, Study on large size villages in India and Socio-Demographic
Profile on Primitive Tribal Groups (PTGs) awarded to the ORGI in the
10" Plan Period by the Planning Commission, Gowt. of India, »

Preparation of tools for data collection, data analysis and report’ writing

with regard to different studies, namely, Study on Scheduled
Castes/Tribes, Village Studies, Town Studies, etc.

Supervision and guidance in Inter-Censal Social Study 151'ojcots undertaken
by the States Census Directorates, :

[



Essential qualificat experience and duties of Deputy Registrar G_eneral Social

Studies) in the office of the Registrar General. India.

A, [Essential gualification:
Ph.D. in Anthropology with special reference to Social Anthrf: logical study.
N 'f
B. Experience: ;
Minimum 2 years servicé.in the post of Assistant Registrar (?eneral(_SS) in the pay
scale of Rs.12,000-16, 500 smd have experience fo provide guidance on the
following subjects: A
(i)  Finalisation of urban ﬁ'an'i’e. for the pu}pose of decennial Census;
(). Planing and designing for Distiict gms Handbooks (DCHBS) in respect
of all the districts of India; %
(i) Finalisstion of individual Scheduldd Caste and Scheduled Tribe
population of India and also religion data; L i
\
(iv)  Finalisation of the ORGI’S commenis on the mager concerning revision of
the State-wise Scheduled Castes and Scheduled Tn{es lists;
(v)  Drafting/finalisastion /of analytical reports/study reportd based on village
level amenity data, / cthnographic note(s) on Scheduletl Castes/Tribes,
Village Studies, eic/ !
(vi) Implementation !of Plan Schemes undertaken in the-ORGI.
C. Duties
1. Formulation of action plan concerning Census and Non-Census related activities

of Social Studies Division including those of decennial Censuses. These include
preparation of District Census Handbooks, collection, compilation, quality checks
and computerization of Village and Town Directory, Finalization of Urban frame
and identification of Urban Agglomerations, enumeration of Scheduled Castes
and Scheduled Tribes population and finalization of its district level population
break up, classification and grouping of religion returns, printing of the
publications relating to Scheduled Castes and Scheduled Tribes in respect of each
State/Union Territory.
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.

Prowdmg guidance for preparation of 'i“abulation Plan for Special Tables on
Schedxﬂecli Castes and Spheduled’ Tribes. Examination of proposals/suggestions

- Formulation' of Plan Projects of National Importance on Social Sciences and

submission of the same to the Planning Commission for its approval,

To device research’methodology for implementation of inter censal social studies
projects as well as plan projects on Scheduled Castes and Scheduled Tribes and
analysis of village level infrastructural facilities,

Finalization of tools for data collection, data analysis and report writing with
regard to different studies namely, village studies, town Studies, ‘studies on crafis,
fairs and festivals etc. under taken by this Division as well as Census Directorates,

Finalization of study reports on various Social Study projects.

Holding of workshops, seminars and confefence on topics, which could improve
the working of Social Studies Division. Participation in meetings, conferences,
seminars, Expert Committee, etc. as representative of the ORGI, as resource
person. »

Guidance in classification and grouping of religion returns obtained af the
decennial Census and generation of appropriate code structure for suitable
classification of religion returns. Thereafter, to finalize religion data of India.

Supervision and guidance in finalization of individual Scheduled Caste and
Scheduled Tribe population at district and state lovel and also generation of
cross-classified tables, 3

Providing technical advise to the Ministry of Social Justice & Empowerment and
also to the Ministry of Tribal Affairs, Government of India on matters relating to
inclusion and exclusion of the communities from the State-wise lists of Scheduled
Castes and Scheduled Tribes. o o



OFFICE OF THE REGISTRAR GENERAL, INDIA

Duties and Responsibilities for the post of DRG(C&T) in ORGI

7.
8.

9.

. To provide technical guidance for the conduct of Census Operations in the country

which include planning and finalization of Houselist and Household schedules.

. Ensuring close coordination and liaison with the State Governments for census

operations and related functions.

Monitoring of all aspects of Census including printing arrangement and supply of
various forms, infrastructure facilities in terms of equipment and coordination with
all other Divisions of ORGI for Maps, Data Processing etc.

Formulation of Tabulation Plan for generating tables including provisional results
and Dissemination of Census data.

Coordination and liaison with Ministries of Home/Other Ministries /Organizations
and other Divisional heads of the ORGI for smooth conduct of Census and
completion of other projects assigned to the Department.

To participate as a institutional member in various meeting, seminars, workshops
and other forms of Govt./non govt. organization such as Planning
Commission/Ministry of Labour /INSSO/CSO etc. and to highlight achievement of
Census Organisation at various platforms.

Monitor the work of projections of population at national, state and district level etc.
To plan and execute different fertility/mortality studies.

To conduct evaluation surveys like Post Enumeration surveys;

10.Management of Library & Micro Data Centre.
11. Monitor the work of Micro Management of Census Resource and Training Centre

(CRTC)

12.To conduct Technical Training.




OFFICE OF THE REGISTRAR GENERAL, INDIA

Duties and Responsibilities for the post of DRG(C&T)/JDCO in ORGI

NOoO Ok WN

. Will work under overall guidance and supervision of Director of Census

Operations relating to the DCO (viz Census, SRS, CRS, NPR, Map, Data Centre
and Admn.).

Monitoring of all Work.

Regular reporting to ORGI regarding various urgent issues concerning the DCO.
Attending periodical review meeting at ORGI.

Attending regular meetings with State Govts.

Attending regular meetings with different stake holder of official work assigned.
Monitoring various surveys, Periodical field inspection of progress of work and
reporting the progress to ORGI (Hgrs) on a regular basis.

Ensure proper administration of the Directorate and compliance of directions
issued by ORGI (Hgrs).




OFFICE OF THE REGISTRAR GENERAL, INDIA

Duties and Responsibilities for the post of JDCO in ORGI

1. Undertake all necessary measures for planning and execution of statistical jobs
in connection with population census and those related schemes/projects taken
up by this office.

2. Finalisation of agenda notes and proceeding of the meetings, workshops,
seminars and conferences organized by this office.

3. Impart training to the Charge Officers and the Master Trainers during Census
Operations and also to the personnel associated with other schemes and
projects.

4. Monitor the field work relating to Census Operations and other schemes/projects
and provide necessary guidance on technical matters.

5. Monitor the work relating to the training of Enumerators and Supervisors in SRS.

6. Monitoring the progress of the work relating to processing of data collected
during Houselisting Operations, Population Enumeration and field work of various
other schemes and projects.

7. Co-ordinate, monitor and supervise the progress of census work.

8. Monitor all necessary measures for planning and execution of surveys on social
studies, demography, and linguistic surveys, etc.

9. Monitor the work of preparation of Population Projection Report at National, State
and District Level.

10. Moot out plans and programmes for proper dissemination of census data and the
data relating to other schemes, surveys, etc.

11.Monitor of the work relating to maintenance of records during editing coding and
data entry, etc.

12.Ensure that different activities associated with various schemes /projects taken
up by this office are completed in time.

13.Scrutiny of manuscripts of the census publications, bulletins, reports, etc.and
bring about necessary modifications and improvement within the framework and
prescribed norms.

14.Monitor of analytical studies and preparation of draft reports.

15. Attend to correspondence and supervise proper maintenance of files, registers,
control charts etc.

16. Monitoring work relating to the Liaison and co-ordination with the states and
other Central Govt. offices as well as other agencies on the matter of Citizenship
Act, Census Act, RBD Act, plans and publicity etc.

17.Attend to other misc. duties assigned by their seniors.

18.Monitoring work relating to the training to staff.

19. Attending State Level Coordination Committee Meetings.

20.Conducting Technical Training of the Officials of ORGI and other organizations.




OFFICE OF THE REGISTRAR GENERAL, INDIA

21.Monitor the work of Micro Management of Census Resource and Training Centre
(CRTC)

22.Monitoring work of maintenance of Office Library

23.Monitoring work of Maintenance of Micro Data Centre

24 Finalization of manuscript of publications and drafting of bulletins/ reports.




OFFICE OF THE REGISTRAR GENERAL, INDIA

Duties and Responsibilities for the post of DDCO in ORGI

1. Undertake all necessary measures for planning and execution of statistical jobs in
connection with population census and those related to other schemes/projects
taken up by the office including SRS, CRS, AHS, NPR etc.

2. Supervision, planning and execution of survey on sample registration system,

census of death surveys, CRS, NPR, Demography, Social Studies, Fertility and

Mortality studies etc.

Co-ordinate, monitor and supervise the progress of SRS HYSs.

4. Impart training to the Charge Officers and the master-Trainers during Census
Operations and also to the personnel associated with other schemes and projects
including SRS, CRS, AHS, NPR etc.

5. Field work relating to Census Operations and other schemes/projects and provide
necessary guidance on technical matters.

6. Monitoring the progress of the of the work relating to processing of data collected
during Houselisting Operations, Population Enumeration and field work of various
other schemes, surveys, etc.

7. Moot out plans and programmes for proper dissemination of census data and the
data relating to other schemes, surveys, etc.

8. Supervision of the work relating to maintenance of records during editing, coding
and data entry, etc.

9. Assist in timely completion of various schemes/projects taken up by the office.

10. Scrutiny of manuscripts of the census publication, bulletins, reports, etc and brings
about necessary modifications and improvement within the framework and
prescribed norms.

11.Scrutiny of field work on census, social studies, demography, sample registration
system, civil registration system, causes of death, linguistic survey etc.

12.Supervision of supply and dissemination of SRS data to the concerned Ministries
and data users.

13. Supervision of various stages of undertaking adhoc in SRS.

14.Supervision of analytical studies and preparation of draft reports.

15. Assist in finalization of plans and publicity of Civil Registration.

16. Supervision work relating to the Liaison and co-ordination with the states and other
Central Govt. offices as well as other agencies on the matter of RBD Act, plans and
publicity.

17.Interpretation of the law regarding registration and issuing clarification sought by
states.

18. Examination of proposal with regards RBD coming from the State Govts.

19. Supervise the work of preparation of Population projection Report at National, State
and District Level.

20. Supervise the work of Other Demographic Report.

w
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21.Supervise the work of planning and Conducting of Post Enumeration Surveys and
preparation of Report thereof.




OFFICE OF THE REGISTRAR GENERAL, INDIA

Duties and Responsibilities for the post of DDCO in DCO

1. Steering the Work of Census Cell, SRS Cell, CRS Cell, NPR Cell, Admin Cell, Map
Cell, etc. including field work related to all activities and project/schemes undertaking
by the office.

Regular correspondence with ORGI regarding various urgent issues.

Work as Controlling Officer in absence of Joint Director/DRG(C&T)

Attending periodical review meeting at ORGI

Attending regular meetings with State Govts. Including SLCC

Attending regular meetings with different stake holders of official work

Monitoring various ad-hoc surveys like LSI, Large Village, SECC, AHS etc.
Monitoring Periodical field inspection of various works.

Work under overall control of the Joint Director/AddI. Director/Director of Census
Operations, when in position.

10. Supervision work related to establishment and Administration matter of the DCO.

©ooNOOOROD




OFFICE OF THE REGISTRAR GENERAL, INDIA

Duties and Responsibilities for the post of ADCO (T) in ORGI

10.
11.

12.

13.
14.
15.

16.
17.
18.
19.

20.
21.
22.

Planning and execution of statistical jobs in connection with population census, SRS,
CRS,NPR etc. and those related to other schemes/projects taken up by this office.
Assist in finalization of agenda notes and proceedings of the meetings, workshops,
seminars and conferences organized by this office.

Impact training to the charge officers/Enumerators/Supervisors and the Master
Trainers during census operation and also to the personnel associated with other
schemes and projects like SRS/CRS/NPR etc.

Field work relating to Census Operation and other schemes/ projects and provide
necessary guidance on technical matters.

Monitoring the progress of the work relating to processing of data collected during
House listing Operations, Populations Enumeration and field work of various other
schemes and projects.

Moot out plans and programmes for proper dissemination of Census data and the
data relating to other schemes, surveys etc.

Ensure that different activities associated with various schemes/ projects taken up
by this office are completed in time.

Scrutiny of manuscripts of the Census publications, bulletins, reports etc. and bring
about necessary modifications and improvements within the framework and
prescribed norms.

Co-ordinate, monitor and supervise the progress of SRS.

Supervision and guidance on Technical matters under SRS.

Supervision of the work relating to maintenance of records during editing, coding
and data entry etc.

Supervision of supply and dissemination of SRS data to the concerned Ministries
and data users.

Execution and supervision of various stages of undertaking adhoc surveys in SRS.
Supervision of analytical studies and preparation of draft repots.

Supervise all necessary measures for planning and execution of survey on civil
registration system etc.

Over all supervision of the work of statistical Investigator Gr |.

Supervision of Data Analysis and preparation of various reports.

Assist in finalization of plans and Publicity of Civil Registration.

Supervision work relating to the Liaison and co-ordination with the states and other
Central Govt. offices as well as other agencies on the matter of RBD Act, plans and
publicity.

Imparting training to staff on CRS.

Interpretation of the law regarding registration issuing clarification sought by states.
Examination of proposals with regards RBD Act come from the States.
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23.

24.

25.

26.
27.

28.

29.
30.

31.
32.
33.
34.

35.
36.

37.

38.

39.

40.

Supervise all necessary measures for planning and execution of surveys on social
studies, demography, and linguistic surveys, etc.

Supervise all necessary measures for planning and execution of surveys on Fertility
and Mortality Studies.

Supervise the work of preparation of Population Projection Report at National, State
and District Level.

Supervise the work of preparation of Other Demographic Report.

Supervise the work of planning and Conducting of Post Enumeration Surveys and
preparation of Report thereof.

Supervise the work of preparation of Report/Minutes of the Meetings for different
groups and sub-groups formed by the Govt.

Conducting Technical Training of the Official of ORGI and other organizations.
Supervise the work of Micro Management of Census Resource and Training Centre
(CRTCQC).

Supervision the work of Maintenance of Office Library.

Supervision the work of Maintenance of Micro Data Centre.

Assist in finalization of manuscript of publications and drafting of bulletins/reports.
Coordination with Home Ministry and other Ministries regarding
Preparation/Updation of National Population Register.

Assisting in successful completion of NRIC project.

Coordinating with DCOs, State/UT Govt./ District Administration in the Project of
NPR including field work.

Monitor the work relating to maintenance of Register of Updated Progress Report.
Monitor the work relating to maintenance of NPR Database.

Maintenance of the Register of Fund Transfer to the State Govt. and Collection of
Utilization Certificates.

Attend to other misc. duties assigned by their seniors.
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Duties and Responsibilities for the post of ADCO (T) in DCO

10.

11.
12.

13.
14.

15.
16.
17.
18.

19.

20.

21.

22.

23.

Impacting training during field trial, pre-test before finalization of Census
Questionnaire and Process.

Supervision work relating to the maintenance of collected information during field
trail, pre-test.

Monitor the work relating to the distribution of Census Circulars to the concerned
authorities.

Monitor the work relating to the distribution of schedules for collection of data in
Village and Town Schedule for Village and town Directory.

Assist in finalization of agenda note and proceeding of the meetings, workshops,
seminars and conferences organized by this office.

Monitor the work relating to the maintenance of register of finalized and freezed
census frame, SC/ST List.

Supervise the work of distribution of Census kit items for Enumerators and
Supervisors.

Imparting training during Population Census, Housing and Housing listing (HHL)
Census and for other field activities relating to SRS/CRS/NPR etc.

Assisting in smooth completion of HHL operation.

Supervision of inventory Control of Layout Maps, Abridge, Charge Registers etc. in
HHL round.

Assisting in smooth completion of population Census.

Supervision of inventory Control of Layout Maps, Abridge, Charge Registers etc. of
Population Census.

Assisting proper conduct of Post Enumeration Surveys.

Monitoring work relating to the maintenance of the Register of Fund Transfer to the
State Govt. and Collection of Utilization Certificates.

Supervision of dissemination of various data products.

Attending public queries/grievances.

Supervision of SRS Baseline Survey.

Field Work for SRS Half Yearly Surveys, Reverification and verbal Autopsy (Causes
of Death).

Supervision work relating to the Appointment of Part Time Enumerators (PTESs),
keeping tab on report sent by them, Data entry of Monthly Reports, sending blank
forms to them periodically and Processing of their Honorarium.

Monitoring work relating to the maintenance of Computer Systems in the SRS Cell.
Supervision work relating to conduct of Biennial Refresher Training of PTEs.
Supervision work relating to the Preparation and Maintenance of inventory of Verbal
Autopsy (causes of death).

Coordination with the Office of the Chief Register of Birth and Deaths in the
concerned State/UT regarding working of the RBD Act, 1969.
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24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

Supervision work relating to the coordination with District and Sub-District Level
functionaries under RBD to ensure 100% Registration of Births and Deaths.
Attending District Level Coordination Committee Meetings.

Attending CRS and MCCD training.

Monitoring work relating to the maintenance of the Register of Fund Transfer to the
State Govt. and Collection of Utilization Certificates.

Supervision work relating to the Periodical Inspection of Registration units.
Supervision of collection of periodical reports from Sub-District/District and State
Level Offices.

Monitoring of periodical stock taking of Stationary items and their distribution.
Coordination with Sub-District, District and State Level Officials of the State/UT govt.
in the work of creation/Updation of National Population Register.

Maintenance of Village wise/Town wise Progress Report.

Monitor work relating to the maintenance of the register of Fund Transfer to the
State Govt. and Collection of Utilization Certification.

Monitoring of Biometric Enrolment at the micro level.

Monitoring work relating to the Facilitating Management of Permanent Enrolment
Centers.

Conducting periodical meetings with State Govt. as also with CPSUs and Enrolment

Agencies.

Duties and Responsibilities for the post of S| Grade | in ORGI
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10.

11.

12.

13.
14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.

Assist in planning and execution of statistical jobs/schemes /projects.

Preparation of agenda notes, proceedings and consolidation of materials for
meetings, workshops, seminars and conferences.

Impart training to field Enumerator/Part time Enumerators associated with other
schemes and projects like SRS/CRS/NPR etc.

Maintain close liaison with the field agencies implementing various schemes and
projects and ensure getting timely returns from them.

Field work relating to Census Operation and other schemes/projects.

Co-ordinate, monitor and supervise the progress of the various schemes/projects on
regular basis.

Imparting training to Enumerators and supervisors during Census Operations and
also to the personnel associated with other schemes and projects in SRS/CRS/NPR
etc.

Maintenance of records and their movement during editing, coding, data entry etc.
Work relating to processing of data on House listing, population Enumeration and
other schemes and projects and the generation of tables, statements, annexures,
etc.

Finalisation of primary Census abstracts, village and town directory statements and
all other tables’ statements annexures, etc. Which are proposed to be included in
various Census Publications, papers, and bulletins.

Preparation of manuscript of census publications and drafting of bulletins/ reports on
other schemes and projects.

Supply and dissemination of census data and the data relating to other schemes,
surveys, etc.

Undertake analytical studies and preparation of reports.

Field surveys on sample registration system, census of death surveys, etc.
Assistance in planning and executing of the jobs under SRS. Preparation of Agenda
Notes, proceedings and consolidation of materials for meetings, workshops,
seminars and conferences.

Imparting training to Enumerators and Supervisors in SRS.

Field work and dealing with Technical matters under SRS.

Maintenance of records during editing, coding and data entry, etc.

Supply and dissemination of SRS data to the concerned Ministries and data users.
Undertaking ad-hoc surveys in SRS.

Undertake analytical studies and preparation of draft reports.

Coordinate activities of CRS/ MCCD functioneries.

Data Analysis and preparation of various reports.

Preparation of plans and Publicity of Civil Registration.

Liaison and co-ordination with the states and other Central Govt. offices as well as
other agencies on the matter of RBD Act, plans and publicity.
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26.
27.
28.
29.
30.
31.
32.

33.

34.

35.
36.
37.
38.
39.

40.

41.

42.

43.
44.

45.

Training to staff on CRS.

Examination of proposals with regards RBD Act, come from the States.

Undertake surveys on social studies, demography, and linguistic surveys, etc.
Undertake surveys on Fertility and Mortality Studies.

Preparation of Population Projection Report at National, States and District Level.
Preparation of other Demographic Report.

Assist in Planning and Conducting of Post Enumeration Surveys and preparation of
Report thereof.

Preparation of Report / Minutes of the Meetings for different groups and sub-groups
formed by the Govt.

Preparation of Agenda Notes, proceedings and consolidation of materials for
meetings, workshops, seminars and conferences.

Micro Management of Census Resource and Training Centre (CRTC).
Maintenance of Office Library.

Maintenance of Micro Data Centre

Preparation of manuscript of publication and drafting of bulletins/reports.

Assist in Coordination with Home Ministry and other Ministries regarding
Preparation/Updation of National Population Register.

Assisting in successful completion of NRIC project.

Coordinating with DCOs, State/UT Govt./District Administration in the Project of NPR
Supervision the work relating to maintenance of Register of Updated Progress
Report

Supervision the work relating to maintenance of NPR Database

Supervision the work of maintenance of the Register of Fund Transfer to the State
Govt. and Collection of Utilization Certificates.

Other misc. duties.

Duties and Responsibilities for the post of S| Grade | in DCO
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13.
14.

15.
16.
17.
18.
19.
20.

21.

22.

23.

24.

25.

26.

27.
28.

20.

Imparting training during field trail, pre-test before finalization of Census
Questionnaire and Process.

Maintenance of collected information during field trail, pre-test.

Work relating to the distribution of Census Circulars to the concerned authorities.
Work relating to the distribution of schedules for collection of data in Village and
town Schedule for village and town Directory.

Work relating to the maintenance of register of finalized and freezed census frame,
SC/ST List.

Distribution of Census kit items for Enumerators and Supervisors.

Imparting training during Housing and House listing (HHL) Census.

Assisting in smooth completion of HHL operation.

Inventory Control of Layout Maps, Abridge, Charge Register etc. in HHL round.

. Impacting training during Population Census.
. Assisting in smooth completion of Population Census.
. Inventory Control of Layout Maps, Abridge, Charge registers etc. of Population

Census.

Assisting in proper conduct of Post Enumeratior Surveys.

Work relating to the maintenance of the Register of Fund Transfer to the State Govt.
and Collection of Utilization Certificates.

Dissemination of various data products.

Attending public queries/grievances.

Periodical stock taking of Stationery items and their distribution.

Translation of Schedules, Manuals etc.

Undertaking of SRS baseline Surveys

Undertaken of Field Work for SRS Half Yearly Surveys, Reverification and Verbal
Autopsy (Causes of Death).

Work relating to the Appointment of Part Time Enumerators (PTEs), keeping tab on
the Report sent by them, Data entry of Monthly Reports, sending blank forms to
them periodically and Processing of their Honorarium.

Work relating to the maintenance of Computer System in the SRS Cell.

Conduct of Biennial Refresh Training of PTEs.

Preparation and Maintenance of inventory of Verbal Autopsy (cause of death).
Assist in coordination with the Office of the Chief Register of Births and Deaths in
the concerned State/UT regarding working of the RBD Act, 1969.

Work relating to the coordination with District and Sub District Level Functionaries
under RBD Act to ensure 100% Registration of Births and Deaths.

Attending CRS and MCCD training.

Work relating to the maintenance of the Register of Fund Transfer to the State Govt.
and Collection of Utilization Certificates.

Work relating to the Periodical Inspection of Registration units.
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30.
31.

32.
33.
34.

35.
36.
37.

38.
39.

40.
41.
42.

Collection of periodical reports from Sub-District/District and State Level Offices.
Work relating to the coordination with Sub-District, District and State Level Officials
of the State/UT Govt. in the work of creation/updation of National Population
Register.

Work relating to the Maintenance of Village wise/Town wise Progress Report.
Conducting periodical training.

Work relating to the maintenance of the Register of Fund Transfer to the State Govt.
and Collection of Utilization Certificates.

Work relating to the monitoring of Biometric Enrolment at the micro level.

Work relating to the Facilitating Management of Permanent Enrolment Centers.
Conducting periodical meetings with State Govt. as also with CPSUs and Enrolment
Agencies.

Attending public queries/ grievances.

Attend all correspondence and supervise the maintenance of files, registers, control
charts etc.

Assist in preparation of Reply to Parliamentary Question/legal and RTI Matters.
Making arrangement of Meeting/Training/ Workshops/ Seminars.

Other misc. duties.
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Duties and Responsibilities for the post of Sl Grade Il in ORGI

® N o g &

10.
11.

12.
13.
14.

15.
16.
17.
18.
19.
20.
21.

22.
23.

Compilation, scrutiny and computation of statistical data relating to Census and
various other scheme, surveys and projects.

Compilation, checking and scrutiny of data contained in primary Census
abstracts and town and village directory statement, verification and scrutiny of
data containing camera ready copies of formats / schedules / census publications
/bulletins/reports, etc.

Compilation of Village Town and Village Directory data, verification of data
contained in camera ready copies of format/ schedules/ census publications/
bulletins/ reports, etc.

Computer data entry for preparation of statistical tables.

Copying, comparison and editing of statistical tables, typing work.

Stock taking of statistical items and their distribution.

Proof reading, comparison and checking of Statistical data.

Assist officers in imparting training to enumerator and supervisors during Census
Operations.

Checking of village registers, charge registers and entries made in abridged
house lists during Census Operations.

Maintenance of Statistical work record.

Scrutiny of the data received from the field agencies implementing various
schemes and projects.

Assist officers in scrutiny and ensuing mathematical accuracy of statistical tables.
Finalization of Statistical tables/ statements/ appendices/ annexes, etc.

Carry out field work relating to SRS activities, conducting baseline survey, Half-
yearly survey and re-verification survey under SRS, submission of
reports etc.

Compilation, scrutiny and computation of SRS data.

Checking and scrutiny of SRS reports and half yearly surveys.

Maintenance of SRS records.

Field work relating to CRS activities.

Scrutiny and compilation of CRS / MCCD data received from the states.

Field work relating to Demography and training activities.

Assist in Preparation of Population Projection Report at National, State and
District Level, fertility and mortality studies, preparation of other Demographic
Report, conduct of post Enumeration Surveys and preparation of report thereof
preparation of report/ Minutes of the Meetings for different groups and sub-
groups formed by the Govt, conducting Technical Training of the Officials of
ORGI and other organizations.

Micro Management of Census Resource and Training Centre (CRTC).
Maintenance of office Library.
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24.
25.
26.

27.

28.
29.
30.
31.

Maintenance of Micro Data Centre.

Field working relating to NPR and NRIC.

Assist in Coordination with Home Ministry and other Ministries regarding
Preparation/ Updation of National Population Register, successful completion of
NRIC project, reaching the goal of Unique National Identity Cards.

Coordinating with DCOs, State/ UT Govt / District Administration in the Project of
NPR.

Maintenance of Register of Update Progress Report.

Maintenance of NPR Database.

Assistance in Budgetary and other Administrative Matters of NPR and NRIC.
Maintenance of the Register of Fund Transfer to the State Govt, and Collection of
Utilization Certificates.
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Duties and Responsibilities for the post of Sl Grade Il in DCO

1 Field work relating to census activities.

2 Compilation of village Town and Village Directory data, verification of data
contained in camera ready copies of formats / schedules / census publications/
bulletins/ report, etc.

3 Assist in imparting training during field trial pre-test before finalization of census
Questionnaire and Process.

4 Proof reading Comparison and checking of data entered/ posted by compilers
working under them.

5 Checking of village Registers, Charge Registers and entries made in Abridged
Houselists during Census Operations.

6 Collection, compilation, scrutiny and computation of statistical data relating to
census and various others schemes, survey and projects.

7 Data entry for preparation of statistical tables.

8 Copying, comparison and editing of statistical tables, typing work.

9 Housekeeping of collected information during field trail, pre-test.

10 Distribution of Census Circulars to the concerned authorities.

11 Distribution of schedules for collection of data in Village and Town Schedule for
Village and town Directory.

12 Maintenance of register of finalized and freezed census frame, SC /ST List.

13 Assist in Distribution of census kit items for Enumerators and Supervisors,
imparting training during Housing and Houselisting (HHL) Census and
completion of HHL operation.

14 Inventory Control of Layout Maps, Abridge, Charge Registers etc. In HHL round.

15 Assist in imparting training during Population Census and completion of
Population Census.

16 Inventory Control of Layout Maps, Abridge, Charge Registers etc. of Population
Census.

17 Assisting proper conduct of Post Enumeration Surveys.

18 Maintenance of the Register of Fund transfer to the state Govt. and collection of
Utilization Certificates.

19 Dissemination of various data products.

20 Attending public queries/ grievances.

21 Stock taking of Stationery items and their distribution.

22 Arrange of translation of manuals and schedules.

23 Field work relating to SRS.

24 Conducting Base line Survey, Half Yearly, Survey and Re-verification Survey in
connection with Sample Registration scheme and submission of reports.
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25 Conducting baseline survey (preparation of National map, House listing, and
Household schedule), half yearly, survey and re-verification survey under SRS,
submission of reports etc.

26 Collection, scrutiny, compilation and computation of SRS data.

27 Undertaking data entry relating to SRS.

28 Proof reading and checking of SRS records.

29 Conduct of Field Work for SRS Half Yearly Survey Reverification and Verbal
Autopsy (Causes of Death)

30 Maintenance of Files, Registers, Control Chart etc.

31 Assist in Appointment of Part Time Enumerators (PTEs), keeping tab on the
Report sent by them, Data entry of Monthly Reports, sending blank forms to them
periodically and Processing of their Honorarium.

32 Maintenance of Computer Systems in the SRS Cell.

33 Assist in conduct of Biennial Refresher Training of PTEs.

34 Preparation and Maintenance of Inventory of Verbal Autopsy.

35 Field work relating to CRS activities.

36 Collection scrutiny, compilation of CRS data entry and typing on Computers.

37 Copying, comparison of entered data and their editing.

38 Assist in coordination with the office of the Chief Register of Births and Deaths in
the concerned State / UT regarding working of the RBD Act,1969

39 Coordinating with District and Sub- District Level Functionaries under RBD Act to
ensure 100% Registration of Births and Deaths.

40 Attending CRS and MCCD training.

41 Maintenance of the Register of Fund transfer to the state Govt. and collection of
Utilization Certificates.

42 Periodical Inspection of Registration units.

43 Collection of Periodical reports from Sub- District / District and State Level
offices.

44 Field work relating to NPR work.

45 Coordination with Sub- District, District and State Level officials of the State / UT
Govt in the work of creation/updation of National Population Register.

46 Maintenance of Village-wise/town wise Progress Report.

47 Assist in conducting training.

48 Maintenance of the Register of Fund Transfer to the State Govt. and Collection of
Utilization Certificates.

49 Monitoring of Biometric Enrolment at the micro level.

50 Facilitating Management of Permanent Enrolment Centres.

51 Assist in conducting periodical meeting with State Govt. as also with CPSUs and
Enrolment Agencies.

52 Attending public queries/grievances.
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53 Assisting in making arrangement of Meetings/Trainings/ Workshops/ Seminars.
54 Any other work assigned by higher authorities.
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Duties and Responsibilities for the post of Senior Technical Director in ORGI

1

10

11

Overall responsibility of functioning of IT Division, DCCs and providing technical
advice to the ORGI. Responsible for Planning security of data, Implementation
and Monitoring of policies & programme of Govt. Of India viz e-governance,
Digital India movement etc.

Co-ordination with Head of the Department (RG&CCI) other Ministries and
Organizations, all the DCOs, Divisional Heads of ORGI for smooth conduct of
data capture and data processing activities relating to Census, NPR and
completion of other projects assigned to the Department.

Responsible for exercising adequate supervision and control over all matters
relating to Administration Operation, Development and Finances of the IT
Division and Data Centres.

Overall custodian of Population Register/Census Archival/ raw and final
Data/lmages/Codes Directories, marinating the concordances in periodical
changes, System backup/restore etc.

Overall responsibility of system architecture, Web Management, Connectivity
Liaison with outsource agency for that purpose, Hardware/ Software requirement
of ORGI.

Overall responsibility of designing, development & functioning of all Application
software, Database Management, training needs, Safety and security of
data/server, coordination with various wings/ Centres/ outside agencies for these
activities.

Coordination with state/district/Local authorities/Data Centres/work allocation and
Monitoring in IT Division/Data Center across the nation.

Main interface of IT Division, ORGI for coordination with various Divisions/DCOs
in ORGI and outside agencies including other Ministries/ Organizations etc.
Overall management and operation of ORGI Data Centres.

Imparting training to the officers & officials of national and international
organizations concerning Census and IT aspects.

Any other duties, including technical/administrative/financial/establishment and
field operation & management etc. assigned from time to time by the higher
authority.
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Duties and Responsibilities for the post of Technical Director in ORGI

10

11

12

13

Planning Implementation, Monitoring, Coordination and Guidance of Data
Processing/IT Projects.

Assisting Senior Technical Director in overall Project Management, Planning,
monitoring, coordination and Divisional Administration.

Modernization and implementation of data processing activities keeping in track
technical advancement in the relevant field.

To plan/implement and evaluate various phases of development of electronic
data processing/IT/e-office activities in the organization.

To evaluate effectiveness of electronic data processing/IT of the various
applications and Plan network extension including e-office activities.

To supervise/guide development of systems and software for the various
applications for all kind of database management, Networking, planning and
implementation security etc.

Arranging the periodical Training for officers/ officials about new technology and
systems.

Ensuring up-to-date inventory of hardware and software. Monitor software
Licenses status and ensure compliance with license agreements.

IT Infrastructure (Hardware) Maintenance at DCCs/ DCO/ ORGI HQ,
Coordination with various agencies, implementation of various GOI guidelines,
policies & programmes, enforcing various IT related guidelines including IT
security guidelines.

Monitoring Data Capture/ digitization activities, its software development, testing
training and implementation at all DCCs, Database Maintenance and integration
for all survey like Sample Registration System, Civil Registration System and
other Vital Statistics. Editing of census data for further processing.

Web Development, On Line Portal/ Data Dissemination/ hosting the data, liaising
with NIC, e-governance and support to other Divisions in ORGI and all DCOs
Monitoring the activities of disaster recovery centre for IT/ Custodian of archival/
legacy Data of ORGI, implementation of e-governance and support to all the
DCOs .Tabulations (including customised tables as per user requirements)
based on census data.

Updation, Maintenance & integration of database pertaining to Census legacy
Current Census, House listing, individual population, SC/ST Data bases,
updation of the code Directory for locations, SC/ST, Education, NIC and NCO.
Data mining and ware housing through WEB and in house, Network
Administration and management in ORGI.

Imparting training to the officers & officials of national and international
organizations concerning Census and IT aspects.




OFFICE OF THE REGISTRAR GENERAL, INDIA

14 Any other duties, including technical/administrative/financial/establishment and
field operation & management etc., assigned from time to time by the higher
authority.

Technical Director-IT (1): IT Infrastructure (Hardware) Maintenance at 18 Data
Centres, 17 Census Directorates and National Center at ORGI. Coordination with
various agencies; implementation of various GOI guidelines, policies & programmes;
enforcing various IT related guideline including IT security guidelines.

Technical Director-IT(2): Data Capture/digitization activities (scanning/ on line
capturing/direct Capturing of data on Electronic devices or convention way etc. ),its
software development ,testing, training and implementation across the 18 Data
Centres, Database maintenance and integration for all survey like Sample
Registration System, Civil Registration System and other Vital Statistics .Editing of
census data for further processing.

Technical Director-IT (3): Web Development, On Line Portal/ Data Dissemination/
hosting the data on data.gov.in portal/liaising with NIC/e-governance and support to
other Division in ORGI and all 35 DCOs . monitoring the activities of Disaster
recovery centre for IT /Custodian of archival / legacy Data of ORGI, Implementation
of e-governance and support to all the 35 DCOs Tabulation based on census data.

Technical Director-IT(4):Updation, Maintenance & Integration of Databases
pertaining to Census legacy, Current Census, House listing, Individual population,
SC/ST Data Bases, updation of the Code Directory for location
(MDDS/Administrative boundary alongwith jurisdictional changes from village to
State level),SC/ST, Education, NIC and NCO. Data mining and ware housing
through WEB and in house; Network administration and management in ORGI.
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Duties and Responsibilities for the post of Joint Director (IT) in ORGI/DCO

1 Planning/Discussion/Guidelines to subordinate staff for complete System
architecture and software development for various projects.

2 Monitoring and preparation of operational and training document.

To look after the work relating to Editing, Tabulation and data dissemination
needs etc.

4 Responsible for ongoing work at allocated Data Centres, which includes the
computerization and data preparation needs to the concerned DCOs attached to
these Data Centres.

5 Work allocation and guidelines to subordinate staff for day to day work
administration including facilitating to carry out the e-office activity.

6 Monitoring and evaluation of the progress of assigned projects and its
prioritization for timely completion.

7 Co-ordination and interaction with other Divisions for development of various
data processing projects of Indian Census.

8 Evaluation of different Hardware/ Software items for their suitability in data
processing activities of ORGI/DCO.

9 Participation in Discussion with representatives of Govt. departments Govt.
undertaking and other data user for their data requirements and providing the
required data on suitable media.

10 Co-ordination of data preparation activities handled by Data Centres in various
states and providing related technical assistance.

11 Training to the officer & officials of national and international organizations
concerning Census and IT aspects.

12 Any other duties, including technical/administrative/financial/establishment and
field operation & management etc. assigned from time to time by the higher
authority.
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Duties and Responsibilities for the post of Deputy Director (IT) in ORGI

10
11

12

13

14

15

16

17

System Analysis and Design.

Preparation of detailed specification for software development.

Monitoring Computer Application Software development (coding and testing),
maintenance and guidance thereof.

Software Development for Tabulation of the Census Tables and Customised
Tables as per Data Dissemination and Camera Ready Format.

Rendering assistance to senior officers for evaluation of different
Hardware/Software requirement of ORGI.

Technical support to other division’s administration including facilitating to carry
out the e-office activity.

Discussion/guidelines to subordinate staff for day to day work and monitoring the
progress of assigned projects.

Submitting the project progress to senior officer.

Management, updation, maintenance and security of Databases.

Network administration and management.

Correspondence, Interaction & Coordination with all the DCC, DCO, ORGI HQ,
PAO, NICSI, CPWD and Other Vendors.

Scrutiny of Proposals/Bills received from DCO/DCC and Vendor relating to IT
activities.

Compilation Preparation and Submission of Reports (Monitoring, Routine,
Special).

Supervision, Control & Scheduling of Staff including conduct of field survey and
Quality Assurance.

Assistance to Senior Officers for preparation of Project Proposals, Directions,
and Guidelines.

Training to the officers and officials of DCO/ORGI concerning Census and IT
aspects.

Any other duties, including technical/administrative/financial/establishment and
field operation & management etc. assigned from time to time by the higher
authority.
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Duties and Responsibilities for the post of Deputy Director (IT) in DCO

1

10

11

12

13

14

Overall control and management of the manpower, resources and all the
activities at Data Centre in coordination with D.P. Division.

Planning, allocator, monitor and ensuring smooth progress of the on-going
projects in the Data Centre.

Compliance of all the circulars/ instructions related to Data Centre Activities.
Network management and LAN administration including facilitating to carry out
the e-office activity in the directorate.

Overall supervision of installation, testing, acceptance and maintenance of
Hardware and Software.

Creation/Updation and management of databases required by the DCOs/ORGI.
Inventory control & reconciliation of schedules during various phases of the
project.

Periodical transfer of data/image/information and timely submission of various
reports to concerned DCO, D.P. Division and ORGI HQ.

Ensure safety, security of the Storage/Scanning and Data Centre as well as
Schedules/Images/equipments and Data files.

Certification in respect of progress of work, HW & SW support and contractual
staff/Sl utilization for necessary vetting by DCO.

Co-ordination and correspondence thereof with both the System Integrator for
Facility Management/ Hardware and concerned agencies for un-interruptive
smooth functioning of the system and the Project.

Ensuring the Quality, productivity and e-government activities assigned to Data
Centre/Vendor including field survey and quality assurance.

Training to the officers & officials of DCO/ORGI concerning Census and IT
aspects.

Any other duties, including technical/ administrative / financial / establishment
and filed operation & management etc., assigned from time to time by the higher
authority.
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Duties and Responsibilities for the post of Assistant Director (IT) in ORGI/DCO

1. Shift In-charge of the Scanning /Data Center.

2. Assistance in Network management and its administration.

3. Supervision and allocation of work to the staff for optimal utilization of the
system.

4. Monitoring and reporting daily progress of the work in the shift.

5. Generation and maintenance of various statistical reports and system run time
logs.

6. Planning, execution of regular data backup and its management.

7. Custodian of Directories of Codes for Computer Assisted Coding and Location
Code for scanning purposes.

8. HW/SW inventory control, safety, security of the system and data.

9. Proper management of input to Data Centre and associated logistics.

10.Ensuring quality & quantity control of inputs/outputs of Data Centre.

11.To assist in system (design/architect) / Programming/ software development for
the local needs of the Directorates/ ORGI.

12.To assist in developing the tools for data dissemination, preparation of web
page/network and data security etc.

13.Ensuring the Quality, productivity and e-governance activities assigned to shift.

14.Updation of NPR, Census Data Base, SRS, CRS etc. and other Data Bases of
any project undertaken by ORGI/DCOs.

15.Ensuring the proper backup and retrieval of images and data on suitable media.

16. Co-ordination with different agencies for the maintenance of equipment and
infrastructure of Data Centre/ORGI.

17.Assistance to Center in-charge in charge in proper functioning of the Data
Centre.

18. Training to the officers & officials of DCO/ORGI concerning Census and IT
aspects.

19. Any other duties, including technical/administrative/financial/ establishment and
field operation & management etc., assigned from time to time by the higher
authority.
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Duties and Responsibilities for the post of Programmer in ORGI/DCO

i o

© o N

. Assistance to senior officer (s) in System Study, Design/Architect and Software

Development

. Assistance in Network management, data safety and security using

software/electronic tools/ devices

Coding of system tools as per user requirement

Module level integration of Software and system integration

Generation and maintenance of various statistical reports and system run time
logs.

Planning execution of regular data backup and its management

HW/SW inventory control, safety, security of the security of the system and data.
Ensuring quality & quantity control of inputs/outputs of Data Centre.

Creation/ Updation of NPR, Census, SRS and other Data Bases for any project
undertaken by ORGI/DCOs

10. Co-ordination with different agencies for the maintenance of equipment and

infrastructure of Data Centre.

11.Operation and data center management in shifts.

12.Assist for Imparting Computer training to the staff of DCOs and ORGI.
13.Supervising the field survey/data capture work as and when required.

14.Any other duties, including technical/ administrative /financial /establishment and

field operation etc, assigned from time to time by the higher authority.




OFFICE OF THE REGISTRAR GENERAL, INDIA

Duties and Responsibilities for the post of Data Processing Assistant Grade ‘B’ in

ORGI/ DCO

10.
11.

12,
13.
14,
15. Any other duties, including technical/administrative/ financial/ establishment and

Network system operations/ data safely and securities.

Management, operation and inventory control of Schedules for scanning and
related activities.

Maintenance of system log, reporting of system problem and action thereof.
Developing the software module/coding/ testing, debugging and imparting
training

Carry out sample check of batches completed by Operator/scanners to ensure
quality of corrections and action thereof.

Reconciliation/Aggregate/Merge micro unit files of each district and prepare files
for transfer to D.P. Division.

Take regular backup/extraction of files/images etc. on computer readable media
and maintenance of the files on network.

Ensure System/ Data/ scanning center against any physical, fire, electronic and
Virus attack. Also ensure the proper upkeep and maintenance of system
infrastructure and storage.

Assistance to Officer In-Charge of the shift to carry out all the activities related to
Scanning/Data Center.

Data capture using hand held device such as tablet/mobile/laptop etc. direct from
the field, upload and download from web.

Assistance in maintenance of various code directories and Computer Assisted
Coding work..

Assistance in e-Office activities.

Supervising the field survey/ data capture work as and when required.
Assistance for Imparting Computer training to the staff of DCOs and ORGI.

field operation etc., assigned from time to time by the higher authority.
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Duties and Responsibilities for the post of Data Processing Assistant Grade ‘A’ in

ORGI/ DCO
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Handing the data capture activities as per the requirement and available
technology and platform with ORGI/DCO including field survey.

Carry out Computer Assisted Coding including data entry.

Writing the code as software development activity as per the requirement in the
current computer/languages/ databases/OS platforms.

Ensuring accuracy in data capturing in compliance with the source
documents/images etc.

Assistance in preparation of batches for feeding at Scanning of any other data
capture method/ station.

Carrying out the e-office activities.

Operation of data Center in Shifts.

Assistance for Imparting Computer training to the staff of DCOs and ORGI.
Any other duties, including technical/administrative/financial/Establishment and
field operation etc., assigned from time to time by the higher authority.
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Duties of Stenographer Gr. | in the Directorate of Census Operations

To performed all stenographic duty.

To maintenance all official telephone call of the office room attend.

Maintain a arranged dairy and submitting necessary paper for meeting, interview
etc.

To attend any other work assigned.




OFFICE OF THE REGISTRAR GENERAL, INDIA

Duties and responsibilities of DRG (Map)-In the office of the Registrar General,

India DRG (Map)

. To perform as technical and administrative head of Map Division, ORGI.

Planning and to provide effective technical direction to undertake various
mapping projects.

Introduce and equip the mapping unit of the ORGI and Directorate of Census
Operations with latest cartographic methods and GIS techniques including
Remote Sensing and Mobile Mapping System etc.

To provide over all supervision and assign the projects of the officers at various
levels viz, ARG (Map), Map Officer and Research Officer (Map) in the ORGI and
State Directorate mapping units.

Co-ordination and liaison with Ministry of Home / other Ministries / Organizations
as well as with Head of the Department (RGI) and other Divisional heads of the
ORGI for smooth conduct Census and completion of the other projects assigned
to the Department.

To participate as institutional member in various meetings, seminars, workshop
and other forms of Govt./non-Govt. organizations such as Planning
Commission/NSDI/ INCA/ NAGI (IGC) and Map India etc. and to focus the
cartographic activities and achievements of Census Organization at various
platforms.

Duties of different categories of officers/officials in Map Division.

Asstt . Registrar General (Map)

1.

General supervision and planning of various projects carried out in the Map
Division at RGI Hgrs and DCOs.

2. To organize training programmes for various projects like computer assisted
cartography, manual cartography etc.

3. Coordinate the mapping activities among the other Divisions/ DCOs and
Ministries.

Map Officer.

1. To supervise the mapping work carried out in the Map Division for various
census projects.

2. To supervise the computer mapping work and coordinate the training
programmes in the Map Division.

3. Monitoring of progress of mapping work of States / VTs and Hars.

4. Any other work assigned by superior officers.
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Research Officer (Map)

1. Preparation of reports and finalization of different mapping projects.

2. Preparation of format for data collection.
Supervise the statistical and drawing work and to guide the officials in computer
assisted cartography and manual cartography.

4. To check the annotation and analysis of the statistical data for various census
publications.

Research Officer (Drawing):

1. Formulation of cartographic technology for map drawing.
2. Finalisation of maps/ charts/ diagrams for final printing.
3. Supervision and guidance to the officials for various publications.

Map Analyst:

1. To lay-out the frame maps and to conduct various processes of maps drawing/
printing/ preparation of colour separation.

2. Scrutiny and finalization of draft/final maps, charts etc.
Supervision of cartographic work of computer assisted and manual cartography.

Senior Geographer:

Supervision of mapping work of Geographer and drawing staff.

Writing of analytical notes of maps, charts, diagrams etc.

Scrutiny of maps for final printing.

Maintaining of progress of cartographic activities.

Preparation of experimental maps/ charts/ diagrams for census publications.
Drafting of instructions for cartographic/portrayal of census/non-census data.

IR T

Geographer:

1. To prepare experimental drawings of maps based on census/ non-census data
using different cartographic techniques.

To draft explanatory notes of maps/ charts, diagrams.

Collection/ compilation of census/ non-census data for mapping purposes.
Analysis of maps prepared on various themes and writing their interpretations.
Drafting of reports, scrutiny of data and maps.

To digitize the maps through digitizer for computer assisted cartography.

Any other duties assigned by Supervisory Officer from time to time.
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Sr. Drawing Assistant:

1. To prepare final drawing for maps, charts/diagram for printing.
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2. Supervise the printing work of maps.
3. Supervise the work of Sr .Draughtsman etc.
4. To digitize the maps through digitizer for computer assisted cartography.

Sr. Draughtsman:

1.
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Drawing of final maps, charts and diagrams and cover designs for census
publications.
To prepare colour guides for maps.
Updating of charge ward maps for census.
To check the proof and supervise the printing of maps etc.
Any other duties assigned by the supervisory officers.



