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Officc C)rdcr

eration Po IS Flxecutiv tion of Rlock D
Ccntre (llDC)

1.1 Ilackground
IlRl.PS (JIlllVjKA) strivcs lbr cstablishing a robusr. data-drivcn [)ccision Support S1'stcnr
(DSS) ancl has bccn nraking consistcrrt cllbrts toriards captLrrirrg slatic as ri,.cll as dvnamic
ciata pcrlaining to conrr-rtr-rnitr -basccl orgarrizations (C BOs t as u e ll as kc), thcrnatic
inlcn'clltiotls.'l'hc kincl o1'cllirrt prrt ln hus rcsLrllcci in sLrcccsstirl !-rltr\ ttlroluntinous lcgacr.,
data in the sYstctt-t. as ucll as thc clluclrt clata on linritcd ir-rclicators. In tcn-r-rs ol- clata ottry
rcc[tirctllcrlts. static clala cntn'incltrc]es data entrv of CBOs profilc as rvcll as basc data cntrics
tbr scrvcral thelttatic applicatiorrs. D1'ntinric clala cntn inclr-rclcs pcriodic data cuts,ol-J'i1anci1l
transactiolts o1-VOs ancl CLlrs. As orr clate. profiles o1'morc tlran 8lakh Stl(ls. srorc tlarr 50
thousand VOs:rncl ntorc lhau 800 CLI;s havc bcen digitizcc'I. lrntry.ol'clvnarnic clata cntr.v csp.
flnancial tratlsactit-tt-ts at thc block/district lcvcl is cxpcctccl to bc a continuous proccss ancl
llcw data cntrv rcquirentcnts arc cxpectcd to cntcrgc as tirc pltoqrant expancls ancl r-natures.

An cl1'lcicrtt atrd cort'tpctcnt clata cntrv and rnanagcmcnt svstcm is crr-rcial toqarcls lirrthcr
inlprovitrg attcl ltraint:rinir-rg thc qualitv ol- the I)SS ancl Data trntrl,Opcr.ators. hercafier
rctbrrccl to as N4lS crcculir"cs are cxpcctcd to bc crucial stakcholdcrs in achicr.,ing that.
Dieitization o1- thc CL|/VO trausaction data in rcal timc r,voulcl rcquire rcintbrccn-renl of thc
cxisting Il- lnfi'astrr,rctltre anci policl,fl'arrrcuork tbr MIS l..xecutivcs. JIrl:ViK:\ also ain.is:rt
building thc capercitv ot'local CBOs in sharing thc data nlanagcrnorl anci Lrsagc rolcs lbr
proqranl nlanagclllent.'l'his policl, t-tttte outlines thc rcvised hiring proccss. rel-t-rr-rncralion and
scn'icc coltditiolts of MIS I'.xccutivcs. With thc airn of bLrilcling CLI:s capacitl'toivards local
data rllanagclrenl and gct-tcratc gainful work allocation lbr local vouth. BRI-PS w.ill cngage
C[.Fs tbr pr:ovidittg thc MIS cxccutivcs/DlrOs to thc blocks and also to builcl inlcrnal capacitl,.
lbr ntanagcntcl-rt olRlock Dala Ccntrcs.

1.2 Objcctive

-l'he 
objcctivc ot- thc policy' is to strcanrlirre hiring. rcmlurcr:atiorr and scn,icc conditior-rs o1-

MIS cxccr-ttivcs bv involvins Cllrs in thc hiring and pavmcnt proccsscs and lav dor,vn
proccdurcs tou''arcls building CI-F capacitl,'to corrslilutc and manage local data ccntcrs.
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l.l Categories of MIS C)Perators

\1iS F.xecutives uray bc placcd at Bi'l{.Js/DPCUs witl-r number of positions and reporting

,,-.:h,.rritv tlrror-rgh otttsourced agency as def-rned belou':

Reporting
officer

BPIU Minimum I

each block

and max 2 for BPM

DPCU Onc DPM

2.2 Quatification and ExPerience

D"signation i Qualification

Irxcctttivc

Age Limit as on

Date of Publishing

of Advt.
Minintunl 18 Years

Minimum
Experience

Minimum six

months

Lrxperience in data

entry work.

Minimum DiPloma

Clomputer Coursc and 10 1 2

Qualified. Must have

domicile/residencc certitlcate of

the Bihar.

preferertce will be given to.fentole canclitlties us MIS exeuttives' esp' itr blocks with more

than I MIS executive.

2.3 1\ Iliring Process

cr,rr rvill conduct trre sclccti.n proccss o1.thc MIS Exccuti,cs and wiir pro'idc thc services to

IIRLPS. As it r,vill be sclcction of technical rcsourccs' BRLPS will provide hand hold support

to r_rodal cr,rr..I.he sclcction proccss rvill bc co.ducted by a l'r,e mcmbcr: c.r-r-iurittec i.cltiding

president and two oJ.t-rcc bcarer fi-om cr.F and tw.o resoLlrccs r}om BRI-pS er-rd' In case there

is rro Cl,]: in tl.rc biock or llot t.natured enouglr. tlre.llI.]ViKA DPCU rriil idcntit-v a nraturc

Vo to act as a nodal irrstiturtio, tbr trre p.,rpor. and prcsident and tu'o o1lice bcarers lior-r, tl-rc

vo will bc the part o1' thc abovc-trcutioned committce' Irron BRLPS' any' t\uo al'I1ong

IlpM/DpM a,d M&tr .anagcr/IlR Ma,ager wiir be part of thc cor-rr-rittee' 
'l'l.re comtrittcc

will givc the approrrttl 1br thc selcctecl candidatcs'

Ilach Block wiir have at rcasl one and r,aximum tw'o MIS executi'c tl.rro,gh thc cLF' l'hc

MIS 
'rxecuti,cs 

r,r,ill fbr all purposcs be acontractual stal'f of the CLIs' piaced in RPITJ office

by cr_rr. 
.r.rre IlpriJ wilr be rcspo,sibrc to provide trrc requirecl I'r' intiastrucrure. .IPIIJ n'i1l

idcntilyoncnodalCl,Il.incoor:dirrationu,ithDPCUtoprovidetheMlscxccuttivescrvicesto
Bpr..j on oursor_rrci,g basis. 'r-rre DIrcU/Bpiu rvill tacilitatc ,odal cl.F in publishing an

acl'ertiscme.t a.d in trre cntire hir-ing pl.occss. 'r-he advcrtisemcnts fbr thc hiring shall be

pr,rblishcd at majot pLrblic locatior, like post olllccs' collcgcs' t1'ansport stands' tca stalls or

an-v other pror.nincnt public place in DPCt.l/RPIll arca' 
.,,,i

\-

\1lS Execr-rtive

Ni lS ]lxecutive

No. of Position
Dcsignation Place of Posting



I written rcst

I ciri,rprtro.l,

'l'hc sclection proccss shall includc:

Ijollorving activities necd to bc con,plcted:

o Shortlisting the applications r:cceivccl on thc basis o1'qr-ralilications atrcl cxpcriclrces

nrentionccl itl thc advcrtisctrlcnt.

. Communicatior-t abor-rt thc Vcnuc ar-rd l)atc Ibr Writtcrt & Practicai tcsts atld lutcrview

to the shortlistecl carrdiclates.

. 'J-he llnal result u,ill bc publisl-rccl on 1he da,v ot-conclusion ol'the assessmcnt pl'occss.

-fhe lilal rcsult will bc siglcd b1,the CLF President on tlrc recot.nmcndaliorl o1'the sclectior.r

conrmittce. .'T'l-rc mark shcct rvill also bc cndorscd b.v the sanrc cotlltnitte'c ancl it will bc

pLrblishecl on the samc dav. In case. il'tirerc is no CLlr or the (lLIr is llot lllatltrcd etlough.

llren anr,two otflce bcarcr (Presicicnt" Sccrctarl'or'l'reasurer) liom nodal VO will participate

as a reprcsenlativc nifl-r clear undcrstanding tl-rat as soolt as thc CLlj bcconles t-ltatured

enough. thc scrviccs o1'thc MIS l:.xecutive u'ould bc translerrcd to thc CII-F''l'hcse

docur-r-rcr-rts arc to bc properly rlaintainec'l lcrr anr' lirture refet:ctlcc and one cop,v ol'the samc

is also to be shar:cd 1i.l ilPItJ.

l'hc llnal result rvill llso ilclr-rdc waitlist candidates having at-lcast tw'o canclidatc fbr cach

block. 
-l'hc rcsult n'ill bc prepared IlPlt,l r'visc.

In casc any mid-ycar requircmcnt ol MIS l',rccr-r1ive ariscs appropr:iate carrdidate Il'om thc

waitlist w'ill be appointcd.

2.3 2) Cl.p r,vill bc lacilitatccl b1 BRi.PS to cor.tstitutc Rlock I)igitization C,entrc (RDC)

consisting of MIS Irxccr-rtivcs. Clr-rstcr }iacilitator:s artcl lV{astel' Book Kccpcrs to crpcditc thc

digitization proccss and as u,c[[ as incrcasc the accessiusagc ol'MIS at al] CIIOs lcvei. fhe

DPCiI r,vill capacirate thc Clustcr Facilitators (CFs) tbr data er,tr,v in MIS and its r"rsage at

Cl.Fs levcl.1'he M&L. Managcr/MlS Consultant w'ill provide the rcquircd trainir-rg to CI"s and

w.ill ensr-;.e that data cntry work is also bcing done by them so tl'rat delaf in data entr-v rna.v

also bc avoided. Ilach Cl-F is to have a conrputer sy'stem wilh irrternet 1aci1it1.l-hc CIrs will

be acccssilg thc s,vstcn-r for clata pLinching and as well as discussing thc rcports gcneratcd

l'ronr thc MIS r,r,ith thc membcrs of thc CI-F dr.rring cach o1'the nronthll'mcctirigs"l'he MIIKs

will bc accountablc lbr: prepar:ing tl-rc Rcccipts and Pa1'nrent shcet on nlonthl,v basis and will

sharc thc samc to MIS Irxccutivcs for its cntry in MIS.'l'he scrviccs of CI"s u'ill also be takcrl

to update the MIS on other nlodules as u'cll.

'fhe Ct,-,s. MBK,; uncl LilS exet'utit,e.s y'ill bc collectivellt reprcsen[ing the Block Digitizcrtion

(entre (BDC).

't'he BI)Cls rl,,ill r:nclcrgo gradual transitiorr to sharc a progrcssively higher" load ol'data entr,v

as the ilternal capacitl. of CLF gcts built. l'he CLli sr-rppofled b"v BPM will ro'iew the u'ork

o1'BDC on regr-rlarbasis and u,.il1 cnsr,rrc thc in-tinte digitization of data in MIS.'l-hc rnonthlv

4N

Designation Practical'fest Personal Interview

MIS Ilxecutive Compulsory Compr-rlsor,v



work donc rcport will bc verifiecl b,v M&lr Manager and will be sharcd to DPM and also to

conccmcd CLF/VO.

2.J Remuncration

'l-he rernuneration to MiS llxecutives n'ill be paid by the rlodal CLF; if CLF' has not bcen

lbrmcd or matut:ed enough then it will be paid by the r-rodal VO. Later on. alicr creation of

CLtr or its becoming mature, the MIS cxcculive would bc rnarked to tl-re CLF. 'l'he CLIr witl

bc iclentit'iccl by the DPCU keeping in Vicw the pcrformance of CI-F and its maturity. The

budget will be provicled by the conccrned BPIll. -fhe CLFs rvill be alloucd qr.rarter:lv advance

for the same and tl're n-ronthly payments to MIS executive/s will be made based on the

recomrrcndation o1. the RpMs. Ct,Fs will raise indcnts for tirnd r-rlilization on a qr-rarterly

basis to be eligiblc lbt: r-rcxt quarter's advance .

Remuncration/Consultancy l'ec (Rs.)f)esignation

MIS lrxccutivc CLF on rccomnicttdation o1'

DI']M fbr DPCII and BPM

lor BPIU MIS cxcctttivcs.

Sen,ice Chargc

to (ll.F
@1000/Month BPM

Increment in thc rcmuneration ol thc MIS [:.xecutive will be basecl on their pelfortnance.

fhere will be a O5oh incremcrrt at thc e nc1 of first yeat and in subsequent years l0%o incrcment

will be given. 'l-irc MIS tcarl r.r,ill lblmr-rlate key performance indicators and uinimuur

molthl.v deliverables lor MIS exccutivcs and any non-achievemcnt r,vill bc clarilled bv the

MIS exccutives. flurtl'rcr approvcd b,v IIPM.

R.*"r*."d"tt Approving
Authority

Designation
on Authority

i. Local Rs 150/day

2. Within District and outside block

Rs 250/day
3. Outsidc District and wilhin state

1 000/day
(lf thc tour is 1br more than 8 hrs.)

(25% u'ill be clainrable amount if office

CTF

orldes alt thc- log1st!99)

2.5 U,ntitlements

MIS l,.xccr,rtivc u,ill be eligible lbr I Casr.tal Leave cver,v month apart h'om o1'licial holidays.

2.6 Deductions or PenaltY

'['he remur.reratior.r olMlS Lrxecutivc w-ill bc paid b,v thc CLI]r alter tl-re reconrmendatiotl o1'thc

DpM/concerncd IIPM. Thc basis ot'approval will be as tbllows :

Doool--. ru*"r--

MIS llxecutivc

,\rr

TA/DA

BPM



A.

R.

Rcco,r-ne,dation of BpM tbr paymert ol rernurcratio,
ol days o1' attendance o1' MIS lJxccr-rtive.
For any deductions/penalty in the remuncratior-r oll
rccor-nntend 1o the Cl,F lor dcductions. bascd orl
rccol-nmqtdation of IIPM_

on thc basis of the Nuntbers

MIS Executivc. DPM w,ill
the r,vork doue report and

3. Resignation and l,)xpcriencc [,etter

MIS llxcctltivcs will scrvc a 30 days' notice bclbrc intenclecl last rvorking clays to
concerncd CLF and a cop\, o1'thc same to RPIII as well. Data I-)ntry operators w.ill
havc 1o servc 7 da1,s' notice pc.iod bclore intcncled last u,orking clay.

By the order of CEO

,4, "&\1
c---' 5firov
(Kumar Anshumalay)

Director

Attachment: Annexure- I

Copy to:

t.
)

3.

4.

Director, All PCs, CFO & AO

All SPMs, FO, PS, PM

DPM and Thematic Managers

IT Section

fi,w



Annexure -1

S/he should bc minimurt (iraduatc/RCA'

certif-rcate is reqr'rired' The candidate sl-rould

posscss good analytical and communicatiot-l
OR

ln casc of graduation' 6 months DCA

be having 6 n-ronths expericnce atrd must

skills.

S/hc shoLrlcl bc tllinimr-lm lutcrt'nccliatc with 6 nrouths

n2 o.urr. 
-l'he car-rdidatc must possess good analylical

S/hc rlr-rst posscss good knowledge ol compttters'

S/hc must bc good irr Ilindi and Irngiish tlping'
.flrecanclidatcwitlrresidcntol.thcdistrict/Blocknraybcgivcnprct-crctrce.

Murst bc vocal and should not have any constraints regarding nrobility in the State/

Di strict/ Block/ Village'

S/hc shouid bc thc agc groLrp of 18-35 years' on thc dlte of advcrtisemcnt'

ln case of tu.o vts exec.rtives. one of thc MiS executives r-nay bc a f-c'ralc candidatc'

DCA and having an cxPerience

ancl commr-urication sk i lls'

a

o

. S/l-rc will bc responsible tbr all solirvare lgvsi 5llpport- Digitiz.ation of the data in time'

ILcports sharing rvith stakeholders ctc'

Rolling out ol'MIS relatcd initiatives in block and district

Rcpor:t bugs/crrors in sottr'varc 1tl concerncd person at district level'

Ileport progr:ess o1 MIS and other activities to block' distfict and statc levcl ofliciais'

Validation ot'data cntercd in MIS'

iI.X,,T:ilr'Ii" co'rrnurit-y proressionals o. dara cntr-v, data collcctio^ a'd data

r''alidation.

o An-v othcr tasks as assigned tiom time to tlmc'

a

a

a

a

a

o
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