


JOB DESCRIPTION
	Job Title/ Designation
	Development Officer

	Qualification :
	Post Graduate Diploma In Rural Management/ Social Work, Social Science / MA  Sociology/ MSW

	Years of Experience :
	2-5 Years of experience in community development projects

	Reporting
	Project Manager

	Project locations:
	To be decided

	No. of positions:
	


Key Responsibilities:

· Prepare monthly  training plan and budget and seek  approval

· Training needs assessment of community in the project villages 

· Internalising project indicators among the stakeholders, trainer and community facilitator

· Market/resource mapping and facilitation of optimum resource utilisation for the planned training programme 

· Establishing network and linkages with local level institutions  as SHG/JLG/Gram panchayath, line departments, research centers, Krushi vigynan Kendras etc. 

· Conducting Training programmes and handling independently the training activities
· Follow up regarding income generation / impact on the income
· Updating LLMS – Learner Life Management System

· Liaisoning with government departments/agencies to facilitate the training activities & for sourcing of candidates
· Conducting Pre- Training activities including awareness programmes, generation of applications and selection of candidates.

· Facilitating the Project Manager in preparation of Annual Action Plan, designing customized Training programmes and evaluation of Training.

· Organizing logistics for the Training programmes, including Training material and guest faculty.

· Handling sessions relating to motivation, entrepreneurship, market survey, business opportunity Guidance, business plan preparation, launching formalities and enterprise management aspects (costing pricing, inventory management, marketing, customer relations etc.)

· Collection of Reports from Trainers, Compilation & Analysis

· Providing post Training escort services including follow up meets/ visits.

· Providing counselling for credit linkage, marketing linkage, etc. to the trained candidates
· Ensure to conduct training with in time period.

· Keep record of trainer and trainees attendance
· Ensure administration of daily session plan of training module .

· Ensure safekeeping of institute’s  assets which comes in use during training 

· Preparation of success stories/ case studies of successful candidates
· Preparation of notes for Training session, post programme report, Monthly progress report & Annual Activity Report
· Ensure to get follow-up by Master Trainers of the trained candidates
· Monitoring the performance of guest faculty (skill Training).

· Any other work/ responsibilities, entrusted by Project Manager
Skill and Competencies:-

· Strong logical and analytical skill.

· Innovative

· Ability to deliver results within constraints
· Ability to efficiently manage resources
· Ability to define appraise and solve problems

· Strong Decision making
· Ability to mentor

· Ability to work in multi-disciplinary space
· Have strong written oral and multi-media communication skill in Hindi and English.

· Ability to manage stakeholders and conflicts.

· Sensitive to cause of community and the organization. 

