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Roles & Respouslibilities

3*’&“;: Positen | Number Qualification

{Ne: | of Smff

[t ] Cenaral 01 e Any womaz having 2|e The Centrs Administrator would bo a women
{ | Administator : Masters in Law/ Social|{  with requisite qualification available at osC.
P Work/ Sociology/Social|  She will bo a residential saff sttached 0SC.
i Science/Psychology with at The Centre Administrtor would be in charge
; least S years” experience of | of functioning of OSC. She would be the first
! working on women celaled poiat of contact with the woman who is
! : relevant domains :n  an eccessing OSC.

! i :“’m""?‘m“"’" SEt-Up "‘.'\:h . The Centre Administrstor would mterect with
i i Qovemment - oF - | O"& every woman seeking OSC’s intervention for
; Government  Prol%tV ] airasing violence.

P et 1 yeay|® Tho Centro Administrator will lisien o the
i 3 experience of couns<iling grievancs, document the case history amd
! : 5 iz b register the case in the online/wob-based cese
i H eicher within or ouwice the N

;‘ ; awine st mamgom::nl system to generatz a Unique
! ! « She should be proforsbly & 1dentity Number (UID?.l

i ; resident  of the local|® Th iCbT‘“‘m Administraior i gy
i i munity so  that locel responsible for supecvision of each case,
i f ﬁﬁ;:;:' mtyowce and expestise taking it to a logicel conclusion and laer
i ) P ; following up with the aggrieved woman,

! is utilissad for effective up

i funceioning of the smuize. As soon a3 the complaint ix rogistared, the
! Centro Administrator will send a text message
H {SMS/Intemnet) to the DPCYPO/CDPO/ SHO/
i DM/ SP/ DYSP/CMC of the district in which
i ‘ the womea Is located ai the time of sccessing
i o8&,

| , The Centre Adininiwrator would be
i responsible  for  coordination  with sl
_F f sizkehalders (polico warion, hospital, legal
( r ald, counselilng), rog!stration of cases in the
i absence of the iT Staff. )

[ | The Centre Adminisnator will consolidats a
5 ; liss of agencies/individuai providing/willing
L 3 o provide lsgaVmedical/psycho-socisl

2 i Jaintin. Satmid il VA S - GELOL4 19-4a0 for Collectan & OFOs OB ixtier_Haw T+cid ivrtv uha Nirgash (24-11-2024). de e
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Roles & Responsibilities

counselling yorvices st OSC. '

tre Administrator will coordinste with
Lo addressing  violence

CBOs specialized In v
against women, Gender Colls, Women's Study

Centres at Universities to

in terms of training and capacity
women affected by violence.

The Centre Administrator will monitor the
functloning of OSC, (Including the work of
the staff), facilitate capacity building, guide
and support the tesm of caregivers.

The Centre Administrator would approve the
qm«lynpoﬂpraymdbyawn‘suﬂwbe
submitted to the Management Commities
(MC) through Implementing Agency (JA).

The Centre Administrator would also
document the case studies/success stories a8
per the prescribed format.
The Quarterly Report has to be submitted 15
days prior to the end of each Quarter.
chnueAdmlnimmrwillmeetanC
on a monthly basis for guidance, support.
mcfootageofﬂwCCI'Vwouldbemdermc
vigilance of the Centre Administrator.

The Centre Administrators can design their
own feedback forms for the purpose of Social

bullding of

J

legal counselling sorvice
could be outsoursed to any
person having 8 dogree In
Law/ with legsl training or
knowledge of laws with at
least 3 yoars” experience of
working within i
Jovemmen! of Non-
Qovernunenl women related
projecy programme al the
distriot  lovel or to any
precticing Lawyer with at
loast 2 yours" axperience of

Audit,
2 | Case Woder 02 |e Any woman having ale Case Workers will work in shifts to provide
Bachelor in Law/ Social 24 hour service at OSC.
Work/Sociology/Social o She wi
Mgl | e ey ekl s i mept
least 3 years” exparionce of | women accessing OSC.
e g relaied |, She willinervzae in oasos of VAW aod will
Government  or  Non- take them o thelr logical conc usion.
Government o She will be responsible for other work as
project/programme. assigned by the Centre Administrator.
o She should be a resident of
the local community so that
Jocai human resource and
expertise s utilised  for
effective functioning of the
- centre.
| Pus Legal 01 |» In the asbsence of Legalle Shahe will :
Inform orient
{ Personoel/ Advisors provided by District|  about her legal ri lh::dmd ht:yh wotan
Lawyer Legal Services Authority, the woman to Initlate lagal i guide the.

the abusg/vialence w i

e 1ffered, if she is willing to
She/he will coordinate/liaise with tha Public
Proseculor or the SLSA/DLSA Lawyer, ©
supponlhowomomamrhum'm
bosn flied In court as well & to ensure thare is
follow-up of the case to its logical conclusion.
She/he will simplify legal procedures for the
affecisd women and advocats for her
“xemption from court hearings,
She/he will facllitate speacy and hassle tos
polico and oourt e

DA Nty dhaiels
mnwu»makmmamoxundmnﬁm,“M
Kodaak (21

ame ST .@
mployment of vidao confarencing fecllity for

Diaiaie it

L2004). foex
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Roles & Responsibilities

litigation in any court of law.

the recording of statement of women affected

by violence.
o In the bsence of & regular|e Para Medical Persornel will work in shifis to
Para  Medical  Personnel |  provide 24 hour service &1 0sC.
ald and fmmediate Iife-

provided by District Health
Authorities, the medical
assistance service could be
outsourced o any woman
having professional degree /
diploma In paramedics with a
background in health sector
and preferably with at least 3

She will provide first
saving medical assistance (O the aggrieved
woman unti| she reaches the hospital.
She will accompany the woman by
violence to the Hosphal. In cases of women
sTected by sexusl violence, she will ensury
strict compliance of the protocols developed
MoHFW to conduct forensic exzmination

years " experience  Of|  gnd other tests by the Doctors.
el S VIt o |¢ She will help In drafing the medical case
Government health project/ history of the womer affected by
programme  at the district
level. G|

S | Pycho-social 01 The service could bo|e She will provide psychological counselling

Counsellor outsourced to any woman mdguldnncetotbcmmd!eacdby

having professional degree / violence and in referral services that
diploma in psychology / may be fit for the womes affected by
psychiatry / neurosciences violencebasedonherneeds-
with 8 background in health | Sho will help draft the case history of the
sector and proferably with at women affected by violence.
least 3 years" experience of
working within a
Government or Non-
Government health project/
programme &t the district
level. .

6 yOffice Assisant 0l The services could bele Office Assistant will work in shifts to provide

with computer outsourced 0 any person 24 hour service at OSC.
knowicdge who is & grduste With at| s Office Assistant would generme the Unique

least diploma In computers/ ID of the women affected by violence a }

IT etc with a8 minimum of 3
years" experience in data

management, process
documentation  and web-
based reporting formats,
video conferencing at state or
district level  with
government or Non-
Governmental/ [T-based
organizations.

web based software.
She/he would document the case history as
Administrator,

case management as well as develop the web
basod data, help in video conferencing, data
entry operations etc.

Shehe would be responsible for keeping
record of CCTV footage at OSC.

Shehe would follow strict proceedings to

maintain privacy with regard to data
mdwillmmmamemdmm

aggrieved wamen remain confidentisl in each
step of case histcry documentation.

She/he  will assist the pol itati
officer/counsellor/ Para Mm m
Para Legal Personnel to document the case
hlstory.

She/he would draft the monthly/quarterly
mpu:c:buedoﬂme MIS, web besed data
mluonwmohwommwmvw“m
. b. of the Cengre Adwinlstrator for
ubmlsslon to the Mansgement Committes. J
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03 | The multl-purpose sctivity [+ Multl- purpose Helper will work in shita 1o
oould be outsourced to any | provide 24 hour service at OSC.
person who (s literats with (4 ghe would be responsible for maintaloing
m:'dmll c&?mnu of|  hyglene and santtation at OSC.
n relevant
o It would bs her responsibility to clean the
don:ulr;. High 8chool zm of | ollets (dslly &t mbmawy which keeps it
squivalent will be preferred. olesn sll the time), dispose the garbage,
changa the bed sheets, pillow covers (weekly)
of shelter room.
o She will offer water to the visitors, maintain

visitor register, provide informstion on
ald/ police/ medical assistance sheet 1o the
women, : |

o She will provide basic Kit containing soep, }
comb, shampoo, sanitary ped, tooth brush, ‘

p fn case of infanis) and
sewing kit to the woman who is availing the
facility of temporary shelter at OSC.

o She will help any other staff with reforrals and
domchothamcﬂlarywmtumqmdby
the Centre Administrator.

' s';;’ms"“ 03 |+ The servioss could bee Seourity Guard/Night Guard will work i

outsourced to any person| shifis to provide 24 hour service at OSC.
who is Passed 8th from | The Security Quard/ Night Guard would be

;:3’. ?wz board responsible for the overall security of OSC.
ing yoars™ [ o ghe/ho would be responsible for safety of alf

experience of working as ital i —

security personnel in a ggc assets, equipment &t

government  or
ization at the district/

)
\
|
|
|
|
state lovel. He/ she should ‘
|
|
|
\
i
|
\

iclon

3

preferably be retired military
/ para-military personnol.
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