A. Night stays in beneficiary house
  1. Formatting Complete and in complete beneficiary house data and prepare a database.
  2. Preparing Permanent employee database.
  3. Allocating surveyor for complete as well as incomplete beneficiary house.

B. Beneficiary House survey
  1. Develop interface for collecting survey data of complete as well as incomplete beneficiary house for   contractual and permanent employee.
  2. Generate various reports.
  3. Provide technical support.

C. Mason Training
  1. Develop interface for collecting mason training form.
  2. Generate various reports.

D. Beneficiary Mela
  1. Develop interface for collecting Assessment Form cum Micro Action Plan.
  2. Generate various reports.


A. Recruitment:
       1. Recruitment of Assistant Program Officer
i. Develop interface for collecting candidate’s application form.
ii. Develop interface to verify collected application form and verified them.
iii. Generate call letter for interview and make it available to candidate through portal.
iv. Declare result and registered the selected candidate in HCMS system.
v. [bookmark: _GoBack]Send SMS notification to candidate in every step.
2. Recruitment of District IT Officer and State IT Officer
i. Develop interface for collecting candidate’s application form.
ii. Verification or Shortlisting of candidates based on eligibility criteria mention in the advertisement in the portal has been done.
iii. Display notice for interview date, time and venue in the panel notice board.
iv. Generate call letter for interview and make it available to candidate through portal.
v. Verification of candidate’s original documents.
vi. Issue of order copy of selection via mail and informing them for training
vii. Send SMS notification to candidate in every step.
3. Recruitment of Spatial Planning Expert, Rural Development Management Expert and Rural Development Management Professional, Office assistant (Only verification is done for the Office assistant).
i. Develop interface for collecting candidate’s application form.
ii. Verification or Shortlisting of candidates based on eligibility criteria mention in the advertisement in the portal has been done
iii. Display  notice for interview date, time and venue in the panel notice board
iv. Generate call letter for interview and make it available to candidate through portal.
v. Verification of candidate’s original documents.
vi. Issue of order copy of selection via mail and informing them for training.
vii. Send SMS notification to candidate in every step.

4. Recruitment of Director Social Audit.
i. Develop interface for collecting candidate’s application form.
ii. Verification and submission of report has been done.
        5. Recruitment of District MIS, Block MIS, AE, AA, GPC.
i. Develop interface for collecting cast and disability certificate of exam appeared candidate.
ii. Prepare and display of result and coordinate with P&RD dept. regarding advertisement vide order no DRD - 15/147/12/177, dated 14 August 2017
iii. Develop interface for candidate to download call letter for documents verification District wise by an advertisement vide order no DRD - 15/147/12/177, dated 14 August.
iv. Allocation of candidates for training based on provide centre and batch wise has been done.
v. Generate call letter for training and make it available to candidate through portal.
vi. Send SMS notification to candidate in every step.
vii. Handling training related queries and coordinating with the department to resolve candidates issue 
B. Meeting management
(Contains following functionalities)
i. Scheduling meeting by adding date, time, title, venue, meeting type and participator.
ii. View details and update functionality through colander.
iii. Add meeting munities of scheduled meeting and add resolution details.
 
C. Employee Performance
(Contains following functionalities)
i. Create, view, update, activate/deactivate master task.
ii. Assign task to district/block month wise.
iii. Display currently assigned as well as history task in district/block panel.
iv. Assign task to employee by district/block with optional task description and remarks.
v. View currently assigned as well as history task by employee and having achievement upload functionality.
Others
1. Handling grievances of P&RD contractual staff regularly via phone, Helpline no : 1800-123-3230 (Toll free)
2. Preparing of HR Policy as per requirement.
3. Prepared HCMS SRS as per requirement.
4. Collect and prepare vacancy position report and also discrepancy report
5. Registration of new employee in the HCMS system
11. Maintaining and handling queries regarding candidates or employee via mail also, Email Id; pnrdhcms@gmail.com
