DISTRICT PROJECT MANAGEMENT UNIT-ECRICC PROJECT
OFFICE OF THE DIVISIONAL FOREST OFFICER: PURI WILDLIFE DIVISION: CHAKRATIRTHA
ROAD: PURI-752002.

CORRIGENDUM

Corrigendum is hereby made against this office Notice for ‘WWALK IN INTERVIEW

FOR RECRUITMENT OF FINANCE & ADMINISTRATIVE OFFICER FOR “Enhancing Climate Resilience
of Indian Coastal Communities (ECRICC)” Project under DFO PURI (WL) DIVISION., PURI published on 9th
Oct 2024.

The said process will be held on 30™ Oct 2024 from 10 AM instead of 24t Oct 2024. Due to
High Alert issued by the Govt of Odisha, the rescheduling has been made. Other terms and conditions
as published in the earlier notice (9" Oct 2024) remain unchanged.

The undersigned reserves the right to accept or reject any or all applications or to
postpone the selection process without assigning any reason thereof.
\
A
DIVISIONAL{FOREST OFFICER
PURI WILDLIFE DIVISION, PURI.




Terms of reference for hiring
Finance and Administrative Officer

Title: Finance and Administrative Officer (Ref: CG*/FO:2/RC)
Duty Station — Office of the Divisional Forest Officer (WL), DPMU, ECRICC Project, Puri.

Education & Work Experience: Inter CA/Inter ICWA/ M. Com Degree with 3-year(s) experience and
familiarity with Accounting and Software.
Languages: English and Odia

Duration: 1year (Renewable) :

Remuneration: INR 40,000/- per month (Consolidated) and Travel Entitlements as admissible)

BACKGROUND

“Enhancing Climate Resilience of India’s Coastal Communities (ECRICC) project” is a joint initiative of
Government of India and the Green Climate Fund (GCF) to enhance the resilience of the lives and
livelihoods of the most vulnerable population, particularly women, in the coastal areas of India to
climate change and extreme weather events, using an eco-system-centered and community -based
approach. The project is being implemented in 7 landscapes of 4 coastal districts in Odisha (Puri,
Kendrapada, Ganjam and Balesore). Eco-system restoration, Climate adaptive livelihoods in the
agriculture sector and fishery related interventions are the key proposed interventions under the
project to enhance livelihood resilience of the coastal vulnerable communities with diversified and
enhanced income in addition to eco-system restoration interventions. ’

Forest, Environment and Climate Change Department, Govt. of Odisha is the nodal department for
overall supervision and implementation of ECRICC project.

This project will enhance the resilience of coastal communities throughout India, through the
implementation of interventions under the following inter-linked outputs:

Output 1: Enhanced resilience of coastal and marine ecosystems and their services.

Output 2: Climate adaptive livelihoods for enhanced resilience of vulnerable coastal communities;
and

Output 3: Strengthened coastal and marine governance and institutional frameworks for climate
resilient management of coastal areas.

This above will be achieved through interventions in target landscapes in Odisha to i) protect and
restore ecosystems such as mangroves, salt marshes, sea grass, watershed, and the services they

provide, especially buffering storm surges, and ii) help communities adopt climate-adaptive

! The qualification of the staffs, remuneration package has been set as per the Minutes of the Rationalisation
Committee Meeting held under the chairmanship of the Development Commissioner- cum Addl. Chief

Secretary on 12.03.2021
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livelihoods and value chains iii) mainstream EbA principles into coastal planning and governance,
enabling intersectoral coordination for addressing climate risk across all of India’s coastal states

ASSUMPTION:

The candidate must have understanding on information and technical knowledge on finance and
administrative issues and concepts

JOB DESCRIPTION

The candidate will work under the direct supervision of the District Coordination Officer (DCO) and
the Divisional Forest Officers, State Project Manager. S/he will act as the focal point in the district for
overseeing the finance and administrative aspects of all activities under all three outputs of the
project mentioned above at district and landscape level.

The incumbent shall perform the following tasks-

A. Provide financial support to the District Project Management Unit (DPMU)
B. Provide administrative support to the DPMU
A. Financial support to the DPMU includes;
e Advise, support and guide project staff on project budget reallocations and chart of
accounts coding, policy application and other financial matters.
e Strive to identify ways in which project financial needs can be met within existing
Government policies.
e Provide financial monitoring reports and analysis of projects and advise project and
operations teams on expenditure trends and implementation rates.
e Develop tools and mechanisms for effective and efficient monitoring of project budget.
e Coordinate with the SPMU in compilation of financial data and provide accurate and
updated financial information on a continuous basis.
e Create required vouchers in Atlas to apply deposits, disburse funds and adjust chart
fields.
e Management of cash receipts and petty cash.
¢ Analyse accounts to ensure accuracy.
e Assist DPMU in the fulfilment of its accountability obligations.
e Assistin year-end closure processes.

B. Administrative support to the DPMU includes;

e Administration and arrangement of meeting, appointment, and other briefings of DCO.

e Organisation of regular meetings, draft routine correspondence and inter office circulars,
preparation of the minutes and summaries of the actions to be taken, tracking of
progress of the planned activities and follow up with the focal points.

e Screening of all incoming communications, filter outgoing correspondence for
supervisor’s signature, clearance, and further action by other staff; wherever possible.

e Adherence to appropriate protocol and correspondence guidelines by State Project
Management Unit (SPMU) and Country office team when communicating with
Government and other external partners.

e Raising e-requisitions, vendor profiles and preparation of administrative forms.

e Use of automated office management system and automated filing system.

e Support to organization of advocacy events if required.
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¢ Organization of trainings for DPMU staff on coordination, administration, and protocol
issues

e Contribution to knowledge networks and communities of practice.

e Any other work assigned by DPMU.

PROJECT LANDSCAPES WITH DISTRICTS and DPMUs

Sl. No District Landscapes Covered DPMU Location
1 Puri, Khurdha Devi Mouth 0/0 DFO, Puri WL
Chilika

EDUCATIONAL QUALIFICATION AND EXPERIENCE:

e Inter CA/Inter ICWA/ M.Com Degree

e At least 3 years of relevant experience (post qualification) in general administration,
finance, accounting and software and project support service, field work, management,
and coordination from the date of completion of essential qualification

e Experience of working with State Government.

e Experience in the usage of computers and office software packages (MS Office) and
knowledge of spreadsheet and data base packages, experience in handling web-based
management systems.

e Experience in usage of Tally software is essential

N.B.-Women candidates are strongly encouraged to apply

Maximum Age Limit: 50 years as on date of application.

ESSENTIAL/ DESIRABLE:

Working knowledge on Computer programs like Ms Office is essential and good presentation
skill.

The candidate should be enthusiastic and willing to work in coastal areas involving visits
through creeks and long walks in difficult terrain.

Effective written and oral communication skills in Odia & English.

Knowledge on Institutional frameworks at rural coastal community.

PERFORMANCE MANAGEMENT & TERMINATION:

The engagement of the Finance and Administrative Officer for this assignment is for an initial
period of 1 year with the District Project Management Unit (DPMU) of ECRICC's project
districts and may be extended up-to a maximum period of 3 years or closure of ECRICC
project in Odisha subject satisfactory performance of the Finance and Administrative Officer
concerned.

DFO (District level Nodal Officer of ECRICC Project) shall review the performance of Finance
and Administrative Officer on yearly basis and after satisfactory performance of Finance and
Administrative Officer, the engagement of Finance and Administrative Officer may be

extended, for another One year.
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e The candidate will undertake in a stamped paper affidavit at the beginning to abide by
Government rules and conduct and will not claim for permanently and any other benefit from
Government other than what is prescribed in this ToR.

e On disengagement, the Finance and Administrative Officer will handover all the documents
and records of the project to DCO.

e The Finance and Administrative Officer is liable to follow the conduct rules and may be
disengaged at any time for misconduct.

e Any further condition can be incorporated by the DLCC for smooth operation of the project.



