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Job Chart for |A (Informatics Assistant)

Provide technical support on the administration and operation of the Local Area Network, Wide
Area Network and communications, including hardware/ software.

Install, set up and assist in configuring new hardware and software for DolT&C- supported
projects in the respective office.

To assist Assistant Programmer/reporting officer concerning in the design, writing, and testing of
websites/portals/application software/mobile applications etc.

Software development, maintenance and quality assurance.

Documentation of IT and ITeS projects.

To participate in on-the-job and formal training sessions organized by reporting
officer/department.

To assist users on software related issues/maintaining the HelpLine service.

To assist in the implementation of software and hardware installation.

Operates online terminals and related computing equipment as required.

Coordinate with Gol/GoR departments/offices/Divisional offices for installation, set-up,
implementation of applications and assist In training/workshop.

The task of Feeding of data, Validation of Data/information and its backup as per local need.

Will coordinate with engineers/team of FMS (Facility Management Services).

Will perform any other necessary IT/ITeS/IT-administration/Coordination/Administrative-
exigency related work in the department as assigned.

Any other task delegated by the competent authority.
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Job Chart for AP {Assistant Programmer)

Provide technical support on the administration and operation of the Local Area Network, Wide
Area Network and communications, including hardware/ software.

Install, set up and assist in configuring new hardware and software for DolT&C- supported
projects in the respective office.

To assist Programmer/reporting officer concerning in the design, writing, and testing of
websites/portals/application software/mobile applications etc.

Software development, maintenance and quality assurance.

Documentation of IT and ITeS projects.

To participate in on-the-job and formal training sessions organized by reporting
officer/department,

To assist users on software related issues/maintaining the HelpLine service.

To assist in the implementation of software and hardware installation.

Operates online terminals and related computing equipment as required.

Coordinate with Gol/GoR departments/offices/Divisional offices for installation, set-up,
implementation of applications and assist in training/workshop.

The task of Feeding of data, Validation of Data/information and its backup as per local need.

Will coordinate with engineers/team of FMS (Facility Management Services).

Will perform any other necessary |T/ITeS/IT-administration/Coordination/Administrative-
exigency related work in the department as assigned.

Any other task delegated by the competent authority.
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(Prescribed vide order no. F10(1)/A.R./1/91 Dated 15.12.92)

Systewms Analyst
& Project Planning for Computerisation

Y Responsibility for ensuring appropriatc Data Base design, Man- Machine interlaces, recovery
procedures for faulty processes.

Y Dewiling of System Specifications.

' Design of Sysiem 8

% Design of Computer Programs

% Guidance and Monitoring of Soltware Development

\)ii‘ intcgrated testing of Modules developed with test data

Y Post implementation Review ol the System ;
Yo Over all Supervision ol Techaical and Other Statl

Analysi-cum-Programmer

Support o System Analyst on all of the Job ol Systcin Analyst

Study of Requircments for User Organisation

Design of Output Layouts, Input Performas

Design of Coding swructure and databasc/ data liles

Desipgn ol Program Logic

Documentation of Environmental, Procedural and Data Description details
Sewting of Control Procedures for Computers Operations of the Systems
Co-ordinating Systems that arc in Production Stage

S Scheduling, Training and Systems Maintenance and Maodilication

#c Supervision of Programming and Implementation Work

¢ Supervision of Technical and Other Stall

‘/ ropramner
9

v Coding of Application as per System Specilication
¥ Testing of Modules with Test data
Yoo Documentation of Programs
Yo hoplementation of System Deve loped
¢ Maintenance ol Programs and their document: wion
¢ Controlling the issuc and receiptof all Sottware related documents
¢ “Training 1o user for Operational Procedures
f  Supervision ol Computer Operations
¢ Supervision ol Technical and Other Stall
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Computer Qperator

Y Operations of Computer including Bootup, Shut down, Backup, Preventive Mainienance
Y Monitoring and Logging of Up time and Problem descriptions

Entry of Programs and data and processing

Organisation of the Library of Maguetic Tapes and Disks .

the identilying labels.

Keeping files upto date, releasing, re documenting liles as necessary

Conuolling the issue and receipt of all files and operating and updating of software
Maintaining a stock of media.

kesponsibility for the security of all liles.
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Data fniry Operator .

Y Loty of Data (Minimum 400 records coch of 125 characters per day)
Y Validation of Data s

F¢ Backups

fc Suppoit o Computer Dperator for his jobs.

Classification and Cataloguing liles in accordance with their contents and use, allixing and updaun&,

¢



