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PART 1~ ORGANIZATION PROFILE

Tezpur Social Service Society is a social wing of the Catholic Diocese of Tezpur, statutorily
established as a non-profit and non-political organisation rendering humanitarian service among
remote-poor and marginalised people irrespective of caste and creed in the Diocese of Tezpur,
Assam. TSSS was initiated and promoted by social workers like Lt. Rt. Rev. Bishop. Robert
Kerketta. The society was registered in 2005, vide Society Registration No. RS/SPR/242/C/02 of
2005-2006. TSSS is also registered with the Ministry of Home Affairs, govt of India, under the
Foreign Contribution Act (FCRA) 1976 and Income Tax Act vide FCRA No. 020620012 with
12A Registration-22/12A (a)/CIT/GHY-1/2011-12and PAN no — AACAT4454F.

Vision: “Our vision is the formation of a Just and Self-Sustainable Society based on human
values.”

Mission: “Our mission is to promote the integral development of the poor and marginalised

through conscientisation and people’s organisation.”
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Tezpur Social Service Society

PART 3 - HIERARCHY AND REPORTING SYSTEM AS PER THE ORGANOGRAM

Human Resource Policy

Category

Reporting Line

Director

General Body/ Governing Body/Core Committee

Programme Manager

Director

Project Coordinator

Programme Manager

MIS Cum Documentation Officer

Programme Manager

Department Manager

Project Coordinator

M & E Cum Documentation Officer

Project Coordinator

Supervisor

Department Manager

Animator

Supervisor

Senior Accountant

Programme Manager/ Director

Assistant Accountant

Senior Accountant

Training Centre in charge

Programme Manager/Director

Receptionist

Programme Manager/Director

Domestic staff

Training Centre In-charge
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DIFFERENT POSITIONS

PART 4 - JOB RESPONSIBILITIES OF

(a) Director

The person holding the position of Director shall:

1. Be responsible for all the programmes of the organisation and report to the
Governing Body and Core Committee.

2. Oversee the overall functioning of the organisation
3. Ensure smooth functioning of all the programmes of the organisation

4. Translate the Vision and Mission of the organisation into action
5. Decide the projects to be taken up and the Agency to which to apply
6. Design the project proposal in consultation with consultants, programme

manager and project coordinators.

7. Update the progress of the programmes to the Governing Body from time to
time

8. Represent the organisation in various forums

9. Promote the organisational culture

10. Mentor the staff and develop second-line leadership
11. Ensure sufficient staff in all Programmes and projects

12. Ensure that progress reports and other correspondences with the agencies are

done on time, and follows up on the same

13. Ensure that the organisation abides by the existing laws and new legislations

applicable to the NGO sector

14. Ensure that different meetings, such as the General Body meeting, Governing

Body meetings, Core Committee meetings and staff meetings, are held on time
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15. Prepare the agenda of the General Body and Governing Body meetings and

circulate the same to the members on time

16. Maintain the important documents of the organisation, such as registration
certificate, MoUs and other related documents.

17. Ensure: Registration, 12 A, 80 G, FCRA - registration and necessary renewals are

done on time
18. Operate the accounts and ensures that all projects get funds on time for the

execution of the programmes

19. Ensure that accounts are maintained and audited, and monitored to prevent
waste and corruption

20. Ensure that transparency is maintained in financial matters, and follow up on the
same

21. Ensure that the financial audited statement is prepared on time, and financial
transactions are done on time, and update the same from time to time to the

Board

22. Strive to achieve the sustainability of the organisation

23. Network with the Government agencies and like-minded NGOs
24. Mobilise resources for the organisation and ensure proper utilisation of the same
25. Communicate necessary information to the concerned staff

26. Issue an appointment letter to the new employee along with the job description

on time
27. Be involved in the selectidn of new staff
28. Address staff grievances
29. Take disciplinary action against misconduct
30. Motivate the staff to utilise their best potential
31. Be involved in the performance appraisal of the staff

32. Ensure the maintenance of discipline in the organisation

Note: The Director shall have the discretion of delegating any of the responsibilities
listed above to the Programme Manager or any downline staff.

Sonitpur
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(b) Programme Manager
The person holding the position of Programme Manager shall:

1. Take up the responsibilities of the Director in the latter’s absence

2. Translate the Vision and Mission of the Organisation into action

3. Decide on all the projects and programmes of the organisation in consultation
with the Director

4. Plan and design project proposals as per the needs of the organisation in
consultation with the Director

5. Design the Planning, Monitoring, Evaluation, Management Information System,
Reporting system for all programs in consultation with the agency and Project
coordinators

6. Ensure the proper maintenance of the data and important documents of all

projects in both hard and soft copies

7. Ensure the Annual Report, brochures, newsletters and other documentations of

the organisation are prepared and circulated on time
8. Decide on external evaluators in consultation with the Director and the Project

Coordinators on time and ensuring the incorporation of the feedback of the same

while developing a new project proposal.

9. Decide and execute the Exposures and Trainings  in consultation with the

Coordinators of all projects

10. Monitor the project activities and ensure that they are implemented on time and
achievement of the results

11. Be involved in the performance appraisal of the staff and follow-up on the

findings of the appraisal for the growth of the individual staff
12. Provide proper guidance to the staff

13. Carry out such other responsibilities ag entrusted by the Director

14. Assess the capacity-building needs of the staff and provide the necessary steps

15. Provide induction and orientation of the coordinators and ensure the same to 2!

the subordinates
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