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Sl. No. |Name !Designation
1 Mr. Vinod Kumar Suman Director General
2 Mr. Mahaveer Singh Chauhan Additional Director General
3 Mr. Abhishek Kumar Anand Finance Controller
4 Dr. Shantanu Sarkar Director
5 Dr. Mohit Kumar Principal Consultant
6 Er. Shiva Executive Engineer
7 Dr. Rajesh Kumar Vishwakarma Hydrologist
8 Dr. Ruchika Tandon Senior Geologist
9 Mr. Arvind Bora Design Engineer
10  |Mr. Bhupendra Kumar Design Engineer
11  |Dr. Pramod Tiwari Design Engineer o
12 |Mr. Vishal Rastogi Bio-Engineering Specialist
13 ‘Md. Shanawaz Kashif GIS Expert
14 |Mr. Kaustubh Barthwal Assistant Engineer
15 |Mr. Sarthak Chaudhary Assistant Engineer
16  |Mr. Amit Gairola Assistant Engineer
17  |Mr. Prem Singh Negi Assistant Engineer
18  [Dr. Raghuveer Negi Geologist
19  [Mr. Vishal Geophysicist
20  [Mr. Sukhchain Singh QC Engineer
21 |Mr. Sachin Kumar QC Engineer
| 22 IMr. Girish Chandra QC Engineer
23 JMr. Pradeep Singh Gusain QC Engineer
24 |Mr. Pal Singh Surveyor
25 Mr. Deepak Bhatt Surveyor
26  |Mr. Neeraj Singh Procurement Expert -
27  |Mr. Ravikant Singh Manager-HR i
28 |Ms. Pooja Bangyal Manager Office Management |l
29  |Ms. Vimla Makhloga Documentation Expert
30  |Ms. Shalini Rawat Account Expert
31 IMs. Vandana Asst. Account Expert
32 ]Mr. Kamal Singh Bisht Senior Assistant
33 IMr. Krishnakant Junior Assistant
34 |Ms. lagmaya Panwar Data Entry Operator
35 |Ms. Chandra Prabha Data Entry Operator |
36 |Ms. Aruna Rani Data Entry Operator
37  |Mr. Sandeep loshi Data Entry Operator
38  |Mr. Manish Kandari Multi Purpose Worker
39 Ms. Swati Rawat |Multi Purpose Worker
40  |Mr. Gaurav Gurung ]Multi Purpose Worker
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gar ey

Conducting LIDAR Survey in five cities i
1 viz.Uttarkashi.Chamoli,Gopeshwar.Almora & !

Nainital in Uttarakhand State 1230.00 492.00 0.00 492.00 |

Conducting Topographic survey, Geological
5 | Investigation, Geotechnical investigation, Geo-
physical Investigation & Slope stability analysis in

Nainital city. Uttarakhand.. 688.00 275.00 75.00 350.00

Procurement of Instruments for Geological
3 Investigation, Geotechnical Investigation, Geo-

physical Investigation &Topographic Survey work 291.00 150.00 141.00 291.00

Hiring of Consultancy Firm for conducting
Geotechnical Investigation & Geo-physical
Investigation in Bahuguna Nagar, Kamaprayag,

Unarakhand 11.00 11.00 0.00 11.00
Hiring of Consultancy Firm for Preparation of
Detailed Project Report on Investigation and

5 Mitigation Measures for Slope Stabilization along
Hill By-pass Road in Mansa Devi Hill. Haridwar,

Uttarakhand. 108.00 58.00 50.00 108.00
Hiring of Consultancy Firm for Preparaton of

6 Detailed Project Report on Investigation and
Miugation Measures for Controlling Landslide on

Naina Peak (Cheena Peak) Nainital, Untarakhand. 63.00 0.00 0.00 0.00

7 | Procurement of various softwareS related 10 slope
stability analysis under ULMMC 50.00 50.00 0.00 50.00
TOTAL 2441.00 1036.00 266.00 1302.00
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Government of Uttarakhand
6" floor, USDMA Building, 36 IT Park, Sahastradhara Road, Dehradun — 248013 ot o acastaig
E-mail:~ ukimmc@gmail.com

Uttarakhand Landslide Mitigation and Management Center (ULMMC) @

OrderNo. 54y /147 / ULMMC / 2024-25 Dated /Y /0) /2025
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Terms of References
For

Chief Consultant

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Chief Consultant, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Number of Post: 1

Contract term: One year with possibility for extension

Start date: Immediately

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Overall technical authority on all ULMMC projects and activities.

Roles & Responsibilities:

o Setting up long and short-term project goals under ULMMC objectives.
e End to end Supervision and monitoring of projects and progress review.

e Ensure timely completion of projects.

 Evaluation of mitigation measures schemes under ULMMC

¢ Preparation and Review of DPRs

« Bringing external projects on consulting mode

» Negotiating with vendors and clients

e Guiding the staff to achieve organizational goals.

e Any other work assigned as per direction of Competent Authority.

ol

Director
Uttarakhand Landslide Mitigation &
Management Center, Dehradun



Terms of References
For

Principal Consultant

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Principal Consultant, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Engineering, technical consultation for all ULMMC projects and activities.

Roles and Responsibilities:

e Assigning tasks to engineers and drafting and preparing DPR alongwith subject experts
e Project report preparation and review of technical reports

e Coordinating implementation of mitigation measures at landslide sites.

e Analysis and recommendation of mitigation measures at landslide sites.

* Coordinate project activities with site Engineers.

e Any other work assigned as per direction of Competent Authority.

Wompz—
(Dr. Shantanu Sarkar)

Director
Uttarakhand Landslide Mitiqation &
Management Center, Defiradun



Terms of References
For

Superintending Engineer

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Superintending Engineer, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsiblie for: Engineering, technical consultation for all ULMMC projects and activities.

Roles and Responsibilities:

e Landslide site visits and report preparation for mitigation plan

e Heading the supervision for mitigation works.

e Landslide field investigation and DPR preparation

¢ Determination of geotechnical properties of soil/rocks in the laboratory

e Slope stability analysis using versatile software and design of landslide control measures

e Design of structures using advanced software

e Evaluation of project costs

e Assigning tasks to quality engineers for monitoring the construction activities at site and
report preparation.

¢ Establishment and maintenance of Geotechnical laboratory.

e Any other work assigned as per direction of Competent Authority.

Worrr
(Dr. Shantanu Sarkar)

Director
Uttarakhand Landslide Mitigation &
Management Center, Dehradun



Terms of References
For

Executive Engineer
Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Executive Engineer, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Engineering, technical consultation for all ULMMC projects and activities.

Roles and Responsibilities:

¢ Landslide site visits and report preparation for mitigation plan.

* Landslide field investigation and DPR preparation.

® Determination of geotechnical properties of soil/rocks in the laboratory.
* Slope stability analysis using versatile software and design of landslide control measures.
¢ Design of structures using advanced software.

e Evaluation of project costs.

* Manage and supervise engineering teams.

¢ Conduct site inspections and monitor progress report.

e Review specifications of estimates.

¢ Implement quality control processes.

* Prepare and submit progress reports to senior management.

¢ Conduct performance evaluations and provide feedback.

* Any other work assigned as per direction of Competent Authority.

o) et
Dr. Shantany Sarkar)
lirector
Uttarakiiand Landslide Niitigation &
Management Center, Dehradun



Terms of References

For
Hydrologist

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: - Hydrologist, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Hydrological modeling and studies for all ULMMC projects and activities.

Roles and Responsibilities:

* Drainage basin analysis.

e Hydrological modeling using versatile software.

e Evaluation and design of drainage systems.

e Analyze rainfall patterns and intensity to predict potential landslide triggers.

e Conduct field studies to collect hydrological data for landslide study.

e Work closely with engineers and other specialists to integrate hydrological data for
landslide risk assessments and engineering solutions.

* Any other work assigned as per direction of Competent Authority.

) o=
(Dr. Shantanu Sarkar)

Director
Harakhand Landshide Mitigation &
Management Center, Denradun



Terms of References

For

Structural Engineer

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Structural Engineer, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Design of structures using advanced software for all ULMMC projects and
activities.

Roles and Responsibilities:

* Landslide site visits and report preparation for mitigation plan

* Landslide field investigation and DPR preparation

 Determination of geotechnical properties of soil/rocks in the laboratory

* Slope stability analysis using versatile software and design of landslide control measures
e Design of structures using advanced software

¢ Evaluation of project costs

¢ Assigning tasks to quality engineers for monitoring the construction activities at site and
report preparation.
Establishment and maintenance of Geotechnical laboratory

¢ Any other work assigned as per direction of Competent Authority.

o=

(Dr. Shantany Sarkar)
' Uirector
Uttarakhand Landslide Witigation &
Management Center, Dehradun



Terms of References

For
Senior Geologist

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Senior Geologist, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Geological study of landslides sites and Geological issues for all ULMMC

projects and activities.
Roles and Responsibilities:

¢ Planning and conduct Geological field survey with excellent knowledge of geologic principles
and concepts.

e Providing technical expertise on ULMMC projects related to mineral exploration,
environmental assessments, or geotechnical studies, ensuring compliance with safety and
regulatory standards.

« Performing fieldwork, logging, geological mapping, geophysics, and other geological related
activities

e overseeing geological operations, leading field investigations, interpreting complex geological
data, assessing resource potential

e Development of landslide database and maintain record of landslides in Uttarakhand
Himalaya

e Prepare detailed geological reports, presentations, and technical documents to communicate
findings to stakeholders.

e Oversee geological aspects of projects, Engineering geological study of landslides sites

e Prepare geological map at larger scale

e Preliminary survey of landslide sites and report preparation

e Advises engineers on site selection for any constructional activity

e Any other work assigned as per direction of Competent Authority.

Worrro—

(Dr. Shantanu Sarkar)
Director
Uttarakhand Landslide Mitigation &
Management Center, Dehradun



Terms of References
For

Geologist
Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Geologist, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Geological study of landslides sites for all ULMMC projects and activities.

Roles and Responsibilities:

Study the Earth's physical materials and processes, including rocks, minerals, fossils, and the
Earth's crust structure
Planning and conduct geological field research and survey

Collect rock, soil, and water samples from various environments. This includes mapping
geological features, taking measurements, and conducting surveys in both outdoor and
sometimes hazardous locations

Analyze laboratory samples, satellite data, and geological maps. Use computer modeling to
predict geological phenomena and trends, Development of landslide database and maintain
record of landslides in Uttarakhand Himalaya

Evaluate mineral, water, and energy resources. Provide assessments to determine the
feasibility of extraction projects such as mining or drilling.

Engineering geological study of landslides sites, Prepare geological map at larger scale

Study the effects of human activity on the environment, including mining, construction, and
other industrial projects. Provide solutions to minimize environmental damage, Advises
engineers on site selection for any constructional activity

Any other work assigned by the direction of competent Authority.
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For
Design Engineer

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Design Engineer, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Design of structures using advanced software for all ULMMC projects and
activities.

Roles and Responsibilities:

s Landslide site visits and report preparation for mitigation plan

e Landslide field investigation and DPR preparation

¢ Determination of geotechnical properties of soil/rocks in the laboratory

e Slope stability analysis using versatile software and design of landslide control measures

e Design of structures using advanced software.

e Evaluation of project costs.

e Assigning tasks to quality engineers for monitoring the construction activities at site and
report preparation.

e Establishment and maintenance of Geotechnical laboratory.

e Any other work assigned as per direction of Competent Authority.
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Geophysicist

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Geophysicist, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Geo-physical Investigation/Studies for all ULMMC projects and activities.

Roles and Responsibilities:

* Planning and conduct geophysical investigations on ULMMC project sites

e Conducting field surveys using various geophysical instruments to measure physical
properties at the sites, such as gravity, magnetic fields, seismic waves, and electrical
conductivity.

« Interpreting collected data to identify patterns and anomalies

* Designing and executing geophysical surveys, managing field crews, and adhering to safety
protocols.

* Preparing detailed reports communicating findings and recommendations to clients or
stakeholders.

¢ Working with geologists, engineers, and other scientists to integrate geophysical data with
other geological information

e Preliminary survey of landslide sites and report preparation

* Advises engineers on site selection for any constructional activity

* Any other work assigned as per direction of Competent Authority.
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Earthquake Engineer

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Earthquake Engineer, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Review/monitoring of Earthquake related projects for all ULMMC projects
and activities.

Roles and Responsibilities:

¢ Review/monitoring of Earthquake related Projects.

e Analysis of geotechnical earthquake engineering data.

e Analysis and interpretation of seismic data in relation to landslide hazards.

e Seismic design of structures.

* Having working knowledge of Geophysical equipment like GPR, Resistivity, MASW etc.
» Geophysical Investigations of Landslide sites.

e Analysis and Interpretation of Geophysical data,

* Any other work assigned as per direction of Competent Authority.
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Environmental Expert

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Environmental Expert, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Respounsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Environmental studies and impact assessment for projects for all ULMMC

projects and activities.

Roles and Responsibilities:

* Prepare environmental screening and management plan

¢ Occupational health safety for field workers

* Environmental impact assessment for projects

* Environmental studies in and around site projects under ULMMC.

* Monitoring work quality, budget, schedule, and compliance with environmental
specifications, rules, regulations, and laws in project site.

* Develop strategies to stabilize slopes considering environmental sustainability.

* Ensure use of policies and practices that promote land-use planning and sustainable
development to reduce the risk of landslides.

* Any other work assigned as per direction of Competent Authority.
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Social/ Community Development Expert

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Social/ Community Development Expert, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Social impact assessment and studies for all ULMMC projects and

activities.

Roles and Responsibilities:

Prepare community development plan and documentation such as Social Impact
Assessment including Socio- Economic surveys and Resettlement Action Plans, as
required/indicated by social assessment.

Prepare Environmental Social screening and management plan

Social impact assessment

Conduct social screening of ULMMC Project’s activities.

Work with local communities to raise awareness about landslide risks

Prepare capacity building plans and training/IEC material

Preparing resettlement plan (RAP)

Conduct training for local residents, focusing on how to respond to early warning systems,
evacuation procedures etc.

Any other work assigned as per direction of Competent Authority.
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GIS Expert
Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: GIS Expert, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: GIS mapping and modelling for all ULMMC projects and activities.

Roles and Responsibilities:

Assist ULMMC with GIS-related tasks.

Preparation of GIS database and asset mapping.

Develop analytical models for GIS and remote sensing.

Responsibilities to execute works of GIS and remote sensing at ULMMC whenever
required.

Provide training and build capacity in various state and district-level departments.

Liaise, communicate, and execute effectively with hired consultants, ensuring collaboration
and coordination to achieve ULMMC goals.

* Coordinate with national and international agencies.

* Any other work assigned as per direction of Competent Authority.

® o

(Npwz=—
(Dr. Shantanu Sarkar)

Ultaraktians 1a = Mitiaation &

Management Center, Dehradun



Terms of References
For

Bio-Engineering Specialist

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Bioengineering Specialist, Uttarakhand, Dehradun

Location: ULMMC, Untarakhand, Dehradun

Number of Post: 1

Contract term: One year with possibility for extension

Start date: Immediately

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: specialized in bioengineering measures in the design of natural and

riverbank slope stabilization.

Roles & Responsibilities:-

Development of Bio-engineering suitability checklist covering land, slope, soil. hydro-
geology parameters for guiding and decision-making process to stabilize prone slopes.

Assist in documenting best practices from the sector to de-stabilize erosion-prone slopes;
landslides, debris disposal sites along the RoW (Right Of Way) boundaries especially
from fragile/Himalayvan region.

Assessment and design of slope failure treatments (for natural as well as man-induced
failures) for such sites.

Development of guidelines for minimizing man-induced instabilities.

Oversee the preparation of Bio-Engineering Solution Manual for the project.

Review Quality control and quality assurance measures frequently for ongoing and
completed bio-engineering works.

Edit the reports, research articles, thesis, and other documents as and when required by
the ULMMC.

Prepare periodic (monthly, quarterly. and annual) reports and document good practices
and lessons learnt for dissemination within the Center.

Participate in periodic training/Workshops/Seminars organized for/by the ULMMC.
Any other relevant work as and when required.

Occupational health safety for field workers

Environmental impact assessment [or projects

Bioengineering studies in and around site projects under ULMMC.

Monitoring work quality, budget. schedule, and compliance with environmental
specifications, rules, regulations, and laws in project site.
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Assistant Engineer

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Assistant Engineer, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Supervision for all ULMMC projects sites and activities.

Roles and Responsibilities:

 Landslide site visits for supervision and report preparation for mitigation plan.

* Assisting in the development of engineering designs, assisting related to structural analysis,
grading, and site layout.

® Conducting site inspections, monitoring construction activities, ensuring compliance with
project specifications, and identifying potential issues

* Gathering field data, performing surveys, and analyzing results to inform design decisions

* Contributing to project cost estimations and budget tracking, construction drawings,
technical reports, and project documentation.

* Slope stability analysis using versatile software and design of landslide control measures

 Evaluation of project costs, Design of structures using advanced software

* Communicating with contractors, subcontractors, and other project team members to ensure
smooth project execution
° Any other work assigned as per direction of Competent Authority.
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Surveyor

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Surveyor, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Survey and Investigation work, supervision at design and construction stage

for all ULMMC projects sites and activities.

Roles and Responsibilities:

¢ Landslide site visits for surveyand report preparation for project site.

e Use surveying instruments like GPS, total stations, and levels to measure distances, angles,
and elevations on site.

e Establish control points and reference systems to ensure accuracy of measurements.

¢ Perform boundary surveys to determine project site lines and boundaries.

* Analyse collected survey data using specialized software to create detailed maps, plans, and
cross-sections.

e Prepare comprehensive reports documenting survey findings, including legal descriptions
and project sitearea.

e Work closely with engineers, architects, and project managers to provide accurate survey
data for design and construction purposes.

e Consult with clients to understand project requirements and address any survey-related
concerns

* Provide technical advice on site conditions and potential challenges for construction

* Any other work assigned as per direction of Competent Authority.
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Quality Control Engineer

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Quality Control Engineer, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Quality control related activities and documents for all ULMMC projects

and activities.

Roles and Responsibilities:

* Accountable for the quality of every activity and engineering construction relating to Civil,
Architectural and Structural Discipline interfacing the multidisciplinary interfaces

* Responsible for Quality control documents of every civil activity done under the complete
project, including certificates, test results, inspection requests, non-compliance reports and
site instructions/ observations, and other Quality control related documents.

* Verifying the implementations and operations of the quality control systems, by planning
and conducting internal audits and inspections activities on Project sites.

* Onsite monitoring of landslide mitigation measures.

» Quality check of construction material

* Estimation of construction materials

¢ Laboratory testing

e Field survey of landslide sites

* Any other work assigned as per direction of Com petent Authority.
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AutoCAD Expert

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: AutoCADExpert, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Making and drawings and detailing for all ULMMC projects and activities.

Roles and Responsibilities:

To create technical drawings based on given specifications and calculations.

To incorporate the specifications into drawings and plans that may be used in the
manufacture, maintenance or repair of the structure.

To calculate structural strength, assessing building capacity limits and estimating
construction costs.

Design plans using computer-aided design and drafting (CAD) software

To produce blueprints and plans for structural projects.

Help design products with engineering and manufacturing techniques

Add details to architectural plans from their knowledge of building techniques
Work from rough sketches and specifications created by engineers and architects
Specify dimensions, materials, and procedures for new products

Prepare multiple versions of designs for review by engineers and architects

Work under the supervision of engineers or architects

Draft and prepare layout drawings of the given structures, components and devices.
Produce draft designs and diagrams according to the given specifications

Assist and coordinate with designers and engineers.

Prepare drawings for sheet metal components, Prepare drawings and diagrams for electrical
devices and installations.

Collaborate with designers, constructors and engineers on projects.

Calculate dimensions and allowances with accurate precision

Compile data and specifications sheets.

Revise drawings and layouts to accommodate changes and enhancements.
Accommodate safety procedures and issues in installation and construction drawings
Any other work assigned as per direction of Competent Authority.
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Manager-HR
Uttarakhand Landslide Mitigation and Management Center- ULMMC

Job Title: Manager-HR ULMMC, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Overseeing and Managing HR policies and functions of ULMMC

Roles and Responsibilities:

* Advising all employees alike on HR related matters, Policies and procedures.

* Developing and ensuring the implementation of various HR policies for the ULMMC staff
in consultation of competent authority.
* Overseeing and coordinating all HR matters, ensuring smooth compliance of the HR policy
* Will be responsible for the properprocessing of recruitment processes.
* Incorporating innovations and changes andmakes them available as a working basis for
decision-making of the DG/ADG/FC/ Director or Management Committee.
* Ensuring implementation and compliance of the HR policy.
» Ensuring and Managing implementation of performance reviews, capacity development of
staffand other HR management tools.Ensuring knowledge management.
¢ Developing solutions to questions and fundamental problems.
* Formulating decision-making bases, unifying procedures, and resolving staff related
grievances.
® Any other work assigned as per direction of Competent Authority.
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Procurement Expert

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Procurement Expert, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Finance Controller,
Director-ULMMC, Reporting Officer

Responsible for: Contracts and Procurement activities for all the projects and works of
ULMMC.

Roles and Responsibilities:

Provide day-to-day contract administration support and manage and administer the full life
cycle of the procurement and contract processes.

Draft complex legally binding contracts, agreements, or instruments such as non-disclosure,
teaming and lease agreements, purchase orders, contracts and subcontracts utilizing both
custom and standard terms and conditions.

Assist ULMMC in negotiating contract terms and conditions ensuring that they are as
favourable to Projects interests as possible, minimize risk and follow applicable laws,
regulations, policies and procedures.

Developing and maintaining procedures for the effective control of project execution and
establishing project accounting procedures to ensure cost control.

Giving all necessary instructions to the contractor including variation orders, provided,
however, that he shall not without the prior consent of the senior management of ULMMC
give any approval/instruction which may substantially increase the cost of the project.
Supervising the commissioning of the ULMMC activities and recommending the issuance
of provisional or final acceptance certificates after compliance of all contractual obligations
by the contractors.

To keep progress of contract activities against contract schedules, highlight variations in
progress, record reasons and identify remedial actions, if any.

To collect data on contracts from different project implementing agencies and contribute to
periodic progress reports to be submitted to Director General/ Additional Director
General/Director.

Ensure that technical staff verifies that procured products comply with defined standards
and coordinates timely delivery of goods and services.

Prepare periodic (monthly, quarterly, and annual) reports and document good practices and
lessons learnt for dissemination within the ULMMC.

Participate in periodic training of the ULMMC staff on Contracts and Procurements

Any other work assigned as per direction of Competent Authority.
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Documentation Expert
Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Documentation Expert, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Systematic Documentation of all ULMMC activities.

Roles and Responsibilities:

Day to day management, upkeep and maintenance of office files, documents, and reports
ete.

Develop a long-term strategy for effective storage and retrieval of Center’s Documents as
and when necessary.

Protect sensitive information, make teams more efficient and improve accessibility to
Center’s Documents for authorized personnel.

Ensure preparation of Center Reports / Filing etc. as per ULMMC guidelines.

Edit the reports and other documents as and when required by the ULMMC.

Assist ULMMC in getting approval of various reports from various authorities like GB, EC
etc.

Participate in the meeting related to preparation of various reports and work packages and
provide necessary inputs.

Prepare periodic (monthly, quarterly, and annual) reports and document good practices and
lessons learnt for dissemination within the ULMMC.

Participate in periodic trainings of the ULMMC staff on Documentation.

Any other work assigned as per direction of Competent Authority.
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Manager Office Management

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Manager Office Management, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: All the Office management activities of ULMMC projects and activities.

Roles and Responsibilities:

* Day to day management, upkeep and maintenance of office equipment’s and fulfilling
requirements of various officials pertaining to office support staff.

¢ Help the ULMMC to prepare reimbursement documentation with respect to office expenses
in the project implementation unit.

e Maintains office mail systems and other relevant documents for ULMMC.

e Event /training management, Office record keeping.

e Coordinate with procurement section to prepare document for advertising the
quotation/notices or Collection of quotation for various shopping activities

¢ Coordinate with contractors and service providers for maintenance, cleaning, and other
building services.

* Ensure compliance with safety regulations and manage office security systems

¢ Ensure effective use of office resources, including personnel, equipment and tools.

¢ Oversee and coordinate training / conferences/ meetings

o [dentify and implement strategies to improve office efficiency and productivity.

e Address and resolve office interpersonal conflicts or issues and keep record of law related
matters

* Ensure a safe working environment for all employees.

¢ Any other work assigned as per direction of Competent Authority.
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IT Expert

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: IT Expert, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Managing and optimizing the technology infrastructure and operations to

support all ULMMC projects and activities.

Roles and Respaonsibilities:

* Develop, implement, and maintain robust IT and MIS system aligned with ULMMC
requirement.
* Ensure optimal management of databases to enhance performance and reliability.
Ensure seamless integration of IT and MIS with existing systems and databases.
e Oversee IT infrastructure, including hardware, software, and network com ponents, to ensure
seamless operations.
¢ Perform regular servicing and maintenance of IT requirements.
Maintain comprehensive documentation of the MIS, including technical specifications, user
guides, and training materials, Ensuring computer systems, servers, and networks run
smoothly and efficiently.
* Providing technical support to employees by solving issues related to software, hardware, or
~ network.
* Conduct online meeting, Management of website.
* Providing real-time troubleshooting for connectivity, audio, video, and software issues
during the meeting.
* Development of information database related to landslides
* Any other work assigned as per direction of Competent Authority.
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Account Expert

Uttarakhand Landslide Mitigation and Management Center- ULMMC

Job Title: Account Expert, ULMMC, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Finance Controller,
Director-ULMMC, Reporting Officer

Responsible for: Executing, Overseeing and Ensuring Accounts functions and its

implementation of ULMMC center

Roles and Responsibilities:

o Create, Monitor, and evaluate financial systems in the ULMMC center.

« Accounting, Taxation and other statutory requirements of ULMMC.

e Collect, analyze, verify, review and report financial information to document financial
performance.

» Managing financial transactions and recording the transactions in the books of accounts.

» Preparing central budget estimates.

e To submit the invoices received after various works and activities in the center (invoices
related to material procurement, TA/DA of personnel/Staff, vehicles, cleanliness,
advertisement etc.) for payment along with preparation/initiation of the file after checking
the bills & releated documents.

¢ Maintenance of files and documents related to accounting matters

o Timely process of salary processing of all the staff working in the center and providing
salary/remuneration slip to staff when required.

* To comply with financial policies and regulations.

o Ensure audit related exercises, and Issuance of certificates related to audit.

e Achieves accounting operational objectives by contributing accounting information and
recommendations to strategic plans and reviews; preparing and completing action plans;
implementing production, productivity, quality, and customer-service standards; resolving
problems; completing audits; identifying trends; determining system improvements; and
implementing change.

e Analyze general ledger variances and suggest corrective action for management’s approval
to meet annual accounting financial objectives.

e Confirm financial status by monitoring revenue and expenses; coordinating the collection,
consolidation, and evaluation of financial data; and prepare special reports.

e Avoid legal challenges by understanding current and proposed legislation, enforcing
accounting regulations and recommending new procedures.

Participate in periodic training organized for the ULMMC’s staff on related topics.
Any other work assigned as per direction of Competent Authority.
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Assistant Account Expert
Uttarakhand Laundslide Mitigation and Management Center- ULMMC

Job Title: Assistant Account Expert, ULMMC, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Finance Controller,
Director-ULMMC, Reporting Officer

Responsible for: Executing and ensuring Accounts functions and its implementation of
ULMMC center

Roles and Responsibilites:

* Accounting, Taxation and other statutory implementation of accountin g of ULMMLC.

¢ Collect, analyze, verify,bills and other payments related document of ULMMC financial
performance.

* Execute the best practices for file preparation related all payments related document of
firms’ financial performance

* Checking, review, verifying bills and responding to employees’ ensuring enquiries about
bills processing and payments are resolved

* Prepare forecasting requirements, draft annual budgets, and project expenditures to prepare
periodic statements and meet financial regulatory requirements.

* Executing financial transactions and recording the transactions in the books of accounts.

* To submit the invoices received after various works and activities in the center (invoices
related to material procurement, TA/DA of personnel/Staff, vehicles, cleanliness,
advertisement etc.) for payment along with preparation/initiation of the file after checking
the bills & releated documents.

¢ Maintenance of files and documents related to accounting matters.

e Timely process of salary processing of all the staff working in the center and providing
salary/remuneration slip to staff when required.

* To comply with financial policies and regulations.

* Ensure audit related exercises, and Issuance of certificates related to audit.

* Conduct and execute auditoperations, and propose efficiency improvements.

e Prepare financial status by monitoring revenue and expenses; coordinating the collection,
consolidation, and checking of financial data and prepare special reports.

* Maintain financial security and internal protocol.

* Avoid legal challenges by understanding current and proposed legislation, enforcing
accounting regulations and recommending new procedures.

 Participate in periodic training organized for the ULMMC’s staff on related topics.
* Any other work assigned as per direction of Competent Authority.
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Senior Assistant

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Senior Assistant, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Provide crucial administrative support and smooth operations of ULMMC
activities.

Roles and Responsibilities:

Provide support all the Managers, and Experts with daily clerical tasks, including meetings
and documenting meeting minutes,

Ensuring all the day to day office administration activities are smoothly conducted and
completed.

Ensure and Facilitate important communications among the staff by, providing information,
and ensuring letters, orders are delivered to the concern staff, as well as composing and
typing correspondence.

Ensure and Coordinate travel arrangements and reservations for senior managers, ensuring
efficient planning of their trips and appointments.

Organize and maintain office records and files, including creating spreadsheets and
presentations, and producing statistical and budget reports.

Enhance office efficiency by welcoming visitors, implementing, and improving office
policies and procedures, contributing to a smooth workflow within the organization.
Participate in periodic training scheduled for the ULMMC staff,

Any other work assigned as per direction of Competent Authority.
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Junior Assistant

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Junior Assistant, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: General Support function of ULMMC center.

Roles and Responsibilities:

Support all the staff with daily clerical tasks, including meetings and documenting meeting
minutes

Executing all the day to day office administration activities are smoothly conducted,
maintain file movements and its records.

Facilitate important communications among the staff by, providing information, and
ensuring letters, orders are delivered to the concern staff, as well as composing and typing
correspondence.

Coordinate travel arrangements and reservations for senior managers, ensuring efficient
planning of their trips and appointments.

Organize and maintain office records and files, including creating spreadsheets and
presentations, and producing statistical and budget reports.

Enhance office efficiency by welcoming visitors, implementing, and improving office
policies and procedures, contributing to a smooth workflow within the organization.
Coordination with Multi-purpose workers for multiple day to day activities.

Participate in periodic training scheduled for the ULMMC staff.

Any other work assigned as per direction of Competent Authority.
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Terms of References
For
Data Entry Operator

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Data Entry Operator, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Systematic Documentation of all ULMMC activities.

Roles and Responsibilities:

Support senior officials and executives and all other staff with data feeding and data entry
tasks.

Providing information based on data entry function to the right individuals, as well as
composing and typing correspondence.

Organize and maintain data entry records and files, including creating reports.

Efficiency in Computer operating, Data entry, Data record keeping and Data entry
operation.

Management of official letters, incoming orders, and letters related to staff.

Typing letters and reports in English and Hindi

Provide assistance to administrative, Accounts, HR and technical sections in all the relevant

activities, works of ULMMC.

Coordinating with concern staff for any report preparation and typing work, other office
related work.
Any other work assigned as per direction of Competent Authority.

Qo=

(Or. Shantanu Sarkar)
’ Director
Uttarakhand Landslide Mitigation &
Management Center, Dehradun



Terms of References

For
Multi-purpose Worker

Uttarakhand Landslide Mitigation and Management Center — (ULMMC)

Job Title: Multi-purpose Worker, Uttarakhand, Dehradun

Location: ULMMC, Uttarakhand, Dehradun

Responsible to: Director General, Additional Director General, Director-ULMMC,
Reporting Officer

Responsible for: Carrying out day to day works required in the office, General Support
function of ULMMC center.

Roles and Responsibilities:

e Opening and closing of the Office.

e Assisting in daily based and routine ULMMC operations in the premise
» Maintenance of cleanliness and hygienic conditions in the premise.

¢ Arrangement oftea, water etc. for the ULMMC’s meeting and staff.

e Distribution of files/documents in the required departments.

* Any other office related miscellaneous activities as assigned.
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