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S. Position | Number Qualification Roles & Responsibilities
No of Staff
| Cenlral 01 ® Any woman having a The Centre Administrator would be a woman
Administrator Masters in Law/ Social|  with requisite qualification available at OSC.
Work/ Sociology/Social She will be a residential staff attached to OSC.

Science/Psychology with at
least 5 years” experience of
working on women related
relevant domains in an
administrative set-up with a
Government or Non-
Government project/
programme and preferably
with at least 1 year
experience of counselling
either within or outside the
same set-up.

She should be preferably a
resident of the local
community so that local
human resource and expertise
is utilised for effective
functioning of the centre.

The Centre Administrator would be in charge
of functioning of OSC. She would be the first
point of contact with the woman who is
accessing OSC.

The Centre Administrator would interact with
every woman seeking OSC’s intervention for
addressing violence.

The Centre Administrator will listen to the
grievance, document the case history and
register the case in the online/web-based case
management system to generate a Unique
Identity Number (UID).

The Centre Administrator would be
responsible for supervision of each case,
taking it to a logical conclusion and later
following up with the aggrieved woman.

As soon as the complaint is registered, the
Centre Administrator will send a text message
(SMS/Internet) to the DPO/PO/CDPO/ SHO/
DM/ SP/ DYSP/CMO of the district in which
the women is located at the time of accessing
0SsC.

The Centre Administrator would be
responsible for coordination with all
stakeholders (police station, hospital, legal
aid, counselling), registration of cases in the
absence of the IT Staff.

The Centre Administrator will consolidate a
list of agencies/individuals providing/willing
to__ provide legal/medical/psycho-social
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legal counselling service
could be outsourced to any
person having a degree in
Law/ with legal training or
knowledge of laws with at
least 3 years" experience of
working within a
Government or  Non-
Government women related
project/ programme at the
district level or to any
practicing Lawyer with at

least 2 years" experience of

" Position| Number Qualification Watine & Ruponslbllith.\\
e Tims counselling services at OSC.
The Centre Administrator will cqordha}e with
CBOs specialized in addressing violence
against women, Gender Cells, Wome_n (] Study
Centres at Universities to seek technical inputs
in terms of training and capacity building of
women affected by violence.
The Centre Administrator will monitor the
functioning of OSC, (including the work of
the staff), facilitate capacity building, guide
and support the team of caregivers.
The Centre Administrator would approve the
quarterly report prepared by the IT Staff to be
submitted to the Management Committee
(MC) through Implementing Agency (1A).
The Centre Administrator would also
document the case ‘studies/success stories as
per the prescribed format.
The Quarterly Report has to be submitted 15
days prior to the end of each Quarter.
The Centre Administrator will meet the MC
on a monthly basis for guidance, support.
The footage of the CCTV would be under the
vigilance of the Centre Administrator.
The Centre Administrators can design their
own feedback forms for the purpose of Social
Audit.
ol b oo 02 |e Any woman having ale Case Workers will work in shifts to provide
Bachelor in Law/ Social 24 hour service at OSC.
Work/Sociology/Social : . :
science/ Psychology with at m:eﬂkmdmyn?mmxu;mimn "supptm.tot:
least 3 years™ experience of women accessing OSC ——
working on women related b okl Mt ’
relevant domains in a| oo ol intervene in cases of VAW and will
Government or  Non- ¢ them to their logical conclusion.
Government She will be responsible for other work as
project/programme. assigned by the Centre Administrator.
She should be a resident of
the local community so that
local human resource and
expertise is utilised for
effective functioning of the
centre.
3| ParaLegal 01 In the absence of Legal|e She/he will inform and orient the woman
Personnel/ Advisors provided by District|  about her legal rights and help/guide the
Lawyer Legal Services Authority, the

woman to initiate legal proceedings against
the abuse/violence suffered, if she is willing to
do so.

She/he will coordinate/liaise with the Public
Prosecutor or the SLSA/DLSA Lawyer, to
support the woman even after her case has
been filed in court as well as to ensure there is
follow-up of the case to its logical conclusion.

She/he will simplify legal procedures for the
affected women and advocate for her
exemption from court hearings,

She/he will facilitate speedy and hassle free
police and court proceedings through the
employment of video conferencing facility for
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Position | Number
N; of Sy Qualification Roles & Responsibilities
litigation in any court of law. the recording of statement of women affected
: by violence.
) P‘#Irs'ﬁ?;ﬁ'eﬁ" o In the absence of a regular|e Para Medical Personnel will work in shifts to
Para  Medical Personnel |  provide 24 hour service at OSC.
provided by District Health She will provide first aid and immediate life-
Aughorities, the medical saving medical assistance to the aggrieved
lssmanced service could be|  woman until she reaches the hospital.
:::'siz“merofet;;io:z d:v‘:?e"; She will accompany the woman affected by
aving p! g violence to the Hospital. In cases of women
diploma in pgramedics with a affected by sexual violence, she will ensure
background in health sector| .o compliance of the protocols developed
and preferably with at least 3 | o MoHFW to conduct forensic examination
5:::‘:‘“8 ex‘;:’:trl:?:ce 0: and other tests by the Doctors.
She will help in drafting the medical case
Government or Non- ; P
Government health project/ history of the women affected by violence.
programme at the district
level.
S | Psycho-social 01 The service could be She will provide psychological counselling
Counsellor outsourced to any woman| and guidance to the woman affected by
having professional degree / violence and support in referral services that
diploma in psychology / may be deemed fit for the women affected by
psychiatry / neurosciences violence based on her needs.
with a background in health | ¢ She will help draft the case history of the
sector and preferably with at women affected by violence.
least 3 years” experience of
working within a
Government or Non-
Government health project/
programme at the district
level. )
6 |Office Assistant 01 The services could be Office Assistant will work in shifts to provide
with computer outsourced to any person 24 hour service at OSC.
knowledge who is a graduate with at

least diploma in computers/
IT etc with a minimum of 3
years" experience in data

management, process
documentation and web-
based reporting formats,

video conferencing at state or

district level with
government or Non-
Governmental/ IT-based
organizations.

Office Assistant would generate the Unique
ID of the women affected by violence through
web based software.

She/he would document the case history as
provided by the Centre Administrator,
Counsellor, Paramedic, Lawyer and Police
Facilitation Officer and record proceedings for
case management as well as develop the web
based data, help in video conferencing, data
entry operations etc.

She/he would be responsible for keeping
record of CCTV footage at OSC.

She/he would follow strict proceedings to
maintain privacy with regard to data generated
and will ensure that name and other details of
aggrieved women remain confidential in each
step of case history documentation.

She/he will assist the police facilitation
officer/counsellor/ Para Medical Personnel/
Para Legal Personnel to document the case
history,

She/he would draft the monthly/quarterly
report based on the MIS, web based data
collection which would be approved at the
level of the Centre Administrator for
submission to the Management Committee.
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Roles & Responsibilities

22

23

24

25

. Position| Number Qualification
No of Staff . r
7 | Multi-purpose 03 e The multi-purpose activity Multi- purpose Hclp;r will work in shifts to
Staff / Cook could be outsourced to any provide 24 hour service at OSC. R
person who is literate with She would be responsible for maintaining
knowledge / experience of|  hygiene and sanitation at OSC.
working in the relevant|, , you1q be her responsibility to clean the
domain. High School pass of | - yjjetg (daily at such frequency which keeps it
equivalent will be preferred. clean all the time), dispose the garbage,
change the bed sheets, pillow covers (weekly)
of shelter room.
She will offer water to the visitors, maintain
visitor register, provide information on legal
aid/ police/ medical assistance sheet to the
women,
She will provide basic Kit containing soap,
comb, shampoo, sanitary pad, tooth brush,
tooth paste, diapers (in case of infants) and
sewing kit to the woman who is availing the
facility of temporary shelter at OSC.
She will help any other staff with referrals and
do such other ancillary work as requested by
. the Centre Administrator.
§ Security Guard/| 03 e The services could be|s Seourity Guard/Night Guard will work mm
i sy :‘,‘I“?‘-‘“’ﬁd P‘O a(;lysthpeffson shifts to provide 24 hour service at OSC.
ol e TOM | ¢ The Security Guard/ Night Guard would be
i ':§°812;:t°d ) b::r'sf! responsible for the overall security of OSC.
s e wkijl’g as|® She/e would be responsible for safety of all
security personnel in a coagcm I assets, fumiture and equipment at
government or  reputed ;
organization at the district/
state level. He/ she should
preferably be retired military
/ para-military personnel.
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