
TERMS OF REFERENCE FOR THE POST OF IT COORDINATOR (SOFTWARE SUPPORT) UNDER ATAL AMRIT ABHIYAN SOCIETY, ASSAM
Place of Duty: The normal place of work for the party will be the office of the State Health Agency (SHA), Assam.
He/ She shall work under the overall guidance and supervision of the Lead - IT and M&E and will be directly responsible for the following tasks:

Job Purpose:

Provide support for the overall success in the implementation of PMJAY & AAA schemes. The IT Personnel is expected to provide support to CEO and the SHA Team in IT matters. He/she would be responsible for information gathering, data entry, maintaining records, and preparation of progress reports, develop system for checking the accuracy of the reported data, MIS System, support the activities of the Control and Server Room, provide and supervise data processing services, prepare data bank and status reports and presentation in order to ensure the efficiency, relevance and impact of PMJAY in the state of Assam is maximized.

Key Responsibilities:
· Identifying, investigating users’ problem and providing Technical support to end-users.
· Respond and manage requests/queries that come in by phone, email or through the support ticketing system. 
· Follow up with users to ensure their technical issues are resolved
· Training to end-users on software programs
· Analyze and report product malfunctions
· Resolving logged errors in a timely manner.
· Coordination with development team for resolving issues, software change and new functionality.
· Monitoring software, and system performance metrics.
· Install, configure and update applications.
· Maintaining databases and ensuring system security
· Identifying gap in existing system and take appropriate measures for rectification/modification.
· Preparation of functional requirement specification / change request as required.
· Liaisoning with stakeholders.
· Preparation of reports on various task.

· Procurement of Software, application and of EOI/Tender document/SLA
· Any other task assigned by the CEO.
Qualifications:

MCA /MSc - IT/M.Sc. - Computer Science from a recognized Institute/University.
Relevant Experience:

· Suitability to undertake the responsibilities mentioned above at the required level.
· Minimum five years of experience in related sector.
· Demonstrated competency in supervisory and interpersonal skills.
· Superior management and leadership qualities in order to liaise effectively with      management, senior staff, staff of parity organizations and government officials. 

· Excellent oral and written communication skills in English. 

Compensation: The compensation for the post will be Rs. 40,000/- per month consolidated.

