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Duties and Responsibilities

Assist ED to implement directives of GoN and decisions of the Board

Assist ED in administrative, legal and financial matters of the Board

Assist ED to prepare agenda for Board meeting

Take full responsibility over financial and administrative matters

Lead the Division and accomplish the tasks for employment assigned to the Division
Prepare staff's terms and conditions rules of recruitment for Board’s approval and
review them from time to time :

Set performance étandards of all staff and prepare job descriptions and review them in
time to time

Prepare financial rules and procedural manuals for the approval of the Board and
review them from time to time

Carry out functions related to personnel management-recruitment, capacity
development, supervision, salary and incentives, departmental action and retirement
among others :

Develop financial /investment plan and secure fund to invest for water supply
development in coordination with TDC

Identify areas for funding and sources of funding for program expansion

Invest Board’s fund in the interest of the customers .

Handle matters related to procurement of goods and services

Provide support to ED for the work relating to fixing water tariff

Assist the Board and ED to carryout tariff assessment against customer services

Initiate measures for internal control of funds and to extend help for external audit
Assist and undertake remedial actions against customer griévances

Coordinate and supervise functions of the sections under the Division and coordinate
with other Division also

Ensure proper management of financial and personnel records

Initiate actions that ensure security of employees and physical property of the Board
and maintain good working environment

Conduct performance appraisal of the staff and submit to ED

Deal with legal matters that may include grievances, complaints, petitions in which the
Board is related

Check and control abuse of authority and misappropriation of funds

Prepare annual work plan

Be accountable to ED

Perform other job as specified

Control & Supervise Administrative and finance sector, legal section & fiancé and acts
section.
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Help ED to prepare agenda of the Board’s meeting

Assist ED to implement the directives of GoN and Board

To prepare Board’s Annual Report Support ED on technical matters.

Assist the Board and ED to formulate long- and short term plans that may include
construction, extension, reform and rehabilitation of water supply services and
implement those plans and review the plans from time to time

Assist the Board, ED and coordinate with the administrative division to formulate
investment policy and design financial and investment plans

Assist ED to prepare the annual program and budget of the Board

Lead the Division and accomplish the tasks assigned to the Division

Identify projects and develop project proposals for funding

Prepare standards for water supply services and implement them

Carry out assets appraisal to be acquired and maintain up-to-date asset’ 1nventery
Prepare the terms and conditions of the lease agreement in close cooperation with
administrative division

Initiate necessary preparations to acquire ex1st1ng water supply system and water
supply system to be completed in the future (Melamchi) with manpower working in the
system and lease them to a suitable service provider

Issue license or conclude agreement with service providers as required (including
extraction of ground water)

Review capital investment and assets management plan submitted by the operator
Adopt necessary measures to prevent misuse of water resources and to control water
pollution

Conduct performance appraisal of the staff and submit to ED

Conduct necessary studies, researches and surveys on the sources and distribution of
water supply and sanitation

Inspect and monitor water supply services being provided by various service providers
and ensure quality and effective water supply services:

. Supervise the staff’s work under the Division and ensure smooth flow of work

Prepare monthly, quarterly and annual progress report of the activities implemented
Prepare annual work plan

Be accountable to ED

Perform other job as specified

Control & Supervise Policy Planning & information centre & Technical support,
Monitoring & licensing Section.
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Carry out day-to-day functions of general and personnel administration

Work as focal person on administrative matters

Properly keep and well manage office records

Formulate human resource plan and annual work plan

Keep and manage individual staff records that may include attendance, leave,
performance report, among others

Support Divisional Head for the formulation of Staff Rules and implement it and
review the rules from time to time ‘

Help Divisional Head in the matters related to recruitment, promotion, transfer,
departmental action and termination from the job.

Manage staff grievances and external grievances

Conduct monitoring, supervision and periodic evaluation of subordinate staft.

Take appropriate actions for the-security of the staff and the office

Outsource security job and office sanitation and oversee job of service provider

Timely procure goeds and services to be required for the Board-office

Supervise the work of staff under the Section

Maintain and promote good physical working environment

Properly maintain office, its premises, vehicle, equipment , among others

Maintain official confidentiality

Accomplish the tasks assigned to the Section

Be responsible to the concerned Divisional Head

Other job as specified

I RG]

Provide legal advice to the Board, ED and other officials on Board related matters
and issues

Work as focal person and represent the Board on legal matters

Issue and receive legal notices on behalf of the Board

Prepare and file petitions both at original and appellate levels on behalf of the
Board/ED in order to protect the rights and interest of the Board

Defend the Board and matters of its rights and interest at different levels of
administrative and judicial processes '
Prepare legal documents including agreements on behalf of the Board

Support the Board, ED, and the Divisional Head for the formulation, reform and
amendment of laws.

Support the Board, ED, and the Divisional Head to penalize the wrong doers and
recover compensation on loss occurred to the Board

Assist the Board, ED and the Divisional Head on the matters relating to the settlement
of disputes between concerned agencies

Serve as the Secretary of the Judicial Committee.
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Be responsible to the concerned Divisional Head

e Other job as specified
L UT A faw st
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Support ED and the Divisional Heads to prepare financial/investment plan

Assist ED and the Divisional Head for the formulation of financial rules and
procedural manuals for the proper management of Board’s fund and implement it and
review them in time to time

Work as focal person on financial matters

Work with ED and Divisional and Section chiefs for the preparation of annual budget °

Properly manage and operate the Board’s funds and accounts

Make payment of salaries of staff and other expenses incurred

Spend only on "a]&proved programs and be responsible for misappropriation of funds
of the Board \ ’

Deposit the Board’s fund at the Bank

Keep Board’s statement of accounts up-to-date, transparent and effective

Support ED and the Divisional heads to acquire and invest Board’s fund

Prepare financial statement showing income and expenditure of the Board

Assist the Board and ED for appointment of auditor, and assist the auditor

Control the Board’ Fund internally

Help to develop procedural guidelines for operation, management and utilization of
Consumers Protection Fund under rule 29 of the Board Regulations.

Consolidation of Bank Accounts

Collect lease fees, interest and other charges as per the rules and agreements

Assist ED to prepare disbursement of fund guidelines to partnering agencies

Collect and manage all proceeds of sale and disposal of service assets

Be responsible to the Division Head

Other job as specified.
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Support the Division Head in the preparation of short and long term plans for the
construction, repair and rehabilitation of water supply system and acquisition of
existing water supply system

Assist the Division Head for the formulation and implementation of annual program
and budget

Identify projects and prepare project proposals for appropriate funding

Seek suitable sources of funding -

Review investment proposals submitted by service providers

Carryout studies, researches and surveys related to water supply development
Develop monitoring indicators and monitor the progress of the activities of the annual
program and budget, and prepare and report the progress of annual program quarterly,
biannually, and annually

Be responsible to the Division Head

Perform other job as specified

Monitor and supervise the works of engineers and sub ordinates

. divss ifafye qor g st (@RS ghwtar)
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Support the Division Head on matters relating to the award of licenses

Prepare terms and conditions of the license agreement

Prepare assessment report of assets and manpower of the water supply system to be
taken over by the Board

Award licenses to water supply service providers and water users organizations
Monitor the activities of licensees and oversee if they have violated the terms and
conditions of license and take necessary action as per the license agreement

Review the reports submitted by service providers as per the agreement

Assist the Division Head to set norms and standards for the quality of water supply
system and extraction of ground water =
Conduct necessary feasibility study on availability of water supply

Support the Division Head for cessation, postponement suspension, and termination
of licenses, as required

Be responsible to the Division Head

Perform other work as specified
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o Support the Senior Engineer and in the preparation of short and long term plans for
the construction, repair and rehabilitation of water supply system and acquisition of
existing water supply system

o Assist the Senior Engineer and the for the formulation and implementation of annual
program and budget

¢ Help to identify projects and prepare project proposals for appropriate funding

» Assist to review investment proposals submitted by setvice providers
Assist to carryout studies, researches and surveys related to water supply
development 3\

* Assist to develop monitoring indicators and monitor the progress of the activities of
the annual program and budget, and prepare and report the progress of annual
program quarterly, biannually, and annually

* Be responsible to the Senior Engineer
Perform other job as specified

¢ Plan and prepare Information strategies, flow system and keep required information
updated.

e Implement the information system

e Develop good co-ordination mechanism with concerned agencies including MPPW
and MoE.

¢ Management of Data Base

i
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o Support the Senior Engineer and the Divisional Head on matters relating to the award
of licenses

o Assist to prepare terms and conditions of the license agreement

o Assist to prepare assessment report of assets and manpower of the water supply
system to be taken over by the Board

o Assist to award licenses to water supply service providers and water users
organizations

e Assist to monitor the activities of licensees and oversee if they have violated the
terms and conditions of license and take -necessary action as per the license
agreement

e Help to review the reports submitted by service providers as per the agreement

¢ Assist the Senior Engineer to set norms and standards for the quality of water supply
system and extraction of ground water

o Conduct necessary feasibility study on availability of water supply
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Support the Senior Engineer and the Division chief for cessation, postponement,
suspension, and termination of licenses, as required
Be responsible to the Division Chief

Perform other work as specified

Monitor the actual situation ageist provisions of the license agreement and take
corrective measure if necessary

Prepare supervisory mechanism in order to smoothly monitor the performance of the
service providers

BRI G

Manage the ED’s office in an efficient manner

Circulate the Board’s and the ED’s directives to all the staff :

Receive files and other communications, submit them to the ED and forward to
concerned officers, as necessary

Assist the ED on all communication matters including telephone

Maintain daily work schedules of the ED

Schedule appointments with ED and provide information to the callers

Reading and routine incoming mails

Assist ED to hold internal and external meetings

Assist” ED for preparation of necessary documents and reports

Assist ED in internal and external correspondences

Manage, supervise and keep all electronic equipment and services such as computer,
Fax, Photocopy in'good condition

Maintain the ED Office records safe and update

Perform other clerical jobs as assigned by the ED

Co-ordinate with:Division Chiefs

Instruct Secretary about necessary works and stain lither
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Work under the guidance & supervision of SAO

Prepare documents for official correspondence of the Board

Carryout work relating to preparation of notes and reports for the Board
Keep computer system of the Board functional and update

Perform computer and automation related work as assigned by the Board
Work as the focal person on computer and autonation system

Maintain and preserve electronic data and records of the Board activities
Work under the supervision and direction of the respective sections
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Support the concerned Section Chief

Maintain and keep the Section records safe and update
Assist the Section Chief to prepare reports and other necessary documents \
Maintain personal records of the staff that may include attendance, leave, deputation, f
rewards, fine and punishment
Hold office property allotted to administrative Unit ‘
Dispatch and receive Unit’s correspondences i
Mobilize messengers and drivers |
Perform the work as assigned by the Section Chief and other supervising official ,

e Assist Senior Administration officer (SAO) and sections on procurement related matters

¢ Maintain and update records with enlisting of office property under different headings as
per the rules i

e Assist SAO to prepare reports and other documents relating to procurement,
disbursement and disposal of office property !

e Assist SAO and Divisions on disposal of disposable property through bidding etc.

e Vehicle management including daily work assignment to the drivers

e Maintain and update records of the use of office property

e Provide office materials and maintain its records

* Assist the auditors both internal and final, during auditing

¢ Coordinate with Finance and Administration Units in the discharge of its duty

o Assist SAO and Divisions on all matters relating to procurement and allocation of
materials for official use

¢ To hold petty cash and incur expenses as per the office need

e Maintain and update the records of vehicles, heavy equipment, and electronic devices,
among others within 5 days of procurement or receipt
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e Assist to accomplish the task assigned to the Section

® Assist to look into matters relating to water supply and quality

* Assist to acquire, construct , expand, improve and rehabilitate service system
* Assist Section Chief on matters relating to preparatory work on awarding licenses
e Assistto prevent misuse of water supply and water pollution

e Assist to review investment plan

» Keep inventory of service and operator’ assets

* Assist to review capital investment and assets management plan

* Assist the work relating to lease agreements

* Receive and dispatch Section correspondences

* Maintain and keep the Section records safely

e Assist to prepare pel\riodic progress reports

\
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* Assist the Section Chief to accomplish the task assigned to the section
¢ Assist the Section Chief for the preparation of financial report
e Properly maintain financial records
* Prepare posting of transactions on specific accounts
* Prepare vouchers, invoices, statements and payrolls
* Assist the Section Chief by preparing pay role and records of income and expenses
o Assist the Section Chief on fund management related works
* Receive and dispatch Section correspondences
- @ Maintain and keep the Section records safely
* Assist to prepare periodic progress reports

* Receive clients and customers coming into the office, determine the purpose of their
visits

Maintain visitor’s records -
Work as the telephone operator

Manage incoming and outgoing calls

Manage the visitors and arrange meeting with concerned staff

Provide visitors the information relating to concerned staff or office

Demonstrate hospitable manner toward visitors

Manage main registry, incoming and outgoing mails and correspondences

Assist the office on secretarial matter



e Timely maintain/clean vehicles and keep it in working condition

e Maintain vehicle daily logbook

e Park vehicle at safe and secured place

e Provide transport services as per the need of office

e Be motivated for careful and safe driving all the times

* Report on vehicle conditions to Procurement assistant on weekly basis

» Immediately report concerned officials at emergency and rescue situations
e Perform related works as assigned by senior officers

T AR
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Assist senior staff on auxiliary office work as movement of goods, files

To escort the visitors

Circulate message among concerned staff as directed by concerned officers
Handover official correspondences at respective places and collect them from
different places such as Post Box Office in coordination with the receptionist and
sections

e Keep office space update by daily cleaning and maintaining

o Perform different kinds of auxiliary works as assigned by senior staff
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