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Common Job Chart of the Village Secretariat Functionaries 
 

1. The Village Secretariat shall function as… 

 An effective mechanism to deliver services at door step. 

 A strong & workable channel for implementation of NAVARATHNALU 

 A mechanism for Transparency and accountability in delivery of government services to the citizens 

 A unit of convergence among departments for providing services at village level. 

2. The office of Gram Panchayat will be termed as “Village Secretariat”. 

3. All the Village Secretariat Functionaries are the employees of the Local Government and are responsible to the 

Gram Panchayat. 

4. All the Village Secretariat Functionaries shall attend the office daily (apart from field visits), duly following office 

timings i.e. 10.00AM to 5.30PM and they shall plan their day to day activities in a meticulous way to fulfill the 

administration as well as field work. If necessary, they shall plan the filed visits in such a way (early morning/ 

late evening) keeping in view the importance of the responsibility/duty/task and also availability of the 

beneficiaries/ target group at household/ community level. 

5. The prime duty of the Village Secretariat Functionaries is to provide various Government / other services at the 

door steps of Citizens and ensure effective delivery of Navarathnalu. 

6. The Panchayat Secretary of each Village Secretariat shall function as the Secretary/convener to the Village 

Secretariat. 

7. Functional assistants shall cross check and verify the sector wise needs/ beneficiaries/ problems of the 

households identified by the Village Volunteers. 



Common Job Chart of the Village Secretariat Functionaries 
 

8. The Panchayat Secretary & functional assistants shall aid & assist Gram Panchayat in performing its functions, 

while preserving the autonomy of Gram Panchayats. 

9. The Functional Assistants of line departments will function as per the job chart provided by their respective line 

departments and report to Gram Panchayat. 

10. All the Village Secretariat Functionaries should maintain a diary of work done every day to be reviewed by the 

Village Secretariat Authorities / Mandal / District Authorities   

11. The functional assistants of Village Secretariat shall participate in Gram Panchayat meetings and Gram Sabhas 

to enable convergence of their functioning at Gram Panchayat level. 

12. Village secretariats shall assist in preparation of Gram Panchayat Development plans for Five years on the subjects 

delegated to them from time to time, as per the prescribed procedure. 

13. The functionaries of the village secretariat shall prepare integrated annual plans using the PRA (Participatory 

Rural Appraisal) techniques, duly capturing the felt needs & aspirations of the people, as per the prescribed 

procedure. 

14. Village secretariat shall endeavor to provide services pertaining to the subjects delegated to them from time to 

time, as per well-defined citizen charter, being accountable to Gram Panchayats. 

15. The Village Secretariat shall function according to prescribed business rules and office procedures. These business 

rules, office procedures and record maintenance systems will be notified separately.  

16. All the Village Secretariat Functional Assistants in coordination and with convergence shall ensure the 

implementation of following enactments in the Local Government area 



Common Job Chart of the Village Secretariat Functionaries 

 

 Protection of Government/ Gram Panchayat Properties  

 Prevention of Food Adulteration Act, 1956 

 Immoral Traffic (Prevention) Act, 1956 

 Weights and Measures Act, 1976. 

 Child Labour (Prohibition & Regulation) Act, 1986 

 WALTA Act 2004 

 Domestic Violence Act, 2005 

 The Prohibition of Child Marriage Act 2006 

 Liquor Policy of Andhra Pradesh 

17. All the Village Secretariat Functionaries shall take follow up action on the grievances received under ‘Spandana’ 

and other grievances at GP level. 

18. All the Village Secretariat Functionaries shall ensure the implementation of AP Panchayat Raj Act, 1994. 

19. All the Village Secretariat Functionaries shall be available in the office on every “Monday” as it is a headquarters 

day. 

20. The performance of the Functional Assistants shall be reviewed periodically by the Mandal/district level officers 

concerned and periodically submit the performance appraisal reports. 

21. The Functional Assistants shall converge their functioning with Village Secretariats keeping proper linkages with 

other departments, to act as a single unit of administration. Organic links must be established among various 

Departments and institutions. 



Common Job Chart of the Village Secretariat Functionaries 

 

22. The Functional Assistants shall apply for the Casual leave/ Medical leave to the Sarpanch through 

Panchayat Secretary of the Village Secretariat. 

23. The Functional Assistants shall be responsible to their regular Supervisory Officers of the concerned line 

Departments in technical aspects. 

24. In the event of transfer / suspension / removal / dismissal / retirement or proceeding on leave other than casual 

leave, the functional assistants shall hand over all the accounts, registers, records and the like to the person duly 

appointed by the competent authority or authorized to take charge on his/her behalf. 

25. Each Functional assistant shall maintain and be the custodians of the department specific records. They shall 

submit the records to the Gram Panchayat as well as to the respective departments for verification/ Inspection/ 

Audit on intimation or request.  

26. All the Village Secretariat Functionaries shall attend any other work (which may not be related to their department) 

as entrusted by the competent authorities/ Gram Panchayat. 

27. All the Village Secretariat Functionaries shall accompany the higher authorities concerned during the filed 

inspections. 



Welfare & Education 
Assistant



Daily Activities Calendar 

FORENOON AFTERNOON 

 Attending Office and marking of attendance, 
taking of tappals for processing. 

 Interacting with the other Functional Assistants 
to exchange the information related to grievances 
in Spandana to ensure quality disposal and 
developmental activities of their jurisdiction and 
to seek solutions. 

 Visit to School - Mid day Meal, Nadu-Nedu, 
regular attendance & performance of students- as 
per schedule – twice in a month.  

 Visit to Banks for SHG bank linkage/Housing 
loans as per schedule. 

 Attend general duties and duties of other 
Functional Assistants as and when required. 

 Any other duty entrusted by Panchayat Secretary 
or other higher authorities 

 Attending Government special programme. 
 

 Clearance of files/services in online/manual.  
Monitoring of: 
- Uploading of documents for YSR Bhima claims;  
- Thrifts and loans collections/mobile book     keeping;  
- Pending SHG loan applications documentation. 
 YSR Pelli Kanuka – field verifications and documents 

uploading. 
 Loans of welfare corporations 
 Construction of Housing and its related aspects like 

enumeration, motivation, grounding and completion. 
 Updation of JVD cards 
 Amma Vodi Scheme 
 Pension applications  
 Verification/Uploading 

Updation of all the manual records and software related 
applications with the help of Digital Assistant. 
Field visits –  
 To Village/Schools/Hostels/SHG/VO meetings, 

Visits to self-employment units etc., for as per 
Calendar of Activities. 



Monthly Activities Calendar 
Day Activities (Week Wise) 

1st Week  2nd Week 3rd Week 4th Week 
Monday Pensions distribution 

monitoring/Pension new 
applications verification 

needs/ services/ 
grievances Identification 

  
Village Secretariat 

Staff Meeting 

Village Secretariat 
Staff Meeting 

 
Make Pension 

Portability payments if 
any 

 

Village Secretariat 
Staff Meeting 

Village Secretariat Staff 
Meeting 

Tuesday Pensions distribution 
monitoring/Pension new 
applications verification 

needs/ services/ 
grievances Identification. 

 
Review with Village 

Volunteers 

 

Remittance of 
undistributed pension 

amount. 
Review with Village 

Volunteers 

 
Update Undistributed 
Pensioners details in 

the Website 

Visit to School – Mid day 
meal, attendance of 

students from the VS 
area, supply of 

amenities. 
Visit to houses for 

motivation of parents/ 
students who are slow-

learners, absentees/ 
drop outs 

Review with Village 
Volunteers 

Visit to School-Mid day 
meal, attendance of 

students from the VS 
area, supply of amenities. 

Visit to houses for 
motivation of 

parents/students who are 
slow-learners, 

absentees/drop outs. 
Review with Village 

Volunteers 

Wednesday 
 
 
 
 
 
 
 

Pensions distribution 
monitoring/Pension new 
applications verification 

needs/ services/ 
grievances Identification 

Internal Capacity 
Building 

 
Visit to Bank for 
loans/SHG bank 
linkage/Housing 

loans 

Visit to Banks for loans/ 
SHG bank linkage/ 

Housing 

Visit to Bank for 
loans/SHG bank 
linkage/Housing 

 
SHG loans- Targets Vs 

Achievement monitoring. 



Day Activities (Week Wise) 
1st Week  2nd Week 3rd Week 4th Week 

Thursday Pensions distribution 
monitoring/Pension new 
applications verification 

needs/ services/ 
grievances Identification 
Mobilization of parents 

for attending the Parents 
Committee meeting in 

Schools. WEA shall also 
attend the meeting. 

Visit to Self-
employment units set 
up in previous years 

Verification of 
Volunteer 

authentication 
Payments at field level 

 
Gram Sabha Meeting 

 

  
GP Meeting 

 

Friday Pensions distribution 
monitoring/Pension new 
applications verification 

needs/ services/ 
grievances Identification 

Visit to Village/Res 
School/Hostel 

Visit to village/Res 
School/Hostel 

 
Capacity Building/ 
Training Activities 

Visit to village/res 
School/Hostel 

Monitoring of CBO 
Accounting updation; 
Monitoring of loans 

recovery 
Visit to Village/Res 

School/Hostel 

Saturday Social Behaviour 
Change Communication 

– Nutrition. 
Visit to Nutri Gardens. 
Visit to Houses under 

construction 

Second Saturday Visit to Houses under 
construction 

Review & Updation of all 
softwares with base data. 

Sunday Holiday Mobilization of 
parents for Parents 
meeting in hostels 

and residential 
schools  

Holiday Holiday 



Note: 
 
On every 30th day of the month (on 28th in case of Feb month), Civil Rights Day shall be conducted, covering issues of 
social evils like untouchability, bonded labour system, Joginis, manual scavengers.  

Attendance to SHG meetings: WEA shall attend two SHG meetings in a week, as per schedule of the meetings of 
SHGs, covering all SHGs atleast once in six months.  

Attendance to VO meetings: It is compulsory once in a month, as per the fixed meeting schedule of every VO in the 
village.  

Additional Activities in case of WEAs of Agency Mandals:  

- Attend to PESA Grama Sabhas as per schedule 

- Incorporate ROFR Pattas in Village Account with the help of Surveyor and VRO. 

- Maintain ROFR data in GIRI Bhoomi Portal. 



 Seasonal Activities Calendar 

Season Activity 

Admissions 
(March to June) 

   

- Notification for admissions for Residential Schools will be issued in March.  
- Identification of eligible beneficiaries and facilitation for applying online shall be done. 
- Badi Bata - Admissions in Schools and hostels in May/June.  
- Facilitation for issue of caste certificates for admissions. 

 April  Renewal of all eligible YSR Bhima beneficiaries 

May Internal and external audit for SHGs/Vos 

June General Body meetings for VOs. 

July Annual Returns of VOs to DCO 

October Renewal of YSR Abhayahastham  

November Internal audit of SHGs and VOs 

March Drive for achievement of targets for all activities of SHGs 

Whenever released 
by Govt  

- YSR Asara and Interest Subsidy, Bhima scholarships 
- YSR Cheyutha  

As per notification 
released  

- Identification of beneficiaries for welfare schemes – Overseas Education Scheme, Study 
Circles, BAS, Corporate Colleges Scheme, self-employment schemes etc.,  



Annual Activities Calendar 
Month Activity 

January 
 

Conduct of Mandatory Gram Sabha, Republic Day Celebrations. World Education Day (24th). Civil Rights 
Day on 30th on Acts of POA, Manual Scavengers, Jogini, Bonded labour.  Follow up on financial assistance 
to identified victims.  
Government Flagship Programmes – Navaratnalu Implementation 

February 
 

World day of Social Justice (20th), Civil Rights Day on 30th on Acts of POA, Manual Scavengers, Jogini, 
Bonded labour. Follow up on financial assistance to identified victims. 

Government Flagship Programmes – Navaratnalu Implementation 

March 
 

Drive for achievement of targets for all activities of SHGs. International Women’s Day (8th). Mobilization of 
applications for admissions in Residential Schools. Civil Rights Day on 30th on Acts of POA, Manual 
Scavengers, Jogini, Bonded labour. Follow up on financial assistance to identified victims. 
Government Flagship Programmes – Navaratnalu Implementation 

April 
 

Mobilization of eligible students for admissions in hostels/schools. Renewal of all eligible YSR Bhima 
beneficiaries. April 5: Jagjeevan Ram Birthday Celebrations. April 11: Jyothibha Phule Birthday 
Celebrations. April 14: Dr. B. R. Ambedkar Birthday Celebrations. Identification of school age children, out 
of school/drop out children. World Health Day (7th). Civil Rights Day on 30th on Acts of POA, Manual 
Scavengers, Jogini, Bonded labour. 
Government Flagship Programmes – Navaratnalu Implementation 

May 
 

Mobilization of eligible students for admissions in schools/hostels under Badi-Bata. Identification of school 
age children, out of school/drop out children. Internal and external audit for SHGs/Vos. International Day 
for Bio- Diversity (22nd). Civil Rights Day on 30th on Acts of POA, Manual Scavengers, Jogini, Bonded 
labour. 
Government Flagship Programmes – Navaratnalu Implementation  

June 
 

Mobilization of eligible students for admissions in schools/hostels under Badi-Bata. Identification of school 
age children, out of school/drop out children. Mobilization of eligible children with special needs (CWSN) 
to Bhavitha centres/regular schools. Enrolment of out of school/drop out children in regular school or 



RSTCs, NRSTCs. KGBVs. General Body meetings for VOs. World Food Safety Day (7th). Civil Rights Day 
on 30th on Acts of POA, Manual Scavengers, Jogini, Bonded labour. 
Government Flagship Programmes – Navaratnalu Implementation 

July 
 
 

Annual Returns of VOs to DCO. World Day against Human Trafficking (30th). Civil Rights Day on 30th on 
Acts of POA, Manual Scavengers, Jogini, Bonded labour. Follow up on financial assistance to identified 
victims. 
Government Flagship Programmes – Navaratnalu Implementation 

August  
 
 

Independence Day Celebrations. Awareness Creation on Sanitation and Safe Drinking Water. International 
Youth Day (12th). International Day of Indigenous People (Adivasi Dinotsavam) – Aug 9th. Civil Rights Day 
on 30th on Acts of POA, Manual Scavengers, Jogini, Bonded labour. Follow up on financial assistance to 
identified victims. 
Government Flagship Programmes – Navaratnalu Implementation 

September 
 
 

Mobilization of eligible 10th drop outs to apply for AP Open School/NIOS. International Day of Democracy 
(15th). International Literacy Day (Sept 8th). Civil Rights Day on 30th on Acts of POA, Manual Scavengers, 
Jogini, Bonded labour. Follow up on financial assistance to identified victims 
Government Flagship Programmes – Navaratnalu Implementation 

October 
 
 

Mobilization of eligible 10th drop outs to apply for AP Open School/NIOS. Renewal of YSR Abhayahastham. 
Gandhi Jayanthi, Conduct of Mandatory Gram Sabha.  International Day for Disaster Reduction (13th). 
International Day of Older Persons – Oct 1st. Civil Rights Day on 30th on Acts of POA, Manual Scavengers, 
Jogini, Bonded labour. Follow up on financial assistance to identified victims 
Government Flagship Programmes – Navaratnalu Implementation 

November 
 

Internal audit of SHGs and Vos, World Toilet Day (19th), Children’s Day (Nov 14th), Civil Rights Day on 
30th on Acts of POA, Manual Scavengers, Jogini, Bonded labour. Follow up on financial assistance to 
identified victims. 
Government Flagship Programmes – Navaratnalu Implementation 

December 
 
 

Mobilization of eligible children with special needs (CWSN) to Bhavitha centres. International Day of 
Persons with Disabilities (3rd). International Day of Disabled Persons (Dec 3rd). Civil Rights Day on 30th on 
Acts of POA, Manual Scavengers, Jogini, Bonded labour. Follow up on financial assistance to identified 
victims. 
Government Flagship Programmes – Navaratnalu Implementation 

Annual Activities Calendar 
Month Activity 










