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JOB CHART
PERSONAL ASSISTANT ( DEVELOPMENT ) TO THE COLLECTOR.

All establishment Matters relating to Panchayat Development Staff at Village, Block, Division
and District level including Engineering Staff, Hand Pump and Power Pump maintenance staff
TNADP (Water supply) Staff, Biogas staff and Panchayat Assistants Part-time clerks and Group
Cum Bill Collectors, Sanitary Workers, Power Pumps / Over Head Tank Operators, Makkal Nala
Paniyalargal etc.

Matters relating to vehicles, telephone , stationary, furniture, electricity and buildings in
Panchayat Development Unit.

Preparation of Budget Estimates, Revised Estimates, FMA Estimates in respect of Panchayat
Development Unit and reconciliation of Accounts.

Monitoring of schemes like Twenty Point Programme, Fifteen Point Programme Special
Component Plan, Drought Relief and Flood Relief Programme, Family Welfare, Public Health. Eye
Camps, Health Camps, Social Welfare and Adi Dravidar Welfare Measures, Flag Day, TB Seals. and
other schemes not entrusted to District Rural Development Agency.

Matters relating to co- ordination of various departments and organizations involved in
development activities.

Matters relating to census in Village Panchayats, Block Level panchayats and District
Panchayats.

Matters relating to Elections to Village Panchayats, Pt union and District Panchayat.
Visit of VIPs and Committees etc.
Defunct District Board matters.

Other general matters relating to Tourism, Pollution control, Town and Country Planning
etc.

Any other matter as may be assigned to him from time to time by the Government / DRD/
Collector.

1. ASSISTANT DIRECTOR OF RURAL DEVELOPMENT ( PANCHAYAT)

i) Matters relating to Bifurcation / Upgradation / Delimitation / Renaming of Village
Panchays at Union and District Panchayats.
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Vi)

vii)

viii)

iX)

X)

Xi)

xii)

Matters relating to inspection of Village Panchayat, Panchayat union and District
Panchayat Offices, records, works and assets etc.

Matters relating to eviction of encroachments.

Surcharge proceeding under the Tamil Nadu Panchayat Act.1994 against Presidents /
Chairman, Members of Village Panchayat, Union and District panchayat etc.

Scrutiny and follow up of Resolutions, Budgets and administration report of Village
Panchayat, Panchayat Unions and District Panchayats.

Release of statutory and non-statutory grants and Assigned revenue due to Village
Panchayats, Panchayat Unions and District Panchayats.

Monitoring and recovery of amounts due from Village Panchayats, Panchayat Unions
and District Pts. to the Government and other organisations.

Monitoring of collection of taxes, fees, fines and other revenue due to village
Panchayats.

Monitoring of works taken up by Village Panchayats, Panchayat Unions and District
Panchayat from their funds and from SFC grant and TFC grant

Monitoring the maintenance of Drinking water supply, St lights, Roads, M.l. Tanks
etc., and sending reports in this regard to DRD/Government.

Any other proceedings under the T.N. Panchayat Act. 1994 not covered above.
Any other matter as may be assigned to him from time to time by the Government.
I11.ASSISTANT DIRECTOR RURAL DEVELOPMENT (AUDIT)

Monitoring of progress of audit of Village Panchayats. Fund Account and Village
Panchayat Earmarked grants account by the Audit Officer (Dy.BDO) based at Block
level and follow up action on audit report.

Follow up action on Audit Reports relating to Panchayats at all the levels presented
by Accountant General and Director of Local Fund Audit.

Follow up action on Report of Public Accounts Committees / Public Undertakings
Committee and Estimate Committees relating to all the three tiers of Panchayats.

Any other matter as may be assigned to him from time to time by the Government/
DRD/ Collector.
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