GOVERNMENT OF ODISHA
DEPARTMENT OF WOMEN & CHILD DEVELOPMENT

No.WCD-SUBH-MISC-0005-2024-_ X662 < /WCD, Date:__1&/i/ ;?,O).Lg

From
Sri Jyotishankar Mohapatra, OAS
Joint Secretary to Govt.
To
All Collector/ Municipal Commissioners.
Sub: Forwarding of roles and responsibilities of the SUBHADRA Help Desk -reg.
Madam/Sir,

/ In inviting a reference to the subject cited above, | am directed to enclose
» herewith the Roles and Responsibilities of the SUBHADRA Help Desk in
English and Odia for information and necessary action at your end.

Yours faithfully,

~—

1
Joint Secr%t.

Memo No.__ CC36 /W&CD, Dtd.__ /¢ / 11/ 224

Copy with copy of the enclosure forwarded to the PS to Hon'ble Chief
Minister/ PS to Hon’ble Deputy Chief Minister/ PS to Chief Secretary/ PS to DC-
cum-ACS/ PS to ACS to Govt.,, Home Department/ PS to ACS to Govt, R & DM
Department/ PS to Principal Secretary to Govt., W & CD Deptt./ PS to Principal
Secretary to Govt., E & IT Deptt./ PS to Principal Secretary to Govt., | & PR Deptt./
PS to Principal Secretary to Govt., PR & DW Deptt for kind information of Hon’ble
Chief Minister/ Hon'ble Deputy Chief Minister/ Chief Secretary/ DC-cum-ACS/ ACS
to Govt., Home Department/ ACS to Govt, R & DM Department/ Principal Secretary
to Govt.,, W & CD Deptt./ Principal Secretary to Govt.,, E & IT Deptt./ Principal
Secretary to Govt., | & PR Deptt./ Principal Secretary to Govt., PR & DW Deptt.
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ef |l
Joint Secretary to Gov rmnent
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Memo No.__ 26637 /W&CD, Dtd._[6/7//2024

Copy forwarded to All RDCs/ all DSWOs for information and necessary

action.
Joint Secretary to ernment

Memo No.__ X6 6375 /W&CD, Dtd.__[b /1/2224

Copy forwarded to GM, OCAC for information and necessary action.

—

g
Joint Secretary to G?:) Ment




ROLES & RESPONSIBILITIES OF HELP DESK UNDER SUBHADRA

*kk

A Help Desk will function in CDPO office under the supervision of CDPO. The Help
Desk will be managed by 2 resources. It will remain functional from 10.00 am to 6 pm
on all days of a week except govt. holidays.

The primary work of Help Desk is to assist the beneficiaries in getting their
entittements under SUBHADRA besides discharging official assignments related to
SUBHADRA. However, the major roles and responsibilities of help Desk at CDPO level
is as follows:-

1. Collection & Segregation of Forms: The application forms (physical) of the
beneficiaries available with the CSCs/MSKs are required to be collected from all the
CSC/MSKs under the jurisdiction of CDPO. The forms collected should be first
segregated between NFSA/SFSS & Non-NFSA/SFSS followed by segregation of the
same into Block//GP/Village or ULB/Ward wise.

2. Deposit of the forms with office of the MC/BDO/Executive Officer: - The
collected and segregated form then should be deposited with the concerned office as
applicable. Forms should be submitted with a letter issued under the signature of the
CDPO with an abstract of number of applications submitted to each office.

3. Helping and Educating the applicants: - One of the key responsibility of the help
desk resource will be to help the applicant in clearing his apprehensions, educating
her in tracking an application status in the portal, identify the specific issue, if any,
which need to be addressed and help her getting it redressed. This may include
Aadhaar updation, Aadhar Seeding & enabling the bank account of the
benificiary DBT enabled, making the mobile Aadhaar linked etc.

4. Assisting the FETs (Field Inquiry Teams): The Help Desk resource may be
required to assist the FET on the use of mobile app for collection of information and
its storage during filed inquiry process. They have to check the dashboard on the
status of daily inquiry being made by FET and appraise the appropriate authority
(CDPO/BDO) for effective monitoring of field inquiry process.

5. Digitization of Grievances: As redressal of grievances is the hallmark to effective
implementation and monitoring of SUBHADRA, grievances/allegation received from
different sources will be digitized and entered in portal for inquiry and redressal by
the help desk resources.

6. Dashboard/Report/Data base: The Help desk resource will have to prepare
reports accessing the data base & dashboard of Subhadra portal and place it before
the authorities for effective monitoring and implementation of the scheme.

7. Subhadra portal: The resource needs to thoroughly understand the guidelines, the
Standard Operating Procedure (SOP) and other executive instructions pertaining to
the scheme and has to make herself/himself completely familiar with the portal as a
whole and different modules in it in particular, to help/assist/educate the beneficiaries
as well as the citizenry at large for ensuring complete transparency in
implementation of the scheme.

8. IEC: The resource in consultation with BDO/CDPO will coordinate with AWW/AWH
for IEC activities on SUBHADRA in her/his area of operation.
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9. Miscellaneous works: The resource shall have to collect and compile inputs on
entrepreneurial steps taken by women beneficiaries under SUBHADRA under
her/his jurisdiction in consultation with the appropriate authority. They have to collect
data on death cases of beneficiaries receiving the assistance for taking further action
by the dept. S/he has to attend to any other assignments given by BDO/CDPO on
Subhadra for smooth implementation of the scheme.
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34 G218 gee 2YRNF 8QIAUINER 54 @18 gas QIdHIna (CDPO) 63 e 627 662

QIdY KRG | 62Q 692 G 2 § AI99 AR TR AAFIFG 6291 ARRIAT §F FYe1e 49ILQ AN QR
AQIF € 0gIQ ARYI 9T A4S e FIIAA QL

gegl AR AeRIRl Ade GAle RAQI OIe 62 603a glIFie QY 6eRd

IORIFAING LG 2U1FER 6N FITY AIRRI6Q ALY @QQ! | 6066 CDPO 3060 62
6029 g% Al 8 QAR 576Q 991 @RI -

€.

26Q28 A8 AL Ie° JARIRQE: 5g I8 gag AT AU1R6Q 91 A0’ CSCs /
MSKs @, 629 692 fI6Q AR, QUNE TCIRFAIE 2L Ag (TFQIN) A°gL *8QIq
a6 12°9R10 AR A9 e Jaler NFSA/ SFSS 9@° non NFSA/ SFSS 2igaia
QUSR8 QAUTQ N° IIAER YL 9@ / 91.9. / JIF @ GIRE / €IS QAN
J2R1ed Q@QULS |

. A2IR6IQ G0 / 9f QAR 2JRIQT / QITIFAIL 2YRIRNT ATILAER 26Q2R A8 K4

QAQI:- 627 692 AR AT LI G ANC 6LARYS AR TG AS FIMIFAER
@0l RAQIQ 624 | 8¢ ARIH 9T 2RIFIAIF QBTIF 6Q TR 621RSSI GO TG 26IIR AY
QR R AL Y6RIR FITIFAER YR QARSI ZICRFFA°HIIQ TS QTR FARIG
62Q |

. 2ICRRRRAAIG ARIYY IQ° TG @AQ!- 627 602Q Y@ g6 QILQ 6208 ARG

QIFQ AIGF 9 FARUER AQIYY KA, 6ATINER I 2Eeera FoQ @I&eIsa GIg F86
Q0Q, AARIIA AILFIR R FAR AN A& T AN G 59T KRR 9° 1L AARIF
RAQIER AILIYY KRR 1 4E6Q AURIA AUELT, ARIQ TG° 9° TERIQINS QIF 2ARALY
265 A9 @8Q, 6AIRIAN AR AT A AT ALHS CLAAIGA |

FET (6910 698 9R)q d21061 @89l 950 092 g@al AALEQ ol A°ge 1e° 92
Q°Q8E IR SFIRIRR I QIeLRsa FETQ d9100 @0l did 62 68 Q8@
62IRQIER | FET 9181 @QIQIQgQl 6506 692a 800 $YIF6IE QIf QA< 42 909 098
gG9Ia 9RIGHIRT 9RIa% TIR AAY8 @88 (CDPO / 966)g 2996 @aIaQIq 999 |

2R6CAITR FTARQE : 60627 AACAITR AARIG 6208 FOGIQ YRILSIR QMRS
49° GQIRYQ UA0Q, 60¢ FaR 99 JIg ARCAITY AYICARAS Q] 627 622 AINR
AR, 693 9Q° AARIR IR CAITIRER FIHR FRER |



. QUIQ6QIE / F6AIT /RIS 69Q; 627 69 AINY ART NG SN FITI 699 8
NIYCRISY 2R F6AIT GO FALIQ OGS Ie° QIR FRYR 8QIAY B QIIIRIGG!
IR fEUSF fR06R ALIAR AAQIQ 9GS |

. 4RQ! 6aITIR: Y8 6AISAIR AIIIRIRCIER AFE Ig0 IRAG *AQ AR TSN B
QIR AIGNRE ARAG / JTC RAAIY 629 IQ° VAR 627 692 AR AYRT
Qedaiag, AIee QIdiRIRel 988 (SOP) ¥e° 2eiey aIdiRdiel Fedaealg agd
QGER 931 90 ¥a° Agd QIR 6AITIA B T68T QA 1E6R 4RI FAR AFIR ARG Feg
a¢dl AI9ER 980G *GQIg 989 |

. ARRG: QF ARA8 ZRAI! / 59 G149 9T ZRYAIAIT AL AT @6 62Q 6% IR
QR I QINI6TFER AFIR 2RAD. NSRRI AR AWW/AWH Q86 A9Qa aal
@QQ |

. QR QIdy: 62q 692 AIRQ ARG AUYS FRUIT A2 AN @R OIF QIKIEAGER
qeg! 216X Yl IER FRIFIAICES ABIFT 6291 AIR 24 FEYS IPEIA ARFER
02y Q°GL ATLR Ya° LI LRRC QAR | IR IR TQER ALERA 671 IR ALIAS!
ARYQ! Q1 TORLIQIT GaY A°ge QAN UGL | LGIR 9OIR ARG AR 9@
QREQ 2RYRIA1/ Eg TRIE gRE 2RI 69R2R! 2R 6x16d RII6R GIg AV6LIT 6991]
age |
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