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BIHAR VIKAS MISSION
Job Description

Position Title: General Manager — HR (Recruitment), Procurement & Legal
Reports to: Chief General Manager
Department: Bihar Vikas Mission

General Manager - HR {Recruitment),
Procurement & Legal -

Recruitment Cell ' o Procurement & Legal -

Procurement | | Legal Cel

Recruntment

« Ensure clear and adequate specn‘tc recrwtment process of various BVM' posmons and
Identify the best selection tool in order fo ‘select the most: approprlate cendtdate(s) in the
most timely and cost effective manner.as per the requisition. -

« Ensure publication of final result of successful selected candldates as per: the -vacancy and
roster and further recommend ({category wise) the successful candldates for joining

purposes.

Procurement _ RS o .

« Ensure to deve]op overall procurement pian / processes through va[uable lnputs and
- -information. o

. '_'-"Lta:se with the retevant off ctats of BVM to understand and analyze requnrements (lncludtng
technical specsﬁcatlons) for procurement of materials, items ‘and services ‘and _procure the
goods and services as per BVM requ1rements in optimur price and tlme!y manner.

« Ensure preparation of RFPs, RFEs and tender documents to the best vendor setectlon for
procurement of material ttems and services in the interest of BVM and-also ensuring that the

identified requirements are accurately captured and the documents adhere to the
established guidelines and procedures '

» Maintaining the stock of official stat:onary and essenua[ matertals /goods so dS to smooth‘
and uninterrupted functioning of BVM: . _

« Maintaining stock register, fixed asset register, etc

« Ensure timely processing of invoices submitted on account of procured or recelved goods /
services.




BIHAR VIKAS MISSION
Job Description

s To ensure the housekeeping, security & maintenance for BVM offices. Housekeeping officer
will assist for this purpuse.

Contract & Agreement

« Ensure the lawful contracis and agreements, examining documents for their legal-sufficiency
and resolve the issues that need to be resolved as required.

e Finalize the contract & agreements / termlnatlon of oontraot & agreements as per
‘requirement of BVM. - .

o Lead / participate in major l critical neqotlat!ons w1th extemal partles and pro\nde mputs and

suggesticns from a legal standpoint, ensumg comphance and favorable terms and
conditions for BVM. '

s Assist BVM with legal review of the proposais and reviewing the profile of the contractors
and service providers and the applicable registrations.

s+ Monitor and manage changes/ additions required in BVM's contracts and agreements by
fiaison with concerned vender.

Vendor Management

e Manage selection and negotiatlon of major / large external vendors for prov;smn of
Recruitment / Legal / Procurement services to BVM,

o Maintain relationship, coordinate and monitor performance of major / external vendors to
ensure effeotive delivery of services. -

Legal

«  Provide effective and timely legal advu:e at request of BVM Officials in order to enable BVM
to function effectively being legally and statutorily sound.

». - Support the organization by teadmg an efficient team of legal professmnals

e Manage complex !itlgatlon matters and prowde the requ1red support to the appomted
~external counsel.as requlred and; prowde ‘support for: preparation of the wrttten statements
(SOF) of the legal matters for preparation of affidavits by the counsels.

»  Oversee management of. PlL matters with support. of external counsels as reqmred

+ Ensure to put. BVM's oplnlon in-any. court oy arbttrattons / med|atlons /. tnbunals in effective
manner and provide legal support to BVM team by hiring external counsel."

« - Ensure tlmety dlsposai of the comptamts reoelved under BRPGR Act 2015 and CPGRAMS
Related Assngnmerts - S

s Perform other duties or ass:gnmenta as dlrected by Member Secretary, BVM exermsmg his

power under clause 10(4) of notlﬂoatlon beafmg Memo No 116 dated 28- O‘I 2016 of Cabinet
' Secretariat Department, Bihar, Patna. ™

Essential .

o Master's in Law / PG D pioma or MBA m Operatzons from any of the top 75 metltutes as
~ published under the Nationai Institutional Ranking Framework issued by MHRD and / or QS

World University Rankmga and / or UGC reoogmzed UnlverSIty Ranksngs as updated from
time to time - ' .

« Minimumn 15 years of post-gualification eApenence wnth at Ieast 7 years of exper;ence as
fegal counsel and / or experience in ‘planning and. r"anaging proourement ‘tendering. and
contracts for vaned goods and services _

o Bachelor's degrea or nigher




BIHAR VIKAS MISSION
Job Description

= Minimum 12 years of post-qualification work experience in Indian Administrative Service /
minimum 17 years of post-qualification work experience in State Administrative Service

s Deputy Secretary or above level

Preferred

s Less than 55 years of age as on vacancy publish date.

« Experience of working with state / central government / bilateral / multilateral organizations
{e.g. World bank, DFID, UNDP,ADB) in legal advisory role

» Legal speciatization in service matiers
« Experience of devising and implementing large-scale procurement strategies and plans

« Experience in a senior management position in a reputed private organization / multinational
corporation (Revenue > 100 crores; Total employees > 100)

« Demonstrated ability and significant experience in handling senior level government
stakeholders on highly technical and complex legal matters, creation of tenders, RFPs, RFEs
and related documents, em anelmen‘( bid- process and bid process mana ement

e SR

« Strong leadership, stake holder management and interpersonal skills

« Good negotiation, relationship management and communication skills necessary for liaising
with the department, the judiciary and negotiating parties (including vendars)

e Good knowledge of, and experience with, laws dealing with government, procurement
planning and commercial contract admmistratlon especially contract negotiation,
preparation and administration

e Ability to provide independent advice (arally and in writing) on all legal aspects

« Good understanding of litigation process and technlques and experience with managing and
conducting litsgatlon matters

i, StrafegicilnnovativeThinking

ii. | Peopie First

iif. | Consultation and Consensus Building ’ \/

iv. | Initiative & Drive

ANANERANAN

v. | Problem Solving

Aware of principles | Sufficiently Competent to
and their competent to work | support and
application alone advise others




BIHAR VIKAS MISSION
Job Description

Position Title: General Manager - HR {(Management) & 1T
Reports to: Chief General Manager
Department: Bihar Vikas Mission

General Manager— HR (Mana;qement) 21T

Management R o ol T Cell

HR Management | | Admin Cell
Cell : : g

HR Management & Workforce Planning

« Direct the workforce piannmg acity and. its regular updatton in order to understand and
prepare for joining / posting / deputatron / transfers based on strateglc objeotives of BVM
and individual objectives of various cells / functions / Departments '

« Resource planning to calculate the sanctioned posts, actual vaoéncres and to develop
annual staffing plan and accordingly creation of required Posts / Roster clearance / Job
Descriptions & its reiated markmg evelua’uon c:nter;a wrth the due epproval from
competent authority, G o R 5

Policies, Systems, Processes &Procedures R R Siime o

« Recommend improvements to functional procedures and to: follow BVVE HR policies,

processes, standard operating procedures and instructions provided in HR menual of BVM so
that wark is carried out in a controlled and consistent manner.

Compensation and Benefits .= - » R -

» Direct the planning and executron of compensetlon and beneﬁs for the employees of BVM as

per the latest market practices / trend job grades whrte ba!encrng the wrllmgness and
strategic requirements of BVM. S _

Continuous Improvement

e ldentify opportunities for.continuous lmprovement of systems processes and praotrces in the
interest of BVM, : S ;




BIHAR VIKAS MISSION

Job Description

Employes On-Boarding

¢ Obtain Background verification (BGV) report of selected and recommended candidate(s)
from recruiting agency.

s« Ensure to send Offer Letter, Terms of Assignment and Checklist to the sslected and
recommended candidates.

e Direct to match / compare the verified documentis (BGV) with orlginal documents of
selected and recommended candidate(s).

o ‘Ensurej Jomlng of selected and recommended candidate(s). _ : :
+ Ensure proper. documentatlon of a%i newly nired employees during their ;omlng wrth BVM

e Ensure implementation of adequate on- boardmg nrocess for all newly hired employees and

provide them with required orientation program in order to increase their understanding and
fasten their assimilation within BVM - -

HR Establishment

« Ensure proper documentation of all hired / posted / deputed empioyees during their -
engagement with BVM both through manual process and digital (MIS) information.

« Distribution of work (KRAs) amang hired / posted / deputed ofﬁoers | employees for the
smooth functioning of the Mission.

« Tolock after the Transfer and posting of the employees in mterest of BVM.

« Regqulate timely completion of the HR processes such as Confirmation, Exiension,

termination of the contract, Re-engagement, transfer, PPR etc. for DRCC empioyees and
other coniractual employees of BVM. _

= Record keeping of approved leave / medical’ leave of all the government employees of

mission and also ensuring to assign the work to suitable employee. }' offlc:ers of the
concern in the interest of the smooth funo’donlng OT the MISSIOH

Administration
- Preparation of Agenda for. Gaverning Body (GB) mesting / General Body: meetmg and
: '.__Executlve Committee . (EC) meet:ng and its timely. dlstnbut:on -among its: members. -

e Ensure to record maintain and circulate the prooeedmge of meetmgs of the Governmg
Body/ General Body and Executive Commrttee among its members

. Preparatzon of file / reglsters and record keepmg for General Body meetrng, GB meetlng,

EC meeting, proceedings of General Body meetmg, prooeedmgs of GB .meeting,
proceedings of EC meetmg

¢ To send.all those reports w1thm the tsme frame whzch are Iega!ly requlred to be sent to
the Reglstrar of the society. -

. Preparation of files {o reguiate the oonduot and dutles of the employees of BVM

e« To ensure proper implementation of HR pollcy / HR Manual for smooth functronmg and
discharge of official work of the Mission. . :

« ldentify the requlred modrflcanon in HR manua] as per the need of BVM and welfare of its
amployees, P

Training and Deve!opment LT
» Direct the development and implementation of training plans '

. Exeou’ison of In house trammg and external tramlng programs'(lf redurred) m order to make
employee competent with their job suﬁabmty

RTI (Right to information) Lo :
« Ensure timely disposal of RT! applications / appeal appltoatlon

« Obtain necessary information regarding RT! within different sec’ﬁons / ofﬂces of BVM
s Ensure proper documentation and Ilarson for RTI refated work.




BIHAR VIKAS MISSION
Job Description

IT Operations

» Provide guidance in management of T related |nfrastructure prov=ded to and used by
BVM, in order to ensure uninterrupted operations of IT systems and applications.

«  Assist in the effective provision of application support and troubleshooting of IT systems
and appiications of BVM,

s Facilitate in smooth functioning of Website / HRMS with the support of IT team

Related Assignments

» Perform other duties or assignments as directed by Member Secretary, BVM, exercising his
power under clause 10(4) of notification bearing Memo No.- 116 dated 28-01-2016 of
Cabinet Secretariat Department, Bihar, Patna.

Essennal

« PG Diploma / MBA or Master's degree in HR/ IT from any of the top 75 instifutes as publlshed
under the National Institutional Ranking Framework issued by MHRD and / or QS World

University Rankings and / or UGC recognized University Rankings, as updated from time to
time

s Minimum 15 years of post-qualification experience in HR domains such as workforce
planning, recruitment, performance management and / or IT domains such as IT Support,

iT Operations including at least 5 years in positions of progressively increasing managerial
responsihilities

OR
« Bachelor's degree orhigher
« Minimum 12 years of post-qualification work experience in Indian Administrative Service /
minimum 17 years of post-qualification work experience in State Administrative Service
+ Deputy Secretary or above level
Preferred
¢ Less than 55 years of age as on vacancy publish date.

» Experience of working with state / central government/ bilateral / muttilateral organization (e.g.
World bank, DFID, UNDP, ADB) in financial management/ financial planning role

« Experience in a senior management position in a reputed private organization /
multinational corporation (Revenue > 100 crores; Total employees > 100)

Bachelor’'s Degreein Computer Science & Engineering / [T/ Electrical Engineering

. Good mterpersonaiskltis

« Ability to deal with senior Government and non-Government stakeholders and to handle
confidential information
+ (ood organizational and planning skiils

= Ability to interact with internal and external customers in a multi-cultural environment

+  Willingness to expand and enhance the Mission's capability through structures and
processes Knawledge of various aspects of HR function, including market trends

o Awareness of local cultural and social factors and Labour Law provisions
= In-depth knowledge of the IT secior

« Proficiency in written and spoken English

«  Proficiency in MS Office —Word and Excel




BIHAR VIKAS MISSION

Job Description

ii. | People First

I. | Strategic/lnnovative Thinking \,/

_iil. | Consultation and Consensus Building J

iv. | Initiative & Drive

Ve
v. | Problem Solving o T \/

Competent to
support and.. .
advise others

anhd their

competent to work .
application '

|.alone




