
1 

 

Job Chart of Assistant Programming Officer (APO) 
 
� zqsxqísª±sV=ÌÁÍÜ[ D©«sõ ²yÉØ©«sV C.D.ÌÁÍÜ[ Ë³ÏÁúµR¶xmsLjiè NSLSùÌÁ Ŗ¶V zqsÊÁ÷Liµj¶NTP @ª«sxqsLRi\®ªsV©«s ²yÉØ©«sV 

FsxmsöÉÓÁNRPxmsöV²R¶V @LiµR¶ÛÇÁ[̧ R¶V²R¶Li. 

� zqsxqísª±sV=ÍÜ[ Intervention-wise physical and financial data©«sV maitnain Â¿Á[̧ R¶V²R¶Li. 

� LSxtísQû NSLSùÌÁ¸R¶VLi ©«sVLi²T¶ ª«sÀÁè©«s E-mails©«sV FsxmsöÉÓÁNRPxmsöV²R¶V ¿RÁWxqsWò µy¬s úxms¼½¬s úFyÛÇÁNíRPV 

@µ³j¶NSLjiNTP (INRPÉÓÁ), xqsLiÊÁLiµ³j¶»R½ |qsNí][LRiÍÞ @µ³j¶NSLjiNTP (INRP úxms¼½¬s) @LiµR¶ÛÇÁ[̧ R¶V²R¶Li. 

� úFyÛÇÁNíRPV NSLSùÌÁ¸R¶VLiÍÜ[ D©«sõ zqsxqísª±sV=, E-mails recording xqsLjigS xms¬sÂ¿Á[}qs −sµ³R¶LigS »R½gRiV 

¿RÁLRiùÌÁV Â¿Á[xmsÈíÁVÈÁ.   

� ©«sW»R½©«s −sµyù −sxtsQ¸R¶VNRP @LiaSÌÁ©«sV Internet ©«sVLi²T¶ }qsNRPLjiLiÀÁ zqsÊÁ÷Liµj¶NTP @LiµR¶ÛÇÁ[̧ R¶V²R¶Li. 

� ª«sVLi²R¶ÌÁ ª«s©«sLRiVÌÁ ZNP[LiúµyÌÁV, FyhRiaSÌÁÍÜ[ D©«sõ zqsxqísª±sV= internet xms¬sÂ¿Á[}qsÍØ ¿RÁLRiùÌÁV 

¼d½xqsVN][ª«s²R¶Li. 

� ª«sVLi²R¶ÌÁ ª«s©«sLRiVÌÁ ZNP[LiúµyÌÁÍÜ[ xms¬sÂ¿Á[xqsVò©«sõ Data entry operatorsNRPV @ª«sxqsLRi\®ªsV©«s bPORPQßáÌÁV 

Bª«s*²R¶Li, ª«sVLi²R¶ÌÁ róyLiVV LjiF¡LíRiV= ªyLji ©«sVLi²T¶ xqs\lLi©«s xqsª«sV¸R¶VLiÍÜ[ ¾»½zmsöLi¿RÁ²R¶Li. 

� ÑÁÍýØ ªyL<jiNRP úxmsßØ×ÁNRP »R½¸R¶WLkiNTP NSª«sÌÁzqs©«s xqsª«sW¿yLS¬sõ xqsª«sVNRPWLjiè úxmsßØ×ÁNRP »R½¸R¶WLkiNTP 

xqsx¤¦¦¦NRPLjiLi¿RÁ²R¶Li. 

� DISE Data Entry NRPV NSª«sÌÁzqs©«s zqsxqísª±sV= xqsª«sVNRPWLRiè²R¶Li. DISE software©«sV install Â¿Á[̧ R¶V²R¶Li, 

Data Entry Monitor Â¿Á[̧ R¶V²R¶Li. 

� ASO @©«sxmsozqós¼½ÍÜ[, ASO −sµ³R¶VÌÁ©«sV NRPW²R¶ APO ¬sLRi*z¤¦¦¦Li¿RÁ²R¶Li. 

� DISE data©«sV ¬sLñki»R½ ¾»½[µk¶ÍÜ[gS ª«sVLi²R¶ÌÁ AxmslLi[ÈÁLì=Â¿Á[ FsLiúÉÔÁ Â¿Á[LiVVLi¿RÁ²R¶Li. DISE data 

consistency¬s check Â¿Á[zqs  error free data©«sV ¬sLñki»R½ ¾»½[µk¶ÍÜ[gS LSxtísQû NSLSùÌÁ Ŗ¶VLiÍÜ[ 

xqsª«sVLjiöLi¿yÖÁ. 

� −s−sµ³R¶ LjiF¡Lí̀i ÛÇÁ©«slLi[ÉÞ NSª«s²y¬sNTP @ª«sxqsLRi\®ªsV©«s programmes »R½¸R¶WLRiVÂ¿Á[̧ R¶V²R¶Li, report 

generation ª«sVLji¸R¶VV process©«sV xqsVÌÁË³ÏÁ»R½LRiLi Â¿Á[̧ R¶V²R¶Li. 

� AMO, ALSCO, CMO, GCDOÌÁ µy*LS SSA, NPEGEL, KGBVÌÁ xqsª«sW¿yLS¬sõ }qsNRPLjiLiÀÁ 

úN][²³U¶NRPLjiLi¿RÁ²R¶Li, ¬sLñki»R½ ¾»½[µk¶ÍÜ[gS LSxtísQû NSLSùÌÁ¸R¶W¬sNTP xqsª«sVLjiöLi¿RÁ²R¶Li. 
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� Out of School Children progress reports, quality improvement progress reports©«sV úxms¼½®©sÌÁ 

¬slLôði[bP»R½ ¾»½[µk¶ÍÜ[gS LSxtísQû NSLSùÌÁ Ŗ¶W¬sNTP xqsª«sVLjiöLi¿RÁ²R¶Li. 

� @zqs|qísLiÉÞ ríyÉÓÁzqísNRPÍÞ @µ³j¶NSLji ©«sVLi²T¶ úFyÛÇÁNíRPV interventionsNRPV xqsLiÊÁLiµj¶LiÀÁ©«s xqsª«sW¿yLS¬sõ 

}qsNRPLjiLiÀÁ ¬sLRi*z¤¦¦¦Li¿RÁ²R¶Li. 

� úxms¼½ ®©sÌÁ 5ª«s ¾»½[µk¶ÍÜ[gS work done statement©«sV úFyÛÇÁNíRPV @µ³j¶NSLjiNTP xqsª«sVLjiöLi¿RÁ²R¶Li. 

� úFyÛÇÁNíRPV @µ³j¶NSLji, |qsNí][LRiÍÞ @µ³j¶NSLRiVÌÁNRPV NSª«sÌÁzqs©«s xqsª«sW¿yLS¬sõ @Liµj¶Li¿RÁVÈÁ.   

� xqsLiÊÁLiµ³j¶»R½ |qsNí][LRiÍÞ @µ³j¶NSLRiVÌÁ ©«sVLi²T¶ data©«sV }qsNRPLjiLiÀÁ, ÑÁÍýØ Web portal©«sV update 

Â¿Á[̧ R¶V²R¶Li. 

� ®©sÌÁÍÜ[ 5 L][ÇÁÙÌÁV ª«sVLi²R¶ÌÁ ZNP[LiúµyÌÁ©«sV xqsLiµR¶Lji+LiÀÁ data maintenance \|ms »R½gRiV xqsW¿RÁ©«sÌÁV, 

xqsÌÁ¥¦¦¦ÌÁV Bª«s*²R¶Li. 


