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Annexure“A”

JOB PROFILE OF THE CATEGORIES OF INFORMATION & PUBLIC
RELATIONS DEPARTMENT, HIMACHAL PRADESH

Sr. No.

U Se Designdtion Job profile
1. Director’ - 1. Head of the Department
| ' 2. Ensure Effectlve Pubholty of the Government
3. Maintains liaison with Ed1tors and Heads of Eleetrome :
"channels and. other medla persons in and outside the state.
4, Vlsuahze coordinate, 1mp1ement and monitor all-actlvmeé
- '-concernmg pubhclty of the state Government | _
1 s 'Innovates and Imtlates pub1101ty campalgns on pohe1es
pr ogrammes and acmevements of the state govt.
6 Conceptualizes and impl_ements short and long term media
| etrategies for effective pu‘blicity_of the Govt.
(‘ - 7. Strengthening and upgradation of the working ~ of the
Department from time to’ t;lme so as to ensure smooth _
_ functlomng of the Department. '
) _  " ' 8.'- Human Resource Development S0 a8 to ensure eﬁimency |
| 9. Equ1p, 1mprove and upgrade orgamzatlon, ‘with latest
technologies. - | . ' |
) : 10, Feed baok to the poheles dﬂd programmes of the Govt
42 Addl. Director.  Addl. Director -
' - ' 1. Press Publicity
2. Field Publicity
| 3. Press Coo_rdination'._
| | 4. Press covefage of VVIP’s
w | 5. Any other work assigned from time to time.
. 3 Joint Director Joint Director-1 ~
(Directorate)
1. General Administration.
2. Establishment.
3. Budget &Planning.
4, Ins'pection's.‘

e
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5. Any other work assigned from time to time o
Joint Director-I1 | |
(Divectorate) _ '

1. Advertisements of Govt. Departments, Boards and

Corporations.

2. Publication,

| 3. Any other work assigned from time to time -

Joint Dlrector;- '

1L

-Press Secretary to Hon’ble Ch1ef Minister. |

_ Jemt Director
(HPLO Chandigarh) - : . :
“Press Liajson with - Chandlgarh based Med1a persons..

1ncludmg Editors, Asstt Ed1tors, News Editors _and ot_her
Editorial staff '

Providing of useﬁJI mformatlon to newspapers ofﬁces from-

time to t1rne.

Coverage of functions and meetings of Ministers and other

VVIP’s m Chandigarh. ,'

Issue of Features and Press Notes.

5. Any other work assigned from time to time

Deputy Director

-"‘.w‘Pr-“

[y

. Deputy Director (D) (Directorate) -

Field Pubhclty

Press Pub11c1ty

Coverage of Meetings and Functions.

Any other work assigned from time to.time

'Deputy Director (T1) (])nectorate)
. ' Audio-Visual Publicity.

Coverage of Meetings and Functions.

. Aﬁy other werk assigned from time to time.
Deputy Director (HPLO Delhi)

Liaison with the media at national capital

Prowdmg useful 1nformat1_on to newspapers and media

> dansnsanla B nenmiat aavisen e
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T channels for special coverage. - , ]
3, Coverage of Meetings and functions at Delhi.
{ 4. Issue of Press Notes and features.
~ 5.. Any other work assigned from time to time
Deputy . Dlrector (Zonal Office Dharamshala)
1.- Overall supervision of I&PR offices in the Northern Zone.
72;""M0mtor1ng and coordmatlon of pubhclty campalgns in the
Z.on_c, _ _ '
3, Liaison_with the newspapers editors and '.othe;f media
. '.persccs in__.the.zor.l‘c. - o S N
) 14 :“Coﬂziuctingjcf-PreSS-Paljﬁes._...-_.. R o -
5. Dissemination of uscﬁﬂ.inf()rmatioh to media persons.
6. Writing of Features and success stories.
7. Any other work assigned from time to time
Deputy Director (Central Zonal Office Mandi )
A 1 Overall supcrv1s1on of the offices of I&PR in Central.
| 2. Monitoring and co~ord1nat10n of pubhclty campa1gns in the
‘ Zone. . ' '
3. * Liaison with the medla persons in the zone.
4. D1ssemmat1on of useful infofmation to medla per sons.
50 Inspection of the Public Relations Zonal offices.
) “ 6. Writing of Features and success stories. -
7.-Any other work asmgned from time to time
‘5: Reporter 1. 'Transcrlptlon of speeches of Hon'ble Chlcf Minister.
2. Drawing and D1sbursmg officer.
3. Branch Incharge of Accounts /Store Scctlon
4, | Repair and mamtcnance of vehicles.
5. Accreditation.
6. " Award for Developmental Journalism.
6. | Sr. Editor Sr. Editor-1 (GlrlraJ)& Himprastha. :
' B 1. Planning and supervising the overall working of the GmraJ Office.
2. Procurmg Advertisements for Giriraj.
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3. Circulatioh of the Giriraj and Himprastha.

NI
vl

Sr. Editox-I1 (Dlrectorate)

1.

Preparation publications 1 e. Boo}dets folders pamplets
byoachers etc for publicity.
Writing of speeches and articles.
Preparatioﬁ of talking poinfs. |
Edmng

Edlit()ll' n

' Edltor (Gmraj )

Edltmg

B ‘5!0-‘ -

Demgmng and layout of the weekiy

_Supervise Editorial work in the Giriraj |

_ Ensure timely publication of Giriraj. '

Fditor (Himlirastha)
Edltlng of Himprastha morithly.

Ensure best pubhcatlon material for the magazme

- Sr. Technical

Ofﬁcqr.

~ Incharge of Technical Unit _of the Department.

Incharge of ENG unit.
Plan,mng, Superwsmn and deployment of techmaal staff.
Up gradation of P.A. Services.

' Superv1s1on of Technical Staff i in the ﬁeld

' Any other work aSSIgned from time to time

Informaﬁoii
(_)fficers

;spapa\z—a‘.c\v'_#wsﬂz—rmgw
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Press Notes

ertmg of success stories '

Preparation of messages of VIPs.

Coverage of important meegtlngs, functions of allotted
erart'me‘nts.' '

Feature Writing

Script writing.

" Success Stories.

Cover the meetings and’ functions of the Ministers at State




headquarters.
Exhibition. )

110

Public  Relations
Officer (Songs &
Drama)

' Publlc Relatlons Ol‘ficer(S & D) ‘
' Overall In—charge of State Drama Umts of the State.

| . -' 12‘

| Film and Photo

Officer (2)

13- | Supdt. Grade-1

2. Prepare Songs, Skits and plays based on policies and
: programmes of the Govt.
3. Supemsmn of the staff.
A Arrangmg casual art1sts/eultura1 troups.
District Pu’h‘lic {1 _Head of office in the District.
_‘Relatlons Officer_ 2 Drawmg & D1sbursing Authorﬂ:y

3. -Coverage of Govt functions in the District.”
4. Field pubhcxty.

5. Writing of articles -/develop'mental stories and features.

6. Liaison With Distt offices. |
1.

3. Preparation of multlple portraits for exhlb_mon umt'and !

R A

“Film and Photo Officer

* photo features.

- To ensure proper deployment of stafl on duty from time to

- time.

Issue of Press Notes based on the functions of Ministers,

ViP's and Distt Administrations Authorities,

Incharge of Fxlm and Photo Secuon

Photo coverage of important functions and festwals

Mamtenance and em1c:h1men1: of Photo Bank and

supemsmn of photo. libraty.”

O_ver all supervision of alt branches at State headquarters
General administration. _ '

Moniforing of files and dak disposal

Ensure proper Diary and Dishatch. .

To mamtam Roster Reg1ster

Maintain proper record of ACR’ T ' : |
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L Secticn Officer |.
| (SAS)

Preparation of Budget. Estimates and monitoring? ~f
expenditure. | ' '
: Exarmne all ﬁnanc1a1 sanc’uons ﬁxatlon of pay, Step -up
cases, 'GPF sanctlons _and Store stock purchases
.Reconciliation of accounts of Department with AG.
Fmahzatmn of pens1on cases for authorlzatxo,n with AG and

related matters.

. Internal Audlt and mspectlon

Settlement*ofﬁudn paras of the- department with- AG SR

e

Supdt. Grade—II

Superwsing the work of section. ‘allotted - and dealmg of,

1mportant cases themselves i in the ‘allotted sections,

Asstt. Editor

1.

To assist the Editors. R
Wrmng artlcles

erte Editorial in the absence of Editor in the Giriraj.
Co- erdlnate the news and other publicity material.
Preparanon of talking points, messages etc.

Editing of news and other material.

T

Sub Editor

Sub Ed1tmg
‘Design of pages for Gmra;
Edit the material.

- Write feature & artlcles

Wr1t1ng of messages ta]kmg pomts of VVIPS

"| Relations Officer

Asstt. Public | 1.

2
3.
4
5
6
1.
2
3
4
5
1

To assist DPRO’s in the field and senior ofﬁcers at state

_ headquarter.

Press coverage.

Press Notes. . - .

- Feed back. -

‘News clipping.
Website management..

Research & Reference.

119.

Technical Offi'cei' '

ot B B N B Bl

To assist Sr. Technical Officer in procuring and maintaining
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the equipments & operation.
2. Maintenance of Audio/CCTV/Survéillance systems installed
in H P.Vidhan Sabha at Shimla/Dharamsala.

3. Maintenance/updating of departmental website.

Asstt._ Radio

Engineer

1 o supervise the Technical staff in the district.

2. 'To ensure foot proof P.A.services.
3. To identify fringe areas for installation of DTH
4. To énsu‘ie fulfillment of physical targets in respect of

Techmcai staff————— —~ S

5 Updatlon of departmental website in the district. -

Producer

1.To plan and produce of developmental vides documentaries/ | - -

advertisement films/ Audio jingles etc.
2. Production of Himachal Diary.
3 Co-ordination with Doordarshan and other private channels

* and to ensure the telecast of important news items.

Production Asstt.

1. To assist Producer.

2. Co-ordination with the Scriptwriter.

3 To co-ordinate with the Video Film Librarian in maintaining

video library. _
4. To accompany T.V.team during shootmg for developmental

films.

Personal Assistant |

Attached w1th the D1rector

Sr.Cameraman/
Sr.Photographer/

Jr.Cameraman & |

| Still photo coverage of the functions of HLE. the Governor,

Hon ble Chief Mlmster Union’ Ministers, State Mmlsters and

57

A e ¥t dus

| Jr.Photographer other dignitaries.
Asstt. Video | 1. Video coverage of functions/meetings.
Cameraman 12 To transmit footage of important functions/meetings to
_ Doordarshdn/private channels.
Yideo Fiim Editor | 1. Editing of news stories/video documentaries/Himachal
‘ diary etc.
Enginéﬁering 1. Repair and maintenance of equipments.
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Assistants 2. Maintenance of data of website. , e
3. Maintenance of computers and equipments msta]led n
T.V. studlo -
4, Transmlssmn of data to Electromc News Dlsplay Board and
_ Infonnauon Gateway system.
‘Audio/Video To malntam video film Hor ary.
.| Librarian- .~ _ :
“ | Photo Librarian To mamtam film rolls photo al'oum proofs etc. of all the VIPs
- l‘,ﬁmctlons and other photography material. To maintain proper
record/catalogue of the photographs and- maintain all negafives |
Do 7 _ | 1< date w1se to: ensure thelr proper numbermg and handy Iocatlon 1
Lighting Assistant | 1. Mamtenance of lighting equipments. '
’ 2. To accompany TV Team for lighting purposes.
’I‘ech_nflcal. 1. antenance of Photostat and fax machines.
Supervisor . 2 Mamtenanee of DTH/P.A equipments.
Sound Recordist 1.Repair and mamtenance of audio equ1pments
| ' 2 Music/ Narration recording.
“Technical 1. To providePublie Address Services.
Assistant 2. To arrange video shows
3. Repalr and maintenance of aud10/v1de equipments.
4. Installation and maintenance of Direct Receptlon Sets.

5. Hold Group dlseusswns/talks and will apprise - DPRO the
response . of mMasses towards the various
programmes/pohcles of the Govermnent |

"Radio Mechanic/ ‘1. To provide Pubhc Address Serv1ce '
Projector _
Operator 2. To arrange video shows.

3. Repalr andanaintenance of audio/video equ1pments

4. lInstallation and maintenance of Direct Reception Sets.

5. D1str1but10n of Departmental pubhcauons such as Giriraj, I—hmprastha
" and other literature published by the department from time 1o tune

6.. Hold Group dlscussmns/ta]ks and apprlses DPRO of the J
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response of masses towards the vanous programmes/pohcres of

the Government

35 | Senior

Jr. Assistant.

Assistant/.

1. Dealmg cases mcludmg noting and draftmg &
2 Dealmg Estabhshment matters, Accounts Matters, Budget
Plannmg arrd other matters concernmg Depar tmental

workrng

36,

Sr.Stenographers,

jr.Stenographers

ofﬁcer/ sectron

'Takmg drctatrons and carrylng out typmg work of the

-the mdmdual Stenographer/steno typrst is_' |

| and Steno-typists. |
T iif'-".attached w1th

Tetters as required from trme tof trme

i speeches messages and other press related mateual and ofﬁclal

37.

Diary, d1spatch typmg work deahng w1th seats as assrgned to

them from time to tlme to assist St. Assmtants Sectron Oﬂ"lcers '

& other superrors as and when required. ' To. operate computer

" for typing work and feedmg other data/mformatron on it.

38

Drama Inspector

' performances of the Drama Umts

To make arrangements durrng the culture. performances at |
dtf‘ferent parts of the State for stape performance of drama,

skits, short play To prepare and compose new items of Songs |

& Drama bases on drfferent programs and policies of the State |
Govt mcludmg pubhc mterest Varlty programs To conduct the

,,,stage durmg the performances of the Drama Umt To dehver o

speeches on ‘Govt. programmes “and pohcles durmg

~

39,

Stage Master

To prepare stage for the performances of the Drama Unit. To keep

dresses and other artrcles ready for the artists. - To make sound and

lighting arrangement for the stage of the performances.  To arrgnge

wide pubhcrty campalgn before the performance.

40.

Dark
Assistant

Room

| assisting the photographers as and when required.

" To carry out the Job of all dark room related activities mcludmg

preparanon/makmg of all photographs Washmg- of film rolls and

47

| Artists.

To sing songs and act for skits, plays and Musical items based on

Operatrng computer for typlng featureSe e
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programmes and policies ‘of 'the State Govt. for making its WI(:%Q '
pubhcxty among the masses in different parts of the State. |

Harmonium

‘Master

To accompany the artists items w1th Harmomum and keyboard
and help the artists in. composmg new items of songs and

drama. . _
|

| Tabla Master

To play on Tabla and accompany the pcrformances with rhythm

on tabia and Dholak and help the artlsts in composmg new

| items of songs & drama.

.

'i_fTo prepare” des1gns for exhibition- and pubhcatxon wmg Tol |

ensure. to 1nsta11 cxh1b1t10n durmg the 1nternatlona1 fairs and. o

festivals. and other “important occasmns - To maintain the :

| exhibition matenal- propesly and _gtve the requnements for |

exhibition wing.

| Art Assistant’

To assxst Art - Executwe for the chsplay of dcpartmental
exhlbmon To prcpare the designs for Govt. pubhclty literature

and pubhcauon wing of the Department.

S Gestatnor
- - | Operator

All oyclostyling work of routine and urgcnt nature. It is the duty of
the Gestatnor - Operator to maintain and propcrly up-keop the

'cyclostylmg miachines and equipment put in hxs char ge.

. 'Peon/Clean‘er

To. ca;ry and deliver the dak withint and outside thc ofﬁce To cnsure

the cleanliness and general up-keep of the section/wherein postcd and

of the furniture, * fixture and equipment.

Chowkid_ar

To keep watch and ward during and aﬁor office hours. To take

procaunonary mcasures relating to preventlon of fire and damage to

| Government property

. © | Sweeper

To sweep clean and mop the rooms, corridors vverandas and

'compounds To clean the urinals, baths, wash basins etc. dally and -

| propetly. To hght the stoves and to pcrform the allied work.




