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Roles and Responsibilities at SSBK:
Chairman & President:
Leadership & Vision:

e Setting the Direction: The Chairman provides overall leadership and sets the strategic direction
for the organization, ensuring alignment with its spiritual mission and values.

e Visionary Guidance: They inspire and motivate members by articulating a compelling vision for
the future of the organization.

e Creating a Positive Environment: Fostering a supportive and inclusive environment where
members can grow spiritually and connect with each other.

Governance & Administration:

e Overseeing Operations: The Chairman oversees the day-to-day operations of the organization,
ensuring efficient and effective management of resources.

¢ Financial Stewardship: Ensuring the financial stability and sustainability of the organization.
¢ Legal and Regulatory Compliance: Ensuring compliance with all relevant laws and regulations.

e Conflict Resolution: Addressing any conflicts or disagreements within the organization fairly and
effectively.

Spiritual Guidance & Support:

e Leading by Example: The Chairman serves as a role model for spiritual growth and ethical
conduct for all members.

e Providing Spiritual Guidance: Offering spiritual guidance and support to members when
needed.

e Promoting Spiritual Growth: Creating opportunities for members to deepen their spiritual
understanding and practice.

Community Engagement:

¢ Representing the Organization: Representing the organization to the wider community and
building positive relationships with other organizations.

e Community Outreach: Engaging in community service activities and promoting the
organization's values within the community.

Team Building & Development:
e Building a Strong Team: Building and nurturing a strong and cohesive leadership team.

¢ Mentoring and Developing Leaders: Identifying and developing future leaders within the
organization.
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General Secretary:
Administrative Leadership:

e Overseeing Daily Operations: The General Secretary is responsible for the smooth and efficient
running of the organization's administrative functions. This includes managing staff, overseeing
finances, and ensuring that all operational aspects are well-organized and coordinated.

¢ Record Keeping & Communication: Maintaining accurate records of all organizational activities,
including membership records, financial transactions, and meeting minutes.They are also
responsible for effective internal and external communication, including newsletters, website
updates, and public relations.

e Event Planning & Coordination: Organizing and coordinating various events and programs, such
as religious ceremonies, workshops, retreats, and community outreach initiatives.

Strategic Planning & Implementation:

e Supporting the Vision: Working closely with the Chairman and other leadership members to
develop and implement strategic plans that align with the organization's mission and vision.

¢ Project Management: Overseeing the implementation of various projects and initiatives,
ensuring they are completed on time and within budget.

¢ Resource Management: Identifying and securing necessary resources, including financial,
human, and material resources, to support the organization's activities.

Member Support & Engagement:

e Building Relationships: Fostering positive relationships with members and the wider
community.

e Addressing Member Concerns: Addressing member concerns and inquiries promptly and
effectively.

e Promoting Member Engagement: Encouraging active participation and involvement of
members in the organization's activities.

Financial Management:

e Budgeting & Financial Planning: Preparing and managing the organization's budget, ensuring
financial sustainability and responsible use of resources.

¢ Financial Reporting: Preparing financial reports for the Board of Directors and other relevant
stakeholders.

e Fundraising & Donor Relations: Identifying and pursuing fundraising opportunities and
maintaining positive relationships with donors.

Legal & Compliance:
e Ensuring Compliance: Ensuring that the organization complies with all relevant laws,

regulations, and ethical standards.
e Legal Advice: Providing guidance on legal and regulatory matters as needed.
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SSBK Coordinator:
Planning & Execution:

e Program Development: Assist in the planning and development of various spiritual programs,
such as workshops, retreats, seminars, and community outreach initiatives.

e Logistics & Coordination: Handle the logistical aspects of events, including venue booking,
resource allocation, scheduling, and ensuring smooth execution on the day of the event.

e Volunteer Management: Recruit, train, and manage volunteers for various programs and
activities.

Member Support:

e Facilitating Participation: Encourage and facilitate member participation in various programs
and activities.

e Addressing Member Needs: Address any concerns or questions from members regarding
programs and activities.

e Building Relationships: Foster a sense of community and belonging among members.
Communication & Reporting:

¢ Communication: Communicate effectively with members, volunteers, and other stakeholders
regarding program details, schedules, and updates.

e Reporting: Prepare reports on program outcomes, attendance, and other relevant data.

Specific Areas of Coordination: Depending on the specific needs of the organization, coordinators may
specialize in areas such as:

e Youth Programs: Coordinating programs for young people, such as Sunday school, youth
groups, and summer camps.

e Community Outreach: Coordinating community service projects, such as food drives, clothing
drives, and visits to local shelters.

e Special Events: Coordinating special events, such as festivals, celebrations, and fundraising
events.

e Membership Drives: Coordinating membership drives and welcoming new members to the
organization.
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SSBK Re-Activation Coordinator:

Identifying Inactive Members:

Data Analysis: Analyze membership data to identify inactive members. This may involve tracking
attendance records, participation in events, and other relevant metrics.

Communication Records: Review communication records to understand the last point of
contact with inactive members.

Developing Reactivation Strategies:

Personalized Outreach: Develop personalized outreach plans for different segments of inactive
members, considering their past engagement levels and potential reasons for inactivity.

Communication Channels: Explore various communication channels, such as email, phone calls,
social media, and personal visits, to reach out to inactive members.

Incentivizing Re-engagement: Plan and implement special events, programs, or incentives to
encourage inactive members to return to the organization.

Implementing Reactivation Efforts:

Outreach Campaigns: Conduct outreach campaigns through various channels, such as email
newsletters, personalized invitations, and social media posts.

Personal Contact: Make personal phone calls or visits to reconnect with inactive members and
address their concerns.

Follow-up: Follow up with inactive members who respond to outreach efforts to address their
needs and facilitate their re-engagement.

Tracking and Reporting:

Track Progress: Track the progress of reactivation efforts, including the number of contacts
made, the number of members who have re-engaged, and the reasons for re-engagement.

Analyze Data: Analyze data to identify successful reactivation strategies and areas for
improvement.

Report Findings: Report findings to the leadership team to inform future reactivation efforts.

Building Relationships:

Fostering a Welcoming Environment: Create a welcoming and inclusive environment for
returning members.

Providing Support: Provide ongoing support and guidance to re-engaged members to help them
feel connected and valued.
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Dishaadipathi:

Leadership & Oversight:

Overseeing District Operations: The District Head is responsible for the overall leadership and
management of all activities within their assigned district. This includes overseeing the work of
local centers, groups, and volunteers.

Implementing Organizational Strategies: Ensuring that the organizational vision and strategic
plans are effectively implemented at the district level.

Building a Strong Local Presence: Establishing and maintaining a strong presence and positive
image for the organization within the district.

Member Development & Engagement:

Enrolling& Engaging Members: |dentifying and recruiting new members and fostering a
welcoming and inclusive environment for all members.

Supporting Member Growth: Providing support and guidance to members in their spiritual
growth and development.

Addressing Member Needs: Addressing the spiritual and social needs of members within the
district.

Program Development & Implementation:

Organizing & Conducting Programs: Organizing and conducting various spiritual programs and
activities, such as classes, workshops, retreats, and community service projects.

Mobilizing Volunteers: Recruiting, training, and motivating volunteers to support the
organization's activities.

Resource Management: Managing and utilizing resources effectively to support the
organization's activities within the district.

Community Outreach:

Building Community Relationships: Building and maintaining positive relationships with the
local community and other organizations.

Community Service: Engaging in community service activities to serve the needs of the local
community.

Promoting Interfaith Dialogue: Fostering interfaith dialogue and understanding within the
community.

Communication & Reporting:

Communicating with Headquarters: Maintaining regular communication with the organization's
headquarters, providing updates on district activities and progress.

Reporting on District Performance: Preparing reports on the performance of the district,
including membership growth, program participation, and community outreach activities.
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Kshetradisha:

Overseeing Local Units: The Taluk Head oversees the activities of local units within a specific taluk (a
sub-district administrative unit in India). This may include managing centers, groups, and individual
members within that area.

Member Recruitment & Engagement: Actively recruiting new members within the taluk and fostering a
sense of community and belonging among existing members.

Conducting Local Programs: Organizing and conducting various spiritual programs and activities at the
local level, such as satsangs, bhajan sessions, and community service projects.

Building Local Partnerships: Collaborating with local community leaders, organizations, and institutions
to promote the organization's values and engage in community service activities.

Addressing Local Needs: Identifying and addressing the specific spiritual and social needs of the local
community.

Reporting to District Head: Providing regular updates on the activities and progress within the taluk to
the Dishaadipathi.
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Kshetrapalaka:
Administrative & Operational Support:

e Record Keeping: Maintain accurate and up-to-date records of all members, activities, and
financial transactions within the taluk.

e Communication: Serve as the primary point of contact for members within the taluk and
communicate effectively with them regarding organizational news, events, and activities.

e Logistics & Coordination: Assist in the planning and coordination of local events and programs,
including booking venues, arranging transportation, and managing logistics.

e Financial Management: Assist in the collection and management of funds within the taluk,
ensuring proper accounting and financial reporting.

Member Support & Engagement:

e Welcoming New Members: Welcome new members to the organization and provide them with
necessary information and support.

e Addressing Member Concerns: Address any concerns or inquiries from members within the
taluk promptly and effectively.

e Fostering Community: Foster a sense of community and belonging among members within the
taluk.

Supporting Local Leadership:

e Assisting the Taluk Head: Provide administrative and logistical support to the Kshtradishain
their duties.

e Coordinating with Local Units: Coordinate the activities of various local units within the taluk.
Reporting & Communication:

e Prepare Reports: Prepare regular reports on the activities and progress within the taluk to the
Kshtradisha and other relevant authorities.

e Communicate with Headquarters: Maintain regular communication with the organization's
headquarters to ensure smooth coordination.

Copyright ® SHIRDI SAI BIKSHA KENDRA



=¥

SHIRDI SAI BIKSHA KENDRA °®

\

Branch Khajanchi:
Financial Management:

e Budgeting & Planning: Assist in the preparation and management of the taluk's budget,
ensuring that expenses are aligned with the approved budget and that funds are utilized
effectively.

¢ Fund Collection & Management: Oversee the collection of funds within the taluk, including
membership fees, donations, and other contributions.

¢ Financial Record Keeping: Maintain accurate and up-to-date financial records, including income,
expenses, and bank transactions.

o Financial Reporting: Prepare regular financial reports for the Taluk Head, District Finance Lead,
and other relevant authorities.

Fund Raising & Resource Mobilization:

¢ Identifying Funding Opportunities: Identify potential funding sources within the taluk, such as
local businesses, donors, and grant-making organizations.

e Organizing Fundraising Events: Organize and coordinate fundraising events within the taluk,
such as cultural programs, charity events, and donation drives.

Financial Compliance & Auditing:
e Ensure Compliance: Ensure compliance with all relevant financial regulations and guidelines.

e Conduct Audits: Conduct regular audits of the taluk's finances to ensure accuracy and
transparency.

Financial Literacy & Education:

e Educate Members: Educate members about the importance of financial contributions and the
organization's financial needs.

e Promote Transparency: Promote transparency and accountability in all financial matters.
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Branch Coordinator:

Program Coordination & Implementation:

Planning & Execution: Coordinate the planning and execution of various spiritual programs and
activities within the taluk, such as satsangs, workshops, retreats, and community service
projects.

Volunteer Management: Enroll, train, and manage volunteers for various programs and
activities within the taluk.

Resource Allocation: Ensure the effective utilization of resources, including finances, materials,
and human resources, for programs within the taluk.

Member Engagement & Support:

Outreach & Recruitment: Identify potential members within the taluk and conduct outreach
activities to attract new members.

Member Support: Provide support and guidance to members within the taluk, addressing their
spiritual and social needs.

Fostering Community: Create a sense of community and belonging among members within the
taluk through various social and spiritual activities.

Communication & Reporting:

Communication: Maintain effective communication with members, volunteers, and other
stakeholders within the taluk.

Reporting: Prepare reports on the progress and outcomes of programs and activities within the
taluk.

Liaison with District Level: Act as a liaison between the taluk and the district-level leadership,
providing regular updates and feedback.

Community Engagement:

Community Outreach: Engage in community service activities and build positive relationships
with the local community.

Interfaith Collaboration: Foster interfaith dialogue and collaboration with other religious and
community organizations.
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GGS Pramukhs:
Identifying & Addressing Local Needs:

¢ Needs Assessment: Conduct needs assessments within the taluk to identify areas where the
organization can make the most significant impact. This could include areas like poverty,
education, healthcare, environmental issues, or social welfare.

e Community Engagement: Actively engage with local communities to understand their needs
and concerns.

e Prioritizing Service Projects: Prioritize service projects based on the identified needs and the
organization's resources.

Planning & Implementing Service Projects:

¢ Project Planning & Coordination: Plan and coordinate the implementation of various service
projects, such as:

o Community Outreach: Organizing food drives, clothing drives, medical camps, and other
community service initiatives.

o Education Support: Supporting local schools and educational institutions through
initiatives like tutoring, providing educational materials, and building libraries.

o Environmental Conservation: Organizing tree plantation drives, cleaning campaigns,
and awareness programs on environmental issues.

¢ Volunteer Recruitment & Management:Enroll, train, and manage volunteers for service
projects.

Monitoring & Evaluation:

e Track Progress: Monitor the progress of service projects and evaluate their impact on the
community.

e Collect Data: Collect data on the outcomes of service projects to measure their effectiveness.

¢ Make Adjustments: Make necessary adjustments to service projects based on the evaluation
findings.

Building Community Partnerships:

e Collaborate with Local Organizations: Collaborate with other NGOs, government agencies, and
community organizations to maximize the impact of service projects.

¢ Build Community Relationships: Build strong relationships with local community leaders and
residents.
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Additional Roles & Responsibilities at SSBK:
Datta Dhama Head:

1. Research & Development:
o Define Research Areas: Identify and prioritize research areas relevant to the organization's
spiritual mission and goals. This might include:

o Historical & Theological Research: Investigating ancient scriptures, historical texts, and
the lives of spiritual masters.

o Philosophical & Theological Studies: Exploring and analyzing spiritual concepts,
doctrines, and their contemporary relevance.

o Sociological & Cultural Studies: Examining the impact of spirituality on individuals,
communities, and society.

o Comparative Religion: Studying different spiritual traditions and their interconnections.

e Lead Research Projects: Oversee and conduct research projects, including:

o Designing research methodologies: Selecting appropriate research methods (e.g.,
textual analysis, surveys, interviews).

o Gathering and analyzing data: Collecting, organizing, and interpreting research findings.
Disseminating research findings: Publishing research papers, articles, books, and
presenting findings at conferences.

e Build Research Capacity:

o Recruit and mentor researchers, scholars, and interns.

o Foster a collaborative research environment.

o Develop and maintain a research library and database.

2. Academic Engagement:
e Organize Academic Events:

o Host conferences, workshops, seminars, and lectures on topics related to spirituality
and religion.

o Invite renowned scholars and spiritual leaders for guest lectures and discussions.

e Collaborate with Academic Institutions:
o Establish partnerships with universities, colleges, and research institutions.
o Offer research opportunities to students and faculty.

e Publish Scholarly Works:

o Encourage and support the publication of research findings in academic journals and
books.

3. Community Outreach:
e Share Research Findings with the Public:

o Disseminate research findings through accessible formats, such as articles, blogs, and
public lectures.

o Develop educational materials for the general public.

e Engage with the Community:
o Participate in community outreach programs and events.
o Offerresearch-based insights to address societal challenges.
4. Administrative Leadership:
¢ Manage Research Center Operations:
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o Oversee the day-to-day operations of the research center, including budget
management, resource allocation, and personnel management.
o Ensure the ethical and responsible conduct of research.
Represent the Research Center:
o Represent the research center at conferences, meetings, and other professional events.
o Build relationships with external stakeholders.
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Goshala In-Charge:

1.Animal Care & Welfare:
e Direct Care: Oversee the daily care of the cows, including feeding, watering, cleaning, and
providing medical attention.
e Habitat Management: Ensure a clean, safe, and comfortable living environment for the cows,
including proper shelter, adequate space, and hygienic conditions.
e Veterinary Care:
o Coordinate with veterinarians for regular checkups, vaccinations, and treatment of any
illnesses or injuries.
o Implement disease prevention measures to maintain the health of the herd.
e Dietary Needs:
o Ensure the cows receive a nutritious and balanced diet, including fresh grass, hay, and
supplementary feed.
2. Spiritual & Cultural Practices:
e Cow Worship: Lead and participate in daily rituals and prayers associated with cow worship,
such as "Gau Puja" (cow worship ceremonies).
e Spiritual Significance: Educate visitors and volunteers about the spiritual significance of cows in
Hindu tradition and their role in maintaining ecological balance.
e Connecting with Tradition: Foster a deep connection between the Goshala and the surrounding
community through cultural events, workshops, and educational programs.
3. Sustainability & Resource Management:
e Sustainable Practices: Implement sustainable practices within the Goshala, such as:
o Organic farming: Utilizing cow dung and urine for organic fertilizer and biogas
production.
o Water conservation: Implementing efficient water usage practices.
o Waste management: Proper disposal of waste products from the Goshala.
e Resource Management:
o Manage the Goshala's resources effectively, including finances, personnel, and supplies.
o Explore opportunities for fundraising and community support.
4. Community Engagement:
e Outreach:
o Organize educational programs for the local community on cow care, animal welfare,
and the importance of protecting cows.
o Conduct tours of the Goshala for visitors and volunteers.
e Volunteer Management:
o Recruit, train, and manage volunteers who assist with the care of the cows and other
Goshala activities.
5. Leadership & Guidance:
e Team Leadership: Lead and motivate the staff and volunteers working at the Goshala.
e Ethical Leadership: Uphold the highest ethical standards in all aspects of Goshala management.
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Finance Head:

Financial Planning and Budgeting:
e Develop and manage the organization's annual budget, ensuring it aligns with the spiritual
mission and goals.
e Forecast income and expenses, monitor cash flow, and identify potential financial risks.
e Prepare financial reports for leadership, the board of directors, and donors.
Fundraising and Resource Development:
e Develop and implement fundraising strategies to support the organization's programsand
initiatives.
e Manage donor relations, including stewardship and acknowledgment of contributions.
e Explore grant opportunities and manage grant applications.

Financial Management and Control:
e Oversee all financial transactions, including accounts receivable, accounts payable, and payroll.
¢ Implement and maintain strong internal controls to safeguard assets and prevent fraud.
e Ensure compliance with all applicable laws and regulations, including tax laws and non-profit
accounting standards.

Investment Management:
¢ Manage the organization's investments, ensuring they align with the organization's risk
tolerance and financial goals.
e Advise leadership on investment decisions and potential investment opportunities.

Strategic Financial Planning:
e Provide financial analysis and advice to support strategic decision-making.
e Develop long-term financial plans to ensure the organization's financial sustainability.

Ethical and Transparent Practices:
e Maintain the highest ethical standards in all financial dealings.
e Ensure transparency and accountability in all financial matters.

Unique Considerations for Spiritual Organizations:

e Alignment with Mission: Financial decisions must always be aligned with the organization's
spiritual mission and values.

e Donor Trust: Building and maintaining donor trust is paramount. Transparency and ethical
stewardship of funds are essential.

e Resource Allocation: Prioritizing resource allocation to support spiritual programs and outreach
activities while ensuring financial stability.

¢ Volunteer Management: Effectively managing and utilizing volunteer resources to support
financial operations.
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Finance Auditor:

Independent Examination:
o Conduct an independent and objective examination of the organization's financial
records, including income statements, balance sheets, and cash flow statements.
o Verify the accuracy and completeness of financial information.

Compliance with Standards:
o Ensure compliance with all applicable accounting standards, regulations, and legal
requirements.
o Assess the organization's adherence to internal control procedures and best practices.

Risk Assessment:
o ldentify and assess potential financial risks, such as fraud, embezzlement, and misuse of
funds.
o Evaluate the effectiveness of internal controls in mitigating these risks.

Fraud Detection:
o Investigate any suspected irregularities or fraudulent activities.
o Develop and implement fraud prevention measures.

Reporting:
o Prepare an audit report outlining the findings of the audit, including any identified issues
or concerns.
o Communicate audit findings to the organization's leadership, board of directors, and
other relevant stakeholders.

Recommendations:
o Provide recommendations for improving financial controls, enhancing operational
efficiency, and mitigating risks.

Unique Considerations for Spiritual Organizations:

e Ethical and Spiritual Considerations: Auditors must be sensitive to the spiritual and ethical
values of the organization while conducting their work.

e Donor Trust: Audits play a vital role in maintaining donor trust and confidence in the
organization's financial integrity.

e Transparency and Accountability: Audits contribute to greater transparency and accountability
in the use of donated funds.

e Compliance with Religious and Charitable Laws: Many spiritual organizations have specific legal
and regulatory requirements that must be considered during audits.
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Guruji’s Personnel Secretary:
Administrative Support:
e Scheduling and Calendar Management:
o Managing appointments, meetings, travel arrangements, and events.
o Coordinating with internal and external stakeholders.
e Communication Management:
o Handling correspondence, including emails, phone calls, and letters.
o Drafting and preparing documents such as reports, presentations, and speeches.
e Travel Arrangements:

o Booking flights, accommodations, and transportation for travel related to spiritual
retreats, conferences, or other engagements.

e Office Management:

o Maintaining the office environment, including ordering supplies and managing
equipment.

Executive Support:
e Research and Analysis:

o Conducting research on various topics related to the organization's mission and
activities.

o Preparing reports and presentations for meetings and events.
e Project Coordination:

o Assisting with the planning and execution of special projects and initiatives.
e Event Planning:

o Assisting with the planning and coordination of events such as retreats, workshops, and
community outreach programs.

Spiritual Support (May Vary):

e Prayer and Meditation Support: Depending on the specific role and the organization's culture,
the PA may provide some level of spiritual support to the individual they assist. This could
include prayer, meditation, or other spiritual practices.
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