A. Teaching

Duties and responsibilities of Employees of SLIET

Sr.No. Employees Cadre

Duties and Responsibilities

1. Dean/Professor In-
charges

To assist and advise the Director in respective fields.

To monitor and supervise Subordinate officers and staff working under them.

To ensure the confidentiality of assigned administrative matters.

To help the Director in convening various meetings of SLIET Society, B.O.M. Finance
Senate etc.

To exercise administrative and financial powers delegated to him by the Director
from time to time.

Any other work assigned by the higher authorities.

2. Heads of the Department

To plan and manage overall departmental including teaching and research work.
To assign works to subordinate staff in respective disciplines.

To prepare and handle the budgetary/purchase proposals and its effective use for
development of the department.

To co-ordinate faculty/staff/students working under him/her supervision.

To attend meetings at Department/Institute level.

To maintain liaison between management and subordinate staff.

To ensure that all laboratory equipments are operational and functional.

To attend and respond the orders of Professors In-charges/Deans/Director at
desired level.

To manage departmental books/equipments and its stock for student record.
Any other duty assigned by the higher authorities.

3. Head/In-charge (Training
and Placement Cell)

Responsible to arrange training of the students in various industries.
Responsible to place the students in various industries/institutions by arranging
campus and off campus interviews.

To maintain liaison with the industrial houses for imparting proper training and
placement of the students.

To prepare and forward the awards of training components of students to the
concerned authorities.

Any other duty assigned by the higher authorities.
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! To hold men iostel affairs.
‘ o report to th 36 n(V\/)/Proleesor(S Y.
: ~\n\' other duty zscigned by the higher zuthoritie

~ Wardens ‘ mb&pvn\lbl for mzintenance of discipline and various stuc

,) '
»4 :
[

related activities in the
. hostel.
« -To ensure the hygienic conditions in the hostel and its surrounding arez.
< Toensure that the food served to the hostel inmastes is hygienic and of prescribed standards.
. To give necessary ccunseling tc the stu dﬂnts and also have lizison with the parents for

meintaining proper discipline and for academic development of the students.
« To monitor zncd supervise the work of hosm( staff and mess specifically.
< To manage meetlings and administrative functicns at hostel level.
< Any other duty zssigned by the higher authorities.
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Tezching
LT smplovee (i sibilities
NG Cedre . o
1 Frofessor « Providing Ipa ership in both Post-greduste and Under-graduate courses in his/her field of
specielizatio
. « Teaching and cesearch.
« Consultancy services.
< Policy plenning, Menitering and evaluation znd promotional sctivilies both at Deparimeniz]
and Institutional level.
«  Curriculum developmeni and developing resource materials.
< Design and development of new programmes.
« Continuing education activities.
« Interacticn with Industry and Society.
< Administrative zssignments at both Department and Institutional levele.
< Any cther duty assigned by the higher authorities.
2 Aseit Professor « Tezching includin ng Lzbcratory work. -
« Research aciivitizs ané research guidance.
|
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LECIUTESD o Tezching &nc research
« Instruciion in leborzaion ,
« Stugdent zssessment, evaluziicn and counseling
« Assigling in consultancy and R & D services
+  Develoging resources materiz! znd leboretery development.
znd extra c '?ies.
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&, Non-feaching

g

Sr. No. Employee Cadre | Duties and responsibilities

7 Director « As provided in the Memorandum of Association. .

S

Registrar j e To be custodian of the records, the funds of the Institute and such other property of the
Institute as the Board of Management may commit to his charge. :
¢ To conduct the official correspondence on behalf of the authorities of the Institute.
« To issue notices convening meetings of the authorities of the Institute and all committee
and sub-committees appointed by any of these authorities. ‘
e To keep the minutes of the meetings of all the authorities of the Institute and of aH the
committees and sub-committees appointed by any of these authorities.
e To make arrangements for the examinations conducted by the Institute.
< To represent the Institute in suits or proceeding by or against the Institute, sign powers cf .
attorney and perform pleadings or depute his/her representatives for this purpose.
« .To enter into agreement, sign documents and authenticate records on behalf of the Institute.
¢ To hold in special custody books and documents of the Institute.
"« To safeguard and maintain the buildings, gardens, office, oantebn cars and other vehicles,
laboratories, libraries, reading rooms, equipment and other properties of the Institute.
e To perform such other duties as may be specified in the Rules and Bye-laws or as may be
specified by the Beard of Management or the Director from time to time.

/j’/7/=-

3. Dy. ¢ To co-ordinate and supervise the work of Administration Section. ‘
Registrar(Admn.) e Assist in recruitment of teaching and non-teaching posts-advertisements, scrutiny of
applications, Issue of interview call letters, conduct of interviews, approval of
appointments, maintenance of roster register.
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non-teechine emglcye reparation i’

persona! files, joining oroer
in:;:h.Jding sfudy leaves. ex
ses, seminars, conferance

Hu\,

i mee‘ung of SLIET & ocmy Bcard of Management ana

nitistion of disciplinz proceeomoQ ocams' th

i the erroring employses - processing of cases
for disciplinary er:,tic;ru suspension, issue of
pu
of

Y
charge-sheﬂs, constitution of inguiry
unishments, termination of services eic.
SLIET by engaging advocates, follow-up oi

committees, action cn inguiry reports, awa
In Legal matters - tc defend cases on be
court cases ,actio on court verdict ’
Wiaintenance of ennusl confident Icl reports record of the {eaching and non tesching
employees. ' "

Any other work zssigned by the higher authorities.
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4 Dy. Fegistrar(A8A)
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Preparation of Annual budget, revised budget estimates. mazintzinin

{ranszciion, Dealing with Income Tax of the employees, Frofessional Tax a >
Disbursement of szlery, CPF money, scholarships, re emunerations, contractual amounts.
P inet bills. Lizisoning with banks having Institute cccm,r‘ ts.

= (l’)

Cog intzining financial record.
Sup d providing guidence
Section

To control over ihe finences (remittances anc
expenciiure wiihin the sanclioned grant P.(—Mra- siy
esiimeates/periormzance budgel. FPreparaiion Ci
Beport. Annug! Accounts, EFC propesais and
Instituie
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: = OPF zccounis, annual submissicn | { ecooumis

icuct internzl e Ly ihie Ful,r.c. NS Dc,:a meni, 2l minue

' 'er advice cn a!l r*‘”tT’r\ involving fingncigl implicstions, & diture of govi. money to

zns for economy |
aSSIgned by the higher zuthorities.

n expenditure.

5. Dy. « Tg¢ deal with all demic matters such ss admission (Certificate, Diploma, UG, PG and
Regisirer(Acad.) Ph.D.).
« Al zcacdemic works relzting to certificate, diploma, degree and ;,oet greduate courses
« Conduct of examinztion of ceriifica‘ie diploma, decree and posi-greduate courses,
¢ To zssict Dean (Academics) a Ch—lrmcl dmission commiit2e in academic meiiers.
« - Tc check eligibility for cigburse nmt of sti ean/schGlarslwlps, after getting infermaton from
\ cecnecerned HOD.
SN + Lizison with P.T.U. Jzlanchar/Other Academic Institutes like NIT's
Lo < Acedemic Board meetings for discussicn fa ademic meatiers end their implemeniation.
‘ . Work related to UMC, revaluation & re-checking for Certificate & Diploma programmes.
« T convene meetings related to curriculum develocpment and printing of svllebus.
. . Any cther duty szsigned by the higher zuthorities
€ Assisient Registrar . Tc zssist the :’f, Rec istrar (“-\\,&DHFHICC) in 2l the works as
(Academics) (Academics) ’
«  Tc supervise and review thc wort: of different officials working in the e
‘ iciri ricus -:»'ficie!s of xhe Ccd mic Section,
¢ ymitted by various ofiicials.

w9.

e higher zuthoritie
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eclion @éno mia Naging e-resources,

i by the hicher zuthoenties.

Aesti, Registrer « To des! with gll the matters pertzining {c personzal management ! ectablichment of the <iof

(Estzblichment/ sppointed cn regular, temporary, ad-hec or coniractual engagement.

Admin.) « To meintzin record of every individual on the strenoth of the University/Institute, wheiher
permsanent or temporary,

« To maintain Service Book record and process the matiers pertaining to appointmeni
encacerment, Premotion, Service conditicns, Disciplinary maiiers, Leave, Lezve Travel

. Concessicn. Folice ‘/ermmtlon Deputation of staff on cfficial duties, Preparation of salary
bills, Pensicon bills and zny other matter gssigned by the authorities end ic supwrvlcc rmoniter
anc guide the sub-ordinates working under her, in periormance ci their duties

« To sup~ rvise the working of Admn. Secticn and 1o guide junior cficials for ccmnc the waork
execuled properly. To review the cases submitted by various officials.

¢ Sc rutiny of applicaticns received for various teaching and non-teaching posts.

« To prepare interview letiers and appointment letters.

« Toensure proper mzintenznce of service books znd personzl |l’(,c of all the emiployees.

< lssue of jeining orders, processing of probetion period cases, pay fixation cases and leave
cases. )

«  Scrutiny of all leave ceses including study leeve, without pay leaves etc. and execuiion of
bond for hmher studies, sponscring of rﬂmplo;::e* f various course/cenferences

«  Precessing of cases {or dicciplinery action, issue of charge-sheets. inquiry reperts and clher
work felating to the disciplinary action.

« Tc¢c meiniein recerd cof 2l llnf* legal ceses ] ; Allencing courts end
procucing fecords wherever required. Processing of legal fee bills for payment. mainienance
of civil suii register, prcc:essmg of cases 1"or ler,e'{ advice znd leoal nolices eic

< To zesist Deputy Registrar (Acmn.) in the performance of the oiher duties ascigned {c the
Admin. Secticn.

Any oiher duty essignec by the higher zuihorities.
Niedicel Cliicer .
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CIOGIEMIMESs, blocd donation cambs and alec QUICE e
ietician.
In maimaining hyvgienic condilions and upkeen of ine

' :e i:-: zlr 0 required 1o supervise, monitor and guide the sub-ordinates working undsr hin, i
periormance of their duties '
Any oilier duty assigned by the higher authorities.

it Assit. Engineer Recponsible for maintenznce of buildings and zllied services in the -campus. He chzll
s supervise the work (through Jr. Engineer/Supervisor (Maintenance) ) of work charged staif
concerned with maintenznce. -
To mzintain the record of meintenance activilies on day to dav . He shall also supervise
the work of contractors engaged for cons Lrucnon/mamtenancb v\for'r:.
To mzaintzain the Estate maintenance store and its record.
\ To supervise, moniter and guide the sub-ordinates working under him, in periormance of
their cuties.
X Any other duty assicned by the higher authorities.
il
] 11. Seniof Fhysicsl roviding of indoor & cutdoor sports activitias/facilities.”

Instructor g tudents regarding hezlth, sporis and physical education.
particination  of teams in - varioue  sports  evenis  zmong
iter Engineering Colleg

Te mainizin réc':-rd cf sports equipmentis, meinienance of sporie greunds.
To miotivale siudenis for meximum participation in sporis. '
Any othier culy essigned frem time te time by competent auikioriy.
o Sysiem Ang ui;:n'ipr.i/féciii‘ii-;~.s reguited toi the pericine nce of expernments ¢ o

stert of the session,

~esponsible for zll Ihe zclivities igted with the efiscuve
cempuier herdwers, sofiwzre 2nd Ingiliuie networking and the
Any ciher duty essicned by the hicher suihoniies. :
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Toonlen schedule
instifute plan.

Te deliver z2nd eveluzie itheoretical end workshop instruction.
T" design znc develop anc e

o plain end organize stafl f"e‘-mlo ment programmes for workshop steif.
I

=51 instructicnal materigls and teske for skill training.
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lo procure. erect/instzll @nd commission plent 2nd equipment in the workshop. procuremen

ana siorsge of raw meieriale, {ools, instruments.

To cuide the siudents in the performance of practicel tasks, sk ||I exercises and ev

performance’ ,
To acvise and assist students and faculty members in the fabrication of their proje
To manag the maintenance of eguipment and tools in the shops.

To pariicipaie in professicnal development activities.
Any other duty assigned by the higher authorities.

sluate their

m

Erection/installation/cermmissioning of plant and eguiprment.
Procurement/storage accounting of raw materials, tools and instiuments.
Flarining scheduling, organizing,

-o-ordinating ana monitoring workshop instruction and

tzlks, arranging for the issue of raw materizls, tools and equipments for the workshop jobe.

Flan, deliver and evaluate theoretical and workshop instruction.

Guide the students in the performance, arrange for preventive and breakdown mizintenance.

Assisl students and faculty members in the fabrication of their projects.
Par tCIp:—; e in professionz! development activities

Assist e wo rl\C"nop Superintendent in certain functicn < 2s and wiien reguired.
Any ciher duty essigned by the higher authorities.

Estaie ¢

)lﬂ\,("

Plznning, execution and supzrvision of meintenance and origingl waorks (residen

-

buildings 2nad services}.
Supervicion Of services.

Ce-ordinstion with consulizniz

r agencies for original works
st
ithe In

‘.I'.::e cleck supervision o »:-';:\serm._:.t .,,ervices in stituta
=r duty zssigned b the critiss
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A HE&EP C Frocoremient of meisns cuch 28 sialionary, liveries, sguipment 2ic ¢ per the sgnii
(Sters Furchase zoprovel frem the appreorisie authority.
Cificer: .« Maenzge to mainisin updzied record of all ihe purchases and their setilement.
< Supervise, moniter end guide the sub-crdinates working under him, in performence o their
duties.
¢ Qur;rarvi\lor g m‘ ce-ordingtion of various purchase aciivities of the institule, execution oi raie
coniracis & annuzl miainienance contrecis end general edminisiretion of store and purchase
section.
Pieparation of purchese paclicies, conduct of | tmg of the central purchase commities
b «  To ensure proper mainienance of record pertaining of purchases and consumable end non-
censumeable, stock regisiers in the centrel store a2s well as in the departments.
« Any other duly assigned by the higher authorities.
7. Programmer : « Assist the Faculty, Staff and students in writing computer programmes.
< Debugging source programmes, execuiing the compuier pregrammes and obigining
computer outputs.
Tc assist system anelyst in managing computer netwerks and related softwares.
Any other outv essigned by the higher authorities.
18. Section Ofiicer - « Supervision and checking of all works of sub-ordinate staff.
(ACvGUmS 3 Augcit) . Maintenance of record of fee collected by Barik, its reconciliaticn with the Academic™ Seciion
Rs.6500-10.500/- =nd rezlizetion of miscellaneous receipis as per orders.
« To check x"’er-“ar‘.:::f and collection register. echolarship regisier and refund of securiiics

« Checking of salary bills of staif.

«  Preperation fec edule of deposiis/securntizs. issue of -TDE zertificates. meairiienznce

perscnel files of staff.

TG pess e 1‘ kinds of pre-zudiiea pilis.

& ice the maintenzrice of record, advence regisier.

ecovery of agvences, preparation monthly expe
of ensured ce

submissicn =f wie

ndity e slatement., mzinienznce of
ilv pesting of ledgers. jonrmizt

Nt contral regist vouching, checimg of

{zn. zales i@y end filling of retuime

f

~
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Ciiicer

=0 !.'v\,' ihe higher zuihorities.

i Superintendent « Superviging end checking the work of Clerks, UDCs and Assistente and other stafl posted
under him.
< Processing of pay fixetion cases. .

< Physical verification of store/stock of the depariments. checking of service stemps register.
« Todeel with the letiers of confidential nature which are marked to him by AR & DR,

-« To maintein record of ACRs of faculty and non-faculty.
+ To ensure confidentizality of record.

) + Toaszigtin the conduct of inguiries, disposzl of complzints and disciplin: zry meliers.
« To ensure proper mainienance of service books, personal files and ciher record znd
registers by the Assistants, UDC and Clerks. '
< To ensure timely submissicn of varicus repors, statements and other infermation perizining
{o the section. .
< Any other work assigned by the higher authorities.

P.S. 1o Directer « To gel the officer free from routine nature of work | by mailing correspondence, filing papers.
making eppointments, arranging meetings end colleciing infc‘.\rmcnon so as to give the
officer more time to devote himself to the important work.

- To teke dictaiion of cffice notes/letters from the Director.

« 1o etlend the visilors and arrange meetings with the Director.”

« To attend the telephone calls.

¢ Tomeintain cecreizrial end confidentisl record of the Director's Cell.

< To keep track of momeni of files related to Dirsctor's Cell.

+ Temaintain Annuzl Confidential Reporis (ACRs) of zll regular emplovees o the InsiiiGie

< Any other guty sesigneo by the higher auiheriies

- 21 " Sr. Technician « To maintzin 2l equipment & experimentzl set up, i eny, and ens ure that thev ere in work lrt ’

mndtllr‘n

R ncucting experime!
T pEnEning e available sgu

rrivs End sovipment re;
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o Toidentily re [ Soitware required inihe ish i
To ensure emicoih running of Lab.

«  To assist stugents in conduct of igb work.

. To receive stores and issue melerials, semples, specimens, tools, instruments
equipmem required ifor leboratory. -

« To check Leb reporis periodically.

¢ To evezluzte siudenis perfermance as per guidelines.

« Any other duty assigned by the higher authorities.

22 Asstts Librarian « To assisi r Librerians in their work.

' Ca'alu ing end classification of books and periodicels.

« To issue and return of books and zll billing work of purchiase books, newcpe
mageazines, sccessioning of books

« To get the bocks erranged accorcding to catalogues on the chelves and to arrenge
cleanliness of the shelves. '

< Proper mzintenance of tooks, journal, periodicals, to initiale preposel for weeding out the
books 23 per norms of the Librery

. « To ensure proper binding of the bcoks, make report regarding theft, loss to the Librarizn

« To update database.

« To assist Library users for trecing required material.

« Any cther duly assigned by the higher zuthorities.

z ‘Pharmacisiz T Desling OFD patients.

« Toeszist AMC in emergency eilencing of patients.

«  Tco mainizin sub slock end micin slock of medicines l

«  To meintain consumable and non-consumable items_

< Verificetion of MR bills eic

¢ Toissue medicines to OFD/ indocor patienis.

/‘ssmaw > in purchase of medicinss, assistence In arrenging
activities of hezlth centre.
Ay oither cuty gssigned by ithe higher zuthorities.
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O Siaii Wurse ¢ L petienis S - o
) - P gl;nau-n o1 patients.
< Injection znd dressing.
¢ Assisiancz in minor surgery, emergency duty.
« Mzeintzniznce of weard of heelth centre.
« Verification of MR bills etc.
¢« Assistance in organizing hezlih ewareness programmes and medical check up camps etc
¢ Any other duty 2ssigned by the higher authorities.
Store Keeper ¢ To mainizin store, responsible zgainst their (stores) pilferage, damage, deterioration, fire
and clher hazards.
¢ o periorm ithe duties of receiving, storing and issue of items in the store.
¢ \;ood house keeping of siores and maintenance of inventory control register zsset reqisier
and preparing list of articles at the end of each vear. .
¢ To mzinizin records of consumeble, non-consumable. liveries, furniture end sistionary iiems
in the slore. .
« TJo sssisL SPO in physicel stock verification of diiferent depariments, condermnaiion of
unserviceable/surplus stores and disposal off salvage/scrap items.
‘ hnycﬁherdun/asygnedbytheiﬁeadofdepaﬂmen;ﬁwmtot"ne
Supervi 'f‘;ff o Tl ziter the meintenence of buildings, services.
« Ta carrv-out additional works.
«  To mezinizin horticuliure works.
¢ To prepare contracicr's bills
o Toowiiile down mezsurement bocks in the sbssncez of J.E.
o o eczig! Estele Encineer in execution cf \.':ﬂf“ll,L tien woerks
« Tomeinsin record of execution works ance 01 bunldinﬂc
< To memntsin compleint 1egister end ensure prompt dispose!l of complainis.
-« Any cother duly essigned by the higher authoriti ‘

[echnicien

: i’EQ\,JiiC—;C for the ermmanw cf experiments s
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s Teacher in smooth Woiking ai ihe !

ll; I *"l\l T"H‘ ' r‘L' Irl“' ll
pucnu‘ :
O megintzin records of =il consumable ierms used in the Laboratory.

ludents.

Any other activity considered necessary by the Lab In-charge.

To arrange materizls z2nd other inputs needed for conducting experimenis.
Te maintzin techniczl litereture/manuals pertaining to available equipment
To mainizin records pertzining to lab grants ang eguipment repairec.

5 during hois |

.~

© essistin assembling ¢f PCe required in the Deptt./Institute and impert prectical training 1o

] dait . . . .
cdoitionzal for Technicizn posted in Hezlth Centre
€ The technician posted in the Health Cenire shall be responizibie for conducting all the
- Laboratory tesis prescribed by the Medical Officer and shall be responsible for maintenzrice
of their records and issuing of clinical test reports apart from the zbove duties.
« Any other duty zssigned by the higher authorities
v N S
(y <8 Assistant < Noting, drafting and processing of cases.

LT, C. . \IL/"I‘— t

Siencgrapher

Cuslodian and Maintenzance of files, registers and record of respective section.

To deal with the cases pPrt aining to their seats/section.

«

To prepare the requisite stztements, ceriificales end other information releting fc work

0 prepare DMCs. Ceriificates of ceriificate end diploma exemination (1f nosted

Any other duty essigned by the higher autherities

0 teke diclation and wping work end olher miscellanecus o
In-charge

7o main‘ﬁiﬂ all secreterisl and confidential files.

Toarren € meetings eic. with the Heads of {he De epartment

An hcr duty sssigned by the higher zuthorities

Vi Academic
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" ir. Scele To teke dici tken 2nd typing work. Gihei clericslwaork inthe denzriment like gziry gisp2i0n
wienogrepher To meinie s 2l cecretarizl end contidentizl files end te put up files (6 the In-charge.
Te mzinizin coniidential record end to grienge meetings.
Any oiher duly essigned by the higher authcrities.
‘

31 Accountant To check and cupervise work of Jr. Accounts and other suborcinate staff.:
To meiniein budgel control reaister, register of grent-in-gid o1 all sponscred
projecis/schemeas. Checking of cash books. ail kinds of bille such as salary bills Medicz!
bills. supply bilis, construction bills etc.

s To prepare work registers, contractor ledger. ’
To check hezd-wise posting in the ledager, proper classification of izes in respective hesd of
account.
To check issue of refunds of csuticn money, security and disbursement ol
stipend/scholarship.
Te mainiain record of sdvances, prepare receipt and pavment eccounts, income anc
expendgiture account and balance sheei.
\ Any other duty assigned by the higher authorities.
‘Q_ 3z Jr. Accountant Ledger posting, advance register, works register
Demazand and collection register of fees.
| Pzssing of bills, sudil of schemes, projects, posting of CPF/GIS ledger.

Reconciliztion of CPF/GIS with selary and cash secticn.

- Pre;,crc,tmn of trial balance PIV
Checking of imprest bills and aesistance o be given to the Secticn Crilcer/Accounts Cilice!
in sudit/eccountis wark.
Anv other duty zssigned by the higher authorities.

35 Dzte Entry Tc feed dziz in the computer a; cmputerize d record up ic date.

Operetor To updzle wvarious type of branch znd 'pui up the cases io. the
Assistani/Superintendent and &l of thie record of the files
izt mn coenduct of ell veric e depsriment.

Cirzol o fime-hound e by priovitv for ey oo

</
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upper Civici 7 © Noung cr-iting and process

lerk « Maeintenznoe of gl records

K 28SIGNED i i

EE DEMGINING 16 he

sizicn of statemente, cerificeies/resulis and miner Inforrmation cerisining o the worl

o

2 1o him. ‘ -
¢ ANy ciher duly assigned by the higher zuthorities.

Typists/Clerk/ «  Mainterznce of records of files/registers and updating of information.
L.D.C. < Typing. computer work.
< Mincr netings, crafting, diary and dispatch work.
« To assist in conduct of all various activities of the department.
. < Any other duly assigned by the higher authorities.

« . To cook food for the visitors - ‘ -

° « To mezintzin hygiene and cleznliness of the kitchen area.
¢ To zssess znd ensure the availability of raw meierizl and guality (freshness Crope|
maturity, expiry date of packed material etc.). -
« Any other duty zssigned by the higher authorities.

37 Driver < Todrive and maintain and upkeep of vehicle. -

« To record required entries in iog book.

¢ Check-out end check-in the vehicle from the zuthorized parking by making proper entry Tor
the journey. ’ : . :

© Any other duty assigned by the higher zuthorities.

a8 Telephione © Tomeintein and Upkeep the izlephone exchange of ihe Inctitie
Operzator « Toverify EFPABX bills
© To keep record of telephenes which zre not funclicning znd 1o izke necessary zscticn ior
early removal of defects.

< To atiend the czlls from outside the institute at the EPARX.
< Timely digposal of complainis.

. ssignied by the f S

20 S v End other securin. <

SunanETY
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end wiihorawsls with the Fanh .._ .

esponsible icr besping zll pavmernitrecaipts voucher and eloe FoRs, Eile,
securities eic fving in The czsh seclion. .
Any other duty aszicned by the higher zuthorities.

f‘ =concilEtion of remiiisnces

[, .
the record of

‘l) —T1

Regular supervision of Safai Karamcharis, Chowkidars eic.

Malmcncnc of zccounts of hostels.

Mzintenance of store and stock register.

Collection of mess tills, hostel fines and depesit daily. -

Maintenance and general upkeep, sznitation snd cleenliness, security of hostels snd
surrounding areas.

To report zct-of indiscipline of students to the Warden/Chief Warden and to arrznge
immediaie mediczl help to students in case of emergencies.

To provide regular |-:ed back about hostel system to wa rHen “

Any other duty assigned by the higher zutherities.

Fhysica!l Instrucior

Plenning of indoer games and sports activities.

Create awareness among students regarding health end srport.

Selection of teams for various sports events. -

To ensure participation of teams in various sports events.

IMeinlenznce of record of sports equipmeni, meinienance of SPOns ¢rounds.

Aliending evening end mornmo sesgion praciices and guiding the students for im provemerit
Accompenying the siudents' team in institutional/state/nations al competitions.

Anvy oihe—r duiy ess ﬂ»:ed by competent zuthority from time {o {ime.

ecepticnsi Ta atiend the visitcrs and arrange meetings of the visiters with the concerned oificer as pei
their conveniance.
To ailend 1o the slechone calls gl
- To provide letest infermation to the visitors. i
Any cther duly sssigned by the higher zuthorities.
Siore Assiciani control .reg:irix:;{:j‘ _____ ) -

(vq
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« i
o C m’ consumeable and non-consunmiabie iiems in the store.
¢ Tooessist SPO in physicel verification of different departmenis and emooth functicning o
ctore and purrhese department. : )
« Anv other duly assigned by the higher auihcrities. -
44 Cashier « To geal with all cash transactions including collection of fee.
«  Wriling ¢ fp@ﬁy cash bock, maintenance of record. . .
< Upkzep of all paymeni/receipts voucher, refund of EMD, deposit of taxes deducied &t
source with the Bank/ireasury timely.
' < Totaling of dzily expenditure.
. -« Timely disbursement of ll kinds of payment through cheques en cash.
« Custodian of old/current payment recoerds.
¢ Any ciher duty 2ssigned by the higher authorities.
58, Primary School « Teaching & curriculum development.
\ Teacher « To ensure the overall development of the students.
4 . « Tcizke utmost care o Nursery and KG students. -
g « To provide first aid to the students in case of emergency.
\ « 1o check carefully the mistakes in copies and inform parents regzrding the progress time 1o
time.
« Tc provide opportunity to the studeric for participetion in sports and extra curricular
activities. .
To meintzin the cecorum of the oifice and school. -

« Any other duty assigned by the higher euthorities.

In-charge/Sr. Tech./Tech. in co

e Lab Ztiendzrt ‘

the Leb In-cherge/Course

fe cusiody of student records of the Laboratory investigations.
e of cleanliness of Laboraiory and lo keep equicment end glessware clean and




To count the number of equipment just after opening the lab and just before closing and
inform any discrepancies to the Lab In-charge/System Analyst/Immediate Supervisor/HOD
To issue equipment/computer stationary to students as per requirement.
Any other activity deemed necessary to run the laboratory smoothly.

Any other work as assigned by the Head of the department for smooth conduct of practical

classes.
47 Peon/Helper Responsible for opening, closing and cleaning of office and office furniture.
To carry and distribution of mail (Dak) including posting of outside mail.
Any other work assigned by the Head of the department time to time.
48 Bearer (GH) To serve the cooked food to the guests/visitors in the Guest House/Transit
Accommodation/Institute premises.
To assist cook in preparation of food.
To maintain personal hygiene and wear proper uniform.
To maintain cleanliness in kitchen, dining hall etc.
Any other duty assigned by the higher authorities.
49 Block Hostel Servant Delivery of mail (Dak).
To check cleanliness of the hostels and surrounding areas.
To report any act of indiscipline of the students to the Care Taker/Warden of the Hostel
To ensure the safety of the property of the hostel.
To ensure immediate medical help to the inmates of hostels in case of emergency.
To ensure the hygienic condition of water coolers/storages tanks etc.
Any other work assigned by the Care-Taker/Warden(s) from time to time.
50 Chowkidar To watch and ward for the safety of assents in respective premises.
Any other work assigned by the higher authorities.
51 Sweeper To maintain cleanliness in respective premises i.e. sweeping & scavenging.

Any other work assigned by the higher authorities.







