
Duties and responsibilities of Employees of SLIET 

A. Teaching 

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. 
 







































   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. 



 


