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t.

lr)

P,ilrcipal is acddemic and crecurive ollicer oI IIre Instirure xnd rc5oolrsiblc-L.r ,r -'l-er aoml tstrslion r.nJ [,nance, discipiine. tcaclrirrg ctc h5 r)cr i]vc-,iru.s 
- 

. jernorxldrrm.of As.ociarion, and Rule, i0d Regulatior15 ol tlrc
::::.]] il: wrrhrrlrtre powers ves(ed/detegdred ro hi.n by rlre BofuLi or.,iav( I]-ors/r cnlral Coven Fl€nt

Custodian of recorilg )d Society,s Iilnds and othcr irnnrovable/movaLrle
asscts ofthe Society.

As Sec(eta.y_ of the Board of Govemors and Executive Conrnrittee

).fil"ll1:jt: j" is,rcsponsibte for arrangemcrrt of o)ecriu8s. To iuform!.rcvcrnlncnr L )r tifling up vacant posts itr BOCs or Executiu-e Com,,,ittec.

]lll:!:., *.1,,f 
. D_e_velopment /ResearchrExperimentarion in ctoseassorratron wi.:l the Heads ofAcademic Depad;ents and ,rUriir"rioai"fcedback to Narionat council f", i"ijil;;;;;;;,1fi"&"H;

Technology and rhe Ministry. Al;;-il;;;J;;Hi;
administrative cadrcs including pA for Cash & a".ornti'iiuirl-'*iother refl esher cc,uses condu-cted by lii&M li;;;il,ttffi;
Such othcr dulies as may be :r,:rusted tb the incumbent by the Execudvecommirtee/Board o-. Gove*.rs and covemment ,iiil; ;;,,-^r#';;

Il IlArlS ()tr ACAUtiMIC I)lt!,A!t.l, ,fliN,l, INC|,Ur)tN(; VrCIt pl N{lt I,Al.

VI(IE PTi$iCIFAL :

1:l llll,::l: of lrorct h{anirgenrerr, for rhei,.own adminisrrarive convetienoe,miy. v rllr tlr( e;proval ol its Bo.rd of C.rvcmors, a.rig,,ui" ;r; of il"'fi."d, ofAcrlu r,c IIL'pa..menr as Vice prin.ipil on .o, 
",io,,rl-"buri, 

;"; ,";l;;;i,*"vc,ir, frotn atnongst {he acaJ:nric HODs in orCe. olseniorir,

a)

c)

d)

e)

2)

DUTIET A]V.D_BD!E9NIILI LITI ES

ACADEMIC STAFI'

I'illNCIPAL:

l<



Ilcwill pclform dutics rs assigned lo hinr nsocnJcrni(l{(it)orrri u|r et..r

l.y::,:l_.:. ]Jean of rhc t stihrre Iookirrg ailcr c,,un.r(jtil,r,.r. r:rr;,.. 
.

Prdcements ot the ^Irdents etc

Tcaching as assiqneci i-v tirg principal from time to time.

Orerall responsibrlily lor ille clljcienl \aorking of tllo l.)cDt nrcrriconcemed ircludiug mainlenance of high ea,_rcario"nni s,",ra'r,as. ", 

". 
r,.,.1ar cqu.Frne0!. lools -nd materiils !t.irh rlrc D",;;;;r,;;; ;;;",ueplr.lnlental meer;ngs wilL minutes rccorJed to, dir"rrrio,,r,*,,i,ll_l'nncipal, assislolce to th,.. prirrcipal i,, rl,e rnointenrnc" 

"i 
,i"rT'"r;studcr,rs disciplinr. inoov.rrion o:progra.m"r,; ;;;;;;;.;,t." l#,rlJl:fntlr0.ll and intcrnntioL:rl reputation.

,'\ssist-Principal in R&D activities for improving rluality of tcachinq ofselvlce to the induslry anci cornmunity.

C,cr, ., (h.rrge of rne Lab. and ot|cr.worlin3 arerrs corrccort.d,,rvorvc,t,Fnr in lh: purc:-Jse of equiprrrcnt tr\:rns clc. Loth i, tna.ul ot..r.,i:nrir.3 rendcrinB !.nd conducr of purchrs" Co,nrir,""."ai,,g;'""'' ",

rr,drlirrisrative Ot-fi ces.

fulaDgin8,oltrainjn8aIrcwe]lareofstudcnBandsuchothcrdutieSand
tespousibiiities as may be assigned to him by tfr" Fii,,",p^f. 

"""'

3) IN],{D OF DEPAtr,.TMENT

a) Tcacirjug ss assigned by the pril]cipal from time to time.

b) Overali rcspomrbility 
,T: ,h" dl:i:I, working of the Deparrmentc(rrcL.rred incjuuir)c nllir .cn0lje oi_ high eOucatio-laiitand-trds, recot.ds,

;:,JI.i'.11::'h.[?: 1'19 ]lo'"'i"'" "i.,' 
-i"" 'i'"pi'lji'''' *g'r'

p,i,,.ri,,,i, ..,,,,1),l..i,lill',Tll:Ifi,,;:";i,,:,,1]i::l:\:::,ili:,]),ililii
srudeuls disc,l)lir)c, inrrovl i.u ufprtug,rrur,r"r,;;i;;;,;;,,;,, rt,l r,,"ritur",nrrlliunlLl t rrJ :rrler c I,igIlllt rcpullitton.

c) Assist princip,rrl in R&D acrivilies for improving quality of teachin8 ofsrrvicc ro tirc inJUsr.T a,lu uJmr)tututy

d) Ovc.lll uhi,rpe of tlre Labs. and. orlrer wrrrl,ing arcas couccrlccl,:r.\.olve.r,...rt in thc Dur.lharc oi cquiprncnt ilems ctc bLrtlr irr rrra cr ofirrdcnring, rendering a,,a 
"rrou"r 

oip,ir"r,u;; i",,rr,]ii;"lill lli6
e) such other duties/resporrsibiiities as ,l1ay be entrusre,r ,i.om rinle to tinle

a)

b)

c)

.i)

")

0

8)

-r(^



4) SENIOII. LECTURER-CUM-SIiMOR INSTRUCTOR

a) To take classes (Thcory and Practical) unde. ovcra]l
academic HOD.

LECI,UiINII.CTIIi,-INSTRUCToR

supervision

b)

c)

d)

c)

of tl)e

Responsible for equipmenvmateriai under his charge.

To rssist the PrincipsVacademic HOD in research work, qu^liiy
iillpli)\ emeDt progriilnmes and guide the junior staJl

Such cttrcr duties and resfonsibilities as may be assignad to hirn fro,n limc
lo ti,ne

I o supervise rcse&rcll wcrk'project assignments

s)

.i)

b)

c)

(i)

To take cl.sser (Iheory and Practical) as required by ac&dernic IIOI)
ccncorned.

To assist the Sr.i.ecturer cum Sr.Instructor in various spheres ofhis dutirs.

I c pror ;de guidhic e to Asstt. Lecrurer cum Assrt. Insrrucrors.

Jrvoivcr)r.nt in research wcrl( utder the supervision of senior l'aculty
mcmlrers.xd pe,ibrm surh other duties and responsibilities as may be
assigneri rc hinr lrcm time .o time.

Srclr olhcr (Iriics tnd rcs.)onsibilitios ns nt0y b0 ossignc(l lo hinl frotn tiutc
lo lirr)c.

c)

6) .ilSSl--T. LECTUF.ITft .Cir&I-ASST'I. I]{STR.IICTO[r

a) To take classes both (Theory :rd Practicai) and cheoking of students,
jounuls as required.

b) Respcnsible tbr equipment snd lnaterials under his chifge

- l) -



c) lvlal<e arrallgements lor conduct oithcory and praclicill classr! \!iti) ll)c
assistance of Attcndants iocluding maintcnance and scle custody of
equipment itcms and stccks thereof.

d) Such other dutics and resp.nsi-l,ilities as may be assigncd to him lior)r tir,e
to time.

B) II-ON.A!'ADDMI€STAEE:

\]

i 1) A DM[{ (5II{ATI1.O -CUM-ACCOUNTS OFFICER

n) 'Io rc0dcr suitable assistance to the I.lead of thc InstitLrtc i all
adnrinistrative, financl3l and cther accounts ntattets.

b) Supewision of General Ofilce, Accounts and Budger work aud assistirrg
l'jiiircipal in irclciing me€tings ofthc Board, Executive Comrtittee ctc.

o)ovcra|isupcrlisioninrespectofproperuti1isationanrlupkeepincluL1ing
pnyn)ent of taxes in respect of lands ald buildings bclouging to the
ll|:l trtc

d) Orilani:re purchas:-t of Stores/Equipment etc. under the supervision of tlte
Ir'ilcipal and in ass(ciatioo with thc concemed faculty staIli

c) Supcrvisiorr crlSecllrity arrangements with security staill

1) Such other d:rtics a0d rcsponrit ,lities as may be assigned to him llorr tinre
to tinlo.

2) OITTTICESUICRIITI]NDtrNT

To assist the Princrpal, Vice-Plincipal and Administrative Oiljccr in tlre
discharge of their overall administrative and acedentic lurlct;ons lbr thc sntooth
nrLrninll of 'thc cllice as well as lnstituic and such other responsibilitics as nlay be
assigned by thc competent autliority from time to time.

-1! -



3)

4)

s)

{,)

7)

ACCOUN'|ANT

To assist the Ad:rri, ist!-,_tive.cbm-Accounts OIIicq and rhc ptincipirl ir iIrL
discha|ge ofhis overall reslol.tsibilities for the financial and accolults omlters i1n(i
such other duties as may be assi3n.:d by a conlpetent authorily lrom tirre to tinrc.

ACCOUNTANT-CUM-OFT'ICE SI,]PtrRINT.ENDENT

[o d55i.t the t,rincip]1. Vicc-principal and Adrni isrrrtive-curn-Ac..u,,.rr5
Ultruer rn thc discharge of their overall administrative, academic, financiai arr<l
accoLlDts nratters flor the smooth running ofthe olljce as }vcll as tho I stitutc as
sLclr orller rcsporlsibilirres as nray be assiBn(d bv tlte abore mertror,ed aurlroritic.
1ro, n lirn(: :u rune

{,.A. 1.O 1] [E PITINCIPAI,

Diclatioi fiorn Pri,rcipal and typing. KeepinS propc. record c,f the
roIr',ruriir,rriors irr lhc Ic\cl of pr;ncipal ;nthand lin;/s;u rity of all conldential
dorulllcflls !rd ltxndl rg of itLlntinistrirtive, accour)ts and cst0blishnlc l otaltcr lor
cai ocr advancomcnt And such otLer duties and responsibilitics as ntay bc assigned
by the Principa! lion rirne to ti e.

}t,,\II{ I'DI{ANC!.' iiORENIAN.CUM-CAROTAI(ER

., Orerrll rcsponribility for all maintenance rvork and security otattcrs and
tlr!- lr,.lrtulc llosrels nn : stcffquancrs al]d such other duties and responsibiiitir:s as
m.L).1,c assjqrlcJ by I co-npetent authority fi.orn timg to tirnc as pci the tcrms and
c.rxliiior)s o1' {lic contia :t.

Ailii''I. 11,1/tIN-t DNAt{ CE FOIi O ,{AN_CUM_CARII,IAKER

io ;:r'ovi,.lc assistance in all ah€ maintcnan0e jobs and to maintaitr
lnvcrtoru l?.cgister Under the o..,erall supet./ision of Mrintcnance l oi"ur,,n_"u,*
Ciriclalrcr anj ro dc ;uch othcr duii s a;d ro dischargc ,",po,,rii,ifiti"*-n.r"n,ny fr"
:l*llj,lill l,y.. r,,nrt'(1c ( iurtlr(,r, 7 lli) r ti rc t,, ii,rro fir 1,., ff,,, i,,,,,,r'u,,,f
C(\I,lrLllrr)s i,l l)ic ri) lt,, ILil

u DC (CASfi i LST.r./S]'ORlts)

Posting of tJDCs on various assigrments will be made by rotarion and no
employoe rvould hold a parlicular assignineut fur period exceedir; ty;;;; "
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I

d) Cash :

b) Es1r. l

c) ljlor.j, :

CLrstody, rcceipt and disbursenrcnt ol. cash inclu,li,),f
marntrtlance of cash books and othir. coDncr:tcrl rcr:<trd..
collecii('n Lrl lets etc.. liorn .tuderrls arrJ rnxir.t.tin Jccor.r,ts
thereol

flandle all administrative and establishmclt worl( ol. llleIn riturc incluCing cJstody tnd rnlintcn.rrrcc ol. Lr\ril,lc
rccorU:i_ scr-,cc books rnd cflsurc pcrioJiu rrvir.r. .rrrLlautherrtioation of servicc records by tt," co,np"icnt
authority

CustoJv. 1.s.1r1 lnd -upy,li of lbod 3nLr uth.r ,.u rrc(r(.drlcrns lStrn5 wt itten tndcn,s fioIt lhc I;, ultv st:t,l duly
authcnticatcd Ly the IIOD ol thc conccnrcd strearn of lhc

;"TJ_:]ili l:'i,:"lr)ce of sru.lj ,"si:',,,, ,,,,,i r;;,,;r,,nrJrIlnlto]l t J. AJnilistriri\ e-curl,Ac. r.rrrtr Olliccr .rLrr rtll( slo(K posttton.

,)

1(l)

In iddjtion. rmpioyees r,,ill oerform such other duties as nray be assigrred[, thent i'rort iinte rn tirne

51'II.iOCILAI'IIEr'

. Dictatioll, typing .vork and maintenance ofsucL files and other rocorrls asnray be cnaxsLod and suc,. other duties and responsibilities a, nl*.i" 
"*r,"c] O,r co,t,Dcl.n:.riil.o,;ri frorn lirnc to lime.

LDC 1I,r.5,1 its i r./..itOI(ES)

^..r 
Ircsi;)bof LO.is orr rarior,s a jsignntenis will bc r,rade by rolatiorr anJ nocmploy(( ivvLtl,l h, IC i, prnicular assignnrcnr for l.crioJ **".f i,,,g ir;",.. " 

,

a) (lash : Assist IJDC. (Cash) in handling custody and upkccp ol.
:c.:ordl 

relating to cash, prepuaiion of p;y bills, ;d;;i;;;ol necessary subscriptions tn*araj cpniCprTCiouo
tnsur'arrc: s cheme/l{B A/tltcA includinl typi;; ;;;k".*"

1i:1:l,mC (Esit.).in rnainrenance arrd safc cusrody of rheolllclal records. relating to hstitutq employees servicerecords, other miscellaneous jobs including iyp,ng;;;i. 
*
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c) Stoles : Assist UDC (Stores) in ltraintcnance, Lrpkcep anil issLr,: ol
storcs itcms to thc faculty mcrnbcrs agairlst ifl(lo,tts L!ld,jt
aui.h.rlsrtion by IIDC (Stores), upke+ of stocli rctiist(r._
for subrnissior ro UDC (Storcs) including lypi,rg,"vori..

DT{IVXIIi-CUNI.MECIIANIC

, . 
To drive carlvehicle for official usc only ard curry out loutirjs rc.riiirs tll-tlre v.i ..lc' Js !qJ whcn rc{lLired A-Qer au,y ,i,. ,.t ,..i"-ri,orfa U" ,.jrf ." ,,,.,rrul.'t s burtJrn! In c.rsc ofrccid,.nl, l,c will inlorrn prin.iplrl . Ll Iojg","pr,,

.'\ 
iLl. tLr I'-ti c Slrlior 

.Hc "l-.1 kecp log f.""f r,,,J 
".,,"r,"piii,;;; il:.l,J:....,

lillt: l:rS 
0"" ,i- on daily basis alor3wirh signarure ofthe person using the car Ar

.l; 
..1 

:,.:1 ll. ntontl, he sl.uuld gcr rtre I,rs bo,,k vcrificJ r,ni si,;rrc.r 1,,
. \cn lDl.l.^.rvc cJ.lr A.JOunls ulllcer and t),ilr..ip,rl

1l)

i3)

rl.'l"l'oNIIANT

To provide assistance on full tiole
iisltr-rct,:r iI the u!keep, maintcnance altd
pradical.

basis to Asslt. Lecturer-crun- Asstl.
conduct of classes, both theory anci

1'EON

'l'o as:jisl the Ilrincipai ar.lother administraiive staff.

;4) t. i 3 RA lr l.\t\

Custodian ol. instirure,s library bcoks/journals ctc., acccssion of books,issLre of Jibiary cfi1r,: 0n(r ovor,rrl s i,rrruisiui "i,lr.,i 
-iIi,,rr,r,, 

revirrrv rrorlvr:r'illoirti()rr ol r,lock l(Lirl!r (rl,l)(|ol ,iir lurr,j rrrrrl ,f,,,r",,,,,.,u,,,|,,,r,'*i,f,,tu, n,rff
l,:ll:: ;"1:,lllll: ,)"'l',,, 

j,.rr+arry in crsc o,.,,,i",,i;.,, "i r,,,.,r.r ,,,. r,,sLiirr/slrrrJcDts bcyond ., prcscribcd period, isstrc o1.NOC to thc oLrtgoing staftnrcmLer( iutd ltudcflr\

I 5) AsstE |Ai\T L[uRAriIAI

" . 
n,^,11"^]:,1]:"-"r srJ(k r(s.srcr, i.:rrc ofbo,.rt s incluJing receipr rrrLt rurrrrrr,ir' ('rirr:. r,r collJtlto. ol'b^Jl s.r.rJ irrfrrrrn l_ibr.rria:r i, corcir.rl.rr,rr,cs/iqsrre ot.

*2t -



rcnrindcrs to tlle stallTstudcnts in casc ofclclny io rcturn within prescribixj ti rc,
gonclal rovicw ol the stocks frorn timc to tinrc and sutrotisskro ol rcport k) llrc
Librarian.

NO'fL:. Incurtbcnts holding somc of ri.3 cxisiing posts likc Maintcnancc Engincur uro.
lvhich do noi figurc in the Revised Recrritr,retrt Riles, 2001 would continuc lo hold tl)oric
posls.lill llrry rr'linguish chlrge ofthc post duc to resignation/rctiremcnt etc. duLics inrd
lun({ron. LlrscI)ar8cd by the rncunrl.:ents ofsuch posts could be assigned by deploying
suiilblc pcrs.lns on contraot basis or on nomlal remuneratiol basls as soon as lhei clrr)rbent! rciinguish charge on such posls due to the oloresaid leasons
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n


