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No. EST -12/1 :C.-F.N2004/Y ASHADA 
 

CIRCULAR 
 
No. No. EST-12/J.C.-F.A/2004/YASHADA 
File No. EST -12/J -C- F'.A/2004/y ASHADA 
Dated 22/03/2004 
Circulated for Information to:' All HoDs. Facultv & Staff, Y ASHADA 

 
In pursuance to BoG's XXXII BoG meeting, it has been decided to create a post of Financial Advisor 
of Y ASHADA. The duties, powers and responsibilities of the Financial Advisor wili be as follows. 
 
1. Prescribing financial procedures and systems. 
2. Scrutiny of any non-recurring expenditure involving expenditure more than RS.l lac. 
3. Scrutiny on non-salary bills more than Rs. 1 lac. . 

4. Scrutiny of new item first of its kind which. involves recurring expenditure. 
5. Decide principles for allocation of cost. 
6. Payment of Advance more than Rs. 50,000/ 
7. Scrutiny of final bill of works item. 
8. Suggest measures to strengthen resources of finance. 
9. Suggest Finance related M.I.S. " 
10. Supervise computerization of Accounts Branch. 
11. Scrutiny of Tender Documents. 
12. Work on a Purchase Committee. 
13. Advice D.G. for corpus investment from Y ASHADA. 
14. Supervise Reconciliation of Accounts. 
15. Monitor Project Accounts. 
 

16. Offer opinion in following matters 
1. Creation of new posts 2. Fixation of pay / drawal of pay on appointment either by Deputation Or 
Direct Recruitment 3. Fixation of pay on promotion 4. Appointment of Auditor 5. Retirement, 
Termination, Resignation & Relieve from Y ASH ADA 
17. Accounts Branch will assist Financial Advisor for discharging above functions. The Account 
Officer and entire' staff of accounts branch shall be under the control of Financial Advisor. 
All concerned may take note of the above and no file involving matters mentioned above may be 
submitted to Director General without remarks of Financial Advisor. ~ 
(RATNAKAR GAIKWAD) 
 Director General, 
 YASHADA 
 
 
Copy to  
Dy. Director General I and Director A TI 
Dy. Director General II and Director SIRD Registrar. 
Accounts Officer 
Estate Manager 
Senior Librarian 
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Publication Officer 
Hostel Manager 
All HoDs 
P.A. to Director General 
P. A. to Deputy Director General I and Director A TI P. A. to Deputy Director General II and Director 
SIRD 
 
 
 

b÷Éì.+ÉÆ¤Éäb÷Eò®ú º{ÉvÉÉÇ {ÉÊ®úIÉÉ ¨ÉÉMÉÇnù¶ÉÇxÉ Eåòpù,ªÉ¶ÉnùÉ 

VÉìÉ¤É SÉÉ]Çõ  

      
|ÉÊ¶ÉIÉhÉ ºÉ¨Éx´ÉªÉEò 

1. =¨Éänù́ ÉÉ®úÉÆSªÉÉ EòÉäSÉÓMÉSÉÒ ºÉ´ÉÇ ´ªÉ´ÉºlÉÉ {ÉÉ½þhÉä. 

2. ÊxÉªÉÊ¨ÉiÉ ´ªÉÉJªÉÉiªÉÉSÆªÉÉ xÉä̈ ÉhÉÚEòÉ, ´ªÉÉJªÉÉiªÉÉÆxÉÉ ¨ÉÉxÉvÉxÉÉSÉÒ ®úÊVÉº]õ®ú ä̀ö́ ÉhÉä, +tÉ´ÉiÉ Eò®úhÉä ªÉÉºÉÆ¤ÉÆvÉÒ  xÉºiÉÒ EòÉäSÉÓMÉSÉä 

nèùxÉÆnùÒxÉ ºÉÉ{iÉÉÊ½þEò ´Éä³ýÉ{ÉjÉEò iÉªÉÉ®ú Eò®úhÉä ´É iªÉÉºÉÆ¤ÉÆvÉÒ ºÉ´ÉÇ =¨Éänù́ ÉÉ®úÉÆxÉÉ ¨ÉÉÊ½þiÉÒ näùhÉä. 

3. ´ªÉÉJªÉÉÆiªÉÉSªÉÉ ¨ÉÉÊ½þiÉÒSÉÒ xÉºiÉÒ ä̀ö́ ÉhÉä iÉÒ +tÉ´ÉiÉ ä̀ö́ ÉhÉä. 

4. =¨Éänù́ ÉÉ®úÉÆSÉä EåòpùÉiÉÒ±É ´É EåòpùÉ¤ÉÉ½äþ®úÒ±É ´ªÉÉJªÉÉxÉÉÆSÉä ÊxÉªÉÉäVÉxÉ Eò®úhÉä, C±ÉÉºÉ°ü¨É ¨ÉvÉÒ±É =¨Éänù́ ÉÉ®úÉÆSÉä ={ÉÎºlÉiÉÒSÉÒ xÉÉånù Eò®úhÉä 

´É ºÉÆSÉÉ±ÉEòÉÆxÉÉ ¨ÉÉÊ½þiÉÒ näùhÉä. 

5. =¨Éänù́ ÉÉ®úÉÆSÉä ]äõº]õ SÉä {Éä{ÉºÉÇ iÉªÉÉ®ú Eò®úhÉä, ]äõº]õ PÉähÉä ´É ¸ÉÒ ¨ÉÊ½þ®úÉºÉ ªÉÉÆxÉÉ well in advance ]äõº]õSÉä 

ÊxÉªÉÉäVÉxÉÉ¤ÉÉ¤ÉiÉ ´É =¨Éänù́ ÉÉ®úÉÆSªÉÉ ÊxÉEòÉ±ÉÉSÉÒ MÉÖhÉÉºÉ½þ ¨ÉÉÊ½þiÉÒ näùhÉä. 

6. +É´É¶ªÉEò {ÉÖºiÉEäò xÉÉä]ÂõºÉ ]äõº]õ ºÉÒ®úÒVÉ ºÉÆnù¦ÉÇ ºÉÉÊ½þiªÉ  <.SÉÒ ¨ÉÉÊ½þiÉÒ PÉähÉä ´É iªÉÉ ={É±É¤vÉ Eò®úhªÉÉºÉÉ ö̀Ò +É´É¶ªÉEò iÉÉä 

{ÉjÉ´ªÉ´É½þÉ®ú Eò®úhÉä. ´Éä¤ÉºÉÉ<Ç]õ  ´É°üxÉ½þÒ ¨ÉÉÊ½þiÉÒ ={É±É¤vÉ Eò®úhÉä. 

7. EåòpùÉSÉÒ Web Site update Eò®úhÉä. EòÉÆSÉxÉ SÉ´½þÉhÉ ªÉÉÆSÉÒ ªÉÉ EòÉ¨ÉÒ ¨ÉnùiÉ PÉähÉä. 
8. EòÉäºÉÇ +ìb÷́ ½þÉìxºÉ ´É <iÉ®ú +ìb÷́ ½þÉxÉºÉ PÉähÉä iªÉÉSÉä ºÉ¨ÉÉªÉÉäVÉxÉ ´Éä³ýÒSÉ Eò®úhÉä. 

9. BºÉ+ÉªÉBºÉÒ ¨ÉÖÆ¤É<Ç ´É <iÉ®ú ºÉÆºlÉÉEòbÚ÷xÉ EòÉäËSÉMÉ ºÉÆnù¦ÉÉÇiÉ ºÉ´ÉÇ +tÉ´ÉiÉ ´É ÊxÉªÉÊ¨ÉiÉ ¨ÉÉÊ½þiÉÒ PÉähÉä. ´É ºÉÆSÉÉ±ÉEòÉÆxÉÉ +É´É¶ªÉEò 

+ºÉ±ªÉÉºÉ ´Éä³ýÉä́ Éä³ýÒ, +xªÉlÉÉ nù®ú¨É½þÉ ºÉÉnù®ú Eò®úhÉä. 

10. ´ªÉÉJªÉÉiªÉÉÆ¶ÉÒ ºÉÆ{ÉEÇò ºÉÉvÉÚxÉ iªÉÉÆSÉä ´ªÉÉJªÉÉxÉ ÊxÉÎ¶SÉiÉ Eò®úhÉä, iªÉÉÆSªÉÉ¶ÉÒ ºÉ¨Éx´ÉªÉ ºÉÉvÉhÉä. 

11. =¨Éänù́ ÉÉ®úÉÆxÉÉ +É´É¶ªÉEò iÉä ºÉÆnù¦ÉÇ ºÉÉÊ½þiªÉ xÉÉä]ÂõºÉ {ÉÖºiÉEäò ´ÉÉSÉxÉÉ±ÉªÉÉiÉ¡æò  ={É±É¤vÉ ½þÉäiÉ +É½äþiÉ ªÉÉSÉÒ EòÉ³ýVÉÒ PÉähÉä. 

12. =¨Éänù́ ÉÉ®úÉÆEòbÚ÷xÉ PÉäiÉ±Éä±ªÉÉ +Æb÷®ú]äõEòÓMÉxÉÖºÉÉ®ú iªÉÉÆSÉÒ ´ÉiÉÇhÉÚEò ½þÉäiÉ +ºÉ±ªÉÉSÉÒ ´Éä³ýÉä́ Éä³ýÒ JÉÉjÉÒ Eò°üxÉ PÉähÉä. 

13. ºÉÆSÉÉ±ÉEòÉÆSÉä EåòpùÉ¤ÉÉ½äþ®ú =´ÉÇ®úÒiÉ ¨É½þÉ®úÉ¹]ÅõÉiÉÒ±É lecture SÉÒ xÉºiÉÒ ´É ÊxÉMÉb÷ÒiÉ ºÉ´ÉÇ ¤ÉÉ¤ÉÒ ½þÉiÉÉ³ýhÉä ªÉÉäVÉxÉÉ +ÉJÉhÉä 

ªÉÉ¤ÉÉ¤ÉiÉÒiÉ EòÉÆSÉxÉ SÉ´½þÉhÉ ªÉÉÆSÉÒ ¨ÉnùiÉ PÉähÉä. 
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14. <ÆOÉVÉÒ ]õÉ<Ç{É Eò®úhÉä. 

15. ¤ÉÉ½äþ°üxÉ ªÉähÉ−ªÉÉ ´ªÉÉJªÉÉiªÉÉÆSªÉÉ ¦Éä]õÒSÉä ÊxÉªÉÉäVÉxÉ Eò®úhÉä ´É ºÉ´ÉÇ ´ªÉ´ÉºlÉÉ {ÉÉ½þhÉä. 

16. =¨Éänù́ ÉÉ®úÉÆSªÉÉ EòÉ>ÆðºÉÒ±ÉÓMÉSÉÒ ¨ÉÉÊ½þiÉÒ PÉähÉä iªÉÉÆSªÉÉ ªÉ¶ÉnùÉ ¡ìòEò±]õÓ¶ÉÒ ¦Éä]õÓSÉä ÊxÉªÉÉäVÉxÉ Eò®úhÉä 
17. ´ªÉÉJªÉÉiÉÉÆEòbÚ÷xÉ ]äõº]õ {Éä{ÉºÉÇ ºÉä]õ Eò°üxÉ PÉähÉä ]äõº]õSÉÒ ºÉ´ÉÇ ´ªÉ´ÉºlÉÉ, ÊxÉEòÉ±ÉÉSÉÒ ¨ÉÉÊ½þiÉÒ ´É ¸ÉÒ ¨ÉÊ½þ®úÉºÉ ªÉÉÆxÉÉ  Record 

keeping  ºÉÉ ö̀Ò näùhÉä . 

18. =¨Éänù́ ÉÉ®úÉÆ̈ ÉvÉÚxÉ ÊxÉ´Éb÷±Éä±ªÉÉ |ÉiªÉäEò Ê´É¹ÉªÉÉSªÉÉ ºÉ¨Éx´ÉªÉEòÉÆ¶ÉÒ / ºÉ±±ÉÉMÉÉ®ú (Advisor) ºÉÆ{ÉEòÉÇiÉ ®úÉ½þhÉä iªÉÉÆxÉÉ ªÉÉäMªÉ iÉÒ 
¨ÉÉÊ½þiÉÒ {ÉÖ®úÊ´ÉhÉä ´É iªÉÉÆSªÉÉEòbÚ÷xÉ iªÉÉ Ê´É¹ÉªÉÉÆºÉÆ¤ÉÆvÉÒ iªÉÉÆSªÉÉ MÉ®úVÉÉ ¤ÉÉ¤ÉiÉ ºÉ´ÉÇ ¨ÉÉÊ½þiÉÒ ={É±É¤vÉ Eò°üxÉ iÉÒ ºÉÆSÉÉ±ÉEòÉÆxÉÉ 

+É ö̀́ Éb÷ªÉÉiÉÚxÉ BEònùÉ ºÉÉnù®ú Eò®úhÉä. 

19. Ê´ÉtÉlÉÕ¶ÉÒ ºÉÆ{ÉEÇò ºÉÉvÉÚxÉ iªÉÉÆxÉÉ ´Éä³ýÉä́ Éä³ýÒ +É´É¶ªÉEò +ºÉ±ªÉÉºÉ Counseling Eò®úÉ´Éä. iÉºÉäSÉ iªÉÉÆSÉÉ   

Feedback PÉähÉä, iÉÉä ºÉÆSÉÉ±ÉEò ´É ºÉÆ¤ÉÆvÉÒiÉ ´ªÉÉJªÉÉiÉÉÆxÉÉ Eò³ýÊ´ÉhÉä 

20. =¨Éänù́ ÉÉ®úÉÆºÉÉ ö̀Ò MÉ®úVÉ +ºÉä±É iÉä́ ½þÉ EåòpùÉ¤ÉÉ½äþ®ú ´ªÉÉJªÉÉxÉÉSÉä +ÉªÉÉäVÉxÉ Eò®úhÉä, iªÉÉÆSÉä ¤ÉÉ½äþ®úSªÉÉ ¦Éä]õÒSÉä ÊxÉªÉÉäVÉxÉ Eò®úhÉä. 

21. Ê´ÉÊ´ÉvÉ {ÉÖÎºiÉEòÉ, +½þ́ ÉÉ±É iÉªÉÉ®ú Eò®úhªÉÉºÉÉ ö̀Ò ¨ÉÉxªÉ´É®úÉÆ¶ÉÒ ºÉÆ{ÉEÇò ´É ºÉ¨Éx´ÉªÉ ºÉÉvÉhÉä. 

22. EåòpùÉSªÉÉ où¹]õÒxÉä ={ÉªÉÖHò +ºÉ±Éä±ÉÒ xÉÉMÉ®úÒ ºÉä́ ÉÉ ºÉÆnù¦ÉÉÇiÉÒ±É +É´É¶ªÉEòiÉÒ ºÉ´ÉÇ ¨ÉÉÊ½þiÉÒ ÊxÉ®úÊxÉ®úÉ³ýªÉÉ ´Éä¤ÉºÉÉ<Ç]õºÉ ´É <iÉ®ú  

ºjÉÉäiÉÉEòbÚ÷xÉ MÉÉä³ýÉ Eò°üxÉ iÉÒSÉä ´ÉMÉÔEò®úhÉ Eò°üxÉ ºÉÆSÉÉ±ÉEòÉÆxÉÉ ºÉÉnù®ú Eò®úhÉä. 

23. +É´É¶ªÉEò ºÉÚSÉxÉÉ iÉªÉÉ®ú Eò°üxÉ iªÉÉ xÉÉä]ÂõÒºÉ ¤ÉÉäbÇ÷́ É®ú |ÉÊºÉvnù Eò®úhÉä. 

24. {ÉÖføÒ±É ´É¹ÉÉÇºÉÉ ö̀Ò ªÉÉ ´É¹ÉÔSªÉÉ +xÉÖ¦É´ÉÉ´É°üxÉ +É´É¶ªÉEò ¤ÉÉ¤ÉÓSÉÒ ¨ÉÉº]õ®ú ¡òÉ<Ç±É iÉªÉÉ®ú Eò®úhÉä ´É |ÉiªÉäEò ´Éä³ýÒ {ÉÖføÒ±É ´É¹ÉÉÇºÉÉ ö̀Ò 

EòÉ¨ÉÉSÉÒ ªÉÉnùÒ (SÉäEò Ê±Éº])õ iÉªÉÉ®ú Eò®úhÉä VªÉÉ¨ÉvÉä Eò®úÉ´ÉªÉÉSÉÒ EòÉ¨Éä ´É iªÉÉºÉÆ¤ÉÆvÉÒSÉÉ EòÉ±ÉÉ´ÉvÉÒ ªÉÉSÉÒ xÉÉånù Eò®úhÉä. ªÉÉ SÉääEò 

Ê±Éº]õ ¨ÉvªÉä ¨ÉÉÊ½þiÉÒ ÊxÉªÉÊ¨ÉiÉ Ê±É½þhÉä. VÉÚxÉ iÉä Êb÷ºÉå. ªÉÉ 6 ¨ÉÊ½þxªÉÉiÉ Eäò±Éä±ªÉÉ EòÉ¨ÉÉÆSÉÒ SÉäEòÊ±Éº]õ ºÉÆSÉÉ±ÉEòÉÆxÉÉ ºÉÉnù®ú Eò®úhÉä. 

25. EòxºÉ±]Æõ]õ ªÉÉÆxÉÉ ±ÉÉMÉhÉÉ®äú ºÉ´ÉÇ |ÉEòÉ®úSÉä xÉÉä]ÂõºÉ ºÉÉÊ½þiªÉ, {ÉÖºiÉEäò, ºÉÆnù¦ÉÇ ºÉÉÊ½þiªÉ <. ={É±É¤vÉ Eò°üxÉ näùhÉä.  {ÉÖÎºiÉEòÉ, +½þ́ ÉÉ±É 

<.iÉªÉÉ®ú Eò®úhªÉÉºÉ ºÉ½þEòÉªÉÇ Eò®úhÉä. 

26. ¤ÉÉ½äþ®úÒ±É ´ªÉÉJªÉÉiªÉÉÆSÉä Î´½þb÷Ò+Éä EòÉìx¡ò®úxºÉ uùÉ®äú +ÉªÉÉäVÉxÉ Eò®úhÉä. 

27. ºÉÆnù¦ÉÇ ºÉÉÊ½þiªÉÉSªÉÉ ¡òÉä]õÉäEòÉì{ÉÒSÉÒ ´ªÉ´ÉºlÉÉ {ÉÉ½þhÉä. 

28. =¨Éänù́ ÉÉ®úÉÆxÉÉ iªÉÉÆSªÉÉ JÉSÉÉÇxÉä ¡òÉä]õÉä EòÉì{ÉÒ ={É±É¤vÉ ½þÉäiÉÒ±É ªÉÉSÉÒ EòÉ³ýVÉÒ PÉähÉä. 

29. ªÉ¶É¨ÉÆlÉxÉ, Ashwatta ò ´É ºÉEòÉ³ý <. ±ÉäJÉ Ê±É½þhªÉÉºÉ ¨ÉnùiÉ. 

30. ¨ÉÉÊºÉEò +½þ́ ÉÉ±É, ´ÉÉÌ¹ÉEò +½þ́ ÉÉ±É iÉªÉÉ®ú Eò®úhÉä 

31. ºÉÆSÉÉ±ÉEòÉÆxÉÒ ´Éä³ýÉä́ Éä³ýÒ ºÉÉÆÊMÉiÉ±Éä±ÉÒ <iÉ®ú ºÉ´ÉÇ EòÉ¨Éä 

 
. 
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b÷Éì.+ÉÆ¤Éäb÷Eò®ú º{ÉvÉÉÇ {ÉÊ®úIÉÉ ¨ÉÉMÉÇnù¶ÉÇxÉ Eåòpù,ªÉ¶ÉnùÉ 

VÉìÉ¤É SÉÉ]Çõ 

      
 ºÉÆ¶ÉÉävÉxÉ ºÉ½þÉªªÉEò 
 

1 =¨Éänù́ ÉÉ®úÉÆSÉÒ C±ÉÉºÉ, ´ÉÉSÉxÉÉ±ÉªÉ ´É Eìò¨{ÉºÉ¨ÉvÉÒ±É ={ÉÎºlÉiÉÒSÉÒ ¨ÉÉÊ½þiÉÒ PÉähÉä  iªÉÉÆSÉä ={ÉÎºlÉiÉÒ¤Ét±É nù®ú¨É½þÉ ºÉÆSÉÉ±ÉEòÉÆxÉÉ 

+´ÉMÉiÉ Eò®úhÉä. 

2. =¨Éänù́ ÉÉ®úÉÆSªÉÉ VÉä́ ÉhÉÉSÉÒ, ®úÉ½þhªÉÉSÉÒ ºÉ´ÉÇ iÉÒ ´ªÉ´ÉºlÉÉ {ÉÉ½þhÉä  

3. =¨Éänù́ ÉÉ®úÉÆxÉÉ ¨ÉÖJªÉÉ±ÉªÉ ºÉÉäb÷hªÉÉSÉÒ {É®ú´ÉÉxÉMÉÒSÉä ®äúEòÉìbÇ÷ ä̀ö́ ÉhÉä, xÉºiÉÒ ½þÉiÉÉ³ýhÉä. 

4. nù®ú¨É½þÉ.SªÉÉ 5 iÉÉ. {ÉªÉÇiÉ º]õÉªÉ{Éåb÷ SÉä näùªÉEòäò iÉªÉÉ®ú Eò°üxÉ ±ÉäJÉÉ ¶ÉÉJÉäiÉ {ÉÉ ö̀Ê´ÉhÉä. 

5. =¨Éänù́ ÉÉ®úÉÆ¶ÉÒ ÊxÉMÉb÷ÒiÉ ºÉ´ÉÇ |É¶ÉÉºÉEòÒªÉ ¤ÉÉ¤ÉÒ {ÉÉ½þhÉä, VÉºÉä: |É´Éä¶É |ÉÊGòªÉÉ, +Éä³ýJÉ{ÉjÉ, C±ÉÉºÉ°ü¨É ´ªÉ´ÉºlÉÉ iªÉÉÆSªÉÉ 

+É®úÉäMªÉÉSªÉÉ où¹]õÒxÉä ÊxÉªÉÊ¨ÉiÉ +É®úÉäMªÉ iÉ{ÉÉºÉhÉÒ ´É iªÉÉ +xÉÖ¹ÉÆMÉÉxÉä =¨Éänù́ ÉÉ®úÉÆSªÉÉ <iÉ®ú ºÉ´ÉÇ |É¶ÉÉºÉEòÒªÉ º´É°ü{ÉÉSªÉÉ ¤ÉÉ¤ÉEòÒ 

½þÉiÉÉ³ýhÉä. 

6. EåòpùÉiÉÒ±É ºÉ´ÉÇ +ÊvÉEòÉ®úÒ ´É Eò¨ÉÇSÉÉ−ªÉÉÆSªÉÉ ºÉ´ÉÇ +ÉºlÉÉ{ÉxÉÉÊ´É¹ÉªÉEò ¤ÉÉ¤ÉÒ ½þÉiÉÉ³ýhÉä xÉºiÉÒ ä̀ö́ ÉhÉä. 

7. ÊxÉvÉÒSÉÒ ¨ÉÉMÉhÉÒ, ¨ÉÉÊºÉEò JÉSÉÉÇSÉÒ ¨ÉÉÊ½þiÉÒ iÉªÉÉ®ú Eò®úhÉä ´É ºÉÆSÉÉ±ÉEòÉÆxÉÉ    nù®ú¨É½þÉ ºÉÉnù®ú Eò®úhÉä. JÉSÉÉÇSÉÒ ¨ÉÉÊ½þiÉÒ ú ±ÉäJÉÉ 

¶ÉÉJÉÉ ´É |É¶ÉÉºÉxÉÉEòbÚ÷xÉ PÉä>ðxÉ ºÉÆSÉÉ±ÉEòÉ ¨ÉÉ¡ÇòiÉ ¨ÉÉ.¨É½þÉºÉÆSÉÉ±ÉEòÉÆxÉÉ nù®ú ÊiÉ¨ÉÉ½þÒ ºÉÉnù®ú Eò®úhÉä. ´ÉÉÌ¹ÉEò JÉSÉÉÇSÉÉ Ê½þ¶ÉÉä¤É 

ä̀ö́ ÉÚxÉ ºÉÒ<ÇBºÉVÉÒ ±ÉÉ {ÉÉ ö̀Ê´ÉhÉä. ÊxÉvÉÒ¤ÉÉ¤ÉiÉ |É¶ÉÉºÉxÉÉEòbÚ÷xÉ ¤ÉÉ]õÔ EòbÚ÷xÉ ½þÉähÉÉ−ªÉÉ {ÉjÉ´ªÉ´É½þÉ®ú ºÉÆSÉÉ±ÉEòÉÆ ¨ÉÉ¡ÇòiÉ Eò®úhÉä. 

8. ¡òÌxÉSÉ®ú <iÉ®ú +É´É¶ªÉEò ´ÉºiÉÖÆSÉÒ JÉ®äúnùÒSÉÒ xÉºiÉÒ ä̀ö́ ÉhÉä ºÉ´ÉÇ näùªÉEòäò iÉªÉÉ®ú Eò®úhÉä iªÉÉÆSÉä Ê½þ¶Éä¤É ä̀ö́ ÉhÉä.xÉ´ÉÒxÉ ´ÉºiÉÚÆSÉÒ JÉ®äúnùÒ 

¤ÉÉ¤ÉiÉ xÉºiÉÒ iÉªÉÉ®ú Eò®úhÉä ´É ½þÉiÉÉ³ýhÉä. 

9. bä÷b÷º]ìõÉEò  ®úÊVÉº]õ®ú ä̀ö́ ÉhÉä ´É iªÉÉ¨ÉvÉä ºÉ´ÉÇ +tÉ´ÉiÉ xÉÉånùÒ ä̀ö́ ÉhÉä. 

10. ºÉ´ÉÇ ]äõº]õSªÉÉ ÊxÉEòÉ±ÉÉSÉä ®äúEòÉìbÇ÷ `äö́ ÉhÉä. ´É iÉä ºÉÆSÉÉ±ÉEòÉÆxÉÉ ºÉÉnù®ú Eò®úhÉä. 

11. nù®ú¨É½þÉ 2 ´É 17 iÉÉ®úJÉä{ÉªÉçiÉ ºÉÆSÉÉ±ÉEòÉÆxÉÉ {ÉÉÊIÉEò +½þ́ ÉÉ±É ºÉÉnù®ú Eò®úhÉä VªÉÉ¨ÉvÉä =¨Éänù́ ÉÉ®úÉÆSÉÒ Eìò¨{ÉºÉ, ±ÉÉªÉ¥É®úÒ ´É 

C±ÉÉºÉ°ü¨É ¨ÉvÉÒ±É ={ÉÎºlÉiÉÒ, iªÉÉÆSªÉÉ  ]äõº]õ SÉä ÊxÉEòÉ±É ´É <iÉ®ú ¨É½þi´ÉÉSªÉÉ =±±ÉäJÉÊxÉªÉ ¤ÉÉ¤ÉÓSÉÉ ºÉ¨ÉÉ´Éä¶É +ºÉä±É. 

12. ´ÉÉSÉxÉÉ±ÉªÉÉºÉ nù®ú®úÉäVÉ ¦Éä]õ näù>ðxÉ =¨Éänù́ ÉÉ®úÉÆSªÉÉ ={ÉÎºlÉiÉÒ ¤ÉÉ¤ÉiÉ ºÉÆSÉÉ±ÉEòÉÆxÉÉ ¨ÉÉÊ½þiÉÒ näùhÉä. 

13. EåòpùÉiÉ +ÉªÉÉäÊVÉiÉ Eò®úÉ´ÉªÉÉSªÉÉ EòÉähÉiªÉÉ½þÒ EòÉªÉÇGò¨ÉÉSÉÒ SÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä. 

14. EåòpùÉºÉ ¦Éä]õ näùhÉÉ−ªÉÉ ¨ÉÉxªÉ´É®úÉÆxÉÉ ºÉ´ÉÇ ¨ÉÉÊ½þiÉÒ näùhÉä iªÉÉÆSªÉÉ ¦Éä]õÒSÉä ÊxÉªÉÉäVÉxÉ Eò®úhÉä. 

15. EåòpùÉiÉ +ÉªÉÉäÊVÉiÉ Eäò±Éä±ªÉÉ ºÉ´ÉÇ ¤Éè̀ öEòÒ ¶ÉÒ ÊxÉMÉb÷ÒiÉ ºÉ´ÉÇ ´ªÉ´ÉºlÉÉ {ÉÉ½þhÉä. 

16. ¨É®úÉ ö̀Ò, <ÆOÉVÉÒ ]õÉ<ÇË{ÉMÉ Eò®úhÉä. 

17. bä÷ ºEòÉì±É®ú SÉä ®äEòÉìbÇ÷ºÉ ä̀ö́ ÉhÉä ´É iªÉÉ¤ÉÉ¤ÉiÉ +½þ́ ÉÉ±É iÉªÉÉ®ú Eò®úhªÉÉSÉÒ xÉºiÉÒ ½þÉiÉÉ³ýhÉä. 

18. Ê´ÉÊ´ÉvÉ {ÉÖÎºiÉEòÉ, +½þ́ ÉÉ±É iÉªÉÉ®ú Eò®úhªÉÉSÉÒ xÉºiÉÒ ½þÉiÉÉ³ýhÉä. 



 5

19. =¨Éänù́ ÉÉ®úÉÆºÉÉ ö̀Ò ä̀ö́ É±Éä±Éä |É´Éä¶ÉòuùÉ®úÉ´É®úÒ±É ®úÊVÉº]õ®úSÉÒ  OÉÆúlÉÉ±ÉªÉÉiÉÒ±É ÊxÉªÉÊ¨ÉiÉ iÉ{ÉÉºÉhÉÒ Eò®úhÉä ´É iªÉÉ¤ÉÉ¤ÉiÉSÉÒ ¨ÉÉÊ½þiÉÒ 

´Éä³ýÉä́ Éä³ýÒ ºÉÆSÉÉ±ÉEòÉÆxÉÉ näùiÉä. 

20. ´ªÉÉJªÉÉxÉÉSÉä +Éìb÷Ò+Éä ®äúEòÉìb÷ÔMÉ, Î´½þb÷Ò+Éä ¶ÉÖ]ÕMÉSÉÒò ´ªÉ´ÉºlÉÉ Eò®úhÉä, ®äúEòÉìbÇ÷ Eäò±Éä±Éä ]äõ{ÉºÉÂ / ºÉÒb÷ÒVÉ ={É±É¤vÉ Eò°üxÉ PÉähÉä ´É 

iªÉÉSÉÉ ªÉÉäMªÉ ´ÉMÉḈ ÉÉ½þÒºÉ½þÒiÉ  ºÉÖ®úÊIÉiÉ ºÉÆOÉ½þ Eò®úhÉä. 

21. ´ÉÉSÉxÉÉ±ÉªÉÉiÉ ä̀ö́ É±Éä±ªÉÉ ºÉÆnù¦ÉÇ ºÉÉÊ½þiªÉÉSÉÒ BEò |ÉiÉ EåòpùÉ¨ÉvªÉä ={É±É¤vÉ ®úÉ½þÒ±É ªÉÉSÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä. 

22. xÉÉä]ÂõºÉ,{ÉÖºiÉEò ´É <iÉ®ú ºÉÆnù¦ÉÇ ºÉÉÊ½þiªÉ JÉ®äúnùÒSÉÒ xÉºiÉÒ ½þÉiÉÉ³ýhÉä. 

23. EòÉäSÉÓMÉºÉÉ ö̀Ò ´É <iÉ®ú ¤ÉÉ¤ÉÓºÉÉ ö̀Ò +ìb÷́ ½þÉxºÉ PÉähÉä ´É iªÉÉÆSÉä ºÉ¨ÉÉªÉÉäVÉxÉ Eò®úhÉä. 

24. xÉÉMÉ®úÒ ºÉä́ ÉÉ ºÉÆnù¦ÉÉÇiÉ ´Éä¤ÉºÉÉ<Ç]õ ´É <iÉ® úºjÉÉäiÉÉEòbÚ÷xÉ Ê´ÉÊ´ÉvÉ ¨ÉÉÊ½þiÉÒ ={É±É¤vÉ Eò®úhÉä ´É iÉÒ EåòpùÉºÉ ={ÉªÉÖHò ½þÉä<Ç±É ªÉÉ où¹]õÒxÉä 

ºÉÆEò±ÉÒiÉ Eò®úhÉä, iªÉÉSÉä ´ÉMÉÔEò®úhÉ Eò®úhÉä <. 

25. ªÉÖ]õÒ±ÉÒ]õÒ ¤ÉÒ±b÷ÓMÉ¨ÉvÉÒ±É ºÉ´ÉÇ =¨Éänù́ ÉÉ®úÉÆ¶ÉÒ +É ö̀́ Éb÷ªÉÉiÉÚxÉ ËEò¨ÉÉxÉ ÊiÉxÉnùÉ ºÉÆ{ÉEÇò ºÉÉvÉÚxÉ iªÉÉÆSÉÒ ={ÉÎºlÉiÉÒ ´É iªÉÉÆSªÉÉ +b÷SÉhÉÒ 

<. ¤ÉÉ¤ÉiÉSÉÉ ºÉÆSÉÉ±ÉEòÉÆxÉÉ ºÉÉ{iÉÉÊ½þEò +½þ́ ÉÉ±É näùhÉä  

26. =¨Éänù́ ÉÉ®úÉÆEòbÚ÷xÉ PÉäiÉ±Éä±ªÉÉ +Æb÷®ú]äõEòÓMÉxÉÚºÉÉ®ú  iªÉÉÆSÉä ´ÉiÉÇhÉÚEò ½þÉäiÉ +ºÉ±ªÉÉSÉÒ ´Éä³ýÉä́ Éä³ýÒ JÉÉjÉÒ Eò°üxÉ PÉähÉä. 

27. |É¶ÉÉºÉEòÒªÉ ºÉÊ¨ÉiÉÒ ´É +ìEìòbä÷¨ÉÒEò ºÉÊ¨ÉiÉÒSªÉÉ  iÉºÉäSÉ ÊxÉ´Éb÷ ºÉÊ¨ÉiÉÒ ºÉ¦ÉäSÉä ÊxÉªÉÉäVÉxÉ ´É xÉºiÉÒ ½þÉiÉÉ³ýhÉä. 

28. +É´É¶ªÉEò ºÉÚSÉxÉÉ iÉªÉÉ®ú Eò°üxÉ iªÉÉ xÉÉä]õÒºÉ ¤ÉÉäbÇ÷́ É®ú |ÉÊºÉvnù Eò®úhÉä. 

29. {ÉÖføÒ±É ´É¹ÉÉÇSÉä ÊxÉªÉÉäVÉxÉ Eò®úhªÉÉºÉÉ ö̀Ò ªÉÉ´É¹ÉÔ Eäò±Éä±ªÉÉ EòÉ¨ÉÉSÉÒ  SÉäEòÊ±Éº]õ iÉªÉÉ®ú Eò®úhÉä.(´ÉäMÉ³ýÒ ¨ÉÉº]õ®ú ¡òÉ<Ç±É iÉªÉÉ®ú Eò®úhÉä.) 

´É ªÉÉ  SÉääEòÊ±Éº]ṏ ÉvÉä ÊxÉªÉÊ¨ÉiÉ ¨ÉÉÊ½þiÉÒ Ê±É½þhÉä. VÉÖxÉ iÉä Êb÷ºÉå. 06 SÉÒ Eò®úhÉä. SÉääEòÊ±Éº]õ ºÉÆSÉÉ±ÉEòÉÆxÉÉ ºÉÉnù®ú Eò®úhÉä. 

30. ¤ÉÉåMÉÒ®ú´ÉÉ®ú ºÉÊ¨ÉiÉÒSÉÒ xÉºiÉÒ ½þÉiÉÉ³ýhÉä ´É iªÉÉ¤ÉÉ¤ÉiÉ MÉÉä¹]õÓSÉÉ ´Éä³ýÉä́ Éä³ýÒ Follow-up  õPÉähÉä. 

31. +É´É¶ªÉEò ºÉÖSÉxÉÉ xÉÉäÊ]õºÉ ¤ÉÉäbÇ÷́ É®ú ±ÉÉ´ÉhÉä., xÉÉäÊ]õºÉ ¤ÉÉäbÇ÷ ºÉÖºÉVVÉ ´É ºÉÖÆnù®ú ä̀ö́ ÉhÉä. 

32. VÉÉÊ½þ®úÉiÉÒ nÖù®úÊSÉjÉ´ÉÉhÉÒ, ´ÉÞkÉ{ÉjÉ,  ºÉÆEäòiÉºlÉ³ý näùhªÉÉSÉÒ iÉªÉÉ®úÒ Eò°üxÉ ¸ÉÒ. ¨ÉÉxÉä ªÉÉÆSªÉÉ¶ÉÒ ºÉ¨Éx´ÉªÉEò  ºÉÉvÉÚxÉ  iªÉÉ näùhÉä. 

33. EåòpùÉiÉ ½þÉähÉÉ−ªÉÉ Ê´ÉÊ´ÉvÉ ={ÉGò¨ÉÉSÉä ¡òÉä]õÉäOÉÉ¡ºÉò PÉähªÉÉSÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä ´É ¡òÉä]õÉäOÉÉ¡ºÉò  ºÉÆOÉ½þÒiÉ ä̀ö́ ÉhÉä VÉähÉä Eò°üxÉ ´ÉÉÌ¹ÉEò 

+½þ́ ÉÉ±É <iÉ®ú +½þ́ ÉÉ±ÉÉ EòÊ®úiÉÉ iªÉÉÆSÉÉ ={ÉªÉÉäMÉ ½þÉä<Ç±É. nù®ú´É¹ÉÔ |ÉiªÉäEò ¤ÉìSÉ SÉÉ Group photo  ªÉ¶ÉnùÉSÉä 

¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆSªÉÉ¤É®úÉä¤É®ú PÉähªÉÉSÉä ÊxÉªÉÉäVÉxÉ Eò®úhÉä. 

34. ºÉ´ÉÇ ¨ÉÖ±ÉÉÆSÉä |É´Éä¶É  (Admissions) Eò®úhÉä  ¡òÒ PÉähÉä, +ÉªÉEòÉbÇ÷ näùhÉä. nù®ú®úÉäVÉ, ºÉÉ{iÉÉÊ½þEò, ¨ÉÉÊºÉEò ½þVÉä®úÒ ®úÊVÉº]Åõ®ú 

ä̀ö́ ÉhÉä nù®ú®úÉäVÉ iªÉÉÆSÉÒ campus ½þVÉä®úÒ PÉä>ðxÉ ®úÉäVÉ ºÉÆSÉÉ±ÉEòÉÆxÉÉ ªÉÉ¤ÉÉ¤ÉiÉ +½þ́ ÉÉ±É näùhÉä. 

35. ¨ÉÉEÇò ´É ]äõº]õ ªÉÉÆSÉÒ xÉÉånùÒ PÉähÉä. 

36. ]äõº]õ ºÉÉ ö̀Ò ]äõº]õ {Éä{É®ú SÉÒ ZÉä®úÉìCºÉ EòÉføhÉä ]äõº]õ Conduct Eò®úhÉä 
37. ºÉ´ÉÇ ¡òÉ<Ç±ºÉ  xÉ´ÉÒxÉ Eò®úhÉä, ½þÉä±É MÉÉbÇ÷ ±ÉÉ´ÉhÉä  ºÉÖ®úIÉÒiÉ ´É ºÉÖÎºlÉiÉÒiÉ ä̀ö́ ÉhÉä. 

38. ºÉÆSÉÉ±ÉEòÉÆxÉÒ  ´Éä³ýÉä́ Éä³ýÒ ºÉÉÆÊMÉiÉ±Éä±ÉÒ <iÉ®ú ºÉ´ÉÇ |ÉEòÉ®úSÉÒ EòÉ¨Éä. 
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b÷Éì.+ÉÆ¤Éäb÷Eò®ú º{ÉvÉÉÇ {ÉÊ®úIÉÉ ¨ÉÉMÉÇnù¶ÉÇxÉ Eåòpù,ªÉ¶ÉnùÉ 
VÉìÉ¤É SÉÉ]Çõ 

                  
C±ÉEÇò 

1. ºÉÆSÉÉ±ÉEòÉÆSªÉÉ nèùxÉÆnùÒxÉ EòÉ¨ÉÉSÉä ÊxÉªÉÉäVÉxÉ, ºlÉÉÊxÉEò ´É  ¤ÉÉ½äþ®ú tÉ´ÉªÉÉSªÉÉ ¦Éä]õÒSÉä ÊxÉªÉÉäVÉxÉ. 

2. ºÉÆSÉÉ±ÉEòÉÆSªÉÉ ´ªÉÉJªÉÉxÉÉSÉä ÊxÉªÉÉäVÉxÉ, ¨ÉÉÊ½þiÉÒ ä̀ö́ ÉhÉä, nèùxÉÆÊnùxÉ EòÉ¨ÉÉSÉÒ ¨ÉÉÊ½þiÉÒ ä̀ö́ ÉhÉä, ¨ÉÉÊºÉEò b÷ÉªÉ®úÒ iÉªÉÉ®ú Eò®úhÉä 

B¨É.+ÉªÉ.BºÉ.+½þ́ ÉÉ±É iÉªÉÉ®ú Eò®úhÉä. 

3. ºÉ´ÉÇ ¤Éè̀ öEòÒ ´É <iÉ®ú +{ÉÉä<Ç]ṏ Éå]õSÉÒ  ¨ÉÉÊ½þiÉÒ ä̀ö́ ÉhÉä ´É  ºÉÆSÉÉ±ÉEòÉÆxÉÉ +ìb÷´½þÉxºÉ ¨ÉvªÉä xÉ SÉÖEòiÉÉ +´ÉMÉiÉ Eò®úhÉä. 

4. ºÉ´ÉÇ ¤Éè̀ öEòÉÆºÉÉ ö̀Ò ¨ÉÉÊ½þiÉÒ ºÉÆEò±ÉÒiÉ  Eò®úhÉä, xÉÉä]ÂõºÉ iÉªÉÉ®ú Eò®úhÉä, Power Point  ºÉÉnù®úÒEò®úhÉ iÉªÉÉ®ú Eò°üxÉ ä̀ö́ ÉhÉä.  

5. EåòpùÉSªÉÉ {ÉÖÎºiÉEäòSÉÒ Ê´ÉGòÒ; ®úCEò¨É ±ÉäJÉÉ ¶ÉÉJÉäiÉ VÉ¨ÉÉ Eò°üxÉ Ê½þ¶ÉÉä¤É ä̀ö́ ÉhÉä. 

6. EåòpùÉ¨ÉvÉä ªÉähÉÉ−ªÉÉ nèùxÉÆÊnùxÉ ´ÉiÉÇ̈ ÉÉxÉ{ÉjÉÉSÉä ºÉÆ{ÉÉnùEòÒªÉ {ÉÉxÉÉSÉä nù®ú ¨ÉÊ½þxªÉÉSªÉÉ  2 iÉÉ®úJÉä{ÉªÉÇiÉ +¦ªÉÉÊºÉEäò¨ÉvÉä {ÉÉ ö̀Ê´ÉhÉä ´É <iÉ®ú 

{ÉÉxÉä ®úqÒºÉÉ ö̀Ò ´ÉÉSÉxÉÉ±ÉªÉÉiÉ {ÉÉ ö̀Ê´ÉhÉä. 

7. +¦ªÉÉÊºÉEäò¨ÉvÉä {ÉÉ ö̀Ê´É±Éä±ªÉÉ ºÉÆ{ÉÉnùEòÒªÉÉÆSÉä nù®ú ºÉ½þÉ ¨ÉÊ½þxªÉÉÆSÉÒ BEòÊjÉiÉ ºÉÆEò±ÉòiÉ Eò°üxÉ `äö´ÉhÉä. 

8. ºÉ´ÉÇ =¨Éänù́ ÉÉ®ú ¨ÉÖ±ÉÓ¶ÉÒ iªÉÉÆSªÉÉ ½þÉäº]äõ±É¨ÉvÉä +É ö̀́ Éb÷ªÉÉiÉÚxÉ ÊEò¨ÉÉxÉ ÊiÉxÉnùÉ ¦Éä]õ näù>ðxÉ iªÉÉÆSÉÒ ={ÉÎºlÉiÉÒ ´É <iÉ®ú +b÷SÉhÉÓSÉÒ 

¨ÉÉÊ½þiÉÒ PÉähÉä iªÉÉÆSÉÒ ´ÉiÉÇhÉÚEò iªÉÉÆxÉÒ Ênù±Éä±ªÉÉ +Æb÷®ú]äõEòÓMÉxÉÖºÉÉ®ú PÉäiÉ +ºÉ±ªÉÉSÉÒ JÉÉjÉÒ Eò®úhÉä ´É ºÉÆSÉÉ±ÉEòÉÆxÉÉ ºÉÉ{iÉÉÊ½þEò 

¨ÉÉÊ½þiÉÒ/ +½þ́ ÉÉ±É näùhÉä. 

9. nù®ú¨É½þÉ ºÉ´ÉÉÈSªÉÉ {Éäº±ÉÒ{É, ¨ÉÉä¤ÉÉ<Ç±É ¤ÉÒ±É ={É±É¤vÉ Eò°üxÉ näùhÉä. 

10. EåòpùÉºÉ ±ÉÉMÉhÉÉ−ªÉÉ º]äõ¶ÉxÉ®úÒSÉÒ ºÉÆ¤ÉÆvÉÓiÉÉÆEòbÚ÷xÉ ±ÉäJÉÒ ¨ÉÉÊ½þiÉÒ PÉä>ðxÉ  º]äõ¶ÉxÉ®úÒ ={É±É¤vÉ Eò°üxÉ PÉähÉä, xÉºiÉÒ ä̀ö́ ÉhÉä. 

11. B¨Éb÷ÒºÉÒ ´É ªÉ¶ÉnùÉ ½þÉäº]äõ±É ¨ÉvÉä ´ªÉÉJªÉÉiªÉÉÆSÉä Ê®úZÉú´½æþ¶ÉxÉ Eò®úhÉä. 

12.  ´ÉÉªÉB¨É+É®úºÉÒ ¨ÉvÉÚxÉ  ´ªÉÉJªÉÉxÉÉÆºÉÉ ö̀Ò ±ÉÉMÉhÉÉ®äú OHP ´É <iÉ®ú <±ÉäC]ÅõÉÊxÉEò ºÉÉÊ½þiªÉºÉÉ`öÒ ÊxÉªÉÉäVÉxÉ Eò®úhÉä ´É ºÉÆ¤ÉÆvÉÒiÉ 

ºÉÉÊ½þiªÉ ´ÉÉªÉB¨É+É®úºÉÒ±ÉÉ VÉ¨ÉÉ ZÉÉ±Éä±Éä +É½äþ  EòÒ xÉÉ½þÒ ½äþ {ÉÉ½þhÉä. 

13. EåòpùÉiÉ ´Éä³ýÉä́ Éä³ýÒ ½þÉähÉÉ®äú ´ÉEÇò¶ÉÉì{É/ iÉYÉÉÆSÉÒ ´ªÉÉJªÉÉiÉä ªÉÉºÉÉ ö̀Ò xÉä̈ É {±Éä]õ iÉªÉÉ®ú Eò®úhÉä ½þÉì±ÉSÉÒ ºÉ´ÉÇ ´ªÉ´ÉºlÉÉ {ÉÉ½þhÉä, +É´É¶ªÉEò 

+ºÉ±ªÉÉºÉ MÉÖ±ÉÉ¤É{ÉÖ¹{ÉÉÆSÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä. 

14. Ê´ÉÊ´ÉvÉ ¤Éè̀ öEòÉÆºÉÉ ö̀Ò <ÊiÉ´ÉÞkÉ PÉähÉä ´É iÉªÉÉ®ú Eäò±Éä±ÉÉ ¨ÉºÉÖnùÉ  <iÉ®ú Eò¨ÉÇSÉÉ−ªÉÉÆxÉÉ ´É Ê´É¶Éä¹ÉiÉ: ºÉÆSÉÉ±ÉEòÉÆ Eòbä÷ +ÆÊiÉ¨É Eò®úhÉäºÉÉ ö̀Ò 

ä̀ö́ ÉhÉä. 

15. ¶ÉèIÉÊhÉEò ¤Éè̀ öEò, |É¶ÉÉºÉEòÒªÉ ¤Éè̀ öEò, ÊxÉ´Éb÷ ºÉÊ¨ÉiÉÒ ¤Éè̀ öEòÉÆºÉÉ ö̀Ò ZÉÉ±Éä±ªÉÉ JÉSÉÉÇSÉÒ ¤ÉÒ±Éä  iÉ{ÉÉºÉÚxÉ ¤±ªÉÚ +ìxb÷ ´½þÉ<Ç]õ ¡òÉì̈ ÉÇ 

¨ÉvªÉä ¦É°üxÉ ±ÉäJÉÉÊ´É¦ÉÉMÉiÉ {ÉÉ ö̀́ ÉÚxÉ nùªÉÉ´ÉÒiÉ. ´É ViªÉÉÆSÉÉ ´Éä³ýÉä́ Éä³ýÒ Follow-up  PÉähÉä.  

16.  ºÉÆSÉÉ±ÉEòÉÆSÉä ¨Éäb÷ÒEò±É, ]õÒB/b÷ÒB iÉºÉäSÉ EòÉªÉÉÇ±ÉªÉÉiÉÒ±É <iÉ®ú Eò¨ÉÇSÉÉ−ªÉÉÆSªÉÉ ¤ÉÒ±ÉÉÆSÉÉ Follow-up  PÉähÉä.  
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17. ´Éä³ýÉä́ Éä³ýÒ EåòpùÉiÉ ½þÉähÉÉ®äú EòÉªÉÇ¶ÉÉ³ýÉ, iÉºÉäSÉ Ênù±±ÉÒ´É°üxÉ +É±Éä±Éä ´ªÉÉJªÉÉiÉä iÉºÉäSÉ Mock Interview +¶ÉÉ´Éä³ýÒ 

ºÉÆ¤ÉÆvÉÒiÉÉÆSªÉÉ ´ÉÉ½þxÉÉSÉä ÊxÉªÉÉäVÉxÉ PÉähÉä, ´ÉÉ½þxÉÉSÉÒ MÉ®úVÉ +Éä³ýJÉÚxÉ ¨ÉÉMÉhÉÒ{ÉjÉ ¦É°üxÉ {ÉÉ ö̀Ê´ÉhÉä, ´ÉÉ½þxÉ ={É±É¤vÉ ½þÉä<Ç±É ªÉÉSÉÒ 

nùIÉiÉÉ PÉähÉä. ´É iªÉÉÆSÉä Email id, ¨ÉÉä¤ÉÉ<Ç±É xÉÆ¤É®ú <. PÉähÉä,  

18. |É¶ÉÉºÉxÉÉiÉ, OÉÆlÉÉ±ÉªÉÉiÉ , ±ÉäJÉÉ ´É <iÉ®ú Ê´É¦ÉÉMÉÉiÉ MÉä±Éä±ªÉÉ ¡òÉ<Ç±ºÉSÉÒ xÉÉånù ä̀ö́ ÉhÉä ´É iªÉÉ ¡òÉ<Ç±ÉSªÉÉ ºÉÆnù¦ÉÉÇiÉ ºÉÆ¤ÉÆvÉÒiÉ 

Eò¨ÉÇSÉÉ−ªÉÉ±ÉÉ Follow-up PÉähÉä.ºÉÉ ö̀Ò +É ö̀́ ÉÚxÉ Eò°üxÉ näùhÉä. iÉºÉäSÉ ¡òÉ<Ç±ºÉ Ê´É¦ÉÉMÉÉiÉ {É®úiÉ +É±ªÉÉ´É®ú iªÉÉ ºÉÆ¤ÉÆvÉiÉÒiÉ 

Eò¨ÉÇSÉÉ−ªÉÉÆxÉÉ ºÉÉnù®ú Eò®úÉ´ªÉÉiÉ. 

19. ºÉÆSÉÉ±ÉEòÉÆSªÉÉ +xÉÖ{ÉÎºlÉiÉÒ¨ÉvÉä ºÉ´ÉÇ ºÉÆnäù¶É PÉä>ðxÉ iªÉÉSÉÒ ¨ÉÉÊ½þiÉÒ ä̀ö́ ÉhÉä. 

20. ]äõº]õ {Éä{É®ú, <ÆOÉVÉÒ, ¨É®úÉ ö̀Ò ]õÉ<Ç{É Eò®úhÉä. 

21. ®úÉäVÉSªÉÉ ´ªÉÉJªÉÉxÉÉÆSÉÒ, ]äõº]õSÉÒ ´É ºÉÆ¤ÉÆvÉÒiÉ ´ªÉÉJªÉÉiÉÉÆSÉÒ xÉÉånù ä̀ö́ ÉhÉä.´É  |ÉÊ¶ÉIÉhÉ ºÉ¨Éx´ÉªÉEò ªÉÉÆxÉÉ ®úÉäVÉ nùÉJÉÊ´ÉhÉä ªÉÉSÉÉ 

¨ÉÉÊºÉEò MÉÉä¹É´ÉÉ®úÉ iÉªÉÉ®ú Eò°üxÉ ºÉÆSÉÉ±ÉEòÉÆxÉÉ ºÉÉnù®ú Eò®úhÉä.  

22. EåòpùÉiÉ EòÉähÉiªÉÉ ´ÉºiÉÖSÉÒ JÉ®äúnùÒ Eò®úÉªÉSÉÒ +É½äþ. ªÉÉ¤ÉÉ¤ÉiÉ ¨ÉÉÊ½þiÉÒ ä̀ö́ ÉhÉä. 

23. Eåòpù ºÉÖºÉVVÉ ´É ºÉÖÆnù®ú ä̀ö́ ÉhÉä iªÉÉEòÊ®úiÉÉ ¡òÉ<Ç±ºÉ, xÉÉäÊ]õºÉ ¤ÉÉäbÇ÷, xÉä̈ É{±Éä]õ, EòÉªÉÉÇ±ÉªÉÉiÉÒ±É Eò{ÉÉ]äõ ´É <iÉ®ú ºÉÉÊ½þiªÉ ªÉÉÆSÉä ªÉÉäMªÉ 

ÊxÉªÉÉäVÉxÉ Eò°üxÉ ä̀ö́ ÉhªÉÉSÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä, ºÉÖ¶ÉÉäÊ¦ÉEò®úhÉ SªÉÉ où¹]õÒxÉä +É´É¶ªÉEò +ºÉ±Éä±ÉÒ ´ÉºiÉÚÆSÉÒ JÉ®äúnùÒ ºÉÉ ö̀Ò, 

ºÉÆSÉÉ±ÉEòÉÆxÉÉ ¨ÉÉ½þÒiÉÒ näùhÉä. 

24. ºÉÆSÉÉ±ÉEòÉÆxÉÒ  ´Éä³ýÉä́ Éä³ýÒ ºÉÉÆÊMÉiÉ±Éä±ÉÒ <iÉ®ú ºÉ´ÉÇ EòÉ¨Éä. 

 

 

 

 

 

 

 

ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆ¶ÉÉävÉxÉ Eåòpù 
 

|ÉÊ¶ÉIÉhÉ ºÉjÉ +ÉÊhÉ <iÉ®ú Eò®úÉ´ÉªÉÉSªÉÉ EòÉ¨ÉÉSÉÉ iÉ{ÉÊ¶É±É  
 

Gò. ½ÖþqùÉ EòÉ®úÉ´ÉªÉÉSÉÒ EòÉ¨Éä 
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1. ºÉÉJÉ®ú ºÉÆPÉ ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

2. EÞòÊ¹É =i{ÉzÉ ¤ÉÉVÉÉ®ú ºÉÊ¨ÉiÉÒSªÉÉ |ÉÊ¶ÉIÉhÉÉ ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 

3. ºÉÆ¶ÉÉävÉxÉ ´É |ÉEò±{É ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

4. ®úÉVªÉÉ ¤ÉÉ½äþ®úÒ±É |ÉÊ¶ÉIÉhÉ ºÉjÉ ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

5. ºÉÉJÉ®ú ºÉÆvÉ ´É {ÉiÉºÉÆºlÉÉ ºÉÆ¤ÉÆvÉÒiÉ ]õÒ BxÉ Bä  

6. nù®ú¨É½þÉ ºÉ´ÉÇ |ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉÒ ´É ºÉÆ¦ÉÉ´ªÉ ´Éä³ýÉ{ÉjÉEòÉSÉÒ ]õÒ. B¨É. 
ºÉÒ. EòbÚ÷xÉ ¨ÉÉxªÉiÉÉ PÉähÉä. 
 

7. ºÉ½þEòÉ®úÒ {ÉiÉºÉÆºlÉÉSªÉÉ |ÉÊ¶ÉIÉhÉ PÉäiÉ±Éä±ªÉÉ |ÉÊ¶ÉIÉhÉÉlÉÕSÉÒ 
¨ÉÉÊ½þiÉÒ ¨ÉÉ. ÊVÉ±½þÉ ={ÉÊxÉ¤ÉÆvÉEòÉÆxÉÉ ´É ºÉÆ¤ÉÆÊvÉiÉ ºÉÆºlÉÉÆxÉÉ xÉÉǼ Éä 
nù®ú¨É½þÉ Eò³ýÊ´ÉhÉä. 
 

8. ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆ¶ÉÉävÉxÉ EåòpùÉiÉÒ±É +ÊvÉEòÉ®úÒ ªÉÉÆSªÉÉ 
|ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉä ºÉjÉ ºÉ½þªÉÉäMÉÒ ¨½þhÉÚxÉ EòÉ¨É {É½þÉhÉä. iÉºÉäSÉ 
ºÉnù®úÒ±É |ÉÊ¶ÉIÉhÉ ºÉjÉÉSÉÉ {ÉÉ`ö{ÉÖ®úÉ´ÉÉ Eò®úhÉä.  
 

9. +ÉªÉ BºÉ +Éä |É¨ÉÉhÉä +tÉªÉÉ´ÉiÉ ®äúEòÉìbÇ÷ ä̀ö´ÉhÉä 

1. ºÉjÉ ºÉ½þªÉÉäMÉÒ  

10. ´Éä³ýÉä́ Éä³ýÒ ºÉÉä{ÉÊ´ÉhªÉÉiÉ ªÉähÉÉ®úÒ EòÉ¨Éä.  
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ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆ¶ÉÉävÉxÉ Eåòpù 
 

|ÉÊ¶ÉIÉhÉ ºÉjÉ +ÉÊhÉ <iÉ®ú Eò®úÉ´ÉªÉÉSªÉÉ EòÉ¨ÉÉSÉÉ iÉ{ÉÊ¶É±É  
 

Gò. ½ÖþqùÉ EòÉ®úÉ´ÉªÉÉSÉÒ EòÉ¨Éä 
 

1. ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆvÉÉävÉxÉ EåòpùÉSªÉÉ ´ÉÉÌ¹ÉEò EòÉ±ÉnùÌ¶ÉEäò 
ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 
 

2. ÊVÉ±½þÉ ¨ÉvªÉ´ÉiÉÔ ºÉ½þEòÉ®úÒ ¤ÉÄEòÉ - +ÊvÉEòÉ®úÒ/{ÉnùÉÊvÉEòÉ®úÒ 
ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 
 

3. ÊVÉ±½þÉ ¨ÉvªÉ´ÉiÉÔ ºÉ½þEòÉ®úÒ ¤ÉÄEòÉ - +ÊvÉEòÉ®úÒ/{ÉnùÉÊvÉEòÉ®úÒ 
ºÉÆ¤ÉÆvÉÒiÉ ]õÒ BxÉ Bä  
 

4. Advisory Board ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 
 

5. BoG Meeting  ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®  
 

6. Executive Committee  ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®  
 

7. ISO ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 
 

8. Policy Circulars/Standing Orders  
 

9. ºÉ½þEòÉ®ú IÉäjÉÉiÉÒ±É +ÉªÉÉäÊVÉiÉ Eäò±Éä±ªÉÉ ºÉ´ÉÇ |ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉÒ ´É 
={ÉÎºlÉiÉÒSÉÒ ¨ÉÉÊ½þiÉÒ +tÉ´ÉiÉ ä̀ö´ÉhÉä.  
 

10. ºÉ½þEòÉ®ú ´É |ÉÊ¶ÉIÉhÉ ºÉÆ¶ÉÉävÉxÉ EåòpùÉSªÉÉ ´ÉÉÌ¹ÉEò 
EòÉ±ÉnùÌ¶ÉEäò¨ÉvªÉä ´Éä³ýÉä́ Éä³ýÒ ½þÉähÉÉ®äú ¤Énù±É Eò®úhÉä. 
 

11. ºÉ½þEòÉ®ú IÉäjÉÉiÉÒ±É ºÉ´ÉÇ |ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉä ¨ÉÉÊºÉEò ºÉÆ¦ÉÉ´ªÉ 
´Éä³ýÉ{ÉjÉEò iÉªÉÉ®ú Eò®úhÉä ´É ´ÉÊ®ú¹]õ ¶ÉÉºÉÊEòªÉ +ÊvÉEòÉ−ªÉÉÆxÉÉ 
´ªÉÉJªÉÉxÉÉSÉä ÊxÉ¨ÉÆjÉhÉ {ÉÉ`öÊ´ÉhÉä ´É ´ÉÉ½þxÉ ´ªÉ´ÉºlÉÉ Eò®úhÉä. 
  

12. ÊVÉ±½þÉ ¨ÉvªÉ´ÉiÉÔ ºÉ½þEòÉ®úÒ ¤ÉÄEòÉÆSªÉÉ |ÉÊ¶ÉIÉhÉ PÉäiÉ±Éä±ªÉÉ 
|ÉÊ¶ÉIÉhÉÉlÉÕSÉÒ ¨ÉÉÊ½þiÉÒ ¨ÉÉ. ÊVÉ±½þÉ ={ÉÊxÉ¤ÉÆvÉEòÉÆxÉÉ ´É ºÉÆ¤ÉÆÊvÉiÉ 
¤ÉÄEòÉÆxÉÉ xÉÉǼ Éä nù®ú¨É½þÉ Eò³ýÊ´ÉhÉä. 
 

13. ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆ¶ÉÉävÉxÉ EåòpùÉiÉÒ±É +ÊvÉEòÉ®úÒ ªÉÉÆSªÉÉ 
|ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉä ºÉjÉ ºÉ½þÉªªÉEò ¨½þhÉÚxÉ EòÉ¨É {É½þÉhÉä. iÉºÉäSÉ 
ºÉnù®úÒ±É |ÉÊ¶ÉIÉhÉ ºÉjÉÉSÉÉ {ÉÉ`ö{ÉÖ®úÉ´ÉÉ Eò®úhÉä.  
 

2. ºÉjÉ ºÉ½þÉªªÉEò  

14. +ÉªÉ BºÉ +Éä |É¨ÉÉhÉä +tÉªÉÉ´ÉiÉ ®äúEòÉìbÇ÷ ä̀ö´ÉhÉä. 
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  15. ´Éä³ýÉä́ Éä³ýÒ ºÉÉä{ÉÊ´ÉhªÉÉiÉ ªÉähÉÉ®úÒ EòÉ¨Éä.  
 

 
JOB FOCUS – MANAGEMENT DEVELOPMENT CENTRE 

 
 
DIRECTOR – MDC 
 

• DEVELOPMENT OF STRATEGIES 
• CONSENSUS APPROVAL FROM ADDITIONAL DG (ADMIN.), HON’BLE DG  EC MEMBER 
• DEVELOPMENT OF PROGRAM MODULES 
• CONTINOUS UPGRADATION OF REVENUE GENERATION MODELS 
• MARKET INTELLIGENCE 
• NETWORKING WITH ACADEMIA & CORPORATES FOR GREATER COLLABORATION 
• FACULTY FOR HRD MODULES 
• OPTMISE CAPACITY UTILISATION AT MDC & MDC AUDITORIUM 
• MONITORING PROGRAMWISE BILLING, CHECKS & BALANCES 
 

 
MANAGER (PLANNING & CO-ORDINATION) 
 

• GETTING NEW COURSES 
• ASSIST IN DESIGNING OF NEW COURSES 
• ASSIST ALL THE COURSE DIRECTORS OF MDC PROGRAMMES IN COURSE 

MANAGEMENT 
*  COURSE MATERIAL – PREPARATION, DISTRIBUTION 
*  COMMUNICATION WITH TRAINEES 
*  MIS 
*  FOLLOW UP 
*  CLASS ROOM PREPAREDNESS 

• SCHEDULING & PLANNING OF THE ANNUAL CALENDAR 
• DOCUMENTATION / REPOSITORY 
• CLASS ROOM MANAGEMENT 
• FOLLOWING OF ISO PRACTICES & QUALITY MANAGEMENT & UPGRADATION 
• BILLING RECONCILIATION & RECOVERY FROM CLIENT ORGANIZATIONS. 
 

 
MANAGER – MDC 

 
• HOUSE KEEPING MANAGEMENT 
• CATERING & SERVICE MANAGEMENT 
• QUALITY PROCESSES 
• INVENTORY CONTROL 
• GUEST RELATIONS 
• MAINT. & REPAIRS OF EQUIPMENTS & BUILDING 
• PROCUREMENT OF MATERIALS 
• RECEPTION MANAGEMENT 
• PERIODICAL TRAINING TO HOUSEKEEPING & CATERING SUPERVISORS AND STAFF 
• CHECK ACCURACY IN BILLING AS PER POLICY & TIMELY RECOVERY FROM CLIENTS 
• PROCESS AGENCY BILLS FOR APPROVAL 

 
 
PA TO DIRECTOR MDC  
 

• TAKING DICTATION 
• DRAFTING LETTERS 
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• PREPARE MINUTES OF MEETING 
• PREPARE MDC ANNUAL TRAINING CALANDER 
• MAINTAIN INWARD & OUTWARD REGISTER 
• HANDLE DIRECTOR’S IMPREST ACCOUNT 
• RECEIVE & OPEN MAIL & SUBMIT IT TO SUPERIORS FOR INFORMATION AND FURTHER 

ACTION 
• MAINTAIN DIARY TO NOTE TIME, DATE AND PLACE OF MEETINGS AND OTHER 

ENGAGEMENTS FOR EMPLOYER OR SUPERIOR 
• ATTEND TO ROUTINE ENQUIRIES IN PERSON, WRITING OR OVER PHONE 
• RECEIVE VISITORS AND ARRANGE THEIR MEETINGS WITH SUPERIORS 
• KEEP IMPORTANT AND CONFIDENTIAL RECORDS. 
• ATTEND TO ROUTINE CORRESPONDENCE ON BEHALF OF EMPLOYER 

 
SR TRAINING COORDINATOR  
 

• OVERALL SUPERVISION OF ALL TRAINING ACTIVITIES AT MDC 
• MAINTENANCE OF MDC PROGRAM WISE RECORDS 
• LIASION AND COLLABORATION WITH GOVT., CORPORATE & PRIVATE SECTOR FOR 

BOOKING OF VARIOUS TRAINING PROGRAM. 
• TO ATTEND THE REPRESENTATIVES OF DIFFERENT WORDS AND TO SHOW THEM 

THE TRAINING AND ACCOMMODATION FACILITIES AVAILABLE AT MDC AS WELL AS 
YASHADA 

• PREPARATION OF MONTHLY MIS TRAINING REPORTS. 
• PREPARATION OF TRAINING REPORT FOR EC REVIEW MEETING 
• ARRANGEMENT OF STATIONERY REQUIREMENT FOR UPCOMING PROGRAMS, STOCK 

RECORDS. 
• TO HELP ACCTS IN BILLING PROCESS BY PROVIDING REQUIRED DATA AS WELL AS 

GUIDANCE. 
• PROGRAM WISE ALLOTMENT OF CONFERENCE HALL AT LEAST ONE MONTH IN 

ADVANCE 
 

 
TRAINING COORDINATOR – I 
 

• PREPARATION OF WEEKLY AND MONTHLY OCCUPANCY REPORT 
• REGULAR UPDATION OF MDC SCHEDULE OF PROGRAMS 
• E-MAIL CORRESPONDENCE WITH GOVT.,CORPORATE, PRIVATE SECTOR, REGARDING 

PROGRAMS, RATE QUOTATION IN CONSULTATION WITH SENIOR. 
• PREPARATION FOR NEXT DAY TRAINING PROGRAM 
• CONFERENCE HALL READINESS CHECKING 
• REGULAR UPDATION OF MDC PROGRAMS IN MIS PACKAGE 
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Training Management related Functions: 
To assist Course Director for the under mentioned Training course related activities: 

• Preparation of Course Material: 
o To identify relevant articles and research papers; 
o To seek approval of HoD for the set of selected articles 
o To prepare master copies of the articles 
o To put the articles in required sequence and number the pages 
o To make required number of copies 
o To send them for binding; and 
o To process the bills charged by Printing Contractor in this regard 

 
• Preparation of Evaluation Report: 

o To analyse the data contained in the evaluation questionnaires 
o To draft the Course Directors Report (CDR) 
o To submit the CDR for approval 
o To make and circulate copies of CDR 

 
• Preparation of Resource Persons Directory (RPD) 

o To draft and upgrade RPD related to assigned department/ centre of the Academy 
o To circulate the RPD whenever needed. 

 
Research Related Functions 

• To assist the superiors for conduct of various types of Research studies like Case studies, 
Field Studies and Evaluation Studies.  

 
• To assist in Collection, Analysis and Interpretation of Data 

 
Administration Related Functions 

• To maintain various records in connection to above functions 
 
• To supervise and guide Course Assistants and Course Associates whenever asked by HoD 

 
• To perform other duties whenever asked by HoD. 

 

 
 

 
 
 
 
 
 

Planning Division, YASHADA
 

, 
Clerk, ISO Cell, Planning Division, YASHADA 
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1. Taking dictation for letters and typing of letters for OIC, ISO Cell. 

2. Maintaining Accounts and Administration related work of ISO Cell. 

3. Analysis of TNA reports of Yashada Faculty and Staff received in TMC. 

4. To attend the phone calls in absence of OIC, ISO Cell. 

5. The following files/Registers are maintained.    The retension period for all the files is one 

year.  (2005-2006):  - 

 
a. General Inward & Outward Register  
b. Internal file movement Register 
c. Worksheet Register 
d. Standing order files –2005 
e. Orders/ Circulars. 
f. Daily Correspondence file of ISO Cell 

 

 

 
 To take dictation given by Dr. Bharat Bhushan, DDG-Planning, Secretary of the 

Academy and OIC, Policy & Plan Implementation Cell (PPI). 

 To attend various meetings such as Board of Governors, Local Committee, 
Executive Committee, Planning Division Review Meeting; to record; type and 
issue the minutes of these meetings. 

 To function as Meeting Secretary for the YASHADA Construction Supervision 
Committee and Local Committee and responsible for recording and maintenance 
of the minutes of the meetings of these committees. 

 To maintain the files of PPI Cell and Planning Division. 

 To attend the phone calls in absence of Dr. Bharat Bhushan 

 To take advance for tour programmes of OIC, PPI. 

 Other work allotted by OIC, PPI from time to time. 

 

 

 
 

Office of 
RDDG (Headquarters & Planning) & Secretary of YASHADA 
 

 
Stenographer,  

Policy & Plan 
Implementation Cell, 
YASHADA

Training Manager, TPMC, YASHADA
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¯ÖÏ×¿Ö�Ö�Ö 
¯ÖÏ×¿Ö�Ö�Ö �úÖ»Ö¤üÙ¿Ö�úÖ ŸÖµÖÖ¸ü �ú¸ü�Öê 
DoPT »ÖÖ ¯Öã¸ü�éúŸÖ ¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓ“Öß ´ÖÖ×ÆüŸÖß �úôû×¾Ö�Öê  
�úÖ»Ö¤üÙ¿Ö�úÖ ´ÖÆüÖ¸üÖÂ™Òü ¿ÖÖÃÖ−Ö ¾Ö ‡ŸÖ¸ü ×¾Ö³ÖÖ�ÖÖÓ−ÖÖ ¯ÖÖšü×¾Ö�Öê  
¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓ“µÖÖ ¾ÖêôûÖê¾Öêôûß ÆüÖê�ÖÖ-µÖÖ ²Ö¤ü»ÖÖÓ²ÖÖ²ÖŸÖ −ÖÖë¤ü ‘Öê‰ú−Ö ŸµÖÖ¯ÖÏ´ÖÖ�Öê �úÖµÖÔ¾ÖÖÆüß �ú¸ü�Öê ü 
´ÖÆüÖ¸üÖÂ™Òü ¿ÖÖÃÖ−ÖÖ�ú›ãü−Ö †î−Ö¾Öêôûß  �úÖÆüß ´ÖÆü¢¾ÖÖ“Öê �úÖµÖÔ�Îú´Ö †ÖµÖÖê×•ÖŸÖ �ú¸ü�Öê²ÖÖ²ÖŸÖ †Ö¤êü¿Ö †Ö»µÖÖÃÖ ŸµÖÖÓ“Öß  
†Ó´Ö»Ö²Ö•ÖÖ¾Ö�Öß �ú¸ü�Öê 
¿ÖÖÃÖ−Ö ¾Ö ‡ŸÖ¸ü ÃÖÓÃ£ÖÖÓ�ú›ãü−Ö ÃÖã“Ö×¾Ö�µÖÖŸÖ †Ö»Öê»Öê ¯Öã¸üÃ�éúŸÖ ¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓ“Öê †ÖµÖÖê•Ö−Ö �ú¸ü�Öê  

Daily attendance report submitted to DDG & DG 

¯ÖÏ×¿Ö�Ö�ÖÖ¿Öß ×−Ö�Ö›üßŸÖ �úÖ´Öê 
¯ÖÏ×¿Ö�Ö�Ö �ú�Ö ¾ÖÖ™ü¯Ö 
†Öšü¾Ö›ü¶Ö“µÖÖ ÃÖã¹ý¾ÖÖŸÖß“ÖÖ Nominated/ Attended ´ÖÖ×ÆüŸÖß ¤êü�Öê  
¯ÖÏŸµÖê�ú †Öšü¾Ö›ü¶Ö“Öß ×−Ö¾ÖÖÃÖ ¯Ö×¸üÛÃ£ÖŸÖß… ×¿Ö»»Ö�ú �ÖÖê»µÖÖ ŸÖŒŸÖÖ ŸÖµÖÖ¸ü �ú¸ü�Öê  (�Ö¸ü•Öê−ÖãÃÖÖ¸ü) 
¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓ“Öß ¿ÖÖÃÖ−ÖÖÃÖ/ BoG / EC»ÖÖ ´ÖÖ×ÆüŸÖß ¤êü�Öê  
Participants - Nominated/ Attended ²ÖÖ²ÖŸÖ ´ÖÖ×ÆüŸÖß †¤ËüµÖÖ¾ÖŸÖ  šêü¾Ö�Öê  
µÖ¿Ö¤üÖ ÃÖã×¾Ö¬ÖÖ ³ÖÖ›êüŸÖŸ¾ÖÖ¾Ö¸ü ¤êü�Öêê²ÖÖ²ÖŸÖ 
µÖ¿Ö¤üÖ²Öü§»Ö ´ÖÖ×ÆüŸÖß ¤êü�Öê 
Information about RDD courses/ Related Courses 
¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓÃÖÖšüß †Ö»Öê»µÖÖ −ÖÖ´ÖÖÓ�ú−ÖÖ“Öê ¾Ö�Öá�ú¸ü�Ö �ú¹ý−Ö µÖ¿Ö¤üÖŸÖß»Ö ÃÖ¡Ö ÃÖÓ“ÖÖ»Ö�úÓÖ�ú›êü ¯ÖÖšü×¾Ö�Öê  
‡ŸÖ¸ü �úÖ´Öê 
¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓŸÖß»Ö ú¾µÖÖ�µÖÖŸµÖÖÓ“µÖÖ ´ÖÖ−Ö¬Ö−ÖÖ²ÖÖ²ÖŸÖ ×−Ö�ÖÔµÖ ‘Öê�Öê ¾Ö ‡ŸÖ¸ü ×¾Ö³ÖÖ�ÖÖÓ−Öß ×¾Ö“ÖÖ¸ü�ÖÖ �êú»Öß ŸÖ¸ü 
ŸµÖÖ¯ÖÏ´ÖÖ�Öê �úôû×¾Ö�Öê 
ISO Work 
Computerisation of Course Cell 
S O Files 
Policy Circular/ Office Orders 
Vipassana Training 
General/ Miscellaneous  
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                                TRAINING COORDINATOR , RTI CELL. 
 

 
• All office routine work as directed by Advisor, RTI.  

• Appointment is mainly for State Implementing Agency (SIA) Project as a 

Training Coordinator. Additional charge of Administrative officer. 

• All administrative work related with RTI Cell. 

• Taking care of Sponsored programmes under RTI Cell. 

• All necessary preparations for conducting workshop / course / training 

programmes related with SIA and NIA. 

• Coordinate with the course Cell and get touch with Training Manager about 

outreach-training programmes and give proper information. 

• Setting administrative & Accounts matter of SIA Project, RTI.  

• To Liaison with 2 districts (Chandrapur & Nandurbar) of the project area. 

Reporting to Advisor and Addl.Director RTI Cell. 

• Planning for the training programmes 

• Drafting/Sending letters to stakeholders in respect to the training programme. 

• Preparing for the training programme.  

• Preparing the course file as per standards. 

• Preparing office note for necessary approvals. 

• Preparing office note for communication within organization. 

• Discussing with superiors regarding the implementation strategy of the 

programme. 

• Preparing the budget for the programme. 

• Preparing the time table for the programme 

• Giving orders for the training material. 

• Preparing the itinerary plan of the team and making arrangements. 

• Coordinating with the respective nodal officers of the ATIs. 
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• Sending the training material boxes to venue of respective state. 

• Taking advance for the course. 

• Settlement of accounts. 

• Registration of the participants 

• Evaluation of the training programme. 

• Anchor for the training programme. 

• Dealing with the practical problem at the respective state ATI. 

• Preparation of CD and CIP reports  

• Preparation of quarterly reports and facing the UNDP audits. 

• Dealing with UniqueGrap, Deva bags, Sai Travels, Gati Cargo, Samarth Travels 

• Establishing & maintaining relations with State ATIs, DoPT, UNDP, CGG 

Hyderabad. 

• Some are unwritten tasks. 

 

 

 
 
 
 
 

     , 
COURSE ASSISTANT, RTI CELL.   

 
� All office routine work as directed by Project coordinator, State Project, 

Officer RTI Cell. 

� To mention all the files of administrative officer of RTI Cell. 

� To mention the sponsored course files. 

� Preparing and Maintaining all the account bills and files. 
� Preparing and Maintaining inward and outward registers. 
� Marathi / English Typing as directed by Course Coordinator & Administrative Officer RTI 

Cell. 
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� All necessary preparations for conducting workshop / course / training 

programmes. 

� Setting administrative & Accounts matter of Course Coordinator & 

Administrative Officer RTI Cell. 

� To assist Additional Director in training programmes related to RTI.   

� To take care of visitors / faculty guests related to Workshops / Training 

Programmes with linked to Mess & Hostel. 

� Day to Day reporting as and when asked by seniors, RTI Cell. 

� To attend Meetings / seminars as and when required by department/ 

Head of Department. 

� Track out of feedback of training programmes related to RTI. 
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 SENIOR CLERK 

 
 
 

1 To keep up with the financial administration by way of proper maintenance of pay 
and allowances.  

 
2 To participate in tax recovery schedule of State and Central  Government through 

deduction of various taxes such as Income Tax, Profession Tax etc. 
 
 
3 PRINCIPAL RESPONSIBILITIES :  
 

1 To prepare monthly pay bills of the staff along with various schedules, pay 
slips,etc. 

2 To maintain registers regarding various recoveries of the staff members. This 
includes revocery of bank loan, L.I.C., GSLIS, H.B.A., Conveyance advance, 
Computer advance., Personal advance, C.P.F. and G.P.F. advance etc. 

3 To prepare challans against the deductions of G.I.S., H.B.A., Conveyance 
advance, Computer advance., Income Tax, C.P.F., G.P.F. advances. 

4 To draw payment of the official on contract basis. 
5 To prepare overtime bills of the office staff. 
6 To prepare arrears bills of the office staff. 
7 To maintain salary register having individual details of pay and allowances. 
8 To prepare festival advance bills with due entries in salary register. 
9 Correspondence regarding pay and allowances of the officers on transfer, 

preparation of L.P.Cs. and correspondence regarding the same. 
10 To prepare annual budget for pay and allowances pertaining to both the 

departments of State Government viz. G.A.D. , R.D.D. 
11 To prepare traveling allowances – calculations thereto. 
12 Computation of Income Tax in respect of office staff, preparation of form No. 

16 and 24 required to be submitted under the provision of Income Tax Act. 
Correspondence regarding the same. 

13 Any other work other than the above as entrusted by the Accounts Officer from 
time to time. 

 
 
REPORTS TO BE SUBMIT 
 
 Not Applicable. 
 
REPORTING TO: 
 
 Accounts Officer. 
 
IMMEDIATE SUBORDINATES: 
 
 Not Applicable. 
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KEY RESULT AREAS 
 
 Not Applicable. 

  
JOB DESCRIPTION FORMAT 
  
 
JOB TITLE: Accounts Officer   
 
JOB OBJECTIVES: 
 
1. To ensure maintenance of accounts of Y ASHADA and monitor 
receipts. To examine the expenses incurred on various items before 
admitting them for payment and to get the deficiencies corrected, 
rectified. 
 
2. Before admitting the adjustment account of advances, examine and get 
the deficiencies cleared/complied with. 
 
3. To monitor the financial position in the context of availability of 
funds, expected receipts and expenditure incurred as also expected to 
be incurred as regards Y ASHADA's main activity and also the various 
projects for which the funds have been specifically received. 
 
4. To classify the receipts as well as expenses pertaining to the various 
regular courses as also sponsored courses and the 'projects with 
Y ASHADA. 
 
5. To monitor and expedite the receipt of funds from the State as well as 
the Central Government in conjunction with various authorities in 
YASHADA. 
 
6. To attend to Audit. 
 

 
PRINCIPAL RESPONSIBILITIES: 
 

1. To carry out the decisions taken by the higher authorities in regard to the 
financial policies. 

2. To monitor classification of receipts and expenditure in regard to various projects 
sponsored courses and general account of YASHADA. 

3. To recover and pay various taxes as per laws and to file various returns to the 
proper authorities and work regarding to that e.g. compliance to statutory audit 
etc. 

4. To comply with the objections raised by the concurrent audit and statutory audit. 
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5. Processing proposals regarding appointment of Internal Auditor, Statutory 
Auditor, and Chartered Accountant for preparation of accounts and related 
matters. 

6. Annual Maintenance Contract for Tally 7.02 software of accounting. 
7. To invest and to disinvest surplus funds into time deposits and make proposals as 

per requirements. 
8. To comply with decisions of Board of Governors, Executive Committee and 

Investment Committee pertaining to Finance. Accounts, and Audit. 
9. Overall control on the Accounts Dept. with Budget, Pay & Allowances, 

Contingent and Medical Expenses, the Cash & Compilation section. 
10.To issue branch circulars regarding Accounting Policies.     
         

 
 
 
 
 
 

JOB DSCRIPTION FORMAT 
  
  
JOB TITLE: Assistant Accounts Officer 
  
JOB OBJECTIVES 
 
Under the overall direction of Accounts Officer. 
1. To ensure and maintenance of records in lieu of budgetary grants supported 
     by State Government under General Administration Department and Rural 
     Development Department. 
2.  To monitor the expenses against the funds received trom the State as well as 
     the Central Government under various departments. 
  
PRINCIPAL RESPONSIBILITIES 
 

1. Preparation of Annual Budget, Annual Plan. 
 

2. Preparation of Monthly Expenditure Statement, Management Information System     reports. 
 

3. Preparation of Utilization Certificates for onward submission to respective department    of 
State as well as Central Government. 

 
4. Preparation of budgetary grant bills and their submission to the district treasury for onward 

passing. 
 

 
5. To maintain grants watch register, advance watch register and investments register and make 

scrutiny of advances sanctioned  
 

6. Preliminary compliance to the audit objections raised by 
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concurrent audit and statutory audit by collecting information 
from respective section. 
 
7. Correspondence with the government on the various subjects and information called from time to 
time. 

 
8. Preparation and submission of work bills (R.A.Bills) with due scrutiny to the higher authorities and 
maintain work details register. 
9. To take action on the correspondence from the administration branch on various subjects concerning 
to States and Central civil service rules and its submission to the Accounts Officer. : 
10. Scrutiny of the official letters, documents etc. (Tapal) received in accounts branch and its 
distribution to various desks of the branch. 
11. Correspondence with the Accountant General and G.A.D., G.o.M. regarding leave salary and 
pension contribution of the officers on deputation. 
12. Any other work other than the above as entrusted by the Accounts Officer from time to time 
 
REPORTS TO BE SUBMITTED 
 
1. Submission of monthly expenditure statement, periodical budget, annual budget, annual plan and 
utilization certificates to General Admmistration Department & Rural Development Department of 
State Government 
2. Submission of utilization certificate to various department of Central Government from whom Y 
ASHADA received grants. 
 
REPORTING TO: 
Accounts Officer. 
 
IMMEDIATE SUBORDINATES: 
Not applicable. 
 
KEY RESULT AREAS 
Not applicable. " 
 

 
 
 
 
 
 
 
 
 

Office supritendent  
 
 

1. To submit the compliance report to Accounts Officer of Accountant 
General Audit,  Internal Audit and Statutory Audit 
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2. To keep control on Cash Section, report it to Accounts Officer, to 
help Accounts Officer in this respect.  To check the cash book and 
submit it to Accounts Officer. 

 
 
 

3. To check the daily income and expenditure amounts 
 
 
 

4. To check and submit all the office bills to Accounts Officer 
 
 
 
5. Any other work entrusted by Accounts Officer & Financial Advisor   

 
 

Assistant 
 

1. To look after all projects related work. 
 
2. To do statutory reconcilition of the MoU, ToR etc. of all  projects run by Academy. 

Coordination between Project Coordinator and Accounts Branch in respect of financial 
accountability of projects 

 
 
3. To check project bills and submit it to Accounts Officer.  To keep watch on project related 

bills such as  bills as per norms etc.  To prepare and send the utilisation certificate to the 
concerned Govt. department/sponsoring agency etc. 

 
4. To prepare project related statements such as status report etc. 

 
 
5. To look after the correspondence of project related work.  To prepare and issue office 

note/circulars 
 
6. Any other work entrusted by Financial Advisor and Accounts Officer  

 
 
 
 
 
                       

      JOB TITLE : Sr. Clerk (Cashier) 
  

JOB OBJECTIVES 
 
Under the overall direction of Accounts Officer. 
 
1. To ensure the accounts functioning by way of financial 
transactions. 
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2. To classify the receipts and monitor the expenses on various courses and 
The projects with the help of actual receipts recorded in the receipt books 
and the concerned registers. 
  
PRINCIPAL RESPONSIBILITIES: 
 
1. To receive cash as well as cash documents (for e.g., D.D., cheque, pay orders etc.) and issue receipts 
on behalf of Director General, Y ASHADA. 
2. To make payments and advances to the concern as per sanction. 
3. Maintain cashbook and monitor receipts as well as expenses.  
4. Withdrawal of cash as per requirement from the bank and credit the amount received into the 
respective bank account.  
5. To maintain cheque register, update it, write cheque on receipt of passed vouchers 
and issue cheques in view of payment due.  
6. . To keep cheque books and receipt books in safe custody 
7. To maintain separate account of receipts book issued to other sections. 
8. To send demand drafts to the respective Accountant Generals in lieu of deduction of G.P.F. 
contribution. 
9. To credit challans against deduction of GJ.S., Profession Tax, reovery of advances, CPF, Income 
Tax and Works Contract Tax. 
10. Any other work other than the above as entrusted by the Accounts Officer from time to time 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ESTATE SECTION : JOB CHART 
 
 

 Job Chart :   Estate Manager 
 

1. Prepare plans and estimates for new construction projects and maintenance related works in the 
campus not executed through consultants and contractors. 

2. To Monitor on behalf  of Yashada all major construction works planned or executed through 
consultants or contractors. 

3. Prepare budgetary forecast for civil, electrical and water supply projects for  Yashada. 
4. Plan and execute all civil, electrical and water supply maintenance works for Yashada. 
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5. Exercise budgetary control  over ongoing work. 
6. Ensure uninterrupted Electric and water supply services to Yashada on a routine basis. 
7. To supervise the jobs of all staff. 
 
 
1. To assist Estate Manager in administrative work. 
2. After receipt of Approx estimate of work, to check its correctness, prepare noting/ drafting and 

take administrative section. 
3. After receipt of Administrative approval , to call quotation/ tender and issue work order. 
4. After receipt of bills from contractor / Supplier, to heck its correctness, prepare noting and 

submit to Registrar / Account office for payment. 
5. Allotment of accommodation. 
 
Clerk 
 
1. Maintenance of files. 
2. Typing work of Estate Section 
3. Preparing of white and Blue form 
4. Entry of items / stores in Dead stock Register & Consumable articles register. 
5. Preparation and submission of all types of reports / information as & when required by 

Administration Department. 
6. Attend incoming telephone calls and pass on messages to concerned individuals in the absence  

of Estate Manager. 
7. Maintenance of following Registers :-  

 
a. Incoming Dak Register 
b. Progress reports Register 
c. File Register 
d. File / MB Document movement Register. 
e. Work Sheet Register 
f. Await Register 
g. Six Bundle Systems 
 

8. Preparation of the following :- 
a. Tender Notice / Advertise for paper / Tender documents / issue of Tender 
b. Comparative statement 
c. Work order 
d.  Tender documents 

9. Any other duty assigned by Estate Manager. 
 
Junior Engineer ( Civil ) 
 

1. To assist Estate Manager in civil work 
2. To supervise Maintenance & minor work 
3. To Prepare estimates of Maintenance work. 
4. To take measurement of maint & minor works. 
5. To write Measurement book in respect of civil minor works. 
6. Shifting of stores 
7. Preparing of Gate Pass. 
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Junior Engineer ( Electrical ) 
 

1. Support function and  assisting Estate Manager with regards to Electrical works of all nature at 
Yashada. 

2. Looking after function relating to overall maintenance with regards to Electrical systems of 
Yashada. 

3. Keep  records & maintain all the Generators for keeping the optimum level of operations of 
Gen Sets with the AMC Agencies and Electrical Staff. 

4. To supervise all the electrical major & minor works / maintenance work. 
5. Utilization of Electrical manpower at their optimum levels. 
6. Preparation of Estimates for the Electrical small works / maintenance work. 
7. Schedule preventive maintenance of batteries / Gen Set and when as a schedule work. 
8. Taking measurements for the works completed and entry of the same in Measurement books 

for the electrical works. 
9. Follow up regarding various new electrical works in progress in Yashada campus. 
10. Technical advice with regards to Electrical works as and when required. 
11. Preparation of future plans for development of Electrical systems and installations. 
12. Looking after overall HT bills and Electricity consumption records. 
13. Implement and improvise systems to reduce electrical consumption. 
14. Keep  records & maintain all the Air-conditioning Systems / Air-conditioning Unit for keeping 

the optimum level of operations of Air-conditioning Unit with the AMC Agencies and 
Electrical Staff 

15. Keep  records & maintain all the Solar Systems for keeping  in operation and maintenance 
work of Solar System. 

16. Preparing of Gate Pass. 
17. To Purchase necessary Electrical Material as and  when required. 
18. Preparation of tender document for new work. 
19. Entry of items / stores in Dead stock Register & Consumable articles register. 

 
 

1. To attend to all Electrical Complaints of Yashada Complex & Residential Quarters of officers 
and staff pertaining to maintenance. 

2. To start the Generator during power failure of M.S.E.D.C.L. and maintain Diesel and 
Generators record. 

3. To look after Electrical Distribution System in respect of Electrical faults. 
4. To work on instructions from Electrical Engineer / Estate manager as per the General 

requirements of institute. 
5. To maintain stock of Diesel for Gen Set at all times. 
6. HT Bills- Submission of cheque to Maharashtra Elect Distribution Board every month. 
7. To look after general repairs of fans pumps & general complaints of all Hostels / MDC/ Admin 

etc. 
 
Plumber 
 

1. To supply water daily at Hostel, administrative building & officers, staff’s Residential quarters. 
2. To supply water at garden & check repair works of water supply. 
3. To paid water supply bill at Municipal Corporation. 
4. To watch & supervise drainage work of Yashada. 
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5. To take reading of water meter 
6. To supervise plumbing work. 
7. To look after water pumps & its repair. 
8. To attend complaints of water coolers & Aqua guards. 
9. To watch cleaning of water storage tanks at quarterly basis. 
10. To look after solar system & its repair works. 
11. To supply water for construction works at Yashada. 

 
 
 
JOB TITLE : Director  (Research),  
 
JOB OBJECTIVES :  
 

1. To develop to its optimal potential, the RDC at YASHADA 
 

2. To develop and monitor the training quality of YASHADA 
 

3. To develop and monitor research quality of YASHADA 
 

4. To develop and monitor Sponsored Project in YASHADA 
 

5. To develop and monitor media productions of YASHADA 
 
PRINCIPAL RESPONSIBILITIES: 
 

1. To provide clear vision and concrete plan of action for RDC 
 

2. To develop effective training research team and infrastructure at RDC 
 

3. To build the image and establish the credibility of RDC, ATI & YMRC 
 
REPORTS TO BE SUBMITTED:  
 

1. Annual Reports of RDC 
 

2. Reports of research project & Sponsored Projects. 
 

REPORTING TO :  Director General, YASHADA 
 
IMMEDIATE SUBORDINATES: Associate Professors, Assistant Professors & Research 

Officers in RDC 
 
KEY RESULT AREAS:       
 

1. Development of Training  
 

2. Development of Research 
 

3. Development of Projects  
 

 

 
JOB TITLE : Additional Director (Research) 
 



 27

JOB OBJECTIVES :  
 

      Under the overall direction of Deputy Director General (Research) 
 

1. To generate sponsored projects at RDC 
 

2. To work out suitable arrangements for delegation of sponsored projects 
 

3. To regularly monitor the execution and quality of sponsored projects 
 
PRINCIPAL RESPONSIBILITIES: 
 

1. To develop proposals for sponsored projects at RDC 
 

2. To do the necessary follow up for getting the proposals sanctioned  
 

3. To prepare a plan of implementation of such projects 
 

4. To identify suitable persons or institutes within or outside YASHADA for partial or total 
delegation of such projects and to issue the necessary ToR 

 

5. To call for regular reports on the progress of such projects and to scrutinize such 
reports, so as to monitor the effectiveness and quality of their implementation and to 
ensure their timely completion. 

 

6. To report to donor agencies about the progress of projects  
 
REPORTS TO BE SUBMITTED:  
 

1. Proposal for Sponsored Projects  
 

2. Plan of implementation including ToRs, if any. 
 

3. Internal reports of the progress of projects 
 

4. Reports submitted to the donor/commissioning agency 
 

REPORTING TO :  Prof. K. S. Nair, Deputy Director General (Research) 
 
IMMEDIATE SUBORDINATES: Research Officers, Research Assistants and other staff as 

appointed form time to time on the sponsored projects  
 

KEY RESULT AREAS:       
 

1. Creation of Sponsored Projects  
 

2. Effective delegation, execution and monitoring of such projects 
 

3. Satisfactory reporting to the donor / commissioning agencies  
 

 

JOB TITLE : Additional Director(RDC) and Head Centre for Community Managed Programming 
(CCMP), RDC 

 

JOB OBJECTIVES : 
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1. To undertake policy advocacy at the state level for institutionalizing community 
managed   programming 

 

2. To work out appropriate budgetary allocations to facilitate District Convergence Plan  
 

3. Facilitating generation of District Plan of Action for Development 
 

4. To arrange for various workshops at YASHADA, Pune and at District level 
 

5. To regularly monitor the execution and quality of work done by the subordinates 
 
PRINCIPAL RESPONSIBILITIES : 
 

1. To coordinate & facilitate the training, research & field activities of the Centre 
 

2. To manage the database and initiate thematic research and documentation activities 
 

3. To arrange Training of Trainers at YASHADA, Pune and establish a cadre of trainers 
at district level 

 

4. Management of funds for the Centre and preparation of appropriate reports as per 
requirement. 

 
REPORTS TO BE SUBMITTED : 

 

1. Plan of implementation & Training Modules 
 

2. Progress Reports and financial reports  
 

3. Reports to be submitted to the donor/commissioning agency 
 

REPORTING TO :  Prof. K. S. Nair, Deputy Director General (Research)  
 

IMMEDIATE SUBORDINATES : CCMP Staff 
 

KEY RESULT AREAS :  
 

1. Institutionalize micro planning methodology for Generative planning and Rural 
Development  

 

2. To ensure Village Community participation in development efforts. 
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JOB TITLE : Associate Professor 
 

JOB OBJECTIVES : 
 

1. To conduct 10 Training Programmes related to RDC 
2. To deliver 80 teaching sessions  
 

3. To edit & Publish four articles in YASHADA YASHAMANTHAN 
 

4. To collect data, analysis and presentation for different Research Projects 
 

 

PRINCIPAL RESPONSIBILITIES : 
 

 

1. To work as Course Director for Training Programmes as assigned by DDG(R), 
Additional Director General and Director General 

 

2. To plan & carry out data collection, analysis of data, prepare reports 
 

3. To coordinate various activities of INDUS Project under the guidance of DDG (R) 
 

4. To perform all the other duties as assigned by DDG (R), Additional Director General 
and Director General 

 

5. Prepare various manuscripts for publication 
 

6. Support research activities at RDC 
 

 
REPORTS TO BE SUBMITTED : 

 

1. Reports related to Courses conducted 
 

2. Reports related to Elimination of Child Labour Project  
 

3. Any other reports / project proposal / research as and when required 
 

IMMEDIATE SUBORDINATES : Training Manager,  Project Coordinator, Research 
Assistant,  Course Associate in Elimination of Child 
Labour Project 

 

KEY RESULT AREAS :  
 

1. Elementary Education  
2. Teacher Education 
3. Child Labour eradication in Maharashtra 
4. Training Methodology 
5. Research Methodology 

 

JOB TITLE : Assistant Professor & OSD, State Resource Centre, ECL 
 

JOB OBJECTIVES : 
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1. To conduct Training Programmes related to Elimination of Child Labour Project 
 

2. To deliver 90 teaching sessions  
 

3. To edit & Publish four journals in YASHADA YASHAMANTHAN 
 

4. To collect data, analysis and presentation for different Research Projects on Child 
Labour 

 

PRINCIPAL RESPONSIBILITIES :  
 

1. To work as Course Director for Training Programmes as assigned by DDG(R) 
2. To plan & carry out data collection, analysis of data 

 

3. To provide clear vision, supervision, editing & publishing of YASHADAs bimonthly 
‘YASHAMANTHAN’ journal under the guidance of the editorial board 

 

4. To coordinate various activities of INDUS Project under the guidance of DDG (R) 
 

5. To perform all the other duties as assigned by Director, DDG(R), Additional Director 
General and Director General 

 

6. Prepare various manuscripts for publication 
 

7. Support research activities at RDC 
 

 
REPORTS TO BE SUBMITTED : 

 

1. Reports related to Courses conducted 

2. Reports related to Elimination of Child Labour Project  
 

3. Any other reports / project proposal as and when required 
 

 

IMMEDIATE SUBORDINATES : Training Manager, Project Coordinator, Research 
Assistant, Course Associate in Elimination of Child Labour 
Project 

KEY RESULT AREAS :  
 

1. Women & Child Development  
2. Child Labour 
3. Training Methodology 
 
JOB TITLE : Coordinator, Project Monitoring Unit   
 
JOB OBJECTIVES : To develop and maintain documentation of projects of RDC for their 

review, monitoring and effective execution and to coordinate various 
project activities  

 

PRINCIPAL RESPONSIBILITIES: 
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1. Compiling academic, administrative and financial data across projects to generate 
various reports required periodically 

 

2. Collating and updating the information on Research Projects for the annual report of 
RDC to be submitted to the Board of Governors of YASHADA 

 

3. Supporting various projects through activities like documentation, compilation, and 
translation.  

 

4. To facilitate review, to identify the gaps in the effective progress of projects 
 

5. To facilitate corrective actions for the effective completion of the projects 
 
 
REPORTS TO BE SUBMITTED: Various reports for monitoring and review as evolved from 

time to time 
 

 
IMMEDIATE SUBORDINATES: Research Assistants, Database Operators and other junior 

staff working on sponsored projects from time to time  
KEY RESULT AREAS:       
 

1. Effective documentation of the progress of the projects  
 

2. Effective monitoring of the projects 
 

3. Appropriate corrective steps  
  
JOB TITLE : District Coordinator in Centre for Community Managed Programming (CCMP), 

RDC  
 
JOB OBJECTIVES : Monitoring & coordination of the Micro planning processes in the 
districts under Department of Women & Child Development - DWCD program i.e. Thane, 
Gadchiroli & Nasik 

 

PRINCIPAL RESPONSIBILITIES: 
 

1. Maintaining coordination & communication with different functionaries of Thane, Gadchiroli & 
Nasik Zilla Parishad & Grass root Voluntary Organizations and newly formed village level CBO’s. 

2. Monitoring & Follow up in order to collect and compile the data of the Volunteers trainings in the 
districts of Nasik, Gadchiroli & Thane.  Maintaining of all records with regard to the same.  

3. Preparation of ‘Block Response Plan’ for the three project blocks i.e. Mokhada – Thane, Peth  - 
Nasik & Mulchera - Gadchiroli. 

4. Documentation of case studies especially focusing the impact of the Micro planning process on 
the attitudinal, behavioral change and change in the mindset of the communities or households. 
Case studies depicting success, failures, innovation, dis appointments etc. Also case studies 
related to the Government functionaries in the village.  

5. Generation of reports with regard to process document. 

6. Collection of data with regards to monthly meetings at PHC level & Sub centers for all 3 districts 
(Thane, Gadchiroli & Nasik) of DWCD program. 
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7. Maintaining of the respective files and other related correspondence. 

8. Generation of Publications, Study material & Reading material with regard to all Research based 
activities under taken by CCMP. 

9. Timely assistance & Coordination of work with Additional Director R&D, Head CCMP in all 
required assignments. 

 

 

REPORTS TO BE SUBMITTED:  Reports on work entrusted by Additional Director(RDC) & 
Head, CCMP 

 
          
IMMEDIATE SUBORDINATES:  --  
 
KEY RESULT AREAS:          -- 
 
JOB TITLE : Training Officer in Centre for Community Managed Programming (CCMP), 

RDC  
 
JOB OBJECTIVES :  
 

1. Conduct Training Programmes 
2. Preparation of Satara documentation 
 

PRINCIPAL RESPONSIBILITIES: 
 

1. Coordination of the different ToT’s organized under CCMP with regard to Micro planning at 
YASHADA. 

2. Follow up and coordination with respective Zilla Parishads functionaries regard to the Micro 
planning processes initiated in the districts of Chandrapur, Satara, Amrawati & Pune & Grass 
root Voluntary Organizations and newly formed village level CBO’s. 

3. Periodic Monitoring visits to the Micro planning processes initiated in the districts of Nashik, 
Satara, Amrawati & Pune. 

4. Monitoring & Follow up in order to collect and compile the data of the Volunteers trainings in 
the districts of Chandrapur, Satara, Amrawati & Pune.  Maintaining of all records with regard 
to the same.  

5. Documentation of case studies especially focusing the impact of the Micro planning process 
on the attitudinal, behavioral change & change in the mindset of the communities or 
households. Case studies depicting success, failures, innovation, dis appointments etc. Also 
case studies related to the Government functionaries in the village.  

6. Collection of data with regards to monthly meetings at PHC level & Sub centers. 

7. Maintaining of the respective files and other related correspondence. 

8. Generation of Publications, Study material & Reading material with regard to all Research 
based activities under taken by CCMP. 

9. With regard to Nandurbar district rendering assistance to Additional Director R&D, Head 
CCMP in NREGS assignments. 

10. Timely assistance & coordination of work with Additional Director R & D, Head CCMP in all 
required assignments. 
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REPORTS TO BE SUBMITTED:  Reports on work entrusted by Additional Director(RDC) & 
Head, CCMP  

 
           

IMMEDIATE SUBORDINATES:  --  
 

KEY RESULT AREAS:          -- 
 

 
 
JOB TITLE : Research Officer 
   
JOB  OBJECTIVE:   
 

1. Prepare directory of NGO’s working with the GoM  
2. Prepare a Accreditation system for NGO working with the GoM 
3. Conduct Accreditation of a selected sample of VOs and Document success stories 
4. Study terms of engagement followed by various government departments in Maharashtra, study 

the methods currently used by various department to monitor, evaluate and administer mid 
course corrections in the functioning of project/program 

5. Develop model guidelines on selection criteria, contractual methodology, monitoring, evaluation 
and corrective actions 

6. Suggest guidelines to Planning Department for taking actions against errant VOs 
 

PRINCIPAL RESPONSIBILITIES : 
 

1. Prepare Directory of VOs in Maharashtra 
2. Continue to correspond and interact with large number of VO's, network organizations, co-

ordinate with them for inclusion in the directory and Accreditation of VO 
3. Correspond with State Government Departments for information of VO's associated with 

them, the methods used by various departments for selection of VOs, system followed by 
them to monitor and evaluate the functioning of the VOs. On the basis of information 
compiled assist to prepare a brief report.  

4. Finalize the Accreditation Parameters and Strategy, Document the Accreditation strategy 
and approach, Prepare Accreditation Documents for circulation to VOs in Marathi and 
English Language 

5. Organize orientation workshops and identify, train and orient experts from the voluntary 
sector, as facilitators to conduct the Accreditation of VOs.  

6. Co-ordinate and Execute Pilot Accreditation of a sample of VOs 
7. Assist to evolve model guidelines for GoM for selection of VOs, monitoring & evaluation 
8. Assist to develop and suggest corrective actions against errant VOs 
9. Assist to write the final report of the project for submission to Planning Department. 
10. Support the project office and help in successful administrative and financial closing of the 

project 
 
 

1. Directory of VOs 
2. Accredited Directory of Sample of VOs (Pilot Accreditation) 
3. Final Report of the Project 

 
 

IMMEDIATE SUBORDINATES : Data Entry Operator hired form time to time on 
assignment basis 
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KEY RESULT AREAS :     -- 
 

 
 
   

 
JOB TITLE: Research Officer in Centre for Community Managed Programming (CCMP), 

RDC 
 

 
1. To coordinate and facilitate research activities of the Centre 
2. To assist Head, CCMP for policy advocacy for institutionalization of Microplanning at 

state-level 
3. To publish study reports for larger dissemination and policy advocacy 

 
 

 

1. Coordinating and facilitating of research studies on the present microplanning 
initiatives of the CCMP 

2. Conducting and facilitating process documentation of microplanning process 
3. Initiating thematic research and documentation  
4. Facilitating of systematic data analysis 
5. Developing documents and reports for larger dissemination and policy advocacy 
 
1. Progress reports 
2. Research study reports 

 
 

 

  Research Assistant 
 

1. Institutionalize Microplanning methodology for Generative Planning and Rural 
Development 

2. To ensure village community participation in development efforts 
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JOB TITLE : Research Assistant, Elimination of Child Labour Project 
 
JOB OBJECTIVES : To assist the Elimination of Child Labour Project 
 
PRINCIPAL RESPONSIBILITIES : 
 
1. To assist Assistant Professor, Child Right Cell for preparation and printing of all material 

related Elimination of child Labour Project. 
2. To prepare all material, training work e.g. Certificate, Reliving Report and other course 

related documents. 
3. All other work as given by the Project Director, Associate Professor and Assistant 

Professor from time to time. 
 

 

 
REPORTS TO BE SUBMITTED: International Labour Organization (ILO), New Delhi 
 
 
 

REPORTING TO:   Prof. K. S. Nair, Deputy Director General (Research)  
 

                               Dr. Minal Narawane, Associate Professor 
 

Shri. Shashikant Waidande, Assistant Professor & OSD, SRC, ECL 
 

    
            

 

IMMEDIATE SUBORDINATES:  -- 
 
 

KEY RESULT AREAS:      --  
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JOB TITLE : Research Assistant, Narmada Rehabilitation Project 
 
 

JOB OBJECTIVES : Anchoring the Narmada Rehabilitation Project 
 
 
PRINCIPAL RESPONSIBILITIES: 
 
1. Research Assistance to RDC Project 
2. Working on Monitoring and Evaluation of Narmada Project : Primary as well as 

Secondary data collection of Sardar Sarovar (Narmada) Rehabilitation Project from 
Nandurbar District of Maharashtra, Interpretation and analysis etc. 

3. Field Visit to Submergence as well as Resettled Villages of Project Site 
4. Assistance in preparation of Narmada Resettlement Data Software as well as GIS 
5. Cross-verification of data of PAPs of Collectoriate and actual field data of PAPs, Data 

entry of PAPs in Software 
 

6. Preparation of  Review Meetings of the Project 
7. Assistance in Preparation of evaluation and monitoring of PAPs inception report of 

Narmada Project 
 
REPORTS TO BE SUBMITTED:  
 

Relief & Rehabilitation Secretariat, Mantralaya, Mumbai, GoM 
 
 
IMMEDIATE SUBORDINATES:  --  
 
KEY RESULT AREAS:      -- 

  
 
 

JOB  TITLE: Research Assistant in Centre for Community Managed  Programming (CCMP), 
RDC 

 
 

1. Maintain database for Microplanning and dissemination 
of the reports generated to the NGOs working in the field 
of Microplanning.  

 
2. Preparation of Data Analysis Plan 
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1. Preparation of survey sheets and make the necessary modifications in the software by 
coordinating with the software programmers, CIT 

 

2. Maintaining the record of data send by NGOs to the Centre   
 

 

3. To assist the Additional Director (RDC) & Head, CCMP 
 

 

4. To do all those activities entrusted by DDG(Research) 
 

5. To provide assistance in preparation of Data Analysis Plan 
 

6. To assist in various training activities carried out at YASHADA as well as in the field. 
 

 
 
JOB TITLE : Course Assistant, Narmada Rehabilitation Project 
 

 
JOB OBJECTIVES : Working on Narmada Rehabilitation Project 
 
 
PRINCIPAL RESPONSIBILITIES: 
 

 

1. Working on Monitoring and Evaluation of Narmada Project : Primary as well as 
Secondary data collection of Narmada Rehabilitation Project from Nandurbar 
District of Maharashtra 

 

2. Field Visit to Submergence as well as Resettled Villages of Project Site 
 

3. Assistance in preparation & Query generation of Narmada Resettlement Data 
Software as well as GIS 

 

4. Cross-verification of data of PAPs of Collectoriate and actual field data of PAPs, 
Data entry of PAPs in Software 

 
 

5. Preparation of Review Meetings of the Project 
 

 
REPORTS TO BE SUBMITTED:  
 

Relief & Rehabilitation Secretariate, Mantralaya, Mumbai, GoM 
 
 
IMMEDIATE SUBORDINATES:  --  
 
KEY RESULT AREAS:      --  
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JOB TITLE : Assistant, Elimination of Child Labour Project  
 

 
JOB OBJECTIVES : To assist in the Elimination of Child Labour Project  
 
 
PRINCIPAL RESPONSIBILITIES: 

 
1. To assist in the project of Tracking of Rescued children by Mumbai Task force 

 

2. To assist in the project of Tracking of TEC dropouts from INDUS Child labor 
Project, Mumbai Sub-urban 

 

 

3. To assist in the Migrant child labour project, Mumbai  
 

4. To prepare all material related to the above mentioned project 
 
 

REPORTS TO BE SUBMITTED:   -- 

 
 
IMMEDIATE SUBORDINATES:  --  
 
KEY RESULT AREAS:      -- 
  
JOB TITLE : Data base operator cum Assistant in Centre for Community Managed 

Programming (CCMP), RDC  
 
JOB OBJECTIVES :  
 

1. Maintain Accounts of all projects under CCMP Centre 
2. Generation of reports with regard to process documentation 
3. Assist to all CCMP staff 

 

PRINCIPAL RESPONSIBILITIES: 
 

1. Rendering timely assistance to Additional Director RDC & Head CCMP and Training 
Officer in Documentation of Case studies. 

2. Maintaining administrative records & maintains accounts of the project and all related 
activities. 

3. Assist in different training programs conducted at YASHADA and out reach program. 
4. Maintaining coordination & communication with different functionaries of Amrawati & 

Satara Zilla Parishad & Grass root Voluntary Organizations and newly formed village level 
CBO’s with regard to collection of data. 

5. Generation of reports with regard to process document under the guidance of Additional 
Director R&D, Head CCMP /Training Officer. 
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6. Conducting of timely follow up with regard to data collection with regard to Amrawati & 
Satara districts.  

7. Uploading the collected data, compilation of collected data and generation of analysis 
reports of the same for the districts of Amrawati & Satara. 

8. Collection of data with regards to monthly meetings at PHC level & Sub centers for 
Amrawati & Satara districts. 

9. Generation of reports with regard to process document under the guidance of District 
Coordinator. 

10. Maintaining of the respective files and other related correspondence. 
 

REPORTS TO BE SUBMITTED:   -- 
 
           

IMMEDIATE SUBORDINATES:  --  
 

KEY RESULT AREAS:          -- 
 

 
JOB TITLE : Data base operator cum Assistant in Centre for Community Managed 

Programming (CCMP), RDC  
 
JOB OBJECTIVES :  
 

1. Maintain all district training reports  
2. Assist to all CCMP staff 

 

PRINCIPAL RESPONSIBILITIES: 
 

1. Maintaining coordination & communication with different functionaries of Yawatmal & Nandurbar 
Zilla Parishad & Grass root Voluntary Organizations and newly formed village level CBO’s with 
regard to collection of data. 

2. Maintaining coordination & communication with different functionaries of the districts under 
Department of Women & Child Development - DWCD program i.e. Thane, Gadchiroli & Nasik. 

3. Rendering timely assistance to District Coordinator in Documentation of Case studies. 

4. Generation of reports with regard to process document under the guidance of Training Officer. 

5. Conducting of timely follow up with regard to data collection with regard to Yawatmal  & 
Nandurbar district.  

6. Assistance to Research Assistant in ToT’s with regard to Micro planning.  

7. Uploading the collected data, compilation of collected data and generation of analysis reports of 
the same for the district of Yawatmal & Nandurbar 

8. Collection of data with regards to monthly meetings at PHC level & Sub centers for Yawatmal 
district. 

9. Collection of data with regards to monthly meetings at PHC level & Sub centers for DWCD 
program districts. 

10. Follow up in order to collect and compile the data of the Volunteers trainings in the districts of 
Nasik, Gadchiroli & Thane. Maintaining of all records with regard to the same.  
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11. Maintaining of the respective files and other related correspondence. 
 

REPORTS TO BE SUBMITTED:   -- 
 

 
           

IMMEDIATE SUBORDINATES:  --  
 
KEY RESULT AREAS:          -- 
  
JOB TITLE : Clerk & Course Assistant 
 
JOB OBJECTIVES : To provide assistance to the activities carried out by the Project 

Monitoring Unit (PMU) of the Research & Documentation Centre 
 

 
 

PRINCIPAL RESPONSIBILITIES: 
 

1. To carry out the tasks as assigned by the Addl. Director (Research) 
 

2. To assist in documentation activities carried out by the PMU, RDC 
 

3. To assist in various training activities carried out under various projects of RDC  
 

4. To maintain various records e.g. Files, reports, MIS etc 
 

5. To do all those activities entrusted by Additional Director (Research) 
 

 

 

REPORTS TO BE SUBMITTED: Various reports as required from time to time  
 
   
IMMEDIATE SUBORDINATES: -- 
 
KEY RESULT AREAS:    -- 
 
 

  
 

  
JOB TITLE : Personal Assistant to Director l(Research)   
 
JOB OBJECTIVES :  
        

1. Secretarial assistance to DDG (Research) 
 

2. Organization and maintenance of the office of DDG (Research) 
 

 

 

PRINCIPAL RESPONSIBILITIES: 
 

1. Taking dictations from DDG(Research) and carrying out typing  
 

2. Dispatch & Maintaining records / files 
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3. Arrangement of Meetings held in RDC 
 

4. Any other activities entrusted by DDG(Research) 
 

 
 

REPORTS TO BE SUBMITTED: Presenting necessary documents whenever asked for by 
DDG(Research) 

 
 
IMMEDIATE SUBORDINATES: Peon in the office of DDG (Research)  
 
KEY RESULT AREAS:  Improved administration of the office of DDG (Research)   
 

  
 

 

               VÉÉì¤ÉSÉÉ]Çõ  

                                                
                                                    ´́ÉÉÊÊ®®úú¹¹`̀öö  ÊÊ±±ÉÉ{{ÉÉÒÒEEòò  
                                                                                                                      ||ÉÉ¶¶ÉÉÉÉººÉÉxxÉÉ  ÊÊ´́ÉÉ¦¦ÉÉÉÉMMÉÉ,,  ªªÉÉ¶¶ÉÉnnùùÉÉ  
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 
  

11))  ººÉÉ ÆÆ {{ÉÉ ÚÚhhÉÉ ÇÇ  ªªÉÉ¶¶ÉÉnnùù ÉÉSSÉÉ ää  ++ÉÉ´́ÉÉEEòò  --  VVÉÉÉÉ´́ÉÉEEòò  ººÉÉ ÆÆEEòò±±ÉÉxxÉÉÉÉSSÉÉ ää  EEòòÉÉ¨̈ÉÉ  EEòò®®úúhhÉÉ ää  
  

22))  ££ìì òòËËEEòòMMÉÉ  ¨̈ÉÉÊÊ¶¶ÉÉxxÉÉ¨̈ÉÉvvÉÉ ää  {{ÉÉ èèººÉÉ ää  ¦¦ÉÉ®®úúhhÉÉ ää  iiÉÉººÉÉ ääSSÉÉ  ¨̈ÉÉÊÊ¶¶ÉÉxxÉÉSSÉÉÉÉ  ´́ÉÉÉÉ¹¹ÉÉÔÔEEòò  nnää ùùJJÉÉ¦¦ÉÉÉÉ±±ÉÉ  EEòò®®úú ÉÉ®®  EEòò®®úúhhÉÉ ää  úú.. 
 

33))  ¤¤ÉÉÉÉªªÉÉÉÉ ää ¨̈ÉÉ ìì]]ÅÅ õõ ÒÒEEººÉÉ  ¤¤ÉÉÉÉ¤¤ÉÉiiÉÉSSÉÉÒÒ  EEòòÉÉ¨̈ÉÉ ää .. 
 

44))  ÊÊxxÉÉªªÉÉÊÊ¨̈ÉÉiiÉÉ    ´́ÉÉMMÉÉ ÇÇ  iiÉÉÒÒxxÉÉ  ´́ÉÉ  ´́ÉÉMMÉÉ ÇÇ  SSÉÉÉÉ®®úú  EEòò¨̈ÉÉ ÇÇSSÉÉÉÉ--ªªÉÉÉÉ ÆÆSSÉÉÒÒ  ½½þþVVÉÉ ää®® úú ÒÒ{{ÉÉ]]õõ ÊÊ ´́ÉÉ¹¹ÉÉªªÉÉEEòò  EEòòÉÉ¨̈ÉÉ ää .. 
 

 

55))  ¨̈ÉÉ ääººEEòòÉÉ ää  ¨̈ÉÉÉÉ¡¡ÇÇ òòiiÉÉ  ÊÊ±±ÉÉ{{ÉÉÒÒEEòò//ººÉÉjjÉÉººÉÉ½½þþ ÉÉªªÉÉEEòò,,  ºº]]ää õõ xxÉÉÉÉ ää ,,  ||ÉÉÊÊ¶¶ÉÉIIÉÉhhÉÉ  ººÉÉ¨̈ÉÉxx´́ÉÉªªÉÉEEòò,,´́ÉÉÉÉ½½þþxxÉÉSSÉÉÉÉ±±ÉÉEEòò  <<iiªªÉÉÉÉnnùù ÓÓSSªªÉÉÉÉ  xxÉÉ ää ¨̈ÉÉhhÉÉ ÚÚEEòòÉÉ  
´́ÉÉ  ®®úúVVÉÉÉÉ,,  ®®úú ÉÉVVÉÉÒÒxxÉÉÉÉ¨̈ÉÉÉÉ  <<iiªªÉÉÉÉnnùù ÒÒ  ººÉÉ ÆÆnn¦¦ÉÉÉÉ ÇÇ iiÉÉÒÒ±±ÉÉ  {{ÉÉjjÉÉ´́ªªÉÉ´́ÉÉ½½þþ ÉÉ®®úú  ´́ÉÉ  ººÉÉnnùù®®úú  EEòò¨̈ÉÉ ÇÇSSÉÉÉÉ--ªªÉÉÉÉ ÆÆSSÉÉÒÒ  ¨̈ÉÉÉÉÊÊººÉÉEEòò  {{ÉÉMMÉÉÉÉ®®úú  nnää ùùªªÉÉEEää òò  
++nnùùÉÉ  EEòò®®úúhhªªÉÉÉÉ¤¤ÉÉÉÉ¤¤ÉÉiiÉÉSSÉÉÒÒ  EEòòÉÉªªÉÉ ÇÇ ´́ÉÉÉÉ½½þþ ÒÒ  EEòò®®úúhhÉÉ ää ..   

 

 

66))  ´́ÉÉÉÉ ääbb÷÷ ÉÉ¡¡òòÉÉ ää xxÉÉ  ¨̈ÉÉÉÉ ää ¤¤ÉÉÉÉ<<ÇÇ±±ÉÉÊÊ´́ÉÉ¹¹ÉÉªªÉÉÒÒSSÉÉÉÉ    ººÉÉ´́ÉÉ ÇÇ  {{ÉÉjjÉÉ´́ªªÉÉ´́ÉÉ½½þþ ÉÉ®®úú  xxÉÉ´́ÉÉÒÒxxÉÉ  EEòòxxÉÉ ääCC¶¶ÉÉxxÉÉ  nnää ùùhhÉÉ ää  ´́ÉÉ  ¤¤ÉÉ ÆÆnnùù  EEòò®®úúhhÉÉ ää  ¨̈ÉÉÉÉ ää ¤¤ÉÉÉÉ<<ÇÇ±±ÉÉ  ¦¦ÉÉkkÉÉÉÉ  
++nnùùÉÉ  EEòò®®úúhhÉÉ ää  ´́ÉÉ  ¤¤ÉÉ ÆÆnnùù  EEòò®®úúhhªªÉÉÉÉÊÊ ´́ÉÉ¹¹ÉÉªªÉÉÒÒSSÉÉÒÒ  EEòòÉÉªªÉÉ ÇÇ ´́ÉÉÉÉ½½þþ ÒÒ  EEòò®®úúhhÉÉ ää  ªªÉÉ¶¶ÉÉnnùù ÉÉ  ¨̈ÉÉÉÉ¡¡ÇÇ òòiiÉÉ  VVªªÉÉÉÉ  ++ÊÊvvÉÉEEòòÉÉ--ªªÉÉÉÉ ÆÆSSÉÉÒÒ  ººÉÉ ÆÆ {{ÉÉ ÚÚhhÉÉ ÇÇ    
¨̈ÉÉÉÉ ää ¤¤ÉÉÉÉ<<ÇÇ±±ÉÉ  nnää ùùªªÉÉEEää òò  ++nnùùÉÉ  EEää òò±±ÉÉÒÒ  VVÉÉÉÉiiÉÉÉÉiiÉÉ  iiÉÉÒÒ  ++nnùùÉÉ  EEòò®®úúhhªªÉÉÉÉSSÉÉÒÒ  EEòòÉÉªªÉÉ ÇÇ ´́ÉÉÉÉ½½þþ ÒÒ  ||ÉÉiiªªÉÉ ääEEòò  ¨̈ÉÉÊÊ½½þþxxªªÉÉÉÉººÉÉ  EEòò®®úúhhÉÉ ää  iiÉÉººÉÉ ääSSÉÉ  
¨̈ÉÉÉÉ ää ¤¤ÉÉÉÉ<<ÇÇ±±ÉÉ  ÊÊ´́ÉÉ¹¹ÉÉªªÉÉEEòò  ººÉÉ´́ÉÉ ÇÇ  iiÉÉGGòòÉÉ®®úú ÓÓSSÉÉ ää  ÊÊxxÉÉ´́ÉÉÉÉ®®úúhhÉÉ  EEòò®®úúhhÉÉ ää .. 

 

77))      ¨̈ÉÉÉÉ..++ÊÊiiÉÉÊÊ®®úúHHòò  ¨̈ÉÉ½½þþ ÉÉººÉÉ ÆÆSSÉÉÉÉ±±ÉÉEEòò    ||ÉÉ¶¶ÉÉÉÉººÉÉxxÉÉ  ªªÉÉÉÉ ÆÆSSªªÉÉÉÉEEòòbb÷÷ ÒÒ±±ÉÉ  ±±ÉÉ ìì {{ÉÉ]]õõ ÉÉ ìì {{ÉÉººÉÉÉÉ`̀ööÒÒSSÉÉ ää  iiÉÉººÉÉ ääSSÉÉ  ººÉÉ ÆÆMMÉÉhhÉÉEEòò    ÊÊ´́ÉÉ¦¦ÉÉÉÉMMÉÉÉÉiiÉÉÒÒ±±ÉÉ    
±±ÉÉ ìì {{ÉÉ]]õõ ÉÉ ìì {{ÉÉººÉÉÉÉ`̀ööÒÒSSªªÉÉÉÉ  ÊÊ®®úú±±ÉÉÉÉªªÉÉxxººÉÉ  bbää ÷÷]]õõ ÉÉEEòòÉÉbbÇÇ ÷÷SSÉÉ ää  nnää ùùªªÉÉEEòò  ++nnùùÉÉ  EEòò®®úúhhªªÉÉÉÉ¤¤ÉÉÉÉ¤¤ÉÉiiÉÉSSÉÉÒÒ  EEòòÉÉªªÉÉ ÇÇ ´́ÉÉÉÉ½½þþ ÒÒ  ||ÉÉiiªªÉÉ ääEEòò  ¨̈ÉÉÊÊ½½þþhhªªÉÉÉÉººÉÉ  
EEòò®®úúhhÉÉ ää .. 
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88))      nnÖÖ ùù®® úúvv´́ÉÉÊÊxxÉÉSSÉÉÉÉÊÊ±±ÉÉEEää òòSSªªÉÉÉÉ  ®®úúVVÉÉÉÉ  EEòòÉÉ³³ýýÉÉiiÉÉ    nnÖÖ ùù®® úúvv´́ÉÉÊÊxxÉÉSSÉÉ ää    iiÉÉººÉÉ ääSSÉÉ  <<iiÉÉ®®úú  nnÖÖ ùù®® úúvv´́ÉÉÊÊxxÉÉÊÊ´́ÉÉ¹¹ÉÉªªÉÉEEòò  EEòòÉÉ¨̈ÉÉ ää  EEòò®®úúhhÉÉ ää .. 
  
 

                                                      
 

 
 

Job Description Format 
 

 
 
Job Title    : Personal Assistant to Director General & 
                                      Selection Grade Stenographer 
 
Job Objectives  : To assist the Director General in day-to-day work 
 
Responsibilities : 
 

1. Taking dictation and typing 

2. Maintaining personal files 

3. Attending and connecting phone calls and giving messages 

4. Maintaining file movement and tapal movement registers 

5. Making Daily/Weekly programmes 

6. Taking and giving appointments 

7. Booking tickets for tour and taking advance 

8. Preparing TA bills and settling the advances 

9. Maintaining all correspondence of Confidential Report files of the officers  

10. Maintaining updated all telephone lists 

11. Maintaining Fax Register/update fax numbers 

12. All types of filing of papers 

13. Any other work given by Director General 

´ÉºÉÊiÉMÉÞ½þ ´ªÉ´ÉºlÉÉ{ÉEò ªÉÉÆSÉÒ EòiÉÇ´ªÉ ´É VÉ¤ÉÉ¤ÉnùÉ−ªÉÉ 

 
1. +É½þ®úhÉ ´É ºÉÆÊ´ÉiÉ®úhÉ +ÊvÉEòÉ®úÒ ¨½þhÉÚxÉ näùhªÉÉiÉ +É±Éä±Éä Ê´ÉkÉÒªÉ ´É |É¶ÉÉºÉEòÒªÉ +ÊvÉEòÉ®ú ={ÉªÉÉäMÉ 

+ÉhÉÚxÉ ´ÉºÉÊiÉMÉÞ½þ |É¨ÉÖJÉ ¨½þhÉÚxÉ EòÉªÉÇ Eò®úhÉä. 
2. ´ÉºÉÊiÉMÉÞ½þÉºÉÆ¤ÉÆvÉÒSÉÉ ºÉ´ÉÇ {ÉjÉ ´ªÉ´É½þÉ®ú {ÉÉ½þhÉä. 
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3. ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò, +ÊiÉÊ®úHò ¨É½þÉºÉÆSÉÉ±ÉEò ´É ÊxÉ¤ÉÆvÉEò ªÉÉÆSÉä ¨ÉÉMÉÇnù¶ÉÇxÉÉxÉÖºÉÉ®ú ´ÉºÉÊiÉMÉÞ½þÉSÉä EòÉ¨ÉEòÉVÉ 
{ÉÉ½þhÉä. 

4. |ÉÊ¶ÉIÉhÉÉlÉÔSÉÒ ¦ÉÉäVÉxÉÉSÉÒ ´É ®úÉ½þhªÉÉSÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä. 
5. ´ÉºÉÊiÉMÉÞ½þÉiÉÒ±É EòÉ¨ÉEòÉVÉÉ´É®ú ( º´ÉªÉÆ{ÉÉEò MÉÞ½þ, ¦ÉÉäVÉxÉ ´ªÉ´ÉºlÉÉ, ´ÉºÉÊiÉMÉÞ½þ º´ÉSUôiÉÉ <. ) näùJÉ®äúJÉ 

`äö´ÉhÉä. 
6. ´ÉºÉÊiÉMÉÞ½ÉSÉä ´ÉÉiÉÉ´É®úhÉ ¶ÉÉÆiÉiÉÉ{ÉÚhÉÇ, ºÉÖ®ú³ýÒiÉ, ÊxÉ®úÉäMÉÒ +ÉÊhÉ +É±½þÉnùnùÉªÉEò ®úÉ½þÒ±É ªÉÉEòbä÷ ±ÉIÉ näùhÉä. 
7. |ÉÊ¶ÉIÉhÉÉlÉÕ¨ÉvªÉä Ê¶ÉºiÉ ®úÉ½þhÉä iÉºÉäSÉ ´ÉºÉÊiÉMÉÞ½þÉiÉÒ±É º´ÉSUôiÉäSÉÒ EòÉ³ýVÉÒ PÉähÉä. 
8. ´ÉºÉÊiÉMÉÞ½þÉÆSÉÒ +SÉÉxÉEò{ÉhÉä Ê´É¶Éä¹ÉiÉ: ®úÉjÉÒSªÉÉ ´Éä³ýÒ {ÉÉ½þhÉÒ Eò®úhÉä. 
9. ´ÉºÉÊiÉMÉÞ½þÉiÉÒ±É +ÉVÉÉ®úÒ |ÉÊ¶ÉIÉhÉÉlÉÕSªÉÉ ´ÉètEòÒªÉ ={ÉSÉÉ®úÉSÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä. 
10. ́ÉºÉÊiÉMÉÞ½þÉiÉÒ±É ´É ¦ÉÉäVÉxÉMÉÞ½þÉiÉÒ±É ¨ÉÉMÉhÉÒ ´É {ÉÖ®ú´É`öÉ ªÉÉ´É®ú {ÉÊ®úhÉÉ¨ÉEòÉ®úEò ÊxÉªÉÆjÉhÉ `äö´ÉhÉä. 
11. ́ ÉºÉÊiÉMÉÞ½þÉiÉÒ±É Ê½þ¶Éä¤ÉÉSªÉÉ xÉÉånù´É½þªÉÉ +tÉ´ÉiÉ `äö´ÉhÉä. 
12. ́ ÉÊ®ú¹`öÉÆxÉÒ ´Éä³ýÉä´Éä³ýÒ ºÉÉä{ÉÊ´É±Éä±ÉÒ <iÉ®ú EòÉ¨Éä Eò®úhÉä. 

 
 
 

DATE : 04/02/2008 
 
 

JOBCHART – PURCHASE DESK 
 
 
 
No Activity Responsibility 
1 Receive indent PUR Assistant  
2 Classify item intended : 

a) Consumable 
b) Non Consumable 

 

3 Arrange meeting of Purchase Committee  
4 Call for quotation, tender or purchase from the 

approved vendors as per the rule depending up on 
the cost of the item 

 

5 Prepare a comparative statement and put up to 
competent authority 

 

6 Issue purchase order as approved  
7 Receive material as ordered  
8 Enter in the dead stock registrar for non 

consumable and consumable registrar for 
consumables 

 

9 Process the bill  
10  Handover to the intender   
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Transport DESK 
 
No Activity Responsibility 
1 Receive vehicle indent  Assistant   
2 Issue Work order servicing of vehicle after 

approval  
 

3 Process the bill  
4 Enter in the History sheet registrar   
 

Admn. & Accounts  Assistant, (PGDUM) 
 
 

Job Title Research Support Team Member 
Job Objectives To Addl. Director, PGDUM, SIUD 

• To handle Administrative and Accounts related 

work of Post Graduate Diploma in Urban 

Management 

 

• To do other activities necessary to do successful 

programme of PGDUM as per Addl. Director, 

SIUD 

 
 

Reporting to • Add. Director, PGDUM, SIUD  

• Course Director PGDUM,  
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Job chart 

Course Assistant of Director, SIUD YASHADA 

 
Job Title Research Support Team Member 

Job Objectives  

To Addl. Director, PGDUM, SIUD 

¾ To do all administrative work  

¾ Assist in conducting of training programme, 

workshop and course. 

¾ To maintain Course files, various records, 

collecting of reference materials relating to all 

programme. 

¾ To help the Additional Director from various 

sources and maintain it’s records. 

¾ Put all information in computer  

¾ ISO compliance after completion of the Course 
 

Reporting to • Add. Director, PGDUM, SIUD  

• Course Director PGDUM,  

 
Course Assistant, SIUD- 5 

 
Job Title Course Support Team Member 

Job objectives 
A) Training 

Related 
Function. 

 
 
 
 
 
 
 
 
 
 
 
 
 

To assist the Addl. Director SIUD in all activities, namely, 
a) Logistic support for conducting the training. 
b) Infrastructure ex. Class rooms 
c) Making available Audio-Visual and other relevant material. 
d) Transport arrangements for guest lecturers, master trainers, trainers and 

sometimes even of trainees. 
e) To do necessary administrative work, relating to conduct of training, like 

settlement of accounts relieving letters to participants etc. 
f) To do any other activity necessary to do successful conducts of training as 

per the instructions of the Addl Director SIUD. 
1) To Maintain Course Files. 
2) To draw and settle Advances and Payments to 

advisors/consultants/others appointed on contract for the project. 
3) To maintain various records in connection with the RTP MoUD project. 
4) To held in administrative work related to project such as settled of 

accounts/ correspondence with NGO/ Government Officials.. 
5) Internet & Browsing 
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B) Project Related 
Function 

6) Downloading the reference material from Internet  
7) Attending Meetings & write the Minutes  
8) To perform all other duties as assigned by HoD. 

Principal 
Responsibilities 

1. To maintain course files, other correspondence files.  
2. To draw and settle advances 
3. To maintain various records in connections with the PGDUM and NRCUP 

project. 
 

Reports to be 
submitted 

1. Course Advance Settlement 

 
 

Course Associate, SIUD 
 
Job Title  Course Support tem Member  
Job Objectives  To assist the Additional Director, PGDUM in 

the PGDUM activities, namely, 
Admissions 
¾ Participants admissions  
¾ Module wise Invitation Letters  
¾ Participants Records – Financial  
¾ Participants Records- Academic  
¾ Organization of Out station tours in 

contact sessions  
¾ Lodging and Boarding  
¾ Coordination with Course Directors 
¾ Classroom  
¾ Travel to place and local  

Principal Responsibilities  ¾ To Maintain Participants Admissions 
Files  

¾ Deposit PGDUM and DUM participants 
Course Fee.  

¾ To maintain various records in 
connections with the PGDUM Course.  
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Research Officer, PGDUM Project, SIUD 
 

Marketing and Library:- 

 

1. Software Development 

2. Printing and Preparation of Material for the marketing of the Course 

3. Library and Knowledge Management Centre (Collection of Books, Subscribing 

Periodicals, Maintenance of the Library Records) 

Reporting To- Additional Director, SIUD 

 
Coordinator, City Managers Forum, SIUD 
 

� Anchoring the work of City Managers Forum (CMF) at YASHADA and establishment of a 

knowledge network of City Managers 

 
� Building a database of all the City Managers of all states 

� Organizing National and Regional seminars and workshops with City Managers to 

disseminate information, best practices 

 
�  Coordinating with Ministry and other stakeholders like administrative and technical personnel 

on City Managers Forum 

 
� Writing of New Project Proposals  

� Understanding the various facets of Urban Poverty and livelihood through desk research  
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Job Description Format 
 
  

Job Title  Steno (Higher Grade) 

Job Objectives To assist the DDG/Addl.Director in day to day work 

Principal Responsibilities 1. Taking dictation and typing 

2. Maintaining personal files 

3. Attending & connecting phone calls & giving 

messages  

4. Maintaining File Movement & Tapal 

Movement Registers 

5. Making Daily/Weekly programmes 

6. Taking & giving appointments  

7. Booking tickets for tour  

8. Taking advance for tour  

9. Preparing TA bills & settling the advances 

10. Any other work given by 

DDG/Addl.Director 
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 Consultant/ Course Director,  
SIUD YASHADA, Pune 

 
Job Title Research Support Team Member 

Job Objectives To Addl. Director, SIUD 

� Conducting training Programme, workshop and courses 

for Elected Representative and Municipal Staff of 

Municipal Councils in Maharashtra State. 

� .Conducting 10 Training Programme(YP)for Elected 
Representative. 

� Conducting 10 Training Programme (YP) for Municipal 

Staff. 

� Correspondence with all Govt. Officials and Municipal 

Councils.  

� Coordinating with Municipal Staff and Elected 

Representative on specific issue if demanded by them. 

� Conducting out reach training Programme for Elected 

Representative in District headquarters as per indent.  

� Deliver lectures in courses on various subjects. 

� Preparation of reading material of related subjects. 

� Middle Management topic to be handle for preparation of 

course modules to contact with Theme Mentor and 

Subject Specialists etc. Preparation of honorarium bills 

and onward transmission to competent authority.   

� To make efforts for collection of Corpus Fund contribution 

from various local Urban Local bodies i.e. Municipal 

Corporations, Municipal Councils, Pimpari Chinchwad 

new town ship etc. 

� To arrange out side visits for Participants in relation with 

course subject such as implementation of T. P. Scheme, 

Development work etc. 

� Contact with Guest faculty and in-house faculty for deliver 

lectures. 
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� Preparation and submission of course expenditure such 

as honorarium, food, tea bill traveling bills etc. 

� Any task assigned by higher authorities.  

 
Reporting to � Add. Director, SIUD  

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Course Assistant  
Director,  

SIUD YASHADA, Pune 
 

Job Title Research Support Team Member 
Job Objectives To Course Director, SIUD 

� of training Programme, workshop and course in Yashada 

and out reach Programme in accordance To assist the 

Course Director in all activity assigned to him.  

� To do all administrative work.  
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� Assist in conducting with ISO Norm. 

� To maintain Course files, various records, collecting of 

reference materials relating to all Programme. 

� Draw and settlement of advances and Bill Payment of 

advisor, Consultant, other appointed person for the 

project. 

�  To help the Course Director in collecting data from 

various sources and maintain it’s records. 

� Ensure ISO compliance after completion of the Course. 
 

Reporting to • Course Director, SIUD  

 

 
Research Officer, SIUD YASHADA  

 
� Conducting training programme, workshop and courses for Chief 

Officers of Municipal Councils in Maharashtra 

�  Conducting 15 Training programmes (YP) for Chief Officers  

� Correspondence with all Govt.Officials and NGOs 

� Research on Urban related issues for e.g. Property tax, Solid Waste 

Management  

� Coordinating with Chief Officers on specific issue demanded by them  

� Coordinating of Register of Innovation under NRCUP project  
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Job Chart 

 
Job Title                 : Trainee  
Job Responsibility : Help the process of library 
 

No Activities 
1. Maintenance of Leave Record  
2. Shelving of returned books 
3. Marking News Paper Attendance 
4. Signage and reporting misplaced books  
5. Up Keep of Study Room 
6. Visitor’s Record 
7. Entering received Journals 
8. Marking Newspapers and cutting 
9. Receiving Office Notes as record for Participant’s Membership 
10. Arrangement of Journals in specific place 
11. Accessioning of documents in various registers 
12. Computer Entry of Documents 
13. Attendance of each person 
14. Identifying books for binding and sending books for binding  
15. Acquisition for repository collection 
16. Helping in the book purchase activities  
17. Put  ‘New Books List’ on reception Notice Board and on LAN 
18. Update membership record (list) 
19. Keep Member Record Update 
20. Keep review meeting record 
21. Preparing Monthly Report of Library 
22. Processing of News Paper Bills 
23. Collection and maintenance  of library statistics 
24. Review of Suggestions / Complaints Book 
25. Scheduling Pest Control and fumigation activities  
26. Payment of News papers Bill 
27. Payment of bill for books purchased 
28. Payment of honorarium to Apprentice  
29. Settling Impress Advance 
30. Recording payments in Payment Register  
31. Arranging Book Club Meeting 
32. Arranging Waste Paper Disposal 
33. Reminder for return of books on due date  
34. Books Reminders through LAN 
35. Keeping record of member in every course 
36. Re-arrange Membership Cards used by Participants 
37. Wipe-off the database of Course Participants, if course is over 
38. Shelving of Books Displayed and Putting New Books on Display 
39. Fill up indent for stationary 
40. Circulation of News Paper Clippings 
41. Back up of LibSys database 
42. Sent Journal to MDC 
43. Arrange for the payment of Journals 
44. Send Reminders for journals 
45. Prepare a list of journals for binding 
46. Help in the process of renewal of Journals 
47. Cash Deposit in Accounts Section 
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48. CAS Current Awareness Service 
49. Report of the conditions of instruments  

 
 

1. Senior Librarian 
2. Librarian 

 
 

 
Job Description 

 
 
Job Title    Senior Librarian 
 
Job Objectives  

 
1. To initiate the process for document acquisition 
2. To source and disseminate relevant information to library users   
3. To Look after the day to day administration of the library 
4. To represent library within and outside Academy 
5. To create and engender a culture of reading by way of personalized services 
6. To ensure work culture in the library by way of providing guidance and resources as required  
7. To monitor the quality of services assured by the Academy as Senior Librarian for ISO 

Procedures 
 

Job Responsibilities 

 
1. Procurement of documents 
2. Application of Quality Management System in the Library 
3. To see that library users get the right document  in time 
4. Prepare plan for the procurement of documents 
5. Smooth operation of library activities 
6. Liaison with other departments/ sections/cells of the academy 
 

Reports to be submitted  
 
1. MIS for the library 
2. Budget for the library 
3. Write up for the annual report of the library 
4. Monthly expenditure and account statement 
5. Newspaper clippings  
 

Reporting to 
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Officer In Charge for the Library 
 
 
 
 

Job Chart 
 
Name      :        

Job Title :      Librarian:  
 
Job Responsibilities: 
 
1. Supervise technical processing of books and journals 
2. Acquisition of books and other documents 
3. Guide and supervise internal processes of library 
4. Maintain the cleanliness of the library 
5. Up keep of various equipment in the library  
6. Proper filing of documents and papers received in the  library 
7. Various entries in different registers of the library 
8. Supervise shelving of documents 
 
Report to :  
 
1. Senior Librarian 
 
 

 

 

 
 

+ÉºlÉÉ{ÉxÉÉ-2 ºÉÆEò±ÉxÉÉSÉÉ VÉÉì¤É SÉÉ]Çõ 
 

1.    ®úVÉÉ-  ºÉÆºlÉäiÉÒ±É EòÉªÉ¨É/|ÉÊiÉÊxÉªÉÖHòÒ´É®úÒ±É/Eò®úÉ®ú iÉi´ÉÉ´É®úÒ±É <iªÉÉnùÒ +ÊvÉEòÉ®úÒ ´É Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ ºÉ´ÉÇ 
|ÉEòÉ®úSªÉÉ ®úVÉÉ =nùÉ.ÊEò®úEòÉä³ý (xÉèÊ¨ÉkÉÒEò)/¤Énù±ÉÒ, +VÉÔiÉ, {ÉÊ®ú´ÉiÉÔiÉ, +ºÉÉvÉÉ®úhÉ, |ÉºÉÖiÉÒ ®úVÉÉ, <iªÉÉnùÒ ¨ÉÆVÉÚ®ú Eò®úhÉä 
 
2.   ´ÉÉÌ¹ÉEò ´ÉäiÉxÉ´ÉÉføÒ -  |ÉÊiÉÊxÉªÉÖHòÒ´É®úÒ±É  +ÊvÉEòÉ®úÒ ªÉÉÆSªÉÉ ¨ÉÚ³ý Ê´É¦ÉÉMÉÉ¶ÉÒ ´ÉäiÉxÉ´ÉÉføÒ¤ÉÉ¤ÉiÉ {ÉjÉ´ªÉ´É½þÉ®ú Eò¯ûxÉ 
¨ÉÚ³ý Ê´É¦ÉÉMÉÉEòbÚ÷xÉ +É±Éä±ªÉÉ ´ÉÉÌ¹ÉEò ´ÉäiÉxÉ´ÉÉføÒSÉÒ EòÉªÉÇ´ÉÉ½þÒ Eò®úhÉä iÉºÉäSÉ  ªÉ¶ÉnùÉiÉÒ±É EòÉªÉ¨Éº´É¯û{ÉÒ +ÊvÉEòÉ®úÒ  ´É 
Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ ´ÉÉÌ¹ÉEò ´ÉäiÉxÉ´ÉÉføÒ ÊxÉMÉÇÊ¨ÉiÉ Eò®úhÉä. 
 
3.   ºÉä´ÉÉ{ÉÖºiÉEäò +nùªÉªÉÉ´ÉiÉ Eò®úhÉä- |ÉÊiÉÊxÉªÉÖHòÒ´É®úÒ±É ¦ÉÉ|ÉºÉä, ¦ÉÉ{ÉÉäºÉä, ¦ÉÉ´ÉºÉä +ÊvÉEòÉ-ªÉÉÆSªÉÉ ¨ÉÚ³ý ºÉä´ÉÉ{ÉÖºiÉEòÉiÉ 
|ÉÊiÉÊxÉªÉÖHòÒ´É®úÒ±É EòÉ±ÉÉ´ÉvÉÒSªÉÉ xÉÉånùÒ PÉähÉä iÉºÉäSÉ ºÉÆºlÉäiÉÒ±É EòÉªÉ¨Éº´É¯û{ÉÒ +ÊvÉEòÉ®úÒ ´É Eò¨ÉÇSÉÉ-ªÉÉÆSªÉÉ +É´É¶ªÉEò  iªÉÉ 
ºÉ´ÉÇ xÉÉånùÒþù =nùÉ. xÉä¨ÉhÉÚEòÒ, Ê´É±ÉÆÊ¤ÉiÉ, +ÌVÉiÉ/{ÉÊ®ú´ÉiÉÔiÉ ®úVÉÉ, ´ÉÉÌ¹ÉEò ´ÉäiÉxÉ´ÉÉføÒ, ¶ÉèÊIÉÊhÉEò +½ÇþiÉÉ, {ÉnùÉäzÉiÉÒ ´Éä³ýÉä´Éä³ýÒ 
®úVÉÉ ±ÉäJÉÉ <iªÉÉnùÒSÉÒ xÉÉånù Eò®úhÉä 
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4.    +ÊvÉEòÉ®úÒ ´É Eò¨ÉÇSÉÉ-ªÉÉÆSÉÉ nèùxÉÆÊnùxÉ +½þ´ÉÉ±É-  ¤ÉÉªÉÉä¨ÉìÊ]ÅõCºÉ (lÉÆ¤É <Æ¨|Éä¶ÉxÉ) ¨ÉÊ¶ÉxÉ´É®úÒ±É  +xÉÖ{ÉÎºlÉiÉÒ ´É 
=Ê¶É®úÉ ={ÉÎºlÉiÉÒSªÉÉ +½þ´ÉÉ±ÉÉxÉÖºÉÉ®ú |ÉiªÉäEò ¨ÉÊ½þxªÉÉiÉÒ±É +ÊvÉEòÉ®úÒ ´É Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSÉÉ +xÉÖ{ÉÎºlÉiÉÒ +½þ´ÉÉ±É iÉªÉÉ®ú 
Eò¯ûxÉ ±ÉäJÉÉ¶ÉÉJÉäºÉ Eò³ýÊ´ÉhÉä. 
 
5.   +ÊiÉEòÉÊ±ÉEò ¦ÉkÉÉ-  ºÉ´ÉÇºÉÉvÉÉ®úhÉ {ÉÊ®úSÉÉ®úEò ªÉÉÆSÉä |ÉiªÉäEò ¨ÉÊ½þxªÉÉiÉÒ±É VªÉÉnùÉ/ºÉÖ]õ]õÒSªÉÉ Ênù´É¶ÉÒ Eäò±Éä±ªÉÉ 
EòÉ¨ÉÉSÉä  +ÊiÉEòÉÊ±ÉEò ¦ÉkÉÉ EòÉføhÉä 
 
6. ®úVÉäSÉÒ ´ÉèªÉÊHòEò xÉºiÉÒ -   ªÉ¶ÉnùÉiÉÒ±É |ÉÊiÉÊxÉªÉÖHòÒ´É®úÒ±É ´É EòÉªÉ¨Éº´É¯û{ÉÒ +ÊvÉEòÉ®úÒ +ÉÊhÉ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSÉÒ 
´ÉèªÉÊHòEò ®úVÉÉ xÉºiÉÒ iÉªÉÉ®ú Eò®úhÉä 
 
7.  ÊxÉ´Éb÷ xÉºiÉÒ iÉªÉÉ®ú Eò®úhÉä -  |ÉiªÉäEò ´É¹ÉÉÇSÉÒ ÊxÉ´Éb÷ xÉºiÉÒ iÉªÉÉ®ú Eäò±ÉÒ VÉÉiÉä ºÉnù®ú xÉºiÉÒ¨ÉvªÉä ºÉ´ÉÇ |ÉEòÉ®úSÉä 
]õ{ÉÉ±ÉÉuùÉ®äú  Ê¨É³ýhÉÉ®äú EòÉMÉnù xÉºiÉÒ¨ÉvªÉä `äö´É±ªÉÉ VÉÉiÉÉiÉ, =nùÉ. EòÉªÉÇ¦ÉÉ®ú ½þºiÉÉÆiÉ®úhÉ, ¤Énù±ÉÒ, EòÉªÉÉÇ±ÉªÉÉiÉ +ÆiÉMÉÇiÉ 
Ê´É¦ÉÉMÉÉiÉÒ±É +ÊvÉEòÉ®úÒ, Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSÉÒ ¤Énù±ÉÒ +Énäù¶É, xÉä¨ÉhÉÚEòÒ, PÉ®ú¤ÉÉÆvÉhÉÒ +OÉÒ¨É, ´ÉÉ½þxÉ +OÉÒ¨É, ´ÉÉ½þxÉSÉÉ±ÉEòÉÆSÉä 
+ÊiÉEòÉÊ±ÉEò ¦ÉkÉÉ <iªÉÉnùÒ. 
 
8.   ¤ÉÉªÉÉä¨ÉìÊ]ÅõCºÉ (lÉÆ¤É <Æ¨|Éä¶ÉxÉ) ¨ÉÊ¶ÉxÉSÉä +É´É¶ªÉEòiÉäxÉÖºÉÉ®ú EòÉ¨É Eò®úhÉä. 
 
 
 

¨ÉÉ. ËxÉ¤ÉÆvÉEò ªÉÆÉSÉä º´ÉÒªÉ ºÉ½þÉªÉEò ªÉÉÆSÉÉ VÉÉì¤É SÉÉ]Çõ 
 
 
 
 
EòÉ¨ÉÉSÉä º´É¯û{É  :   
 

1. ÊxÉ¤ÉÆvÉEò ´É ºÉ½þÉªÉEò ÊxÉ¤ÉÆvÉEò ªÉÉÆSªÉÉEòbä÷ ªÉähÉÉ-ªÉÉ/VÉÉhÉÉ-ªÉÉ xÉºiªÉÉÆSÉÒ xÉÉånù   +É´ÉEò-VÉÉ´ÉEò 
xÉÉånù´É½þÒiÉ  `äö´ÉhÉä. 

2. ÊxÉ¤ÉÆvÉEò ªÉÉÆSªÉÉ ´Éä³ýÉä´É³ýÒ ºÉÉÆMÉhªÉÉxÉÖºÉÉ®ú ]ÆõEò±ÉäJÉxÉ ´É <iÉ®ú EòÉ¨Éä Eò®úhÉä. 
3. ÊxÉ¤ÉÆvÉEò ªÉÉÆSÉÉ nèùxÉÆÊnùxÉ EòÉªÉÇGò¨É iÉªÉÉ®ú Eò®úhÉä. 
4. |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉÉSÉÉ B¨É+ÉªÉBºÉ ´É ÊxÉ¤ÉÆvÉEò ªÉÉÆSÉÉ ¡ìòEò±]õÒ B¨É+ÉªÉBºÉ ¦É®úhÉä. 
5. |É¶ÉÉºÉxÉ-1 ´É |É¶ÉÉºÉxÉ -2 ªÉÉÆSªÉÉEòbÚ÷xÉ ´Éä³ýÉä´Éä³ýÒ ºÉÉÆÊMÉiÉ±Éä±ÉÒ EòÉ¨Éä Eò®úhÉä. 

 
 
 
 
Job Chart For Technical Head IT and   OIC CIT 
 
I Course Related Functions 
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• To correspond with Nominating Authorities and obtain nominations. 
• To correspond with nominees and ensure attendance 
• To prepare course schedule and ensure resource persons contribution. 
• To prepare reading material. 
• To correspond with various service provider agencies of Academy for ensuring the 

administrative arrangements 
• To conduct training programme, perform following tasks: 

1. Organising classroom training sessions 
2. Fulfilling participant’s legitimate learning and other needs. 
3. Facilitating resource persons for conduct of their sessions. 
4. Organising co-curricular and extra curricular activities 
5. Ensuring the delivery of administrative services in a coordinated manner 
6. Recording course proceedings and feedback from participants 
7. Maintaining records required for administrative purpose. 

• To settle administrative matters 
• To prepare and distribute course evaluation reports 
• To maintain analyse and classify the records related to training courses 
 

II Administrative Functions 
 

• To exercise control over functions of Support Cell, Software Cell and Training Cell. 
• To check records maintained by them and provide guidance to them. 
• To provide technical inputs for the IT related developments. 

 
 
Designation – Programmer – Research Officer 
 
Consequent to resumption of duties of Smt Ujwala Udgaonkar, Programmer – Research Officer, she 
has been assigned with following duties – 
 

1. YASHADA web site maintenance 
2. Institutional Membership 
3. Intranet and content management system 
4. YASHADA website revamping in association with Nasrin Siddiqui 
5. Register of Innovation 
6. Computer training 
7. Software outsourcing enquiries, tender / quotation etc. 
8. Overall training co-ordination of CIT ATC 
9. KRA 
10. Course marketing preparation of CIT brochure 
11. Maintenance of all meeting files e.g. BOG, Executive Committee, Faculty, Think Tank, CIT 

review 
12. Department files 
13. Monitoring of all file indexing in CIT 
14. YASHADA staff administration, CL register etc. 
15. CIT office order  
16. Any other work assigned by senior officers time to time 
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Job Chart 
 
 
Designation : Senior System Analyst 
 
Responsibilities : 
 
1) System Analyst : 

. To study and analyze the existing manual system. 

. To create the data model 

. To decide upon the platform for software development 

. To distribute the work to the programmers with some appropriate 
time frame 
. To implement the system for tracking and monitoring of the project 
. Come out with a definite testing plan 
. Successfully implement the system by adopting adequate end user 
training for smooth working 

2) Course Director : 
. Organizing classroom training sessions 
. Fulfilling participant’s legitimate learning and other needs. 
. Facilitating resource persons to conduct their sessions. 
. Organizing cocurricular 
and extra curricular activities 
. Ensuring the delivery of administrative services in a coordinated 
manner 
. Recording course proceedings and feedback from participants 
. Maintaining records required for administrative purpose. 

3) Open Source Software Resource Person : 
. To download, analyze, evaluate, verify and test the appropriate 
software which serves the purpose 
. Successfully implement the system as per our requirement with 
appropriate customization 
. To demonstrate the systems to the course participants 

4) Other : 
. To coordinate the development of already on going projects like 
Microplanning, Gramlekha 
. To guide the programmers in carrying out other projects like 
creating audio video interactive application 
. To conduct the sessions in other CD's course especially on eGovernance. 
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Jr. Engineer(Hardware) 
Job Responsibilities 

• Staff Machines (Once in a Month) 
o Check if all Systems are working properly or not i.e. CD-ROM, Floppy Disk Drive, 

L.A.N., Anti Virus Update etc. 
o If problems are found, solve it, analyze it, or if time consuming forward it to 

Resident Engineer 
• Classrooms Machines (Weekly) 

o Check all Systems whether they are working properly or not i.e. CD-ROM, Floppy 
Disk Drive, L.A.N., Anti Virus Update, multimedia etc. 

o If problems are found, solve it, analyze it, if time consuming forward it to Resident 
Engineer 

• Lab Machines (Weekly) 
o Check all System are working properly or not i.e. CD-ROM, Floppy Disk Drive, 

L.A.N., Anti Virus Update, multimedia etc. 
o Removing unnecessary files, Load course related software, Operating System. Etc. 
o Any problem identified solve it analyze it, if time consuming forward it to Resident 

Engineer 
• Servers (Weekly / Alternate Day)  

o Event Log Checking,  
o Anti Virus Updating, 
o Clearing Event Logs and Temp files,   
o User Management, 
o Backup (Weekly), 
o Performance Monitor, 

• Network Management (Weekly/ Alternate day) 
o Speed and Bandwidth monitoring, 
o LAN Switches (Checking and Resetting)   
o Collision Monitoring at Switch Level, 
o Network Expansion, 

• Preventive Maintenance of all Hardware 
o Servicing of all Computer Hardware in YASHDA under AMC by AMC provider 

quarterly 
Support Activities (Corrective Maintenance) 

• Security Support 
 File Sharing and Anti Virus Support 
 
 
AMC Management 
A. Monitor AMC Vendor’s performance quarterly. 
B. Hardware / Software complain from user 

1. Call received from user for hardware / software complain 
2. Register it in Complaints Register  
3. Allot complaint number to User 
4. Send engineer to attend call 
5. Compliance signature of user on complain register 
Priority-action to be completed by       
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 Servers – Immediate, High Priority 
 Class Rooms – Immediate 
 Staff – 24 Hours 
 Labs – 24 Hours. 
Hardware problem, those that cannot be solved at YASHADA 

1. Reporting by Engineer that hardware cannot be repaired at YASHADA 
2. Prepare Gate Pass 
3. Send to Agency 
4. Follow up for repair item send 
5. Receive repaired item 
6. Check if repair is successful 
7. Get it installed 

 
Purchase Activities 

1. Assist OIC in preparing Tender/Quotations for purchasing hardware. 
 

 
 
Designation: Programmer 
 

Responsibilities 
 
1) Handling INTRANET (http://data-server/kbs/kbshome.asp) Site. 
2) Updating yashada.org site (www.yashada.org) 

• Uploading New Appointments  
• Uploading Tender and documents 
• Updating Right To Information (RTI) documents 

3)  Software development for Internal projects  
• Analysis for the project 
• Checking Technical feasibility and operational feasibility for the project. 
• Documentation  

¾ Functional Decomposition diagram 
¾ Data Flow Diagram 
¾ Entity Relationship Diagram 
¾ File Design 
¾ Form Design 
¾ Code 
¾ Reports 
¾ Testing 
¾ Modifications as per user requirement 

4) Giving presentations of the software to clients. 
5) Conducting sessions in YASHADA training programmes. 
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Job Chart 
 

 
Designation: Programming Assistant 
 
 

Responsibilities 
 

6) Software development for Internal projects  
• Analysis for the project 
• Checking Technical feasibility and operational feasibility for the project. 
• Documentation  

¾ Functional Decomposition diagram 
¾ Data Flow Diagram 
¾ Entity Relationship Diagram 
¾ File Design 
¾ Form Design 
¾ Code 
¾ Reports 
¾ Testing 
¾ Modifications as per user requirement 

7) Giving presentations of the software to clients. 
 
 
 
Job Chart for Course Associate 
 

Principal Responsibilities: 
 

� Obtaining Nominations: 
� To Draft, Type and make copies of the letters to be sent to   

           nominating authorities; and  
� To Dispatch the Letters 

� Corresponding with Nominees: 
� To Draft, type and make copies of the letters to be sent to nominating   

            authorities; and 
� To Dispatch the Letters 

� Preparing Course Schedule 
� To type the course schedule drafts; 
� To make and distribute the copies 

� Corresponding with Resource Persons: 
� To Draft, Type and make copies of the letters to be sent to resource   

            persons; and  
� To Dispatch the Letters 

� Corresponding for Administrative Services: 
� To Draft CD’s Circular and notes and fill various formats to be sent to   

            various service provider sections of the Academy 
� To make arrangements for the dispatch of these to various sections. 
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� Conducting Course: 
� To register participants and distribute the stationary items and   

            regarding materials. 
� To receive and attend resource persons and provide them course related  

            materials and information 
� To Facilitate resource persons for conduct of their sessions 
� To make payments to resource persons 
� To attend participants legitimate needs. 
� To prepare course completion certificates and relieving reports for the   

            participants 
� Settling Administrative Matters: 

� To Dispatch participants relieving reports  
� To Dispatch mess service utilisation slips 
� To return balance stock of stationary items 
� To return books and video cassettes 
� To deposit with the library the reading material 
� To send information to course cell 
� To settle course advance account 
� To maintain course file 

Administation Releated Functions : 
� To maintain course Files,resource persons directory and various records 

releated to training courses 
� To submit to the superiors the records and registers for scrutiny 
� To supervise over and guide Course Assistant’s work whenever asked by 

superiors   
 

Job Chart for Course Assistant 
 

 
 

Principal Responsibilities: 
 

� Obtaining Nominations: 
� To Draft, Type and make copies of the letters to be sent to nominating authorities; and  
� To Dispatch the Letters 
� Corresponding with Nominees: 
� To Draft, type and make copies of the letters to be sent to nominating authorities; and 
� To Dispatch the Letters 
� Preparing Course Schedule 
� To type the course schedule drafts; 
� To make and distribute the copies 
� Corresponding with Resource Persons: 
� To Draft, Type and make copies of the letters to be sent to resource persons; and  
� To Dispatch the Letters 
� Corresponding for Administrative Services: 
� To Draft CD’s Circular and notes and fill various formats to be sent to various service  

 provider sections of the Academy 
� To make arrangements for the dispatch of these to various sections. 
� Conducting Course: 
� To register participants and distribute the stationary items and regarding materials. 
� To receive and attend resource persons and provide them course related  
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 materials and information 
� To Facilitate resource persons for conduct of their sessions 
� To make payments to resource persons 
� To attend participants legitimate needs. 
� To prepare course completion certificates and relieving reports for the participants 
� Settling Administrative Matters: 
� To Dispatch participants relieving reports  
� To Dispatch mess service utilisation slips 
� To return balance stock of stationary items 
� To return books and video cassettes 
� To deposit with the library the reading material 
� To send information to course cell 
� To settle course advance account 
� To maintain course file 

 

Administrative Related Functions: 
� To maintain course files, resource persons directory and various records to training courses 
� To submit to the superiors the records and registers for scrutiny 
� To register and deposit the records with the record room 
� Maintain CIT attendance register 
� Carry out purchase procedures for CIT 
� Maintain CIT inward/ outward register 
� Any administrative work given by OIC, CIT 

 

 

 
CENTER FOR DISASTER MANAGEMENT 

 
Director CDM 

 
* Training Management Related Functions:  

1. To remain in close contact with relevant executives (particularly Training Coordinators)of 
Government, Semi-Government and Non- Government organisations and identify the training needs of 
prospective trainees of the Academy.  

*  To draft Training Course Profiles (TCPs) of assigned courses.  

 To function as a Course Director for the training courses as assigned in the YASHADA's Annual 
Training Calendar (ATC) and the circulars issued thereafter. This involves performing in the prescribed 
time limits the various activities related to training course management. These activities to be 
performed with the help of a Course Assistant and  a Research Assistant are as briefly described below:  

a  To correspond with nominating authorities and obtaining nominations,  To correspond with 
nominees and ensure attendance,  

b.  To prepare course schedule and ensure resource persons contribution ; To prepare reading 
material;  

c. To correspond with various service provider agencies of the Academy for ensuring the 
administrative arrangements;  

d. To conduct the training programme, this means performance of following tasks:  1.
 Organising classroom training sessions   
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2. Fulfilling participants legitimate learning and other needs  

3. Facilitating resource persons for conduct of their sessions  organising co-curricular and 
extra-curricular activities  

4   Ensuring the delivery of administrative services in a coordinated manner  

5 Recording course proceedings and feedback from participants and resource persons  

6  Maintaining records required for administrative purpose CI To settle administrative 
matters  

7.  To prepare and distribute course evaluation reports  

8.  To maintain analyse and classify the records related to trainig courses  
 
Direct Training Related Functions:  

 To engage in the various courses of the Academy and other institutions the classroom sessions on 
topics related to own expertise  
Research Related Functions:  

 To plan and carry out research projects including Field Studies, Evaluation Studies and the studies 
related to Identification of Training Needs etc.  
Administration Related Functions:  

To exercise supervisory control over Cas and  RAs, and check the records maintained j by them and 
provide them the guidance for their official duties.  

  To perform all the other duties as assigned by HoD/DG  
 

 
Asst. Professor, CDM 

 
* Training Management Related Functions:  

1. To remain in close contact with relevant executives (particularly Training Coordinators)of 
Government, Semi-Government and Non- Government organisations and identify the training needs of 
prospective trainees of the Academy.  

*  To draft Training Course Profiles (TCPs) of assigned courses.  

 To function as a Course Director for the training courses as assigned in the YASHADA's Annual 
Training Calendar (ATC) and the circulars issued thereafter. This involves performing in the prescribed 
time limits the various activities related to training course management. These activities to be 
performed with the help of a Course Assistant and  a Research Assistant are as briefly described below:  

a  To correspond with nominating authorities and obtaining nominations,  To correspond with 
nominees and ensure attendance,  

b.  To prepare course schedule and ensure resource persons contribution ; To prepare reading 
material;  

c. To correspond with various service provider agencies of the Academy for ensuring the 
administrative arrangements;  

d. To conduct the training programme, this means performance of following tasks:  1.
 Organising classroom training sessions   

4. Fulfilling participants legitimate learning and other needs  
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5. Facilitating resource persons for conduct of their sessions  organising co-curricular and 
extra-curricular activities  

4   Ensuring the delivery of administrative services in a coordinated manner  

5 Recording course proceedings and feedback from participants and resource persons  

6  Maintaining records required for administrative purpose CI To settle administrative 
matters  

7.  To prepare and distribute course evaluation reports  

8.  To maintain analyse and classify the records related to trainig courses  
 
Direct Training Related Functions:  

 To engage in the various courses of the Academy and other institutions the classroom sessions on 
topics related to own expertise  
Research Related Functions:  

 To plan and carry out research projects including Field Studies, Evaluation Studies and the studies 
related to Identification of Training Needs etc.  
Administration Related Functions:  

To exercise supervisory control over Cas and  RAs, and check the records maintained j by them and 
provide them the guidance for their official duties.  

  To perform all the other duties as assigned by HoD/DG  
 

 
Course Asst.  

 
 
 
Training Management Related Functions :- 
 
� Obtain nominations and corresponding with nominees. 
� Preparing course schedule. 
� Corresponding with resource persons. 
� Corresponding for Administrative services. 
� Conducting course. 
� Preparation of evaluation report. 
� Settling Administrative matters. 
� GIS data collection &  software work. 
 

 
 
� To assist superiors for conduct of various types of research studies, 

field studies and Evaluation Studies etc. (This may involve collection, 
Analysis and Interpretation of Data) 
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 Research Assistant, CDM 
 
Job  Title : Research Assistant 
 
Job Objectives : 

1. To coordinate training programmes, workshops, seminars and conferences etc. at the 
local, regional, national levels. 

2. To provide administrative support to Center for disaster management 
3. To provide assistance to research projects 
4. To document a collection of the representative and generic case studies 

 
 
Principal Responsibilities: 

1. To coordinate the training, research and field activities of the Institute  
2. To manage the database and initiate thematic research and documentation activities 
3. Preparation of appropriate reports as per requirement 
4.  To assist the training programme and Workshop 
5. To do all those activities entrusted by OIC & Asst. Professor. 
 

 
 

JOB DESCRIPTION FORMAT 

 
 

JOB TITLE : PA – DDG & Additional Director, ATI   

 

 

JOB OBJECTIVES :  
 
       

1. Secretarial assistance to DDG & Additional Director, ATI   
 

2. Organization and maintenance of the office of DDG & Additional Director, ATI   

 
 

 

PRINCIPAL RESPONSIBILITIES: 

 

1. Taking dictations from DDG & Additional Director and carrying out typing  
 

2.  Dispatch & Maintaining records / files 

3. Connecting Phone calls & noting messages in absence of DDG & informing to 

DDG. 
 

4. Any other activities entrusted by DDG & Additional Director 

5. Hospitality to guests & guest faculties.  
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REPORTS TO BE SUBMITTED: Presenting necessary documents whenever   asked 

for by DDG & Additional Director. 

 

 

REPORTING TO :  DDG & Additional Director, ATI 

 

 

IMMEDIATE SUBORDINATES: Peon in the office of DDG & Additional Director, ATI 
 

 

 

KEY RESULT AREAS: Improved administration of the office of DDG & Additional 

Director, ATI. 

 

 

Job Chart of Professor 
 
 

� Job Title: Professor, ATI  
 

� Training Management Related Functions:  
¾ Designing of training including TNA of courses for Non- Finance Officers 

on Financial Management.  
¾ Designing of Refresher, Induction & specialized training courses including 

TNA for Finance Officers of Govt. of Maharashtra.  
¾ Designing other courses for officers of Govt. of Maharashtra from time to 

time.  
¾ Advising faculties on Design of Training courses.  
¾ Arranging Training Need Analysis of client organization on demand basis. 

 
� Direct Training Related Functions:  

¾ Preparing & submitting TNA & Design of the course to TMPC. 
¾ Inviting nominations from Govt. Departments.  
¾ Communicating selection of the course design to the participant officers. 
¾ Inviting guest lectures to deliver lectures. 
¾ Discussions with In-house & Outside faculties on the delivery. 
¾ Conduct of courses for officers of  Govt. of Maharashtra.  
¾ Conduct of short duration courses for IAS Officers.  
¾ Preparing Course Directors report & uploading it.  
¾ Delivering lectures in other department’s / center’s courses as per 

requirement.  
  

� Research Related Functions: 
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¾ Conduct of research as per availability of sponsorship.  
 
� Administrative Related Functions:  

¾ Processing of course files & other files related to training. 
¾ Reading of Tapal & issue of instructions to faculty & staff.  
¾ Collecting information on various issues & matters & submitting it to higher 

officer.   
¾ Any other work assigned by higher authority from time to time.  

 
Reporting to: Additional Director General (Admin) & Director, ATI     

 
                          

         
The Job Chart for Assistant Professor 

 
Training Management Related Functions:  
 
 To remain in close contact with relevant executives (Particularly Training Coordinators) of 
Government, Semi – Government and Non- Government Organizations and identifying the training 
needs of prospective trainees of the Academy.  
 
To Draft Training of assigned courses: 
 
To function as a Course Director for the training courses as assigned in the YASHADA’S Annual 
Training Calendar (ATC) and the circular issued thereafter. This involves performing in the prescribed 
time limits the various activities related to training course management as described in this handbook. 
These activities to be performed with the help of a Course Assistant / Course Associate and or a 
Research Assistant are as briefly described below:  
� To Correspond with nominating authorities and obtaining nominations,  
� To correspond with nominees and ensure attendance, 
� To prepare courses schedule and ensure resource person contribution;  
� To Prepare reading Material; 
� To correspond with various service provider agencies of the academy for ensuring the 

administrative arrangements; 
� To conduct the training programme, this means performance of following tasks  

• Organizing classroom training sessions 
• Fulfilling participants legitimate learning and other needs  
• Facilitating resource persons for conduct of their sessions  
• Organizing co-curricular and extra-curricular activities 
• Ensuring the delivery of administrative services in a coordinated manner  
• Recording course proceedings and feed back form participants and 

resource persons 
• Maintaining records required for administrative purpose 

 
� To settle administrative matters 
� To prepare and distribute course evaluation reports 
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� To Maintain and analyze and classify the records related to training courses  
 
Direct Training Related Functions: 
� To engage in the various courses of the Academy and other institutions the classroom session 

on topics related to own expertise  
 

Research Related Functions 
� To plan and carry out research projects including Field Studies, Evaluation Studies and the 

studies related to Identification of Identification of Training Needs etc.  
 
Administration Related Functions: 
� To exercise supervisory control over the Course Assistants, Research Assistants, Research 

Officers and record maintained by them and provide them  
� To perform all other duties as assigned by HoD/DG 
 
Researcj Related Functions: 
 
� To prepare under the guidance of Asst & Associate Professor the Project Proposals/ reports 


