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Joint Director is an officer who raports to Executive Director of the Central Board and
is responsible for all the disposal of all business dealt in the divisions under hisfher
charge. Hefshe should ordinarly be able to dispose off the majority of cases coming
up to his/her level on his/her own. Helshe should report all important issues, palicy
matters efc. either orally or on paper to the Executive Director fo seek guidance,
instructions and orders thereon, Helshe |s expected to guide, monitor, and supervise
| the staff under him/er effectively and discharge hisfher duties in a responsible time-
bound manner as per Govl. of India rules and procedures,

Doputy Director

supervise, monitor and report on all business. Work comes to the Deputy Director
from each dwision under hisfher charge through the Asstt Directors. As Divisional
head. the Deputy Director should dispose cases as per delegation of powers and
submit filesipapers of matters relating to important policy issues to the Joint Director
to whom hefshe is reporting. Hel/she should effectively supervise the staff reporting
to them in a fair and fransparent manner ensuring equal distribution of work and
duties. He/she should report all important matters 1o the Joint Direclor & Executive
Director including staff absentesism and insubordination,




Assistant Director
|

General duties:

L Distribution of work amang the staff as evenly as possible

ii. Management and co-ordination of the work

ii. Mainienance of puncutality, order and discipline in the section.

iv.  Togo through the receaipts.

V. To submit receipts which should be seen by the divislonal head
of higher officers at the dak stage.

i, To keep a watch on any hold-up in the movement of dak.

vil.  To scrutinize the section diary once a week to know that it is
being properly maintained.

viil.  To see that all comrections have been made in the draft before it
is marked for Issue.

. To indicate whether a clean copy of the draft is necessary

x To check whather all enclosures are attached.

x. To Indicate priority marking

xii. Toindicate mode of dispaich.

xil.  To keep a note of important receipts with a view to watching the
progress of action.

xiv.  Toensure timely submission of amears and other returns.

xv. Hefshe should take independently action on issuing reminders
and any other action which a divisional head is authorized to
take indepandently.

wvi.  Toapprove the recording of files and their classification,

xvii. To review the records file before destruction.

xviil. To order and supervise periodic weeding of unwanted spare
coples.

xix. Ensuring proper maintenance of registers required to be
maintainad in the section.

xx.  Ensuring proper maintenance of reference books, Offica




Orders, guard files efc. and keep them up to date.

xxi.  Ensuring professionalism, integrity, neatness and tidiness in
the section.

¥xil.  Dealing with important and complicated cases in a timely
mannss.

xeill.  Ensuring timely compliance with authorities’ Instructions.

Assistant/u.D.C,

Helshe works under the orders and supervision of the Assistant Direcior and s
mapmsibhhiﬂmmmmtadtuhhnﬂm.wrmmﬂﬂmufwﬂmunnma
Ilﬁnrnrdﬂfh‘ﬂuﬁhmhﬂuhunghunb}nmdhmm head or higher
officers. hefshe should put up a draft with clean noting. In other cases. he/she will
put up a nolice keeping in view tha following points:

i,

iv.

To see whether all facts open to check have been correctly stated.

To paint out any mistakes or incorrect statement of the facts,

To draw atiention, where necessary, to precedents or Rules and
Regulations on the subject.

To maintain and put up the Guard file, if necessary and supply other
relevant facts an figures.

To bring out clearly the question under consideration and suggest a course
of action with options, wherever possible.

Sr. P.A. IStanographer
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Taking dictation and its transcription In the best manner possible,

Tofix appointments and if necessary, re-schedule them.

Screening the telephone calls and the visitors of officer tactfully & pelitely.
Keeping the list of meetings, et . and maintain daily agendas , tour & daily




wii.
il

diary of officer. reminding the officer in advance for keeping them up
Maintaining the files and papers kept in the custody of officer properiy.
Kunpkuanmmﬂhmwmnmm mavemenis.

Asgisting the officer in such a manner as he may direct _

The Personal Asstt, will maintain the confidentiality and the secrecy of
confidential and secrei papers entrusted to him/ar,

The PA will keep the officer from routine nature of work by mailing
correspondence, filing papers, arranging meestings & collecting information.
Attend training when nominated and learn new skills in computer, check
and send email replies & maintain computer records, where necessary.
Liase effectively with other staff and Pass messages & receive and compile
information where required,

Lower Division Clerk
|

Registration of Dak,
Maintenance of section diary and daily disposal of work diary .
Maintenance of File Movement Reglster,

Indexing and recording, compiling & updating guard files _

Typewriting and compuier work.

Dispatch

Preparation of statements, I/Rs,

Submission of routine and simple drafts after duly checking them, .

Any other work assigned by the Section In charge.

Be responsible, contribute to achieving annual targets and goals, to annual
plan exercise, assist and help other staff in division be open to leaming
new skills in computers and related training,




