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. Supervise the day to day work of the budget, fieamudit and accounts sections in

office of the State Project Director

. To inspect the accounts at the district level argt other place where the accounts of

parishad are maintained.

Checking of Cash Book, etc.

Checking of accounts, reimbursement claims, etc.
Give financial opinion on the files

Checking of quotations, tenders, etc

Act as Secretary, Finance Committee and deal witlmatters pertaining to Finang

Committee.

Works regarding Annual Account.
Monitoring of devolution of funds.
One of the signatories to cheques.

Passing of Bills etc.
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Supervision on cleaning of office premises, offisarniture, electricalfe. 3¢/09/3002
installation, etc. every day

Maintenance of electrical and plumbing installasion
Hygenic maintenance of toilets.

Proper up-keep of Telephone and Fax instruments.
General up-keep of the office premises.
Maintenance of office equipment, staff cars, tetey@s Type writers, gestetner
machine, franking machine, water coller, etc.

Periodical renewal of service contracts of all@g#fequipments.
Maintenance of history sheets for all office equits.
Controlling officer for staff cars, Ensure periaglicservicing, repairs and
supervision of records of repairs, petrol consuamtetc.

Il. Personnel Administration

1. Recruitment — preparation of Recruitment Rules.

2. Formulation of selection committees for recruitnsent
3. Review of sanctioned posts vis-a-vis actual posts
4. Initiating action for filling up of vacant posts.
5

6

7

8

ogarwnN

© o~

Post-recruitment training, refresher training etc.
Maintenance of personal files, leave accountsjcesheets.
. Matters pertaining to grants of all kinds of leagvances etc
. Arranging medical examinations verification of agdents, preparation of
confidential documents and maintenance of the same.
9. Dealing with all confidential matters.
10. Preparation of papers for retirement benefitsnyf. a
11.Matters regarding administrative vilgilance.
VIII. Local Purchase of stationary and miscellaneous. item
IV. Governing Body & Executive Committee
Matter regarding Governing Body & Executive comggtt& follow up on
then dicision.
Being Administrative issues concerning finance. llogtions before
Administrative Finance Committee.
V. General
Any other matter that may be entrusted by SPD.
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1. Documentation for Media : Our Publicity Policy (Dission) e
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Through : Small Write ups
A regular Column
Articles on new enrollment methods etc.

Regular appearance in the "Childrens’

2000/(09%0)/HT3I-9
f&. ¢/09/3003
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2. annual Report :

3. All work relating to “Shikshak Mitra™ :

4. Other work relating to Media :

Page Monthly meeting of all district
Media incharges Direct inter-action with
The field for small but special new items.

1. Correspondence for Details with all districts dgput
co-ordinators, SCERT, Mahila Prabodhan, Audited
Statement

2. Study of Various annual reposrts for the suitable
format

3. Getting the Draft Annual Report approved by the
E.C. & publication there of.

1.Complete Editing

2.Interaction with teachers.

3.Collecting articles from teachers

4 High-lighting of interesting events.

5.Exceptional work done in the 5 districts

6.Rotating editorship (district-wise) for
healthy competition.

Audio Video cassettes.

Talks / Time slot on Akashwani.
Co-ordination of medio-incharges.
Posters.

Pocket Calenders.

Rl Sl o
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