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ao

Sr. Name of the Service Detail Name & Deadlineto If the serviceisnot

No. college Designation provide service provided in timethen

of service the name & designation
officers & of the senior officer to

service report the complaint.
provider.

01 | Navagal To perform day t Dr.Mrs. The deadline Secretary Navag:
shikshan sanstha] day educational, D.B. fixed aicgrto shikshan sanstha, Rajuri
Rajuri(N) administrative, Kshirsagar the dates \(O&n)

Saw. Kesharb financial works, a | (Principal) | communicated k Tal. & Dist. Beel

sonajirao decisions, and all the respective

Kshirsagar Alais | kinds of controls. Departmeffiice.

Kaku Art, science

& Commerce

college Beed-

43112:

02 Apart from regule Dr. A.S. To complete th Dr. Mrs. D.B. Kshirsags

teaching to perform| Hange instructed work (Ppadi.
educational & Yice- according to annual| Mrs. Kesharbai sonajirg
administrative Principal) plan within the Kshirsagar Alias kaku
works which the deadline. Arts, science & conmeee
principal has college Beed- 431122
instructed.

03 To monitoring The heads ¢ Dr. Mrs. D.B. Kshirsags
activities of the the concern (Principal).
departments departmentp Mrs. Kesharbai sonaji
according to annual Kshirsagar Alias kaku
plan. Teaching, Arts, science & commelce
annual planning, college Beed- 431122
various activities,
organizing the
exam, evaluation,
time-table, Plan of
educational tours,
etc

04 1) Purchase of ne | Prof. Shaikl Dr. Mrs. D.B. Kshirsags
books in the library | G.I (Principal).
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as per the syllabt
2) Accession of new
Books.

3) Library
computerizatio
work.
4)Classification
Books

5) To do all the
administrative work
related to library.

[Librarian]

Mrs. Kesharbai sonajiri
Kshirsagar Alias kaku
Arts, science & commer(

college Beed- 431122

1) Completing é
Updating the servicd
books of Teaching
& Non-Teaching
Staff.

2) To do academic
work related to
society, University,
Government.

3) To maintain
Teacher’s
attendanci

5) Keeping the
record of leave of
the employees of th
college & note them
in the service book.
6) Allotment of
work to all the non-
teaching staff of
college and order
them by signature o
the principal.

7) To monitor the
working of non-
teaching staff.

8) To perform the
work as informed
and ordered by the
senior officers

1

Shri.
A.L.Pawar
[Office-

Superintend
ent]

Completion of wor
in time given by
various offices and
to send informatig
within prescribed
time.

Dr. Mrs. D.B. kshirsagi
rinBipal
sMiKesharbai Sonajirao
n hiksagar Alias Kaku
Art, science & Cowrerce
college, Beed — 431122

1)To do all work
regarding salary of
the all employees in
college.

2) All works Related
to G.P.F. and
pension.

3)All work Related
to financial
transaction of the
college.(payment ,
Bank)

5)Cash transaction
and Bank cheque
transaction

Dr. V.T.
Deshmane
[Head clerK]

As per Annual plai
completion of thg
work that wixed
at that time in that
month.

Dr. Mrs. D.B. Kshirsag:

Prin€ipal).

Mrs. Kesharbai sonajirao
Kshirsagar Aliakk
Arts, science & coeraoe

college Beed- 431122
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6) Working of the
account Statement
of the Junior, senior
college.

7) Account Relate
work of Institute,
government, UGC,
& University.

8) Reports of budge
estimates and audit,
9) Working as
informed by senior
officers.

07

1) Taking th
Dictation of the
principal and
officers and typing
it.

2) Computerizing &
DTP work of the
office and UGC
correspondence
work of the college
3) To check phone
Calls, fax, E-Mail
daily note them and
take necessary
action.

4) Registering the
incoming outgoing
correspondence andg
giving the number
and allotting it with
the help of peon.

5) To maintain the
stationary orders of
the college Stock
register.

6) Prepare the
pension cases of
retired employer
7)To work as per
orders of the
authorities

Shri.
P.R.Shete
[Junior

Typist]

To Complete th
work according to
plan.

Dr. Mrs. D.B. Kshirsag:
Eipal
Mrs. Kesharbai Somaji
kshirsagar Alias kka
Arts, science &commerce
college Beed-431122

08

1) Todo all th

work related to the
admissions of the
senior college Arts,
commerce and
science faculty.

2) To perform the
work of MKCL.

3) To communicate
Information and

instructions from thqg

Shri. N.R
Ghadge
[senior

Typist]

Shri .Rau
K.B.
[Lab.Attend
ent]

Dr. Mrs. D.B. Kshirsag:
Principal
Mrs. Kesharbai Soaaijin]
kshirsagar Aliaskla
Arts, science &commer
college Beed-431122
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Government,
university and other
departments to the
students for
necessary actior

4) To accept
eligibility
certificates and
examination form
from students and
take necessary
actions.

5) Work regarding
software used in the
college.

6) Correspondence
to the university for
various matters.

09 1) To accept allees | Shri.Jadha Dr. Mrs. D.B. Kshirsags
of junior, senior and| R.T. Principal
P.G. students like [Lab Mrs. Kesharbai Sonajirqo
admission fees, Assistant.] kshirsagar Aliaguka
exam fees, oth Arts, science &commer:
charges and college Beed-431122
handover it to the
head clerk.
2) To maintain the
personal register to
accept the fees from
students.

10 1) All works relater | Shri. A.K. Dr. Mrs. D.B. Kshirsags
to retirement fund Pandule Principal
and contribution [Junior Mrs. Kesharbai Sonajird
funding. typist] kshirsagar Alias, kaku

3) To give the
information to the
students about
scholarships of
Indian government.
To collect
application from
students and registe
them and take
necessary action.
4) Filling up the
forms of the
disabled students
and forward it to
concerned office fo
further benefit.

5) Proper action
regarding
scholarships to tt
students of minority
community.

=

Arts, science &commerd
college Beed-431122
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@)

(@)

1%

1%

11 To perform all th Shri. A.B Dr. Mrs. D.B. Kshirsag:
works regarding Darade Principal
junior college [Lab. Mrs. Kesharbai Sonajiral
admission, issue Attendant] kshirsagar Aliaguka
register Arts, science &commer:
Correspondence college Beed-431122
regarding
examination, caste
validity of the
students and others

12 1) Issue of books Shri .Khad: Dr. Mrs. D.B. Kshirsag:
the student of tf L.D. Principa
college. [Lib. Mrs. Kesharbai Sonajirag
2 Issue of books to Typist} kshirsagar Aliaskka
the college staff. Arts, science &commerg¢e
3) To do all the college Beed-431122
work related to no
dues.
4) Create the
barcode for books.

13 1) To exchange tl | Shri. Jadha Dr. Mrs. D.B. Kshirsag:
books to the studeny L.T. Principal
with computers. [Senior Mrs. Kesharbai Sonajirao
2) Distribution of clerk] kshirsagar Alias, kal
identity cards. Arts, science &commerge

college Beed-431122

14 1) All the work Shri. Kudalt Dr. Mrs. DB. Kshirsage
related to post K.N. Principal
graduate students [Junior Mrs. Kesharbai Samji
like admission, clerk] kshirsagar Alias, kaku
examinations, and Arts, science &commer
provide all the college Beed-431122
information
regarding RTI 2005
to Informatio officer
Dr. Hange A.S. Vicg
principal withir
stipulated time.

15 1)To issue th Shri. Muley Dr. Mrs. D.B. Kshirsags
books to the B.sc. S.Y. Principal
students Mrs. Kesharbai Sonajira
2) To issue the kshirsagar Alias, kaku
books with Arts, science &commerce
computers to the college Beed-431122
students of M.A.,
M.Com, and M.sc.
3) Distribution of Xl
std. mark sheets.

16 1) To maintail Mrs. Dr. Mrs. D.B. Kshirsag:
record since the Deshmukh Principal
establishment of thg H.B Mrs. Kesharbai Sonajir
college in store [Junior kshirsagar Alias, kaku
room. clerk] Arts, science &commerc

2) To ensure that th
admission forms for

1%

each academic ye

college Beed-431122
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remain safe and
registered by their
arrangements.

3) To make
available th
documents of ex
students as per
demand.

4) To take care
regarding
maintenance of old
documents in store
room.

17

1) Maintain al
responsibility of the
laboratory.

2) Record new
materials, keep and
maintain stock-
register.

3) Record the
broken material in
the name ¢
students.

4) Prepare a list of
equipments as per
requirement.

5) To set up
experiments as per
time table.

6) Keep an eye on
the students during
the practical and
help the teachers.
7) Preparation of
certified solutions
for chemistry.

8)To collect plants,
insects animals with
the help of Lab.
Attendant fo
Biology subject

9) Keeping a record
of the experiments
conducted in the
laboraory.

10) Prepare a list of
materials dropped
from the register at
the end of the year.
11) To Maintain
each device of t}
laboratory.

12) Preserving
plants seedlings ang
planting them in a

Laboraton
Assistants.

Dr. Mrs. D.B. Kshirsag:
Principal
Mrs. Kesharbai Sonajira
kshirsagar Alias, kaku
Arts, science &commerce
college Beed-431122

o
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college spac

18

1) Cleaning of th
laboratory.

2) To fill necessary
water.

3) To help to lab
assistant to furnish
the materials of the
experiment.
4)wash and clean
the equipments afte
performing th
experiments.

5)To keep the recor
of broken material.
6) To help the
assistants and the
teachers during the
experiment.

7) To work
according to the
order of Principal,
teachers ar
officers.

Lab.
Attendant

Dr. Mrs. D.B. kshirsagi
Principal
Mrs. Kesarbai Sonajirag
Kshirsagar Alis Kaku Art
science & Commerce
college, Beed — 431127

19

1) To méntain
cleanliness in the
college campus.
2) Daily cleanings
of class room and
college office

3) To maintain daily
postal
correspondence.
4) To ring the bell
according to the
time-table.

5) To make
arrangement of
water in the office.
6) To follow the
order of the
authorities.

Peor

20

1) To clean th
library.

2) Cleaning the
study room.

3) Work according
to the order of tt
librarian.

Library
Attendant
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