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 Administrative Officer 

 Security: Ensuring security of goods present in the campus is the prime 

responsibility of Administrative Officer. In addition to this, he must oversee 

the in-out timing of various materials being brought into or taken out of 

campus as well as ensure proper checking of any vehicle entering the college 

premises with their in/out timing. He must overlook the visitor’s log book 

daily and take necessary action in case of any discrepancy. Thorough 

vigilance of above activity must be done by him. Also, he must permit 

students to go home early if they have secured proper permission. 

 Transport: He must look after the effective management of vehicles and 

keep record of consumption of average fuel. He must also keep up-to-date 

record of students and staff availing college transportation. He should decide 

the boarding stops and allocate suitable drivers for various routes as well as 

see the licence validity of drivers. He needs to make proper arrangement of 

vehicles for carrying guests and other people (Specific cases) visiting or 

leaving college campus as and when asked by the authority. He has to 

oversee Meter reading book, log book & Drivers record daily. He should 

verify Government Permit Tax, Toll tax, Insurance of Vehicles taken out. 

 Hospitality: Administrative Officer should remain present for welcoming 

guests and show them college campus when asked. Proper arrangement of 

vehicles for carrying guests must be done by him when directions have been 

given by the authority. He must ensure availability of bouquets for guests 

and look after the arrangement of tea/ coffee/ snacks/ lunch/ dinner as per the 

necessity. 

 Arrangement during functions: During college events/ functions, he ought 

to make arrangement for stage, pendal, etc. and look after the stage 

decoration, backdrop, water, name plates for dais. Overlooking at the 

arrangement of podium, banners, photo of Guru Nanak Devji, Samai, 

Garlands, Agarbatti, Dhupbatti, candle, match-box, Thali with Roli, Rice, 

lamp, Tilak for guests to welcome them, Sound system, etc must also be 

done by him. He must also make arrangement of tea/ coffee/ snacks/ lunch/ 

dinner as per the requirement.  

 Building maintenance: His one of the prime duties is to look after the 

complete maintenance work of buildings, repairing, including electric, 
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plumbing, plastering, flooring, etc. he has to even supervise works related to 

gardening and plantation. 

 Housekeeping: Regular cleaning of floors, class-rooms, corridors, windows, 

doors, Class-room furniture, staff-tables, toilets, wash-basin, glasses, etc. 

must be ensured and supervised by him. 

 Processing Requirements: After sanction is given by the authority, 

requirement is processed by the head office. He must take follow-ups related 

to requirement and ensure proper delivery of goods once entry is being made 

in stock register after thorough checking and verification. Procurement of 

copy of bills, purchase order and giving clearance for payment are also his 

responsibility. 

 Fees Recovery: He must possess the list of fees defaulters and call/ counsel 

them as well as their parents for timely payment. He needs to send letters to 

or paying visit personally at students’ residence, if required. Taking actions 

against defaulters following grant of written permission from authority like 

displaying list of defaulters, taking undertaking, barring them from labs, 

classes, internal exams. 

 Handling Emergencies: His one of the prime responsibilities is to handle 

cases related to accidents, medical problem, fire, quarrel, security issues, etc. 

or any work related to NIT, police station, Electric department, post-office, 

banks, any government department. He must proactively respond to 

emergencies occurring and try to solve the case at his own level before 

reaching the higher authority for solution. 
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 Security Supervisor: 

 
 Reporting time & resuming duty: The security supervisor has to report on 

time i.e. at 9:00 a.m. in the morning and need to take the details from the 

guards who have been allotted the previous shift. 

 Register check & Supervision: He has to check regularly the attendance of 

guards working under him and needs to inspect and adjust security personnel 

as per their shifts and availability. He also needs to take the details from the 

personnel working under his supervision related to materials being brought 

in the premises; the in/ out timings of buses and other vehicles; in/out 

timings of labours, gardeners, housekeeping and other persons. 

 Effective management: He is responsible for the effective management of 

the daily security supervision of the premises. He is also responsible to 

ensure guards comply with the security standing orders pertaining to the 

premises during his shift duty.  

He not only has to provide uniform to the security personnel but also needs 

to make it sure that they are in proper uniform. 

He needs to maintain the necessary details of the security personnel while 

hiring them for the job.  

 Reporting to higher authority: He needs to check reports of daily activities 

and irregularities, such as equipment or property damage, theft, presence of 

unauthorised persons, or unusual occurrences. One of his prime duty is to 

provide the daily report to the administrative officer before leaving for home. 

 Patrolling & other miscellaneous jobs: He has to patrol the premises at 

least once and has to ensure the security of the premises. 

He can call police or fire departments in cases of emergency, such as fire or 

presence of an unauthorised person. 

He has to answer telephone calls to take messages, answer questions, and 

provide information during non- working hours as well. 

He has to follow all the above mentioned rules everyday i.e. entire week. 
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 Security personnel: 

 
 Professional appearance: A security personnel is needed to be in proper 

uniform as provided by the institution.  

 Reporting and resuming duty: He has to report on time and before 

resuming the duty need to take the details (of the earlier shift) from the other 

security personal whose duty is over. 

 Register maintenance: He has to maintain the separate registers for visitors 

as well as for the materials (goods) which are being brought into the campus. 

Every important required detail should be filled appropriately. 

In the evening, he is supposed to submit the register and other related 

documents (slips) to the office. 

 Visitors: Before allowing the visitor into the campus, he is supposed to 

know its name and the employee it has come to meet as well as the reason. 

He must also call the desired employee/authority as a conformation and to 

take the permission. He must provide the “visitor-slip” to the visitor and 

should collect it back which is duly signed by the desired employee/authority 

once visitor’s meeting is over. He is required to maintain a separate file of all 

these slips and is needed to submit at the end of college hours into the office. 

 Transportation: Before allowing any vehicle consisting of goods or any 

other material as well as packages into the campus, he needs to oversee the 

necessary details. As in, he is supposed to get the identification of the person 

who has brought the material as well as he needs to provide a glance over the 

materials being brought. Also he must note down the time of arrival as well 

as departure of the person who has brought the goods. 

 Patrolling the campus : One of his prime duty is to do the intervening 

patrolling (thrice during day and 4 times during night) of the premises so as 

to detect the signs of intrusion and also to ensure the security of doors, 

windows, gates. He must also keep an eye on the materials (rods, pipes, etc.) 

that have been kept outside. 

During night once the college hour is over he should check the lights, fans 

and other electronic gadgets. 

He must turn on the street lights around 6 p.m. in the evening and should 

turn it off around 6 a.m. in the morning. 
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 Supervising parking: He must properly supervise the vehicles into the 

parking area. He must also monitor and authorize entrance and departure of 

employees, visitors, and other persons. 
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 Housekeeping Supervisor: 
 

 Reporting and resuming duty: The housekeeping supervisor has to report 

for duty on time and has to be in the institution till the college hour remains 

i.e.(9 a.m. to 4 a.m.). He may also have to come on Sundays if required. 

 Effective management & direction: He has to oversee the duties performed 

by the housekeeping staff in regular cleaning and maintenance i.e. he needs 

to have keen observation skills. 

If necessary he may also be required to provide directions. This could be 

related to telling them about the policies, rules & regulations of the 

institutions; methods of cleaning and maintenance; locations of supplies and 

the layout of the facility since the execution of work by the housekeeping 

staff will be exactly the replica of the kind of supervising done. 

 Supervision & job allocation: He has to allocate duties to the personnel 

working under his supervision; designates when and how the work load will 

be accomplished; creates work schedule.  

If required he may also have to work alongside staff to fulfil minor cleaning 

and maintenance needs in order to ensure the work is done in a timely and 

efficient manner and to accomplish the role of the missing team member and 

perform those duties for the day. 

He has to take proper care to ensure the cleanliness of the entire college 

premises henceforth he needs to do the inspection of the classrooms, 

corridors, laboratories, etc. at least twice and of the bathroom thrice a day. 

 Record maintenance and submission: He must take inventory and order 

supplies (using note sheet) in order to make sure employees have ample 

materials to perform jobs quickly and efficiently. 

In case of absences and tardiness of the employee he needs to inform the 

administrative officer. Also he needs to submit the daily report of work done 

during a day. 

 Other miscellaneous duties: He has coordinate work activities among 

departments and also to listen to the complaints and suggestions and provide 

constructive feedback to his staff. 

He has to look after the supply of water as per requirement in the premises 

and also to see the proper arrangement of benches in the classrooms. 
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In case of organisation of any function or an event in the institution, he has 

to specially take proper care to carry out arrangement and other necessary 

services under the guidance of the authorities. 
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 Housekeeping Personnel: 

 
 Reporting and resuming duty: The housekeeping staffs have to report on 

time and needed to resume their duty. 

 Cleaning of rooms: They are supposed to clean (sweep and scrub) all the 

office chambers in the morning and all the classrooms in the evening once 

the student’s session is over. 

 Cleaning other areas: They should sweep and mop stairways twice daily, 

once in the morning i.e. after the commencement of session and once during 

afternoon i.e. after the lunch hour is over. 

Corridors/porches should be mopped after every 2 hour and also 

housekeeping staff is supposed to look and clean the areas where water has 

been spelt or logged (especially during rainy season). 

Toilets should be cleaned daily and washed with phenyl at least thrice in order 

to prevent bad odour and also to maintain hygiene. 

Washing of Curtains, if required. 

 Office equipment: Fans, window panes, tube lights, etc. are needed to be 

cleaned after every 15 days. Regular dusting of tables, chairs, computers and 

other gadgets should be done. After sweeping and mopping proper 

arrangement of furniture should be done. 

  They must also empty wastebaskets and transport other trash and waste to         

  disposal areas. 

  “One of the prime duty is to collect trash from grounds, road-side and other     

  areas of the premises.” 
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 Electricity supervisor: 
 

 Reporting time and resuming duty: The electricity supervisor has to report 

for duty on time i.e. at 9 a.m. sharp in the morning. 

 Effective management & direction: He has to supervise and provide 

instructions to the electricians for repair, maintenance and installation of 

electrical systems. 

He has to plan and develop work schedules and procedures for equipment 

and appliance maintenance. 

If required he has to review plans for future buildings and inspect new 

buildings to ensure compatibility with existing electrical codes and 

maintenance standards. 

 Jobs to be done: He has to turn on/off the generator as per the power cut and 

also has to fill it with diesel as per requirement in intervals. 

He is supposed to change tube lights; ensure proper functioning of fans and 

other gadgets and has to settle laboratories (i.e. fitting up of switches and 

mounting plugs, etc.). 

 Record maintenance & reporting: He has to submit the note sheet for the 

materials  required to him as well as before purchasing the equipment he has 

to check its functionality. He is required to have sound knowledge of 

electrical appliances for high and low voltage electrical systems as well as 

knowledge of tools, equipment, applicable electrical codes, standards and 

regulations. 

He is needed to report daily about the tasks done by his team during the day 

to the administrative officer and also to submit it in hand-written form. 
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 Electrician: 

 
 Reporting & resuming duty: An electrician has to report for duty on time 

i.e. at 9 a.m. sharp in the morning & has to remain in the campus till his 

work is done. 

 Responsibilities: He must follow all the instructions given to him by the 

electricity supervisor. He must also report his needs to the supervisor and 

discuss issues with him. 

He must know how to use a variety of hand and power tools and install 

wiring in new buildings as well as handling more complex electrical 

equipment. 

He should be able to install, repair and maintain motors, transformers, 

generators, lights, appliances, circuits, wiring and other electrical system 

equipment and components in compliance with electrical codes, standards, 

and regulations. 
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 Campus maintenance Supervisor: 

 
 Reporting & resuming Duty: Campus maintenance supervisor has to report 

for duty on time daily and get the necessary instructions if any from the 

administrative officer related to the work to be carried out or focussed on. He 

must also give details related to the work done by him during the day before 

leaving. 

 Responsibilities: He has to oversee the activities that relate to keeping a 

building or group of buildings in good repair and well maintained. 

He has to maintain, organise, order the labour for carrying out work 

efficiently for which he can train, schedule, review and discipline 

maintenance workers to ensure there are enough workers available to 

complete necessary work and that all work completed by the staff is of the 

highest quality. 

 Other miscellaneous work: He may question students and visitors who may 

be suspects of violating the rules and regulations of the campus.  

He can investigate complaints, enforce laws, rules and policies, patrol and 

supervise. He must also respond quickly to emergency situations and take 

appropriate actions. 

He must also look after the proper parking of vehicles in the parking area and 

must inspect and check equipment and other things being brought in the 

campus. 
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 Civil/ Other Repairing work: 
 

 Reporting & resuming duty: The worker has to report for duty daily on 

time and has to remain in the premises till his work for the day is done. After 

reporting he needs to take necessary instructions from the authority for the 

work to be carried out and should commence it immediately. 

 Duties: One of the prime duties of repairing worker is not just to see whether 

furniture, equipment etc. are in proper condition but also to see their quality 

at the time of purchasing. 

While repairing proper care should be taken i.e. while identifying and 

repairing problems and doing repairs and preventive maintenance to ensure 

that the equipment is in good condition and running smoothly and safely. 

 Record maintenance: Workers are supposed to maintain daily records of 

the work done, equipment damaged and things brought for repairing it. 

Before leaving for home one has to submit the record to the higher official. 
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 Garden Supervisor: 
 

 Reporting & resuming duty: He must report for duty on time as well as 

must inform before leaving. 

 Supervising & management: He must supervise and coordinate activities of 

workers engaged in landscaping or grounds keeping activities. 

He must provide & direct workers with assistance in performing duties such 

as pruning trees or shrubs; using equipment; mulching; fertilising; watering; 

mowing as necessary to meet deadlines and must recommend changes in 

working conditions or equipment use to increase efficiency. 

He must also look after the inventory supplies of tools, equipment or 

materials to ensure that sufficient supplies are available and items are in 

usable condition. 

He must tour grounds to inspect conditions of trees, shrubs, soil, etc. and 

must look whether they are properly watered or not.  

 Record maintenance: He is required to maintain the personal record of the 

personnel working in his team. 

He is also required to maintain the details of work done during the day for 

instance new plants sown, fertilizers used, watering to plants, etc. and needs 

to submit it to the higher official.  

He must prepare service estimates based on labour, material, and machine 

costs and maintain budgets for individual projects as well as should give the 

note sheet for the new plants, equipment, fertilizers, etc. to be required by his 

team. 

 Miscellaneous Duties: He must direct or perform mixing or application of 

fertilizers, insecticides, herbicides or fungicides. He must also be able to 

identify diseases or pests affecting landscaping and order appropriate 

treatments. 
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 Gardener: 

 
 Reporting & skills: He must report daily to the respected authority after his 

arrival. 

He must be involved in any form of gardening, such as landscaping or 

ground maintenance. 

 Responsibilities: He should water the plants daily (if possible twice) 

during summer season and alternately during winter season. 

Unwanted plants like weeds and shrubs should be removed by him. Proper 

trimming of plants and trees should be done every week. 

Proper planting of flowers, feed and transplant and also pots should be 

maintained. 

 Knowledge of fertilizers: he should have an extensive knowledge of 

fertilizers and chemicals as it’s his prime duty to provide nourishment to the 

plants and to keep them in defence from harmful insects or weeds. 

inspection of plants and tress daily should be done in order to check their 

condition. 

 One of his prime duty is also to look after the plants that has been kept in 

the corridors as also to remove the dusts that has got accumulated on its 

leaves. 
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 Hostel Supervisor: 
 

 Duty Timings: Hostel supervisor must stay in the hostel from 7:30 p.m. to 

10:30 a.m. 

 Management & record maintenance: He is required to maintain the 

necessary details of the students residing in the hostel. He must also listen to 

the problems of the students and must consult regarding the same with the 

higher authorities for better solution. 

He should be aware not only about the daily in/out timings of the students 

but also about those students who have gone out of town and also about the 

date and time of their arrival. 

He must take application from the student duly permitted by the principal 

who wants to go out town as their leave and maintain a record of it so that it 

can be made available to the college officials if required. 

He must provide report to the higher authority in relation to the services 

daily. 

 Responsibilities:  He must look after the cleanliness, water supply, 

electricity, generator and proper functioning of other electrical equipment. 

He must also take care of the security of the hostel premises. 

He must supervise staff taking care of the hostel. He must as well be in touch 

with Doctors and other outside authorities and bodies as per their need. 

He must foster and maintain health and safety as well as hygiene and should 

take other beneficial measures. 
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 Care takers: 
 

 Resuming Duty: A care taker must report daily to the Hostel supervisor 

before resuming the duty as well as while leaving. 

 Responsibilities: He is responsible for maintaining the security of the 

premises, opening and locking up of the hostel gates including lights and 

internal doors. 

He must clean light fittings and to test lighting systems weekly replacing 

where necessary minor parts such as tubes, bulbs, fuses, starters in 

accordance with safe working practices. 

He must clear blockages, remove foreign matter from sinks, toilets, drains, 

kitchen grease traps etc. and clean up spillages as required and ensure that 

gullies, drains etc. are kept free from debris and that the surrounding is litter 

free. 

He must also dispose waste materials in a safe, hygienic manner ensuring 

that it is available for collection as required and to undertake tasks as 

required including setting up and clearing away furniture. 

He should monitor stock levels of consumable items such as fuel, grit, 

toiletries, light, bulbs/tubes and arrange to replenish supplies in accordance 

with current procedures and should control the provision and replenish 

toiletry items, including requisition, storage and distribution of such items. 

He needs to maintain appropriate records. 

He is required to organize and undertake on a pre-planned basis polishing of 

floors, washing of walls and cleaning of furniture time to time and to carry 

out any other reasonable duties within the overall function of the job. 
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 Transport Supervisor: 
 

 Reporting & resuming Duty: A Transport Supervisor has to reach the 

station, where the buses of the organisation assembles, to ensure the safe 

departure by inspecting the necessary aspects i.e. tyres, brakes, diesel, etc.  

He has to report daily at 8:50 a.m. in the institution and has to remain till the 

college hour ends to the minimum. 

 Supervision & Management: He has to provide direction and supervise the 

functionality and efficiency of drivers and clerical staffs of the transportation 

department. He has to make sure that all drivers and additional transportation 

department employees are properly trained in their respective job 

responsibilities as well as safety and legal related tasks. 

He needs to make driver schedules for the routes and to conduct custom 

Safety and Driver Meetings. 

One of his prime duties is to create a positive environment in which 

employees can directly communicate to him regarding their problems and the 

solutions as it will motivate the associates to accomplish goals and 

objectives. 

 Record Maintenance: He must maintain proper record of the number of 

buses running daily as well as details of driver’s attendance. Records related 

to the number of kilometres travelled and fuel consumed and other important 

aspects like payment of taxes, renew of insurance etc. should also be 

maintained. These records must be submitted before leaving for home. 

 Responsibilities: He needs to maintain the required necessary details of the 

drivers and other staff working in his team. 

He must answer to the phone calls during non-working hours as well. 
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 Drivers: 

 
 Reporting: Daily the drivers are supposed to report immediately after their 

arrival. 

 Proper uniform: A driver must wear a proper uniform daily (while in work) 

as provided by the college authority. 

 Record maintenance: They are supposed to maintain the records of number 

of kilometres they have travelled and also the receipts of petroleum (diesel) 

filled into the buses. 

     They are also expected to keep details of the students & employee who 

travels by their buses and the destination from where they aboard the buses. 

     He should also know the route and has reviewed it with other drivers. 

 Duties: They should keep checking whether proper seats have been allotted 

to all who travels by bus so in order to avoid any kind of chaos. He should 

also ensure that the bus is not overloaded. 

 A driver should keep first-aid kit in the bus so as to utilize it in case of 

emergency. Proper paper of vehicle should be with him. 

 If any problems arise then he should inform it immediately. 

 

 

 Cleaner: 
 

 Reporting: He should report daily on time. 

 Duties: He is responsible to keep the bus clean which includes cleaning of 

coaches. Body panels, windows, wheels, floors, seats, ceilings, etc. Before 

cleaning he must take bus to the cleaning area. 

 

 

 

 

  



 
 
 

41 
 

 

 

 

 

Bus Staff Co-ordinator 

& Student Co-ordinator 

  



 
 
 

42 
 

 

  



 
 
 

43 
 

 Bus Staff Co-ordinator (Faculty): 

 
Staff co-ordinator is expected to perform following duties: 

 Regular Attendance: After boarding the bus, Staff co-ordinator must sign 

the attendance register which will be kept in the bus itself.  One is expected 

to check the attendance register and ensure the proper entries of the students 

and the staff members in the register as per their attendance inside the bus.  

 Bus Pass: One should ensure that all the students present in the bus have 

their bus passes with them and any student(s) without bus pass must not be 

allowed in the bus.   

 Allocation of Seats: Allocating seats to the students and ensuring that 

students are occupying their respective seats and not switching to other’s 

seats. 

 Non-switching of Buses: No students from other boarding points to be 

allowed to sit in some other bus apart from their allotted bus except in case 

of emergency. In case of absentees, the seats will remain vacant and extra 

students if found on other stoppages will acquire the seats for that particular 

day and entry of that student will be done separately.   

 Non-availability of Staff co-ordinators: If staff co-ordinator remains 

absent, he/she must delegate the responsibility for that particular day to the 

other staff. 

 Resolving Disputes: It is the responsibility of staff co-ordinator to resolve 

any conflicts or disputes arising in the bus and communicating the same to 

the Bus In-charge for further assistance.  

 Reporting & Co-ordination: Staff Co-ordinator will directly report to the 

Bus In charge. Co-ordinating with the Bus In-charge for all the activities and 

concerns.  

 He/She will be the authorized person to make decisions related to their 

respective buses.   
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 Student Co-ordinator: 

 
Student Co-ordinator is expected to perform following duties: 

 Regular Attendance: After boarding the bus, student co-ordinator must sign 

the attendance register kept in the bus itself. Once all the seats are filled, 

marking the attendance of all the students present in the bus.  

 Bus pass: One has to check the bus passes of the students boarding from 

their respective stoppages. Student(s) without bus pass will not be allowed in 

the bus.   

 Allocation of seats: Once the seats are allocated to the students, ensuring 

that the students are occupying their respective seats and not switching to 

other seats is one of their responsibilities. 

 In case, students are coming late or on leave, information must be given to 

the student co-ordinator. 

 In case of absentees, the seats will remain vacant and extra students if found 

on other stoppages will acquire the seats for that particular day and entry of 

that student will be done separately.   

 If student co-ordinator (Female / male) remains absent; he/she must delegate 

the responsibilities to the other students with prior permission from the staff 

in-charge.  

 It is the responsibility of student co-ordinator to resolve any conflicts or 

disputes arising in the bus and communicating the same to staff in-charge for 

further assistance.  

 Discipline to be strictly maintained in all buses, if it is broken then 

communicating the same to the staff in-charge.  

 Student co-ordinator must report directly to faculty in-charge.  

 While boarding the bus from college ensuring appropriate occupying of seats 

by students.  

 While departing, the student co-ordinator must mark the name of the student 

leaving and ensuring that he/she is reaching to his/her respective stoppage.  

 Co-ordinating with the staff in-charge for all the activities and concerns is 

one of his prime responsibilities.  
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 Central Workshop Supervisor: 
 

 Reporting & Resuming Duty: The central workshop Supervisor has to 

report for duty on time i.e. 9 a.m. 

 Record Maintenance: He has to maintain record of work done during the 

college hour, materials damaged as well as issued. He must also maintain 

proper record of materials to be purchased and other important documents. 

 Responsibilities: He must plan and supervise work within the workshop and 

should also undertake manufacturing and assembly jobs during busy periods. 

He must maintain materials and should have a thorough understanding of 

and experience with machines and fitting techniques and also specialised 

coatings, paintings and plating. 

He is needed to be experienced in working with ultra clean instruments.  

He must also listen to his subordinates views and problems and should try to 

find a proper solution and is required to have good interpersonal and 

organizational skills able to motivate people. 

He must also conduct practical and should maintain records related to it and 

should take care about the safety of students in the workshop area. 
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 Welders & Fitter: 
 

 Reporting & Resuming Duty: They should report for their duty on time. 

 Responsibilities: A welder/ Fitter is required to have sound knowledge of 

the tools and equipment he handles and should always take safety 

precautions while carrying out any task. 

He must follow the instructions given by his senior and should report to him 

and must also help while carrying out practicals in workshop.  

He must be able to weld components and assemblies, using electric, gas, arc 

or other welding equipment. He must be efficient to carry out various tasks 

such as cutting of work piece, using powered saws, hand shears or chopping 

knife; installing or repairing equipment such as lead pipes, valves, floors and 

tank linings. 

He should also have good observational skills on welded surfaces, to 

evaluate weld quality and conformance to specifications. 

One of his prime duties is to inspect grooves, angles, etc. using micrometre, 

calliper and precision measuring instruments to check their quality. 

He must be efficient in determining required equipment and welding method, 

applying knowledge of metallurgy, geometry and welding techniques. 

 

 Smithy & Carpenter: 
 

 Reporting & resuming duty: They should report for their duty on time 

daily. 

 Responsibilities: A Smithy/Carpenter is required to have sound knowledge 

of the tools and equipment he handles and should always take safety 

precautions while carrying out any task. 

He must follow the instructions given by his senior and should report to him 

and must also help while carrying out practicals in workshop.  

He must be efficient in handling tools, making doors, windows, desks, chair, 

tables, etc. and must also inspect the condition of furniture periodically. 

He must have good hand and eye coordination and is required to repair 

items. He must be able to maintain track of time in order to finish the project 

within specified time. 
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Peon Supervisor & 

Peon 
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 Peon Supervisor: 

 
 Reporting & resuming Duty: A peon supervisor must report for duty on 

time i.e. at 8:45 a.m. 

 Supervision & management: He needs to maintain the register about the 

in/out timings of the peons working under his supervision and has to assign 

duties to them if required. 

He has to listen to the issues of his team and take necessary steps to solve 

them.  

 Responsibilities: He has to make sure that the arrangements of furniture are 

appropriate in the area under his supervision and also has to look after the 

cleanliness of the surrounding. 

He has to provide proper help in shifting of furniture and other things. 

He may be required to come on Sundays as well as per his turn and also has 

to work alongside staff in case of absence of any of his team member. 
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 Peon: 
 

 Reporting and resuming duty: He must resume his duty daily on time and 

must mention his in/out timing. 

 Responsibilities: He has to assist various higher officials and staff in 

conveyance of message correspondence and establishing physical means of 

communication. 

He has to oversee the cleanliness of the furniture of the department to ensure 

cleanliness and should direct the housekeeping staff for doing it. 

He has to sort the mails received and carry it to the addressed person. He 

should also see the availability of drinking water and snacks if guests arrive 

and should obey to the other duties assigned to him. 

He may also be required to come on Sunday as per his turn. 
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Site Engineer  
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 Site Engineer: 

 
 Duties: He must take round of the site daily and maintain record of 

construction on daily basis. 

He must collect information about the progress of construction works on 

daily basis and should instruct for completion of task within time. 

He must also keep record of the labours working in the site. 

He must check quality of building materials used for concreting, painting, 

white washing as per requirement and also should check reinforcement 

details in the footings, columns, beams, slabs, etc. 

One of his prime duties is to report to higher authority for any deviation in 

structural reinforcement details, construction materials, etc. 

He must also prepare estimate of construction materials. 

 Responsibilities: He must inform about the progress of construction work to 

the higher authority on daily basis and must instruct the construction persons 

of contractors about the quality of construction work required. 

He must also keep record of all drawings and should be able to study them. 

He may also be required to prepare plans and drawings of the buildings to be 

prepared. 
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Building Maintenance 

Supervisor 
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 Building Maintenance Supervisor: 

 

 Must contain lists of all the peons/ house-keeping/ clerks deputed for duty 

in their respective building of supervision. 

 Must properly record and maintain register signifying in/out timing of 

house-keeping & peons. (Peons & housekeeping staff must report to them 

while leaving for any work-outside building/ campus). 

 Must take daily report (twice / thrice) from departmental clerk in regard to 

cleaning of their respective department & record the same in daily work 

register. 

 Their prime responsibility is to ensure: 

 Cleanliness (toilets/ departments/ corridor, etc.) 

 Water (drinking & toilets) 

 Electricity 

 Security 

 Indiscipline should be checked 

 Uninterrupted functioning of Telephones. 

 They must keep proper watch over all students, staff & any other person of 

their respective         building.   

 In occurance of any incidence, they must to report immediately to Mr 

vinod chore, Security Supervisor (9975043274). 

 At the end of every day,  “Supervision Report” must be submitted at CEO 

office which contains details about all the tasks done and action taken 

specifying even names of people found guilty of inappropriateness in 

behaviour or conduct of work. 

 In case of occurence of any indiscipline by any clerks/peon/housekeeping 

or student you are delegated the right to issue MEMO. 

 Registers to be maintained:- 

 Daily work registers – All the tasks done by the supervisor during the 

day (viz. checking cleanliness of toilets/ labs or water availability etc.) 

must be written in the register. Also the task done by the staff under his 

supervision must also be specified in the register. 

 Must write daily names of clerk/ peon/ housekeeping staff coming for 

duty in the building in “staff on duty” Register. 
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 One separate register to be maintained for taking suggestions & 

complaints of staff & student. (broken object/ improper working/ civil 

work/ cleanliness) 

 Must be present in the college between 8:30 to 4:30. 

 Information about any person (student or staff) speaking against Institution 

must be reported immediately at CEO Office. 

 They must ensure that departmental peons are occupying their seatings 

outside HOD cabin (separate stools to be provided for their seatings). 

 In case of any emergency, they are allowed to meet CEO personally. 

 


