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"+ 9. Job-Specifications:
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\fx Po lfaror Qoi,.\.,ah DLy

He shall be Homwosmwdwm for the
enforcement of the &ir pollution. .
control Act within his jurisdiction. His
duties Will consisi of collection
of data regarding industrial installations. :-
located in his juripdiction, which are
having air pollution problems, raw-.
materials used by them,their manufacturing:
processes, etc. He should also be
Hmnmwumm to plan -and mNmoc&mumcwqm%m.
fix up sampling and Eoﬂp&oﬂpbm wopbdm and
frequency of sample oowwmodpob. anasas
directing his mccoﬂn»sbao stafst in auo

methodology of air mmswwuum.
Scrutiny of mvkuomﬁno:m for oosmmvﬁm iocwn

mous<pﬂmp part of his duties.

'His prime responsibility will

be to see that stack emissions

~are controlled by the industries

within the standards prescribed
by the Board and to waintain
environmental ecolugy in his
jurisdiction. His other functions
would include essisting the Adr -

Pollution Abavement Engineer in
‘the disposel of administrative,
technical, financial and legal
.proposals Hopmdwﬁm to his
jurisdiction. _

'He zrwp also carry out such other

:aii\@sﬁuem as may be apulgne” to - him

by :_; MMM L1
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gob-Specifications
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Reqgi o hat W™

He shall be responsible for

enforcement of Water @w>»aamwm.mse,os m:a Control om/
Pollutist)Acts, Within his Uzhpmcwcapow._... - A

His duties shall consist..of
i) Collection of wme@Pomuomw data -
of river courses,

ii)details of <mhvocm wopwcﬁwbu

agencies,
iii)Establishing and operating
" monitoring points so as to prepare
water ~ pollution survey reportis,

iv) Scrutiny of applications for
consents and wmaking recommendations
torghesBoardsoifices F I waill- be
his principal responsiblity to
maintain the waters in his
jurisdiction as per the standards
as may be prescribed by the Board.

He shall also be responsible for the
smooth working of the Sub-Regional Offices,
Pield Offices and Field bmwohmdodpmm~ if any,

csamﬁ his control.

_mm;ﬁS&wH_wk ; dm &Uono5¢HoHHHﬁm_
owwwomu\w»upoacw mmmaywwow.ﬁwm

purpcse of adninistrative, - i s ey
technical and financial ﬁoﬁmHm as wwm;TMmm %
may be delegated to him. .‘mmmwft 5

He will also carry out such duties
ds may be assigned to him by his
superiors. :

****-p*
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Job-Specifications

rq shall be Hmmﬁobmpdwo wnu omHh%HSq_
2t field work in the Bmﬁﬁmu of

gction of wwmsmswompowwaamdw
ow river ooﬁHmmm\meHmbA\amﬁw~
details. sof. <mHPo¢m 60PH¢¢H5®
ag3 sovmm and mm&ﬁdwpmwwsm BodH&OHH m
stations,. sampling, site inspscitious,

and <Hmvﬁm &o ﬁmo&oHHmm and- o&wmwﬁ

4boHHrdH5m DmmSOPmm. and @hmwmwwﬁq

- rep orts on the extent and mﬁm<H&%
: . of pollution of: HH<mH dmmvﬁm\>svum3d alxs

p:.spm uCHpmnpnnwon,.

He zHHH be Hmmwoﬁapdwm for making
first wmwg scrutiny of mwwwwomwposm
fon; ooﬁmmudm and Hmoomamﬁapwn then
to his superiors:

He will also be the controlling

.

.omwpoor for the purpose of m@BMSMmﬁﬂm&H<m*

technical and ‘financial powers &as may
be @mwommdma o him within his’

jurisdiction.

m® will also omHﬂq out such other
duties as may oe assigned do UPB by
his mﬁwmiwowm. i : |

% 9% 3 3 33 %X
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Job-Specifications
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i =fisheadl

His main duty will be to know
the EO@WOQFQwS%. to collect the
hydraulogicak Data/Air Quality Data.

He shall arrange to collect
samples from the sampling and the:.
nonitoring points fixed by his.
superiors. .

He whould make prima-facie,
scrutiny of mﬁwwwnmwvoﬁm of consent

and cazry out such other duties

- as may be mmmwzﬁm@ to him by st
superiors.
: % PR ok O O




ol .~ Ny T ool §

8.

i . % g A EE R

Job=

.+ Specifications:

A nwk..hwrwwwwgm\..\b: o @

_He will be Hmmwoﬁmpvwm for aﬁm

preparation of an Hﬁ4mﬁ&0ﬂ% of | e TuiE
industries already @m<mwowmm or :
4om4mwowp5m in the’ mHmm of his
jurisdict: on.. mm sPHH e Hmmwowmwdwm

for collecting the amnm. such wm &%@m of

industries, Hmsnsmdmﬂwwwm ﬂmm@. Bw5¢m»oaﬁhwsm

.wHooomm s - Ps<ow<o@. and HHW@H% pcmwwaw mb@

quantity of emissions, number and height ow.

chimneys mHoo&m@. He should alsa be
able to wﬂowmvm mﬁa prescnt & wswsblﬁmovm.

case of the wowwsﬁvﬁm industries, He will

bo respongible for collecting at periodical
,pw&mw<mpm.mmswwmm aad 0¢wow mspmmvosm from

@_zA;._&wm sampling and Bospdowpsm mdmdpow mwummmw

_wwwmm by mswmwwoﬁm. e SHHH mHmo owHH%oﬁc
such other. msﬁwwm as Bm% be mompmbmm eo WPB

5 _d%_rpm mﬁbmﬂ@oﬁm..

s iy T s B e IS
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7. Job-Specifications : 1) To collect samples of waters,

’ waste waters, ambient air, stack
enissions, gaseous. substances,
auto exhausts etc. as the case may be
from the jurisdiction cormitted to his
charge, in a prescribed manner and in
prescribed quantities.

mv_eo seal the samples and transport taem
to the nearest laboratory for analysis

on various parameters.

5) To enter the laboratory analytical
results in a register and communicate -

.

tae results to pariises concsrned.

4) To cullect information about site
; conditions, or about individual :
3 polluting agencies for office use. as.
well as for use of special study groups
or special committee appointed, if any.
5) Lo perform any other @ﬁ&%nmw may ve .
assigned to him by his ms@mwwoﬂmt.

* ¥ * ¥ X



JOB SPECIFICATION OF OFFICERS IN maHNZHHan.ﬁwmm

Post
Principal Scientific : 1)
Officer

2)

/'3)

4)
- .planning and establishment of

/5)

./ 6)

N

/8

/9)

/10

11)

R ham,mnenumwnmn»o:

he will be overall controlling
officer for all the scientific
activities - including
laboratories of the Board.

He will be responsible for
wﬁ<ﬁ=m guidance in respect of

evelopment & Standardisation of
different methods in relation to
analysis of environment
pollutants.

He will be responsible for
research activities to be
undertaken by the Board in
various flelds. ‘

He will ! be responsible for

various Regional & Field Labora-
tories of the Board and
inspection/working thereof.

He will be . responsible for
granting of recognition to the
laboratories and inspection and
working thereof,

He shall be respongible for
investigation in the complaints
of pollution covering the
Laboratory aspects.

He will be responsible for
development and maintenance of
Alr & Water quality surveys for

‘different | areas, rivers/creek,

in the State and prepare status
reports thereof.

He will assist authorities for
implenentation of wvarious Rules
relating to nanufacture,
storage, import, management and
handlin etc. of hazardous
waste/chemicals covered under
WMM»nmsamsn (Protection) Ack,
Ba

He will -be responsible for
making inventory of Hazardous
Wastes and thelr disposal sites
required 4in connection with
Grant of Authorisation wunder
Hazardous Wastes (Management &

~ Handling) Rules, 1989,

He will assist the authorities
for identification of sites for
disposal of Hazardous Waste.

Ha will be responsible for
organising Training of
Laboratory Personnel convering
the related aspects.

OONQC
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: 12) He will discharge duties Adnini-

stratively/Financially within
the powers delegated to hia from
time to time.

13) He will be required to carry out

such other duties as may be
assigned to him by the superiors

" from time to time.

!
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9+ . Job Specifilations:
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..“ka fo g S vy S.C»C._L. Ve

..mm EPHH ‘be stowmwmo of the ﬁﬁxfﬁhrf 3

_mﬂ&&#ﬁlxunﬂchtzmﬂnnn\ytoﬁu\

..,.

ngowmdoﬂw commited to ‘his .

- charge, | .He SHHH be., Hmm@oﬁmpdwm

. ‘waste smdnw msg nw wmn

for mm<mwowus® and mdmbmmwapmpﬁm ety
various tests in relation to e :
msmwwmpm of mmswwmm of smﬂmw..

* ik $oos

Ly
0N

T @.Wx_@ He will be reguired- to study &Sm

unit wHoommmmw adopted by emeposn
types of irdustries’ ang Mbdmhnmwmﬂo

& ..,_.HHF...._.%.&POD.H H.mcdh_:.wm.,.. He- will have’ .ﬁO ,
develop u.s.m.w.rgmb.nm.“_. methods of analysis

and to agssit the Board in the matiers

of Purchasing, inspection, stoclk.
arification, dcmmmdpsm Torstiie ary

Hmon:&oH% equipment, owosHomdm 2
mwmmm:smwmmmwo.u e

He shall mpmo wmﬁﬂoua such other

duties as may be mmmumbmm to him by

MR e er Superiors.



8.  Job. Specificationk:
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: _MHb<mmﬁHmmdpoﬁm.. o ﬁx_mﬁmwrxw>;a

ST clenk Fic \?S,

ChaT¥

QC:J::; ,mo.n_i\luh bt_n.% mvvkmwv

»wpwd %HoB oooﬁmpbmapsm the’ aﬂbwou

,mapmsﬁwwpo Assistants pn their :
_mm%1¢01mww Hoﬁ&yﬁm soww. the uod om
a Senior voumwdwwpo wmmwmﬂmsﬁ Pm do

" be wﬁm&ﬁﬁambdmw in mmqmwowwsm mbm

mﬁcacmwapmpsu the tests wou analysis
of mpB@Hmm of waters and waste waters/
"emlissions, mmmoosm mzwmdmsoam m&n._ S

_wﬁwmﬁimmmp&mm. he stH be required-to Tecord

“the mbmwwapnmw Hmwoﬁdm and %o arvange

) oopasswomﬁm to the parties sending

-samples. . He will also be required to
assese the requirements of his laboratony
in respect of chemicals, glasswares, ety

_.and to mwwwwmm their - -procurement in
. .time, He suww mwuo be, Hmpswump %o .

visit. mmsmwpwm mwoam Hb ommom om mvmowwr.

He spwa mpmo be Hmpﬁpﬁm@ do omnwx QSﬁ mm_w,

such other duties as smw um pmmpmwmm S g
to him: d% swm mswmupowm.“_= , ;

ek |
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Qw mow m@mop%vomdwobm ¢ He SHHH 5m<m wo memwﬁm&m the HmnﬁHHmBmﬁa 2
ﬂwmAMmmo, mﬁu mnﬂkm ] o% the womHa.m Hmdoﬁm&owwmm in respect of .
m@ﬁpwsms&m. oSmeomHm. mwmmmzmumm. :
ut) WD pitel :Moo wﬁnggwm and wbﬁﬁumm and: &o arrenge their
prn procurement. in &psm. T mwwmsmm for
survey wwomwmsam.<»mpnpsm sites and
collecting samples in case of mbmopmp
investigation, in the field of Water
Pollution Control and/or Air Pollution
Control DOdpddecm om aso Board.

w'l)‘ffﬁuuﬂ . e e A ~ g ¥ ) ¥4

He will also be re mwoﬁmwdpm %oH maintaining
discipline in the laboratory and to ensure
maximum out- ﬁcﬁs of mumwwdwomw zo cK .

He shall also omwquoﬂw mﬂow odme duties
.. as may be assigned to him by his superiors.

e

o o

o —
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Job Specifications

Sl

'His prime job is to carry out

i l; 3 n»ﬂ“ \Au‘odw*xd
.,Ndwc Un‘ eah Mw*\\.u\!

Laboratory msmwwwwomH tests for

' © ‘yarious para-meters on the samples of’

water and waste waterse.

He may also be required to

carry out such other jobs and
duties which may be assigned to
him by his superiors.

® 0 ® 00 8 o @
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)

2)

3)

\
To assist. the chemists in .M
the . um05thm om their day-to-day =
@S&H (R

k(o) Bmwﬁﬁmwﬁ &Sm HmooH@ of receipt

of samples, to index them properly,
to write down the ammdm asked fox,

to make oo@pmm “of the test-reports |
and to ensure despatch of the !
analytical reports to the- Hmmw(o¢w<m
field offices and/or private
industries/laboratorics.

SRR SR - B3 3 ~
% 5 i
MY %

To perform such other duty as may '
he assigned to him by Swm.wdwwﬂnouﬂ.

\L‘\i

i .W
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mmWHMﬁmmwwwcwwwowm" 4..50 mﬁmnmm& &o cﬁm mamdpmﬁwomw ‘0Officer
“ Pﬁﬁwogﬁodvos of “sound system ‘for dﬁHH@PDm
up ma@apw&wow in 4meo¢m wmﬂsscﬁmﬁvou
mﬁm ooBdwbm&Hosm. :

2. Lo mﬁmmmaﬁ wowsm ‘and calenders of
.!,Hmaﬁﬂﬁmmﬁoﬁ @Hmwmﬁmﬁa mnwp<vawmm.

A v ilde oowwmo& and wwmmmWa_mwmmeosd
m&pawcaposw data moooaawsm to the

ﬁom@m ow &So woﬁu.»

45 o owwo¢HW&m «the mamapmﬁwomw @mﬁm
»,Bpprﬁmwbom wo riodically. :

5 eo meumd awm mﬁwﬁwmavomw.owmuomu
95 the Bﬁaarﬁ om prescribing noIms
“ot Work: mﬁm Hﬁaﬁopﬁo&vow of 0,& M.

 Ugrigies; . =
s | pEr :

e IDo wmwwows mw< Odwmw mﬁ&w as Bmw be i

,,u”w».ncmwvmdna to- wps dw 5um mﬁwmupoﬂm..

e

S
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Job-Specifications:

He will sm<m ﬁo mHHms@m nowwmnwpo: of
ZomeHopooHomH ovmcH<m&H05m. analyse -

ﬂjo data, - w:ﬁmﬁvaoﬁm the weather charts

and advise about &:m owwamﬁowom< as also -
the extent to which ﬂ:m dispersal of
pollutants in the atmosphere would take = -
place, .

He should be capable of developing net
work of meteorolegical monitoring stations
with special Hmmoumsom woiﬁ%ﬁ;mopycwwosa

.He. should Uo owvmvwm o' Hm:arﬂwso ma<wnm.

b

regarding meteorological wmo&OHm $o7 case ¥
of episodes, ¢ Wtk

< ]
e B

He should also mwmpmd &:o >HH wowrcvpop s red
Abatement n:ou:mmﬂ in mmﬁﬂpso standards,
for macpm:&ﬁ;mwﬂ.mow aummmﬂmzd lpgcations,,

He shall also: oth< ocw w;a: duties as
may be mmmwasoa ﬁo :Ha U< his" mcUmHHOHm.

*

***1***
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T. dob=-
Specifications i 1) eoammmwmﬁ the chemists in

the mpmosmhqm om their day-to-day
.@cdwc

2) To meintain the record of receipt
of samples, to indexz them properly,
to write down the tests asked for,
to make oowwmm “of the test-reports
umﬁm to ensure despatch of the
analytical reports to the respective
field offices and/or private
industries/laboratorics.

3) To perform’ suéh other duty as may -
be assigned to him by his superiors.



Oishricant Fiflen

8. .lob-Specifications : 1) To attend to all types of
repairs and maintenance of
water/Gas supplies.

2)sTo attend tothesinitial
installation of Laboratory .
instruments and later on to
look after their minor repairs.

%3) To assist the scientific staff of
laboratory in developing
 instrumentation under the

HmdoHQwOH%. :

4) To perform such other duty as may
be assigned to him by his superiors.

R T2
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8. Age TIWit

9. Job-~Specifications

His prime duty is to ensuxre that

; pollution ooﬁ&hwu modH<Pd% of the Boaxi
ceaforms to &Sm prcvisio s of the ¢

A

wowdcﬁwos cosﬂwow Acts., His important
duty would consisi of intrepretation
of the various provisions of the
pollution control Acto. Suggest
amendmernts thereto, advise the
Member Secz mamww\ksmHHBmS\momHm\
Government on legal matters mPPmpbm
out of practising of the laws concerned
to file suits in Law courts,. to brief
the Governmen, pleadcrs, to defend the .
e suits filed by the Soard, to compile case
law on the subject of pollution control.

_ _ Besides, he will have to perform : \
such other duties as may be

assigned to him by his superiors.
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Job--Specifications:

His duties and responsibilities will

consist of the following :

1)

To make first hand scrutiny of : e
all proposals received in the A :
legal wing and %o opine thereon.

2)

3)

To prepare forms of novices under
the Acts.

Po dralft comploint applications fox
filing in the Gourts of Law against
defaulting agencies.

‘Do do all other conveyencing work.

To attend Court matters and hearings.

To render documentary evidences
Wherever necessarye.

To carry out such other function as
may be assigned to him by his
superiors.

9% 9 ¥ ¥k 3 KX
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1)

mv

3)

\/m.r._n...»‘r.. A ./w,m.. Mo

eo draft complaint applications
against defaulting agencies.

To draft agreements, afficavits,
contracts etce.

To brief the Government pleaders.

RN

B ot g o g e 4

To ma&mﬁ& law. béﬁH&m on
.wHaHPBwbpﬁuam.

To maintain stha: legal amwmﬂdsmsﬁ_

_ﬂn.HHvah% and act as Library: Pmmpmamﬁﬁ

for that wSHdomm.

To perform any other wcboﬁwos mm Bmm

be mmmwmbca to:; him by his’ msmeHon.
*****,’
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wdﬁmMUWPw&wmm

}dHHoﬂpﬁm g

oowmwoWdHoﬁm

.:mpwmwws;:;

m a omasm mumﬁﬂ. swwow. _
| BBm@vmao needs.. in &7
m pﬁ<mm¢Bmﬁﬁ..,
_“mm!opm&omm of smu@_o@mww;
: avmm ow awm wowhos

H angd msbﬁmw_
€ &o wwwom_.
wm wowna wow adoption

x SmB %o the mﬁwdmu_.m@_ 
Pﬁop sﬁama awm e

@PO@

to. &sm cdwﬁﬁﬁouq wsovwwwﬂ._u
b mﬁmva.. :

Hmo_mm.HsﬁmstH Pﬁ@ua

5ome w@4vmoﬁ dow




mv 1o act mm gHmsHbm 95@ mpmdswwwsm
,HowHHomH ow awmwwosﬁa.,

_«mxﬁﬁ.owwao.wo& as & eoHHmodpsm wﬁdsoupﬂww
NS ﬁvamﬁ &Wm owam >o&. Awqq. A

o LR _ v ;opgao mm mumHHw.mSwmhdem over the:
B - - R e TJPooosﬁﬁm Wing of the Board wsm 0.
‘ .. give a good account” of this <H&mp i

wzwsm ow asm momua..uj.:q,d_:; o,

; .,v v % e .,clh..r\.r

,.aevweo QHHLsmm ﬁso »bﬁﬁww Hbmwooapobm of ,
._‘”g.mcboﬁapwm&mm of fices ¢t he’ Board - mSQ
_ @H_wwwwmpoww <mHHwHomépoﬁ owtedoow SmH@

e

,.w«c% dJmB._

12) To e &% the utilisation®certilicates.
w Boax d wﬁb@._ L e i

Sy S ‘_aa____mﬁmnmm the. &H@ﬁﬁm, t6-He staff
”«a, ] . T .. ow the. womH@. ; o amter By e

L e

R eo MH4m pb&vﬁy _ . _.;

0

PR S

.;iH g R ., f_v_m .amv eo omHH<4oSd_m¢oW o&SmH w§5odpoﬁm ‘ag
_ : Bm% be mﬁdwﬁw&m@ &o SHB v% ﬁpm mﬁﬁmwpoﬁ

i
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ob-Specifications : His duties and resporsibilities

oy

will consist of the following :

1) To estimate the man-power
planning. for the Boaxd.

2) To propose creation of additional
posts with full uﬁmdpwwopdvob.

_ 3) To propose the recruitment rules
and uod:mwmopmwogapoﬁm for ekl
posts under the Board.

4) To carryout poricdical administrative
inspections cf thke subordinate
offices of the Boara. '’

5) To carry out disciplinary proceedings ~
wherever necessarye.

. 6) To plen the recruitment programme
and to £ill up the vacant posts,
by following the attendent procedures.

7) To look after the various service

matterse.

Bt

b e 4

————
Nt e et e A s e

1 8) To ar Hmdmm for dﬁaubpﬁm wﬂom TAMTLOS

in respect of Board wmwmobsmw.

'9) To investigeter and report in the matters
of wwwmmﬁmmm. amnbma. a:cmdm. mﬂdo&@mm..

ity

etce
10) To carry out any oascn,w:50¢Pob as gb%b
ba mmmwoboa &o &WHm womd d% his

superiors. o

CRHHRAKRE
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9. Job- ¢
Specifications ¢ His duties and responsibilities will

consist of the following :

N

1) To daily sign the revenue receipts

2) To carry out physical verifications
of heard cash occasionally. :

3) To issue cheques/drafts towards
gettlement of various payments.

4) To pass bills towards services and
supplies.

5) To impart training to Board
| employees.

6) To doily attest the cash book.

7) To generally supervis the working
of the Accoynts wing. _

88T 6 wmuonBAmsOs other function a-
may be assigned to him by his

superiors.
: 3% KK XK %
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p e outaiders forogiricecadagory.

9. Job-
Specifications: His duties and responsibilities will "

comprise of the following -

1) To manage all the meeting work of the

: Board such as ooﬁ<mswwm meatings, ..

% preparing agenda, minutes axd watching
follow-up actions.

2) To maintain liasion between the Board
office and Mantralaya and other Government
offices and pursue.Board's proposals :
vigorously by personil contacts.

3) To prepare Annual Reports of the Board
and all follow-up work connected
3 . therewith.

4) To deal with tour programmes of
Member Secretary/Chairman/Nembers

by road/rail/air.

5) To supply information to all other
State Boards and outside agencies on
various matters.

To orrarge film e. WS &8 and when

(&R

offerred by U.S.I.8./British.
amission etc.

1 oth=> duties as

h
=
-
S
@
-
)
O
)
g
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)
0
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imed: to tixis post by
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Je»  dob-Specifications

SteNsheal Py

His cuties and responsibilities
shall consisit of the following: -
1) To introduce and devalope the
sound system of building up
of statistics under all
activities of the Board,

2) To prescribe forms and calendexr
of returns for various wzwbommmﬁ

3) ‘To collsect, dissect, ooﬁwpwm and
reareonge the Statistical data
t.eccorning: to different bmuﬁm of
the Board.

4) T> circulate the Statistical data
tc all the subordinate offices
of the Board.

5) To have published the data in a
telling manner in apwwmwmsd
media of publicity.

6) To institute 'Time', "Motion'
Studies and suggest norms of
works.

qv To institute Organisation ang
Methods study and apply it to
toe activity under the Board.

8) To attenpt oom&Hzm‘o% 9;#H<H¢%

under tke Board aund to mmdmdwwmﬁ
- Cost-3enefitratio wharever
necessary.

9) To prspare graphical charts and
develop other Bmﬁwomm of S
illustrative e cidation of .
irforaxiion required by the Board.

on To perform such other dut, as nay

&



#_ _ @ rﬁ.. :.Mﬁﬁfam%b$>@NMMW.ATv

8 qou:mov.phuopdposm + To dmro munnpwponm pwa to transcribe-:
: :thon Hﬁ&o 5mHHmw\FpHmdsH ovar the

S

&%wGSHPde.

- 25 When not cﬁmw in mpoemﬁuob. he is
Ho@zpumm‘ﬁo do WQScHDP &%wpu& worlks.

u.;eo.mﬁwmw<wmm oqmw the a%wwnm woowﬂ
of the Board and equitably apmdrwccﬁm

the &wwpsm load. o S

A. &o wHom®H<m cut mﬁmsopwm in proper
Bpssca mo mm to be handy for re-usc.

BRI N e v

2 5) To act ag P.A. to whom he isg
attached.-

6) To carry out spmompwmumosm duties
Such as maintenance of tour
brogramnes, attending telephone
duty m&o.

: 7) %o take/give mbbopddﬁ 2nts of/to
; <fcp&owm.

\
8) eo‘ﬁddcsa Bmudwbmm and to take

dow? deliberations to wpoaupdmﬂm
drafiing of ninutes,

9) To mm_mmd the adninistrative
: Officen in the matter of
conducting Stenography ang
&%wwbm tists. :

10) To @mwwoﬁymcos othor &cbodpos
as may be mmmpmscm to hin by his
\ :
\

Superiors, |\
/
3 * X 389

a\
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Specifications :

e A.\fwnu.\u\/ﬁ\ﬂ\ ,:H.V. N.MH\.\

1) To take dictations and to
transcribe them into English /

Marathi over the typewriter.

2) Whoen hom busy in dictation,
he is required to do general

typing work.

3) To supervise over the typing
pool of the Board and equitably

distribute the &%ﬁMum load.

4):To MBWmmwdm cut stencils in
proper mannar so &8 to be handy

for reuse

5) To act as P.A. to whom he is
attached.

-6) To carry out miscellaneous
duties such as maintenance of
tour programmes, attending
telephone duty etc.

7) To toke/give appointments om\éo
visitors.

8) To attend meetings and to take
down deliberations to facilitate
drafting of minutes.

9) To &ssist the Administrative
Officer in the matter of
conducting mdcdomumbsw and
typinz tests.

/

10) To perform such other function

as may be assigned to him c%
his superiors.
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 Job-Specifications H..mmmw.m_;mw'mw.mmmm.mm .......

e in Accounts Whm.ﬁ.c,ﬁwl

I..llllll.l.llbl‘lll o o

- o o S 2 08D

T T To write and Bmvﬁwmwﬁ ‘the .daily
Vn;,. Cash Book. ; 15
2) Lo do the ledger posting daily..
%) To execute Bank transactions.
4) 5To waﬁﬁmwﬂ gafe custody o%.ﬁ@ﬂa,ommﬁ,l
and sccurities of the Board. .
5) To omHH% oﬁﬁ wmﬂvomwomw Hmﬁwdﬁmﬁowm.

6) To @Pmdﬁﬁcm pHH bmwwcﬁ&m aﬂww wammm.”w“.u

7) Qo carryout any othex funchtion .as nay
ve assigned to hinm by his superiors.

lllllllll.lllullll!llill‘lllnlolllllnll\

l-llllltIfl!l[lllllnlllllllllllllllllll!lllll!ul!k.l.

1) To scrutinise and pass bills towards
services and supplies.

2) To conduct periodical inspections of
gsubordinate offices.

%) To purchase Firzd Deposit Receipts
for investment and present them for

encashment/reir vestment.

4) To check and cectify daily postage
stamp accounte.

5) To perform such other function as may
be assigned to =:im by his muperiors.

* KR HK

FIRSTHCLERK - TORWORK: iN >U§H2Hmem>HH<m.mwkmom

1) To maintain scuvice record, leave account
Shidles

2) To deal with acuinistrative matters
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1)

2) .

s At S s

uﬂﬂ-hWFmﬁ%ﬁ”<
To look after the inward and outward
of daily tapal received/despatched.

To maintain the accountal of postags

H.FmﬁﬂB@w'

3)

Ho open the:daily tapal, mark it %0

" dealing assistants and to distribute

t.

:T.MLWV

6)

7)

To act as Sundry errands. .. -

wsm:mmmo for further néedful.actions.
76" file and link up the @mwmmm to
enable the mmson4nHmHWm&osmmmH with them. .

To do the general typing duties.

S &

To -perform any other @¢&<~mmrw@x_dmw
assigned to him by his superiors.
; R e

% 3 KKK

3
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8q/ Job- mwmopmpomawohn :1)To inspect material according to

5 specifications and to receive
deliveries by physical count in
good and sound condition.

2)To maintain safe oﬁmﬁomm.OH,BmﬁmHHmHm
received and to arrange them in a
neat and tidy manner.

3)To issue the material to the various

1

g - wings as requisitioned. 5

4)To zecord measurements of materials
received.

5) To carryout pericdical verfication of
stocks and to report upon shortages and
excesses for further action.

6) To maintain all the registers of a
Stores Branch which may include :

(i) Regisier of Breakages

(241) Wmmwmﬁmu of Losses with sanctions for
write-off.

A e ot ¥ % )

({ii) Register of Dead-stock.

(1v) Register for Equipments

(v) Register for Consumable Articles. .

8) To perform such other function as
may be assigned to him by his mﬁwmwwowm.

# %% KKK
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8. Job~ipeciftcations ¢ 1) To atiend wc WHH.ﬁrc wark of
£ 5 electrical installations such

as new wiring, €x osmvowm &o
existing wiring, wpxpsm of
additional electrical points,
for additional installations,
Hmwpwum ta mHmOAHHo fittings,
‘repairs to Lab psmdwﬁembﬁm
which run on mHmo&HHowa%._ ~.  “

_ e o]

PR S 0

2)To maintain air conditioning,
repairing refrigerators, B.0.D.
Incubators, Sterlisers efe. : -o

\

3)To arrange temporary.electyical
fitting when exhibitieps/seminars

"

are to be arranged. S e
4)To perform such other duties as

‘may be assigned to him by his “*
superiors. o i

g G E g
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- Job-Specifications :

_.mv o @rwmoHB any Odsmu mﬁ&%\m

Ve | (z¢/

it oSyl e 5. b e bt .nl..rr

DnrVe
el T

1) To maintain the vehicle
committed to his charge in
a road-worthy condition.

2) To keep the readings of
mileage and movement of his
vehicle.

%) Toc have his vehicle repaired
through the help of Stores
Superintendent/Store Keeper.

4) To arrange for safe parking of
<mswowm ::mﬁ not ir use.

—

may be wmmwmbmm to him by his

superiors.
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o maintain the record of:the

5 Job-Specifications :1)7T
stematic manner

office in & 8¥

yearwise.
~. .2) :To propose destruction of old
4 _ pecord according to procedurs

i e e ) 7o £ile the papers.’

| 4) To perform any other duty as may
be assigned to him byzhis

superiorsSe L M
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Job Specifications

90

1) 7o meintain general cleanliness

in an office.

. 2) To do the filing, to arrange

gset of documents.

3) o attend calling bells of
Officers to whom he is attached.

4) To distritute tapal to cther
0fficers by hand delivery where
so desired. . _

_mp“eo perform outdoor duty swmwm<mw_

necessary.

6) To assist the Btore Keeper/
Stores Superintendent in the
matter of ‘annual/periodical
stock verification duties.

7) To perform any other duty as
may be assigned to him by his
superiors.

\

\
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8., Job=-Specifications

oo
=

He will bo responsible for meeting tho
drawing Branch requirements of the Office
to which he will be attached.

He wiil also carry out such other duties

‘@as may be aspigned to him by his wsuperiors.

SRR HKRNE

-
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e Job-Specifications : He zJHH ‘be Hmmwoﬁmpdwm for dWm
| L ;.amkﬁémbwbbo msm stmmw of the .

......

._N@mgsmzvsm owﬁwom ﬂcsmﬁdm on
smmwosvﬁcwmnﬁor awm mmmiocmdog%
and moobsﬁ&ﬁw of degree-sheets 2and
_aowamrmmamm ‘he will -also be
L s mHmc@obmpUHm for: Bmmapsm the of:rice
oy ;yg_mumpﬁpﬁmamsﬁ ‘of tracing bssoﬁ&wxbﬂwbam
_ﬁmmmmmm w;AAymﬁm dwmpﬁ mbkwwmmsmsd. H% umommmpH&.

Pl um .mwn SRR NG il sHJH mHmo omHHwose such . oaﬁmt
; Lo iauties ass Bm% “be mmmHQSma to him

Mﬁ:.fﬁﬁmﬂs.;mﬂ fHU% FPm mSWOHPOPmo
;‘. : 1 B

-
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8.

‘Job-Bpecifications

\i&r vqm_pE @@
He spwp i11 be responsible for meeting
the drawving .requirements of
the Office to which he would be
attached. L :

He will DHco carry out mﬁow other
mﬁ&pmm mm Bn< be mmmpqﬁmo do SHE

by his wcwcﬁworm.

K X
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2)

To maintain the overall
Sécurity of the office, and

its various assets, records
wuos‘wwpwmwmmm\mmemmm\¢:mwd\
sabotage during and outside

working woswm\mme.

aao;meoH&qmﬁwuousﬂwbmmbow
~to 'the Officers/authorities
idloh o the Board, who have beern

provided With residentia] :

o

4)

telephones.

"To carry out duties of a

Peon when there ig shortage.
of peons on duty.

To woﬁmoﬂs any other function
a8 may be &ssigned to hinp.
by - his superiors.
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Job ®pecifications : 1) To duplicate th¢ stencils either
on electrically operated Roneo
machine or on a manually operated
machine as may be available.

2) 1o operate xerox printing machine
as and when made available.

Foan : 3). To operate a scanner and maintain

A s AL iR eIt e SOWWHﬁ% condition.

4) To have the repairs carried o%ﬂ to
the aforcsaid machines through the
help of Stores Superintendent/
Store Keepcr. :

'5) 1o preserve out stencils of
importanee w50 . a8 to:verhandy for

rrcusce



