MATERIAL PRODUCTION BRANCH

DIRECTOR 

This branch is headed by a Director and consists of three key sections viz. 

· Purchase 

· Printing 

· Study Material House

 The major functions of Director include coordinating with Academic, Student  Support Services and Examinations Branch for the smooth functioning of the University.  He is concerned with planning, production and controlling of Material Production Branch activities.  The University has centralized purchase system for all the needs of other Branches/ Study Centres/ Regional Cooordination Centres of the University.  The Director has to make necessary arrangements for procuring all items like paper, equipment, furniture, stationery and all other stores required for the University offices.    Annual Maintenance of Computers, UPS, Xerox machines and other machineries. Production of course material based on the indent received from Director, Student Support Services and other Job works to be undertaken by the University, besides maintenance of paper warehouse.    Dispatch of course material to students to their residential addresses as informed by Director SS  for different programmes.  Maintenance of Stores Material House, where the printed course material is stored.   Safe custody of negatives, films and other University properties.   

Stenographer                             :        All secretarial duties like stenography, typing, filing etc.,Co-ordinate with officials in fixing and                     finalising the schedules of meetings.                         Help the DMP in conducting the meetings like                        Purchase Committee etc., Maintaining the appointment register and reminding as and when meetings are scheduled. Preparing and circulating the minutes among the members concerned.  Assist in adhering to resolutions.  Assist in planning and executing whole activities 
of Material Production Branch. Assist to maintain the Registers pertaining to Address Labels of all Programmes. Printing of  course material in each programme for all programmes of the University (year wise). U.G., P.G., Certificate / Diplomas. 

Stock position / printing schedules.

 PURCHASE SECTION

Asst. Registrar:          The primary accountability lies with the A.R.  
 who is expected to co-ordinate the whole       section activities and report to the Head of the Branch from time-to-time.   He is expected to observe the procedure involved strictly.  For any deviation, he remains accountable.  Issue of Tender, arranging Purchase Committee Meeting and obtaining the necessary approvals is a must before issuing Purchase order


All the files should be routed through the AR   
after carefully examining the procedures and implications.  He is expected to provide all the relevant information / facts related to the subject. It is expected of him to go through meticulously each and every file, which comes from the concerned seat after the signature of superintendent before sending to the Head of the Branch. He has to keep constant track of the files, identify the urgent ones, their shortest possible time without effecting the delivery schedules.  If this is not done, delay would occur for which he owns the responsibility.

No papers / files should be kept pending, if there is any problem in processing a particular file, the same may brought to the notice of DMP.  In addition to the work allotment, if any work is entrusted by the DMP as occasion demands, it has got to be attended to.  He is expected to monitor closely the Section.  If any lapses/ irregularities are noticed with the concerned Assistants, he has to initiate corrective measures.

Superintendent                            :  He / She has to supervise the section work and see that all the matters and files are put up in time and if any problem arises the same may be brought to the notice of A.R. / DMP.  He has to closely monitor with all the seats of the section and see every thing is performed as per the schedule.

Purchase – I : JACT          :  Purchase and supply of vehicles.   Purchase and                  Supply of Audio, Video equipment/Tapes and Consumables.  Purchase and supply   of TVs, VCRs, DVDs, OHPs.  Purchase and  supply of computers–Purchase and supply of paper, Tenders – Processing. Purchase and supply of Office Machinery like Xerox Machines, Roneo Machines, Risograph, Fax Machines, Typewriters etc., Drawal of advances and their settlement         pertaining  to the seat, maintenance of stock registers for the above mentioned items and other related works etc.   All the typing work related to the seat.  File processing related to the seat.         Planning of the activities well in advance for     the whole year.
Vendor Development.

Any other job assigned by the officer concerned.

Purchase  II                                   :  

JACT                           Purchase and Supply of furniture and fixtures 
 



            tables, chairs etc., steel and wooden and their   
                                                            maintenance.  

                        Furniture related to the Head Office, Study 
                                    Centres, like almairahs, racks etc., Computer 
                                    Tables, Refrigerators, Water Coolers, Geysers
                        Coir Mats etc., Watches, Cycles, Fire 
                                    Extinguishers and Maintenance.



Procuring and supply of cloth lined covers and 
                                    other covers like envelopes etc.,

                        Towels, Soaps etc., to the officers as per norms.

                        Purchase and supply of Air Coolers, Repairs,               
                                    Replacements, Maintenance etc.,

                        Furniture Repairs, Recanning etc.,

Purchase and Supply of all electric items such          as fans, tubes etc.,

                        Maintenance of stock registers, filing.

                         Vendor development – Procurement – Storing-  
                   Distribution. 

Drawal of advances and their settlement 
pertaining to the seat. Maintenance of stock            
registers for the above mentioned items and other related works etc.,

      All the typing work related to the seat.

      File processing elated to the seat.

      Planning of the activities well in advance for  the whole year.






      Any other job assigned by the officer     concerned. 

Purchase – III – JACT               :   Files relating to the Purchase of general stationery Items inclusive of Xerox paper, convocation badges, table glasses, science consumables and 
equipment etc., other items such as 
boards, pens, pencils, erasers, ink, white fluid, 
Fevicol, rubber bands, cleaning material, cloth 
curtain, door mats, table cloth, cleaning cloth            
etc.,   Purchase and supply of livery for eligible employees both regular and daily wages as per norms. 


Computer Stationery –    All allied items related to Computer Printers


Uniforms – Issues   etc. for class IV employees warm and woolen clothes, stitching etc. Umbrellas, Rain coats etc.

      Imprest Maintenance including cash book and 
Recouping, Bus Passes, Daily Wage Salaries.  

                                                                  Drawal of advances and the settlement  
                                                            pertaining to the seat.

                                                                  Maintenance of stock registers for the above 
                                                            mentioned items and other related work etc.,

      All the typing work related to the seat.

      File processing related to the seat.

         Planning of the activities well in advance for the     whole year.






      Any other job assigned by the officer concerned.

Purchase – IV : JACT                   :  Annual Maintenance of Contracts (AMCs)

                            
Annual Maintenance of all machinery and                                     office equipment like Telephone, EPABX, Air 
Conditioners, Telephone Cabling.  

                                                                  Pest Control  :  Warehouse, Library, AVPRC, 
Computer Branch. Computers and Typewriters maintenance of typewriters including head office and study centres.


                                                Insurance :  Insurance of equipment and 
                                                buildings against fire, theft and earthquake.

                                                            Library Books, Furniture etc.,

                                                            Stabilizers, Printers, Scanners, Water Coolers,    
                                                Water Purifiers etc.,

                                                            Procurement of Xerox machine toners.

                                                            Crockery Items.

            Common general maintenance of the whole DMP branch i.e. Purchase, Printing and Study Material House.

Drawal of advances and the settlement pertaining to the seat.

                                                            Maintenance of Stock registers fort the above 
                                                mentioned items and other related work etc.,

      All the typing work related to the seat.

      File processing elated to the seat.

      Planning of the activities well in advance for the whole year.






      Any other job assigned by the officer concerned.

Purchase -V :  JACT.                              :
Mail handling, Receipt of Inward mail posting in 


 the Register, transferring to the Section                              concerned. There must be a perfect record keeping for all the inward letters, outward mail, dispatch of letters within the University, outside the University, Maintenance of Stamps Register.  

                                                Maintenance of personal files relating to staff of MPB.





                        Leave Account, Events preparation of Branch.

Any other job assigned by the Officer concerned. 

PRINTING SECTION:
        

Asst. Director
:        A.D. is expected to plan, monitor and control the whole activities of printing section related to paper, stock available and printing of all the courses for the entire year well in advance.  It is the primary responsibility to ensure that course material is printed and made available in the Stores at any given point of time.  In case of any difficulty AD is expected to report to the Head of the Branch so as to avoid future delay in sending the course material.  The AD is expected to go through all the files carefully and inform the relevant information about the files to the Head of the Branch.  He is also expected to provide all the relevant information/ facts related to the subject.  It is expected of   him to go through meticulously each and every file that comes from different seats of the section.  The Asst. Director is expected to keep the paper account up to date and settle the bills within fifteen days of receipt of such bills.  He has to make sure no papers, files are pending in the section.  In addition, if any work is entrusted by the OMP, as the occasion demands it has got to be attended. If any lapses/ irregularities noticed in the section AD will be primarily responsible.  AD is accountable to the Head of the Branch for all the matters related to printing section.  All the files shall be routed through AD only.  AD being an Officer without any time limit is expected to be available all the time whenever situation demands.  He has to create conducive environment where employees can work whole-heartedly as a team. 

Superintendent
:  He is expected to supervise entire section and expedite all the 

   files timely without any time gap.  He is also expected to                                      prepare the files if necessary or help the concerned person in writing the file.  He has to closely monitor all the works related to the section and see everything is performed as per the procedure and schedule.  He has to ensure all the files and stock registers are maintained up to date and no work is pending.  Supervision of Inward/ Outward and the files received from other branches identifying the priority and instructing the concerned and marking it to the seat concerned for further action.  Preparation of work statement     with the help of Technicians of printing section, checking of     Casual Leaves and preparing the events particulars and sending to Accounts Branch.  Maintenance of all agreements of the printers with the University and reviewing them from time to time.  Maintenance of Applications register received for new empanelment of printers.  All the Bills received from the printers have to be settled within 15 days from the date of submission  of such bills.  He is also expected to maintain the register related to the payments of cheques issued to the printers or otherwise.  All the cheques that are prepared by the Finance Section must be called back to the Section and disperse the same to the respective printer after entering in the register. Hereafter the ledgers have to be opened course wise.  The printer wise system has to be banned.   Any other job assigned by the Officer concerned   from time to time.  The superintendent has to attend all the audit works with the help of concerned Technicians/ Sr.Asst./ JACTs.

Technician-I
:
Assist  Asst.  Director Printing  in  all  technical  matters.  He is 


responsible for II and III year courses of UG Programmes offered by the University.  You are expected to calculate the paper  requirement  for the printing of Job works course material as per the job orders and submit the same to the DMP through AD for approval. All the paper issues, delivery challans must be   signed by you.  You will be held responsible for the whole paper   account since there is no designated Store Keeper.  You are   expected to forward your report constantly and submit the paper report to the DMP through AD.  In all the technical matters you are expected to sign in the registers concerned.  Since we are part of the system every one of us are expected to put the signatures in the relevant files and registers.  Preparation of work sheets, scrutinizing the bills, certification of bills etc. All the bills must be settled within 15 days under First-cum-First served basis. Any discrepancy may be reported to the DMP through AD immediately with specific remarks.  Maintaining records of MSS that are received from the Academic Branch sending them to the Printers.  All the printing works related to II/III year B.L.I.Sc., BPR, CPFN/BHM, B.Ed. M.L.I.Sc., and all PG Diploma/ Certificate courses.   Receipt of course   material, Certification of negatives, Art works, their preservation other MSS originals etc. from the printer after printing in good condition and maintaining the relevant registers with the help of Warehouse man. Help in audit related works.  Any other work entrusted from time to time.  

Technician-II:                  Assist AD Printing in all technical matters.  Calculate paper 

   requirement for the Job works, course material as per the job orders and submit indents to DMP through                                          AD printing for approval.  Report the progress of the                                        printing work to DMP through AD, persuasion of the progress of the work, monitoring and submission of weekly reports.  To look after the technicalities involved in bringing out publications.  Preparation of work sheets, scrutiny of bills, certification of bills and settlement of bills on first-cum-first served basis within fifteen days of receipt of such bills without any discretion.  Any discrepancy may be reported to DMP through AD.  Maintenance of records of MSS received from Academic Branch and making arrangement to send to printers.  All the printing works related to first year UG Program, MBA, PG courses and all Job Works of Academic, Student Services, Administration and COE Branches.  Certification of Negatives, Art Works and MSS their preservation receiving from the Printer after printing in good condition and maintenance of the relevant registers with the help of Warehouseman.  Help in audit related works and any other work entrusted from time to time.  

PS - JACT - 1                      : Receiving indents from other branches for printing of        

                                               job  works and process them as per procedure involved.  

      Receiving indents for UG I year and all PG courses/  Job works.  Bills processing, scrutinizing and settlement of Bills as per the Job order.  You are expected to see that there is no deviation of delivery/ supply of books as per Job Order.  Such deviation must be reported immediately to the higher ups.  All the bills must be settled within fifteen days of receipt of such bills.  Any delay must be informed to the Head of the Branch.  Preparation of  job orders related to printing of job works/ course material.  Settlement of all bills, preparation of contingent bills, collecting work sheets from technicians etc.  All formats print outs, stocks must be made available in the section at the direction of AD/ Supdt.  Preparation of Job Orders for UG I year, PG and other PG Diploma courses.  In addition to the above duties, it is expected from you that file processing by observing the  procedure and  entrusting the work on the basis of expenditure like single quotation / limited quotation/ open tenders.   All the necessary arrangements have to be made like Purchase Committee Meeting and seeking required approvals. Estimation of total paper requirements for the academic year concerned regularly well in advance enabling the Purchase Section to procure the paper on time without affecting the dispatch schedules.  Maintenance of the relevant records related to the indents received, floating of tenders, placing before the PC/FC/EC.  The minutes of Purchase Committee, EC etc. No job work  /course material can be done without prior financial sanction from the concerned authorities.  The moment the course material/ job work is entrusted to a particular printer, job orders have to be issued immediately specifying  the time limit for supplying the same.  You are responsible to send job order copies to all the concerned sections/Branches including SMH.  You are expected to prepare the balance sheet year wise with the help of Technician and  settle the paper account.  Addressing letters to the printers for outstanding paper account, if any.  Any other job assigned by the officer concerned.

PS-JACT - 2

:
Receiving indents from other branches of the University 

                                                for printing of course material of UG II and III years and  other Diploma courses.   Maintenance of files related to the printing section.  Preparation of Job Orders for II year, III year and other diploma courses.  Receipt of work sheets from technician for preparation of contingent bills, bills process, scrutinizing and settlement of bills.  All the bills  received from printers must be settled within fifteen days of receipt from the printers.  Submitting the same to the officials for final processing.  Attend all the audit works from time to time.   You are expected to see that there is no deviation of delivery of course material from Job Order.  Maintenance of EMD files.  Any other work entrusted from time to time.   Maintenance of Inward and Outward registers.  Attend all audit works from time to time.  Any other work entrusted from time to time. 

PS-JACT-3
Maintenance of paper account course wise. Confirming the balances carried forward right from the beginning.  Bringing lapses to the notice of Head of the Branch.  Submitting monthly statement showing the consumption of paper and balance of paper with each printer preferably by 1st week so as to enable the AD printing to initiate action against the printer if required.      Maintenance of agreement with the printers of the university.  Maintenance of all relevant files, documents related to paper account. Accepting paper calculations, scrutinizing and certification from the concerned Technicians.  Attend all audit works from time to time. Any other work entrusted from time to time. 

  PS - Record Asst. :
Maintenance of Stock registers, lock and ward of paper warehouse. Issue of paper to the printers as per the indents signed by the respective authorities after taking two receipts from the printer. Cross checking before the issue of paper to the printers,  original receipt to be handed over to JACT who duly enters into the Stock Register.  Receipt of paper from Purchase Section.  Maintenance of Paper Stock, Registers for reel, sheet and title card paper.  Safe custody of keys relating to the Godown as one set of key will be with him another set in the sealed cover will be with OMP.  Monthly submission of paper  account in terms of opening balance issues and closing balance. Arranging for periodical spraying of Pest Control in the Godown.  Informing the stock position on an average enabling DMP to ensure printing works will not be dislocated.  Arranging replacement of fire extinguisher after expiry date.   Maintenance of register for stationary items.  Signing the D.C. before issue of paper to the printers, which has to be countersigned by the technician and AD Printing.  Any other work entrusted from time to time.  

PS - Warehouse man 
:   Receipt of MSS/CRC/Floppies/CDs from Academic Branch.  


Issue of such MSS/CRC copies to the respective Printers as per the directions of the Head, Material Production Branch.  Preservation of all Negatives/ CDs Course-wise and Programme-wise so as to locate them without any difficulty.  He is expected to take care of the whole University properties like Floppies/CDs/Negatives of printing safely.  He is expected to issue whenever the occasion demands for printing.  He is also expected to collect all the University properties from the printers concerned.  He has to issue and certify all the properties received along with a specimen for the purpose of billing.  He is expected to collect the sample course material printed along with the bills otherwise should not accept any such bill for payment.  The warehouse man is also expected to inform to the Head of the branch any difficulty that arises either in issue or storing the University properties safely.  He is also expected to keep the register of the negatives course wise available for reprinting, the negatives requires attention for the revision of course material if any, from time to time.  All the negatives have to be properly preserved and must be in a position to trace out whenever they are required.  Any other job entrusted by the AD/DMP from time to time.

STUDY MATERIAL HOUSE:

JT. DIRECTOR/DY. DIRECTOR/:

ASST. DIRECTOR                  The primary responsibility of JD/DD/AD is to plan the    whole activities of  Study Material House which includes       administrative work,  receipt and dispatch of the course material to the students of all programmes.  The course material has to be planned and arranged well in advance so as to keep the dispatch schedules smoothly, effectively and economically.   The JD/DD/AD is expected to monitor and control day to day events effectively and to plan the whole requirements well in advance, to indent all the requirements without effecting dispatch of the course material of all the years.  He is expected to receive all the letters and mark to the concerned for necessary action.  He is also responsible to inform to the Head of the Branch about the status of the letters received dispatch position from time to time.  The JD/DD/AD is expected to expedite the works speedily and not to keep any file/bills pending for more than 4 to 5 days.  Whenever the course material is received, certification has to be done procedurally starting from the JACT without giving any scope for manipulations/alterations. It is the responsibility of JD/DD/AD to go through all the files carefully and inform the relevant information and their implications to the Head of the Branch.  He is expected to move the relevant file well in advance without impairing  the dispatch schedules.  He has to monitor closely the various activities of the section i.e. Stock receipts, Stock dispatches and file movements.  Any irregularities or lapses noticed in the Section has to be brought to the notice of the Head of the Branch immediately.  It is the responsibility of JD/DD/AD to maintain confidentiality of the Branch and not allow any strangers into the Study Material House without prior information.  The entry into the Study Material House has to be restricted. Taking of photographs or leaking any information outside the University is totally prohibited and the persons responsible are liable to be punished seriously.  No file can be kept pending which will affect the functioning of the section.   All the files have to be processed and send through the Head of the Branch well in advance.   In addition, if situation warrants JD/DD/AD is expected to carry on any emergency work as entrusted by the Head of the Branch.    All the relevant Stock Registers have to be maintained properly and up-dated every year.  The files must be preserved carefully and produced for audit and verification, whenever they are called for.  JD/DD/AD is expected to carry on   the major activities like attending students problems and   dealing with Return Parcels.  He is expected to plan and reply all the correspondence received from the students.  He is expected to attend all the problems of students related to I Yr,  II Yr,  III Yr, PG and Diploma Programmes.  He is also expected to solve all the students problems whoever comes to the Head Office, in consultation with the Director.  He is also expected to see that all the address labels are fed to the computers and maintained properly.  The moment the Return Parcels are received they must be opened and entered in the computer and take out the return parcels print copy and display outside the office.  He is expected to be available during the office hours on all working days and monitor closely the administrative section as well as dispatch section.  

SUPERINTENDENT    :  The Superintendent. is primarily responsible to move files and   supervise the   whole  receipts of course material related to  all the programs of the University. He is responsible for up keeping the Stock Registers of course material, day-to-day administrative activities of the section, attending audit works and monitor the storage and issue of entire course material.  He is responsible to receive the stocks and provide ready information about the stocks that are supplied in the SMH.  He is expected to monitor the day-to-day stock position and indent for short of course material if any well in advance and help in printing the sufficient number of course material and maintain buffer stocks that suits the needs of the university for the whole year.  He is also expected to maintain the registers course wise, programme wise  and display in their respective places where the course material is stored.  He must be in a position to provide the stock position at any point of time without any delay. He is also expected to attend all administrative activities in coordination with the respective JACTs.  He is expected to see that all the bills received must be processed and entered in the concerned stock registers and send back within the reasonable period of 7 days.  No bill in the SMH should be pending for more than a week.  In case any clarification is required, inform to the concerned supplier and see that the bills are sent on time.  He is responsible to maintain the Study Material House and provide basic amenities such as water, fire extinguishers so as to avoid risks.  He has to expedite work from the concerned JACTs to process the files, bills etc. related to their respective seats on time.  He has to receive all the administrative letters marked by the JD/DD/AD and give the return reply or take necessary action.  He is expected to maintain the perfect Stock Registers for the course material and other items in the SMH.                                             He is responsible for the whole dispatch of course material. The course material, issued to the following shall be  accounted for month wise with proper signatures of the officers concerned.  

1. Controller of  Examinations

2. Students 

3. Faculty members of the University

4. Any other indents.  

                                        It is mandatory on the part of  Superintendent whenever course material is issued,  it must be against the indents with proper permission.  To that extent he has to file all such indents, compile, account and present the same to the JD/DD/AD periodically indicating the course material dispatched.  There must be a perfect match between the receipt of course material and issue of course material. Any deviation is noticed he will be personally held responsible for issue of course material.  The students should not be allowed into the SMH and you are expected to make arrangements to issue from outside SMH and collect the books without any interruption to dispatch schedules.  No course material will be issued without proper authentication by the relevant officers including JD/DD/AD.  No  course material shall be issued without  gate pass which has to be   counter signed by the concerned JACT, Superintendent/ AD/DD/JD.  Any deviation is noticed, it will be considered as a serious issue and suitable action will be initiated.    He is expected to plan the dispatch of course material both direct and districts.  He has to collect the sufficient quantity of material to suit the requirements once in a month or a fortnight.  Any other job entrusted by higher ups.  

SMH – JACT-1            : Collecting the Closing Balance available in all Study Centres                         
                              enter  the same as Opening Stock in the Sock  Planning  of     

                                          first year course material for the whole  year, 

                                                                                  assessing the strength particulars from all the study centres                                              

                                                                                  dispatch  the same on time.  The primary responsibility is to

                                          maintain the stock registers, posting the entries periodically   with the stocks   received, issued and closing stock available in the stores for all courses of first year.  The responsibility also lies to settle the advances drawn for the distribution of course material in the study centres as well as the settlement of the bills received for loading course material.  You are required to attend all the queries related to first year material from all corners of the state as well as local study centres.  You are also responsible for corresponding letters to the concerned study centres and taking their requirement and sending books as per their requirement.  You are expected to plan and dispatch first year course material well in advance taking into account the probable uncertainties that arise in the normal course of business.  Since the course material has to be dispatched to the study centres through transportation, you have to undertake the necessary formalities to entrust the transportation work.   Procedurally whatever has to be done routinely, you have to initiate and in case of any problem bring it to the notice of the Head of the Branch. You are expected to see the entire course material is packed and loaded in the vehicles concerned for dispatch.  The necessary letters have to be prepared, kept ready and send to the study centres concerned.  With reference to the twin cities study centres the first year course material has to be dispatched through University vehicles only.  In this connection, necessary arrangements have to be made so as to send the material to the local study centres in the month of May itself.   Hence steps have to be initiated well in advance.  All the files related to I year have to be initiated by you only.  All the settlement/ advances must be done in the same financial year.  You are expected to take care of all administrative and typing work independently.  Do attend  all the problems related to first year. Do not to keep any work pending for more than a week.  You are expected to respond all letters within 2 or 3 days effectively.  You are expected to work in close association with other colleagues who are incharge for II year, III year and PG  Programme.  Since it is a team work, all are expected to work together collectively and complete total dispatch work on time.  You must do computer work of 1st year independently and generate the required forms.  You must assess the needs of all study centres from time to time.  All the DCs related to first year must be signed by you.  You have  to enter in Stock  Register and settle all  the bills.

SMH- JACT-2            : The first and foremost job is to post the opening balance of 

                                      course material of UG in the respective ledgers.  Subsequently        receiving the course material from the printers, physically count and enter in the stock register immediately.  Every DC has to be signed by you followed by Supdt. and JD/DD/AD. The primary responsibility is to receive the address labels along with the docket and issue the books for dispatch.  Any deviation related to address labels or docket or any lapse may be informed immediately to the Head of the Branch through JD/DD/AD.  You are expected to keep the stock registers up to date and make the required opening and closing entries at the beginning and end of every year.  You must be in a position to give stock position at any given time without any delay.  In this connection,  you have to maintain all the relevant stock registers.  The Stock Registers have to be closed at the end of every year.  The moment address labels are received,  you are expected to enter  the same in the computer date-wise.  Feed to the computer all the dispatches day-wise.  You are required to prepare a list of dispatches day, date wise and display the same outside the office for the benefit of the students.  Regarding return parcels once you receive return parcels immediately, it has to be fed to the computer and a list of Return Parcels must be displayed in the office from time to time.  All the correspondence related to the second year has to be dealt individually.  You are required to attend to all the problems of the students of second year either telephonically or in person.  In addition, you are also required to respond all the complaints received in the form of letters.  All the bills related to course material must be sent within a week time after proper verification on entering in the stock registers.  Every Delivery Challan  shall be signed properly.  No alterations are allowed in DC.  In case of any deviation,  it has to be informed to the concerned officers.  Since it is a team work all are expected to work together collectively and complete total dispatch work on time.   Computer works have to be attended independently.  You have to assess course material requirement and inform well in advance to take necessary action.  Maintain a separate Register for indents, handwritten stickers and not fed cases. 

SMH- JACT-3:
The first and foremost job is to post the opening balance of 


course material of UG in the respective ledgers.  Subsequently, receiving the Course Material from the printers, physically collect and enter in stock register immediately.  Every DC has to be signed by you followed by Supdt. and JD/DD/AD.  In addition to receipt and issue of course material the routine administrative activities like processing the files, settling the bills etc. have to handled independently. You are expected to keep proper Stock  Registers for all the courses of III  year and up date from time to time.  You have to  receive the course material of III year and see that they are positioned in the appropriate place and sign delivery challan after physical verification. You have to feed the total address labels received from Student Services to the computer on the same day.  Unless you feed the address labels in the computer, it is not possible to enter the return parcels.  Hence, immediately as soon as you receive address labels you have to feed to the computer with Express Parcel Post Numbers.  Whenever return parcels are received, it has to be attended immediately and the same has to be fed to the computer. The list showing the dispatch of course material and return parcel separately must be displayed in the office for the benefit of students.  You are expected to respond all queries that arise in the supply of  3rd year course material to the students  either in person or through EPP.  You have  to take a note of all the complaints over telephone as well as letter and see that  the problems are solved within no time.  In case of any difficulty you have to inform to the Head of the Branch for necessary action.  You are also required to display the Bin Card indicating the Opening Balance, receipts and dispatches from time to time. Since it is a team work all are expected to work together collectively and complete total dispatch work on time.  You have to assess the course material status from time-to –time and inform shortages, if any.  Maintain a separate Register for indents, hand written stickers and not fed cases. 

SMH- JACT-4:  
The first and foremost job is to enter the opening balance of 

                        

 Course material of PG in the respective ledgers.  Subsequently

                                        receiving the course material from the printers, physically count and enter in the stock register immediately. Every DC has to be signed by you followed by Supdt. and JD/DD/AD. All the course material related to PG Programmes, Diploma programmes, PG Diploma Programmes will be under your custody.  You have to receive course material, plan   the dispatch of course material smoothly.   The course     material of PG Programmes is highly expensive.  Hence, you have to exercise utmost care in safeguarding the material from all sorts of risks.   On receipt of course material, place in right place and preserve them carefully to take out for issue whenever the situation warrants.  You have to receive the address labels from SSB, verify the labels and dispatch the same as per the schedules.  You are also required to maintain the stock registers, update the Stock Registers and display Bin cards.  All the problems related to PG Programmes have to be handled independently.  Any administrative file that is required has to be initiated by you.  All the dispatches and return parcel must be fed to the computer take out the lists and display them in the office for the benefit of students.  Since it is a  team work, all are expected to work together  collectively and complete total dispatch work on time.  Any other assignment entrusted by higher authorities.  Maintain a separate Register for indents, handwritten stickers and not fed cases. 

SMH-                                

Smt.                                  SMH- JACT-5         :    Handling the students problems, providing the required 
                           

  
information about the return parcels, exchange of books and answering the students queries in the form of letters and over the phone.  Maintaining proper record keeping for the return parcels.   Issue the books on justification in consultation with the Supdt. /JD/DD/AD.  Issue of gate passes on proper verification of the case. A separate register must be maintained for the purpose.  It is expected that the total number of return parcels  received by the SMH have to be counted physically entered in the appropriate Register thereafter shifted to the godwon and inform the same to the Head of the Branch from time to time,  besides, handling of mail, transferring the letters to the concerned. There must be proper record maintenance for Inward and Outward letters.  
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