Student Services Branch(SSB)

Organization Structure of the Student Services Branch
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Director


Student Services





Guidance, Coordination and monitoring of Branch Activities.





   UNIT I	


Policy and    developmental Services


Unit officer:


Joint director/deputy director





UNIT II


Lerner Registration





Unit officer:


Joint director/deputy director








UNIT III


Lerner records and Services





Unit officer:


Joint director/deputy director





UNIT IV


Management of Regional Co- 


Ordination Centers and Study centers.


Unit officer:


Joint director/deputy director








UNIT V


Finance and administration





Unit officer:


Joint director/deputy director








�	Policy, planning and the  


      Approach towards the 


      Student services


�	Preparation of the 


     Academic calendar for      


     Student services


�	Activity calendar for the 


      Staff of the Student      


      Services


�	Starting of new study 


      Centers.


�	Liaison with other 


     Branches and other 


     Agencies.


�	Computer services for 


     Student services


�	Professional development


     of  Staff.


� Learner needs assessment.


�	Parameters of quality 


      Student services


�	Information services.


�	Any other entrusted 


        Activity.





 


      





�	 Design and development 


       of the Prospectus and the 


       Application form.


�	 Production and printing of 


       The prospectuses and the 


      Application forms.


�	 Preparation of the


      Admission notification and 


      Advertisements.


�	 Sale of Prospectuses and 


      Application forms.


�	 Audition to all 


       Programmers.


�	 Re-Registration.


�	 Re-Admission.


�	 Admission data.


�	 SC/ST Student data.


�	 Transfer of tuition fee and 


       Others, if any.


�	 Assessment of learning  


      Material requirements.


�	  Any other entrusted 


        Activity.











�	Preparation of the tuition  


      Fee intimation letters and


      Schedules for print order.


�	Planning the processes 


      And schedules for the   


      Bulk dispatch of letters,


      Fee receipts /CDS   


     (Computer data sheet)


�	 Issue of ID cards.


�	Coordination with the 


       Director Material  


       Production for the 


       Dispatch of course 


       Materials.


�	 Changes and recordings


       Of:


 Study centers.


Optional subjects.


MIL / Medium.


Loss of ID Cards.


Loss of Bonafide 


    Certificates.


�	 Issue of Certificates and 


      TC’s.


�	 Maintenance of student 


        Records by networking 


       With the registration unit.


�	 Any other entrusted 


        Activity.








� Management of the 


     Regional coordination 


     Centers and Study centers.


�  Infrastructure provision


     And maintenance at the 


     Regional coordination 


     Centers and study centers.


� Appointment of staff for the    


    Regional coordination 


    Centers and study centers


� Appointment of academic 


    Councilors.


� Learner induction Program.


�  Organization of Academic 


     Counseling.


� Organization of special 


    Support services to 


    Professional programmers.


� Organization of payments 


    To the concerned personnel 


    For the various activities at 


    The centers and study 


    Centers.


�  Forwarding the SC/ST 


    Scholarship forms to the 


    Concerned agencies.


�  Any other entrusted 


     Activity.





�	Budget preparation and 


      Budget control.





�	Establishment matters 


       Related to the student 


       Services staff.


�	Financial administration 


      With reference to 


      Accounting income from:


 Prospectus sale.


Tuition fee.


Miscellaneous income.


Reconciliation.


�	Planning and indenting of


      The required stationery 


      And furniture.


�	Maintenance of inward 


     And outward records.


�	Attending to audit objects.


�	Any other entrusted 


        Activity.
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