DR.B.R.AMBEDKAR OPEN UNIVERSITY 

STUDENT SERVICES BRANCH

Road No.46, Jubilee Hills, Hyderabad – 500 033
Sub:-
SSB – Admn – Allocation of  Unit Wise Work Norms -  Regarding.
***

Unit-I shall be responsible for discharging functions/responsibilities relating to the following items of work and maintenance/upkeep of records/files/data/registers etc.. including correspondence  with RCCs/Study Centres/other organizations/other branches  as required from time to time.

1 Admissions into UG/PG/Diploma/Certificate programmes including issue of notifications.

2 ET/Direct admissions related arrangements

3 Lateral Entry  of admissions

4 Single Subject admissions

5 General correspondence related to various academic programmes  offered.

6 Launching   new Academic Programmes offered in coordination with the Academic Branch/collaboration with other institutions for organizing Academic Programmes
7 Arranging  printing and distribution of UG/PG/Diploma/Certificate  Programme   application cum prospectuses  for sale by following  Academic Calendar.

8 Printing of Course material coordinating with the Academic and Material production Branches.
9 Processing  UG I year admission CDS forms including maintenance of student personnel files, Nominal Rolls, Admission Registers etc… These records/files shall be updated as required – Study Centre wise, Social Status wise.

10 Reconciliation of admission details with the Fee received in the form necessary for Audit purposes.

11 Corrections/updation of student data in consultation with the Computer Cell including verification of student CDS forms, check list etc.. replying to student enquires.
12 Contact-cum-Counseling Classes Scheduling/Monitoring in coordination with Unit-II and Unit-III.

13 Items of work concerned with change of address/Study Centre/issue of ID cards etc. pertinent to UG I year/ Direct Admissions/Single Subject admissions.
14 Drawal/settlement of advances and  moving  proposals for financial sanctions for the Unit through Dy.Registrar(SS) of Administration/ Accounts.

15 Any other  work connected with the items of work mentioned above.
16 Any other work assigned by the Director(SS)/any other competent authority from time to time.  
Unit – II shall be responsible for discharging functions/responsibilities relating to following items of work and maintenance/upkeep of records/files/registers including correspondence with  RCCs/Study Centres/other organization/other branches of the University   as required from time to time.

1 Timely correspondence with the RCCs/Study Centres relating to UG-II and UG-III years.

2 Maintenance/upkeep of student CDS files including monitoring of optional choosing/change of subjects/study centre change during II and III year.

3 Arranging/coordinating printing work of the Unit.

4 Procuring   UG II year/UG III year CDS forms distribution to study centres  including maintenance of Student personnel files/ARLs/Admission Registers.

5 Reconciliation of student related details  with the fee received study centre wise/social status wise.
6 Corrections/updation of student data  in coordination with computer cell(Verification of CDS forms/Check list etc..)

7 Replying to student enquiries.

8 Items of work connected with change of address/Study centre/Subjects/issue of ID cards  pertinent to UG-II/UG-III year.

9 Contact-cum-Counseling classes scheduling/monitoring in coordination with Unit-I and Unit-III
10 Student Fee intimation correspondence/dispatch arrangements timely.
11 Scheduling and conduct of science practicals in consultation with Director(Academic)/Dean, Faculty of Sciences/Heads of the Departments(Science)/Heads of Study Centres.

12 Drawal/settlement of advances and  moving proposals for financial sections for the Unit through Dy.Registrar(SS) of Administration/Accounts also maintain all records for audit purposes .

13 Any other work connected with the items of work mentioned above.

14 Any other work assigned by the Director(SS) and other officers competent to assign from time to time.

Unit – III shall be responsible for discharging functions/responsibilities relating to following items of work and maintenance/upkeep of records/files/registers including correspondence with RCCs/Study Centres/other organizations/other branches of the University as required from time to time.

1 Processing of Admission details of the students of PG/Diploma/Certificate Programmes.

2 General correspondence of the Unit.

3 Launching new academic programmes/arranging of printing  and dispatch of PG assignments etc..

4 Upkeep/updation of student personnel files/NRs/Admission registers  study centre wise/social status wise.

5 Arranging contact-cum-Counseling classes scheduling/ monitoring.

6 Conduct of winter Schools/Summer schools.

7 Replying to student enquiries.

8 Reconciliation of admissions details with the fee received in the form necessary for audit purposes.
9 Corrections/updation of student data  in coordination with computer cell including Verification of CDS forms/Check list etc…

10 Assignments  dispatch/receipt and all other works in this regard coordinating with Director(Academic)/DMP/COE/ RCCs/Study Centres.

11  Items of work connected with change of address/Study centre/Subjects/issue of ID cards pertinent PG/Diploma/Certificate Programmes.

12 Liaison with other collaborating agencies in offering academic programmes.

13 Drawal/settlement of advances including moving  proposals for financial sanction  for the Unit through Dy.Registrar(SS) of Administration/Accounts.

14 Any other work connected with the items of work mentioned above.

15 Any other work assigned by the Director(SS) and other officers competent to assign from time to time.

Unit – IV shall be responsible for discharging functions/responsibilities relating to following items of work and maintenance/upkeep of  records/files/registers including correspondence with RCCs/Study Centres/other organization/other branches of the University as required from time to time.

1 Monitoring/Supervision of functioning of RCCs/Study Centres including day to day correspondence as required and conduct of meetings with RCCs/Study Centres.
2 Establishment of new study centre as also for starting new course, medium etc..
3 Appointment of part-time staff including counselors/Co-ordinators/Asst.Co-ordinators.

4 Payment of remuneration to all the categories of staff of RCCs/Study Centres after due verification of bills.

5 Payment of Rent/Water/Electricity charges to RCCs/Study Centres.

6 Providing necessary infrastructure facilities like furniture/Equipments etc.. to  RCCs/Study Centres.

7  Maintenance/upkeep of all the records/files/bills/aquittances   related to the Study Centres, Counselors/Co-ordinators/other staff of the study centres including other  financial transactions as required.
8 Updating lists of counselors/Co-Ordinators/staff study centre wise/RCCs.

9 Upkeep of all the data pertinent to Study Centres such as addresses/duties of the Staff.

10 Drawal/settlement of advances including moving  proposals for financial sanction  for the Unit through Dy.Registrar(SS) of Administrations/Accounts.

11 Any other work connected with the items of work mentioned above.

12 Any other work assigned by the Director/Joint Director/any other officer   competent  from time to time.

Unit – V shall be responsible for discharging functions/ responsibilities relating to following items of work and maintenance/upkeep of  records/files/registers including correspondence with RCCs/Study Centres/other organizations/other branches of the University as required from time to time.

1 All the Administration related activities/functions including Attendance/Leaves/Timings/Holiday turn  duties including maintenance of files/Registers/Records  as required.

2 Diarise  and distribute   daily correspondence/tappal to various units of the Branch.

3 All the financial transactions of the branch routed through the Unit-V by respective units of the branch. The Unit however maintain records of all financial transactions systematically   under its safe custody.
4 Demand Drafts/Cheques/other financial instruments received from postal department pertaining to tuition fee/lab fee/late fee etc.. are deposited in the bank in time duly maintaining  daily cash register/ledger account.
5 Reconciliation of  all the revenue receipts of the branch   study centre wise/item wise/programme wise and furnish the details of transactions as required by the University.

6 Correspondence/liaison with Department of Posts, Banks, other financial institutions etc..

7 Preparation of indents for stationery items/other requirements of furniture etc.. and maintenance of stock registers/stock verification.

8 Postage/service stamps/franking A/c./courier services.

9 Imprest cash drawal and settlement of account.

10 Drawl and settlement of advances including maintenance of Registers/Files.

11 Maintenance of central file indexing/inward/outward correspondence registers/contingent Bill (Advance/ Settlement) Registers.
12 Providing all types of information to administration/Finance branches.
13 Scholarships to Students(SC/ST/Disabled) including correspondence with the agencies/departments concerned.
14 Creation and forwarding FDRs to Finance branch relating the revenue receipts of tuition fee and other fee  from time to time

15 Preparation of annual budget/accounts. Maintenance/reconciliation of SSB Bank A/c.
16 Replies to Audit  objections/LAQs etc..

17 Salaries/Wages, Advances, Buss Pass reimbursement drawal and disbursement.

18 Circulars/Administration orders issue/circulation etc..

19 RISO and Xerox  machine maintenance.

20 Daily dispatch of various correspondence of the branch.

21 Supervising  the functioning of the Learners information counter including monitoring of cash receipts.
22 Any other  work connected with the items of work mentioned above.

23 Any other work assigned by the Director/and any competent  authority  from time to time.

Unit-VI shall be responsible for discharging functions/responsibilities relating to following items of work and maintenance/upkeep of records/files/data/registers  including correspondence  with RCCs/Study Centres/other organizations/other branches  as required from time to time.

1 Maintenance/upkeep of old records/student files/registers etc…

2 After due verification of student details issues – Transfer Certificates/ID cards/ No dues certificates and no dues  for obtaining provisional/other certificates as necessary.

3 Processing the Re-admissions into various programmes including maintenance of records/files.

4 Preparation and maintenance of Readmission/Admission Register/Transfer Certificate issue register/return register etc.. including maintaining data in CD/DVD on backup measure regularly.

5 Arranging/coordinating printing  work of the Unit.

6 Reconciliation of student related details with Fee received.

7 Drawal/settlement of advances and  moving  proposals for financial sanctions for the Unit through Asst.Director(SS)/Dy.Registrar(SS) of Administration &  Accounts and also maintains all records for audit purposes.

8 Corrections/Updation of student data in coordination with Controller of Examinations/Director,Material production/Incharge Computer Centre.

9 Replying to student enquiries and also replying any representation  received from backlog students/clearing the representations received through post  for issuing Transfer Certicates/Identity Cards/Provisional Certificate etc.. without delay.

10 Arranging/organizing student records(old Batches) year wise/recording details/transactions done day to day.

11 Any other work connected with the items of work mentioned above.

12 Any other work assigned by the Asst.Director(SS)/Director(SS)/ any other officer competent from time to time.

Unit – VII shall be responsible for discharging functions/responsibilities relating to following items of work and maintenance/upkeep of  records/files/registers including correspondence with  RCCs/Study Centres/other organization/other branches of the University as required from time to time

1 The Unit VII shall work in close coordination with the Unit-I, Unit-II, Unit-III, Unit-V and Unit-VI on day to day basis.
2 Arrange for Scanning, Data Entry, Validation and Updation of Student related data.

3 Update the Student details.

4 Create data back up regularly and shall keep the same under safe custody.

5 Arrange for timely maintenance of equipment in the computer cell in coordination with DMP/Computer Centre.
6 Provide various types information/data/check list/NRs, Strength, Fee particulars including arranging address labels to DMP/SSB Units.
7 Coordinate with student Record Section, other Units of SSB in effecting changes in Study centres/Optionals/Address for systematic and speedy updation of student files on time.
Director Peshi shall be responsible for discharging functions/responsibilities relating to following items of work and maintenance/upkeep of  records/files/registers including correspondence with  RCCs/Study Centres/other organizations/other branches  as required from time to time.

1 Receive/dispatch correspondence to various units of the branch.

2 Coordinate meetings organized by the Units/Sections of SSB.

3 Documentation of important/Policy decisions/University orders.

4 Telephone bills  processing/ payment.

5 Collection and compilation all the statistical data relating to students/Programmes/Study Centres etc..

6 Maintenance of the records of drawal /settlement  of advances by the Director(SS) including monitoring timely settlement in coordination with different Units of SSB.
7 Monitoring time bound activities/works/information supply by different Units.

8 Files  movement through the peshi including replies to important correspondence with students by the Units/ other branches/other organizations/RCCs/Study Centres.
9 Any other work connected with the item of work mentioned  above.

10 Any other work assigned by the Director(SS)/any other officer competent to assign from time to time.
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