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PEEE

IR 101 35 13181 2039/ .36.8%/AMRI-9 T.23/3/2039 TAR TS RT Ug G HIUAN SMches Wi IS e 3¥1e3 TRl UG Tdl Beicd g SIaIaaT=l

3. . ESCEIC] IR | 37U JIRE BT WS BRIRAN/2RT f&.32/2/2029 RISiT=dT 34
BIEIRI| FRrotarsmT e B
DRIGYT ANREU AT UgTd A1d
9 R 3 8 4 & 9
e-3 (TR3)
9 3T, PR S,ST, | a)B, LV Duties assigned by the Director, The work is performed mainly inside. 3T T Y 31562 NS
e aler W, MF, | b)D,HH assisting the Director. They serve Occasional touring is required. Working S ENEIRER FCHGECTIR)
HS® RwW, c) OA, OL, in various capacities in the condition is usually claim and quiet. The | 3I&I& BT CEARERERI

SE,C | BL,OAL, CP, | Government. They assist in and/or | worker plans his work alone. Incumbent HIRITSITT UG IR} ST
LC, Dw, AAV execute various plans, policies of | should be considered with appropriate | 3THITH AEdTATH® IT UG

d) Ml the Govt. in general, and their software, aids& appliances as per ?'ﬂ'ﬂ[w IERARESIRG] AN
e) MD dept. in particular, may supervise needs D, Ml 97T HRUGTT TATIT HRoIT A
involving (a) to | actual execution of different plans, 3.

(d) above schemes etc. by the various units

of the office and co- ordinate their
work. May provide the necessary
inputs for the efficient running and
expansion of the dept. May
laydown policy and prepare plan
schemes including cost analysis
for expansion and/or continuation
of the Department or particular
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units of the dept. May do analysis
and prepare annual, quarterly
reports on the functioning and
efficiency of the Department for
the information of public press and
the parliament. They also answer
queries from the public press and
the Parliament. May prepare
advertisement material for
notifying vacancies etc. in the
press. May arrange and/or attend
departmental meetings. Guide on
purchase and control rules,
purchase and supply of
equipmentes machineries and
provision, stationery etc., Award
contracts Insurance, Dealing with
agents, Uses computers, work in
office.
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uf3reromet S, ST, a) B, LV b) D, | Administrating the institutions, The work is mostly performed inside in FISEARLRIRIS) 31.h.5 ERI)
SERIZIRIES W, MF, | HHc) OA, BA, | monitoring, and day-to-day well lighted rooms. The worker usually D AT D (d.) UGTaNTe
RwW, OL, BL, OAL, | functioning of the institutions. does his work alone. It does not involve | &csI= f3TeTomeft SUIAZGIR /
SE,C BLOA, BLA, They advise the Head of the Dept. | any hazard. Incumbent should be leaq,do\lilv&l CEARSRSRLL
CP, LC, Dw, | on all matters of policy and considered with appropriate software, TS AT HIATSATT UG IR
AAV, MDy d) | administration. Scrutinize aids & appliances as per needs.D, Ml NISESERINESE R E
Mle) MD proposals for expansion of IR KEIGEZCIARIREICIRGID
involving(a) to | administrative staff, renting or Pohes i aReTo [N
(d) above purchasing of buildings, furniture TR I HRUATT A 3MTR.
& other office equipment.
Coordinate activities of various
units of the office. Decide the
disciplinary action to be taken
against staff as per Rules and
Regulations laid down by the
Dept. of Personnel and make
policy decisions in the matter of
administration. Implement policies
of the Govt. May function as Head
of the Office.
TS-37 (<)
ﬂﬁl—d, S, ST, a) B, LV b) D, | Administrating the institutions, The work is mostly performed inside in 3T ORI 91356 aXIS
PIaTey fadrT W, MF, | HHc) OA, BA, | monitoring, and day-to-day well lighted rooms. The worker usually BT HATerdh(dl.) SHGNIY)
gRel des RwW, OL, BL, OAL, | functioning of the institutions. does his work alone. It does not involve | SgcsI= f3TeTomeft SIIGIR /
SE, C BLOA, BLA, | They advise the Head of the Dept. | any hazard. Incumbent should be Tfqa, wizred fasr ae
CP, LC, Dw, | on all matters of policy and considered with appropriate software, TS AT HIATSATT UG e
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AAV, MDy d) | administration. Scrutinize aids & appliances as per needs.D, Ml NITA AT 2T h
Mle) MD proposals for expansion of ERES] ATAD(T.) IT IGTST B

involving(a) to | administrative staff, renting or Pohes i 3ReETo AN
(d) above purchasing of buildings, furniture TRATIId HRUATT AT 3R

& other office equipment.
Coordinate activities of various
units of the office. Decide the
disciplinary action to be taken
against staff as per Rules and
Regulations laid down by the
Dept. of Personnel and make
policy decisions in the matter of
administration. Implement policies

of the Govt. May function as Head

of the Office.
M-I () ()

b ﬁRQr&TCB, S, ST, a) B, LV Db)D, They identify training needs, plan, | The work is performed mostly inside. 3T RIS 3150 TS
Faary 31e1or 4 BN, MF, | HH c) OA, OL, | formulate and execute institutional | The work place inside is well lighted Ty 31(h) YT fRIeTh/
uf3refor RW, BL, CP, LC, and or on the jobs in service The work in general organizations does GET.FI%[&TU]TQ?IW @/

SE, H, Dw, AAV d) training programs within the frame | not involve any hazards. Incumbents to | TdATId / e fiare /
C SLD, Ml e) MD work of policies of the be considered with appropriate THAS qAT TETH AT g
involving (a) to | organizations/Department Aimed | software and other appliances support. Had g NEIECIRIRCALIIC)

(d) above at improving personnel efficiency | Appropriate aids & appliances to be IO Y ARY AT, T -
and out-put Advise and assist in | used as per needs. 3 (b) IT YaTH ?fﬂ"lﬁvﬁ?\f
development of syllabi programs, e STReEToT 1Y HRvaT

training materials /aids Study TRATTAI HRUYT I 3TTR.

policies, procedures, instruments
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and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area
of training, advice on

yf3reromeff
AGNR (9)

S, ST,
BN, MF,
RW,
SE, H,

a)B,LVb)D,
HH c) OA, OL,
BL, CP, LC,
Dw, AAV d)
SLD, Ml e) MD
involving (a) to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service
training programs within the frame
work of policies of the
organizations/Department Aimed
at improving personnel efficiency
and out-put Advise and assist in
development of syllabi programs,
training materials /aids Study
policies, procedures, instruments
and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area
of training, advice on

The work is performed mostly inside.
The work place inside is well lighted
The work in general organizations does
not involve any hazards. Incumbents to
be considered with appropriate
software and other appliances support.
Appropriate aids & appliances to be
used as per needs.

3T RIS 81.8.0 WIS
YT 31() TaTyHTo flerd/
w1 uferonedt IgrR @)/
EARATAD / URIeT FRi=® /
THAS qAT TeTH AT g
Cbcicqa\flql@ldl%ll, HTHIT
Y HINY 3T T, Hl‘dlej -
3 () IT UG BT hohed
feregiT STRE v STy BRI
YT HROATT A 37R.
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IRUD, S, ST, a) B, LV Db)D, They identify training needs, plan, | The work is performed mostly inside. 3T ORI S *1.56.0 WIS
I3 fRTof BN, MF, | HH c) OA, OL, | formulate and execute institutional | The work place inside is well lighted PICIR] 31(h) USTHHTUT IBNGETS
UIgdh RwW, BL, CP, LC, and or on the jobs in service The work in general organizations does W.ﬂﬁ[&@ﬂﬁw @/
SE, H, Dw, AAV d) training programs within the frame | not involve any hazards. Incumbents to | Id¥ITIH / et e /
C SLD, Ml e) MD work of policies of the be considered with appropriate HAS AT AfeTH IT UaTT
involving (a) to | organizations/Department Aimed | software and other appliances support. Had d ST QTT, hTHT
(d) above at improving personnel efficiency | Appropriate aids & appliances to be oY ARY T, oy -
and out-put Advise and assist in | used as per needs. 3T (b) WWWW
development of syllabi programs, ICRAREIRG] Fﬂﬁ[ﬂv_@?ﬂﬁ
training materials /aids Study TR HRUAT A 3N,
policies, procedures, instruments
and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area
of training, advice on
LRyt ﬁr?flsl—cﬁ, S, ST, a)B,LVDb)D, They identify training needs, plan, | The work is performed mostly inside. 3 ORI 31.6.0 aXTS
HEIRTSE T BN, MF, | HH c) OA, OL, | formulate and execute institutional | The work place inside is well lighted AT 3{(h) USTHHTUI e/
P fabT RW, BL, CP, LC, and or on the jobs in service The work in general organizations does W.ﬂﬁfﬁm?ﬁw @/
R FSD SE, H, Dw, AAV d) training programs within the frame | not involve any hazards. Incumbents to | IS / R = /
C SLD, Ml e€) MD work of policies of the be considered with appropriate FJHAS AT 1feTH IT UeTT
involving (a) to | organizations/Department Aimed | software and other appliances support. Had q NEIECIRINCARLIIC)
(d) above at improving personnel efficiency | Appropriate aids & appliances to be NPT IRY T ITH, e -

and out-put Advise and assist in
development of syllabi programs,

used as per needs.

31 (@) IT UG BT Fo3e
[T STRETVT ST HRUAT
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training materials /aids Study
policies, procedures, instruments
and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area
of training, advice on

TRETIId BHRUATT A IR,

AELSEREI S,ST, | a)B,LVb)D, | They identify training needs, plan, | The work is performed mostly inside. 3T oIl 8169 s
areflera, BN, MF, | HH c) OA, OL, | formulate and execute institutional | The work place inside is well lighted AT 3H(h) USTIHIUIT e/
IMNTDII RwW, BL, CP, LC, and or on the jobs in service The work in general organizations does W.ﬂ%ﬁd’”ﬂﬁw @/
THH T fAeTsy SE, H, Dw, AAV d) training programs within the frame | not involve any hazards. Incumbents to | TdATIH / e fiare /

C SLD, Ml e) MD work of policies of the be considered with appropriate FHAS AT AfAeTH IT UaT
involving (a) to | organizations/Department Aimed | software and other appliances support. Had g NEIECIRIRCALIIC)
(d) above at improving personnel efficiency | Appropriate aids & appliances to be ¥ Y IRY YT, e -

and out-put Advise and assist in
development of syllabi programs,
training materials /aids Study
policies, procedures, instruments
and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area

of training, advice on

used as per needs.

3 () IT UG BT hohed
eI 3RETT 1Y HRUIT

T BT A 3R,
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TS (P) (31<)
R 37 TesT S, ST, a) B, LV b) D, | Duties assigned by the Director, The work is performed mainly inside. ISR AR MPIIE] 31.¢h.9Y R[]
FqTy fIreror g W,MF, | HHc) OA, BA, | assisting the director. They serve Occasional touring is required. Working | 9€€dh ITC €(371.) IT JETIHTOT
Tf31e70T AfTHRY RwW, OL,BL, OAL, | invarious capacities in the condition is usually calm and quiet. The | 34 Rrcer aar Brefor g
(31 SE, C CP,LC, Dw, Government. They assist in and/or worker plans his work alone. No yf3retor STW(GFIT.)/ 3Y
AAV,MDyd) execute various plans, policies of hazards are involved. Mobility should fra 31 el dad 9
Mle) MD the Govt. In general, and their not be restricted. Incumbent should be | SIS, BTHTH HHU HIRY

involving(a) to | dept. In particular, may supervise considered with appropriate software, | JIHcd £|, Uded I 9 (31<.) AT

(d) above actual execution of different plans, aids& appliances as per needs D, Ml QTel o] dheh o) feagim
schemes etc. by the various units ERCS] STREIVT 31T ERSIIECIERURIN

of the office and co- ordinate their I 3MTR.
work. May provide the necessary

inputs for the efficient running and
expansion of the dept. May
laydown policy and prepare plan
schemes including cost analysis
for expansion and/or continuation
of the Department or particular
units of the dept. May do analysis
and prepare annual, quarterly
reports on the functioning and
efficiency of the Department for
the information of public press and
the parliament. They also answer
queries from the public press and
the Parliament. May prepare
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advertisement material for
notifying vacancies etc. in the
press. May arrange and/or attend
departmental, departmental
meetings. Guidance on purchase
and control rules, Purchase and
supply of equipmentes
machineries and provision,
stationery etc., Award contracts
Insurance, Dealing with agents,
Uses computers, works in office.

90 B‘qﬂﬁ!—d, S, ST, a) B, LV b) D, | Duties assigned by the Director, The work is performed mainly inside. RINEARMEIRIS] 31.%.94 WIS
HERTSE 315 W,MF, | HHc) OA, BA, | assisting the director. They serve | Occasional touring is required. Working | T8€Ie 7T §(3Td1.) IT ISTIHTOT
P fadT RW, OL,BL, OAL, | invarious capacities in the condition is usually calm and quiet. The | 84 Nregr uaam Rrevr g
qleTT He s SE, C CP,LC, Dw, Government. They assist in and/or worker plans his work alone. No uf3reror 31'@{377'@(31?11)/ 3U

AAV,MDyd) execute various plans, policies of hazards are involved. Mobility should afera a1 e dad 9
Mle) MD the Govt. In general, and their not be restricted. Incumbent should be | SIFTEQTT, DTHTH O JRY
involving(a) to | dept. In particular, may supervise considered with appropriate software, AT, YdeIH e § (@71, T
(d) above actual execution of different plans, aids& appliances as per needs D, Ml STAT ST Do) feeim

schemes etc. by the various units
of the office and co- ordinate their
work. May provide the necessary
inputs for the efficient running and
expansion of the dept. May
laydown policy and prepare plan
schemes including cost analysis

for expansion and/or continuation

CRCS]

[

STRETVT 3T TR I HROAT

I 3TE.
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of the Department or particular
units of the dept. May do analysis
and prepare annual, quarterly
reports on the functioning and
efficiency of the Department for
the information of public press and
the parliament. They also answer
queries from the public press and
the Parliament. May prepare
advertisement material for
notifying vacancies etc. in the
press. May arrange and/or attend
departmental, departmental
meetings. Guidance on purchase
and control rules, Purchase and
supply of equipmentes
machineries and provision,
stationery etc., Award contracts
Insurance, Dealing with agents,
Uses computers, works in office.

MC-9 (<)

99 Ittt S, ST, a) B, LV b) D, | They identify training needs, plan, | The work is performed mostly inside. 3T ORIl 31.6.93 WIS
ﬂﬁﬁ%, BN, MF, | HH c) OA, OL, | formulate and execute institutional | The work place inside is well lighted U e q(d.) YSTYHTO
FISEIRISE] RW, BL, CP, LC, and or on the jobs in service The work in general organizations does STITInT 3refierds /

AT S 2T SE, H, Dw, AAV d) training programs within the frame | not involve any hazards. Incumbents to g1 af3reromeft NgHR AT
C SLD, Ml e) MD | work of policies of the be considered with appropriate g A 9 SEICCIRIR

involving (a) to

organizations/Department Aimed

software and other appliances support.

DTHIH XY HIRY 3T,
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(d) above

at improving personnel efficiency
and out-put Advise and assist in
development of syllabi programs,
training materials /aids Study
policies, procedures, instruments
and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area
of training, advice on appropriate
training activity, assist evaluation
of trainees, as also training
program. May correspond with
concerned agencies, offices,
organizations, .May maintain
related statistics, conduct written/
practical tests and prepare reports
thereon.

Appropriate aids & appliances to be
used as per needs.

e TE §(<T.) AT IS S
Pl e SIRE S
HRUYT IR HROIT A

e,

R

uf3eromelf

S, ST,
BN, MF,
RW,
SE, H,

a)B, LV b)D,
HH c) OA, OL,
BL, CP, LC,
Dw, AAV d)
SLD, Ml €) MD
involving (a) to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service
training programs within the frame
work of policies of the
organizations/Department Aimed
at improving personnel efficiency

The work is performed mostly inside.
The work place inside is well lighted

The work in general organizations does
not involve any hazards. Incumbents to

be considered with appropriate

software and other appliances support.

Appropriate aids & appliances to be

3T ORI @1.55.92 aXI
YT 1€ §(dT.) ST
JMIRTDT Nefieras /
Te1.ulRteoneft IgrR A
qgied] Bl 9 SIEEGTT,
DTHTI Y HIRY AH YT,
YTeT T () AT ISTH BT,
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and out-put Advise and assist in
development of syllabi programs,
training materials /aids Study
policies, procedures, instruments
and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area
of training, advice on appropriate
training activity, assist evaluation
of trainees, as also training
program. May correspond with
concerned agencies, offices,
organizations, .May maintain
related statistics, conduct written/
practical tests and prepare reports
thereon.

used as per needs.

hSS foaT JRETOT ST
HRUYT YRATTAT BRI A

e,

79 39 UdT 9%
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of the office and co- ordinate their
work. May provide the necessary
inputs for the efficient running and
expansion of the dept. May
laydown policy and prepare plan
schemes including cost analysis
for expansion and/or continuation
of the Department or particular
units of the dept. May do analysis
and prepare annual, quarterly
reports on the functioning and
efficiency of the Department for
the information of public press and
the parliament. They also answer
queries from the public press and
the Parliament. May prepare

advertisement material for

[

Mc-9 (31<)
93 IS Arad S, ST, a) B, LV b) D, | Duties assigned by the Director, The work is performed mainly inside. IS ARG 31.¢h.9Y RG]

(37, W,MF, | HHc) OA, BA, | assisting the director. They serve Occasional touring is required. Working | 9€€d TS €(37<1.) PHEN[Y]

He NS TS RW, OL,BL, OAL, | invarious capacities in the condition are usually calm and quiet. eI GErId Afud

P fadT SE, C CP,LC, Dw, Government. They assist in and/or The worker plans his work alone. No (%T.),W faera gdler

e He o AAV,MDyd) | execute various plans, policies of hazards are involved. Mobility should | Hea IT BTATHATT UG WS
Mle) MD the Govt. In general, and their not be restricted. Incumbent should be | STTd 3T UeE® T §

involving(a) to | dept. In particular, may supervise considered with appropriate software, | (3TdT.) IT UGTcA AN by
(d) above actual execution of different plans, aids& appliances as per needs D, Ml ICRAREIRG] [N EESIER]
schemes etc. by the various units qIfed- BT U TR
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notifying vacancies etc. in the
press. May arrange and/or attend
departmental, departmental
meetings. Guidance on purchase
and control rules, Purchase and
supply of equipmentes
machineries and provision,
stationery etc., Award contracts
Insurance, Dealing with agents,

Uses computers, works in office.

study policies, procedures,
instruments and other related
documents Prepare notes,
comments, concerning field
problems to modify/ draft
operational instructions. Suggest
suitable speaker/trainers for specific

c-4h
98 TTforg fe3Te S,ST, | a)B,LVb) They identify training needs, plan, The work is performed mostly inside FlISSEARMEPIGIE] 31.h.33 R[]
W, BN, | HHc) OA, BA, | formulate and execute institutional except for practical training. The work Rred ezre/<aary e
MF, oL, BL, CP, and or on the jobs in service training | place inside is well lighted The work YTy T 3T/
RW, LC, DW,AAVd) | programs within the frame of in general organizationes does not EEETMARERIC AL
SE, SLD, Ml e) MD | policies of the organizations/Depts. | involve any hazards. Incumbent EEE MR ERIE VAR ED
H, C involving (a) to | Aimed at improving personnel should be considered with TR/ Tﬁﬁﬁ@' IRED
(d) above efficiency and output Advise and appropriate software, aids & CIRIGEIRIEEE Had g
assist in development of syllabi appliances support as per needs. ST QTT, PTHTL 1Y HNY
programs, training materials /aids W, fRreq

BEREEESIEAREREE
IS 31 hojes faedi
ARETV ST HRUYT YTl
BHRUYTA I 3MR.
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area of training, advice on
appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

4

S, ST,
W, BN,
MF,
RW,
SE,
H,C

a) B, LVDb)
HHc) OA, BA,
oL, BL, CP,
LC, DW,AAVd)
SLD, Ml e) MD
involving (a) to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame of
policies of the organizations/Depts.
Aimed at improving personnel
efficiency and output Advise and
assist in development of syllabi
programs, training materials /aids
study policies, procedures,
instruments and other related
documents Prepare notes,
comments, concerning field
problems to modify/ draft
operational instructions. Suggest
suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist

evaluation of trainees, as also

The work is performed mostly inside
except for practical training. The work
place inside is well lighted The work
in general organizationes does not
involve any hazards. Incumbent
should be considered with
appropriate software, aids &
appliances support as per needs.

3T FHOTTel oS 31.96.33 WS
R AR CHE T ENIPAREEIED
geTyHOE T feETd/
EEETIIREREIAINSERIN
EEEIZMRERIE VAR ED
ST/ Yuides f1ereh
oTeafere) A1 ygieaT o 4
STETEETIT, BTHT WY ARG
T, Rreu
REFIEAERIE AR ERICTIN
IS 31 hojes faedi
HIRETU] ST HRUYT YT

BT A e
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training program. May correspond
with concerned agencies, offices,
organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

9%

NN

S, ST,
W, BN,
MF,
RW,
SE,
H,C

a) B, LVb)
HHc) OA, BA,
oL, BL, CP,
LC, DW,AAVd)
SLD, Ml e) MD
involving (a) to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame of
policies of the organizations/Depts.
Aimed at improving personnel
efficiency and output Advise and
assist in development of syllabi
programs, training materials /aids
study policies, procedures,
instruments and other related
documents Prepare notes,
comments, concerning field
problems to modify/ draft
operational instructions. Suggest
suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, May maintain related

The work is performed mostly inside
except for practical training. The work
place inside is well lighted The work
in general organizationes does not
involve any hazards. Incumbent
should be considered with
appropriate software, aids &
appliances support as per needs.

3T ORIl 31.96.33 WS
Rreu fFezre/aaa fezre
ST TfoTd e/
EEERIREREIAINGERI
EEES MR ERIC VAR ED
ST/ Yuides f1ereh
(TITIfaTeR) I Ui S g
ST, BT oY ARG
eI, f3rey
BERCIEERSIEARERER
IS SR oo faiT
JARET ST HRUYT YTl
BHRUYTA I 3MR.
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statistics, conduct written/ practical
tests and prepare reports thereon.

u

S, ST,
W, BN,
MF,
RW,
SE,
H,C

a) B, LVDb)
HHc) OA, BA,
OL, BL, CP,
LC, DW,AAVd)
SLD, Ml e) MD
involving (a) to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame of
policies of the organizations/Depts.
Aimed at improving personnel
efficiency and output Advise and
assist in development of syllabi
programs, training materials /aids
study policies, procedures,
instruments and other related
documents Prepare notes,
comments, concerning field
problems to modify/ draft
operational instructions. Suggest
suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

The work is performed mostly inside
except for practical training. The work
place inside is well lighted The work
in general organizationes does not
involve any hazards. Incumbent
should be considered with
appropriate software, aids &
appliances support as per needs.

3T OTRITeN S 91.6.33 Wi
o\ [N [N

3Ty e zTs/<gaar fHezrs
USTHTOE  Tord e 2Tdh/
EECTIRCHCAINGEI
[N o\

RIAdb T e3Tdh/ T8T®
SffereTeeaTa/ yuide et
(ITataren) IT U=l o 4
STITEST=AT, BTHETI oY AR
AT 'A'l, 3Ty
BEECZACRIRARCEIERI)
IS SN hove Q=i
3TRETOT BT HRUYT YT

HRUYTT A TR
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¢ W%I&Tcﬁ S,ST, | a)B, LVb) They identify training needs, plan, The work is performed mostly inside FISEARLRIRIS) 3.h.33 RG]
(EI'IF?T@I—CB) W, BN, | HHc) OA, BA, | formulate and execute institutional except for practical training. The work Brey Fezrd/<aar Fezrs
MF, OL, BL, CP, and or on the jobs in service training | place inside is well lighted The work Uy T feETeR/
RwW, LC, DW,AAVd) | programs within the frame of in general organizationes does not EECRIAREHCAINCERI
SE, SLD, Ml ) MD | policies of the organizations/Depts. | involve any hazards. Incumbent EEEIZIMEERIE VAR ED
H,C involving (a) to | Aimed at improving personnel should be considered with SrfereIrETal/ gUquo Rie®
(d) above efficiency and output Advise and appropriate software, aids & (oTeafere) AT ugieaT o 4
assist in development of syllabi appliances support as per needs. ST QTT, hTHTH oY HRY
programs, training materials /aids Wﬁ, fRreq
study policies, procedures, BEFIEZCERIDARERIER]
instruments and other related WWW feegin
documents Prepare notes, SIREUT 3T hRUAT PESIIER|
comments, concerning field HRUYTT I AR,
problems to modify/ draft
operational instructions. Suggest
suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.
R | e S,ST, |a)B,LV They identify training needs, plan, The work is performed mostly inside | 2T ORI 31.56.3% aXIS
(ch RAEKIFIEY W, BN, | b)HH formulate and execute institutional except for practical training. The work IREEIED (Gﬁsméﬁ) JSTHTO
RITHh H) MF, c) OA, BA, OL, | and or on the jobs in service training | place inside is well lighted The work BEEIED (Ejﬁ T D
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RW,
SE, H,
C

BL, CP, LC,
DW,AAV

d) SLD, Ml

e) MD
involving (a) to
(d) above

programs within the frame of

policies of the organizations/Depts.

Aimed at improving personnel
efficiency and output Advise and
assist in development of syllabi
programs, training materials /aids
study policies, procedures,
instruments and other related
documents Prepare notes,
comments, concerning field
problems to modify/ draft
operational instructions. Suggest

suitable speaker/trainers for specific

area of training, advice on

appropriate training activity, assist

evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,

organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

in general organizations does not
involve any hazards. Incumbent
should be considered with
appropriate software, aids &
appliances support as per needs.

JIRITAHH) IT UG Hoiddl g
SIS, BT W99 IRE
I, MEITH(SHemIc) a1
IS 31 bojes faei
3IREV] B HRUYTd YT

BT A TR

0

Rier®

S, ST,
W, BN,
MF,
RW,
SE, H,

a) B, LVb)
HHc) OA, BA,
oL, BL, CP,
LC, DW,AAVd)
SLD, Ml ¢) MD

involving (a) to

They identify training needs, plan,
formulate and execute institutional

and or on the jobs in service training

programs within the frame of

policies of the organizations/Depts.

Aimed at improving personnel

The work is performed mostly inside
except for practical training. The work
place inside is well lighted The work
in general organizations does not
involve any hazards. Incumbent

should be considered with

3T RIS 91.56.33 WIS
fRrey fezres/ aar fAesre
T YSTHHTOrE Yuides freres a1
Ul mc?cqa\ﬂelquuu,
DTHTI Y HIRY AH YT,
o\ o\ N

RTeY Mg 3Tdh/ AT [Ha3lh
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(d) above

efficiency and output Advise and
assist in development of syllabi
programs, training materials /aids
study policies, procedures,
instruments and other related
documents Prepare notes,
comments, concerning field
problems to modify/ draft
operational instructions. Suggest
suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

appropriate software, aids &
appliances support as per needs.

T UETST ST Pe3 faai
HRETIT ST YT HRUYTC

I 3Te.

29

S, ST,
W, BN,
MF,
RW,
SE, H,

a)B, LV

b) HH

c) OA, BA, OL,
BL, CP, LC,
DW,AAV

d) SLD, Ml

e) MD
involving (a) to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame of
policies of the organizations/Depts.
Aimed at improving personnel
efficiency and output Advise and
assist in development of

syllabi programs, training materials

The work is performed mostly inside
except for practical training. The work
place inside is well lighted The work
in general organizations does not
involve any hazards. Incumbent
should be considered with
appropriate software, aids &
appliances support as per needs.

3T ORI o1.55.3% axTe
freaTd (Shemae) a1
USTIHTO V0T I(’\'IQQIQ??JT
Uall Cbcidala\ﬂsllslcil-tll,
DTHIH 1Y HIRY YT,
T (SR a1 ueTaT
ST bores T SARETT B

TRETTT HRUATT A 3R,
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/aids study policies, procedures,
instruments and other related
documents Prepare notes,
comments, concerning field
problems to modify/ draft
operational instructions. Suggest
suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

R

(AHB ST

S, ST,
W, BN,
MF,
RW,
SE, H,

a) B, LVDb)
HHc) OA, BA,
oL, BL, CP,
LC, DW,AAVd)
SLD, Ml e) MD
involving (a) to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame of
policies of the organizations/Depts.
Aimed at improving personnel
efficiency and output Advise and
assist in development of syllabi
programs, training materials /aids
study policies, procedures,
instruments and other related
documents Prepare notes,

The work is performed mostly inside
except for practical training. The work
place inside is well lighted The work
in general organizations does not
involve any hazards. Incumbent
should be considered with
appropriate software, aids &
appliances support as per needs.

3T OIS 81.86.38 WS
ez (Shiemard) o
ST Q3T (@HG BT
THTOTg )/ feETd @D
ST Tver SRETE) AT
B Cb(‘icﬂavlﬁllﬁldlﬂl,
DTHIH HAOY HIRY AT YT,
T (SR a1 ueTaT
ST Poies T IReEo &1y
YT AT BRI A 37R.
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comments, concerning field
problems to modify/ draft
operational instructions. Suggest
suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

B3 ﬁéjﬂ—cﬁ, S,ST, | a)B,LVb) They identify training needs, plan, The work is performed mostly inside BlISSRAR NI 31.6.38 TWIA
(ﬂmﬂ'ﬂﬂ ﬂ?ﬁ?ﬁ W, BN, | HHc) OA, BA, | formulate and execute institutional except for practical training. The work ISEEICE (Trﬂ(iﬂ'{lﬂ)l) g7
RS sﬁwm MF, OL, BL, CP, and or on the jobs in service training | place inside is well lighted The work EHECINCRR CRIEY (d‘fldncdl
RW, LC, DW,AAVd) | programs within the frame of in general organizations does not THIOTGH)/ IREEIED CUNEJD]
SE,H, | SLD, Mle)MD | policies of the organizations/Depts. | involve any hazards. Incumbent ﬂ?ﬁiﬁﬂ'\f@ﬂ Gﬁ?"'l'lﬂ'l_c{) gl
C involving (a) to | Aimed at improving personnel should be considered with qeTal B G NEIECIRIIR
(d) above efficiency and output Advise and appropriate software, aids & OTHTH HOY IRY JH YT,

assist in development of syllabi
programs, training materials /aids
study policies, procedures,
instruments and other related
documents Prepare notes,
comments, concerning field
problems to modify/ draft
operational instructions. Suggest

appliances support as per needs.

IRESIEACISIRCIRIREC)
ST bores ST 3RETT 1Y
IR RO AT ATe.
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suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

W

S, ST,
BN, MF,
RW,
SE, H,

a)B, LV

b) D, HH

c) OA, BA, OL,
BL, CP, LC,
Dw, AAV

d) SLD, Ml

e) MD
involving (a)

to (d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame work of
policies of the
organizations/Department Aimed at
improving personnel efficiency and
out-put Advise and assist in
development of syllabi programs,
training materials /aids Study
policies, procedures, instruments
and other related

documents. Prepare notes,
comments, concerning field
problems to modify/ draft
Operational instructions. Suggest
suitable speaker/trainers for specific

area of training, advice on

The work is performed mostly inside.
The work place inside is well

lighted The work in general
organizations does not involve any
hazards. Incumbents to be
considered with appropriate software
and other appliances support.
Appropriate aids & appliances to be
used as per needs.

3T VRIS 31.96.90 aRIeh
Ti31er07 JAfIBHRY (@Iss) AT
qETYHTOIE AT HITe T/
dif>re deres @RS) a1
qeTel Bl 9 SIEIEGT,
BT Y AR AT,
wireror Sfferert (a¥ies) a1
ISTAT BT boses faeim
SIREVT BT IRKATI] HRUATT
U MR
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appropriate training activity, assist
evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,
organizations, .May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

Y

GUEESEEED
CINS)

S, ST,
BN, MF,
RW,
SE, H,

a)B, LV

b) D, HH

c) OA, BA, OL,
BL, CP, LC,
Dw, AAV

d) SLD, Ml

e) MD
involving (a)

to (d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame work of
policies of the
organizations/Department Aimed at
improving personnel efficiency and
out-put Advise and assist in
development of syllabi programs,
training materials /aids Study
policies, procedures, instruments
and other related

documents. Prepare notes,
comments, concerning field
problems to modify/ draft
Operational instructions. Suggest
suitable speaker/trainers for specific
area of training, advice on
appropriate training activity, assist

evaluation of trainees, as also

The work is performed mostly inside.
The work place inside is well

lighted The work in general
organizations does not involve any
hazards. Incumbents to be
considered with appropriate software
and other appliances support.
Appropriate aids & appliances to be
used as per needs.

3T VRIS 31.96.90 aRIeh
Uf31eToT S1fSrmRY (a¥Tes) AT
qETYHTOI ARTN hI%e T/
dif>re deres @RS) a1
qeTe] Had G STaEar=l,
BT XY AR AT,
gi31eT07 AHRT (AXIss) AT
ISTAT BT boses e
SIREVT BT KT HRUATT
T AR
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training program. May correspond
with concerned agencies, offices,
organizations, .May maintain related
statistics, conduct written/ practical
tests and prepare reports thereon.

G

S, ST,
BN,
MF,RW,
SE, H,

a) B, LVb) D,
HHc) OA, BA,
oL, BL, CP,
LC, Dw, AAVd)
SLD, Mle) MD
involving (a)to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame work of
policies of the
organizations/Department Aimed at
improving personnel efficiency and
out-put Advise and assist in
development of syllabi programs,
training materials /aids Study
policies, procedures, instruments
and other relateddocuments.
Prepare notes, comments,
concerning fieldproblems to modify/
draft Operational instructions.
Suggest suitable speaker/trainers
for specific area of training, advice
on appropriate training activity,
assist evaluation of trainees, as also
training program. May correspond
with concerned agencies, offices,

organizations, .May maintain related

The work is performed mostly inside.
The work place inside is welllighted
The work in generalorganizations
does not involve any hazards.
Incumbents to be considered with
appropriate software and other
appliances support.Appropriate aids
& appliances to beused as per needs.

3T ORI 81.86.90 WIS
TfR1e70T 3MferhRT (@) AT
UGTIHTOT H~TSS hIFSTHT AT
qeTa] B d SEEar,
HTHT B ARE RIS,
Tf31e70T MBI (@) AT
USTAT GBI hores faedi
JREV B IRATI AT DHRUYTC

I 3TE.
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statistics, conduct written/ practical
tests and prepare reports thereon.

Q9 CARES] S, ST, a) B, LV They identify training needs, plan, The work is performed mostly inside. 3T OIS @1.55.92 aXTe
yf3reromeff BN, MF, b) D, HH formulate and execute institutional The work place inside is well lighted e e (<) JETIHTO
SSIZIRIN RwW, c) OA, OL, BL, | and or on the jobs in service training | The work in general organizations HTS ﬂﬁ[&WQﬁﬂWﬂ’\f g7

SE, H, CP, LC, Dw, | programs within the frame work of does not involve any hazards. Uei o g ST ST,
C AAV policies of the Incumbents to be considered with DTHTH 1Y qINY 3T YT,
d) SLD, MI organizations/Department Aimed at | appropriate software and other U e q(d7.) IT U 1M\
e) MD improving personnel efficiency and appliances support. Appropriate aids CI I REC RS NG AN
involving (a) to | out-put Advise and assist in & appliances to be used as per HRUITI IRATIA HROATT A
(d) above development of syllabi programs, needs. 3TE.

training materials /aids Study
policies, procedures, instruments
and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area of
training, advice on appropriate
training activity, assist evaluation of
trainees, as also training programs.
May correspond with concerned
agencies, offices, organizations,
.May maintain related statistics,
conduct written/ practical tests and
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prepare reports thereon.

Y

areflera

S, ST,
BN, MF,
RW,
SE, H,

a)B,LVb)D,
HH c) OA, OL,
BL, CP, LC,
Dw, AAV d)
SLD, Ml e) MD
involving (a) to
(d) above

They identify training needs, plan,
formulate and execute institutional
and or on the jobs in service training
programs within the frame work of
policies of the
organizations/Department Aimed at
improving personnel efficiency and
out-put Advise and assist in
development of syllabi programs,
training materials /aids Study
policies, procedures, instruments
and other related documents.
Prepare notes, comments,
concerning field problems to
modify/ draft Operational
instructions. Suggest suitable
speaker/trainers for specific area of
training, advice on appropriate
training activity, assist evaluation of
trainees, as also training program.
May correspond with concerned
agencies, offices, organizations,
.May maintain related statistics,
conduct written/ practical tests and
prepare reports thereon.

The work is performed mostly inside.
The work place inside is well lighted
The work in general organizations
does not involve any hazards.
Incumbents to be considered with
appropriate software and other
appliances support. Appropriate aids
& appliances to be used as per
needs.

3 OIS °1.%.92 AT
AR 7T § JT USTIHI0d
BT AT DT Nfern AT
YTl fb&‘icqa\ﬂﬁllﬁlcil‘ul,
DTHT DY HINY FH YT,
UTari 1E § AT USTSH S
P g TReEu &1y
IRAATTA HRUATA A 3TR.
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R

arefleras ()

S, ST,
W, RW,
SE,
H,C

a) B, LV

b) D, HH

c) OA, OL, BL,
BA, OAL, CP,
LC, Dw,

AAV

d) SLD, Ml

e) MD
involving (a) to
(d) above

Office Superintendent organizes and

controls all clerical work within

establishment or office thereof.
Allocates duties to staff under him,
coordinates and supervises their
work ensuring efficiency, discipline
and observance of prescribed
procedure. Studies all files, draft
letters, notes, etc. Put up by clerk.
Disposes routine and intermediately
matter himself. Deals with important
fles and complicated cases
personally and puts up notes,
reports, drafts etc. To superior for
orders. Ensures that prescribed
procedure is followed by staff in
with

important, secret and confidential

dealing cases. Keeps

records in his personal custody.
Supervises preparation of budget
estimate, statement of accounts,
financial bills, payment of wages,
salaries etc. To staff and
maintenance of various accounts

and registers.

The work is mostly performed inside
in well lighted rooms. The worker
works alone as well as in
groups. The incumbent should be

considered with aids and appliances.

3T OIS *1.5.2¢ TR
PRI AT AT ISTIATIT
31fdreres () a1 9T o 4
SIS ST WY AR
NI, 3TfdIeTas (qf.) a1
ISTAT AT bodes faedi
S{IREYI c*)l‘i &N‘dlmd hXUYI]

I 3Te.
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30 BRI S, ST, a) LVb) D, Assisting in collection of books, The work is mostly performed inside. g 3T dﬂrﬁqtlﬂclﬂlcé
W, BN, | HHc) OA,BA, entry in register, handling approval Work place is well lighted. It does not | 31.¢p.93% qeTRiY A T
SE,C, OL,BL, OAL, memos, bills. Annual reports involve any hazards. Appropriate aids ICCIREIRGL] Eﬂlmﬁ
MF CP,LC, Dw, reportmaintenance. Inter library & appliances & software to be used TRATTId BHRUATT AT 3R
AAV,MDyd) loan, referral service, list of addition | as per needs.
ASD (M), CAS service etc. Thesis /
SLD,Mle) MD Dissertation section.
involving(a) to
(d) above
Ic-s
39 :IT'SLEF S,ST, | a)B, LV To open office, class rooms | The work is performed 3T ORI S 31,5689 WS
W, BN, | b)D, HH dusting of tables, chairs, carrying | mostly inside. Incumbent WWW@HW g7
L, KC, | c)OL, OAL, files, serving tea coffee any other | should be functionally able to complete | YaT<dl Had g NEIECIRAR
PP, MF, | CP, LC, Dw, work assigned. the assigned task efficiently with aids | DTHIE XU HIRY 3T,
SE, H, | AAVd) ASD and appliances, whenever necessary. BTCI'I?;’ YT UQTAT AT by
C (M), ID, ferearieT areror Ty gTfae
SLD, M PHRUYT U A8,
e) MD
involving

(@) to (d) above
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