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Sr.No.1. Duties and Responsibilities of Principal 
 

1. Over all control on all activities related to financial, academic and administration of the institute 

by showing academic and administrative leadership. 

 

2. To carry out institute level admissions as per the policy of the management/AICTE/DTE/ 

University MSBTE & Government of Maharashtra. 

 

3. To attend meetings called by the Secretary and Management. To implement the decisions taken 

in those meetings at institute level. To submit the action taken report with respect to the minutes 

of the meetings. 

 

4. To follow and implement all instructions, decisions and policies of the management given 

from time to time. 

 

5. To prepare the budget of the institute for approval of the Governing Body and the management. 

 

6. To prepare the proposal to be submitted to the 'Shikshan Shulk Samittee' for approval of annual 

fees. 

 

7. To prepare and submit the on line proposal to AICTE, New Delhi and other departments for 

continuation of approval, variation of intake or addition of new course (if any). 
 

8. To get affiliation for all existing courses from the affiliating body by submitting the proposal in 

time. 
 

9. To arrange governing body meetings of the Institute by performing all formalities such as 

preparation of agenda, minutes of meeting and implementing all decisions taken in the meeting. 

 

10. To initiate disciplinary action against the staff and faculty as and when required or when the 

concerned HOD/section incharge makes a case of the same. 
 

11. To assess the appraisal of staff annually and take suitable actions if required in case of all 

teaching staff up to the level of Associate Professor, non-teaching staff, and supporting staff. To 

send the self appraisal report of Vice Principals and the HODs/section incharges to the 

management for review. 
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12. To prepare and submit various proposals for grants, funds for seminars, Conferences, 

projects, research and development to various organizations and government departments in 

time. 

 

13. Transfer of non-teaching staff within the institute as per requirement. 

 

14. Follow up of all proposals pending with various departments, government offices and even at 

head office of New Satara Samuh Mumbai. 

 

15. To submit proposals to the management with full functioning about the requirement with 

respect to faculty, other staff, equipment’s, furniture, stores etc. along with all necessary 

details such as draft of any advertisement as per roster specifications of equipment’s, 

furniture and all store items. 

 

16. To prepare the institute for applying for accreditation to NBA during the current academic 

year. 

 

17. To take suitable policy decisions with respect for improvements of performance of students 

within the constraints of affiliating board and the management. 

 

18. To initiate suitable action for training and placement of the students. 

 

19. To identify the faculty for deputation for higher studies, training and for attending workshop, 

seminar and conference. 

 

20. To initiate action for filling I 00% seats at first and second year of the institute. 

 

21. To sanction sick leave, medical leave and vacation to staff by following the policy document 

in this regard. 

 

22. To create ragging free environment, to maintain discipline within the staff and students and 

to take all necessary measures to enhance the social and academic reputation of the institute. 

 

23. To promote public relations and interaction with community. 

 

24. To take decision with respect to detention of students and expulsion of students based on 

the reports submitted by the Vice Principal (Academic) on the report of disciplinary 

committee and HODs./section incharges. 

25. To solve the difficulties, problems and issues raised by the staff and students for smooth 

working of the institute. 
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26. To carry out stock verification of various sections of entire institution by appointing teams of 

faculty and staff at the end of every academic year. 

 

27. To be responsible for all legal issues arising out of the management of the institute. 

 

28. To initiate & implement mentoring scheme. 

 

29. To initiate & activate Alumni Association. 

 

30. To initiate & strengthen industry Institute rapport. 

 

31. To initiate tie ups of local & other institutions for mutual advantage. 

 

32. To initiate & implement award & reward policy to motivate students & staff and faculty. 

 

33. To teach at least one core subject to UG/PG student and as the academic leader to establish close 

interface with students, staff and faculty. 

 

34. To encourage concerned Vice-principals to participate in meetings by management and 

DTE/UOP/MSBET and be available in the college/institute at least for 75% of the working 

sessions. 
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Sr.No.2.     Duties and Responsibilities of Administration 
 

1. Monitor and execute calendar of all activities prepared by the respective HOD'S/ section 

Incharges related to examination section, student section, account section, establishment 

section and maintenance section. Reporting the problems/difficulties if any to the Principal 

during day to day working of these sections. 

 

2. To sanction casual leave to non-teaching staff. 

 

3. To issue certificates for bus and train concessions, as per rules to students. 

 

4. To organize the meetings of HOD'S, teaching and supporting staff, only non-teaching staff or 

all staff of the college with respect to the matters other than the academics and to maintain 

the record of such meetings like agenda, minutes, and action taken report. 

 

5. To prepare proposals to submit to AICTE and other funding agencies for sanction of funds 

with the help of Head of departments and section I/C and to get the proposals approved from 

the Principal before final submission. 

 

6. To monitor and check personal files of faculty. 

 

7. To obtain the annual appraisal report of the entire faculty and submit the same to the 

Principal for initiating further necessary action. 

 

8. To obtaining feedback on all faculty members from the students, analyze the same and 

submit a report to the Principal confidentially. 

 

9. To check the monthly report of finger print machine. Work out late reporters and inform the 

same to Principal for further necessary action. 

 

10. To compile information for filling up of on line applications to MSBTE, Shikshan Shulka 

Samittee and AICTE, New Delhi for continuation of approval, variation of intake or addition 

of new course and approval for fee structures etc. 

 

11. To compile institute level information in the first of the online form of external monitoring of 

the MSBTE, Mumbai. (Not applicable to affiliated Colleges) 

 

12. To collect, analyze and compile all information related to administration required under 

'Institute Profile' with respect to NBA application with the help of core committee for NBA. 
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13. To regularly visit Hostels and Mess. Discuss problems if any with Wardens/·       

Assistant Wardens/ students and take corrective measures if necessary, in a time bound 

manner. 

 

14. To teach at least two subject per semester. 

 

15. To work as the in charge Principal of the institute in the absence of the Principal. Also to 

take the charge of Vice Principal (Academic) in case of his absence. 

 

16. To implement and Monitor Industry internship of faculty & students. 

 

17. To receive and compile applications for scholarships (SC, ST, OBC, Minority, EBC) Earn 

and Learn, Bank Loan etc, monitor timely submission and monitor sanctions. 

 

18. To compile requirement of faculty and staff as per policy guidelines and submit the same to 

New Satara Samuh for further processing through the Principal. 

 

19. To carry out the Work/activities related to administration of the institute assigned by the 

Principal from time to time. 
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Sr.No.3 Duties and Responsibilities of Academic Coordinator 
 

1. To Prepare draft copy of academic calendar of departments and the institute with the help of 

the HODs, Section 1/c.& Dean for approval by the Principal before the reopening of the 

institute and implement the same. 

 

2. To monitor preparation of departmental, sectional and institutional time tables. 

 

3. To monitor preparation of individual time table covering all the activities of the faculty during 

the working hours of the college/institute. • 

 

4. To calculate workload as per teaching scheme of affiliating body and monitor the 

requirement of the faculty for the ensuing academic year in the month of may for 

submission to New Satara Samuh for the approval and filling the vacant posts. 

 

5. To prepare class and laboratory times tables and implement the same. 

 

6. To Monitor day to day classes ensuing punctuality and to make alternative arrangements in 

case of absence of faculty. 

 

7. To Monitor daily and monthly attendance of students. Arrange to notify the names of 

students on the departments Notice Boards and intimation to parents as per policy guidelines. 

 

8. To prepare provisional detention list of students for unsatisfactory attendance, 

conduct, progress, non-submission of term work and take action as per policy guidelines. 

 

9. To organize Internal examinations and arrange for assessments as per the academic 

calendar. 

 

10. To organize MSBTE / UOP Mumbai related activities such T/W, oral, practical, 

seminar project and theory examinations 

 

11. To monitor preparation of Academic calendar of departments/sections and monitor 

implementation of the same. 

 

12. To monitor preparation of course files files of faculty and staff. 

 

13. Internal and External Academic Monitoring as per the requirement of MSBTE (Not 

applicable to affiliated colleges). 
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14. To visit the web site of UOP/DTE/DST/AICTE/MSBTE for noting day updates; so also the 

sites of DTE, Mumbai and its Regional office at Nashik whichever is applicable. 

 

15. To plan and execute the theory/practical and oral examinations of MSBTE by appointing 

required manpower. 

 

16. To carry out result analysis of semester examinations of University/MSBTE and submitting the 

same to the principal for initiating suitable action and organizing remedial classes. 

 

17. To monitor academic monthly review meetings department wise, section wise every month 

and maintain proper record of such meetings. 

 

18. To keep record of all meetings of HOD's / faculty members called by the principal in context 

with academic matters and preparation of action taken reports thereafter. 

 

19. To recommend the applications of students for grant of permission to attend paper 

presentation and project exhibition to the Principal for sanctions. 

 

20. To sanction leave of absence to students for more than 2 days with the understanding that the 

student has to put in minimum 75% attendance. 

 

21. To constitute student's council as per the norms and organize meetings at least thrice in a 

semester as per guidelines and maintain records thereof. 

 

22. To organize annual social gathering and  prize distribution function in consultation with the 

Principal.  

 

23. To collect information, analyze and compile records related to academics as required· under 

'Institute Profile' with respect to NBA application with the help of core committee for 

NBA. 

 

24. To teach at least two subject every semester and supervise relevant laboratories. 

 

25. To monitor mentoring scheme and develop proper records of the same. 

 

26. To carry out any other duties related to academics of the institute assigned by the Principal 

from time to time. 

 

27. To take the charge of Administration in case of his absence. Also to work as Incharge Principal 

incase both the Administration and the Principal are out of station. 
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Sr.No.4.   Job Responsibilities of Head of Department/Section Incharge 

 
 

1. To prepare departmental academic calendar, departmental time table and individual time 

table and monitor the same. 

 

2. To teach at least two subject per semester and provide academic leadership to the faculty of 

the department. 

 

3. To monitor attendance and academic progress of students and propose remedial measure 

for effective teaching. 

 

4. To organize monthly meeting of the departmental faculty and staff and to review academic and 

administrative issues. 

 

5. To ensure maintenance of laboratory, departmental library and promote innovative practices 

and writing of monographs/ manuals. 

 

6. To plan and implement academic programs such as seminars, conferences, workshops, faculty 

development programs and other training programs and be a member of at least two professional 

bodies. 

 

7. To counsel the students and classify them into A, B, C, grades depending upon their abilities 

and organize remedial classes. 

 

8. To maintain discipline in the members of faculty and staff connected with administrative and 

academic activities of the departments by taking at least two rounds of the department daily. 

 

9. To organize and carry out activities pertaining to research and consultancy and publish at least 

one paper per semester. 

 

10. To utilize and maintain accounts and submit monthly statements account to the Principal of 

the funds allocated to the department. 

 

11. To participate and organize curricular, co-curricular, extra-curricular activities and maintain 

records and accounts thereof. 

 

12. To carry out work pertaining to affiliating bodies such as setting question papers, assessment of 

answer sheets, moderation etc. 
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13. To ensure the timely submission of information / returns specially for grants received from 

AICTE, MSBTE and other funding bodies. 

 

14. To apply and obtain projects and grants for research from industries,MSBTE/ 

AICTE/UNIVERSITY/UGC/DST sand other funding agencies. 

 

15. Any other duties assigned by the Principal from time to time. 
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Sr.No.5. Job Responsibilities of Workshop Superintendent 
 

1. To be fully responsible for the efficient management of skilled, non- skilled workers, 

machinery, instruments, materials under the workshops. 

 

2. To inculcate discipline and punctuality in the skilled and un skilled workers under the 

workshop. 

3. To ensure safe use of workshop machinery equipment and instruments. 

 

4. To take preventive measures to ensure trouble free working of all the machinery and 

instruments installed in the workshop 

 

5. To see that the machines, equipment’s and tools are cleaned and oiled before the close of 

the practical’s by students and skilled workers and inculcate dignity of labour 

 

6. To issue verbal and written warning to the workers for their act of indiscipline. 

 

7. To develop a workshop monographs and get the same approved by the Management. 

 

8. To teach at least two relevant theory subjects for not less than eight hours per week. 

 

9. To give demonstrations in workshop during practicals. 

 

10. To conduct workshop practicals with the help of instructors. 

 

11. To prepare various reports related to workshop for official work. 

 

12. To carry out maintenance of workshop machines and equipments with internal or 

external workforce as required. 

 

13. To assign and get the campus maintenance (within the scope of workshop) done from 

workshop staff. 

 

14. To keep all records related to workshop. 

 

15. To check students files, workshop books and jobs and counter sign the same,. 

 

16. To initiate continuous assessment of student for giving term work marks. 

 

17. To ensure submission of workshop term work as per the notified dates. 

 

18. To supervise overall activities of workshop and ensure fair practices. 
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19. To design jobs for students which add value to the College/Institute. 

 

20. To do the work of mentoring and counseling. 

 

21. To ensure economy in the use of consumables and power supply. 

 

22. To participate in co and extracurricular activities. 

 

23. To inculcate dignity of labour in the students by assigning them task pertaining 

to oiling, greasing, dissemble and assembly of equipment and machinery used by 

them. 

 

24. Any other duties assigned by the Principal from time to time. 
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Sr.No.6. Job Responsibilities of Hostel Rector 
 

1. To be responsible to manage the Hostel under him efficiently maintaining a conducive 

atmosphere to hostilities to peruse self-study. 

 

2. To frame the program me for vigilance rounds of different security staff in the hostel at any 

time to check unauthorized activities. 

 

3. To allow no visitors beyond authorized visiting hours. 

 

4. To handle tactfully all the problems of hostelites such as complaints regarding quality of 

food, rivalries, quarrels etc. 

 

5. Not to allow any birthday celebrations, parties, cultural activities etc. without prior 

permission of the Principal. 

 

6. To recommend disciplinary actions against hostilities for unacceptable actions and 

misbehavior. 

 

7. To delegate responsibilities to the security guards on duty at the hostel premises. 

 

8. To assign work to the attendants to ensure cleanness and hygiene in hostel. 

 

9. To take at least one round of the Hostel to see for himself the quality of maintenance, 

hygiene, quality of drinking water, conduct of staff attached to Hostels and mess and sort 

out complaints if any an urgent basis. 

 

10. To take prompt action on reported cases of illness and report the cases to guardians if the 

illness is serious. 

 
11. To check and countersign the daily attendance register maintained for the hostilities. 

 

12. To check the quality of food and hygienic conditions of the kitchen and the mess and sort 

out complaints immediately. 

 

13. To make surprise visit to hostel rooms and check the tidiness and harmful substances/ items 

brought in and used by the hostilities and initiate prompt action on such cases of indiscipline. 

 

14. To make the hostilities familiar with hostel values and regulations immediately after the 

hostel admissions are made in. 
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15. To maintain admission register of the hostel with full information on the hostilities with 

particular reference to local guardian and contact details of parents. 

 

16. To make daily report to the principal on the working of the Hostels. 

 

17. Any other duties assigned by the Principal from time to time 
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Sr.No.7. Job Responsibilities of Training & Placement officer 
 

1. To prepare a data bank of potential industries for summer and final placements 

and keep updating. 

 

2. To initiate correspondence with industries and organize recruitment process for 

final summer placements and to receive and facilitate the experts from industries 

properly. 

 

3. To organize HR meet to strengthen rapport with corporate world atleast once in 

an academic year in the month of January. 

 

4. To organize printing of placement Brochures / soft copies of information 

regarding students' final/ summer placement. 

 

5. To obtain feedback from industries regarding strength and weaknesses of students 

who have been placed finally. 

 

6. To obtain feedback from industries regarding performance of placed students (one 

year or more) and obtain inputs on additional training/ grooming of students etc. 

 

7. To groom the students for summer & final placements to meet the expedition of 

the employers. 

 

8. Counseling of students regarding emerging areas of job opportunities. 

 

9. To organize talks by experts to motivate students to seek job opportunities in 

emerging areas. 

 

10. To give feedback to the faculty about strength & weaknesses of students to enable 

them to initiate appropriate grooming activities. 

 

11. To participate in extra and co-curricular activities organized by the institute. 

 

12. To involve placement consultants if necessary with prior permission of the 

management. 

 

13. Any other duties assigned by the Principal from time to time. 
 

                New Satara College of Engineering and Management                                 

                                   (Polytechnic) Korti, Pandharpur 

MSBTE Institute code: l523, DTE Institute code: D-6725 

                            Approved by AICTE & Affiliated MSBTE 

http://www.newsatarapoly.in/
mailto:newsatarapoly@gmail.com


16 

 

 

New Satara Samuh Mumbai’s 
 
 
 
 
 
 
 

 

                                 Gat No.429/1/B/1, A/p - Korti, Tal. - Pandharpur, Dist. - Solapur 
                                  Office 9607772481, 9225538306 

                            Web:-www.newsatarapoly.in      E-mail-newsatarapoly@gmail.com 
 

Sr.No.8. Job Responsibilities of Librarian 

 
1. To be responsible fully to manage the library effectively so that the library services 

are catered to the satisfaction of the members. 

 

2. To prepare and issue library cards within one weeks’ time of the date of reporting of 

the college/institute. 

 

3. To enrich the book-bank facilities and regularly receive grants from social welfare 

department by applying within the stipulated time. 

 

4. To issue circulars twice in a semester and make a list of reference and text books 

and put before the library committee for approval and arrange to place orders for 

timely procurement. 

 

5. To organize library committee meeting in the beginning of the every month and 

record the proceedings. 

 

6. To prepare the annual budget of the library and put up the same before library 

committee for approval. 

 

7. To maintain the accession register up-to-date. 

 

8. To process the books and periodicals as per standard practice and keep the same on 

the shelf’s for issue to the members. 

 

9. To ensure discipline and minimum noise level in the library so that the users 

are understand while using the reading hall. 

 

10. To maintain cleanliness and library well ventilated. 

 

11. To discourage casual, unauthorized visitors to the library and especially the staff and 

faculty for killing time in the library. 

 

12. Whenever fines are imposed for breach of library rules, the same shall be collected 

and deposited in the account section at the end of every week. 

 

13. To maintain a feedback register and notify the action taken on the feedback every 

fortnight regularly. 
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14. To ensure stock of library books and periodicals and other resources are more than 

norms prescribed AICTE and discuss the same in the monthly meetings of the library 

committee. 

 

15. To establish lateral ties with other libraries for exchange of resources. 

 

16. To organize annual physical stock verification and initiate action to write off 

outdated and damaged books. 
 

17. To arrange at the end of the academic year to bind the damaged and book volumes 

of periodicals of periodicals and journals. 

18. To circulate catalogues and book reviews for the information of staff, students 

and faculty and enrich the library resources with latest text and reference books. 

19. To organize annual book festival involving publishers and vendors to 

encourage reading habits and continuous learning among the members. 

20. To receive the visiting experts and dignitaries and give them appropriate information 

to the satisfaction of their enquiries. 

21. To keep track of the supplies of periodicals and journals and ensure supplies of all 

the volumes published in the year. 

22. To initiate digitization of library to ensure effective library services. 

23. To subscribe to on line journals and other resources and online timely renewal 

of subscriptions. 

24. To prepare and make available for reference important newspaper cutting and 

make a register for the same. 

25. To display latest arrivals in the library for quick information of the members. 

26. Any other duties assigned by the principal from time to time. 
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Sr.No.9. Job Responsibilities of Asst. Librarian 

 
A. Student/ Staff Interaction: 

 
1. To prepare and issue of Library cards to first year students and staff. 

2. To receive demand slips from first year students and issue books to students as per their demand 

and library rules. 

3. To follow up return of books issued to first year students and staff members. 

4. To maintain fine collection register for first year and deposit the fine so collected every week in 

the office. 

5. To receive requisitions and issue and receive books from students, staff following complete 

procedure. 

6. To display new arrivals by photocopy of the cover page of the books and journals. 

 

B. Procurement: 

 
7. To provide assistance in procurement process by rece1vmg reqms1t1on slips and organizing 

exhibition of books received on approval basis and seeking confirmation within stipulated time. 

 

C. Stock Verification: 

 
8. To assist the librarian in annual physical stock verification. 

 

D. Research : 

 
9. To receive international journals & magazines and highlight important articles, news items 

pertaining to management education/ institutes etc. and put up to the Principal/ Managing 

Director/Executive Director for information. 

 

10. To update and maintain files of paper cuttings. 

 

E. Library Administration : 

 
11. To compile back volumes of journals and periodicals and arrange for their binding and stacking. 

12. To see that library is in a presentable and tidy condition at all the time. 

13. To attend to problems of the staff members if any redress the same promptly. 

14.  Any other matter assigned by Librarian, Principal from time to time. 
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Sr.No.10. Job Responsibilities of Office Superintendent/Registrar 
 

1. To be responsible to manage the administrative section of the college/institute efficiently and 

effectively and ensure the student, staff, faculty, parents and visitors are satisfied with the 

services rendered by the section. 

 

2. To scrutinize admission and eligibility documents and registers. 

 

3. To supervise and maintain personal files of staff and faculty. 

 

4. To supervises account section and maintaining P.F. account as the case may be. 

 

5. To keep discipline and work schedule of class IV employees. 

 

6. To scrutinize attendance register and put up to the Principal for his counter signature daily. 

 

7. To maintain records of compensatory off and see that the same are availed in the subsequent 

week/ Month. 

 

8. To maintain casual leave register. 

 

9. To maintain movement register. 

 

10. To organizes printing of documents and formats. 

 

11. To supervise daily reports received from watch and ward section and other sections of the 

college. 

 

12. To maintain key board and supervise key movement register. 

 

13. To supervise opening and closing of classrooms, labs and offices. 

 

14. To initiate disciplinary action wherever necessary. 

 

15. To render/Guidance/Assistance to Account section whenever required /ask for. 

 

16. To initiating printing of brochures and placement documents for the institute. 

 

17. To receive guests and visiting dignitaries in a dignified manner. 

 
18. To assists in Organize and conducting the examinations in the campus. 
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19. To organize Internal Examinations, custody of Answer books. 

 

20. To initiate and record all correspondence. 

 

21. To Liaison with University/DTE/MSBTE/AICTE/Shikshan Shulk Samiti/Pravesh 

Niyantran Samiti and Social welfare department on related matters. 

 

22. To maintain of all the files duly numbered updated in all respects. 

 

23. To be responsible for all the matters assigned to establishment section, student section, 

store section, maintenance section and watch and ward section. 

 

24. Shall not deal with admission matter directly or indirectly. 

 

25. To maintain general discipline & Healthy relations maintained among the staff of the 

institute. 

 

26. To be responsible for the activities of student section, head office of society, account, 

establishment section, store, maintenance, security. 

 

27. Any other duties assigned by the Principal from time to time. 
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Sr.No.11. Job Responsibilities of System Administrator 

 
 

1. To maintain the network and PCs and develop and implement preventive 

maintenance system. 

 

2. To allocate login and passwords to students and staff. 

 

3. To attend any complaints received from students and staff regarding PC or the network. 

 

4. To maintain peripherals like Printers, scanners etc in serviceable condition all the time. 

 

5. To assist the management in procurement of hardware, software and equipment. 

 

6. To ensure back up of critical information regularly and at specific intervals. 

 

7. To maintain discipline in the lab. and the server room. 

 

8. To dispose of written off items in accordance with the procedure. 

 

9. To maintain internet connectivity and take steps to prevent misuse. 

 

10. Any other duties assigned by the Principal from time to time. 
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Sr. No.12. Job Responsibilities of Lab. Assistant 
 

1. To draw the lab schedules for the students and display the same on the board. 

 

2. To record and maintain the attendance of the students. 

 

3. To ensure discipline of the students in the lab. 

 

4. To assist students in practicals in the lab. 

 

5. To arrange for examinations as and when required. 

 

6. To assist the system administrator to maintain the network and the computers and faulty 

equipments, instruments and maintain in working conditions. 

 

7. To maintain database of marks of various exams and assist course co-ordinator 

/dean/HOD in compilation and submission to affiliating body. 

 

8. To assist the Lab. Incharges and other faculty in conducting Lab. sessions of their students. 

 

9. To ensure cleanliness and get the laboratory regularly cleaned, wiped and dusted so that the 

equipment’s and instruments are not damaged. 

 

10. To be the custodian of journals and term work submitted by students till they are 

appropriately disposed off. 

 

11. To be diligent to avoid pilferages and damage to the computers, instruments, equipment’s 

and machines installed in the laboratory. 

 

12. To carry out any other duties assigned by the HOD and Principal. 
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Sr.No.13. Job Responsibilities of Workshop Instructor 

 
1. To prepare job drawings and get it checked from workshop superintendent. 

 

2. To prepare requirement of consumable and semi consumable material of respective 

shops. 

 

3. To do material cutting and issue of job material to students. 

 

4. To conduct practical’s. 

 

5. To receive term work from the student and keep the same in safe custody till the same is 

disposed of properly. 

 

6. To keep record of jobs, term work files, workshop books, attendance of students. 

 

7. To maintain the machinery & equipment’s and gadgets etc. by properly greasing oiling 

and stacking. 

 

8. To do maintenance work of the campus within scope of workshop. 

 

9. To get respective shops cleaned from peons /sweepers and maintain cleanliness in 

workshop. 

 

10. Any other duties assigned by the Principal/workshop superintendent from time to time. 
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Sr. No. 14. Job Responsibilities of Clerk Students Section 
 

1. To maintaining Stamp Account. 

 
2. To maintain all the original documents in individual folders neatly i.e. 10

th
 marksheet, 12

th
 

marksheet, Graduation marksheet, Passing Certificate/Degree certificate, Transfer 

Certificate, Migration certificate, Caste certificate, Caste Validity Certificate ( If the students 

are from reserved category) of each student of first time admitted. The original 

documents shall be returned to the students on completion of the course ensuring that all 

dues have been cleared by the student. No original documents shall be retained beyond two 

academic years without valid reasons. 

 

3. To maintain Eligibility forms of first time admitted students along with the Xerox copies of 

necessary certificates and timely submission of the same to the camp organized by 

University of Pune for the purpose of verification. 

 

4. To issue of local railway concession and long route railway concession to bonafied regular 

students for winter and summer vacations after approval from Principal. Timely procurement 

of railway concession books strictly following the rules of the Railway authority. To keep the 

railway concession books in safe custody and ensure prevention of misuse of the same. 

 

5. To maintain all the current and back volumes of files of admitted students neatly, labeled 

and numbered. 

 

6. To assist arrangement of furniture and numbering of examination seats for home and 

University of Pune examinations. 

 

7. To keep and issue examination stationery received from affiliating bodies and for home 

examination and tests. No excess examination stationery shall be in custody. 

 

8. To give requirement of stationery to affiliating body and receive the same in time. To 

maintain account of the exam stationery duly authenticated. Initiate stock verification of 

examination stationery under the guidance of the Registrar/O.S. 

 

9. To receive scholarship forms for Economical Backward Class students and the students 

belongs to SC, ST, NT, VJ, OT, OBC and SBC, submit the same to the Social Welfare 

department along with caste validity and other documents complete in all respect in the time 

limit prescribed by Director of Technical Education and Social Welfare department. 
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10. To receive applications for Minority scholarship (Central and State Govt.) and submit the 

same to Director of Technical Education, Maharashtra complete in all respect in the time 

limit prescribed by Director of Technical Education. 

 

11. To prepare merit list of all the students admitted to first year category wise as required by 

Director of Technical Education, Maharashtra and submit the same to Director of Technical 

Education, Maharashtra for approval in a time bound manner. 

 

12. To take regular follow up of approval of sanction to the EBC Scholarship, Scholarship from 

Social Welfare department and Minority Scholarship from Director of Technical Education 

till the sanctions are received and report the status to the Principal regularly. 

 

13. To issue 'No Dues Certificate' to students promptly whenever they approach the section. 

 

14. To issue transfer Certificate to students whenever they approach promptly ensuring that 'No 

Dues Certificate' are receivable from the students. 

 

15. Typing all the letters pertaining to the section and at the time of emergency typing, other 

work assigned by office Supdt. and officers. 

 

16. While interacting with students, past students, faculty and staff, he/she shall always behave 

courteously and extend all the assistance willingly. 

 

17. To carry out any other duties assigned by the Principal from time to time. 
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Sr.No.15.    Job Responsibilities of Accountant 

 
1. To maintain records pertaining to construction. 

 

2. To prepare documents for submission of six monthly and annual audit. 

 

3. To prepare budget estimate of the college for maintenance and take periodical review 

of the same. 

 

4. To keep unto date all the requirements for submission to Shikshan Shulka Samiti. 

 

5. To verifying biIls of payment. 

 

6. To check the monthly pay sheet of laborers employee for maintenance. 

 

7. To check the cash book daily. 

 

8. To file E-TDS returns. 

 

9. To maintain all statutory books of accounts such as dead stock registers, ledgers, 

consumable register, register of fixture and fittings, printing and attest the same every 

month. To hold custody of receipt books and vouchers. 

 

10. To prepare all the records as required by the statutory auditors and present the 

same regularly to the statutory auditors. 

 

11. To control and check the advance registers and ensure timely recovery of advances. 

 

12. To supervise maintenance of all the files and records pertaining to accounts section 

held by accounts assistants. 

 

13. To hold one of the duplicate keys of the cash box. 

 

14. Any other duties assigned by the Principal from time to time. 
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Sr.No.16.  Job Responsibilities of Sports Coordinator/Physical Director 

 
1. To plan and conduct sport activities in each academic year. 

 

2. To motivate students to participate in various games and remain present on the ground 

always with the students. 

 

3. To select students for inter University/Polytechnic Sports competitions and 

accompany teams while participating in such events. 

 

4. To take practice of students for a games. 

 

5. To organize inter institution sports competitions 

 

6. To constitute students council and conduct meeting of the same every month. 

 

7. To take regular rounds of the campuses and prevent such activities by students that bring 

bad name to the college/institute. 

 

8. To work as a mentor for first year students. 

 

9 .  To maintain discipline amongst students during sports and cultural events.  

 

10. To assist the Principal in event managements. 

 

11. To prepare budget estimate of the sports and Gymkhana section and put up the same for 

approval following proper procedures. 

 

12. He shall make daily report to the Principal on the sports activities. 

 

13. Any other duties assigned by the Principal from time to time. 
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Sr.No.17. Job Responsibilities of Maintenance Committee Head 

(Hygiene & Cleanliness) 

 
1. To ensure cleanliness of all the academic and administrative and Hostel buildings and 

premises by deploying adequate number of dry and wet sweepers. 

 

2. To ensure regular and neat cleaning of toilets, urinals and bath rooms provided in all 

administrative, academic and Hostel buildings and ensure hygiene by use of disinfectants 

and cleaning materials twice a day and avoid wastage of water. 

 

3. To ensure adequate stock of cleaning materials and disinfectant by regularly indenting the 

same. 

 

4. Take daily round of all the buildings and ensure that all the premises are maintained neat 

clean and hygienic at all the time. 

 

5. To maintain lawns, gardens, trees and plants to keep the campus ecofriendly and prevent 

loss of water by leakage and carelessness. 

 

6. To make a daily report to the principal on all aspects of maintenance, cleanliness and 

hygiene of the campus. 

 

7. To dispose at solid and wet garbage daily at the assigned garbage disposal spots. 

 

8. To deploy optimum number of healthy maintenance staff ensures that they carry out the 

assigned task diligently and make monthly report to the Principal regarding attendance for 

preparation of pay bills. 

 

9. Any other duty assigned by the Principal from time to time. 
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Sr.No.18. Job Responsibilities of Store Keeper/Store Clerk 

 
1. The store keeper shall be filly responsible for safe custody and prompt issue of all the item 

of stores received by the College/Institute. 

 

2. It is the responsibility of the store keeper to receive and store the items of store neatly on 

Shelves/ Racks/trays etc. provided for the purpose without causing damage. 

 

3. The store keeper shall separate inflammable items, acids, alkalis, and like items separately 

from the general stores and store them separately. 

 

4. It is the responsibility of the store keeper to provide fire lightning gadgets to the Store Room 

and keep it in operational condition. 

 

5. It is the responsibility of the store keeper to receive all the store items procured by the 

College/ Institute and ensure that they are the same for which orders were placed. 

 

6. It is the responsibility of the store keeper, on receipt of the stores items to counter sign the 

challan and acknowledges the receipt of the stores items. In case of doubt he shall 

immediately contact the Principal/ Vice principal, administration/HOD concerned and report 

the deficiencies and shall receive the delivery. 

 

7. It is the responsibility of the store keeper to receive all the store items and enter them into 

G.P:R. thereafter classify and transfer them to the consumable registers/ semi consumable 

registers/dead stock registers as the case may be duly authenticated. 

 

8. It is the responsibility of the store keeper to issue the stores to the end users without delay. 

 

9. The dead stock items received shall number before the same are issued to ht. end users. 

 

10. All the stores items issued to the end users shall against the indents. 

 

11. The Store-Keeper shall ensure that stores items one protected from pilferage fire, damage 

due to moisture, dust and insects. 

 

12. It is the responsibility of the store keeper not to allow casual visitors and unauthorized 

persons in the stores. 
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13. It is the responsibility of the store keeper to be the custodian of following registers: 

 

a. General purchase Register. 

 

b. Dead stock register of furniture of the Class room, Drawing halls, Auditorium, 

Canteen and such other items of furniture which are not in the custody of 

Departments/ Sections/Administrative wing etc. 

 

14. Master record of all the dead stock registers/consumable registers issued to the 

departments/section in charge etc. 

 

15. Any other duties assigned by the principal from time to time. 
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