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BANGLADESH PUBLIC ADMINISTRATION TRAINING CENTRE
Savar, Dhaka.

No. D 2—134/85 Dated, Dhaka, the 25th August, 1986.
OFFICE ORDER

Subject :- Distribution of Business amongst Officers and Staff of the Centre.

For smooth operation of the affairs of the Centre, the work of the Centre js
distributed amongst its officers and staff as per the enclosed schedule.

2. The Centre will have the following hierarchical set-up :

Name of the Unit : Designation of Officers-in-charge

Division Member, Directing Staff.
Department Director.
Branch Deputy Director/Librarian/Medical Officer.
Section Assistant Directors/Research Officer/Chief
) Physical Instructor/Evaluation Officer/Publication
Officer. )
Unit . Assistant Librarian/Assistant Publication Officer/ Office

Supervisor/Accounts Officer/Estate Officer/Purchase
Officer/Comptroller/Budget Officer.
Sub-Unit Copying and Duplicating Supervisor/Transport  Super-
visor/Technical Supervisor/Store Keeper.
3. The lowest supervisory level for any given Department may vary between the
Sub-Unit and the Section level depending on the approved Staffing patterr.. All
files and correspondence relating-to a particular Department will be maintained at
the lowest supervisory level (irrespective of its location) for which reasonable

‘support staff has been provided.

4. This order comes into force with immediate effect.

AuM- Hedagetid e

{A.K.M. Hedayetul Hug)

- A Rector
Distribution : ’

1. Secretary, Ministry of Establishrnent
2. All Officers/Staff of the BPATC.

3. All Daputy Directors/BPATC.

4, Project Director, P10,



RECTOR’S OFFICE

Rector

1x Rector
1xP S
1xP A
2xMLSS




DEVELOPMENT AND ECONOMICS DIVISION

MDS (D &E) i
1xMDS
1xP A '?

1xMLSS MANAGEMENT AND PUBLIC ADMINISTRATION

i MDS (i & PA)
TTxmos
I : ; 1xPA

1xMLSS

I l

T
1 i I |

Director Director Director

(Econ, Theory) (Plan &Dev) .(Quan. Methods).
71 % Director 1% Director 1 x Director Director (G.S) Director (Mgt) Director (Prj. Mgt) Ditector (Behav. Sc.)
2, o . 5 _— _— _— —_———
Tasiant Typist Taptafo TYpISt Vo Stano Typ(st 1 x Director 1 x Director 1 x Director 1 x Direcior
1xMLSS 1xMLSS 1xMLSS 1x Steno Typist 1x Steno Typist 1 xSteno Typist 1xSteno Typist
1%xMLSS 1xMLSS 1xMLSS 1xMLSS
Dy. Direclor (G.S) Dy. Director (Mgt) Dy. Director (Prj.Mgt) Cy.Director (Behav. Sc.)
Dy. Director Dy. Director Dy. Director 1xDD = 1xDD 1xDD 1x0D ‘
(Econ, Theory) (Plan &Dev) (Quan. Methods) 1xMLSS 1xMLSS 1xMLSS 1xMLSS
1xLD 1xDD & i . 1xDD ] e
- i
1xMLSS g

1%MLSS - 1xMLSS

(K
Assit. Director (Mgt)

Assit. Director (P. Admn)

2xAD
1 x Typist
1 xMLSS

Asstt. Director
Economics | & 1l
2xAD
1 xTypist
1xMLSS




| (R ———

i ADMINISTRATION DEPARTMENT

Director
=

1 x Director
1 xSteno Typist
1xMLSS

pD ( Finance)
B

DD ( Administration )
ielih Al asar

ices
Medical Officer B.(_si'.w_c_-) 1xDD 1xDD
—_—

1xMLSS
1 x Medical Officer 1xDD L MLSE
2 x Compounder 1xMLSS
1xLDA

1xMLSS

AD(Budget & Accounts)
A

AD ( General ) -~
e T 1xAD

1xAD

AD ( Dormitory )
ADN Vo

AD ( Logistic)
ARG

1xMLSS
1xAD 1]"':,&55 1xMLSS
X

1xUDA
2« Caretaker - "

o Accounts Officer
1xLDA g Office  Supervisor —_—
1 x Typist Compuroller —_— 1 x Accounts Officer

1x0S

4 % Tele Operator 1 x Comptroller 1xUDA

i 2xUDA, 2 x Cashier
2 x Electrician 6 x Supervisor 2 x Receptionist. i :g:coums-Assislaﬂl
2x Plumber ]| ’;‘.l‘!?:s‘ %:‘l"z‘pansml ) x\fnﬂ‘sl
: L 2t 1xMuazzin ;;:hx:ssenger
; 19xGuard 1xCook & '2xMuseng§¥‘
10 x Mali %XQSC"S‘S 00 4 xDespatch Rider
X

b Attendant
2 xSweeper 3% Room Bearer - 1XClub Ften

Budget Officer

—_—
1 x Budgzt Officer
1xUDA

AD (Personnel)
kbl MY
1xAD

i o
Transport Supervisol Caletatia Manag
—_— - —

1 x Manager ) LI
1\ » Sr[ﬁ:xp 17 Accounts-Assistant ;;‘EOA ‘1 ’;‘{SQH
x . .
i 2 % Supervisor &
1% Typist procurement Asstt. 1xTypi o Msssinqer
15 xDriver 1% Ly it A
e o e 1 xMLSS
11 ztid:lf::?-" i 6 x Asstt. Cook

6x Waiter

AD (Purchase & Store)
Ay
4 xDish Washer

1xAD
1 xMLSS

_‘:ﬁi-———J

Estate Officer
bbb

1xEO

1xUDA Puichase Officar
1xLDA - 1xP-0

1 x Typist

1xUDA
1xLDA
1 x Typist
1% MLSS

1 xMLSS

Store Keeper

AL At
1xS.K
1xUDA *
1 x Typist ;
1xMLSS 1

RECTOR'S OFFICE

Rector

1. Act as-'the Chief Executive of the Centre and remain responsible for overail
administration and accademic affairs of the Centre.

2. Responsible _for drawing up the annual training. research and publication
programmes of the Centre and theit implementation.
Act as the Principal Accounting Officer of the Centre,

4. Allocate business among different Divisions and to different persons of the
Centre.

5. Responsible for appointing staff and employees of the Centre as per prescribed
procedure.

6.

10.

¥ i

12

13.

PS:

-

»owon

Act as the authority for granting leave etc. to all officers of the Centre as per
prescribed procedure.

Guide, supervise and evaluate faculty acfivities.

Exercise the powers of a Head of the Department in administrative and
financial matters alongwith exercise of such other powers as may be dele-
gated to him by the Government/Board of Governors.

Represent the Cenftre in different meetings, conferences. seminars, workshops
efc. or selec{s his representatives for the purpose.

Maintain liasion with vafious Ministries/Divisions/Departments of the
Government regatding their training programme.

Ensure preparation and submission of such Reports and Returns to Govern-
ment as may be required of him from tirme to time.

Supervise the formulation and implementation of projects/programmes/

_ activities for development of infrastructure/capacity/value of the Centre.

Perform other duties as may be assigned to him by the Government or the
Board of Governors.

Maintain the personal, confidential and guard files of the Rector.
Supervise the work of the personal staff of the Rector.
Maintain day to day engagement diary of the Rector.

Take all steps for holding meetings in the Conference Room of the Rector
supervision of its maintenance, cleanliness, stationaries, arrangements for
serving tea, furnitures and fixtures in the room etc.



PROGRAMME AND STUDIES DIVISION

MDS
P&S
1xMDS
1xPA
1xMLSS
1
[ 1 |
Director (ST & TOT) Director(PPR) Director (Evaluation)
1 x Director :
. Diracto
VEIICHT. 1xSteno Typist famieetol
1 x Steno Typist 1x Steno Typist
1xMLSS
1xMLSS 1xMLSS
Course Secretariat Pool :
2xUDA
2xLDA
4 x Typist
|
DY. Director (RPATC) DY. Director (PPR) Dy. Director (Eva.)
1xDD 1xDD B 1xDD
1xMLSS 1xMLSS 1xMLSS
| I
Assit, Director (RPATC) Asstt, Director (Prog) Evalﬁalion Officer chief Physical Instructor
e 4% EQ 1xCPI
1xAD .'ll :C%A b 1xUDA 2 xPh. Instructor
1 x Typist 1 x Typist 2xTypist 1xLDA
. 1xLDA 1 xMLSS
1xMLSS 1xMLSS 2%xMLSS 3xSports & CRA
DY. Director (ST &TOT) Asstt. Director (P &D)
1.xAaD
1xDD 1xUDA m
1xMLSS 1xTypist
1xMLSS
|
Asstt, Director (ST) Assit, Director (T& PR)
Asstt. Director (TOT) TxAD
2xAD 1xLDA -
:2'.}3:;51 1x Photographer
1xMLSS 1xMLSS

L

RESEARCH AND CONSULTANCY DIVISION -

MDS
(Research & Consultancy)
bl BB L U
1xMDS
1xPA
1xMLSS
|
L 1
Director Director
(R&D) (LTA)
1 x Director 1 x Director
1 x Steno Typist 1 xSteno Typist
1xMLSS 1xMLSS
[ |
| 1 [ 1
Dy. Director Dy. Director Librarian Librarian
( Research ) (Publication) (Doc& Cir.) (AVR)
1xDD 1xDD 1% Librarian 1xLibrarian
1xMLSS = 1xMLSS F 1xMLSS 1xMLSS
1 |
Senior Research e Assistant Director Assistant Director
Officer—1 Publication Officer (AVR)
1xSRO 1xP.0 1xAD 1xAD
. 3xRC =) 1xMLSS —
1xLDA
1 x Typist
2xMLSS
{ I |
Senior Research Assistant Librarian Tech-Supervisor
Officer—I1 Assut. Publication Officer (Doc) (AV)
1xSRO 1xAPQ 1xAL 1 x Tech. Sup.
3xRO — 1xUDA 4 xCataloguer 1 x Clerk cum Typist
1xLDA 1xLDA 2 xTypist 1xArtist
1 xTypist 2xMLSS 1 xBinder 6x Class room Atfendant|i— 2
2xMLSS _2xMLSS . 1xMLSS
Assistant Director
(Cir) Cop. & Dup.-Supewvisor
1xAD 1xCDS ~
B 1xMLSS 1xLDA
i 1xMLSS - 2
1
Assistant Librarian Tech.-Supervisor
(Cir) (Rep.)
1x AL 1x Tech. Sup.
4x LDA 6x Dup. Machine 4 .
4 x Lib-Attendant Operator
3 xMLSS 1x MLSS




5. Receive the visitors.
6. Receive and despatch .dak of the Rectors office.
7. Perform such other duties as may be assigned.
PA
1. Attend to the felephone service for the Rector.
2. Carry out allfyping work of the Rector's Office.
3. Maintain the Issue and Despatch Register.
4. Indent fof stationery and other jtems neaded foi use in the Rector's office.,
5. Hold custody of all furnitures, fittings, fixtures. utensils, crokeries, cutlaries
etc, provided to Rector's office and Rector's conference room.
6. Carry out such other duties as may be assigned.
MLSS :
1. Dust and clean the office complex of the Reclor. including the Conference
Room.
2. Take all physical steps for holding of meetings in Rector's Office/Conference

Room.
Carry dak fo other Units of the Centre.

Carry out such other dufies as may be assigned.

ADMINISTRATION DEPARTMERT

Director (Administration) :

N

r

o o w

Responsible for management of all matters relating to personnel. finance and
sarvices.

Ensure co-ordination of all administrative matters relating to the Cenftre.
Exercise financial authority as may be delegated by the Recior.
Act as Member-Secreiary of the Selection/Promotion Committee No. 1.

Sanction of Casual Leave to Class Il employees and earned leave fo Class il
and IV employees. Earned leave of RPATC Staff should be routed through
MDS (P&S).

Post and transfer class lil and IV employees.
Sanction Overtime bills.

Sign cheques jointly with Assisiant Director (Budget and Accounts)/Deputy
Directot (Finance) in case of absence of either of. thern. )

(2

Maintain the CCR of all officers of and above the M.N.P.S. of Tk. 1,350-2.250.

10. Supervise the work of :

i) Deputy Director (Adminisfration).
ii) Deputy Direcfot (Seivices).

ili) Deputy Director (Finance).

iv) Medical Qfficer.

11. Check atfendance of staff working in his department.

2

Perform such other dufies as may be assigned.

Steno-typist :

1. Take dictation and carry out all typing work of the Director (Administration).
2. Carry out such other duties as may be assigned.
MLS S:
1. Dust and clean the office room of the Director (Admn.).
2. Cairy dak to other Units of the Cenfre.
3. Carry out such other duties as may be assigned.

. ADMINISTRATION BRANCH

aa Deputy Director (Administration) :

il

7

M

1.

Hold personal cusfody of Service Books and ACRs of al! non-Gazeifed
employees of the Centre. ?

Sanction Casual Leave of Class Ill ‘and |V Employees.
Act as Member-Secretary of Selection/Promotion Committee Ni. 1.
Prepare Gradation list of officers and staff of the Centre.

Assist the Secretary fo the Board of Governors in all matters relating to the
holding of the BOG meeting, preparation of working papers. circulafion of
approved minutes and follow-up on the decisions taken.

Supervise'the work of Assistant Director ( General)/Assistant Director
(Pefsonnel).

Perform such otner duties as may be assigned.

LS S:

Dust and clean the office foom of the Dy.Director (Admn.).
Carry dak fo other Units of the Centre.
Carry out such other duties as rnay be assigned.

(3
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10.
s
12.
13.

14.
155

16.

17

18.

19.

GENERAL SECTION

FUNCTIONS
Distribution of Business among various Divisions/Depan’meﬁts/Branches/
Sections/Units/Sub-Units of the Centre.
Receipt and despatch.

Maintenance of Liveties Register for issuance of liveries to class 11l and Class
IV employees. :

Supply of ID caids to officers/staff/trainees of the Centre.

Office ac_commodat’ionbof officers and staff of the Centre. )

Office securify and custody of duplicate keys of all office buildings and rooms.
Maintenance of Guard file on circular /instructions etc.

Multiplication and circulation of all Government/BPATC Orders/Circulars/
Insfructions efc. fo officers/staff of the Centre.

Infernal co-ordination of repoits/returns/statements {o he submitted to the
Govt./other Agencies.

Preparation of and follow-up on pending list in the prescribed proforma.
Matters relating fo MLA/Parliament. .
Processing payment of gas, electricity, water bills and various other taxes.

Security of campus, preparation and enforcement of duty roster and proce-
ssing overfime bills of guards for payment.

Maintenance of Entry/Exit Register at the main gate.

Staff Welfare—School and Mosque Committees, Club etc. and maintenance
of these insfitutions.

‘Tour programme and Tour Diaries of officers and staff of the BPATC and pro-

cessing TA bills for payment.

Matters felafing to the Bangladesh Public Administration Training Cenftre
Ordinance, 1984 (Aci-XXVI)—its enforcement, review and amendmenfts.

All matters relating to the holding of the BOG meetings, circulation of approved
minutes and follow-up on the decisions taken.

Pieparation and amendments of the following by-laws :

a) -BPATC accommodation rules

b) BPATC Library rules : .

c) BPATC Transport and other logistics use rules :
d) BPATC Dormitory conduct rules :

e) Other Rules as may be considered necessary.

G 14 )

Assistant Director (General)

1. Responsible for matters relating to the Bangladesh Public Administrafion
Training Centre Ordinance, 1984 (Ordinance XXVI of 1984) - its enforce-
ment, review and amendments.

2. Process the preparation and amendments of the following by-laws :

a) BPATC accommodation fules

-b) BPATC Library rules ;

c) BPATC Transport and other logistics use fules :
d) BPATC Dormitoty conduct rules ;

e) Other rules as may be considered necessary ;

2. Arrange in collaboration with other units of the Centre and under the direcfion
of the Rector and other senior staff members, for lunch/dinner/fea etc. for
visitors.

4. Arrange transport and other logistic support for visitors programme at the
Centre and its regional offices.

5. Arrange for tickets, reservations etc. for internal touring by staff members
of Centre. N

6. Arrange for tickets, pass-ports, foreign exchange and other farmalities
required. fo be observed by staff members of the Centre for official tour
abroad.

7. Ensure security of the campus.

Responsible for staff welfare—School and Mosque Committees, Club and
other institutions and their operation and maintenance.
Supervise the work of the Qffice Supervisor.

10. Perform such other duties as may be assigned.

MLSS:

1. Dust and clean the office room of AD (Gen.).

2. Carry dak to the other Units of the Cenftre.

3. Carry out such other duties as may be assigned.

Office Supervisor :

1. Co-ordinate submission of reports/returns/statements to the Government/
other Agencies.

2. Maintain Guaid file on circular/instructions etc.

3. Prepare and follow-up pending list in the prescribed proforma.

4. Prepare duty roster of Receptionist and Despatch Riders.

5. Assign duties to the messengers.



6. Supervise the work done by other staff of the Section.
7. -Perform such other duties as may be assigned.
UDA:

1. Pracess the preparation of distribution of business among the various divi-
sions/departments/branches/sections/units/sub-units of the Centre.

2. Take steps for multiplication and circulation of all Government/BPATC
orders/circulars/insiructions etfc. to officers/staff of the Centre.

3. Maintain and process files on staff welfare—School and Mosqué Committee,
Club and other institutions—their operation and maintenance.

4. Maintain Liveries Register for issuance of liveries to class Il and Class IV
employees.

5. Maintain files and correspondence relating to subjects directly handled by
the AD(G) and the O.S. )
6. Carry out such other duties as may be assigned.

LDA:
1. Responsible for all matfers relating to receipt and despatch.

2. Process payment of gas, electricity, water bills and various other taxes.

3. Process programme and tour diaries of officers and staff of the BPATC for
approval of authority and for payment of TA bills.

4. Supply ID Cards {o officets/staff/trainees of the cenfre. -
5.  Maintain and process files on all matters relating To MLA/pafliament.
6. Carty out such other duties as may be assigned..

Receptionist :

Pefform duties at the Reception Desk of the Centre.

2. Arrange to establish contact with officers/staff whom fthe visitor wants to
see. :

3. Ditect visitors to their destinations.
Render all necessary_help to all comers to the Centre as may be asked for-by
them.

Typist :

1. Carry out all typing work of the Section assigned.
2. Carry out such other duties as may be assigned.

(6 )

Despatch Rider :
1. Carry dak to Dhaka and nearby places for delivery through motorcycle and
bring the same from the RPATC, Dhaka fo Savar.
2. Carry out such other duties as may be assigned.
Messenger : ‘
1. Clean the office rooms of the O.S. and the Section.
2. Carry dak to other sections of the Centre.

3. Carfy out such other duties as may be assigned.

Imam :

-

Conduct five times prayer of the BPATC Mosque.
Conduct Juma and Eid Prayers.
Conduct a Moqtab for children in the Mosque at a suitable fime.

Conduct religious functions of the BPATC as and when required.
Help the PATC School in teaching Arabic/Islamiat if necessary.
Help the PATC school in holding religious functions.

Look after the Mosque in the absence of Muazzin/Khadim.

Perform such other functions as assigned by the Rector or the Masjid
Commiltee.

© O N o wN

Muazzin :

Give call to prayer by Azan five times daily.

Conduct the prayers in absence of the Imam if necessary.
Help the Imam in teaching the children in the Mogtab."
Help the Imam in conducting other functions of the Mosque.
Look after the Library of the Mosque.

Keep the Mosque and its premises always neat and clean.
Keep the Mosque fit for prayer.

® N OO s eN =

Protect, preserve and beautify the Mosque, its premises, furniture, garden,
Hajrakhana, ablufion-place etc.

9. Open and close doors/windows timelv
10. Switch on and off the electric fans, lights, microphones etc, properly.

11. Carry materials, letters, notice, messages of the Mosgue as and when
necessary. )

Recite the Holy Quran in the BPATC official functions as and when tequired.



4. Maintain personal files of officets.

5. Process cases for sanction of all kinds of leave fo officers and mainfain their
leave account registef,

6. Process pens:on/remement/commutauon/gratunty/BI-/GI cases of all
wransferred deputed officers.

7. Maintain files on subjects directly dealt by the AD (Personnel)..

8. Carry out such other duties as may be assigned.
EDA-I :

1. Prepare vacancy list and take steps for filling them up by direct recruitment/
promotion/deputation.
Compile applications for direct recrui't'mem'.for further processing.
Arfange holding examinations/inferviews for selection of candidates.
Process appointment of officers and staff.

Maintain all depufation orders for visit/(raining abroad by BPATC staff.
Maintain up-fo-date biodata of all officers-'of the BPATC in prescribed form.

o o b w N

~

Process all matters connected with the following in respect of all BPATC
staff :

a) Ptivate visit outside Bangladesh
b)  Foreign employment;
c) Consultancy abroad and within country;

8. Make enftries in the SBs of class Il employees and obtain signature of
competent authority. '

9. Carry' out such other duties as may be a’ssigned.

LDA-II :
1. Mainfain personal files of all staff.

2. Process cases for sanction of all kinds of leave fo staff dnd maintain leave
account regisfer.

3. Process pension/retirement/commutation/gratuity cases of all staff.
4. Carry out such otfher duties as may be assigned.
LDA-III:

1. Process all matters connected with consideration and grant of fime-scale/
selection grade/annual increment fo staff.

2. Process all maiters connected with procurement and distribution of ACR
forms to all officers dnd staff and making arrangements for annual medical
check-up.

(10 )

w

Process disciplinary cases of the Gazetfed/non-Gazetted staff of the Centre.

Make entries in the SBs of class IV employees and obtain signature of the
competent authotity.

5. Carry out such other duties as may be assigned.
Typist :

1. Carry out all typing work of the Section.

2. Carry out such other duties as may be assigned.
Messenger :

1. Maintain movement of file register.

2. Carry files between various units of the Section.

3. Carry out such other duties as may be assigned.

MLSS:
1. Dust and clean the office room of the Section.

2. Carry out such other duties as may be assigned.

SERVICES BRANCH

Deputy Director (Services)

“1. Supervise the planning and management of dormitory and cafetaria services.

2. Maintain liaison with -concefned aufhorities fegarding maintenance of
physical facilifies of the Centre.

3. Process bills on all expenses incurred in connection with cafetaria service.

4. Allot the Centre vehicles for official and private nuiposes with approval of
competent- authority where necessary.

5. Process sanction/installation and shifting of residential telephones of
officers (direct lines).

6. Ensure securing continuous and uninterrupted supply of gas, electricity,
water efc. to Campus.

Ensure maintenance of PABX and PABX service fo officers, staff and Trainees
Supervise the work of Assistant Director (Dormitory} and Assistant Director
(Logistics).

9. Perform such other duties as may be assigned,

(-1

42



MLSS:

(8

2
3.

Dust and clean the office room of D.D. (Services).
Carry dak to other Sections of the Cenfre.
Catry out such other duties as may be assigned..

Assistant Director (Dormitory) :

D oA W N =

W N =

Plan and organize dormitory and cafetaria services.

Make allotment of rooms and ensure provision of services therein.
Operate cafetaria accounfs jointly with Cafetaria Manager.

Check bills on all expenses incurred in connecfion with Cafetaria service.
Supervise the work of Comptroller and cafetaria Manager.

Perform such other duties as may be assigned.

S s: '

Dust and clean office room of AD (Dormitoty).

Carry dak fo other Units of the Centre. :

Carry out such other dufies as may be assigned.

ESTATE OFFICER'S UNIT

FUNCTIONS

Overall custody of road, buildings.. playgrounds, pump house and other
appertunances falling within the premises of the Centre.

Maintenance of ROR and ftitle deeds in réspecf of the above properties.
Payment of rate/rent/tax efc, in respect of the above properties.

Maintenance of roomwise/flatwise invenfory of fitfings and fixtures in all
physical facilities of the Centre.

Repair and maintenance of the above properties—all correspondence with

concerned  Agencies.
Land improvement and arboriculture of-the property.
Constitution of the Accommodation Allotment Committee.

All mattere relafing fo sanction/cancellation of rent/ lease of shops/estab-
lishments/premises efc.

Holding of meefings of the Accommodation Allotment Committee for allot-
ment of residential quarters as per rules and renting/leasing/cancelling shops/
establishments/premises etc. )

(12)

10.
i3

12.
13.
14

16.
16.

Making over properties to allottees/leasee and taking them back.

Collection of house rent/utility charges from allottees of other departments
and depositing the same to the Accounts Unit.

Collection of rent/lease money and depositing the same fo the Accounts
Unit.

Attending to the complaints from allottees of residenfial quarters regarding
repair/replacement/maintenance of elecirical/plumbing/civil ifems and
making contact with concerned departments for meeting them up.

Disposal of garbage.
Prevention of nuisance within the Centre premises.

Maintenance of all files and correspondence relating to the Unit.

Estate Officer :

1. Hold overall custody of land, buildings, pump house, playgrounds and other
appertunances falling within the premises of the Cenftre.

2. Mainfain ROR and title deeds in respect of the above properiies.

3. Make arrangements for land improvement and arboriculture of the property.

4. Make arrangements for prevention of nuisance within the Centre premises.

5. Act. as the Member-Secretary of the Accommodation Alloiment Committeg.

5. Supervise the work of the staff working in his Unit.

7. Perform such other duties as may be assigned.

UDA

1. Process consfiiution of the Accommodation Allotmeni Committee.

2. Put up all applications for allotment of BPATC flats in the inceting of the
Allotment- Commitfee

3. Process issuance of allotment/cancellation lefters fo officers/staff of the
Cenfre for residenfial quarters.

4. Make and fakeover possession of residenfial quarters afier obtaining signa-
fure of the allottees on fhe Inventory sheet

5. Maintain roomwisz/flatwise inventory of fittings and fixtures of all
residential buildings.

5. Receive complaints from allot_iees of residential quarters regarding repair/
replacement/maintenance of elecfrical/plumbing/civil items and confact
concemed departments for meeting them ur.

7. Collect house-ient/utility charges from alloftees of other departments and

deposit the same 1o the Accounts Unit.
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8. Hold cusfody of the vacant residenfial flats by putting them under lock and

9.  Catfy out such other duties as may be assigned.

LDA:
1. Process paymentof rate/rent/tax etc. in respect of land, building, playgrounds

pump house and other apperfunances falling within the premises of the Centre.

2. Process cases for repair and maintenance of the above properties and main-
tain all correspondence with concerned agencies

3. Process issuance of sanction/cancellafion Ietters in respect of renting/
leasing shops/establishmen{s/premises efc

4. Maintain roomwise inventory of all fitfings and fixtures of all Centre buildings
other than the residential quaifers.

5. Make and take over possession of leased/rented out property aftel
obtaining signature of the lessee on the Inventory sheet.

6. Hold custody of the vacant shops/estabhshmenfs by pumng these under
fock and key.
Colleci rent/lease money and deposit the same to Accounts Unit.
Maintain files and cofrespondence on disposal of garbage.
Carry out such othet duties as may be assigned.

e Typist:

1. Carry out all typing work relating to the Unit.
2. Carfy ouf such othet dufies as may be éssignedA
MLSS:

1. Clean the office rooms of the Unit. !
2.  Carfry dak fo other Sections/Units of the Centre.
3. Carry out sucn other dufies as may be assigned.

~

COMPTROLLER’S UNIT

FUNCTIONS
1. Maintenance.and operation of Dormitory I/11/1ll and Guest House.

2. Maintenance of Stock Register of cuileries, crockeries, ufensils etc. pro-
vided for use in Dormitory Ill and Guest iHouse.
Maintenance of Guests' Register.

Processing of indent for supply of rnecessary materials.’

( 14y
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5. Mainfenance of Daily Attendance Register in respect of staff working in the
Unit.

6. Dormitory clearance ceriificate for issuance of “'no dues” certificate.

7. Maintenance of all files and correspondence felafing to the Unit.

Comptroller :-

1. Hold immediate charge of Dormitory I/11/1{l and Guest House.

2. Perform the following functions :

a) Process allotment of fooms to the trainees/visitors/guests ;

b) Ensure proper cleaning of rooms, bathrooms and coiridors of the
buildings-under his charge :

c) Maintain furniture and equipment in those Rooms ;

d) Arrange changing of linens efc. and launderning these items on a pro-
grammed basis ; )

e) Prepare duty roster of all staff under his control and supervise their work.

f)  Ensure maintenance of stock registers of cutleries, crokeries, utensils etc.
provided for use in the Dormitory Il and the Guest House by the con-

. cefrned Dormitory Supervisor.

g) ~ Ensufe maintenance of Guests’ Register for the Guest House and depo-
sit of room-rent to the Accounfs Unit ;

h) Ensure meefing up the complaints received chrough the Dormifory
Supervisors.

3. Recommend leave of staff working under him.

4. Process indents for supply of necessary materials.

5. Maintain daily axtendance Register in respect of staff working under him.

6. Process dormitory clearance certificate tor issuance of */no dues’ certificate.

7. Maintain all files and correspondence relating to his unit.

8. Perform such other duties as may be assigned.

Bormitory Supervisor :

1. Perform duties at the assigned Dormitory/Guest House.

2. Maintain Room Allotment Register and hold custody of all room keys.

3. Maintain Complaint Register and intimafe the Comptroller fo meet up the
complains.

4. Hold custody of all Imens mosquite-nets, foom-curtains, carpets, aircoolers,
refrigerators, water coolers, TVs, furnitute, fittings. fixtures and such other
items as bucket, water heater, badna, drinking glass, water jug, ashtray,
hanger, etc.

5. Arrange to replace immediately any of the above items when required.

6. Supervise the work of the room bearets towards maintenance and cleaning

of the furnifure, equipments, rooms, bathrooms, corridar, etc. of the building
under his charge.

(15 )



=

For

11

12.
13.

uUub

1.
12
13

14.
15.

Arrange changing of linens stc. and laundering these items on a programrmed
basis :

Initial the wotk-log of the sweepers as to their satisfactory woik ;

Initial dormitory clearance for final issdance of NOC.

Cuctody of culteries, crokeries, utensils etc. provided for use in the Guest
House/Dormitory Ill.

Guest House only:

Maintain Guest Register, collect room rent from guesfs, issue receipts to
guests and deposit the collected fent -fo the Accounts Unit. through fne
Comptroller. )

Take all actions for focd service in the Guest House.

Carry out such other duties as may be assigneq.

A:

Maintain files telafing fo allotment order of roorns.

Process issuance of clearance cerlificate.

Piepare rosfer of eligible candidates for appointment as room bearer o
confract.

Process appointment of foom bearer on requisition/selection by the concer-
ned Course Director and preparation of the duty roster.

Prepate bills for foom bearef service.

Ptocess tetmination of appointment of room bearer on grounds of unsatis-
facfory setvice

Process black-lisfing ot dismissed room bearers.

Responsible for all matters connected with the appointment of Cafefaria
contractor/conservancy contractor.

Process bills for payment fo the contractors as at item 8.

Initiate proposals for procuremenf of all iterns used in the Dormifories and
Guest House

Disfribute the procured items to the Dormitory Supervisors.

Frocess laundry bills for payment. )

Indent for procurement oi stafionary and other items needed by the Unit.
Process leave of staff working in the unif-.

Carry out such ofher duties as may be assigned

(16 )
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Typist :
1. Carry out all typing work relating to the Unit.
2. Carty out such other duties as may be assigned.

Attendant (Guest House) :
1. Carry the fuggage efc. of the guest.

2. Arrange cleaning of the room by the sweeper.

3. Dust the furnitute and windows of the rooms.

4. Make up'the beds in the room.

5. Remove the used linens from the fooms and take them to the Supetvisor for
cleaning.

6. Take over clean linens from the Supervisor and sef them in the rooms.

7. - Carry the use personal clothings of the guests to the laundfy and bring these
back. J
8. Provide room service of food during illness of guests.
9. Call doctors and ofher petsons fof fendering necessary services.
10. Carry ouc such other dufies as may be asked for by the guesis.

MLSS:

Clean the office rooms of the Unit.

Carry dak to other Unifs/Sections of the Centre.
Carty out such ofher dufies as may be assigned.

W N =

Cook :

1. Prepare food for the Guest House/Dormitory [l under the direction of
Supervisor. d

2. Receive provisions from the supervisor for every day as pet set meni.

3 Carry out such other duties as may be assigned.

Assistant Cook:

Help the cook in the preparation of food.
Bring food from the kiichen and serve.
Be clean and propetly dressed.

i S R

Carry out such other duties as may be assigned.

Room Bearer :

.

1. Clean and prepaie bed of the frainees.

2. Get the rooms cleaned and sweeped by the sweepers affer the traineec
leave their rooms for class. .
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3. Catry the linens to the Dormitory Supervisofs for laundery and take them
back.

Bring tidbits from nearby shops.

Carry food from cafetaria for sick trainees.

Hold Custody cf the belongings in the assigned room

Inform the Dormitory Supérvisor about defective electrical services or sani-
tary problems.

9. Carry out such other duties as may be assigned.

ON oA

CAFETARIA SUB-UNI_T'

FUNCTIONS

1. Custody and maintenance of fumiture, curiains..'carpels, aircoolers, refri-
gerators, deep freezers, water coolers, wafer heaters, crokeries, cufleries,
ufensils etc.

2. Performance of the following functions in respect of the Cafetaria Building.
a) Proper maintenance and cleaning of dmmg halls, kifchens, store,

bathroom, wash basins etc.
b)  Changing of wash basin towels dining table cloth etc, and providing
soaps etc.

3. Maintenance of duty rostel, aftendance register, leave register etc. in respect
of staff working in the cafetaria. -
Procutement of marterials needed for cafetana operation.

All martiers connected with loss/write off of cafetaria operation.
Procurement of provisions/othet ifems from the market. '

No o s

Drawai of advance for purchases fo be made and setilement of account
with concerned authority.
Arrangement for holding of Guest/Mess nights.

@

9. Arrangement for food as per requisifion of authority during se mlnars/con-
ference/workshops etc.

Manager :

1. Procure provisions/other items alongwith the Procurement Assistant.

2. Draw advance for procutement of materials and seftle accounts with
concerned authorities.

3. Supetvise the work of the staff working in the sub-Unit.
Carry out such ofier duties as may be assigned.

(18 )

Wash vests, undergarments, socks and brush shoes etc whenever necessary .

Accounts Assistant :

5.

Maintain all Books of Accounts and supporting voucheis.

Check bills submitted for adjustment with advance provided by the Centre/
Mess Committees ’

Fufnish monthly status of drawals of advance and their adjustment to the
Manage:.

Scrutinise and process for payment of all contractor's/suppliers/contingency
bills.

Carry out such other duties as may be assigned.

Procurement Assistant :

1

7

8.

Maintain Stock Register of furniture, curtains, carpets, aircoolers, refrigerators,
deep freezers, water coolers. water heaters. crockeries, cufleries, utensils etc.
Indenf for procurement of materials needed for cafefaria operafion.

Supply items to the supefvisor like towels, soaps, table cloth efc, for decent
upkeep and operation of the Cafetaria.

Assist and accompany the Manager in the procurement of provisions for

preparing food.

Keep accounts and vouchers for the purchases made and hand them over
fo the Accounts Assistant on daily basis.

Store the provisions in proper manner in the kitchen store/refrigerator/deep
freezer as requnred

Supply stored provisions to the cook as required and keep account thereof

Carry out such other duties as may be assigned.

Supervisor:

1. Mainfain overall satisfactory service in the kitchen/dining room by ensuring:
i) Cleanliness in the kitchen and dining hall areas ;
ii) - Cleanliness in the wash basins and bathfooms ;
iii) Provision of ciean fowels and soaps in the wash rooms
2. Supewvise the laying of table in formal and informal occasions.
3.. Prepare table plan and ensure service during formal occasions.
4, Ensure orderly and decent service of food at all fimes.
5. Setup Menu in consuliation with guthorities.
6. Control and supervise the work of the kitchen staff and waitefs.
7. Catry out such other dufies as may be assigned.
Cook :
1. Prepare food for the cafetaria under the direction of the Manager/Suporwvor
2. Receive provisions from the Procurement Assistant for every day as perf set
Menu.
3. Ensure timely preparation of food.
4,

Carry out such other dufies as may be assigned.
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Assistant Cook :

Perform the functions ef Cook during his absence.

3.
2. Assist the cook in the performance of his dufies.
3. Carry out such other dufies as may be assigned.
Waiter :
1. Lay the fables as per direcfion of the Supervisor.
2. Bring the food from the Kitchen and serve to the users/guests.
3 Be clean and properly dressed ;
4. Remove the used utensils from Dining Halls to the Kiichen.
5. Carfry out such other duties as may be assigned.

Dish Washer :

s

©ONT oL

Clean all the utensils, crokefies, cuflaries properly and timely with proper
cafe and caufion. ’

Clean up the kitchen every time afier preparation of food.

Ensure supply of ptoperly cleaned dishes/crokeries before every service of
food.

Help the cook in the kifchen in preparation of food.

Report immediately to the Cafetaria Managet/Supervisor for any accidental
breakage of crokeries.

Cany out such othef dufies as may be assigned.

LOGISTIC SECTION

FUNCTIONS

Responsibility for keeping the transports opefational at all times.
Maintenance of all vehicles owned by the Cenfre by ensuring :
a) Bi-monthly servicing of vehicles thiough the authorised dealers of the
vehicles or appointed sefvicing workshop. 3

b) Carrying out repair and maintenance of the vehicles.
Assignment of dufies to drivers.

Contract for POL Supply.

Issuance of POL Slips/Coupon Books.

Leave matters of staff working in the.Section.

Certification of bills for payment.

Certification of bills for overtime payment.

.Procurement. through prescribed procedure, of all spares and equipments,

inventory of stores procured/disposed and process hills for payment.

( 20 )
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Maintenance of Stock Register in respect of consumable goods received in. -

the Section.

Maintenance of Daily Attendance Register in respect of staff working in the
Section. )

Indent for stationary items used in the Secfion.

Payment of RT Tax, Insurance, Fitness Fee etc. in respect of vehicles owned
by the Centre.

Annual Medical Check-up of drivers.

Security of all buildings in the Campus other than the residential buildings.
‘Custody of duplicate keys of all the buildings and rooms.

Allotment of office accommodation of officers/staffs of the Centre.
Cleanliness and maintenance of all the buildings in the Campus other than
residential buildings.

Maintenance of furniture/fixture/euipments, elecirical and plumbing mate-
1ial etc. by contacting the 1espective departments for necessary acfion.

Certification of work-log of the sweepers as to satisfactory work done for
payment of their monthly salary.

Physical arrangements for holding classes, symposium, seminar, confeience,
exhibition etc.

Sanction/installation and shiffing of residential telephones of officers
(direct fines).

Mainfenance of PABX and PABX Service to officers, staff and uainees
Processing all telephone bills for payment.

Maintenance of telephone call regiscer and realisation of cail charge from all
USers. -

Processing of *“No Dues” certificate in respect of telephone users.

Petty maintenance of elecirical fittings and fixtures.

Maintenance of lawns and gardens.

Preparafion of duty roster and supervision of the works of Guards, Malis
and Sweepers.

Proper upkeep and maintenance of the office buildings and other facilities
of the Cenfre.

Assistant Director (Logistic ):

o=

o B

Keep the transports operafional at all Times.

Supervise the work of the Tr, Supervisor, Caretakers, Electfician and Tele-
phone Operators.

" Issue POL slips/Coupon Books.

Process Cettification of all bills relating to the Section for payment.
Recommend leave applications fo- higher authority.
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6.

7.

Ensure proper upkeep and maintenance of all files and correspondence
reiating to his Secfion. y
Perform such other dufies as may be assigned.

Caretaker (Offices) :

18

o

Care
1.

w

Responsible for security of Faculty Buildings | and I, Administration
Building and -Syndicate Building.

Hold custody of duplicate keys of all the buildings and rooms under his
charge.

Piocess allotment of office accommodation to officers and staff of the Centre.

Ensure dusfing. sweeping and clearing of. the oftice rooms, floots, bath
tooms, corridors, roofs etc. in'the buildings under his charge.

Check and take steps for repair/replacement/maintenance efc. of furniture,
fixture, equipment, electrical and plumbing material etc. by contacting the
respective depaftment for necessary action.

Certify the work-log of the Sweepers assigned to buildings under his
charge as to satisfacfory work done for payment of theit monthly salary.
Prepare duly roster of the Guards and Malis and supervise their work.
Ensure maintenance of Entry/Exit Register at the Main Gafe.

Carry out such other duties as may be assigned.

taker (Facilities)

Responsible for security of Library Building, Lecture Theater, Auditofium
and Multipurpose Hall.

Hold custody of duplicate keys of all these buildings and rooms.

‘Make all necessary physical arrangements for holding ciasses, symposia,

seminar, conference, exhibifion etc.

Ensure dusting, sweeping and cleaning of all the classrooms and facilities
under his charge. ]

Check and take steps for repair/replacement/maintenance etc. of furnifure,
fixfure, equipment. electrical and-plumbing material etc. by corntacting the
respective departmenis for necessary acfion.

Certify the work-log of the sweepers assigned to buildings under his charge
as to satisfactory work done for payment of their monthly bills.

Prepare duty roster of the sweepers and supervise their work.

Carry out such other duties as may be assigned.

Maintair and process files on all establishment matters relating to the
Tl-operator, Electrician, Guards, Malis and Sweepers.

Process preparation of duty rosterof Tl- operator -Elecfrician, Guards, Mali
and Sweeper.

Cairy out such other dufies as may be assigned.
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Telephone Operator.:

o s N

Keep PABX open from 7 A.M. fill 11 P.M. on all days including holidays.
Maintain telephone call register for both local and frunk calls.

Collect call charges from the caller and deposit the money to the AD(L).
Receive and fransmif messages through the PABX system at the Centre.
Carry out such other duties as may be assigned.

Electrician :

0 N

&=

[32]

Carry ouf small repair works of electrical fiftings and fixtures.

Replace the fused hulbs, fuses efc. whenever necessary.

Advise the AD(L) on ma,or repair work to be undertaken through contractor

by the Cenftre.

Carry out such other duties as may be assigned.

A :

Maintain and process files on

a) Sanction, insfallafion, shifiing and disconnection of all: residential
telephone of officers of the BPATC and the Regional Cenires.

b) PABX and PABX service fo officers, sfaff and trainees.

Process all telephone bills for payment.

Prepare bills for payment by all users of telephone for private purpose on the

hasis of entries in the Call Register maintained by the Telephone Operator.

Arrange fo recover arrear bills.

Process telephone call bills for checking by the AD(L) and deposit realised

amount under proper head of account in the Bank.

Process *No Dues certificate’ to users of telephone.
Carry out such other duties as may be assigned.

Typist :

1. Carry out all typing works of the Section.
2. Carry out such other duties as may be assigned.
MLSS :
1. Dust and clean the office room of the AD(L).
2. .Carry files and papers to different units of the Centre.
3. Carry out such other duties as may be assigned.
Plumber :
1. Repair/replate the defecfive ball cocks, piller cocks, bib cocks. taps,

showers, and other sanitary fittings/fixtures.
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2. Clean and cléar the obstructed pipe line for water disposal- from kitchen,

bathrooms etc. : )
3 Ensure confinuous water supply to all :
4. Carry ouf such other duties as may be assigried.

the Buildings of BPATC.

Guard : ) .
1. Guard the premises as per roster of duty and direction of the Caretaker
(offices).

2. Cariy out such other duties as may be assigngd.

Mali : _ _

1. Prepare beds, plants sapplings, buds etc.

2. Water, weed, spray insecticides and overall nursing of the
in the campus as per roster of duty. ’

3. Maintain lawns and gardens.

4. Prepare gardens, bouquets of flowers as pgr

5. Carry out such other dufties as may be assigned.

trees and plants
direction of the authofity.

Sweeper :
1. Sweep th
cleaning the bathroom as per tosfer of Quty.
2. Sweep and clean varandas, running corridor and porches.
Obtain supply of conservancy items from §upgrvu§or/Caretaker. -
4. Obtain signature from the supervisery officer in their work-log as to their

satisfacfory service. '
5. Carry out such other duties as may be assigned.

e assigned rooms, remove Jhoals from the walls and ceilings and

w

TRANSPORT UNIT

: FUNCTIONS
Transport Supervisor : .
1. Maintain and operate all the vehicles owned by the Centre by ensuring :

i i { rned driver.
a Cleaning of the vehicles by the concerne : . 4 '
b)) Bi-monthly servicing of the vehicles through the authorised ~dealers

of the vehicles or appointed servicing-workshop
c) Carrying out repair and maintenance of the vehlcl_”esj 3
2. Prepare a Maintenance chart of the vehicles under intimation 10 all users

and display the chart in the room of the Tr. Supervisor.

3. Assign duties of the drivers and prepare duty roster. P
4. Process confracting POL supplies and recommend ranewal/cancallation o

confract.
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Recommend leave of the staff working in the Unif.

Check POL bills with logs and process cerfification of bills.

Check overtime bills of drivers with logs and process cerfification of bills
for overtime.

Procure, through prescribed procedure, all spares and equipments. get these
inventoried in the Stores Unit and take all necessary steps for payment of
bills.

Maintain stock register in respect of staff working in the Unit.

Maintain stock register in respect of. consumable goods received in the Unit.
Indent for stationery items used in the Unit.

Process payment of R.T.Tax, Insurance, Fitness fee efc. in respect of vehi-

_ cles owned by the Centre. .

13

14.
15.

uD

Arrange annual medical check-up of the drivers as to their physical fithess
and check-up driving licence of the drivers.

Maintain history book of all transporfs.

Carry out such other dufies as may be assigned.

A :
Responsible for custody and maintenance of all files and correspondernce
relating to the Unit, specifically on :
a) Maintenance chart of vehicles ;
b) Servicing of vehicles ;
c) Assignment of duties to drivers and their duty roster ;
d) Contract of POL supply with suifable filling stations :
e) Matters relating to the immediate administration of the staff working
in the Unit ;
f)  Procurement of spares and equipments for the vehicles ;
g) Certification of bills for payment ;
h) Daily Atftendance Register ;
i) Stock Registers ; .
j» Indent for stationeries to be used in the Unit ;
k)  Invenfory of spares for each BPATC owned vehicles ;

2. Carry out such other duties as may be assigned.
Typist :
1. Carry out all typing work of the Unit.
2. Carry out such other duties as may be assigned.
Drivers :
1. Procure in the month of January every year a fitness certificate from:the
Medical Officer of the Centre as o their physical fitness to drive.
. 2. Renew driving licence as per existing regulafion.
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3. Take over charge of vehicles for duty from the Tr. Supervisor after duly sig-
ning the inventory and.make over the same to him on being relieved of duty
of that vehicle.

4. Wiite the logbooks as pei instrucfions.

5. Ensure proper cleaning and mainfenance of the vehicles as per programme
chalked ouf.

6. Cairy out such other duties as-may be assigned.

Mechanic :

1. Carry out small tepaiis of the BPATC vehicles.

2. Check repair estimates prepared by repair shops. -

3. Certity satisfactory complefion of repair work by repair shops on their bills.
4. Carry out such othef duties as may be assigned.

Helper :

1. Assist the bus driverf in the smooth operation of the bus.
2. Wash and clean the bus tegularly.
3. Carry out such ofher duties as may be assigned.

MLSS:
1. Dusi and clean the office rooms of the Unif.

2. Carry dak fo other Units of the Centre.
3. Carry out such other dufies as may be assigned.

FINANCE ERANCH

Deputy Director (Finance)

Wortk as Drawing and Disbursing Officer of the Centre.

Ensure financial discipline. .

Control expenditure within budgefory provisions.

Ensure internal audit of the RPATCs and the BPATC.-

Arfange external audit of the Centre.

Pass all bills.

Sign cheques joinfly with the Assistant D|ractor {Budget 2nd Accounts)/

Director- (Admn).

8. Release all earnest money/security deposif.

. Issue work/supply order.

10. Supervise the works of Assistant Director (Store and Purchase) and Assis-
tant Director (Budget and Accounts).

11.  Perfofm such other duties as may be assigned.

Noopons
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MLSS:

1. Dust and clean the office room of Deputy Ditector (F).
2. Carry Dak fo the other Sections of the Centre.
3. Carry out such other duties as may be assigned.

' Assistant Director (Store & Purchase) :

1. Accord approval, as per enfitlement and availability of storzs, fo the issue
of stores to requiring staff/ur;it's.

Draw advance for making emergency purchases and adjustmznt of accounts
thereof.

Verify and authenticate comparafive statement on tenderad/quoted rates.
Varify goods for comparison with tendef/quotafion schedule bafore receipt.
Assist the Tender Commiitee in its meetings.

Check daily attendance of staff working in the Secfion.

Recommend leave of staff working in the Section.

Supervise the works of the Purchase Officet and Store Kaeper.

Perform such other duties as may be assigned.

MLSS:

1. Dust and clean the office room of Asstf. Director (S & P)
2. Carry Dak to the other Sections of the Centre.
3. Carty out such other duties as may be assigned.

N
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PURCHASE UNIT

FUNCTIONS

1. Preparation of categorywise schedule of goods and services normally
“required during a financial yeat by the Centre (BPATC).
Selection of pre-qualified suppliers/contractars ©n  annual basis for
supply of specific categories of items and services like stafionery and conser-
vancy items, printing and publication and janitorial servicas by drawing up
the schedules, preparation of tender documents, publicafion of tanders
and actual selection of contractors/suppliefs. i
3. Framing up of terms and conditions of pre-qualification and ensuring strict
adherence fo those terms and conditions if such pre-qualified contractors/
suppliers are appointed.
4. Processing indent for purchase of various goods and services by :
a) Obtaining non-availability certificate ffom the Storss Sub-unit ;
b) Preparing schedule of goods/services on the basis of ~specificaton,
make, model, dimension, size, thickness ( as defailed as possible ) as furi-
shed by the requiring Unit.

>
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¢) Obtaining concurrence .of the requiring Unit, that the schedule as-

prepared by the Purchase Unit, correcfly specifies the requirements of the
indenting Unit. )

d) Prepating tender notice for circulation amongst pre-qualified contrac-
tors/publication in the newspapers/circulation amongst concerned supplier/
indentors.

e) Obtaining administrative approval for procurement.

f)  Taking necessary steps,-after aaministrative approval, for publication/
circulation of tender mofice. ]

Arrangements for receipt and opening of the tenders as per notification.
Checking and comparing the comparative statement of tenders/quotations.
Safe custody and release of earnest money/seculity deposit as per orders
of competent authority.

Constitution of the Tender Committee of the BPATC.

Preparation of working papers for the meetings of the Tender Commitiee
Preparation of minutes of the meefings of the Tender Committee.
Processing minutes of the meeting of the Tender Committee for obiaining

the approval of the Rector o the recommendations of the Tender Committee,

Issuance of supply/work order to the successful party.

Verification of goods/services feceived as ger specnfncatlon in the schedule
jointly with the indenting Unit.

Furnishing joint verification report to the Store Keeper for receipt of the
goods and entering them in to the Central Stores.

Processing bills for payment on-the basxs of store entry and fulfillment of
other laid down conditions.

Processing advertisement bills for payment.

Purchase Officer

1.

G

PNoo

Prepare categorywise schedule of goods and services normally required
duting a financial year by the BPATC.

Anange to receive and open tenders as per notification.

Check the compaiative statement of tendets/quotations as prepared in
his Unit and'initial the statement as to its correctness.

Ensure safe custody and proper release of eamest money/security deposn
as per order of competent authority.

Process constitution of the Tender Committee of the BPATC.

Prepare wotking. papers for. the meetings of the Tender Committee.
Prepare minutes of the meetings of the Tender Commifttee.

Process minutes of the meeting of the Tender Commitiee for obtaining the
approval of the Rector to the-recommendations of the Tender Commitfee.
Supervise the work of the staff of Unit. '

Perform such ofher dufies as may be assigned.
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u D A: 3
1. Take steps for pre-qualification of Suppliers/Contractors on annual basis
for supply of specific categories of items by drawing up the schedules, pre-
paration of tende. documents, publication of tenders and actual selection of

Contracfors/Suppliers.

2. Frame up terms and conditions of pre-qualification and ensure strict adhe-
rence to those terms and conditions.

3. Process issuance of supply/work order to the successful party.

4. Piocess Joint Verification Report to the Sfore Keeper for receipt “of the
goods and entering them into the Central Stores.

5. Process advertisement bills for payment.

6. Maintain all iiles on subjects directly dealt by the Purchase Officer.

7. Carfy out such other duties as may he assigned.

LDA:

1. Process indent for purchase of various goods and services by :

a) Obtaining non-availability certificate from the Stores sub-Unit.

b) Preparing schedule of goods/services on the basis of specificafion,
make, model, dimension, size, thickness ( as defailed as possible)
as furnished by the requiring Unif.

c) Obtaining concurrence of the requiring unit as to correctness of the
schedule.

d) Prepating tender notice for circulation amongst pre-qualified confrac-
fors/publication in the newspapefs/circulation amongsi concerned
suppliers/indentofs.

o) Obtaining administrative approval for procurement. .

f) Taking necessary steps, ‘after administrative- approval, for publication/
circulation of tender notice.

9. Process verification of goods/services received as pei specification in the
schedule jointly with the indenting Unit.
3. Process bills for payment on the basis of store entry and fulfillment of other
laid down conditions.
4. Carry out such other duties as may be assigned.
Typist :
1. Carry out all typing work of the Unit.
2. Carry out such other duties as may he assigned.
MLSS:
1. Dust and clean the office rooms of the Unif.
2. -Carry Dak to the other units of the Centre.
3. Cartry out such ofher duties as may be assigned.
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STORE SUB-UNIT

FUNCTIONS

Overall physical custody of the goods, materials, provisions, stationeries,
utensils and unserviceabls stores kept in the Central Store.

Inventory of the issus and receipt of stores.

Custody and maintenance of the Central Stores Register.

Maintenance of bin card in respect of each cateacry of items sfored in the
Cenftral Stfore. ‘

Annual Stock Verification.

Issuance of non-availability certificatz of stores..

Safety of Stores.

Constitution of the Condemnation Board of the BPATC and all
relafing to it. -

matters

Store Keeper :

1.

2.

3.

o=

6.

S

10.
11.
12

-

P w

Hold overall physical custody of the goods, materials, provisions, statjone-
ries, utensils and unserviceable stwores kept in the Central Store.

Receive newly procufed goods into the Store on the basis of Joint Verification.

Report forwarded by the Purchase Officer.

Hold charge of the keys of the Central Stores and regulate opening and
closing of the Store Rooms.

Hold personal custody of Central Stock F’.égisfer.

Maintain bin card in respect of each category of items stored in the Central
Store. .

Carry out annual stock varification as per approved procedure.

Issue non-availability cetfificatz of itzms from the Central Store.

Issue requisitioned items to requiring units/officas after obfaining approval
of AD(P&S). ) '

Maintain requisition slips.

Ensure proper upkeep and safzty of the stores. :

Process cases of disposal of condemanablz/uriserviczable stores.

Carfry out such other duties as-may be assigned.

D A:

Maintain all files and correspondence relating to the Unit.

Maintain Central/Catsgorvwise stock register bv entaiing the new siock
and debiting the deliversd items from the registar.

Enfer store-entry numbers in the bills/vouchars.

Prepare quarterly statement of stock position of storss for procuramant
planning. )

Prepare indent for stationery items for use in th2 Unif

( 30 )
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6. Responsible for all establishment matters relating to the Unit.
7. Carry out such other duties as may be assigned.
Typist :
1.” Carry out all typing work relafing 1o the Unit.
2. Cafry out such other duties as may be assigned.
MLSS :
1. Dust and clean the office room.and stores of the Unit.
2. Carry files and papers to differenf Unifs of the Centre.
3. Carry oui such other duties as may be assigned. *
Assistant Director (Budget and Accounts) :
1. Check and forward all kinds of bills.
2. Sign cheques jointly with the Drawing and Disbursing Officer.
3. Carry out periodic checking of all books of accounfs' including Advance
Register.
4. Maintain liaison with the Ministry of Establishment/Ministry of Finance/
AGB in connection with budget and accounts matters of the Centre.
5. Check daily attendance of staff working in the Section.
6. Recommend leave of staff working in the Secfion.
7. Supervise the woiks of Accounts Officef and Budget Officer.
8. Perlorm such ather dufies as may be assigned.
BUDGET UNIT
FUNCTIONS
1. Preparation and presentation of Annual and Revised Budget of the Cenfre.
2. All matters connected with release of fund from Government and their
deposit into BPATC account.
3. All mafters connected with allocation of funds fo the RPATCs and release of
allocated funds fo the DDOs of the RPATCs.
4.  Appointment of DDOs.
5. Certification as o provision of fund piior to prepaiation of tender documenfts
for procurement of materials or appointment of personnel.
8. All matters connecfed with calculation of leave salary/pension contribution/
© group insurance/benevolent fund/provident fund etc, in respect of trans-
ferred employees and deputationist and deposit the realised amount 10
Bangladesh Bank.
7. Al matters connected with calculation of Group Insurance/Benevoient

Fund in respect of EPATC officers and staff and depositing the amount
realised to BPATC Bank Account.



Budget Ofﬁc_er g

1. Supervise the prepatafion of the Annual an d :
and take all necessary steps for their timely presentation to the Board and
the Government.

2. Mainfain liaison with concerned Ministries for imely release of fund from
Government and ensure their deposit into BPATC Acc.:ount.

3. Varify and a{tlthenficate fund provision prior to preparation of tender docu-
ments for procurement of materials or appoiniment of personnel.

4. Supervise the work of the staff of the unit. '

5. Perform such other duties as may be assigned.

UDA:

1. Initiate preparation of Annual and Revised Budget of the Ce_nl‘re. .

2. Process all matters connected with release of fund from Government and
their deposit into BPATC Account.

3. Allocation of these funds fo the RPATCs and release of the allocated funds to
the DDOs of the RPATCs.

4. Process appointmeni of DDOs. » .

5. Process certification as to provision of fund prior to preparation of tender
document fot procurement of materials or appointment of personngl.
6. Carry out such other duties as may be assigned.
LDA ‘
1. Make calculation of leave salary/pension confribution/provident furid/
group insurance/benevolent fund in respect of transferred employees an.d“
deputationists and calculation of Group_lnsurance/Benevo|ent Fund in
respect of BPATC's own officers and staff. .
2. Take steps for recovery of Advance, Loans, Chaiges etc. .
3. Prepare Treasuty challans in respect of various con‘t'ribut'ions and re(':ovenes.
for depositing the same into the Bangladesh Bank-or into BPATC's own
account as the case may be. ) 3 ey
4. Visit the Bangladesh Bank personally for depositing the challaned amount.
5. Carry out such other dufies as may be assigne_d.
Typist :
1. .Carry out all fyping work of the Section.
2. Carty cut such other duties as may be assigned.
MLSS:
1. Dust and clean the office rooms of the Unit.
2. Carry dak to other Units/offices of the Centre.
3. Carry out such other duties as may be assigried.

d Revised Budget of the Cantre
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ACCOUNTS UNIT

FUNCTIONS

Scrufinising and processing all kinds of pay and TA bills.

Verification of Service Book of non-gazefted staff.

Verification of leave account of all officers and staff-of the Centre.

Recovery of advances, loans, charges etc, and depositing these under proper
heads of account.

Deduction of charges on account of. use of sfaff quarter, gas, electricity,
water and sewerage etc, and depositing these under proper heads of account.
Scrutinising and processing for payment all contractoi's/supplier's/
public utility -services/contingency bills.

" Checking bills for withdrawal of all kinds of advances.

Maintenance of all Books of Accounts including Advance Register.
Furnishing monthly sfatus of drawals of advance and their adjustment to
higher authority.

Checking of reconciliation statements of bank accounts with Cash Book.
All matters relating to audit and accounts of the Centre.

All matters connected with the Public Accounts Committee.

Checking of proper maintenance of vouchers by the Cashier." .
Checking of maintenance of account of user charges in respect of private usa
of telephone and transports by trainees/officers/staff of the Centre.
Checking of maintenance of accounts in respect of earning made through
renfing/leasing ouf .of shops/establishments/premises etc. sale of priced
‘publication, rental charges for use of BPATC facilities like the Guest House,
Audiforium etc, sale proceeds of disposed goods and' arficles efc.

Issuance of LPC to officers and staff moving out from one station of the
Centre to the other or to other offices on transfer.

Custody of documents containing statement of accounts relating to courses
run on funds generated through course fees.

Accounts ‘Officer :

1%

2
3.
4

Scrutinise all kinds of pay and TA bills prepared by the staff of the Unit.
Verify Service Books of non-Gazefted staff.

Verify leave account of all officers and staff of the Centre.

Scrufinise .all contractor's/supplier's/public. ufilify services/contingency
bills for payment.

Check bills prepared by the staff of the Unit for withdrawal of all kinds of
advances. '

Check periodically all books of accounts including Advance Register.
Furnish monthly status of drawals of advance and their adjustment to higher
authority. . "
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8. Responsible for all maiters connected with the Public Accounts Committee.
9. Check proper maintenance of vouchers by the cashier.

10. Process issuance of LPC to officers and staff.

11. Supervise the work of the staff of this Unit.

12. Perfofm such other duties as may be assigned.

UDA:

1. Prepare all kinds of pay and TA bills in respect of officers of the Cenftre.
Prepare all contracfor's/supplier's/public utility services/contingency bills.

3. Deposit all money received on account of use of staft quarters, gas, electri-
city, water and sewerage into the proper head of BPATC Accoum

4. Carry out such other dufies as may be assigned.

CASHIER :

Maintain Cash Book by posting of transactions on daily basis.

Write all cheques on passed bills and disburse to the payee.

Maintain issued cheque register.

Maintain bills/vouchers against which payment is mada.

Disburse pay to the staff against acquittance roll.

Maintain Advance Register.

Prepare monthly reconciliation statement of Bank Account with Cash Book.
Carry out such other duties as may be assigned.

m\lmmbm!\)_'n

Accounts Assistant :

1. Process fixafion of pay of officers and staff of BPATC and deposit recove-

. ries againsf loans and advances in respect of deputafionisis.

2. Maintain all files and cotfespondence relating to audit and accounts of the
Centre and the Public Accounts Committee.

3. Visit the AG's office on all pay fixation mafters.

4. Carry out such other dufies as may be assigned.

LD A:
1. Prepare all kinds of bills of non-Gazetted staﬂ of the Centre.
2. Prepare advance bills.
3. Prepare monthly statement of drawal of advance and their adjustment.
4. Prepare LPCs for officers and staff moving out from one stzation of the BPATC

fo the other or to other organisations on transfer.
5. Carry ouf such other duties as may be assigned.

LDA-1l:

1. Maintain accounts of user charges in respect of private use of telephone and
transports by trainees and officers and staff ofthe Centre.

’
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2. Maintain accounts in respect of earnings made through renting/leasing out
of shops and establishments/premises etc; sale of priced publication, rental’
charges for use of BPATC facilities like the Guest House, Auditorium efc,
sale proceeds of disposed goods and articles etc.

3. Deposit all moneys received from the above sources into appropriate heads
of account of the Centre. .

4. Hold custody of documents containing statement of accounts relating to
courses run on funds generafed through course fees.

5. Carry out such other duties as may be assigned.

Typist

1. Carry out all fyping work of the Unir

2. Carry out such other duties as may be assigned.
MLSS-1:

1. Dust and clean the office room of the Unit.
2. Carry dak to other units of the Centre.
3. Carfry out such other duties as may be assigned.

.MLSS -~ 1II:

1. Assist LD-Il in the discharge of his duties and accompany him to the AGB
and the Bangladesh Bank at all times.
2. Carry out such other dufies as may be assigned.

MEDICAL SBRANCH

Medical Officer :

1." Provide free consulting services to the frainees, staff of tne Centie and
their immediate family members. i
2. Conduct annual medical check-up of the drivers of the Centie to assess their
fitness for driving.
3. Prepare annuai list of medicines, instruments and other medical aids neasded
: for the smooth operation of the clinic and take steps for theit procurement
and storage.
4, Process bills for supply of medicine and other materials for payment.
Conduct medical check-up of all Foundation Trainees priof to the commen-
cement of ihe course and submit medical feports to the Chief" Course
Director/Course Director within the following 15 days.
Take classes in the Foundation Coufse on basic healin education.
Ensure maintenance of Sfock Register of all medical supplies.
Supervise the work of the staff working under him.
Perform such other dufies as may be assigned.

o

©COND
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Compounder : 4
1. Provide all clinical services. ]
2.. Dispense drugs/medicines as per prescription dnd dvallab.lny to authorised d )
beneficiaries.

3. Maintain Register of visitors to the Clinic
4. |ssue outdoor ftickets to the patients.
5. Attend fo the first aid needs of the participants.in Ihe afternoon games.
6. Perform such other duties as may be assigned.

LDA : 4 :
1. Maintain all files and correspondence of the Clinic.
2. Process bills for medical supplies for payment.
3. Maintain the sfock register of the Clinic.
4. Carfy ouf such other duties as may be assigned.

MLSS : ) 1
1. Dust and clean the Clinic.
2. Help the MO in maintaining serial of visifing patients.
3. Carry dak fo other unifs of the Centre.

4, Carry ouf such ofher duties as may be assigned.

o 1
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RESEARCH.AND CONSULTANCY DIVISION

MDS (R & C):

1. Organise and co-ordinate all fesearch and consultancy activities of the Centre.
2. Assess the requirements of training materials of the Centre and arrange tc
procure the same.
3. Provide support to the programmes faken up by other faculty members to
develop training materials.
4. Ensure the timely compilation, printing and publication of the Annual Report,
of the Centre.
5. Organise publication of books and journals of the Centre.
H. Organise symposium, Seminar, Workshop etc. partaining to the fleld of
research and consulfancy.
7. Act as Course Director of different courses and share in the instructional loaa.
of the Centre. .
8. Conduct and guide field/action research.
"9. Supervise the work of Director (R & C) and Director (LTA).
10. Perform such other duties as may be assigned.

1. Maintain :

a) Perfsonal, confidential and guard files ; and

b) day to day engagement diary of the MDS.

Receive calls/messages and transmif to the MDS at the earliesi opporfunity.
Take dictations and carry ouf all typing work of the MDS.

Receive and despatch dak.

Supervise the work of the MLSS working with the MDS.

Carry out such other duties as may be assigned.

S gk Wt

MILSS:

1. Dust and clean fhe office foom of the MDS (R & C).
2. Carry dak fo other units of the Centre.
3. Carry out such other duties as may be assigned.

(37)

L SO N Y R



3

S

RESEARCH AND DEVELOPMENT DEPARTMENT

Director (R & C)

kE

2,
3.

o

©:

Guide and supervise the preparaticn and processmg of

their methodologies and designs.

Conduct, guide and supervise research activities.
Supervise the timely compilation, printing and publication of ‘the Annual

Report of the Centre.

Organise and supervise the publication of books and Joumals and ofher

publications of the Cenfre.

"Help the MDS (R & C) in organising seminar, symposium, workshop efc.
pertaining tc the fields of specialisation and compiling their pfoceedings

for publication.

Act as Course Director/Course Co-ordinator and share in the instructional

load of the Centre.

Supervise the internal administration of his" Department.
Supervise the work of Deputy Director (Research) and Deputy Director

(Publication).-

Check attendance of staff working in his Department.
Perform such other duties as may be assigned.

Steno-typist :

1;

2. Carry out such otfher duties as may be assignad.
MLSS:

1. Dust and cican the office raom of the Director (R & C).

2. Carry Dak to other units of the Centre. ’

3. Carry out such other duties as may be assigned.

research proposals,

Take dictation and carry out all typing work of the Director (R&C).

Deputy Director (Research)

i

Noopswn

Assist the Direcfor (R & C) in planning, organising and co-ordinating aIH
research and consulfancy activities of the Centre.

Design research/survey programme as required for different Courses.
Share in the instructional load and work as Course Director/Co-ordinator.

Act as chief Rapporteur.

Look after the'internal administration of the R & C JGCIIOH

Supervise the work of the Senior Research Officers and Research Officers.
Perform such other duties as may be assigried.

38
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MLSS:
1. Clean and dust the office rocm of the DD(R).
2. Carry dak to other units of the Centre.
3. Carry out such other duties as may be assigned.
RESEARCH AND.DEVELOPMENT SECTION
FUNCTIONS
1. Planning, organising and co-ordinafing all research and consultancy activi-
tiés of the Centre.
2. Preparation and processing of research proposais, methodologies and
designs. ’
3. Design of research/survey programme for various courses.
4. Assighment of research and consultancy work to the BPATC Faculty.
5. Signing of confract fof research and consultancy with other Agencies and
the administration of the research/consuftancy award.
6. Co-ordination of the field visit of researchers.
7. Assessment of requirements of training materials to be -generated through

research and provision of technical support tofaculty members in developing
- training materials.

8. Collection of materials for the Annual Report of the Centre and p|coarat|0n
of draft Annual Reportf as required under the Bangladesh Public Adminis-
tration Training Centre Ordinance, 1984,

9. Co-ordination of collection of write-up/comments on proposals, memoranda,

reports, arficles, briefs efc. as may be requested for by the Government
and Agencies and takmg all necessary steps for theirprocessing and frans-
mittal.

10. - Provision of consultancy services to Government and other Agencies as may
be requested from time fo time.

11. Operation and maintenance of the computer facilities of the Centre.

12. Other duties as may be assigned.

RESEARCH SECTION - 1

Senior Research Officer-1 :
1. Prepare and prdcess research proposals—their methodnlogies and dssign.
2. Collect write-up/comments on proposals; memoranda, reports, articles,
briefs efc. as may be requested for by the Governmeni and Agencies and
fake all necessary sfeps .for fheir processing and transmittal.
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ise i ini i f the Section. . :
3. Supervise internal administration o i :
4. Sharein the instructional ioad and work as Course Co-ordinator/Rapporteur.
5. Perform such other duties as may be assigned.

MLSS:

1. Clean and dust the office room of the.S RO-1.
2. Carry dak to other units of the Cenfre. . A
3. Carry out such other duties as may be assigned. i

Research Officer-1 :

1. Prepare and process research proposals—their methodologies and desngr}..
2. Design the village study programme and other tours undertaken by parfici-
ants of various courses. . b
ghare in the instructional load and work as Course Co-ordnqator/ﬁapporteur.
4, Design questionaires of different research projects, research survey reports
and studies. .
5. Perform such other duties as may be assigned.

w

Research Officer-ll :

1. Prepare and process research proposals—their methodologies and d:?snlg:.
2 Collect write-up/comments on proposals, memoranda, reports, Aar ic ge.
' briefs etc. as may be requested for by the 69vernment and- .?enm s .
and take all necessary steps for their processing and f(ransmma.
3. Share in the instructional load and work as Course Co-ordinator/Rapporteur.
4: Perform such other duties as may be assigned. z

LDA:

1. Maintain all files and correspondence relating to SRO-1, RO-1, RO-Il and
RO - Il

2. Carry out such other duties as may be assigned:

Typist : :
1. Carry out all typing work of SRO-1. RO-1, RO-|I, and RO-III.
2. Carry out such other duties as may be assigned.

MLSS: g .
1. Clean and dust the office rooms of RO-1, RO-Il and their stafi.
2. Carry dak to other units of the Centre.

3. Carry out such other duties as may bhe assigned.
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Research Officer - IiI-:

1. Prepare and process research proposals—their rmethodologies and designs.
2. Maintain and operate the computer facilities of the Centre.
3. Impart computer familiarisation training to all.parficipants.
4. Share in the instructional load and work as Course Co-ordinator/Rapporteur.
5. Perform such other duties as may be assigned.

MLSS : '
1k

Dust and clean the computei room and office room of RO-II1.
2. Carry dak to othef units of the Centre.
3. Carry such other duties as may be assigned.

RESEARCH SECTION - 1]
Senior Research Officer - I

‘1. Prepare and process research proposals—their methodologies and designs.
2. Process all matters connected with contract for research and consultancy

with other Agencies and take steps for the administration of the research/
consultancy awaid. -

Process assignment of research and consultancy work to the BPATC faculty.
Collect, collate and draft the Annual Report of the Centre.

Share in the instructional load and work as Coufse Co-ordinator/Rapporteur.
Supervise internal administration of the . Section. 5 :

Perform such other duties as may be assigned.

NI o I

MLS S:

1. Dust and clean the office toom of SRO-1I.
2. Carry dak to other Units of the Centre,
3. Carry out such other duties as may be assigned.

Research Officer - |V :

1. Prepare and process research
designs.

2, Co-ordinate field visit of researchers.

3. Process all matters connected with
Goveinment and othet Agencies.

4. Share in the instructional load an

5. Perform such other duties as ma

proposals—theif methodologies and

providing consultancy services to

d work as course Co-ordinator/Rapporteur.
y be assigned.
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Hdeosearch Officer - V@

c
1. Prepare and process research proposals—their methodolcgies and design.
2. Design research survey pregram for various courses.
3
4

Share in the instructional lcad and work as Course Co-ordinator/Rapporteur.

Perform such other duties as may be assigned.

Research Officer - VI
3. Prepare and process research proposals—their methodologies and designs.
2. Carry out assessment of requirements of training materials to be generated
through resezarch and provision of technical suppoft to faculty members in
developing- training materials.
Share in the instructional load and work as Course Co-ordinator/Rapporleur.
4. Perform such other duties as may be assigned.

LDA ¢ )
1. Maintain all files and correspondence relating to SRO-1I, RO-IV, V & VI.
2. Carry out such other duties as may be assigned. -

Typist :

1. Carry out all typing work of SRO-II. Ro - IV, V & VL.
2. Carry out such other duties as may be assigned.

MLS
1. Clean and dust the office fooms of RO-IV, V & V! and their <1aff
2

Carry dak to other Units of the Centre.
Carry out such other duties as may be assigned.

Deputy Director (Publication)

Fiepare the publication programme of the Centre.

Supervise all printing works and process all printing bills for payment.
Check and verify the acceunts relating to the stock and sale of priced publi-
cations and ensure deposit of sale proceeds to the Accoums Unit of the
Centre.

4. Share instructional load and work as Coursz Director/Co-ordinator.

5. Act as the official publisher of the Centre's printed rnaterials.

6. Supervise the work of the Publication Officer.

7. Perform such other duties 35 may be assigned.

w o =

Carry dak to other Units of the Centre.

M

1. Dust and clean the office room cf the DD (P). -
2

3. Carry out such other duties as may be assigned.
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PUBLICATION SECTION

FUNCTIONS

Preparation of publication programme of the Centre.

Publication of BPATC English and Bengali Journals.

Publication of Course Brochures, Course Calendar, Annual Reports elc.
Printing of all books, forms, registers, cards etc. needed by the Centre.

‘Supervision of all printing works on behalf of the Centre and processing

printing bills for payment.

Maintenance of the stock of books, journals, bulletins etc.

Maintenance of a Sales Centre for the BPATC priced publications.
Maintenance of accounts relating to earnings ffom sale of BPATC publi-

cations and deposit of the sale proceeds to the Accounts Unit of the Centre.

Proof-reading of undefprint materials.

All matters connected with the procedures for publication, fulfillment of
|‘aqL|irémec1ts of the Press and Publication Ordinance and other relevant
laws. ragulations and executive orders.

Promotion of sales of BPATC publications.

Maintenance of up-to-date mailing list.

Publication Officer :

i1z

«w

0 gonst o

Process all ratters connected with the procedures for publication—fuitiil-
ment of requirements of the Press and Publication Ordinance and other
relevant-laws, regulations and executive orders. .

Promoie the sale of BPATC publications.

‘Assist in the publication, sale and distribution of BPATC English and-Bengali

Journals.

Assistin the printing of Course Brochures, Course Calender, Annuai Reports
etc.

Assist in the printing of all books, forms, registers, cards etc, needed by
the Centre. :

Share the instructional and course administration load of the Centre.
Supervise the internal administration of the Section.

Supervise the work of the Assistant Publication Cfficer.

Perform such other duties as may be assigned.

S S

Dust and clean the office room of the P.O.
Carry dak to other Units of the Centre.
Carry out such other duties as may be assigned.

il



fissistant Publication Officer :
1. Supervise all printing works on behalf of the Centre and process all printing
bills for payment.
2. Proof-read all undefprint materials. .
Carry out pericdic supetvision of the Sales Centre at BPATC, Dhaka and
ciieck accounts of stock and sale and deposit of sale proceeds to the Accounts
Unit of the Centre.

)

4. Maintain up-to-date mailing list.

5. Supervise the work of the staff of the Section.
6. Perform such other duties as may be assigned.
UDA:

Maintain all files and correspondence relating to the Section.

Maintain the stock register of all printed materials of the szction.

Catry out such other duties as may be assigned.

LD A

Maintain and operate the Sales Centre at the RPATC, Dhaka.

2. Maintain stock register of all materials received from Savar, their sales, stock
position and account of sales proceeds.

Deposit sales proceeds to the Assistant Publication Officef on a regular
hasis.

4. Carry out such other duties as may be assigned.

W N =
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MLS S:

{Publication Store)

1. Dust and clean the stored materials.

2 Receive into and deliver from Publication Store materials as per order.

3. <Carry dak tc other Units of the Centre.

4. Carry out such other duties as may be assigned.
MLSS: '
(Office)

1. Dust and cleanthe office of the APO and his Unit.

2. Carry dak to other units of the Centre.

3. Carry out such other duties as may be assigned.

LIBRARY AND TRAINING AID DEFARTMERT

Director (Library and Training Aid)

d. Ensuie procurement of books, periodicals, jouinals, papsrs. Government
deeurnzsnts ete. and their pfoper documentation and circulation.
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2. Ensure procurement, operation and maintenance of treining aids including
AV equipment.

3. Ensure-proper service of AV equipments in the classrooms and in other.
functions/ceremonies of the Centre.

4. Ensute timely reproduction, compilation, binding and circulation of course
reading materials.
5. Maintain Course Photo Albums.
- 6. Ensure proper use of Library, training materials and AV equipment.
7. Ensure repairing of equipments and their proper maintenance.
8. Supervise the work of the Librarians.
9. Supervise the internal '@dministration of his Department.
10. Check attendance of the staff working in his Department.
71. Perform such other duties as may he assigned.

Steno-Typist :

1. Take dictation and carry out all typing work of the Director (LTA).
2. Carry out such other duties as may be assigned.

MLSS:

1. Dust and clean the room of the Director (LTA).
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.

Librarian : (Documentation & Circulation)
1. Ensure proper and regular functioning of the Library.
2. Prepare list of books, periodicals, journals, Government documents etc. and
“circulate these to Faculty for theitr selection.
3. Take all necessary steps for procurement of books and joufnals selecied by
Faculty and their documentation upon acquisition. .
4. Ensure timely return of books and other materiais issued from the Library.

5. Control and supervise the work of the staff of the Library Section.
6. Perform such other duties as may be assigned.
M LS S:
1. Dust and clean the room of the Librarian ( D & C).
2. Catry dak to other Units of the Centre.
3.

Carry out such other dyties as may be assigned.

Librarian : "
{Audio-visual Reproduction) :
1. Ensure proper maintenance and operation of the’AVR Section.
2. Cnsure timely reproduction. hinding and handing over of Course reading
materials to Librarian (D & C).
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3. Ensure timely reproduction and delivery of all other duplicated materials to
requisitioning Units of the Centre.

4. Control and supervise the work of the staff of the AVR Section.

5 Perjorm such other duties as may be assigned.
MLSS:

1.. Dust and clean the office room of the Libratian (AVR)

2. Carry dak to other Units of the Centre.

3. Carry out Such other duties as may be assigned.

Documentation Section

FUNCTIONS

1. All matters connected with planning orders for books and Journals.

2. All correspondence for acquisition of Library materials.

3. Maintenance of external felations with local and foreign organisations ir
connection with library documentation rnaterials.

4. Cataloguing and classification of books, periodicals, Government publncalnon*

and non-book materials.

Filling of catalogue cards.

Accession of book and non-book material.

Binding work of the Library. '

Maintenance of exchange of publications.

0 N o o

Assistant Director (Documentation)

1. Responsihle for all matters connected with planning orders for books and
journals and-issuing non-availability certificate in respect of these materials.

2 lnitiatg all correspondence for acquisition of iibrary material.

Maintain external relations with local and foreign ofganisations in connection

with librarty documentation materials.

4. Supervise the work of the Asstt. Librarian (Documentation).

5. Supervise all administrative matters of the Documentation Section.

6. Perform such other duties as may be assigned.

M LS S:
Dust and clean the office room of the AD(DOC).

Carry dak to other Units of the Centre.
Carry out sich other duties as may be assigned.

w N =

Assistant Librarian (Dccumentation)
1. Dircctly supervise :
a) Cataloguing and classification of hooks, periodicals, Government
publication and non-book materials.
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b) Filling of catalogue cards
¢) Checking of catalogue cards with call numbers of books.
d) Keeping statistics of catalogued books :
e) Comparing catalogue cards, book pockets and book cards with manus-
cripts.
2. Ensure

a) Accession of book ard non-book materials :
b) Stamping ownership marks on books and non-book materials :

3. Look after binding works of the library and sanction for binding works.

4. Maintain exchange of publications ;

5. Supervise and control the staff working in the Section.

6. Prepare weekly shift duty roster in respect of staff working in the Section.

7. Maintain daily Attendance Register in respect of staff working in the
Section_; ’

8. Maintain Stock Reglster in respect of consumable goods received forthe
Section.

g. Indent for stationery items used in the Section.
10. Certify bills for payment :
11. Perform such other duties as may be assigned.

Cataloguer :
Y. Ca.ta_'logu.e and classify books, periodicals, Government publications and
non-book materials :
J2. Fill the catalogue cards :
2/ Check catalogue cards with call numbers of books
Keep statistics of catdlogued books :
5/ Compare catalogue cards, book pockets and book cards with manuscripts.
6. Carry out accessioning of hooks and non-book materials.
7. Carry out such other duties as may be assigned.

Typist (Documentation) ¢

1. Type cstalogue cards :

Type lists of books, Journals, bibliographies, reviews etc.
Stamp ownership marks on book and non-bock, materials :
Carry out such other duties as may be assigned.

HoWw N

Typist (General) :

1. Type official letters.

2. Receive and keep records ot daily dak.

3. Despatch letters, correspondence etc.

4. Maintain all files in respect of the Section and put t!‘cm up for action.
5. Carry out such other duties as may be assigred.
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MLSS: _
o by 1. Dustand clean the office room of the AD(Cir.).
Inges : A 4 2. ¢ k h its of the C
: - ; d - Carry dak to other Units of the Centre.
i and repair books/periodicals as per orders received. ) i 1 )
12, E:n;ﬁp l’gil;?( pocketz book labels and due date slips in catalogued books . 3 Carry out such other duties as may be assigned.
3: Préserve daily newspapers and periodicals for library. ; Assistant Librarian (Circulation) :
4. Carry out such other duties as may be assigned. ) . 1. -Receive books, journals, periodicals and ‘other reference rnateriais from
\ the Documentation Section for circulation.
i . WM LS S: 2. Arrange 10 shelve reading materials properly efter receiving thern from
1. Dust and clean the Section. 5 Documentation Section.
2. Carry dak to other Units of the Centre. . 3. Operate and maintain the reading rooms of the library dunng fixed library
3. Carry out such other duties as may be assigned. hours.
4. Maintain issue recorls.
: i 5. Control circulation of library materials.
CIRCULATION SECTION j 6. Answer to circulation and reference questions.
‘ 7. Prepare reminders for the return of overdue books.
; FUNCTIONS 8. Arrange display of newspapers and periodicals in the proper reading rocm.
i y : 9. lssue clearance certificate to the Library users.
i ¥ i i heri als and other reference materials from ; . .
¥ . Receiving b.OOks.' ,ousrna?' Pig?dclﬁculation 10.  Provide reading and reference services to ‘the faculiy, trainees and other
the Documentation Section . ) . N users of the Librar
' T i he reading rooms of the Library during fixed _ ; _V- . )
i 2. Operation and maintenance of the g ; 11.  Supervise and control the staff working in the Section.
library hours. _— e T— 12. Prepare weekly shift duty roster in respect of staff working in ihe Section.
3. Control and circulation of libra : ; ;
4. Operation and maintenance of periodicals and reference rooms. g 14, Cer‘nfy'bllis-vfor G . . ’ P
- pp isi f reading and reference services to the faculty, trainees and - 14. Maintain daily Attendance Register in  respect of staff working in the
5. rovision OT reaait . ) Section. .
other u'ser‘s) Ofk thehg.t:-rary.at the Centre or elsewhere 18. Maintain stock register in respect of consumable goods reczived for the
6. Arranging book exhibition el : Section g
= il isor ice trainees on matters relating to preparatior: . _ . ‘
7. Providing adV'SO'dY Set"”c“f to the - 16. Indent for stationery items used in the Section.
; : for seminar, syndicates etc. ; : 17. Store and dispose of \
i : > : i - = 1 pose of old newspapers.
: P aring reading materials for BPATC trai . !
s &. Assisting faculty members in preparing 8 18. Perform such other duties as may be assigned.
ning courses.
. L D A (Circulation) :
" N
Assistant Director (Circulation) . . 1. Carry out Reading Hall duty on shift basis. =
1. Prepare bibliographies, indexes and abstracts for the BPATC library clientele. 2. lIssue books and receive hooks returne.
n : ; Ity members in preparing reading materials for BPATC 3. Maintain issue records.
d 2. Assist BPATC faculty :
| fraining courses. o N 4. Prepare reminders for the return of over-due books.
: 3. Supervise all matters connected with hook exhibitions at BPATC o 5. lIssue gate pass for library materials issued.
elsewhere. , 6. Hold custody of all files and correspondence relating to the Section and
i 4. Provide advisory services to the trainees on matters relating to preparation [ g put them up to the Assistant Librarian (Circulation) for further action.
for seminars. syndicates etc. ) : _ 7. Carry out such other duties as may be assigned.
5. Supervise the work of the Assistant Librarian (Circulation). = LD A (S!ielving) z .
6. Supervise the internal administration of the Section. » 1. Reading Hall duty on shift basis.
; { 7. Perform such other dulies as may be assigned.
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Shelve books and reading materials

Display newspapers and periodicals in the periodicals room.
Store old newspapers for disposal.

Catry out such other duties as may be assignec.

[SANE SRR

Library Attendant : . d -

1. Carry out main gate duty on shift basis. .

2. Hold custody of persenal belongings left in the pigeon heoles at the main
library gate.

Check if library materials being taken out are properly charged out.

Carry out such other duties as may be assigned.

S ow

AVR Section

FUNCTIONS

t. Operation and maintenance of the AV and Reproduction equipment.
Procurement, cataloguing and screening of training and other entertainment
films. - : .

Provision of audio-visual facilities in all class-rooms and for all conferences,
seminars, workshops etc. held under the auspices of the Centre or at the
premises of the Centre.

Provision of reproduction faciiities to the faculty, staff, trainees and guests
of the Centre as ner prescribed procedure.

N

w

D

.Assistant Director (AYR) :

1. Select training films from BPATC library for different courses.

2. Ensure proper operation and maintenance of AV and Reproduction equip-
ments. '
Ensure provision of audio-visual facilities in all class rooms and for all
conferences, seminars, symposium, workshops etc. held under the auspices
of the Centre.
Maintain Attendance Register of the Section.
Supervise -the work of Technical Supervisors.

. Perform such other duties as may be assigned.

[
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LSS:‘

=

Dust and clean the office room of the AD (AVR).
Carry dak to other Units of the Centre.
Carry out such'other duties as may be assigned,

LN =

Technical Supervisor (Audio-Visual) :

1. Operate, with the help of other staff, the following A.V. equiprment, during
training sessions, seminars and confefences at the Centre.

i) 16 mm Movie Sound Projector ;

ii)  Overhead Projector ;

i) Opaque Projector :

iv)  Slide and Film Stiip Projector:

v) Tape Recorder ;

vi)  Wireless Amplifier ;

vii) Kodak Carousal :
viii) Stereo Tape -Deck ;

ix)  Auto-slide Viewer :

x) Stereo - Cassette Deck :

xi)  Stereo Turntable System,

xii)  V.C.R. ;and.
xiii) Any other A.V. equipment as may be procured ffom time 1o tirne for

opetation. =

Ensure oiling and cleaning of AV. equipment to keep the equipment in
woiking condition.
Keep records of all the negatives of photographs and prepare albums of
photo. \
Keep register of the relevant tapes.
Supervise and control staff working in the Unit.
Maintain Siock Register in respect of consumable items received in the
Unit. . .
Indent for stationery and A.V. items needed in the Unit.
Maintain files and correspondence relating to the Unit.
Certify bills for payment. 2
Carry out such other duties as may be assigned.

N

w
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Clerk=cum-Typist :

1. Maintain files and correspondence relating to the Section.
2. Maintain all registers of the Section. .

" 3. Carry out all typing work of the Section.
4. Carry out such other cuties as may be assigned.

{ Artist :

1. Do all calligraphic works needed for display in various kinds of training

1
! .
I activities of BPATC.

2. Carry out such other duties as may be assigned.



Class Room Attendaint :

i. As per direction of the concerned Course Co-ordinator

X 3)  Prepare the class rooms for various training activities.

i‘ b)  Arrange the tables and chaiis in the class rooms.

! c) Dust and clean the chairs, tables, doors and windows of the class

!5 rooms.
\' . Tra . . . |
g Clean up the writing boards prior to beginning of each class.

" €) Carry all audio-visual and training aid to the class rooms, set them up

i at ithe proper places and return them 1o their respective places at the
close of the day.

) Obtain the signatures of the trainees in the attendance sheets and take
them to the Course Co-ordinators.

| g) Arrange for adequate number of glasses and jugs for drinking walter

; : prior to commencement of each class.

} h)  Futon and put off the lights, fans and PAS in the class room.

[ 1 i) Look up the class room at the end of the day.
]) Carry out errand of the trainees during class time.

2. Carry out such other duties as may be assigned.

MLSS:

Dust and clean all A.V. equipment in the AV Unit.
Carry dak to other .Units of the Centre.
Carry out such othef duties as may be assigned.

—
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Copying and Duplic';ating Supervisor.:

'. 1. Receive duplication matefial and deliver duplicated material.

I 2. . Process duplication work by following the undermentioned procedure :

r 2)  Receive the requisition for duplication in the prescribed form signed
i by the authorised officer.

I . b) Prepare the estimate-of duplicaling paper/stencil. ink and other inputs
: and obtain the sanction and delivery of maierials from the concerned
;’ ‘ administrative Section.

ji c) Enter the job in the Duplication Register for code numbering.
‘i d) Cet the code number typed on Stencil/original paper.

i =) * Send the materials to the TS (Rep) for actual work.

i i) Receive the finished job from the TS (Rep).

«
<~

Despatch the ready material to the requisitioning unit after proper
entry in the Unit's Issue Register ;-and )
n) Preserve the used stencil for future use if required.
2. Supervise the internal administration of the Unit.
2. Meintain Stock Register in respect of goods received for use in the Unit.
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d. Indent for all goods needed in the Unit.

5. Carry out such other duties as may be assigned.
LDA:

1. Maintain all files and correspandence of the Unit.

2. Maintain all Registers of the Unit.

3. Type code numbers on stencils/original papers.

4. Receive and despatch duplicating materials.

5. Carry eut such other duties as, may be assigned.
MLSS:

1. Dust and clean the office room of the Unit.

2. Help carry duplicating materials from Administration branch to Duplicating
Unit. ; .

Carry dak to other Unifs of the Centre.

Carr\) out such other duties as may be assigned.

-l$ [

Technical Supervisor (Reproduction)
1. Operate the following reproduction equipment
a) Photocopiers,
b) ‘Gakkenfax/Gestafax/Gestetner.
c) 3 M Margine and production of slide therefrom.

)

2. Ensure oiling and cleaning of the above equipments to keep them in good
running condition.
3. Receive work order from the CDS for reproduction work and deliver iz

completed job to him.
. Supervise and control the staff working in the Unit.
5. Maintain  Stock Register in fespect of consumable items received ini the
Unit.
6. Indent for stationary items needed in the Unit.
7. Maintain files and correspondance relating to the Unit.
3. Carfry out such other duties as may be assigned.

Duplicating Machine Operator :
1. Carry cut all reproduction works under the direct supetvision of the TS (R).
2. Help the TS (Rep) in regulaf oiling and cleaning of all the reproduction

equipment.
3. Carry out such other duties as may be assigned.

MLSES:
1. Dust and clean the office room of the TS(R).
2. Carry material to and from-.the Unit
3. Carry out such other duties as may be assigned.
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Teke minutes of the Fzculty meeting and follow-up on the implamentation
; of the decisions taken in these meetings.

/ 2. Ensure obtaining nominations for various courses/semmars/wockshops
4. Depute UDA/LDA/Typist to the courses, seminars, symposia and workshops
etc. as and when necessary from Course Secretariat Pool
OGRANMMING AND !:STUDIES DIVISION 5. Ensure‘ maintenance and updating of the list of guest speakers.
§. Share instructicnal load and work as Course Director.
MDS (P & S) : 7. Supervise the work of the DD (PPR).
- ) " i 8. Check attendance of the staff working in his Department.
1. Co-ordinate the training programmes of the Centre. ; 9. Perform such other duties as may he assigned.
2., Supervise the preparation of the Training Calender of the Centre. x
3. Co-ordinate and supervise the training ‘activities of the RPATCs. Steno-typist : )
4. Ensure training and dormitory discipline. . . 1. Take. dictation and carry out all typing work of the Director (PPR).
5. Ensure objective, neutral and professional conduct of evaluation programr.z 2. Carry out such other duties as may be assigned.
of trainees and training courses. MLSS:
6. Supervise the implementation of all programmes for physical exercise and ) .
sports activities both indoor and outdoor. ‘ 1. Clean and dust the of.ﬁce room of the Director (PPR).
7. Supervise all work relating to management and implementation of projects/ ; e Gy tak b Gt U.r.lts ,Of it v ;
programmes for the institutional development of the BPATC. | - S, Cany out:such gther duties as may ba assigned,

. Co-ordinate all planning and preparation activities relating to use of multila-

Deputy Director (PPR) :
teral and-bilateral assistance for further development of the BPATC.

1
: : s ; - . | 1. Prepare Annual Training Calendar.
TR v o s ekt L oy v ! B iiats gppanels fon appimmedt ol Roumgs/Semitas Bt o GO
gramming and stuc}ies ' - ! Serplnar Cfo-.ordma{ors. . P . W R I
11.  Perfor h other d . s TR ) i 2. Maintain liaison with the Cadre-contfolhng Ministries for nommatlon.o
i SUc er duties as may be assignec. officers to various training courses/seminars/workshops etc. conducted by
PA : : the Centre.
1. Maintain : ! - 4, Ra.epre'sgnt the Directt’)r (PPR) in the Faculty meeling in his absence and kee
a) Personal, confidential and Guard files and minutes of such rr?eetlngs and do the ngcessary follow-up.
b) day mda'\/ a;gagemer'n aiary of‘the MDS' 5. Act as Course Director/Course Co-ordinator. : _
2. Receive ¢ .Il . 3 i . ; ; 6. - Supervise the work of the AD (Programrpes) and AD {Planning).
] e Gl s/messages and 1ransm-|t to the MDS at the earliest opportunity. 7. Perform such other duties as may be assigned.
3. Take dictstions and carry out all typing work of the MDS. é
4. Receive and despatch dak. L A MLSS: :
5. Supervise the work of the MLSS working with the MDS. 1. Dust and clean the office room of the DD (PPR).
6. Carry out such other duties as may be assigned. 2. Carry dak to other Units of the Centre.
: ' ' 3. Carry out such other duties as may be assigned.
MLS S:
Cust and clean the office room of the MDS(P&S), . o PROGRAMMING AND RECORDS SECTION
2. Carry dak to other Units 'of the Centre. ' A : 7 " FUNCTIONS
3. Carry out such other duties as may be assignec.
‘ g ’ 1. Preparetion of Annual Trzining Calendar.
Director (Planning, Programming and Racording) : . : 2. Appointment of (‘ourse/Sommar Directors and Course/Seminar Co-ordinators.
1. Prepare raining Calendar of the Centre. ( 565 )
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8.
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4.

Preparation of check-list for successful management of Courses.
Maintenance and updating the list of the Guest Speakers.

Preparation and maintenance of all training records.

Co-ordination with other training institutions both inside and outside the
country for linkages. exchanges and other rutually beneficial activities.
Corespondence with cadre controlling and other authorities seeking nomi-
nations for courses /seminars/workshops etc.

Collection -of arrear course fees.

Attachment of UDA/LDA/Typist to the various courses, seminars, symposia
workshops etc. from the Course Secrétariat Pool.

o

e

i -
\, Assistant Director (Programme) :

perform all works mentioned above.

Conduct internal administration of the Section.

Act as Course Co-ordinator and share instructional loac.
perform such other duties as may be assigned.

Typis{ §

15
2

Carry out all typing work of the Section.
Carry out such other duties as may be assigned.

LDA:

1
2

M

==Y

(XS]
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Maintain all files and correspondence of thé Section.
Carry out such otner Auties as may bz assigned. § W

LS S::

* Dust and clean the office room of the AD (Programrie).
Carry dak to the other units of the Centre.
Carry out 'such other duties as may be assigned.

TRAINING AND PR. SECTION

FUNCTIONS
Receiving and sending of the guest speakers/foreign delegations/digni-
taries/distinguished ‘ocal visitors in close collaboration with the Rector and

other Senior Faculty Members. B
Arrangement in co-opa1ation with other Units of the Centre for internal visit/
lecture/discussion etc. by the visitors.

Accompanying the visitors whenever necessary.

Maintenance of Visitors Book. ' ‘

Arrangement for taking phatographs on suitable occasions and taking ali

(.58 )
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necessary steps for procurement of films, developing/enlarging/printing eic.
and their final preservation.

6. Co-ordination to all work for write-up and publication of BPATC Pictorial/
Brochures and their periodic updating.

7. Collection of relevant materials trom other Units of the Centre and presenting
them to the visitors whenever necessary. ‘

8. All matters connected with Display Centre.

9. All matters connected with publicity and liaison with press. TV, Radio etz

Assistant Director (Training & PR)
1. Perform all works mentioned abhove.
2. Conduct internal administration of the Section.

3. Act as Course Co-ordinator and share instructional load.
4. Perform such other duties as may he assigned.

LDA :
1. Maintain-all files and correspondence of the Section.

2. Maintain the photo albums.
3. Carry out such other duties as may be assigned.

Photographer :

1. Take photographs on suitable occasions and take all necessary steps for
developing/enlarging/printing etc. of the films and their final preservation

2. Assistthe AD (T&PR) in all matters connected with the Digplay Centre .

St. Carry out such other duties as may be assigned.

MLSS:

1. Dust and clean the office room of AD (T&PR).
2. Carry files and papers to different Sections of the Centra.
3. Carry out such other duties as may be assigned.

PLANNING AND DEVELOPMENT SECTION

FUNCTIONS

1. All matters connected with nemination and participation in foreign training.
Seminars, Symposia etc. of the BPATC faculty both project-tied and non-
tied.

2. All matters connected with in-country internal training of the: BPATC
faculty/staff. '

3. Preparation of Five Year and Annual Training Plan of BPATC's own stafi.

4. Custody of all papers/documents connected with the World Bank Project

for the Centre and other development projects as may be launched in the
future. ¢
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Adriinistration of BPATC development projects on the following matters :

a) - Devélopment fund release :

fz) - Creation/retention of development posts ;

c) Appointment of foreign consultants.

6. Management and implementation of BPATC development projects,
such as:

a) All work relating to fulfilment of conditions of credit/loan/grant
effectiveness

p) Fulfilment of alf covenanted conditions.

c) Supervision Mission Reports and follow-up actions thereto :

d)  Furnishing basic information for review meetings with the Ministry/
donor agencies : i

€) Initiating proposals for re-appropriation of funds between categories
of a development project

f)  Collection of data on physical and financial progress of development
schemes : i ‘ )

a) Project Completion Report/Terminal Report/Tripartite Review Reports
and all other kinds of mid -term, annual, bi-annual and end of the Pro-
ject Report providing administrative support to the donors/agencies/
Ministry for accomplishing the tasks, preparation of comments when
the Reports are made available and further follow-up actions where
necessary. ) :

7. Processing of both multilateral and bilateral assistance to the Centre through

a) Conduct of preparatory work of negotiation with donor ‘agencies
through the Ministry : :

b) Aporaisal meetings with donor agencies/countries and follow-up
actions emanating from these meetings :

¢) Obtaining suggestions/comments/observations/agreements of other

. concerned Divisions of the Centie necessary for firming up the position

of the Centre. .

Al inatters connected with the Faculty meeting. and all actions relating to
their follow-up.

Q

Assistant Director (Planning and Development)

1. Perform all work mentioned above. )

2. Conduct internal ad ministration of the Section.

3. Act as Course Co-ordinator and share instructior:al load.
4. Perform such other duties as may be assigned.

YDA ¢

i. Maintain all files and correspondence of the Section.
2. Carry out such other duties as may be assigned.
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Typist :

1. Carry out all typing work of the Section.

2. Carry out such other duties as may be assigned.
MLSS:

1. Dustand clean the office room of the AD (Plan.).

2. Carry dak 1o other Units of the Centre.
3. Carry out such other duties as may be assigned.

TOT AND ST DEPARTMENT

Director (TOT & ST) :

1. Prepare the training courses for TOT & ST and ensure their inclusion in the

. Training Calendar.

2. Ensure the smooth operation of RPATCs by providina them all administrative,
financial and logistic support.

3. Meintain liaison with the RPATCs for developing the regional Centres.

4. Make periodic visits to the RPATCs to check on the implementation of their.
programme.

5. Ensure smooth internal administration of his Department.

6. Share instructional load and act as Course Director/Co-ordinator.

7. Check attendance of the staff working in his Department.

8.

Perform such other duties as may be assigned.
Steno-Typist :

1. Take dictation and carry out all typing waork of the Director (ST&TOT).
2. Carry out such other duties as may be assigned.

MLSS:

1. Dust and clean the office room of the Director (STETOT)-
2. Carry dak to the other Units of the Centre.
3. Carry out such other duties as may be assigned.

Deputy Director (ST&TOT) :

Ensure quality ST and TOT programme.

Supervise the work of the ADs.

Carry out internal administration of his Branch. .
Share instructional Idad and act as Course Director/Co-ordinator.
Perform such other duties as may be assigned.
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1. Dust and clean the office room of DD (ST&TOT).
"2. Carry dak to the other Sections of the Centre.
3. Carry out such other duties as may be assigned.

STAFF TRAINING AND TOT SECTION

FUNCTIONS

1. Design of courses and preparation of course syllabi for staff training in
collaboration with the RPATCs.

Design of courses and preparation of Gourse syllabi for training of trainers.
Design of staff development courses for BPATC faculty.

Conducting staff training courses at the Headquarters and its regional
Centres.

b wwN

_~Assistant Director (Staff Training) :
1. Design courses and prepare courss syllabi for staff training in collaboration
with the RPATCs.

Share iastructional -load and act as Course Co-ordiaator.
Perform such other duties as may be assigned.

-D.LO!\)

Assistant Dxrector (Training of Tramers)

7. Design courses and prepare course syllab. for training of trainer courses.
2. Contuct TOT courses at the Centre.

Carry out internal administration of the Section.

Perform such other duties as may be assigned.

wW

i~

LDA:
1. Maintain all files and correspondence relating to the Szction.
2. Carry out such other duties as may be assigned.
Tvpist :
1. Carry out all typing work of the Section.
2. Carry out such other dutizs as may be assigned.
MLSS:

1. Dust and clean the office rooms of the ADs and the staff.
2. Carry dak to other Units of the Cenfre.
2. Carry out such other duties as may be assigned.
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Conduct staff training courses at the Headquarters and the Regional Centres.

Deputy Director (RPATC) :

Process all financial and budgetory proposal of the RPATCs.
Ensure strict financial discipline in the RPATCs.

Maintain liaison with the RPATCs.

Inspect the operation of the RPATCs periodically.

Share instructional load and act as Course Director/Co-ordinator.
Supervise the work of the Assistant Director (RPATC)

Perform such other duties as may be assigned.

w N~
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Dust and clean the office room of the Deputy Director (RPATC).
Carry Dak to the other Units of the Centre.
Carry out such other duties as may be assigned.

W

RPATC SECT!ON
FUNCTIONS

Processing the Annual and Revised Budget of the RPATCs.

Initiating proposal for appointment of the DDOs.

Processing release of funds to the RPATCs.

Processing sanction of course budgets.

Processing sanction of payment for gas, electricity. watar and sewerags
charges, rent and taxes and othar Government and corporate dues.
Processing sanction of all kinds of payments incurred by the RFATCs with
prior approval of the Rector.

7. Arrangements for internal and external audit of RPATC accounts. .

mlsccr\:.—\

o

Assistant Director (RPATC) :
1. Perform all the work mentioned above.
2. Conduct internal administration of the Section.
3. Act as Course Co-ordinator and share the instructional oad.
4. Perform such other duties as may be assigned.
Y
1.
2:
3

Typist :
Maintain all files and correspondence relating to the Section.
Carry out all typing work of the Section.

Carry out such other duties as may be assigned.

MLSS: .
1. Dust and clean the office room of the AD (RPATC) and his staii.
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.
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EVALUATION DEPARTMENT

Director (Evaluation) :

1. Organise, guide and conduct evaluation programme of trainers, trainees and
all iraining courses. ’

Prepare annual evaluation calandet.

Organise fortnightly evaluation meeting and their follow-up.

Ensure timely submission of evaluation reports to Gevernment.

Maintain confidentiality of all evaluation reports.

Supervise the work of the Deputy Director (Evaluation).

Share instructional load and act as Course Director/Co-ordinator.

Check attendance of the staff working in his Department.

Perform such other duties as may be assigned.

CONDO N LN

Steno-typist :

1. Take dictation and carry out all typing work of the Direcior.
2. Carry out such other duties as may b2 assigned.

MLSS:

1. Dust and clean the office room of the Director (Evalustion).
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.

Deputy Director {Evaluation) :

1. Ensure smooth candict of evaluation of trainers, trainees and training cour-
ses and all other training reiated activities.

2. Helpin the design of evaluation forms for purposes of monitoring and evalua-
ting trainers, trainees and training courses and a!l other training relatad
activities.

3. Ensure finalization of Speaker's evaluation report.

4. Ensure mid-term and 2nd of course evaluation report.

5. Share instructiona! [cad and act as a Course Director/Co-ordinator.

6. Supervise the work of EOs. :

7. Conduct internal administration of the Branch.

8. Perform such other duties as may be assigned.

MLSS : °

1. Clean and dust the office rocom of the Dy. Director (Evaiuation)
2. Carry Dak to the other Units of the Centre.
3. Carry out such other duties as may be assigned.
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EVALUATION SECTION

FUNCTIONS

1. Evaluation of trainers, trainees. and training courses, seminar, workshop
and all other training related activities.

2. Designing evaluation forms for purposes of monitoring and evalualing
trainers, trainees and training courses and all other training related activities.

3. Tabulation of all speakers’ evaluetion form and preparation of summary
tables immediately after receipt of filled in evaluation form.

4. Collection and collation of mid-term and end-of-Course evaluation forms.
tabulation of the responses and preparation of draft evaluation reports.

5. Processing results of-in-course examination/tests received from Course.
Directors/Co-ordinators and preparation of final evaluation report for transmi-
ttal to the Government and concerned agencies.

6. All correspondence in connsction with evaluation.

7. Organising, guiding and conducting follow-up programmes including post
training utilisation of the Courses. .

8. Preparation of Annual Course Evaluation Calznder and Evaluation Manual.

9. Conducting evaluation of training techniques.

Evaluation Officers :

1. Perform such of the above mentioned duties as will be periodically assigned
by the Directcr (Evaluation). ) )
2. Share instructional [oad and act as Course Co-ordinator/Rapporteur.
3. Perform such other dutiss as may be assigned.
1LDA:

)8 Maihtain all files and correspondences of the Section.
2. Carry out such other duties as may be assigned.

Typist

1. Carry out all typing work of the Section.
2. Carry out such other duties as may be assigned.

MLSS:
Dust and clean the office room of the EGs and their staff.

sl
2. Carry dak to other Units of the Centre. . .
3. Carry out such other duties as may be assigned.
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SPORTS AND PHYSICAL INSTRUCTION SECTION
FUNCTIONS

1. Preparation of programme for physical exercis3s and sports activities for
trainees, faculty and staff of the Centre.

2. Provision of sports articles for all sports activities by planned procurement.

3. Ensuring the maintenance and operation of the sports fields, equipment anc.
indoor games facilities. .

4. Holding annua! sports event for the BPATC staff. ;

5. Ensuring discipline of habit, punctuality and attendance in the compulsory
pre-dawn and afternoon activities by the Foundation Course trainees.

Chief Physical Instructor :

1. Organise the programme for physical exercises and sports activities both
indoor and outdoor for the faculty, trainees and the staff of the Centre.

2. Prepare periodic procurement programme of sports and gamzs articles for

successful implementaiion of the programme.

3. Personally conduct the pre-dawn and afternoon physical and sports acti-
vities of the Foundation trainees and ensure discipline of habit, punctuality
and attendantce in these programmes by them.

4, Supervise the maintenance of Stock Register of all articles received, used
and written off. 2 & 3

5. Prepare an Annual Report of the activities undertaken in his Section for
review hy the Rector.

6. Evaluate the Foundation: trainees and submit the report to the Course: '

Directors and Director (Evaluation).
7. Maintain the playground and sports facilities.
€. Maintain liaiscn with the Course Directors.
9. Supervise the work of the Physical Instructors.
0. Perform such other duties as may be assigned.
M LS S7T.
7. Dust and clean the office room of the CPI.
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.
Physical Instructor :
1. Perform such duties as may be assigned to them by the Chief Physical
Instructor.

‘"LDA

7. Maintain all files and corraspondences of the Section.
2. Maintain the Stock.Register.

2

3. Carry out such other duties as may be assigned.
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Sports.and Common_Room Attendant :

1. Carry out indoor and outdoor games duty as assigned.

2. Maintain sports goods store and carry goods to the field and store them
back as per routine. - ‘

Be presen tin the field orin the common room
be needed.

Carry out the instructions of the CPI/PI for successful i
A the sports and games programme.
5. Carry out such other duties as may be assigned.

for such assistance as may

q,
mplementation of
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MANAGEMENT AND PUBLIC ADMINISTRATION DIVISION

MDS (M & PA) :

1. Suparvise the Project Management Courses.

2. Design curiicula of the above Coufse and components of other Courses
pertaining te the field of Management and Public Administration.

- 3. Organise symposium, seminars, workshops etc, pertaining to the fields of

PA and Management.

4. Examine and accord technical clearance to all proposals of technical assis-
tance relatingto projects or components of projects, consultant appoint -
ment, fellowships, exchanqe/vnsitatlon programmes etc. falling within the
perview of the Division.

5. Share instructional load and work as Chief Course Director/Course Director

6. Supervise the work of Directors of the Division and the Assistant Directors.

7. Perform such other duties as may be assigned.

P A
1. Maintain
a) Persenal, confidential and guard files.
b) Day tn dav engagement diary of the MDS.
2. Receive calls/m3ssages and transmit to the MDS at the ear'i2st opportunity
3. Take dictations and carry out all typing work of the MDS.
4. Receive and despatch dak.
5. Supervise the work of the M L S S.
6. Carry out such other dutizs as may be assigned.

LSS

M
1. Dust and clean the room of the MDS (M & PA)
2. Carry dak to other Units of the Centre:

3. Carry out such other duties as may be assigned.

Director (Governmerital System) :

1. Design curricula for different courses in the field of Governmental system.
" 2. Helpthe MDS (M & P.A.}in organising symposium, seminars, workshops etc.
pertaining to the spscialisations of the Department.
Share instructional load and work as Course Director.
4. Supsrvise the work of the DD(GS).

©
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5. Check attendance of the staff working in his Department,
6. Peiform such other duties as may be assigned.

Steno typist : 3
1. Take dictation and carry out all typing work of the Direclor (GS).
2. Carry out such other duties as may be assigned.

MLSS:

1. Clean and dust the office room of the Director (GS).

2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.
Deputy Director (Governmental System)
1. Help the Director (GS) in designing curricula for different courses in the
field of governmental system.
2. Help the Director (GS) in organising symposium, seminars, workshops etc.
Share instructional load and work as Course Co-ofdinator/Chief Rapporteur
4 Perform such othe duties as may bz assigned.
MLSS:
1. Dust and clean the office room of the DD(GS)
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned,

@

Director (Managem ent) :

1. Design curricula for different courses in the field of managemeni.

2. Help the MDS (M & PA) in organising Symposium, Seminar. Workshop etz.
pertaining to the field of management.

Share instructional load and work as Course Director.

Supervise the work of the DD (Mgt.). )

Check attendance of the staff working in his Department.

Perform such other duties as may be assigned.

G)U‘AJ;QJ

Steno Typist :

1. Take dictation and carry out all typing work of the Director (Mgt.).
2. Carry out such other duties as may be assigned.

MLSS:

1. Dust and clean the room of the Director (Mgt).

2. Carry dék to other Units of the Centre.

3. Carry out such other duties as may be assigned.
Deputy Director. (Management). :

1. Help the Director (Mgt.) in designing curricula for different coursas in ihe
field of management.
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2. Help the Director (Management) in organising Symposium, Seminar, Work=
shop etc. pertaining to management.

3. Share instructional load and work as Course Co-ordinator/Chief Rapporteur.

4. Perform such other duties as may be assigned,

MLSS:

1. Clean and dust the office room of DD (Management).
2. Carry dak to the other Units of the Centre.
3. Carry out such other duties as may be assigned.

Director (Project Management) :

1. Design the Course on Project Management and design project- management
as a component of other courses conducted at the Centre.

2. Help the MDS (M&PA) in organising Symposium, Seminars, Workshops etc.

pertaining to field of project management.

Share instructional load and act as Course Director.

Supervise the work of the DD (Project Mgt. ) :

Check attendance of the staff working in his department.

6. Perform such other duties as may be assigned.

QB W

Steno-Typist :

1. Take dictation and carry out all typing work of the Director (Project

Management).
2. Carry out such other duties as may be assigned.
MLSS:

1. Clean and dusi the office room of the Director (Proj. Mgt.)
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.

Deputy Director (Project Management) :

1. Help the Direclor (Project Mgt.) in designing the course on Project Manage-
ment and design project management as a component of other courses
conducted at the Centre.

2. Help the Director (Project Mgt.) in organising Symposium, Seminar,
Workshop etc. pertaining to Project Management. '

3. Share instructional load and work as Course Co-ordinator/Chief Rapporteu!.

4. Perform such other duties as may be assigned.

MLSS:

1. Clean & dust the office room of DD (P.Mgt.)
2. Carry dak to the other Sections of the Centre.
3. Carry cut such other duties as may be assigned.
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Director (Behavicural Science)

1. Design workshops. sessions, group activities for application and practice of
various OD techniques like sensitivity training, managerial grid, T-Group,
MBO, OR. ‘Interpersonal and experiential expositions as independent or
component programmes. (i

2. Organise follow-up sessions for testing the effectiveness of the 10D
techniques.

+3. Organise TOT sessions for development of institutionai capacity.

4. Share instructional load and work as Course Director. '

5. Check attendance of the staff working in his Deparunent.

6. Perform such other duties as may be essigned.

Steno-Typist :

1. Take dictation and carry out all typing work of the Director (Behav. Sc.).
2. Carry out such other duties as may be assigned.

M LS S:
1. Dust and clean the office room of the Director (Behv. Sc.).

2. Carry dak to the other Units of the Centre.
3. Carry out such other d}.lties as may be assigned.

Deputy Director (Behavioural Science)
1. Assist the Director (Behv, Sc.) in the performance of his duties.
"2. Share instructional load and work as Course Co-oiclinator/Chief Rapporteur
3. Perform such other duties as may be assigned.
M LS S:
1. Dust and clean the office room of the DD (BS).
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.

Assistant Director (Public Administration)

1. Help the MDS (M & PA) in the design of Courses/Curricula.
2. Prepare bibliography of latest material available in the library for use
in Courses.
3. Prepare abstract of professicnal articles for use as reading materials.
4. Share instructional load and work as Course Co-ordinator/Rapporteur.
5. Perform such other duties as may be assigned.

Assistant Director (Management)

1. All functions as that of AD(PA) . _
2. Supervise the maintenance of files and correspondernice relating to  the
Division. '
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1. Maintain the files and correspondence of the Division.

2. Carry out all typing work of the Division pertaining to correspondence
dealt in the office.

3. Carry out such other duties as may be assigned.

MmLSS:"

1. Dust and clean the office rooms of l;oth the ADs.
2. Cairy dak of both the ADs to.othef Units of the Centre.
3. Carry out such other duties as may be assignec.
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DEVELOPMENT AND ECONOMICS DIVISION

WiDS (D & E) :

1. Design curricula for courses or part of courses pertaining to the field of
Development and Economics.

2. Organise Symposia, Seminars, Workshops etc, pertaining to the fields of
Development and Economics.

3. Examine and accord technical clearance to all proposals of technical assis-
tance relating to projects or components of projects, consultant appointment,
fellowships, exchange/visitation programmes etc. falling within the purview
of the Division. s

4. Shareinstructional load and work as Chief Course Director/Course Director.
5. Supervise the work of the Directors of the Division and the Assistant Directors.
6. Perform such other duties as may he assigned.

P'A S
1. Maintain

a) -Personal, confidential and guard files
b) Day to day engagement diary of the MDS.
2. Receive calls/messages and transmit to the-MDS at the earliest opportunity.
3. Take dictations and carry out all typing work of the MDS.
4. Receive and despatch dak.
5. . Supervise the work of the MLSS working with the MDS.
6. Carry out such other duties as rnay be assigned.

MmMLSS: -

1. Dust and clean the room of the MDS.

2. Carry dak to other Units of the Centre.

3. Carry out such other duties 3s may be assigned.

Director (Econemic Theory) :

1. Design curriculz in the field of Economic Theory.

2. Help the MBS (D&E) in orgenising Symposium, Seminar, Workshop, etc.
pertaining to the specializetion of the Department.

3. Share instructional load and work as Course Direclor.

4, Supervise the work of the DD (ET).

5. Check attendance of the staff working in his Departmeni.

6. Perform such other duties as may be assigned.
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Steno-Typist :
1. Take dictation and carry out all typing work of the Director (ET)
2. Carry out such other duties as may be assigned.

MLSS:

i. Dust and ciean the cifice room of the Director (ET).
2. Carry dak to other Units of the Centre.

3. Carry out such other duties as may be assigned.

Deputy Director (Economic Theory) :
1.. Assist the Director (ET) in the discharge of his duties.
2. Help the Director (ET) in organising Seminar, Symposium, Workshops etc.
pertaining to the specialization of the Department.
3. Share instructional load and work as Course co-ordinator/Chief Rapporteur.
4. Perform such other duties as may be assigned:

MLSS:

1. Clean and dust the office room of the DD (ET).
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.

Director (Planning and Development) : )

1. Design curricula for different Courses pertaining to Planning and
Development. | :

2. Helpthe MDS (D&E) in organising Symposium, Seminar, Workshop etc,
in the relevant field. & '

3. Share instructional load and act as Course Director.

4. Supervise the work of the DD(P &. D).

E. Theck attendance i the staff working in his department.

6. Perform such other duties as may be assigned. ~

Steno Typist : ) .
1. Take dictation and carry out all typing work of the Director (P & D).
2. Carry out such other duties as may b2 assigned.

M LS S:
1. Dust and clean the room of the Director (P & D).
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.

Députy Director (Planning and Development) :
1. Assist the Director (P & D) in the discharge of his duties.

Share instructional load and werk as Course Co-ordinator/Chief Rapporteur-

Zs
3. Perform such other duties as may be assigned.
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MLSS:
1. Dust and clean the room of the DD (P &D).
2. Carry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.

Director (Quantitative Methods)

1. Design_ curricula for different Courses in the fields of his spacialisation

2. Shere instructional load and work as Course Director. .

3. Assist Facuity and trainers in designing research methodologies.

4. Help the MDS (D & E) in organising Symposium, Seminar, Workshops etc
in relevant field.

5. Supervise the work of the DD (am).

6.

Check attendance of the staff working in his Dzpartment.
7. Perform such other duties as may be assigned.

Steno-Typist :

1. Take dictation and carry out all lyping work of the Director (QM).

2. Carry out such other duties as may be assigned.

MLSS:

1. Dust and clean the room of the Director (Qm).
2. Carry.dak-to other Units of the Centre.
3. Carry out such other duties as may he assigned.

Deputy Director (Quantitative Methods) :

1. Assist the Director (QM) in the discharge of his duties.
2. Sh;re Instructional load and work as Course Co-ordinator Chizf Rapnorteus
3" Perform such other duties as may be assigned.

MLS s
Dust and clean the office room of the DD(QM).

A
2. Car_ry dak to other Units of the Centre.
3. Carry out such other duties as may be assigned.

Assistant Director (Economics—1) :

1 Help the MDS (D & E) in the design of Courses/Curricula. i

2 Prepare bibliography of latest material availabie in the library for use in
Courses.

3. Prepare abstract of professional articles for use as readiny materials.

Share instructional load and work as Course Co-ordinator/Rapporieur.

5. Perform such other duties as may be assigned.

&

(73)



Assistant Director (Economics--1i) :

Perform all functions as that of AD{ECO-1).

i
2. . Supervise the maintenance of the files.and corrasnondznczs relating to the
Division. 7
i 3. Perform such other duties as may be a,;signed.
Typist
| 1. Maintain all files and correspondences of the Division.
! 2. Cariy out all typing work of the Division pertaining ta corr2spondeca d2alt
f in the office. ‘ -
! 3. Carry out such other duties as may be assigned.
b MLSS:
|
I 1." Dust and clean the office room of both the ADs.
E 2. Carry dak of hoth the ADs to other Units of the Centre.
1 3. Carry out such other duties as may be assigned.
i
i i
| FOUNDATION COURSE ADMINISTRATION
B FUNCTIONS
Chief Course Director
1) Hold over-all charge of the Course and ensure its smooth conduct.
2) Supervise the functions aind duties of Course Directors and Couise
Co-ordinators. )
3) Finalise draft brochure and get it approved by the Faculty.
4) lssue congratulation letters to the participants on their being nominated
to the Course.
: 5) Compile the list of guest speakers, issue request letters to the guest speakers
and contact them as and when necessary over telephone for confirmation.
G) Prepare crientation programme for pre-course activities and briefing. etc.
7) lssue letters to the appropriate authorities in connection with attachment,
study tours, field trips and visit to historical and other important places.
Contact such authorities over telephone as and when necessary.
8) Supervise arrangement for guest night.
9) Hold briefing sessions at least once.a month.
10) Interview the participants batch by batch.
11) Write pen-picture and countersign the Evaluation Report in respect of each
participant.
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Course Director

12)
13)

Supervise the work of Course Co-ordinators
Put up draft brochure to the CCD for approval

. Form various Committees such.as Mess Commitiee, Sports Commiites

and Cultural Committee.

Remain in over-all charge for cenducting all examinations.

Grant C.L. and perrnission to leave Head Quarfers to the particpants

Guide the participants during study tour, field trips and other programmes.
Interview the participants batch by batch.

Write pen-picture of each participant.

Prepare press release and other necessary papers for newspapers, radio
and T.V. )

Pay surprise visits to class rooms.

Give necessary instructions to the participants as and when necessary inside
and outside class rooms. :

Supervise arrangements for study tour, field trips, attachments etc.

Supetvise arrangements for mess nights, guest night, briefing session and
closing session.

Course Co-ordinator (Studies)

1.
2
3.

Nooas

Collect reading list and modulewise reading materials from the instructors.

Ensure compilation and binding of modulewise reading materials.

Ensure timely supply of the following to the participants of his group :
i) Bags.

i) Course Brochure.

iii)  Reading list.

iv) Dormitory Instructicas.

v) Instructions on manner and ettiquette of Government Officials.
vi) Registration forms. '
vii)  Medical forms. _

viii) Ball point pen, pad, name badge, badge holders etc.
Conduct registration of the participants of his group.

Collect caution money/mess charges for the first month.

Ensure Medical check-up.

Co-ordinate preparation of sports programme for the trainees, furnishing
indents for required sports materials and preparation of budget.

Ensure cleanfiness of allotted class room for the participants of his group and
check-up arrangement of furniture, mikes, audio-visual and training aids
therein.

Ensure supply of reading materials to the trainees from the library.

Prepare Book Review Programme.
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Ensure attendance of participanis of his group in the class room and mark

absen;e against absentee participants in the attendance sheet.'

Process cases of absentee participants for action by appropriate authority.

Ensure timely atfendance of instfuctors in the sessions of his group.

Perform the following functions for conducting examinations : '

i) Prepare schedule for examinations and circulate to the instructors.

ii) Procure question papers from instruciors and take steps for their
multiplication,

iii) Prepare duty roster for invigila‘térs. allot rooms for holding examina-
tions and make sitting arrangements therein,

iv) Distribute scripts to invigilators.

v) Collect answer scripts.

vi) Distribute scripts to instructors for evaluation.

vii) Maintain record of the distribufion of scripts.

Put up connected file/personal files of pérticipants of his group as and

when necessary. '

Perform such other duties as may be assigned.

Course Co-ordinator (Programme)

Prepare draft course brochure.

Finalise the brochure and hand it over to the Publication Officer for printing.’

Take delivery of the printed brochure,
Prepare course budget.
Fnsure timely supply of the following items to participants of his group;
i) Bags.
ii) Course Brochure.
) Reading List.
iv): Dormitory Instruction.
) Instruction on manners and ettiquette of Government Officials.
vi) Medical forms.
vii)  Registration fornis.
viii)  Ball point pen, pad, name badge, badge holder etc.
Ensure registration of the participants of his group
Collect caution money and mess dues for the first month.
Ensure cleanliness of alloted class room for the participants of his group
and check arrangemer.ts of furniture, mikes, sudiovisual training aids etc.
therein.
Ensure writing of name in the name plate and name badge for the participants.
Ensure attendance of participants of his group in the class room and mark
absence against absentee participants.in the attendance sheet.
Process cases of absentee participants for action by .appropriate authority.

(76 )
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12.
13.
14.
15.
16.

k72

Ensure timely attendance of instructors in the sessions of his group.

Prepare Study Tour Programmes.

Prepare Village Study Programme.

Prepare programme for visit to historical places, museum, national zoo. etc.
Put up connected files/personal liles of participants of his group as and
when necessary. y

Perform such other duties as may be assigned.

Course Co-ordinator (Administration)

N

10.
11312
12

Frepare and submit indents for stationeries and other couise materials.

- Allocate duties to L.D.A.-Cum-Typist, Training Assistants, Peon and Class’

Room Attendants.
Ensure cleanliness of dormitory, recruitment and placement cf room hoys,
allotment of fooms to the participants.
Arrange transport from RPATC, Dhaka to PATC, Savar, for bringing the
participants at the time of their first reporting to BPATC.
Arrange transport for visit to National Monument. Also artange flower
wreath for the occasion.
Arrange transport for trip to Dhaka for procurement of personal effects of
trainees. ]

Collect all stationeries and course materials as per indent frarn the Store
Keeper and keep proper accounts of those materials.
Ensure timely supply of the following items to the participants of his group :

i) Bags.

ii) Course Brochdxe.

i) Reading List.

iv) Dormitory Instructions.

v) Instruction on manners and ettiquette of Governmenit Officisis.

vi) Registration Forms.

vii) Medical Forms.
viii) Ball point pen, pad, name badg'e. badge holder etc.
Conduct registration of participants of his group.

Collect caution money/mess dues from the participants for the first month.
Ensure medical check-up.
Ensure cleanliness of class room for the participants of his group and check-
up the annangement of furniture, mikes and other audio-visual training aids.
Ensure attendance of participants of his group in the class room and mark
absence against absentee participants in the attendance sheet.
Process cases of absentee participants for action by appropriaiz authority.
Contact guest speakers for confirmation and arrange transport wianever
asked for by them. Make payments te the guest speakers.

{ %27 )
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Ensure timely attendance of instructors in the sessions of his group.

G

a
1

losing ‘session.

,and ¢
rsonal files of participants of his group as and

, mess nights, guest nights

Arrange briefing session

17
18.

Put up connected files/pe

when inecessary. :

Perform such other duties as may be assigned.

19.
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