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Chapter-3 (Manual – 2) 

POWERS AND DUTIES OF OFFICERS AND EMPLOYEES 

3.1 POWERS AND DUTIES OF OFFICERS AND EMPLOYEES OF THE UNIVERSITY: 

All the statutory officers perform their duties and exercise powers in accordance to the Statutes 
and Ordinances of the University in general with regard to duties and responsibilities common in 
nature. 
 
 

Power and duties of Statutory Officers of the University: 
 

S.NO. NAME OF POST POWERS AND DUTIES 

1 Vice-Chancellor  The power and function of the Vice-Chancellor are 
specified in the Statute 03 of the University and the 
University Ordinance 12. 

2 Pro Vice-Chancellor  The power and function of the Pro Vice-Chancellor are 
specified in the Statute 04 of the University and the 
University Ordinance 13. 

3 Registrar  The power and function of the Registrar are specified in 
the Statute 06 of the University and the University 
Ordinance 14. 

4 Finance Officer  The power and function of the Finance Officer are 
specified in the Statute 07 of the University and the 
University Ordinance 15. 

5 Controller of Examinations  The power and function of the Controller of 
Examinations are specified in the Statute 08 of the 
University and the University Ordinance 16. 

6 Librarian  The power and function of the Librarian are specified in 
the Statute 09 of the University and the University 
Ordinance 17. 

7 Head of Department of 

Studies 

 The power and function of the Head of Department of 
Studies are specified in the University Ordinance 30. 

8 Deans of Schools  The power and function of the Deans of Schools are 
specified in the Statute 05 of the University and the 
University Ordinance 31. 

9 Dean, Students’ Welfare 

(DSW) 

 The power and function of the Dean, Students’ Welfare 
(DSW) are specified in the University Ordinance 39. 

10 Proctor  The power and function of the Proctor are specified in 
the University Ordinance 50 and Statute 28(1) of CUs 
Act, 2009. 

The staffs deployed under various officers perform their duties as per the instruction/ direction of 
the officer of the respective section/ department. 
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Power and duties of other employees of the University: 
 

S.NO. NAME OF POST POWERS AND DUTIES 
1 Joint Registrar/ Deputy 

Registrar / Assistant 
Registrar 

The concerned officer supervises the work of the branches/ 
section placed under their charge. They are assist the 
Registrar/ Finance / CoE/ Dean (Academics)/ Dean (Research) 
/ senior concerned officer in the performance of their duties. 

2 Executive Engineer To look after original works, repairs and maintenance of civil, 
electrical and mechanical works of the University projects. 
University infrastructural development, maintenance campus 
development. 

3 Public Relations Officer  To attend general enquiries from the public, write lucidly 
and prepare information bulletins, pamphlets reports on 
various aspect of the University for use of the press and 
other media.  

 To received visitors and distinguished guests of the 
University, help organizing seminars, etc., released 
advertisements press notifications of the University to the 
newspapers and other media and any other works as 
assigned by the University from time to time. 

4 Hindi Officer  Hindi Officer is entrusted for effective implementation of 
the Rajbhasha Hindi in the University and for necessary 
action on the instructions as issued by the Govt. of India/ 
UGC from time to time for Rajbhasha Hindi. 

 To conduct the Rajbhasha workshops, meetings, 
seminar, etc. as per the annual calendar issued by the 
Department of Rajbhasha, Govt. of India to achieve the 
targets. 

 Any other work as assigned by the University from time to 
time. 

5 Section Officer The Section Officers are incharge of their respective sections 
and having following powers and duties: 
 to undertake responsibility in respect of important 

matters as may be assigned by the superiors;  
 to ensure that the Branch diary is maintained properly 

and that receipts/cases are disposed of without undue 
delay;  

 to ensure even distribution of work among the staff 
members so that one is not over loaded while another has 
very little work;  

 to maintain order and discipline in the section;  
 to ensure efficient management and coordination of work 

in the sections;  
 to guide the staff in the disposal of complicated and 

intricate cases;  
 to ensure quick disposal of receipts/cases according to 

indications given by superiors;  
 to keep up-to-date reference books, guard files, precedent 

books, office order file, 
Statutes/Ordinances/Rules/Regulations, etc.;  

 to submit periodical returns according to calendar of 
returns; 

 to train and advise the staff in relation to office work;  
 to extend full cooperation to all his colleagues and 

superiors;  
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S.NO. NAME OF POST POWERS AND DUTIES 

 to comply with security instructions;  
 to perform such other duties as may be assigned to him 

from time to time. 
6 Private Secretary / Personal 

Assistant 
 To render stenographic and secretarial assistance of all 

kinds to the concerned officer, including arranging 
appointments and maintaining and engagement, diary etc. 

 To keep record of incoming /outgoing dak, file/register 
etc. to keep filling upto date to fix appointments, to 
arrange meetings, and collect information desired by the 
officer ,to deal in a tactful manner with visitors and to 
attend telephone calls with courtesy;  

 To maintain confidentially and secrecy;  
 To type and take dictation in shorthand and to transcribe 

to accurately;  
 To maintain a list of offices (with Their official as well as 

residential telephone and addresses) with whom the 
officer in likely to have official dealing;  

 To keep an accurate list of engagement meeting etc. and 
remind the officer in time and to make available to him all 
the necessary papers for such engagements/ meeting;  

 To maintain a proper orders of the papers required to be 
dealt with by the officer and to bring to his notice, the 
papers /cases which require immediate attention;  

 To destroy by burning the stenographic notes of the 
confidential /secret nature after they have been typed;  

 To keep track of the progress of cases/matters till these 
are finally disposed of;  

 To keep reference books rules/ordinances, statutes, etc. 
upto date;  

 To perform such other duties as may be assigned to him 
from time to time in relation to the function assigned to 
the School /Centres/ Departments/ Offices;  

 To extend cooperation to his seniors. 
7 Assistant  Noting, Drafting and correspondence.  

 Maintenance of files and Registers in proper order. 
 Maintenance of a tender documents and guard files. 

 Any other duties that may be assigned to him from time to 
time by his superiors. 

8 Security Officer / Security 
Inspector 

i. Maintain proactive vigilance in best interest of the 
organization. 

ii. To ensure safety and security of University properties. 
iii. To ensure gate pass/ receipt should be received and 

checked by security guards at every in/out. 
iv. To keep record of various activities and take 

appropriate decisions with approval of the competent 
authority for effective execution. 

v. To attend to emergencies promptly and inform higher 
authorities promptly. 

vi. To manage information system for necessary corrective 
action by higher authorities. 

vii. Assign the duties of security guards on weekly basis and 
submit a copy of duty chart to the Controlling Officer/ 
Reporting Officer. 

viii. Confirm/ check presence and activities of scheduled 
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S.NO. NAME OF POST POWERS AND DUTIES 
security guards at assigned buildings/ gates/ sites.  

ix. Maintain the records of all security guards including 
their past experience, address, identity proof with 
necessary and relevant documents. 

x. Maintain attendance records of security guards 
including extra duties, absence etc. 

xi. Prepare complied attendance sheet at the end of the 
month and submit to the office for verification. 

xii. To tell security guards what duties should be 
performed/ required at specific locations. 

xiii. Check and verify the In/Out Register at each entrance. 
xiv. To arrange orientation to security guards for their 

behaviour, discipline, protocol, dressing sense etc. 
xv. Assign duties of the security guards on national festival/ 

University and instruct accordingly. 
xvi. Perform the duties of security guards whenever 

necessary. 
xvii. Ensure safety and security of University materials. 

xviii. Provide direction and training to site officers and 
contract employees as needed to accomplish service 
goals. 

xix. To ensure  
xx. Provide supplies, materials and implement temporary 

repairs to compromised fence, gate and lock systems. 
xxi. Provide periodic reports to management regarding site 

activities, irregularities, and identifying needed action. 
xxii. Any other work assigned by the superior authority. 
 

9 Caretaker  To do the caretaking of building 
 To supervised and ensure cleanliness of class rooms, 

teachers rooms, bathrooms, lavatories, corridors, 
approach roads, etc.  

 To make physical arrangements for meeting, seminars 
public lecturers, etc.  

 To look after water supply and electricity.  
 To supervise the work of peons, chowkidars, sweepers, 

farashes, etc. as are assigned to him;  
 To maintain an inventory of furniture, equivalent, fittings 

etc. and to take prompt action to remove defects and 
arrange their replacements; 

 To undertake periodically physical verification of the 
equivalent furniture, etc.  

 To be responsible for handling over /taking over of 
building 

 To perform such other duties as may be assigned to him 
from time to time. 

10 Upper Division Clerk / 
Lower Division Clerk 

 To do dispatch and Type work 
 To submit diary regularly and to maintain Registrars/lists 

of files /movement Registrar, etc.; 
 To keep and maintain files/ correspondence and do such 

other clerical /caretaking work as may be assigned to him.  
 To perform such other duties may be assigned to him 

from time to time. 
11 Driver  Driving of the Vehicles  
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S.NO. NAME OF POST POWERS AND DUTIES 

 To keep the record of the petrol and record of the 
mileage.  

 Maintenance of the Cars/ Buses/ Jeeps/ other vehicles 
of the University 

 Any other duties that may be assigned to him from time 
to time by his superiors. 

12 MTS  Physical Maintenance of records of the 
Section/Department. 

 General cleanliness & upkeep of the Section/ Department. 
 Carrying of files & other papers within the building. 
 Photocopying, sending of FAX etc. 
 Other non-clerical work in the Section/ Department. 
 Assisting in routine office work like diary, despatch etc. 

including on computer. 
 Delivering of dak (inside and outside of the University 

Campus) 
 Watch & ward duties. 
 Opening & closing of office/ rooms and ensure the 

windows of the office/ rooms are closed after office hours. 
 Cleaning of office/ rooms. 
 Dusting of furniture etc. 
 Cleaning of building, fixtures etc. 
 Work related to his ITI qualification, if it exists. 
 Driving of vehicles, if in possession of valid driving 

licence. 
 Upkeep of parks, lawns, potted plants etc. 
 Any other work assigned by the superior authority. 

 
The Acts, Statutes and Ordinances of the University are available on the University website – 
www.curaj.ac.in under which various rules. 

  

http://www.curaj.ac.in/
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