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Zeal's vision;
To empower society wilh holistic development through quality education.

Mission;

To enrich the knowledge and enhance the facilities to help the zeal studemis fo structure their
careers fo the glorious fulure and to develop the students as a source within and outside the
organization by holistic focus an character building through a range of cumicular, co-curmricular and
extra-curricular actvities

Values:

B & 8 & & @

Inlegrily

" Equity

Trust

Accountability
Cullaburalivis
Helistic Development
Guidance

"Al Zeal Institutes, our unwavering commitment is fo deliver outstanding education , creating
an atmosphere that cullivates learning, professional growth, innovation, and ongeing
enhancement of students in alignment with the aspirations of our stakeholders. ©

Our Palicies are:
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Focus on the expectations and needs of leamers, their parents, emplovers, and employees
Increase credibdity of the arganization by adhering educational ethics & values

Simulation of Excellence and Innovation by equitable and vibrant knowledge

Create opportunities to understand and implement technical knowledge in practical
applications by industry inferactions.

Encourage Students fo parficipate in co-cumicular, extra-curricular and social aclivities and
promete leadership values for overall development.

More personalized leaming and effective response fo all learners and particularly to leamers
with special education needs,

Protection and Prevention of beneficiary's data,

Eslablish and maintain a safe and healthy environment within Zeal institute,

Committed towards providing opporlunities of employment andior higher education for the
beneficiarias into the recognized organizations.

ZEAL has been working fo ensure that the quality of the Products meets the
reguirements of the international standard 150 21001:2018. The implementation of its

outcomes in educaticnal organizations has several benafits. These include:

The better direchion of the Insfitute activities to achieve its vision, mission and strategic
goals;

The enhancement of social responsibility by providing inclusive and equitable quality
education for all:

The Consistent process and evaluation tools fo demonstrate and increase effectiveness and
efficiency;

The large participation of interested parties:

The Hamonization of regional, national, open, and other standards within an international
framewark,
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Scope

Zeal imparts education leading to mentioned courses:

1. AICTE & Non AICTE {Short Term) Approved Courses

2. DVET and DGT Approved Courses

3. Maharashira Siate Board (HSC) Educatian courses

4, MBA and MCA Courses affiliated to Savilribai Phule Pune Universily,

Exclusion; Courses designed by affiated govemment bodies shall be sbldng 1o zeal
Institutes for Implementation purposes.
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Role Director Responsibilities:




3 To ensure fhat the quality policy Is established and communicatad to all stakehaolders,

4. To ensure thal the quality objectives are established for all seclions of the Insfitute.

5. To approve quality and process manuals,

E. Ta review Quality Management Systems at regular Intervals,

. To take aclions! decisions for the Educational organization management Systam (EOMS) improvement.

8. To strengthen the academic defivery mechanism 1o erhance studentsperformance

9, To review and approve purchase requiremeants.

10. To monitar the functioning of the Institute.

11. Observance and implementation of the acl, statutes, ordinances, regulations, rules and oiher orders
is50ed by the authorities such as GOI, AICTE, UGC, GOM, DTE, MSBTE efc. from time to lime.

17, Any othar wark ralatad b e [nstitute as and when assigned by e compstenl aullivily,

13, The Institule is respansitle io ensure effective implementation of curdculum. MSBTE has decided to
establsh ICIU in each nstitute that will help the pancipal to focus on academic aclvities in line with the
philnsnphy adapted by MSBTE. The principal of the institute will be the chairman of ICIU where thers is no
representativa of management. In this context the rofes of the principal, as Chairman, ICIU are as follows;

14, Establish a separale cefl in the Institute to plan, implement and monitor the progress of curriculum
implementation,

15. Provide infrastructure facidities to the identified Academic Coordinator such as space, computer and one
clerical staff.

16 Conduct meetings of the heads of Department and teacher to ensure smooth furictioning of 1CILL

17, Provide guidance to support the Academic co-coordinator, Note: In the cases of unaided instituies whers
the management representative will be Chairman of 1CIU, the Principal will assist the Chairman in functicning
of ICIU

Role IQAC Responsibilities:
1. Development and application of quality benchmarksiparameters for the varous academic and
adminisirative activities of the Institute.

2. Preparation and strict implementation of the Academic Calendar,

3. Facilitating the creabon of a learmer-centric environment conducive for quality education and facully
maturation to adopt the required knowledge and technology for participatory teaching and learming process.

4, Amangement for feedback responses from students, parents. and other siakeholders on guality-refated
instituticnal processes. o

5. Dissemination of information on the qgahﬁﬁ?hﬁiét

s

B. Organization of inter and intra insﬁuﬂﬁnﬁéi workshops, inars on guality related themes and promation of
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quality circles,

7. Documentation of the various programs / activities of the Institute, leading to quality improvement.

B. Acting as a nodal agency of the Institule for coordinating quality-related activiies, including adoplion and
diszamination of gaod praciices,

9. Interaction with State Quality Assurance Cell (SQAC) in the pre and post accreditation quality assessment,
sustenance, and enhancement endeavors.

10. Development and maintenance of instiutional database through MIS for the purpose of maintaining |
enhancing the instituional quatity,

11.Development of the Annual Quality Assurance Repord (AQAR) of the Institute based on the quality
parametarsiassessment criteria developed by the relevant guality assurance body (ke NAAC, NBA, AB) in
the prescribed format,

12 Bi-annual development of Quality Radars (ORs such as feedback, audits, and ather check points) and
Ranking of Integral Units of Instiute based on the AQAR.

Role Academic Head Responsibilities:

1. Preparation of Academic Calendar in consultaton with 12AC Coordinator, Director and other department
Haads,

2. Inspection of Class Coordinator and pragramme coordinator files on requiar basis,

3. Canvene departmental staff meeling once in a 15 days on the day allotted and record the minutes of the
meeting.

4. Communicate the feedback to the concemed facuity members in the standard format as finalized by
Director, Communicate a copy to the Director,

5. Ensure academic discipline in the Institute.

&. Encouraging the innovation and creativity #eas of the studenis.

7. Encourage students lo parlicpate in various Co-curricular and Extracurricular activities like MOOCs,
workshops, competitions, cerifications etc.

8. Pravide professional leadership and management of the subject in order to secure high quality teaching,
the effeciive use of resources and improved standards of leaming and achievement for alf students.

9. Maded and promote best practice in the teaching and learning in the subject

10. Lead on pedagegical initiatives and approaches

1. Keep up to date with changes and inifiatives in education

12, Enstre that quality educational programs lake place in-a safe, pasitive and healthy leaming environment
13. Ensure 100% attendance in the class. i o,

Role Program coordinator Responsibilities: / . 2 ’:“-'
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1. Preparation of Academic Calendar in consultation with IQAC Coordinator, Director and other depariment

Heads.

2. Preparations of Subject preference form and allocate subject to respective faculty members as per the

preferences.

3. Prepare warkload and allocate the subjecis (o the faculty members well in advance before commencement

of the semesieryear,

4. Preparation of Master time 1able

5. Collect lesson plans from teaching staff before the commencement of class work and ensure that the

Infarmation provided is in accordance with the format,

B. Interact with students {Division wise) 15 days once, identify fhe problems and find solutions in consultation

with the Direclor.

/. Instruct the respactive class coordinatars to implement the dress code amang the stidents.

8. Inspaction of Coursa files on regular basis,

8. Convene depanmental slalf meeling once in & week on the day allotted and record the minutes of the
meeting,

10. Collect the student feedback about the facuity members subject wise (for all the subjects taught fo the
students of their branch) and communicate the feedback fo the concerned facully members in the standard
farmat as finalised by Director, Communicate a copy to the Director,

11. Communicate the attendance particulars and internal marks of studenis to the concemed parents from
time to tima with the help of class coordinalors.

12, Counsel the students whao are absent for the assessment tests or wregular fo the class,

13. Appoint faculty as mentars and allocate students to the mantors in the beginning of the scademic year,

14. Inform the concerned authorities aboul any imporiant events taking place in the Depariment from time to
fime.,

15, Arange special classes if necessary for the benefit of below average students.

Role Class coordinator Respensibilifes:

Assist in managing schedule, student payroll, rooms and instructional supplies for workshops and other study
programs. Develop and manage comprehensive academic support pragram. Provide guidanes to students on
atademic goals and educational issues. Assist sfudenls on course selection, study habiis and career
saiection,

1. Quality-Maintain quality and consistency of instruction in multiplesection courses.

2. Advisory - giving Informaticn or advice ﬁmmmendabnn about what should be done. Training and

L

£ nfacﬂass a ‘privacy responsibilities.

awaraness — teaching and raising awar
3. Feedback and Evaluation: Collect ﬁﬁial'dbad-: from sl.uﬂants regarding events and activilies to assass their
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effectivensss and |dentify areas for improvement, ensuring that fulure initiatives align with student interests

and needs,

4. Communication: Acling as a liaison between students, teachers, and administration by disseminating

infermation, relaying concems, and facliitating effective communication among all parties.

5. Scheduling and Planning: Organizing class schedules, evenis, meetings, and activites. This invalves

coordinating with teachers to plan lessons, exams, and olter academic activilies.

6. Record Keeping: Maintaining accurate records of attendance, grades, and other perinent information

related ta studenls’ academic progress.

7. Support for Teachers: Assisting teachers by providing resources, materals, and logistical suppor neaded

for effective classroom management and teaching.

8. Sludent Support: Offering guidance and support lo sludents, addressing thalr concerns, and providing

assistance in academic or personal matters.

9. Conflict Resolution: Resolving conflicts among students or between students and leachers, promoting a

positive and harmanicus learning environment.

10.Parental Involvement: Engaging parents or guardians by keeping them informed aboul their child's

progress, organizing parent-teacher meetings, and addressing parental conceens.

11.Administrative Tasks: Assisting in administrative tasks such as coordinating with ofher depariments.
managing budgels allocated for class activities, and ensuring campliznce with school policies and regulations,

12.Collaboration: Coltaborating with other class coordinators or school staff 1o ensure consistency and
coordination across different classes or grade levels.

13.Continuous Improvement: Identifying areas for improvement in the class structure, curicelum, or student
suppart systems, and working towards enhancing the overall educational experenca,

Autharities:

1. Administrative Oversight: Supervising and managing class-related adminisirative tasks such as
scheduling, maintaining recards, and coordinating activites within tha class,

2. Communication Authority: Serving as a primary paint of contact between students, teachers, parants,
ard administration, refaying imporfant information anc -announcements, and facilifaling  effective
cammunication,

3. Resource Allocation: Making decisions regarding the allocation of resources, matenals, and facilities
necassary for class acliities, in abgnment with the school's guidelinas and budgst

4. Collaboration and Coordination: Collaborating with teachers, school administrators, and other class
coordinators fo ensure alignment in curriculum, EE[I'-,'II'.IE:E arn:l pnlﬂlas across classes or grade levels.

5. Student Support and Guidance: F’rnwdmg gubdanne and- sﬂppurl to students, addressing their academic

or personal concems, and taking appropriate ; achnns to ansure ffieir well-being within the class.



B. C?nﬂict Resolution: Handiing conflicts or disciplinary isswves within the class. in collaboration with
teachers and school administration, and implementing measures fo maintain a conducive learning
envirgnment,

7. Planning and Implementation: Participating in the planning and execulion of class-related events,
achivities, and educational programs, ensuring they align with the school's obiectives and palicies.

E. Policy Implementation: Implementing schoaol policies and guidelines within the class seliing, ensuring
comipliance ainony sludents and leachers,

8, Parental Involvement: Fngaging parents or quardians by organizing meetings, providing updates on

sludent prograss, and addrassing parantal noncams related 10 tha dlass

Role: Course coordinator

1. Curriculum Development: Collaborate with facully members {o design and develop course content and
curriculum, Ensure that the curiculum aligns with the overall educational goals and standards of the
institution,

2. Course Planning and Scheduling: Plan and organize the course schedule, including class timings,
assignmenis, exams, and other relevant activities. Coordinate with ofher departments or instructors 1o avoid
scheduting conflicts.

3. Sludent Support: Serve as a point of contact for students regarding course-related inquiries. Address
sludent concems, provide guidance, and facilitate communication beiween students and Facully.

4. Faculty Coordination: Work closely with instructors to ensure they have the necessary resources,
materials, and support for effective teaching, Facilitate communication amang faculty members and provide
assistance with-any challenges they may face.

5. Assessment and Evaluation; Oversee the development of assessment methods, exams, and grading
critera. Ensure fair and consistent evaluation practices across different sections of the course. Quality
Assurance: Monitor the quality of course delivery and actively seek feedback from students and facully,
Implement improvements and adjusiments based on feedback and evatuations.

6. Record Keeping: Maintain accurate records of student attendance, grades, and other relevant information.
Ensure compliance with institutional policies and regulations.

7. Communication: Communicate important information related to the course to both faculty and students,
Facilitate communication between different stakeholders, such as students, faculty, and adminisiration.

B. Professional Development: Stay informed about educational trends, teaching methodologies, and
advarcements in the field, Encourage an@f;upﬁm‘t"iﬂw@ deveiopment opportunities te enhance teaching
skills. .
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9. Report Generatlon: Generale reparts on the performance of tha course, student oulcomes, and any olher
relevant melrics for administative purposes.

10.Advising and Counseling: Provide academic advice and counseling to students, helping them navigate
course requirements and career pathways.

11.Compliance and Accreditation: Ensure thal the course complies wilh accreditation standards and
regulatory requirements. The course coordinator plays a crucial rofe in ensuring the smaoth functioning of the
caurse, pramading & positive leaming environment, and contributing to the averall success of the educational
program.

Role: Mentor Mentee Coordinator Responsibilities:

1. A Mentor should maintain all records of stidents in the standard format provided.

2. The Mentor shoubd conduct at least two meetings in every manih,

3. The Mentor will manitor academic performance of the studants,

4, It student remains absent for continuous three lectures then Mentor will bring i to notice of respective class
coordinatar & then to Director

5. The Mentar shauld Infarm regarding parfarmance and atlendance to parenta every manth.

6. The poor perdomance of the sfudents should be improved by way of counseling of students along with
parenls

7. The Mentor should maintain a record of efforis taken for improvement of students.

8. IM required the Mentor will call parents on phone and on the basis of record maintained.

8, The Menfor is expectad to carry-out genuine counseling about studies.

10.The Manter should try to solve problems of students,

11.Tha Mentor will give recommendation regarding the grant of term to Direclor through class coordinator at
the end of semester,

Role: Project | SIP Coordinator The role of a project coordinator is to oversee the planning, execution, and
complekon of projects. This role is crucial in ensuring that projects are deliverad on time, within scope, and
within budgel. The specific responsibiliies of a project coordinator may vary depending on thie Indusiry and

the nature of the project, but here are commen roles and responsibilities associated with the position,

Responsibilities:

1. Project Planning: Collaborate with project managers to develop detailed project plans, induding timelines,
milestones, and tasks, Assist in defining pmject EE-I};IE uhjer:iwes and deliverables.

2. Communication; Serve as a cenfral pﬂuﬂ‘uf Wﬂtﬂﬁ’?ﬁ{ project-related communication between team

mambers, stakeholders, and project managers Distribute ifformation and Updates 1o the project team as
|



needed.

3. Documentation: Create and maintain project documentation, including project plans, meeting minuies,
and stafus repos. Ensure that project documentation is organized and accessible to feam mambers

4. Scheduling and Coordination: Schedule and coordinate meetings, workshops, and other project-retated
avents, Facilitate communication and collaboration among team members,

5. Task Tracking: Manitor and track progress on project tasks and deliverables. |dentify and address any
lssues or delays in the project imeline. 6. Resource Management: Assist in resource allocation and ensure
that team members have he necessary tools and resources fo complete thelr tasks. Coordinate with relevant
departmenis io secure resources as needed,

7. Risk Management: |dentify poteniial risks and issues that may impact the project Work with the project
manager to develop strategies for miligating risks and resolving issues.

B. Quality Assurance: Ensure thal project deliverasbies meet quality standards, Coflaborate with team
members to conduct quality checks and reviews, Budget Monitering,

3. Assist in monitoring project budgets and expenses. Reporl any budgetary concems to the project
manager. Stakehalder Engagement:

10.Engage with stakeholders o gather requirenienls, provide uptiales, and sddrass concermns. Bulld and
maintan posiive relationships with project stakeholdars,

11.Training and Onboarding: Assist in the onboarding of new team members. Provide training and support
as neaded fo ensure team members are famifiar with project processes and tools.

12.Reporting: Generate regular reporls on project staius, progress, and key performance indicators, Present
propect updates lo slakeholders and project managers.

13.Evaluation and Lessons Learned Participate in project evaluations to identily areas for impravement,
Dacument lessans leamed and contribute to the continuous improvement of project management processes.
14.Compliance: Ensure that the project complies with organizational policies, procedures, and requlatory
requirements,

Role: College Examination Officer (CEQ) A College Exam Officer plays & crucial role in the administration
and management of academic assessments within a college or university. The rale of & College Exam Officer
s essential in ensuring the smooth and fair administrabion of exams, contnbuting to the overall effectiveness
of the educational process within an insfitution. Effective communication, altention to detail, and the ability 1o
nandle logistical challenges are crucial aspecis of this rale CEQ role includes the fallowing:

1. Exam Planning and Scheduling:

« Collaborating with academic deparim exam schedules.

= A e

« Coordinating with faculty to ﬂnsugﬁﬁ;:é;a?nﬁ ri‘ijfx +

fduled I & way that minimizes conflicts and



accommedates the neads of students,
2. Exam Logistics:
« Organizing exam venues and ensuring they are equipped with the necessary resources.
= Overseeing the distribution and collection of exam matarials.
» Coordinating with support staff for tasks such as invigilation and room setup.
3, Exam Security.
= Implementing and enforcing exam security measures to pravent cheating or academic dishonesty,
» Safeguarding the Integnity of the examination process,
4. Accommodations and Special Needs,
« Managing accommodations for students with special neads or disabilities.
» Ensuiring thal exam venues and procedures are accessible and inclusive,
5. Communication:
= Sarving as a point of confact for students and faculty regarding exam-related queries,
= Communicating exam schedules, guidelines, and ether relevant information Lo all stakeholders.
6. Technology and Systems:
= Uiilizing and managing examination management systems and technotegy for scheduling, grading,
and
reporting,
» Troubleshooting technical issues relaled to exams.
7. Results and Grading:
= Coordinating the imely and accurate release of exam results.
« Collaborating with faculty and academic departmenis to address grading issues or concems.
8. Policy Adherence:
= Ensuring that exam processes adhere to institutional policies and regulations.
s Keeping abreast of any changes in exam-related policies and communicating these changes to
relevant parties.
9. Records and Documentation:
« Maintaining accurate records of exams, results, and any related documentation
« Complling statistical data related to exams for institutional analysis.
10.Problem Resolution:
» Addressing and resolving issues or dlsputEEJﬂﬂtad tu exams in & fair and transparant manner.

« Collaborating with other admm:straﬂ?ﬂﬁcm fo Enl'l.fe gomplex problems.
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CEOQ Responsibilities:
Common responsibilites typically include:
1. Exam Scheduling;
» Planning and coardinating exam schedules in collaboration with academic departments.
= Ensuring that exam schedules are communicated to students and faculty in a imely manner,
2. Venue Arrangements:
» Organizing and amanging suitable exam venues.  Coordinating the logisfics of exam rooms,

sealing arrangements, and any necessary accommodations,

3. Exam Materials Management:
» Overseeing the distribution and collection of exam papers and materials.
« Ensunng the secunty and confidentiality of exam papers before, during, and after the examination
pariod,
4, Invigilation:
« Coerdinating and scheduling exam invigilators {supervisors),
= Monitoring exam sessions to maintain a secure and fair testing environment,
5. Special Accommodations
« Managing accommedations for students with special needs or disabilities during exams,
» Collaborating with relevant departments to provide necessary support
€. Policy Compliance:
» Ensuring that exam processes adhere to institutional policies and regulations.
» Sfaying informed aboul changes in examination policies and communicating these changes to
redevant  stakeholders,
7. Communication.
« Serving as a point of contact for students, facully, and staff regarding examrelated inquiries.
» Disseminating information about exam procedures, rules, and guidelines,
8. Technology Integration;
« Utilizing examination managemant systems and technology for scheduling, grading, and result

dissemination,
» Troubleshooting and resolving fechn S
9. Result Processing; o TR

ltdte release of exar fesults.
o |
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» Collaborating with faculty and academic deparimants fo address grading issues or concerns.
10, Records and Documentation:
= [aintaining accurate records of exam-related data, including scheduies, attendance, and resulls:
= Preparing reports and documentatian for institutional use and accreditation purposes.
11. Quality Assurance:
» Autharity to implement and monitor quality assurance measures to ensure the intagrity and faimess
of the examination process,
« Decision-making authority related to postexam reviews and evalustions for continuous

improvement,

12. Probiléni Resolullon,
= Autharily to address and resolve lssues or disputes redated (o exams,

= The ability 1o collaborale with other administrative offices to resalve complex problems.

Role: Senior Supervisor
1. Exam Planning: Collaborate with exam coordinators and other stakeholders lo plan and organize the
logistics of examinations. Ensure thal exam venues are sel up appropriately, including seating arangaments

and necessary eguipment,

2. Slaff Coordination: Supervise and coordinate the work of exam Invigllaters and other axam-retaled stafl,

Provide fraining and guidance to exam invigilaters on exam procedures and profocols.

3. Security Measures: |Implement and enforce security measures o prevent cheatng and maintain the
integrity of the examination process. Conduct thorough checks to ensura that no unauthorized materials are

brought into the examination venue,

4, Candidate Management: Cversee the check-in and seating of candidates before exams. Monilor

candidates during exams to ensure compliance with exam rules and requlations.

5. Emergency Response: Be prepared to handle emergencies or disruptions during &xams, such as medicat
Fallow established protocols for addressing unexpected
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B. Distribution and Collection of Exam Materials: Ensure the secure distribution of exam papers and
materais to candidates. Oversee the collecion of completed exam papers and materials at the end of the

Examination,

7. Adherence to Exam Regulations: Ensure thal all exam pracedures and regulations are followed by both
staff and candidates. Address any wiofalions of exam rules prompily and appropriately.

8. Record Keeping: Mainain accurate records refated o exam administration, including attendance,

incidents. and imagularities.

9. Communication: Communicate important information to both exam staff and candidates. Serve a3 a poinl

of contact for inquinies or concerns related Lo the examination process.

10.Quality Assurance: Implement quality confrol measures to ensure the accuracy and faimess of the

examination process,Collaborate with relevant parfies (o conduct post-exam reviews and evaluations.

11.Training and Development: Provide ongoing training and development opponiunities for exam invigilators

and siaff, Stay informed about changes in exam procedures, policies, and regulations.

12.Compliance: Ensure thal the examination process complies with relevant laws, regulations, and

inshitulional policies.

13.Post-Exam Procedures: Oversee the securs starage and handling of exam materials after the completion

of exams, Coordinate the delivery of exam papers to relevant departments for grading.

14.Reporting: Prepare and submit reports on exam administration, incidents, and any necessary
recommendations for improvement, The Senior Exam Supervisor plays a pivotal role in maintzining the
credibility and faimess of the examination process. Aftention fo detail, organizational skilis, and the ability 1o

handle unexpected situations are critical for success in this role.

Role: Junior Supervisor
Common roles include:!

1. Assistance in Setup:




» Helping with the setup of the examination venus before stisdents amva.
« Arranging seating, distributing materals, and ensuring that the environment Is conducive ta an
exam salling.
2. Student Check-In:
e Assisting with the check-in process as students enter the examination venue.
= Varifying the identity of students and ensurng that they have the necessary malerials.
3. Announcements and Instructions:
e Assisting in making announcements and providing instructions to students before and during the
exam,
= Ensuring that students are aware of the rules and guidelines for the examination.
4. Monitoring Exam Conditions;
= Patrolling the examination room fo moniter students during the exam.
* Enzuring that students ane following exam rules and maintaining a quiet and focused enviranment,
5. Handling Issucs:
= Addrassing minor issues or concems raised by students during the exam.
« Reporting any iregularities or violations o the main supervizor or relevant authorities.
6. Distribution and Collection of Materials:
= Assisting with the distribution of exam papers and other materials,
= Collecting completed examn papers and materials af the end of the exam,
1. Timekeeping:
= Assisting in keeping frack of ime during the axam,
= Providing periodic reminders to studants about the fime remaining for the exam.
8. Assisting Students with Special Needs:
» Providing assistance 1o students with special needs ar accommaodations, as directed by the: main
supervisar, -
« Ensuring that students with specific requirements are supported apprapriately.
8. Reporting to Main Supervisor:
» Cammunicating any 1ssues, concams, or incidents ta the main examination supsnisor.
« Coliaborating closely with the main supervisor to address challenges that may arise during the
Bxanm,
10. Maintaining Exam Security: e
» Assisting in maintaining the security End]ﬁﬁi'ﬁtﬁ" of H‘lﬁﬁ}tﬁ.mmﬂﬂﬂﬂ process.



= Reporting any suspected cases of cheating or academic dishanesty to the main suparvisor.
11. Emergency Procedures:
= Being familiar with and following emergency procedures, such as evacuation plans, in casa of
unexpected events,
2. Post-Exam Duties:
* Assisling in the collection and organization of exam materials after the completion of he exam,

» Collzborating with the main suparvisor o ensure that all exam-ralated tasks are completad.

Responsibilities: Junior Supervisor
Common responsibilities typically include:

1. Assisting with Setup:
* Helping set up the examination venue before the start of the exam.
» Arranging sealing, ensuring desks are in order, and preparing any nocogaary matenals,
2. Student Check-In:
» Assisting with the check-in process as students entér the examination venue.
= Verilying student identiies and ensuring they have the necessary materials.
3. Announcements and Instructions:
= Assisting In making impartant announcements and providing instructions to students before and
dunng the exam,
» Ensuring that studenis are aware of and adhere fo the rules and guidelinas,
4. Monitoring Exam Conditions:
» Patralling the examination room to monitor students during the exam.
« Ensuring a quiet and focused environment, and addressing any disru piians.
5. Handling Issues:
» Addressing miner issues o concers raised by students during the exam,
= Reporting any iregulanities or violations to the main su pervisor of relavant authorities,
6. Distribution and Collection of Materials:
= Agsisling in the distribution of exam papers and other matarials.

» Collecting completed exam papers and matenals at the end of the exam.

ﬁ:i‘-"' i
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7. Timekeeping: .I'f : s
|2

* Assisting in keeping track of tirﬁﬂuring the exam,
L
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¢ PFroviding periodic reminders to sfudenis about the time remaining for the exam,
8. Assisting Students with Special Needs:
e Providing assistance to students with special needs or accommodations. folbowing
guidelines from the main supenvisor.

® Ensunng that  students with  specific reguirements ae  suppored
appropriately,

9 Reporting tn Main Suparvisor:
e Communicafing any issues, concerns, or incidents to the main examination supervisor,

» Coilabarating closely with the main supervisor 1o address challenges that may arise dunng
the exam.

| 0. Maintaining Exam Security:
= Assisting in maintaining the security and integrity of the examination process.
= Reparting any suspected casas of chealing or academic dishonesty to the  main supervisar,
1 1. Emergency Procedures:
e Being  famiiar with - and  following emergency proceduras, sLichas
avacuation plans, in case of unexpectad evenis.

e Assisting in maintaining @ calm and organized environment during emergencies,

| 2. Post-Exam Dufies;

& Assisting in the collection and organization of exam materials after the complation of the
BXAM,

e Collaborating with the main supervisor to ensure that all post-exam procedures are
fallowed,

Authorities: Junior Supervisor

Comman authorities include:
ks Assistance in Setup:

s JAuthority to assist in the setup of the examination venus, Induding amranging seating and

prepanng materials under the quidance of the main supervisar.
12
i |

2. Student Check-in: ,/
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& Authority to assist with the check-in process, venfying student identities, and énsuring they have

the necessary malarials as per established procedures,

Announcements and Instructions:

»  Authority to assist in making anncuncements and providing instructions to students before and
during the exam under the guidance of the main superdsor,

Maonitoring Exam Condltlons:

® Authonty to patral the examination room to monitor students during the exam and address minor

issues, reporting significant matlers to the main supervisor.
Handling Issues:

e Authorily to address minor issues or concemns raised by students during the exam within the
guidefines provided by the main supervisar,

Distribution and Collection of Materials:

s Autharity to assist in the distribution and collection of exam papers and olher materiais under the
guidance of the main supervisar,

Timekeeping:

» Authority to assist in keeping track of time during the exam and providing periodic remindars o
studenls about the time remaining, following established pratocols.

Assisting Students with Special Needs:

e Authority to provide assistance to students with special needs or accommodations, fallowing

guidelines and instructions from the main supervisor.

Reporting to Main Supervisor:

* Autharity fo report any issues, concems, or incidents to the main examinafion supenvisor
pramply.

1 0. Maintaining Exam Security:

»  Authority to assist in maintaining the security and integrity of the examination process, including
reporting any suspected cases of cheafing or academic dishonesty to the main supervisor.

| 1. Emergency Procedures:

1 2. Post-Exam Duties: ,e,._

= Authonty to follow emergency procedures, such as evacuation plans, and assist in maintaining &
calm and organized environment duri /qg EI‘[]-HIQ:EI‘EEII_B;E
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o Aulhorily to assist in the collection and organization of exam materals after the completion of the

exam under the quidance of the main supervisor.

Raole: Office Superintendent:

Common roles include:

1.

bl

LA

Administrative Management:
= Dverseeing the day-to-day administrative operations of the office.

« Managing office resources efficlently, Including supplies and equipment.

Record-Keeping and Documentation:
« Maintaining and organizing records. files, and documentation related to students. staff,

Al sl alive s,

«  Enstiring compliance with record-keaping palicies and dala protection regulations.

. Correspondence and Communication:

« Handling Incoming and outgoing correspondence, emais, and phone calls,

+ Facilitaling communication between various depariments, staff, and extemal stakehalders.

Student Services Support:

= Assisting in student enrofimant and registration procasses.

« Managing student records and providing support for inguiies related 1o acacemic
miatters,

Staff Coordination:

 Coardinating with different departments and staff members to ensure effective communication
and coliaboration.

« Assisting in staff recruitment, onboarding, and maintaining personnel records.
Event Coordination:

« Agssisting in the planning and coondination of events, meetings, and conferences held within the
educational institution.

« Managing logistical details such as room reservations and equipment setup.

Financial Administration:

« Assisting in financial administration tasks, incleding budget management, expense tracking,
and processing invoices,

« Coliaborating with the finance d&parhnagi_—m—:g_n%su:e accurate financial records.

spating @
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« Oversesing the maintenance and deanliness of office spaces.
« Coordinafing repairs and improvements as needed.
4. Compliance and Regulations:
«  Ensunng compliance with institutional policies, regulations, and relevant iegal requirements,
«  Staying informed about changes in regulations that may impact administrative processes.
| (). Data Security:
+ |mplementing and maintaining measures 1o ensure the security and confidentiality of sensitive
data.
« Adhering 1o data profection policies and regulations.
LT Supervision of Supporl Slafl;
« Supervising and providing quidance to clerical and support slaff within the office.
= Londucting performancs evaluations and faciliating professional development.

| 2. Technology and Software Management:
« Overseeing the use of technology and software for administrative tasks.
» Collaborating with the [T deparimen! to address. technical issues and implement
updates,
1 3. Problem Resolution:
» Addressing and resolving day-to-day issues and challenges within the office.

» Collaborating with other administrative offices to resalve complex problems.

14. Policy Implementation:
= Implementing institutional policies and procedures within the office.

« Communicating policy changes to staff and ensuring adherance.

1 5. Quality Assurance:
« Monitoring and implementing quality assurance measures in administrative processes.
« lgentifying areas for Improvement and  implemenfing efficiency

enhancements.

Responsibilities of Office Superintendent

Commaon responsibilities associated with this role:
[. Administrative Oversight: ey TR,
»  Manage and oversee the day-to-day admiinistrative operaions of the office.
| !l
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« Ensure efficient workflow and coordination amang office siaff,

Recard-Keeping:

« Maintain accurate and organized records related to sludents, staff, finances, and other
administrative matters,

« |mplement and enforce recard-keeping paliciss,

Correspondence and Communication:

« Handle incoming and autgaing cormespandence, emails, and phone calks,

« Facllitate communication between various deparlments and stakehoiders.

Student Services Support:

« Assist  om student  enraiments, registration, and  related administratlve

PrOCESSEs,
« Manage student records and provide support for inguiries.

. Staff Coordination:

= Coordinate with diffarent departmants and siaff members to ensure effective communication and
collaboration,

«  Assistin staff recruitment, onboarding, and personnel management.

Event Coordination:

« Aszsist in fhe planning and coordination of events, meetings, and conferences within the
educational institution.

= Manage logistical details, such as room reservations and equipment setup.

Financial Administration:

= Assizt in financial administration tasks, including budget management, expense tracking,
and processing Invoices.

« Collaborate with the finance department fo maintain accurate financial records,

Facility Management:

« Oversea the maintenance and cleanliness of office spaces.

» Coordinate repairs and improvements as needed,

Compliance and Regulations:
« Ensure compliance with institutional pnhmes Jﬂg_ﬁfﬂ‘n‘l}ﬂﬂi_‘_ﬂﬂd relevant legal requirements.
« Stay informed about changes in reg u!.aiﬂ:ns that mayxih'qpact administrative processes,



| (), Data Security:
« Implement and maintain measures to ensura the security and confideniiality of sensitive data.

« Adhers to data protection palicies and regulations.

| |. Supervision of Support Staff:

« Supervise and provide guidance to clerical and support staff within the office.

«  Conduct performance evaluations and facilitate professional developmant,
1 2. Technology and Software Management:

«  Oversge the use of technology and software for adminisirative tasks.

» Collaborate with the IT department to address technical issues and implement updates,
| 3. Problem Resolution:

« Address and resolve day-to-day issues and rhallennes within the nffics.

«  Coflaborate with other adminisirative offices 1o resolve complex problems.
14, Policy Implementation:

+ |mplement institutional policies and procedures within the offica.

« Communicate policy changes to staff and ensure adherence,
| 5. Quality Assurance:

« hionitor ard  implement quality gssurance  measures  In administrative
proCesses,
« |dentify areas forimprovement and implement efficiency enhancements,
| 6. Training and Development:
« Provide frainng and guidance fo office staff on administrative procedures and institutonal
policies.
«  Support continuaus professional development for office personne.
17. Coliaboration with Other Departments:
« Collaborate with academic departments, finance, human resources, and other units to ensure

cohesive administrative support,

Authorities of Office Superintendent: 4%
i
Common authorities typically include:




. Administrative Decision-Making:

«  Authority o make administrative decisions fated  fo the  day-o-day
aperations of the office.

« Decision-making regarding warkdow, resource  allocation, and  office

procedures.

. Record-Keeping and Documentation:

«  Authority to manage and oversee record-keeping processes. ensuring accuracy and compliance
wilh pelicies,

« Dacision-making authority on document retention and disposal.

. Correspondence and Communication:

« Authority to manage incoming and outgoing corespondence, emails, and phone calls.

« Decision-making regarding communication protocols and prioritization of messages,

. Student Services Support:

« Authorily to make decisions relaled to studenl enrolments, registration, and administrative
sUppor senices.

«  Decision-making on student record management and senace delivery.

. Staff Coordination:

« Authority to coordinate with different depariments and staff membars,

« Decision-making related to staff communication, coordination, and personnel managemant,

. Event Coordination: :

= Authority 1o coordinate and make decisions related fo the planning of events, meetings, and
carferences.

» Decsion-making on legistical details and evant coordinaton,

. Financial Administration:

« Authority to participate in budget planning and financial administration tasks,

+ Decislon-making on budgst allocation and financial record-Keeping,

. Facility Management:
« Authonty to oversee the maintenance and cleanfiness of office spaces,
» Decision-making regarding facility repairs, Improvements, and resource allocation,

. Compliance and Regulations: : AT e

« Authorty to ensure compliance wit

:ir'fi'ca:ti.h.ltiunai pD1IE:lE‘5 reguiations, and legal requirements.



» Deciston-making on policy iImplementation and adherence,

11), Data Security:
«  Authority o implemant and  enforee measures  for the  securilyand
confidentiality of sensitive data,
= Declsion-making on data protection policies and procedures.
| 1. Supervision of Support Staff:
»  Autharity to supervise and provide guidance 1o clerical and support staff,
« Decision-making on staff assignmenis, evaluations, and professional development.
| 2. Technology and Software Management:
« Authonly lo oversee the use of technology and software for administrative tasks.
« Decisian-making on tachnology-related issues and updales,
[ 3. Problem Resclution:

«  Authority to address and resolve day-to-day issues and chalienges within the office,
« Decision-making on problem resolution sirategies and collaboration with other departments.

14, Palicy Implementation:
« Authoity lo implement instifetional policies and procedures within the office.
= Decision-making on policy communication and adherance,
| 5. Quality Assurance:
« Authority to monitor and implement qualily assurance measures in administrative processes.

» Decislon-making on process improvements and efficiency enhancements.
[ 6. Training and Development;
«  Authority to provide training and guidance Lo office staff.

» Decison-making on training programs and continuous professional development.

7. Collaboration with Other Departments:
«  Authority to coliaborate with academicdepartments, finance, human resources, and other units.

«  Decision-making on interdepartmental coordination and communication.

foka! Accauntant ———
The role of an accountant is vital in manag| gii;ﬂﬂgé%fgm's financial records, ensuring compliance
s Sty

with requlations, and providing accurate figandial information for decision-making. Here are common roles

and responsibiliies associated with the p#ﬁﬁnn of an accouniant:
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1. Financial Record Keeping:
heaintain accurate and up-fo-date financial recards, Including ledgers, joumnals, and financial Statemeants.
Racord all financial transactons in a systematic and organized manner,

2. Bookkeeping:
Process day-to-day financial ransactions, such as accounls payable, accounts receivable, and payroll
Classify and code financial fransactions &pﬁmpnately.

3. Financlal Reparting:

Prepare and generale financial reports, including balance sheels, income statements, and cash flow
statements. Present financial reports to management, stakehoiders, or regulatory authorities as required,
4. Hudgelng and Forecasting.
Assist in the preparation of budgets and financial forecasts.
Manitor actual financial periormance against budgeled figures and provide variance analysis.
5. Tax Compliance:
Ensura complianca with fax regulations by preparing and fifing accurate and timely tax relurns,
Stay informed abou! changes m lax laws and regulations that may impacl the organization,
., Audit Suppor;
Assist in the preparation and coordination of intermal and external audits, Provide auditars wilh
the necessary fimancial decumentation and explanations.
7. Finarcial Analysis,
Analyse financial dala to denbfy trends, opportunities, and areas for improvement, Prn;vide insights and
recommendafions based on financial analysis,
. Cost Management
Wonitor and confral costs to ensure efficiency and cost-effectiveness. Analyze cost
structures and recommend cost-saving measures.
9, Cash Management:

Manage and monitor cash flow to ensure adequate liquidity.
Forecast cash needs and coordinate with other departments to meel financial obligafions.

| (). Account Reconcillztion:




| 1. Compliance and Regulations:
Siay abreast of financial regulations and compliance requirements.
£nsure that the organization's financial practices adhere lo relevant accounting  standards,
Financial Softwars:
1 2. Utilize accounting sofware and other financial toals 1o streamiine processes and maintain
accurale records.
Stay updated on the latest features and technologies in financial software,
1 3. Payroll Administratian:

Process payroll accurately and on time.
Ensure compliance with payroll tax regulations and reporting reguirements.
14, Financia! Planning and Sirategy:
Caontribute 1o the development of ﬂﬁancim strategies and policies. Provide finangial
insights to support strategic decision-making,
1 5. Commumication:
Commiunicate financial information clearly fo non-financial stakeholders, Collaborate with cther
departments to gather relevant financial information,
1 6. Prafessional Development:
Stay informed aboul developments in accounting principles and practices.

Pursue professional certifications and training apportunities to enhance skills and knowledge.

17, Risk Management:
Identify financial risks and recommend strategies for mitigating them. Collaborate with management

1 implement effective isk management practices,

Ralz : Student Seclion Clerk
The rola of 8 Student Section Clerk involves administrative tasks related to student records, enrolment,
and academic processes, Here are common roles and respansibilities associated with the position:

1. Siudent Records Managament:

Maintain accurate and up-lo-date studeni reconds. including personal infarmation, acadsmic
achievemenits, and other relavant deiails.E,lggﬁIﬁf aonfi ialty and security of student records.
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2. Enroiment Assistance:
Asslst students with the enrolment process, providing infarmation on coursas, registration pracedures,
and prerequisites. Process student enrolment forms and verify eligibility for enrolment.

3. Course Scheduling:
Collaborate with academic departments 1o coardinale course schedules and class assignments, Ensure

that the ciass timetable is well-organized and communicated o students.

4. Transcript Processing:

Process reguests for franscrpts and academic records, Venfy student information befare releasing
transcripts and ensure complianca with data protection requlations.

5, Graduation Suppart:

Assist in organizing graduation ceremonies and related activiies. Verfy completion of graduation
requirements and coordinate the Issuance of diplomas or cedificates,

. Studenl Comnuniczlion,
Serve as & point of contact for studenis regarding academic matters, policles, and procedures.
Respond to inguires via phone, emall, or In-person related to sludent records and academic
infarmatian.

7. Withdrawal and Transfer Processing:

Process student withdrawals and ftransfers, updating records accordingly. Ensure that proper
documantation is obiained and stored for students leaving the mstitution.

&, Fee Collectipn:

Callect student fees and payments for vanous services. Maintain acourate records of financial fransactions
related to student accounts.

9. Grade Eniry and Verification:
Assist in the entry of grades into the student information system, Venfy and cross-check grades 1o
ensure accuracy before finalizing academic records.

10, Classroom Assignments.
Coordinate classroom assignments and sealing arrangements. Address issues refated to class conflicts or

seating concarns.



| 1. Dala Reporting:
Generate and compile reports related to student enmolmenis, attendance, and  academic

performance. Provide data and statistics for insfitutional reparting purpesss.

12. Orentation Support;

Assist in arganizing student orientation programs. Provide information 1o new students about campus
facilities, resourcas, and academic expectalions.
1 3. Recard Retention:

Ensure compliance with record relention poficies and procedures. Safeguard and organize archived
student records.

| 4. Collaborafion with Facuity and Departments:
Work closely with academic departments and faculty fo address student-related issues. Provide
suppart for faculty members regarding student racords and administralive processes.

I 3. Requiatory Compliance:
Stay informed aboul relevant aducational regulafions, policies, and procedures. Ensure thal student

records and processes comply with institutional and requlatory requirements.

The Studenl Section Clerk plays a critical rele in the efficient functioning of student administrative

services, coninbuting to a positive and organized academic environment.

Hole : Peon and Housekeeaing Clerk Peon:
A peon, often referred to as an office assisiant or office attendant, lypically has a range of responsibilities
that contribute to the smeath functioning of an office or workplace. The role may include:

L. Office Maintenance:
Arrange and maintain office furniture-and equipment. Ensure a clean and organized workspace,

2. Courier and Mail Handling;
Receive and distribute incoming mall and packages. Assist in the preparation and dispatch of culgoing
miail,

3. Document Filing:

Help with filing and organizing documents. Retrieve files and documents as required.

4. Emrand Running:

Run various erands such as purchasing office supplies, banking tasks, or defivering documents.

Assist in general tasks o support different dept Amanits, '3'.’:'*.-"'.11.1
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5. Assisting Staff.
Provide supporl 1o other staff members with tasks, Help i routine office activitles as needed,

6. Messenger Duties:
Caliver messages within the arganization, Assistin interdeparimental communication,

7. Security Respansibdities:
Manitar and ensure the security of office premises. Collaborate with security personnel to maintain & safe
working environment,

8. Houszekeeping Clark:
A housekeaping clerk is responsible for maintaining cleanliness and orderliness within a facility. The
spacific duties may vary depending on the organization, but comman respensibiliies includa:

9, Cleaning and Mairtanance:
Perform rauling cleaning tasks such as swaeping, mopping, dusting, and vacuuming. Ensure ceanliness
in common areas, offices, and restrooms.

1), Waste Management:
Dispase of waste and recyclable materials in accordance with environmental guidelines. Empty frash bins

regularly.

| 1. Stocking and Inventory;
Maintain an inventory of cleaning supplies and equipmenl. Reques! restocking of cieaning matanals as
needad.

12, Room Selup:

Set up rooms for evenis, meetings, or conferences. Amange fumiture and equipment according to
requiraments.

1 3. Reporting lssues:
Report any maintenance issues, equipment malfunclions or -safety hazards. Communicale repair and
mainienance needs to the appropriate personnel,

| 4. Collabaration with Cther Departmants:
Coordinale with other depariments lo address specific deaning and maintenance needs. Respand 10

special requests for cleaning senices.

1 5, Adherence to Safely Standards:

Follow safefy protocols and guidelines when %—&Eﬂﬂh@ 3
oy R
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Wear appropriate personal protective-equipment.



1 6. Customer Service: Provide assistance and support to staff and visitors regarding cleaning-
reiated matlers. Address any eancermns or requests promptiy,

Rele: Student and Staff Development Head

Responsibilithes:. The responsibiliies of a Student Staff Activity Body (SSAB) in educational
inslitutesfocus on enhancng the overall student experience and foslerng a positive campus
enviranment, Here are ten points outlining the respensibilities of a Sudent Staff Aciivity Body:

1. Event Planning: Organize and coordinale various events, including cullural pragrams, workshops,
seminars, and recreational activities to engage and entertain studenis.

2. Student Engagemont: Foctor a songo of community by dovoloping inifiofives thot encourage student
participation in extracumcular activiies and social evenls.

3. Leadership Development: Facilitate programs that promote leadership skills, teamwark, and persanal
drvelnpment amang stidents through workshops, training sessions, or mentorship programs.

4. Club and Organization Support: Assist and collaborate with studen! clubs and croanizations by
providing resources, guidance, and support to ensure their success.

5. Communication and Qutreach: Establish effective communication channels ta keep sludents
infatmed aboul upcoming events, important announcements, and opportunities for involvement,

6. Advocacy: Serve as a volce for studenis, advocating for their needs and concerns within the instilute,
and working fowards solufions that enhance the overall student experience.

7. StudentWelfare: Address and support student welfare issues by callaborating with relevant campus
depariments to ensure a sale, inclusive, and supporiive enviranment far all students.

8. Cultural Diversity and Inclusion: Promote cultural diversity and inclusion by organizing everts thal
celebrate different cultures, traditions, and perspectives within the student body.,

9. Volunteer and Service Programs: Develop and promole volunteer and service programs to
encourage studenis fo give back to the community and develop a sense of social responsibility,

10. Feedback and Evaluation; Collect feedback from students regarding events and activiies 1o assess
their effectiveness and identify areas for improvement, ensuring that future initiatives align with student
interasts and nesds.

Autharities:
1. Leadership and Coordination;
-Provide leadership and coordination for student activities within the institute,

-Oversee the planning and execution of vanous evenls and programs.

2. Student Engagement:

-Foster student engagement and participation in ﬂﬁuwmpﬂl@[aﬂtiuﬁm&
-Create a vibrant campus community through &férse ﬁrugra;néaf-

3. Event Planning and Execution: I’r ! :



-Plan, erganize, and execute events, including cultural festivals, sports meets, and academic
competitions.

-Ensiire smooth loglstics and coerdination during evenis.

4. Resource Management:

-Managa financial resources allocated for student activities.

-Allocate funds wisely to support a variety of student Initiatives.

5. Communication:

-3arve as a bridge batween studenis and the administrative authorifies.

-Faciltate effective communication to keep students informed about upcoming activities and
opporunibes.

0, Policy Adherence;

-Frstira that all sfidant activities align with the institta's policies and giidalines
-Upheid standards of conduct and safety during events and programs.

7. Sludent Representation:

Sl b U represunlalive budy, sdvocaling Mo sludenl inlorests snd cenceng,
-Collabarate with faculty and administration te address student needs,

8. Skill Development:

-Facilitate opportunifies for skill development and leaming oufside the dassroom,
-Encourage students o develop leadership, teamwark, and organizational skills.
9. Inclusivity and Diversity:

-Promote an  inclusive environment that welcomes students  from diverse backgrounds.
-Support and organize activities that celebrate cultural diversity and inclusivity.

11). Feedback Mechanism:

-Establish a feedback mechanism to- gather input from students regarding fheir preferences and
experiencas.

- Use feedback o conbinually improve and tallor fulure acliviies o student interests,

Role: Club Ceordinator

The role of a Club Coordinator involves overseaing the activities and operations of a club or crganization
within an educational institution, community, or workplace. The specific roles, responsibilities, and
authonfies of a Club Coordinator may vary depending on the nature of the club and the organization.
Here Is a ganeral averview:

Responsibilities:

1. Club Planning and Organization:

A

i )
Develop and plan club activities, events,‘and pmgran?s”?fij_ alignment with the club's mission and



goals.Coordinate with club members and advisors to ensure effective planning.
2. Membership Management;

Facilitate the-recrutment and retention of club members. Maintain accurate recerds of club membership,
3. Meeting Coordination;

Urganize and facilitate regular club meetings, Set agendas; schedule mesfing times, and ensure effective
communication within the club,
4. Communication:

Serve as the pnmary point of contact Detween the club and external parties. Communicate club
updates, events, and information to mambars and siakahoklers.
3. Budget Management:
Develop and manage the club budget, including fundraising and allocation of funds for evenis and
activities. Ensure financial fransparency and adherence to budgetary constraints.
f. Event Planning and Execution:
Flan, coordinate, and execute club evenls, workshops, aid solivilies,
Ensure all logistical aspects are well-organized, including venues, equipment, and malerials.
7. Collaborafion with Stakehalders:
Cuollabarate with other clubs, organizations, and relevant stakehalders.

Fosler positive relationships with sponsors, facully advisors, and external pariners.

8. Leadership Development;
Facilitate leadership development opportunities for club members. Encourage active parlicipation and
mvalvement in club inifiatives. )

9. Policy Adherence:
Ensure the club’s activities adhera fo organizational palicies, guidelines, and regulations. Seek necessary

appravals for events and initiatives.

1), Conflict Resalution:

Address and resolve conflicts within the club. Mediate disputes and foster a positive and Inclusive club
cliturg.

1 1. Promation and Publicity:

Cevelop strategles to promote the club and its activities. Utiize various channels for publicity, including
sacizl media, posters, and newsletiers,
1 2. Evaluation and Repaorting: L

Evaluate the success of dub activities and f': . Prepare reports on club achisvements, challenges, and

fulure plans.




Decision-Making:
Make decisions related to club activities, evants, and budgetary allocations. Collaborate with the club

axecutve team 1o ensure collective decasion-making.

Resource Allocation:

Allacale resources, including funds and materials, for club initiatives. Seek approval for major resource
allocations.

Event Approval:

Seek approval for club events from relevant authorities, such as the student affairs  office or organizational
leadarship.

Palicy Implementation:

Implemant and enforce organizational policies within the club, Ensure club members are aware of and
adhere to these policies.

Representation:
Reprasent the dub in meelings, forums, and discussions Advocale for the club’s interests and needs

within the organization.
Leadership Authority:
Provide leadership and guidance to ciub members.Delegate responsibiliies 1o club officers and

members,

Collaboration and Partnerships:

Negotiale and establish partnerships with extemal organizations, Engage in callaborations with other clubs
ar groups.

The Club Coordinator plays a crucial role in fostening a vibrant and engaging club envirenment, ensuring
that members have opportunities for personal and professional development while contributing positively

to tha overall community or organization.

Role: Training and Placemean! Haad Responsibilites

1. Industry Interaction:

Establish and maintain strong ties with industry representatives, recruiters, and professionals to
understand current industry trends, skill requirements, and job opportunities.

2. Placement Drives:

Crganize and conduct placement drives, job fairs, and recruitment evenis lo connect students with
potential employers, fosterng opportupifies for citemships, fullime employment, and project
coflahorafions.



3. Internship Coordination:

Facilitate and coordinate internships for students by collaborating with companies, ensuring sludents
gain practical exposure to industry practices during their academic tenure,

4. Conduct Skill Development Programs:

Devalop and implement skill enhancement programs, workshops, and fraining sessions (o equip
students with the technical, soft, and professional skills demanded by the industry.

5. Resume Building and Interview Preparation:

Provide guidance an resume writing, Interview techniques, and overall professional etiquette to prepare
students for the recruitment procass.

0. Alumni Relations:

Faster connections with atumni who can serve as valuable resources for mentorship, networking, and
gharing Insights into indusly expectations and experiencas.

7. Corporate Tie-ups:

Establsh parinerships and collaborations with corporate entities for campus visits, guest lecturas, and
collaborative projects, enhancing the mdustry exposure for students.

8. Carger Counseling:
Oftfer carser counseling services to halp students make informed decisions about their career paths,
including guidance on further education, specialization, and industry-specifiic oppartunities.

9. Placement Database Maintenance:

Maintain an updated database of sludent profiles, skills, and placement records io streamling the
placement process and provide accurate information to potential recruiters,

11, Feedback Mechanism:

Collecl feedback from recruiters and students 1o assess the effectiveness of placement programs,
entify areas for improvement, and ensure the confinuous enhancement of the placement process.

The Training and Placement Cell plays & pivotal role in shaping the professional future of students,
contributing fo the overall success and reputation of the educational institute.

Authorities:
Authorities of the Training and Placement Cell in the Department

1. Leadership and Coordination:

- Prowide strategic leadership and coordination for fraining and placement activiies within the
depariment. .

- Oversee the planning and esecution of varous programs aimed at enhancing students
employabiiity and induslry readiness.

=t

2. Student Engagement; J&f

- Foster acive studenl engagement by developing inffiatives that encourage participation in



{raining sessions, workshops, and industry-related events.

- Create a dynamic and inclusive environment that promates collaboration and networking among
sludents,

3. Event Planning and Execution:

- Plan, organize, and execute placement-relaled events, including job fairs, recruitment
drives, and skill development workshops,

- Ensure seamless koglstics and coardination 1o enhance the overall effectiveness of placement
gvants.

4. Resource Management:
- Manage financial resources allocated for fraining and placement activites.

- Allocate funds judiciously 1o support various inifiatives such as guest leclures, mock interviews, and
professional developmeant programs.

5. Communication:
- Serve as a communication bridge between students and prospeciive employers.

- Facilitate effective communication o keep students informed about upcoming placement
opportunities, internships, and industry trends

0. Policy Adherence:

- Ensure thal all trafning and placement activiies allgn with the departments policies and
guldelines.

- Uphold standards of professional conduct, ethics. and safety during piacemeni- refated events and
pragrams.

7. Student Representation:
- Act a5 a represeniative body, advocaling for studenls’ career development inferests.

- Collaborate with faculty and administration to address and resolve concems related fo training,
placement, and professional growth.

8. Skill Development;
- Facilifate opportunities for skill development beyond the regular curriculum.

- Encourage siudents to paricipate in training programs that enhance their technical, soff,
and professicnal skilis.

9, Inclusivity and Diversity:
- Promoter an inclusive environment that welcomes siudents from  diverse  academic
backgrounds.

- Bupport and onganize activities that celebrate cullural diversity and inclusivity within the context of
caraer development. == g




10, Feedback Mechanism:

- Establish a robust feedback mechanism to gather input from students regarding their placement
expenences, fraining programs, and career preferences.

- LUhtilize feedback fo continuously improve and fallor fulure training and placement initiatives
to betler meet student interests and industry demands.

Hole; Training Head
Identify fraining needs within the organization through assessments, surveys, and discussions wilh
stakeholders.Analyse performance gaps and determine areas where fraining can address arganizational
goals.

1. Training Program Design:
Develop and design training pregrams that alion with crganizational objectives. Create  curriculum,
training materials, and resources for different levels and depariments.

2. Strategic Planning:
Develop & strategic training plan in alkgomen! with the organization’s overall business strategy.
Ensure that training initiatives contribute to organizational growth and development.

3. Budgeting and Resource Allocation:
Develop and manage the training budget, ensuring efficient use of resources. Allocate funds for
irainirg malenals, trainers, and fechnology as needed.

4, Vendor Management:

Evaluate and select extemal training vendors or consuftants when necessary, Negotiale
coniracts and manage relafionships with external training partners.

3. Staff Development
Oversee the development of internal trainers and training staff Provide guidance on best practices in
training delivery.

6. Program Delivery:
Coordinate and oversee the delivery of training programs Ensure that training sessicns are engaging,
effective, and aligned with leaming abjeciives.

7. Technology Integration:
Explore and implement fechnology solutions for training delivery, such as Learning Management Systems
{LMS) or e-lgarning platforms. Stay updated on advancaments in training technologies.

Evaluation and Feedback:
Establish mechanisms for evaluating the effectiveness of training programs.



Gollect feedback from participants and stakehclders to continuously improve training initistives,
8, Manitaring and Reporting:
Monitor key performance indicators related fo fraining effectiveness, Generate regular
reparts for leadership on the impact of fraining programs.
9. Compliance and Standards:
Ensure that tralning programs comply wilh indusiry siandards, regulatory requirements, and internal
policies, Stay infarmed about changes in requlations that may impact fraining content,

1), Career Development Programs:
Devedop carcor dovalopment pathways for emgloyana throagh Waining and skifls cobancoment.
Align Iraining programs with caraar prograssion within tha arganization. Authoritias:

| 1. Decision-hMaking:
Make dacisions related 1o the dasian, delivery, and evaluation of training programs. Have tha authorily o
madify Lining plans bosed on organizational necds,

12. Resourca Allocation:
Aliocate resources, including budget and personnel, for varous training intiatives. Approve expenditures
refated to fraining pragrams.

13, Vendor Seleckar;
Select and confract with external training vendors or consultants, Megotiate terms and conditions for
training services.

1 4. Techrofogy Investments
Make decisions on fechnology investments for fraining purposes. Choose and implement Leaming
Management Systems or ather training platforms.

1 5. Policy Development:
Develop and implement policies related to fraining and development. Establish guidelines for the
evalization and continuous impravement of training programs.

| 6. Leadership and Team Management:

Provide leadership and direction fo the fraining team. Make decisions related to hirng, training, and
performance management of training staff,

17, Strategic Planning Authority;




capabilities of the workforce, contributing ta the overall success and growth of the organization,

Aoke: Placement coordinator

The rele of a Placement Ceardinator in an educational institution or a professional training arganization Is
crucial in facilitating the placement and employment of students or frainees. The position involves a range
of responsibiliies to ensure successful placement outcomes for individuals. Here are the typical roles,

responsibiliies, and authorities associated with the role of a Placement Coordinator;

Ruuporsfhllites
I Employer Engagement, '
Build and maintain relationships with potenlial employers and industry parlners, [enlify job opporunilics
and infernships suitable for students,
2. Student Counselling:
Provide career counselling o students, helping them understand their career goals  and aspirations.

Assist students in preparing for interviews and developing job-search stralegies,

3. Resume and Portiolio Review:
Review and provide feedback on students” resumes, cover |etlers, and portfolios. Advise on haw o
showcase relevan! skills and experiences,

4. Placement Coordination:
Coordinale and faciltate the placement process for studentsMatch students with suitable |ob
ppportunities or internships.

3. Networking Events;
Organize and participate in networking events, career fairs, and industry-specific forums.
Creale opportunities for students fo connect with potential employers.

v, Employability Skills Workshops:
Conduct workshops to enhance students’ employability skifls, including communication, teamwork, and
problem-salving.
Frovide guidance on professional etiguette and workplace behavior,

7. Internship Programs:
Develop and manage internship programs in ﬁﬁﬁh@ﬂpﬁ with employers. Ensure thal
mternships align with the educational nh;ectwqi’ﬁ*tha institutiod.. “

8. Placament Metrics and Reporiing: |



Track and report placemant matrics, including placement rates; types of placements, and employer
safisfaction.Use data fo azsass the effectiveness of placement sirategies,

9, Alumni Engagement:
Engage with alumni to create networking oppartunities and mentorship programs. Leverage alumni

connactions for potential job placemants.

14}, Career Development Resources:
Maintain and update career development resources, including job listings, mdustry insights, and employer
profiles. Provide information on vanous career paths and industries.

1 1. Coflabaration with Faculty:
Collaborata with academic depariments to understand Industry trends and align cumiculum with industry
neads.Seek inpul from facully on student performance and raadiness for placement.

| 2. Follow-Up with Employers and Students,
Conduct follow-up with both employers and placed students to gather feedback. Address any issues or
concerns related to placemants,

1 3. Placement Decisions:
Make decisions on student placements based on individual skills, qualifications, and career goals.

Consider feedback from both students and employers.

14, Evant Planning and Execution:
Plan and execute career fairs, networking events, and other placement-related activities, Maka decisions

regarding the farmat and structure of these events,

1 5. Data and Reporing Authority:
Have autharity over the colfection and reporting of placement-related data. Use data fo inform decision-
making and continuaus improvement efforis.

| 6. Internship Program Desigr:
Design internship  programs,  including  eligibility  criteia  and  program  stuclure.

Make decisians on the types of organizations suilable for hosting intemns.

1 7. Communication with Stakeholders:
Communicate with students, faculty, employe

A

concems and provide updales as needed, 0

_glgLnni on, placement-related matiers. Address
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The Placement Coordinator plays & pivotal role in connecling sludents with valuable opportunities in the
workforce, confributing to their professional development and the overall success of the educational
institution. Strong communication skills, industry knawledge, and effective collaboration are essential for

succass in this role,

ROLES: TRAINING SUPERVISORS RESPONSIBILITIES:

The roles and responsibilities of a training supervisor are as follows:

1. Monitor training programs: Ensure that the training programs run smoathly and according to
scheduls.

1. Call absent students: Follow up with studenis who miss Ifraining sessions to ensure 100%
allendance,

3. Regular feedback from students: Collect feedback from students on the guality of fraining and
trainers to idenfify areas for improvement.

4. Maintain 100% attendance: Ensurz thal all students attend every fraining session and
maintain records of atlendance.

5. Ensure infrastructure and faculties: Ensure that the necessary infrastructure and faculties are
avallable to deliver effectiva training sessions.

6. Respect schedule: Do not disturb the sehedule of Falning balches without prior permission from
higher authoriies.

7. Ensure training quality: Ensure that the quality of fraining meets the standards set by the institute,

8. Placement sessions: Monitor and support placement sessions for students,

. Student performance monitoring: Monitor student performance through the Leaming Managamient
Sysiem,

10 Assignment submissions: Ensure that studenis submit their assignments on time and
maintain records of the same.

11. Reporting: Convey the status of student attendance and assignment submissions 1o the Head
Management Program, Dean Training and Placement, and oiher relevant parties,

Riala [nlrastructune Head

This fole is crucial for ensuring that the.f]ﬁ!ﬁ;a'éhutﬁﬁi-‘ﬁuppnrls the efficient funclioning of the
arganzation. Here are the typical roles and responsibilities assoctated with the posifion:



Responsibilities:
|, Facilities Managament;

Oversee the ‘managemenl and maintenance of physical facilities, including office spaces, production
areas, and other operational areas. Develop and implement policies and procedures related o facilites
manageamant,

2. Space Planming and Allocation;

Fian and allocate office spaces based on the organization's needs, Ensure efficient utilization of space to
accomodals curenl and lulure requirgmenls,

3. Maintenance and Repairs:

Devalop and implement a prevenfive maintenance program for all facilities. Coordinate  repairs. and
maintenance activiies, ensuring minimal disruption to operafions.

4. Security and Safely:

Implement security measures to safeguard facilities and assets, Ensure compliance with safety regulations
and standards, Develop emergency response plans and conduct drills.

3. Utifities Management;

Manags utilities such as eleciricity, water, heating, and cooling systems, Optimize energy usage to reduce
cosis and environmental impact,

f. Vendor Management:

Collaborate with external vendors and contractors for maintenance, repairs, and construction projects.
Kegatiate confracis and oversee service-level agreements.

7, Capital Expenditure Planning:
Develop and manage budgets for infrastructure-related  projects. Plan  and  priontize
capital expenditures for facility impravemenls.

8. Wasle Management;
Implement waste disposal and recycling programs. Ensure compliance with environmantal regulations.

. Equipment Management;
Oversee the maintenance and tracking of equipment and assets. Implement asset managament
systems fo aptimize equipment wsage,

1), Caltaboration with Depariments;

- i {
Coltaborate with various depariments fo (ndérstand iheir%_strucmﬁ needs, Provide support



for special projects and events requinng facility resources.

1 1. Technology Infrastructure;
Ceordinate the management of technology infrastructure, including servers, networks, and
communication systems. Work with |T teams to ensure seamless technology integration within the

facilities.

| 2. Space Design and Renavatian;
Ptan and coordinate the design and renovation of spaces to meel changing organizational needs, Ensure
conplince with bullding codes and requlations,

13, Acceszibility Compliance:;
Ensure that faciliies are accessible and comply with accessibility standards, Address accessinility
concerns and make necessary modifications,

| 4, Documentation and Record Keeping;
Maintain accurate records related fo facilities, including maintenance logs, contracts, and
blueprints, Provide reporis an facilities management activiies as needed.

15, Envirenmenial Sustainability:

Imptament suslainable praclices fo reduce the organization's envircnmental
footprint. Explore and recommend green technologies and inliatives.

Authorities:

Budget Authority:

Have aulhenty over the budget for facilibes management, including operational expenses and capital
projects.

Decision-Making:
Make decisions related to faciiies maintenance, repairs, and improvements. Priorlize and approve
expendilures based on organizational pricrities.

Vendor and Contractor Selection:
select and engage extemal vendors and contractors for facilities-related services. Negotiaie terms and

conditions for service contracts.

Emergency Response Authority:
Have authority over emergency response procedures and decisions. Activale emergency protocols and

make decisions to ensure the safety of occupants.

Technology Infrastructure Decision-Making:
Make decisicns related to technology infrastructure within the facilities. Collaborate with IT teams
to ensure alignrnent with organizational goals,

Space Allocation and Design: e
Make decisions regarding the aflocation and damgn of offica and _operational spaces. Apprave design

plans and layouts,



Security Measures:

Have authorty over securly measures and proflocols. Implement changes o secunty systems and
procedures as needed,

Strong leadership, strategic planning, and operational management skills are essential for success
in this roie.

Research Cenfer
Role of Research Center Coordinator
Cammaon roles include;

1. Strategic Planning:

e Caliabemfing with Insttutionn! loadeeship o devednp o stratngin wisitin T reseanh anfieline
nlign-nrl with tha nrga-njraﬂnn'u missicin an fjeials

Project Management:

g

e Coordinaling research projecis, oversesing timefines, budgets, and ensuring that projecis
glign with the organization's slrategic priorities.
Faculty and Staff Support:

Las

o Asgisling faculty and staff in idenlifying research opporlunities, developing research
praposals, and securing funding.
* Providing guidance on research meihodologies, literature reviews, and ethical consideraticns,
4. Grant Acquisition:

= |dentifying potential funding opportunities and assisting faculty in preparing and submilting grant
proposals.
Ethics and Compliance:

L

*  Ensunng that research  achvities comply  with  ethical  guidelines and
institutional policies.
* Coordinaling the Instiluional Review Board (IRB) process for human subjects research,
fr. Budget Management;

o Paricipating In  budgetary planning for research  activiies and  managing financial
resources allocated to research projects.
7. Communication and Qutreach:

& Communicating the importance of research within the crganization,

» Faciltating internal and external communication about research inifiatives, achievements, and
opportunities.
8. Collaboration and Networking:

e Fostering collaborations and parinerships with ather educational Institutions, Industry pariners,
and research organizaticns,

e Building and  maintaining
profassionals,

Fations ‘with researchers,  faculty, and




Y. Research Support Services:

e Providing supper services for ressarchers, Including assistance with literature reviews, data
analysis, and research methodologies,
= Offering fraining programs and workshops to enhance the research skills of faculty and staff,

1{). Data Management;

»  Overseeing the organization, slorage, and security of research dats generated within the
organization,
& Ensunng compliance with data management best practices.

1 1. Publications and Dissemination:
& Assisting researchers in the preparation of manuscripls, presentalions, and other forms of
dissemination.
s [Facilitaling iha putlication and dissemmation af research indings.
12, Techneology and Infrastructure:

* Coordinating the use of technology and infrastrizclure necessary for research activifies.
»  Ensuring Ihal researchers have access 1o elevanl lools and equipment

| 3. Reporting and Evaluation;

* Parlicipating in the preparation of reports on research activibes, outcomes, and impact.
«  Contnbuting to the evaluation of research projects and the overall effectivenass of research
Initiatives.
14. Problem Resolution:

* Addressing challenges and issues that may arise within the research center,
e Collaborating with ofher adminisirative offices fo resolve complex problems.

5. Educational Impact:

= Ensuring that research aclivities contrbute 1o the improvement of educalional practices and
oulcomes.
* Facilitating the infegration of research findings inte educational programs and policies.

Ruale: Research Center Coordinator

Responsibilities of Research Center Coordinator Camman
responsibilities include:
1. Strategic Planning:

e Collaborating with institutional leaders to-develop a stralegic plan for research activities that
aligns with the organization's missior and objectivas. -
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Project Coordination:

» Coordinating and overseeing research projects, ensuring they are aligned with the arganization's
priarities and strategic goals.

o Monitonng project imelines, milestones, and deliverables.

Faculty and Staff Support:

»  Assisfing faculty and staff in identifying research opporiunities and preparing research proposals,

= Providing guidance on research methodologies, literature reviews, and ethical considerations.

Grant Management:

® [dentifying funding opporlunities and assiskng facully in preparing and submitiing grant
proposals,

» Managing awarded grants, ensuring compliance with  funding agency requirements.

Ethics and CompHance:

¢ Ensunng that research activities adhere to ethical standards and comply with institutional
pelicias,

e  Facilitating the Institutional Review Beard (IRB) process for human subjects research,
Budget Oversight;

= Participating in budget planning for research activiies and managing financial res-u;:urcas allocated
to research projects.
® Maniioring expenditures and ensuring compliance with financial policies.
Communication and Qutreach;

» Communicating the imporance of research within the organization and to extarnal
stakeholders.

o Facilitating infernal and extemnal communication about research initiatives, achievernents, and

opoortunities.

Collaboration and Networking:

& Foslening cellaborations and parnerships with other educational insttutions, industry pariners,
and research organizations.

« Building and maintzining relationships with researchers, faculty, and prefessionals.

Research Support Services:

e Providing support services for researchers, including assistance wilh literatura reviews, data

gnalysis, and research methodologies. ”4: = ?’:—"}%
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s Offering training programs and warkshops fo enhanca the research skills of faculfy and staff.
1), Data Management;

* (Overseeing the organization, storage, and security of research data generated within the

organization.

e Ensuring compliance with data management best practices.
| 1. Publications and Dissemination:

® Assisting researchers in the preparation of manuscripts, presentations, and other forms of

dissemination.
» Facilitating the publication and dissemination of research findings.
| 2. Technology and Infrastructure:
s Coordinating the use of technology and infrastructure necessary for research activities,
*  Enauring that resenmhom bave naness tnerdnvant ol and souipment
13, Reporting and Evaluation:

» Prapanng reports on research activiies, outcomes, and Impact for institutional leaders and

extamnal stakeholders.
s Participating in the evaluation of research projects and the oversll effectiveness of research
initiatives.
14, Problem Resolution:
s Addressing challenges and issues that may arise within the research center,
e Callaborating with other administrative offices fo resolve complex problems.
| 5. Educational Impact:

® Ensuring thal research activilies contribute to the improvement of educational practices and

outcomes.

o Facilitating the integration of research findings inte educational programs and policies.

Autharities: Research Center Coordinator
Comman areas of autharity typically include:
. Strategic Planning:
» Authority to contribute o the dE}EHII’I‘I‘lE;I.T. iif;a__\slraiegic plan for research activiies that
aligns with the orpanization's mission and objectives. -
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Project Coordination:

L]

Autharity to oversee and coordinale ressarch projects, ensurng alignment with the
organization's priorities and sirategic goals.

Decigion-making authority related lo project timelines, miestones, and deliverables,

Faculty and Staff Support:

Authonty to assist facuty and staff in identifying ressarch opportunities and preparing research
proposals,

Decision-making authosity in providing guidance on research methodelogies, literature reviews,
and ethical considerations.

Grant Management:

Autharity to identify funding opportunities and assist faculty in preparing and submiting grant
proposals.
Decision-making aulhorly in managing awarded grants, ensuring compliance with funding

agency requirements.

Ethics and Compliance:

Authonity to ensure that research activities adhere to ethical standards and comply with
nstituticnal policies -

Decision-making authority in faciliteting the Insttutional Review Board (IRB) process for
human subjects research,

Budaget Oversight:

Autharity to participate in budget planning for research activities.
Decision-making authorty in managing financial resources allecated o research projects
and menitoring expenditures.

Communication and Outreach:

Authority to communicate the importance of research wilhin the organization and io external
stakeholders.

Decision-making authority in facilitating intemal and external communication about research
initiatives, achievements, and apportunities.

Collaberation and Networking:

« Dacision-making authority in bul

Autharity to foster collaborations and parnerships with other educational institutions, industry
partriers, and research organizations. =53

relationships with researchers, faculty,



and professionals.
4. Research Support Services:
» wuthomty fo provide support services for researchers, including essistance with fterature
reviews, data analysis, and research mathodologies.
» Decigion-making authority in offering training programs and workshops o enhance fhe
reszarch skills of faculty and staff,

10). Data Management;
» Authorly fo oversee the organization, storage, and security of research data genarated within
the arganization,
» Deasion-making authority in ensuring compliance with dala managemen! best practices,
| 1. Publications and Dissemination:
s Authority o assist  researchers n lhe  preparation of  manuscripis,
presentalions, and other farms of dissemination,
» Decision-making autharity in facilitating the publication and dissemination of research findings.
| 2. Technology and Infrastructure:
+  Authorily lo coordinate the use of technolegy and infrastructure necessary for research aclivities.
« [Decision-making autherity in ensurng that researchers have access to relevant iools and
Squipment.
| 3. Reporting and Evaluation:
= Authority to prepare reports on research activibes, outcomes, and impact for institutional leaders
and extermnal stakeholders,
» Decision-making authority in participating in the evaluation of research projects and the
overall effectiveness of research imtiatives.
| 4. Problem Resolution:

= Authority to address challenges and issues thal may arse within the research center,



= Decision-making autharity in coflaborating with ofher administrative offices to resclve complex
problems,
15. Educational Impact;
o Authority to ensure that research aclivities conbribute to the improvement- of educational
praclices and oulcomas.
» [ecision-making authorty in facilitating the integration of research findings into educational

programs and policias.

Hole: Human Resources Head

The rale of a Human Resources (HR) Head,is pivolal in managing and overseing the human capital of
an dgrganization, This rolé invoives ‘a diverse sat of responsibilities related to amployes management,
talent acquisition, organizational development, and compliance. Here are the fypical roles,

responsibitities, and autharities asseciated with the position:

Responzibililies
« Sirategic HR Planning:
Davelop and align HR strategies with the organizafion's overall strategic goals. Create and implement
workfarce planning o meet current and future needs.
Taient Acguisition;
» Ovarses the recrutment and hifing processes.
Develop and implement effective sourcing strategies to attract top talent.
« Employes Refations:
Manage employee refabions, including conflict resolution, grievance handling, and disciplinary

actions.Foster a posithve work environment and emploves engagement.

s Training and Development:
Design and implement training and development programs to enhance employee skills.
Identify and address kill gaps through targeted training initiatives.
= Performance Management: :
Implement performance management syslems, including goal setfing, performance appraisals, and
feadback mechanisms.Monitor and evaluate emplovee performance against set objechves.

« Compensation and Benefits:
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Develop and administer competitive compensation and benefits programs. Ensure compliance with labor
laws and indusiry standards.

» HR Policies and Compliance;
Develap, update, and enforce HR policies and procedures, Ensure compliance with labar laws, regulations,
and industry standards.

» Organizational Culture:
Faster and promefe a positive organizational culture Implement initisfives that align with the
organization's values and mission,

o Liveisily g Inclusin:
Promate diversity and incluston initiafives within the workplace implement strategies to creale an
inclusive and equitable environment,

= Employee Wellness:
Implement wellness programs and initiatives o support employes well-being. Address workplace siress
and promaote a healthy work-ife balance.

» Succession Planning:

Develop and impiement succession planning strategles to identify and groom future leaders. Ensure a

pipeline of takent for key positions.

= HRE Analyiics:

Use HR analytics to gather and analyze data for informed decision-making. Monitor key HR metrics related
to recruitment, retention, and employee satisfaction.

» Labor Refations:
Manage relationships with unions or employes representative bodies, Negaotiate and administer collective
bargaining agreements,

» Confiict Resolution:
Mediate conflicts and disputes among employses. Provide guidance and support in resolving workplace
lssUes.

= Legal Compliance:
Stay informed about changes in employment laws and regulations. Ensurs the organization's HR

practicas align with legal requirements.

Paoa 1 49



= Authorities:
Decision-Making Authority:
Make decisions related to HR policies, programs, and practices. Address significant HR-related mattars
Independantly.
Budget Authority:
Have autharity aver the HR budgat, including allocations for regruitment, training, and employes benefits,
Employee Discipline:

Make decisions related to disciplinary actions, including wamings. suspensions, or terminations.

Ensure consistency and faireass In disciplinary procedures.

Talant Managament:

Have dulbwrily over lalenl managemeni stralegies, indluding promobons, lansleres, and  canee
davalopmant plans.

Compensation Approvals:

Apprave compensation structures, salary adjustments, and bonus programs.Ensure pay equity and
fairness,

Strategic Planning Authority: _

Contrbute fo the development of the organization's overall strategic plannfluence and shape
prganizational sirategies through HR initiatives,

Negotiation Authority:

Have authorly to negotiate emplayment confracts, benefits packages, and olher HR- refatad
agreements. Represent the organization in labour negotiations.

Policy Implementation:

Implemant and enforce HR policies and procedures.Ensure consistent adherance to ethical and legal

standards,

Technology Adoption:

Maks decisions regarding the adoption and implementation of HR technology and software. Invest In
toals that enhance HR processes and efficiency.The HR Head plays a critical role in shaping the
arganizational culture, fostering employee engagement, and ensuring that HR practices align with the
arganization's goals and values. Effective communication, strategic thinking, and a deep understanding

af human capital dynamics are essential for success in this role,
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Role: Grievance Call Head
The role of a Grevance Cell Head, also known as & Grevance Officer ar Ombudsman, involves
managing and resgiving conflicts or grievances within an arganization. This role is essential in ensuring a
fair and transparent process for addressing empioyee concems and promofing & positive work
environmeni: Here are the typical roles, responsibilifies, and authorities associated with the position:
Responsibilities;

» Establishing and Managing the Grievance Process:
- Develop and implement a formal grievance resolution process.Ensure thal the pracess is wall-
communicated fo all employees.

» Receiving and Documenting Grievances:
Serve as lhe pinay poinl of coilaet Tor employees fling grlevances. Document detalls of each
grievance, including the nature of the complaint and relevant parfies.

= Confidentiality and Impartiality:

Ensure confidentiality in handling grievances to protect the privacy of involved parlies. Maintain

impartiality thraughaot the grievance rasolution process.

= |nvestigation and Analysis:
Investigaie grievances thoroughly by gathening relevant information and dacumentation. Analyza the facis

and circumstances to defermine the validity of the complaint,

« Mediation and Conflict Resolution:
Faciliiate mediation between conflicling parties to reach & mutually acceptable resolution. Provide

guidance and support to employeses invalved in conflicts.

= Communication and Reporting:
Communicate with involved parfies to keep them informed aboutl the grisvance process. Prepare

regular reports on the status and outcomes of grievance resolutions,

* Policy Adherence:
Ensure that the grisvance resolution process adheres 1o crganizational policias and relevant labour laws,
Stay updated on changes in regulations that may impact arievance handiing,

« Training and Awareness:
Conduct training sessions to educate employees about the grievance resolution process. Pramols

awaraness of avallable support mechansms.
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» Feedback Collection:
Collect feedback from employess invalved in the grievance process.Use feadback to identify areas for
improvemant and enhance the resalulion process,
= Collaboration with HR and Legal Depariments:
Collaborate with the HR depariment fo address syslemic issues leading fo grisvances,
Seek legal advice when necessary, especially in cases involving legal implications.
» Conflict Prevention:
Implement measures to prevent conflicts and grievances through proactive strategies, Identify trends In

griavances and recommend peeventive actions,

= Advocacy for Fair Practices:
Advocate for fair and Just practices within the organization. Promote 2 culture of fransparency, equily,
and open communication.
Authorities:
Decision-Making Authority:
Make decisions related to the resolution of grisvances. Determine appropriate actions or sanctions based
on the findings of investigations:
Process Oversight:
Have aulhory over the grievance resolution process. implement changes and improvements to fhe
PIOCESS a5 needed,
Recommendations for Policy Changes:
Recommend changes to organizational policies and procedures based on trends identified in grevance

resoiufion, Advocate for policies that promate a positive waork environment.

Confidentiality Enforcement:

Enforce confidantiality requirements refated to grievance handling.Ensure that information refaled lo
grievances is only shared with those direcily involved in the resolution process,

Access to Records;

Have access fo all records and documents related o grievances.Use this access 1o conduct thorcugh
and unbiased invastigations.

Collaboration with Senior Management:

Collabarate with senior management e add Hrhr.:.&hing iszues contributing to grievances,

P e LY
e Il

hake recommendations to senior management for systenic improvements.
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Recommendation for Mediation or Resalution Techniques:

Recommeand the use of mediation or alternative dispute resclution techniques when appropnate,

Guide the organization in adopting best practices for conflict resolution.

Training and Awareness Initiatives:

Have authorly over the design and implementation of Iraining programs on grievance resolution.
Promote awareness initiatives to ensure that empioyees are informed about available resources, The
Grievance Cell Head plays a critical role in maintaining a healthy and harmonious work envirenment by
addressing and resolving conflicts in a fair and impariial manner. Strong inferpersonal skills, empathy.

and a commitment o fairness are esseniial for success in this rola,

Role: Library &Librarian Respaonsibilities:

1) Librarian is responsible for providing support to academic & teaching leaming.

2} Develop library policies, procedures & library collection to meet need of the urrculum.

3)  Library management and maintains,

4) Prepare and execule the annual budget of the library.

5) Mak? plan for book acquisition of the library and selact books, magazines for order.

6) Tao preparng a purchase orders for books, journals, stationary, fumiture & equipment's.

7) Librarian is respansible for all the professional job related ta selection, acqulsition, classification,
cataloguing and maintenance of the library documenis.

8) Accessioning and classification of books, Joumals & CD's. and book processing like Stamping,
Due Date Sleep, Book Pocket pasting, Book cards and barcode printing and pasting

5 Sheiving of books as per classification,

10 Daily Issue - Return of books (circulation)

1) Use and manage Library software and its applications

12) To provide instructions and orientation fo new members aboul the use of the Lisrary.

13} To provide library services such as CAS, SDI, Reference lo meet the needs of llorary members
and also for creating reading habit

14) Librarian act as a secretary of the fibrary commitiee and responsible in praparing the agenda far
the committes meeting by giving facts of each item, lo issue {he library commitiee maeting
natice and to keep the minutes of the library committes meefing.

15) Prepare reports for AICTE, LIC. SSS & oter cotilles as per the requirement
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18) To Update end prepare Library information on wab site.
17y Providing book bank scheme for 3C & 5T students
18}  Annual stock verificatan,

Authorities;

1) Academle Leadership: Librarian Is responsible far providing support to academis &
teaching learning, Library is the heart of academics.
71 Library Improvement; Librarian is responsible for setting goals for Library improvemant
aid develupiig sbialbuies I dulimve ivss ugdls,

3)  Enrellment: Libranan have aulhonty to anrall new members & providing | Cards 1o library
members.

4] Policy Implementation: Librarian Implement Library Policies to deveton Lbrary policies,
procedurss & library collection 1o meet need of the curmetlum.

5) Budget Managemenl: Prepare and execuls the annual budget of the library

B) Collection Development: Libranan develop collection development
policy and take decisions related to purchasing books penodicals and magazines

7) Library Operations: Librarian has authorily o see day-lo-day operalions of the Library
such as daily issue-return of books. shelving of books. Library decorum e all library

functicns.

8} Library ReporisPrepare reports for AICTE, LIC, 558 and other comities as per
the requirement

9] Student Discipline: Librarian have authority to see library members (students) discipling.

10} Safety and Security: Librarian have authority to ses library safety and security measures,
This includes implemanting emergency procedures, ensuring a safe leaming envirenment,
and responding fo security threats.

11) Public Relations: Librarian will, interact with the media, community members, and ather
stakeholders.
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