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F.No.DTU/Gen.Admin./259/2019-20/2 e Dated :18.10.2019
Office Order

The Competent Authority is pleased to distribute the work among the dealing
assistants of General Administration Branch is as under.

S.No. | Dealing Assistant | Details of work Distributed of General Administration Branch

1 Mr. Madhuresh JHA
Section Officer

Processing of all types of tenders assigned to GA Branch
Uploading of all kinds of tenders
Executing evaluation mechanism for housekeeping work
Handle complaints regarding house keeping work & taking
‘ corrective measures
e To collect feedback regarding House keeping services engaged in
DTU Campus
e Alltype of correspondence with M/s BECIL/ Outsourcing Agency
e Supervision and Monitoring of Branch Activities
e Student Health Cards (Insurance)
e Deployment of staff with the consent of CA
e Any other work assigned by Competent Authority/Branch Incharge

2 Mr. Naresh Kumar e RTI Matters

Sr. Office Asstt. AMC/ Man deployment for EPBX

Processing of Payment of EPBX

Audit Paras Handling

Process files regarding labor courts/ court cases/ theft case
Hospitality arrangements

Bill processing of hospitality arrangments

MAM Associate Work

DGEHS Cards Issuance

Cash less facility for treatment

| Card of Faculty & Staff

Processing and correspondence matters related to Heath center
Any other work assigned by Competent Authority/Branch Incharge

3 Mr. Sunil Kumar e All matters related to outsource staff including processing of bills,
JOA pay day calculations, leave management etc.

e Processing of bills of Security guards.

e Secretarial assistance to Section Officer on day to day matters

e Any other work assigned by Competent Authority/Bra nch Incharge
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[image: image2.jpg]4, Ms. Brizna e Monitoring of License Fee from all Kiosks/Shops/Canteen

JOA o Alltype of reimbursements to entitled officers/faculty

e Payment of MTNL, AIRTEL (Leased Line)

e All advertisement publication and payment thereof

e All Miscellaneous bills

Any other work assigned by Competent Authority/Branch Incharge

ALL matters related to Board of Discipline an Anti Ragging Committee
Dairy Dispatch Work

Maintaining Sanction Order register (Online/Offline)

Maintaining of files in Record Room (Online/Offline)

5 Mr. Prince
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In addition to the above, any priority/ important work allotted to any Dealing assistant shall be
taken on priority and will try to finish the work within the time period prescribed for smooth
functioning of General Administration Branch.
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(Anil Kumar)
Dy. Registrar (Acad.-PG)

F.No.DTU/Gen.Admin./259/2019-20/ 2 = Dated :18.10.2019
Copy to the following for information:

1. Registrar;
2. All concerned
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