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Preparation of notes / reply to Assembly starred /
unstarred. questions related to Establishment Branch.

To Maintain LAQ/LCQ register for the office.
To dealing with R.T.I. cases.

Purchase of all types of Dead Stock Articles and purchase
of all types of consumables required for the office.

Supervision over the working of Sr. Gr. Clerk/Clerk-
Typist in Establishment Branch.

Submission of files to senior officers put by his juniors
from Establishment Branch with his remarks,

Any other job entrusted by the senior officers.

Court Cases.

Maintaining personal files of all officer and men working
in the corporation, maintaining Service books, Preparation
of Gradation List, Promotion, Pay fixation.

Sanction expenditure incurred on vehicles, such as
maintenance, repairs, petrol, oil etc.

Sanction of Loans and Advances.

Sanction of leave to officers and men and related
correspondence. (except casual leave)

Dealing with Annual Maintenance Contracts of all types of
Deed Stock Articles.

Telephones / Fax.

Purchase of books.
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All types of returns related to Establishment Branch.

Any other job entrusted by senior officers.

Typing work.

Inward / Outward and related work.
Maintaining master file.

Maintaining Dead Stock and library Register.
Initiate action to write off Dead Stock Articles.
Maintain register for news papers, Mile etc.
Any other job entrusted by the Senior officers.

Typing work.

Grant of Increments.

Medical Examination, Verification of antecedents of
newly appointed candidates.

Grant of casual leave.
Overtime Allowance to Drivers and Peons.
Purchase of stationary and its distribution.

Initiate action to carry out minor works of Electrification
Plumbing, Carpentry in the Office.
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