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ID No Name DesiSnation Branch/Seoion Telephone
Number
(Office)

Duties and Responsibilities

1 37'7 Dr  K S  Pavithran Head of tlle
Defrar t ment

Department of
PoI itical Sc ience

0494
240738=

1. Ovorll I (j,)oLroL :l| I\(:;rdemlr: rnal tels.
2. l'U11 c.rntr,rl OvOr il,t| lr('pdrtnrt.ttt
3, Adrn r. nr si. rat l on ot 0flic$
4. Mdl.tlteflarnce C,l Orr )(.r orsr'Iprlrie.
5. Observat-ion of the teachio(, and noo-
teaching lrtaCf ih pe!torming the aJut res
al lot t ed to them efft( rent l Y.
6. Approval of orders regalding the
Depariment.

2 3076 Bind、 1. K P r ofess iona L

Assistnat Gt.
Department of
PoI itical Sc ience

0494
240':389

1.lit&nagetne^t and Adnrnlst.ratlon of the
Libaary.
2. Acqui si.t ion Hork
3, CLassltication and cataloging of Boolg
{. u3or guidrnce
i. Safe cuatody of book6 and recotds in the
Library
6. Library routl"na ,orks I j.ke issue and
roturn of books, 3tock naintehanee, &ta
6nLry of nerly accessionrd boohs.

3 4279 Shibin 」oseph AssiStant Departmenr" of
Politlcal Sc i ence

0491 ・́

2407388
1, lroccssi.ng o! lilss allolted by the
Sgctlon olflcet.
2. Regigtarinq of, paperg
3. Maintalnj.ng lhe regisle!s PreBcribed.
4, Preparrng the nof,es cohlaining rhe sulEnary
of f.ct s.
5. Proper arrangeDent of, frles (Flagging,
rgfarencing, etc. )

5. gubrnission of Drafts !o the Section
Offlce!.
?, Saf,n cuatody ot f,iI6s/records



4 3729 Stee,lt h Comput.er Assisl.rn:-
Gr. I

DeparLment of
PoIit rcal Sc r ence

0494-
2407388

1. Failcopying of draf t ri.
: , fak ! ng pri nt out af docunent s .

3. tochnical prctce$sing ot rnnratdo rn niqrt-al
Oocu$ent Fi llng Systern.
4. Oata entry l.0rLs relaieil to e-qrantz.

5 4363 -Su n i.l Kunar. T Depa r t.ment of
Pol lt i.ca I science

0494
2407388

」4‐ ?́叫
Dr. X. S. Pavit hran
Professor and Head

Departnent of PoIitical Science


