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Dated:2912.2016

U.0,NOTE

Sub:‐     Right tO service Act‐ Duties and responsib‖ ities of staff‐ fbn″arding of‐ reg

Ref:―       Letter dated 23‐ 12‐2016 fbn″arded from the ttce ofthe Vice Chance‖ or

With reference to the above, details regarding the duties and responsibilities of staff working under
JCE-I is forwarded in the proforma enclosed for further necessary action.
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1 1692 Sreedharan.P Joint Registrar Exam I
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９
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２

Supervision and

coordination of
works in the

Sections under.

つ
こ 3672

Rajesh

Kumar.K.P
Computer

Assistant

JCEl

omce

Confidential work-

keeping records

and typing work

3 Alikoya.T Roneo Operator

Taking photo

copies and work
of Office

attendant on work

arrangement

4 aRA, Sajeer.C.M Binder Grade ll

Binding works of
tabulation

registers

5 Stan‖ Thomas
Section Omcer

(Hr Gr)
EX― |

0494-

2407218

Ouestion paper

setting and

related work of
different UG and

PG courses

6 Suresh Kumar.K Assistant

7 2824
Arathy

Vasudevan
Assistant

8 4420 Sartha T N Office Attendant
Question paper
setting related

works

9 3196 Sobhana M N Section Officer EX― ||
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２

Question paper

setting and
related work of
different UG and

PG courses



elma Psycho.P

2407231 Assistants in

Section

completion

the same.

among the

verification of
works of the

completion

the same.

, Postage,

CLR Peons
Drivers etc.

maintaining

CBs forthe
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U.Os

regular



CBs w rt OE

M, Contingent

Payment of

Attendant

other related

sections &

/School

after

from the

.Fixing

cou「ses,

Of

Of



Of

scripts

CV camps,

Of

tabulation

materials to

Co‖ectlon&

various exam &

Dist‖ bulon of

materrals

various exam &

Kalam K

materials



to

inations

related to

10Q‐ 5999 and
-10」 4998 of

lP‐ 5417 of PB

OQ-5999 and

10」 4998 of



table of a‖

examinatlons

table of a‖

examinations

table of a‖

examinalions

Preparation of

table of a‖

examinations

Attendant

No:KL‐

5254 and

10S6459 of



CJ

k of staionary

s, electronic

Js, furniture
for the use of

62
Abdul Rasheed

KM
Office Atten0ant

Attending all

duties of Ofiice
Attendant in EST-
I Section, PB

63 1967 Balan Chirayil
ｇｎ

Ｒ．　
ｂ

Δ
〔
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7205

Supervising the

work in EST-|,

EST-Il, Exam-

Monitoring land
ll Sections and
RV Monitoring

Section.

Sreedharan P

Joint Registrar

To

PS to Mce Chancellor


