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6. 1.2 DECENTRALIZATION AND PARTICIPATIVE MANAGEMENT

The HOD is in charge of subject allocation and finalizing teaching

plans ofthe departmental faculties. Faculties are free to give suggestions regarding

their respective subjects which are approved in the department and faculty
meetings. The academic calendar is prepared with details of teaching plans,

examination schedule, and examinations are conducted as per the guidelines

provided by examination cell. Exam-related grievances are reported to the

Examination Grievance Redressal Committee through proper channel, which are

verified and appropriate actions are taken at the earliest.

Participative Management:

The Principal, HODs, faculty and staffmeet on weekly basis to discuss various

academic and administrative issues which are resolved immediately. The statutory

committees, representation from all categories employees and students are

involved in decision making. IQAC strategic plans are envisioned towards quality

improvement, implementation of Value-added courses, orientation classes,

special classes for higher studies & various competitive exams. lncentive policies

and schemes are available for Patent filing, indexed publications, Book and

Conferences. This initiative not only enhances publication numbers but also

motivates students and faculties to ensure enriched research-based practice and

knowledge acquisition. Students are encouraged to publish their final year project

to get their course completion. Faculties are encouraged to do

SWAYAM/N PTEL/MOOCS cou rses.
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JOB DESCRIPTION OF PRINCIPAL

Eligibility: 15 years experience with M.Sc. (N) out of which 12 years should be teaching

experience rvith minimum of 5 years in collegiate program. Ph.D. (N) is desirable

Duties and responsibilities:

l. Devc'lopment. planning. implementation & evaluation of Nursing Program i.e.. GNM.

PBB.Sc Nursing B.Sc. Nursing. M.Sc. Nursing. PhD &Nursing specialty courses etc.

2. Develop philosophy & objectives for educational program.

3. Identities the present needs related to the educational program & investigate. evaluate &
secure resources.

.1. Select & organize leaming experiences.

5. Direct planning activities & put programs in place rvith staffto ensure attainment of
College of Nursing vision

6. Determines the number of position & scope & responsibility ofeach Teaching & Non-
'['eaching staffs.

7. Prepares the job.description. indicate line ofauthority, responsibility in the relationship &
channels of communication by means of organization chart & other method.

8. Delegate's autherity commensurate \'!.ith responsihility

9. Provides an organizational framervork for effective staff functioning such as meeting of
rhe staffetc.

10. Recommends appoinlment & promolion based on qualification & experience ofthe

individual staff. scope ofjob & total staff composition.

I I . Subscribes & encourages developmental aspects rvith reference to welfare of staff &

students.

12. Consistently' makes administrative decision based on established policies.

13. F'acilitates participation in community. professional & institutional activities by providing

lime. opporlunity for support lbr such participation.

14. Provides freedom for staff to develop active training course within the frame rvork of
curriculum.

I 5. Promotes staff panicipation in research.

NARAYANA

,
,A

rnctpa
NARAYANA COLLEGE OF i{i!RSING

Chinthareddypal;fl.
NELLORE.524 OO3-

r'si,w t

B d*4
princrpal

NARAYAIUA CO:-( EGE OF IJURSING
Uhrnth 3reddypalem.
NELLORE- 524OO1

(6(ri QoJ
i.t2 ,/w\

Aword: (Higher Educolion Review Top lO Nursing Colleg€ - 2020)

IAO (lnt€rnotionol Accr€dlotion Orgonlzolion l2O2O - 2o25ll

,!
r.t



NARAYANA f'$,4)-
4.-)

COLLEGE OF NURSING
Chlnthoreddypol,em. Nellore - 52aooit. A.P.

Ph No: 086l-23179691 Fox: Oa6l-231 1964.
Recognized by lndion Nursing Council ond A.P. Nurses & Midwives Council

Atfilioted to NTR University of Heolth Sciences, A.P. Vijoyowodo.
Accredited by "lnlernotionol Accredilotion Orgonizotion (lAO)"

websile: www-noroyononursingcollege.com I I e-moil: noroyono--nursing@yohoo.co-in

16. Procures and maintains physical facilities which are ofa standard.

17. lnterprets nursing education to other related disciplines and to the public.

I8. Provides for continuous follou-up and revision ofeducation program.

19. Prepare periodic repon which reviens the progress and problems ofthe entire program

and presents plan lbr its continuous dcvelopment.

20. Act as a chairperson for various committees.

2l . Prepare. secure. approve and administrate the budget.

22. Develops college budget based on documentcd program needs. cstimated enrolment of
personnel. other final needs and keep the program uithin the budget tirne.

23. Panicipate in University, professional and community service activities.
24. Conducting and participating in departmental meetings and attending various meetings in

the University. INC and SNC.

25. Initiates and participates in research studies for the improvement of educational

programmes.

26. Recognizes the needs for continuing education lor self and stall'and provides

stimulation of opponunities for such development.

27. Prepares code ofconduct for students and college hand books to ensure discipline among

students.

28. Conducts regular conferences u,ith parents and students about college issues.

29. Acts as a mentor to subordinate.

30. Performs other duties as assigned by higher authority.

,lob Sunrman:

Principal. College of Nursing is the Administrative head of the college of Nursing. directll"

responsible to the Director of Medical Education/Director of Health and Family welfare services

and responsible lor implementation. revision ofcurriculum fbr various courses and research

acti\ ities olthe colle-le of Nursing.
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Eligibili[ : l2 years experience with M.Sc. (N) out of which I 0 years should be teaching

experience with minimum of 5 years in collegiate programme. Ph.D. (N) is desirable

Duties & Responsibilities:
I . Assisti principal in planning. implementation. monitoring and evaluation of the

educational programs oI the college.

2. Participates in the conduct of continuing education programme and programme fbr

visitors.

3. Assists Principal in identifying needs for prol'essional development ol facult.v and

lacilitates staff development programme.

4. Identify the present needs related to educational programme'

5. Select and organizes learning experiences under the guidance ofprincipal'

6. Assists in the conduct ofadmission procedures & final University examinations.

7. Act as a member of various committees in the .absence of Principal chair the assigned

committee meetings.

8. Plan the master plan with other teaching staff 
.

9. 'talie part in students uelfare activities

10. participating in rhe examination either intemal or extemal 1o the orm or other college

r.l'henever the university invites as examiner.

I I . Supen'ise the clinical area

12. Plan the course content.

13. Supen'ises clinical experience ofall educati0nal programmes in coordination u'ith

c0ordinators.

14. Review student progress reports and activities and ol'l'ers academic guidance.

15. (iuides and monitors students cunrulative record for all educational programmes.

maintained by respective programmc coordinators'

16. Guides faculty in day-to-day academic activities oiall educational progrtrmmes.

I 7. Panicipates in conduct of orientation programme for ne*' l'acultl members'

18. Prepares report on staff performance and reviews evaluation report ofassigned staff.

19. Assists Principal in administration and supervision of college activit.v'

20. Monitors all leave privileges ol'teaching and non-teaching staffin coordination s'ith

Principal.

2l . Assists Principa

teaching stalT.
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22. Assists Principal in maintaining discipline among students in the college'

23. Supen'ises overall functioning ofcollege ofnursing'

24. lnform students about changes in college policies. procedures & standards ifany.

25. Shares responsibility with Principal in identifuing contlicts among staffmembers and

initiates solution. consult & inform rvhen necessan.

26. Facilitates guidance & counselling sen ices to stalT& students as per need

27. Intbrm parenls about student status & reviews reports ofstudent perfbrmancc.

28. Promolcs continuous growth & development towards maturitl

29. Act as a mentor to colleagues.

30. Perlbrm other duties as assigned by the Principal'

.lob Summar.r :

Vice Principal assists principal in directing the staff('l'eaching & Non-teaching) of the

college in conducting teaching programmes and assists Principal in assessing'

planning. imple menting & evaluating educational progrzrmmes'
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JOB DESCRIPTION OF i 'ii )ii ';t)'iR

Eligibilit-v: l0 years experience with M.Sc. (N) ]iri 'il'r';hi{,l: rc:iry ''l: rrr!d h';

teaching experience. Ph.D. (n-) is desirable

Duties & Responsibilities
l. Participates ir. curriculum development evaltl;rtioli and curit'ulu; r''\ irit)tr'
2. Identifies the needs of the lcamers in tenns qt- j:'r Froli1lm hr ttiirr,:i'tr. ',i t-i'l1.,.1',

ofprevious experience. personal interviervs. tesi. 't ')hse i-\ at;.rri'

3. Participatcs in lormulation & implementation ,rl'thc PhIl,s'r!''hies & ( I'ir'1 ir\( .rr'

College ol Nursing.

4. Select & organize leaming expcriences which ar.' in acri.)rdanc(' ','.iiit l.rir'.tri,"
5. Collaborate rvith other laculty in course devei('9rlri"'

6. Participates in University. prof'essional & con, : '1:1i -' ' i': ' '

7. Plan rvith the educational Unit u'ith nursing s-' 'r'. 'i; ' lli -.: .. i i':"

8. Ascertains. selects & organizes lacililies equir'li''rti 't;rri 
rrlitir' r'i r' ' L'r I r'\ ' r'

leaming.

9. Assists the learners in using problem solving ,.,,'-"st.

10. Increases knorvledge & skill in curriculum.

I l. Devices teaching methods appropriate to obi : ; ' "' ,r '''rr !',

12. Maintains & uses adcquatc and accurate'rcc( :,

13. Prepare clear & concise reports.

14. Measures efl'ectiveness of instruction by use ''' ' . l'!'1)l)lia1.i'.i'jt te r-t

15. Acts as a counsellor for staffand students st ' l! - 'i;"1.i'. ':;i l:;' "'! ':
16. Participates and promote students rtelfare aci'" . '

17. Guide the students in conducting setninars. (r. ( ir\sir'n\ -,"r1 prt-rrr:i ll: ''
18. Assists in teaching and supen'ision in clinici' \ ' I:'r '!l (11-ir i'\ l'ri 1' "'..'"'I ""
students.

19. Co-ordinates rvith the external [-ecturcr lbr '',r: I

20. Assist in initiating and participating in rcscar. ;r

cducational programme.

2 I . Acts as a mentor to students.

22. Completes other responsibility assigned by tt"

.lob Sumrnary:
I'rof'essor rvorks under the direction of deparlmu , '

ction & tcaclling
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,IOB I)IiS('RI P'[IO\ ()F,\SS()('IA1'I.] PROFESSOR

Eligibilitl': M.Sc. (N) with 8 -vears experience including 5 years teaching experience Ph.D

(N) desirable

Dutie s & Responsibilities:

l. Ile/she u,orks under the departmental heads and assists him/lter in the guidance of the

students.

2. Communicates eflectively in order to convey their knou'ledge face-to-face with students

and graduate staff.

3. Developing. coordinating and teaching content in all the programs.

4. Providing oversight for clinical students in the graduate program. including classroom

and online instruclion. supen'ision and mentoring of sludents in clinical settings. and

advising students.

5. ldentifies the needs of the leamers in terms of the programme by utilizing the records of'

the previous experience. personal inten'ie*'s. tesls and observation.

6. Assists the leamers in the identification oftheir needs.

7. Participates in the formulation and implementation of the philosophies and objectives of

the posting.

8. Selects and organizes the leaming experiences.

9. Participates in the evaluation ofthe curriculum.

10. Plans along u'ith the educational unit u'ith nursing services as an allied group.

l'1. Ascertains. selects and organizes facilities. equipments and materials necessary for

leaming

12. Assists the leamers in the problem-solving process.

13. Measures and describes the qualitl"of perlbrmance objectively.

I4. Maintains and uses adequate and,accurate reconls.

15. I)rcpares clear and concisc t\ ttt( s
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16. Measures effectiveness of instruction by use of appropriate devices.

17. lncreases knowledge and skill in his/her om curriculum.

18. Use appropriate teaching methods and devices related to objectives and content of the

subjects.

19. Gives guidance within own field of competencies.

20. Help the learncr to grow in self-understanding

21. Assists in initiating and participating in studies for the improvement of the educational

programmes

22. Idenrifies the problems in which research is potentially indicated.

23. Makes data available regarding the methods ofteaching and evaluation.

24. Continues to develop competence in lhe problem-solving process.

25. Conduct clinical research and present scholarly work at nursing conferences.

26. Lltilizes findings of research wherever appropriate.

Joh Sttrnnrarr

Associate Protbssor assist to llOD. directing the staff in planning. implementing and

evaluating the educational programmes'
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,1()8 I)I.]S('RIPTI()I OF .\SSIST,\\T PROFT]SS0R

Eligibilig: M.Sc. (N) with 3 years experience in teaching experience

Duties & Responsibilities:

l. Develop and execute inventive instructional methods'

2. Build up profi'ssional logistics rvhich helps in improvising the perlbrmances of rhe

student.

3. Guide. direct and mentor research scholars in their research projects'

4. Assess. supen ise and mentor the academic progress in students'

5. Create. innovate and implement educational activities and programs that help in career-

enhancement among laculties and students.

6. Manage and support all the teaching assistants.

7. Take part in all activities ofthe departments and college'

8. Support and sene up for functional acri'itiis conducted by various committees.

9. Review. assess and evaluate the activities and progress of students'

10. Lend a han<l. suppon and aid the superior professors in their everydal- functions and

tasks.

I l. Publish their research works or findings in academic books or joumals'

12. Grade papers and testsl prepzue exercises. lessons and lab experiments for the students'

13. l'each post graduate as well as the undergraduate students within their lield ofexpertise.

14. lnstruct in classroom and supen ise clinicalll' nursing program courses for Associate and

Baccalaureale degree Programs.

l5.Contribute to recruitmenl and retcntion ofnursing students'

16. Participate in activities related to nursing accreditttion process'

I 7. Develop and mainuin relations with health care aliencies'

18. lmp[-ment college Philosophl. curriculum. prolfam outcomes and course objectives

through classroom and clinical teaching.

19. Devclop feaching innovarions in annual preparation and revision ofall assigned courses.

20. plan clinical experiences supen'isc and evaluate the Nursing students uhile delivering

rsing, care to Sroup
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21. Superv'ise and evaluate clinical p;"c'ccptors utilized in student clinical exgrriences.

22. Flvaluate and rec<lrd students feedback level olperlbrmance based on coursc objectivcs.

Job Summaq.

Assisunt Professor u'orks under Prolbssor. Vice Principal/Principal ol College of Nursing

and performs teaching. guidance. counselling and assist in all activities.
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ELII BI LITY: Minimum age I 71 rs. M inimum educational requirement shall be passing of I 21rs

course or l0 + 2 )ears course rvith biological sciences.

In the class room

1. Maintains the dress code in the class room

2. Presen'es pertinenl verbal lecture material lor future reflerence.

3. Participates in small and large group discussions. problem based leaming and

simulation.

4. Ansu'ers questions w-hen called upon: presents brieforal reports and formal

presentations.

5. Reviews supplemental leaming materials (handouts. audiovisual. Po*'er Points)

6. Completes urilten and competenc]' examinations within time limitations dehned b1'

laculty.

7. Utilizes a variety ol software including Leaming Management System and other ueb

based programs as required .

CLINICAL AREA

Provides patient care which encompasses, but is not limited to the following

I . Maintains the dress code in the clinical area.

2. Provides patient care. consislent rvith medical and surgical plan ofcare. for one to

three patients.

3. Physical assessment. including but not limited to. listening to heart. lung. and bowel

sounds with a stethoscope. checking incisions. and observing other factors. depending

on individual patient.
.{. Receiving and giving verbal reports on each patient at start/end ofeach clinical

experience.

5. Preparing patients for transport to other hospital departments lbr testing and

preparing patients for discharge.

6. Preparing. distributing and administering medications prescribed by physicians.

7. Charting. either hand*'ritten or via data entered in the computer.

8. llelp the patients in Activitl' of Daill living.lADl)
9. Accepting and orienting new patients to assigned unit and stalT.

10. Providing individual patient education. in ac:ordance w'ith accepted nursing practice

and medical plan of care.
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I l. Discharge planning: Assessment ofhome and caretaker at home. consulting home

care resources. obtaining equipment. consulting dietary. teaching palient aboul

discharge medications. obtaining phl"sician approval and arranging for anl laboratory

tests.

12. Utiliz.cs therapeutic communication tcchniques in order to lacilitate the patient's
optimum Ievel of wellness.

13. Administers CPR according to American Heart Association Standards (Basic I-ile
Suppon for the Health Care Provider) to patients in cardiac arrest. on an emL.rgenc)'

basis. Must be availablc for this function. *hich takes precedence over all othcrs.

Unrestricted movement of both upper and lower extremities. neck. shoulders. back

and hips required to perform this function.

14. Interacts u,ith physician regarding patient's conditions.

15. Provides emotional support and health education to patients and lhmilies.
16. Performs specialized functions. including responding to audible and r.isual cardiac

alarms. uound packing. and interpreting cardiac rhythm strips.

17. Coordinates patient care with other hospital departments. including Cardiac

Rehabilitation. Physical Therapy. Dietary and Social Service.

18. Demonstrates knowledge and skills necessary to provide care appropriate to the age of
paticnts sened on assigned units: knoss and applics principlcs ofgroulh and

development over the lile span when providing nursing care.

19. Assesses and interprets age-related patient data and identifies age-specific nursing

care requirements for assigned patients.

Students are not permitted to in the clinical area are:

t. Pcrlbrms delegated medical acts

2. Act as a witness under any circumstances or for any purpose

i. Provide second signature/check for controllcd drugs. blood products. breast milk. and

medications listed as requiring independent double checking. double signing and

documentation
t. Provide telephone advicc lbr discharged patient a
s. Take verhal or telephone orders
o. Be leli in sole charge of anl patient
7. Tr.nsport patients alone uhen the presence oian

ntrolled acts u'ithout close supen'lslon
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.IOB DESCRIP'TIoN 0F TT''I'OR

Dulir:s & Rcsponsibilities:

l. Participates in determination ofeducational purposes and policies in consulhtion rvith the

Professor. Vice Principal/Principal.

2. Contributes to the implementation ofthe philosophy and purposes of the total education

proSram.

3. Identifies the needs ofthe leamers in terms ofthe objectives ofthe progftrm b1'utilizing

records ofprevious experience, personal interv'iews. tests and observations in classroom and

clinical area.

4. Planning ofclinical teaching programme with the cooperation and collaboration ofclinical

staff.

5. Teaching olall nursing subjects by using various teaching strategy with assistance from

other members of the teaching staff.

6 .(iuidance to studenls in methods ofstudy and use ofreference book and library.

7. Ilelps the slow leamer lo seek and use additional help as indicated.

8. lise's incidental and planned opportunities for teaching.

9. Conduct periodical and term tests.

l0Assure that the assignments ofstudents are fulfilled.

I I Organize seminars, panel discussions and debates while conducting various health

Programs.

l2Maintains and uses adequate and accurale records.

l3Prepare and channelize clear and concise reports.

l4Participate in the formulation and maintenance of comprehensive record systems.

lSAssist in preparing annual repons olcollege of Nursing.

l6Visits hospital wards. departments and other clinical fields regularl.v.

rds.
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l gMake periodic visit to student room to make sure that lhey practice personal hygiene and

maintain cleanliness of room and convenience'

lg.Organize social and recreational prograrmme lor the students'

20.lnitiatcs and participates in research studies for improvement ofeducational progftrmme

2l.Maintain inventory of classrooms and laboratory equipments'

22.Any.otherdutythatmaybeassignedtoher/himtiomtimetotimerelatingtoNursing

education

,lob Summary

Tutor works under Professor. Vice Principal/Principal of college of Nursing and

perform teaching. guidance and counsclling and assist in research activities'
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Job Description of Administrative Oflicer

> Daily supervisory administrative support for the staff as well support to the

Principal in the process of all aspects as required, strategic educational

planning while providing exceptional services consistently.

i Submit timely reports and prepare presentations/proposals as assigned by the

Principal.

D To provide administration help and support for staff and Coordinate office

activities and operations to secure efficiency.

i Communicating and maintaining activities interpersonal with student

participation.

i Communication lvith all required offices, lJniversities and Council.

i Preparing travel arrangements for ofTice staff and overseeing, organizing for

special functions and social events,

i Preparing correspondcnccs, documcnts, and prescntation materials. as

required towards a{Tiliations & Recognisation from statutory bodies.

i Supervise staffand fix responsibilities to ensure quality.

i Maintain personal files

i Recognize non- teaching programs and facilitate stafl's to participate

! Completion of statT appointment as realized (internal /external)
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Job Description of Sr. Assistant

i Provides administrative level secretarial and clerical service to students.

faculty, and stafl'.

i Keeps otlicial college records and executes administrative policies

determined by or in conjunction with other officials.

i Accesses, inputs and retrieves information from computer.

i Prepares outgoing mail.

retrieving, copying and transrnitting text, data and graphics.

i Orders and stocks ofTice supplies as necessan' and processes purchase of

such items. Processes a variety of documents, forms and files.

) Attends the workplace regularly, reports to work punctually and follows a

work schedule to keeD up with the demands of the worksite.

i Completes duties and responsibilities in compliance with college standards,

policies and guidelines.

i Uses intemersonal skills and makes sound iudgnnents to decide how duties

and responsibilities are completed between coworkers, the supervisory

chain, faculty, staff, students, and customers.

i Suppons the values and institutional goals as defined in the College's

Strategic Plan.

)> Performs other duties as assigned by the Principal etc
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Job Description of Personal Assistant to Principal.

i Making appointments for Principal and maintain diary,

L Attend to staff and their enquiries for various issues.

! Download and reply to various emails. distribute teaching staff information

sheet and update data, various minutes of meetings.

i To rnaintain office required files, important documents keeping in safe/racks

and updating the data files etc.

i Carries out all correspondence for principal

i Conrpletion of stalTapproval documents

i Preparation documentation of inspection

i Cive& take appointment as required ( intemal i external)

i '[o provide confidential support in the form of typing, word processing,

tlling. minutes of meetings etc.

i To use own initiative to deal with telephone calls and correspondence on

behalf of the Principal to oversee and process incoming and outgoing post

and emails from the Principal to produce letters. documents. reports etc.

i Assisting principal organize for visitors and various academy functions to

initiate, co-ordinate and produce press releases and other.
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Job f)escription of Jr. Assistant

L Under general supervision, incumbents are responsible for assisting in

carrying out administrative detailVassignments involved in the operations of

the institution.

) Coordinating and monitoring phases of projects and/or programs,

performing research and compiling intbrmation to resolve issues and

problems.

! A limited amount of independent judgment is exercised within established

policies and procedures.

L This is primarily a staff position, but may require supervision of a small

number of clerical staff depending on assignment.

i Does related work as required.

i Assists in the development and implementation of oft'ice procedures,

routines and/or planning the efficient tlow of work.

i Keeping the required tiles.
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Job Description of Warden

i To provide a safe and secure environment in which residential students on

camnrrs can study.

i'fo offer first aid service and be available to implement emergency

procedures when necessary'.

D To escort and or transport students to hospital or surgeries if required.

} Along with students gone for outing in weekends.

)> Always keep the premises clean & tidy.

) Taking care ofstudents in theirallotted blocks.

i Mediating between student disputes about noise, unacceptable behavior etc.,

thus ensuring good order and behavior is maintained in the Hostel.

) Available for "on call - du!v" whenever required. which provides

emergency cover in the evenings and weekends,

i Assisting the Wardens and site staffw'ith the admission of new students.

) Establishing and maintaining appropriate social contact with students.

! Providing relevant information about the students whenever it is required.

Offering appropriate first aid support when needed.

i Taking oart in implementation fire drills. crime prevention and health &

safety awareness initiatives

) Responding to on-site emergencies during out of hours (burst pipes, broken

windows. burglaries. locked out of rooms etc.)
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i Liaoning with Welfare Service and Accommodation Ottce over student

lssues or concems

i Maintaining accurate records and writing reports to help to identify trends

that may require action. Ability to listen to and establish a rapport with

students.

> Ability to manage time eflectively,

F Negotiation/facilitation skills.

P Daily report to the Principal regarding the students activities.

} Organizes & maintain the files of the hostel management.

i Carries out roll call to ensure the attendance of students inside hostel.

D Maintains discipline of the nursing students

} Periodical floor wise inspection of physical facilities and Arrange for

necessary repairs/ replacement in the hostel
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Job Description of A V Aids Technician

I To provide, classroom audio visual support, along with duties assigned at the

Media Services counter located in the Computer Lab.

)> Populate the media service front desk to provide service to students and

staff with audio/visual support and thcilitate the check-ouVcheck-in ol
various audio/visual equipment.

)> Provide service and support to clients phone in with questions or concems

regarding. audio/visual services provided by Media Services.

i Become knowledgeable in proper setup, operation and strike of all current

audio/visual equipment. svstems and technology.

i Facilitate the daily activities listed on Media Service Calendar of events.

i Maintain the cleanliness of the Media Services office, classrooms, and

equipment storage areas.

i Help facilitate daily/weekly/monthly updates and required maintenance of

equipment and software.

F Complete tasks on morningy'evening loops and inventorv logs including. but

not limited to, replenishing supplies, maintaining classroom cleanliness,

equipment removal/maintenance, and powering up/down classroom and

ofTice equipment.

! Elecome familiar with both PC and Mac display and audio properties

settings, and interface with projector/monitor displays, and audio systems.
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i Become familiar with the overall Technical Solutions (lT) department

mission, services, staff and functions.

F Cross-train with computer lab student staff and be willing to assist as

needed with general printing. scanning, copying, wi-fi and computing

questions.

above duties.

i Oversee operation & quality of class room A.V Aids

! To ensure equipment is in good condition

L Utilize proper safety practices and procedures in linear with A V equipment

2 Layingelectrical & sound cables

i Monitor sound fields to ensure quality

} Send equipments for repairs if needed

) Perform duties on location

i Maintain inventory of equiPment

), Attend any required staffmeetings or training sessions etc
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Job Description of Computer Operator

i Monitors and support computer services.

F Enter the online attendance of students.

} Prepare letters or documents, monthly time tables, ward rotations &

question papers of the students.

! The emplovee will start under supervision initially to operate systems and

related equipment in accordance with established procedures.

i Maintains neat, orderly equipment area.

F Provide data as required.

)> Enter the online marks.

i Once is a month send the students progress report to the parents
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.Iob Description of Office BoyiGirl

i 'l'o keep the office room and principal room, computers, tables, equipment

clean and neatly.

! To bring t'iles. answering telephone calls. dealing with queries or requests

liom the visitors and employees.

i Updating the routine and Cooperating with office stafT to maintain proper

interaction and a tiiendlv environment within the office properlv.
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Job Description of Librarian

i Performs circulation desk procedures, such as checking in and checking out

rttateriais, rrgistering pairolls arrd cuilccting fincs.

i Checks in deliveries of interlibrary loan materials.

i Does typing and filing. Processes, withdraws, repairs, or reconditions librarl

materials.

i Shelves library materials and reads shelves.

> Sorts and routes mail. Assists with library programs and displays'

i Assist patron with read.v--ret'erence questions and reader advisorv.

bibliographic instruction and database searching.

)> Assists patrons with mechanical operations of library equipment.

i Answers directional questions and ret'ers patrons to appropriate personnel

and preparing Budget for Books and Joumals and annual memberships and

keep the library neat and clean manner.

i Perfbrms other related work as required.

i I'he work related to handling the library books, issue and collect the books

from students and maintained the records
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Job Description of Library Assistant

) Day to day operation of the library including but not limited to Inter Library

loans, over dues, references, library programmes and circulation.

) Provide circulation services to patrons shelvine materials correctlv:

checking materials out to patrons and ensuring that they are retumed and

discharged from the Patron's card;

) Registering new patrons and keeping patron files up to date:

}} Assisting in shelf reading the collection to ensure materials are able to be

retrieved quickly processing and repairing materials as needed;

)> assisting in the weeding of outdated and damaged material from the

collection.

>} Maintaining bulletin board in foyer; assisting in requisition of supplies and

stationery as required:

! Provide clerical services by processing overdue and lost item notices;

) Providing reference services to the students and keep attendance;

i Library work

D Preparation of education aids for teacher

i Relieves librarian during leave

L Hard ware & network liaison with knowledge centre'

! Providing instnrction to parons in the use of the various reference materials

available in the library and on-line and report to librarian et
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Job Description of Xerox Operator

i Quick at separating original and xerox papers, Print, Bind and Scanning,

troubleshooting minor issues in xerox machinc, and ordering inventory stock

as necessary.

> Capable of handling stressful situations and possess exceptional

interpersonal skills.
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Job Description of Store lncharge

>. The work requires knowledge of methods and procedures related to the

rcccipt, storagc, and rcquisitions of supplics and matcrials, and supcn'isory

techniques, personnel policies, and procedures.

! The employee plans and lays out his/her own work assigtments and the

rvork of other warehouse personnel. and reviews work performance and

products to ensure conformance with established methods, practices, and

procedures.

i Maintain the stock in online up to date issuing and consumptions as

required. Responsible for the physical quantity of the goods received and

dispatched by warehouse.

i Responsible to ensure and maintain the status identification and the

traceability of stored goods as per Quality System procedures'

i Responsible to monitor the usable tit'e of stock items and inform the

management of near exPirv goods.

> Responsible for all documentation of goods transactions under his custody

as per Quality System procedures and to maintain up to the retention period.

>, Responsible to carry out disposal of non-usable/expired goods as advised.

> The work related to requires handling the Store and Distribute required

Items to working stafl, maintained the records and report to the Principal.
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Job Description of Store KeePer

> Responsible for the upkeep of StoreAUarehouse,

i Responsible tbr - Goods under his custody'

i I landling and Storage Equipment in Store/Warehouse'

i Rcsponsibic to cnsurc specificd sturagc uurrditiorts aurtl uicalrlirrcss.

designated storage areas tbr conforming and non-conforming goods and

safe, storage and preservation of all the materials under his custody as per

Quality System Procedures.

iCtlrnpetentinBookKeepinglnvcntoryManagementForkliftopcration

i Repon writing and communicarion Data entry, anaiysis and management'

PeoplemanagementTimeManagementandReporttoStorelncharge'
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