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GANDHI SMRITI AND DARSHAN SAMTI

Post-Wise Duties &
Responsibilities
of the Officials
of GSDS

Gandhi Smriti, 5, Tees January Marg, New Delhi
Admin-Block, Gandhi Darshan, Rajghat, New Delhi



JIRECTOR. - Group 'A' Pogt

!
.
1

2

|

Pay Scals - Rge 3700-5000

(Parsonal pay scale Rg, 4500.7300 who 1s on
deputation to G3DS,)

Qualifications s

(a) Sound academic background

(b) 12 years experienre of administration in
any autonamous/Govt, organisation.

(¢) Acqupintance with Gandhian philosophy and
commitment for constructive work in var:lous
social fields.

(d) Should be able to provide direction and laader.
ship for proper managemant of the organlsatlon.

Repirableg 3 ' ¢

(@) Practical experience of field work/resesarch.,

(b) Edwational and. other qualification relaxable
at the discretion of the Appointing Authoxity
in the cige of candidates otherwilse found
sultabla,

DUTIES & RESPONSTIBILITIES s

" (a) Directcr $ mesans the Director of the Samitl in

otheyr wordg he is the Executive Head of the
organisation,

(b)) Director's responsibilities, apart from giving
direction and leadership, involves to angure
proper utilization of funde and chalk out the
actlvities under plan schemes Furthsr he ias
reaponaible for submitting 'Annuwal Budget.®
and 'Revisad Budget' to the ministry for ap-
proval and the gsame 13 required to place ba-
fore the Exncutive Committee'y

(c) He 1g alpo responaible for the safeguard of
ths property and aggsets of the organisations

(d) As per the bye-laws and Hand Book of Office
Management of the Samitl he is to exercilss hilg

rola in fulfilling Samitl's affairs and ganeral

condition of the employaeg of tha Samiti.

(@) Liscdpline and conduct matters.
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(c)
(q)
(o)

(g)

L ACMINISTRATIVE OFFICER
LD

« Group 'A' Post
Pay Scale - Rs, 3000 .. 4500
Qualification s

At leoast a graduate with 10 years
suparvisory experlence in finanzial
and administrative matters in a
Govarmment office or autonomous
organisationy

|
'\ DUTLIES & RESPONSIBILITIESG 3

Adninistrative Cfficer meang the Adminisastrative Officer .

of the Samiti in other wordgs he 1s resgponslble for ad.
ministrative matters of the Samiti,

The Administrative Officer is respongsible to the

Director for proper maintenance of the property and
asgats Oof the Samiti,

Budgaet and Financa,

Service matters relatemd with employeeas of the Samiti'y

Disadpline and Conduct matters.
Control of the vehilclag of the gamiti,

Any other work assigned by the Director in relatilon
with Administration of the Samitl.,.
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Post Graduates degrea in Humanities,
10 yware experience of work in a reputad Inst i~
tution in publication and research and organidsing

Practical expsrience of constructive woclal work.

Should be acquainted with Gandhian thought and
philogophy and capable of delivering lecturaes on

Knowledge of Hindd and atleasgt one mora modern

The post of Programme Officer dis responsible for
drawing up chronological calendar of evantsg, fumticjns
and programmes during the year ag approved by tha
Competent Authority and submit the proposal of the
events and the reports thereof at the appropriate time,

PROGRAMME, OFFICER - Group 'A' Poat.
(a) Pay Scalg -~ Rs. 3000 .. 4500,
(b) Qualification s
confrentes, seminars, workshopss
(c) Degirable s
various aspects thereof,
Indian language.
DUTTIES & RESPONIIBLLITIES 3
(a)
(L)

(<)

The Programme Officer 1s responsible for preparing a

comprehensive proposal of a programme mentioning the

financial aspects and physical arrangements irxvolvad
in the programme well in advance to the Competeant
Authority forr approval,

After obtaining the approval tha Programne Officer
i1s responsiblae for executing thé programme ags per
the requirement of the function/programna,

(d)/Kny work agsigned by the Dlrector in relation with
P

rogramma g
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4, RESEARCH OFFICER - Group 'A' Pogt. -~ MNumber of pogts -~ TWOQ,

(a) Pay Scale - Rs, 2200 - 4000,

(b) Qualificationgs

Should have s

(a) P.3, degree in Indian History.

(b) Five years experience of research work in
modern Higtory with reference to freedom

struggle, with evidence of published work.

() Should have knowledge of Gandhian thought
and congtructive prograuwmess

(d Knowledge of Hindi and atleast one more
modern Indian language will be additional
qualification.

(@) AGE . Not axceoding 45 years.

DUTIES & RESPONSIBILITIES %

(a) Research Officer 1s responsible to the Director,

(b) Resgearch Officer isg raesponsible for the research
and docunmentation work related to Gandhijl's
life and the evants related with frehdom moveame nt
of the countrye Chronology, collection of data

- in respect of freedom struggle and emilnent persgo-

nalities of that period, To prepars quotations
for axhibitions and from time to time to agsist
in conduction of various activitiles of the Samiti.

(¢) Any other related work assigned by the Director.



5. CURATOR -~ Group 'B' Post,

(a)
(b)

Pay SCALE - Rga 2000 - 3500.

Qualificationsg ¢

(a) PG degree in Humanities.

(b) Five years experience of work in educational/
cultural/social organisation of repute,

(c¢) Sound knowledye of Gandhian thouyght and cons.
tructive programmes,.

OoR
(a) Degree or diploma in Fine Arts.

(b) Five years practical experience in organising
art exhibitions and management of migeums/art
galleries. s

DESIRABLE 3

Knowledge of Hindi and atleast one more modern
Indian languagesy

DUTIES & RESPONSIBILITIES

( a)

(b)

()

()

Curator is the overall imcharge of Bxhibition Und

. .
‘paviliong, gallery of the Samiti. He ls responsiﬁle
. for the upkeep of the exhibits and also for proper

maintenance of the photographs, paintings etc.

He is responsible for assigning of duties to the
Guide Iecturers, Guldes, and Attendents.

He should suggest to the Director about the chan%e
of displayed exhibits, 1f needed and retouching of
paintings and photographs and otlier replacements 0f
the exhibits as and when required.

fle 1s also responsible for the safeguard of the
exhibits and other items under his supervision,
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6.

(b) Post Graduate in Cosmneme/Econotnics/Nathemaﬁ:ics.

(c) At least five years experience in accounts &

Accounts Officer 1s resgponsible for; the proper
maintenance of accounts of the Samiti.

All the financial transactions under scrutiny

Responsible for maintaining Expenditure Registai:‘.

Accounts Officer is the overall incharge of thm
Responsible for conduction of annugl audit of the
samiti's accounts and Atg compliance thereofs |
Accounts Officer ensures the propar utilizationi
Timely submission of anmual accounts to the
Ragponsible for timely receipt of grant-in-aid .
To exercise control overxr various purchases of !

To coxrrespond with different agamies for aatt1¢-

ACQOUNTS OFFICER - Group 'C' Post.
(a) Pay Scale 3 Rs. 1640 - 2900,
(¥) Qualifjcationg
(a) 8.ASe Accountant a
auditing.
DUTIES & RESPONSIBILITIES 3
(a)
(b)
QR.S.R. and G F.R.
() Preparation of Budget and Control.
(a)
(0):
Accounts Unit.
(£)
(g)
of funds.
~(h)
CAG,
(1)
from the Ministrye.
%))
the Samiti,
(X)
ment. of accounts etc.
(1

To attend to any other work assigned by the Dirkctor
like conduction of programmes, mai itenance of vahicle
etc's

oy v oy e o wve ST



7.

ESTATE MANAGER « Group 'C' Post,

(a) Pay Scales - Rpa. 1640 - 2900,
(b) Qualificationg s

Matriculation or equivalenL with 8 years :
experience in general superviEQOn, gecurity’
work and care-taking of building.

DUTIES & RESPONSIBILITIES 3

(a) He 1s responsible for safeguard and malntezﬁw:e
of Samiti building, gallery, furniture, fixtures,
vehicles, offite equipments atc .,

(b) He acts as a supervisor of sanitation work hnd
gecurlty arrangement.

() Regpongible for the up keop of residential
comp lex,

(dy He makes physical arrangemants for the progkammes
of the samiti.

(e) He ig a member of the Purchaéing Committe@ﬂ

(f) Responsible for repalr and renovation work Df
the building with the help of CPWD,

(g)  Other miscellenious work assigned by the Di;&:ectoro

e o T . e S e =Ty



8, EXHIBITION OFFICER ~ Group 'C' Posgt.
(a) Pay Scale - Rge. 1640 - 2900,

(b).

Qualificationg s

(a) Degree from a recognized institution/
universitye.

(b) Five years relavant eﬁpori@ncm in

organlsing conferences axhibitions/
worlkghops.

DUTIES & RESPONSIBILITIES 3

(a)

(b)

(o)

(a)

He 1is responsible for arranging gubjectw-wise
exhibitions on various occagionse :

He is overall incharge of Exhibition Unit and
hence 1is required to maintain proper stoclk
registers.,

He 1s also responsible for safety and maine
tenance of the exhibits storage,

He 18 required to co..ordinate with Photo
Unit for change of photographs, framing
mounting etc.



9.

PERSONAL ASSISTANT . Group 'C' Post, (OHE POST)

TO DIRECTOR

(a}y Pay Scalg - 1640 -~ 2900

(L) Qualificationg s

(a} Matriculation or Graduate from any
recognisaed institution/Univerigity.

(b) Minimum Speed in short-hand - 120 words

per minute and 40 words per minute in

DUTIES & RESPONSIBILITIES &

(a) P.A. to Director will dilarise date wise all
the communications received for.the Director
and note their movement 1n remarks! column
of his diary.

(b) He is responsible for taking dictation and

prompt replies of letters recelved by the
Director.

(¢} He ensures the gmooth functioning of the
‘office of the Director whether hae is in
the offilce or not,.

(d) He is regponsible for maintalning co-ordi~

nation day to day affajrs of the Director's
office.
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OFFICE_SUPERVISQR - Group 'C' Post.

Pay Scales - Ra, 1600 ~ 2660,

Qgg}ificationa g

Graduate with five years experience in adninig-
tration.

OR
Matriculatibn or equivalent with 10 years

experilence in general sgsupervision in adminis-
tration/accounta.

TIES & RESPOMSIBILITYES 3

is regponsibla to Administrative Officar. He ls
gponsible for supervision of attendance, dlscipline
d movement. of staff, supervising of f£lile management
d movement of flles, gervice matters etc will be
.9 responsibility. He will manage vehiclea log books,
itrol and repairs, He wlll supervise purchase of GSDS .
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11,

- 11l -

ACCQUNTANT « Group 'C' Post -. ONE POST,
(a) Pay Scale - Rgeo 1400 —~ 2300,

(b)

L3
Qualificationg s

Graduate with 03 years experience

OR

Matriculation with 05 yesars experlemnce.

DUTIES & RESPONSIBILITIES 3

( a)
(b)

(c)

(&)

(a)

(£

(g)

(h)

Accountant 1s responsible to the Account's
Officere.

He will be responsible for preparjation of
Anmual Accounts of the Samiti.

Checking of pay-bills, ledger posting,
maintainance of other accounts registers,
advance regilsters etc,

To agsglst the Accounts Officer In prepoa-
ration of Budget of the Samiti, such as
Anmial Budget, Revisecd Budget, Perfor-
mance Budget, and Annual Plan Budbeto

To asgsiat the Casghier in preparatilon of
Bank Reconcidiation statement.

To examine all the advance, Houses Bullding
Advance, Fagtival Advance, G.F.F. Advarce
Fan, Cycle and so on,

Settlemnent of pension, commutation of
pension in the individual cases.

Any other work assigned by Accountis Officer
in accounts matter,
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PERSONAL ASSISTANT -~ Group 'C' Post - ONE POST,

(a) Pay Scale = Rse 1400 ~ 2300,

(bﬂ Qualificationgs

(a) Matriculation or equivalent pqeierenme
will be gilven to graduates,.

(b)) Minimum speed of 120 words pem mlnuté
in Short-hand and 40 words i%]typing"

(At present. the post is vacant but the,ﬁesponsibim
lities of the post are being carried oUt by |
S |ri Hari singh, a St;e’nographer work ng 4n the
pay scale of Rg, 1200.2040, His pregent pay I
scale 1z Rs, 1530 in his time scale) s |

DUTIES 6  RESPONSIBXLITIES ¢
]

(a) He will be responsible to the Adﬂi@istraﬂh?e
Officer, '

(b} He will be responsible for keepigg all the|

| records of the Administrative Of i;

(@) He will ensure the timely dispoa'liof tha |
various replies of the routine warke

(d) He will take the dictation ‘from\t'
. Admindstrative Officer and willl ensure
the prompt replles.

(@) Since he will be looking after t ﬂadminis~_

trative matters which could be of sensit Ve
nature and hence he will be requiréd to kebp/
obgerve gecracy in office dealingsk

(£) He will be responsible for co_ordiﬁating wumh
'~ other units of the Samiti.
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ARTIST - Group 'C' Post

- ONE POST .

(a) Pay Scale - Rg, 1400 -~ 2300

(LY  Qualificationg 3
(a) Degree/Diploma in f£ine Arts.
(b) 03 yeafs practical experience 1n Disp lay

and reépairing models etc preferably [in
wodernVArt Gallery. ‘

DUTIES_& RESPONSIBILITIES 3

(a) Artist is overall incharge of the Art Section/
Galleryo

(b} Artist 1s responsible for proper Upfkeqp;a?d
retouching of photographs and other exhibits
in the gallery/pavilions. '

(¢) Artist in consultation with the Curator wil 11l
guggest the steps to replace the old phot O
graphé/baptions/exhibits.

(@) In co%ordination with Exhibition Officer the
Artist will arrange subject-wise exhibitions
in various programmes.

(e) 1In preparation of propsorit eminent lead qs and

desigﬁinngf covers of various publication of the,

samiti. The Artist will lmpart her assistﬂnce«

( £) AAhy other miscellaneaous work assigned by thb
Director.
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JIDE LRCTURER - Group 'C' Posts - THREE POSTS|.

a) Pay gcale ~ 1400 - 2300,
b} _ggalif$ﬁationg :

{a) Degree in Arts.

(b) Preferably Indian History 1s one of
thé subjects,

() Inﬁimate knowledge of Gandhian PhilosoPHy.

(Q) At| least 02 years experiernce of working  in
fi&ld organisation/museum/Art Gallery.

{Ey Desiradlg 3

Knowledbe of one modern English languaga bes;das
Hindi and English. T

g

DUTIES & RESPONSIBILITIES 3

(a) Guide Lecturer will ensure the entire cleanliiness
and malntainance of the paviliono

(b) The extiibits that required chemical treatme t,
replacement or repalrs the Guide Lecturer wull
bring ﬂhis under the knowladge of the Curator.

(c) Each a:ticle/object exhibited in the pavilig

Gallery will be the regponsiblility of the Gdlde
Lecturex:‘ .

(aQ) He/She1will ensure proper attention/guidanced to
the visitorsa
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15, PROGRAMME EXECUTIVES

- Group 'C' Posts - TWQ [BOSTS,
INQ Host

1

: |
( a) }Paz Sgala w 1400 -~ 2300. i
(L) Qualiﬁmcatio_g ]

1(a) Degree from recognised Universit& |
{b) should have studied Hindi as maip subject
i up to school lavel.

l

l
$c) 03 years experience in organisiné conferp, 64/é
! geminar s/workshops. : ]
(c) Desirable 3 %
$a) should be acquainted with Gandhiah theught ‘
: philosophy.

(b) capable of delivering lectures onivariou\s.
; agpects of Gandhian philosophy.

DUTIE$ & RESPOE§IBIL§TIES 3

(a) Programme Executive is responsible to'the \
programme Officer., }

(b} Programme Executive is responsible organhéing

|
¢onferénces/exhibitiona/seminars/workjhOps a1 \
other progranmas .

() Programma Executive is responsiblae fo vamiou$

institutions/agdncies for prOgnammesHof the ' |
Samiti.

(@) l}e/She agsilst the Programme Officer repat‘é«»

P
tion of various reports/aspects and gnh r detdils
Qf the programme, -



16,

STohE KEEPER

- 16

(a):
(B)

. Pay 8cale -  Rs. 1400 - 2300

~ Group 'C' Post - QNE PQSGT.

Qualificationg :

(a) Matriculation or equivalent.

(b) 03 years experience of handlﬂnd atoreV
stocl/purchages.

DUTiEs & RESPONSIBILITIES s

{

(B)|

(1) |

(c)i

(d)f

(e)

" unitg after obtaining the approvallln the .
? requisition slips and he should anter it inno

(£)

Store Keeper is responsible to the»Administ#atLva
Officer., :

Store Keeper ls responsible for matﬂng puréqases
for the samiti in most economic manner in écdor«
dance with the normal requirement bﬁ the Samiti.

bae examined, counted, meagured or eighuad'énd

will ensure the proper entries in he Stock
Raegyigters.

All materials purchased and ﬁeceivgg by him : wilﬂ

He will ensure the purchase, as fat#aa posaible,|
through the Purchasing Committee.

!

He will issua the materials uo thea| Honcerned
tha Stock Raglster respectively.

All the rules regulations/proceduxe Fontaihed |
in the Offbce Hand Book are Stjpul tled with¢

i D O B we S Gy e ST



17. PHOTOGRAPHER = Group 'C?‘'Post, ‘ . ONE PO3JT .

(a) Pay Scale o Rs. 1400 < 2300,

(L) Qualificationg 3

(a) Matriculation or equilvalent.
(b) certificate or Diploma in Photography.

(c) 05 years experience of photographic and
dark room work.

(d) Preferably in a museum,
3, .

DUTIES & RESPONSIBILITIES 3

(a) Preparation of photographs in varipus sizeg for

axhibitions/dlsplays/programmes/sales and press
publicity etc,

(b) He is responsible for proper planning work
schedules/lay out and documentry for f£inalising
the photographic productionse

(¢) He is responsible for maintaining all the relevant
‘records, job-sheets, production reports, preserva-
tion, mailntainance etc. : '

(d) ile is required to supervise all the photographic
productions, jobs and exhibition display and algo
vidio coverage of various programmes of the Samiti,



18. Agglstamt Egtate Mapager - Group 'C' Post

- ONE POST.,

(a) Pay Scale -« Rs. 1400 - 2300.
(b) Qualificationg s
( a)

Matriculation or equivalent with five years
experience 1n general maintenance of bulldings,

sanitation and physical arrangemant of holding
camps atc,

DUTIES & RESEONSIBILITIES s

(a) He 1s responsible for the general maintenance of
Gandhi Darshan complex in respect of ganitation,
security and building repairs.

(L)

Frome time to time he assists in organisation of
programmes by physical arrangement.ga,

(¢) Attends other miscellenious work assigned by the

Director .
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- 19 -

HINDY ASSISTAND . Group 'C' Postoe _ ONE _POIT »

(a) Pay Scale - Rs. 1400 - 2300,

(b) Qualificationgs

(a) Degree from a recognized university
ghould have studied Hindi as main
subject upto school level.

(¢) 05 years experlence in translation

work in an autonomous/Govt, organlsation/
musaeum ,

DUTIES & RESPONSIBILITIESS

(a) Translatiaon of Govt. orders/circulars into
Hindi,

(b) To ensure maximum correspondeince to take
place in Hindil,

(¢) To ensure timely submitting of quarterly/
anmial reports to the Departmente.

(d) Also responsible for trénslation of anmual
: accounts into Hindile
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STENOGRAPHER ( HINDI)

- 20 -

(a)
( b)

- Group 'C*' Poat - O

Pay Scale = Rpe 1200 - 2040.

Qualificationg s

(@) Matriculation or equivalent,

(b) sShort-hand speed 80 words per mimte
and typing 30 words per minute,

DUTIES & RESPONSIBILITIES 3

(a)

( by

He 1s attached to the Viceschalrman's office
and attends all the Hindi work emanating from
VC'g office. Takes dictat.ioh from VC and
maintains f£files, recards and other worke

Besides he attends the Hindi work given by the

Director, Adminlstrative Officex:, Programma
Officer and Accounts Officer.
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21, OFFICE ASSISTANT.GUM=CASHIER - Group 'C' Post.

(a) Pay Scale -~  Rs, 1200 -~ 2040,
(b) Qualificationg s

(a) Matriculation or equivalent.

(b) 03 years experience of handling cash
and accounts,

DUTIES & RESPONSIBILITIES 3

(a) Disbursement of cash,

(b} Preparation of vouchers for payment.
() wWriting of Cash~booke

(d) Ledger posting.

(e) Bank Reconciliation Statement.

(£f) Any other work assigned by the Accounts
Officer in accounts matters.
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§ISTAN STORE _KEEPER - Group 'C' Post | ONE POST,

(a) Payiscale - Rg., 1200 - 2040,

(b)) Qualificationg s
(a)'%Matriculation or equivalent,

(b} | 03 years experience of handling st@rifs,
stock and purchase work.,

|DULIES & RESPONSIBILITIES $

‘l
' .
i

(a)! He ils looking after stores and purchases <jof
Gar | 1 Darshan complex, f.

(b) He maintains all the relevant recordas in #emg
of Pl~ hage -and issuance of 1litens. |

() o ils regponsible for observing all the pf‘oceduxtes
and norms in respect of purchases.

|
b
)

(d) Hae ﬂ? to ac.t as a custodian of thca mateni%\l/itenis
in le store of the Samiti. ‘

(e) Fron| time to time he assists in programm%s and

other works assigned by hils superilorss. !
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- 23 -

O_I!;FICE;‘ ASSISTANT - Group 'C' Pogts

(da) Pay Scale - Ra., 1200 - 2040,

(By Qualificationsg s

(a) Matriculation or equivalent.

(b) 03 ymars experience of offite work
and acciounts,

DUTIES & RESPONSIBILITIES s

]

qumally Office Agsistant is respon51b a tOL th
work emanating from the office o>f Admfidistrat ve
Ofticer such maintaining of leave rec ds/dﬁF and

médical claims and other matters rela d withﬂsern
vice of the employees,

But presently thils post has been redesignated as
Co—ordinator, Publicity and is attached to | th
Director's office and looking after all the.ppbw
licity vork of the programmes and oth% event

by co-ordinating various newsg-papers, cordarkhan
etc.,

Also arranyes appolintiwentyinterviews [fdr the
D. rector. She contributes as an activa member
of cultural team cZ the Samiti.
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GUIDES -~ Group 'C' Postg.
l .
, k !
(a) Pay Scala - Rs, 1200 - 2m4b |
(b) Qualifications | |

i

(a) Degree in Arts, Preferakly.wi h Indian
History as one of the su%jecu

(b) Intimate knowledge of G#ndhianlphiloiophy

(e¢) At leagt two years of iﬁperien$a of worki
' in a fleld organisatio ugaUM/Art Galle

Degirable 3 ;

Knowledge of one Modern Indlan Language beside
English and Hindd. | |

NOTE ¢ Candidates who do™nct possgss the practigal

DUTIES & RESPONSIBILITIES 3

experience prescrilbed under (1iif) above buL
otherwise found suitable wt 1 ba pﬂaced
the scale of Rs, 950-1500 ti
probation, ;

|

11 comﬁletioh of

()
(b

(<)

He/she 1s regponsible for prJ sr gullde and
gatigfaction of the visitorh ;

He/she 1s to act as custodiar

of thék lexhibits
undexr hils charge,

P SR

If any palnting/photographsg ny ohter exhlbiqs
needs touching/repair/replacement h%/she will
bring this under the knowlebde/iqfokmatioq of
the Guide Lecturer/Curator Eccordingly.
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25.  EAINTER - Group 'C’ PQS%“ JDNE;PJSﬁ.F

i
(a) Pay Scale . Rs, 1200 4 2040,
(b)  Qualifimationg s ’;‘

(a) Degree or Diplowna ih Fine Arts.

(L) Twn years practical expeni'nie of
preparing exhibitibr maﬁerb ,modeLe,;
charts etc, |

i
DUTIES & RESPONSIBILITIES s |
s ' !

/ﬁa) He 1s respongible to the thistk

})ﬂ His main duties involved to rendsr all possih
asgistance to the Artist Hin preﬁarati niof
pai’ntingsn

|
kc) Retouching of display and| exh:ibit-;s ancL pa.‘ii-ntli

Vé; He is responsible for pi eparatién of charts,
boards for various acti i.:Ler;t oﬁ the %amiﬂia
!
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4 |
- 27 - ;

- Group 'C® Rasé - _ONE EOSE&

-(a) Pay Scale - Rs, 9501500, ‘[
(D) Qualificationg s i‘ |

28. | PROJECTOR OPERATOR

(a) Matriculation or equivalent.

(b) Diploma or Certificate of roje;qt
Operator and Licence to qug te c i
tograph.

|DUTIES & RESPONSIBILITIES *
(a)

He is regponsible for proper scfeeningdilms
to the visitors everyday.

(b) To maintain properly of £ilm prd%jectors and
: up keep. '

i) And to arrange £ilm shows outdbor programnes |
of the Samiti.

2?. [DRIVERS = Group 'C' Posts.
ia) Pay Scale - Rs. 950 - 1500, |

(b) " Qualificationg s ?

Q\'W - ; ‘
(a) should have passged English ?tandaﬁd'.
(b) Permansnt Licence of motor hrivind.

|
‘ (¢) Three years experience in ;Lving 1and i
i ability to carry-out minoﬁ rerpairs. 1
l
|

l
|
T)UTIES & RESPONSIBILITIEG 3 |

§a) He 1s responsible for proper und rtakiﬂg i
| vehicle, and to carry out minor epairst i

"-h} He 48 srequired to maintain the iu%-g-book;f{ on
! daily basis.

(o

He should be punctual in his repdrting time.

i
1
1 i
B e L ) i



|
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Ezs. LOWER _DIVISION CLERK/TYPISTS %Group e P(llgt;gb
(a) Pay Scale - Rs. 950m15005\, ‘.\
,; (b) Qualificatiopns ' \\
H (a) Matriculation or equ:hveilent.. ‘\
(b) Typiny speed 30 words! ;%er mirmttn. \
% DUTIES & RESPONSIBILITIES 3 ‘\l
‘ (a) Maintenance of filles/record %\o \x
J (b} All typing works. | Al \l
|
%7. RECEPTIONIST -~ Group 'C' Post' | = ONE POST .
(a) Pay Sscale -~ Rs, 950 - 15‘#‘0‘E 3
'. (b}  Qualifications 1
" (a) Graduate with English asimain sf‘_\lb;je'ct:.
(b) Ability to speak Hindi %nd English, |
(c) Degirable s } "
(a) Knowledge of one or two|nodern Indian
} language in addition tb"‘tng 1ish and
: Hindi. _i ‘ |
}f (b} Typing speed of 40 words %er mit}fnita. \
| |
. DUDIES & RESPOISIBILITIES 5 | ‘ |
4 (a) To provide all the informat:i.o}'x to th“ei visitors.
, (b) To maintain the Visitor's Boo}\c and to give‘ them
} : right information. 1I |
‘: (¢) To maintain discipline in the %gallery. '}
1 (d) To attend the visitor's c:ompll%int if any. ;



1
30, | ? | PHOTCGRAPHIC ASSISTANT - Group 'C! Posts |

(a) Pay Scale -~ 950 - 1500,

()  QUALIFICATIONS s ﬁ |

; (a) Matriculation or equivalen&.

1
(b) 3 years of experienze of pWotogLaphy anF
- Dark Room Asglstant,
|
\

aDUTst & RESPONSIBILITIES s ’_‘

q(a) He is responsible for Photagraph%r for ‘carryin
out his dutiles. i |

‘ l
ﬁ(b) He is to assist to prepare a £ilm of w various g

of photographs connected with the exhﬁbiti n|
Programnaes and for sale purposesp 1

%C) He is resgpongible for'prqparatimh of n@gativés
‘; ( subjectwise) as his custody. ; ‘_ l’
(d) He 1s also to cover photographs ln various acti
! of the Samiti. T |

$e) Phot.o expension work.

- e =g D e O T e~

|
|

1

i

| 1
! |
|

31, DARK ROOM AS3ISTANT -~ Group ‘C' Post:
l:

{ a) Pay Scale ~ Rs., 950 - 1500.

|
|
|
|
|
|

(P  Qualificationg *

1 |
§ (a) Matriculatien or equivalontﬁ |

| (b) Three years experience in photography and
; allied jobs in the Dark Room. \
; 1

DUTIES & RESFONSIBILITIES & "

|
|

[ |
H i |
(la) He is responsible to assist the Pbotographer for
; expension of f£ilms. | |
(%b He is required to provide all t}@ﬂchemmcal an&
i other phliotographic material at the time jof
expengion. |

He 1s responsible for pasting/mOu%Llng and

elunination work of photographs. i
[ !

|



|
d

32,

15,

ELECTRICIAN -~ Group 'C' Post.

- 29 -

(a)
(b)

DUTIES & RESPONSIBILITIES 3

Pay Scale - Rs. 950 - 15()'0..

QUALIFICATION s : -’!

(a) Expering of repair:.r*g elect.r!.mal g
in a reputed firm or nst tu,tibn.

(b) Should process diplc#méll/c.ert;lficatm
Electrician. |

(&)

(D)

(o)

CARPENTER - - Group 'C' Post. | |

(a)

(b)

DUTIES & RESPONSIBILITIES 3 ’

The duties lnvolve with gnﬁeraﬂ. mai,nta:i

of electrical work pertai
Comp lex.,

ng to IlGandh:l

He should carry out the du ies s\:ltch as
o1 power supply and ot,her y}vork controls

General £1tting/replacament of bulbs/ty

basg

wiringe.

B . b s h bl

|
|
|
|
|
|
!

pay Scale - Rsgae 950 - 1500. |

QUALIFICATION 3

(a) Should have passed &Bt;h standard. |

(b) Experience as:a skilled Carpenter i

( @)

(b)

Carpenter 1is responsible ﬁk)r attesting|a

carpentery work required J%n p_ho‘tb ‘unit/Exh

unit/Gallary and pavilions.

?.l

adget |
of
nanc|e f
Dan shan

normacy

&

| thc
ib tion

He 1s also required to attlend small rwﬁaﬁrp

needed at the Samiti, |




- 30 =

34. MASON -~ Group 'C' Post,
(a) Pay Scalsa - Rs., 950 - 1500,
( b) RQUALIEICATION

(a) "Experlence of masonary work in some
repeated Bullding Institution Agency.

DUTIES & ILSPONSIBILITIES 3

(a) He 1s required to attebd all the Samiti
such as minor repairs and constructive work
is being done departmantally.

15, ASSISTANI LIBRARIAN

(a) Pay Scale - Rs: 950 -~ 1500,
(b) QUALIFICATION
(&) Matriculation or equivalent,

(b) Dpiploma in library Science from a
recognised Universgity/Institution.

DUTIES & RESPONSIBILITIES s

(a) He/she 1s raquired to arrange the books/journal/

periodicals in proper way by preparing slack
cards etc,

(L)  He 4s responsible for propar up keep of the
booka,

() All the purchass and issuance of the books
: will bs done by observing relavant ruler and
maintaining the required records.



36 .

- 31 -

LEBRARY AJSASTANL - Group 'C' Posts.
(a) Pay Scale -~ Rs. 950 = 1400,

(b)  QUALIFICATION #

(a) Matriculation or equivalant,

(b) Diploma in library Science from a recognismed

Ingt:itution.

DUTIES & RESPONSIBILITIES 3

(a)

Ha/ahe is responsible for arrang.ing the books
in proper ordsr.

(b)

All the purchases, lssuancea of the books, are to

be done by observing relavant rules and malntaing
of records.

() He is required to assist the Librarian,



- D2 e

37, Group 'D' Posts.

Qualification :

Should have passed Eight Standard with some
relevant experience.

Sl.No. Designation

Pay Scale
[ Record Keeper : 775 - 1150
24 Jamadaxr : 775 - 1150
I Sr. Atteéndent 775 - 1025
775 ~ 1150
4, Head Security Guard 775 -~ 1025
775 - 1150
5. Peon 750 — 940
6. Farash 750 - 940
775 - 1150
7o Attendent 750 - 940
8., Helper to Carpenter "~ 750 —~ 940
9. Helper to Electrician v 750 - 940
10, Helper to Mason » 750 - 940
L1, Mali 750 -~ 940
775 -~ 1150
12, safai Sevak 750 -~ 940
- 775 - 1150
13, Security Guards/Chowkidars 750 ‘= 940
775 - 1150

DUTIES & RESPONSIBILITIES :

From serial No. (1) to (13) the posts are of Group 'D'
category and they are responsible for duties as assigned
by thelr respective Unit Heads. Most of the work is in
security, sweeping, dak and miscellaneous work in dif-
ferent sections/units.
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