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GOVERNMENT OF ORISSA
POLIT{C_AL & SERVIC<S DEPARTMENT

RESOLUTION

The 11th October 1979

SumcT—Redesigna‘ion of tlis Head Assistants of the Heads of Departments as Scction Ollicers
with gazetted status.

Thz question of conferring Gazetted s'atus on Hea | Assistants in the OTices of the Heads of Departmznts
and redesignating them as Section Officers was under consideration of the Government for som:'ime past.

2. After careful consideration, th: Governm :nt have been pleised to decide as follows : —

(i) The Head Assistants in th: Offices o Heads of D2partm :nts will hereafter b designated as Sestion
Officers and enjoy the status of the specially declared Gazetted officers uader Rule 17 (i) of the
Orissa Service Code in the exis'ing scale of Rs. 580 —=78).

(ii) The Heads of the Departments will continue to be the apginting authoriy as well as
disciplinary authority. 1 :

(iii) Duties and functions of the Section Officers will beas in Annexure I,

(iv) Tais will take effect from the date of issue of the Resolution,

sl

OrDER—Ordered that this Resolution be published inthe Extraordinary issue of the Orissa Gazette
and copies thercof be forwarded to all Departments of Governmenifall Heads of Departments/
Accountant-Gencral, Orissa/Deputy Accountant-General, Orissa, Puri/Secretary, Orissa Public Service
Commission. 7

By order of the Governor
A. N. TIWARI

Special Secretary to  Government



ANNEXURE I

Duries or SEcTiON OFFICER

Y

The Section Officer is in complete charge of 1he section under him grd is directly responsiple to the
‘mmediate s\ perior above him.

His duties are—
(1) to receive and mark the receip's in the names of assistants in the section in h's charge;

(2) 10 give all instructions and take Necessary steps for quick and ¢ffic’ent disposal ~f work in his
seclion;

(3) 10 make arrangen:ent for the disp. sal of work entrusted to any assistant during the assistant’s
aktsence; .

P

(4) 10 note, briefly, instructions on cach important receipt as to the manner of disposal and then to
send it to the diarist for diarising and distribution 1o assistan‘s,

(5) 1o check the diary registers_daily end (he file registers cnd log Lsoks weekly and the record
. registers fortnightly;

(6) 10 see that the file numbers for receipts are provided by assistanis regulariy in their log books;

-(7) 10 improve, or amend, action on cases put up to hjng by assistants for submission to officers, also
to see that if orders of Hea 4 of Department are required an indication js given accordingly;

(8) to supervise the work of all the stafl working under him aad to see Particulatly what jtems of
work are outstanding with the assistants;

(9) to sce lﬁalal all 1outize duties, including Maintenance of regisiers, etc., are carried out promptly and
thoroughly;

(10) 10 :ce that arrear lists, reports and returns are submitfed on due dates;

(11) to maintain a forwargd diary in the form prescribed in Orissa Recors Manual, for keeping note of
the date or daies by which important Papers are to be put up, feturns submitted, etc., and to cnsure
that they are accordingly put up:

(12) to supervise and giye necessary insuuclion_s regarding 1he recordirg of cases hy the assistants
in h:s section, to edit notes or ‘A’ Proceedin gs, if necessary, with 1he help of the dealing assistant,
to see that the files are recorded in due time and 1 See that books or files  taken by assistants

-

from the Heads of Department Library or Record Toom are returned withgyt undue delay:

(13) :0 preparc a composite, but brief, ins;ecg.’on L.0l€ on the entjre section in hjs charge once in
every month touching on'y on poin’s wh'ch cail for commeris, e. g., delay in disposal  of Dapers
recording of cises and sy bmiss’on of grrear lis's, etc., and submit o the immediae superior;

(14) 10 maintain a precedent regisier {(indicating, in brief, important decisions tuken in the section);

(15) i0 report 1o and Comply with the instructions of the Superior Offiters;

(16) to maintain a personal record of his assistants, in which he would record his opinion about cacl)
assistant under hin, every quarters and submit tihem 1o the immediate supzrior. He may make
a 1epert about his as.istant (o the imn ediate Super‘or, if he finds (hat his work is not satsfuctory,
He should maintain g fi'e Centaining specimen ¢f work done by cach assistant and record his
o inion iccordingly;

(17) 10 be respons:bls for * he Iaintenance of discipline in his sccticn;
(18) to maintain a specia] no‘e book of important receip:s;

(19) classify receipts into A, B, ang Cclasses. S. parate 'he receipts which should he seen by higher
officers according 10 instructions of Records Manval o at his discretion ang mark the came to
such cfficers; o

(20) to issue routine reminders to ihe departments and subordinats offices:

(21) to dispose of final'y routine receipts like reminders for 'suppl}' of copies, etc., at hisjevel and
authenticate fajr copies of drafts approved by nigher officers for issye.

Prigted and Publispey by tlie Director, Printing, Stationery nng py biicalioh, Orissa, Cuttack-10
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