)

. Government of Orissa, W
,QC? _)87 Politicsl & Bervices Departmeat .-

s Baned F AL cvee./Gen, Daﬁed,r Bhubaneswar,the /SF% Dec. 1979

TO i ol gk, o 2 T
, A11 Depart-en ts of Governent,
Sub: - S A~end zn: to Orissas Secretartiat Astructions,

——

- The undersizhed is directed tn say that the
Orissg Secretariat [nsti*dcti-oqs shall stangd amended as Indicateqd

 below with innedi: te errect,

2. T™n axistinz Rule 1-3-4 shall be substituted
by the following s— S

“A"-1. DITIES OF Ja4fADAR .
2 (1) %o oriny letters fro-i the Post-Of fice and
‘place thesc . Yefors th: 0°ficer ennesrned after

iy R ——. putting dste stanp, -
(2) Ty aIT.nza’ daners and files on the table of the
officer, 3
(3) To r>:dn in attendsance at the office. roon of
the officer to attend tn the ¢~lls of the
Officer. " e et

Office ryonigf—the p *tavs. S
To zttend to the officer's Telephones in the

atsence of the officzr tn vhon he is atterched,

(6) 405 attend to Any other 5fficial work thot nay
be entrusted to hin by thia officor concerned.

A-2~ ° DITI®S oF DAFTARY '

. (4) ™ Tn.corry files nd Piars to and from the
v . -3 s

LV

TRy LT Ty =;‘.;:em:i to aii typ s 0. roneo wark, L
N (2) To “ind sn1d stiteh =11 naw =nd old registers
except tic -binding of fzzottes of, Law Depart-
g« Bk '
(3) “T0 ser: ril econfidenti-1 1ettors and files ete,
— = (&) -1y attnd to pYI-~gstin- ork of the DSprrt-
rmont, 2 e - '
(s) T2 Tule tie pancrsian: *23isters when required.
R IOE . B cobintt Ao ham o #18 noms af tha officers md
A et T D T ‘ .
7 (7) 6 bring den-wrtacnt. | indents of stationary
=N ertizles o raquisiti-n ang distributa thnse

2Mans Y- staff,

"To suunly sized praers Yo typi sts,

—-T2 prin-- . anvelopes sic. for issuz of letters——
Prrecls 4t 20%kets. eL .. - =
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"_,.. -. o 2 _' :_‘ = W T
(1) To affix stnnps on’ cover of Govt. letters et
(1)) . - To carry 4511y Sovts lotters, registered
P e SR 1 ) o Sureels pockets cte. to post office °
. - . far dcsnstth, _ .
. e ha(Ie) i T-»'rtt,uri-'to .\ny other ntfici»l work assizned
B O e A "_ to hi I)'- th‘: Offi(!t.r, s 0 01' d T :
— i el _|.. ,.- - .
3 i%Ne . WSS P IrITaRI.L:sWP m“‘lx(fn‘g}) 0. ISSU.E e P
L ey U SHCRIOE s e '
o ooe DEWRO)YC T Ty rotutn ‘dpafts, sn-r. 2opies etc. to concern-
- 7 . zd staff:-fler igsuce -nd ieln Dosnatcher in
e R o i se. - Offive wm‘lu ',',' p =
e _(‘E.'.‘) . In tare .;i'fn ture nnd “r," Issve 3r-1ch “to
S5 me T s concerncd officers . £a> 1i;1-tore.

M - & _m tke nf:ic‘i'tl' telerrans/ wireless messnre/
T2lex mcssages ‘etc. to T~ gl rﬁsoective places

T3eE . | for despatshet. . 7
s (4},' ' el E ohst v ¢ r ’c i-wts in relev'ant rcgister of
‘ ~g=n v iisue Sdctions T :
e Bl Dt €2 2n 't:--:ce'- ST o sy ol 'J::‘C“IS/ nackets of Def-zrt-
i aoialds s 278 zent r =~ Rzilwey »Tnt*fn/ Pnst Office/Reg
: 1_‘ . I g rahin f.r..l._;S Ct\,. < .
S sue A8k 5 hsz:rlhs s offici-1 4aks both inside and
& e TRRY mgeide~tis.afflice.-
NN W W ;
A1 i TR ey To -tiog “toe any oi‘.hor_off‘lci:-l work entrusted
."..,‘;" -'v-"l,'.. : e r t" = ""I_, \1 Lyrjiat &
» 1 “h e ..:...,_".‘:. '__ i
S NI AT SR 1y | s,u CRIBRL ¥ PEGH
£S® T oeice-3nad
e X .. I “}"ﬁixé' '1'11{5‘" o*"’icki ‘mayers pnd
3 i I g o L '){S =» ,-e‘- -;__'_"f R"W@_" " (hﬁm m'n'm‘tﬁﬁ'iw-tﬂ
i . R051urncy -r)'-f cp "nj --\;“L"'" V\..I'S" Df t‘.lﬂ officaﬁ
i MR E S t9 whad he fs tt'ic':‘lo-"‘ :
Pl oV ¢ BRI ptteniota thoffice wark ( includinz cerry-
& a A em-.. inm rdggagonf orders) -t t‘w residicnec office
< i et G T of ths n“fiﬂ‘*r “to whon ha is =ttacheod,
ot (3) To att: ;} t> any pthar nfficinl dutics wvhich
3 O Sy ~ay be 1sq1'n - 3 b'r t"1= wf‘ficer t5 wiva W 18
= i S ) ..t'-(.‘.r‘"‘ -
el g _(4) o Je-ritarn t‘u'a si'"r'sturﬂ nads- efter.si=ns ture
e T AT of th: cancorned nfficer to issue 3ranch.
B daal I re"'at,mﬂ 5 o0y nmn"'r ei~l calls of the
: : miTo . officer e s etipehul 0. '
""."f-‘ S T " ey ST R :
Hene Cb .To te¥o -'at"im'i-nc‘rrh--zi‘s’t‘cr fron officc to f
-:“‘:-.-‘:. iy r l nl o] 7. oo ’—_-‘4_ ofrichr ,ni ‘bﬂck\ . /{."
Foat W ."m@é) T T AtEin¥tm a1l mffic 151 enlls of the office .
VATS ,',,":- i ity stnffq..m.. .n,thdr tQ wh')‘l nttnchei. B
l"h AL b .- < S, ”77“6.‘ ‘ r X 5 - ;-_ cd-i. . .3
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(3) . To t-xe filaes fron thec officer to office
- . end viea vers-u.
(4) - To tuke Dinry Trmsit UOI,UOR Ra"istors,

e Loz 3anks etc. toth: 7.sired places rs-snd-
when required by ofriec--s/ nssistr-nts/ H, As.

N - Di:-rist ete. - :
. e & Tn attend to any nther »ificinl dutizs nrs =nd
y - - : wien requir:l by his cfficinl superiors.
— — "— ety JITI3S 0F F-mﬁ_ B
; (1) - T clean the suralis . "1" s ply drink
wnter in office ronns ()H. Bengrtdentn‘t%
which he is attach-d. .
- s (%) To dust furni turc, fil> n3 racks kept in th
%“art"fnt li as in office ronns of the .
= offlccrs cqncernod .
s _ : (3) To rrrenge and rearron3c furniture of the
= _ conference hall snd ranns of Ministers, State
. Ministers ﬂnfl Dy.—Minir;ters es and when nec%-
SSATy.
(4) - To attenl to =ny other offici=1 duties as may

Y¢ tssisn to hin fron time to time by his.
offici:1 sun<riors.

ST WTIT: 0F SYSIPIR

() To swc - =nd wash the allotted officz roon an
i cle-n ¢ ..rtyaris, and othcr prenises of e
' ©  Sgered sist uilding.
(2) Tn tr=t: 17 elesn lav.tories, washing basins

and urin.ls and soray disinfactant supplied f
the mir nsc,

(3, Trn rciov: cobwebs from walls and ckilings of
th- arfi-:.s, lavatories, Urinals and garage
i tha Scereiariat, '
(4) T chaage and refill sand of the snitoons
nl=cad 2{ different corners of thoe Seeretsriaf
wWildne;
(5, Io attca? ts any nther »fficial wirk =s ney
=0 o BEENE be assicned to hin from tine to tinz by his
; e nfflci-1 sunerior.
i s Aoy T "’"‘.ﬂ"“[.p Or CHO‘M{ID R: g
1. To k en 3 ?ntc_h over the office praociscs, \

=i S ..---A.»Io—on-.-n.-.:.“_ﬂ.b:.a.difff:rent roons and hrlls

used -s offices hefore ~nld after working hnur:
resoextiv=ly.
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@ ¥ Iy sl - astle s on the ~erty concurney;

. Iy m 1l €. sviecracl sssistents and offy,
in all ~Ifice worr, wien not required to &
— « out=dnar duty, -

Al _UII33 OF CaglitidsN ‘

RER ¢ 7 i = nssist Reverme Insvector/ 4min to whon he
£ __ 1s attechel in the fiell work. :

(2) ° Th work as a peon in the ofﬁ‘ce when there is
i nn field work. _ : £

e 41l DUTIZS OF HEAD MALT

(1) To sunervise work of Malls and Mullas working
_ under hin, '
" (2) . To take csre of gorden/park/avenue side ote.
(3) . To.dlstrtute work nmong the Malis and Mulias
e e e WOPKANG MBAEE Hin, '
2 (4) - To teke ‘daily attenlance of Malis ‘working undier
: him, 3 :
" > (G To_supe_;;vise grefting anl nlentinz of floger
i -~ plants end frult trees.
R0 (1) . <To plant en? groft fruit trees sni flover
PRV TR L S :
' (2) T weed” garden, r::;kue nlants and trees.
(3) To w-ter lawn, decorative plants and other
1 fruif. trces, = . e
(a) - To arrang: flower deis.
(5) -~ Ty prepsre seedlings.
(e) In grovy SQ_as'fSnal flnwers
T~ keen zarien, lawn ctc. neat ani tidy,
LRE v 3 To atten? to all conn:cted work in zarden

npark cte. as per dir-ctiosn of their suneriors.

_ © 3. _ Th: following sh-11 bo adiei as Rule IT-29
unicr Chanter II of thc Orissa 32cretariat Instructians
" II-23: Recrui z:cnt to the pnsts of 0ffice Pcons

-orderly neons, -rocess sorvers, chowkidsrs, ~arashes_and Sweepors

sh: 11 be maie thrizh the Ennloyment Zxchaaze., Tho aze of the
cadidetes for reeruitnent tn these nosts shnll not be less than

13 years nor nore thon 23 ye:rs, provil:d that the upoer age

linit of crniii tes belonzing to SC/ST sh:11 bar elaxcl by 5 yrs.

cm...
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/ The crndlintes for snpointnaent to those nosts shrll
| have pessel M.Z. exuninatisn provided that for the posts of

farash, Sw-eper nnil Chowki1'r the requiren nt of educational qua-
1 ficntion-shnll be litornte mi for the posts of prnceds server
a cendide-te shnll have pessed 10th Class. ;

Prsts of Daftaries, and Janziars shnll be filled up
axm by pronotion from anmz the peons, orderly Poons etc. within
the Depcrtrent o the besls of suit~bility with due roz-rd to

seniority."

4, Tese instructinns shell nls»o rutatisrutandis,
apnl y to such c-tcgories of posts »nd wnployees in all other

Stete Governneat officus, ' | : \ ‘

v ) . -—-\u
~ Decputy S‘_cretﬁ 'y to Go "‘l:lent.

Nabo No...ff 12 9 /3en, Dated, / 5/7% o4

'.......C..

Copy forwardied %o all Heads of Dep,qrtnent/ A1l

Collcectors for infornation ond gui'ianuc..
, Deruty Secr wtnry Gnvernn .

LJ4i -hro/-




