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o5 RESOLUTION
il The 3)th June 1982
e 8 SUB.—Revision of the job chart of Sestion Officars of the Offio:s of Heads of Dapartments
P ;
'8 No. 14668-Gen —The question of allocating some additional functions and responsibilities to the Section
¥ q : : .
o Officers of different Heads of D.partments Offices was under consideration of Government for some time
: pasty~. .
) i -
2. After careful consideration Government have decided thit® - S
!, “ (1) The list duties assigned to Section Officers of the Heads of Departments Ofices in Annexure
9 3 < - to the erstwhile Political & B:rvices Department Resolution No. 24206-Gen., dated the 1lth
- October 1979 shall be substituted by the list of du'ies given in Annexure I to this Resolution.
“; Wi . (i) This will take effect from the date of issus of the Resolu‘ion.
¥ "§% ORoER—Ordered that this Resolution bs pubtished in the extraordinary issue of the Orissa Gazetrs . -

: sand copies thereof be forwarded to all Department of Government/all Heads of Departments/A.-G.; Orissa -
o 4. A.-G.. Orissa, Puri/Secretary, O, P. S. C. - ;
T By orde: of the Governor G

2k C. NARAYANASWAMY '
: e . Special Secretary to Government :
- 4 ANNEXURE I '

r ¥ DUTIES OF SECTiON OFFICER " )
at, & ﬁeSection Officer is in complete charge of the section uader him and fs directly responsible to the

¢+ gmmediate superior above him. His duties are—

fj:’w receive and mark the receipts in the names of Assista1ts in the sect on in his charge;
A o
T g0 give all instructions and take necessary steps for quick and efficien® disposal of work in his seotion;
3 "tg make arrangement for the disposa! of work entrusted to any Assistant during the Assistant’s
’ : ' .
i 0 note, briefly, instruction oa each important receipt as to the manner of disposal and then to send
i D.arist for diarising and distribution to Assistants; -
¢

£ t.:‘ check the diary registers daily and the file registers and log books weekly and the record registers
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(6) to see that the file numbers for reccipts are provided by Assistants regularly in their log books; - [ amem

(7) to improve, or amend, action on cases put up fo him by Assistaats for submissioa to ofizers, also to,p
sce that if orders of the Heads of Department of Goverament are required aa iadisation is givea asgocling' /i @ ueoq
(¥) to superv’se the wo:k of all the stof working under him and to see particularly what items of woa W _30 n
are outstanding with the Assistants; He will be competent to require any memder of the staff in his seofi i

to work beyond office hours if the work of any Assistant is not up-to-date or the business of the office dem. D\ ‘T 'O
1t u ¥
-t )
(9) to see th-t all rout'ne dut'es, including maintenance of registers, ete, are carried out promptly )
thoroughly; % 00"
(10) to see *hutarrear Jists, reports and! returns ace submitted on due dates; g‘: a9
(17) to masintain a forward diary in the form prescribed in Orissa Records Maaual, for keeping not A ..
the date or dates by which important papers are to be put up, returns submitted, etc,, and to ensure thatg',.
a re according'y put up; P4 00‘
(12) to s Jervise and give neeessary instructions regarding the recording of cases by the Assistant ' ""t i

section, to edit notes of ‘A’ proseedings, if necessary, with the help of the Dealing Assistant, to see th.~ '
files are recor(ed in cue time and to see that bocks or files taken by Assistants from the Heads of Depz“u %
Library or Record Roomi aré returned without undue celay; - 13‘

/ = i . -~ . - . . . 13
(13) to prepare @ composite, but dr'ef, inspection note on the eatire section in his charge oncef
quarter touching only on points which call for com ments, e€.g., delay in disposal of papers, re- @
cases and subdmission of arrear lists, etc., and submit to the immediate superior; - Py
(14) to meintain a precedent case register (indicating, in brief, important decisions taken in the &, - Jnsg 19pu
} (15) to report to and comply with the instructions of the superior officers; £ C |
: (16) to maintain a personal record of his Assistants in which he would record his opinioa a o 3 N
Assistant under him every quarters and submit them to the immediate superior. He mayp” . pluai_mda.l pasy,
report about his Assistant to the immediate superior, if he finds that his work is not saf .- “f: °q M
He should maintain a file contzining specemen of work done by each Assistant and g .t Paledipur
opinion accordingly and initiate the C. C. Rs. of all Assistants and Class III non-minigy™  p[eap ‘syaimg
in hLis section; - g
. (17) to sign the &ttendance register in token of check and ensure that it reaches the superige’™ 3; T
by 10-10 A. M. and the next superior authority by 10-30 A. M. ; 5 el
— . , % 2
o (i8) to stnction C. L. to the staff of his section in ¢ccordance with such powers as may % | ‘16-5# e
to him by tht Head of Department; : 3 ._,b'L‘- .
(19; to be responsible for the maintenance of cisc'pline in his section aal easure that a "3' . \
in his s.ction leaves office without his permission so that he is aware of their whereal=g sy Ui' '
will be competent to call for the explanation of any mermer of the stal ia his section 1
lapses of elay and inciscipline and forward it to the - superiar authority with his co.: duied  jo-
SE5S re port all such serious instances immediately to higher authorities; smig (g

(20) to maintain a sp:cial note book of important receipts; ) r
X

(1) to classify receiptsinto A B, and C_Classes, - separate the receipts which should be seen " >uwr
officers according to instructions of Records Manual or at his discretion and mark the .4  saoqe

such officers;
(22) to issue routine remiaders to the su‘Jeri.nlte offizzs; and offices of othar Heads of Dazpart:
(23) to dispose of finally routiag rese:pts like reninders for sapply of copies, ctc, at his 1§ :
wuthenticate fa'r capics of drafts approved by higher officers for issue; .
(24) to ensurc tratnons from outside gets access to the section without his permission. 109 1030vJ)L0

Printed and Published by the Director, Printing, Stationery and Publication, Orissa, Cuttack{;_.

Fx. Gaz, 457—2,245+4200 f 5 u A 10 sa

B SRR SR ST



