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Sub:~ Upgradation of the post of Senior Grade Diaris '
senior Grade Recorder to that-of Head Diarist/Head

Recorder in the Departments of Secretariat. . :

The Dilarists :and Recorders .- constitute a separate
cadre of their own in each Department of Secretariat. The scope
of promotion within their cadre Ys limited. Thercfore, in order
to augmnﬁ the promotional avenues a representation was ‘made '_
pafore Government, for creation of bne post.of Head Diarist/Hoad

Recorder in each Dopartment. It is also folt that a post just

above the post of Senior Grade viarist /Sénior Grade Recorder ia.. -
necogsary to coordinate the work of the department and to rema in
in over all charge of';’;t:ha piarists and lkocorders. In order to ruemovo

the gbove difficulties, the creation of a new 'post't?f Head Diar‘i.s't/'

. Head Reconuer in the cadre of viarlats/ Recorders was undoer exainir—

nation of Governmaent for some time past.

2. After careful conslideration of the proposal and for ' =’

‘petter and cffective management Of the work of the Diarists and £

Recorders in the Departments of Secretariat, the Governorihas been
pleased to decide as follows :- '

_ 1) The posts of Dlarists and lleco;.‘riers' both Scnior and
Junior sanctioned on yard stick basis in .cach Department of  °
Secretariat would. form the base .pcxsta' for the purpose of s.anctionini_g
the post of Head Diarist/Head Recorder.

(11) Either one post of Senior Grade Diaristior Senior
Grade Recorder wculd-be Lipgraded to that of Head Dia.rist/ﬂ'ead'.

Recorders, as the case may be, in each department in which the

number of Diarists and Recorder in the W&J@,

Jehree. P e
(ii1) 1n each Departwent there would Je only one post of .

Head Diarist/Head l{ec:'g—ft:l;elhf,_--;‘;\-s thes c.'|:3';= nﬁyﬁ bem,——“i‘.r-lwtlle_*.s_ﬁé:‘;i—g—og :

' 15.400-750/— according to admissibility.

(iv) The person holding the post of ~Hearl Diarlst/llcaci
Recorder would attend to the dutles prescr iled and attached 3
herewith for the post of Head Diarist/llead Recomier in additidp
to his own duties as Sr. Diarist/ Sr. :corder. i
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] {v) The post of Head Diarist/Head Recorder would be f£illed
. up from among the Senior Grade Diarists/ Senior Grade Recorders.
of each Department of sSecretariat on the basis_ of normal rules’

of promotion.

This will come into effect from thé"-da!;e of issue of
the ‘order. e
R. N-Das:.,

Secretary to Quvernment.-
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; and Publication, Orissa, Cuttack with a request to supply 109
printed .copies of the mcmorandum to this Department at an early
ki % date. oy
,,,A;,q ; ' ¥ puty bccrc.tary to (liovaz: nnent.
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Copy forwarded to all Departments of Governmenty ..u_cre'a.m.-_{
to Chief Minister / All Private becretarlee to Ministers and . :
Ministers of State/ P.S. to Chief Sdcre rtaury & P-5. to Addl. Chicf
Secretary’ for infcoermatlion! andd nmcc_-*-*dry Aaetion. L i
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, Copy forwarded to the accountzant General, COr issa,
Bhubaneswar/ Secret.ary to Gevernor, Raj Bhavany Finance Depar"mn‘-

for information. ) ; s 3
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The following items of work.will be attoended to by the ‘:h__ ‘t
Head Diarist/ Head Recorder in addition +o his.run dutics as :
Senior viarist/ Recorder. 1, o . i
.-.-a-.--.lJ.-. -"'_ }:
. S g
-

1. To completely check up the diary registers of all the $4 ‘
diarists daily. ‘ i ) SE
24 To see that the f£ile numbors for rcceipts are provided by . . \-\ :
the diarists regularly in the diary register. . : e i

3. To see all the routine duties including ma intenance of o '.
registers etc. are carried cut promptly and thoroughly A }
by all diarists in the Department. _‘\_ /g

4. Tb see that Government -of India letters and other importémt\ ' ;
receipts from V.I.Ps and M.Ps are diar:).’o‘r-'d on due dates. ,\- o

5. ~ To see that the diarists put up the diary register aally . |
for check by the Scction Officer and put up fortnightly l
pending 1i.st of Government of India letters. o

6. 'I‘o prepare a bricf inapection ntte on the. work of uiarists B i!
and recorders in his charye once in cvery month and aubmit i

«d

i.t to Section Officer of the respective Section.. 0

7. To be Lr-sponaiblt. for the ma intenance of disc.ipl ine of the .
Rﬂcorrlers and Diarists under hi_m.. i - R e ¢ AL e ;.

SLR ‘. g :

8. To maintain a "special note bkook cf . dmportant receipts for ;
the entire Department. : oy '

9, To examine the register for -agsembly questions and resolutions:
etc. when the assembly 1s in session., £

10. To supervise the work of the Recorders and check up their : ', f
progress daily. W AR

11. To seec that indexing of f.ng.s arc done properly by tne

Recorders. : - ' i

12, To sec that the old recox:de;:s of more than threec ycars are .
consignzd to the Central Record lkoom in time. " : i

13. To ensure that the Diarists and iecorders perform thei_r :

duties smoothly.
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