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GOVERNMENT OF ORISSA
GENERAL ADMINISTRATION DEPARTMENT

No. 25981 /Gen.
The 29th September, 1981
RESOLUTION
SuBIBCT: —Revision of the job chart of Section Officers of the Departments of Secretariat
The question of allocating some_additional functions and respoasibilities to the Section
Officers of different Departments of the Secretariat has been under consideration of
Governmeat for some time.
2. After careful consideration Government have decided that—
(¥) The list of duties assigned to Section Officers of the Secretariat in Annexure-I to
the erstwhile Political & Services Department Resolution No., 24202-Gen., dated the 11th

October, 1979 should be substituted by the list of duties given in Annexure-I to this
Resolution.

(fi) This will take effect from the date of issue of the resolution.
ORDER—Ordered that this Resolution b published in the exfraordinary issue of the
Orissa Gazette and copies thereof be forwarded to all Departments of Government/all
Heads of Departments/Accountant-General, Orissa uty Accountant -General, Orissa, Puri
Secretary, Orissa Public Service Commission. y :
- By order of the Governor
C. NARAYANASWAMI

Special Secretary to Government

Memo. No. 25982/Gen,
The 29th September, 1981
Cory with copy of the enclosure forwarded to the Director of Printing, Stationery and
Publication, Orissa, Cuttack for favour of publication in an extraordinary issue of the
Orissa Gazette and supply of 200 copies thereof to this Department for use.
Sd./—
“Deputy Secretary to Government

Memo. No. 25983/Gen.
The 29th September, 1981
CoPy with copy of the enclosure forwarded to all Departments of Government/ All
Heads of Department/ Accountant-General, Orissa, ~ B ubaneswar/ Deputy Accountant-
General, Orissa, Puri/Secretary, Orissa Public Service Commission, Cuttack for information.
Sd/—
Deputy Secretary to Government
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ANNEXURE-1

Duties of the Section Officers o the Secretariat

The Section Officer is in complete charge of the Sectim -—_ader him =3 is directy

rezsoonsible to the Under-Secretary/Assistant Secretary or s_= o her officer imzmediately abow
hiz=. His duties are :

(
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(14
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To receive and mark the receipts in the nagaes of Assistazs & the Section m his charge .

To Igivc all instructions to take necessary sieps for quici ¢ =ffcient dispesal of work @
his Section ;

To make arrangements for the disposal of work enr=i=< to any Assi:zant during tie
Assistant’s a H .

To note, briefly, instructions on each imporiant rcceipt a to <te manner »® disposal am
then to send it to the Diarist for diaiising and distribLtiz o 1he Assistanoe ; :

To check the diary registers daily and the file regisie- ard lcgbooks weckly and tie
record register fortnightly ;

To see that the file numbers for receipts are provided by yss.stap's regula=y in their log
books ;

To improve, or amend, act:on on cases pit up to himr =y Assistants for submission @
officers and also to see that if Government orders are =qu~ed an indiczzion is giver
accordingly ;

To supervise the work of all the staff workir ¢ under hin =d 20 see rarticuizz=ly what itemx
of work aie outstanding with the Assistants, He will bs = mpetea to req . ir-e any meiber
of the staff in his Section to work beyond office hours if e work of any. =ssistant is nox
up-to-date or the business of the department demands i,

To see that all 'routi-ne duties including maintenance o regsters, etc., e carried omx
promptly and thoroughly ;

To see that arrear lists, reports, returns and table Of cass are submitted onr Zdue dates F

Te maintain a forward diary in the form prescribed in Tapver-IV-3 (iiiT of the Oriss
Secretariat Instructions for keeping note of the «ate o zar=s by which i :ortant paper
are 10 be put up, retu:ns admitted, €tc., and to ensure U they are put up accordingly ;

To sipervise ard give necessary instructions regarding tir ~acording of case= by the Assis
tants in his Sec ion. to edit notes of ‘A’ Preceeding { mscessary, wit - --e help of the
Cealing Assistart to see that the files are recoided in Qe .=: anc 0 see .ot books o
files taken by Assistant from the Departmi:ital Libra= -- Sccretariat R=- -d Room are
returned without undue delay ;

10 prepare a composite, but brief, inspection note on tix ~ctire section in =k (harge onc

In every quarter touching only on points whic* call for . —- tnis e g, dev in disposa

of papers, recording of cases and submission of arrear 5is. etc, and swomit it to the
Under-Secretary ;

10 meintain a precedent register, in te form prescribec ‘niicatizg, in ‘rief, importas
decisions taken in the section) ;

10 report to and comply with the ir structions of the Assiant Secretary, ““nder-Secretars
and Deputy Secretary or higher authorities, as the case my be ;
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to maintain a personal record of his Assistants, in which he should record his opinicn about
each Assistant under kim every quarter and submit it to the Assistant Secretary or Under
Secretary. He may make a report about his Assistants to the Assistant/Under-Secretary

if he finds that his work is not satisfactory. He should maintain a file containing specimen
of work done by eaeh Assistant and record his opinion accordingly and initiate the CCRS

_of all Assistants and Class-1I1 non-ministerial staff in his Section;

to sign the attendance register in token of check and ensure that it rcaches the Under-
Secretary/Assistant Secretary by 10-10 A. M- and the Deputy Secretary by 10-30 A. m. ;

to sanction C. L. to the staff of his section in accordance with such powers as may be
delegated to him by the Secretary of the Department;

to be responsible for the maintenance of discipline in his section and ( ensure that no
Assistant in his section leaves office without his permission, so that he is aware of their
whereabouts. He will be competent to call for the explanation of any member of the staff
in his section for minor lapses of delay and indiscipline and forward it to the Under-
Secretary/Assistant Secretary with his comments and report all such serious instances
immediately to higher authorities. )

to maintain a special note book of important receipts ;

to classify receipts into A, B & C classes, separate the receipts wh_ich should be seen by
higher officers according to departmental instructions or at his discretion and mark the
sameé to such officers ;

to issue routine reminders 1o Departmeats/QOffices of Heads of Departments and subordinate
offices. Reminders to Orissa High C. urt/Assembly Seqretmathaj Bhawan/Government
of India/other State Governments should not, however, issue over the signature of Section
Officers. ;

to finally dispose of routine receipts like reminders for supply of copies etc, at his
level and authenticate fair copies of drafts approved by higher officers for issue;

to ensure that none from outside gets access t0 the section without his permisson.



