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GOVERNMENT OF ORISSA

POLITICAL & SERVICES DEPARTMENT

RESOLUTION

Tae 11th October 1979

SUBJECT—Redesigﬁation'of the Head Assistants of the Departments of Secretariat as Section Officers with
Gazetted status,

The question of conferring Gazetted status on Head Assistants in<the Departments of Secretariat and
redesignat ng tl.em as Section Officers was under consideration of the Government for sometime pas'.

2. After careful consideration the Government have teen pleascd to decide as follows : —

(/) The Head Assistants in the Departments of Secretariat. will hereafter be designated. as Section
Officers and enjoy the status of the specially declared Gazetted Officers under rule 17 (i) of the
Orissa Service Code in the existing scale of Rs. 625— 850, *

(i) Sec:l'etary of the Depart‘l!ﬁcnt w.ll continue to be the ‘appo‘inting authority as well as ‘disciplinary

authority. : l

' (iif) Duties and functions of the Section Officers will bs as in Annexure T,
L2 o ol
(#) This will take effect from the date of issue of the Resolution,

- J | e e S,

ORrDFR— Ordercd that this Resolution be published In the extraordinary issue of the Orissa Gazette and
copies thereof be forwarded to all Departments of Government/all Heads of Departments/Accountant
General, Orissa/Deputy  \ccountant-General, Orissa, Puri[Secretary, Orissa Public Service Ccramissio n,

By cirder of the Governor
A. N, TIWARI

Special Secretary to Government
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ANNEXURE I : \
DuTies of SECTION OFFICER \ L TS

, ‘The Section Officer is in complete charge of the section under him and is directly responsible to the ‘ e
Under-Secretary or the Assistant Secretary immediately above him. His duties are—

(1) to receive and mark the receipts in the names cf assistants in the secticn in his charge;

(2) to give all insiructions and take necessary steps for quick and efficient disposal of work in his
section, ;

(3) to make arrangement for the disposal of work entrusted to e;ly assistant ducing the assistants™
absence;

(4) to note, briefly, instructions on each important rcceipt as te the manner of dispesal aud then
to send it to the diarist for diarising and distribution to assistants;

(5) to check the diary registers daily and] the file registers and log books wekely and the record
registor fortaightly;

(6) to see that the file_numbers for raceipts are provided by assistants regularly in their log tooks;

(7) to improve, or amend, action on cases put up to him by assistants for submission to officers, also |

to sce that if Government orders are required an indication is given accordingly; i

(8) to supervise the work of all the staf working under h'm andfto see particularly what items of A
work are outsianding with the assistants; 7 .

(9) to see that all routine duties, inc'uding maintenance of registers, etc., are carried out promptly and
thoroughly; i

(10) to sce that arrear lists, reporis and returns are submittcd on due dates;

(11) to miintain a forwan_i’ diary in the form prescribed in Chapter 1V-3 (jii) for keeping notc of the
date or dates by which important papers arc to be put- up, returns submittcd, etc. and to ensure
that they are accordingly put up; .

(12) to supervise and give necessary instructions regarding the recording of cases by the assistants in
his section, o edit notes of ‘A’ procceding, if necessary, with the help of ths Cealing assistant,
to sec that the files are recorded in dus time and to see that books.or files taken by assistant from
the deparimental library or Secretarial record room are returned without, undue delay ; ¥

~(!3) to prepare a com p0s.t2, Lut bricf, inspection note on the entice section in his charge once in every
15 moa'hi touching oy ‘o2 »woints which call - for comments, 2. g.. delay indisposel of papers
recording of cases and suhmissicn of arrcarlis's, ete., and submit to the Under-Secretary;

(14) to maintair a rrecedent register, in the form prescribed (indicating, in  brief, important decisions
taken ir the section; ; . >

(15) to report 2nd compiy with the instructions of the Assistant Secretary, { Under-Sceretary Fand
Depuly _ Secretary o1 higher anthoritics, as the case may be; B ' ¢

(16) to maintain a peisora’ recorc of his assistants, in which he would record his cpinior about “each
assistant under him every quarter and suhmit them to the Assistant Secretary or Under-
Secretary. He may make a report about his assistant to the Assistant or  Under-Secreiary if he
finds that his work is not satisfactery. He should maintain & file containing specimen of work
dore by each assistant and record his ov’nion accordingly; '

(i7) ie be responsible for the maintenance of discipiine in his section and to see that the table of cases
is put up to the Assistant S:cretary/Under-Secietary/Deputy Secretary on the due dates;

(18} to maintain a spccial note book of impertant receipls;

(19) classify receiptsinto A, B and C classes, separate the receipts which shouid be seen by higher
officers according to department.ii instructicns or at his discretion and mark the same tc such
officers; . -

L. . ":;_(20) to issue routine reminders to Departments/Offices of Heads cf Dcpari’mcnts and subordinate 6fﬁccs;-
., Rem'ndersto Orissa High Court/Assembly Sccretariat/Raj - Bhavan/Government offIndia/other’
" State Governments shauld not however issue under the signature of 8. Os;

(21) to dispose of finally routine receipts like reminders for supply of copies, etc., at his level ang
authenticate fair copies of dratts approved by higher officers for issue.
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