ANNLA -

Appointment cases,

PursuingMandling of Count cases,

Pursuingmandling of VIP matter Immediate/Urgent.
Pursing/Handling of Parliament Starred & un-starred question.

Quoting of Rules and Regulation relating FRSR, GFR, R&P rules In the service/
personnel matter of establishment. -

MACP & Pay Fixation cases.
Frocessing of RTI Matters.

8. Responsible for proper maintenance of the Service Book and personal files of the
officials dealt in the establshment.

g. To maintain the establishment register and other 1'..rs&ﬂ.'nent:-hzr record registers, '

10. To ﬂut_e tender and preparation of Tender Document Including teérms and !
conditions for the Annual Maintenance Contract of the All Hospital Equipment To '
flute tender and preparation of Tender Document including terms and conditions [
for the Annual Maintenance Contract of the All Hospital Equipment. :

1. Processing of Qualifying Service Certificate cases.

2. Processing of Budget Matters/ Maintaining of Budget register.
3. Processing of Central Govl Employees Advances cases efc.

4. Processing of Superannualion /Death, Pensionery banefit cases.
5. Mainlenance of CGEGIS Accounts.

16.  Processing of outstanding payment cases.

7. Caleulation of Income Tax and processing of Form No.16 entries.
18.  Maintenance of account of C.G.E G.| Scheme.

19.  Processing of LTC Claims. I

20.  Calculation of Income Tax and protessing of Form Mo, 16 eniries. '

21.  Responsible for malntain of leave record (Casual Leave) of the staff working in :
hisfher establishment and slso respansible for giva specific recommendation on f
the leave application who apply for getfing leave. :

22, To supervise the work assigned to staff working directly under hisher charge day f
to day and disposal of dak recelved daily in the establishment. |

23, To check the facts & record on the files before put up to AAD! Administrative
Officer/Dy. Director Adminigtrative for consideralion/approval,

24.  Assist fo Administrative Officer/Dy. Director Administrative for personnel matters of
the establishment and also help to subordinate staff for administrative matters,

25, Tobring into notice the daily activities of the establishment/Accounts to
AAO/Administrative Officer! Accounts Officer.

26.  Being Senior Dealing Assistant to discharge the work of the section as directed by
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Deputy Director (Admn.) Medical Supecintendent
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ANNE

Diary & Dispatch,

1

2 Filing and malntenance of record of the service book and personal file of hospite
3. To perform the duties of Messenger service.

4, Photocopler work.
5
6

To maintaln file registers, dispatch reglsters and movement registers,
Any others duties assigned by section Incharge /supervisor.
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20.

21,
22.
23.

24,

Comesponding with Minlstry of Health, Prime Minister Rellaf Fu

" ANNEX - -
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Maintaining of Assistant Diary.

:n draft and type the latter, clrcular, office orders, memerandum ete.
o deal ntawlm matlers / personal matters of the staff, N
Preparation of Service Books and anfries thereol

Processing of routine matter of
such as Medical Relmburs m, GERA, Annual
Incremant, No Objection Centificate, Permission for ement claim, GERA, Annu

lests/treatment elc.

Processing of staff / public grisvanca. ' -
Processing of Annual Confidential Reports,
Obtaining of annual hospital liem demand / consumption & complling, submissian of
Annual Hospital tem Demand/Consumption and alongwith future requirements in

view of the previous year consumplion and placing the annual demand to Furchase
Section and receive the supply in accordance with supply ordar issued by Purchase

and izsuing of Indent )

Processing of Purchasing Hospltal Item on the annual demand of hospital and lssuing order.

Processing the file related to the bills, sanctlon and sanction order of various firms for

the repair of Hospital Equipment and Annual Maintenance Contract of ail the
equipment of the hospital.

_ nd, Delhl Arogya Nidhi
and other poor Patient Relief Fund regarding arrangement of financlal assistance for
{he naady patlents.

Processing of Medical Board { Examination and Medical opinlon cases and aliied matters.
Preparation & Submission of various reports/ relums.

Maintaining Records of Administrative Meeting Minutes.
Processing of Ethic Committee Cases. -

Maintaining of required register in section.

Processing of CPWD [ Directorate of Eslala cases.

Brocessing of CGHS matters, identity card, issuance of parking sticker, Staff grievances,
In'-npmmn?aﬂnn of Waelfare schemes for SCIST/OBG, JCM mallers & others etc.

Processing of Nursing College matiers.

Processing of routine matters of Security, Sullabh, Commercial cutlet, Telephone
E:::hanuh;? Laundary/Blo Medical Wasle, Maintenanced work shop.

bills! Arrears bl / T.A [Multion Fea | G.P,F Advance and final
Pwmrdmmﬂ? J"::{nnmﬂngml bills | Medical Relmbursement bl / "ufurinr.aﬂ-nn_u! Mm_'l‘mm
pay bill / Conveyance claims elc.

Maintaining of PER.

i : ent counter Checking of receipt of payments of
Eﬂgﬁﬁuﬂﬁ&% including verification of Cash Book and related cases.

Maintalning of Cash Book & Advances Reglsler. _
Being Dealing Assistant to discharge the work of the seclion as directed by Incharge.
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DOTIZS & PMNCTIONS OF THE POST ,

S _ACCOUNTANT,

Processing of pay Bills.
m-iﬁu'& clainms of mﬁ:'wﬁm Fe= ate.

Procassing of ﬁ.p.r Advence 2ad -final 'Hﬁ-tiﬁrgul

in respect of all staff,
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Prodessing of Pension cases including legyg b

encashment/CoEIS fund.
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Fr:a:«un}.ng_c! all afivance cas=ss viz Ebu-mﬁ.!.ldﬂ
Aﬂumu,rseautnr mmx‘cfﬂ- m-amem:gql
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Processing of contiogeat billa.

T-:i.fif:a'.-...nn of service from Pay Bill a..d .

5. of Exgloymes.

-

Aoy other m:tr aasicoed by Assistant !...r:ﬂunu i
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