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FITET AYA /| OFFICE MEMORANDUM

Sub:-Duties and responsibilities of Multi-Tasking Staff - regarding.

It is bring into the notice of all MTS of this Directorate that, as per DOPT OM
No. AB-14017/6/2009-Estt (RR) dated 30.04.2010, the following duties &
responsibilities are prescribed for the post of Multi-Tasking Staff:

i. Physical maintenance of records of section.
ii. General cleanliness & upkeep of the Section/Unit.
iii. Carrying of files & other papers within the bu11d1r1g
iv. Photocopying, sending of FAX etc.
v. Other non-clerical work in the Sections/Unit.
vi. Assisting in routme office work like diary, dispatch etc. 1nclud1ng on
computer
vii. Delivering of Dak (1n51de & outside the buﬂdlng)
viii. Watch & ward duties.
ix. Opening & closing of rooms.
x. Cleaning of rooms.
xi. Dusting of furniture etc.
xii. Cleaning of building, fixture etc.
xiii. Work related to his ITI qualification, if it exists.
xiv.  Driving of vehicles, if in possession of valid driving hcense
xv. Upkeep of parks, lawns, potted plants etc.
xvi. Any other work assigned by superior authorlty.

2. The above list of duties is only illustrative and not exhaustlve Directorate is
free to add to the list, duties of similar nature ordinarily performed by officials at
this level. :

3. Any failure or refusal to perform dut1es may 1nv1te necessary d1sc1pl1nary
actlon as per apphcable rules

: 4, This issues With the approval of the Competent Authority. | Q,../My . ‘
: . , A AY

(Ramkegﬁ Meena)
Assistant Director (Admn)

Copy to:-
1. PS to Director.
2. PA to Addl. Director(I) / PA to Addl. Director(ll).
3. All JDs/DDs. - - | ’
4. 1/C of All sections HQrs/CPRTI/POLNET Hub & I/C of All ISPW Stations/
All RPWTIs: to bring into the notice to all MTS under thelr control
AD (IT): for uploading on the website of DCPW. S
File.
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(P.T.O for Hindi version)
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