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Institute staff members. | Management Studies,
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Tel.26525511/
26521680
Examination a) Declaration
Procedure of exam result
within 45 days
from the last
date of
examination
b) Issue of Mark
sheet with One
month from the
date of result
declaration.
General Work
a. Giving enquiry on Within 2 days
the counter and
through telephonic
communication
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Certificate:
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45 |Department [1.Admission and all work  [As early as Head Clerk, The Head,
of English |of M.A., M.Phil, Ph.D., possible Department of English,
& Certificate Course in Vidyanagari,
Business English Skills. Mumbai-98.

2) Office Administration
work

3) Time-Table

4) Scholarships

(GOI Scholarships/
Free-Ships/EBC/PTC/
STC/Merit Scholarships)
5) Issuing Receipt of
selling Hand-book,
Bonafide Certificate,
Railaway Concession
forms.

6) Transcript Work
and Transference
Certificate work.

7) Confirmation of
Eligibility & Migration
Cases.

8) Inward and Outward
work.

9) Examination Work.
10) All work of

Tel. 26525511
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purchasing Equipments
and Furnitures.
11) All work to conduct
Seminars/workshops/
Memorial Lecture Series/
Conference etc.
12) All work regarding
visiting Professors,
Adjunct Faculty, Earn &
Learn Scheme.
13) Library work
(Library of Dept.)
14) Petty Cash.
15) Teacher’s Official
work
16) Maintenance of
Equipments & Furnitures.
17) All kind of Enquiries.
18) Campus Development
Council work.
19) Xth plan work.
20) Teaching & Non-
Teaching Pay Fixation
work and Service Book
Stamping Work.
21) Service Book Entry
(Entry of Leave Record).
22) Dead Stock Entry.
23) Bills to be sent for
payment
24) Maintenance of
stock Register
& Purchase Register.
25) In-absence of Peons
all the work does by
Clerical Staff.
26) Keeps Water for
Teachers.
27) Attend HOD’s work
as soon as Bell Ring.

28) To go out of xeroxing,

Posting, Delivering letter
to concerned Section/
Department.

29) Filling papers in
the file.

30. Attend work asked
by clerical staff of the
office.

¥q

Department
of Education

1) Teaching- M.Ed.,
M.Phil and PGDME
2) Research Guidance

24 hrs.

Concerned Teachd

Concerned
Research Guide

Head,

Department of Education
Vidyanagari,
Mumbai-98.
Tel.26526226
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SUBNETET H1g &3l . ST
78| Dept. of MA 15 or Head Clerk Prof. & Head
Civics & M.Phil 20 days Tel. No.
Politics Ph.D. 2654 1471
P.G.Dip.in Human Right 2650 3326
79|Centre for |M.A. 15 days L.G.Stenographer |Director Tel.No. 2654
African Ph.D. Jr.Ty.Clerk 2653 0241
Studies M.Phil. Admissions
80|Rajiv Gandhi|Ph.D. Seminar, Workshop 10to Lower Grade I/C Director
Centre for  |Guest Lecture, Conferences. 15 days Data-Entry-Optr 126540040
Contemporar
81| Dept. of M.A., 15 days Senior Clerk The Head of Dept of Hindi
Hindi M.Phil, Tel. No. 26543341
Ph.D. Admission.
82| Dept. of M.A.-LII Dept. reply Jr.Ty.Clerk Professor & Head
Urdu M.Phil important letters & Dept. of Urdu
Ph.D. information within Tel. No. 2652 3389.
Certificate course in Urdu. |20 (Twenty) days
or on or before the
date mentioned.
Diploma Course in Urdu. Jr.Ty.Clerk Professor & Head
Adv. Diploma Course in
P.G. Diploma in Mass
Diploma in Urdu.
83| Dept. of Pali |M.Phil (Pali) Withinstipulated |Senior Clerk Co-ordinator, Dept. of Pali.
M.A. (Pali) period asked. Junior Clerk 022-26522506

Certificate course in Pali.
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84]University  |Internet providing to various |Within 15 days. |Senior System I/C Hon. Co-ordinator
Computerizat]section of University, Assistant Tel. No.
ion Centre  Jwebsite maintained collected 2654 0606
(Ucc) E-Seva, E- changes from IT Administrator. |2654 0303
various colleges & providing 2654 3262
Technical Support to various
departments
85|Centre for  |Certificate Courses 2-7 days coordinator
Distance Research Project Tel .No.
Management | By Psychology Dept. 2654 3596.
(Dept. of  |By Geography Dept.
Geography &|Conduct seminars etc. -
86| Dept. of 15 to 20 days Head Clerk Head of Department &
Biophysics |M.SC.-1I staff.
Ph.D.(Sci.)
Education &Training
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