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A) Job Responsibilities and Duties of Professor /HO 

1. Providingleadershipinundergraduateinrelevantfieldof specialization 

2. Consultancyservices. 

3. Teaching,laboratorydevelopment&writingofbooks. 

4. Evaluationsoftutorials,assignments,journals,answerpapers. 

5. Interaction with industry. 

6. Continuingeducationactivities. 

7. Student’scounselling. 

8. Interaction with other institutions,Universities at state,national and international 

levels. 

9. Organizing seminars,workshops,summerschoolsandwinterschoolsforteachers 

and professionals.   

10. Publishingpapers innationalandinternationaljournals. 

11. Reviewofacademicactivitiesofthedepartmentperiodically. 

12. To Maintaindeadstock,consumableregisterswiththehelpoflabin-charge 

13. Todisplaynotices,marksheets,attendancesheetsetc.pertainingtothestudents 

14. To sendSMSregardingattendance,disciplineand otheractivitieswiththehelp of 

class teachers.  

15. Organizeparents’meetinassociationwithTeachers &Parents. 

16. Involvementincurricular,co-curricularandextra-curricularactivities. 

17. AnyotherdutiesassignedbythePrincipalfromtimetotime. 

Research:  

1. Staff members are encouraged to write text books, publish articles in reputed 

Journals and present papers in Seminars and Conferences. 

2. Staff members are encouraged to take up Research projects 

3. Staff members should also attend Faculty Development Programmes, Quality 

Improvement Programme etc. to update their knowledge. 

B)  Job Responsibilities of Associate Professor/ Assistant Professor 

1) TeachingandensuringattendanceofstudentsasperUniversitynorms 

2) PlanningandimplementationofinstructionsreceivedfromHead/principal. 

3) Students’assessmentandevaluation. 
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4) Developingresourcematerialforteachingandlearning. 

5) Extensionofservicestotheindustryandcommunity. 

6) Continuingeducationactivities. 

7) Curricular,Co-curricularandextra-curricularactivities. 

8) Publicationofresearchpapers,articles&books 

9) Participationinseminars/conferences/workshops. 

10) Participationindepartmentaladministration 

11) Contributiontotheactivitiessustainingaccreditationoftheinstitute. 

12) ExaminationworkpertainingtoCollege andUniversitysuchasorganizing 

supervision, assessment, etc. 

13) Arrangementofremedialcoaching. 

14) Upgradingqualifications. 

15) Counselling andFacilitating students. To help,guide,encourage and assist the 

students to ensure that the Teaching-Learning Process iseffective andsuccessful. 

16) Anyother dutiesassignedbytheManagementandPrincipalfromtimetotime. 

 

C) Job Responsibilities of System Administrator  

1) TomaintainthenetworkandPCs. 

2) ToattendcomplaintsreceivedfromstudentsandstaffregardingPCortheNetwork. 

3) Tomaintainperipheralslikeprinters,scannersetc.inserviceableconditionfor alltime. 

4) To assistthemanagementinprocurementofhardware,softwareandequipment. 

5) To maintaininternetconnectivityandtakestepstopreventmisuse. 

6) AnyotherdutiesassignedbythePrincipal/Head/Professor 

 

D) Job Responsibilities of Non-Teaching Staff 
1) Non-TeachingstaffworkingintheCollegeofficeordepartmentsshouldremain on 

duty during college hours. 

2) Non-TeachingstaffshouldweartheUniformprovidedbytheManagement and 

always wear their identity badge during working hours.  

3) Non-TeachingStaffassignedto LaboratoriesshouldkeeptheLabsclean. 

4) Any Loss or damage to any article in the Lab or Class Room should be reported 

tothe HODinwritingimmediately. 

5) Non-Teaching Staff, working in the Lab, shall maintain a stock register for all 

thearticles, equipment, chemicals, etc. Itshall be submitted to the HOD and 
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thePrincipalattheendofeachsemesterandtheirsignatures should be obtained. 

6) For articles damaged by the students, a separate register should be maintained 

and ifanymoneyiscollectedfromthestudenttowardsdamages,asperthedirection of 

the HOD, the amount shall be handed over to the College Accounts Staff 

todepositinthe Collegeaccount. 

7) Non-teaching staff will carry out their duties as instructed by the authorities 

towhomtheyareattached. 

E) Job Responsibilities of Librarian 

1) ToprepareandissueLibrarycardstostudentsandstaff. 

2) Tofollowupreturnofbooksissuedtostudentsandstaffmembers. 

3) To maintainfinecollectionregisterand instructstudentstodepositthe fine 

4) Todisplaynewarrivalsbyphotocopyofthecover pageofthebooksandjournals. 

5) Toreceiveinternationaljournals&magazinesandhighlightimp

ortant articles and news. 

6) Tocompilebackvolumesofjournalsandperiodicalsandarrangefor binding and 

stacking. 

7) Tomaintainthedaywiserecordsofvisitsofstafffacultymembersinlibrary. 

8) To displayofcuttingsofnewspapers oneducation/socialmattersonnotice board 

9) To submit the listofrequirementofbookstotheprincipalfor furtherprocurement. 

10) Toensuredisciplineofthestudentsinthelibrary. 

11) To effectivelyencouragefaculty&studenttouse e-journals, bookskeeping 

alwaysinworking condition. 

12) Regularlyundertakebindingofbookswhicharedamaged. 

13) Anyothermatter assignedbyPrincipalfromtimetotime. 

F) Job Responsibilities of Office Superintendent 

1) ScrutinizeAdmission&Eligibilitydocumentsandregistersofadmission. 

2) Superviseandmaintainpersonalfilesofstaffandfaculty. 

3) MaintainingP.F.accountasthecasemaybe. 

4) Keepingdisciplineandworkscheduleofclass-IVemployees. 

5) Maintaincasualleaveregister. 

6) Maintainmovementregisterforstaffunderofficeadministration.Organiseprintingofbr

ochuresandplacementdocuments fortheinstitute. 

7) Assist Principalinreceivingguestsandvisitingdignitariesinadignifiedmanner 
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8) Initiate and record all correspondence & put up the same to Principal /HOD 

&sectionheads. 

9) Heshallberesponsibleforallthe mattersassignedtoestablishment 

section,studentssection,storessection,maintenancesectionandsecuritysection. 

10) Tomaintaintherecordsofscholarshipsofstudents. 

11) Totakecareofbiometricrequirement. 

12) Heshallberesponsibleforallthe mattersassignedtoestablishment section,students

 section,storessection,maintenancesectionand securitysection. 

13) Anyother dutiesassignedbytheprincipal fromtimeto time 

 

G) Job Responsibilities of Clerk under O. S. 

1) CheckingwebsiteofSavitribai PhulePuneUniversity,Pune. 

2) Maintainingpersonalfilesofteachingandnon-teachingstaff. 

3) Maintenanceofattendanceregistersofteachingandnon-teachingstaff, 

4) Maintenanceofservicebooks. 

5) Maintainingleaverecordofstaff. 

6) Completionofattendanceof facultyandnon-teachingstaffandforwardingthesame 

toaccountssection forpreparationofpayment. 

7) Anyotherdutiesassigned bythePrincipalfromtimetotime. 

 

H) Job Responsibilities of Accountant 

1) TopreparebudgetestimateofthecollegeunderguidanceofPrincipal 

2) Topreparedocumentsforsubmissionofsixmonthlyandannualaudit. 

3) AllotmentofBudgetstoeverydepartmentofthe college. 

4) HOD/sectionheadstakeperiodicalreviewofthesame. 

5) Toverifybillsforpayment 

6) Tocheckthemonthlypaysheet 

7) Tocheckthecashbookdaily 

8) TofileE-TDSreturns 

9) Toholdcustodyofreceiptbooksandvouchers. 

10) Topreparealltherecordsasrequiredbythestatutoryauditorsandpres

entthesameregularlyto theauditors. 

11) Tocontrolandchecktheadvanceregister andensuretimelyrecoveryofadvances. 
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12) ToSettlement ofjourneyclaimsandadvances. 

13) ToprepareTDSstatementandsubmittoCharteredAccountant. 

14) AnyotherdutiesassignedbythePrincipalfromtimetotime 

I) Job Responsibilities of Examination Officer 

1) Toorganizeallworksrelatedtouniversityand college levelexaminations such 

as preparation of supervision chart, appointments of senior 

supervisorsinconsultationwithprincipal. 

2) Tocorrespondencewithuniversityregardinguniversityexaminations,resultsofstude

nts,studentscomplaintsregardingexaminations. 

3) Toorganizethefillingofexaminationforms,revaluation&verificationformsofstuden

ts&submissionto S. P. Pune University. 

4) Toobtainresultsofstudentsanditsdistribution. 

5) To sendrequirementofexaminationstationarytoS. P. 

PuneUniversity&maintaininggits uptodaterecords. 

6) Toarrange foronlineexaminationsasperschedule&instructionsofuniversity 

7) Tomaintaintherecordsofallpassedoutstudentsofthisinstituteinaseparateregisteralso

ina softcopy. 

8) Tosendtheprogramofproposedpracticalexaminationsdatestouniversity&getfinalpr

ogramme ofpractical/oralexaminations. 

9) Tosubmittermwork/oralpracticalmarkstoS. P. 

PuneUniversity&timeboundmanner. 

10) Toorganizearrangement offurnitureand 

numberingofexaminationseatsforUniversityofPuneexaminations. 

11) ToreceivetheexaminationstationeryfromSavitribai Phule 

PuneUniversity,Pune&keepinthestrong room. 

12) Anyotherdutiesassigned bythePrincipalfromtimetotime. 

 

J) Code of Conduct for Students 
1) Each student should behave sincerely in the college. He / She should 

behavepolitely with the teachers, non-teaching staff members, and the staff in 

thelibrary & with the co-students. If the students have any problem they 

shouldmeettheprincipalorthevice-principalofthecollege. 

2) Uniform (Dress code) and Identity Card is compulsory for each student incollege 

campus. 
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3) Studentsshouldhaveparktheir vehiclesintheplaceallottedtothem. 

4) Students should not wander in the college campus by bunking the classes 

andpractical’s. 

5) Smoking, drinking and chewing ‘gutkha’ is strictly prohibited in the 

collegecampus. 

6) Chewing tobacco & beetle leaf and throwing clutter in the college campus 

isstrictlyprohibited. 

7) Students should not click photographs in the college campus & avoid the use 

ofcellphonestrictly. 

8) Students are prohibited from bringing any such weapons in the college 

whichwouldphysicallyharmothers. 

9) Studentsarestrictlyprohibitedtoscribbleanythingonthewallsoftheclassroom & of the 

toilet. If such a thing happens students will be severelypunished. 

10) Student should not damage the benches, tables, chairs, fans & lights in 

theclassroom as well as the things in the campus. If such a thing happens 

studentwillbe severelypunished&compensationshouldbe takenfromthem. 

11) Studentsarestrictlyprohibitedfrommakingnoiseinthecollegecampuscommunicati

nginthereading roomand standingintheporchofthecollege. 

12) Therulesoftheofficeand thelibraryaremandatoryforeachstudent. 

13) Students should not organize picnic on their own without the permission of 

thePrincipalandtheVicePrincipal. 

14) Ifthestudentshaveanyprejudicesaboutthecollegehe/sheshouldgivecomplaint to 

the Principal and should not give any complaint, on their own tothe 

Newspaperandmedia. No student should participate in any activity against the 

college,and societyandshouldavoidcaste andreligionbasedunfairactivities. 

15) Students should participate in the sports, cultural and other extra-

curricularactivitiesandco-operateforgoodthings. 

16) At the time of examination electronics devices are strictly prohibited. 

Copyingin the examination and using other unfair means will be treated as an 

offenceandnecessaryactionwillbetakenonthestudent. 

17) Theoriginalcertificatesgiventothecollegebythestudentswillnotbereturned to the 

students’ .The students should keep the attested copies of thembefore 
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takingadmission. 

18) Action will be taken against students if it’s found that they have made 

changesinanydocumentontheirown. 

19) Students will not be allowed to found any board or associations without 

thepermissionoftheprincipal. 

20) It is the right of the Principal to allow or forbid the students from appearing 

intheexaminationwhoremainabsentforlectures,internaltests,Term-

EndExaminationandbehavebadlyinthecollege. 

21) Students should take admission in the college by fillingin theform given bythe 

collegeonly. 

22) Each student will be given an Identity card by the college. Student should 

sticka passport size photograph on it. He should show it if asked by the 

teachers,officers and administrative staff. Otherwise they will have to pay a fine 

ofRs.50/-If the Identity card is lost student can obtain another I-card by 

payingRs.250/- 

23) Students will be enrolled in the Second semester only if their behaviour in 

theFirstsemesteris good. 

24) Studentsshouldnotethat theyhavetotakenew admissioneveryyear. 

25) Students should take the receipts of the fees paid from time to time from 

theconcernedclerk.Thefeesonce paidwillnotbe returned. 

26) Every studentmustcomplete average attendance of 80% in each 

semester.Students havinglow attendance will not be allowed to fill the 

examinationform. 

StudentsshouldstrictlyadheretoalltheinstructionswrittenonthecollegeNoticeBoard.

Otherwisethestudenthimselfwillberesponsiblefortheloss. 

27) Roaminginthecollegecampusduringthelecturetimeorbehavingimproperlywillbet

reatedas anoffence. 

28) Studentsshould notbringradio,cameraorcell-phoneinthecollege. 

29) Bringingadummypersonasaparentinthecollegeisanoffence. 

30) The Principal has the righttogive admission or cancel itatany 

momentwithoutgivinganyreason. 

31) Ragging is strictly prohibited in the college premises and outside. 
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Studentsindulginginitwill bepunishedas percircular“UGCRegulation No.f-1-

8/2006(C P PII) 4th March 2008No.170.Such students will be expelledfromthe 

college.Legalactionwillbetakenagainstthem. 

32) Studentswillnotbeallowedtochangethefacultyforanycause. 

33) Nobody should meet the Student directly and they should enquire in the 

officebefore doingso. 

34) It is the right of the Principal to occasionally organize or not to organize 

theAnnual Social Gathering and the Annual Prize Distribution Ceremony in 

thecollege. 

35) The students should themselves be present for taking the required 

certificates,Hall-Ticket,mark-sheet,L.C./T.C.inthe college. 

36) If a student does not submit the required documents in the college, he /she will 

be responsible for his/her loss. 

37) Dress code is compulsory for students of Senior College according to the order 

of the institution. 

38) Students should strictly follow all the above rules as well as any other rules made by 

the college from time to time. 

 

 

 

           

    

   

   


