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Read: Technical Education Institution Manual [TEIMJ for Government Engineering Colleges May 2018.

-:: Oflice Order:: - (With effect from Datez 0210112023'S

Following adminishative/ managerial duties are assigned to corresponding officers/staff in addition to
their regular job specific responsibilities for smooth functioning and overall development of the institute till further
order. All are informed to maintain records with proof and present as and when requircd.

I Head, Human Resource (Facultv&Staff): Convener Member

I
Administrative officer Dr.C.G.Prajapati B.D.Prajapati

M.B.Chaudharv

)
Manpower Outsource related establishment work

Dr.C.G.Prajapati
B.R.Patel

B.D.Prajapati
M.B.Chaudhary

J Institute Overload committee and workload calculation Dr.F.J.Narsineani
4 RTI / l,esal Matters N.R.Kotiya M.N.Praiapati, K.P.Shah

5
lnternal Complaint Committee (ICC/Women
Development Cell R.H.Chaudhari

S.G.(hauhan
N.K.Praiapati

6 CAS /APl/Grievance Redressal A.B.Patel D.A.Patel
7 Faculty/Staff Traininpy'Research ProcesVComoilation Dr.A.M.Patel S.K.Dabhi
8 Accounts Officer Dr.K.M.Korot J.G.Praiaoati. G.M.Patel
^, Head, Student Affairs: Convener Members

I
Student Section, CTU related Services & Examination,
other examination as per authority order

D.A.Patel
S.K.Dabhi

G.S.Patel, R.B.Chaudhary,
N.R.Kotiya, S.L.Modi,
R.H.Chaudhari, V.P.Patel,
T.J.Rathi

2 Student Scholarships & Related matters G.S.Patel
K.G.Prajapati
V.H.Khokhani

3 Cymkhana related all activities Dr.A.M.Patel G.S.Patel, K.P.Modi
V.H.Khokhani

4 Alumni Association J.H.Patel K.S.Banker

5 NSS Dr.C.M.Savaliva
Dr.C.G.Prajapati
Dr.F.J.Narsingani
R.B.Chaudharv

6
KCG related student activity like G3Q, CKS & Govt.
Scheme

V.D.Patel R.B.Chaudhari

7 NCC Dr.K.M.Korot P.K.Gaiiar
8 Anti-Raeeine Committee R.H.Chaudhari J.V.Modi
I Student Welfare & Mentor international student CSR V.H.Khokhani S.G.Chauhan

10 Admission & Help Center K.G.Prajapati
P.K.Gaiiar
N.R.Kotiva

ll
Student Performanc,e/Result Analvsis/Feedback

A.K.Patel J.H. Patel, V.H.Khokhani
J.V.Modi

3 Heado Store & Purchase: Convener Members

I Central Store ( Insti.Purchase /Vikaslaxi),lnst.
Procurement policy, Write Off

B.R.Patel
A. R.Chaudhari, K.S.Banker
G.M. Patel, T.J.Rathi
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4 Head, Academics: Convener Memhers

I First Year Coordination / IIPC A.D.Patel
K.G.Praiapati, S.G.Chauhan,
J.V.Modi

2 Institute Timetable Coordination A.R.Clhaudhari
J.H.Patel, R.K.Rathod
J V Modi, R.H.Chaudhari

J
Event Report Preparation, CTE MeetingA/C Info.
Follow-upl Compilation, Minutes of Meeting

V.D.Patel
J.V.Modi

K.S.Banker
G.K.Chaudharv

4
AICTE/GTU
affi liation/AlSHENI RF/APPRENTISHI P

H.V.Hirvaniya
P.K.Gajiar, J.H.Patel
M.N.Praiapati

5
IQAC (Proceeding, MoMs & Annual QA
report)Jnsfitute NBA all related task, Academic /GTU
Inspection, DTE monthlv/annuallv insoection

Dr.S.K.Singhal
Dr.A.M.Patel

A.B.Patel,
Dr. C. G. Prajapati, N. R.Kotiya
S.L.Modi

6 SSIP Cell, CTU IDPruDP, virtual Lab V.D.Patel
H.V.Hirvaniya

M.K.Patel
RK.Rathod

5 Head, Infrastructure &Maintenance: Convener Members
I Civil Maintenance and Liason with PWD Dr.G.M.Savaliya N.R.Kotiva
2 Hqqqekeep ing/Landscap ing LI.U.Patel R.B.Chaudharv
) Electrical Maintenance and Liaison with R&B Elect. K.G.Praiapati M.K.Patel, J.H.Patel

4
Mechanical Maintenance (ROIAC/FE) and Fumiture
items

A.R.Chaudhari
J.H.Patel

A.K.Patel
K.P.Modi

5

Computer/Printer/Proj ector/NetworMnternet/CCTV/
Campus WiFi, VC Management and other IT related
repair/maintenance issues

P.N.Boka M.K.Patel
M.J.Trivedi

6
Campus Security Dr.K.M.Korot H.N.Chaudhari

K.S.Banker

7
KYC Portal, Website Management and updating, MIS
and similar portal of GoG/KCG A.K.Patel

6 Head, Industry & Outreach: Convener Members

I
Training and Placement Cell, Industy Institute
interaction(I-l-I Cell),MOU,CII, Finishine School

A.D.Patel
C.S.Patel

Dr.G.M.Savaliya S.L.Modi
R. B.Chaudharv. B.D. Praiapati

2
lnstitute Publishing Committee, Institute Brochure, E-
Newsletter, Inst. &Dept. Brochure

A.B.Patel
S.L.Modi

M.G. Praj apati, M.N. Prajapati
Dr.F.J.Narsingani

3 AMIE /Profess. Bodies/Student Chapter & Consultancv M.K.Patel A.K.Patel, S.G.Chauhan

4 RUSA/Skill Development/ EBSB
S.K.Dabhi
N.R.Kotiva

K.G.Prajapati, K.P.Modi
R.B.Chaudharv

5 Language Lab/SCOPE M.G.Praianati R.B.Chaudhary
6 Entrepreneurship Development Cell P N Boka K P Modi
7 Design [ab. M.K.Patel M J Trivedi
8 Media Coordinator/Branding Dr.F.J.Narsinsani R.K. Rathod
7 Head, Anrenities: Convener Members

I
Library

M.G.Prajapati
V.H.Khokhani R.K.Rathod

2 Hostel Rector / Medical Facilitv
As per effective
DTE Order

G.M. Patel
J Hostel Warden (Bovs) Block-A
4 Hostel Warden (Boys) Block-B
5 Hostel Warden (Girls)

6
Canteen, Student Store and other student Amenities

V.H.Khokhani
P.K.Gaiiar H.U.Patel, M.N. Prajapati

Note: For portfolio specific roles & responsibility and related information refer TEIM for CECs (trrtay-z018).
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S.K.Dabhi
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