OFFICE OF THE PRINCIPAL, LAXMINARATAN COLLEGE, e
) o 20 o R A

No J24Y NOTICE
All the HODs and faculty members are advised to follow the instruchons il

indicators given below for the session 2022-23 and perform thell

assignments honestly & dedicatedly

1 Each department and society/commuttee must organize at least J actiaties events
lother than the work assigned) per session and keep record of the same
will be carnied out in the presence of the Principal and 1QAC coordinator as well a=
interested stafl members

2 Each depl. and society/committee must discuss with therr members and mus!
propose name of activities/events to be organized by them to IQAC After approval
from IQAC they can organize the events as per their convenience, Such events are
to be organized without hampenng classes

3. Mol has to be signed with every organization who want to do any eventin the coliege

The events

premises,
4. IQAC has to monitor progress time to ume and provide necessary guidance, i

required
Each dept. has to organize at least one (01) parent-teacher meeung for each

un

semester students every year.
Each department has to organize mentor-mentee meeting before and after internal

6.
examinations, i.e_, two meetings for each semester students

7. Internal examinations will be conducted centrally by the examination section. Each
department has to provide necessary question (from blended learning portion) to the
examination section.

8. Each department has to prepare gquestion bank and must provide word file 10
Academic Bursar, college library and IQAC by the end of September 2022.

9. Each department/ society/committee has to submut half yearly performance report
by December and yearly performance report by June every year.

10. The pending annual reports of the previous sessions must be submutted by the end
of November 2022,

11. The department heads have to subrmit the mentor mentee list after =3 st semester
admission will be over

12. All HoDs have to submit course completion certificate at the end of each
semester /session.

- - '}‘.}-**
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Pnnopal
Laxminarayan College
Jharsuguda



5 | Coordinator, IQAC

Co-Currnicular Assignments for the session 2022-23

Sl Co curmcular Assignments INHmr of staffis]

| Secretary, Stall Council

] Adminmistrative Bursadr

(Associate Admimistratve

Wark to be done

Mrs, Smuta Bose, Reader in [ 1. Toconduct at le
Chemistry I meelings in a session

| 2 To keep record of same
| 3. Any other workls) assigned

Aast twao

I[ilr. Sarn) Kumar kuanar, Reader 1. To

in Chemistry | support

Mrs., Purnima Mayee Dash, 2 To conduct administrabive audi

3. To keep record of same

provide Admunistratve

.I Bursar Reader in English
[ 4. Any other work(s) assigned
- — | — B —
3 Accounts Bursar Mr. Tapan Kumar Barik, | |. To prepare Annual Budget,

Associate Accounts Bursar  Dr. Yadav Devi Prasad Behera,

4 Academic Bursar (+3]

_l | Associate member(s]

Reader in Economics
bill payments, audit

| compliances etc.
5 To conduct internal financial
audit and to keep records

|
|3 An-._r.'prhcr_jﬂlrl_clsj assigr wed

Lecturer in Conmmerce

Dr. Swarnamayee Purohit,

|
Reader in English | attendance, syllabus and
|

_ _ course completion
Dr. Susmita Naik, Lecturer in 2 To conduct Academic Audit

| Academic-in-charge (+2]

' Associate member(s]

Chemistry ) 3. To conduct Teachers'

Mrs. FGDJH Shah, Lecturer m | Satisfaction Survey

Commerce |4 To prepare of Question Bank

Mr. Jhas Kumar Khaman, 5. To keep record of result of
examinations and “On Time

Reader in Botany

Ciraduation”

| Sk Azhar Igbal, Lecturer in 6. Any other work(s) assigned

Commerce
|Dr. Laldhari Singh, Lecturer in |

cash management, supervise all

| To supervise classes, students’ |

 Odia - | R

Coordinator, AISHE

Associate Members

, -
‘Mr. Tapan Kumar Bank, Reader | 1. To regu Jarly monitor the
progress the work assigned

in Economics
Mrs. Sonam Ganenwal, Lecturer 2. To collect data required for
| ™" AQAR and AISHE report

\in Zoology
Mr. Bharat Bhabesh Pat, | 3. To upload AISHE report
|4, To upload AQAR

|Lecturer in Physics . _
Mrs. Prajnya Parimita Patel, | 5. To implement varous ideas for
Lecturer in Mathematics Quality enhancement

(6. Amy other work(s) assigned

1
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Conrdinator, (OO

Lot dimvaiting

OHEPEE

Associate Coordinator,
UHEPEE

Coordinator, UGC

Associate Coordinator|s)

Coordinator, NAAC (3
Cvele)

Member(s)

Officer-in-charge, H.S. wing
(+2)
Associate Officer in-charge

Mr Tapan Kumur Bank Reader

i Economics

Dr Swarnamayee Purohit,
Reader in Enghsh

Mr. Bharat Bhabesh Pan
iLcrturtr in Physics

Dr. Susant Kumar Padhan,
Lecturer in Chemistry

Dr. Manish Kumar Dwivedi,
Lecturer in Hindi

Mrs. Shephalee Devi, Lecturer in 3.

Economics

Dr. Swarnamayee Purohit,
Reader in English

Departments

Mr. Bignan Bhusan Bhanja,
'Reader in Physics

'Mrs. Rashmi Rekha Behera,
Lecturer in Physics

in Mathematics

Miss Netrakanti Naik, Lecturer

lMusa Rojismita Majhi, Lecturer

Admission-in-charge,
H.S wing (+2 SAMS)

Associate Admission-in
charge

in Botany

Dr. Prasanta Kumar Patel,
Reader in Education

Sk Azhar Igbal, Lecturer in
/Commerce

i To -pr-:fll':l‘l'l Viarous Wi rh

|

a

|1

|.!.

|4,

I
.

| T
Members of IQAC, Heads of all | =

1,-;,.-,.-..1, tin LS00

Timely utilization of fung,,
submssion of U

To collect vanous data rely,,

to OHEPEE

To provide necessary repon
time to tume

To monitor Blended learnmn,
and to keep record

To implement Vanous proposg|,’
proposed by OHEPEE

. Any other workis) assigned

Ta collect various data related
to UGU

To provide necessary report
time to nme

To implement vanous proposals
proposed by UGC

Any other work{s| assigned

To collect various data related
to NAAC

To provide necessary report
time to ume

3. To implement various proposals/

4. Any other work(s) assigned

proposed by NAAC

| 1. To preparation and Submission

| .

of ROM

To conduct fill up of forms for
Annual H.S. Examination

3. To perform vanous work relate {

+.

to Annual H.S. Examination
Any other work(s)
related /assigned

To conduct admission of
students

. To print and distribute of

ldentity Card
Any other workls)
related ,.Eamﬁnﬂi_



Vilomassion i harge, ‘Mrh Smita Bose, Reader in |, To conduct admisswn ol

Pegrer wing (+ 3 SAMS)

Chemistry students
- 2. To print and distribute of
Associate Officer-in charge Mrs. Pooja Shah, Lecturer mn ldentity Card
[Commerce J. Any other work(s| '
] S related fassipned |
IE 'Coordinator, MO (671) Dr. Sara) Kumar Kuanar, I To sensinize Alumnus and |
| College |Reader in Chemistry others about MO (691) Colloge
| i ¥ = 1 ! ' & i 2 '-|1. Ty
|Associate Coordinators Mr. Narasingha Panigrahi, “”ml A e joiring
- Reader in Mathematics members
Miss Shriyalaxmi Panda, 2. To collect data of Funds
Lecturer in Commerce generated
Mrs. Shephalee Devi, Lecturer in - T0 utilize the fund collected to
| Economics bertterment of the Insttuton
|| } .4 Any other work(s| assigned
|I 14 |District Coordinator Mrs. Purnima Mayee Dash, 1. To sensitize students for Sell-
I| %ulfﬂf:f&ﬂue Reader in English Defence Train program
&?urdmﬂmr Sell-Defence  |Miss Sonali Samaria, Lecturer N 2. To organize Sell-Defence
.E1 2) ) E!DI‘I'IITIEIC{.‘ . program and o keep record
| Coordinator Self-Defence rs. Rohini Baxla, Lecturer in | 3 Any other work(s) assigned
( [(+3) English
|| 15 _Programme Officer, NSS Dr. Laldhari Singh, Lecturer in | 1. To sensitize students for NSS
| |(+3) Odia 2. To keep record of students

| Joined NSS separately for +2 ||
|

| and +3 |
3. To organize at least two events |

Programme Officer, NSS Miss Swagatika Barik, Lecturer separately for +2 and +3 |

(+2) in Commerce students !
4. To keep record of Events |
| organized
| 5. To adapt one village
Il | 6. Any other work(s)
| _ | related /assigned
16 NCC Officer, Army wirigs | Lt, Manas Ranjan Acharya, 1. To sensitize students for NCC
P.E.T. 2. To keep record of students
NCC Officer, Naval wings | Dr. Yadav Devi Prasad Behera,|  joined NCC separately for +2
|Lecturer in Commerce . and +3
\NCC Officer, Air wings Dr. Manish Kumar Dwivedi, 3. To participate in at least two
I Lecturer in Hindi camps
| 4. To keep records of Event
organized
| 5. Any other workis)
- related /assigned




Controller of Examinations  Dr. Susant Kumar Padhan
Lecturer in Chemistry

Mrs Sukrut Tanaya Can
Lecturer in English

Mrs Sonam Ganeriwal, Lecturer
|in Zoology

(Mr Uddhav Biswal, Lecturer in
Mathematics

Associate member|s)

Officers-in-charge Library  Dr. Snehalata Mishra, Reader in
(+3) Chemistry
| Associate Members ‘Mrs. Sukrut Tanaya Gin,
|Lecturer in Enghsh
'Miss Netrakant Naik, Lecturer
li_l:l_h'lﬁﬂ'_\_r!malicz )
Officers-in-charge -Library | Mr. Jhas Kumar Khamari,
(+2) Reader in Botany
Associate Members Miss Sucharita Dash, Lecturer
in Political Science
Mrs. Shephalee Devi, Lecturer in
Economics

18

—

[

Ty @
examinations and intepy
examinations

To conduct Annual
Examination of =2 1 st
students

onduct Lraarter g

1

Year

3. To conduct mid term
exammination of each semes: e,

4. To conduct evaluation of
process of the same

5. To keep record of the

examination and evaluaton

Any other workis|

related / assigned

t

1. To maintain record of
atiendance of students and
faculty

2. To keep record of books 1ssued
by teachers and students (in
soft and hard copies)

3. To maintain stock register (in
soft and hard copies)
| 4. To arrange of book fair
5. Any other work(s) assigned

Internal Audit and Stock

[ 19, Administrative Bursar ] 1. To maintain Accounts of
, \verification team Associate Accounts Bursar | various goods purchased
Mr. Jhas Kumar Khamari, | through various funds
Reader in Botany ' 2. To maintain Stock register of
Miss Sonali Samaria, Lecturer in|  different apphances
Commerce 3. Any other work(s)
related /assigned
20, Student Dr. Swarnamayee Purohit, 1. To conduct Career Counseclhin
| Support/Counselling & Reader in English 2. To organize of placement drv

Placement Cell
in Economics
Mr. Bharat Bhabesh Pati,
Lecturer in Physics
Dr. Dipasikha Schela, Lecturer
in Odia
Dr. Yadav Devi Prasad Behera,
Lecturer in Commerce

Mr. Tapan Kumar Barik, Reader 3

Tao keep report of placement ©
students both on-campus an
off-campus

Any other work(s) assigned

| 4.
|




21 Students’ grievance Mr. Tapan Kumar Barik, Reader To develop and to implemen
redressal cell in Economics mecharmsm of grevanct
Miss Shrvalaxm: Panda. redressal in the college
Lecturer 1-r| Commerce 2. To keep record of all grievances
of student

Mrs. Rohim Baxla., Lecturer in
English 3. To keep record of all gnevancecs

Mr. Uddhav Biswal. Lectuer in redressed
Mathematics 4. Anv other work(s) assigned

1

22 Ann-ragmng cell Mr. Uttam Charan Hota, Reader | To conduct sensitization
in Economics program related to ant ragging
Mr. Narasingha Panigrahi. in campus and hostel
Reader in Mathematics 2 To develop and Ir'l'lpll:'lTIl’.'l'tt
Mrs. Japani Patel, Reader in mechanism of gnevance
Economics redressal in the college
Mrs. Rohini Baxla, Lecturer in | 3. To keep record of all gnevances
English of student
4. To keep record of all grievances
, redressed
! | 5. Any other workis) assigned !
|23 Sexual harassment Mrs. Smita Bose, Reader 1n | 1. To conduct sensitization related
prevention cell Chemustry to sexual harassment
Dr. Snehalata Mishra, Reader in prevention in campus and
Chemistry hostel
Mrs. Nima Panigrahi, Lecturer in| 2 To develop and implement
Zoology mechanism of gnevance
Dr. Susmita Naik, Lecturer in | redressalin the college.
Chemistry 3. To keep record of all grievances |
|Administrative Bursar ~ of student
IQAC Coordinator 4. To keep record of all grievances
redressed
" : o 1 _ | 3. Any other work(s} assigned
24, :;u;'i"i;t Informaton Officer :Ir. ;Ijhals Kumar fl(hamm, 1. To keep record of all grievances |
¢ader in Botany 2. To keep record of all grievances
Miss Swagatika Barik, Lecturer | redressed
in Commerce 3. Any other workis) assigned

Mrs. Prajnya Parimita Patel,
Lecturer in Mathematics

P ._ | - ‘ —

|:n Scholarship cell Mr. Byendra Jyotish, Lecturer 1. To conduct Awareness program
in Physics of various scholarship schemes
{Coordinator) 2. To maintain re

o . part of students
Associate Members Mrs. Rashmi Rekha Behera. . getting benefit of various

Lecturer in Physics schemes
Mrs. Prajnya Parimita Patel, 3. Any other work(s) assigned

Lecturer in Mathematics

|Mrs. Sonam Ganeriwal, Lecturer
- in Zoology




To provide updated info,y,,

. ad ol l
N All Hedad « ,-p[‘jtlﬂﬂ Ly 8% Habus

&Y
. . - Bursars »
M College Academic Couni il | Academic .
Departments ) To provide previous vey;

questions to all departmern,
3 To monitor smooth conducy,,
of classes and exrmination

| 1. To keep record of all grnevance.,
¢ Bursar 2. To keep record ol all gnevances,

27 Internal Complain Administrative Blursarl
Associate Admumstrativ

Committes redressed
Academic Bursar i d
: ather work(s) assignec
| | IQAC Coordinator . 3.Any o
| Secretary, Staff Counal | I d k_ — ||
(e - T & tree  To monitor and to keep recor
28 College construction Dr. Saroj Kumar Kuanar, ! T e onatruction related work
commuittee Reader in Chemistry ) o ::nllegt:
Dr. Snehalata Mishra, Reader in 4 and
. 2. To keep record of land an
Chemstry ’ o
" - build of college
Dr. Swarnamayee Purohit, _ )
; : 3. Construct new infrastructure
Reader in English '
: : for betterment ol Institution
Dr. Laldhan Singh, Lecturer in
Odia 4. ﬁn}r other “"ﬂl‘klﬁ]
Lt. Manas Ranjan Acharya. related /assigned
P.E.T.
| | Administrative Bursar
| - Account Bursar - .
124 Purchase committee Administrative Bursar I. To keep record of all Purchases
Accounts Bursar of college through various
RUSA Coordinator funds
UGC Coordinator 2. To purchase new infrastructure
OHEPEE coordinator for betterment of Institution
IQAC coordinator and to keep record of the same.
Head clerk 3. Any other work(s)
, | Accountant related /assigned
30. Discipline Committee, in- | Mrs. Smita Bose, Reader in 1. Sensitize students about rules
charge Chemistry and regulations of the
| insutution from the beginming
Members Mr. Uttam Charan Hota, Reader of each session and to keep
in Economics record of the same
Mr. Tapan Kumar Barik, Reader 2. To keep record of all grievances
I in Economics 3. To keep record of all gnevances
_ Dr. Susant Kumar Padhan, | redressed
| Lecturer in Chemstry 4. Any other work(s) assigned

Dr. Manish Kumar Dwived:,
Lecturer in Hindi

Lt. Manas Ranjan Acharva,
P.E.T.

Administrative Bursar
Academic Bursar
Heads of all Departments
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College Canteen

Student Urnon, Advisor

Associate advisor

Cultural Association

Athletic Association

Dramatic Assnciation

| Accounts Bursar

Dr. Snehalata Mishra, Reader in | |
Chemistry .
Dr. Manish Kumar Dwivedi,
Lecturer in Hindi

2

Dr. Laldhari Singh, Lecturer in 3

Odia
|Admimistrative Bursar

il

Dr. Saroj Kumar Kuanar, Reader 1

Reader in Mathematics

Mr. Tapan Kumar Barik, Reader
in Economics

Mrs. Purmima Mayee Dash,
'Reader in English |
'Dr. Dipasikha Schela, Lecturer

Reader in English

Miss Swagatika Barik, Lecturer
in Commerce

Miss Sonali Samaria, Lecturer in
|Commerce

Mr. Bijendra Jyotish, Lecturer in

in Chermistry 2.

Mr. Narasingha Pamgrahi, 3.

(in Odia e
Mrs. Purnima Mayee Dash, L.
Reader in Enghsh
Dr. Swarnamayee  Purohit, 2

To monitar the quality ol
time to tme

To menitor hygiene and other
infrastructure

Any other work(s] assigned

To select class representative
To conduct Student
Satisfaction Survey

Any other work(s) assigned

To conduct Annual day
celebration

To organize various college level
competitions and to keep |
record of the same.

3. Any other work(s| assigned

Physics
Dr. Laldhar Singh, Lecturer in
Odia

Lecturer in Hindi

Lt. Manas Ranjan Acharya,
PET. ‘
Miss Sonali Samaria, Lecturer in
Commerce |

in Chemistry
Mrs. Purnima Mayee Dash,
Reader in Enghish

Mrs. Nima Panigrahi, Lecturer in
Zoology

Mrs. Shephalee Devi, Lecturer in
Economics |

Dr. Manish Kumar Dwivedi, 2.

Dr. Saroj Kumar Kuanar, Reader 1.

4

To conduct Annual Athletic
Meet, both indoor and outdoor

Any other work(s) assigned

To conduct Sambalpurn
Drama/ loka sanskrut

Any other work(s) assigned




" Programme Officer NS8S (-2 1
Programme Officer, NSS (=]

Soctal Service Gunld

)

—

Dr. Saro) Kumar Kuanar,

To adapt a % lage and
seTVICES
anv other workis| assigned

z¢ Blood donation

To organi

T  Youth Red Cross . t —
1 4 tnc
geaiiﬁlﬂhrmlsm e 2 To organize Plantation program;
ecr \ s
Dr. Dipasikha Sohela, Lecturer 3. To adapt a Village
in Odia 4. Any other work(s) assigned
Dr. Manish Kumar Dwivedi.
Lecturer in Hind:
Lt. Manas Ramjan Acharya,
[PET. =

Mr. Bignan Bhusan Bhanja. 1

'Reader in Physics (Nodal Dfﬁccrl|
‘H:adﬁ of department of Physics, 2.
Chemistrv, Mathematics,

Zoology. Botany

15, Science Society

To organize any Two events
approved by I1QAC
Any other work(s] assigned

Mrs. Purruma Mayee Dash,

To organize any Two events
approved by [QAC
Any other work(s| assigned

. To organize any Two evenls

approved by 1QAC
Any other workis) assigned

To maintain discipline in the
Hostel

To redress grievances of
hostelite and keep record of the
same

To mamntain accounts of fund
Any other work(s) assigned

3G |Sahitya Sansad | 1.
Reader in English (Nodal Officer]
Heads of Department of Hindi. | 2.
|Odia. Enghish |
40 Vanijva Pansad I!l..'l.l's. Pooja Shah, Lecturer in 1
Commerce |Nodal Officer)
| Faculties of Department of 2.
Commerce |
41  Supernntendent of Girl's Dr. Snchalata Mishra, Reader | 1
Hostel in Chemistry
Deputy Supenntendent of  Miss Rojismita Mapha, 2.
Girl's Hostel Lecturer in Botany I
| [ 3.
- 4+
142 Hostel Advisory Committee !Admlalram't Bursar '
'Accounts Bursar
Supenntendent of Hostel [ 2.
(Boys and Girls|
[ 3

Mr. Bignan Bhusan Bhanja.
Reader in Physics

Dr Swarnamayee Purohit,
Reader in English

. To discuss and resolve vanous

administrative 1SSUes

To propose to purchase
required infrastructure
Any other work(s) assigned



47 Stall & students' common

4H

43 Electnicity /| Equipmen)

[Purchase & Muntenance)

Mr. Bignan Bhusan Bhanja
|Reader in Physics
|Dr. Laldhan Singh. Lecturer in

Odia 2
'Mr. Hiteswar Birtia, Lab Asst. in
|Physics

(3

Dr. Snehalata Mishra, Reader m] 1
Chemistry

Dr. Susmita Naik, Lecturer in
Chemistry |2
Lt. Manas Ranjan Acharva.

P.ET. -

College time table in-charge Dr. Susmita Naik. Lecturer in 1.
Chemistry

Associate Members 2
‘Mr. Bharat Bhabesh Pat, |

Lecturer in Physics

Mrs. Nima Panigrahi, Lecturer i)

Zoology

44 Repaur of furniture

45

3

B e ) |
Recognition & Affiliation Administrative Bursar TI.
commitiee Account Bursar

Dr. Snehalata Mishra, Reader m| 2.
Chemistry

Dr. Swarnamayee Purohit, |
‘Reader in English |
Dr. Prasanta Patel, Reader in
'Education

Head Clerk

| Accountant

an

roOm Reader in Mathematics

Lecturer in Physics
Miss Sonali Samana, Lecturer in!
Commerce

‘Mr. Uddhav Biswal, Lecturer in ‘
!Mathematics

Adnmussion (2]

Sorenoe
:I-Eun]nm' |2
Mrs Prajnya Panmita Patel.

Lecturer in Mathematcs

‘Mr. Narasingha Pamigrahi, 1.

Mrs. Rashmi Rekha Behera, | 2.

‘Mrs. Nima Panigrahi, Lecturer m| 1

To keep e ardd of all P lasen

of college through b
funds

Ta purchase new electrical |
equipment [or hetierment

[nstitution and to keep Te0

of the same

Any other wor ksl

related assigned

vd

To repanr of furmiture il
Institution and to keep res ord
ol the same

. Any other work(s)

related / assigned

To prepare college tume table for
ecach class

_ To prepare master hme tuble

Any other workis) assipned

To keep record of Recognition
B Affiliation of the college
Any other worki(s)

related [ assigned

To provide necessary Armeniies

and keep record of the same
Any other workls) assigned

Admission and related workls

Filling up forms for Annual 1
Examination



Arts Miss Sucharta Dash, Lecturer
n Pobtical Soience
Mrs Pragyan Paramita Nath

Commmerce Miss Swagatika Bank, Lecturer

in Commerce
Dr Yaday Devi Prasad Behero
Lecturer in Commerce

14 Admission [+3)

Saence Mr Biendra Jyotish, Lecturer in
| Physics
Mrs. Nima Panigrahi, Lecturer in
Zoology |

Arts Mrs. Shephalee Devi, Lecturer in
Economics .
. iy . Admission and related work(s)
‘Mrs. Rohinmi Baxla, Lecturer in

| English

Commerce |Miss Sonali Samana, Lecturer in
Commerce

'Miss Shrivalaxmi Panda,
|Lecturer in Commerce

50 RUSA Coordinator |[}r. Prasanta Kumar Patel, 1. To collect various data related
Reader in Education to RUSA
I 2. To provide necessary report
'RUSA Associate 'Sk Azhar Igbal, Lecturer in time to ume
Coordinator Commerce 3. To implement various proposals

proposed by RUSA
4. Any other work(s)
related fassigned

51 Officer-in-charge of various semester examinations
, T

st semester Mr. Bharat Bhabesh Pati,
Lecturer in Physics

'Sk Azhar Igbal, Lecturer in

Commerce

‘Mrs. Sukruti Tanaya Giri,
- Lecturer in English

2nd Semester Mrs Prajnya Parnimita Patel, ;_ ?j - ':F forms
Lecturer in Mathematics . Lo perform all other activities

Mrs. Pooja Shah, Lecturer in tar smnnth tanduction of
Cofatiérse examination
Dr. Dipasikha Sohela, Lecturer

__in Odia

i Bemester Mrs. Shephalee Devi, Lecturer
im Economics

10 |




1 Mrs. Rashmi Rekha Behera,
Lecturer in Physics
Miss Swagatika Bark, Lecturer
lin Commerce

A1h Semester Dr. Susmita Nak, Lecturer in
Chemistry
Mrs. Rohini Baxla, Lecturer in ‘
English

Dr. Yadav Devi Prasad Behera,
Lecturer in Commerce

Sth Semester 1M1!‘S_ Nima Panigrahi, Lecturer
in Zoology
. Miss Sonali Samaria, Lecturer
in Commerce ‘
I Dr. Manish Kumar Dwivedi,
Lecturer in Hindi

fhith Semester Miss Sucharita Dash, Lecturer

in Political Science

Dr. Susant Kumar Padhan,

I Lecturer in Chemistry

Miss Shrivalaxmi Panda,

|Lecturer in Commerce S

52 |Green Iniative Team Mrs. Sonam Ganeniwal, I.,r:cturerl 1. To organize workshop on
Sustainable Energy Sources

‘ in Zoology
Miss Rojismita Majhi, Lecturer and keep record of the same
in Batany 2. To organize workshop on

Swachchata mission and keep
‘ record ol the same
3. To conduct Energy Audit
4. To conduct Green Audit
5. To suggest new sustanable

| Mr. Bharat Bhabesh Pati,
Lecturer in Physics
Miss Swagaltika Barik, Lecturer
in Commerce
Mr. Uddhav Biswal, Lecturer in

: reforms
L
MateemaLiCs 6. Any other work(s) assigned
53. Women's cell Mrs. Purnima Mayee Dash, 1. To organize workshop on
Reader in English Women's' right and keep record
of the same

Miss Swagatika Barik, Lecturer

‘ | in Commerce

Mrs. Rohimi Baxla, Lecturer in
Englsh
' | Miss Sonali Samaria, Lecturer
in Cammerce |

‘2 To organize Program(s) on
Women's health and safety and
keep record of the same

3. To conduct Self Defense
Program and keep record of the
same

[4. Any other ﬂ}rk{:-;]jmgﬂ




vl Equal Opportumity Cell

55 [IT cell and Computer Lab
In-Charge
Associales
|R{-s.eurch and

Sy
! Collaboration committee

Press & Media

a7

| My Hyendra Jvotish, Lectures
in Physics
Mrs. Rashmi Rekha Behera,
Lecturer i Physics
| Mrs Praynya Parimita Patel,
Lecturer in Mathematics
| Mrs. Sonam Ganeriwal,
Lecturer in Zoology
Mrs. Rohim Baxla, Lecturer in
{English

Miss Rojismita Majhi, Lecturer
(in Botany

Mr. Bharat Bhabesh Pat,
Lecturer in Physics
Mrs, Prajnya Parimita Patel,
Lecturer in Mathematics
Miss Netrakanti Naik, Lecturer
in Mathematics

Dr Snehalata Mishra, Reader
in Chemistry

Dr, Saro] Kumar Kuanar,
Reader in Chemistry

Dr. Swarnamayee Purohit,
Reader in English

Dr. Yadav Devi Prasad Behera,
Lecturer in Commerce

b

3

1.

| 4=

o organize Progrim
Fquity and keep e ord of the
same

To keep admission and
examination results reports of
students based on their
category and gender

Gender Audit

4 Anv other work(s] assigned

To maintain college website

To organize workshop /traun of
teachers and students

. To organize short-term sell

financing course (programming
language, application making,
soltware repair etc.)

Any other work(s) assigned
To encourage faculues for
research publication & Ph. D
To organize workshop on
intellectual property right

To make MoU with vanous
industry and institutes for
mutual benefit

Any other workis) assigned

Dr. Saro) Kumar Kuanar,
Reader in Chemistry

Mr. Tapan Kumar Barik,
Reader in Economics

Dr. Swarnamayee Purohit,
Reader in English

Miss Sucharita Dash, Lecturer

in Political Science

. To keep record of events

published

. To keep paper cuts (hard copy

and soft copy)
Any other work(s| assigned

an Crenider

.

Pnnr:ip-al-.
Laxrunaravan College
Jharsuguda
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OFFICE OF THE PRINCIPAL, LAXMINARAYAN COLLEGE.JHARSUGUDA
NO. LRL5..... Oate X 0824022

OFFICE ORDER

The Work distribution among the ministerial staff / class.ii staff for the Session-2022-23 shall be as per the
chart gven below It will remain in force until further order

H_lrnn Mature of Work

' SINo.

Goverming Body, Affiliation and concurrence i+2 & +3), infrastructure and
development, Transfer and posting, pension C C R Planning Maintanance of |
S Saukilal Praghan service book and personal files, leave matters. Holiday ist Assembly queston
Mead Clerk-in-charge legal matters  court cases, general comespandence and superiision Annual |
increment. General purchase. staff attendance (only non-teaching) general / local
body elections. General stock and store Campus cleaning | e-service book, &-
pension and any other work (s) assigned by the undersigned from time 1o time

Slore keeper (Physics) along with +3 Admission  +3 Return of Matriculates |
inlermediates, +3 Registration, +3 C L C, +3 Migration +3 Other Certficate, [
'Sn Jagadish Chandra Patel, Student Safety and Insurance. Students Railway Concession. +3 Atlaton and
Store Keeper (Physics) Recognition, Registration of College Teacher. +3 Identity Card and +3 other
academic work . Help Desk +3 Admission and any other works assigned by the

| undersigned from time to time

| —

Accounts and Audils. all cash Transachons, Income-Tax General provident Fund
Life insurance. Employee's Prowdent Fund, ESIC, Salary bills. Treasury matters.
Accountant-im-charge Budget Requirement of fund RUSA OHEPEE, UGC Self Defence  e-service

bock. e-pension and all ather matters having financial involvemeant and imphcatian
and any other works assigned by Ine undersigned from time 1o time

Both +2 and +3 admission. Return of Matriculates and intermediates, change of
subjects |ssuance of CLC, Conduct Certificate. Bonafide Certificate Cantinuity
Certificate. etc. Enrolment. Registration and filling up forms, transactons (SBI
Mrs Diptmayes Maohapatra Collect), Online 1ssues, Despatch and recespts, maintenance of SAMS Lab and
DEC internet connechan, typing of official correspondence and confidental letters
Updation of e-space Downloading of all official letiers / emall  e-service book, e-
pension , such other correspondence and any other works assigned by the
undersigned from lime to time

|5rr Ashok Kumar Pradhan

Diploma and mark-sheels DCR (+2 and +3) Time table, all types of works

Sn Ranjit Tirkey relating to shorting out of problems/ withheld of result of College and University
Jr Clerk Examinations (Redressal of all examinations relating bottle necks) |ssue and
Despalch Petty case Expenditure and any other works assigned by the
undersigned from Lime o ime

B Sports and gameﬁaﬁuwtte& Youth Red Cross, Social Service Guide Stuedn!

b attendence and Calculation and any other warks assigned by the undersigned
Sri Manas Ranjan Acharya, PET |from time 1o time |

‘ Case seclion, University Examinations, Issuance of University Certificate Degree

X1

IT section Data updation works of Admission, Scholarship HREMS, IFMS  other
St Sumit Kumar Sahu compuler related works e-service book, e-pension and any other works assigned
by the undersigned from lime la ime

issue and Despatch, Attached to +2 section and any other works assigned by the

H Sn Rohit Kumar Patel

undersigned fram time to time .
g Sn Aspim Kumar Naik Attached 1o Account Section - |
! _—
1 3r Bikram Pradhan Attached lo Esablishment Sechon -
L L e 1+
i) e
Principal

L.N.College, Iharsuguda
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