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™ Visvesvaraya Technological University

i

N “Jnana Sangama”
e Belagavi - 590 018, Karnataka State.

Phone :(0831) 2405454
Fax:(0831)2405456

Ref. No. VTU/VCS/2022-23/45 Date: 18-07-2022

Secretary to Vice Chancellor

OFFICE NOTE

Sub: Work Allocation to Non Teaching Employees
Ref: Office Circular No. VTU/BGM/DPAR/CR(3)/05/2021/570, dt:13-07-2022

As per the directions vide above referred Office Circular, required information pertaining
to Non-teaching employees at Vice Chancellor's Secretariat is furnished herebelow:

ANNEXURE - A
Sl. | Name of the Employee | Designation Work allotted by the concerned section
No. with Office Order No. & Date
1% Ms. NAMITHA N. (i)Senior Assistant Official Memorandum No.:
KULKARNI Registrar(Syndicate) VTU/BGM/DPAR/CR(3)/29/2021-22/18,
Section & dt:05-04-2022 &

(i) Personal Assistant to Official Memorandum No. :
Hon’ble Vice Chancellor | VTU/BGM/DPAR/CR(3)/02/2022/34
Dt:09-04-2022

Works attending as 1. Assisting in the Constitution of higher bodies of the University i.e.
Senior Assistant at Academic Senate, Executive Council and Board of Studies and
Registrar(Syndicate) notifying and other correspondences with the members

Section 2. In charge of organizing the meetings of Academic Senate and

Executive Council, preparing for

- Meeting Notice and other correspondence

- Drafting Agenda of the meetings and preparing for circulation

- Arrangement at meeting venue and carrying documents

- Recording and drafting Proceedings of the meetings and
preparing for circulation to the members

- Communicating the decisions of the Authorities to the

- concerned section

e - Preparing Action Taken Report

ll - Maintaining the records of all the meetings

L 3. The correspondence relating to the organization of Annual

Convocations
4. Any work as assigned by the Hon'ble Registrar.
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Works attending as
Personal Assistant to
Hon'ble Vice Chancellor

8.
9.

10. Any work as assigned by the Hon'ble Vice Chancellor

. Attending the e-mail correspondence and answering the same as

per directions

Drafting all correspondences for the Hon'ble Vice Chancellor
pertaining to Governor's Office, Higher Education Department
and other Government Agencies.

Attending the tappals received at Vice Chancellor's Secretariat
and communicating the directions of the Hon'ble Vice Chancellor
to the concerned sections.

Maintaining the daily engagement diary of the Hon’ble Vice
Chancellor and communicating the same to Governor's Office
Maintaining the records of Vice Chancellor's Secretariat
Drafting the speeches of Hon’ble Vice Chancellor for important
events,

Preparing and maintaining all the documents and printing of
booklets, procession and stage plans, Minute-to-minute
programmes relating to Annual Convocations and drafting all
correspondences with Governor’s Office and concerned
Dignitaries gracing the occasion

Dissemination of information and directions of Hon'ble Vice
Chancellor to other sections.

Correspondences relating to appointment of University Officers
and maintaining files.

MANJUNATH S.

Driver Hon'ble Vice Chancellor’'s Car driving

THIPPESWAMY M.

Attendar 1. Cleaning and maintenance of Hon'ble Vice

Chancellor's Chamber, Conference Room and
Secretariat

2. To be in the office, till the Hon’ble Vice Chancellor
leaves the office in the evening/night

3. Serving tea / coffee to the Hon’ble Vice Chancellor
and guests and during the meetings at Conference
Room

4. Zeroxing the required documents and meeting

agendas

To share the above works with Kedari Mayannavar

All the works as directed by the Hon'ble Vice

Chancellor and Secretary to Vice Chancellor

oo

KEDARI
MAYANNAVAR

Attendar

—

Sharing the above listed works with Thippeswamy

2. To be in the office, till the Hon'ble Vice Chancellor
leaves the office in the evening/night

3. Receiving Couriers, Post letters and other
documents and opening the covers and placing
before the Hon'ble Vice Chancellor

4. Carrying files and correspondence letters of the
Secretariat to the concerned section.

3. All the works as directed by the Hon’ble Vice

Chancellor and Secretary to Vice Chancellor
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Visvesvaraya Technologic

al University

Phone: (0831) 2498100, Fax: (0831) 2405467, Website: viw.ac.in

Prof. A. S. Deshpande, p.rveen), M.Tech, ph.p.

Registrar

Ref. No.: VTU/PS/2021-22/ £)/;.9)

Sub: Work assignment of Academic/DPAR/Ph.D./SAP Sections.
Following work assignment is assigned to the Special Officers in the Academic/DPAR/Ph.D./SAP Sections.

Date: 2 = A

o7

1L

=
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Centers/Autonomous Colleges.

Allocation of Worlk Region Case Worker In-charge Special
Officer with Telephone
Number

Affiliation Process/ 2(f) and 12(b) | All Smt. Geeta Pattanshetti

proposal/Name correction, Corres | Regions/UBDTCE/ Prof. Venkatesh Satwik

pondence with HED/ AICTE / UGC/ | VTU PG Centers/ | Shri. S. S. Patil (SO-1)

Affiliation ~ Software/ LIC visit | Extension Centers

correspondence/Issuing NOC/ Smt.Prema Bani Prof. Sattagouda M. Patil

Approval and Cont. Research Sri Umesh Chavan (S0O-8)

Approval Admission/ Readmission/
Change of Branch/ Change of
College/ Any other matters related
Students/ etc./Letter of Equivalence
| (Change of College/ University)/
Coordination with Exam Section/
Grievances of UGC, AICTE,
HED,GOK/CPGRAMS/  Teacher
Appointment and Approval System

All Regions/
UBDTCE/ VTU PG
Centers/ Extension
Centers

Sri. S. F. Madiwalar

Sri. Manjunath Javali

Shri. Gururaj Naik

All the case workers will
be associated with

admission approval work -

during peak period in
addition to their allotted
work,

i’rof. Chandrashekar U,
(80-3)

Prof. Vinayaksingh
Rajput (SO-4)

Prof. S. B. Halabhavi
(SO-2)

Prof. Poornima Patil
(SO-9)

General Correspondence, DCB and
Scholarships of All PG Centres of
VTU/Regional  OfficessyUBDTCE,
Davangere/ Extension Centres [MoU
(Academic)]/  e-leaming  office
correspondence

Shri Gururaj Naik

Prof, M. M, Munshi
(SO-7)

Board of Studies(BoS)/Letters of
Equivalence/ Bonafied Academic
Stores/Ph.D Course Work Syllabus

Smt. Vanishree
Raghuveer
Smt, Veena Harapanhalli

Prof, S. B. Halabhavi
(S0O-2)

VTUINEC, Correspondence of Skill
Development Centres NASD and
Talkal.

Sri. Sumeet Kapase

Prof. P, M. Kulkarni
(So-6)

Statistics/ Annual Report/ LA&ILC
Questions/ SSP (UG& PG) of
Affiliated Colleges/ Customs Duty

Sri Sanjeev Anikivi

Exemption  Certificate  (DSIR)/

AISHE/MHRD.

e-office/ Seva Sindhu/ Sakal/Inward Sri. Ravi Gumaste
Accounts of Academic Section/ Sri. Sumeet Kapase
Audit Smt. Manjula Hiremath

Prof. Vinayaksingh
Rajput (SO-4)

Prof. Poornima Patil
(S0-9)

Prof. Sattagouda M. Patil




Case Worker In-charge Special Officer

Allocation of Work
with Telephone Number

Shri. Chintamani Nesarkar

Shri. Basavaneppa Kambar Prof. Harish Bendigeri
(SO-5)

Correspondence of Registrar Office

PRO
VTU Research Grants Scheme/Conference Grants/

Faculty Grants/ FDP/ Financial Assistance, /Outside | Sri. Umesh Chavan and Outsource

collaborations. Employee
General Academic Notifications/ Circulars/ Course | Smt. Vanishree Raghuveer

Regulations (UG / PG) / Statutes / Formation of Legal/RTI related correspondence should be routed through Legal
Rules/ Norms/ General Correspondence/ Correspon | Advisor of the University. 7
dence with UGC, AICTE, HED, GOK., AISHE

Legal / RTI

NISP/ IPR/ KAPILA/Women Cell/ Foreign Sri Manjunath Javali and Prof. Rashmi Rachh
Collaborations (Academic & Research) Outsource Employee (SO-10)

Ph.D.

Ph.D. (ETR, Admission & Comprehensive All Case workers of Ph.D Sections Dr.Appasab L. V.
Viva-Voce/Change  of  Guide/Co-guide/

Research Centre/Title, etc.

Stores and Purchase (SAP) All Case workers of SAP Section. Prof. M. M. Munshi

DPAR
Non Teaching Staff NPS Update/EPF/Contract & | Smt. Jayashree Hattarki

Outsource employees, Contract employees Govt.
Correspondence, LA&LC reply, Court Case, RTI,
General files/ Other works as assigned by the

superiors.
Teaching, Non-Teaching and Other staff | Shri.Raju patil
maintenance of  attendance/Leave  sanction

process/Letter Outward/ Bio-metric maintenance/
Maintenance of DPAR Section Stock registrar/ Smt. Vanishree Raghuveer

| Other works as assigned by the superiors.
Non -Teaching Staff Personal files No.Ol to Shri.Ningappa
317/Govt. Correspondence, LA/LC reply/Court Magdum
Case/ RTI /Dept. Enquiry/Non Teaching Staff SR
Update Appointment process of Guest Faculty &
Research Project Assistant/Other ~ works  as
assigned by the superiors.
Teaching/Non-Teaching and Officers monthly
salary bills preparation/ Salary slip update, EPF/
Other works as assigned by the superiors.
Maintenance and Correspondence of UBDTCE,
Davangere /All Special Officers files/Leave
update in SR for Non-Teaching/  Govt.

CorrespondencefLA/LC reply, Court Case, RTI |
and Dept. Enquiry/Other works as assigned by the
superiors)
VTU PG Centre Belagavi, Kalaburagi, Mysuru
and Muddenahalli Teaching Staff Personal files/
Teaching staff SR update/ Govt. Correspondence/
LA/LC reply, Court Case, RTI and Dept. Enquiry/
Other- works as.assigned.by the superiors)

Shri.Anand Sani .
iri. Anand Sanikoppa | g1 5 pasavaraj Tigadi

Smt.Mamata Mallapur

Shri.Basavaraj Tigadi

9.
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Visvesvaraya Technological University
(State University of Government of Karnataka Established as per the VT Act, 199:4)
“Jnana Sangama” Belagavi-390018, Karnataka, India
FPhone: 0831) 2498100, Fav: (0831) 2 05467, VWebsite: viu,ac.in

Smt. M. A. Sapna Telephone: 0831 - 2498162

Finance Officer Fax: : 0831 -2405467

Ref: VTU/FO/W.A/2022-23/ 542 Date: 4 4 JUL 2027
U.0.NOTE

Sub: Work Allocation of Employees-reg.
Ref: Circular No.: VTU/BGM/DPAR/CR(3)/05/2021/570. Dtd: 13-07-2022.

With reference to the above subject, the required information is furnished as under.

Annexure-A

|

‘ Format for employees working permanent ]
&
 SL. | Name of the i : Officer Order No.
No. | Employee Designation Work allotted Sid Date
| Sri. Prakash Sr. Assistant | 1. Verification of all bills of Skill development | | vTU/FO/Work
Halagi Bangalore and all files of NASD, Dandeli Allocation/2022-
(other than work bills) and related Budget 23/128, Dated 13-
files. 05-2022.
2

All NSS Files and correspondence, Red Cross
files and correspondence in addition to
allocated work in above referred order.

3. All correspondence related to Departments and

Academic section and student loan.
4. Correspondence of all SCP/TSP files
including Budget and Miscellaneous files.

Fmﬂn;&;a&ama?"wi 5. Verification of all files of e-Consortium,
PFFICE OF THE REGISTRAF subscription and e-Journals.

! . | 6. Verification of all bills of e-learning and
\ EDUSAT including budget and all related
I correspondence. 7 N

7. Maintenance of Asset Register of VTU in J;;-{-\,
,1 Finance Section and updating of the same w. r. A2
[ to the records of Engineering Section. WV Qe
8. Compilation of Audit Compliance and related 0\ \ Vo' Jo

correspondence. s "K S

. Providing information under RTI Act. D ANy S
10. Furnishing compliance to Audit/Inspection g

Reports  of KSAD, CAG, Paper laid
o Committee and submitting action taken report




11. Internal

to the Government.
Audit
correspondence.

compliance and

12. Sakal related matters.
13. Any other work entrusted by the undersigned.

Sri Prakash
Sankangoudar

Assistant

o

10.
1.,

Maintaining of advance register.

Maintenance of all registers of Advances of
Regional Office / PG centers and all Staff.
Correspondence for settlement of Advances of
all advances including personal and parties.
Quarterly advance pending report submission to
Finance Officer.

Verification of all files and bills of SAP
section.

Verification of all Bills & related
correspondence in respect of VC’s Secretariat,
Registrar’s offices, DPAR. Sports section.
Providing information under RTT Act.
Furnishing compliance to Audit/Inspection
Reports of KSAD, CAG, Paper laid Committee

and submitting action taken report to the |

Government.

Internal Audit compliance and correspondence.
Sakal related matters.

Any other work entrusted by the undersigned.

1. VTU/FO/Work
Allocation/2022-
23/128, Dated 13-
05-2022.

(%)

Sri Vijay
Doddamani

Jr. Assistant

(N

£

o wn

Remittance of all Taxes, IT, VAT, Royalty,
CBEF;y LWC, -PI, GST, WWE, others, (o
government and filing of returns of the same
and all related files & all correspondence with
the  respective  departments.  Monthly
Reconciliation to be done with Smt. Roopa
Patil and
Smit. Preeti Narasagowda.

Scrutiny and verification of all pay bills,
including UBDTCE, Davanagere.

Maintenance of deduction registers of all bills,
including salary of all teaching and non-
teaching staff.

Verification of all files & bills of UBDTCE.
All EPF/NPS related work of Finance Section.
Maintenance of Pension records and release of
pension to retired employees of VTU and its
related correspondences.

Verification of all files of legal bills &
correspondence including budget.

Providing information under RTI Act.
Furnishing compliance to internal and external
Audit/Inspection Reports of KSAD, CAG,
Paper laid Committee and submitting action
taken report to the Government.

1. VTU/FO/Work
Allocation/2022-

23/38, Dated 12-

04-2022.




10.

11

12.

13.

14.

15.
16.

Verification of all files, bills & correspondence
of RO’s Mysuru, Bengaluruy, Belagavi,
Kalaburagi & RO Mangaluru.

. Preparation of meeting papers of Finance

Committee and other related sub-committees
and corresponding work.

Maintenance of stock register of the accounts
department/Dead ~ Stock register and its
periodical verifications and Annual returns.
Preparation/ Consolidation of Annual Budget
of VTU and constituent college and related
correspondence.

Submitting  quarterly  Budget  variance
Reports. Fund requirement and management
for future quarter.

Sakal related matters.

Any other work entrusted by the undersigned.

Smt. Roopa
Patil

Jr., Assistant

(VNI R

=

10.

Liks

Verification & passing of all vouchers received
in Finance Section. (before making payments)
Writing of all cheques on daily basis.
Arrangement of vouchers date wise of all Bank
Accounts,

Preparation of List of Vouchers to be made on
daily basis.

Maintenance of Investment Register and
FDR’s custody. (Interest bearing securities
register).

Renewal of All lapsed cheques. Reporting of
lost cheques & all related correspondence &
files.

Maintenance of Payment Register (Cheque
drawn Register).

Maintenance of all FDR’s submitted towards
SD by contractors.

Maintenance of Stock and issue register of
cheque books.

Entry in software for all bank cheques to be
written including advances, NSS and Dandeli.
Making  software entries of Financial
transactions.

Furnishing compliance to internal and external
Audit/Inspection Reports of KSAD, CAG,
Paper laid Committee and submitting action
taken report to the Government.

. Providing information under RTI Act.
. Monthly Reconciliation of all taxes and

statutory deductions.

. Sakal related matters.

. Any other work entrusted by the undersigned.

1. VTU/FO/Work
Allocation/2022-
23/38, Dated 12-

| 04-2022.




Sri. Yallappa
Gudamakeri

Jr. Assistant

b

Verification of all files and bills of
Engineering section.

Scrutiny of all TA bills of A& B grade officers
teaching and non-teaching staff of VTU.
Verification of all bills and correspondence of
exam section, scanning centre and CNC
Section including budget.

Verification of all TA bills of members of all
committees.

Verification of all Bills & related
correspondence in respect of LIC inspection.
Furnishing compliance to Audit/Inspection
Reports of KSAD, CAG, Paper laid
Committee and submitting action taken report
to the Government.

Providing information under RTI Act.

Internal Audit compliance and
correspondence.

Sakal related matters.

. Any other work entrusted by the undersigned.

1. VTU/FO/Work
Allocation/2022-

23/128, Dated 13-
05-2022.

Miss.
Deepika B
Herekar

| Jr. Assistant

o

_U’n

All research Grant related correspondence, |

verification of bills & vouchers. Maintenance
of Grant Register. Classification of grants and
correspondence for unutilized grants and
quarterly status report to Finance Officer with
all information.

Inward/Outward files.

Fumnishing compliance to Audit/Inspection
Reports of KSAD, CAG, Paper laid
Committee and submitting action taken report
to the Government.

Providing information under RTI Act.

Internal Audit compliance and
correspondence.

Sakal related matters.

Any other work entrusted by the undersigned.

L. VTU/FO/Work
Allocation/2022-
23/128, Dated 13-
05-2022.

VTU, Belagavi.




Annexure-A

Format for employee working on permanent basis

SL
NO

NAME OF THE STAFF

Designation

Work allotted by the concerned section with office
order No. & date (*)

SOMSHEKHAR
KUNDARNAD

Programmer

1. DVS SOFTWARE SUPPORT

2. RESUME SOFTWARE DEVELOPMENT AND
OPERATIONS

SOFTWARE INSTALLATION

VIDEO CONFERENCING SUPPORT
FILING SYSTEM

E-OFFICE

SMS MANAGEMENT

SERVER MAINTENANCE

. FIREWALL MAINTENANCE

10.NSS Software

11.DVS VALUATION SUPPORT

12.DATA CENTER UPKEEP AND OPERATION
13.NEW EXTENSION PROJECTS
14.E-Administration software SD/SO/DH
15.Ph.D (Vaps) Software Database handling
16.VPN

©ENO ;e W

HANUMRADDI P
NAGANUR

Assistant

1. ADMINISTRATIVE WORK AND HR MAINTENANCE
INWORD and OUTWORD

STOCK HANDLING AND MAINTENANCE

Upkeep LAB/Office

WORKSHOP WEB INTERFACE, INTERFACE WITH
OTHER SECTIONS AND TEAMS

FILING SYSTEM

ks W g

BASAVARAJ AYYAPPA
METI

Assistant
Technician

ADMINISTRATIVE WORK AND HR MAINTENANCE
NETWORK OR COMPUTER MAINTENANCE
SOFTWARE INSTALLATION

VIDEO CONFERENCING SUPPORT

SMS MANAGEMENT

FIREWALL MAINTENANCE

E-Administration software SD/SO/DH

VPN

VINAYAK M
CHOUGULE

Assistant
Technician

NETWORK OR COMPUTER MAINTENANCE
STOCK HANDLING AND MAINTENANCE
SOFTWARE INSTALLATION

VIDEO CONFERENCING SUPPORT

FILING SYSTEM

SMS MANAGEMENT

NEW EXTENSION PROJECTS AND SUPPORT FOR IT
INFRASTRUCTURE UPKEEP

8. VPN

NoURwNRI® N0 S ® N e




Annexure-A

Format for employee working on permanent basis

SL . Work allotted by the concerned section with office
NAME OF THE STAFF Designation
NO order No. & date (*)
1. VTU WEBSITE MAINTENANCE / ADDING
CONTENT
2. VTU MAIL SERVER MAINTENANCE / USER
CREATION
3. NETWORK OR COMPUTER MAINTENANCE
4. DVS SCRIPT HANDLING and TRANSFER TO
Assistant SCANNING
> UHESH &EASTIAD Technician 5. SOFTWARE INSTALLATION
6. VIDEO CONFERENCING SUPPORT
7. SMS MANAGEMENT
8. SERVER MAINTENANCE
9. FIREWALL MAINTENANCE °
10.DATA CENTER UPKEEP AND OPERATION
11.VPN
1. VTU WEBSITE MAINTENANCE / ADDING
CONTENT
2. NETWORK OR COMPUTER MAINTENANCE
. 3. DVSSCRIPT HANDLING and TRANSFER TO
6 | g EHAISH 4 Tzz‘:itii;tn SCANNING
4. SOFTWARE INSTALLATION
5. VIDEO CONFERENCING SUPPORT
6. E-OFFICE
7. VPN
7 DHARMARAJ PATIL ATTENDER Upkeep Office/ LAB
8 RAMESH BENTHUR ATTENDER Upkeep Office/ LAB

*Note:- All staff work allotted office order Ref: 1) VTU/BGM/CNC/2020-21/100 Dated: 07-12-2020
Ref: 2) VTU/BGM/CNC/2022-23/36 Dated: 15-07-2022

/Slgﬁa(ture
Head of the Department




ANNEXURE-A (As on 14-07-2022)
Format for employees working on permanent basis

SI.No Name of the Employee

Designation

Work allotted by the concerned
section with office order No.& Date

1 |Sri Anand Rogannavar

Assistant Engineer

Site Work & office work,Estimate
Tendering, billing Maintenance works
Garden work, E-Procurment etc,
(Belagavi & Talakal)

2 [Sri Jayappa D

Assistant Engineer

Site Work & office work, Estimate
Tendering, billing Maintenance works
other outsotcing work etc, (Belagavi &

Dandeli)

Junior Engineer

Site Work & office work,Estimate
Tendering, billing Maintenance works

i d th Keth lectrical
> [priaurendranath Ketha (gnelf:ngecra) Etc., of All electrical (BGM, Mys,
& B’lore, Mudd & DVG)
4 [Sri Jagadeesh Hidaduggi Assistant Accountant and Preparing Bills
5 lsE T Muneer ResTaanit Inward Out ward and Maintenance day

today office Materials Store.

6 [Sri C.G kammar

Junior Assistant

Preparing Bills of outsource and house
keeping and security

7 |Sri Malikjan Mujawar

Junior Assistant

All Regional Office, Meeting
members TA - DA Bills, All Quarters at
VTU, Belagavi & all Regional Centres

Quarters Rent, water Supply bills,
maintenance of Engineering Office
stock materials,etc.

8 [Sri Santosh Mahajn

Junior Assistant
Incharge of Guest
house & Vehicle)

Incharge of Guest house & Vehicle

9 |Sri Akshay Dalawai

Garden Supervisor

Maintenance of garden

10 |Sri Narayan Angolkar

Helper

Maintenance of All Regional Electrical
bills /BSNL/Files & e-Office files &
Maintenance of Auditorium and
Maintenanceof Fire Fittings etc,Any
work assisgend by the electrical
Engineer, Sri Surendranath &
Vijayakumar Kottaragi




Work allotted by the concerned

Sl. N il | i i
A et Desighation section with office order No.& Date
11 |Sri Kallappa Murgod Attender Office Attender
12 |Sri Sudheer Gundappanavar Attender Office Attender
13 |Sri Amol Dalwai Electrician Maintenance of electrical work
14 |Sri Karthik Halagi Electrician Maintenance of electrical work
15 |Sri Namadev Gavas Helper Electrical work
Helper !
16 [MahaveerJaygondanaver (e Sttt CNC Office helper
17 [Sri Santosh Gabbur Attender (Elect) Electrical work
18 |Sri A C Nagesh Driver R.E Driver
19 |Sri Chalappa Chanikoppi Driver Bus Driver
20 |Sri Arun Armani Driver Official
21 |Sri Revappa Galavi Driver Official
22 |Sri Raju Ghatage Driver TATA Ace Driver
Dri
23 [Sri Basavaraj Bhavi Lk Office Work
(Academic)
24 |Sri Girish HH Driver Official
25 [Sri Sharanappa Madalageri Attender  (Site) Site Work
26 (Sri Basavaraj Bhajantri (ﬁfzi?s;r) Plumbing work
Attender
27 |Sri Ravi Talwar (House Keeping Maintenance of house Keping works
Supervisor)
28 [Sri Ganesh Irbhavi Attender Maintenance of Guest House
29 |Sri Manjunath patil Attender Maintenance of Guest House
30 |[Sri Ramesh Bekkeri Attender Photographer
9 f\‘l- YL £ v 1\
1 i f




Permanent

Employees

Annexure - A

result processing.
3) Any other work entrusted by the
undersigned.

1) Attending pre & post exam activities, i.e
IA marks entry, Lab Marks entry, Manual
marks entry, Form A entry etc.

2) Providing data of all CBCS & Non
CBCS students,

3) Implementation & usage of various
software related to Exam section with the
help of Exam section staff, CNC & PMC
staff.

2 | Chandrakath R H Progratmier 4) Monitoring server installed at data
centre,
5) OMR sheets scanning, verification and
result processing
6) Attending queries related to Result,
Grade card, PDC, Transcript & other
documents.
7) Any other work entrusted by the
undersigned.
1) Maintenance of Examination DCB
registers
2) Verification of all Bills/ Payments &
3 | JayammayY Assistant | submission of daily reconciliation reports
of Bank transaction of Bengaluru region.
3) Any other work entrusted by the
undersigned.
1)  Confidential work related to
Examination preparation for UG/PG/Ph. D
& VTU-ETR
2) Draft & Final Time Table Preparation of
UG, PG, Ph. D Examination
4 | Janardan Joshi Jr. Asst. i :
3) Preparation the stationery arrangement
for QP setting
4) Circular preparation related to QPDS
5) Any other work entrusted by the
undersigned.
1) Attending queries from
colleges/students of Belagavi & Bengaluru
regions
2) Attending Court cases, IA marks
5 | Kumar Angadi Jr. Asst. discrepancies & Exam application related

queries forwarding to CNC to solve the
cases.

3) Verification of Convocation
applications & permission for scribe for

'SL ST
No Name of staff Designation Work allocated Office Order No. Date
1) Handling Scanning Centre complete | VTU/BGV/Exam/2022-
work., 23/122  dated 06-05-
) : ;
1 R b At Tech. ) Scanning various OMR sheets and | 2022




the students.

4) Attending to OTES related student’s
queries.

5) Any other work entrusted by the
undersigned.

1) Printing of Non CBCS Marks cards
UG/PG of all regions
2) Printing NMC, DMC UG/PG of all

6 | Mohan Badiger Assistant | regions
3) Any other work entrusted by the
undersigned.
1) Verifying & processing Remuneration
bills of Ph.D thesis evaluation of Indian &
7 | Madhuri Sainekar Assistant Foreign valuators.
2) Any other work entrusted by the
undersigned.
1) Attending queries from
colleges/students of Mysuru region
2) Attending Court cases, IA marks
discrepancies & Exam application related
queries forwarding to CNC to solve the
cases.
3) Verification of Convocation
8 | Narayan Shinde Assistant applications & permission for scribe for
the students.
4) Attending to OTES related student’s
queries,
5) Printing of Grade Cards, Degree
certificates/NMC/DMC etc
6) Any other work entrusted by the
undersigned.
l. Email verifying and sorting to concern
case worker
2. Comprehensive work
3. Print & issue Course work Certificate
4. Preparation of Comprehensive Result
T 4 5. Attending M. Sc offline files
9 | Nagini Potdar Assisnt 6. Course work Examination fees
q Final viva permission printing and
scanning and sending to guide
8. Verifying & Printing Grade Cards
9) Any other work entrusted by the
undersigned.
1) Correspondence and conducting BOE &
Scrutiny meetings
2) Handling Question paper setting related
all works
3) Receiving & Verifying the scrutinized
10 | Namrata Shirvalkar Jr. Asst. manuscripts of UG/PG

4) Reverting process and defragmentation
process

5) Collection & verification of syllabus &
sub codes, common codes of all
UG/PG/Ph.D




6) Any other work entrusted by the
undersigned.

1) Printing CBCS Grade cards after the
end of Examination of all regions.

2) Printing all NMC, DMC CBCS Grade
cards of all region

3) Printing CBCS/Non CBCS all degree
certificates, Rank certificates

11| Parappa Ireshnavar ARSI 4) Printing Transcript, PDC, Migration,
Medium of instruction etc
5) Developing of eddts software with help
of CNC.
6) Any other work entrusted by the
undersigned.
1) BOE & Scrutiny meetings
2) Handling all QP setting process
3) Arrangement of manuscripts in the
12 | P Manjunath Assistant strong room
4) Handling QP related all work
5) Any other work entrusted by the
undersigned.
1) Confidential  work related to
Examination preparation for UG/PG/Ph. D
& VTU-ETR
13 | Preeti Desai Jr. Asst. 2) Preparation the stationery arrangement
for QP setting
3) Any other work entrusted by the
undersigned.
1) Document genuineness verification
received from various companies
14 | Pranceta S Madulkar Jr. Asst. 2) Any other work entrusted by the
undersigned.
1) Handling all work of Registrar
(Evaluation)’s Personnel Secretary.
: St 2) Prepz'tring and sending Exam section
15 | R D Patil Eaisit related circulars,
3) Handling Malpractice cases entire work.
4) Any other work entrusted by the
undersigned,
1) Confidential  work related to
Examination preparation for 16UG/PG/Ph,
D & VTU-ETR
2)17 Draft & Final Time Table Preparation
B ) of UG, PG, Ph. D Exal 8mination
16| Revati Chinchanikar Ir. Asst. 3) Preparation the stationery arrangement
for QP setting
4) Circular preparation related to QPDS
5) Any other work entrusted by the
undersigned.
1) Printing & verification of Grade card/
Degree certificate details & sending to
17 | Shivalingappa K Assistant | colleges.

2) Any other work entrusted by the
undersigned.




I. Ph. D New files Verifying and
Processing hardcopy

2. Online Consolidated and Corrected
report sending to guide

3. Revised Indian/Foreign panel sending
to higher Authorities

4, Awaiting Examiners list will be

18 | Shrinivas Morkar Assistant verified with online portal
5 AS/EC Meeting preparation( Received
hard copy tally with online uploaded
reports) For meeting
6 PDC Printing and Notification
7. Degree Certificate Printing
8) Any other work entrusted by the
undersigned.
1) Attestation of all Marks cars/degree
certificates
2) Issue of Medium of instruction
certificates/CSM/Transcripts
3) Verification of documents submitted by

’ : g Govt organizations & private companies.

19 | Saroja Halagi Agistant 4) Result related work like marks entry,
freezing of marks, processing of results etc
5) Preparation/process of RV/RT refund
list of all regions
6) Any other work entrusted by the
undersigned.
1) Maintenance of Exam Store both
stationery and Printing stationery for
semester examinations and Exam section.
2) Maintenance of all the equipments.

Al | suiitnnt 15 A, 3) Records of Staff Leave details.
4) Maintenance of Asset Register.
5) Supply of Stationery items to all
valuation centers
6) Any other work entrusted by the
undersigned.
I) Handling Scanning Centre complete
work.

21| Shivaling Vathar s A5t 2) Any other work entrusted by the
undersigned.
1) Making entries/updating of Sakala
applications received through by hand &
by Post.

22 | Shivayogi Kambi Jr. Asst. 2) Scanning & processing result of various
OMR sheets.
3) Any other work entrusted by the
undersigned.
1)  Confidential work related to
Examination preparation for UG/PG/Ph. D
& VTU-ETR

23 | Sharayu Salunkhe Jr. Asst. 2) Preparation the stationery arrangement

for QP setting
3) Any other work entrusted by the
undersigned.




1) Correspondence and conducting BOE &
Scrutiny meetings

2) Handling Question paper setting related
all works

3) Receiving & Verifying the scrutinized
manuscripts of UG/PG

24 | Sheetal Sankeshwari Jr. Asst. 4) Reverting process and defragmentation
process
5) Collection & verification of syllabus &
sub codes, common codes of all
UG/PG/Ph.D
6) Any other work entrusted by the
undersigned.

1) Confidential work related to
Examination preparation for UG/PG/Ph. D
& VTU-ETR

25 | Saraswati Sullad Jr. Asst. 2) Preparation the stationery arrangement
for QP setting
3) Any other work entrusted by the
undersigned.

1)  Confidential  work related to

Examination preparation for UG/PG/Ph. D

& VTU-ETR

2) Draft & Final Time Table Preparation of
. . UG, PG, Ph. D Examination

26 | Tanuja Heddushetti Jr. Asst. i i
3) Preparation the stationery arrangement
for QP setting
4) Circular preparation related to QPDS
5) Any other work entrusted by the
undersigned.

1)  Confidential work related to
Examination preparation for UG/PG/Ph. D
& VTU-ETR

27 | Trupti Gavade Jr. Asst. 2) Preparation the stationery arrangement
for QP setting
3) Any other work entrusted by the
undersigned.

1) Attending queries from
colleges/students of Bengaluru regions

2) Attending Court cases, 1A marks
discrepancies & Exam application related
queries forwarding to CNC to solve the
cases.

28 | Umesh Dhanashetti Assistant 3) Verification of Convocation
applications & permission for scribe for
the students.

4) Attending to OTES related student’s
queries.

5) Any other work entrusted by the
undersigned.

1) Attending work related to filling Exam
form/Update/Correction/Ticket rise/not

29 | Vijay Bankapur Assistant | filled etc.

2) Checking Plagiarism & uploading
percentage in software,




3) Handling Online thesis evaluation entire
process

4) Attending all queries related to PG
section

5) Any other work entrusted by the
undersigned,

1) Maintenance of Examination DCB
registers

2) Verification of all Bills/ Payments &
submission of daily reconciliation reports
of Bank transaction related to Exam work.

30 ;’;ﬁ;‘-‘ﬁ‘:c ASC."'” 3) BOE meeting related all work
3 AN | 4} Verificatlon of all files, bills and
collection fees etc of Examination
accounts section,
5) Any other work entrusted by the
undersigned.
1) Attending RTI application related to
Examination section.
2) Attending queries related to all
autonomous colleges/students
3) Receiving convocation data of
31 | Vijaykumar Swami Assistant | autonomous colleges, verification &
printing of degree certificates/DMC/NMC.
4) Printing autonomous colleges migration
certificates.
5)  Any other work entrusted by the
undersigned.
1) Maintenance of Examination DCB
registers
2) Verification of all Bills/ Payments &
32 | Vithal Rathod i M. submission of daily I:econciliation report.s
of Bank transaction of Belagavi,
Kalaburagi & Mysuru region.
3) Any other work entrusted by the
undersigned.
1) Inward section related all work.
K.P
33 | Venkatesh R Pujar 2) Any other work entrusted by the
Operator ;
undersigned.
1} Verifying Exam/RV fees & finding
colleges that are not paid fees & informing
the same,
34 | Varalaxmi N Desai Jr. Asst, 2) Fees reconciliation
3) Any o