(i)

Particulars of
organization,
functions and duties.

its

Indian Institute of Packaging

E-2, MIDC Area, Post Box No 9432,
Andheri (East), Mumbai — 400093.
Phones:- 28219803/9469/6751

Fax:- 238375302, 28254631

Email- iip@iip-in.com

The objects for which the Indian Institute of Packaging
Is established are:

i. to stimulate consciousness of good packaging;

ii. to undertake and promote study, research and
development in packaging and package design;

iii. to recommend standards for packages, packaging
materials, processes and equipment;

iv. to test, evaluate and certify packages, packaging
systems, packaging materials, equipment and
processes;

v. to provide consultancy services on packaging
problems;

vi. to study packaging for export commoditywise and
countrywise and to suggest measures to authorities
concerned for effecting improvements.;

vii. to provide short term and long term training in
packaging technology for specified personnel
employed in industry, commerce and Government.

viii. to promote and stimulate action in universities and
colleges, to provide education in Packaging
Technology;

iX. to analyse the implications of a sound policy on
packaging on domestic production, domestic
consumption and domestic prices;

X. to study methods and procedures of incentives
appropriate for development of packaging;

xi. to analyse the institutional framework most conducive
to the promotion of packaging;

xii. to study the packaging requirements with special
reference to transport by road, water, rail and air;

xiii. to study the impact of packaging on marketing;

xiv. to undertake advertising, publicity and exhibition to
promote packaging consciousness;

Xv. to establish relation and to co-operate with any other
agency or organisation having similar objectives in
India or abroad;

Xvi. to provide and disseminate information relating to
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packaging;

to prepare, print and publish any papers or periodicals
or reports;

to establish and maintain libraries and information
services to facilitate the study of the various objects
for which the Society is established:;

to constitute regional Institutes at convenient places in
India and outside to promote the objects of the
Society;

to invite representatives of Government, industry,
trade and other institutions and organisations, Indian
and Foreign, to deliver lectures on subjects in which
the Society is interested:;

to accept grants of money, securities and property of
any kind on such terms as may seem expedient;

to acquire gift, purchase, exchange,lease,hire or
otherwise howsoever any property movable or
immovable which may be necessary or convenient for
the purpose of the Society and to build, construct,
improve, alter, demolish and repair such buildings,
works and construction as may be necessary for
carrying out the objects of the society;

to sell, lease, exchange, hire or otherwise transfer all
or any portion of the movable and immovable
property of the society, provided that prior approval
in writing of the Central Government is obtained for
the transfer of immovable property;

to invest and deal with any moneys and securities of
the Society not immediately required for any in such a
manner as may be provided by the Rules and
Regulations of the society, as may, from time to time,
be determined,

to draw, make, accept , endorse and discount cheques,
notes or other negotiable instruments for the purpose
of the Society;

to create any Reserve Fund, Sinking Fund, Insurance
Fund, Provident Fund or any other Special Fund
whether for depreciation or for repairs, improving,
extending or maintaining any of the properties or
rights of the society and/or for recoupment of wasting
assets and/or benefits of the employees and for any
other purposes which the Society deems it expedient
or proper to create or maintain any such Funds:

to burrow and raise money with or without security or
on the security of mortgage, charge or hypothecation
or pledge of all or any of the movable or immovable




properties belonging to the society or in any other
manner whatsoever provided that prior approval in
writing from the Central Government is obtained in
that behalf;

viii. to create administrative, technical, ministerial and
other posts under the Society and to make
appointments thereto in accordance with the Rules
and Regulations of the Society;

xiX. to make Rules and Regulations and Bye-Laws for the
conduct of the affairs of the Society and to add to,
amend, vary or rescind them from time to time with
the approval of the Central Government;

xxX. to do all such other acts and things either alone or in

conjunction with other organisations or persons as the

society may consider necessary, incidental or
conducive to the attainment of the above said objects.

(i)

Powers and Duties of
its officers and
employees

The Institute shall be the supreme authority empowered to
take all measures necessary for the attainment of the
objects specified in the Memorandum of Association.

The Institute may be a Resolution constitute committees,
sub-committees or advisory boards, and appoint the
members thereof, and delegate to such committees, sub-
committees or advisory boards such powers as it may
consider necessary.

The Institute shall have power to frame, amend or repeal
any bye-laws in furtherance of its objects, and in particular
to provide for the following matters:

(1) the maintenance of accounts and the manner of
audit;

(i)  the making of investments and their sale or
alteration;

(ili)  the conduct of business by committees, sub-
committees or advisory boards that may be
constituted from time to time;

(iv)  the procedure for appointment of officers and
staff of the Institute and selection of personnel
thereof;

(v) the terms and tenure of appointment,
emoluments, allowances, rules of discipline and
other  conditions of service including
establishment of provident fund for the officers
and staff of the Institute;

(vi)  prescription of qualifications for trainees and




research workers and charging of fees;
(vii)  such other matter as may be necessary for the
administration of the affairs of the Institute.

Notwithstanding anything contained in these rules/
regulations/ bye-laws, the Government may, from time to
time, issue such directives or instructions as may be
considered necessary in regard to the finances, conduct of
business and affairs of the Institute. The Institute shall give
immediate effect to the directive or instructions so issued.
In particular, the Government will have the power:

(@) to give directions to the Institute as to the exercise
and performance of its functions in matters
involving national security or substantial public
interest and to ensure that the Institute gives effect
to such directions.

(b) to call for such reports/ returns and other
information with respect to the property and other
activities of the Institute as may be required from
time to time;

(c) to approve the institute’s revenue and -capital
budget, i.e. Revised Estimates and Budget
Estimates; and

(d) to approve agreements involving foreign
collaborations, if any, proposed to be entered into
by the Institute.

Except where otherwise required, the Governing Body
shall exercise all the powers of the Institute and may
delegate to the Chairman, the Vice-Chairman, the
Chairman of the Regional Committees, the Director, the
Secretary, the Regional Officers or any other officers of the
Institute such of its powers as may be considered
necessary.

Subject to these Rules and the bye-laws of the Institute and
the directions, if any, issued in this behalf by the
Governing Body, the Director as the Principal Executive
Officer of the Institute shall be responsible for the proper
administration of the affairs of the Institute under the
direction and guidance of the Governing Body. He shall
prescribe the duties of all officers and staff of the Institute
and shall exercise such supervision and control as may be
necessary.




The Secretary shall maintain a record of the minutes of the
meetings of the Institute and of the Governing Body and
shall perform such other duties as may be required of, or as
may be incidental to, his office or as may, from time to
time, be entrusted to him by the Governing Body, the
Chairman or the Director.

Designation : Professor (Consultancy & Projects)
Duties & Responsibilities:-

Basic Functions:

» Responsible for planning and directing efficient and
profitable operations of the Training & Education
activities of the Institute.

» Providing required services at the lowest possible
cost consistent with the scheduled requirement and
quality specifications.

» In doing so he is to report and is accountable to the
Director of the Institute.

Responsibilities:

> He will keep Director informed about his short
/long absence from duty.

» Work out the short range and long range profitable
targets for his Department at the scheduled
intervals and implement them after getting them
approved.

» Organize, direct and control proper use of facilities
and personnel to meet acceptable targets and to
achieve maximum quality and efficiency at
minimum cost.

» Accountable for the training, development,
motivation, promotion, assignment and other
conditions of employment for all supervisory and
other employees including temporary workers
under his jurisdiction.

» Direct the maintenance and submission of
operating records and other material in time.

> Serve as a member of the SAU committee,
promotion committee and other committees that
would pertain to your department.

> Assist the secretary in negotiations and collective
bargaining and assistance of corporate personnel
and coordinate all labour problems/ employee




relation programme. In case of deployment of
casual/ temporary personnel in his Department, he
IS to ensure that laid down rules are followed.

> He is to ensure that in his absence his duties are
understood and discharged by the next person
nominated by him.

» Maintaining confidentiality while dealing with
reports, records, consultancy work, etc of various
customers.

» To ensure that personnel placed under him have
been given and are fully aware of their duties and
responsibilities.

> Is to ensure proper accounting and maintenance of
files, documents for all projects, studies etc under
his section.

> You will ensure that all IT resources including
email and surfing facilities are provided to
individuals by name and are used by them for
legitimate purpose and as per laws in force.

Authority:

> Deployment of resources under direct charge.

» Salary increment of staff working under him and
recommend increment in respect of all officers
working under him.

> Leave granting of staff working under him and
recommend increment in respect of all officers
working under him.

Effective Performance:

» Accomplishing C&P goals and objectives jointly
established.

» The degree to which he provides required services
at minimum cost and of proper quality and in time.

Designation : Professor (Training & Education)
Duties & Responsibilities:-

Basic Functions:

» Responsible for planning and directing efficient and
profitable operations of the Training & Education
activities of the Institute.

» Providing required services at the lowest possible




>

cost consistent with the scheduled requirement and
quality specifications.

In doing so he is to report and is accountable to the
Director of the Institute.

Responsibilities:

>

>

He will keep Director informed about his short
/long absence from duty.

Work out the short range and long range profitable
targets for his Department at the scheduled
intervals and implement them after getting them
approved.

Organize, direct and control proper use of facilities
and personnel to meet acceptable targets and to
achieve maximum quality and efficiency at
minimum cost.

Accountable for the training, development,
motivation, promotion, assignment and other
conditions of employment for all supervisory and
other employees including temporary workers
under his jurisdiction.

Direct the maintenance and submission of
operating records and other material in time.

Serve as a member of the SAU committee,
promotion committee and other committees that
would pertain to your department.

Assist the secretary in negotiations and collective
bargaining and assistance of corporate personnel
and coordinate all labour problems/ employee
relation programme. In case of deployment of
casual/ temporary personnel in his Department, he
is to ensure that laid down rules are followed.

Is responsible for smooth and fair conduct of
entrance examinations, selection, admissions and
conduct of various courses conducted at the
Institute.

He is to ensure that in his absence his duties are
understood and discharged by the next person
nominated by him.

Maintaining confidentiality while dealing with
reports, records, consultancy work, etc of various
customers.

To ensure that personnel placed under him have
been given and are fully aware of their duties and
responsibilities.




> Is to ensure proper accounting and maintenance of
files, documents for all projects, studies etc under
his section.

> You will ensure that all IT resources including
email and surfing facilities are provided to
individuals by name and are used by them for
legitimate purpose and as per laws in force.

Authority:

> Deployment of resources under direct charge.

» Salary increment of staff working under him and
recommend increment in respect of all officers
working under him.

> Leave granting of staff working under him and
recommend increment in respect of all officers
working under him.

Effective Performance:
» Accomplishing T &E goals and objectives jointly
established.
» The degree to which he provides required services
at minimum cost and of proper quality and in time.

Designation : Professor (Lab)
Duties & Responsibilities:-

Basic functions

1) Responsible for planning and directing efficient and
profitable operations of the Testing and other activities
of the Laboratory Division of the Institute.

2) Providing required services at the lowest possible cost
to the Institute  consistent with  the scheduled
requirement and quality specifications.

3) In doing so he is to report and is accountable to the
Director of the Institute.

Responsibilities

1) Work out the short range and long range profitable
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8)

9)

targets for Lab. Division at the scheduled intervals and
implement them after getting them approved.

Organise, direct and control proper use of facilities and
personnel to meet acceptable targets and to achieve
maximum quality and efficiency at minimum cost.

Accountable for the selection, training, development,
motivation, promotion, assignment and other
conditions of employment for all supervisory and other
employees including temporary workers under his
jurisdiction.

Direct the maintenance of operating records and other
material in time.

Serve as a member of the SAU committee, Promotion
committee and other committees that would pertain to
your department.

Assist the Secretary in negotiations and collective
bargaining and assistance of corporate personnel and
coordinate all labour problems/employee relation
programme.

He is to ensure that in his absence his duties are
understood and discharged by the next person
nominated by him.

Maintaining confidentiality while dealing with reports,
records, consultancy work, etc. of various customers.

To ensure that personnel placed under him have been
given and are fully aware of their duties and
responsibilities.

10) Is to ensure proper accounting and maintenance of

files, documents for all projects, R&D work and studies
etc. under his section.

11) You will ensure that all IT resources including email

and surfing facilities are provided to individuals by
name and are used by them for legitimate purpose and
as per laws in force.

12) He will specifically be responsible for all NABL




activities and keep Director informed on any changes
in the procedures and other rules to be adopted as per
the NABL specifications.

13) He will constantly keep a track for DG shipping and

DGCA and will issue certificates for export of
dangerous goods and chemicals.

Authority

1) Deployment of resources under direct charge.

2) Salary increment of staff working under him and
recommend increment in respect of all officers working
under him/her.

3) Leave granting of staff working under him and
recommend increment in respect of all officers working

under him/her.

Effective performance

1) Accomplishing  Laboratory Division  goals and
objectives jointly established.

2) The degree to which she provides required services at
minimum cost and of proper quality and in time.

Designation: Joint Director (NRC)
Duties & Responsibilities:-

Basic functions

1. As a profit centre head he is responsible for planning and
directing efficient and profitable operations of Northern
Regional Centre of the Institute.

2. Providing required services at the lowest possible cost
consistent with the scheduled requirement and quality
specifications.

3. Indoing so he is to report and is accountable to the Director
of the Institute.

4, For functional matters he has to work within the
advice/policies laid down by functional heads.

Duties and Responsibilities
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10.

11.

12.

13.

He will keep Director informed about his whereabouts
whenever leaving IIP.

Work out the short range and long range profitable targets
for his Regional centre at the scheduled intervals and
implement them after getting them approved.

Organise, direct and control proper use of facilities and
personnel to meet acceptable targets and to achieve
maximum quality and efficiency at minimum cost.

Accountable for the training, development, motivation,
promotion, assignment and other conditions of employment
for all supervisory and other employees including temporary
workers under his jurisdiction.

Direct the maintenance of operating records and other
material in time.

Serve as a member of the SAU committee, Promotion
committee and other committees that would pertain to his
region.

Assist the Secretary in negotiations and collective
bargaining and assistance of corporate personnel and
coordinate all  labour problems/employee relation
programme. In case of deployment of casual/temporary
personnel in his Regional office , he is to ensure that
relevant rules are followed.

He is to ensure that in his absence his duties are understood
and discharged by the next person nominated by him

Maintaining confidentiality while dealing with reports,
records, consultancy work, etc. of various customers.

To ensure that personnel placed under him have been given
and are fully aware of their duties and responsibilities.

Is to ensure proper accounting and maintenance of files,
documents for all projects, R&D work and studies etc. under
his section.

He will ensure that the Regional Committees are formed as
per the guidelines and regular meetings are held.

He will maintain a liaison with  MOC & | and other
Government Departments under the instructions of
Director.
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14. He will ensure that the Regional activities of the Institute are
in line with the objectives laid down in IIP’s MOA.

Authority

1. Deployment of resources under direct charge.

2. Salary increment of staff working under him and
recommend increment in respect of all officers working
under him.

3. Leave granting of staff working under him and recommend

increment in respect of all officers working under him.

Effective performance

1. Accomplishing NRC goals and objectives jointly
established.

2. The degree to which he provides required services at
minimum cost and of proper quality and in time.

Designation: Joint Director (SRC)
Duties & Responsibilities:-

Basic functions

1. As a profit centre head he is responsible for planning and
directing efficient and profitable operations of Southern
Regional Centre of the Institute.

2. Providing required services at the lowest possible cost
consistent with  the scheduled requirement and quality
specifications.

3. Indoing so he is to report and is accountable to the Director
of the Institute.

4. For functional matters he has to work within the
advice/policies laid down by functional heads.

Duties and Responsibilities

1. He will keep Director informed about his whereabouts
whenever leaving IIP.

2. Work out the short range and long range profitable targets
for his Regional centre at the scheduled intervals and
implement them after getting them approved.
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11.

12.

13.

Organise, direct and control proper use of facilities and
personnel to meet acceptable targets and to achieve
maximum quality and efficiency at minimum cost.

Accountable for the training, development, motivation,
promotion, assignment and other conditions of employment
for all supervisory and other employees including temporary
workers under his jurisdiction.

Direct the maintenance of operating records and other
material in time.

Serve as a member of the SAU committee, Promotion
committee and other committees that would pertain to his
region.

Assist the Secretary in negotiations and collective
bargaining and coordinate all labour problems/employee
relation programme. In case of deployment of
casual/temporary personnel in his Regional office, he is to
ensure that relevant rules are followed.

He is to ensure that in his absence his duties are understood
and discharged by the next person nominated by him

Maintaining confidentiality while dealing with reports,
records, consutlancy work, etc. of various customers.

To ensure that personnel placed under him have been given
and are fully aware of their duties and responsibilities.

Is to ensure proper accounting and maintenance of files,
documents for all projects, R&D work and studies etc. under
his section.

He will ensure that the Regional Committees are formed as
per the guidelines and regular meetings are held.

He will ensure that the Regional activities of the Institute are
in line with the objectives laid down in 1IP’s MOA.

Authority

1.

2.

Deployment of resources under direct charge.

Salary increment of staff working under him and
recommend increment in respect of all officers working
under him.

Leave granting of staff working under him and recommend
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increment in respect of all officers working under him.

Effective performance

1. Accomplishing SRC goals and objectives jointly
established.

2. The degree to which he provides required services at

minimum cost and of proper quality and in time.

Designation: Deputy Director (ERC)
Duties & Responsibilities:-

Basic functions

1. As a profit centre head he is responsible for planning and
directing efficient and profitable operations of Eastern
Regional Centre of the Institute.

2. Providing required services at the lowest possible cost
consistent with  the scheduled requirement and quality
specifications.

3. Indoing so he is to report and is accountable to the Director
of the Institute.

4. For functional matters he has to work within the
advice/policies laid down by functional heads.

Duties and Responsibilities

1. He will keep Director informed about his whereabouts
whenever leaving IIP.

2. Work out the short range and long range profitable targets
for his Regional centre at the scheduled intervals and
implement them after getting them approved.

3. Organise, direct and control proper use of facilities and
personnel to meet acceptable targets and to achieve
maximum quality and efficiency at minimum cost.

4. Accountable for the training, development, motivation,
promotion, assignment and other conditions of employment
for all supervisory and other employees including temporary
workers under his jurisdiction.

5. Direct the maintenance of operating records and other
material in time.
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Serve as a member of the SAU committee, Promotion
committee and other committees that would pertain to his
region.

7. Assist the Secretary in negotiations and collective
bargaining and coordinate all labour problems/employee
relation programme. In case of deployment of
casual/temporary personnel in his Regional office, he is to
ensure that relevant rules are followed.

8. He is to ensure that in his absence his duties are understood
and discharged by the next person nominated by him

9. Maintaining confidentiality while dealing with reports,
records, consutlancy work, etc. of various customers.

10. To ensure that personnel placed under him have been given
and are fully aware of their duties and responsibilities.

11. Is to ensure proper accounting and maintenance of files,
documents for all projects, R&D work and studies etc. under
his section.

12. He will ensure that the Regional Committees are formed as
per the guidelines and regular meetings are held.

13. He will ensure that the Regional activities of the Institute are
in line with the objectives laid down in IIP’s MOA.

Authority

1. Deployment of resources under direct charge.

2. Salary increment of staff working under him and
recommend increment in respect of all officers working
under him.

3. Leave granting of staff working under him and recommend

increment in respect of all officers working under him.

Effective performance

1.

Accomplishing ERC goals and objectives jointly
established.

The degree to which he provides required services at
minimum cost and of proper quality and in time.

Designation: Deputy Director (Hyderabad)
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Duties & Responsibilities:-

Basic functions

5.

As a centre head he is responsible for planning and
directing efficient and profitable operations of Hyderabad
Regional Centre of the Institute.

Providing required services at the lowest possible cost
consistent with the scheduled requirement and quality
specifications.

In doing so he is to report and is accountable to the Director
of the Institute.

For functional matters he has to work within the
advice/policies laid down by functional heads.

Duties and Responsibilities

14.

15.

16.

17.

18.

19.

20.

21.

He will keep Director informed about his whereabouts
whenever leaving IIP.

Work out the short range and long range profitable targets
for his Regional centre at the scheduled intervals and
implement them after getting them approved.

Organise, direct and control proper use of facilities and
personnel to meet acceptable targets and to achieve
maximum quality and efficiency at minimum cost.

Accountable for the training, development, motivation,
promotion, assignment and other conditions of employment
for all supervisory and other employees including temporary
workers under his jurisdiction.

Direct the maintenance of operating records and other
material in time.

Serve as a member of the SAU committee, Promotion
committee and other committees that would pertain to his
region.

Assist the Secretary in negotiations and collective
bargaining and coordinate all labour problems/employee
relation programme. In case of deployment of
casual/temporary personnel in his Regional office, he is to
ensure that relevant rules are followed.

He is to ensure that in his absence his duties are understood
and discharged by the next person nominated by him

16




22. Maintaining confidentiality while dealing with reports,
records, consutlancy work, etc. of various customers.

23. To ensure that personnel placed under him have been given
and are fully aware of their duties and responsibilities.

24. s to ensure proper accounting and maintenance of files,
documents for all projects, R&D work and studies etc. under
his section.

25. He will ensure that the Regional Committees are formed as
per the guidelines and regular meetings are held.

26. He will ensure that the Regional activities of the Institute are
in line with the objectives laid down in 1IP’s MOA.

Authority

4. Deployment of resources under direct charge.

5. Salary increment of staff working under him and
recommend increment in respect of all officers working
under him.

6. Leave granting of staff working under him and recommend

increment in respect of all officers working under him.

Effective performance

3. Accomplishing HRC goals and objectives jointly
established.

4. The degree to which he provides required services at
minimum cost and of proper quality and in time.

Designation: Secretary
Duties & Responsibilities:-

Basic functions

1) Responsible for all secretarial, estate, AGM &
Governing Body specified work, execution of
work/services and labour matters of the Institute.

2) In doing so he is to report and is accountable to the
Director of the Institute.
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3) Responsible for the functions specified in the
Memorandum of Association and Rules and
Regulations of 11P.

Responsibilities

1) AIll Secretarial matters including Membership,
Memorandum of Association and Rules and
Regulations, composition of the Governing Body,
meetings of the Governing Body and General Body,
elections to the Governing Body, etc.

2) All personnel matters.

3) All matters pertaining to the estate including purchase,
maintenance, disposal, etc.

4) Direct the maintenance and submission of operating
records and other material in time.

5) Serve as a member of the SAU committee, Promotion
committee and other committees that would pertain to
your department.

6) Maintenance and of correction of information at the
entrance lobby board.

7) He is to ensure that in his absence his duties are
understood and discharged by the next person
nominated by him.

8) Maintaining confidentiality while dealing with reports,
records, etc.

9) To ensure that personnel placed under him have been
given and are fully aware of their duties and
responsibilities.

10) You will ensure that all IT resources including email
and surfing facilities are provided to individuals by

name and are used by them for legitimate purpose and
as per laws in force.

Authority

1) Deployment of resources under direct charge.
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2) Salary increment.
3) Leave granting.

4) Others as per the directive from Chairman/Governing
Body.

Effective performance

1) Accomplishing administrative goals and objectives
jointly established.

2) The degree to which he provides required services at
minimum cost and of proper quality and in time.

Designation: Assistant Director (Info Cell):
Duties & Responsibilities:-

Basic functions

» Responsible for planning and directing efficient and
profitable operations of the Information cell
activities.

» Providing required services at the lowest possible
cost consistent with the scheduled requirement and
quality specifications.

» In doing so he is to report and is accountable to the
Director of the Institute.

Responsibilities

» Work out the short range and long-range profitable
targets for Information cell at the scheduled
intervals and implement them after getting them
approved.

» Organize, direct and control proper use of facilities
and personnel to meet acceptable targets and to
achieve maximum quality and efficiency at
minimum cost.

» Accountable for the training, development,
motivation, promotion, and assignment and other
conditions of employment for all employees
including temporary workers under his jurisdiction.

» Direct the maintenance of operating records and
other material in time.
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» Assist the Secretary in negotiations and collative
bargaining and assistance of corporate personnel
and coordinate all labor problems/employee
relation programme.

» Ensure the planning, preparation and submission of
Packaging India9journal) manuscript  for
publication well in time.

» Take full control of all Information cell activities
and take measures to promote the image of IIP.

» Maintaining confidentiality while dealing with
reports, records, consultancy work etc of various
customers.

» To ensure that personnel placed under him have
been given and are fully aware of their duties and
responsibilities.

Authority

» Deployment of resources under direct charge.
» Salary increment of staff working under him.
» Leave granting of staff working under him.

Effective Performance

» Accomplishing IC goals and objectives jointly
established.

» The degree to which he provides required services
at minimum cost and of proper quality and in time.

Designation : Asst. Director (IT)
Powers & Duties :-

Attend to receipts and sending of E-mail.

Attend to Internet.

Supervise the work of hardware engineer (on contract).

Procurement of software.

Procurement of computer consumables, parts etc.

Attend to computer complaints and attend to them

through A.M.C.

Design of website.

Any other work related to computer operation for I.1.P

e.g. networking server.

> Mainly E-mail, Internet, computer supplies software
and hardware, complaints and supervision of hardware
contract person.

> Accountable for smooth working of network and

VVVVVY

VvV V
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making supplies available and attend to breakdown.

Designation : Asst. Director (Finance & Accounts)
Powers & Duties :-

>
>

vV VvV v VvV VYV

VVVVVVY

v

In-charge of Finance & Accounts department.
Supervise and guide accounts staff of 1 Sr. Assistant, 1
Accountant, 2 Assistants, 1 Jr. Assistant and 1
Sr.Steno.

Accounts work involves — pay roll, billing for services,
receipts, payment of all bills — TA, LTC, Medical,
Transfer, Taxes, Purchases, Insurance, Retirement dues
etc.

Payment and deduction of taxes — TDS, IT, Service
Tax, Professional Tax, other bills electricity, telephone.
All payments sanctioned by I.1.P.

Receipt and expenditure of plan funds.

Investments of plan funds, PF, gratuity development
and all other funds.

Attend Income Tax and other queries — visit the tax
authorities for discussion on taxes.

Preparation of annual budget.

Maintenance of accounts of various heads,
departments, regional centres, persons, purchases.
Check admissibility of payments as per rules.

Statutory and Government Audits.

Assist Director in Finance and Accounts matters.
Prepare annual accounts and balance sheets.

Liaison with Banks and Financial Institutes.

Inspection and checks of Regional Centres.

Attend to any other Finance and Accounts matters of
I.1.P. including Govt., Audit etc.

Responsible for billing, receipts, payment of bills &
taxes, TDS, Service Taxes, bills of services, contracts
etc. as per laws, rules etc.

Accountable for Managing Accounts and Finances as
per rules, laws, time bound nature, pre audit of
payment of bills.

Designation : Office Superintendent
Powers & Duties :-

>

>
>

In-charge of Administrative office working under the
Secretary.

Supervise work of staff in the department.

Attend to all administrative work of I.1.P for processing
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proposals for sanctions.

Attend to maintenance of office services — electricity,
telephone, water, security etc.

Attend to payment of all bills of services, taxes etc.
Prepare briefs for court cases for lawyers.

Procurement of office supplies and other requirements
as per indents.

Look after hostel, guesthouse, office building, and staff
quarter — allotment, maintenance, and repairs.

Award of annual maintenance contract for phones,
water supply, buildings, air conditions.

Allocate work to staff.

Guide and check the work of staff.

Keep liaison with outside agencies, suppliers, hotels,
and statutory bodies.

Supervise work of personnel bills — TA, LTC, Medical.
Attend to travel agent/foreign exchange, ticket
booking, payment of bills etc.

Supervise record keeping — personnel, leave, LTC,
service books, medical etc.

Attend to recruitment procedure.

Recruitment of temporary staff as directed.
Maintenance of staff cars.

Scrutiny of staff claims e.g. TA conveyance, Loans etc.
Attend to administrative work of staff at Regional
Centres.

Upkeep and housekeeping of buildings, premises.
Dialogue with union representatives.

Keep abreast with L.I.P. and Govt. rules on various
issues — DA, TA, Transfer, Leave, Retirement etc.
Make arrangements for meetings, conferences.

Any other administrative work of I.I.LP. H.O and
Regional Centres.

Responsible for providing office services, maintain and
repairs of L.I.P office, furniture, equipment, taxes,
insurance, sanctions, security, transport, building &
premises.

Accountable for administrative requirements.

Designation : Project Assistant
Powers & Duties :-

>
>
>

To take dictation in short hand and transcribe it.
To type on typewriter/computer and take printouts.
To send emails as directed.
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To reply E-mails as and when asked by Director or
required.

To send fax messages and receive fax messages.

To maintain all files pertaining to Director’s office.

To receive messages for the Director and take
necessary action.

To maintain important telephone numbers and connect
the same.

To put up the received mail to the The Director’s
perusal with previous references.

To distribute/ forward all mail marked for different
divisions/ cells to dispatch section for inward
registration & dispatch after approval.

To send some particular mail (E.g. Membership,
training, testing etc.) directly to dispatch section for
inward registration & dispatch without sending it to
Director.

To prepare agenda for meetings.

To prepare minutes of the meetings and submit to the
Director.

To compile the reports and put up to the Director.

To perform any other duties/official work assigned by
the superiors as per the requirement and skills
available.

To keep confidential information of higher level. If
leaked, may cause embarrassment or loss or damage to
the Institute. The image of institute may be spoiled. To
prepare all documents, reports, information etc with
fair degree of accuracy. To attend to routine jobs in
absence of the Director such as sending messages,
documents etc. to concerned officers or suggest action
in urgent cases.

Accountable for keeping information files safe and it’s
retrieval and confidentiality of issues and matters.

Designation : Assistant (Administration)
Powers & Duties :-

>

VVVVVY

To maintain attendance register to keep the record of
late attendance and absenteeism.

To maintain the leave records.

To maintain the service books and personal files.

To maintain leave to account for leave and encashment.
To prepare draft of letters as per requirement.

To attend to the queries regarding leave etc.

To prepare the CR Forms every year for the employees
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for filling.

To check the medical claims and process the bills for
passing and make entry in the medical register.

To prepare sundry bills for gardener, security,
temporary employees etc.

To update the list of employees and grades, salary,
increments, allowances etc.

To compile and send information/report to Ministry of
Commerce as per the requirement.

To file/maintain records of all the leave applications,
increments, medical claims etc.

To maintain monthly increment details.

To prepare & maintain the leave records of CL, EL &
SPL and make entries in service books.

To collect and keep the copies of certificates, duly
filled forms and other information of new employees.
To prepare letters of confirmation, probation etc.

To arrange for computer consumables and issue them
to departments and maintain register for it.

To attend to the incoming phone calls in absence of
telephone operator.

To maintain the service record of employees and also
entitlement of pay and allowances.

To inform the HODs about retirement dates, transfers,
resignations etc.

To process all the dues and payment at the time of
retirement.

To collect details for annual service for various
equipment and information & quotations for various
contracts and prepare proposals for approval.

To send the purchase/work order to the contractors.

To keep track of the contracts and maintenance work of
equipment & buildings.

To open LC with the bank.

To prepare and maintain documents for export agents,
clearing agents and banks.

To arrange for the uniforms, shoes etc. and issue them
to employees.

To perform any other duties assigned by the superiors
as per the requirement and skills available.

To keep confidential, information of higher level. If
leaked, may cause embarrassment or loss or damage to
the Institute. To prepare all documents, reports,
information etc with fair degree of accuracy. To
maintain important personnel & financial records.
Accountable for keeping information, files safe and
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their retrieval.

Designation : Assistant (Finance & Accounts)
Powers & Duties :-

>

>

v

VVVY

To calculate the salaries and prepare payroll for all the
employees and prepare the cheques.

To make changes in the computer software regarding
changes in increment, promotion and payments.

To issue and receive the 16A forms.

To issue the cheques to outside parties e.g. LIC, Banks
as per sanctions.

To make correspondence with outside parties e.g. IT
office, PF office, LIC.

To prepare the employee salary details/pay slips.

To verify/cross check all the documents /papers for
bills, approval etc.

To issue cheques for the payment and generate /
prepare vouchers for the same and obtain secretary’s
signature.

To make repayment entries in respective registers.

To answer/communicate  with  creditors/parties
regarding their queries.

To generate the reports for the senior officers as
required.

To make entries of journal vouchers in accounting
package.

To prepare TDS cheques and challans and forward to
bank.

To do bank reconciliation — tallying bank statement
with our records.

To issue the TDS certificates.

To prepare details for filing returns.

To analyze debtors.

To prepare bank receipts for the payment received from
parties and make entries in register ( in absence of Sr.
Steno)

To perform any other duties/official work assigned by
the superiors as per the requirement and skills
available.

Accountable for correct and timely payment of
bills/dues etc.

Delay in payment of bills, dues etc.
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Designation : Senior Steno
Powers & Duties :-
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To take dictation in short hand and transcribe it.

To type and take printouts.

To fax the letters.

To receive the faxes and segregate as per their
destination and departments.

To maintain the record of fax letters sent & received.
To contact the travel agent for booking tickets etc.

To maintain all files pertaining to HOD.

To receive messages for the HOD and take necessary
action.

To receive the bills, cheques from various department
and make entries in computer.

To make entries in computer for HO and Regional
Centre.

To attend to correspondence with outside parties.

To collect 16 A forms and maintain them.

To prepare bank challans and send to the respective
persons.

To check E-mails of professors’ and take printouts and
forward to professor.

If instructed, reply the emails or send emails.

To perform any other duties/official work assigned by
the superiors as per the requirement and skills available
including telephone operation.

To keep the information confidential as per
requirement.

To prepare all documents, reports, information etc with
fair degree of accuracy and in time.

Accountable for keeping confidential information and
files safe and their retrieval.

Designation : Junior Assistant (Info Cell)
Powers & Duties :-

>
>

To attend any queries on phone or in person.

To attend to correspondence regarding availability of
advertisement, follow-up letters, termination of
subscription, proforma-invoices, price list & promotion
of PI-Magazine, send renewal notices to companies.

To send letters for requesting for articles for general &
special issues and reprinting permission from authors.
To explain the advertisement tariff plan and supply
booking form.

26




> To prepare/compile information of packaging as per
requirement of companies & clients from various
sources.

» To search for articles through periodicals and
prepare/compile for final printing.

> To receive abstract from IIP faculty & students and
send it for printing after approval.

» To arrange for various articles to be printed in PI
(Packaging India.)

> To keep follow up for bi-monthly report with HO &
other centres for publishing in IIP news section.

» To prepare and send bills for advertisement after
confirming the printing of advertisements.

» To prepare bills for mailing of magazines & for
material purchases.

» To go for visits to agencies, companies for seeking
advertisement.

> To check & reply E-mails as & when required.

» To accept cash, cheques etc for sale of books,
magazine subscription etc and prepare provisional
receipts and deposit the cash to concerned department.

> To update the Pl — Magazine subscriptions list as and
when necessary.

> To compile annual report for the Director.

» To compile information for directory of Packaging
India.

> To perform any other duties assigned by the superiors
as per the requirement.

> Responsible for accepting cash, cheques for sale of
books & magazines etc.

> Responsible for correspondence with agencies,
companies.

> Accountability for cash collected.

Designation : Junior Assistant (Administration)
Powers & Duties :-

» To check the memberships for renewal and send the
renewal notices, receive the renewal documents; send
the cheques to accounts department. To check
addresses, keep record of change of addresses,
nominees etc.about the renewal application.

> To attend to the hostel and guesthouse maintenance,
upkeep, supplies, cleanliness etc.
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To check the PCOs for any problems and arrange for
repairs.

To allot the rooms to visitors/guest in guesthouse as per
instructions.

To receive the payment for the rooms from visitors.

To send acknowledgement to new member.

To generate and send the confirmation letters to new
applicant.

To generate statement of new applicants and send it to
membership approval committee.

To draw the advance for petrol and other petty
expenses on day-to-day basis from cashier and make
payments as per needs.

To settle the bills/receipts of petrol.

To send reminders to members.

To process the bills of BMC, telephone, water, Internet
etc for payment.

To give the statement of membership to secretary.

To send the notices for the GBM & AGM.

To get labels of the names/address, check them and
issue them to department.

To arrange the hall/venue for training programs,
seminars etc.

To attend to repair & maintenance of telephones.

To look after general maintenance of garden,
surroundings, premises etc.

To process washing/laundry bills for payment.

To perform any other assigned by the superiors as per
the requirement.

To prepare all documents, reports, information etc with
fair degree of accuracy. For cash handled, record of
bills, payments, hostel & guesthouse services.
Accountable for proper maintenance and payment of
bills for various services and cash drawn.

Designation : Junior Assistant (Finance & Accounts)
Powers & Duties :-

VVVY

\4

To disburse cash as per sanctioned bill/vouchers.

To make sundry cash payments.

To accept the cash & prepare receipts.

To prepare transfer vouchers in case of advance
settlement.

To maintain registers for advance expenses & advance
TA /DA for employees going on tours.

To make entries of all transaction vouchers in system.
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To prepare list of advance drawn but not settled and
send it to Sr. Accountant/ Assistant Director.

To accept the cash for prospectus and hand over the
prospectus, sale of forms.

To deposit the cash in the bank.

To go to bank for withdrawing cash for salary and
other payments.

To perform any other duties/official work assigned by
the superiors as per the requirement.

Responsible for the cash paid & received entries to be
made to accounting software and maintain cash
register.

Accountable for the cash paid, receipts of cash
payments, vouchers etc and tally cash for shortage,
surplus.

Designation: Typist/Clerk, Project Clerk
Powers & Duties :-

vV VvV VVVY
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To type bills, letters, reports, certificates etc.

To maintain CL record of department staff.

To maintain stationary of laboratory.

To maintain files for various documents related to
department.

To maintain various registers for the department.

To attend to queries in person or phone, in absence of
officers or other staff.

To check all outward mail and enter in respective
register and hand it over to peons for distribution.

To collect all inward mail and to enter in respective
register.

To organize the mail to be sent by courier, post etc.

To check the bills of courier.

To raise the requisition for franking machine filling.

To operate franking machine.

To renew the postbox license, telegraphic address etc.
To look after maintenance of franking machine.

To settle the advances taken by him.

To attend to the couriers’ complaints.

To arrange the transport for sending the parcels to
regional center/outstations.

Attend to library work such as issue & receipt of
books.