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CORRIGENOUM TO NONACAIION DAIID 06,04,2022
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Ihe selection lor FACULIY AND OFFICE ASSIANI k bosed on perfomonce in wllen lesi,
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IOB DESCRIPTION OF SUPPOII SIAII AT ISEIK

L Wolk os focully o, lhe rnst lule hondling se$lons reloling lo enlrepreneuchip,
mollvolion, peEonolily deve opmenl, busines honogemeni, conduclinq
bosine$ gomes etc gui.ling/ educol ng lhe lroi.e*, ond coordirote lhe
Progroms of ihe lnstiiuie.

2. Conducilng pre no .ing d.Uv t es - EDP5, gereroUon ol opp co,ions ond
seecion ofcondidoles.

3. A$isling lhe Dneclor in the deslgrirg The Annuol Acllon P or ord lrolnirg

,t. atro.9ing ogislic5 for the troi.ing progroms, lncluding trolnlng molerio s o..l
o(onqino auesi focu ly.

5. Providing posl lolnlng ercoi seryices lnc ud ng conduciino of follow-up

6. Providinq counselins, cre.lii nkose, prepororion ol projed repons erc
/. Preporoiion of slcce$ nories ond ce i,icole. A ffinimum of Mo slodes per

monlh lo ihe connolns olfice/MoRD.
8. Preporoiion of post progrom reporls.
9. Preporoiion of monlh yreport ond other penodcd repo s.

10. A$isllnq/guidlng Jhe ofice o$hlori i. moinloining Doy-Books, Ge.erol Ledger
dnd o olher regisie6 o.d book,

ll. Design new iro nlng progroms bycollecling feedbo.k o.lhe emerglng
busine$ opporrunllles ln lhe oreo.

12. Prepore cosenudles ond tro n ng moierlok for effeclive de ivery of se$ions.
13. Eslobish lioison with ouhide ogencies.
r4, A$sl Dreclor in lnlehol contro /odmlnhi.olion of ihe nstilule.
ls orgonizing functions, evenls ond meetings of lhe innltule.
t6. Preporolion of pre$ rele6e/repoi on vorlols oclivilies if ihe nslllute,

l/. Supervking of work of o$istont, oltendeL wolchmon cum gordener of ihe

13. Monilori.g lhe perfomqnce of guen focu l} of o ski lroinings.
19. Mol.Tenonce oi invenlory an.llibrory book oflhe inslllule.
,0. Oveceeins lhe moinlenonce of the entne compus including co$rooms,

klJchen, dini.g ond domtoryond insure io keep ihe premhes c eor ond lldy
2l . Molnloini.g discipli.e in the nslilule ond ensudng odminhlrolion of MILLY, LoG,

PRAYER. YOGA SRAMDNAN EIC ON doiV bo'is.
22. Any olherwork o$igned by the Director tom lifre 1o lime.
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L A$kilng the Direclor ond Foc! ty in elfecllve flnclioning of ihe nslilule li fulfi
the objectives ol the ftun,

2 Mo .toining ol Cosh Book, Generol Ledger, vouches, os per ihe guideli.es

{preserlry slng e e.lry book leep ng),
3. Molnroining o book5, req ,ere, bolh monuql ond soft copy 05 per the

prevo ng guide ines from ftusl/Minislry.
.4, Mointoining on.l lpdollng oll dolo re oli.g lo Troin ng, fo owups, sell emenls

5. Creoting ond updoJinq M S doio os per 9u de i.es.
6. Preporolion ol monlhly repods ond oiher pedodicol ond sobmisslon to Trusl,

Mi.hlry ond olher ogencies involved ln overo lsupetoisio. ol flnctioning ol

7. Orgonning ihe requned bgiilica fortolnlng including ororgi.g Boording,

3. Arongirg thenoining moTedosforo Skillboiches.
9. Moking regisiroiion of condidotes in o th6 iroinings, lokirg doily dttenddnce of

lroi.ees, loking boor.ling ollendonce of nolnees.
10. Conducling follow !p vhlh os cli,ecied by Direclorond repodlng the some lo

ll. Up keepi.g of o I iixed o$eh ond molnloining of hvenlory of nems i.clldinq
rrolnlng moieio s ond eqoipmenh.

12. Moinlolnjng of tjbrory books ond hsuing books lo lhe lroinees os ond when

13. corryoui o lhe nslructions/ony olher work I ven by the Dnector ond iqculty
n6m fime to time.
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