Job requirement and nature of duties of the post
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General cleanliness & upkeep of the section/unit
Carrying of files & other papers within the building
Photocopying, sending of Fax etc.

Other non-clerical work in the section/unit
Assisting in routine office work like diary, dispatch
etc. including on computer

Delivering of dak (outside the building)

Opening & closing of rooms

Cleaning of rooms/building, fixtures etc.

Dusting of furniture etc.

Assistance at shop floor

Assistance in testing of material

Assistance in science labs, cleaning of lab equipment
and glassware

Assistance in pathology/physiotherapy/nursing
Assistance in departmental/wet canteens

Driving of vehicle, if in possession of valid driving
licence

Upkeep of parks, lawns, potted plants, horticulture
etc.

Handing of stores, chemicals and equipment
Upkeep of workshop/labs/estts.

Packing and handling of materials in store divisions
Operation of cranes, support of library, MT etc.
General cleanliness of instruments/chemical
benches/lab filling

Watch & ward duties

To bring items from stores and workshop

To help in lifting of general laboratory equipment in
the various groups

Supporting in loading/unloading of heavy jobs on the
machine bed

Greasing/oiling of machine/A &B vehicle
Assistance in lab specific process and cleaning of
equipment including in pathology / physiotherapy /
nursing / departmental and wet canteens

Any other work assigned by the superior authority




