GOVERNMENT OF ODISHA
SKILL DEVELOPMENT & TECHNICAL EDUCATION DEPARTMENT
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NO. SDTE-PDE-I-Poly-0168-2021 2 Y j /SDTE, Bhubaneswar, Dated the ’2‘}/0/ / 2022

OFFICE MEMORANDUM

Sub: Duties & responsibilities of Lecturers, Sr. Lecturers, Training
Superintendents, Workshop Superintendents, Vice Principals &
Principals of the Government Engineering Schools/ Polytechnics of the
State.

Cases have been referred to this Department regarding duties &
responsibilities of Lecturers, Senior Lecturers, Training Superintendents, Workshop
Superintendents, Vice Principals & Principals of the Government Engineering
Schools/ Polytechnics of the State.

Now, after careful consideration, Government have been pleased to fix the
following duties & responsibilities governing the teaching faculty of the Government
Engineering Schools/ Polytechnics of the State for strict adherence by all
concerned:

A.LECTURERS

1. Teaching in Practical / Theory subjects of the discipline as assigned by
Principal and remedial classes for poor-performing students.

2. Maintain Attendance Registers of the students, Lesson Plans, Assessment
Registers and progress Register/Reports etc.

3. Duties connected with the conduct of Admission, Examination, Evaluation of
Examination of the students.

4. Conducting Awareness Programmes on Career opportunities in Technical
Education in the state.

5. Conducting Seminars/Workshops etc.

6. Develop Learning materials/Resource materials for Theory and Laboratory
classes.

7.R&D work on Industrial problems and Projects and other work for the
promotion of Industry Institute Partnership.
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8. Perform Training and consultancy work for Internal Revenue Generation.
9. Publication of Technical Papers in Journals.

10. Preparation and submission of Project Proposal for funding to the Institute
from External Sources and other resource mobilisation for the Institute.
11. Participating in refresher courses for up-dation of knowledge and skill.

12. Guiding students for Innovation, Entrepreneurship and Hackathon etc.

13. Dissemination of information for students development and community
development.

14. Accompanying students in study visits /Industrial Visits/ Industrial Training of
the students.

15. Remain in charge of stock and store of Laboratory/Department/Sections
wherever assigned.

16. Remain in charge of additional responsibility of the institution such as
Library/Hostel/Examination etc. and extracurricular activities such as Games
and sports, Cultural Association, Eco Club, Idea Lab etc.

17. Conduct Employment generating/Skill development Training Programme for
unemployed youth wherever assigned.

18. Perform students Counselling and act as proctor of students.

19. Perform different Placement related activities.

20. Perform such work related to maintenance and upkeep of Equipment,
Laboratories, Buildings and other institution properties.

21. Perform duties connected to supervision/inspection of different works at other
institution wherever assigned.

22. Perform different Consultancy work for IRG and works on different industrial
and socially relevant projects as assigned.

23. Perform duties assigned by SCTE&VT, Odisha, Bhubaneswar/ DTE&T,
Odisha, Cuttack and SD&TE Department.

24. Perform any other work in the interest of the institution/Public duty as
assigned by the Principal/Head of the Department (HOD).

B. SENIOR LECTURERS

1. Administrative work of the Department / Division/Section entrusted by
Principal as Head/ overall In charge.

2. Teaching in Practical /Theory subjects as assigned by the Principal and
remedial classes for poor-performing students.

3. Maintain Attendance Registers of the students, Lesson Plans, Assessment
Registers and progress Register/Reports etc.

4. Supervision/Verification of Attendance Registers of the students, Lesson
Plans, Assessment Registers and progress Register/Reports etc. prepared by
other Faculties of the Department/course as assigned by Principal.
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5. Duties connected with the conduct of Admission, Examination, Evaluation of
Examination of the students.

6. Conducting Awareness Programmes on Career opportunities in Technical
Education in the state.

7. Conducting Seminars, webinars and various academic workshops etc. relating
to the Department.

8. Develop Learning materials/Resource materials for Theory and Laboratory
classes.

9.R&D work on Industrial problems and Projects and other work for the
promotion of Industry Institute Partnership

10. Perform Training and consultancy work for Internal Revenue Generation.

11. Publication of Technical Papers in Journals.

12. Preparation and submission of Project Proposal for funding to the Institute
from External Sources and other resource mobilisation for the Institute.
13. Participating in refresher courses for up-dation of knowledge and skill.

14. Guiding students for Innovation, Entrepreneurship and Hackathon etc.

15. Dissemination of information for students development and community
development

16. Accompanying students in study visits /Industrial Visits/ Industrial Training of
the students.

17. Remain in charge of additional responsibility of the institution such as
Library/Hostel/Examination etc. and extracurricular activities such as Games
and sports, Cultural Association, Eco Club, Idea Lab etc.

18. Conduct Employment generating/Skill development Training Programme for
unemployed youth wherever assigned.

19. Perform students Counselling and act as proctor of students.

20. Perform different Placement related activities.

21. Prepare and maintain the different Reports and Returns and also MIS of
various kinds in the Institution as assigned.

22. Perform such work related to maintenance and upkeep of Equipment,
Laboratories, Buildings and other institution properties.

23. Perform duties connected to supervision/inspection of different works at other
institution wherever assigned.

24. Public relation for Institutional development and community development.

25. Convening Parent-Teacher meetings and also interact with students for their
well being.

26. Organising and Co-ordinating different Consultancy work for IRG and work on
different industrial and socially relevant projects

27. Development and Management of Institutional Infrastructure/Facilities.

28. Perform duties assigned by SCTE&VT, Odisha, Bhubaneswar/ DTE&T,
Odisha, Cuttack and SD&TE Department.
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