Manual 2

Powers and duties of Officers and Employees

(Section 4(1)(b)(ii)

Powers and duties of Officers and staff

	Sl No
	Designation of post
	Powers
	Duties attached

	
	
	Administrative
	Financial
	Statutory
	Others
	

	1
	Deputy Collector
	-
	-
	-
	-
	To take steps for disposal of files of Touzi Section

	2
	Head Clerk
	-
	-
	-
	-
	To scrutinize and supervise the files of Touzi Section

	3
	Senior Clerk
	-
	-
	-
	-
	To locate the reference and put up the files of Touzi Section

	4
	Junior Clerk
	-
	-
	-
	-
	Receive and dispatch of letters and place the letters in relevant files of Touzi Section

	5
	Peon
	-
	-
	-
	-
	Distribution of daks and rotation of files


Manual 5

( Section 4(1)(b)(v)

List of regulation, instructions, manuals and records.

	Sl No.
	Name of Act, Rules, Regulation etc
	Brief gist of the contents
	Reference No if any
	Price in case of period publication

	1
	Orissa Minor Mineral Concession Rules, 2004
	Grant of quarry lease

Grant of quarry permits
	O.M.M.C Rules, 2004
	

	2
	Manual of Tehsil Accounts
	Touzi Accounts.

Annual verification Accounts
	M.T.A
	


Manual 10

The monthly remuneration received by each of the officers and employees including the system of compensation as provided in the regulations.

(Section 4(1)(b)(x)

	Sl No
	Name and designation
	Pay Scale / Monthly remuneration

	1
	Sri Santosh Kumar Das, 

Deputy Collector, Touzi Section, Sundargarh
	PB -2 -    9300-34800/-, 

G. Pay 4600/-

	2
	Sri Sitaram Mishra, Head Clerk
	PB – 2 – 9300-34800/-

G. Pay – 4200/-

	3
	Smt. Jambubati Kalo, Sr. Clerk
	PB – 1 – 5200-20200/-

G. Pay – 2400/-

	4
	Smt. Sangita Badi, Jr. Clerk
	PB – 1, 5200-20200/-,

G. Pay – 1900/-

	5
	Smt. Padmini Pradhan, Peon
	PB – 1S, 4440-7440/-

G. Pay – 1400/-


