GOVT. COLLEGE, NARAINGARH
Honour List Session 2020-21

The duties for various administrative and other official works has been allotted for the session

2020-21. All concerned are directed to note the duties and Sign.
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Prim}p'al
College Administive work Distribution
( Annual Duties w.c.f August 2049)
Sr.No | Name of the Committee Signature
1{College Council \

Principal

Dr. Davinder Dhingra

Mr. Sanjeev Kumar

Mr. Joga Singh Virk

Special Invittee University Incharge and Bursar

2(Bursar :- Mr, Sanjeev Aggarwal

3|RTI:- Principal - FAA
A) SP1O :-  Mr. Devender Dhingra (1-15 days)
B) SP10 :-  Mr. Sanjeev Kumar (day 16th onwords) {&H}ﬂ.'}-é )
| =

C) ASPIO :- Mr. Satish Kumar (D.Supdt.)

D) Typing work- Mr. Ram Sharan (Steno ypist)

4|Staff Secretary / Social Secretary -

Mrs. Vaneets Sharma

rn

Time Table & Workload/Subject Change

1 Mr.Sanjeey Avvarwal( Convener )

Mrs.Vandana Saini

Ms. Arti Saini

6/Subjcct Change Committec:-

Mr. Anil Saini ( C)

Mrs. Chanchal Rani (Commerce)

Mrs. Pinki Bala (Arts)

Mrs. Neha Walia (Science)

Mr._Jacdeep (Arts)

7|University work/Internal Assessment/EVS Awards/ University Inspection
Mr. Sanjeev Kumar History (C) Mrs. U)vcefa e
Mrs. Ashu

Ms. Parminder Kaur

Mr. Mridul Dhingra

Mr. Swarnjeet Singh

Mr. Rakesh Kumar

Mr. Deyvinder Singh

Mr. Deepak Saini

Ms. Neha Walia
Ms. Neelu

Mrs. Jagjeet Kaur

Mr. Mukesh Kumar, Clerk

Mr. Mohit. Clerk
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University Attcstitiun Work{Re-appear/ Lxa
. * b a m .
Mr. Sanjeev Kumar(Eng) “Arts Classes Forms etc.):

Mrs. Sunita Chauhan Y\ ATts Classes

Mr. Subhash - Arts Cladyes
Mr. Naveen - Science Classes

Mrs. Manisha Afora - Commerce Classes

Mrs. Chanchal - Commerce Clgsses

E-Office

Mr. Anil Saini ( C )

Mr. Satish Kumar, Deputy Supdt.

Mr Mohit Kumar. Clerk

Mrs. Sunita Rani

10

University Attentation Work (Re-appear/Exam Forms cfc,)

Mr. Sanjeev Kumar (Eng)-Art Classes

Mr. Subhash Kumar- Art Classes

Mr. Naresh Kumar- Art Classes

Mr. Naveen Kumar- Science Classes

Mrs. Manisha Arora - Commerce Classes

Mrs. Chanchal Rani - Commerce Classes

Mr. Satish Kumar- Geography Classes

11

Grievences Cell/Internal Complaint Committee/Anti Ragging Cell/

Anti Corrupton Ccll/Anti Sexual Harassment Committee

Dr_Davinder Dhingra (C)

Mrs. Vaneeta Sharma

Mr Subhash kumar

Mrs. Chanchal Ram

Ms. Gurpreet Kaur

12

Lecture Shortage/Absentee & Fine/NSO

Mrs. Chanchal Rani (C)

Mrs. Ashu

Mrs. Pinki Bala pﬁ_______-.
Mr. Mridul Dhingra

Dr. Jagjeet Kaur B W
Mr. Parveen Kumar (P.S.) e ,

Dr. Deepika Prashar \ w4

Mre Sapna Gupta (Computer Instructor)

Mr. Mukesh Kkumar ( U.Clerk)

13

Infrastructure Development Committee:-

Mr. Joga Singh -PH

Mr. Sanjeev Kumar(Eng) - PWD

Mr. Anil Saini - Elecrica

Mr. Rajeev Goel - [T & Electronocs

N Satish Kumar(Dy.Supdt.)

Mr. Ram Saran (Steno)

Mr. Ashok Dhingra (Library) -

Mrs. Kavita (Library) €

v

This committee will do all the related correspondence work, give suggestion for new

Infrastructure and supcnfisu there on.

14

Appointment Extension Lecturer/Experience/APL, ete.(All work related Extension Lecturer)

Dr Davinder Dhingra ( C )

Mr. :_‘\';.I.[n:l.:l{:"\'. ;'\l.l‘-:‘_lq’;_i_]'ur-"f_ll

Mr. Sanjeev Kumar (His)

Mr 1 Saini
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TE[Contract Committee(Service Provider):-

Dr_Davinder Dhingra(C)

Mr. Sanjeev Aggarwal

Mrs. Vaneeta Sharma

Mr. Naresh Kumar

Mr. Satish Kumar (D.S.)

Mrs. Kavita Sharma (Jr. Lib) -Assistanee &~

Mr. Naveen -L.A - Assistante

16

Cultural Affairs

P

Ms. Pinki (el

Mr. Joga Singh

Mr. Mridul Dhingra

Mrs. Gaurl

Mrs. Apurva Chawla

Ms. Gurpreet Kaur

Mrs. Dimple

Mrs. ("hanchal

Mrs. Ashu

e

Mr. I\.-“Iﬂhamanﬂ -Ruﬁ

Ms. Preeti

Mrs. Poojadeep

M. Uheels

1

Literarv Activities and Subject societies

MurSanjeey Kumar (Log)-(C)

Mr. Subhash Kumar

Mrs. Pinki Bala

Mrs. Ritu Nara

Mr. Mohamand Ali

Dr. Devender Singh (Punjabi)

Dr. Deepika Prashar

Mrs. Priyanka Vats

18

Earn While You Learn Scheme

Mr. Joga Singh

Mrs. Vaneeta Sharma

Mr. Satish Kumar (Geo)

Mr. Satish Kumar DS

Mr. Ashok Dhingra (Lib)

19

Science Activities/Science Activities

M. Anil Saini ( Convener )

Mr. Satish Kumar

Mrs. Vandana Saini .

Mr. Naveen

Mr. Rajeev Goel

Mrs. Parminder Kaur '

Mr. Rahul

Mrs. Neha Walia

20

Maintenance Committee Public Health/ PWD/Water/All type of repair w

ork ete.

Mr. Subhash Kumar (C)

Mr. Naresh Kumar

Dr. Swarnjeet Singh

Mr. Jagdeep Singh

Mr. Rajender Kumar

Dr. Parveen Kumar (Eng)

1his Committee will make all Correspondence with concern authors

Complaints addressed at top priority and maintain all utilities funct

ty and try to get P
— get PH/PWD/Water
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30]  All Electricity work/Generator work/Water Cooler Maintenance/Purchase/Maintenance etc. | r

= Mr. Anil Samm (C)
Mr. Naveen Kumar

Mr. Rohit :

Mr.Parveen

Mr. Daljeet

§ g T TRy T

Mrs. Neha Walia

L -=r

il

21| Computer/Edusat/Electronic items/Networking & All Computer related work and Maintenance/

Mike Arrangement

Mr. Rajiv Goel(C )

Mr. Rohit

Mr. Swarnjeet Singh

Ms. Raj Rani

TEE T . RN SR . TGS Ty ey,

Mr. Sandeep(L.A.)

22| Tent,Shamiyana & Scating arrangements

NMre. Naresh Kumar ( Convener ) |

Mr. Naveen Kumar

Mr. Daljeet

Mr. Mrnidul

Mr. Naveen Kumar (L.A.) M’_,/ |

23|Sports Board

Mr. Sanjeev Kumar, Eng. (C)

Mr. Subhash Kumar

Mrs. Renu Kumari

Mr. Subhum Kumar

Mr. Satish Kumar., Geo.

Mr. Naresh Kumar

Mr. Rakesh

=S Ry e — 3

Ms. Priva Malik

Mrs. Raj Rani

Ms. Asha Rani

Mr Baldev

Mrs. Sapna Gupla

Mrs. Manisha

24 National Service Scheme ( N.S.S )/ Road Safety/ Health Camps/Swach Bharat Abhiyan/

Red Ribbon Club etc.

A) Boys Unit 1 :- (1) Mr. Subhash Kumar(P.O.) Unit -1 and activities of Swach Bharat Abhiyan/Road S}

(2) Dr.Swaranjeet Singh and ERSE

B) Girls Unit 2 .- (1) Mrs. Chanchal (P.O) Unit-1l and Red Ribbon Club

(2) Mrs Sapna Gupta (Commerce)

C) Girls Unit 3:- (1) Mrs. Manisha Arora (P.O.) Unit-III Health Camps etc.

Fhs. TTecy s £6,,C axit- Led-)

Convenors will make all correspondence regarding sanction of grants . They will hold One day Car

Seven day Camp and all activities involving NSS Volenteersas per Govt./University/Principal

Orders/Dircctions from time to time and will maintain all related record of NSS activities.

N.C.C (Caretaker) :-

Fd
o |

Mr. Satish Kumar

26|Chief Proctor / Mentors

Mr. Devender Dhingra ( Chief Proctor ) - will carry out all related work

Mrs. Vaneeta Sharma ( Chief Mentor ) -will carry out all related work

TR AC !' APL Conillee

Wr. gﬂhlﬁ—cﬂm ’}ﬁf‘f ,)
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Ns. Renu Kumari

Duclpluu Committee

~Nir Sanjeev Kumar. Eng (C)

Mr. Joga Singh

Ms. Vandana Saim

Mr. Naveen Kumar

Mr. Mridul Dhin!_;ia

Mr. Rohit

Mr. Swarnjeet

Mr. Rajiv Goel

Ms. Ashu

Mr. Parveen

Mr. Jagdeep

Mr. Baldev

Mr. Devender Sitlgh

Mr. Deepak Saini

Ms. Ritu Nara (Sanskrit)

Ms. Neelu

Mg Preet

Ms. Deepika Prashar

Except Above Teachers any one can also be put of discipline duty as the

nedd arises.

28

Income Tax Calculations ( TDS, Returns, and Form-16 ctc.)/Quarterly Return

Dr. Davinder Dhingra ( C)

Ms. Renu Kumari

Ms. Ashu

NMis. Dimple

Ms. Chanchal

Mr. Satish Kumar (Deputy Supdt.)

n L]

Mrs. Sunita Rani (Comp. Inst.)

Committee will look after and must ensure that all related work must b

@_L.LL‘V
e completed well in time

29

Press Notes/ Public Relation

Ms. Apurva Chawla

Mr. Mohamand Rah

Ms. Preet

30{Legal Literacy Cell/Court Case
Dr. Davinder Dhingra ( Convener ) : : ‘
Ms. Gouri MY S e L'j':"“"}) aita ]
Ms. Preeti My - Ner an.& ( #ps..}. ) h@.
Mr. Rahul

Mr. Satish Kumar (D.S.)

31

Personality Development cell & Soft Skills ( Language Lab )

Mrs. Gouri

Mrs. Priyanka Vats

32(Women Cell ( BEtl B.u:lmu-Bctt Paraoand/All Girls related activitics)
) o Mv3. Vinecefa g (€)
Mrs. Chanchal M}ﬁ m@ig_ h-ﬂ.-—
Ms Soma Dua 1k ﬁ;..n...-—*""

Ms. Deepu Dhingra

Ms. Poojadeep

Ms. Parminder Kaur

Ms. Sonu

33

All Printing work

Mi Joza Singh ( Convener )

Mr. Subhash Kumar

Ms. Manisha Arora

Mr. Naresh Kumar

Mr. Daljeet

Dr. Swarnject
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— 1. SC Scholarship -

74JAll type of Scholarships Committee(SC/BC/PMS and Other Scholarship Schemes)

Mr. Sanjeev Kumar (His)- C

Mr. Renu Kumari, Mr. Ram Saran (Steno)

"

2. BC Scholarship/PMS - Mr. Joga Singh-(C)

i

Mr. Parveen (Pol. Sc.)

- i

Ms. Sapna Gupta (Comp Ins.)

P

\

3.0ther Scholarship

Mrs. Arti Saini (C)

Mrs. Chanchal Rani

Mr. Rajender, clerk

Myv. Az Lﬂ-ﬁff\ 31))' f‘ﬁbLhn'LvM .

S

Learning Licence of students

Mr. Subhash Kumar - (C)

Dr. Rajinder Kumar (Commerce)

Mr. Rajinder (Clerk)

36

HRMS/ MIS Data

Mr. Rohit Bhulor.- (C)

Mr. Satish Kumar (D.S.)

! L Nye Mehit(p) W

Ms. Sunita R.ﬁ;ﬂ (Computer Inst.)
Mr. Naveen (L.A.) will help in Salary/Arrear making Bills.

o

37

Magazine/E-Magazine Committee:-

Editors

Mr. Shubham (C)

Ms. Preeti, Math

Mr. Satish, Geo.

Mr. Rahul (Science)

Mr. Mohmd Rafi (Hindi)

Mrs. Ritu (Sanskrit)

Ms. Jagjeet Kaur (Punjabi)

—deafoc HA—

38

GeM Portal Purchse/Central Purchese Committee(Govt. Grants)

Dr. Devender Dhingrn[ )

Mr. Anil Saini

Mr. Satish Kumar (D.S. - Record Keeper)

Ms. Kavita (Lib) will do computer related work. =7

39

Property Committee/ Dialpidation Committee

Mi. Joga Singh ¢ Convencer )

Mr. Sanjeev Kumar History

Ms. Gurpreet Kaur

Ms. Dimple

Mr. Sanjeev Goel

Ms. Sapna Saini

Mr. Mohmad Ali

40

Library Advisory Committee

Mr. Devender Dhingra (Converner)

Mr. Sanjeev, Eng

Mr. Anil Saini

F s Nr. Nored€ L

Mr. Mridul Dhingra

41

Bus Passes

Mr. Rohit ( Convener )

Ms. Preeu

Mr. Parveen (Pol Sc.)

Mr. Sandeep Kumar (L.A.)

"Fﬁj?"'
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—[Canteen Committee
—1Dr. Davinder Dhingra ( Convener)
L—|Mr. Sanjeev Aggarwal
Ms. Chanchal
. |Ms. Manisha Arora

43| Tour & Travels Committee

Boys Tour - T Mr. Subhash ( Convener )
2. Dr. Swarnjeet Singh

3. Mr. Parveen (Eng)

Girls Tour - 1. Mrs. Apurva Chawla

2. Ms. Gurpreet Kaur

Will do all correspondence regarding tour grant from Govt. and other neccesary arrangement for
i (oW,

44|Photography:-
Mr. Naveen Kumar ( Convener )

Mr. Rajinder Kumar (Commerce)
Mr. Rahul

45|Hospitality Committec:-

= Mr Samjeey Aggarwal ( C)

Mr. Naresh Kumar

Mrs. Chitra

Mrs. Ashu

Ms. Deepti Dhingra

Office Persons: Ms. Kiran
Mr. Rajesh

This Committee will take care of Tea, Snacks, Lunch,etc. and catering arrangement for

Guest,VIP Visitor and all college welcome, Farewell & Retirement function in consultation
with staff secretany

46[{Nodal officer (Adhar Card/Voter Card/SVEEP/Assembly Elections etc.)
Dr. Swarnjeet Singh (C)

Dr. Jagdeep ]

Mrs. Raj Rani

Dr. Baldev Singh

Ms. Priva Malik

Mrs. Sunita Rani (Comp.Inst.) (@ 4

Mr. Jaswant Kumar L.A.

47|Allumni Association

Mr. Subhash Kumar ( C )

Mr. Devender Dhingra (Advisor)
Mrs. Vaneeta Sharma

Mr. Sanjeey Kumar

, Mr. Swarnjeet Singh

| Mr. Mrnidul ]

Ms. Manisha

Ms. Preeti

48[RUSA/ All India Survey on Higher Education/UGC Work
Mr. Sanjeev Kumar Eng (C)

Mo Swarngeet Sigh

Mr. Parveen (Eng)

Mr. Satish Kumar ( DS)

| Mr. Mukesh (U.C)

A —
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jﬁ'[_;_iuh'lctric Attendance

Mr. Rajiv Goel (C)

Dr. Swaranjeet Singh

Mr. Sandeep (L.A)

Passport Committee

Ms. Gurpreet Kaur (Convener)

Mr. Shubham

Mr. Daljeet Kumar

Ms. Raj Rani

I et My M el (0)

w{

A

S1]

Rpsult \f'crifm:itiun Committee/ACR

& & Mrs . Vl‘ﬁ(-ufq_. 7-{/

Ms. Grurpreet Kaur

Ms. Dimple

Ms. Ashu

Ms. Vandana

Ms. Chanchal

Ms. Sonia Dua

Mr. Rajiv Kumar

Ms. Deepika Prashar

Ms. Deepti Dhingra

Ms. Sonu

S2

Placement Cell:-

Mr. Rohit Kumar (C)

Ms. Arli Saini

Dr. Jagdeep

Mrs. Vandana Saini

Mrs Manisha

Mrs. Sapna (Comp. Ins.)

NAAC /i _Af. el

Dr. Davinder Dhingra (C)

Mr. Satish Kumar

Mrs. Apurva

Mrs. Gurpreet

Dr. Jagdeep

Mrs. Dimple

Mrs. Parminder Kaur

Mrs. Vandana Saini

Dr. Rohit-teachnical support

Dr. Rajiv- techmical support

== }Zmu.'mﬁfpw'f .

Mrs. Sunita- Computer Inst.

54

Updating of college website & uploading various college activities.

Me Parminder Kaur (C)

Mrs. Renu Kumari
s 4

Ms. Kavita (Lib)
Ms. Sunita (Computer Inst.)

All Student Related IT Module(Shiksha Setu/ Skill Development)

Mr. Rohit (C)

Dr. Swarnjeet Singh (AISHE)

Mr. Rahul

Mr. Deepak Saini
Mr. Satish Kumar- Depuly Supdt.

Mr. Mohit Kumar, Clerk

Mrs. Sunita (Comp. Ins.) ,

Mrs. Neclu, E.V.S. Nodal Officer, Harit Kranti

b

E—
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rEH\’il"ﬂ_ﬂl‘llEn beautific
Mrs. Dimple (C)

ation of cam

us, Horticulture work, sanitation. cleanliness of college campus

Ms. Gurpreet Kaur

Dr. Sanjeev Goe]

Ms. Pinki (C-

AN i )
Mr. Mohmad Al ——

f?d.ce—-"“—'

Mr . Mohmad Raf

Ms. Asha

Ms. Neelu

Mr. Mridul Dhingra

All Mali/Beldar

S7

YRC Committee:-

Mrs. Parminder Kaur

Ms. Arti Saini

Mrs. Ashu

Mr. Subham

Mr. Jagdeep

Mr. Daljeet

Copy to:-

I. Mr.Satish Kumar, Dy-Supdt , General olTice

2. Circulate among the staff

3.API/NAAC/IQAC Cell

4 Mr. Ram Saran (Steno Typist)

Note: 1.All Convenor will maintained proper record of official letters and all activities & Bills etc.

2.Sanctions, if any, will be taken by convenors,

e

rincipal
Govt. College Naraingarh
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