


SBPCOAD PORTFOLIO _
COMMITTEE LIST _
2020-21















Responsibilities of Accountant:
. Prepare Cash Book

1
2. Prepare Bank Book / Entries
3. Prepare Fees Structure and Annual Budget.
4. Submission of Shikshan Shulka Report/ Admission Regulating Authorities Report (FRA)
5. Maintaining Fess Collection of Students.
6. Collection of Exam Fess form the Students
1 ) 7. Making Fund Position Report
2 | Accounts Mr. Kisan Kale 8. Makitig Mcgthly Expeiises
9. Making Prudent Fund payment of Employee
10. Making Income Tax, TDS, Profession Tax Payment
11. Making Quarterly income tax return Information
12. Prepare Bank Reconciliation Monthly Statement
13. Prepare Monthly Salary Statement.
14. Making Vendors Bills Payment.
15. Prepare Balance Sheet Profit and Loss Account, Audit Report
Responsibilities of Librarian:
1. Approve the requests of staff such as leaves, participation in workshop., etc.
2. Delegate responsibilities and work allocation to the staff for the proper conduction of library process.
3. To give recommendation for the purchase or subscription of resources for the enrichment of library.
4. To schedule library advisory committee meetings as per the requirement.
Mrs. Poonam Sangle |5. To cancel the order of vendor if found unsatisfied with the service.
6. Allocation of library budget.
7. Suggestions for the library improvement as per the feedback received from the users.
8. Recommendation for addition of print, digital, infrastructure requirements.
9. To organize events, activities for the student’s motivation.
3 |Library 10. To initiate best practices for enhancing student interest.
11. Take necessary steps for the lost books as per the instructions received from higher authority.
Responsibilities of Library Assistant:
1. Manage Library inventory, perform stock check & prepare item list for removal, relocating & binding.
2. To ensure timely cleaning & dusting of library.
s, P Eobioks 3. Maintain l-_ibrary materials in_cluding bib]iqgraphic da!g , Library documents & files.
4. To check-in, check-out and circulation of library materials.
5. Maintain monthly circulation records.
6. Maintain the library in the absence of the Librarian or in-charge of library.
7. To explain rules & regulations of library whenever necessary.
a) Academic Year Planning
b) Preparation of Time Table
¢) Collection of Teaching Plan format
d) Preparation of course delivery
¢) Core faculty selection and record
ACAD'EMICS_ ) f) Selection & Control of outsource faculties
Academic Coordmatlor}. . Ar. Ranjita g) Internal Academic Monitoring
Paren_ts Teachgrs Meeting, . Shisih N-‘Iorcy Pimparwar Ar. Roshni Yetiwar h) Students Feedback
Practllca] Training, Acad‘emlc (Time Table) (Thesis & Professional Mrs..Archana 1) Non-conformity in teaching and learning process
Thesis, Coordinator . . Gajankush X .
Staff and Faculty appointmesi Practice Coordinator) j) Control D_f students’ property
. o ’ Ar. Neha Anwane k) Academic charge Takeover-Handover
Academic Monitoring, )
Knowledge Bank 1) Parents Te:?chers Meen'ng.
m) Construction yard Activity
4 n) Thesis coordination

0) Alumni Management
p) Practical Training

q) EOMS




1. Delegate responsibilities and load allocation to the faculty and staff for the proper conduction of academic process.

2. Review the performance of faculty and staff. Take and recommend suitable actions to the Principal.

3. Approve the academic requests of faculty and staff such as leaves, participation and organization of events, qualification

_ . Ar. Shisish Moy improvement, requirement of resources etg. o o

Academic Coordinator - 4. Approve the leaves of faculty and staff in accordance to the guidelines of the Principal.

5. Recommend the faculty and staff for various activities at institute level,

6. Approve the academic requests of students such as leaves, participation and organization of events, requirement of resources
etc,

7. Review and approve the performance of students such as consideration of term work, marks given, detention of students etc.

Responsibilities of College Exam Officer:

a) Overall arrangement & management of Exams at college level

b) Coordinating with the Principal regarding the updates and instructions given by the university, the Principal whatsapp group,
BOS and mail.

¢) Giving updates to the Principal about the Examinations.

d) Keeping update from college login id from SPPU webmail & CEO whatsapp group.

¢) Coordinating with university through webmail and sending concerned people i. ¢. from college admin department to coordinate
with university for any issues and updates.

f) Make arrangement for Notice for students and display on all notice board and forward on Whatsapp group or mail.

g) Getting Budget approval for Theory and sessional / viva Examination from college including Breakfast — tea/coffee, lunch etc.
h) Maintaining overall documentation & bills for accounts for examination.

i) Maintaining stationery requirements, printers, and cartridge etc. requirements with the help of the Exam team.

j) Coordination of schedule with pairing of college as per schedule given by SPPU during Sessional and Viva.

k) Appoint an Internal and Assistant Senior Supervisor for Examinations.

Responsibilities of Internal Senior Supervisor:

a) Conducting all Exams of university at college level.

b) Coordinating with the CEO regarding the updates and instructions given by the university on CEO what's app group and
university webmail.

¢) Giving updates to the CEO about the Examinations.

d) Preparing Notice for students and display on all notice board and forward on Whatsapp group or mail.

¢) Preparing Budget for Theory and sessional / viva Examination from college including Breakfast — tea/coffee, lunch etc.
f) Maintaining overall documentation & bills for accounts for examination.

EXAMINATI.ON‘ ‘ | Ar. Bhagyashree Apte|  Ar. Priyanka Dumane g) Maintaining stationery requirements, printers, and cartridge etc. requirements with the help of Fhe Exam team.
SPPU Examination for regular and ATKT., Ar. Shilpa Patil Mr.Laxman Torgale |y Preparing schedule with paired college as per schedule given by SPPU during Sessional and Viva.
Assistant to Senior Internal Senior : i ‘ o i o
Year DO“:"‘I (SS, SV, PP), CEO Supervisor Superviser Mr. Akshay More i) Preparing duties of junior supervisor for supervision. .
Convocation j) Make arrangement of Stationary from University for Theory Examination

k) Make Arrangement of Examination Block for Theory Paper.

1) Coordination with SPPU through portal during Theory Paper examination for downloading the Question paper.

m) Preparing Arrangement of Sealing and dispatch for theory paper answer sheets to CAP center with covering letter on letterhead
as per SPPU format i.e. supervisor report.

Responsibilities of Assistant to Senior Supervisor:
a) Conducting all Exams of university at college level.
b) Coordinating with the Internal Senior Supervisor and CEO regarding the updates and instructions given by the university on
CEO whatsapp group and university webmail.

¢) Giving updates to the Internal Senior Supervisor and CEO about the Examinations.

d) Preparing Notice for students and display on all notice boards and forward on Whatsapp group or mail.

¢) Preparing Budget for Theory and sessional / viva Examination from college including Breakfast — tea/coffee, lunch etc.

f) Preparing and Maintaining overall documentation & bills for accounts for examination.

g) Preparing and Maintaining stationery requirements, printers, and cartridge etc. requirements with the help of the Exam team.
h) Preparing schedule with paired college as per schedule given by SPPU during Sessional and Viva.
i) Preparing duties of junior supervisor for supervision.

i) Make arrangement of Stationary from University for Theory Examination

k) Make Arrangement of Examination Block for Theory Paper.

1) Taking printouts and distribution of question paper and answer sheets to each block as per schedule of univy
Paper examination.
m) Preparing for Sealing and dispatch for theory paper answer sheets to CAP center with covering letter on Id 5
format i.e. supervisor report.






