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01) Principal is the Chief academic & executive head of the institute. He is responsible to the Director of
Technical Education or Chairman of the Governing Body in all matters connected with the institute.

02) Selection & Placement of students.

03) Analyzing the curricula of education & training programmes offered by the institute.

04) Assessing the material, Financial & human resources required for implementation of education &
Training programme of the institute.

05) Planning, scheduling, Co-ordinating and monitoring the implementation of Education & training
programmes of the institute & having a few contact hours with the students.

06) Advising / arranging the instructional resources required for implementation of Education & Training
programmes of the institute.

07) Planning & administering student services.

08) Maintaining support services & physical environment.



09) Commercial, Financial, Personnel & security functions.

10) Planning & organizing staff development progammes for the institutes staff.

11) Promoting interaction amongst institute faculty, technician users, allied agencies, industries and
community for improving the marketability of students passing out of the institute.

12) Developing close liaison with MSBTE /Industry/DTE/Apprentice Board/TTTI.

13) Participating in professional development activities.

14) Building corporate reputation of the institute and projecting its image.

15) Maintaining appropriate records & statistics of the Institute.

frarmEE (@)

Head of Department in Government Polytechnic, under the Directorate of Technical Education,
Maharashtra Polytechnic, Teachers Services,Group - A

Role & Responsibilities

Role : Department Manager / executive responsible for all academic & administrative processes.
Responsibilities : 01. Head of Department is answerable to the Principal of the polytechnic for all
academic and administrative / personnel activities of the department.

02. Academic and administrative management of the department.

03. Assessing the requirements of the material, financial and human resources for effective
implementation of prescribed curricula of program offered by the department.

04. Planning, scheduling, coordinating and monitoring the curriculum implementation pertaining to the
department.

05. Responsible authority to perform academic, personnel and security functions and to maintain
necessary records (like DSR) of the departmental assets in stipulated formats.

06.To act as facilitator for the departmental faculty in laboratory development, laboratory set-up, and
laboratory maintenance.

07. Provide motivation & guidance to faculty and other staff in the department.

08. Participate, motivate, guide & facilitate professional development through continuing education,
testing and consultancy & research

09. Identify and organize faculty and supporting staff development programs.

10.To act as authority for coordinating and conducting examinations / test examinations.

11. Maintaining students attendance record submitted by lecturers and students evaluation record.
12.Development and implementation of short term and long term plan for department development
and quality improvement.

13. Preparation of timetable and mobilization of teaching-learning resources.

14. Provide guidance & counseling and other student’s services at department level.

15. Plan, organize and facilitate industry visits and expert lectures.

16.To plan and implement the activities to take care of hygiene, safety and housekeeping in the
department.

17. Take teaching load prescribed as per the norms issued time to time by state government.



18. Evaluate the performance of the faculty and supporting staff.

19. Create, maintain and motivate cordial relations and team spirit in the team working under him/her &
provide impartial opportunities for contribution to faculty & staff.

20. Promote, guide, facilitate and participate in professional activities through interaction with
industries, consultancy, testing, continuing education and trainings, industry sponsored projects,
entrepreneurship development.

21. Assist Principal in all level activities.

22. Keep abreast of the newer knowledge, skills and technology through self-up- gradation and
dissemination of knowledge through articles, books, journals and seminars etc.

23. Self development through qualification improvement, experience enrichment, professional activities
and interactions with professional bodies.

24. Participate in non-formal mode of education for benefit of society / community.

25. Certify and recommend the vouchers / bills of department/related expenditures for further
processing.

26. To plan and implement the activities to take care of hygiene, safety and housekeeping in the
institute.

27.To develop and maintain inter departmental relation for effective working in the institute.

28. Motivator and facilitator for carrying co-curricular and extra curricular activities for developing
overall personality of students.

24. Participate in non-formal mode of education for benefit of society / community.

25. Certify and recommend the vouchers / bills of department/related expenditures for further
processing.

26. To plan and implement the activities to take care of hygiene, safety and housekeeping in
the institute.

27. To develop and maintain inter departmental relation for effective working in the institute.

28. Motivator and facilitator for carrying co-curricular and extra curricular activities for
developing overall personality of students.

3 S1f=mETar (a7i—)

Lecturer in Government Polytechnics, under the Directorate of Technical Education,
Mabharashtra Polytechnic, Teachers Services, Group — A

Role & Responsibilities.

1. Lecturer is answerable to the Head of concerned Department.

2. Effective implementation of curricula of the concerned course/subject.

3. Planning and delivering class room and laboratory instructions.

4. Student’s assessment and evaluation including tasks related with mid-term tests and

term-end examinations.

5. Design and Development of learning resources.
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Planning, setting of laboratories.

Guiding the concerned Lab Assistant in maintenance and repairs of laboratories and
equipments concerned with the course / subject.

Laboratories and academic facilities development.

Preparing and maintaining students records for the academic term.
Plan and execute students development activities.

Guidance and counseling to students.

Participate in professional activities through interaction with industries, consultancy,
testing continuing education and trainings, industry sponsored projects, entrepreneurship
development, research.

Assist Head of department in departmental activities and providing students services.

Keep abreast of the newer knowledge, skills and technology through self-up gradation
and dissemination of knowledge through articles, books, journals and seminars etc.

Self-development through qualification improvement, experience enrichment,
professional activities and interactions with professional bodies.

Participate in non-formal mode of education for benefit of society / community.

To plan and implement the activities to take care of hygiene, safety and house keeping in
the institute.

Motivator and facilitator for carrying con-curricula and extra curricular activities for
developing overall personality of student’s.
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02 Y% Hie=ToT HwHAT—AT / 3URT—ITH IdT SJeh dIR & hIgHd
e Hed, AT qodl e =0T,

0 R FHHAT—AT YTl <k & qATHOT IRAT HEhed IR MBI
g IR FHE,hIOENIT HIe H&,gddl e =l

03 3T fIa0T TIAR %A, HIUMIT ST e, A= JaAdT & =07,

o FHHIAT—IT= vfasy faate it o S 9rel &oT.

OL\.HOHI':IQCCFI dd-d dd= HAISHQHIA qdean ddIX ohod onHHITId dlqd endUT.

o & IMHRIT TSI I 3= STHT TFRH=AT o AT TS A=l qie 3907

o\ I T ol f[Tom=r 9 Irhar=r fevna 3907,

o ¢ FHIUTMT HTed ool faasia ga1esT UTd Siedal Jafeg fase 9

g ISTeayay diel =T,

oR 9fasg fate feft 31 Saocar sHaIT—ar=ar afaa dSeey i =97,

2 o IEfEAT A= IFhH FUTT Hed-dl Td HHAT—IT=T AT Tie 5T,

22 3T Sd3AT FHAT—IAT=T TFRH FITd He&T ATEa AT 7 Fic
S

¢ R fammeat= gasT vIosh, IRkaT ok vET =T

¢ 3 Fragedt areq g Aier.

¥ IRT & AT AFEA SR Gl Hor.

QU IRt 9d @=iaral savyasds =t Aane =or g feft staret <o
Jofard TEOMR AT AT S&aT HoT.

& .S’ J TaX faummehed ATaiedr Sahi=l qadl ol J o=t dia 3907,

R T 3TIa d oar=r @+ A=t Ale fEvia 397 STARar yHoms aan

5T T3faoT.



2 ¢ ATt ep I AT/ ATSTedd . @ o 3TESTqTe I 5T, ITw

2R SWISATRUIT F T STIUMH TSfad ATaIdT=it gadr Hol.

Ro Hqul STHT § @ef=ar A4l TEarEad 3907.

FoOT ¥R) @ (f7) et Adie smawm TaReas st ar gdsHHie
TfEvTdie  fofa guaenr gfF@aa sigavar Al wrEussd, a9
Tdagor ITfoT ScEfe YuTST (Procedure followed in decision making including

channels of Supervision & accountability)
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Oergss /diFe HH=
T=HTRT IR TS5
SR

fAofa Suar=ar fEdd ST Euaid AT e, au= THaeor a9@=
I Aot

=T SAfa HIHFRSTA T Rad TI3T FHidared Foia Suar=l T
T ST A0 TaToAred 7.0 a8 I deedl o Fanasigar
IR 9IS0aTd Ad d9F G gon—a1 gRaarad Hola =Joar= g&iar q1.
HaToe TASTeI0 ASes Has I ool MaaeEagaRr IR’ qrsvardg ad

FoUT ¥R) @ (ER) Mt A snawa dafeas fmet ar s
TFOMNE @ E MR TR ISUaEEt Aisahgd SAauad ATSo!

e (Norms set by it for the discharge of its functions )

T TAYTIUT fuges FHerst JRact AT, GATge dadfITeuT HEes
s I UIMHSGIT FIHFST © AT dA9Te0] Gare-ared 7398 ai-r
Tl AMey TecaaR ad+ dadiddd fiita sron—ar Ima—H-oiardar
IR 9SS Sirard . ad= Aae .S, Rules FaA@@=t qed Saet e,

HF. |Fd qh
%
EY SfOTeh SIHepIST TS 0] CIAAN Norms provided by

MSBTE Mumbai.

2 glRes HTEHST Manual for conduct of
examination provided by MSBTE
Mumbai.

3 TSR THBIST Instruction & regulations given

by DTE Mumbai & Govt. of
Maharashtra (MCSR)




FHITO—3TfrRET = Iar

Under the control of Secretary,
Higher and Technical Education,
Director of Technical Education,
Mumbai & Joint Director of
Regional Office, Pune
Maharashtra as per MCSR
(Maharashtra State Civil Service
Rules & Regulations)




