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FINANCIAL BID

STATEMENT SHOWING THE POSITION AND RATES FOR PROVIDING MAN POWER SERVICES TO KGTTI CENTER

;i HOUSEKEEPER 13270 1105 14375 1592 108 0 12675 ; 1725 467 16568 5 82840
2 WATCHMAN 13270 1105 14375 1592 108 0 12675 1725 467 16568 3 49704
3 ) DRIVERS 14373 1197 15570 1725 117 200 13529 1868 506 17945 1 17945
4 HOSTEL WARDEN 16931 1410 18341 1800 138 200 16204 1950 596 20887 1 20887
5 HOSTEL ATTENDER 13998 1166 15164 1800 114 200 13050 1950 493 17607 1 17607
TOTAL 71842 | 5984 | 77826 8510 584 600 68133 9219 2529 89574 11 188983

Sign & Seal of the Service Provider
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I:I(-) DESIGNATION JOB ROLE
1 Roles & Responsibilities:

e Perform a variety of cleaning activities such as sweeping, mopping,
dusting etc,.

® Ensure proper housekeeping in all rooms, toilets, labs, workshops,
canteen, hostel

HOUSEKEEPER e Protect equipment and make sure there are no inadequacies

e Notify superiors on any damages, deficits and disturbances

e Check stocking levels of all housekeeping consumables and
intimate higher authorities

* Adhere strictly to rules regarding health and safety policy of the
institute.

e Carry out other assigned work

2 Roles & Responsibilities :

e Inspect and patrol premises regularly

e Report any suspicious behaviours and happenings

e Secure all exits, doors and windows

e Check and monitor authorised inward and outward movement of
material

WATCHMAN e Monitor surveillance cameras

e Respond to emergency and react in a timely manner

e Provide assistance to people in need

e Monitor Safety and Health protocols of the institute

Age:

Not more than 50 years
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3 Roles & Responsibilities of Driver:

e Should have Valid Driving Licence to drive LMV.
e Should have proven experience as driver

e Should have clean driving record

e Should maintain the vehicle in good condition ensuring proper
upkeep and maintenance

DRIVERS e Should be willing to do discharge duty at headquarters and at other
places as and when there is requirement

e During lean hours the incumbent should be willing to do office
work assigned

Qualification
10™ standard
Age:

Not more than 40 years

4 Roles and Responsibilities:
e Room Allotment to The New Inducted students.

e Should reside in the hostel / premises of the institute 24x7 and
manage Overall Hostel Maintenance Responsibilities.

e Ensure Proper upkeep and maintenance of Hostel.
e Take attendance of students everyday

e Make sure quality food is served to the hostel students in time by
Food supplier

: e Liaison with food supplier for availing requisite food as per the
HOSTEL WARDEN number of students in the hostel

e Ensure proper maintenance of documents pertaining to food
consumption by hostel inmates.

e Ensure Daily Schedule Adherence by students and enforce strict
discipline

e Communicate to the Manager / Director in case of any indiscipline
or misbehaviour by the students.

e Responsible to settle grievances/complaints of the students.
e To be incident controller in times of emergency incidents in Hostel

e Administer First aid in case of any medical emergency and arrange
for hospitalization of student.
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® Ensure resources like electricity, water is judiciously used by the
inmates of the hostel.

e Coordinate with Asst. Wardens of long term, short term and
caretaker of ladies’ hostel for implementation of all hostel rules
and regulations by the students.

Qualification
1. Any Graduate with Degree in Education is preferred
2. Ex-Defence personnel is preferred.

Age limit:
Not more than 50 years

5 Role & Responsibilities:
®  Roles and responsibilities of girl’s hostel Care taker:

® Should reside in the lady’s hostel / premises of the institute 24x7
and ensure Proper upkeep and maintenance of Girls Hostel.

® Take attendance of students everyday

® Ensure proper maintenance of documents pertaining to food
consumption by hostel inmates.

® Ensure Daily Schedule Adherence by students and enforce
discipline

HOSTEL ATTENDER ® Communicate to the Administration in case of any indiscipline or
misbehaviour by the students.

e Administer First aid in case of any medical emergency and arrange
for hospitalization of student.

¢ To assist in office related work assigned
Qualification

10" standard

Age:

Not more than 50 years
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