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5)
0)

7)

18

4
A

DUTIES AND RESPONSIBILITIES OF STENOGRAPHERS

To take dictation and type out the dictated letters.

To type out any statements, letters, extracts or any other printed matter.
To keep track of the confidential papers and maintain the confidential dispa
and inward registers.

To maintain the record of his work and should furnish the workshect in
prescribed returns to the officer-in charge of the section in which he is
attached to .

To look after the maintenance and repairs of his typewriter.

Too keep the account of the stationery materials as used by him in proper
registers.

To carry out any other dutics as may be assigned to him by his supcrior
Officers.
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0)

)
8)

DUTIES AND RESPONSIBILITIES OF DRAFTSMAN

To control, guide and supervise the work ol drawing gection and ol Juniors.
To trace, draw, colour, the drawing and maps given and also (o carry oul the
lettering work, ammonia and bluc printing works.

To prepare charts maps and other such materials for displaying the progress of
the various schemes of the Directorate.

To help in compilation of the data, maintenance ol maps and tracing | records
and files.

To make proposals for the purchase of the cquipments and tools for the
drawing and map scctions

To upkeep of the drawing and map scctions and responsible for the
maintenance ol the Stores, registers and records

To set up the museum and arrange the exhibitions.

To carry ont any other dutics assigned by the Superiors.



)
2)
3)
4)
5)
6)
7
8)
9)

10)

11)

%, nthﬁfi:ﬁﬁmf%-cﬂuwm-ﬁw

To draw, trace and édlor various mapé rcgarding.-gcohydrologicu]. gcpffhysical. chemical
information by usiﬂg cOmputcr p]bller and olﬁcr recent techniques. -

To prepare charts gmphs and other such mmcnu]s for dlspiaymg progress of various
schemes of the dcpanmcnl. _ _ i :

To prepare drawings of vanou§ models name]y.A_niﬁcial Recharge, Water harvesting
etc. | :

To prepare d:fferent maps, charts related malenal on different hydrolqglcab‘chcm:cal
Subjects for presentation. _

To maintain the records and registers of drawing s'aclior’i_. in proper manner.

To refine watershed maps, mini \#Iatershtlzd maps é’s and 'whén rcqﬁire;l: 'by the department,
To make the proposals on purchase of cqmpmems for GIS!drawmglmaps

To maintain drawmg section, exhibition hall in a propcr manner,

To look after the hbrary, periodicals of thc office, -

To help in verifi cauon of Toposhccts Acrial photogrnphs Land set :magcncs, Dead stock
and such a store mulcna]

To carry out duties uss:gned by Senior Officers,.



2)

3)

5)

6)

7)

8)

. Ade® - i A

UciH) s 9 SaTacT-ar-

To carry out survey and leveling works by using different types of instruments
like by using chain, plane table, Theodolite, Total station,GPS, etc.

To carry out mapping and to prepare and plot the sec!ions-!'-'under various
hydrogelogical survey schemes. :

To assist in systematic hydrogeological survey work and ta collect pre-requisite
data like village data, maps, etc from concerned authority. -

To supervise construction of civil works carried out by the departments through
various different schemes and to guide Grampanchayats in construction works
and to submit the reports to the concerned authority.

When stationed at hydrometeorological station, will take the
readings and prepare monthly report and submit to the conecern
authority. Will look after the instruments installed at HMS.

To take the readings of piezometers, obse‘rvation wells as fr_;jnd when required by
department and submit the report to concerned authority. -

To look after the maintenance of all the ‘surveying and Ierling instruments.

To assist geologist, geophysics, and chemist in calculation of work, preparation of
maps, tracing and survey work :

To attend any other work as may be assigned to him by his superior officers.



