@) UMMMal)00 GHIC8ZE aflaj08i0aV Qudh)a] MIMIWE
@palmlcvesglal 69a01M0)es MSsals] (Hao

eH0e8eE afl3yoeyom Ald)aj- RIUMBHIOY0 - Haf).af)o.22l eSWIMloes - aldlud]
BIMo M@HYM® - aVoNIMWla] - SOMEAT al)06alS)ailee)am).

al0ond@woo- 2012— 13 eel e(swImloes &elenzd - STP -040

OmOQI

GA@3 V)2l (ald00o Rl 9 MO@3 13 AUOO GHIYIEHNIS 6af).af)o.e=2]

o018 Qlaf Ms@mOd Mluniilaflgiss  e(SIMlol) ElalWIAIEE aleE:S)He)M )]

MOW] ®96)¢ aloW)M KR1UMSBH 00 MIGWIN1Ee)M).

1 Sundara Yedar G.P.M Government College L.D Clerk Hr.Gr.
Manjeshwar

2 P.P.SREEKUMAR GOVT. COLLEGE FOR TEACHER L.D. CLERK
EDUCATION (Hr.Gr)

3 RAJAN.R.M GOVT.ARTS&SCIENCE COLLEGE L.D. CLERK
,KOZHIKODE

4 PRASITHA.C.K GOVT.ARTS&SCIENCE COLLEGE L.D. CLERK
,KOZHIKODE

5 Mohammed Kunhi Govt.College, Elerithattu L.D. CLERK

6 Shyja.C.V. GBC Training College, L.D.Clerk
Thalassery

7 Anoop Kumar.T.P. GBC Training College, L.D.Clerk
Thalassery

8 Rema.P Govt.Law College, Kozhikode LD clerk

9 T. Radhakrishnan K.M.M. Govt. Women'’s College, | LD Clerk (Hr.
Kannur Gr.)

10 | Prathibha. M.N. K.M.M. Govt. Women’s College, | LD Clerk
Kannur

11 | Daniel John P.T.M. Govt. College, LD Clerk
Perinthalmanna

12 | Sreenath Sankar.K.S | P.T.M. Govt. College, LD Clerk
Perinthalmanna

13 | Amritha.C L.D. Clerk
Govt. College, Malappuram




14 | Asokan. K.R L.D. Clerk
Govt. College, Malappuram
Thalassery

16 | Moidu nayikarimbil L.D.Clerk
Govt.College, Madappally

17 | Sameena Edamal L.D.Clerk
Govt.College, Koylandi

18 | Raju.S L.D.Clerk
Govt.College, Kodancherry

19 | M.Ajayakumar U.D.Clerk
Govt.College, Tirur

20 | P.H.Muhammed L.D.Clerk

kutty Govt.Sanskrit College, Pattampi

21 | Jishi Joseph U.D.Clerk
Govt.Victoria College, Palakkad

22 | P.Gopinathan L.D.Clerk
Gowt.Victoria College, Palakkad

23 | C.Manikandan U.D.Clerk
Govt.College, Chittur(Hostel)

24 | AV.Lekhshmidev U.D.Clerk
Govt.College, Chittur
Thalassery

26 | Shaija.C.K L.D.Clerk
Deputy DCE, Kozhikode

27 | Sijina.P.T L.D.Clerk
Deputy DCE, Kozhikode

28 | Robin.V.S L.D.Clerk
Deputy DCE, Kozhikode

29 | Joshy salas L.D.Clerk
Govt.Law College, Kozhikode

30 | Reena.P L.D.Clerk
Deputy DCE, Kozhikode

31 | Shyvinda Raj L.D.Clerk
Deputy DCE, Kozhikode

32 | Nisha.V L.D.Clerk

Govt.College for Teacher
Education, Kozhikode
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MOP —General awareness — Office time- Tappals — Note file and Current file.
Handling of Tappals — Five day current Rule - Importance of Government /

Director 's/Court Tappals- Maintenance of stock file — Importance of Financial matters

including bills — Importance to RTIA, LA, JSP etc.

Maintenance of PR and nature of disposals and its period of keeping — Record Section

Destruction

Collection of Rent — Rent Register — Rent File- TR 5 Collection — T.R.5 collection register -
Register — Stock Register of TR 5 receipt books — Stock Register of fee receipt books —

Safe custody of Registers , Records and files — Custody of stationary articles

Maintenance of Term Fee Registers — Term Fee Register for M.Phil —=Term Fee Register
for Research Scholars — Register of Research guides approved by the University (with

copy of the approval orders.)

P.D.Rules — College Magazine — Athletic Fund — Association Fund — WSU -SAF

Preparation of DCB Statement.

Admission to Degree Course Admission Rules and Reservation Criteria, Registration of

Application .

Stock register of application forms — Safe custody — Stock Register of Identity Cards —

Safe custody — CDC collection register and stock register of CDC Receipt books.

Conduct of University Examinations — Registering for the Examinations — Remittance of
Examination fee to the University — Hall Tickets — Attendance of students — Packing of

answer sheets.



Attendance of invigilators — Settling of account adjustment of advance — Withdrawal

and payment of remuneration.
Right to Information Act
Collection of fee — fee rates — maintenance of DFCR — Daily closing of fee receipt books.

Evaluation of the course and clearance of doubts.
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