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D¯D¯D¯D¯----chvchvchvchv    

  
taÂ kqN\ {]Imcw Pqsse 9  apXÂ  13 hsc tImgn-t¡mSv sF.-Fw.Pn 

skâ-dnÂ h¨v \S-̄ m³ \nÝ-bn-̈ n-«pÅ   s{Sbn-\nwKv t{]m{Km-anÂ ]s¦-Sp-¡p-¶-Xn-

\mbn Xmsg ]d-bp¶ Poh-\-¡msc \ntbm-Kn-¡p-¶p.  

 

1 Sundara Yedar G.P.M Government College 
Manjeshwar 

L.D Clerk Hr.Gr. 

2 P.P.SREEKUMAR GOVT. COLLEGE  FOR TEACHER 
EDUCATION  

L.D. CLERK 
(Hr.Gr) 

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

L.D. CLERK 

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

L.D. CLERK 

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

6 Shyja.C.V. GBC Training College, 
Thalassery 

L.D.Clerk 

7 Anoop Kumar.T.P. GBC Training College, 
Thalassery 

L.D.Clerk 

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

9  T. Radhakrishnan K.M.M. Govt. Women’s College, 
Kannur 

LD Clerk (Hr. 
Gr.) 

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

LD Clerk 

11 Daniel John P.T.M. Govt. College, 
Perinthalmanna 

LD Clerk 

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

LD Clerk 

13 Amritha.C 

Govt. College, Malappuram 

L.D. Clerk 



 

 

14 Asokan. K.R 

Govt. College, Malappuram 

L.D. Clerk 

15 Sri.K.K.Rahul Govt.Bernnan College, 
Thalassery 

L.D.Clerk 

16 Moidu nayikarimbil  

Govt.College, Madappally 

L.D.Clerk 

17 Sameena Edamal  

Govt.College, Koylandi 

L.D.Clerk 

18 Raju.S 

Govt.College, Kodancherry 

L.D.Clerk 

19 M.Ajayakumar 

Govt.College, Tirur 

U.D.Clerk 

20 P.H.Muhammed 

kutty Govt.Sanskrit College, Pattampi 

L.D.Clerk 

21 Jishi Joseph 

Govt.Victoria College, Palakkad 

U.D.Clerk 

22 P.Gopinathan 

Govt.Victoria College, Palakkad 

L.D.Clerk 

23 C.Manikandan 

Govt.College, Chittur(Hostel) 

U.D.Clerk 

24 A.V.Lekhshmidev 

Govt.College, Chittur 

U.D.Clerk 

25 K.K.Sindhu Govt.Bernnan College, 
Thalassery 

L.D.Clerk 

26 Shaija.C.K 

Deputy DCE, Kozhikode 

L.D.Clerk 

27 Sijina.P.T 

Deputy DCE, Kozhikode 

L.D.Clerk 

28 Robin.V.S 

Deputy DCE, Kozhikode 

L.D.Clerk 

29 Joshy salas 

Govt.Law College,  Kozhikode 

L.D.Clerk 

30 Reena.P 

Deputy DCE, Kozhikode 

L.D.Clerk 

31 Shyvinda Raj 

Deputy DCE, Kozhikode 

L.D.Clerk 

32 Nisha.V Govt.College for Teacher 
Education, Kozhikode 

L.D.Clerk 
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sF.-Fw.-Pn.-skâ-dnÂ dnt¸mÀ«v sN¿p-hm³ \nÀt±iw \ÂtI-−-Xm-Wv.   

tImgn-t¡mSv tImtfPv hnZym-̀ ymk sU]yq«n UbdIvS-td-änse A¡u−vkv 

Hm^o-k-dmb {io.-C.P-b-{]-Imiv Bbn-cn¡pw Cu tImgvknsâ tImþ-Hm-Un-t\-äÀ.    



 

 

Snbm³ sF.-Fw.-Pn-bp-ambn _Ô-s¸«v ssSwtS-_nÄ X¿m-dm-¡n tImgvkv \S-t -̄−-

Xm-Wv.           

Xmsg-̧ -d-bp¶ Un¸mÀ«vsaâÂ/kÀÆokv Imcy-§Ä \nÀ_Ôambpw 

tImgvknÂ DÄs -̧Sp-t -̄−XmWv.     

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.  

  

 (H¸v) 

                                                        Un.-F-{_lmw 

      ko\n-bÀ AUvan-\n-kvt{S-äohv Hm^o-kÀ 
     tImtfPv hnZym-̀ ymk Ub-d-IvSÀ¡p-th−n 
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]IÀ¸vþ s^kn-en-tä-äÀ, sF.-Fw.Pn 
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