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NATIONAL INSTITUTE OF FASHION TECHNOLOGY, PATNA 

Chapter- 3 (Manual . 2)  
 
Powers and Duties of Officers and Employees  
 
3.1 Details of the powers and duties of officers and employees of the organization.  
 

(i) Powers and duties of officers and employees are governed by the Delegation of 
Administrative and Financial powers as authorized by Board /Competent Authority.  

 
(ii) Brief details of the powers and duties of officers and employees of the organization 

are mentioned in the Chapter 2.3 of the NIFT Establishment Manual which is 
available on website  
www.nift.ac.in/downloads/ESTABLISHMENT/MANUAL.pdf  
 
 
 

The summary of powers for furnishing of Information under Right to Information Act, 2005 
as prescribed in the Chapter 5 of the NIFT Establishment Manual is as under  
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Brief details of duties of officers and employees is produced herein 
under: 

DIRECTOR 
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 All above Delegations of Financial Power are subject to approved budgetary provisions 
 and budget availability. Prescribed procedure mentioned in F&A Manual of NIFT and 
 General Financial Rules have to be followed. 
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JOINT DIRECTOR 
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DEPUTY DIRECTOR 

Duties  Deputy Director is In-charge of the Branch/Division in a Department consisting of two 
or more Sections and in respect thereto exercises control both in regard to the 
dispatch of business and maintenance of discipline. Work comes to him/her from the 
sections under his/her charge. As Branch/Division Officer, he/she should dispose of as 
many cases as possible at his/her own level within the power and authority delegated 
and take the orders of the higher officers on important cases/ matters.  
The Deputy Director will deal with all official matters as per the standing orders issued 
from time and within the delegated powers by the Institute. Should discharge any 
other duty/responsibility that may be assigned to him/her 
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ACCOUNTS OFFICER 
 

Duties  1. Preparation of budget.  
2. Preparation of Annual Accounts Reports.  
3. Preparation of Balance sheet.  
4. Preparation of Bank Reconciliation statement.  
5. Preparation of Trial Balance.  
6. Preparation of monthly payment pay rolls, ensure deduction and remittance of 

Provident Fund  
1. contribution to Provident Fund Office within the stipulated time.  
7. Management of financial reporting, cash flow and financial statement.  
8. Audit of accounts of from Internal and Statutory Auditors  
9. Maintenance of cash-book.  
10. Release of all payments (including checking of vouchers & payments).  
11. Pursuance of audit objections.  
12. Payment and recovery of advances paid to outside parties/staff members.  
13. Act as Drawing & Disbursing Officer.  
14. Release of Foreign Exchange.  
15. Inter branch payment adjustment and reconciliation thereof.  
16. Allocation of Budget to NIFT centres.  
17. Preparation of Agenda notes for BOG meeting relating to Accounts Section and 

follow up thereon.  
18. Maintenance and monitoring of Project Accounts.  
19. Ensure deduction of tax from the payments made to contractors and remittance 

of tax to the Income Tax Authority.  
20. Ensure amount/fund received from Government/other agencies are properly 

accounted for.  
21.  Any other duty/responsibility that may be assigned by the Institute  

 

LIBRARY _ INCHARGE 

Duties  Management of RC  
1. Managing acquisition and processing of all print & non print materials of RC  
2. Managing documentation of information in RC  
3. Disseminating information through various user services of RC  
4. Managing circulation of materials and membership  
5. Managing automation & digitization programmes of RC  
6. Supervising maintenance of all print & non-print materials of RC  
7. Assisting in Projects, Exhibitions, etc.  
8.  Any other duty/responsibility that may be assigned by the Institute 
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Assistant Director 

Duties  1. Distribution of work among the staff as evenly as possible that is one Assistant 
should not be overloaded while the other is idle.  

2. Training, helping and advising the staff.  
3. Management and co-ordination of the work  
4. Maintenance of order and discipline in the section  
5. To go through receipts and important Dak  
6. To submit receipts which should be seen by the Senior Officer at the Dak stage  
7. Dealing with important and complicated cases himself  
8. To scrutinize the section diary once a week to know that it being properly 

maintained  
9. To see that letters/notes are drafted properly  
10. Ensuring proper maintenance of reference books, office orders, etc. and keeping 

them up to date  
11. To ensure timely submission of arrears and other returns  
12. To undertake inspection of Assistant's tables to ensure that no paper or file has 

been overlooked.  
13. Ensuring strict compliance with Departmental Security Instructions  
14. To keep a watch on any hold-up in the movement of Dak  
15. To keep a note of important receipts with a view to watch the progress of the 

action  
16. To ensure that cases are not help up at any stage  
17. To go through the list of periodical returns every week and take suitable action on 

items requiring attention during next week.  
 

 

RESEARCH ASSISTANT 

Duties  1. Collection of Data  
2. Tabulation of Data.  
3. Processing & Analysis of Data using statistics software.  
4. Drafting of Reports.  
5. Familiarity with sources of information relating to field.  
6. Understanding of Research Method, Design & Process. 
7. Compilations of Reports.  
8. Scanning of related News/Reports/Articles/Etc.  
9. Maintaining of vertical files.  
10. Browsing of related internet sites & maintaining Directory information.  
11. Preparation of Report presentation using computer.  
12. Assist Faculty for Academic Research Project of students.  
13. Demonstrate students about the Tools & techniques used for Research 

Analysis. 
14. Teaching responsibility related to Labs/workshop. 
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SENIOR ASSISTANT/ASSISTANT 

Duties  1. He/She works under the orders and supervision of the Assistant Director and 
is responsible for the work entrusted to him.  

2. Where the line of action on a case is clear or clear instructions have been 
given by the Senior Officer, he should put a draft bring out all the facts and 
factual indicating rules and regulation and instructions issued from time to 
time.  

3. In other cases he will put a note keeping in view the following points:-  
a. To see whether all facts as are open to check have been correctly 

stated.  
b. To point out any mistakes or missed-statements of the facts.  
c. To draw attention where necessary, and supply other relevant facts 

and figures.  
d. To bring out clearly the question under consideration and suggest a 

course of action wherever possible.  
 

4. Typing and comparing.  
5. Maintenance of files and register in respect of subject matters allotted to him.  
6. Maintenance of records of old files and registers.  
7.  Any other duty/responsibility that may be assigned by the Institute.  

 
 

STENOGRAPHER 

Duties  He/She should keep the officer free from the worries of a routine nature by mailing 
correspondence, filing papers, making appointments, arranging meetings and 
collecting information. The Personal Assistant should earn the trust of his officer for 
being entrusted with confidential and secret papers. He/She is the keeper of secrets 
and Assistant to the boss. Some of the specific functions are enumerated below:-  
 

1. Taking dictation in shorthand and its transcription in the best manner 
possible.  

2. Fixing up of appointments and if necessary cancelling them.  
3. Screening the telephone calls and the visitors in a tactful manner.  
4. Keeping an accurate list of engagements, meetings, etc. and reminding the 

officer sufficiently in advance for keeping them up.  
5. Maintaining in proper order the papers required to be retained by the 

Officer.  
6. Keeping a note of the movement of files, (incoming and out going).  
7. Destroying by burning the stenographic record of the confidential and 

secret letters after they have been typed and issued.  
8. Carrying out the corrections to the officer's reference books.  
9. Relieving the boss of much of his routine work and generally assisting him 

in such a manner as he may direct.  
10. Coordination among the various departments on the action taken points.  
11. Drafting replies to routine nature of work.  
12. Any other duty/responsibility that may be assigned by the Institute 
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MACHINE MECHANIC 
 

Duties  1. Repair & Maintenance of Machines installed in the Department.  
2. Preventive Maintenance Records of each & every machine installed in 

Department  
3. Assisting faculty in demonstration of Machine operations.  
4. Keeping records of all Machines, and Accessories and their day-today 

maintenance.  
5. Ensure sufficient stock of consumable/parts/accessories required for smooth 

functioning of machines.  
6. Identification functioning of machine.  
7. Identification, Processing and follow up of requirement/ equipments/ parts.  
8. Operational demonstration f Machine to students/Industry 

participants/visitors etc.  
9.  Accountability & safety of all machines/accessories consumable items from 

theft, damages and pilferage etc.  
 

 

MULTI TASKING STAFF 

Duties  1. To attend call of officers/staff of respective departments  
2. Distribute papers/file marked to respective officer/staff members.  
3. To arrange tea/coffee/cold drinks/water from canteen or outside etc. for 

officers/staff as and when required.  
4. To ensure presence all the time till officer is in office including after office 

hours or on holidays etc.  
5. To deliver dak/letters to the addressee.  
6. To ensure timely opening & closing of officers room/ section.  
7. To ensure neatness and tidiness in the room of officers & department where 

staff sit through Housekeeping staff.  
8. To assist staff members in stacking/tracing files from the almirah or 

cupboards as per indexing.  
9. To ensure proper packing and sealing of documents to be dispatched before 

handing over to dispatch section.  
10. Diary entries of Files & papers  
11. Record Management of concerned Department  
12. Fax Operations  
13. Weeding out Records  
14. Photocopying  
15. Maintenance of electrical fittings and equipments (by Multi Tasking Staffs 

who have passed ITI in electrical trade)  
16. To attend to dispatch section  
17. Distribute papers/ file marked to respective officers/ staff members.  
18. Dispatching of letters and files from Dispatch section.  
19. Attend to telephone calls.  

 
 


