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Subject: Work allocation in CSIO Administration 

The Compete~t Authority has been pleased to allocate the work of Administration to following Dealing Assistant in 
Establishment Section: 

I. Ms. Anita, ASO (G) - She will be reporting in Establishment Section for the First Half and she will be dealing assistant for 
Grp. IV Scientific staff, Gazetted Administrative staff, foreign deputation files, monthly probity portal report, ERP file. She will 
also be looking after work as and when assigned by Competent Authority. Sh. Indrajeet Kumar, Sr. Steno will look after his 
work in absence of Ms. Anita and Ms. Anita will be deputed to Vigilance Section for the 2nd half of the day. 

2. Sh. Manoj Negi, ASO (G) Dealing Assistant for Grp. I & 11 Technical Staff and also support the Dealing Assistant, Medical 
Bills to for the .J 51 half of the day. Ms. Anita ASO(G) will look after his work in absence of Sh. Manoj Negi. 

3. Sh. lndrajeet Kumar. Sr. Steno Dealing Assistant for Grp. HI Technical Staffs. He will also be looking after Pension Budget, 
Confirmation, reviewing under 56(]) ROIS with claim and other miscellaneous works like celebration of various days and 
related to establishment section and other work as and when assigned by Competent Authority. 

4. Sh. Vinod Kumar, ASO (G) will be reporting in Establishment Section for 2nd half and he will be Dealing Assistant for JSAs, 
SSAs, Jr. Steno and Sr. Steno along with work assigned for temporary staff. He will also be looking after work as and when 
assigned by Competent Authority. Ms. Asha Joshi, ASO(G) will look after his work in absence of Sh. Vinod Kumar. 

5. Ms. Asha Joshi, ASO (G) will be assigned for Work related to Temporary Staff in First Half and she will be Dealing 
Assistant for Non - Gazetted Administrative staff. She will also be looking after work as and when assigned by Competent 
Authority. Sh. Vinod Kumar, ASO(G) will look after his work in absence of Ms. Asha Joshi. 

6. All Dealing assistants should mandatorily maintain Assistant Diary and track their file movement by themselves. 

7. All the Dealing Assistant dealing with the personal files of the staff members, will prepare Pension, Probation, NPS, PPAN 
case files themselves and Sh. Manoj Negi, ASO would render the required support and assist for a period of one year to stabilize 
this new system. 

8. Sh. Kanhi, Lab Assistant - Distribution of dak and files within and outside the Section, operate photocopy machine, carry out 
work assigned within E-II and other Sections from time to time, assist employees with disability within the Section. 

9. Ms. Chandrakanta. Work Assistant shall continue to work under R& A Section and Vigilance/ Legal Cell. 

I 0. Ms. Meena Rani, Sr. Steno will be looking after duties of PA to CoA and she will be reporting to CoA. 

11. Ms. Sarita Kumari. Sr. Steno will be looking after duties of PA to Sh. Avtar Singh, AO and she will be reporting to both 
Administrative Officers Sh. Avtar Singh and Sh. S.D. Rishi. 

12. Sh. Abhishek Verma. Work Assistant will be attached with CoA Office and he will be reporting to CoA. 

13. Sh. Shivraj Kumar, Lab Assistant will be attached with CoA Office and he will be reporting to CoA. 

~ 
(S.D.Rishi) 

Administrative Officer 

Copy to : I. All concerned officials 
2. Office Copy } Via CSIO Intranet 
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Consequent upon joining on their promotion as Section Officers(G), the Director, CSIR-CSIO has been pleased 
to approve allocation of section/work amongst Section Officers(G) initially for a period of six months, as under:- 

Sr. Name & Designation 
Section allocated No. 

1. Shri Angad Virk, Section Officer (G) 
Recruitment & Assessment Section and Vigilance Section 2. Ms Nishi Sharma, Section Officer (G) 
Establishment II Section and General Section 

Shri Angad Virk, SO(G) will also act as alternate ODO in absence of Section Officer (Bills)/DDO. 

Shri Angad Virk and Ms Nishi Sharma, SO(G)s will report report to AO(I) and AO(II) respectively. 

In addition to above, the Director CSIR-CSIO has been pleased to approve transfer and posting of Administrative staff as under:- 

Sr. Name & Designation 
Present place of Posting New place of Posting No. 

1. Shri Brii Mohan, ASO(Gl 
Establishment II Section Bill Section 2. Shri Kapil Verma, PS 
Director's Secretariat ISTC · 3. Ms Ritu Pundeer, Sr. Steno ISTC 

Director's Secretariat 4. Shri Sahil, JSA(G 
General Section Bill Section 5. Ms Asha Joshi, ASO(G) New appointee 

Establishment II Section 6. Shri Tham Bahadur Sonari, -do- 
General Section ASO(G) 

7. Shri Kamlesh Kumar, -do- 
Bill Section ASO(G) 

8. Shri Ramesh Chand, Lab Finance & Accounts 1/2 day (FN) in F&A Section Asstt. Division 
1/2 day (AN) in MSI (Dr. Harry Garg, Sr. 
Pr. Set.) 

• Further, Shri Anil Kumar, PS will look after the work of Vigilance & Disciplinary matters alongwith his existing work. 

• Upon retirement of Shri Naresh Kumar, Sr. Steno on 31.01.2022, Smt. Gargi Devi, Sr. Steno will work as PA to Sr. CoF&A. 

• Ms Sarita, Sr. Steno will work in 0/o AO(II) (Shri S.D. Rishi). 

• Shri Ravi Kant,· SSA(G) will look after the work of Salary of Project Staff, allotment of Staff Quarters and 
also attached with Cashier, CSIO. 

The above officials before joining their new place of posting will clear all the pending work of their seats and 
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CSIR-Central Scientific Instruments Organisation 
Sector-30, Chandigarh 

No CSI0/6(Misc)/Committee/2019-GS Date: 24 09.2021 

OFFICE MEMORANDUM 

Subject: - Allocation of Space. 

On the recommendations of Space Committee, the D1rector CSIR-CSIO has 
been pleased to approve as under:-

A. Allocation of space for EDF 
Room vacated by Dr Aparna Akula and Dr. R1pul Ghosh i.e. Room No. L-

315 3rd floor, Library Block will be allocated to Electronic Design and F ab Facility 
(EDF) for starting the support service to various R&D groups (after shifting to 
Intelligent Sensor building) . 

B. Allocation of space for CAF 
Allocation of space of Old Canteen building presently allocated to Staff Club 

room and ladies club room 1s now allocated to CSIO Analyt1cal Facility (CAF) for 
startmg of support serv1ce to vanous R&D groups and coordination/office purpose 
respectively. 

. C. Allocation of space to staff club 
Rooms of Old Guest House 1.e. Diamond room is allocated to male staff and 

gold room to lad1es members of staff club . 

Copy to:-

1 . 
2. 
3. 

PPS to Director 
Staff Club 
Head ISO- to upload on CSIO intranet. , 

• 
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CSIR-Central Scientific Instrument Organization 
Sector 30 C, Chandigarh - 160030 

No. CS/0/3(719)/15-EII 
Dated: 24.08.2021 

QffLGE; ME;MOR_t\NPUM 

Subject - 
Allocation of work amongst Administrative Officers. 

Consequent upon relieving of Sh. Harish Kumar, Sh. C.A Bodh & 

Sh. Satish Kumar, Administrative Officers from CSIR-CSIO, the Director, CSIR-CSIO 

has been pleased to allocate the work of Administration to following Administrative 
Officers who joined CSIR-CSIO on transfer from other CSIR Labs as under:- 

1. Sh. Avtar Singh, AO (I): To look after Vigilance & Legal, Bill Section, 

Recruitment Section & Security Section. 

2 Sh. S.D. Rishi, AO (II): To look after General Section, Rajbhasha Vibhag & 

work related to temporary manpower. Also act as ODO 

in the absence of Sh. Avtar Singh, AO (1). 

Sh. Harnek Singh, PPS will continue to work as Administrative Officer 
as per CSIR instruction issued vide It.No. 5-1(21)/2014-PO dt 16.10.2020 and look 
after Establishment Section as per existing arrangement. 

All the above Officers will supervise the work of respective Sections 
directly until Section Officers are posted by CSIR. 

These orders shall come into force with immediate effect. 

Copy to: 
1 All concerned officers 
2 PPS to Director 
3 Sr. CoFA 
4 CoSP 
5 Security Officer 
6. Sr. Hindi Otficer 

7. lncharge ISO - with the request to upload this office memo on iCSIO. 

I _; .--. -··· 

j-fR-t~1 
( Part:3g Saxena ) 

Controller of Administration 
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