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Subject: Work allocation in CSIO Administration

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

1. 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 2" half of the day.

2. Sh. Manoj Negi, ASO (G) Dealing Assistant for Grp. I & II Technical Staff and also support the Dealing Assistant, Medical
Bills to for the 1* half of the day. Ms. Anita ASO(G) will look after his work in absence of Sh. Manoj Negi.

3. Sh. Indrajeet Kumar, Sr. Steno Dealing Assistant for Grp. III Technical Staffs. He will also be looking after Pension Budget,
Confirmation, reviewing under 56(J) RGIS 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 2" 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.

10.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 : i

/

(S.D.Rishi)
Administrative Officer

Via CSIO Intranet

Copy to : 1. All concerned officials
2. Office Copy




CSIR-CENTRAL SCIENTIFIC INSTRUMENTS ORGANISATION
SECTOR 30-C, CHANDIGARH

No. CSIO/COA/2022/0M ' Dated: 14.03.2022

OFFICE MEMORANDUM 04/2022

Sub: Allocation of work amongst Administrative Officers & Section Officer (G)

In continuation of OM CSIO/3(719)/15-Ell dated 24.08.2021, the Director,
CSIR-CSIO has been pleased to allocate the work of Administration to following
Administrative Officers & Section Officer (Gen.):-

'Sh. Avtar Singh, AO (1)

To look after the work of Recruitment & Assessment

| Section, Security Section & General Section.

Sh. S.D. Rishi, AO (Il) To look after the work of Bill Section, Establishment

Section, Vigilance & Legal Section & Rajbhasha

Section.

Will also act as first alternate DDO due to leave etc. of

regular DDO Sh. Abhishek Chandra, SO(G). |

In case of any Section Officer(G) proceeding on tour or leave etc., the work
arrangement as an link officer will be made effective as under:-

1. Abhishek Chandra, SO(G) will be link officer in the absence of Ms. Nishi
Sharma, SO(G) for the matter relating to their respective work allocation and
vice versa.

2. Ms. Nishi Sharma will also act as 2™ alternate DDO.

3. Sh. Angad, SO(G) will look after the existing work of Recruitment &
Assessment Section and Vigilance & Legal Section.

These orders shall come into force with immediate effect.

g

Pzt

(Jaswant Rai)

Controller of Administrati’on

Copy to:- ; it Bl
> v /oot Ral i
1. All concerned officers - S Orgaa
2, PPS to Director Rere oo - b o (RE)
g, Sr. CoFA © Sector 30, Ciendigarh - 160 630, (india)
4. CoSP
B. Sr. Hindi Officer
6. Security Officer
7. Incharge ISD — with the request to upload this office memorandum on ICSIO.
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Name & Designation

Shri Angad Virk, Section Officer (G) Recruitment & Assessment Section and Vigilance

Section
Ms Nishi Sharma, Section Officer (G) Establishment Il Section and General Section

Section allocated

Bill Section
Director's Secretariat ISTC
E-lm_
mﬂm_
Shri Tham Bahadur Sonari, General Section

T e i T e
7. Shri Kamlesh Kumar,
- SO(G

Bill Section

Finance &

Division

Accounts | 1/2 day (FN) in F&A Section
1/2 day (AN) in MS| (Dr. Harry Garg, Sr.

Pr. Sct.

. 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 O/o AO(Il) (Shri S.D. Rishi).

o 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.






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

No. CSI0/3(719)/15-E) Dated : 24.08.2021

OFFICE MEMORANDUM

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

T Sh.AvtarSingh,AO(l): To look after Vigilance & Legal, Bill Section,
Recruitment Section & Security Section.

- 2N B Rishi, AO (I To look after Geners| Section, Rajbhasha Vibhag &
WOork related to temporary manpower. Also act as DDO
in the absence of Sh Avtar Singh, AQ (1.

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

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

These orders shal| come into force with Immediate effect.

4%/'_ (/Q’p
( Parag Saxena )

Controller of Administration
Copy to -
1. All concerned officers.
2 PPSto Director
8. 5r.CoEA
4. CoSP
5. Security Officer
6. Sr. Hindi Officer
7. Incharge ISD - with the request to upload this office memo on iCSI0.
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