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Mumbai University Press

Details of designationwise of nature of work of the working staff :—

1. Controller of Printing &Stationery :

To Controll on day to day functioning of the press
with the help of subordinate like superintendent
(Tech.), Superintendent (Admn.) etc., Invite
quotations/ Tenders by the following purchase
procedures for the purchase of Stationery & Other
Items, Paper ltems etc. requires by the University
under yearly rate contract basis for the printing of
study material of 1.D.O.L., for the purchase of new
machines requires for Press, for the making
maintenance contract of various machines
working in the press, Air conditioning machines
etc., for the purchase of consumable requires for
the use in the press etc.

Finalise the Drafts of all Proposals, Sanctions,
ltems for F. C. and P. C., day to day
communications letters etc., attend the meetings
of F.C. and P.C., communication with officers of
the other Section/Dept. of the University for the
work, communicate with the HOD etc. to carry out
their work of prining etc. Communicate with the
Higher officer V.C., Pro-V.C., Registrar, Director
B.C.U.D., Finance & Accounts Officer, Controller
of Examinations for the office wrok, carry out day
to day functioning of the press with cor-ordinations
of subordinate staff and higher officer. Overall
incharge of the Press.

2. Superintendent (Tech.)

. Carry out the work of printing with direction of the

Controller, Printing & Stationery, planning for
compleating the jobs in time with paper utilisation
of man power and raw materials etc., distribution
of work to carry out the work from the different
Sections/Units of the Press with the half of sub-
ordinate Staff, look in to all the matter related to
printing, consumables, maintenace etc., assist the
Controller of Printing & Stationery to prepare
various Proposals, ltems & day to day
communications letters related to the Paper
Printing & Consumables etc., ook into the overall
total functionings of productions and delivery
(Despatch) of the materials etc.

3. Superintendent (Admn.)

: Assist the Controller, Printing & Stationery in the

matter of General Administration of the Press,
maintain the Master Roll of staff, maintain leave
record of the staff, preparing of staff changes
statement, drafting of Memos, assist the Controller

002.0
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for preparing drafts, notes, sanction letters etc. for
inviting Quotations/Tenders etc. for the purchase
of Stationery & Other ltems, Continuous Stationery
Items, Pre-Printed Continuous Stationery ltems,
under yearly rate contract basis, look in the matter
of ordering, receiving and maintaining stock of the
above items to supply the same to the various
Sections/Units of the R. O. (General
Administration), Examinations Section and
Accounts Section, assist the Controller in the
matter of inviting Tenders, for the dispossed off of
old assessed Answer-Books and Other ltems of
Waste Papers, making of the proposal of the same
for putting before Purchase Committee, preparing
of the Draft of various circulars to issue the same
to the various Dept./ Institutions of the University.
Overall responsible to assist the Controller in the
matter of administrations.

4. Work Supervisor

: Act according to the directions given by the

Superintendent (Tech.) to carry out the day to day
work of D.T.P, Master Making, Printing, Binding
with help of Section Head of the different Units/
Section and subordinate staff, carryout the work
with co-ordinations of all the technical staff, look
into the matter of overall work of technical nature
and production. Overall responsible for functioning
and compleation of the jobs of Printing & Binding etc.

5. Stationery Assistant

. Assist the Superintendent (Admn.) and Controller

Assist inviting Quotations/Tenders for the
purchase of Stationery & Other ltems, Continuous
Stationery Items, Pre-printed Continuous
Stationery Items under yearly rate contract basis,
Maintain the stock of Stationery & Other ltems to
issue the same to the various sections/units of the
R.O. (General Administrations), Examinations
Section and Accounts Section as and when
requires, maintain the Stock Register of Stationery
& Other Items by making necessary entries of
receipt and issues and processing of bills
received for its payment by checking the same
with the half of sub-ordinate staff, maintain the
records related to the Stationery & Other Items.
Look into the day to day functioning/work of
reciving and issuing of the above said materials
with the directions of the Controller and
Superintendent (Admn.).

6. Store-cum-Costing Assistant

Maintain the stock of Paper and Consumables, by
issuing the same for printing of the jobs,
maintaining the records of the same, maintaining
the Purchase Register, Stocks Register, Dead
Stock Register and Records of the same,

..3..
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proccessing of bills by making necessary entries
in the concerned Register by putting folio Nos. etc.
before sending the same for its payments in the
Accounts Sections, prapare costing of various
jobs of printing assist the Superintendent (Tech.)
and Controller to prepare the various proposals,
items, sanction letters related to the Purchase of
papers, consurables, printing etc. and look in the
overall matter related to store and costing.

7.

Assistant Accountant

Drawing of Salary and Over Time allowances
checking various bills prior to sending to the
Finance & Accounts Section for its payments,
maintaining of Petty Cash Books of the Press,
maintaining all the records related to the salary &
payments etc., Preparing Budget and Accounts of
the Press, Responsible for the all the matter
related to the Finance & Accounts.

Store Clerk

. All Clerical work related to the store to be done.

Daftary

- All Inward letters be received on behalf of the

Press. All outward letters of the Press be
despatched, Filing and records work be done,
Printing orders be received of the Sections/
Departments etc., Preparing of challans of printed
jobs for delivery of the same and all other work
related to despatch etc.

10.

Peon

. Assist to all office bearer for functioning day to day

work and other related work.

11.

Hamal

. Work related to receiving of materials, delivery of

materials etc. as per directions of Superintendent,
Work Supervisor and other Officers for day to day
functioning of the Press.

12.

D.T. P. Operator

. Composing and designing work of all the jobs

including question papers etc. as per directions
& order given by the Work Supervisor,
superintendent (Tech.) etc.

13.

Proof-Reader

Reading of all jobs including questions paper etc
correctly and accurately.

14.

Copy-Holder

. Assist the Proof-Reader for holding the copy while

reading, correcting the proofs of various jobs
including questions papers etc.

15.

Plate Maker

: Making of plates as per planning of the Work

Supervisor from time to time for printing all the jobs
including questions papers etc.

16.

Electricians

: Look in the matter of smooth suppy of power,

wiring, maintenance etc.

17.

Head Special Taskman

: Do any work as per the order of the Controller.

18.

Senior Special Taskman

Do any work as allotted by the Controller.
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19.

Special Taskman

.4 ..

: Do any work as allotted by the Controller, Supdt.

(Tech.), Work-Supervisor and Section Head.

20.

Sr. Machineman

. Carryout the work of printing on the machine in

given time allotted by the Head fo the Printing
Section.

21.

Cylender Pressman

: Carryout the work of printing on the machine in

projected time allotted by the Head of the Printing
Section.

22.

Pressman

. Carryout the work of printing on the machine in

the schedule time allotted by the Head of the
Printing Section.

23.

Helper

: Assist all the senior staff.

24.

Head Binder

: Distribution of work of Binding etc. to the staff

working under him, carryout the work properly in
the schedule time and look into all the work of
Binding with planning.

25.

Assistant Head Binder

: Carryout the work carefully and compleation of the

work within schedule time with well planning
allotted by the Head Binder.

26.

Binder

: Carryout the work of Binding etc. in proper way

and scheduled time allotted by the Assistant Head
Binder.

27.

Assistant Binder

: Carryout the work of Binding etc. within schedule

time with help of the all subordinate staff i.e. helper
etc. with co-ordination of Binder and Assistant
Head Binder.




