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1. Administrators of the Department 

 

Sr. No. Departmental Portfolio Faculty In-charge 

1.  Head of the Department  

2.  Academic In-charge  

3.  Timetable Co-Ordinator  

4.  Exam Co-Ordinator  

5.  Departmental Student Association 
Faculty Co-Ordinator 

 

6.  Training & Placement Co-Ordinator  

7.  Accreditation Co-Ordinator (NBA/NAAC)  

8.  Industrial Visit In-charge  

9.  ERP In-charge  

10.  Alumni Co-Ordinator  

 
2.   Structure of the Department 

Sr. 
No. 

Departmental 
Bodies 

Portfolio Departmental Activity In-charges/Responsibilities 

 Head of the 
Department 

 1. Budget 
2. Co-Ordination with portfolio in-charges 

1 Academic 
Planning & 
Monitoring  

Academic In-charge 1. Department Advisory Committee (DAC) 
2. Timetable Co-Ordinator 
3. ERP Co-Ordinator 
4. Class Advisor 
5. Lab In-charges 
6. Project Co-Ordinator 
7. Library In-charge 
8. Departmental Meeting In-charge 
9. Professional society Activity In-charge 
10. Software & IT Infrastructure In-charge 
11. Maintenance In-charge 
12. Stock Verification In-charge 

2 Research & 
Development  

R & D In-charge 1. PhD Program Co-Ordinator 
2. ME Co-Ordinator  
3. Organizing STTP/FDP/Workshops/Conferences etc. 
4. Research Publications, Books, Patents, MoUs, etc. 
5. Industry Sponsored Projects 
6. University, DTE, AICTE, CSIR research proposals / 

Reports  

3 Training & 
Placement  

 1. Training & Placement cell Co-Ordinator 

2. Training & Skill Development of Faculty & Students 

3. IIC Co-Ordinator 

4. Alumni Co-Ordinator 

5. Incubation & Entrepreneur Cell coordinator 



 

 
 

6. Industry Internships  

7. Industrial Visits and Educational Tour 

8. Industry Sponsored Laboratory 

9. Industry Sponsored Projects 

10. Higher Studies and Competitive Exam Records 

4  Student 
Associations 

Student Association In-
charge 

1. Student Association Faculty Co-Ordinator 
2.  NSS Co-Ordinator 
3.  Sports Co-Ordinator 
4.  Departmental Magazine/Newsletter, College 

Magazine committee 
5.  Department Activity Report  
6.  Website and social media In-charge 

5  Mentoring  Student Mentors 1. Student Monitoring and Support 
2. Teacher-Guardian Scheme 
3. Grievances & Counseling  

6 Accreditation Accreditation Co-
Ordinator 

1. Program Development Committee 
2. NBA Co-Ordinator 
3. NAAC Co-Ordinator  
4. IQAC Report 

 

3.  Roles and Responsibilities of In-charges 
 
• Various committees are formed in the department for the smooth and efficient 

management of activities. It gives the opportunity to the faculty to inculcate and develop 

administrative skills. The committees are constituted by the HoD in consultation with 

senior faculty members of the department for one academic year or until new 

committees are constituted. 

• The responsibilities of the in-charges are to plan and monitor execution of activities, 

ensure the timely completion of the assigned work and submit report to the HoD.  

• In case of change in in-charge of the Committee, hand over/ takeover of all the relevant 

documents/files are to be done in the presence of the HoD.  

4. Academic Planning and Monitoring 

 4.1 Academic In-charge 
 
Objectives:  

1. To carry out smooth conduction of academic activities throughout the academic 

session. 

2. To ensure excellence of Teaching & Learning Process. 

 
Responsibilities 
 



 

 
 

•  Preparing Academic Calendar of the department in line with Institution Academic    

Calendar and implement it. 

•  Preparing planning for academic activities of the department.   

• Implement Academic policy of the institution.   

• Monitoring of Theory/Tutorial/Practical classes on timely basis & adjustment of classes if 

any. 

• Monitoring and review of work progress of other committee In-charges under academic 

coordinator. 

• Monitoring the strength of students present in the class and report to the HOD  

• Monitoring Academic Plans, conducts, or related academic programs. 

• Collection and review of all progress reports of Theory, Practical & Journals. 

• Academic Audit of Subject File with all necessary documents.  

• Monitoring the status of progress of the students through various assessment methods. 

• Monitoring Syllabus coverage status through submitted academic review. 

• Monitoring conduction of internal and external theory and practical examinations and 

assessment process. 

 
4.2 Time Table Co-Ordinator 
 
Objective: Smooth and efficient management of academic activities throughout the 

semester. 

 

Responsibilities 

•  To prepare the class timetable at the beginning of each semester in coordination with 

concerned department’s Timetable Committee and the institute level Timetable In-

charge. 

• To calculate faculty requirement if any. 

• To prepare the following information:  

➢ To calculate Departmental teaching load. 

➢ Teaching load distribution (Individual faculty’s teaching load in the department). 

➢ Sharing teaching load from other departments. 

➢ Lab-wise subject allotment. 

➢ Assigning of classrooms and tutorial rooms. 

➢ Assigning of common resources (classrooms, labs, tutorial rooms which are shared 



 

 
 

by other departments). 

• If modification is required, prepare the desired templates for the timetables and get 

them approved by the HOD. 

• With the information gathered, prepare a draft of the class timetables. Prepare the class 

timetables in the predefined format. 

• Referring to the class timetables, prepare the timetables of individual faculty and labs. 

• Mail all the timetables of the individual faculty and labs to all the staff. 

• Prepare the final class, individual and laboratory timetables and get them approved from 

the HOD. 

• Display the class timetables on the staff and student notice boards/WhatsApp group and 

make the soft copy available for all the concerned faculty. 

• With regard to the individual faculty and lab timetables, submit one signed copy each to 

the concerned faculty member/ lab in charge. The original set shall be retained with the 

Timetable Committee. 

• Make the class timetables available on the notice board for students’ reference. 

• Any other duties assigned by the Principal/HoD. 

 
4.3 Class Advisor 

 
Objective: To help and guide students about academic policies and other activities of the 

department. 

 
Responsibilities 
  
• Inform the start of session to the students with prior notice 

• Convey the class/practical timetable to the students. 

• Ensure that timetable is followed strictly.  

• Monitor the class strength, if less, communicate to the parents for improvement of the 

attendance.  

• Display of defaulter list on monthly basis. 

• To guide the students about rules of attendance (as per university), Industrial Visits, 

medical leave, etc. 

• Address student’s queries. 

• Meeting the parents of students. 

• To inform the HOD about making alternate arrangement for lectures and practical when 

a faculty is absent. 



 

 
 

• Collect information regarding weaker students from the subject teachers and arrange 

remedial classes, counselling sessions, in consultation with the HOD. 

• Identify good (bright) students and motivate them to excel. 

• Update data regarding students’ achievements in academics, sports, extracurricular 

activities etc. 

• Monitor student attendance and efforts to be taken to improve attendance 

(communicate to parents).  

• Any other duty assigned by HOD. 

 
4.4 Project Coordinator 
 
Objective: To coordinate Mini & Major project related activities throughout the semester, 

and to carry out quality project development. 

 

Responsibilities 
 

• Provide List of faculty members and their expertise areas for project allocation. 

• Provide guidelines for formation of project group as per academic policies. 

• Formation of project groups. 

• Allotment of project guide to each project groups as per the policy. 

• Display notice regarding marking scheme, seminar & project review schedule. 

• Submission of project titles & abstract in the beginning of the session & conduction of 

the seminar & project review in every month during the Semester. 

• Developing and maintaining a detailed project planning & control. 

• Update project schedules. 

• Evaluation of project through progressive seminar 

• Record keeping of project evaluation. 

• Monitoring project progress and performance.  

• Instruction regarding project report writing & publications providing status reports of the 

project. 

• Project report & project hardware, software submission from the students.  

• Final evaluation of project. 

• Marks compilation. 

 

 

4.5 ERP In-charge  

 



 

 
 

Objective: To facilitate computerized process for student admission, financial and 

administrative operations, attendance management, attendance and academic monitoring, 

campus’s stock keeping & tracking. 

 
Responsibilities 

 

• To enter academic calendar on ERP 

• To enter timetable for the entire session on ERP. 

• To enter syllabus of each subject of UG & PG. 

• To monitor the status of time table as published and final published. 

• To monitor the status of student admission on ERP regularly. 

• To monitor teaching plan and teaching topics for each subject on ERP. 

• To form batches and to allot roll numbers to students. 

• To monitor student attendance entry on ERP. 

• Report generation on ERP. 

• To monitor departmental stock keeping and tracking. 

• To monitor regular update of faculty profile on ERP. 

 

4.6 Internal Examination Co-Ordinator 

 

Objective: To carry out proper conduction of Internal Assessment Tests. 
 
Responsibilities 
 

• Prepare Class Test Time-Table at least 2 weeks before the Class Tests and shall display it 

on the Notice Board/WhatsApp group (Staff/Students). Also put up a notice one week 

before the Class Tests, regarding details of submission of question papers. 

• Question paper collection from concerned subject teachers for IA1 and IA2. 

• To collect moderated papers from moderation committee 

• Display seating arrangement and invigilation duty List. 

• Responsible for the due custody of the records pertaining to his/her work. 

 
4.7 University Oral/ Practical Exams 

 
Objective: To carry out proper conduction of oral/practical examination. 

 
Responsibilities 

 



 

 
 

• To submit the stationery requirement to central office. 

• To collect the stationery from central office. 

• To finalize dates in consultation with HODs.  

• Preparing the Time-Table as per the Instructions received from UoM and displaying on 

blog spots/ notice boards etc. 

• At the end of the Practical/Oral exam, to ensure that the Internal Examiner has ensured 

that the External Examiners’ attendance is marked, certificate is issued and 

remuneration is paid.  

• To ensure that the Internal Examiner has filled and handed over the completed 

oral/practical evaluation sheets to the Exam Cell. 

 
4.8 Result Analysis 

 
Objective: To analyze result of each semester. 

 
Responsibilities 

 

• Check the university website for the declaration of result regularly and collect the 

gazette. 

• Preparation of result analysis for every semester. 

• To find the number of students who have successfully graduated without backlogs in any 

semester /year. 

• To find the number of students who have successfully graduated in four years. 

• Prepare list of university toppers & college toppers. 

 
4.9 Visiting/Adjunct Faculty 
 
Objective: To give proper skills and generic information to students of the course  

curricula and content beyond syllabus. 

 
Responsibilities 
 

• To identify Visiting faculty from industry having sufficient experience or retired professor 

from any reputed institute. 

• Communicate with the identified visiting faculty regarding his/her interest and 

availability for the lecture series. 

• If the visiting faculty is ready then communication via mail and or communication by 

post should be made to send him/ her the invitation/ appointment letter, name of the 



 

 
 

subject, topic list to be covered in the lecture series, list of the reference and text books 

etc. 

• To collect the letter of consent of the visiting faculty to finalize the dates of the visiting 

lecture series. 

• Conduction of lecture series according to the dates finalized. 

• Maintain the attendance record & feedback of the students who attended the lecture 

series. 

 
4.10 Lab In-charge 
 
 Objective: Smooth conduction of practical in the laboratory. 

 
 Responsibilities 

 

•  To display following things in laboratory 

▪ Display of list of experiments to be performed in laboratory. 

▪  Display of Lab Time table. 

▪  Display of List of equipment. 

▪  Display of Lab details like year wise investment, Lab area etc. 

▪ Display of instructions for students. 

• Updating entries in DSR. 

• Preparation of Lab manuals/Lab File  

• Preparing Lab Requirement 

▪ To Prepare requirements for consumables & non consumable for the 

laboratory before the start of every term. 

▪ Preparing budget for the same 

▪ To submit the requirement to HOD. 

• Verify the Laboratory Stock as per the format provided at the end of the session.  

• Preparing list of faulty equipment. 

• To keep sample journals and attendance registers. 

• To organize the laboratory for oral and practical examinations. 

• To hold those responsible for any breakage / loss etc. and recover costs. 

• To ensure the cleanliness of the lab and switch off all equipment after use. 

In order to prevent theft/damage, the Lab In-charge shall take the following action: 



 

 
 

• Lab In-charge and Lab Assistants are to report the matter in writing immediately to the 

HOD as soon as they come to know about the missing/damaged item in their Lab. They 

also have the responsibility to find out/enquire about the missing/damaged item/article 

and suggest further action in order to compensate the loss as well as prevent recurrence 

of the same. 

• Lab Assistants in turn shall note down the missing items in the respective Lab Register. 

• If the students are responsible for the loss/missing item, then an amount equal to the 

cost of the item as fine shall be levied from the concerned students. Students shall not 

be allowed to purchase and bring the item on their own, as compensation for the 

loss/missing item. 

Responsibilities of Faculty in respect of Labs: 
 

• Faculty conducting practical/ projects shall be responsible for the respective labs during 

their practical hours. 

• Faculty shall follow the guidelines/instructions as prepared by the Lab in-charge. 

However, faculty can suggest changes in these matters with the consent of the HOD. 

       In order to prevent theft, faculty members are advised to take the following action: 

o Before starting the practical/projects, students shall be asked to check the 

PCs/equipments etc. and report in case of any missing items/irregularity to 

the lab In-Charge. 

o As far as possible, allot the same PC to the same individual/same group of 

students (in case of projects). 

o Students shall not be permitted to carry bags into the labs. 

o In case of any missing/damaged item, the matter shall be immediately 

reported to the Lab In-Charge. 

 

Responsibilities of Lab Assistants: 

• The Lab. Assistants are required to assist the respective Lab In-Charge for smooth 

functioning of the laboratories. 

• Lab Assistants shall be available for maintenance and care of resources/services of the 

institute. 



 

 
 

• All the Lab. Assistants, in coordination with the respective Lab In-Charge, are required to 

report matters, like maintenance/repairing, theft, damage etc. within the respective 

labs, to the HOD. 

 
5. Students Activities 

 
5.1 Student Association 
 
Objective 
1. The main objective is to bring forth conduction of all activities under one roof. 

2. To encourage the students to develop managemental abilities. 

3. To develop leadership qualities among students. 

4. To bring different hidden talents and abilities of students and their interest in front of all. 

 
Responsibilities 

 

•  To form student Association body which includes President, Vice- President, Secretary, 

Joint Secretary & treasurer.  

• Notice for enrolling names for respective forum Leaders 

• Taking interview for each position of forum member 

• Selecting the leaders for departmental activities like President, Vice President etc. 

• Installing forum. 

• Nominating the in-charges and members for different departmental and college level 

portfolios.  

•  To prepare planning of different activities (Academic, extracurricular, social) to be 

conducted in the session & to execute it accordingly. 

• Preparation of budget required for each activity.  

• Inviting resource persons for these activities. 

• Preparing different formats/flyers for these activities.  

• Taking feedbacks from the students for each activity. 

• Analysis of the impact of these activities. 

• Encouraging students to participate in technical and cultural activities. 

• To ensure that all types of facilities must reach to each student. 

• Monitoring the budget for each activity 

• To prepare the forum account and expenditure and maintaining a record of all account. 



 

 
 

 

5.2 Parent Teacher Meet 
 
Objective 

1. To make parents aware towards student’s academic strength & weaknesses.  

2. To make parents interactive with the faculty members. 

Responsibilities 

• Collecting updated contact information of parents. 

• Contacting parents again and again if they fail to visit college. 

• Making students compulsory to bring parents to college at-least once in a session. 

• Making parents more responsible towards student’s academics. 

• To discuss the problems of their wards with the parents. 

• Collecting parents contact information. 

• Contacting the parent for inviting them to parents meet. 

• Giving detail information about each student to the parents. 

• Making parents and students to understand the importance of attendance, practical, 

exams, etc. 

• Keeping the record of details given to parents. 

• To take feedbacks and suggestions from the parents 

5.3 Professional Society Activities 

Objectives:  
1. To get the information of existing professional bodies. 

2. To establish the student chapters of various societies. 

 
Responsibilities  
  

• To track the activities of the academic work carried by the societies. 

• To provide information about these societies to the students 

• To encourage the students to take the membership of professional societies 

• Planning of activities to be organized under professional societies. 

• Inviting experts for these activities. 

5.4 Sports 

Objective: To provide an opportunity to the students to show their skills in sports. 
 



 

 
 

Responsibilities  

• Coordination of Department with Institute Sports In-charge. 

• Selection of sport session to balance with academic session. 

• Schedule of team’s matches and information to students. 

• Selection of students according to their sports & game interests. 

• Checklist of the resources required to students for different sports events.  

• Venue information to students and keeping team ready for matches. 

• Providing sport kits and facilities to students for practice with first aid. 

• Monitoring the student’s attendance during sports session in ground and classroom. 

• Maintain data base of student’s participation and achievement in sports. 

5.5 NSS  
 
Objective 

  To provide an opportunity to the students to contribute for social issues. 
 
 Responsibilities 
 

• Coordination of Department with Institute In-charge. 

• Motivating students to enroll as volunteers. 

• Selection of programs to be carried under NSS. 

• Information to students about the programs to be conducted as part of NSS activities. 

• Maintaining Data base and Documentation.  

5.6 Department Magazine 
 
Objective 

1. To provide an opportunity to the students and faculty to express their creativity, 

thoughts and new ideas through this magazine. 

2. It provides platform to students to build and expose their hidden talents related to 

co-curricular and extracurricular activities. 

 
Responsibilities 
 

• To Form Magazine committee which will have 1) Student Chief editor, 2) Student 

technical editor, 3) Student Non-technical editor. 

•  Collecting articles from the students.  



 

 
 

• Arrange articles into different categories. 

• Collect the messages from the editorial board members.  

• Collect faculty achievements information.  

• Collect student achievements information 

• Collect departmental activities information.  

• Designing a cover page of magazine.  

• Printing of magazine in required quantities and distribution. 

 
5.7   Departmental Report 
 
Objective 
A brief account of the various activities of the department and their outcome. 
 
Responsibilities 

• To maintain the departmental report. 

• To update the record according to new events organized. 

• To analyze previous semester records with current year record. 

• Overall evaluation of Department and future plans. 

5.8 Website 
 
Objective 

1. To provide relevant and current information of the Institute. 

2. To promote and maintain the image of the Institute. 

 
Responsibilities 

• Preparing database for website 

• To get verified it from HOD. 

• Updation of data for website 

6. Training & Placement 
 
 6.1 Training & Placement Co-Ordinator 

 
Objectives: 

1. To give the students right knowledge, skill and aptitude and meet the manpower 

requirements of the industry. 

2. To provide information about in-campus & off-campus placement opportunities to 

students. 



 

 
 

3. To guide and help the students to reach their career goals. 

 
Responsibilities 
(a) Training Activities: 

• Notice of campus training and campus recruitment to students. Ensuring circulation 

of notices in students and parents WhatsApp group. 

• Preparing Student database as per the defined format. Prepare List of eligible 

students and their interest. To identify the students who need training for campus 

interview.  

• To arrange Lectures of Industrial personnel to know the industry requirements. 

Prepare the list of Industry personnel and schedule to organize activities. Planning of 

lectures by industry experts for guiding students for placement and higher studies.  

• Arrangement of campus recruitment training sessions. Schedule and conduction of 

training and other sessions. 

• Preparing list of eligible students for campus recruitment company wise. Information 

to students about detail requirements for campus recruitment. Planning for pre-

placement training programs. 

• Students should be prepared for aptitude test; Soft skill training should be provided 

and personality development programs, resume writing, etc. should be organized 

• Conduction of these activities. Taking feedback and calculating impact analysis. 

(b) Placement: 

• Preparing list of company and their placement requirements. Contacting company for 

placement. Participation of selected students in eligible campus recruitment. 

• Preparing schedule of campus placements. Addressing eligible students about 

company and its requirements. Preparation and conduction of recruitment process.  

• To conduct Mock Test (Interview /Aptitude/technical knowledge), recording and 

analysis with students. 

• Feedback from students regarding campus recruitment attended. Feedback of the 

company and corrective measures. 

• Collection of details like offer letter and joining orders from placed students. 

• To maintain the lists of students placed, company name, branch and salary offered. 

• Arranging off campus interviews. To maintain the lists of students placed, company 

name, branch and salary offered. 



 

 
 

• Data Updating: Other data like students’ profiles, year wise placements, list of 

companies visited etc. shall also be maintained. 

• Arranging stake holder meeting of employers, collecting feedbacks, Impact analysis 

and action plan.  

• Preparing one page report of activities conducted / organized. 

• Planning for the budget for these activities. 

6.2 Alumni In-charge 
 
Objectives: 

1. To inspire alumni to enhance the leadership of the institute and stay connected. 

2. To promote a strong relationship between Alumni and the College. 

Responsibilities 

• Collection of data of all alumni i.e., from first batch to latest batch. Updation of data 

base on regular interval.  

• To maintain the lists of Alumni, current and permanent address, mail ID, Organization 

/ company name, Qualification, branch and salary related documents should be 

collected.  

• Preparing and updating documents of all the Alumni in the file. Categories of alumni 

based on the category of industry (Government/Private; Core / Software), 

Entrepreneur, Academics etc. Location wise data should be segregated. 

• Arranging alumni meeting in the campus as well as in other places, feedback, Impact 

analysis and action plan. Provide support for alumni meets.  

• Formation of Alumni association. Defined structure of Alumni, functional and 

registered. Supporting alumni activities in the Institute. Building the alumni network. 

Sharing campus activity news with the alumni. Assist the alumni with information and 

support that what they need. Informing Alumni about events in the Institute such as 

seminars, paper presentation contest or cultural events. 

• Organized updates of the alumni database & website. Highlighting achievements of 

alumni amongst students. Update faculty and students about alumni activities.  

• Identify Top Ten Alumni. 

• Coordinating activities where alumni support is required i.e., Guest lectures, training 

programs, help in placements, industrial visits, Vocational Training, sharing of 

knowledge, industrial tie-up for consultancy and faculty training.  



 

 
 

6.3 Incubation & Entrepreneurship Cell 

 Objectives:  

1. To encourage the students to become entrepreneurs. 

2. To develop entrepreneurial skills among students. 

Responsibilities 

• Develop mechanism to identify students having Entrepreneur temperament.  

• To conduct orientation programs for students to motivate them for establishing their 

own enterprises. 

• To conduct survey for identifying entrepreneurial opportunities.  

• To organize Entrepreneurship Awareness Camps, Entrepreneurship Development 

Programs for the benefit of students. 

• To guide and assist prospective entrepreneurs on various aspects such as preparing 

project reports, obtaining project approvals, loans and facilities from agencies of 

support system, information on technologies, etc.  

• To extend necessary guidance and escort services to the trainees in obtaining 

approval and execution of their projects.  

• To organize guest lectures, Seminars, etc. for promotion and growth of 

entrepreneurship.  

• To organize workshops of alumni who are successful entrepreneurs. 

• To arrange visits to industries/organizations/Business Enterprises for prospective 

entrepreneurs.  

• Sign MOU with organizations for training/organize Entrepreneurship Development 

Programs. 

• To set up Incubation Center. 

• To prepare proposals to submit AICTE or any other organization for promotion of 

Entrepreneur in the campus. 



 

 
 

• Arranging Entrepreneurs meeting in the campus, collect feedback, Impact analysis 

and action plan.   

• To prepare and update database. 

6.4 Industrial Visit 
 
Objectives: Exposure of industrial automation and Industry Institute interaction. 

Responsibilities 

• Identifying Industry as per academics’ requirement. Prepare list of the industry to be 

visited for Industrial visits and Industrial Tour. Categories Industry for visit as per 

curriculum, Interaction with the Industries, Communication with the industry, 

Conduction of visit in batches / Groups as per Communication with Industry.  

• Report preparation on Industrial Visit, Documentation of the Industrial Visit.  

• Providing all formats required for industrial visit to students and guides. 

• Brief about the industry & Define objective of the visits. Collecting consent letter 

from parents. 

• Taking permission from industry and accordingly organizing visit. 

• Collecting industrial visit feedback from student. 

• Collecting industrial visit feedback from industry. Collecting certificate from industry. 

• Preparation of list which includes date of visit, Industry, contact person, Mobile no., 

Address of industry, List of students with guide and photographs. 

• Collecting Industrial visit report from students. If possible, presentation after visit by 

students on report. 

• Preparing Impact analysis of feedback form and action taken. 

6.5 Higher Studies and Competitive Exam Records 

Objective:  

1. To develop the awareness about competitive examinations such as GATE/UPSC/MPSC 

etc. 

2. To develop the competency for the preparation of competitive examinations. 

Responsibilities 



 

 
 

• Arranging expert lectures by the external/Internal faculty members. To help the 

students to become familiarize with the course curriculum of GATE/IES etc. To 

provide a plan for effective subject learning process.  

• To aware students about exam pattern (GATE, IES, CAT, IAS, GRE, TOEFEL, GMAT, 

UPSC, MPSC etc.) by  organizing the session on the awareness about competitive 

exams.  

• To prepare the database of the competitive exam records of the students. 

7. Institute Innovation Cell (IIC) 
 
Objectives: 

1. To create a vibrant local innovation ecosystem. Start-up supporting Mechanism in 

HEIs. 

2. To prepare institute for Atal Ranking of Institutions on Innovation Achievements 

Framework. 

3.  To establish Function Ecosystem for Scouting Ideas and Pre-incubation of Ideas. 

Develop better Cognitive Ability for Technology Students  

  Responsibilities 

• To conduct various innovation and entrepreneurship-related activities prescribed by 

Central MIC in time bound fashion.  

• Identify and reward innovations and share success stories. 

• Organize periodic workshops/ seminars/ interactions with entrepreneurs, investors, 

professionals and create a mentor pool for student innovators. 

• Network with peers and national entrepreneurship development organizations. 

• Create an Institution’s Innovation portal to highlight innovative projects carried out 

by institution’s faculty and students. 

• Organize Hackathons, idea competition, mini-challenges etc. with the involvement of 

industries. 

 

 



 

 
 

8. Research & Development (R & D)  
 
 8.1 Ph.D. Co-Ordinator 
 

• Maintaining data base of Ph.D registered candidates. 

• Planning and conduction of progress seminars. 

• Coordinate with guides and PhD candidates. 

• Preparing documents as per university formats. 

 

8.2 ME Coordinator 

 
Objective: To prepare academic planning and implementation of the policies 

 
Responsibilities  

• Keeping a record of the academic activities of students. 

• Reviewing periodically the progress of the classes and projects. 

• Monitoring of Teaching Learning process. 

• Monitoring and assessment of projects. 

• Organizing all matters concerning the students’ work and progress. 

• Conducting the Internal Exams.  

• Marks compilation and timely verification. 

• Planning and making schedule for project seminars and subject seminars. 

• Arranging industrial visits. 

• Arranging workshops, STTP, Guest Lectures for students and faculty. 

 

 8.3 Proposal of funding agencies 

 
Objectives: To prepare proposal of different funding agencies. 
 
Responsibilities 
 

• To prepare FDP, MODROB, Seminar grant proposals of AICTE. 

•  To prepare UoM, DST proposals etc.  
 

9. Program Development Committee (PDC) 
 
    Objective:  knowledge upgradation of students and faculty. 
     
     
 



 

 
 

Responsibilities 
 

• Searching of different advanced topics related with academics and current trends in 

technology. 

• Planning of STTP, workshops and seminars for the students and faculty. 

• Identifying experts from Industry or Academic Institute. 

• Inviting identified experts from Industry or Academic Institute for delivering lecture. 

• Informing activity schedule to students, faculty and other departments. 

• Timely managing all requirements for conduction of the lecture.  

• Taking feedback from faculty and students.  

• Preparing documents for this activity. 

  

10. Mentor-Mentee 

 
10.1 Teacher Guardian In-charge 
 
Objective: Teacher guardian (TG) scheme is designed for the student counseling with the view 

of overall development of the students and establish the healthy relation between students, 

teachers and parents. This scheme is helpful for sorting out of the grievances of the students 

may be related to academics, personal, health, hostel etc. 

Responsibilities 

• Collect Roll list of all semester from Academic in-charge and according to strength of 

class distribute students to faculties (TG). 

• Formation of groups of students and assigning a TG.  

• Distribute TG files of Previous year to respective TGs if available.  

• Prepare notice to inform TG to contact parents to inform commencement of college. 

• Fortnightly meeting of TG In-charge and TG. 

• Check TG file after IA1 & IA2. 

• To maintain following information of students:  

➢ Performance after IA-1 

➢ Monthly Attendance. 

➢ Performance after IA-II 

➢ Performance after End Semester Examination (ESE). 

• Informing parents about their ward’s Performance. 
 



 

 
 

11. Admission Co-Ordinator 
 

Objective: College image building and promoting. 
 
Responsibilities 

• Ask members to visit the allotted college and give the presentation about the college 

regarding the courses and facilities offered. 

• Faculty coordinators provides/presents the information about the program of study and 

guide the students in the admission process. 

• Collect the data about the students in hard copy as well as soft copy to submit the 

above collected data to the college admission cell. 

• To call and communicate with these students before the commencement of the 

admissions and to pursue them for taking admission in the college by counseling them 

• To arrange any program or competitions for these students so that they will visit the 

college campus and observe the ambiance of the college. 


