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' BANGLADESH SMALL AND COTTAGE INDUSTRIES
CORPORATION

MINISTRY OF INDUSTRIES.

INTRODUCTION :

After iiberation of Bangladesh, the formar East Pakistan Small &
Cottage Industriess Corporation was renamed as Bangladesh Small &
Cottage Industries Corporation by tha Presidential Order. It was estab.
lished for the promotion and development of small & cottage industries
in the country. The objactives of the corporation me as under ;

- a. To ensure sccelerated growth of the small end cottage indus-
tries In Bangladesh ( creation of new cepacity ). :

b. To incresss productivity of tha existing small & cottage indus-
ties units in Bangladesh (resource maximizetion of exiisting
capacity ).

¢. To ansure optimum utitization of financial resources.
d. To provide infrastructural facilitias.

e. To create and develop marketing facilities, including market
Information for products of small and cottage industries.

t. To Innovate product process and technology.
g. To ensure development of skills,
h, To help socio-economic development.

2. But in the initial stage the BSCIC was entrusted with the respon-
gibility of trading and distribution of yarn which disiocated the main
promotional function of the corporatinn. The situation bescame more
- grave in the year 1973 when it was gplitted into Bangladesh Small
Industries Corporation and Bangladesh Cottage Industries Corparation.

~ Later on considering the integrated pattern of services provided by
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hoth the corporations it was again merged In one corporation and named
as Bangladash Small & Cottage Industries Corporation, Aiterwards based
on mono pioduct development contept Handloom and Silk Industries
Divisions of the BSCIC have been bifurcated into separate Boad. In the
year 1978 Bangladesh: Handloom Board for handloom sector and Eongla-
desh Sarnculture Board lor sericulture industries wera established.

3. The high powered committes constitued by the Government 10
axamine the organisational structure of public statutory corporation

© { Autonomous/Semi-Autonomous ~ Bodies ) and allled  organisation

under the Chairmanship of Secretary C.hinet Division, recommended
two @eparate o-ganisation one for smul Indusiries and another for
cottage industries merging the Bangladesh Handlcom Board to Cottage
Industries Corporation. Subsequently while imolementing recommendation,
the Martial Law Committae on organisilionsl sst up examined the obje-

‘gtwes and functions of B3CIC and EBEH3 1o determine an organisatios

nal set up for effective delwery of services In wview of the nalure of
services provided by B3CIC and BH3 the commiitea recommended
the merger of BSZIC and BHS intg one corporation in the name
a~d style of Bangladesh Small, Cottags and Handlrom I[ndiswies Cor.
porstion which was approved by the Honourable President and Chiet Martial
Law Administratar, vide notilication No 7002/1/civ-l Datad 27Fab, 1984,

4, At subsegent stage the importance of the mono product development
concept hes been thought eof giving emghasize on the importance of
handloom industries sub-sector In the economy in one hand and specialised
package of service/inputs for small and cottage industries sub.sector on
the other hand. This issue was discussed with ths Hon'ble President
and Cheif Martial Law Administratar in @ mesting held on 12.061384
and in this mesting It was decided that Bangladesh Small-and Cottage
Industries Corporation and Bangladesh Handloom EBoeid should remain
as two separate organications and accordingly the Commities recommended
separate organisational set up tor these two crganisations.

FUNCTIONS :

6. The broad functiona of the Bangladesh Small and Cottage Industries
Corporation @@ a3 under :

a, To promote the sstablishment of industrial units with priority
agjfo-support, sagro-processing, import substitution and export
orignted entsrprises utilizing Indigenous raw matetials.
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b. To promota estshlishmant of.smail Industry -through ancilliary

units and sub-contracting arrangamants.

To promote area‘regional developmant through estabiishment of
small scala Industries on tha basis of 'oca’'ly available raw matae-
als, skill and qrowth potential as par District Davalopmant
Plans,

«+d. Toprovide .infarmation to target people on industrial investment

li

opaartuaitias through mass media (Including Radio, Tﬂgviﬂun
and News Papers ) and publications.

To pssist -an'T-sﬂng untwﬁrinﬂ to operate at npﬂmﬁ!lfl- ﬂplmw

To provide counsalling and extansion service including in-
plant advisory services group  saryices and training programmes
non tech.ical quality control, marketing and financlial management.

To supply statistical information and operation data for interfirm
gomparison on productivity.

To provide advisory servicas to the entreprensurs for proper
utilizarion of financlal resources of their industral units.

To make proper financial analysis and pre-investmant feasibility
for proper utiization of loan and equity finencing resource.

To ensure timely loan ragovary for further investment.

To set up the infrastructure such as Industrial Estates and
Common Facility Centres, Design Centre etc. and ensure their
optimum utilisation required by the industrial enterprises.

To maintain effeciently the facilities zuch as electricity, gas,

water, roads etc  for uninterrupted pmduchun ul the mdm:nt up
in the Industrial Estate.

“Toassist in ths creation of market ( local and foreign ) lhruuln-h

appropriate sales promotion measures,
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n. To provids assistancs and advisory services to small enterprises
© “for maintaining quality product by fixing appropriate standard:

o. Tocollect and disceminate information on mew and appropriste
E ‘tachnology for tha sector as a whole.

p. To promote research work for the development of product pro-
cess and technology.

‘g To design and suop'y protatype of product machinary, equipment
and tool for small industries.

r. To davelop knowladge and skills of artisan/crafts technicians and
managers through training.

'8, "Todssign. develop and eonduct entrepreneurship development
-7 I programme for small and cottage industries.

t.  To promote of Pilot Projects In association with private entrapre-
neurs in areas or fields of national [nterest where privats
investment is shy and hand them over at an appropriate
time.

- To create linkaga with tha Youth Weslfare, Women Affairs. Social
Welfare and othar organisation engagsd in the promotion of
income generating activities with the aim of achieving integrated
qural development.

v. To assist and advise in the promotion of industrisl homes adja.
cant to industrial areas for the wellare of family members of
industrial workers.

"w. -To genersts Incoms among disadvantaged target people and In

geographically undar developed afeas by selting up cottege
industries,

EXISTING ORGANIZATION ;

6. To camry outthe businats af the garparation and to achive tha arga.
nisational objectives and to ensure adagiata servica delivery to the






WORK LOAD

8. Tha Bangladesh Smail and Cottage Industries Corporation is -a service
arlented organisation. Tha work of the corporation is soma what different
in nature  which relates 12 provids a- package of seivices towards its
25101 axisting small snterprises and 3.21,00 cottage enterprises of the
gountry. The work of the corporation, therefore, cannot be gssessed only
in tarms of issus and raceipt figure. However, the corporation deait with
1,38852 comespondonce in the year 1980-B1 which increased 10
1,654,490 and 1,68,836 in the year 1931-82 and 1882.83. The growth
rate is about 21%.

PERFORMANCE

10. The main work of the corporation lies in the services provided
for the desvelopmant of small & cottage industriss in the country.
During 1957-1980 BSCIC went through a sarvics of experiments. It
has developed 25,000 small enterprises and 3,21 030 cottage enterprises
in the country Besides It has established 20 Industrial Estate, and
distributed 2717 number of plots among the entreprensurs.

parformance of the corporation for the year 1880 to 1984 ara =
undar :

/ Time frame |(950-81 188182 mﬂ-aal 1983-84 1984.85

un fa Deg

Sl
No. ‘ Activity

1 2 3 4 B 6

e Pre.investmant counge. 4280 3880 6477 18317 16143
lling & idantification
of entepransurs (number)

b, Post-investment counss- 1722 1874 1369 12088 B736
lling {number)

n |dentification of womsn — — BB874 1481 ada
entrepranaurs (number)

d,  Projsct feasibility 1200 700 2000 4888  T77
study (number)






d. Product developmeant o 187

e. Project profile preperation - 14688

f. Credit arragement for small industries — . 1024

g. Credit arraggment for cottage industries — 12,673

h. Employment generation = 74,000
OTHER DETAILS

12, State of Officer: The presem stete of class | officer s given
al Annexure—-C’

13. State of Transpoit: The present state o' wenspert is given ot
Annexure--D’

OBSERVATIONS AND RECOMMENDATIONS.

14. a. Organization ; It will eppesr from the exjsting organisation
in Annexurs-:Ar that tha BSCIC hss some orgenisglionsl sncmaly.
Moreover distrbution of staff amingst differsnt working units is a'so
not ratonal. From the organazational point of view it is not sound
arrangement. The committ-e therefore, after threcbdare discus:ion
with the Chairman and representative of the Ministry of Industies
recommends a viable set up kesping in view the funclional requ rements
B wel &8s the supenvihory need of (ne orgaiization as givenin
Annexue-"E’,

Considering the geographical area, industrial growth potentiality
and dellvery of services in the rural areas the committee further reco-
mmends” B4x Distnct organizational set up of the BSCIC into three
categories, namely AB ana C wpa. This will be implementad in pha-
sanisa,

The commitiea also obsewves thal the corporation since ifs incep.
tion has undergons several changes in function and programme imple.
mentstions due to the changes In the top level management, The
Directors of the Board and the Chaiman are appointed by the Govt
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INCOME :

16. BSCIC is not an income generating organisation rather service oriented |
organisation. However, BSCIC has some source of income like land
premimum, security deposits, equity deposits & other misc. receipts
etc. The major source of fund is loan and grant from the Government
under different development schemes. BSCIC received Tk, 357.03
lakhs, Tk. B579.61 lakhs, Tk. 797.69 lakhs, Tk. 833.40 lakhs, Tk.
1071.77 lakhs in the years of 1979-80, 1980-8], 1981-82, 1982.83,
1983-84 respectively.

EXPENDITURE :

17. BSCIC spent Tk. 400.14 lakhs, Tk, 585.96 lakhs, Tk. 810.2Z2 lakhs,
Tk, 856.56 lakhs and Tk. 1088.29 lakhs inthe years of the 1979-80,
1980.81, 1981-82, 1982-83 and 1983.84 respectively,. The expendi-
ture increased by 172% in 1983-84 considering 1979-80 as the base year.

CONCLUSION ;

18. The revisad set up recommended by the Committee will bring down
the strength from 3 2162 with consegentlal savings of expen-
diture substantially. Besides, the implementation of the recommendation
is likely to bring inimprovement in the functioning of the corporation.
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i \/EIHEGTGH: (Project Implemention and Management )

1

7.

10.

1n.

12,

Director (Projects) is the overall incharge of all the Public Sector
Projects and programmes including on going Industrial Estate Progr-
amme and accountable to the Chairman for over all performance
of the Project Division. He will be rasponsible for Implementation
and management of all the projects and also other related activities.

To suppervise and be responsible for drawing plans, designs, esti-
mates of civil works, preparation of tender schedules etc. under
different projects.

To execuite plan, inspsct developmsnt projects and be responsible
for identify of problems areas of the projects.

To formulate policies and guidelines for operation and implemen-
tation of projects.

To ensure proper Impﬁmniuﬁun and opeation of various projects.

To keep the Chairman/Board of Directors informed on the progress
of implementation of projects and programmes along with problems,
if any.

To formulate salt policy and workout minimum  price of salt in order
to ensure fair price to grower s,

To undertake suitable measures to maintain salt production at
maximum level in order 1o attain self sufficiency in salt through
domestic production,

To fix annual target of activities under varlous projects.

To ensure implementation of development programme with in the
ADP sllocation, supervise expenditure and arrange fund for projects.

To amange expert services/technical assistance from various intar.
national agencies through lisison with appropriate authority.

To snsure implementation of cottage industries component of
Danida, NWRDP and RD-1l development programme in collabora-
tion with Bangladesh Rural Development Board (ERDB).













































































































































10.

11.

12

13.
14.

16.

16.

of development woiks, ADP, budget etc, and also to repalr and main-
tain all civil works of BSCIC.

To heip Chief Engineer in maintaining co-ordination with other
departments at Head Quarters, 15C's. Industrial Estates, Special pro-
jects, Pilot Projects, etc.

To assist Chief Engineer in sngineering and m:h'nm[stmtwa mattars
of the Civil Engineering Department.

To make physical checking of bills of contractors up to 10%
To obtain approval of bills, from higher authority.

To Inspect any work under execution on special assignmant if any.

To remain responsible for obtaining approval from Chisf Engineer
for deviation in warks or changes in design or modification etc.

To recommend the selection of site.

To remain responsible for timely submission of monthly, quarterly
and annual progress repart to MIS Department.

To modify plans on the approval of the Chief Engineer.
To do any other job assigned by the Chisf Enginaer.

MANAGER ( Spacial Project )

1.

4.

5.

To deal with the type of pilot projects, NWRDP, RD- 2 efc. to be
taken up on the basis of decisions taken by tha Management.

Te get the feasibility reports prepared by the concerned departmsnt
and put up for spproval of the management.

To getthe scheme prepared by the Planning Department in project
proforma for approval by the Goverment.

To get the Industrial Profiles prepared by the concerned Depariment
on Project.

To communicata with the concerned District Managers, Regional
Heads for selection of Associates and put up nomination to Direclor
( projects } through the D. G. M. after examining whether the proce-
dures have been followed In such selection.
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3. To conduct market study on different cottage industries on
basis.

4. Collection and dissemination of information relating to vari
aspects of marketing of small and cottage industries products.

B. To organise participation in fairs and exhibitions.

8. To guide the officers inthe Department in underiaking B
industrial studies, marketing feserach and analysis in collecting ani

dizseminating market information.

7. To assist the D G.M. in the official work of the Division.

8. Miscellanous official activities as emerge from time to time.

DEPUTY CHIEF DESIGNER/MANAGER (Degign Centre)

1. As a secondman of the Projact, the Deputy Chief Dasigner assists
Chief of the Design Centre in all respects and responsible !
overall development activities of tha project.

Moreover Deputy Chief Designer Is attached with the followings :

1. Tohelp the designers and craftsman for development of new an
creafive designs with a view to raising quantity and standard

the products,
2. To organise and control internal and external training programme,
3. To organise fairs and exhibitions.
4,

Responsible for publication of booklats, catalogues etc.

Publicity and motivation work.

o,

To contract Government authority, Autonomouse bodies and
Agencies for obteining the work order for internal decorations
construction and decoration of stalls, pavilion show-rooms ete. o

commercial basis

7. Market research.
8, To run the sales and display centre of Design Centre.

=




(Promotion).

receiva applications for permission/recognition of = small
85,

Te scrutinise applications submitted for permission/recognition of
~small industries.

To refer the applications to subject matter specialist for appraisal
mport and appraise the marketing, technical and financial aspacts of
the project proposals required.

place the appraissl reports to the permission mesting for

Te prepare permission letter after the project is sanctioned by
tha committes and isaus parmission letter,

To take action of the cases as per observation of the com.
mittes in respect of cases placed before the committes.

To process cases of foreign exchange md_ar any credit arrangement.

To monitor of Investments under the provisions of Investmant
Schedules (Small and Cottage), prepare and distributes quarterly re-
ports timely.

‘To follow up preparation  of Investment Schedule for small
and cottage industries.

To render pre-investment and postinvestment counsslling to
antrepreneurs.

To maintain nommal correspondances wrth  indusiries  service
centres and other agencies.

To attend different inter-co.ordination meeting within the BSCIC
and outside BSCIC.

Any other w-:'f:l; that may be assignad by the authority from
time to time,
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MANAGER ( Studies and Profile )

1. To prepare investment profiles, brisfs etc. on different small and
cottage industries.

2. To prepare area potential study, sub-sector study, feasibili
study, diagnostic study on small and cottage industries, !

3. To provide pre-investment counselling to the prospective entre.
preneurs. :

To provide post-investment counselling to the existing industries.
To prepare project apprisal report.
To prepare small and cottage industries investment schedule.

N @ ;e

To give technical comments on reports, project reports of diffe
small and cottage industries.

8. To disseminate technical information.

9. To sttened ditfarent interco-ordination meseting within the BSCI
and outside BSCIC.

10. To sitend reply Yo business enguiry.
11. To assist D. G. M. Promotion.
12. Other assignments as and when assigned by the authonty.

MANAGER ( Licensing and Raw Materials )

1. To assess requirement of raw materigls for different small a f
cottage industries.

2. To help the entrepreneurs of SCI for licensing and procurement
raw materials,

3. To assist in opening L. C.
4, To attend Licensing Board Meeating.
B. To meset quires of CCIE.

6. To prepare the annual budget for raw materials and spares o
small and cottage industries.
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- B Toattend reply to business enquiry.
9. To assist Manager, studies and profiles.

10. Other assignments as and when assigned by the authority.

DEPUTY MANAGER ¢ Design Centre )

1. To issuefsign Leave Mama, Increment Memo elc. after approval of
Chisef of the Design Centre.

2. To prepare note for promotion and other disciplinary action for
officer/staff of Design Centre.

3. Responsible for smooth running of the office the Design Centre.

4, To call tender for stationary, furniture, raw-materials, equipments
& machineries etc. after having approval of Chief of the Design
Cenftre.

B, To issue work order/supply order on the above subject after
approval of Chief of the Design Centra,

8. To maintain service book of all officer/stalf of Design Centre.
7. To maintain all personal file of officers and stafi of Design Centre.

B. To see dailly Dak of adminisuation and to give instruction for
actlon.

9, To maimain all leave register of all oificers and staff of Design
Centre.

10. Te send monthly establishment return to Head Office B other
corraspondenoes.

11. To deal with all confidential matters as per direction and sugge-
stion of Chief of the Design Centre.

12, Checking of lock book and to ensure consumption of fuel of trans-
port of Design Centre.

DEPUTY MANAGER (Design centro )
1. Responsible for maintanance the showrooms of Design Centre.


















8.
10,

13,

18,

16,

101

To ellocate head-wise annual plan for establishment expen-
ditura of Salt Project.

To arrange to receive income and sxpenditure statement from ail the
Officers/Centres under the DRI which will be submitted to him by
the Budget Officer for necessary action as per annual estabilshment

budget allocation.

To scruitinise examine, all the centre-wise budget proposal and then
prepare the centre-wise establishment budget of the Salt Project and
submit it to the senior officers for necessary final scrutiny and

approval.

To maintain the contributory Provident Fund Accounts.

To process all cases regarding payment of C. P. Fund Advanca.

To check trial balance expenditure statemeant of all cantres for control
purpose.

To maintain project registers showing centre-wise expenditure.

To prepara and sumit MIS reports.

To receive and scrutinize trial balance and put up the same with

remarks if any.

To prepara consolidated trial balance, particularly at the end of the
financial year,

To prepare Trading, Profit & Loss account and Balance Sheet togather
with supporting schedules.

To pass all adjustment/transfer vouchers for the purpose of final
accounts.

Te attend auditors and furnishing them with necessary papers, docu-
ments when required.

To reconcile running accounts between Head Office and Regional
Offices, 1. 5. C,

To maintain claims and stores accounts.
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6, To initiate the evaluation of the programme as well as the periodidal
activities.

6. To assist In organising training programme.

7. To undertake visit to the projsct area for monitoring and supervision
of project activities.

B. Any other job assigned from time to time.

DEPUTY MANAGER (DRI)

1. To prepare annual physical works programme for development of
cottage & rural industries in Rangpur and Dinajpur.

2, To fix up the annual targets for Extension, Training and other promeo-
tional and development activitieg by the Extansion Officers ang
Assist. Extension Officer at the field leval.

3. To orchestrate the DRI activities in northern Project districts with
those in other areas.

4. To initiate training proposale for craftsmen artisans and trainers,

5. To organise training courses of craftsmen, artisans and trainers of cott.
age industries.

6. To undertake visit to the project areas extensively and intensivaly to
supervise the activities of the field officers and gulde them on the
spot.

7. Toinitiate action for conducting studias surveys and preparing indus-
trial profiles,

8. To monitor/report the promotion and devslopment activities.

8. Any other duties as and when assigned,

ASSISTANT CONTROLLER OF ACCOUNTS (DRI)

1 To check-up parsonally all the cenira wise budget (Establishment

Budgetorily ) that will be nrnparad the Budget Officer and other
staff of the section.



4,

10.

1.

12.

13

14

12

16.
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To allocate head-wise annual plan for establisment expanditure of DR
all over the country under BSCIC,

To arrange to receiv: incoms and expenditures statement from all
the Offices/Centres under the DRI which will be submitted to him
by the Budget Officer for necessary action as per annual establis-
hment budg et allocation.

To scruitinises examina, all the centar-wiss budget proposal and then
prepare the centere-wise establishment budget of the DRl and submit
it to the senior officers for necessary final scruting and approval.

To maintain the Contributory Provident Fund Accounts.
To process all cases regarding payment of C. P. Fund Acconnt.

To check tarial blance expsnditura statemant of all cantres for control
PUrpose.

To maintan project register showing centre-wise expenditure.

To prepare and submit MIS reports.

To receive and sacrutirize trial balance and put up the same with
remarks if any,

To prepare consolidated trial balance. particularly at the end of
financial year.

To prepare Trading, Profit & Loss account and Balance Sheet together
with supporting schedules.

To pass all adjustmen.-transfer vouchers for the purpose of tinal
accounts

To attend auditors and furniasing them with necessary papers, doco-
mants when required.

fo reconcile running accounts between Head Office and Regional
Offices, |. 5. C & centres,

To maintaln claims and stores accounts.




17.

18.

19.

108

To arrange annual physical varification of DRI assets and scrutiny of
suzh physical verifcation sheet/inventory of fixed assets and other

stores.

To undertake necessary maasuresto racover debts and realise claims
sundry betors and others.

To check and pass alithe bills like monthly salery bill, travalling bill,
conftractor and suppliers bills, miscellansous bill as per delagation of
authority.

20. To give opinion on pay fixation.

21,

22,

23.

24.

25.

To operate all Bank Accounts of the DRI authorisad by thas

authority,

To act a8 member of the Tendar Committes.

To supervise the work of all the staff and officers of the bill section,
bank department and fund section.

To look after the bill saction, office administration,
To supervise the maintenace of accounts of C. P. Fund and to confirm

C. P. Fund balances and issue yearly C. P, Fund Statsments to
individual employees.

DEPUTY MANAGER ( Special Project )

1.
2.

To prepars alllotment letters and put up for signature and fssya.

To ensurs that down payment as mentioned in the allotment lettar
has been made by the associate,

To follow up and check documents of land offered by associate
for mortgage.

To process allotment of land in case the unit is set up in Industrial
Estate and refer to Industrial Estste Departmenr for the allotment.

To process papers for legal surity by Loan Administration Depart.
ment e.g. Mortgage Deed of Land in case the unitis set up in
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assoclates own land, execution of jand agreement and hire purchase
agreement.

To prepara delivery order of the Project to the associates after all
legal farmalitias are completad.

To deal with all correspondsnces relating to pilot projects

To supply of standard praforma to the projects handed over to
associates for submission of monthly progress report and cempilation
of those reports for submigsion of the same to Dy. General Manager.

To deal with establishment matiers relating to officers/statfs of
Pilot Project and oblain decision of the D. G M.

DEPUTY MANAGER ( Project implementaiton & Management )

1.

r

Ta assist in the prepararion & sybmission of schema for approval.

To maintain close liason and co-ordinate the activites of all the
sactione within the jurisdiction of the project Implsmantion and
Management Department in order fo avoluate the over all progress
of the activities of the Department and also to ensurs removal of
hottle nekes, if any, in the may of propet functioning of the dspart-
ments a2 a whole.

To maintain inter deparimental liasion and co-ordinate with out
side concerned agencies and public bodies.

To prepare fortnightly. monthly and pericdical reporis on the pro-
gress of the on going public Sector Projects and other activities of
the department for submission to the govt. and suggest specific sug-
gestions for removal of hottlenecks if any.

To prepare periodical paper on the overall progress of the public
sactor projects and other achievements of the Department for puplic-
ation,

To deal with all establishment matters of the Department.

To perform the miscallaneous 1ypes of jobs asssigned to him from
time to tima.
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‘fﬂ‘fGUTIUE ENGINEER ( Civil Engineering )

1.

2

10

11.
12.

14,
18.

16.

17.

To prapare & check all types of structursi designs of all projects
undar BSCIC.

Torecommend the sstimates for approval of Deputy Chisf Engineer

To prepare and check fender papars schadules of works, specifi.
cations and terms and cenditions,

To call tender.
To execute agreement far the wotks.

To assist Deputy Chief Engineer in respect of all structural designs
and quantity surveylng matters,

To evaluste total expenditure in a complete scheme with the halp
AJC. staff and submit to the Deputy Chief Engineer.

To recommend/epprove the estimates of the private entreprenure
appraaching for eanstruction,

To remain responsible for general administration of the Snginse:-
ing works of the projects. i

To remain responsible for generai administration of the Enginesring
Saction.

To make physical checking of bills af contractors up to 25%.

To obtain approval ef bills from highér authorty.

To assist Deputy Chiof Enginger in engineering and edministrative
matters of the Ciwil Engineering Pepartmant.

To inspect any werks under exscution on special assignment if any,

To temain responsible for tho praparation of budgst for Enginee-
ring Department for inclusion In the avar all annual buiget.

To remain responsible for obtaining approval from Doputy Chief
Engineer for deviation In works or changes In dasign or modification
alc,

To recommend the selection of Eite.

18. To remain responsible for approval of drawinge of tha private

entreprensurs.
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19 To chack construction works for preparation of progress feport.

20. To co-ordinate with other Departments in respect of planning and

schemas,

21. To advise subordinates in preparation of plan.

22. To remain responsible for preparation of new and revised schemes.

23, To remain responsible for timely submisszion of monthly/quartedy,
and annual progress report in MIS Department.

24. To modify plans on the approval of the Deputy Chief Engineer.

PERSONNEL OFFICER—1

Y. To process all disciplinary cases and legal matters relating to officer,

2. To process all disciplinary cases and legal matters relating to staff.

3. Any other works as and when assigned to him.

PERSONNEL OFFICER=11

1. To process sll cases regarding appointment, promotion, transfar, retire.
ment atc. of all officers.

2, To deal with files reiating t3 grivancas of all sfficers.
3. To maintalr gradation list of all ofticers.

To process all cases reg-rding fixation of pay and other official hl'nl-!
fits of otficers F

8. To mai-tain Iaisnr with all Directors & Heads of Depart~ents dl
BSCiC.

E'. Any oth r job as and «hen assiyned to him,

PERSONNEL O FICER 111

1, To process ell cases regardirg appoointm ri  promotion, transfe,
retirement etc of all staht

2. To deal with 'l relatli- | to grivences of all staff.

3.’ To ﬁﬁintatn gradation list of all staff.
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4. To process all cages ragarding fixation of pay and other offigial - bens °
fits of staff. '

5. Any other job as and when assigned to him,

MEDICAL OFFICER :

1. Toattend and render consultation to the employees of BSCIC at the
chamber in the office, .

Z. To attend to sick employess of BSCIC and thelr dependents a1 their
residence when called for. 2

3. To piace indent for purchase of madicine to Admdh. Deptt.
4. To issue madicines to the sick employees from the stock,

5. To refer cases of complex nature requiring specialist exemingtion fo
the Medical Specialists, '

B. To sign and recommened cases for payment of medical bills.
7. To attend BSCIC employees at their residences when called for.

8. Any other works related to medical services assigned by the authority,

SENIOR CO-ORDINATION OFFICER ; (Board)

1. To maintain file relating to board meeting & prepare draft working
papers,

2. To maintain A.CR.s, of al| officers and staff under direct supervision
of the Deputy Secretary,

3. To communicated the decision of the Board to the concern official
and follow-up.

4. To maintain Government orders, circul ations, Memorandum and distri-
bute thereof,
PROTOCOL OFFiCER -

1. Toreceive fareign advisars, Gansultants at the airoort .nd assist them

to overcome CUSLOINGS, IMimgration and vther tormalitiss witn mini-
mum troubles.

2. To arrange transport and acGommodation for h . visjitaes coming from





















































































































