BRIEF  DESCRIPTION  OF  DUTIES  &  RESPONSIBILITIES

OF

CHAIRMAN

· Chairman, is the Chief Executive of the Port Trust, appointed by the Central Government.  He is responsible for exercising adequate supervision and control over all matters relating to Administration, Operation, Development and Finances of the Port Trust.  He is the Appointing Authority in respect of class I & II officers.

· Chairman is also the Chairman of the Board and is responsible for conducting the periodical meetings of the Board of Trustees.

· Chairman, KPT, is responsible for optimizing the Cargo Handling and the Revenue earnings at the Port, improving the Physical Efficiency Parameters & Financial Parameters and taking effective steps for maintaining harmonious Industrial Relations at the Port, which has a highly unionized environment.

· Chairman is also responsible for monitoring/taking required steps for strengthening and upgrading the Infrastructure Facilities provided by the Port to its Users, various activities related to Cargo Handling, maintaining the SBMs at the Offshore Oil Terminal at Vadinar, maintenance of the Flotilla of the Port and maintaining the Navigational Drafts available at the Port.

· Chairman is also responsible for enhancing the efficiency of the Port Management and to improve the quality of service rendered to its clientele.

· Chairman is also required to give necessary guidance and leadership to the Heads of Departments and other Senior Divisional Heads in ensuring cohesion and coordination among the various departments of the Port so as to accomplish the goals set for the Kandla Port Trust, keeping in view the guidelines/orders issued by the Govt. of India from time to time.

BRIEF  DESCRIPTION  OF  DUTIES  &  RESPONSIBILITIES

OF

DEPUTY CHAIRMAN
· The Deputy Chairman of the Port is appointed y the Central Government and is one of the Trustees of the Port Trust Board.  In absence of Chairman, he preside over the meeting of the Board.

· He is the Deputy Chief Executive Officer of the Port Trust.

· He has to render required assistance to the Chairman in all aspects of Port functioning, like administrative, operational and planning of the Port Trust.

· He is required to exercise administrative and financial powers and also to supervise the functioning of various departments within the Port Trust.  To lead the Departmental Heads and Senior Divisional Heads in ensuring cohesion and coordination among the various departments of the Port Trust in pursuance of the objectives set for the Kandla Port.

· The job requirements are the following :-

· Wide administrative experience and General Managerial ability.

· Experience and talent in man-management in highly unionised environment.

· Experience and ability in Financial Management.

· Ability to formulate and implement development plans and also to prepare broad perspective plan for development of Port.

· Ability to coordinate with various agencies of State Governments and Central Government.

· Experience and ability in Personnel Management and understanding of establishment matters.

· To assist the Chairman in maintaining a cordial industrial relations at the Port and to groom the Human Resources’ potentials of the organization to face the challenges and demands of the business.

BRIEF  DESCRIPTION  OF  DUTIES  &  RESPONSIBILITIES

OF H.O.Ds

SECRETARY

He is the head of General Administration Department appointed by the Central Government.  His duties include:

· Looking after the matters relating to Board Meetings.

· Carrying out general administration of the organization.

· Personnel Management like recruitment, promotions, transfers, training and human resource development etc.

· To oversee the Industrial Relations and Labour Welfare.

· Land & Estate Management.

· Taking care of the security aspects of the Port

· Port School, Guest House and Port Colony management

· Dealing with RTI matters in letter &  spirit, being PIO

· Implementation of Official Language (Hindi) in day-today administration.

· Looking after legal matters, Trade Promotion and public relations.

· Co-ordinating the activities of all other seven departments of KPT.

· Presently he is also discharging the functions of Chief Vigilance Officer of Kandla Port Trust, keeping liaison with CVC, CBI ec.

FINANCIAL ADVISOR & CHIEF ACCOUNTS OFFICER

He is the head of Finance Department appointed by the Central Government.  His duties include :

· Finalisation of Accounts and timely submission of same to the Ministry of Shipping and compliance thereto.

· Tax planning aiming at Zero Income Tax liability.

· Effective handling of cases pertaining to previous years on Income Tax

· Investment management.

· Being PIO, to deal with RTI matters

· Working out the comprehensive Tariff for the Port and presenting the same before the Board and T.A.M.P. and implementation of the same.

· Preparation, submission and presentation of Budget Estimates, Revised Estimates to Chairman and Board.

· Total computerization in the Port

· Strengthening the internal audit system

CHIEF MEDICAL OFFICER
He is the head of Medical Department appointed by the Central Government.  His duties include :

· Overall management and administration of the Hospitals at Gopalpuri and Kandla and Dispensaries at Adipur and OOT.

· Improvement of  medical facilities.

· Imparting of Health Education alongwith preventive measures.

· House Keeping.

· Maintaining public relations.

· Training of Staff.

· Disaster Management during the time of crises etc.

CHIEF MECHANICAL ENGINEER

He is head of Mechanical Engineering Department, which includes Electrical, Mechanical and Marine Engineering fields.  His duties include:

· Overall administration and management of the department

· Technical as well as Human Resource Development aspects.

· Procurement of equipment & maintenance and also its optimum utilization.

· Implementation of Projects on Public-Private Participation, Plan & Non-Plan Schemes.

· To deal with all RTI matters concerning his department

CHIEF ENGINEER

He is head of Civil Engineering Department consisting, Harbour, Project, Design, Construction, Pipeline & Road Divisions.  His duties include :

· Administration and management of the department

· Planning, Execution, Monitoring and Implementation of Plan and  Non-Plan Schemes/works of Civil Engineering Department in tune with the requirement of the Trade.

· Supply of Schedule-A materials in time for completion of schemes in time.

· Dealing with Establishment matters of the Department.

· Maintenance of ecological habitat

· Implementation of process on PPP

DEPUTY CONSERVATOR

He is the head of Marine Department.  His duties include management in administration and technical matters as a whole in terms of :

· Pilotage

· Dredging of approach channel, alongside berths and its maintenance.

· Flotilla Section including procurement and maintenance of Crafts, hiring of Crafts.

· Fire Brigade Section concerning to procurement and maintenance of various fire capabilities.

· Pollution and Environment Control including procurement of relevant information structure and setting up of Environment Laboratory.

· ISPS Code  Implementation

· Hazardous Cargo Management – ensuring safety of the Port

· Managing removal of ship generated waste/sludge from vessels calling at the Port.

· Establishment of V.T.M.S. in Gulf of Kachchh.

· Compliance of various statutory regulations.

· Implementation of various Plan & Non-Plan Schemes.

TRAFFIC MANAGER

He is head of Traffic Department.  His duties include :

· Administration and management of the department

· Monitoring of vessels,  cargo handling operations and stocking, in the Port.

· Optimum utilisation of Berths and infrastructure by attracting more cargo to meet the customized cargo mix.

· To facilitate the Trade to call the vessels at the Port in terms of cost effectiveness and maximum earning for the Port and growth of National Economy as a whole.

· To establish harmonious relationship with the Trade and the workers of the organisation.

· To develop Kandla Port as a gateway Port for Foreign Trade and a gateway Port for its hinterland.

· To keep pace with international development and technology to make the Port competitive and more productive on par with the Ports globally.

· To plan meticulously about the cargoes to meet the customised cargo mix by framing policy in order to overcome the loss of trade and country’s economy as a whole and to meet the target set by the Ministry of Shipping.

· To provide management with insights to meet the growing demand and prepare as global player.

· To evolve marketing strategies to attract more cargo

CHIEF OPERATIONS MANAGER 

He is head of Off-Shore Oil Terminal Department a satellite Port at Vadinar, 230 Kms. away from Kandla.  His duties include :

· Administration and management of the Department

· Improvement in the overall working of the Department.

· Operation of the SBM Terminal.

· Looking after the Welfare, Customer relations and developmental works of the department and ensure I.S.P.S. compliance.

        Department activities include Marine, Traffic, Engineering, Finance, Establishment, General Administration, medical and dealing with Trade Unions and customers.

 BRIEF  DESCRIPTION  OF  DUTIES  &  RESPONSIBILITIES

OF OFFICERS OF G.A. DEPARTMENT

-----------------------------------------------------------------------------------

DY. SECRETARY (Personnel)

He is in the rank of Deputy Head of General Administration Department, Incharge of Personnel Section.  His duties include :

· Recruitment of various categories of personnel for the whole organisation etc.

· Promotion, confirmation, transfer and postings of officers and employees of various departments of organisation.  Assist Secretary in dealing and deciding service matters

· Maintenance of all records related to establishment matters, including rosters of reservation to SC/ST and OBCs

· This includes technical, professional and administrative fields.

· He is required to deal with Trade Unions in respect of establishment matters of various categories of posts.

· Furnishing various statistical information to Government regarding recruitment, promotion, reservation etc.

DY. SECRETARY (General)

He is in the rank of Deputy Head of General Administration Department.  His duties include :

· Allotment of Port Quarters to employees and other organisations

· Grant of House Building Advances to employees of Port Trust

· To oversee the functioning of Board Section.

· To ensure timely submission of salary bills and other payment bills of the department

· To oversee the use of official language – Hindi

· Works relating to Port Schools, Guest House, Transportation, Watch & Ward etc.

· Co-ordination with all departments for reply to Parliament Questions / Govt. Letters.

· Organizes inhouse training to officers and employees

Sr. ESTATE MANAGER

He is in the rank of Deputy Head of General Administration Department and Divisional Officer of the Estate Division.  His duties include :

· All the Estate matters of Gandhidham and Kandla.

· Allotment of land to various organisations on short, leave & license basis, 99 years lease, 30 years lease etc.

· Transfer of plots

· Mortgage of plots

· Revenue collection etc.

· Controlling of staff working under him

· Monitoring the prevention and removal of encroachments with the help of local law & order authorities.

· It also includes removal of leasee, monitoring of recovery of dues, safe custody of records, etc.

P.S. TO CHAIRMAN

· To assist the Chairman in his day-to-day office functions including attending of telephone calls and other secretarial functions.

· Handle important and routine Daks including Secret and Confidential correspondence of the Chairman and passing the same to respective departments.

· Maintenance of Registers for movement of files, Govt. Letters, Parliament Questions, imprest account and taking follow up action thereof.

· Attend visitors calling on Chairman, arrange for meeting taken by him and collect materials for Chairman’s meeting with other agencies

· Take care of the tour programme of Chairman

· Handle the work related to the A.C.R. of Class-I & II Officers

· Maintain cordial relation with Port Users, Visitors, Unions and all the officers/staff.

· Shoulder other assignments given by the Chairman.
PERSONAL ASSISTANTS TO Dy.  CHAIRMAN & HODs
· To render secretarial assistance, attend dictation, transcribe and attend telephone calls of HODs
· Attending to correspondences of confidential/secret nature, classified documents, etc. as and when assigned, keep them under safe custody.

· To monitor the movement of Dak/Files and to ensure their prompt and timely disposal.

· Arrange appointments, entertainment of visitors and meeting with HODs.

· To attend to the travel, accommodation and transportation arrangements of HODs while on tour.

· To attend the important meetings taken by HODs and to minutise the record of discussions.

· To keep liaison with other HODs, State/Central Govt./Ministry of Shipping officials, Port Users, Trustees, Trade Union representatives, etc.

· Attend to the works related to Confidential Reports.

· P.A. to HOD has to work as Drawing Officer in some offices, as per requirement.

· To attend any other tasks as and when assigned by the HODs.

· The above duties and responsibilities of PAs will vary whenever they are posted with Dy. Chairman/Chairman and the duties are at par with the P.S. to Chairman.

ASSISTANT SECRETARY (General)
· Assisting Dy. Secretary (G) and Secretary in dealing with general administration matters like allotment of quarters, inspection of quarters, budget preparation, security issues, administration report, visits of committee , works of HBA etc.

· Supervise the work of Accounts Branch, Quarter Section and General Section  of G.A. Department

· Give guidance to the subordinate staff for discharging of duties properly

· Review of various records and registers maintained in the section 

· To attend other assignments given by superiors from time to time.

ASSISTANT SECRETARY (Personnel)

· Assist Dy. Secretary (P) and Secretary in all establishment matters and to exercise general supervision of the section.

· To examine and scrutinize matters pertaining to recruitment, promotion, confirmation, transfer and ACP cases before submitted to superiors.

· General supervision of Establishment Section

· Guiding the staff in all service matters.

· Periodical review of various registers pertaining to establishment section

· Other assignments given by superiors time to time.

· Member of Screening Committee for ACP cases for whole Port. 

TP & PRO

· Incharge of the Business Development Cell and to exercise overall supervision of the section

· Evolve marketing strategies,  maintain cordial relationship with all Port Users, Trade and to extend corporate level hospitality for image building

· To initiate action for organizing Trade Meets, discussions with the Traders, release advertisement etc.

· General supervision of staff of the Cell

· Undertake other assignments given by Secretary/Chairman

VIGILANCE OFFICER

· Acts as Sectional Incharge

· Supervise all the works carried out and guide the staff wherever required

· Co-ordinate with all HODs, Ministry, CBI, CVC

· Investigate the complaints of corruption, malpractice and carryout surprise site visits as and when directed by superiors and suggest corrective measures

· To assist CVO in disposing off vigilance cases

LAW OFFICER

· Head of the Legal Section dealing with all the legal matters

· Proper monitoring of cases filed by the Port as well as against the Port for a decision in favour of the Port

· Engagement of advocates for appearing in the case and payment thereof

· Assist Secretary/Chairman in legal matters

· Guidance and opinions are offered on legal issues to HODs when required

· Keep proper records and supervise the staff of the section

SR. LABOUR OFFICER

· He is the Sectional Incharge

· Supervise the work of the section and all the staff members of the section

· Guide the staff and monitor timely disposal of cases.

· Deals with all the I.D. cases  related to employees/workers of the Port

· Maintain cordial relationship with all the unions and assist Secretary in dealing with labour problem

· Looks after welfare schemes of employees

· Attends/guides I.D. cases lodged with ALC ©, RLC ©, I.T

· Deals with the grievances related to class-III & IV employees

· Other assignments given by Secretary

LABOUR OFFICER

· Assist the Sr. Labour Officer to deal with  all the labour related issues

· Supervise the work carried out and guide  the staff in the section with reference to welfare activities

· Monitor the labour amenities, sports & cultural activities, and welfare measures of the employees

· Attend matters related to compassionate appointment, medical claims of retired employees

· Attend grievances raised related to service/welfare measures by employees 

LIBRARIAN

· Maintenance of Port library

· Purchase of Law, Rule, Regulation books and journals and its supply to the respective offices 

· Maintenance of library records

· Subscribing periodicals, payment of bills thereto

ASSISTANT ESTATE MANAGER (Land)
· Administrative work related to allotment of plots, lease rent, execution of lease 

· Regular site visit to remove encroachments on Port land, if any

· Site visits to ensure proper usage of land

· Conducting bids for allotment of plots

· Ensure recovery of Ground Rent, Lease Rent, Mortgage Fee and maintain proper records

· Supervise the staff of the section

· Assist Estate Manager and Sr. Estate Manager in discharging their functions.

ASSISTANT ESTATE MANAGER (TOWN DEVELOPMENT)
· Assist Estate Manager, Sr. Estate Manager in disposing off estate matters

· Initiate action for allotment of plots for industrial, residential purposes

· Visit sites for ensuring proper utilization of plots allotted

· Periodical site visits to remove encroachments if any

· Recover Ground Rent, Mortgage Fee etc. and maintenance of proper records

· Supervise the staff employed in the Section

ESTATE MANAGER

· Responsible for the works of Estate Division 

· Assist Sr. Estate Manager and Secretary in dealing with land matters

· Guide the subordinate officers and staff for systematical work

· Initiate action for bidding, land allotment, inspection of sites, recovery of land related revenue

HINDI OFFICER

· Incharge of Hindi Section

· Supervise all the works related to the section

· Guide the staff for proper disposal of cases and compliance of Government instructions

· Convene periodical internal Hindi meetings and also with other government, Public Undertakings and send reports thereof

· Encourage use of Hindi in day-today office works and monitor the same  

BRIEF  DESCRIPTION  OF  DUTIES  &  RESPONSIBILITIES
OF OFFICERS OF FINANCE DEPARTMENT

---------------------------------------------------------------------------------

DY. F.A. & C.A.O. (General)

He is Deputy Head of Finance Department. His duties include supervision of : 

· C.D.C. – Traffic Accounts.

· Pay Section, Cash Section Kandla & Gandhidham and Form-48 Gandhidham.

· G.S.L.I. Section

· H.B.A., S.F.B.F.S. Section

· Provident Fund Section

· Pension Section

· Assist the Assistant Accounts Officers in each section

· Assist FA & CAO in above matters

· Work Audit Section

DY. F.A. & C.A.O. (Cost)

He is in the rank of Deputy Head of Finance Department.  Duties include:

· Supervision of Works Audit Section

· Supervision of Central Section

· Attending various tender committee meetings of different departments.

· Assist FA & CAO in all the financial matters and advice cases.

· Finalization of accounts

· Preparation of Tariff for Port services

· Costing of various services

· Other works connected with business development, ISPS, ISO etc.  

ACCOUNTS OFFICER (General) & A.O. (Cost)

· Assist FA & CAO/Dy. FA & CAO in discharge of their duties. 

· Supervise various sections viz. Cash, Pension, PF, Central, W/A, Inspection, HBA, Form-48, CDC, GSLI, Accounts 

· Attend other assignments given by FA & CAO/Dy. FA & CAO

ASSISTANT ACCOUNTS OFFICER (COST)
· Assist A.O (Cost)/Dy. FA & CAO (Cost) in discharge of their duties

· Supervision of Cost Section

· Look after management accounts statement, cost control statements, economic viability statement 

· Other assignment given by Dy.FA & CAO (Cost)/AO (Cost) from time to time.

DEPUTY DIRECTOR (EDP)
· Overall incharge  of computerization in the Port and supervision of Plan/Non-plan works connected therewith.

· Responsible for implementation of application of Modules both operational and to the service departments

· Implementation of EDI

· To undertake any special assignment entrusted by the Chairman/Dy. Chairman/FA & CAO

SYSTEM ANALYST-CUM-PROGRAMMERs
· To assist Dy. Director (EDP) for effective implementation of Information Technology in the Port

· Formulation of proposals for network connectivity in Port, technical advise to DD (EDP)/FA & CAO

· To ensure proper implementation of computerization at CDC

· To give expeditious, effective and efficient services to Port clients and departments through implementation of I.T

· To carryout special assignments given by DD(EDP)/FA & CAO

DATA PROCESSING OFFICER
· Assist DD (EDP)in System Development and programming for different Application System

· Development of new programmes

· Maintenance of application systems

· Attend to special assignments given by DD (EDP)/FA &CAO

· General Output

ELECTRONIC ENGINEER
· To assist DD (EDP) in repairing and maintaining the computers and peripherals.

· Undertake special assignments given by DD (EDP)

BRIEF DUTIES & RESPONSIBILITIES OF OFFICERS OF MARINE DEPARTMENT
HARBOUR MASTER

· He is the Deputy HOD of the Marine Department and head of the division

· Incharge of all pilotage acts in the Port

· Lookafter maintenance of  the floatilla crafts and navigational aids

· Supervise the administration work of H.M. Office, Signal Station and outdoor marine staff

· Guides the Pilots and subordinates for proper discharge of duties

· Undertake other works when assigned by Dy.Cons./Chairman

HYDRAULIC ENGINEER

· Dy. HOD of Marine Department and Incharge of Hydraulic Section

· Monitor the capital as well as maintenance dredging, survey work, Radioactive tracer study and hydraulic, physical and mathematical modeling studies.

· Guides subordinates in dealing with work

· Assist Dy. Conservator in making proposals for dredging and related works

DEPUTY HYDRAULIC ENGINEER

· Monitor dredging activities carried out in the Port

· Analyse channel performance

· Assist Hydraulic Engineer in his  administrative work

· Any other assignments given by Hydraulic Engineer

PILOTS
· Carryout all the pilotage activities at Kandla or at Vadinar

· Any other assignments given by HM/DC

TUG MASTER

· Incharge of Tugs

· Assist in shipping movements, dredging work

· Attends other works assigned by HM/DC

SR. HYDROGRAPHIC SURVEYOR

· In charge of Hydrographic Survey Section

· Monitor and carryout periodical marine survey to maintain required depth for safe shipping activities

· Undertake other assignments given by HM

SECOND OFFICER

· Assist the Tug Master in operation of tugs/dredgers

· Control the Marine staff on the tug

CARTOGRAPHER

· Prepare marine charts for deciding dredging

· Assist Hydraulic Engineer in his work

· Attends to other assignments

HYDROGRAPHIC SURVEYOR

· Planning and execution of hydrographic, oceanographic and bathymetry survey in the Port area

· Collection of survey data, sea water, bed samples for analysis

· Assist Sr. Hydrographic Surveyor/HM 

FLOTILLA SUPERINTENDENT

· Supervise operation and maintenance of Floating crafts

· Supervise the flotilla staff

· Ensure availability of crafts with crew for operational work

· Carryout assignments given by H.M

FIRE-CUM-SAFETY OFFICER

· Incharge of Fire Brigade Section, main duties include

· Provide fire &  safety coverage to the Port and its installations

· Manage and control the firebrigade personnel

· Maintain and upkeep fire brigade vehicles, equipment, appliances

· Gear up to handle all types of contingencies

· Impart training and guide the personnel and carryout mock drill

· Any other assignments given by Dy. Conservator

BRIEF DUTIES & RESPONSIBILITIES IN RESPECT OF OFFICERS OF CIVIL ENGINEERING DEPARTMENT

SUPERINTENDING ENGINEER (C)

· Overall incharge of Township, Roads & Pipeline divisions
· Planning, estimating and executing various plan & non-plan schemes
· Supervision of civil works carried out in these divisions
· Guiding subordinates in all civil engineering works
· Exercise regular site visits
· Assist Chief Engineer in all technical & administrative matters
· Attend to any other assignments given by CE/Chairman
SUPERINTENDING ENGINEER (P)
· Planning, estimating, tendering and executing various plan and non-plan schemes

· Control and guide subordinates in civil engineering related works

· Stores Management and inventory

· Assisting Chief Engineer in all technical works

· Carryout any other assignments given by CE/Chairman

EXECUTIVE ENGINEER (Road)
· Incharge of Division and duties include

· Survey, design, construction and maintenance of civil works

· Supervise the works carried out

· Maintain proper records related to all the works

· Control the subordinate staff and guide for proper work

· Undertake other works as given by Supdt. Engineer/CE

EXECUTIVE ENGINEER (Harbour)
· Divisional Officer with following duties

· Attend to the administrative work of the division

· Maintenance of harbour structures, navigational aids

· Plan and execution of improved infrastructure facilities 

· Monitor the works carried out and maintain proper records

· Guide the subordinates in civil works

· Other assignments given by SE/CE

EXECUTIVE ENGINEER (Town Development)
· Incharge of the division  having the duties 

· Establishment matters of manpower

· Execution of various types of civil engineering works, including budgeting, preparation of estimates, DTPs

· Maintenance and functioning of Port colony,Gopalpuri

· Maintenance of sewer line, sewage pumps

· Assist SE/CE in various civil works

· Attend to other assignments given by SE/CE

EXECUTIVE ENGINEER (Design)
· Incharge of the section

· Checking of estimates, DTPs, Present market rates for rates quoted by contractor, specifications etc.

· Checking design of civil & marine structures specially buildings, bridgs, berthing structures 

· Co-ordinating with various authorities for execution of different projects

· Guiding subordinates to properly discharge duties

· Incharge of Project Monitoring Cell

· Monitoring various plan & non-plan schemes

· Any other assignments given by CE

SR. STORES OFFICERS
· Divisional Officer

· Procurement of stores both stock as well as work charged materials

· Disposal of surplus/unserviceable and scrap items of Port

· Monitor administrative and establishment matters of the division

· Give guidance to all the subordinate and office staff

· Any other work given by SE/CE

SR. ENGINEER (PL)
· Divisional Incharge

· Deal with administrative and establishment matters

· Supervise the work of Oil Jetties, Pipelines

· Monitor supply of drinking water in colonies and offices

· Assist CE in civil works

· Undertake other works given by SE/CE

ASSISTANT EXECUTIVE ENGINEER (C)
· Assist concerned XEN for execution of civil works

· Guide the subordinates for proper work

· Carry out site inspection

· Assist XEN/SE/CE in various civil works

ASSISTANT ENGINEER (C)
· Undertake regular site visits

· Monitor the progress of civil works, procurement of stores and its inspection

· Assist AXEN (C) for preparation of design, estimates, tendering and execution of various civil engineering works

· Assist CE in technical matters when posted as Technical P.A

· Control the manpower engaged

· Attend other assignments given by AXEN/XEN/SE/CE

SCIENTIFIC OFFICER
· Works like mix design of concrete, asphalt

· Collection of cores, setting of hot mix plant

· Testing of materials as per CVC guidelines

· Undertake any additional assignment given by CE

ASSISTANT PURCHASE OFFICER
· Procurement of indigenous and imported commodities and spares for day today running of various projects

· Maintenance of proper records of purchase, disposal

· Disposal of scrap, surplus items

· Vendor development, registration etc.

· Guide the staff working under

· Assist SSO/SE/CE in various procurement action and other office work

ASSISTANT ARCHITECT
· Preparation of architectural conceptual drawings for civil engineering structure

· Checking files relating to HBA

· Technical scrutiny of estate land related works

· Any other assignment given by XEN/CE

BRIEF DUTIES & RESPONSIBILITIES OF MECHANICAL ENGINERING DEPARTMENT
ADDITIONAL C.M.E
· Dy. HOD of the Department

· Exercise administrative and establishment control over the staff

· Preparation of tenders, DTPs for various equipment

· Supervision of implementation of infrastructure facilities like cargo handling equipment

· Supervision of implementation of various plans and non-plans schemes of Electrical  and Mechanical Divisions

· Implementation of BOT & PPP Schemes

· Any other assignments given by CME

SUPERINTENDING ENGINEER (M)
· Monitoring and over viewing supervision of Plan and Non-plan schemes of design, manufacture, installation of cargo handling equipment

· Administration and establishment works

· Monitoring of fire fighting system

· Supervision of operation and maintenance of  cargo handling equipment, floating crafts, navigational aids

· Monitoring of lighting system of entire Port

· Guiding subordinates in work

· Additional assignments given by CME

ENGINEER INCHARGE
· Overall upkeep of tugs

· Supervision and guidance of staff

· Monitoring and record keeping of stock of substore items of tugs

· Demand and supply of bunkers, lube oils

· Maintenance and repairs of all tugs

· Any other assignment given by Addl. CME/CE

MARINE ENGINEER
· Technical and personnel management of engine side of shipping tugs

· Planned and preventive maintenance of main engines, generators, propulsion unit

· Carryout timely survey of the tugs

· Guide the subordinate staff members

· Other works given by CME

EXECUTIVE ENGINEER (ELECT)
· Divisional Officer

· Control of the Personnel of the division

· Oversee the power supply to the jetty, colonies

· Running and maintenance of electrical works

· Maintenance of relevant records

· Any other works given by Addl. CME/CME

EXECUTIVE ENGINEER (M)
· Divisional Officer having duties:

· Administrative and personnel control of employees of the division

· Repairing and maintenance of cargo handling equipment, assets of workshop, D.G. Sets etc.

· Site visits for timely execution of projects

· Survey of equipment for timely replacement

· Guide the staff for carrying out repairs and maintenance

· Other works given by CME/Adl. CME

EXECUTIVE ENGINEER (PLANNING)
· Divisional Officer with:

· Administrative and personnel control over the staff

· Preparation of plans for procurement of equipment

· Other assignments given by CME/Addl. CME 

ASSISTANT EXECUTIVE ENGINEER (M)
· Sub-Divisional Officer having duties:

· Administrative and personnel control of employees of the section

· Repairing and maintenance of cargo handling equipment, assets of workshop, D.G. Sets etc. ensuring timely availability

· Site visits for timely execution of projects

· Survey of equipment for timely replacement

· Guide the staff for carrying out repairs and maintenance

· Other works given by XEN/CME/Adl. CME

ASSISTANT EXECUTIVE ENGINEER (Elect)
· Sub-Divisional Officer

· Control of the Personnel of the section

· Oversee the power supply to the jetty, colonies

· Running and maintenance of electrical works

· Assist XEN (E) in the work of power supply

· Maintenance of relevant records

· Any other works given by XEN(E)/Addl. CME/CME

ASSISTANT ENGINEER (M)
· Supervise the repairing and maintenance of equipment, assets of workshop, D.G. Sets etc.

· Control staff employed

· Site visits for timely execution of projects

· Survey of equipment for timely replacement

· Guide the staff for carrying out repairs and maintenance

· Assist AXEN in various departmental works

· Other works given by AXEN/XEN/Adl. CME

ASSISTANT ENGINEER (ELECT)
· Control of the Personnel employed in the section

· Assist AXEN to oversee the power supply to the jetty, colonies

· Running and maintenance of electrical installations of the Port

· Repair & maintenance of cranes as per posting

· Assist AXEN (E) in the work of power supply

· Maintenance of relevant records

· Any other works given by AXEN(E)/XEN/Addl. CME

ASSISTANT ENGINEER (D/T)
· Shift Engineer on board the tug

· Defect analysis, rectification, routine maintenance of engine

· Supervision of routine maintenance

· Control the staff employed

· Other works given by Addl. CME/CME

ASSISTANT ENGINEER (F/C)
· Independent Electrical Shift Engineer on tugs

· Monitor operation, maintenance and procurement of spares on alternator, main engines, D.G

· Attend electrical work while tugs are in operation

· Carryout repairs of various electrical machineries and mechanical equipment of tugs

· Supervision and control of staff posted

· Other assignments given by Addl. CME/CME

2nd  ENGINEER
· Technical and personnel management of shipping tugs & dredgers

· Planned and preventive maintenance of main engines, generators, propulsion unit

· Carryout timely survey of the tugs

· Guide the subordinate staff members

· Other works given by Addl. CME/CME

ASSISTANT ENGINEER (INSTRUMENTATION)
· Repairing and maintenance of electronic equipment

· Assist XEN (E) in departmental electrical works

· Other works as given by XEN/Addl. CME/CME

BRIEF DUTIES AND RESPONSIBILITIES OF OFFICER OF MEDICAL DEPARTMENT
SR. MEDICAL OFFICER
· Medical treatment of Indoor and outdoor patients

· Guiding patients for leading  healthy life

· Impart health education, counseling

· Visiting wards, dispensaries

· Controlling staff and maintain discipline

· Carryout operations based on qualification

· Attend emergency cases at any time round the clock

·   Any other assignments given by CMO

A.M.O
· Medical treatment of outdoor and indoor patients

· Guiding  employees to lead a healthy life, ways of prevention of diseases  

· Attend emergency cases round the clock

· Periodical visit to dispensaries

· Impart health education

· Supervise and control staff members

· Other assignments given by CMO

BRIEF DUTIES & RESPONSIBILITIES OF OFFICERS OF TRAFFIC DEPARTMENT
DY. TRAFFIC MANAGER
· Administrative and personnel management

· Vessel planning, cargo operation and storage management

· Cargo delivery and auction, Port revenue and refunds

· To plan framing policies to attract more cargo

· Liaison with the Trade to maintain cordial relationship

· Assist Traffic Manager to resolve cargo related issues

· Maintain proper office records

· Visit Port area to ensure speedy work and optimum utilization of space

· Any other works as given by Traffic Manager 

ASSISTANT TRAFFIC MANAGER
· Administrative and personal management of Shed Masters, Supervisory Staff and Shore Workers

· Container yard management

· Allocation of space for containers

· Monitoring Container Billing Cell

· Maintenance of proper office records

· Monitoring cargo movement

· Assisting D.T.M. in day-to-day work

· Any other assignments given by DTM/TM

SAFETY OFFICER
· Incharge of implementation of dock safety regulations

· Arrange timely Dock safety meetings

· Implement the directions on safety aspects issued by competent authorities from time to time.

· Assist Traffic Manager in implementing the directions and regulations related to Dock Safety.

· Any other works given by Traffic Manager

STATISTICAL & RESEARCH OFFICER
· Collection of cargo/vessel related statistics

· Preparation of various reports based on the above data

· Assist DTM/TM in analysis work of the data

· Any other assignments given by DTM/TM

ASSISTANT MARKETING MANAGER
· Initiate action for evolving market strategy

· Visit the Trade to learn their business requirement

· Interact with the Port Users to attract more cargo

· Assist T.M in marketing work

· Attend any other assignments given by T.M

BRIEF DUTIES & RESPONSIBILITIES OF OFFICERS OF OOT DEPARTMENT
EXECUTIVE ENGINEER (M&E)
· Administration and establishment control of Mechanical and electrical division.

· Periodical survey of port crafts

· Repairs and maintenance of crafts

· Repairs and maintenance of Port vehicles

· Maintenance of electric works of the colony

· Upkeep of records thereto

· Guide the subordinate staff for proper working

· Any other assignments given by COM

EXECUTIVE ENGINEER (CIVIL)
· Repair & maintenance of the residential and non-residential buildings

· Repair & maintenance of floating craft jetty

· Monitor supply of drinking water in the colony & office bldg.

· Lookafter Repair & maintenance of sewage treatment plant

· Supervise & Control subordinate staff

· Other works as assigned by COM

ASSISTANT EXECUTIVE ENGINEER (CIVIL)
· Supervise  repair and maintenance of residential & non-residential buildings

· Assist XEN © in all the civil engineering works

· Monitor drinking water supply

· Supervise the recreational facilities

· Control and supervise the staff engaged

· Any other works given by XEN/COM

ASSISTANT EXECUTIVE ENGINEER (ELECTRICAL)
· Supervise repair and maintenance of all electrical installations

· Guide the subordinate staff engaged for proper work

· Responsible for power supply in the colony and jetty

· Any other works given by COM

ACCOUNTS OFFICER
· Overall incharge of Accounts Section at Vadinar

· Supervise all the works related to money matters pertaining to the department being the financial representative

· Guide all the subordinates posted under him

· Advise COM in all financial matters

· Other works as given by FA & CAO/COM

ASSISTANT MEDICAL OFFICER
· Incharge of the hospital at Vadinar

· Attend all outdoor patients for medical treatment

· Supervise maintenance of the hospital

· Give proper advice and awareness to lead healthy life

· Refer patients who are critically ill to outside hospitals

· Exercise administrative control over the staff of hospital

· Other assignments given by COM 

ASSISTANT TRAFFIC MANAGER
· Supervision of staff posted 

· Cargo movement management

· Monitoring cargo handling Billing 

· Maintenance of proper office records

· Assisting COM  in cargo related  work

· Any other assignments given by COM

ASSISTANT ENGINEER (CIVIL)
· Supervise  repair and maintenance of residential & non-residential buildings

· Assist AXEN © in all the civil engineering works

· Monitor drinking water supply

· Supervise the recreational facilities

· Preparation of tenders for various works

· Control and supervise the staff engaged

· Any other works given by AXEN/XEN

ASSISTNAT ENGINEER (M)
· Incharge of Port workshop, Repair & maintenance of port crafts stationed at Vadinar

· Procurement of stores material

· Procurement of HSD for crafts

· Periodical survey of the crafts

· Control and management of staff posted

· Other assignments given by AXEN/XEN

SCIENTIFIC OFFICER
· Overall checking/inspection of laboratory works

· Collection of ATG data for oceanographic studies

· Collection of meteorological data 

· Preparation of reports and records for submission

· Other works as given by COM

MASTER (TUG)
· Incharge of Tugs

· Assist in shipping movements

· Exercise control over the crew

· Attends other works assigned by HM/DC

MARINE ENGINEER
· Technical and personnel management of shipping, tugs

· Planned and preventive maintenance of main engines, generators, propulsion unit

· Carryout timely survey of the tugs

· Guide the subordinate staff members

· Other works given by COM

ENGINEER (MARINE)
· Technical and personnel management of shipping, tugs

· Planned and preventive maintenance of main engines, generators, propulsion unit

· Carryout timely survey of the tugs

· Guide the subordinate staff members

· Other works given by COM

ASSISTANT ENGINEER (D/T)
· Shift Engineer on board the tug

· Defect analysis, rectification, routine maintenance

· Supervision of routine maintenance

· Control the staff employed

· Other works given by COM

ASSISTANT ELECTRICAL ENGINEER (FC)
· Independent Electrical Shift Engineer

· Monitor operation, maintenance and procurement of spares on alternator, main engines, D.G

· Attend electrical work while tugs are in operation

· Carryout repairs of various electrical machineries and mechanical equipment of tugs

· Supervision and control of staff posted

· Other assignments given by COM

Note: Certain ports are created for specific periods for execution of projects, the details of which are not furnished in this list.







