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OFFICE ORDER

The Competent Authority is pleased to assign Ms. Chandni Magoo, Assistant
Professor, Department of Computer Science and Technology, duties and
responsibilities of Associate Head, with immediate effect until further orders.

She shall be responsible to perform the following functions:

a) Supervise the working of program coordinators.

b) Coordinate in sending timely reports as required from the Department.

c) Assist HoD in administration, conduct of the examination, academic
activities, execution of the timetable, attendance reporting of the
Department. -

d) Coordinate with HoD in dealing with matters concerning fee payment and
disciplinary issues of the students.

e) Look after the routine work of the office of HoD in his/her absence.

f) Any other matter, as assigned by the Head of the Department.

g) There shall be no remuneration for this additional responsibility.,
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