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MANUAL - 2  
(Powers and duties of the Officers and employees)  

 

The  officers  and  the  employees  of  the  Board perform their duties under  

the supervision of the Secretary.  

SECRETARY: Under BOCW Rules, 2008, the Secretary is Chief Executive Officer and is 

responsible to organise meetings of the Board, to issue notices of meetings and Agenda to keep 

the record of business transaction and prepare minutes of meetings. He is also to supervise the 

functions of the Board carried out by the officers of the Labour Department at district and tehsil 

level. The Secretary has also been conferred with powers of administrative and financial 

control of the Board as authorized or delegated by the Board from time to time. In the 

absence of holding of meeting of Board, an adhoc budget is to be signed by the Chairman and 

Secretary of the Board. The Secretary also have powers to hire building for its efficient use on 

such rent as may be assessed by the Public Works Department. The Secretary (Chief 

Executive Officer) also have powers to make appointments on contract basis in accordance 

with the requirements of the Board.  

 

                       The duties of the Staff at headquarter are as under: - 

 

1. Deputy Secretary p'ov tb'A T[;koh feoshnkA dh GbkJh bJh clweIAW jw r~ihAW w'i{dk feos 

GbkJh ;ehwkA s'A fJbktk BthnkÂ BthnkA ;ehwkA pBkT[Dk ns/ ;kohnkA 

;ehwkA Bz{ bkr{ eovwT[D bJh T[u nfXeohnkA ns/ chbv nfXekohnkA 

ftueko e[nkovhB/N eoBk, p'ov Bkb ;pzXs pZiN fsnko eotkT[Dk, 

;w/Â ;w/A s/ p'ov dhnkA whfNzrkA eovwT[D ns/ whfNzr ftZu bJ/ c?;fbnkA Bz{ 

bkr{ eovwT[Dw, p'ov d/ b/fynkA ;pzXh wjkb/ykeko, gzikp tb'A nkfvN 

eovwT[D ;pzXh fBrokBh eoBk ns/ p'ov d/ dcso dk nkoHNhHnkJh 

n?eN,2005 nXhB ghHnkJhHU dk ezw eoBk, p'ov d/ ;do dPqr d/  

nfXekohnkA$eowukohnkA fit/A fe lyKw APsr$;[govzN$;jkfJe ns/ j'o 

;ko/ eowukohnkA tb'A ehs/ ik oj/ ezw Bz{ ;[gotkJhi eoBk ns/ ehs/ ikAd/ 

;ko/ ezw Bz{ x'ye/ ;eZso p'ov ih dh gqtkBrh bJh g/;a eoBk, p?Aek Bz{ 

nkoHNhHihHn?; okjhA g/w?AN eoB bJh fbyDk. ;eZso p'ov ih dh gqtkBrh 

T[gozs b'V nB[;ko bJ/ c?;fbnkA Bz{ bkr{ eovwT[Dw, nkfd. 

 
2. Project 
Director-cum-O.S.D 

p'ov ftZu T[;koh feoshnkA ns/ T[BQkA d/ pZfunkA bJh “;ieb ngrq/v/;aB ns/ 

t'e/;aBb n?i{e/;aB ;ehw” Bz{ n;odko sohe/ Bkb ubkT[D dk ezw . 

3.  Accounts Officer e?;a p[Ze$b?iokA w/BN/B eovwT[DIAW ns/ ;?; d/ u?e$vokcN p?Ae yks/ ftZu iwQk 

eovwT[D bJh ;w/A f;o u?e G/iD Bz{ :ehBh pDkT[Dk, eowukohnkA d/ sBykj  
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fpb, dcsoh yofunkA d/ fpbkA d/ fBgNko/ eovwT[Dy. dcso tb'A ikoh 

wzBi{ohnkA d/ ;Bw[Zy ;w/Â f;o g/w?AN eovwT[Dw. p'ov d/ ;kbkBk b/y/ fsnko 

eovwT[D/ qy ;hHJ/ gk;'A u?e eotke/ ns/ ;bkBk b/fynkA dk wjkb/ykeko,pMjwb 

s'A nkfvN eotkT[Dk [nkfvN fog'oNkA s/ nrbh ekotkJh eovwT[Dw. p?AeW 

Bkb ohez;hb/;aB dk ezw, fv;nkBo u?ekA d/ fBgNko/ bJh ;pzXs y/soh 

nfXekohnkA Bkb gZso fttjkr, n?cHvhHnkoj ftZu oewkA fJBt?;N 

eovwT[xw Aqy j'o ftZsh fB:wkA Bkb ;pzXs ;ko/ kMm eki eovwT[Dk nkfd. 

4.  Superintendent p'ov d/ ;do dcso ftZu s?Bks ;ko/ eowukohnkA dh jkioh ns/ S[NhnkA dk 

fj;kp$feskp oyDk, eowukohnkA d/ ezw dh ;[gothiB eoBh, ;tk;E phwkA 

:'iBk ;ehw ;pzXh fbyk gVh, b'e ;Gk$oki ;Gk d/ ;tkbkA dk fBgNkok, 

BOCW Act ns/ o{bI d/ T[gpzXkA w[skpe gzikp ;oeko$e/Ado ;oeko Bz{ 

G/ihnkA ikD tkbhnkA ;kohnkA fog'oNkA fsnko eotke/ ;w/Â f;o fGitkT[Dk, 

;oft; gq'tkJhvo okjhA p'ov ftZu ;Nkc Gosh eoB ;pzXh ekotkJh 

krnw,borf ivruD c~l rhy kort kysW sbMDI kwrvweI krnw, fw;bkA  lyKw 

nc;o okjhA T[Zu nfXekohnkA Bz{ G/iDk ns/ j'o ezw i' T[Zu nfXekohnkA tb'A 

;w/Â ;w/A s/ fdZs/ nkd/;akA nB[;ko eoBk nkfd. 

5.  Assistant feos GbkJh ;ehwkA fsnko eoBhnkA< ;ehwkA dk gquko nypkokA, d{odo;aB 

ibzXo Aqy nkb fJzvhnk o/vhU okjhA krvwauxw, p'ov dh ouBk, p'ov 

whfNzrkA ;pzXh nizv/ fsnko eotke/ whfNzrW s~dxw ns/ whfNzrW ftZu bJ/ 

c?;fbnkA s/ PwloAp n?e;aB krvwauxw, nkoHNhHnkJh n?eN nXhB gqkoEhnkA 

dhnkA noihnkA dk inptwrw krvwauxw ;oekoh gq?; s'A bkGgksohnkA dhnkA 

ekghnkA fgqzN eotkT[DhnkA,auswrI ikrqIAW nMU idqI jwx vwlI pYnSn skIm 

dw kMm, v~K-v~K ijilHAW/jQybMdIAW vloN pRwpq iskwieqW dw inptwrw 

krvwauxw,Putkl kMm ijhVw is~Dy qor qy iksy ifilMg hYNf nwl sbMDq nw hovy    

ns/ ;w/Â ;w/A s/ j'o e'Jh th ezw i' T[Zu nfXekohnkA tb'A fdZsk ikAdk j? nkfd. 

6.  Computer 
Programmer 

p'ov ftZu o'ikBk ;?; d/ gqkgs j' oj/ u?e ns/ vokcNkA Bz{ p?Aek ftZu iwQk 

eotkT[D ;pzXh ezfgT{No s/ fb;NkA fsnko eoBhnkA, u?e$vokcNkA dk vkNk 

compile eoe/ w/BN/B oZyDk ns/ i' u?e ;do dcso ftZu f;X/ s'o s/ nkT[Ad/ 

jB, T[BQkA dhnkA fb;NkA fsnko eoe/ y/soh dcso ftZu G/iDk. bkGgksohnkA 

dk vkNk compile eoBk ns/ maintain oZyDk. p'ov dh ezfgT{NqkJhi/;aB 

gq'i?N ftZu gq'i?eN e[nkovhB/No dk ;kok ezw. feos GbkJh ;ehwkA ;pzXh 

pDkJ/ rJ/ ;kcNt/no ftZu ;w/Â ;w/A s/ ;'XkA eoBk ns/ ;kcNt/no ftZu j'  
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ojh vkNk J?ANoh Bz{ monitor eoBk.b'V nB[;ko ezfgT{No s/ NkJhg dk ezw 

eoBk. ezfgT[No B?Ntofezr  dk ezw t/yDk. p'ov Bkb ;pzXs vke{w?AN; 

t?p;kJhN s/ upload eoBk ns/ fJ; s'A fJbktk ftGkr dh b'V nB[;ko 

;w/Â ;w/A s/ ;kcNt/no gq'rqkw pBkT[Dk. 

7.  Accounts Assistant v?fpN$eo?fvN tkT{uo fsnko eoB/, e?;a p[Ze fbyDk$b?iokA w/BN/N eoBhnkA. 

jo soQkA d/ w[Zy dcso ns/ chbv dcsokA d/ yofunkA d/ fpb u?e eoB/, gk; 

eotkT[Dk ns/ ;pzXq dcso$ndkfonkA Bz{ g/w?ANkA eokT{DhnkA. b'V nB[;ko 

o'ikBk yofunkA bJh p?Ae s/ Brd oewkA eYtkT[Dk, dcsoh ;kAG ;zGkb bJh 

;wkB dh yqhd eoBh, ;N'o^;Nke ofi;No fsnko eoBk, v?fpN tkT{uo 

N?bh ;kcNt/no ftZu doi eoB/, ;bkBk b/y/ fsnko eoB/ ns/ ;hHJ/ gk;'A 

nkfvN krvwauxw, fJzBew N?e; iwQkA krvwauxw, fJBew N?e; dh fswkjh 

;N/Nw?AN dkfJo eoBh. p'ov ;Nkc, y/soh ;Nkc d/ sBykj$t/fii d/ fpb 

u?e eoe/ gk; krvwauxy ns/ ;oft; gq'tkJhvo Bz{ g/w?AN eoBh. vkeykB/ s'A 

fNeNkA dI KRId, N?bhc'B fpbkA dh AdwiegI, ;N/;aBoh dh yqhd, b/fynkA d/ 

nkfvN bJh ;hHJ/ fB:[es krvwaux sbMDI kwrvweI krnw, dcso bJh 

coBhuo nkfd dh yqhd dk ezw . ;/ftzr yks/ ftZu iwQk oewkA Bz{ n?cHvhHnko 

ftZu iwQk eokT[D ;pzXh p?Ae s'A o/N; wzrkT[D s/ ekotkJh eoBh, p'ov dhnkA 

rZvhnkA dh fJz;a'o?A; eokT[Dh, p'ov dh ;bkBk fog'oN$pZiN iqAwr krnw Aqy  

;oeko nMU gqtkBgI leI Byjxw. 

8.  Stenographer ;N?B'rqkco dh ifptI sk~qr Bkb fvT{Nh brkJh j'Jh j?. 

9.  Assistant Computer 
Operator 

w[Zy dcso ftZu fB:[es ;ko/ ;jkfJe ezfgT{No T[go/NokA tb'A j/m fby/ 

nB[;ko tZy^tZy sokA d/ ezw ehs/ ikAd/ jBL ^ 

p'ov dhnkA ;kohnkA feos GbkJh ;ehwkA d/ ;pzX ftZu chbv nfXekohnkA 

tb'A bkGgksohnKA Bz{ wzBi{o eotkJh oewkA dh wzr ;pzXh G/ihnkA ;kohnkA 

;{uhnkA$t/ot/ u?e eoB/, fJBQkA oewkA dh ;eZso p'ov ih gk;'A gqtkBrh b?D 

;pzXh ;oeb tkJhi fb;NkA fsnko eoBhnkA Aqy ;eZso dh gqtkBrh T[gozs 

bkGgksohnkA d/ ykfsnkA ftZu oewkA spdhb eoB ;pzXh ekotkJh eoBh ns/ 

u?e y/soh nfXekohnkA Bz{ G/iD dh ekotkJh eoBk. y/soh dcso s'A gqkgs 

fb;NkA Bz{ ;kcNt/no ftZu doi eoBk. p?Ae ftZu iwQk oewkA ns/ eYtkJhnkA 

rJhnkA oewkA dk ;wkXkB eoBk. p?AeW s'A bkGgksohnkA dh tkg; nkJhnkA  
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oewkA d/ w[V u?e fsnko eoe/ chbv nfXekohnkA Bz{ G/iD/, vkfJoh fv;g?u, 

dcsoh B'fNzr NkJhg eoBk ns/ dcso dk ;kok NkJhg dk ezw, vke fNeNkA 



dk fj;kp feskp oyDk. 

10.  Peon ;/tkdko gk;'A ;w/Â ;w/A s/ tZy^tZy soQW dhAW fvT{NhnkA dk ezw fbnk ikAdk 

j? fit/A fe b'eb vke dh tzv eoBk,fwkKwny ivc ofi;NohnkA eokT[Dk, feos 

efw;aBo d/ dcso Aqy slwhkwr-km-vDIk fwierYktr AwP PYkrIj dy 

dPqr ivc PweIlW phMucwauxIAW/fbnkT[DhnkA.dcsoI foekov dh 

;kAG^;zGkb, p?AeW ftZu u?e iwQk krvwaux leI ikDk ns/ j'o o'ikBk dcsoh 

ezw^eki eoBk ns/ dcsoI swP sPweI dw iKAwl rKxw[j'o e'Jh dcsoh 

ezw nfXekoh tb'A fejk ikt/, ehsk ikAdk j?.  

11.  Driver nfXekohnkA Bz{ fwbhnkA rZvhnkA ubkT[D dk ezw, rZvhnkA dh d/y^o/y ns/ 

;kAG ;zGkb eoBh ns/ bkr pZ[e w/BN/n eoBh. 

 
 

                           The duties of the staff at field office of the Board are as under: - 
 

1. Assistant Computer 
Operators 

ezfgT{No T[go/NokA tb'A ngD/ ;pzXs nfXekoh d/ nkd/;aAk nB[;ko T[BQkA dh 

d/y^o/y ftZu p'ov d/ jo soQkA d/ ezweki Gkt p'ov d/ bkGgksohnkA dh 

ofi;Nq/;aB bJh ckow GoB/. bkGgksoh ofi;No fsnko eoB/, 

bkGgksohnkA Bz{ ;aBkysh ekov fsnko eoB/ ns/ bkGgksohnkA Bz{ tzvD/. 

;w/Â ;w/A s/ w[Zy dcso dh wzr nB[;ko fb;NkA fsnko eoe/ G/iDhnkA. 

bkGgksohnkA d/ nz;adkB dhAW rkmW dk fj;kp feskp oZyDk qy gqkgs oew 

p?Ae ftZu iwQk eotkT{Dh. feos GbkJh ;ehwkA nXhB doyk;skA gqkgs eoB 

T[gozs aunHW nMU fwierI krnw qy bxdIAW oewkA dh wBi{oh ;pzXh b'VhAdh 

ekotkJh eotkT[Dk ns/ wzBi{o eotkJhAW oewkA dh tzv ;pzXh w[ezwb fj;kp 

feskp oZyDk ns/ ezfgT{No s/ NkJhg nkfd dk ;kok ezw ehsk ikAdk j?. 

2.  Drivers vokJhto tb'A p'ov dh rZvh clwaux, rZvh dh ;kAG sMBwl eoB ns/ bkr buk 

w/BN/B eoB dk ezw ehsk ikAdk j?. 

3. Peons ;/tkdko tb'A dcsoh vke dh tzv eoBh, ckJhbkA nc;okA sZe gjz[ukDhnkA ns/ 

dPqrI swP sPweI dw iDAwn r~Kxw. j'o e'Jh dcsoh ezw nfXekoh tb'A 

fejk ikt/, ehsk ikAdk j?. 

 


