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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
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2. Project
Director-cum-0.S.D
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3. Accounts Officer
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4. Superintendent
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5. Assistant
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6. Computer
Programmer
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7. Accounts Assistant
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8. Stenographer
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9. Assistant Computer
Operator
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10. Peon
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11. Driver
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The duties of the staff at field office of the Board are as under: -

1. Assistant Computer
Operators
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