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DUTIES & RESPONSIBILITIES OF VARIOUS
OFFICERS In Estate Department

Ref: Standard code of Aurangabad University & MPW manual.

The cadre consists of Executive Engineer, Deputy Engineer, Junior Engineer
(Civil/Electrical).

A) EXECUTIVE ENGINEER:-

He / She is head of the executive unit of the department i.e. Division. He / She is

responsible to Registrar for the execution & management of all works within his

Department. He / She is also ex-officio professional advisor to all departments in

the administration within the limits of his charges.

1.

i

N

The Executive Engineer shall perform the duties assigned to him by the
Vice-  Chancellor and the Registrar from time to time.

The Executive Engineer shall assist the Registrar and shall be under the
control of the Registrar.

In exercise of his powers as Executive Engineer, he shall be responsible
for the various construction works of the University.

He / She shall assist the Registrar or any other officer responsible for
calling Building Committee meetings and meetings related to the
Committee and preparing minutes of the same.

He / She shall be responsible to call the tender, publish the tender, tender
document, Draft tender papers, issue of tender, issue of work order for all
types of civil work. For electrical work he shall call tenders, publish the
tender, tender documents, draft tender papers, issue tender papers, issue
work orders for electrical works with the assistance and coordination of
Dy. Engineer Electrical,

He / She shall be responsible for the entire maintenance of the University

buildings, roads, electrical work. furniture calling quotations, preparing
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blue prints etc. and overall responsible for the entire staff working under
him.

He / She shall be responsible for the work for which payment is made on
his recommendation. He / She should submit the account of projects
undertaken for storing the material and for the upkeep of stores /
University Building etc.

He/ She shall be responsible for verification of 5% measurements for the
works not supervised by Architect / Consultants appointed by the
University.

He 7 She shall be responsible for approving the decisions given by the
consultants.

He / She shall be responsible to complete the work concerning Estate
Office at the time of various function i.e. construction seminars,
international seminars etc. as directed by the University authorities.

He / She will have all powers duties and responsibiliiies equivalent of
Deputy Registrar in respect of the staff working under him.
Responsibilities regarding maintenance of road includes general
inspection of roads is expected and instruct whenever required. i
The completion certificate submitted by the Architect / Consultant shall be
scrutinized by him / her as per the format of Estate Department.

For the major works particularly, the executive engineer has to specially
look into the various aspects and not only to prescribe certain procedures
and tests and periodical reports etc. but also to watch and ensure their
compliance through the subordinate staff.

Any other office / field related work as directed by Registrar time to time.
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DEPUTY ENGINEER:-

Deputy Engineer will be in-charge of a sub-division to Executive Engineer.

He / She is responsj_.u';%for execution and management of works within his /
her sub division.

Deputy engineer will hold all the responsibility for the project assigned to
them. Necessary Draft of Note and letter will be submitted in time to
Executive Engineer for taking action in the light of tender conditions in
order to complete the project with Quality and within scheduled time.
Maintains necessary correspondence with Architect, RCC consultant and
shall submit the necessary “Draft Notes™ and “Draft letters” to Executive
Engineer in advance.

On the basis of block estimate and the drawings received from Architect,
proposals will be prepared submitted for approval to Building and works
committee through Executive Engineer.

In the light of the provisions of the contract the Deputy Engineer will take
the review of the progress and submit the draft to the Executive Engineer
for action such as levying the compensation to the Contractor or extension
in time to time.

It will also be the responsibility of the Deputy Engineer to affect to
necessary recoveries as per tender conditions from the Contractor’s
running as well as final bill.

All the necessary correspondence with the Contractor and with the
Architect in order to complete the work in a schedule time period will be
initiated by the Deputy Engineer without fail.

The Deputy Engineer shall sign the Schedule ‘B and Schedule *C* and
shall hand over these copies to Executive Engineer for preparation of

tender documents.

Every estimate prepared shall be checked by Deputy Engineer before
submission to Executive Engineer.

He / She shall be fully responsible for verification of measurements for the

works not supervised by the Architects / Consultants appointed by the

University, m
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Verification of running bills, Rate analys.is, checking of, approved
materials, putting up consultants bills to Executive Engineer for his final
approval will also be done by Deputy Engineer.

He / She shall certify the details tendered by the Architects / Consultants
in their completion certificates for final acceptance and record by the
Executive Engineer.

He / She shall report monthly progress report for the works under his / her
supervision to the Executive Engineer and also see that the work is
executed as per conditions and specifications stipulated in the accepted
tender.

Deputy Engineer shall also get all work done from Jr. Engineer under his /
her for various function in the Aurangabad University i.e. convocation,
seminar, international seminar, etc.

All hidden measurements shall be checked & signed by the Deputy
Engineer for works allotted to him / her. He is particularly responsible for
the proper quality of the work and maintaining the prescribed quality
control, testing etc. .

Deputy Engincer shall inspect all internal roads & buildings at least twice
in a year i.e, pre monsoon & post monsoon & submit a report based on his

/ her inspection to Executive Engineer.

The Deputy Engineer supposed to visit the -works more frequently and
maintain detailed data.

Any other office / field related work as directed by Executive Engineer
time to time.



)

(3% )

JUNIOR ENGINEER (CIVIL):-

The cadre of Jr. Engineers consists of following officers who will be in
charge of the sections under their sub — division i.e.

Assistant Engineer — 11,

Sectional Engineer

Jr. Engineer

The Junior Engineer is the first technical officer of the Department,
working under Dy. Engineer who comes in day-to-day contact of
construction and maintenance of works like roads, building, bridges,

culverts. His / her duties are broadly defined as under.

He / She is directly responsible for watching day-to-day progress and
quality of work.

He / She will supervise the work as per specification, maintaining record
of consumption of store materials, material at site.

Maintaining quality control record & carrying out quality control tests as
per norms.

He / She shall be fully responsible for taking measurements and record it
in measurement book for the works not supervised by Architects /
Consultants appointed by the University.

He / She shall inspect all existing, roads. building and bridge works under
his / her charge from time to time specifically as per norms and time -
table fixed for such inspections. He / She shall carry out pre monsoon and
post monsoon inspections of Building and C.D. works & submit the
reports to his / her Deputy Engineer.

He / She shall assess the requirement of materials like, cement, steel,
asphalt etc. for construction and maintenance work within his / her charge
and submit the same to Estate Office.

He / She shall report the need for the repairs to an f the structure / roads
etc under his / her charge. @4 F
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He / She. will be responsible for preparation of Block Estimate &

maintaining the record of block estimate received from concerned

Architect.

He / She will maintain the copy of detailed estimate prepared b.y the
Architect / Estate, for further record on the basis of which the tenders shall
be called.

He / She shall record every hidden measurement in ‘Measurement Book’
before it is covered. He / she shall also ensure that the Deputy Engineer
carry out their checks in time on the hidden measurement.

He / She will ensure that the frequency of tests to be carried out on all
construction materials is implemented,

He / She will assist the Deputy Engineer in carrying out and all relevant
works at the time of various functions i.e. convocation, seminar,
international seminars etc, in the University Campus.

He / She shall prepare. bills of various consultants, maintain their records
& forward to Deputy Engineer for further action.

In case of emergencies such as damage or collapse of a building, fire or
flood damages and earth-work damages, the matter should be immediately
brought to the damages, the matter should be immediately brought to the
notice of higher officers. Simultaneously, all possible remedial measures
within his control should be initiated by him. If in his opinion a structure
has become dangerous 1o users or occupants he / she must act immediatel Y
to inform the superiors and take steps to prevent further accident & loss of
life. He / She should also submit fortnightly, monthly or quarterly progress
reports of such work.

He / She shall be responsible for periodic / pre-monsoon / post-monsoon
inspection of various structures / roads / buildings etc. of the University.
He / She is to prepare a monthly progress report for the works under his /
her supervision and submit the same for scrutiny of Deputy Engineer.

He / She is to prepare a monthly progress report for the works under his /
her supervision and submit the same for scrutiny of Deputy Engineer.

He / she will also execute any other office related work specified as

directed by Deputy Engineer & Executive Engineer tiye—t-e.gime.
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JUNIOR ENGINEER (ELECTRICAL)
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The cadre of Jr. Engineers consists of following officers who will be in
charge of the sections under their sub — division i.e.

. Assistant Engineer Electrical,
. Sectional Engineer Electrical
. Jr. Engineer Electrical

The Junior Engineer Electrical is the first technical officer of the electrical wing of
the department, working under Dy. Engineer Electrical, who comes in to day to day
contact for the breakdown maintenance, preventive maintenance of the electrical
installation as well as the work of new electrical installation. His/ her duties and
responsibilities are similar to the duties and responsibilities of Assistant Engineer
Electrical, Sectional Engineer Electrical in the PWD and Irrigation dept. by and large.
He/ She is directly responsible for watching day to day progress and quality of new
installation work Supervising the work as per specification, maintaining record for
store materials consumption on work, material at site.

Maintaining quality control records carrying out quality control tests as per norms and
taking measurements of the work and recording the same in the prescribed format.

He / she should inspect all existing electrical installation like HT switchgears,
distribution transformers, distribution panels, feeder pillars, LT switchgears, lights of
various types, fans of various types, public address systems, and allied network etc.
time to time as per the norms and IE rule, as per the time table fixed for such
inspection. He must carry out pre-monsoon and po.st-monsoon inspections of
substations, HT switchgears, feeder pillars etc. and submit the reports to his superiors.
He / she should assess the requirement of materials for electrical maintenance work
e.g. cables of various sizes, wires of various sizes, wiring accessories, tubes, bulbs etc
and submit it to the Dy. Engineer Electrical.

He / she should report about the day to day maintenance and repairs work in his
charge to the Dy, Engineer Electrical The Jr, E?in%is responsible for

preparation estimate for maintenance work.
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The Jr. Engineer will maintain the copies of detailed estimates prepared by the
Architect [ Department for further record on the basis of which the tender / quotations
shall be called.

Jr. Engineer is responsible for the Execution of Necessary electrical works at the time
of various functions i.e. convocation, seminar, international seminars etc.

Jr. Engineer should prepare bills of various contractors maintain their records &
forward it to to D.E. for further action.

Responsibilities regarding maintenance of clectrical works are elaborated in the

maintenance manual of PWD.

- He / She should supervise the work of subordinate technical staff like wireman, Asst,

wireman, Technicians, Supervisors etc. and shall report the irregularities in the work
practice to the Dy. Engineer Electrical,

- He/ She shall prepare the detailed estimate for electrical. work under the guidance of

Dy. Engineer Electrical.

-He/ she shall supervise the work of high tension installation maintenance,

commissioning etc.

- He / She shall assist the Dy. Engineer Electrical for the serutiny and payment of the

bills of the agencies like MSEDC ete. before the stipulated time limit.

Any other office related work specified as directed by Deputy Enginner & Executive
Engineer time to time. £



DEPUTY ENGINEER (ELECTRICAL)

He / she in-charge of the Electrical wing (sub division) -of the Estate office of the
University. He / She is responsible for the maintenance of electrical installation, EPBD
network of the University of Aurangabad. He / she is also responsible for the new
electrical installation which is executed under his control and guidance, His / her duties
and responsibilities are similar t the duties and responsibilities of Dy. Engineer in the
PWD and Irrigation dept. by and large. He / she shall also perform the following duties as
per the Indian electricity Act, PWD manual (Electrical) University Standard Code and
Act,

I He / she shall design electrical installation for new buildings, substations, feeders etc.
as and when required, .

2. He / She shall design / decide the specifications for the various fixtures / fittings /
appliances / electric cabling / wiring accessories / poles and allied network and
components t the best of his knowledge.

(%]

He / She shall prepare the detailed estimate including rate analysis (for non CSR

items) with the assistance of Asst. Engineer / Junior Engineer,

4. He/ She shall prepare draft for quotations / tenders (inclusive of schedule “B” & “C™)
for maintenance work as well as new work.

3. He/ She shall prepare purchase orders / work orders for electrical work following the
procedure laid down various University ordinances and accounts code,

6. He / She shall undertake the verification of running bills / final bills including rate
analysis for non CSR items of the electrical contractors / suppliers and forward them
for payment. The measurement books are to be signed by the Dy. Engineer Electrical.

7. He / she shall be check and forward the bills of MSEDC for payment within the
stipulated time frame.,

8. He / She shall supervise and control the work of technical staff like Asst. Engineer
electrical, Jr. Engineer Electrical, Superyisor electrical, Wiremen, Technicians’s ete.
under him/her.

9. He / She shall write the annual confidential reports of the technical staff working

under hem / her like Asst. Engincer Electrical, Jr. Engineer Electrical, Supervisor

Electrical, Wireman. Technician’s etc. under him / her.
9 i % _.nl—-»
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- He / She shall provide all the electrical arrangements of the major functions of the

University like convocation ceremony, University foundation day, Senate meetings

Bl s R S A e it e e - o i A B e AT we B

- He / She shall prepare annual budget for electrical wing of the Estate Office, He / She

shall also monitor and control the budget expenditure for Electrical wing.

-He / She shall make necessary correspondence with MSEDC and other similar

agencies for University work.

- He / She shall make overall supervision of the new budget works and maintenance

work of electrical and shall review the progress of the same.

- He / She shall make all the necessary correspondence with the contractors and shall

submit the draft to the Executive engineer for action such as levying the
compensation / fine to the contractor or extension of time as and when required.

Any other office related work as directed by Executive Engineer, Registrar and
Hon. Vice- Chancellor time to time. i ¢
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