Section I - Organisation, Duties and Responsibilities of Officers & Staff of Radio Stations / Offices)

7.1.6. Duties and Responsibilities of the Head of Office 

For efficient and smooth functioning of the Stanon one of the senior most Programme or Engineering Officer is declared as the Head of the Office. The Director General, All India Radio is competent to declare any gazetted officer subordinate to him as head of office provided that not more than one gazetted officer shall be declared as Head of Office in respect of the same office. The broad functions and responsibilities of the Head of the Office are as under:

i) Overall responsibility : 

A Head of the Office may authorise gazetted officers serving under him to incur contingent and miscellaneous expenditure on his behalf subject to such restrictions and limitations as may be laid down by him. He may authorise any gazetted officer of the office is no Sr. Administrative Officer/Administrative Officer. However, the Head of the Office shall continue to be responsible for the cqrrectness, regularity and propriety ofthe expenditure incurred by the gazetted officer So authorised (CTR-142).
 
ii) Disciplinary/Recruiting Authority : 

The Head of Office is also the Disciplinary Authority in respect of Group `C' and `D' staff. As a result of the rotational system of headship at many AIR Stations, the respective heads of disciplines have been made recruiting authority. But the responsibility for appointment, discipline and service conditions shall continue with the head of the Office. 

iii) Recruitment : 

Recruitment of regular staff in groups `C' and `D' is to be done by the Head of office, in accordance with the rules, instructions, orders etc., issued by the Government from time to time regarding the source of recruitment, reservations for different categories, medical fitness, verification of character and antecedents etc. Recruitment of `Artists' and certain Group `C' technical posts other than Engineering Assistant will be handled by the Programme/Engineering Head respectively but the formal appointment orders will be issued by the Head of Office.

iv) Procedure for Recruitment of Staff Artists/Artist : 

All matters relating to the recruitment of `Artists' at the stations where the Station Directors are in position, should be handled by them i.e. Station Directors even though the Station Director may not be Head of Office. However, at Stations where there is no Station Director, the recruitment of `Artists' should be handled by the Station Director of the main station in the State who will act as the Chairman of the Selection Committee. 

v) Procedure for recruitment of Technical Staff : 

All matters relating to the recruitment to technical posts like Mast Technician, Technician, Diesel Engine Driver, Carpenter and Painter etc. should be handled by the Supdg. Engineer or Station Engineer of a station, where they are in position, even though they may not be the Head of Office. The Supdg. Engineer/Station Engineer would be the Chairman of the Selection Committee.

vi) Other Functions : 

The Head of Office is also responsible for other jobs like grant of leave, increments, Efficiency Bar, termination of probationary period, Quasi-Permanency, transfer, confirmation, promotion; disciplinary action, review at the age of 50/55, superannuation etc. 

vii) Delegation of Power : 

The Head of office shall authorize to the senior-most programme officer/engineering officer hundred percent powers in respect of subjects that concern the duties, responsibilities, etc.. of the engineering/programme officer, as given in Annexure I & II. Non compliance of this procedure will require the approval of DG AIR.

viii) Budget & Accounts : 

The Head of Office will discharge the following obligations in regard to finance and accounts subject to the general instructions issued by the Government from time to time: 

a) Preparation and control of budget and revised estimates with the help of Programme/Engineering 

b) Payment of dues to staff & other contingencies; 

c) Receipts on behalf of Government. 

d) Compilation of yearly proforma accounts.
ix) Confidential Reports : 

The Head of Office has to ensure maintenance. and completion of the CRs of the Staff relating to the discipline to which he belongs as also in respect of Administrative and Accounts Staff as per Government instructions. Maintenance and completion of CRs in respect of the staff of the belongings will be the responsibility of the officer heading the other discipline at the station. 

x) Promotion of Hindi : 

The Head of Office is also responsible for progressive use of Hindi in transaction of Government business as per Official Language Act, 1963 and general instructions/orders etc. issued from time to time. 

xi) Transport : 

Transport requisitions placed by Heads of Programme or Engineering Wing may be honored by the Head of Office without examining its merit. In case of any irregularity the requisioning Officer (Head of Programme/Engineering) would be held responsible. So while placing requisition for out of city limit journey; the respective Head of Programme/Engineering Wing must carefully assess the need and various economy instructions issued from time to time, before placing the requisition. 

(Authority. DG AIR Memo No.13/19/83-P3 dt 2.11.83) 

xii) General : 

The Head of Office is responsible for the maintenance of cleanliness of the office buildings, studios, etc. including the technical areas of the station. He is also responsible for security of the buildings, classified documents and welfare of staff.
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7.1.9. Functions & Responsibilities of Engineering/Technical Officers. 

i) Principal duties of an Engineering head. 

a) Overall in charge of the technical activities of the Station. 

b) Preparation of budget estimates and control of expenditure relating to machinery and equipment (Tools & Plants), telephone lines, OB lines, power supply, minor works, technical furniture, technical books and journals. 

c) To supervise the new staff posted to the station, familiarize themselves with their work so that they can operate equipment with safety. 

d) To assist the Zonal Chief Engineer in carrying out minor project work, holding measurement books and Capital stores. 

e) All duties and control in respect of the technical staff at stations. 

f) To assist the research engineer in respect of making scientific observations and connected experimental work. 

g) To keep liaison with Civil Construction Wing, P&T and electric supply authorities. 

h)Promotion of the use of Hindi in official correspondence. 

i) Selection and interviewing of engineering staff. 

ii) Asstt. Station Engineer/Asstt.Engineer. 

a) In charge of specific maintenance teams for (i) Transmitter, (ii) Studio Centres, (iii) Receiving Centres, (iv) Outside Broadcast Equipment, (v) Air-conditioning and other Station equipment. 

b) In charge of Engineering stores at stations / offices. 

c) Preparation of periodical reports. 

d) In charge of operational shifts at Transmitters and major Studio Centres. 

e) In charge of aerials and feeder line maintenance at SW Centres. 

f) Incharge of recording, dubbing and O.B. activities. 

g) Maintenance, Installation, Engineering, Administration and other technical responsibilities at Stations/Offices of All India Radio. 

iii) Asstt. Station Engineer (Community Listening, Srinagar, Kashmir). 

a) Incharge of the Community Listening Unit. 

b) Will be responsible for installation and maintenance of Community Listening radio receivers under the control. 

c) Coordination of the work of the staff working in his unit. 

d) Administrative duties connected with his unit. 

iv) Senior Engineering Assistant. 

a) Chief incharge at Control Rooms, handling up to three simultaneous transmission channels. 

b) Recording and Dubbing maintenance and operations. 

c) Transmission duties at Master Switching Room. 

d) Shift-incharge at each medium power transmitter or a group of low power transmitter at a single location and shift duties at High Power Transmitters. 

e) Assisting Senior Staff in maintenance, installation, Engineering, Administration and other technical activities as may be assigned to him. 

v) Engineering Assistant. 

a) Transmission duties at studios, Receiving & Transmitting Centres. 

b) Outside Broadcast Operations. 

c) Recording & Dubbing operations. 

d) S.W. Aerial operations at HPTs. 

e) Assisting senior staff in maintenance and installation work and other technical activities as may be assigned to him. 

vi) Senior Technician/Technician/Wireman Technician/Electrician 

a) To assist the operational staff at the Transmitter, studios, receiving centres, outside broadcasts, etc. for maintaining the continuity of service. 

b) To assist in carrying due preventive maintenance at all the Centres and keeping all equipment clean. 

c) To assist in aerial selection, stub changing, reversal of beams, etc., in the aerial field and manning and operating feeder switching structures, etc. 

d) To operate and run standby power supply units. 

e) To assist the Engineering Staff in repair and over-haul of equipment. 

f) To assist in special maintenance and tests on aerials, feeder lines, air-conditioning plants, tape-recorders, standby equipment, standby power supply arrangements and other ancillary plants and equipment. 

g) To check-up and maintain the fire-fighting appliances, tools and batteries, clock circuits, torches, hand lamps, etc. at regular intervals. 

h) To check monitoring circuits, inter-cum-circuits and emergency lighting arrangements and report any faults. 

i) To check tools and keep them in good working order after necessary repairs. 

j) To assist in carrying out minor installation works at the Stations. 

k) To assist in carrying out installation and testing of transmitters, studios, receiving centres, aerials, feeder substation equipment, air-conditioning plant, Diesel/petrol generating sets, and other associated works including cabling and wiring. 

l) To assist in periodical changing of oil in oil-filled components and in testing the oil. 

m) To assist in the checking of engineering stores. 

n) To perform such work as may be assigned by superior officers in the interest of service. 

vii) Duties Exclusive to Senior Technician. 

He is expected to handle particularly complex jobs, at the discretion of his superior officers. In addition he operates Tape Duplicating Machines. 

viii) Radio Technician. 

a) Routine testing of equipments. 

b) Assisting engineering staff in wiring of transmitting, studio and receiving equipments. 

c) Attending to repairs of equipments, radio receivers, etc. 

d) Testing of tapes, erasing of tapes, etc. 

e) Maintaining registers for tools and plant and assisting in verification of engineering stores. 

ix) Technical Supervisor. 

To supervise technical maintenance of the receiving sets installed at the various rural centres under the Rural Broadcasting Schemes. (This post is at Srinagar only). 

x) Carpenter. 

a) Exercising of control over charges incurred on trunk calls, stationery, forms etc. is also the duty of the furniture, etc. 

b) Packing and unpacking of stores and equipments. 

c) Renovation of studios and other wood work in the studio, control room, transmitter, etc. 

d) Preparation of models and designs in wood. 

e) Such other carpentry work as may be assigned. 

xi) Painter. 

a) Preparation of materials and surfaces for painting, polishing, etc. 

b) Painting, polishing and decoration. 

xii) Diesel Engine Driver. 

a) Operation of Diesel Power Plants. 

b) Carrying out scheduled preventive maintenance of Diesel Plants and associated accessories. 

xiii) Assistant Mistry. 

a) To attend to major maintenance of Diesel Plants. 

b) To attend to repairs and overhaul of Diesel Plants. 

c) To operate Diesel Plants as required. 

d) To attend to maintenance, repair and overhaul of air-conditioning compressor and other associated parts in A/C plants. 

xiv) Foreman. 

a) To supervise, guide and distribute work to the Senior Technicians and Technicians. 

b) To be responsible for maintaining the efficient functioning of the machines. 

c) To be in direct charge of workshop facilities for production of equipments. 
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7.1.10. Functions and Responsibilities of Officers belonging to Admn. 

i) Sr. Admn. Officer/Administrative Officer. 

The Senior Administrative Officer/Administrative Officer is the head of the Accounts/Administration Sections. He functions as Drawing & Disbursing Officer also. He will be under the direct supervision of the Head of Office and his functions in the following areas will be : 

a) Accounts: 

This covers daily checking of the Cash Rook and Log Book, approving the monthly closing of the artists' Ledger, checking the acquaintance roll, signing of cheques, indents, bills and vouchers after ensuring that they are correct in every way, exercising control over expenditure with reference to budget estimates, approving periodical returns sent to the P.A.O., D.C., the Income-tax Officer, watching the reconciliation of cheques issued and encashed with the Bank Scrolls etc. 

b) Establishment: 

This includes maintenance of establishment lists, attendance registers, leave accounts, service books and confidential reports, correspondence regarding promotions, transfer of staff etc. 

c) Administration(General): 

Exercising of control over charge incurred on trunk calls, stationery, forms etc. is also the duty of the Sr. Administrative Officer/Administrative Officer. 

d) Administration (Programme): 

Checking and initialing every entry made in the Pay Order Book once when it is sent to the Officer on duty and again after check with the Log Book on its receipt back from the officer on duty the next day, watch over delayed payments to artists, and keeping a watch over the payments to artists and owners of copyrights are some of the important duties relating to administration of programmes. 

e) At Zonal Stations the Senior Administrative Officer/Admn. Officer assists the head of office in maintenance of Seniority Lists of the members of the staff in respect of whom Zonalisation in the cadre has been made. He also assists the head of office in processing of confirmation on Zonal basis and convening D.P.Cs. for promotions, the work of which has been assigned to the Zonal Heads. 

ii) Accountant. 

a) The Accountant is responsible for the correct maintenance of all accounts, e.g. Cash Book, Contingent registers etc; and for the correct preparation and filling of all vouchers. He functions as a Financial Adviser and also as a primary auditor. He is also responsible for the correct maintenance of various expenditure registers and preparation of expenditure statements, Budget/ Revised Estimates etc. To enable him to perform these functions effectively he should be appraised of all orders, sanctions etc. and that he is treated as the Senior member of the office establishment. He should keep a watch on the control of expenditure and advise Sr Admn. Officer or Admn. Officer/Head of office in respect of all important proposals. 

b) He should see that all orders, sanctions etc. affecting expenditure are entered in Sanction Register and payments noted against relevant sanctions as and when they are made. 

Note: Sanctions relating to petty Contingent expenditure accorded by Head of Office need not be entered in this register. Only those sanctions which cannot be watched through other registers need be entered. 
c) The Accountant is also responsible for prompt and correct preparation of commercial (Proforma) accounts and maintenance of connected records and registers. 

d) Reconciliation of cheques issued and encashed and reconciliation of expenditure/receipts is also the responsibility of the Accountant 

e) The Accountant should not be required to receive or pay out cash but, in exceptional cases, a Station Director may, on his own responsibility, authorise him to do so for a short period. The Accountant should not be authorised to issue final receipts over his own signature. 

iii) Clerks Grade 1. 

The more important items of work entrusted to a Clerk Grade I are: correspondence relating to appointments, promotions, transfers, etc., preparation of periodical returns relating to staff for transmission to the Director General; posting of entries in service hooks; preparation or check of pay and T.A. bills; preparation of budget and revised estimates and attending to correspondence relating to them; preparation and submission of monthly accounts to the Director General and the P&AO; maintenance of Journal and Ledger, compilation of Proforma Accounts and reconciliation of departmental figures with those of the P&AO etc. Where there are more Clerks Grade I, the distribution of work between them should be done by the Head of Office on a rational basis. 

iv) Programme Secretary/Clerk Grade I. 

The Programme Secretaries/C.G.I. assist the Programme Section and generally attend to correspondence and clerical work issuing contracts, drafting, preparing statistics, returns etc. They should be allotted to different categories of programmes, e.g. music (programme corrections, press change etc.), talks in English, Educational Broadcasts, Rural, dramas, etc. and should not be attached to individual Programmes Executives. 

Note: The post of Programme Secretary is considered as ministerial for the purpose of determining the age of superannuation under FR. 56(G.1. I and B, letter No. I7(33)/50-BI dated 15.1.1950). 
v) Studio Executive (Clerk Grade I). 

He is responsible for the proper maintenance of the studio and their cleanliness. He should assign duties to and supervise the work of car drivers, Studio Attendants and Group `D' Staff It is also his duty to purchase petrol for the Government transport vehicles and to maintain the Log Book of Petrol, Oil and Maintenance Account for Station Cars (AIR-A-61). 

He is also in charge of all the furniture in the Radio Station including those in the Transmitting and Receiving Centres. 

vi) Cashier. 

i) The considerations that should be kept in view in selecting a Cashier are printed in Annexure 2A which also contains detail]s about security, etc. to be furnished by him. The main duties of the Cashier should be (a) handling of cash and (b) maintenance of Cash Book and other connected registers. 

ii) Printed receipts for amounts received should be prepared by the Cashier, checked by the Accountant and signed by the Drawing and Disbursing Officer after the latter ensures that h is correct in every way. 

iii) The register of cheque books should also be maintained by the Cashier. 

Note: "Armed Police Guards should be provided to escort the Cashier and the cash drawn from the Bank on Pay Day. The strength of this guard should be determined in consultation with the local Police Authorities". 
(Authority: DG, AIR's Memoranda No.27(14) A & 0/57, dated the 5th November. 1957 and 10th February, 1958). 
vii) Clerks Grade II. 

The more important items of work entrusted to Clerks Grade II are: Routine items of work like preparation of monthly pay bills, T.A. bills and Medical reimbursement bills; maintenance of Bills Register, Increment Register, Register showing changes in staff; leave accounts of regular staff; Pay Order Hook/Cheques, Royalty Register, Stationery Account and Registers, Artists' Ledgers, Store Ledgers; diarising and dispatch of letters etc. etc. 

viii) Librarian. 

1. He is in charge of the library of the Station which contains books, gramophone and electrical recordings and tapes. He should maintain separate Stock Registers in form 548 for books purchased and books received free, in AIR-A4 for gramophone records purchased and in form AIR-A6 for electrical recordings/tapes. 

2. The account of Transcription Service Records may be maintained in form AIR-A5. 

3. A separate account of tapes supplied to the Station tinder the circulation quota from the Central Tape Bank is to be kept in a register - AIR-A.76(CTB4). 

4. He should invariably take stock of books, gramophone records, electrical recordings etc. in his charge, on the following occasions:-
i) On appointment to the post of Librarian; 
ii) On return from leave; and 
iii) On transfer. 

5. A cent per cent physical verification of the books should be undertaken at the end or each financial year. 

(Authority: DG AIR Memo. No.19(2/2)P-3/54 dated 9.11.57 and 11(8)65-PS dated 21.8.65). 

Note: (I) The post of Librarian is non-ministerial. AIR No.6(46)/A-Il/SO dated 1950. (2)Security. deposit required under. Para 274 of OFRs need not he taken from the Librarian or Library Staff. 

(Authority; DG AIR Memo. No.22(8)/A & 0/59 dated 13.11.59) 
ix) Storekeeper. 

1. The Storekeeper is in direct charge of the stores and is responsible for the acquisition of stores, their custody and their disposal. He is also responsible for maintaining correct records and preparing correct returns in respect of stores entrusted to him. 

2. All transactions of receipts and issues should be recorded strictly in accordance with the prescribed rules or procedure in order of occurrence and as soon as they take place. 

3. The Stores Received. Book (AIR-A7), Stores Issued Book (AIR-A8) and Stores Numerical Ledger in form AIR-A9 Register of Unserviceable Technical Stores, Register of Defective Stores, Register of Empties etc. are the important documents that should be maintained by the Storekeeper. 

x) Head Clerk. 

He is the first Supervisory member of the staff who functions as Sectional head in the Sections dealing with personnel and general administration. His functions are to assist4he Head of the office/.SAO/AO or any other officer entrusted with the duties of a Branch Officer. He will be responsible for all administrative matters other than Accounts, such as service books and leave account of non-gazetted Government Servants, Staff Artists, maintenance of Statistical Registers and books, Inventories etc. Where there are two Head Clerks the distribution of work between them will be on the basis of Sections divided into two separate sections dealing with personnel and General Administration separately. 

Note: On occasions when the Accountant or Head clerk is away on leave Or one of the posts is unfilled, all the duties attached to both the posts should he performed by the Accountant or Head Clerk as the case may be. 

xi) Senior Storekeeper. 

i) He will supervise the work of Jr. Storekeeper. 

ii) He will be in overall charge of the stores. 

iii) He will deal with more important functions of the storekeeping unit and will assist the Engineering Head of Office in discharge of following items of work relating to stores: Purchase, Accounting, Safe custody, Receipt, Insurance, Clearance, Dispatch, Write off and Disposals. etc. 

iv) Such other administrative accounts duties as may be assigned by Head of Office. 

7.1.11. The posts of Tele printer Operator in the Monitoring Service, All India Radio, Simla and the News Services Division, All India Radio, New Delhi, have been included in the cadre of Clerk Grade II in terms of FR 9(31)(c), vide Ministry of I & B letter No.7(6)/61-B(A) dated 14.8.61. - DG, AIR Memo. No. 14/20/61-SII dated 8.9.61. 

Note: (applicable to all employee): Every officer may be asked by his superior to perform the routine duties of the higher post to which he she can be promoted. Every officer is also expected to perform any other functions which his/her superior may ask him/her to do, in addition to the duties enumerated above. 
