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6.3.1 The institution has performahcéfapp’raisal system, effective welfare
measures for teaching and non-teaching staff and avenues for career
development/progression

All the welfare measures provided by samstha / college are for motivating and satisfying the
employees. The samstha / college has well documented HR policy which reflects the
performance appraisal system, welfare measures leading to avenues for employee’s career
development. The samstha /college considers welfare measures as their investment rather than
an expense. The samstha / college has following effective welfare measures for its employees.

. Employees Provident Fund:
. Medi claim-Health Insurance:
. Gratuity is applicable to every employee as per the rules & regulations laid by GoM.

. Full paid Maternity Leave: Samstha provides 180 days full paid maternity leaves.

. Encashment of Earned Leave: Employee has facility for en-cashing the earned leaves.
. Timely Credit of Salary to bank account: Every month, the employee gets the salary on time.

. Reimbursement of Membership fees of professional society.

1
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5. Fee concession: Samstha provides fees concession to the wards of weaker employees.
6
7
8
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. Medical leave encashment Facility of balance medical leave to ad-hoc faculties are available.
10. Career Advancement Scheme: Elevation to higher posts/ ranks as per respective eligibility.
11. Employee has facility for availing interest-free Festival Advance.

12. Early punch &/or leaves are sanctioned to the employee pursuing higher degrees.

13. Samstha provides Laptop to principal, accounts / admin officer, T & P Officer, IT cell staff.
14. Samstha also provides the vehicle to the principal.

15. College has a tea club to maintain a healthy & friendly environment among the employees.
16. Samstha provides Staff Quarter for the employees

17. Samstha pays mobile bill for the few of the responsibility shouldering employees.
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17. Samstha provides vehicle to the staff for tranébortati'on during on-duty work.

18. Samstha provides free bus facilities for employees & the wards admitted to college to
commute.

19. Samstha provides relief funds to economically weaker employees for major medical
emergencies.

20. Samstha provides winter & summer vacations to eligible employees.
21. Samstha protects the salary of newly appointed employees.
Self-appraisal:

The college gives a fair chance to employees to evaluate their performance and determine their
strengths and flaws. Employees can identify their areas for improvement & accordingly work on
self-set goals. The employees have to submit the self-appraisal report at the end of every
academic year with the following information details personal information, Academic record,
experience Research experience/contribution and training, Industry interaction, innovations
contributions and special efforts in teaching with documentary evidence etc. The reporting
officer (HoD) and Principal give independent marking according to weightage & thus provides
recommendations for employee. The process of self-appraisal is transparent. Based on the
student feedback, the Principal and Dean Academics give suggestions to the teaching.

Avenues for career development/progression:

Samstha conducts career development programs for employees’ professional growth. Samstha
believes that every employee should develop skills within or outside the organization for salary
hikes & promotion. This helps to retain Samstha’s current employees & at the same time
employees feel valued. Samstha organizes Faculty Development Programs, Workshops,
Seminars, Trainings for the employees.

Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's
Cummins College of Engineering for Women
Hingna, Nagpur-441110.
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measures for teaching and non-teaching staff and avenues for career
development/progression

Career Advancement Sch

eme

Elevation to higher posts/ ranks as per respective eligibility is given to the

following employees

Name of the
employee

Previous Designation & date of
appointment

Current Designation &
date of appointment

Mr. Mithun Ragenwar

Permanent Junior Clerk at
CCoEW, Nagpur Dt: 15" June
2013

Permanent Assistant
Administrative Officer at
CCoEW, Nagpur Dt: 31
May 2022

Mr. Alankar Joshi

Permanent Junior Clerk at
CCoEW, Nagpur Dt: 15" June
2013

Assistant Librarian at
CCoEW, Nagpur Dt: 30%"
Jan 2023

Mr. Vishal Kulkarni

Junior Clerk at CCoEW, Nagpur
Dt : 5" Nov 2012

Junior Accountant at
CCoEW, Nagpur
Dt: 12" June 2023

Mr. Prateek Sharma

Technical Assistant at CCoEW,
Nagpur Dt: 16" July 2022

Assistant System
Administrator at CCoEW,
Nagpur Dt: 31% Jan 2023

Tel. No. : 9657667030

Dr. Milind Khanapurkar
Principal

Maharshi Karve Stree Shikshan Sanstha's
Cummins College of Engineering for Women

E-mail : office@cumminscollege.edu.in,

website : www.cumminscollege.edu.in

Mouje Sukli (Gupchup), Hingna, Nagpur-441110
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Name of the
employee

Previous Designation &
date of appointment

Current Designation & date of
appointment

Dr. Kanchan
Adhau Wagh

Assistant Professor at
CCoEW, Nagpur Dt: 6%
June 2023

Associate Professor at CCoEW, Nagpur
Dt: 30" Oct 2023

Mr. Hauslal Yede

Wireman at CCoEW,
Nagpur Dt: 1% July 2010

Senior Wireman at CCoEW, Nagpur
Dt: 8" Nov 2021

Mr. Ashish
Chokhare

Permanent Junior Clerk at
CCoEW, Nagpur Dt:
21" October 2010

Assistant Administrative Officer at
Samstha’s Sitabai Nargundkar College of
Nursing Education, Nagpur Dt: 1% Nov
2022

Mr. Pradeep Joshi

Administrative Officer at
CCoEW, Nagpur
Dt: 1% Oct. 2021

Officer on additional Duty at CCoEW,
Nagpur
Dt: 2023

Mr. Haribhau
Motghare

Temporary Peon at
CCoEW, Nagpur
Dt: 25" July 2022

Permanent Peon at CCoEW, Nagpur
Dt: 18" July 2023

Mr. Shailesh
Meshram

Temporary Peon at
CCoEW, Nagpur
Dt: 25™ July 2022

Permanent Peon at CCoEW, Nagpur
Dt: 18" July 2023

Smt. Pratibha
Sathavane

Temporary Peon at
CCoEW, Nagpur
Dt: 25" July 2022

Permanent Peon at CCoEW, Nagpur
Dt: 18™ July 2023

Tel. No. : 9657667030

E-mail : office@cumminscollege.edu.in,

website : www.cumminscollege.edu.in

Mouje Sukli (Gupchup), Hingna, Nagpur-441110

Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's
Cummins College of Engineering for Women
Hingna, Nagpur-441110.
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Appointment Orders
of the Employees

Elevated to Higher Posts/ Ranks
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Estd : 1896 ’
Founder : Maharshi Dhondo Keshav Karve

MAHARSHI KARVE STREE-SHIKSHAN SAMSTHA

(Formerly Hingne-Stree Shikshan Samstha)

Ref No. MKSSS/HO/749/2013 | | | Date: 15.06.2013

To,

Mr. Mithun Ragenwar

66, Gondwana Nagar,Beltarodi Rd.
Somalwada, Nagpur 15

Subject _: Reaarding Permanent Appointment as ‘Junior Clerk’
Reference: L’iﬁz‘ AC Meeting dated 03.06.2013

Shri Mithun Rageﬁwar,

You have completed your Probationary Period. Management is pleased to confirm you as ‘Junior
Clerk’ with effect from 15.07.2013 at Maharshi Karve Stree-Shikshan Samstha’s Cummins
College of Engineering for Women, Hingna, Nagpur 4411 10. You will be paid Salary in the Pay
Scale of Rs. 5200-20200 Grade Pay 1900 besides other allowances if any, as admissible to other
regular employees. '

The terms and conditions of your employment will be as follows:

01) Notwithstanding the pay scale given above, annual increment will be based upon and
granted on your satisfactory and diligent discharge of duties. Annual increment may be
withheld at the discretion of the Management, in case your work is not found up to the
satisfaction. '

02) You will work within the frame-work of organizational structure, policies and directions as
may be given to you by the Management from time to time. You will have to do extra work
Curricular. But you will have to take prior permission for such a work of other Institutions.

03) You will be a whole-time employee of the Samstha and will not undertake any other
business work either on payment or otherwise. You will not appear for any examination or
test without prior permission of the Management, in writing.

04) You may be transferred to any Section, Department, Unit or Branch in India either existing
or to the one which may come into existence in future.

05) You will not give to anyone, in any manner, particulars or details of any of the research
process, or of administrative and/or organizational matter of confidential nature, to which
you come across during the course of your employment with the Management.

06) Your appointment and continuation in the employment will always be subject to your
remaining physically and mentally fit and capable and alert. The Management may send
you for medical check-up/examination to any Doctor/Registered Medical Practitioner at any
time during the course of employment. The decision of the doctor in this behalf shall be
final and binding upon you. -

.2
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07)  Your appointment may be terminated by the Management without assigning any reason,
after giving three months notice or payment of three month's salary in lieu thereof.
Similarly, you will be required to give three months notice or three month's salary before
leaving the service. The Management has right to adjust this amount and other dues from
your full and final payment. . :

08) Your address as given in your application to employment will be deemed to be correct for

 the purpose of sending any communication to you. In case of any change in your address,
you will inform the Management about the same in writing within 3 days.

09) Your absence for a continuous period of 8 days (including absence when leave though
applied for but not granted) or overstay for a period of 8 days after expiry of leave, will
entail loss of your lien on the job and your services shall automatically come to an end
without any notice or intimation to you by the Management. The Management will presume
that you have abandoned the employment on your own accord and you shall be liable to
give three month's salary in lieu of notice for abandoning the service in such a manner.

10) Sanction of earned and privilege leave will depend upon the exigencies of work and shall be
at the discretion of the Management. For getting such leave it shall be your duty to apply in
advance and seek prior permission for such leave. Similarly, for extension of leave, an
application will have to be given in writing well before the expiry of the leave originally
sanctioned. While submitting such application for leave, you will have to state the reasons
for extending leave, along with your full address during the leave period. In case it is found
at any time that the reasons stated for leave were false, you will be liable for
discharge/dismissal from service. ,

11) Sanction of sick leave will be subject to the production of Sickness Certificate of a Doctor
form Govt. or a duly qualified Medical Practioner, acceptable to the Management. Proper
leave application must be submitted immediately upon falling sick together with Medical
Certificate. On returning from sick leave, if it is found that you are not medically fit, you
will not be allowed to resume duties until you are completely recovered from sickness. You
will have to produce a certificate of fitness from the medical practitioner, acceptable to the
Management. _ ‘

12) You will abide by verified Standing Orders, Rules & Regulations Conditions of Services as

applicable from time to time governing the conduct and disciplinary matters pertaining to
the employees of the Management.

W"’
(
Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's

Cumming College of Engineering for Women
Hingna, Nagpur-441110.




13) In case any misconduct is alleged against you, the Management at any time, when so
considered necessary, may suspend you without payment of any allowance or wages during
the period of suspension. (Or you may be entitled to suspension/subsistence allowance). In
case, after enquiry, you are exonerated of the charges, you will be paid full salary for such
suspension period.

14) You will retire on attaining the age of 58 years or earlier if found unfit.

15) If any letter of confirmation as a regular employee is issued to you earlier for the post
mentioned above, the same will be treated as cancelled.

This letter is being sent to you in duplicate. Please return one copy duly signed by you as a token
of acceptance of the above terms and conditions.

Secretary rinefpal
Maharshi Karve Stree Shikshan Samstha MKSSS’s Cummins College of Engineering
Karvenagar, Pune 411052 for Women, Hingna Nagpur

(CondiHion
AfcevW\ pdh Ko

W
4
Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's

Cumming College of Engineering for Women
Hingna, Nagpur-441110.




MAHARSHI KARVE STREE SHIKSHAN SAMSTHA
(Ari Institution Exclusively for Women'’s Education)
Estd: 1896 / Founder: Bharatratna Maharshi Dhondo Keshav Karve
Registered under Societies Act, 1860 and Bombay Public Trust Act, 1950

Ref.No. 5 42/ 202222 . Date : 31.05.2022

To,

Mr. Mithun Ragenwar
Assistant Administrative Officer
Cummins College of Engineering for Women,_ €3
Nagpur. : s

L |
fr Probationary Beriod on 31/Q
_ Managem t is pleased t
ve from 01/06/20 t‘@é«?@g‘i ‘
.e g for Women, Sukli, Hingna,‘Nagpur.
the Pay Scale of Rs.9300-34800 Grade P 00 besides o
The terms and conditions 0 r employ. as :
01. Notwithstanding t ?fm' n,above; anngalintfement wi
on your satisfact nd diligent disc :f of dyt 43 Annual increfent may be withheld at the
discretion of the Mahagement, ig.cas& yotir work isngt.found up to the'satisfaction.
02. You will work withid theframe-work.of.otganizati ‘ ies and directions as may
be given to youlbyithe Management«jrom. ‘have to do extra work
Curricular. But yotwillhave to take pfioFPermissio other Institutions.
03. You will be a whole ﬁ ‘Saimistha and v “updertake any other business
work either on payment«qg ot Fwise. You ?\m examination or test without
- . prior permission of the Management, in writing.
\_, . 04. Youmay be transferred to any:Section, Department, Unit or ra;u;h in India either existing or to
the one which may come @ existenc Utureld Ly £ k.

05. You will not give to anyone, in any manner, pértic dlars or details of any of the research process,
or of administrative and/or organizationalyma rqg nfidential nature, to which you come
across during the course of you?é%mraoamiﬂwit x’anagement. , -

06. Your appointment and continuation in the employment will always be subject to your
remaining physically and mentally fit and capable and alert. The Management may send you for

- medical check-up/examination to any Doctor/Registered Medical Practitioner at any time
during the course of employment. The decision of the doctor in this behalf shall be final and
binding upon you.

07. Your appointment may be terminated by the Management without assigning any reason, after
giving three months’ notice or payment of three month's salary in lieu thereof. Similarly, you

. will be required to give three months’ notige or three month's salary before leaving the service.
The Management has right to adjust this amount and other dues from your full and final
payment. '
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2o Mr. Mithun Rahenwar
. Asstt. Administrative Officer

08. Your address as given in your application to employment will be deemed to be correct for the
purpose of sending any communication to you. In case of any change in your address, you will
inform the Management about the same in writing within 3 days.

09. Your absence fora continuous period of 8 days (including absence when leave though applied
for but not granted) or overstay for a period of 8 days after expiry of leave, will entail loss of .
your lien on the job and your services shall automatically come to an end without any notice or
intimation to you by the Management. The Management will presume that you have
abandoned the employment on your own accord and you shall be liable to give three month's
salary in lieu of notice for abandoning the service in such a manner. .

10. Sanction of earned and privilege leave will depend upon the exigencies of work and shall be at
the discretion of the Management. For getting such leave it shall be your duty to apply in
advance and seek prior permission for such leave. Similarly, for extension of leave, an
application will have to be given in writing well before the expiry of the leave ~originally
sanctioned. While submitting such application for leave, you will have to state the reasons for
extending leave, along with your full address during the leave period. In case it is found at any
time that the reasons stated for leave were false, you will be liable for discharge/dismissal from

(»") ~ service. L :

e 11. Sanction of sick leave will be subject to the production of sickness Certificate of a Doctor from
Govt. or a duly qualified Medical Practioner, acceptable to the Management. Proper leave
“application must be submitted immediately upon falling sick together with Medical Certificate. '
On returning from sick leave, if it is found that you-are not medically fit, you will not be allowed
to resume duties until you are completely recovered from sickness. You will have to produce a
certificate of fitness from the medical practitio'ner, acceptable to the Management.

12. You will abide by verified standing Orders, Rules & Regulations Conditions of Services as

- applicable from time to time governing the conduct and disciplinary matters pertaining to
Maharashtra Public Universities Act, 2016, statutes, code of Conduct, Ordinances and Rules
and Regulations laid down by the RSTMU Nagpur, State Government and Samstha Rules from
time to time.

13. In case any misconduct is alleged against you, the Management at any time, when so
considered necessary, may suspend you without payment of any allowance or wages during

_the period of suspension. (Or you may be entitled to suspension/subsistence allowance). In
case, after enquiry, you are exonerated of the charges, you will be paid full salary for such
suspension period. N

14. As per existing Govt. & Samshta Rules you will retire on attaining the age of 58 years or earlier
if found unfit. In future if age of superannuation is changed you will retire as per changed
superannuation age. . ’ '

15. If any letter of confirmation as a regular employee, is issued to you earlier for the post
mentioned above, the same will be treated as cancelled.

16. During the process of pay fixation, the correction in Pay-scale if any, observed or raised through
any source, it shall be apprepriately corrected, resulting in to recovery if any. You shall have no
objection for the same. ' :

This letter is being sent to you in duplicate. Please return one copy duly signed by you as a token of
acceptance of the above terms and conditions.

Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's
Cummins College of Engineering for Women
Hingna, Nagpur-441110.




. Estd : 1896
Founder : Maharshi Dhondo Keshav Karve

MAHARSHI KARVE STREE-SHIKSHAN SAMSTHA

(Formerly Hingne-Stree Shikshan Samstha)

RefNo. MKSSS] HO /7452013 Date: 15.06.2013

To,
Mr. Alankar Joshi
> Opp. Munje Sabhagruh,
- Ayachit Mandir Rd. Nagpur

_ L §ubiect : Regarding Permanent Appointment as ‘Junior Clerk’
+  Reference: LMC Meeting dated 03.06.2013 '

Shri Alankar Joshi,

- You have completed your Probationary Period. Management is pleased to confirm you as ‘Junior
Clerk’ with effect from 04.08.2013 at Maharshi Karve Stree-Shikshan Samstha’s Cummins
College of Engineering for Women, Hingna, Nagpur 441110. You will be paid Salary in the Pay
Scale of Rs. 5200-20200 Grade Pay 1900 besides other allowances if any, as admissible to other
regular employees.

The terms and conditions of your employment will be as follows

01) Notwithstanding the pay scale given above, annual increment will be based upon and
granted on your satisfactory and diligent dlscharge of duties. Annual increment may be
withheld at the dlscretlon of the Management, in case your work is not found up to the
satisfaction.

02) You will work within the frame work of organizational structure, policies and directions as
may be. giverrto-you by the Management from time to time. You will have to do extra work

-~ urricular. But you will have to take prior permission for such a work of other Institutions.
- 03) You will be a whole-time employee of the Samstha and will not undertake any other
7 business work either on payment or otherwise. You will not appear for any examination or
test without prior permission of the Management, in writing.

04) You may be transferred to any Section, Department, Unit or Branch in India either existing
or to the one which may come into existence in future.

05) You will not give to anyone, in any manner, particulars or details of any of the research
process, or of administrative and/or organizational matter of confidential nature, to which
you come across during the course of your employment with the Management.

06) Your appointment and continuation in the employment will always be subject to your
remaining physically and mentally fit and capable and alert. The Management may send
you for medical check-up/examination to any Doctor/Registered Medical Practitioner at any
time during the course of employment. The decision of the doctor in this behalf shall be
final and binding upon you. B

Dr. Milind Khanapurkar
Principal

oTEL, 020-25471967 25478975 @ Fax: 020-25474534
VENAGAR, PUNE 411 052. @ TEL. : 25431967 25468975 e FAX : 020-25444534 @ E-MAIL : mksssho@vsnl.net

@ Registered 'under Societies Registration Act, 1860 and Bombay Public Trusts Act, 1950.
o Donations to Samstha are exempted under Section 80G of the Income Tax Act, 1961
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07) Your appointment may be terminated by the Management without assigning any reason,
- after giving three months notice or paymént of three month's salary in lieu thereof.
Similarly, you will be required to give three months notice or three month's salary before
leaving the service. The Management has right to adjust this amount and other dues from

your full and final payment.

08) Your address as given in your application to employment will be deemed to be correct for
the purpose of sending any communication to you. In case of any change in your address,
you will inform the Management about the same in writing within 3 days.

09) Your absence for a continuous period of 8 days (including absence when leave though
applied for but not granted) or overstay for a period of 8 days after expiry of leave, will
entail loss of your lien on the job and your services shall automatically come to an end

P - without any notice or intimation to you by the Management. The Management will presume
(,v : that you have abandoned the employment on your own accord and you shall be liable to
par give three month's salary in lieu of notice for abandoning the service in such a manner.

10) Sanction of earned and privilege leave will depend upon the exigencies of work and shall be
at the discretion of the Management. For getting such leave it shall be your duty to apply in
advance and seek prior permission for such leave. Similarly, for extension of leave, an
application will have to be given in writing well before the expiry of the leave originally
sanctioned. While submitting such application for leave, you will have to state the reasons
for extending leave, along with your full address during the leave period. In case it is found
at any time that the reasons stated for leave were false, you will be liable for
discharge/dismissal from service.

11) Sanction of sick leave will be subject to the production of Sickness Certificate of a Doctor
form Govt. or a duly qualified Medical Practioner, acceptable to the Management. Proper
leave application must be submitted immediately upon falling sick together with Medical
Certificate. On returning from sick leave, if it is found that you are not medically fit, you
will not be allowed to resume duties until you are completely recovered from sickness. You

- will have to produce a certificate of fitness from the medical practitioner, acceptable to the
. Management.
(- 12) You will abide by verified Standing Orders, Rules & Regulations Conditions of Services as
applicable from time to time governing the conduct and disciplinary matters pertaining to
the employees of the Management.

Dr. Milind Khanapurkar
Principal
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13) In case any misconduct is alleged against you, the Management at any time, when so
considered necessary, may suspend you without payment of any allowance or wages during
the period of suspension. (Or you may be entitled to suspension/subsistence allowance). In
case, after enquiry, you are exonerated of the charges, you will be paid full salary for such
suspension period. ’

14) You will retire on attaining the age of 58 years or earlier if found unfit.

15) If any letter of confirmation as a regular employee is issued to you earlier for the post
mentioned above, the same will be treated as cancelled.

. This letter is being sent to you in duplicate. Please return one copy duly signed by you as a token
( of acceptance of the above terms and conditions.

0O ‘ ’
Seclta}y ringipal

Maharshi Karve Stree Shikshan Samstha MKSSS’s Cummins College of Engineering
Karvenagar, Pune 411052 for Women, Hingna Nagpur

Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's
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MAHARSHI KARVE STREE SHIKSHAN SAMSTHA _ g‘t.
' ( An Institution Exclusively for Women'’s Education) 7
Estd: 1896 / Founder: Bharatratna Maharshi Dhondo Keshav Karve
Registered under Societies Act, 1860 and Bombay Public Trust Act, 1950

 RefNo: 197#22-22 ) Date : 30" January 2023

- Mr. Alankar Joshi,
Junior Library Clerk,
Cummins College of Engineering for Women, Hingana,

Nagpur.

Sub @ Appointment for the post of Assistant Librarian
Reference — Centralized HRD Committee resolution dated 24™ January 2023

In response to the Samstha’s advertisement published in daily ‘Hitwada’, you had applied for
A ' the post of Assistant Librarian. With reference to the interviews conducted on 24" January,
L 2023, by Centralized HRD Committee and the decision taken in said Centralized HRD
~ Committee Meeting, we are pleased to inform you that you are appointed as Assistant
Librarian at Samstha’s Cummins College of Engineering for Women, Hingana, Nagpur from
1% February, 2023. You are appointed on Basic Salary Rs. 9300/- and the Pay Scale of
Rs.9300-34800 Grade Pay 4200.
Subject to the following conditions —

1. Your appointment to the post of Assistant Librarian will be on probation for one year i. e.
from 01.02.2023 to 31.01.2024 and the decision about confirmation on this post will be
taken after evaluating your performance during this period. _

2. You have been appointed as Assistant Librarian, Cummins College of Engineering for
Women, Hingana, Nagpur as per the decision taken in Samstha's Centralized HRD
Committee Meeting held on 24.01.2023.

3 You will report to the Principal.

4. Your detailed Job Description for the post of Librarian is as follows
A Filing (Accessioning) books & Reading material based on their location in the library or

library system -

B Maintaining databases by adding new materials and updating information as needed

C Providing reference services to students by answering questions about library
resources, procedures, and policies :

D Arranging books to their proper locations using computerized circulation systems
which track books issue and returns

E Processing the purchase of new books into the library and adding them to the
Accession Register and making sure they are available for use by students

F Assisting students by answering reference questions in person or by phone or email as

pirvgg,ed
el

\Lw%)’
Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's

Cumming College of Engineering for Women
Hingna, Nagpur-441110.

Maharshi Karve Bhavan, 2nd Floor, Karve Nagar, Pune-411052, Maharashtra, India Tel; : +91 20 25313000, 25313200
* E-Mail: administrator@maharshikarve.org | Website: www.maharshikarve.ac.in
® Donation to Institution are exempted under Section 80-G of the Income Tax Act, 1961




Mr. Alankar Joshi

G Preparing library materials for use by patrons by processing interlibrary loan requests
or copying documents : - ‘
H Explaining library policies and procedures to students and users . oo
1 Performing administrative duties such as ordering supplies, keeping records of library
related matters, and filing paperwork : o
J Arranging various functions and competitions for students to increase the awareness

about use of library facility and its benefits.

5 Your performance will be evaluated based on this job description and the decision about
your confirmation will be taken accordingly.

6 All the other terms and conditions of your employment, as mentioned in your earlier
Appointment Order and Confirmation Order shall remain unchanged.

Forwarded through Principal
Copy to -

1. Principal, Cummins College of Engineering for Women, Hingana, Nagpur

N_/"’.L
Dr. Milind Khanapurkar
Princlpal
Maharshi Karve Stree Shikshan Sanstha's

- Cumming College of Engineering for Women
. Hingna, Nagpur-441110.
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Ref No: 49.7]23- aLy _ Date : 12 June 2023

Mr. Vishal Kulkarni,

Junior Clerk,

Maharshi Karve Stree Samstha’s Girls Hostel,
Hingana, Nagpur.

Sub : Appointment for the post of Junior Accountant
Reference — Interview by Local Managing Committee dated 7™ June 2023

In response to the Samstha’s advertisement published in daily ‘Hitwada’, you had applied for
the post of Junior Accountant. With reference to the wiitten exam conducted and interviews
conducted on 7™ June, 2023, by Local Managing Committee and as per the decision taken in
Centralized HRD Committee Meeting, we are pleased to inforim you that you are. appointed
as Junior Accountant at Samstha’s Cummins College of Engineering'for Women, Hingana,
Nagpur from 12 June, 2023. You are appointed on Basic Salary Rs. 8860/- and the Pay
Scale of Rs.5200-20200 Grade Pay 2400. Your basic salary will be revised as per Samstha’s
rules wef 1% July 2023. As per Samstha’s practices, you shall submit “Vikalpa” for the same.
Your appointment will be subject to the following conditions —

1. Your appointment to the post Junior Accountant will be on probation for one year i. €.
from 12.06.2023 to 11.06.2024 and the decision about confirmation on this post will be
taken after evaluating your performance during this period.

2. You have been appointed as Junior Accountant, Cummins College of Engineering for
Women, Hingana, Nagpur as per the decision taken in LMC meeting dated 7™ June 2023
and CHRD meeting

3 You will report to the Principal. A

4. Your detailed Job Description for the post of Junior Accountant is as follows

A Handling of Cash and bank vouchers.

B Day to day entries in Tally.

C File maintenance for different accounts head.

D Analyze financial information and assist in preparing various reports related to Accounts.

E Coordinate with Accounts and unit's staff to prepare budgets.

F Ensure compliance with Samstha’s guidelines and procedures, and statutory regulations.

7 Resolve account payable and receivable issues or queries.

G Accurately perform daily recondiliations of cash, check and credit card transactions, and
tally and file invoices.

H Comply with Generally Accepted Accounting Principles (GAAP) for financial statements.

I Assist in financial and tax audits, and general ledger preparation.




12™ June 2023
Mr Vishal Kulkarni
Junior Accountant

J Prepare income tax returns and Samstha’s reporting requirements.
K Develop monthly financial statements that include cash flow, profit and loss statements,
and balance sheets.

L Update MIS as per instructions from superiors.

5 Your performance will be evaluated based on this job description and the decision about

~ your confirmation will be taken accordingly.

6 All the other terms and conditions of your employment, as mentioned in your earlier
Appointment Order and Confirmation Order shall remain unchanged.

Forwarded through Principal
Copy to —

1. Principal, Cummins College of Engineering for Women, Hingana, Nagpur

W)"
/
Dr. Milind Khanapurkar
Principal
Maharshi Karvo Stree Shikshan Sanstha's

Summing College of Engineering for Women
Hingna, Nagpur-441110.
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Ref No.: CCOEWNGP/366A/2022 ' Date: 16-07-2022

1o,

Mr. Prateek Sharma

Plot no. 13, Flat no. 3/6,

MIG Mahad Colony,

VIP road, Ramdaspeth, Nagpur

Sub.:- Appointment as a Technical Assistant
- Dear Sir,

We are pleased to. inform you that, you have been appointed as a Technical Assistant in
MKSSS’s Cummins College of Engineering for Women at Sukali (Gupchup) Tah. Hingna,
Dist. Nagpur. Your appointment will be on temporary basis and you will be paid a
consolidated salary of Rs. 15,500/- per month. Your appointment will be on following terms
& conditions.

1) Your appointment is on temporary basis for a period from 25-07-2022 to
24-07-2023.

2) You should submit the certified true copies of relevant testimonials such as Degree
certificate, Date of birth certificate, mark sheets, experience certificate, caste certificate,
change of name certificate (if any), etc. before joining your duties.

3) While joining the duties, you are required to produce two passport size photographs and

- relieving certificate from previous employer & last pay certificate (if any).

4) You shall undergo medical examination by the approved Medical Officer or by the Civil
Surgeon at the place of your duty, within three months from the date of joining the
duties. The appointment shall be provisional and conditional pending submission of
Medical certificate stating that you are free from any contagious diseases and that you
are physically fit for employment on the staff of the Samstha.

5) You required to give the correct mailing address as soon as you join the duties and any
change in the address given earliest should be communicated to the Secretary. It will be
presumed that any letter sent by registered post acknowledged duly signed by you.

6) You will not conduct or engage yourself in any other job paid full-time, part-time or
otherwise, during the continuance of your service, without the permission of the
competent authority / Management.

7V Your services are transferable to any other college/ institutions run by the Management.

Page - 1
Vi
Dr. Milind Khanapurkar

Principal

Cumming Colleg Women
Hingna, Nagpur-441110.

1en. o, : 9657667030 .
E-mail : office@cumminscollege.edu.in,
website : www.cumminscollege.edu.in

5"

ACCREDITED

= » 4



.

Ref. No. : CCOEWNGP/3 66A/2022 Date: 16-07-2022

Page — 2

Name :Mr. Prateek Sharma
Post: Technical Assistant

8) Your appointment may be terminated, at any time, by either side / party, giving one

~ month notice or one month’s pay in lieu period. _

9) If you are found absent continuously for more than thirty days without permission, your
services will stand terminated automatically. If your are found guilty of violation of any
terms and condition mentioned above, you will be liable for disciplinary action and
punishment decided by the management as provide for in the statutes. During period of
your service you shall not directly or indirectly do such thing which are subversive to the
interests of the Samstha.

10) You are requested to sign on the duplicate copy of this appointment order and to
communicate your acceptance to the Samstha within seven days from the date of receipt
of this order of appointment, failing which your appointment is liable to be cancelled.

11) The rules mentioned under Provident Fund Act 1952 and Employees Provident Fund Scheme
1952 will be applicable to you, provided, you are previously covered under EPF Act by your

previous employer, and your age is up to 55 years. You shall submit the necessary proofs about
PF membership such as PF slip or UAN Number immediately after joining. If you are not
covered under rules of EPF Act by your previous employer, you shall be treated as excluded
employee as per section 2(f) of the Employee’s Provident Fund Scheme 1952. You shall fill up
the Form no. 11 immediately after joining-accordingly.

ecretary o %

Maharshi Karve Stree Shikshan Samstha, MKSSS’s Cummins College of Engineering
Pune - 52 for women, Hingna, Nagpur

Dr. Milind Khanapurkar

Princlpal
Maharshi Karve Stree Shikshan Sanstha's
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f ‘RefNo: 1081 f22-273 ‘ ' Date : 31% January 2023

Mr. Prateek Sharma,
Lab Assistant,
Cummins College of Engineering for Women, Hingana,

Nagpur.

Sub : Appointment for the post of Assistant System administrator
Reference — Centralized HRD Committee resolution dated 24™ January 2023

(, In response to the Samstha’s advertisement published in daily ‘Hitwada’, you had applied for
the post of System Administrator. With reference to the interviews conducted on 24"
January, 2023, by Centralized HRD Committee and the decision taken in said Centralized
HRD Committee Meeting, we are pleased to inform you that you are appointed as Assistant
System Administrator at Samstha’s Cummins College of Engineering for Women, Hingana,
Nagpur from 1% February, 2023. You are appointed consolidated salary Rs. 25,000/~ p.m..
Subject to the following conditions — :

1. Your appointment to the post of Assistant System Administrator will be on probation for
one year i. e. from 01.02.2023 to 31.01.2024 and the decision about confirmation on this
post will be taken after evaluating your performance during this period.

2. You have been appointed as Assistant System Administrator, Cummins College of
Engineering for Women, Hingana, Nagpur as per the decision taken in Samstha's
Centralized HRD Committee Meeting held on 24.01.2023.

3 You will report to the Principal.

4. Your detailed Job Description for the post of Assistant System Administrator is as follows

A Maintenance, configuration, and reliable operation of computer systems, network
( servers, and virtualization. A

B Install and upgrade computer components and software, manage virtual servers, and

integrate automation processes. .

C Troubleshoot hardware and software errors by running diagnostics, documenting

problems and resolutions, prioritizing problems, and assessing impad of issues.

D Provide documentation and technical specifications to IT staff for planning and

implementing new or upgrades of IT infrastructure.

E Perform or delegate regular backup operations and implement appropriate processes

for data protection, disaster recovery, and failover procedures. '

Hingna, Nagpur-441110.




Mr. Prateék Sharma
Assistant System Administrator

F Lead desktop and helpdesk support efforts, making sure all desktop applications,
workstations, and related equipment problems are resolved in a timely manner.

G Responsible for capacity, storage planning, and database performance.
H Any other ac_tivity as and when instructed by superiors.

/ 5 Your performance will be evaluated based on this job description and the decision about

your confirmation will be taken accordingly.
6 All the other terms and conditions of your employment, as mentioned in your earlier

O Appointment Order shall remain unchanged.
Secreﬁ§ B

Forwarded through Principal
Copy to -

1. Principal, Cummins College of Engineering for Women, Hingana, Nagpur

” \Y\\v\\
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Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's

ummins College of Engineering for Women
Hingna, Nagpur-441110.
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Ref. No. : CCOEWNGP/287H/2023 Date: 06-06-2023

To,

Dr. Kan~han Vinod Adhau
26A, Pande Layout,
Khamala, Nagpur.

Sub.:- Appointment as an Assistant Professor (Adhoc)
Dear Madam,

We are pleased to inform you that, you have been appointed as an Assistant Professor in MKSSS’s
Cummins College of Engineering for Women at Sukali (Gupchup) Tah. Hingna, Dist. Nagpur on
ad-hoc basis in Electronics & Telecommunication Engineering Department. You will be paid a
Consolidated Salary Rs. 50,000/- per month. You are requested to join college from
08™ June, 2023. Your appointment will be on following terms & conditions.

1) Your appointment is on Ad-hoc basis for a period from 8" June, 2023 till the end of academic
year i.e. 31% May, 2024. '
2) You should submit the certified true copies of relevant testimonials such as Degree certificate,
Date of birth certificate, mark sheets, experience certificate, caste certificate, change of name
certificate (if any), etc. before joining your duties. While joining the duties, you are required to
® produce two passpo'rt size photographs, and relieving certificate from previous employer & last
pay certificate (if any).

3) You are requested to state the correct postal address as soon as you join the duties and any
change in the address given earlier, should be communicated to the Principal through Admin
office. '

4) You will not conduct or engage yourself in any private tuition or private coaching classes.

5) If you want to pursue any higher education you are required to take prior permission of the
competent authority of Samstha / College.

6) You will not engage yourself in any other job paid full-time, part-time or otherwise, during the
continuance of your service.

7) Your appointment may be terminated, at any time, by giving one month notice or one month
pay in lieu of required notice period. :
8) You may leave the job by resigning & giving one month’s notice to colleee ensuring of teaching

W
K
Dr. Milind Khanapurkar
Princlpal
Maharshi Karve Stree Shikshan Sanstha's

ummins College of Engineering for Women
Hingna, Nagpur-441110.
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Ref. No. : CCOEWNGP/287H/2023 Date: 06-06-2023

Page -2

Name : Dr. Kanchan Adhau
Post: Assistant Professor (Adhoc)

9) If you are found absent continuously for more than thirty days without permission, your

10)

11)

12)

services will stand terminated. You will be liable for disciplinary action ‘and punishment
decided by the Samstha in case of such absence.

You have to communicate your acceptance of this appointment to the college within seven days
from the date of receipt of this order of appointment, failing which your appointment will
treated as cancelled.

Kindly note that you may have to appear for an interview before University’s selection panel, as
per UGC rules if eligible. If you are not selected by the University Selection Panel then your
appointment may be terminated as stated in the condition at Sr. no. 1.

The rules mentioned under Provident Fund Act 1952 and Employees Provident Fund Scheme
1952 will be applicable to you, provided, you are previously covered under EPF Act by your
previcus employer, and your age is up to 55 years. You shall submit the necessary proofs about
PF membership such as PF slip or UAN Number immediately after joining. If you are not
covered under rules of EPF Act by your previous employer, you shall be treated as excluded
employee as per section 2(f) of the Employee’s Provident Fund Scheme 1952. You shall fill up
the Form no. 11 immediately after joining accordingly.

- N

: fetary Principal”™ *
Mabharshi Karve Stree Shikshan Samstha, MKSSS’s Cummins College of Engineering
Pune - 52 for women, Hingna, Nagpur

\aidiseh
s
Dr. Milind Khanapurkar
Princlpal
Maharshi Karve Stree Shikshan Sanstha's
Cummins College of Engineering for Women
Hingna, Nagpur-£41110.
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Ref. No.: CCOEWNGP/783/2023 Date: 30-10-2023

To,
Dr. Kanchan Wagh

Plot No. 26A, 201, Laxmisagar Apartment,
Pande Lay-out, Khamla Nagpur- 440025

o~ Sub.: - Appointment as a Associate Professor (Adhoc)
| Dear Madam,

We are pleased to inform you that, you have been appointed as a Associate Professor (Adhoc) in
MKSSS’s Cummins College of Engineering for Women at Sukali (Gupchup) Tah. Hingna, Dist.
Nagpur on ad-hoc basis in Electronics & Telecommunication Engineering Department. You
will be paid a Consolidated Salary Rs. 75,000/- per month. You are requested to join college
from 01-11-2023. Your appointment will be on the following terms & conditions.

1) Your appointment is on a temporary basis for a period from 01-11-2023 till the end of academic
year i.e. 31-05-2024.

2) You should submit the certified true copies of relevant testimonials such as Degree certificate,
Date of birth certificate, mark sheets, experience certificate, caste certificate, change of name
certificate (if any), etc. before joining your duties. While joining the duties, you are required
to produce two passport size photographs, and relieving certificate from previous employer &
last pay certificate (if any).

3) You are requested to state the correct postal address as soon as you join the duties and any
change in the address given earlier, should be communicated to the Principal through Admin
office.

4) You will not conduct or engage yourself in any private tuition or private coaching classes.

5) If you want to pursue any higher education you are required to take prior permission of the
competent authority of Samstha / College.

6) You will not engage yourself in any other job paid full-time, part-time or otherwise, during the
continuance of your service.

7) Your appointment may be terminated, at any time, by giving one month notice or one month
pay in lieu of required notice period.

8) You may leave the job by resigning & giving one month’s notice to college ensuring of

g session / tasks in your hand. W
‘ Page - 1 -t
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Ref. No.: CCOEWNGP/783/2023 . . Date: 30-10-2023
Page -2
Name: Dr. Kanchan Wagh
Post: Associate Professor (Adhoc)
@) 9) If you are found absent continuously for more than thirty days without permission, your

services will stand terminated. You will be liable for disciplinary action and punishment
decided by the Samstha in case of such absence.

10) You have to communicate your acceptance of this appointment to the college within seven
days from the date of receipt of this order of appointment, failing which your appointment will
treated as cancelled.

11) Kindly note that you may have to appear for an interview before University’s selection panel,
as per UGC rules if eligible. If you are not selected by the University Selection Panel then your
appointment may be terminated as stated in the condition at Sr. no. 1.

12) The rules mentioned under Provident Fund Act 1952 and Employees Provident Fund Scheme
1952 will be applicable to you, provided, you are previously covered under EPF Act by your
previous employer, and your age is up to 55 years. You shall submit the necessary proofs about
PF membership such as PF slip or UAN Number immediately after joining. If you are not
covered under rules of EPF Act by your previous employer, you shall be treated as excluded

i employee as per section 2(f) of the Employee’s Provident Fund Scheme 1952. You shall fill up
the Form no. 11 immediately after joining accordingly.

N

o

ecretary Principal™ -
Maharshi Karve Stree Shikshan Samstha, Maharshi Karve Stree Shikshan Samstha’s
Pune-52 . Cummins College of Engg. For Women
Hingna, Nagpur

Dr. Milind Khanapurkar
Principal

Maharshi Karve Stree Shikshan Sanstha's
of Engi g for Women
Hingna, Nagpur-441110.




Estd : 1896
Founder : Maharshi Dhondo Keshav Karve

MAHARSHI KARVE STREE-SHIKSHAN SAMSTHA
(Formerly Hingne-Stree Shllﬁt}an &ng}ﬁ a

To,
Mr. Hauslal B. Yede
Plot No. 67,
Bhakre Layout,
Near Ganesh Nagar,
Dhaba Wadi,
Nagpur 23

© Subject: Appointment order for the post of Wireman.
Mr. Hauslal B Yede,
In response to our advertisement in daily 01.05.2010 you had applied for the post of
Wireman and you were interviewed on 05.05.2010 for the above post by the
Samstha's Selection Committee.
We are pleased to inform you that, you are appointed as Wiremen in Maharshi Karve
Stree-Shikshan Samstha’s Cummins ege of Engineering for Women, Hingna,
Nagpur with a consolidated salary Rs‘./sg(.)rw- per month w.e.f.15.07.2010 or the date
of your joining. Your appointment is subject to the following terms 2nd condition.
1. Your appointment is purely on temporary basis for the period 15.07.2010 to
14.07.2011 i.e. 1 year and your services stand terminated at the end of this period,
without any notice.

A~ i 2. You have to submit the certified true copies of relevant testimonials such as birth

date certificate, mark sheets, experience certificate, discharge/relieving certificate,
last pay certificate, caste certificate, changes of name certificate (if any) etc. before
joining your duties.
3. You will be allowed to join the duties on producing of

* Two passport size photographs.

* Relieving certificate from previous employer (if any)
4. You shall undergo medical examination by the approved Medical Officer or by the
Civil Surgeon at the place of your duty, within three months from the date of joining
the duties. The appointment shall be provisional and conditional pending submission
of Medical Certificate stating that you are free from any contagious diseases and that
you are physically fit for employment on the staff of the Samstha.

contd...

Dr. Milind Khanapurkar

Principal
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@ Donations to Samstha are exempted under Section 80G of the Income Tax Act, 1961



contd.. 2

5. You are required to give the correct mailing address as soon as you join the duties
and any change in the address given earlier should be communicated to the
Secretary. It will be presumed that any letter sent by registered post acknowledged
due (RPAD) on the address given, shall be deemed to have been acknowledged duly
signed by you.
6. You will not engage yourself in any other job paid full-time, part-time, or
otherwise, during the continuance of your service, without the permission of the
‘ competent authority /Management.

(”“)’ 7. Your services are transferable to any other colleges/institution run by the
management.
8. Your appointment may be terminated, at any time, by either side/party, by giving
one month's notice or one month's pay in lieu of notice period.
9. If you are found absent continuously for more than thirty days without permission,
your services will stand terminated automatically. If you are found guilty of violation
of any terms and conditions mentioned above, you will be liable for disciplinary
action and punishment decided by the management as provided for in the statutes.
During the period of your service you shall not directly or indirectly do such things
which are subversive to the interests of the Samstha.
10. You are requested to sign on the duplicate copy of this appointment order and to
communicate your acceptance to the Samstha within seven days from the date of
receipt of this order of appointment, failing which your appointment is liable to be

cancelled.
»
ool
Chairman Secretary
Maharshi Karve Stree Shikshan Samstha  Maharshi Karve Stree Shikshar Samstha
Nagpur Prakalp Pune

T acceeted  Lule Qegulekim . ondifim

Dr. Milind Kh-anapnrhr
Prin

of Engineering
Hingna, Nagpur-441110.




et o o Fovgror s, s ot

ST, . €(9,i/o?7 A, - f& ¢ AFAR0N
e, |
i arfimifer nfeeT welaeed, |

oy yrefasiear e . Q?oﬁ?oqzwmmmmﬁaﬁmm
mwﬁmﬁmmmwmmﬁuﬁaﬁwﬁ R
FirFIaY, Q038 AT WU WAk T4l S, |

T T Gl S wmﬁav@ﬁmaa@aaﬁﬁémﬁm
wmwwmmmﬁmmwm@ﬁmmwaﬂm&%mﬂﬁoz
S Y048 UG RAIa ST STk GReTe Sheid @ TR T WA ST 4Roo-R0%00 HE
% 300 1 SeFviidier g ¥ WA AT T A LRo0-30300 WE F o0 HUAR A W
S A |

aﬁam%mmﬁﬁamwﬁa@%ﬁmz

WL
/
Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's

Cummins College of Engineering for Women
Hingna, Nagpur-441110.

oN



« 3ﬁﬁ q—z- W\”

Estd : 1896
Eounder : Maharshi Dhondo Keshav Karve

MAHARSHI KARVE STREE-SHIKSHAN SAMSTHA

(Formerly Hingne-Stree Shikshan Samstha)

0. (524 Date: 21.10.2010

To,

Mr. Ashish Ganesh Chokhare

Plot No. 9, Sahakarya Nagar,

Near gajanan Nagar, Wardha Road,
Nagpur 15

Subject: Regarding Permanent Appointment as a Junior Clerk.

Reference: Centralized H.R.D. Committee Meeting dt. 06" October, 2009.

Dear Asbnd,

You have completed your Probationary Period. Management is pleased to confirm you as
Junior Clerk with effect from 10.10.2009 at MKSSS’s Construction Department, Hingna, Nagpur
441110. You will be paid Salary in the Pay Scale of Rs.5830-20200 Grade Pay 1900 besides other
allowances if any, as admissible to other regular employees.

The terms and conditions of your employment will be as follows:

01) Notwithstanding the pay scale given above, annual increment will be based upon and
granted on your satisfactory and diligent discharge of duties. Annual increment may be
withheld at the discretion of the Management, in case your work is not found upto the
satisfaction.

02) You will work within the frame-work of organizational structure, policies and directions as
may be given to you by the Management from time to time. You will have to do extra work
Curricular. But you will have to take prior permission for such a work of other Institutions.

03) You will be a whole-time employee of the Samstha and will not undertake any other
business work either on payment or otherwise. You will not appear for any examination or
test without prior permission of the Management, in writing.

04) You may be transferred to any Section, Department, Unit or Branch in India either existing
or to the one which may come into existence in future.

' W
K
Dr. Milind Khanapurkar
Princlpal
Maharshi Karve Stree Shikshan Sanstha's
Cumming College of Engineering for Women

Hingna, Nagpur-441110.




05) You will not give to anyone, in any manner, particulars or details of any of the research
7 process, or of administrative and/or organizational matter of confidential nature, to which
' you come across during the course of your employment with the Management.

06) Your appointment and continuation in the employment will always be subject to your
remaining physically and mentally fit and capable and alert. The Management may send
you for medical check-up/examination to any Doctor/Registered Medical Practitioner at
any time during the course of employment. The decision of the doctor in this behalf shall
be final and binding upon you.

07) Your appointment may be terminated by the Management without assigning any reason,
- after giving three month's notice or payment of three month's salary in lieu thereof.
Similarly, you will be required to give three month's notice or three month's salary before
leaving the service. The Management has right to adjust this amount and other dues from
your full and final payment.

08) Your address as given in your application to employment will be deemed to be correct for
the purpose of sending any communication to you. In case of any change in your address,
¢ you will inform the Management about the same in writing within 3 days.

09) Your absence for a continuous period of 8 days (including absence when leave though
applied for but not granted) or overstay for a period of 8 days after expiry of leave, will
entail loss of your lien on the job and your services shall automatically come to an end
without any notice or intimation to you by the Management. The Management will
presume that you have abandoned the employment on your own accord and you shall be
liable to give three month's salary in lieu of notice for abandoning the service in such a
manner.

10) Sanction of earned and privilege leave will depend upon the exigencies of work and shall
be at the discretion of the Management. For getting such leave it shall be your duty to
apply in advance and seek prior permission for such leave. Similarly, for extension of leave,
an application will have to be given in writing well before the expiry of the leave originally
sanctioned. While submitting such application for leave, you will have to state the reasons
for extending leave, along with your full address during the leave period. In case it is found
at any time that the reasons stated for leave were false, you will be liable for
discharge/dismissal from service.

11) Sanction of sick leave will be subject to the production of Sickness Certificate of a Doctor
form Govt. or a duly qualified Medical Practioner, acceptabie to the Management. Proper
leave application must be submitted immediately upon falling sick together with Medical

2 \Qu*"‘"»
/
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Certificate. On returning from sick leave, if it is found that you are not medically fit, you
will not be allowed to resume duties until you are completely recovered from sickness. You
will have to produce a certificate of fitness from the medical practitioner, acceptable to
the Management.

12) You will abide by verified Standing Orders, Rules & Regulations Conditions of Services as
applicable from time to time governing the conduct and disciplinary matters pertaining to
the employees of the Management.

13) In case any misconduct is alleged against you, the Management at any time, when so
considered necessary, may suspend you without payment of any allowance or wages
during the period of suspension. (Or you may be entitled to suspension/subsistence
allowance). In case, after enquiry, you are exonerated of the charges, you will be paid full
salary for such suspension period.

14) You will retire on attaining the age of 58 years or earlier if found unfit.

15) If any letter of confirmation as a regular employee is issued to you earlier for the post
mentioned above, the same will be treated as cancelled.

This letter is being sent to you in duplicate. Please return one copy duly signed by you as a
token of acceptance of the above terms and conditions.

~. ﬁ& [
—_—
Secre Chairm@n

Maharshi Karve Stree Shikshan Samstha Maharshi Karve Stree Shikshan Samstha’s
Karvenagar, Pune Nargundkar Shaikshanik Prakalp, Nagpur
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Ref No: Ha@:'-z.:l. 23 | Date : 1% November 2002

Cummins College of Engineering for Women, Hingana,

Nagpur,

Sub : Appointment for e post of Assistant Administrative Officer | :

Reference — Managing Committes Meeting resolution dated 21¥ October 2022

In respanse to the Samstha’s ise ent Bubl-s?\ed??li“daﬂy *Hitwada’, you had applied for

the post of Assistant Administrative Officer, With reference to the written exam conducted
on 20" September 2023§%m ‘the Interviews conducted on 12" October, 2022, Centralized
HRD Committee through'its meeting dated 20™ October 2022, recommended to Managing

Committee Meeting dated 217 October 2022 regarding your appointment. With reference to
the decision taken in said Managing Committee Meeting, we are pleased to inform you that i

you are appointed ‘as Assistant Administrative Qfficer at Samstha's Sitabal Nargundkar

College of Nursing. Education, Hingana, Nagpur from 12 November, 2022: You are appointed

on Basic Salary Rs.10610/- and the Pay Scale of Rs:9300-34800 Grade Pay 4200.
Subject to the following conditions — :

A e Lt e

1. Your appointment to the post of Assi§tant Administrative Officer will be on probation for
one year i, e, from 01:11.2022 t0 31.10.2023 and the decision about confirmation on i
this post will be take after evaluating your performance during this period.

2. You have been appainted as Assistant Administrative Officer, Sitabai Nargundkar College
of Nursing, Hingana,™Nagpuras. ‘per the, dedsion” taken In Samstha's Managing
Committee Meeting held on 211020288 o -
3 You will report to the Principal. e AT B
4. Your detailed Job Description for the post of Assistant Administrative Officer Is as follows
A Correspondence with AICTE, DTE, University and government offices and complying with
their requirements
8 Monitoring of student’s admissions and counseling of students / parents
C Update and maintain personal files and records of teaching and non-teaching employees
D Roster preparation as per Government rules and approval process, Recruitment activity,
Preparing proposals for Teachers approval and submission Lo University
E Keeping track about Appointment Orders of teaching, non-teaching employees
F Monitoring Scholarship activity of students ~ Le. from on line forms filing up to
submission to Samaj Kalyan office with necessary documents and maintaining records and

follow-up with Samaj Kalyan office for approval of Scholarship, giving Bimely report to

Principal, and Head Office personnel
N/'TL

Dr. Milind Khanapurkar
Principal

Maharshi Karve Stree Shikshan Sanstha's

Cumming College of Engineering for Women
Hingna, Nagpur-441110.
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Mr. Ashish Chokhare
Assistant Administrative Officer

G Purchasing activity as per guidelines of Samstha.

H Updating and maintaining service books of teaching and non-teaching employees and

Students Register.

1 Training and guiding the junior employees for completion of given tasks

] Planning and organizing various meetings with necessary preparations, and maintaining
records ; ‘ ;

K Coordination with Head office for varlous activities as per need,

L Carrying out exam related activity in coordination with Teaching Staff.

M Monitoring Accounts related activities as per Head Office guideline and coordinating for
Accounts Finalization, Statutory Audits and its compliance.

N Monitoring General{Admlnis’craﬁon, Hospitality Management, Infrastructure arrangements
for various meetings and functions.

O Monitoring activities related to University affiliation process, Eligibility etc.

P Any other activity as and when instructed by superiors.

5 Your performance will be evaluated based on this job description and the decision about
your confirmation will be taken accordingly.

6 All the other terms and conditions of your employment, 2s mentioned in your earfier
_Appointment Order and Confirmation Order shall remain unchangedg

I

- .

-

Forwarded through Principal
Copy 10 ~

1. Principal, cummins College of Engineering for Women, Hingana, Nagpur

2. Principal, Sitabai Nargundkar College of Nursing Education, Hingana, Nagpur.

- %
Dr. Milind Khanapurkar
Principal
Maharshi Karve Stree Shikshan Sanstha's

Cummins College of Engineering for Women
Hingna, Nagpur-441110.
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