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I V 6Sg, Gen. ghubaneswar. ot. I Z. S . o E

luti9s g! stenographers working in I{eads of Departments and DishictLelel Offices.

The issue of prescribing a du{' chart of stenographem working in l-Ieads
of Departrnents anrl District Lerel offices was under cqnsideration of the Govemment
for sometime past' Accordingl-r' all Heads of DepartJents and all collectors lyere
requested to furnish list of duties performed by StenograDherc in t6ose offices.

Sub:

2. After raking into

offices. Gorernment hare been

Annexure-I and Annexure-Il for

Dstrict Lelel Offices.

ITESOI-I ITION

consideration the sugestions fumished b1, different
pleased to prescribe two separate lists of duties in
Stenographers working in Heads of Departments and

ORDER : ordered that this Resolution be published in the orissa Gazette and copies
thereof be forwarded to all Departments of Gor.ernment ./ all Heads of Departments / all
Dstrict Offices.

I3-v" order of the Governor
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special s""r"rLM6 Gor,ernmenr
rrf r



\{erno No.
Cop-v ibrwardecl to all Departments of Gor,'ernments / z\lL Heads of

I)eparlments / All District Offices for information and necessan'action.

Deputy S

]-!G€9- ,Gen ot - t ?.e 'o5

'r\ 66o /Gen..Dt., 13.5-Oq
Copy forwarded to Director, Printing Staticnery and Publication,

Orissa. Cuttack for information with a request to publish this resolution in the

Orissa Gazefte and suppt-v 300 copies to this Departmsnt for ofticial use.

Ivferrrc'No.

Deput-y Secretary to Government
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ANNEXURE - I

DUTIES OF STENOGRAPHERS WORKING IN HEADS OF DEPARTMENTS

l To take and transcribe dictations and to comply with the instructions of their

respective officers.

2. To send files passed by the concemed officer direct to the officer to whom

marked and to keep a note of the movement in the Movement Register.

3. To send necessary papers which have been seen by the concemed officer to the .

officers and Section Officer concemed.

4. To co-ordinate to collect materials / information from different sections / field

offices at the time of Assembly Session.

5. To keep up-to-date depetrhental manuals, codes and other books of reference

ready for the use ofthe officer.

6. To draw up the engagement list ofthe officer.

7. To co-ordinate with ihb Section / Branch to collect and put up the files and papers

required by the officer in time.

8. To attend the telephone / FAX Machine of the officer.

9. To prepare tour diary of the oflicer and send them to proper quarters.

10. To maintain and preserve CCRs.

I L To act as camp or confidential clerk.

12. To handle any other offrcial work as entrusted to him by the concemed officer.
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ANNEXURE - II

DUTIES OF STENOGRAPHERS WORK]NG IN DISTRICT LEVEL OFFICES

To take and transcribe dictations and to compry with the instructions of the
officers to whom attached.

To receive files marked to the officer and send them to proper quarter after
perusal of the officer keeping note of the movement of files in the Movement
Register.

To prepare month.ly tour diary ofthe officer and send it to proper quarter.

To prepare the tour particulars of the officer and send it to the Office
Establishment Section for necessary acdon.

To draw the engagement list ofthe officer.

To attend to the telephone calls ofthe officer.

To maintain a note for the joumey and other official engagement of the officer.

stationery articles and reference books for the use of the

l.

3.

4.

5.

6.

7.

8. To keep necessary

officer.

9.

t0.

lt.

To arrange interviews of outsiders with the officer.

To assist the officer in hearing ofgrievances of the public.

To receive a, confidentiar daks / seared covers and handover it to the ofticer towhom addressed.

12. To maintain and preserve CCRs.

13' To act as camp or confidentiar clerk and perform such other duties as may be
assigned to him by the officer depending upon the nature of work handled in theoffice.
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