Duties and Responsibilities of Assistant Engineer

The duties and responsibilities of Sub-divisional Officer/Assistant Engineers are as follows :-

1. He/She is overall incharge of the Sub-division or Branch of an office of the Department.

2. He/She should exercise control over his all Sub-divisional staff and employees working under him.

3. He/She should advise his subordinate in Technical as well as Accounts matter of the Department.

4. He/She will carryout periodical check/test/inspection of all the relevant records of his sub-division and shall communicate to his/her superiors.

5. He/She shall personally see that all the progress report/returns of the statement with regards to materials, inspection, test, surprise check are submitted to his superiors as prescribed under the relevant rules etc.

6. He/She shall prepare layout of the project and shall provide & explain the layout to the concerned person to avoid any confusion in the execution.

7. He/She should know the proper scrutiny of the scheme, estimation of the schemes, its formulation and execution.  He/She shall advise his subordinate officials to carryout of the work as per the rule to avoid any damage/danger.

8. He/She should be acquainted with the Head of account operated by the department and should see that no work is done /carried out which do not have sanction of his superiors.  The work which is orally asked to be carried out by his superiors may be subsequently confirmed in writing, to avoid any confusion at later stage.

9. He/She shall check the Measurement Book and should be in a position to advice his subordinates in this regard, wherever necessary.

10. The major fault either in Power House or T&D system shall be personally attended by him/her.

11. He/She shall see that the works are carried out by the staff are as per the provisions of the relevant rules.

12. He/She should be thorough with CCS Rules/CCS(C&A) Rules.  

13. He/She should be conversant with the GFR, Delegation of Financial Powers, Leave Rules, Electricity Act 2003, IE Rules, Factory Act, Industrial Act., Boiler Act Petroleum Act and Income Tax Act etc. 

14. He/she should know the IS specification of equipments/tools/plants required for T&D system/Power Plant and its connected works etc.

15. He/She should know the scrutiny of LTC claim/TA Bill.

16. He/She should be thorough with the Standing order of the Department and A&N Administration.

17. He/She should possess sound knowledge of the measuring equipments and their repair.

18. He/She shall carry out routine inspection of stores maintained by his subordinate officials and ensure that timely reports are furnished to his superiors.

19. He/She shall maintain a permanent record of failure of equipments & plants and cause of such failure to take remedial measures for efficient working of equipments and plants.

20. He/She should have sound knowledge of the Diesel Engine, Boiler, Alternator, Control & Relay Panels and other auxiliaries and accessories in the power plant, their operations, maintenance, importance and also the basic constructional details.

21. He/She shall maintain Asset Register upto date and its submission to the Divisional Office.

22. He/She shall arrange to furnish a list of all condemn/unserviceable  articles for write-off as per the rules.

23. He/She should also know Motor Vehicle Act and scrutinize maintenance of Log Books.

24. He/She shall see that the fairness, office decorum is maintained in the Sub-division office and ensures that his subordinates are doing the same.

25. In no circumstances he/she shall leak out the secrecy of the department related to any work and give details to any outsider.

26. He/She shall intimate to his superiors about the doubt of integrity of any of his/her subordinates.

27. He/She should know the various official procedures laid down by the Department from time to time.

28. He/She shall submit the annual details of estimate of work under his jurisdiction on 15th of September, every year for addition and inclusion in the Annual maintenance or Annual Plan.

29. He/She shall personally supervise over the expenditure as well as Non-Plan works and nothing should exceed estimated quantity/cost approved by the competent authority.

30. Proper safety of power plant and T&D system is the main responsibilities on him/her.   He/She shall waste no time rectify the fault/defect in the system and shall be fully responsible for safety precaution of the healthy execution of the system.

31. He/She shall inform for any untoward accident/loss of Govt. property or any observance of abnormality, to the concerned authority immediately and also report such information to the nearest Police Station for suitable action.

32. He/She shall carryout 25% check of the consumer premises every month for the effective supply, maintenance of Govt. property and their safety and he will record his inspection report and provide the consumer with the same with remarks of findings with initial and date.

33. Inspection of Machineries, T&D system and schedule of maintenance work is one of his/her prime duties.

34. To upkeep and maintain stores as per the store procedures and yardstick.  He/She will not allow any person to carry the materials unless authorized to do so.  No material to be sent to the work site unless proper gate pass/material work slip is issued from the store or by the concerned official.

35. Dismantled materials need to be accounted immediately and relevant records should be furnished to the superiors.

36. He/She should plan day to day work and shall conduct physical checks.  He/She should also to have surprise checks for the staff working and materials for its effective and discrepancy or fault need to be dealt as per the rules.

37. He/She should ensure upkeep all the special T&D articles in fit condition.

38. The workshop machinery and its proper operation/maintenance is also one of the main duties of the Assistant Engineer.

39. Growing plantation/garden in the vacant spaces near buildings in the premises of his/her jurisdiction need to be done.

40. He/She should personally see the revalidation of licences, testing, fire fighting equipments, first aid equipments and extension of validity period of any job in his/her jurisdiction.

41. He/She should have knowledge of REC specification in addition to such conventional specification & details of work for economizing in future for construction of T&D system.

42. Reduction in line losses/consumption in auxiliary and upto date maintenance of transformer, underground cable, DG set and other equipment must be ensured by him/her.

43. He/She should personally check consumer ledger and its updated portion of all relevant entries.  In no circumstance any person shall be allowed to tamper with the revenue records.

44. The Statistical figure of villages in his jurisdiction and no. of service connection category-wise and their connected load, the amount of security deposit and other charges as specified to be verified by him/her.  

45. All the consumers should have agreement with the department and the same shall be supplied/submitted to the Divisional Office on demand.

46. Whenever any electric connections is provided to a consumer, he/she shall ensure that the relevant provisions of the rules & Electricity Acts are adhered to and terms & conditions of providing electric supply is not over looked.

47. He/She has to coordinate among the working of the operational staff of Power House, T&D system.  The maintenance of staff duty roaster, watch & ward, maintenance & accounting of store, comes under the purview of the Assistant Engineer.

48. The Assistant Engineer incharge of Power House registered under Factories Act will be the Manager as per the said Act, has the responsibilities of Factory Manager.  Arrangement of leave to the staff, disbursement of salary and other administrative works within the sub-division is to be looked after by the Assistant Engineer.  He/She should know technical specifications of all the electrical/mechanical equipments to prepare supply orders and peruse for the timely procurement of various items.  

49. He shall arrange Muster Board survey whenever necessary.  Any discrepancy/shortage in receipt should be taken-up with the appropriate authorities.  The monthly balance sheet as prescribed need to be submitted by 10th of every month.

50. He/She should ensure the internal security of the men and Govt. property within his/her division. 

51. They are responsible for reporting and reviewing of Annual Confidential Report for the staff under his division every year.

