Govt. College, Bahu (Jhajjar)
Annual Committee and Work Distribution

Session (2025-26)

“Memo No. q;&:%

ANNUAL DUTY LIST(2025-26)

Dated: 01/07/2025

The following committees have been constituted to assist the Principal in the day to day
fiunctioning and administration of the college. These duties come into force with immediate
eifect. Ex-Conveners/Officers, in Charge, if any are requested to hand over their charge to the
new incumbents within a week and report to and get counter signatures of the undersigned.

The conveners/Officers in charge of the committees should note down the names of the
members and assistants/associated with them. They are also directed to invite fresh quotations
for the items of work to be undertaken by them throughout theyear immediately.

Special Note:

1. No spot quotation will be managed unless it is pertinent in view of the situation. with
prior permission frem the Principal. In case of the emergency situation, the situation, the
on thr spet quotations shall be called under the supervision of the Principal.

2. Quotation inviting process must be completed as early as possible.

Sr. | Charges Name Designation | Signature

] Administrative Dr. Sunil Kumar Asst. Prof.

| Officer/DDO

2 Senior Tutor/Chief Dr. Mohan Kumar | Asst. Prof.
- Mentor/Chief Proctor/SP10O

3 Registrar Dr. Sukhvir Singh Asst. Prof.

4 Bursar Dr. Pankaj Asst. Prof.
[ 5 Placement, Dr. Mohan Kumar Asst. Prof. a
F Entrepreneurship and l
| Allied activities Incharge B
L6 Sports Incharge/ Sh. Kulbir Asst. Prof. ]

6 Oftice/Office Sh. Kulbir Singh Asst. Prof.
‘ Stafi/Outsourcing
‘ Staff/Electricity and
| Electricity Items Incharge | L
| 7 Steel & Wooden Furniture | Dr. Sukhvir Singh Asst. Prof.
and other Properties items 5/2«5/,
| (except electricity items) S - o ]
'8 WomenCell Dr. RBBI"IH __|Asst.Prof. | NeeW)— |
1 9 NSS, Sawachh Bharat M. Pooja Asst. Prof, o Sk
| Mission, EWYL/Outreach cd‘\ QLA
L] | Programme | . 0




10

a

12|

13

14

15

T\ Coordinator/Yoga ) ) ) )
Bus Pass, Bus Routes Sh. Sunil Kalkal Cund kv
‘ Absentee Record Ms. Monika Ext. Lect. Vorids
‘ Lesson Plans and Its Record | Dr. Ravinder Singh YQow W~
| Library Incharge Dr. Reena Asst. Prof. Reevs — |
| Treasury Messenger ' Sh. Sunil Kumar Clerk QA "
Sh. Jagdeep L.A. Jagolaep Kumat
(-eo raphy Lab Record Sh. Jagdee L.A. |
,,,,,, Maintain - Togplocp fepman)

I. College Council/College Reception Committee

i Dr. Sunil Kumar, DDO
ii. Dr. Mohan Kumar
iii. Dr. Reena

iv. Dr. Sukhvir Singh

2. Time Table, Work load and subject change committee

(Secretary)
(Member)
(Member) /5’7'-21

i Dr. Sukhvir Singh (Convener) (f
ii. Dr. Mohan Kumar (Member)
iii.  Dr. Pankaj (Member) ¥~
iv. Sh. Narender Kuma~ (Member) r—%’ -
3. IQAC
i Dr. Sunil Kumar (Chairperson) s
ii. Dr. Mohan Kumar (Convener)
iii. Dr. Reena (Member) ewy
iv. Dr. Sukhvir Singh (Member)
4. UGC/NAAC/AISHE//RUSA/NEP
‘I | Dr.Mohan Kumar | Asst. Prof. | Convener | C =]
i Dr. Reena Asst. Prof. Member _‘ e
ii Dr. Sukhvir Singh Asst. Prof. Member ﬁ’ﬁﬂﬁ
5. HRMS, Biometric Attendance/E-Salary Committee: B
Li ' Dr. Pankaj Asst. Prof. Convener Tf@%ﬁg::ﬁ
(i | Sh.Narender Kumar [ Asst.Prof. | Member | 9&»4—»%/
i M_s_Sangeeta B Extensiou Lecture Meﬂ@%_ 7 -]
6. Sports Board:
{77 ﬁ Dr. Sunil il Kumar 7]71537 Prof. ____-rCi;all_EL@L_[; -
ii ._D_r. Mohan Kumar Asst. Prof. I | Convener |
i j, Dr. Reena Asst. Prof. | Member RN




liv_ | Dr. Sukhvir Singh | Asst. Prof. | Member

7. NSS Advisory Board:

1 Jj# ol

r l)r Sunil Kumar Asst. Prof. Chairperson *_(Z,—\ |
(i | Dr. Mohan Kumar Asst. Prof. Convener W
| iii I_)r. Reena Asst. Prof. Member g ¢é(
liv_ | Ms. Pooja Sharma Asst. Prof. Member ele. Banpes
8. Centrzal Purchase Committee/GeM: =
1 J__Dr. Mohan Kumar | Asst. Prof. ' Convener e |
ii | Dr. Reena Asst. Prof. Member Re ) -
ii Dr. Sukhvir Sirgh Asst. Prof. Member 07 /*’6/7 |
9. Sexual Harassment and Anti Ragging Committes:
| Dr. Recna Asst. Prof. Convener TeeD)—
ii Ms. Pooja Sharma Asst. Prof. Member Yocia | Shaypma
iii Ms. Sangeeta Ext. Lect. Member el

10. Grievances and CM Window Committee:

/\

I Dr. Mohan Kumar Asst. Prof. Convener 3@\55
ii Dr. Sukhvir Singh Asst. Prof. Member (5"}7/) i
ii | Dr.Pankaj _ Asst. Prof. Member Q5=

11. Road Safety Clubll)rlvmg Llcense/Pa:.spmt

i Dr. Reena Asst. Prof. Memberfor Taking Financial
L 7 Approval o &evj_
ii | Dr. Ravinder Singh | Ext. Lect. Convener for Passport and Ao
Member for other work QQW‘Y
Sh. Sunil Kumar Ext. Lect. Convener for Driving License .
and Member for other work | Suntl 1AV
iii | Ms. Sangcet: . . r ﬂ
s. Sangceta Ext. Lect Membe j}\
12. Eco Club:
1 | Dr. Pankaj Asst. Prof. Convener i |
ii Dr. Ravinder Ext. Lect. Member T I
i Ms. Rekha Bai Ext. Lect. Member TRabotA_|
13. Red Cross/Anti Drugs, Self Defense& Student welfare Committee:
| Dr. Reena Asst. Prof. Convener Keey —|
_ii_ | Sh. Sunil Kumar Ext. Lect. Member Stond B
iii Ms. Rekha Bai Ext. Lect. Member 1 TRabAl, |
v Ms. Monika Ext. Lect. Member Wonlce .




14. Discipline Core Committee:

15. Smart Classrooms/Labs:

' Dr. Sunil Kumar Asst. Prof. Chairperson | |
Dr. Mohan Kumar Asst. Prof. Convener
Dr. Reena Asst. Prof. Member TR ew) —
Dr. Sukhvir Singh Asst. Prof. Member Chir

Smart Computer Room-LT R-8

Computer Lab Incharge

Sh. Narender Kumar | Asst. 7
Prof. I V%é./)’/
Geography Lab-1 Ms Pooja Asst. Rote S
Smart Computer Room Geo Lab-I1 Prof. '6‘ G o
Overall Inverter Incharge
Smart Lab «(Podium), Incharge Sh. Sunil Kumar Ext. Lect.

Language Lab Incharge

Dr. Ravinder Singh Ext. Lect.

| Qund P4
s

Classes of Compulsory Computer

Ms. Monika Ext. Lect.

rCg
Studies iy |
16. MIS, Internet, LMS, College Web Portal/Website/ERP & CMS/CCTV:
i Sh. Narender Kumar Asst. Prof. | Convener > |
i Dr. Pankaj Asst. Prof. Member | Wi
i Ms. Monika Ext. Lect. Member Momics |

17. Building Maintenance, Building Extension/Cycle/Car Parking Stand& Dilapidation

Work and Canteen Committee:

i Dr. Kulbir Singh Asst. Prof. | Convener ]
ii Dr. Ravinder Ext. Lect. l Member M"’"""p‘
ii Sh. Sunil Kalkal Ext. Lect. "Member Cund KU
18. Educational Tour Committee:
i Sh. Sunil Kalkal Asst. Prof. Convener QUnd Yy~ |
ii Sh. Kulbir Singh Asst. Prof. Memberfor
Taking ‘
Financial L ;
Approval |
iii Ms. Rekha Bai Ext. Lect. Member | ’ g@; t_
iv Dr. Suchitra Ext. Lect. Member S

19. Campus Beautification, Painting and Greenery Commlttee

i Ms. Pooja Sharma Asst. Prof. ' Convener Rl M:
i Ms.RekhaBai  ExtLet  Member | V1L fh
iii Sh. Sunil Kumar Clerk

' Member ;Q’“‘/_/;_



20. Cultural/Youth Festival/ Day Celebration etc. Committee:

i Dr. Reena Asst. Prof. Convener | Reer2—

i Sh. Sunil Kumar Ext. Lect. Member . 33&{7%7_

iii Dr. Ravinder Singh Ext. Lect. Member | Reh ~
v Ms. Sangeeta Ext. Lect. Member { *4\5""\/

v Ms. Monika | Ext. Lect. Member [ p\(-’p‘d(—g_ .

21. Income Tax Calculation, College Tax Quarterly updation Committee:

i Dr. Mohan Kumar | Asst. Prof. ' Convener C@.—
i Dr. Reena | Asst. Prof. Member :ﬁg@\»ﬁ/
i Dr. Pankaj | Asst. Prof. ' Member q Ji

22. Printing, Certificate writing and Invitation Committee:

i ' Sh. Narender Kumar | Asst. Prof. ' Convener =~
i | Sh. Sunil Kumar | Ext. Lect. | Member CuhLvl zTER

iii f Ms. Rekha Bai Ext. Lect. | Member Aﬂdu
'iv_ | Dr. Suchitra Ext. Lect. ' Member Stect 2|

23. Seating Arrangement, Tent & Sound , Light and Stage Committee:

i

i Sh. Kulbir Singh Asst. Prof. Convener L —
i Sh. Narender Kumar Asst. Prof. | Member r&y,.

Liii___| Dr. Ravinder Singh Ext. Lect. | Member ReAA™"

_iv__ | Ms. Rekha Bai Ext. Lect. ' Member TalA |

24. Office, Maintenance Committee(due to the non-availability of sufficient office staff)

i | Sh. Kulbir Singh | Asst. Prof.

Convener

Sanctioning of work

| i Sh. Narender

- Asst. Prof.
Kumar '

Member

Work

Email, Internet

2

Asst. Prof.

Jiii | Dr. Pankaj

| |

Member

Financial

Maintenance

iv | Ms. Monika

Ext. Lect

Member

Correspondence
Work and Press
News
Publicity/Social
Media

\ -
5+

|
|

Sh. Sunil Kumar

Clerk

Member

Service Book,

Email, Internet
Work(all office
work overall
Incharge) Computer
Work, Financial




vi ' Sh. Nishu Kumar“

Sh. Jagdeep Kumar

‘Peon (on

O/S Policy)

L.A.

Maintenance/ Cash
| Book, Day Book
SC/BC
Stipend/Scholarship,
Diary, Dispatch,
DMC, All record
keeping accounts,
Cash Book / Day
Book (for help),
Leave Record

Member

"vii | Sh. Jagdeep Kumar |
‘ Sh Sunil
viii = Ms. Lata

L.A.

Clerk

Peon

Member

Treasury related
work
Department Portal
Order, Computer
Typing and
Printing/Letter
Drafting /Internet
work, email/gmail,
Character and other
certificates

Member

B PR
F@A U/"/Khmw\

NI |
|
Ic\fjclm}) kwm

/24

|

25. Univ. Affairs, RR/CR, Exams, Univ.

Answer Sheets, Result, DMC, RK Fund etc.

Committee: -
"i | Dr. Sukhvir Singh Asst. Prof. Convener for RR/CR, R.K. Fund, /Y/L
‘ DMC, Result Preparation, 7]
] Conduct of Examination
i | Dr. Pankaj Asst. Prof. Univ. Answer Sheets, Conduct of (%,4 "
L Examination. > :/'L
iii | Ms. Rekha Bai Ext. Lect. Member for RR/CR, R.K. Fund,
L DMC, Result preparation \:f?—JM‘_
iv | Sh. Sunil Kumar Ext. Lect. Member for RR/CR, R.K. Fund, . '
s DMC, Result preparation _'S'u VLLLl[
v Dr. Suchitra Ext. Lect. Member for RR/CR, R.K. Fund, y
I DMC, Result preparation (\Z_u'/
vi | Ms. Sangeeta Ext. Lect. Member for RR/CR, R.K. Fund, WY
I DMC, Result preparation
vii | Ms. Monika Ext. Lect. Member for RR/CR, R.K. Fund, o
I DMC, Result preparation o e &
vii | Sh. Suiil Clerk Member for RR/CR, R.K. Fund, v\/
‘ DMC, Result preparation, Qﬂ
I Record Keeping
~viii | Sh. Jagdeep LA Member for RR/CR, R.K. Fund,
1 ‘ DMC, Result preparation, To‘aqlli)? man
I Record Keeping
lix | Smt. Lata Peon Member for RR/ICR, RK. Fund, | [ofs |




DMC, Result preparatﬁin,i
Record Keeping

Sh. Nishu

Peon

Member for RR/CR, R.K. Fund

DMC, Result preparation,
Record Keeping

ishu
\ ]

26. Sanitation R.0/Coolers and Water Arrangements Committee:

| Ms. Pooja Sharma Asst. Prof. Convener ] (PAC;,CL Sharuma |
Sh. Kulbir Singh Asst. Prof. Member 47 — |
Qll Suml Kumar Ext. Lect. Member CL\V\\J hi_._
Dr. Suchitra Ext. Lect. Member &, A |

27. Court Matters Committee:

arendel r Kumar

TS h.

Asst. Prof.

Convener/Nodal Officer

i l Dr. Reena | Asst. Prof. | Member
ii [_)_r__R_avmder Smgh Ext. Lect. Member
28. AG and other Audit Works Committee:
l Dr. Pankaj Asst. Prof. Convener - Wy |
ii,: ,,Ms Reena Asst. Prof. Member %Q\D)/
iii | Sh. Sunil Kumar Clerk Member A~ |
29. Library Committee/Library Advisory Board:

i Dr. Reena Asst. Prof. | Convener ey~ |
i Ms. Pooja Asst. Prof. Member Rt Shoroman
iii Sh. Narender Kumar | Asst. Prof. d i
iv | Dr. Ravinder Singh | Ext. Lect. Member = AR
v Dr. Suchitra | Ext. Lect. Member o7 et oo

30. Ext. Lect. In-chareges/HOD:

[i Dr. Mohan Kumar Commerce | Asst. Prof. | Convener ‘;'/

Lii_| Dr. Sukhvir Singh English Asst. Prof. | Member ;

i Ms. Pooja Sharma Geography | Asst. Prof. | Member NG

31. Scholarship and StipendSchemes Committee:

Sh. Narender | Asst.
Kumar . Prof.
|
J Ms. Monika
S

' Member

SC Scholarship and Stipend, | Incharge i

Convener SC Cell, Scholarship | V‘%r/
Scheme concerned with | ;

Persons with Special Needs | 1 -
(Disability), Convener SC Cell, ‘ Mgce )

|



Haryana  State Merit |
Scholarship Schemes for UG |
Girls Students, National |

Scholarship Scheme, Minority
Scholarship Scheme, Convener
Minority Cell, Convener ‘
Equal Opportunity Cell ‘

I i
Haryana State Meritorious |
Incentive Scheme, Convener
Persons with Special Needs |

(Disability) Cell |

Scholarship ‘F Incharge

i
|
i
|
|
L

Ms. Sangeeta | Asst. Post Metric
Prof. Schemes for UG  Girls |
Students (BC), Convener BC
\ Cell

mentioned other cells

Note: A ‘teacher who is Convener of one cell, will also work as a member of above-

32 Alumni Cell:

[ i Sh. Kulbu hir Singh iiA;SEE;Ef.__jr_fonvemi e %-:;:
| i | Dr Pankaj Asst. Prof. Member A 'E;i__
iii Dr. Ravinder Slﬂ Ext. Lect. Member _%
iv_ | Sh. Sunil Kalkal | Lxt. Lect. | Member - B astl Elr®
33. Subject Society: v
i Dr. Sukhvir Singh Asst. Prof. Convener - ) 7]
i | Dr. Sunil Kumar Asst. Prof. | Member B o A _
| iii Dr. Mohan Kumar Asst. Prof. Member C%J
——
34. Tobacco Free Educational Institutions:
i | Ms. Poojs'l Asst. Prof. Convener (Beic. Shasina
ii Ms. Monika Ext. Lect. Member N
iii_ | Ms. Sangeeta Ext. Lect. Member par 4

- 35. Apprentice Committee:

Sh. Narender Kumar

Asst. Prof.

A

ii | Ms. Pooja Sharma Asst. Prof. Member
i ‘Dr Ravinder Singh | Ext. Lect. | Member IR
~ 36. Parivar Pahchaan Patra Cell:
P Sh. Narender Kumar | Asst. Prof. | Convener |
i | Ms. Monika Ext. Lect. | Member ™




i l Ms. Sangeeta

37. Students Grievances Rcdrtssal Commlttcc

[Ext. Lect.

|

Member

ii Dr. Mohan Kumat Asst Prof 1« ConvcncL - _

i Dr.Pankaj | Asst. st. Prof. | Member I s S

iv | Sh. Sunil Kumar | Clerk B [ G
38. Academic and Administrative Audit Committee:

i _ [)r Mohan Kumar B Asst. Prof. Convener R R

i | Dr.Reena | Asst. Prof. | Member | -

iii Dr. Sukhvir bmjlh Asst. Prof. Member sy |

i Sh. Sunil Kumar Clerk Member e

39. SawachhBharat/Haryana Mission Committee:

| Ms. Pooja Sharma

Asst. Prof.

| Convener

| Sh. Sunil Ky Kumar Ext. Lect. Member B Alny e

| Ms. Rekha Bai Ext. Lect. Member - B
4[_)_1: §Lch|tra | Ext. Lect. Member -Q{. ” (i._,ﬁ}

Sh. Sunil Kumar Clerk | Member T e

40. Voter Id/Election Matters/Legal Literacy Incharge )
Dr. Ravinder Singh | Asst. Prof. Convener \.)_a/\r"r(‘f""‘"‘
Sh. Sunil Kumar Ext. Lect. Member Gl e
Ms. Rekha Bai Ext. Lect. Member T<al-15
'Sh. Sunil Kumar | Clerk | Member B YAdw "
41. Research Development Committee _
i Dr. Pankaj B Asst. Prof. Convener JE,#;__ -
}\_ii_w Dr. Ravinder Singh | Ext. Lect. Member Casaddat
iii Dr. Suchitra Ext. Lect. Member N 4@2 z s

. Lectures Deficiency and Condoning Committee

s
Dr. Sukhbir Asst. Prof. Convener as Reglctrar iz /41/) =
Dr. Reena Asst. Prof. Member | Tee v,
Dr. Pankaj Asst. Prof. Member B 2a !
Sh. Narender |ume.-Asst. Prof. | Member ] M
' Ms. Monika Ext. Lect. Member 1 wonice 1

43. WomeECelI Committee:

i Dr. Reena Asst. Prof. - | Convener
i Dr. Suchitra | Ext. Lect.  Member |
iii | Ms. Sangeeta Ext. Lect. | Member




Exit. Lect.

' Member | TT<a b |

44. Flectricity Work Commitice Committee:

Asst. Prof.

Fxt. Leet.

Ext. Lect.

iv | Ms. Rekha
i | Sh. Kulbir Singh |
\
' Sh. Sunil Kalkal |
iii Ms. Monika
|
45. NSS Sporting Staff
i Qh Sunil
ii Sh. Nishu
Copy to:
1. Office Record
2. 1IQAC

Clerk
Peon

Overall Convener/ / >
Incharge
For Support Member
Solar System Cum u} 4.
For Support Member -
Generator ) |
(¢ I
Nidha
g //\ Ay
Frincipal _
Government College, Bahu Jhifjjac AU
“ ( v_"t.
L s



