GOVERNMENT POLYTECHNIC, WASHIM

Depa
Partment of Electronics and Telecommunication

ERDIEDLLQS No.: E] Dept/D.P.f2025/141A,

Date: 015/08/202§
Following staff .

shown below fnrimnuﬂ??; Appointed as departmental portfolio in charges against the names

hduct of departmental administration and academic activities. In case

the in charge is absent
portfolio in charge all T:h;t:;:‘:f"m charge will take care of the portfolio, and will support the

r. NO. Portfi =
5 tilollo _ NameorStaft Major Duties
01 | HOD. Dr. B.G. Gawalwad Departmental Administration,
| —4 = - « B dwaiwd Academic Co-ordination.
' Dept. Time Table & Load ) o Preparing Time table
02 Distribution E‘II ; thﬂgw“wad Co-ordination with other Dept.
SR, FS. T Fawar first year
03 | Book & Stationary Mr. 5.M. Shelke Preparation of Book list
= R Mr. ]. N. Patil Liaison with Library
: Support the conduct of skill test, |
04 | Skill Test, Seasonal Record Er' R'g : .;E']'f'l"'ra]" Maintain Record, Send data to
M r.]. . Fat MSRETE.
3 Arrangements of examiner
05 | MSBTE Practical Exam, ::: F‘;: ! "I!:a}-?l.\'.'ile Timetable, Record maintenance,
] «: N Fau Send Data to MSBTE
Collection of infarmation anline Il
i fd MSB
06 | Academic Monitoring Dr. B.G. Gawalwad ;:rd;tlat R !
Mr. 5.M. Shelke Internal monitoring '
R 1N Maintain academic record. lL'
07A | Expert Lecture Mrs. P. P. Morey Identification of companies |
Mr. ]. N. Patil Experts
. o s Promote students to participate in
07B Co—il'_urncular Activities Like | Mr. F.B. Tanurkar project competition, quiz, seminar
Seminar, Quiz in other Inst, Mr. ). N. Patil etc., Organization of
i i MOOCS/Spoken Tutarial.
i Dr. B.G. Gawalwad Preparing List of equipment and
08 E?:;;E_'E?Fm Eiackise Mrs. P, P. Morey consumables items. Procurement
Mr. J. N. Patil WOrK
Class Teacher
1# year Mrs. P. R. Pawar Maintaining student's discipline,
09 20d Year Mr. S.M. Shelke {iji:ing of “miﬂ::.s problems.
i Mrs. P. F.Mur&y udents counseliing,
Lab In charge
Basic/Analog Electronic Lab. | Mrs. P. P. Morey, Mr. |. N. Patil
Digital & Micro Controller Lab.| Mrs. 5. 8. Jayade /Mr. S.M. Shelke,

i Mr. J. N. Patil Lab Equipment maintenance &
Communication Lab. Mrs. P. R. Pawar, Mr. ]. N. Patil repairing , Record keeping
Computer Centre & Hardware | Mr. F.B. Tanurkar, Mr. | N. Patil
Power Electronic & Mr. R.G. Takwale, Mr. ). N, Patil

" Workshop Lab
Dr, B.G. Gawalwad
11 | MODROBS/AICTE Proposals | Mr. 5.M, Shelke Preparing proposals
Mr. Mr, |. N. Patil
. Mr. F.B. Tanurkar,
12 | Electricity & Internet Mr. . N. Patil Proper wiring in Lab. & Internet
Dr. B.G. Gawalwad Atrangi and Coe.

13 rranging the meet and Co

Parent Teacher Meet All Class Teachers e |




S TTTEEEE———————

E S )
—— __P'_ﬁll' Mr. F.B. Tanurkay Maintain students Tiﬂebrﬁitc'
__H Prepare Students _I_U 58 E‘:;-ﬁg”"'-l— W Registration & Dept ”
Project Guide « BAs. UAWalwa ' _progre
15 | /Project/Capstone Project/ | Mrs. P. P. Morey Gulde “l!mmfm 4
Seminar Co-ordinator Mrs. 5.5. Jayade kit lysis a5 per
| b ke T 1 tAnﬂ
16 | Result Analysis Mrs. PR Pawar Py, ST et
B (TN T T ——— ' ers:
Visiting Lecturer Appoint Dr. B.G. Gawalwad Appointment of visiting lect!"
7 | Record & Billing Mrs. S. S. Jayade monitoring & Billng_____——
Mr. R.G. Takwale B
18 MIS Co-Crdinater MIJ N. Patil Data base mnnag{‘mfnt
19 | Admission to 2nd & 3rd Year | Class Teachers Do Registration of Students
r nge
| Mr.E.B. Tanurkar Find Industries & arra
20 | Dept. TPO & In Plant Training | . N pag) placement activities for Dept:
_ Students,  _ __  _ ———
r Mrs, P, P. Morey
21 | Women wing ::TS- ;5’ g ;frr'ﬂdﬂ Girls students Grievances
s, LI Fawar A
R
Mr. F.B. Tanurkar Maintenance & Arrangement of
22 | P.A. System Mr. J. N. Patil P.A. System in all institute
activities ]
23 Deptartmental NBA Co- Dr. B.G. Gawalwad Update all Dept. files regarding
| ordinator Mr. F.B. Tanurkar NBA ]
24 | Alumni Co-ordinator Mr. F.B. Tanurkar Arrange Alumni Meet
Organise various activities
25 | ISTE Student Chapt Mr. R.G. Takwale
- L P under 1STE for students.
26 | Cleanliness Dr. B.G. Gawalwad, All Staff Departmental Cleanliness
27 | student Feedback Dr. B.G. Gawalwad, Prepar_e student feedback
Class Teacher analysis.
28 | Student Detention Incharge | Class Teacher Prepare Student Detention List
29 | Student Mentor/Counselling | Dr. B.G. Gawalwad, All Staff Counselling to all Students
ctivity Co-ordinator r. B.G. Gawalwa ta - o,
30 | CSR Activity Co-ordi Dr. B.G. Gawalwad, All Staff Tree Plantation, Blood
Donation
Organization of Conduction of MOOCS/ NPTL/
Dr. B.G. Gawalwad, ,
31 MOOCS/NFTL/Spoken Al Staff Spoken Tutorials Course for
Tutorials Co-ordinator Student & Staff.
Departmental Newsletter Prepare Departmental
e Co-ordinator Mr 0. Takale Newsletter
Arrangement of industrial
33 | Industrial Training ﬂrs. f, ; ]Payade Training
e bl Record maintenance
34 | Industrial Visit Mrs. S. 8. Jayade Arrangement of industrial Visit
Mrs. P.R. Pawar Record maintenance
35 | ABCID Registration (1t Yr.) | Mr.5.M. Shelke
36 | Scholarship Mrs. P.R. Pawar
W =]
(D
H.0.D. Electronics & Tele.Dept.
Ge¥t. Polytechnic, Washim
Copy to: 1. The Hon. Principal for information,

2. Concerned Staff.




