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OM No. 3 ol of 2022/23

Subject: Duties of Administrative Ofﬁcer L

1 Itis hereby 1nformed that the Adm
- following duties: - - :
- a) Establishment [Scrutiny of Tele'Claims, Leave Authorized & Verification related

documents, Management of Nursing; Officer-(Admin)]

b) Management of outsourced employees (Attendance, Performance, Security,
behavior, Grievances, Leave/Welfare etc)

¢) Billing (Scrutlmzatlon & Verlﬁc on) and audit of vehicle log books.

d) Procurement (Scrutiny of requlrement Specifications)

e) All other Mlscellaneous/Admln duties as assigned by Executive Dlrector/Deputy
Director (Admin)

f) Maintenance of Admin Imprest.a e U&{M

2. This issues with the approval of competent authority.

trative Officer will be responsible for the

(Col Puneet Kumar Arora)

Deputy Director (Admin)
Copy to: l R o
1. Executlve Dlrector AIIMS Rajkot W T Col. Puneet Kumar Arora,
2. All Heads of Department, AIIMS, Rajkot s 39 Praare (aSM1)IDy. Director (Admin),
3. DDO, AIIMS, Rajkot. . | AIIMS Rajkot -360 001. Gujarat.
4. Deputy Medical Superintendent I & II, AIIMS Rajkot _
5. Administrative Officer, AIIMS, Rajkot. - ,
6. In—charge IT Cell for uploading the same on AIIMS Websxte and circulation to all regular staff

; members through webmail.
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