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9RYT /CIRCULAR
Sub: Role and responsibilities of Multi Tasking Staff (MTS)

The DOPT O.M. No.AB-14017/6/2009-Estt(RR) and Annexure I & II ated 30/04/2010 pertaining to the
duties of Multi Tasking Staff prescribed. -
The indicative list of duties includes below: '
' i
Physical Maintenance of records of the section.
General cleanliness & upkeep of the section /unit.
Carrying of files & other papers within the building.
Photocopying, sending of FAX etc.
Other non-clerical work in the section/unit.
Assisting in routine office work like diary, dispatch etc. including on computer.
Delivering of dak (outside the building).
Watch & ward duties.
Opening & closing of rooms.
10. Cleaning of rooms.
11. Dusting of furniture etc.
12. Cleaning of building, fixture etc.
13. Work related to his ITI qualifications, if it exists.
14. Driving of vehicle, if in possession of valid driving licence.
15. Upkeep of parks, lawns, potted plants etc.
16. Any other assigned by the superior authority

-:—-—-"_—T‘
(Anapu Srinivasa Prasad)

Engineer & Ship Surveyor-cum-DDG(Tech) and Head of Of_ﬁce
Mercantile Marine Department
Kolkata District.
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Distribution:

1. All MTS of MMD, Kolkata.
2. All Officers.

3. All Section-in-Charge.
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