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ROLES AND RESPONSIBILITIES OF OFFICER/EMPLOYEE OF ENQUIRY SECTION:

1. Syeda Unsiath Perveen, AGM(Enq).
1. Management of Departmental Enquiry files pertains to Disciplinary authority MD/D(T)/GM(A&HR).

2. Arranging and verification of Noting, Corresponding letters, OM, Circulars, Show Cause Notice (SCN),
Charge Sheet (CS), Orders, and RTT applications pertaining to Enquiry Section.

3. Consolidation and submission of:
a) Replies received against SCN / CS issued.
b) Complaint letters from consumer/employees.
c) Reports received from Vigilance, BESCOM Officers and other authorities.
d) Preliminary/Detailed Enquiry Reports received from Enquiry Officers.
e) Appeal cases related to dept. enquiry.
4. Assigning cases to Enquiry Officer for preliminary/detailed enquiry reports.

5. Verification of monthly Statistics of Dept. enquiry cases (Pending, Assigned and Closed) and submission
of same to KPTCL. ,

6. Arrangement to send reports of Lokayuktha/ACB cases to KPTCL.
7. Furnishing information/documents to LA questions.

8. Fumnishing report to Govt. [E&AR] on quarterly basis as per details furnished by Vigilance officers
(DCA’s).

9. Obtaining the preliminary enquiry report pertains to electrical accidents requested by GM(Q.S.&S.)

10. Management and arrangement of Electrical Accidents Cases as per the direction of D(T), safety Officer and
GM(Q.S.&8.).

11. Verification of status of Departmental Enquiry Case against the Officers/employees seeking NOC.
12. Monitoring of “H’ Category complaints from Help line, BESCOM.

13. As an Assistant Public Information Officer (APIO) to monitor RTI applications.

14. Supervision of works assigned to Subordinates.

15. Any other responsibilities entrusted by Higher Officers.

2. Traiyambakeswara B M, Assistant-1.

Cases pertaining to BMAZ (North and South), as per the instructions/directions:
1. Management of Departmental Enquiry files pertains to Disciplinary authority MD/D(T)/GM(A&HR).

2. Preparation of Draft Noting, Corresponding letters, OM, Circulars, Show Cause Notice (SCN), Charge
Sheet (CS), Orders, and RTI applications pertaining to Enquiry Section.



10.

11.

12.
13.

Consolidation of:

a) Replies received against SCN / CS issued.

b) Complaint letters from consumer/employees.

¢) Reports received from Vigilance, BESCOM Officers and other authorities.

d) Preliminary/Detailed Enquiry Reports received from Enquiry Officers.
Management of files pertains to Enquiry officers.
Management of file pertains to empanelment of Retd. Officers/Judge as Enquiry Officer.

Preparation and Managemenf of monthly Statistical statement of Dept. Enquiry cases and forwarding the
same to KPTCL.

Management of files pertains to Lokayuktha/ACB.
Management of files pertains to LA questions.
Management of complaint files under H-category (BESCOM Helpline).

Management of RTI applications.

Handing over closed files to Iron Mountain.

5
Assistance to subordinate employees.

Assistance to higher officer in day to day work.

3. B R Pradeep Kumar, Assistant-II.

Cases pertaining to BRAZ as per the instructions/directions:

1.
2.

Management of Departmental Enquiry files pertains to Disciplinary authority MD/D(T)/GM(A&HR).

Preparation of Draft Noting, Corresponding letters, OM, Circulars, Show Cause Notice (SCN), Cha
Sheet (CS), Orders, and RTI applications pertaining to Enquiry Section.

Consolidation of:
a) Replies received against SCN / CS issued.
b) Complaint letters from consumer/employees.
¢) Reports received from Vigilance, BESCOM Officers and other authorities.
d) Preliminary/Detailed Enquiry Reports received from Enquiry Officers.
Management of files pertains to Enquiry officers.

Furnishing the information to KPTCL, regarding Dept. Enquiry status of BESCOM Officers/Employees
seeking NOC, passport and other subject. '

Management of files pertains to Lokayuktha/ACB.

Management of files pertains to LA questions.



8.
9.

10.

11
12,

Management of complaint files under H-category (BESCOM Helpline).

Management of RTI applications.
Handing over closed files to Iron Mountain.

Assistance to subordinate employees.

Assistance to higher officer in day to day work.

4. Shashikumar S, Assistant-III.

“Cases pertaining to CTAZ as per the instructions/directions:

1.
2.

10.

11.

12.

I3

Management of Departmental Enquiry files pertains to Disciplinary authority MD/D(T)/GM(A&HR).

Preparation of Draft Noting, Corresponding letters, OM, Circulars, Show Cause Notice (SCN), Charge
Sheet (CS), Orders, and RTI applications pertaining to Enquiry Section.

Consolidation of:
a) Replies received against SCN / CS issued.
b) Complaint letters from consumer/employees.
c) Reports received from Vigilance, BESCOM Officers and other authorities.
d) Preliminary/Detailed Enquiry Reports received from Enquiry Officers.
Management of files pertains to Enquiry officers.

Management of files pertains to preliminary enquiry report of electrical accident cases requested by
GM(Q.S.&S.)) :

Preparation and Management of monthly Statistical statement of Dept. Enquiry cases and forwarding the
same to KPTCL.

Management of ﬁles_pertains to Lokayuktha/ACB.

Management of files pertains to LA questions.

Management of complaint files under H-category (BESCOM Helpline).
Management of RTI applications.

Handing over closed files to Iron Mountain.

Assistance to subordinate employees.

Assistance to higher officer in day to day work.



5. Ravi Kumar G, Jr. Assistant.

As per instructions/directions:

1. Inward and Qutward numbers to letters, files, complaints, reports and RTI application.

2. Passing of Enquiry officer’s bills, imprest bills, photo copy machine bills, telephone and mobile bills.
3. Preparation of quarterly statistics related to vigilance officers.

4. Preparati(;n of monthly statistics related to pending enquiries.

5. Any other miscellaneous work.

6. Assistance to AGM (Enquiry) for discharging day to day work.

6. Vijayalakshmi, Daftari.

1. Delivery of day to day tapals, files and notes to respective sections and vice-versa.
2. Arrangement and maintaining of all files pertaining to enquiry section.

3. Assistance to AGM (énquiry) in discharging day to day work.



