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“DUTIES AND RESPONSIBILITIES OF HRD, BESCOM”

STRUCTURE OF HRD CENTRE

General Manager (A&HR)

.
Deputy General Manager (HRD)

!

Assistant General Manager (HRD)

' ! ' |

|A Manager (Ele.) Junior Engineer (Ele.) Senior Assistant Junior Assistant

The HRD Centre is headed by Deputy General Manager. All the responsibilities
for implementation of the action plan, various Training activities at HRDC are under
his/her purview and guidance. Studying and putting up new proposals for trainings,
follow up of payments related to training activities, co-ordinating various Training
programs of BESCOM and also Recruitment and outsourcing process, monitor general
up-keep of HRDC.

1) Assistant General Manager(Ele.):

+ Assist DGM (HRDC) in all his/her day to day activities.

«  Monitor the proper Conduct of classes in HRDC and also conducting of classes.

« Facilitating the visit of generating stations, sub-stations & other technical visits.

» Conducting the pre-promotional training program for LM to MR , MR to JE.

+ Conducting the Pre-Employment training for JMR’s and JE’s.

* Conducting the Pre-Employment to Newly recruited Assts’/Jr.Assts.

» Conducting the Pre-Employment training for Daftaries.

« Conducting the pre-promotional training for Daftaries.

*  Conduct of examinations.

» Facilitate announcing of results.

« Initiating, facilitating to conduct of Various Training Programs and connected
activities.

« Assisting in the selection process of Electrician Trade Apprenticeship training.

+ Assisting in the selection process of Graduate/Diploma Holders Apprenticeship
training.

* Prepare monthly statistics, scrutinize bills and

*  Monitor general up-keep of HRDC.



2)

Manager(Ele.):

Assist AGM in preparation and issue of O.M’s for various Training programs.
Preparation of OM’s for deputing Newly recruited JLM’s on safety training.

OM preparation for Technical trainings.

Arranging faculties for Technical and Non-Technical training programs.
Maintaining data-base of the Training activities.

Intimating the participants for the training over Telephone (twice) for each
training.

Sending scanned copy of OM to their e-mail addresses

Sending SMS to their Mobiles via site 2 sms

Carrying out work in the selection process of Electrician Trade Apprenticeship
training.

Carrying out work in the selection process of Graduate/Diploma Holders
Apprenticeship training.

Assist AGM in general up-keep of HRDC.

3) Junior Engineer(Ele.):

Assist AGM in preparation and issue of O.M’s for various Training programs.
Preparation of OM’s for deputing C& D Employees to GOI, MOP Training.
Uploading the bills of Sponsored program of C& D Employees to GOI, MOP
Training in web portal. '

Preparation of OM’s for Outside deputation for Officers of BESCOM with the help
of AGM(Ele.).

Maintaining data-base of the Training activities.

-Carrying out work in the selection process of Electrician Trade Apprenticeship

training.

Carrying out work in the selection process of Graduate/Diploma Holders
Apprenticeship training.

Intimating the participants for the training over Telephone (twice) for each
training.

Sending scanned copy of OM to their e-mail addresses.

Sending SMS to their Mobiles via site 2 sms.

Correspondence works (Technical) related to HRDC and

Assist to AGM in general up-keep of HRDC.

4) Senior Assistant:

Assist AGM in maintaining the accounts pertaining to HRDC.

OM preparation for Non technical trainings.

Maintenance of Imprest Amount and bills.

Arranging Logistics such as Coffee/Tea, Lunch, etc., for all the training Programs.
Process of Electrician Trade Apprenticeship training Applications for
ITI/Graduate Electrician trade.

Monitor payments of Apprentice Trainees (ITI, graduate and Diploma
Apprentices). ;

Prepare and scrutinize bills (Hard Copy) of RECIPMT, Hyderabad.

Facilitate in making the bills of Graduate Apprenticeship trainees.



* Monitor and follow-up of housekeeping works for good maintenance of HRD
Centre,

* Maintaining register and

* Assist AGM, in general up-keep of HRDC.

5) Junior Assistant:
* Inward and outward letters.
* Sending scanned copy of OM to their e-mail addresses.
* Sending SMS to their Mobiles via site 2 sms.
* Intimating the participants for the training over Telephone for each training.
* Correspondence works (Non Technical) related to HRDC.
* Maintaining register and
* Assist Sr.Asst, in general up-keep of HRDC.

(A.Athaulla)
I/c Deputy General Manager,
HRDC, BESCOM.




