
 

 

 

 

 

 

 

6.2.2 - The functioning of the institutional bodies is effective and 

efficient as visible from policies, administrative setup, appointment 

and service rules, procedures, etc. 

 
Administrative Set Up 

The administrative set up of the college is designed in a scientific way with maximum 

transparency for optimum result in a hierarchical manner where from top to bottom the 

responsibilities are distributed through notice and resolutions adopted in Governing Body 

Meeting. 

The College is established in 1972 and affiliated to Gauhati University. As a Provincialized 

institution under Government of Assam and as part of the Gauhati University, maximum of the 

administrative and Academic decision are coming from Government and the parent university. 

In this context, the Governing Body of the College and the Principal, through different 

government and University Portal, effectively engaged in achieving its vision and mission. 



GOVERNING BODY 

 
 

 

ORGANOGRAM 

PRINCIPAL 

HoD 

FACULTY MEMBERS 

FINANCE COMMITTEE 

BUDGET COMMITTEE 

COMMITTEES & CELLS 

LIBRARIAN 

ACCOUNTANT 

COORDINATOR, RUSA 

NODAL OFFICER, AISHE 

NODAL OFFICER, NSS 

SPORTS IN-CHARGE 

HOSTEL WARDEN 

TEACHER IN-CHARGE, STUDENT ASSOCIATION 

IQAC 

DEPT. CONVENORS 



MEMBERS OF STUDENT UNION                              

SECURITY/GATE KEEPER 

NIGHT CHOWKIDAR 

FUNCTIONS OF THE KEY ADMINISTRATIVE POSITIONS 

Of the hierarchical administrative set up the functions of the major administrative positions are 

as follows: 
 

ADMINISTRATIVE POSITIONS FUNCTIONS AND RESPONSIBILTY 

 
 
 
 
 
 

Governing Body of the College 

• Take decision for opening new course 
and its approvals. 

• Review of Academic & other related 
activities. 

• Recommendations of the promotion of 
the Faculty members. 

• Responsibility of the new 
appointments and their approvals. 

• Recommendation of the Annual 
Budget and its approval. 

• Take decision on annual university 
affiliation. 

• Approval of annual expenditure. 

Principal • Engage in all the communications 
made by the Director of Higher 
Education, Government of Assam, 
AISHE, RUSA, and Parent University. 

• Arrange meetings with Faculty 
members, members of the Governing 
Body and prepare agenda for every 
academic session and prepare its 
follow up actions. 

• Conduct Internal & External 
Examinations as per the direction of 
the Parent University. 

• Ensure the effective preparations and 
implementation of the annual budget. 

• Engage in monitoring the departmental 
progress and provided guidance to 
preparations of the annual 
departmental reports. 

• Responsible for student support and 



 progression and academic excellence. 

Different Committees and Cells • The Committees and Cells are formed 
in Institutional Level by incorporating 
Faculty Members, Office Staff and 
Librarian. 

• The Committee Convenors or 
Coordinator or Programme Officers are 
responsible for operation of the 
Committees. 

• The Committees looks after the 
Academic, Co-Curricular, Extra- 
Curricular, extension and outreach 
activities. 

• These committees are abide the rules 
and responsibilities entrusted to them 

Head of the Departments (HoDs) • HoDs are responsible for preparation 
of Departmental work Plan, Lesson 
Plan, organization of Departmental 
Meeting, organization of Education 
Tour/ Field Trip etc. 

• Keep coordination with Routine 
Preparation Committee, Academic 
Calendar Committee & Examination 
Committee for smooth running of the 
classes and in and end semester 
examination. 

• Identify the advanced and slow 
learners by organizing pre internal 
assessment examination. 

• The HoDs are responsible for 
organization of Remedial Classes for 
slow learners and material supply to 
advanced learners. 

• Responsible for organizing Guest 
Lecturer/Faculty & Student Exchange 
with MoU partner industries. 

Departmental Convenors • The Institution has Departmental 
Convenor for coordination & 
Cooperation in between the 
Departments. 

• The Convenors monitors the Time 
Table Convenor, Mentoring In charge, 
Internal Examination In charge etc. 



Besides, the Institution has several Institutional Level Committees and Cells for smooth 

implementation of the Programme & policies adopted by the Institutions. The objectives and 

functions of the committees are designed and developed by the Head of the Institution. 

COMMITTEES (INSTITUTIONAL LEVEL) 

1. Academic Committee 

2. Admission Committee 

3. Anti-Ragging Committee 

4. Construction Committee 

5. Purchase Committee 

6. Women Cell 

7. Discipline Maintenance Committee 

8. Library Committee 

9. Research Cell 

10. Mentoring Cell 

11. Student Welfare Committee 

12. Poor Fund Committee 

13. Grievance Redressal Cell 

14. ST/SC/OBC Students Grievance Redressal Cell 

15. Anti-Drug & Tobacco Cell 

16. Record Keeping Cell 

17. Website Committee 

18. Parent Teacher Association 

19. Alumni Association 

20. Career Counselling Cell 

21. Anti-Sexual Harassment Cell 

22. Academic Calendar Committee 

23. Time Table Preparation Committee 

24. Prospectus Committee 

25. Hostel Committee 

26. Canteen Management Committee 

27. Feedback Committee 

28. Student Help Desk 

29. Election Committee 

30. Budget Committee 

31. Finance Committee 

32. Examination Committee 

33. Environmental Awareness Committee 



34. IQAC Monitoring Committee 

35. Academic Audit Committee 

36. Green Audit Committee 

37. Energy Audit Committee 

38. Village adoption Committee 

39. Disaster Management Committee 

40. Ek Bharat Srestha Bharat 

41. All India Survey on Higher Education (Nodal Teacher) 

42. Red Ribbon Club 

 
DEPARTMENTAL CONVENORS 

1. Dept. of Assamese : Dr. Swapan Jyoti Nath 

2. Dept. of Bengali : Dr. Jonaram Nath 

3. Department of Commerce : Dr. Deepak Kumar sarkar 

4. Dept. of Economics : Umme Salma 

5. Dept. of Education : Chow Kotong Lungking 

6. Dept. of English : Ashraful Alam Choudhury 

7. Dept. of History : Rayhanul Ahmed 

8. Dept. of Philosophy : Ajanta Bora Khargharia 

9. Dept. of Political Science : Mainul Hoque Akanda 
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