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operator 
Sunil Kumar 

Care taker cum water plant 

Electrician 

(Rajbir) 

Plumber 

(Saroj Panda) 

Office Assistant 
(Manoj Pathak) 
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Work assignment for Society staffs 

Ensure timely pumping of water to all 
overhead tanks 

Maintaining Society Office 
Attending complaints of residents and 
timely disposal 
Supervision of Security guards, 
housekeeping staffs, plumber, electrician, 
gardener 

Taking Monthly water meter reading of 
members 

Supervision of all society assets 
Monitoring of any other work as assigned 
by the MC 

Maintaining peace and harmony in Society 

Attending electricity related issues in 
Common area 

Attending electricity related complaints 
of residents inside flats and quick 

disposal 

Taking Monthly electricity meter 
reading of members 
Any other work as assigned by the MC 

Attending plumbing related issues in 
common area 

Attending complaints of residents 
inside flats and quick disposal 

Any other work as assigned by the MC 

Drafting letters/E-mails and any other 
communications 

Maintaining daily dak and submission 
to respective Office bearer 
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Accounts Assistant 
(Jagmohan Prasad) 

Gardner 
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Maintaining stock register 
Preparing monthly water & electricity 
reading of members 
Verification & timely distribution of 
monthly bills 
Preparing receipts against collection 
from members 
Verification of attendance of all staffs, 
security and sweepers 
Any other work as assigned by the MC 

Preparation of monthly bill 

Entering all vouchers in Tally 
Preparing monthly income and 
expenditure 
Preparing monthly debitors/ creditors 
list 

Bank reconciliation 
Cash book reconciliation 
Filing of TDS return 
Liaisoning with Auditor for timely 
completion of annual audit of the 
accounts 

Any other work as assigned by the MC 

Maintaining green area of society 
Any other work as assigned by the MC 
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