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ALL INDIA INSTITUTE OF SPEECH & HEARING, 
MANASAGANGOTHRI, MYSORE - 570 006

1   Organisation and Function
1 
1.1 
1.2  (i)   Power and duties of its officers and employees (administrative, financial and judicial) [Section 4 (1) (b) (ii)]

(ii) Powers and duties of other employees
	Sl. No.
	Designation
	Duties Assigned &Responsibilities

	Library and Information Centre

	1
	Library & Information Officer
	Overall management of Library and Information Center, 
Product Development Cell and Transparency officer (RTI Cell).
Any other work assigned by the Director.

	2
	Asst. Library & Information Officer
	Overall management of Library and Information Center in the absence of LIO.
In-charge, Acquisition Section, Information Processing Section & In-house publication section.
Preparation of various library statistics.
Updating and taking backup of catalogue module of LMS.
Display of new arrivals.
Book circulation.
Shelf rectification
ISO implementation.
Data backup of the issued books details of LMS.
Purchased book CD-ROMs & their web portal uploading.
Conducting of Library Advisory Council Meetings.
Conducting of internal meetings & preparation of minutes.
Book stock verification.
Any other work assigned by the LIO.

	3
	Senior Library & Information Assistant(1)
	In-charge of serial management including bound volumes and online databases.
In-charge of language laboratory.
Book circulation.
Shelf rectification.
In-charge of ISBN
Data backup of the issued books details of LMS.
Binding.
Maintenance
Furniture & equipment
Building
Books & journals (including binding)
Monitoring access to subscribed e-resources.
Any other work assigned by the LIO.

	4
	Senior Library & Information Assistant(2)
	Overall management of the Product Development Cell in the absence of In-charge Product Development Cell.
Assistance in Product Development Cell Work.
Updating and taking backup of digital repository module.
Assistance in preparation of annual report.
Book circulation.
Data backup of issued book details of LMS.
Overall management of LMS.
Overall management of digital repository.
Overall management of library portal.
Conducting workshop/library orientation/conferences.
Custodian of all the purchased software applications by maintaining a register.
Any other work assigned by the LIO.

	5
	Assistant Grade III (Library)
	In-charge of circulation section.
Membership management.
[bookmark: _GoBack]Updation of member module of LMS.
Management of attendance register.
 Management of monthly report, e-mail reminder etc.
Data backup of member module of LMS.
Shelf rectification.
Any other work assigned by the LIO.
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