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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The management committees
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

Supreme Body of the Campus.

Control over all activities of the campus.

Legalize each and every piece of activities after taking approval from the board meeting.
Provision of required fund for campus operation, arrangement of fixed/ current property and
buying/selling of Campus own property.

* Coordinate and liaison with various national and international organizations and individual
for raising campus fund.

Conducting board meeting not less than five times annually.

Prepare plan for further development

Appoint /assign responsibilities all the lecturers and staffs.

Amend NUWAKOT ADARSHA MULTIPLE CAMPUS constitution in response to change
and situation as per need

Authority

Decision making authority.

Appoint the Campus chief and Vice Campus chief

Approval of Human Resource recruitment and appoint human resources.

Approval annual budget plan.

Approval of annual program and plan.

Discussion, Evaluation and approval of Annual financial audit Report.

Form various committees as per needs and define role, responsibilities and authorities.
Punish/Penalize professors/other employee and student as per the advice and rule and
regulation of campus.

* Revise and amend the campus Niyamabali (Rule and Regulations for effective operation of
Campus) by two third of the board member during board meeting as per need.

Chairman
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To
The Chairman
Nuwakot Adarsha Muitiple Campus

Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To preside over the meeting of the Board.

To supervise the functioning and implementation of the resolutions on the board.
To call the board meeting.

To Caste the vote when there are equal votes in favor and against an agenda.
To make the strategic organizational decisions and implementing the same.

To ensure the implementation of Quality System in the campus

Authority

= Supervise and control educational, administrative and financial activities of the campus,
* Decision Making authority regarding overall organization management strategies
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The Campus Chief

Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

= Act as a executive chief to operate the whole sole educational and financial activities of the
campus.

= Recommend the board for the appointment of human resources (professors and
administrative staffs) by creating permanent posts or on contract as per need of the campus

= Renew the previous contract of the professors and other administrative staff by taking the
suggestion from the Chairman.

= Prepare the admission policy for the admission of students.

= Give punishment to the students in breach of rules but has to take permission from the
board meeting to expel students.
Administer and manage the examination of the campus and keep records up to date,
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Ensure the division of responsibilities and authorities as per the competency and

qualification of the professors and other staffs.

Approve leave and ensure to keep up date record of all personnel.

= Ensure to award and training incentive for career development for those professors and
other staffs who demonstrate the outstanding performance in their relevant field.

= Assign the Vice Campus chief, programme in charges and head of the department as an
acting Campus chief in absence of the campus chief

= Prepare and agree to take donation in the form of cash or materials and technical
assistance from the donor agencies and other regarding the improvement of quality of
education and physical resources of the campus.

= Prevent the occurrence unsocial elements that may disturb the educational environment of
the campus.

= Guide the entire Program In charges for smoothly running of teaching learning processes.

= Obtain and relate current campus mission, strategies and targets to all relevant.

= To assist in the evaluation of department heads and other staff based on effectiveness in
handling tasks assigned.
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Implementation of the Quality System with the assistance of HODs, and senior functionaries.
Continual improvement of the laid down QS.

Preside over the review meeting

Identify and provide resources for the implementation of QS and its continual improvements.
To assign responsibilities to subordinate/professors/lab assistant (Boy/Girl) performance
appraisals.

Make plan for further development

Authority

Authorize to refuse the admission of undisciplined students.

Procure the building materials or decide the contractor as per rule for the construction of the
campus building.

To use financial right mention according to campus by law.

Authority to sell the disposable thing on auction.

Authorize to call any staff and teacher for explanation of their behavior against the rules and
regulations of the campus and recommend the name to the board for punishment in case of
critical issues regarding the breakdown of established system

Authorize to close the campus for 15 days in case of emergency by taking the consent of
the professors and other staffs. If incase of longer period close, take permission from the
board.

Authorize to take any kind of actions for smooth running of the campus.

Authorize to recommend the competent professors to Board for the post of assistant
campus chief and programme in charges.

Approval of Purchase requisition form.

Approve expenses and bills within allocated budgets.

To attend seminars and workshops as per requirement to meet assigned tasks.

Define, approve and implement the Quality Policy and Objectives.

Approve QS related documents and amendments.

Appoint part time professor if necessary.

To evaluate the performance of professors and others staffs.

v Chairman
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The assistant Campus Chief
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

Support the operation of the administrative works,

Guide the entire Program In charges for smoothly running of teaching learning processes.
Ensuring the effectiveness of the implementation of subject guidelines.

To ensure implementation and maintenance of the Quality System in his/her area of work.

Authority
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* Asdelegated by the campus chief.

Campus chief

‘Campus Chief;

ANNEX |1



s

Y

NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKoT

To

The Head of Department Education Faculty
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To make annual operation calendar ang annual academic plan
* Tokeep complete control over the respective department/program.
= To monitor teaching process as per curriculum/subject guideline for improving the quality of
education,
To coordinate the meeting/ seminar/ workshop of his/her respective faculty.
To ensure student's counseling and guidance.
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Authori

* To maintain the teaching /learning environment of the campus.
= To submit the progress report every month

-

Campus chief

.-Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The Head of Department Management Faculty
Nuwakot Adarsha Multiple Campus

Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

= To make annual operation calendar and annual academic plan

= To keep complete control over the respective department/program.

= To monitor teaching process as per curriculum/subject guideline for improving the quality of
education.

To coordinate the meeting/ seminar/ workshop of his/her respective faculty.

To ensure student's counseling and guidance.

To ensure to run the assigned program effectively.

To carry out the additional duties as per order of Campus chief.

To make analysis and monitoring of monthly faculty reports.

To ensure to guide new professors for the technique of handling the classes.

To conduct faculty meeting and discuss the problem concerning the subject matter.

To ensure to report the gist of the meeting to Campus chief and demand the resources if
needed from the conclusion of faculty meeting.

To ensure implementation and maintenance of the QS in his/her area of work.

To keep complete control over the respective programs.

To make quality plan and improvements in Quality objectives.

To go on with Student's complaint handling at departmental level.

Ensure for the calibration of each and every equipments which are used in their respective
programs

= To ensure the implementation of Qs

Authority

= To maintain the teaching /learning environment of the campus.
= To submit the progress report every mon

Campus chief

-Campus Chief’
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The Heads of subject committee (Nepali)
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

= Toprepare yearly operation calendar in co-ordination of campus chief

To sketch annual academic plan of the department ( of all subjects through HODs & sub
professors)

To advise for distribution the classes to the professors

To Organize department meeting to discuss the problems concerning the subject

To Help the administration to recruit new professors

To Organize seminars, workshops, training for the subject professors

To play dominant role in creating good teaching learning environment

To Give training/ orientation to new professors

To ensure the implementation of Quality System

Authority

= To promote academic standard of the campus
= To submit Report to the campus chief

Campus chief
« ~Campus Chjef
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The Heads of subject committee (EPM)
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

sub: Duties and responsibilities

Responsibilities

= To prepare yearly operation calendar in co-ordination of campus chief

To sketch annual academic plan of the department ( of all subjects through HODs & sub
professors)

To advise for distribution the classes to the professors

To Organize department meeting to discuss the problems concerning the subject

To Help the administration to recruit new professors

To Organize seminars, workshops, training for the subject professors

To play dominant role in creating good teaching learning environment

To Give training/ orientation to new professors

To ensure the implementation of Quality System

Authority

= To promote academic standard of the campus
= To submit Report to the campus chief

Campus chief

-‘Campus Chjer
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

The Heads of subject committee (population)

Nuwakot Adarsha Multiple Campus

Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To prepare yearly operation calendar in co-ordination of campus chief

To sketch annual academic plan of the department ( of all subjects through HODs & sub
professors)

To advise for distribution the classes to the professors

To Organize department meeting to discuss the problems concerning the subject

To Help the administration to recruit new professors

To Organize seminars, workshops, training for the subject professors

To play dominant role in creating good teaching learning environment

To Give training/ orientation to new professors

To ensure the implementation of Quality System

Authority

To promote academic standard of the campus
To submit Report to the campus chief

Campus chief

Campus Chief‘
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

The Heads of subject committee (English)

Nuwakot Adarsha Multiple Campus

Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To prepare yearly operation calendar in co-ordination of campus chief

To sketch annual academic plan of the department ( of all subjects through HODs & sub
professors)

To advise for distribution the classes to the professors

To Organize department meeting to discuss the problems concerning the subject

To Help the administration to recruit new professors

To Organize seminars, workshops, training for the subject professors

To play dominant role in creating good teaching learning environment

To Give training/ orientation to new professors

To ensure the implementation of Quality System

Authority

To promote academic standard of the campus
To submit Report to the campus chief

Campus chief

%3

.-Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The Computer professor

Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

sub: Duties and responsibilities

Responsibilities

To ensure to follow all responsibilities prescribed for professors in general.

To take theory class as usual.

Guide students in practical work.

To Maintain / look after the computer lab.

To ensure the maintenance of the computers as per maintenance schedule by calling the
technicians as per need.

To prescribe rules for the handling of computers and ensure to follow by the students.

To Supervise & record the use of Internet by any body.

To keep attendance record.

To ensure implementation and maintenance of the QS in his/her area of work.

Authority

Authorize to report Campus chief regarding issue related to the computer

Campus chief

.-Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To
The Assistant Administrator
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot
Sub: Duties and responsibilities

Responsibilities

= To carry out complete HR related activities at the campus.

= To Ensure to prepare and Maintenance of professors, administrative staffs and other
personnel attendance records, leave records and their privacy etc.

To prepare reports for the decision of certain issues.

To be Responsible for maintenance of infrastructure & allied factors.

To Assist Campus chief for letter and other correspondence.

To help manage meeting especially concerning paper work.

To ensure implementation and maintenance of the QS in his/her area of work.

To Assist to Campus chief for general administrative works.

To prepare record files and ensure to keep properly.

To Make entry of letters & documents

To Dispatch new letters and documents through courier, by post or fax.

To Control, Monitor and supervise all administrative staff.

To prepare ID cards of students and distribute them, being signed by the campus chief.

To receive visitors and arrange appointments.

To ensure implementation and maintenance of the QS in his/her area of work.

To help procurement of different materials required for the campus as per rules of the
campus, by calling quotations etc.

To Maintain Stock register of Stationery items and office supplies.

To store the materials in the pre allocated area.

To ensure the preservation of the goods in the store.

To Issue the purchase materials to concerned professors and other staffs as per the claim/
request that shall be approved by the campus chief.

= To keep records of materials.

= To ensure Verification of the purchased materials as per purchase criteria.

= To ensure verification of the non availability of material requisitioned in the store.

» To follow the rules and regulation of the campus.
= To follow the guidelines related department and campus chief.
= Other duties ordered by campus administrators of the campus.

ANNEX |1
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Authority

Notice publish after approval of campus chief/assistant- Campus chief/HoDs

Instruct and manage all official securities matter and take necessary action

Authorize to maintain stock Register

Authorize to remove unnecessary materials as per rules and regulation of the campus.
Release goods from store against approval.

Keep all stores keys under control.

Restrict unauthorized persons to enter in Stores and use any items without permission.
Reject delivery of goods and items without approval.

Campus chief
.-Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

The Store keeper

Nuwakot Adarsha Multiple Campus

Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To help procurement of different materials required for the campus as per rules of the
campus, by calling quotations etc.

= To Maintain Stock register of Stationery items and office supplies.

= To store the materials in the pre allocated area.

= To ensure the preservation of the goods in the store.

= To Issue the purchase materials to concerned professors and other staffs as per the claim/
request that shall be approved by the campus chief.

= To keep records of materials.

= To ensure Verification of the purchased materials as per purchase criteria.

= To ensure verification of the non availability of material requisitioned in the store.

= To ensure implementation and maintenance of the QS in his/her area of work.

= To follow the rules and regulation of the campus.

= To follow the guidelines related department and campus chief.

= Other duties ordered by campus administrators of the campus.

Authority

= Authorize to maintain stock Register

= Authorize to remove unnecessary materials as per rules and regulation of the campus.

= Release goods from store against approval.

= Keep all stores keys under control.

* Restrict unauthorized persons to enter in Stores and use any items without permission.

Reject delivery of goods and items without approval.

Campus chief

<\

~Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To
The Electrician
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot
Sub: Duties and responsibilities

Responsibilities

= To Fix and check electric supply lines all around the campus.

= On finishing a new construction, to do wiring in the needed place.

= To come to the campus as early as 5.30 am and check electric lines so that the classes may
not be disturbed at 6 am (morning class begins at 6 am).

= Tolook after all electric work in the campus in the guidance of Deputy Administrator (general
administration).

= To follow the rules and regulation of the campus.

= Tofollow the guidelines related department and campus chief.

= Other duties ordered by campus administrators of the campus.

Campus chief

-Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The Toilet Attendants

Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To keep toilet neat & clean.

To see to it that there is plenty of water and regular flow in sits and urinary.
To sweep well inside and nearby corridor.

To see to it that there is no bad odor in side.

To Report to top management if there is something wrong

Campus chief

~Campus Chjer
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To
The library head
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot
Sub: Duties and responsibilities

Responsibilities

To make plan for further development of library

To carry on all activities in lib procedure

To control and follow up all activities concerning library and reading room

To supervise the performance of assistants as per description of their job

To Take care of the books in the library

To keep records of the books in right and modern way.

To Manage shelves, racks, cupboards as per need

To Purchase the books as per need of departments and faculties in the recommendation of
Program In charge.

To Contact and report the campus chief about the status of library.

To ensure implementation and maintenance of the QS in his/her area of work.

To help the deputy administrator in activities concerning library.

To Issue books to and receive them from the students.

To Handle Xerox machine and ensure the maintenance of Xerox will be done timely.
To ensure implementation and maintenance of the QS in his/her area of work.

To Do jobs as per direction of the deputy director

To help keep records of the books and maintain log record.

To work in assigned field — shift wise

To Maintain filing of all News papers and document in chronological orders.

To ensure implementation and maintenance of the QS in his/her area of work.

= To follow the rules and regulation of the campus.
= To follow the guidelines related department and campus chief.
= Other duties ordered by campus administrators of the campus.

Campus chief

~Campuys Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

The Accounts officer

Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To have Control over all financial transaction of the campus.

To prepare budget for the campus and submit the board for ratification.

To do financial dealings in the consent of the campus chief and as per appropriation by the
board.

To Issue toques for payment of salaries or the bills.

To distribute salaries of professors and administrative staff.

To keep accounts of transaction in the modern system.

To deal with banks and other financial institution as per need.

To Report the campus chief and have consent of him for payment.

To ensure proper book keeping of the company on timely manner.

To make sure that subordinate does work timely and efficiently.

To prepare financial report and submit to Campus chief.

To make plan for internal audit per half yearly (with in Magh and Srawan) and complete in
time.

To complete the external audit before the month of Ashwin in every year.

To ensure implementation and maintenance of the QS in his/her area of work

To follow the rules and regulation of the campus.
To follow the guidelines related department and campus chief.
Other duties ordered by campus administrators of the campus.

Authority

e Control all the accounts of the campus

Campus chief

i -CampuS Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To
The Account Assistants
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot
Sub: Duties and responsibilities

Responsibilities

To collect fees and other income and issue receipts.

To do as per order of the accounts officer.

To help the accounts officer in every way in matters of related fields.

To ensure implementation and maintenance of the QS in his/her area of work.

= To follow the rules and regulation of the campus.
= To follow the guidelines related department and campus chief.
= Other duties ordered by campus administrators of the campus.

Campus chief

R

.-Campus Chief'
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

Head Assistant - exam section
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To look after & control the activities concerning internal examinations of all level.

To keep records of the students as per performance reports (mark slip) of the professors.

To coordinate board & university examination in the guidance of the campus chief that takes
place in the campus.

To Issue certificates and mark sheets of the students.

To check the documents of new students and keep records after admission.

To Coordinate entrance examination in the guidance of campus chief and publish results.

To follow the rules and regulation of the campus.
To follow the guidelines related department and campus chief.

Other duties ordered by campus administrators of the campus.
To ensure implementation and maintenance of the QS in his/her area of work.

Authority

¢ Conduct and co-ordinate exams in consent of campus chief.

Campus chief

93

--Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To,

The Coordinator of research and development committee
Nuwakot Adarsha Multiple Campus

Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

= To help research work in the campus.

= To Make students collect data and help them in processing & analysis.

= To give orientation to students concerning research methodology & preparation of
proposals.

= To Coordinate with all faculties to develop research oriented activities in all fields

= To undertake research work of institutions, external or internal.

= To ensure implementation and maintenance of the QS in his/her area of work.

Authority

° Co ordinate research activities of the campus.

Campus chief

--Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

The security guard

Nuwakot Adarsha Multiple Campus

Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To grant all the security system of the teaching and non-teaching staff of the campus
To help the students enter in the campus.

To check ID card, dress of students.

To help the visitors to visit the campus with the permission of campus chief.

To control the outers people of the campus.

To keep guard of the gate of the campus in campus any time.

To control the crowded environment of the campus

Other duties ordered by campus administrators and campus.

Authority

Co ordinate all the activities of the campus.

Campus chief

9

.-Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To,

Mr. Sita kumari Shrestha

The assistant

Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To give security of the property of the campus.

To open and closed the office in regularly.

To make the office room and class room neat and clean.

To control the crowded environment of the campus

Other duties ordered by campus administrators and campus.

» Tofollow the rules and regulation of the campus.

* To follow the guidelines related department and campus chief.
= Other duties ordered by campus administrators of the campus

Campus chief

%

~Campus Chier

ANNEX |1



To

93

NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

The Head of Department Humanities Faculty

Nuwakot Adarsha Multiple Campus

Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To make annual operation calendar and annual academic plan

To keep complete control over the respective department/program,

To monitor teaching process as per curriculum/subject guideline for improving the quality of
education.

To coordinate the meeting/ seminar/ workshop of his/her respective faculty.

To ensure student's counseling and guidance.

To ensure to run the assigned program effectively.

To carry out the additional duties as per order of Campus chief.

To make analysis and monitoring of monthly faculty reports.

To ensure to guide new professors for the technique of handling the classes.

To conduct faculty meeting and discuss the problem concerning the subject matter.

To ensure to report the gist of the meeting to Campus chief and demand the resources if
needed from the conclusion of faculty meeting.

To ensure implementation and maintenance of the QS in his/her area of work.

To keep complete control over the respective programs.

To make quality plan and improvements in Quality objectives.

To go on with Student's complaint handling at departmental level.

Ensure for the calibration of each and every equipments which are used in their respective
programs

To ensure the implementation of Qs

Authority

To maintain the teaching /learning environment of the campus.
To submit the progress report every month

Campus chief

)

.-Campus Chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

Mr. Yogesh Shrestha

Teaching Assistant

Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

* Teach the assigned classes as per rules or philosophy of the campus.

* To prepare annual work plan and lesson plan

* To help the campus in the maintenance of discipline, moral behavior, information of
students, etc.

¢ To Make students follow rules of the campus in the passage, steps, library, toilets, etc & if
needed report to the HoDs.

* To keep attendance record of students.

* To Give feedback encouragement and follow up to the students.

* To Motivate the Student to follow Nepali culture, tradition and practice.

* To ensure to maintain good relationship with student by close contact and interaction.

* To ensure implementation and maintenance of the QS in his/her area of work.

* Delivering lectures, seminars and tutorials;

¢ Developing and implementing new methods of teaching to reflect changes in research;

 Designing, preparing and developing teaching materials;

* Assessing students' coursework:

* Setting and marking examinations;

e Supporting students through a pastoral/advisory role;

* Undertaking personal research projects and actively contributing to the institution's research
profile;

e Writing up research and preparing it for publication;

» Supervising students' research activities;

» Completing continuous professional development (CPD) and participating in staff training
activities;

» Carrying out administrative tasks related to the department, such as student i
induction programmes and involvement in committees and boards,___ :

Oz
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* Representing the institution at professional conferences and seminars, and contributing to
these as necessary; establishing collaborative links outside the university with industrial,
commercial and public organizations

¢ To follow the rules and regulation of the campus.

 Tofollow the guidelines related department and campus chief.

e Other duties ordered by campus administrators of the campus.

Authority

* Authorize to report HoDs/Campus chief if needed regarding the issue related to the
maintenance and development of moral behavior, discipline and information of the students
(Teaching/ Learning Environment).

Campus chief
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To

The Administration Assistant
Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To regulate rent of all the stall of campus each month up to date.

To read all the sub-meter of stall each month up to date.

To keep the record of stall up to date.

To regulate contact all the stall.

To Maintain / look after the computer lab.

To ensure the maintenance of the computers as per maintenance schedule by calling the
technicians as per need.

= To prescribe rules for the handling of computers and ensure to follow by the students.

= To Supervise & record the use of Internet by anybody.

= To follow the rules and regulation of the campus.
= To follow the guidelines related department and campus chief.
= Other duties ordered by campus administrators of the campus.

Campus chief
~Campus Chies
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NUWAKOT ADARSHA MULTIPLE CAMPUS

BIDUR-4, BATTAR, NUWAKOT

To,

Sweeper

Nuwakot Adarsha Multiple Campus
Bidur-4, Battar, Nuwakot

Sub: Duties and responsibilities

Responsibilities

To keep the campus environment neat and clean.

To keep classroom and others rooms neat & clean.

To lock all the room after completion the classes

To sweep well inside and outside of the class room well as well passage and ring road and
ground.

To see to it that there is no bad odor in side.

= To Report to top management if there is something wrong

Campus chief
~Campys Cpjep
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f. Conduct verification missions, data quali

ty check and ensure accuracy of the
reports submitted to NAMC.

3- Coordination

a.  Facilitate coordination meetings amon

8 program officer for information sharing
and trouble shooting

4-  Capacity Building
a.  Conduct training need assessment, identify staff trainin

g needs in planning,
monitoring and reporting,

and develop staff capacity building plan

b. Conduct training sessions for capacity building of provincial and campus level
staff in planning, monitoring and report in

5-  Other tasks

a.  Perform other specific tasks related to planning,

monitoring and reporting as
deemed necessary by the campus.

Campus chief

~Campus Chjer
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Nuwakot Adarsha Multiple Campus

Human Resource Management Plan 2021-2026

S.N. [Particular [status 2020 | 2021  2027] 2023]  2024] 2025
1 Teaching Staff
Full time 13 13 14 18 18 18
part time 36 30 22 12 12 12
Total 49 43 36 30 30 30
2 Non teaching staff b 0l STy
permanent 4 4 4 4 4 4
temporary 0 2 3 3 3 3
contact 7 5 4 6 6 6
Total 11 11 11 13 15 13
Teaching staff promotion plan_ sl
professor 0 0 0 0 0 0
Reader 0 0 0 4 4 4
Lecturer 13 13 14 9 9 13
Teaching Assisstant temprary 0 0 1 5 3 1
Teaching assisstant 36 30 22 12 12 12
Instructor 0 0 0
Total 49 43 37 30 30 30
Non-Teaching staff promotion plan
Officer level 1 1
Assistant level 5 level 1 1 3 3 2 2
assistant level 4 level 2 7| 0 0 0 0
non level 1 1 1 0 0 0 0
Non level 2 1 1 1 1
Non level 3
contact 6 6 7 7 ¥ 7
Total 10 10 11 11 11 11
Study Leave for Teaching staff
PHD 0 0 0 1 0 1
M phil level 2 2 0
Capacity Development plan of Teaching and non teaching staff ‘
1|Research Training 20 20 20 30 30 30
2|Adminitration related Training 1 1 1
3|Faculty development Training 10 10 10
4|ToT for Climate change, DRR CCA
5|Account management Training Ty %
6[EMIS training 1
7|Library management Training ¥ 1
8|Gradener Training ‘ [ sk 1

ANNEX |1
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9/Good goverance 2 2
Competant Human resources
10|recuitment training 1 1
11|stock management training 1
12|Life skill Training 2 3 4

ANNEX |1
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1. The paper title and preliminary requirements

Title: It should be printed in non-italic bold letter capitalizing initials of content
words in the case of the use of Roman script. It should not exceed 12 words.

» Name of the author and the title

* A brief professional course career of the author (in a table at the bottom of the
first page), e.g.

* Abstract: This section should have word ranges from 150 to 250 words in non-
italic form with no indentation. The authors are required to include key objectives,
methodology, results/findings, interpretation and implications of the research in
precise form.

* Keywords: The keywords line should begin indented like a paragraph under the
abstract. Keywords should be italicized, followed by a space. The words
themselves should not be italicized. They should not be more than 6 words,

* Page number at the top of the right hand margin
2. Body of the Article
The body of the article should be organized into the following sub-headings:

i) Introduction: It should establish context, concept, problems, objectives
and significance of the research, incorporating conceptual and theoretical
underpinnings. The authors are required to enrich the concept reviewing
past and current literatures.

ii)  Methodology: This section of the paper answers two main questions-
how were the data generated? And how were they analyzed?

iii)  Results/ Findings: The author requires presenting the data in tabular,
graphic, verbal or textual forms concisely. A major purpose of this
section is to break down the data into sentences that show its
significance to the research question(s). The authors can create
subheadings as per the requirements of the paper.

iv)  Discussion: It discusses and interprets the significance of the results/
findings. This section explains new understanding or fresh insights in
light of what was already known about the research problem

b Q-
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investigated. The authors can create subheadings as per the requirements
of the paper.

v)  Implications and Conclusion: This section includes the learning from
the results (reflections), implications, and shortcomings of the study on
what the paper is based

vi)  References: List the sources referred to in the writing applying current
APA format.

. Supplementary section (Optional)

» Appendix/ices include the large data used in the research, research tools- such
as questionnaires, interview schedule/ guidelines, check list, maps or images.

. Typing

The authors are requested to use 'Times New Roman/Preeti' font type, 14/18
letter size for the title and 12/16 for the running text with black colour. Writing
should be printed one side of the paper with 1.5 line spacing, applying align left
to the text and centre for the title having indentation by 0.5 inches.

. Editing
Editorial board manages the editorial process on the basis of guideline.
. Citation and referencing

Article writing format should follow the APA (current edition) styles of citation
and references.

e B
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.The guidelines developed here are concerned with the purpose of writing mini
and rigorous research report. They are informative, rather than prescriptive.
They offer assistance to the researchers in helping them to determine how to
apply the baseline standards and regulations of the campus, University and the
wider community of research.]

Research Title:

Research title should reflect part of a larger issue. It must be revealing, clear
and specific having non-standard acronym or abbreviations. It should not
exceed to 12 words including articles; font size 14, centered.

Introduction:

This section should state the context, research question, issue or general
problem that you are examining,.

Review of the related literature and Conceptual Framework :

Since the intention of the literature review section is to offer an impression of
significant literature which is in connection to the present study, the researcher
needs to do some assessment or examination of scholarly articles, books,
dissertation, conference proceedings and other sources which are essential
before writing the literature review. The resources to be assessed or examined
must be relevant to the present topic, particular issue, area of research or theory;
a description, summary and critical evaluation of each work must be provided.
At least 30 relevant empirical literatures for mini research and 100 for rigorous
research needs to be critically reviewed in this section striking a balance along
with the theoretical and thematic review.

Methodology: In this section the research report should include the research
methodological components.

Result and Duscussion
Implications and Conclusion ;
Documentation % &,
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* On separate pages, include sections labeled references/ appendices which
provide the full publication information for all the sources you will use in your
research.

® Use the APA (current edition) format for documenting your sources.
Dissemination and publication of results

The researcher should prepare presentation slides to disseminate among
stakeholders at college.

Format of Research Report
Preliminary Part
Cover Page
Declaration
Copy Right
Dedication (If necessary)
Acknowledgement Approval (By RDC)
Certification (By Campus Chief)
External Evaluation Letter
Abstract
Table of Contents
List of Tables
List of Figures

BBBIOVIBHONA .. o vvessasvasoiadhsssisssisssns nomomenasonssssassssosions s smnnn e

......................

Main Body
CHAPTER I
INTRODUCTION
Background of the Study

Statement of the ProbleW W
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Rationale of the Study
Objectives of the Study
Research Question/s Hypothesis ((if necessary)
Delimitations of the Study
Definition of the Key Terms

CHAPTER II

LITERATURE REVIEW

Review of Related Literature
Review of Theoretical Literature
Conceptual Framework
Research Gap

CHAPTER III

METHODS AND PROCEDURES

Research Approach/es
Research Design
Environment / Locale/ Setting/ Location/ Lab Setting
Population and Sample (Sample Size and Method of Selection)
Instruments/Techniques Used in Gathering Data
Instrumentation and Validation
Sources of Data
Data Gathering Procedure
Tools for Data Analysis
Treatment of Data or Testing Procedure (if it is quantitative)
Data Analysis Procedures (Steps of Analyzing the Data)
Ethical Considerations
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CHAPTER IV
RESULT AND DISCUSSION
Objective wise data/information presentation.
Objective wise discussion with linking theories and literatures.
CHAPTER V
IMPLICATIONS AND CONCLUSION

Supplimentary Section
Refereces

Appendixes

.................................................................

..........................................
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