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Name                         :   Ram Prasad Jana                    

Designation              : Assistant   

Department             :  Administration  

Qualification            :  M.Com, MADE, PGDDE, PGDIBO, IFRS 

 

Key Responsibilities:     

• Maintenance of Leave Record  

• Processing of Medical Bills.  

• Document verification of different types of scholarship forms (i.e. NPS, e-district, 
INSPIRE, DJB, PLI, ISBD, all state level, University level etc.).  

• Handling Fee concession and Financial Aid.   

• Handling Certificates (Scholarship and Annual Day etc.)  

• Admission work. 

• Any other work assigned by the Principal, Vice-Principal, A.O, S.O.    

 

 

 

 

 

 

 

 
   


