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THE POWERS AND DUTIES OF GFFICERS AND
EMPLOYEES OF GROUND WATER DEPARTMENT.

- BIRECTOR

' The Director is the head of the dcpartnient;znd has -'comro'll over zll administrative
and technical matters of the department Director is also thc qscr\.,taxy of Greund Water
Authonty :

: ] ~~ Superistending I*"rae:f,,.ineer(General)

\ F Superintending Engmeet has over all contro! of the 14 district offices and he has to
"ynf * exercise administration and techmca] control over the dxslnct in order to ensure efficient
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\Ov  “department activities. Superintending Engineer has superintending control over all works
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of the aepamnent‘co_zmected to pdurchase, maintenance of vehicles and machineries,
Drilling activities, Water sﬁﬁply schemes. Supeﬁntcnding Engineer is the authority for
giving techinical sanction to all the works in the dcﬁértn;ént. His responsibilities will
also inciude. ' '

a) Giving gmdanue in the matter of execution of dnlimg works of a comphcatcd
DAMUTe.

b) Planmng and arraagmg supphcs of dﬂparlm“ntal matcnals to be supphed for
various works. - -7

c) Inspecting the Dlstnct Oﬁices annualiy with a view to see that the work of the
districts is carried out efficiently. The inspection should cover the following:

i) = The adequacy of staff in the dmsmn :

u} . The distribution of tcchmcal staff |

fii) The adsquacy and per"ormaucc of machineries and ‘'vehicles.

iv) Review of inspection notes of the District officers/ Executive Engineer. |
V) Having full ca_ﬁirol over Centrcﬁ Workshop a'nd‘ Stores, Kollam.
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uupe-mtendmg Engmcer (HP) is the head of

;Hydrology Pro;ect also the
procurement officer of Hydrology Project.. =
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Superintending demgeolggg 3

The Investigation - wing  is hwded by the Supcmftendmg Hydrogeologxst
Supervises all work in the stzte related to survey for site selection and other

mvestxgatons work Authonty for 1ssuc of tochmcal sanétlon for the recharge schames S

& &;'? .....

the wgﬂance ofﬁcet of thc])épamnent..
District Ofﬁcer kil

]

TheDlstnctOfﬁcerwhavmgthcomﬂchargeofeachdlsmctontcchmcaland
office admlmstranon He has ver all control of drillmg, investigation work and all
scheme works of the depmeni. District Officer will co-ordinate and give technical
support to the works taken up bythc local bodies, S.C. departmcnts Drought Relief work
of District Collector etc mn pmvrdmg drinking water facﬂjues He will be the District
manager of the Nauonal Hydrology Project. He is’ responsﬂ)le for updating and
g transfcmng data related to Hydrology Project to thc nsSes.

M bice

Executive Engineer asssts the Superintending Eugmecr (Gl) in all works and
activities carried out by the departmcnt. Executive Engineer will inspect drilling WOrkS
and various scheme works during execution gwmg instructions where ever required.
Executive Engmeer is also responsible for giving guidance for preparing estimates for
vanous schemes. He is responsible for issuing esscnnahty certificate for the repair and
maintenance of machineries of all District Offices. Executive Engmcer is responsible for
the super check measurement of all works. Exccutwe Engineer (Directorate) is
_responsible for issuing cssc:ntlahty certificate for the rcpaxr of machineries upto Rs.
50,000/~ and vehicles camcd out at central workshop and stores, Kollam.

Exacutive Enoineer H drology Project

; ] . |" . i

Executive Engineer (HP) will assist the SE‘(HP) in all works and activiiies
carried out by the department. Executive Engmeer (HP) is responsible for giving
guidance for designing and estimate preparation of arfnﬁcml recharge structures and Rain

Water Harvesting schemes. Executive Engineer (HP) is responsible for inspecting and
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super check measurement of all civil works of the department., Executive Engineer (HP)
is also responsible for the maintenance and data updating of full climatic stations of the
department.

Assisiant Executive Enm‘ eer

- Assistant Exe Eugmoer suporwses all drilling works and all other works rel.m,d )
fo drmkmg water supply. Assistant Exe. Enginecr is rcsponsﬂ)le for the maintenance and
upkeep of all machineries and vehlclcs Assistant Exe. Engineer is responsible for
planning all the dnlhng works works relatcd to drinking water supply and Attificial
Recharge structures in order to complete the works in a time bound manner. Assistant
. Exe Engineer is responsible for completing the targeted work of each machinery in time.
Assistant Exe. Engii]eer io'résponsibie for taking check measurement of all the works in
the rospeotive districts. Ass:stant Exe. Enginecr is also entrusted with overall control on
shifting of all the dnllmg units and engaging staffs according to necessity in the field of
cxecunon of Ground water suuctwe with dnllmg rigs.

T

Ass:.stant Execut:ve Enmnoer 1Hydrolog}:[

Assxstant Exe Engmeer (Hydrology) is responsxble for verifying design and
_ estimate of recharge sohemes and Rain Water, Harvesting schemes and artificial recharge
3 scbemes Ass:sumi Exe Engmeer (Hydrology) is also rosponsﬁ)le for supervising all
civil works and ﬁmchomng of full climatic stations. Assistant Exe. Engineer (H) is also
responsible for the maintenance of all instruments of full climatic stations and data
upgradation of FCS._ s '

Asmstant Exccutrve Engmeer { }!orhshog & Stores! : -_

Assistant Executwe Engineer (W &S) is f onmxstod with the repau' and
maintenance of department machineries and vehicles, jdos:gnmg and slotting of pipes for

tube well construction, inventory of stores, d:stnbuuon of stores and materials according
!

to the noed to the district offices. , :



‘ Assistant Engineer
« Assistant Engineer is in charge of machineries and supervises all dnllmg WOIKS.
Assistant Engineer is respoasible for the maintenance and upkeep of all macluncnes and
vehicles. Assistant Engineer is responsible for timely completion of targcted work and
for allotting works of the machineries to the unit in his charge. Assistant Engineer is
entrusted with the over all control of shifting of machineries and engaging staff for fhe
‘drilling unit in the absence of Assistant Executive Engineer.  Assistant Engineer is
responsible for designing, preparing estimates and taking measurement for drilling works,
water supply schemes and artificial recharge structures. Assistant Engineer is also
responsible for upkeep, maintenance of data collection and upgradation of FCS and
Piezometers, ;

Assistant Engineer (Hydrology)

Assistant Engineer (Hydrology) is entrusted with preparation of estimates and
design of all Artificial recharge Schemes, Rain Water Harvesting Schemes and all civil
works. Assistant Engineer (H) is responsible for supervision and taking meassrenicnts
for all civil works. Assistant Engineer (H) is responsible for upkecp, maintenance and
data upgradation of FCS.

Sanior derogenlegist: irectorate

. ‘Sui)ervision of data collection, data dissemination and processing of all the data of
Hydrology Project and preparation of various technical reports.
Hydrogeologist: i
Ground Water Investigation work, preparation of technical rreports, site )

inspection.  Site”selection for artificial recharge schemes and monitoring, ficld studies

eic; ;

Junior Hydrogeologist: ' ;
: Ground Water Investlgaum work, prepamnon pf maps and technical reports, bore

hoie sample collection, water sample collection and weﬂ data collection etc.
i ;



Geological Assistant:
_'_"—-h———__________

Survcy' work, water sample collection, wel] data col':ction ang Lore hods
san:}ple collection, _Prcparatxon of technica] Teports and to assist in al} works 1o
Junior Hydrogeologlst & Hydrogeologist. ; ‘

Serior Geophysicist:

Overall administration of Data and Net working Centre. Preparation of repoits/
articles for publications . Supervision procurement of Geophysical equipments,

S.H. GPS operation and datg collection.

Geophysicist:

Site selection for coustruction of different types of wells (Bore wells)/ Tube wells/
Filter point wells. Conducting geophysical studies for the construction of recharpe
structures, Logging of wells for well construction/ saline water studies, collection of
Geographical co-ordinates of Piezometers for the data base using, Global positioning
sysfem. Assist Sr.Geophysicist in his works,

Ty
Junigr Geophysicist:

Site selection for cons&ucﬁon of different types of wells (Bore wells)/ Tube wells/
Filter point'wells: Conducting geophysical studies for the construction of recharge__
structures, i-oggigg of wells for well ‘construction/ saline water studies, collection of
Geographieal co-ordinates of piezometers for the data base using, Global positioning
system. Assist Sr.Geophysicist in his works. Assists the Geo Physicist in field and office

Geophysical Assistant:
S DAVSICal Assistant:

Assisting the Geophysicist and Junior Geophysicist in conducting Gepphysical
investigation and GPS data collection. : ‘

wn



Drilier ig also Tesponsible for the timely completion
machinery ypder his charge apqg also for allotting works fo,

Senior Driller: | “
=CRIOr Driller, | : | A

" Senior Driller is i chérge of the machigery and supervises the drilling work iy, the
absence of Assistant Engineer ang Master Driller. Senior Driller wijj assist Master
Driller in alj pis works and will take all the respousibilities of the ypjt i the absence of

Master Driller, -

i Driller Mechanic/ Driller:
\\

Driller Mechanic/ Driller s enfrusted with Operating  {je drilling machines.
Driller 'Mechanic/ Driller is alsg €atrusted with repajr and maintenance of the rigs and
éccessoxies in time. Driller Mechanig/ Driller shoytg maintain the drillers diary,

Dn'Hing Assistant:
Assist the Driller/ Driller Mechanic at e time of drilling wells and in the repair

oand maintenance worj of drilling rigs. In the absence of Driller/ Driller Mechanic,
Drilling Assistant will have the fi)]) responsibility of drilling and maintenance work.

Skilled Worker:
===t€ Worker:



Survevor:

Site supervision and preparation of estimate for work of drmkmg water, supply
schemes, Artificial recharge structures, Rain water harvestmg schemes and other civil

works. Assists Assistant Engineer in taking measurements of the civil works.
Draftsman:

i ; A" : ; \
Preparation of estimates, dmwmgs, wenﬁcauon of esumatcs and site supervision

for works of drinking supply schcm Artificial Te cbarge structures, Rain water
hawestmg schemes and other clvﬂ woxks Assxsts Assnstant Engineer in taking .
measurements of the civil works

R g ) r.»’

Tracer:

Preparatmn of drawmgs
Store-in-charge:

Store—m-charge is cn!rustcd w:th receipt of sto.rcs upkcepmg of stores, proper
accounting of stores aud dlstribunon of stores. Store—m—charge (Directorate) is also -
entrusted with upkeep and mamtcnancc of veh:cles of the Directorate.

Store Assmtant ' : '

s B e AR o
Pump Oggratm-'
Opemnon and mamxnance of mud pumps; in drilling operation aud also pump test umt

Comnressor Drwer

‘Operation and daily maintenance of combr_cssor’s in drilling sites and driving of
drilling rigs. ;
Foreman:

vchi-cle'-s and supervision of
the repair works at central workshop and stores. d '
A

Maotor mechanic:

l

Repairing work of machines, rigs and machines.

i ~

Preparation of estimates for repaxr of machineries a':
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Electrician:

Carry out the electrica] works and energisation of pumps, providin iighﬁng in
sites etc and all the electrical works of the department. : =

Lascar:

Assist the Geologists and Geophysicist in survcj works.,
Welder: . .

~Yeider: « ok

Welding work of the department including machineries, vehicles and assembly
welding of tube wells, . A

Tinker:

Sheet metal works of the department including repair of vehicles and machineries

" at Workshop and Stores, Kollam.
Turner:

Engaged in the lathe work for making of machione parts and fabrication of siotted
pipes for tube wells and filter point welis.
Blacksmith: e

Sﬁﬁthy works in the ﬁorkshop for the vehicles and maintenance at our workslhop
and stores.
Ma:chin_ist: :
| Repairv and majnte;lancc of machineries and vehicles at central workshop and
Stores, |

Fiiter: : -
Fabrication works o machinery and vehicles.

Workshpg Attender: :

To assist the mechanics of workshop
Watcher i

Watching duty of the office and drilling sites. :
System Manager: 5 S
: i ,
Upkeeping of computers, over all charge of the hxformaiion Technology System. -
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Carry out the électn'cal works and energisation of pumps, providmg-lighting in
sites etc and al] the electrica] works of the department. :
Lasgr: ’ 4 :

Assist the Geologists and Geoghysicist in surve} works.
Welder: - ;

welding of tybe wells,
Tinker-

Sheet meta] works of the department including repair of vehjcles and machineries
" at Workshop ang Stores, Kollam. ; : t

Turner: :
Engaged in the lathe work for.making of machijope parts and fabricatioy of slotred
pipes for tube wells and filter point wells. '

Blacksmith: : e

and stores,

Mgc!_n'ri_ist:

Fitter: i :
- Fabrication works of machinery and vehicles,

Worksh_og Attender:

To assist the mechanics of workshop
Watcher ;
Watching duty of the office and drilling sites. :

Sy stem'Manager: ‘ )

i LENG I
Upkeepiug of computers, gver aj charge of the quorm;%!tion chhnolo_gy System. -
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Chief Chemist: i
/

Over all supervision and co-ordination of functipné of 3 laboratories. Dacision
making on the water quality aspects, data‘valida'tion and interpretation. Over all
.administration of the labs. 3

ExecyiWc Chemist:
Categorising and decxsum making on the analytical results, organize work

programmes, formulation of speclal studies, write project proposals. Administration of
level I Labs.

Chemist: : '
Responsible for good functioning of the laboratory and analysis of samples.

$

Analysis of AAS and GC, trouble shooting with regard to equipments/ analysis. Setting
up new instruments in the laboratory, finalization of reports

Jumor Chemist:

"Analysis of water samples in the lab, Analysis of TOC, Method development in
- consultation with Chemist, generation of reports, maintenance of registers, entry of data.
‘Chemical Assistant:

——

e

To do all physico-chemical analysis,enter field data and analysis results in
computers, field sample collection, store keeplng of lab equipments, glasswares,
* chemicals , site.analysis etc. ; 7
Laboratory Attender-' ;

- Sample col!echon and tmnsportauon to lab hclpmg in preparation of solutions for
preservation, observe field smlatlon, prcparanon of glassware etc.
Administrative Officer:

The Primary éuty of Administrative Officer is to give proper advice io Director
in service matters of the staﬁ' of the Department. Bemg, drawing officer, Admnmw ative
Officer is to sée that financial transactions are bemg carried out promptly. Petitions filed
in courts are dealt with and attend courts as am_i ‘when required. It is the dut yvoof
Administrative Officer to execute establishment mﬁers relating to the v&hqlc stall of ke

department including those in District Offices, Analﬁical labs and wokshop & stores.
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Finance Officar:

Duties and Powers assigned by Government aéipcr GO(P) No: 388/92/Fin dated

6.5.92 such as opinion of Financial matters, Distribution of funds, Preparation of Budgct‘

Esumate Watching the Progress of department/ Tevenue etc.

SZzior Su perintendent:

- ENE
Senior Superintendent scrutinizes all files relating to establishment matters

received from Establishment section and to subtmt them to Administrative Officer
without delay. Supemsmg all activities of the sunnrdmaxe staff is the duty of Senior
Superintendent.: P.R. maintained by clerks have to be verifi ed.

Junior Suggrinténdent:

1t is the duty of Junior Supcnntcndeut to scrutinize all files relating to puu,h 1§¢
and tube well sections and to submit them to AE/ AEB/ EE and SE. Supemsuu_. all
activities of subordmatc staff of P&T sections is the duty of Jumor Supcnntendz.nt P R.
maintained by clerks have fo be verified.” o3 : il

Head Clerle

It is the duty of Head Clerk to venfy files from ¥ l F2 and F3 sections. All papers
relating to budget preparation, Distribution of ﬁmds preparation of expenditure

statement, reconciliation of department fi 1gures with trmsmy figures and ﬁgures of
Accountant Geneml, conducting internal audlt etc. and th!: activities of Fmancc section.
PR mamtamed by clerks have to be venﬂed

.
L

U.D. Clerkl L.D. C!erk: . , b ' 5

The followmg are the seats of Directorate of Ground Water Dcparhnent
El Section
E2 Section
E3 Section
E4 section
E5 Section
E6 Section

i.
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F1 Section

8. F2 Section

9. F3 Section

10, P1 Section

i1. P2 Section

12. P3 Seciion

13. T1 Section

14. T2 Section

15. T3 Section '

The nature of duty of UDCY £DC in the secfion is to put up files promptly and

as and when called for by the Superiors. They should maintain P R. properly.

LConfidential Assistant-
=ohlidential Assistant:

It 1s the dui‘y of Confidentia; Assistant to diciate the Statements made by
the concemed officer i shorthand and ijpe the material correct ly and promptly.
Seiection Grade Typist/ (.1, Fypist/ L. Typist:

It is the duty of Selection Grade Typist, UD. Typist, LD. Typist to type
the drafts neatly and carefully arnd without any delay.

It is the duty of Peop o attend office bunictually and transit tiles to the
concemed sections.

Biadey:

Arttached to office sections and tesponsible to stitch the registers, disposals

and such other Papets as instrucied by the office supervitendent or any othar

DIRECTOR.

officer in the departnent.
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