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All matters relating to Establishment of Commission’s office. (including
contingency paid) Employees of the Commission’s office.

Instructions relating to Establishment.

Sending of various type of quartly reports & General references relating to
Estt.

Payment of rent and agreement of office building and house hired for
Chairman and Members.

Allotment of Govt. accommodation and sending of applications to house
allotment committee of all the officers/officials of HPSC.

All work relating to repair and maintenance of the Govt. vehicle of HPSC.

Budget estimates (Receipts/Expenditure/Stationery)

Checking of Bills.

All loans and Advances.

All work of GIS.

Medical Re-imbursement.

D.A instalments and matching grants.

All instructions regarding House Rent.

Prepare of contingency bills.

Maintenace of G.P.F and pay pass books.

All work of L.T.C and income tax.

Cashier

Reconciliation of fixtures with A.G and monthly expenditure statement of
F.D.

Telephone Bills, payments/Expenditure.

Audit Objections.

Presentations of Bills to the Treasury and Receipts thereof.

To take care of the office premises, stores, stationery and its purchases and
payments.

Printing of all type of forms.
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Installation of new telephones and shifting thereof.
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Maintenance of Generator Set & Computers

To prepare pay, T.A. Arrear and Medical Bill, Contingency Bill.
Recovery Statement of various Advances.

All type of deductions.

All recoveries and its correspondence.

Removal of all postal orders and Treasury Challans received with
Applications for Recruitment/Exams

To enter all the Postal orders and T.R. in cash book and to maintain its
account

To deposit the Postal Orders in office account in Bank.

Refunds of application Examination Fees.
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