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» To deal with disciplinary cases.
» Toissue show-cause /explanations/suspension letter.
» To prepare charge sheet and scrutinize charge sheet.
» Toreceive legal opinion from Legal Affairs Department as and when required for
quick disposal of the disciplinary cases.
» To appoint Investigation Officer and Departmental Representative for
investigation of charge sheet case.
» To serve the reminder letter to the Investigation Officer to complete the charge
sheet case within the stipulated date.
» To prepare latest status of disciplinary cases for onward submission to the
Ministry through Company Secretary.
» Toreceive complaints from various sources regarding disciplinary matters and
processes the case accordingly.
» To examine Investigation Report and submit for management decision.
» Addressing appeal against punishment imposed to an employee.
» To give clearance regarding disciplinary cases for promotion and foreign posting
of existing employees and final settlement of retired employees.
 To intimate various information to Govt. Office like Ministry, Anti-corruption,
Police department, Customs etc.
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T et #11 Duties & Responsibility A asn 2

e Foreign posting.

» Process different types of visit to abroad

» Issuance of Letter of Introduction to different embassies in Bangladesh requesting
issuance of visa.

» Providing assistance for visa collection.

» Recruitment of local employees in different foreign stations.

» Process of Annual Increment for local employees.

» Retrenchment/ Final settlement of local employees.

 Managing work permit for foreign recruits.
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1) Recruitment & Staffing
ii) Appointment Promotion Posting (APP)
iiiy  Personnel.
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Recruitment & Staffing = Duties & Responsibility A ¢rea gee:

» Planning and designing of recruitment examination and processes.

» Advertising for recruitment.

» Developing trade wise exam papers and other assessment tools.

e Conducting recruitment examination.

» Evaluating of examination papers and assessment tools.

» Preparing result sheets and publication.

» Providing suggestions and advises to the APP section for placement/transfer of

staff.
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Appointment Promotion Posting (APP) #ixiw Duties & Responsibility e e see:

» Appointing new staff as per recommendation of the R&S section.

» Preparing Seniority List.

» Posting and placement of staff as per recommendation of the R&S section.
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Providing higher grades as per suggestions of the JD section.

Designing and developing promotion policies and procedures.

Promoting of staff as per suggestion of the Planning, Performance, Development
sections.

Officiating arrangements.

Casual appointment renewal.
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Personnel #12 Duties & Responsibility S ¢rs gem:
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Managing and maintaining personal files and information of each staff.
Updating personal information in the PIS.

Issuing various certificates viz. experience, service, NOC etc.

Process any grievance raised by employee(s) for decision.

Para-wise reply to a court case.
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