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FOREWORD

[ am very happy to pen the foreword for this extremely useful manual, detailing
the duties and responsibilities of all categories of employees in distribution
companies, from the level of Chief Engineers down to Section Officers. For effeétive
and efficient performance of any organization it is essential for each employee to
have clarity on his/her duties and responsibilities. The manual serves this need and
I am sure that it will be a constant guide and support to employees to perform their
duties and responsibilities in the best interests of the organization.

Knowledge of duties and responsibilities, while essential, is not the only
requirement. Along with such knowledge, there must be a positive mindset. A
purposefill mindset. A passionate mindset. Each employee can choose to work day
after day 1n a routine and ordinary manner, or can choose to align the tasks and
duties at hand with purpose and passion. [f we want our organisation’s performance
to be a magnificent story of success, then we must realize that each of us are the
authors and every day we have the opportunity to write a new page. The future of
our organization is not a matter of chance; it is a matter of choice. It is not something
to be waited for; it is a thing to be achieved.

I congratulate the Chairman & Managing Director and all those who put in
painstaking efforts to bring out this manual, which will be useful for all utilities. I

wish each and every employee happy reading and a mindset that will bring great

ot
Rachel Chatterjee

success to the organization.
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PRE FACE

The Power Sector Reforms have resulted in Organisational changes, interalia
by formation of Distribution Companies, such as ours. In present scenario
operational efficiency and commercial viability have become bench marks, for better
performance orientation, responsibility and accountability, with an aim to further

better Customer Service, overall.

As a part of the above Reforms process unbundling of the erstwhile APSEB
into separate corporations like APGENCO, APTRANSCO & 4 Nos. DISCOMs
have been formed. Consequently, many Engineers and officers of Accounts wing
from Generation and Transmission, have been inducted into DISCOMs by exercise

of Options.

In this process, some ambiguity in role perception amongst Senior Engineers
has been noticed; who are not quite aware of the respective functions to be discharged
at Discom level. This is a constraint with likely adverse effects on performance in
day to day activities. Hence there is a need for clarity regarding the individuals

specific role vis—a-vis performance.

Against the above background, and in order to facilitate better performance
Management, it was felt necessary to have a compendium of Officers Jobs and
duties detailing their respective functions. As an exercise in this direction; laid
down herewith are, the duties & responsibilities of various officers at Corporate

Office & field, starting from Chief General Manager to Asst. Engineer /



Addl. Asst Engineer (i.e., Section Officer) and also SAO to AAOs. These duties
& responsibilities are basically as approved and communicated by erstwhile

A.PS.EB during 1997.

While the duties are exhaustive in nature and constitute normal functions
only, as per laid down rules; any required functions, as entrusted by respective
superior officers from time to time are also to be carried out, in addition to their

duties mentioned herein.

It is hoped, that the above compendium would result in strong performance

orientation in the concerned cadres, through better Individual Performance and team

sy

(Y.GOPALA KRISHNA MURTHY)
CHAIRMAN & MANAGING DIRECTOR

work, resulting in Organisational Development.
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ABSTRACT

Estt. -~ APEPDCL — Duties & Responsibilities of Officers - prescribed functions - guidelines
issued - Regarding

E.0.0.(CGM(HRD)) Ms. No. 183 Date: 01.11.2003

ORDER:

The Power Sector Reforms have resulted in Organisational changes, interalia by forma-
tion of Distribution Companies, such as ours. In present scenario operational efficiency and
commercial viability have become bench marks, for better performance orientation, responsibil-

ity and accountability, with an aim to further better Customer Service, overall.

2. To enable our officers to work towards above objectives, it has been felt necessary to detail
the duties and responsibilities of officers in‘various cadres, down to section officer level. The
attached document is an cxercise in this direction. [t may be added, that this document is a
collection of approved job tasks, systems and procedures as already in vogue and now collated
into a compendium, for ready reference, clarity and simplified policy administration. In any
case responsibility to carry out any tasks allotted in company’s interest entrusted by concerned
superiors, rests with the individual officer.

3. Functional Heads in Corporate Office/ Circle in-charges, may ensure that the attached
document is made available to the respective cadres, forthwith.

4. This order would come into force with immediate effect.

( BY ORDER AND IN THE NAME OF A.PE.PD.C.L)

s,

(Y.GOPALA KRISHNA MURTHY)
CHAIRMAN & MANAGING DIRECTOR
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