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Powers and Duties of Officers and Employees
Assam Electricity Regulatory Commission
MANUAL – 2
The powers and duties are as laid down in the Act and as per the Regulations notified by the Commission from time to time.

	Designation
	Chairperson

Under section 84 (4) of the Electricity Act, 2003 the Chairperson is the Chief Executive of the Commission. He is also the ex-officio Chairperson of the State Advisory Committee and also the Chairperson of the Coordination Forum constituted by the Government of Assam.


	Designation
	Secretary

	Duties
	1. Responsible for proper and timely implementation of Administrative Orders of the Commission.

2. The Secretary is the Drawing and Disbursing Officer of the Commission.

3. Responsible for proper maintenance of the books of accounts, timely preparation of Budget estimates etc. through staff of the Commission.

4. Responsible for all other matters related to day to day office administration.

Functional Duties with particular reference to Electricity Regulatory Commission Act, 1998, Electricity Act, 2003 

(a) Duties assigned to the Secretary in terms of Assam Electricity Regulatory Commission Conduct of Business Regulations.

(b) The duties specified as per Assam Electricity Regulatory Commission Advisory Committee and its Functions Regulations.

(c) All other functions assigned to the Secretary in the Regulations of the Assam Electricity Regulatory Commission not specified herein.

Ancillary Duties 

Since the Secretary of the Commission is the pivot of Office Administration, specification of all the duties cannot be covered while listing. Primary duties have secondary obligations. The same are within the ambit of Secretarial functions.


	Designation
	Joint Director (Tariff)

	Duties
	Joint Director (Tariff) shall process matters which are entrusted to Deputy Directors as shown below in addition to specific job that may be entrusted by the Chairperson from time to time. In addition to these functions he will also supervise all matters relating to the office vehicle


	Designation
	Deputy Director (Engineering)

	Duties
	Deputy Director (Engineering) shall deal with matters related to Regulations, correspondence with Government, accommodation, telephones, fax, computers, photocopier etc. Processing of Licensee’s petitions and monitoring of implementation of Orders of the Commission. He shall report to Joint Director (Tariff) for placing matters before Secretary/ Chairperson for perusals. 


	Designation
	Deputy Director (Finance)

	Duties
	Deputy Director (Finance) shall deal with matters related to general finance and accounts of AERC including maintenance of cash-book, other associated registers, preparation of Annual Budget and related correspondences with State Government and other authorities. Staff related and other associated matters. Purchase of assets and consumables for Commission office establishment.  He shall report to Joint Director (Tariff) before placing matters before to Secretary/ Chairperson for perusals. 


	Designation
	P.S. cum Steno to the Chairperson of the Commission

	Duties
	PS Cum Steno of Chairperson shall be responsible for maintenance of records of all documents processed through Chairperson. Maintain records of dates fixed by the Chairperson and bring them to the notice of Chairperson before the dates. He will keep all records of journey, leave and other activities of Chairperson. He will maintain close co-ordination with activities of the Secretary, AERC.  


	Designation
	Superintendent

	Duties
	Superintendent shall be responsible for maintenance of all staff related matters, issue of Commission Orders and maintenance of registers of Commission’s Orders. He will report to the Deputy Director (Finance) in staff related matters and to the Deputy Director (Engineering) in dealing with Commission’s Orders. 


	Designation
	Accountant

	Duties
	Accountant shall be responsible for maintenance and entry of cash book and other finance and accounts matter as may be entrusted by the Secretary / Deputy Director (Finance). He will report to Deputy Director (Finance).


	Designation
	Data Entry Operator

	Duties
	Data-Entry Operator shall maintain all records of incoming and outgoing e-mails, pasting of documents in web-site of AERC. Any other data processing jobs including typing etc as may be directed by officials.
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