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Woork of Qi Assistant

1. Keeping Updated reccrd of legal aided cases,

2. Uploading the updated record/progress of the legal aided cases on WAL portal amd
digital platforms as per directioms,

3. Maintaining complete files of legal aided cases and keeping files with Py Heudbe im 3

SEERematic mammer,

4, Thpimg applications, petitions, appeals Bbr,
5. Doing ministrial work related to cases such as filing applications for copies of onders,

odgment etc,,

B, Hiny other task assisgned by the Chief Legal #id Defense Ooumzel,

T Any worky'duty assisgned by Legal Services Powrthocriy,

&, Al duties assisgned to Receptionist cum data entry DT

Worlk of Receptionist-cum-Data Ent Dk

1. Greeting clients and visitors and amsnering wisibor inguiries,

2 Hmswoering and routing incoming calls on a multi-line-telephone system,
3 Scheduling and routing legal aid seehers,

4, Maintaining the waiting area, lobby or other office areas,

5 Scanning, photocopying, faving,

B Collecting and routing mail and \Iw;aw|ruwdl-.tdiallii~‘~tai'med‘ pakages,

7 Answering face-to-face enguiries and providing information when rescuined,
8. Uploading, at the initial point, legal aided cases on MALSA porta & other plathorms and
updating the information from time to time,

5, Ay workduty assigned by Legal Services Suthority.

Work of Office Peon [MunshifAttendant]

1. Gerveral Whork: of WTS, Wunshi or Paom.

7. Cleaning the office before the commencement of office howrs,

3. Ensuring that all places in the offce are kept clean,
4, Bringing and serving water, beverages to the visitors in the office,

5. Canryimg dab:, misc, work ebe,

6. Ay other work assigned by Legal Services Suthaority,



