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FAMILY COURT, PUNE
DUTY LIST

DESIGNATION : Court Manager

01. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

02. To suggest to organize the internal staffing structure of this Court
with reference to the Civil and Criminal Manuals and the relevant
Acts.

03. To be in charge of the management of the non-judicial court
personnel other than the Registrar.

04. To prepare and submit projects from time to time, to increase the
amount of time the judges are able to spend in adjudication.

05. To prepare and submit projects for the personnel management,
fiscal management, information systems, space and equipment
(Stationery and Dead stock) management and public information.

06. To act as Member-Secretary of District Level Coordination
Committees like Purchases Committee, Lok Adalat Preparation
Committee etc.

07. To act as the Court's Public Relation Officer to establish
communication with the litigants and staff for finding problems
and suggesting solutions to the Principal Judges for resolving the
same.

08. To issue press notes and liaise with the press as per the directions
of the Principal Judge.

09. To assist the information Officer of the Family Court and the
Appellate Authority under the Right to Information Act.

10. To do research and give suggestions through the Principal Judge,
for adopting the best practices by the Judges and staff in
consonance with the laws, Civil and Criminal Manual.




11.

12.

13,

14.

15.

16.
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17.

18.

19.

20.

v

e

To liaise with the Government and Non-Government Secretarial
Officers on the matters concerning the Family Court.

To attend and prepare minutes of different Advisory Committees
and to follow up the decisions and recommendations of such
committees.

To plan and prepare the Calender for the inspections to be
conducted by the Principal Judge as per Chapter 39 of the Civil
Manual.

To suggest the periodical returns and statements to be called from
the Subordinate Courts by the Principal Judge, in accordance with
Chapter 39 of the Civil Manual. '

To visit in advance the Subordinate Courts which are to be
periodically inspected by the Principal Judge and to suggest the
areas which need attention during the inspection.

To make analysis of the pendency, disposal and institution of the
cases on the basis of the data collected during such inspection and
to give suggestions to the Inspecting Judge in preparing the
Inspection notes, for enhancement in the performance of the
Court.

To manage preparation of budget and supervise the proper
utilization of the budget allocations received for different
purposes.

To analyse and prepare the year-wise reports of pending cases and
suggest time stipulation graph for disposal of cases.

To analyse the pendency, institution and disposal of the cases and
suggest and calibrate time stipulation graph for disposal of cases,
for which no such specific time limits have been prescribed.

To analyse the pendency and suggest distribution of the cases to
different courts for their speedy disposal.

21.. To_study. the disposal time-limits prescribed by, the Supreme. .. ...

Court, the High Court and various statutes.
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22. To study the inspection notes and evaluate the compliance of the
Courts with those prescribed standards and to present the
evaluation report before the Principal Judge.

23. To identify deficiencies and deviations and suggest the steps to
achieve compliance.

24. To suggest steps like increase in the number of the Judges and
increase of staff, as per the need.

25. To maintain such evaluation on a current basis through annual
updates.

26. To give directions to the in charge of the copying section to make
optimum use of the mail through CIS for the prompt issuance of
the certified copies and to remove bottlenecks in the working of
copying agency to ensure timely delivery of the certified copies.

27. To periodically inspect the branches of institution, record room,
correspondence, accounts, copying, writ compliance, dead stock,
stationery, computer section, video conference etc., and to find
and devise ways and means to improve their upkeep and
efficiency.

28. To take steps to form District Level Committees of the stake
holders including the Bar, Ministerial staff, Process serving
agencies and the Court users, for consultation to prepare and
update the Court Development Plan.

29. To the members-Secretary of the District Level Committee.
30. To prepare Calendar of their periodical meetings.
31. To prepare and update annually 5 years court-wise CDP for each

court and additional courts and submit the same to the Principal
Judge.

32. To include in the CDP the basic amenities like the waiting rooms
for the witnesses and litigants, drinking water, canteen, Bar rooms
with separate rooms for lady advocates, libraries, mediation,
video conference room, Court security cell, legal stationery
services etc.
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36.

37.

38.

39

40.

41.

43.

44,

45.

33.

34.

4 >

To monitor the implementation of the Court Development Plan.
To ensure timeliness and efficiency in achieving the same.
To report the progress on timely basis, to the Principal Judge.

To monitor and ensure that the returns, as per Chapter 38 of the
Civil Manual, Chapter 31 of the Criminal Manual and other
periodical returns are submitted within the stipulated time, by the
Family Court.

Monitor, evaluate and suggest the improvements for accurate and
prompt reporting.

To find and dissolve the process gaps in submissjon of the returns.

To do data analysis of the statistics collected by the statistical
department and prepare and maintain graphical representation of
the statistics of the institution, disposal and pendency of the cases.

To take steps for reconciliation of the manually submitted
periodical returns and balance sheets of cases with the CIS
generated returns and balance sheets.

To participate in all administrative committee meetings conducted
by the Principal Judge.

To monitor sending copies of judgments and orders to various
authorities as prescribed in the Acts, Civil Manual and Criminal
Manual.

To ensure optimum use of the forums of Mediation, Lok Adalat,
Permanent Lok Adalat as per the requirement of section 89 of the
Civil Procedure Code.

To ensure the optimum utilization of the Video Conference
facility.

To analyse the execution of processes by the Bailiffs and give
suggestions to eliminate the deficiencies.




46.

47.

48.

49,

2l

32,

23,

54.

L
N

56.

57.

58.

o

To analyse the compliance of writs and to suggest measures for
their timely compliance.

To place suggestions before the Principal Judge about how to
improvise the case flow system. -

To evolve and implement the procedures for the case managen.]ent
as per the standards prescribed by the Supreme Court, the High
Court, Civil Manual, Criminal Manual and various legislations.

To assist the judges with a view to enhancing the efficiency of the
case management and resultant improvement in timely disposal.

To support the judges in performing administrative duties, thereby
enabling the judges to devote more time to the judicial functions.

To plan and ensure their training programmes with the help of
Legal Services Authorities.
To monitor prompt and accurate uploading of the orders,
judgments etc.

Ensuring and suggesting for quality work in all departments.

To organize workshops, sensitization programmes and seminars
with the help of the District Legal Services Authority for excelling
the quality of adjudicating standards.

To get himself updates with the latest legislative changes and
circulate the same to the judges.

To assist the Principal Judge in all human resource activities like
hiring, removal, discipline, fringe benefits, supervision, allocation
and training of the staff.

To suggest steps for handover of duties of the staff in a smooth and
accountable manner.

To screen, interact and recommend the names from the existing
court personnel to perform the functions of the bench clerks,
statistics clerks, computer system administrators etc. as per their
educational qualifications and work experience.




39,

60.

61.

62.

63.

64.

63.

To facilitate administrative work to pay fixation, increments,
timely submission of pension papers of the judicial and non-
judicial personnel and grant of ACPs and redressal of grievances
of the non-judicial personnel.

To plan and manage induction Training and Refresher Courses for
the staff.

To screen the Annual Confidential Reports of the non-judicial
personnel other than the Registrar and Superintendents and to
develop modality to put up necessary office note as per the rules,
for being submitted before the Reviewing Authority.

To recommend training of the incumbents whose performance
was assessed as Average or Below Average, by the Reviewing
Authority in the Annual Confidential Reports.

To take steps for constitution of Grievance Committees for
protection of women staff from abuse, as per the Sexual
Harassment of Women at Workplace (Prevention, Prohibition and
Redressal) Act, 2013.

To suggest outsourcing of certain non-judicial services like
maintenance of photo copying machines and computer hardware
etc. security management, cleaning, sanitation, electrification,
data feeding etc., and to find out the agencies providing such
services. :

To take steps for constitution of a committee consisting of the
Principal Judge and the members of the Family Court Advisory
Committee, Registrar, Nazir and other Superintendents for the
effective management of the Core System and to organize its
meetings, as its Member-Secretary.
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66. To take steps for constitution ofSub-cc:nnmitlte.es of Core System
Management each to be headed by a Judicial Officer and'to
‘clude as members of concerned Government officers like
Treasury Officer, Executive Engineer of the P.W.D. M.S.D.C.L.
(M.S.E.B.), District Collector, the concerned Bank Managers,‘
Post Office, Telecom Office, NIC etc. considering the nature of
the work of the sub-committee, to look after the core systems
pertaining to the documentation ~management, utilit.ies
management, infrastructure and facilities management including
security management, financial system management (audits,
accounts, payments)

67. To prepare a Calendar of their meetings and organize the meetings
of the District Level Committee.

68. To follow_up the decisions taken by.the Committee and Sub-
Committee.

69. To oversee that the library section is updated.

70. E-MANAGEMENT: Implementation and managing requirements
under the e-Courts project including the data entry initiation as
well as managing the service roll out under the e-Court project.

71. To monitor and ensure that all I'T Systems of the Courts are fully
functional and work as per the standards established by High
Court.

72. To plan and manage the optimum use of the CIS for all possible

- purposes like copying, accounts, dead-stock, dispatch, library,
court-fees, cases institution and disposal, generation of process,
Roznamas etc.

73. To evaluate and implement a project for digitalization of the Court
Records, in a time bound and phased manner.

74. To prepare and submit projects for the software programmes for
different purposes as per the needs.

75. To suggest inclusion, exclusion or modification of the fields in the
data feeding in the CIS viz., inclusion of categories of physically
challenged litigants etc.
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76. To plan and monitor the feeding of the National Arrears Grid
whenever it is set up to monitor the disposal of cases.

77. To act as member secretary of Disaster Management committee.

78. To perform any other task, assigned by the Hon'ble Principal
Judge, Family Court, Pune.




FAMILY COURT, PUNE

DUTY LIST

DESIGNATION :  REGISTRAR

(§]

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To entertain correspondence in respect of matters relating to the
administration and establishment.

To deal with correspondence with the Government, Hon’ble High
Court, Accountant General and all general correspondence

To attain the audit and inspection matters with the help of
Superintendent Audit and Inspection Branch.

To distribute duties and work amongst the members of
establishment in consultation with the Principal Judge.

To maintain confidential reports of members of Establishment and
to deal with all matters in respect of Confidential reposts.

To supervise over the whole establishment in all respects.

To assist the Principal Judge, Family Court, Pune in work detailed
below:

a) In attending the complaints against member of
establishments, Counsellors etc.

b) All Confidential Matters.

¢) Local Complaints, High Court Complaints and
administrative actions like Preliminary enquiries &
Departmental Inquiries.

d) Fixation of vacation, holidays and any other problems
regarding the staff members.




10.

11.

To deal with the applications under R.T.I. Act and
correspondence.

To act as President of Disaster Management committee.

To maintain complaint register related to complaint box situated
on 4t floor and to take custody of key of complaint box.

To perform all such tasks, assigned by the Hon'ble Principal
Judge, Family Court, Pune.




FAMILY COURT, PUNE

DUTY LIST

DESIGNATION : DEPUTY REGISTRAR

l.

10.

11

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To keep and maintain service record of Service Books of all
Gazetted Officers i.e. Judges, Marriage Counsellors and
correspondence relating to it.

To assist the Hon'ble Principal Judge, Family Court, Pune and the
Registrar in case of departmental inquiries of any of the officials
of the Court.

To be responsible for compliance of Inspection Notes of Hon'ble
High Court, Bombay.

To see that all summons, warrants and other mandatory Processes
are properly prepared, and to sign it.

In the absence of Registrar in the Office, to perform duties of
Registrar.

To assist the Registrar in day today official work.
To deal with the matters of Appointments, Promotions, Transfer,
Increments and service review of Judicial Officers and Marriage

Counsellors with all correspondence in that behalf.

To supervise the of work of pay fixation of the Judicial Officers
and Marriage Counsellors.

To deal with the matters of Concessional Off and other all type of
leave matters of Judicial Officers and Marriage Counsellors.

To deal with all correspondence in relation of the Judicial Officers
and Marriage Counsellors.
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12, To prepare consolidated returns of Family Court, Pune regarding
institution, disposal and pendency of judicial matters periodically
and to do correspondence of the same as required also to prepare
consolidated statements in respect of disposal made by marriage
counsellors.

13. To deal with the matters of Charge Reports of Judicial Officers
and Marriage Counsellors.

14. To prepare for the programmes, seminars, conferences etc. which
are organized in the Family Court, Pune with consultation with the
Principal Judge, Family Court, Pune.

15. To deal with the file of conference and workshops of Judicial
Officers, Marriage Counsellors as well as the programmes held in
the premises of this Building.

16. To help the Court Manager in all work of Loknyayalaya and
: Mediation Center and Child Care Center

17. To look after all the correspondence in respect of Budget and
Government grants.

18. To look after all work regarding internal Inspection.

19. To coordinate with Registrar and Court Manager as per the
direction of the Hon'ble Principal Judge.

20. To perform any other task, assigned by the Hon'ble Principal
Judge, Family Court, Pune.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION : Superintendent, Establishment Department

10.

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To deal with all types work of Establishment and Administration « - w0

Section.

To deal with all the correspondence pertaining to Establishment
and Administration Section.

To deal with all the correspondence pertaining to the Hon'ble High
Court, Bombay and Government in respect of Administration
work.

To deal with the matters of Appointments of all officials except the
Judicial Officers and Marriage Counsellors.

To deal with the matters of Increments of all officials except the
Judicial Officers and Marriage Counsellors.

To deal with the Promotions, transfer and posting of all officials
except of Judicial Officers and Marriage Counsellors.

To supervise the of work of pay fixation of all officials except the
Judicial Officers and Marriage Counsellors.

To deal with the work of matters of staff members in respect of
Inter District Transfers.

To supervise the work of matters of leave, concessional off and
other leave of all the officials except the Judicial Officers and
Marriage Counsellors.
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1. To prepare the Holiday list of each calendar year with consultation
with the Principal Judge, Family Court, Pune.

12, To deal with the all matters of Duty lists of all officials.

13. To supervise the work of all matters of service records of all

officials except the Judicial Officers and Marriage Counsellors.

14. To supervise the work of maintenance of Service book of all

Officials except the Judicial Officers and Marriage Counsellors.

15. To prepare the all correspondence regarding the new courts and new
posts/additional posts.

16. To supervise the work of Pension cases of all officials.

~17. To supervise the work of maintaining the Service book of all the

officials except the Judicial Officers and Marriage Counsellors.

18. To supervise the work of the matters of confidential reports of all

the officials except Judicial Officers and Marriage Counsellors.
19. To deal with all work of departmental examinations.

20. To prepare the correspondence regarding the continuation of the

temporary posts on this establishment.

21. To coordinate with Registrar, Deputy Registrar and Court
Manager as per the direction of the Hon'ble Principal Judge.

22, To prepare the Gradation list as well as Seniority list of the Staff

members every year.

23. To prepare the information to give benefits of permanency to the
Officials of Class 1 to V.

24. To perform any other task, assigned by the Hon'ble Principal
Judge, Family Court, Pune.




FAMILY COURT, PUNE

DUTY LIST

DESIGNATION :  Superintendent

10.
11.

12.

13

Building and Works Section

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To maintain and supervise dead-stocks and Registers.
To maintain and supervise Library Books and Registers.
To look after the maintenance and up keep of the Court premises.

To arrange the duties of the peons, watchmen, sweepers and
drivers and supervise on them.

To help the Court Manager for looking after the general
management of Courts and Offices (Including Court building etc.)

To deal with matters of building work, supplies and services.
To be the in-charge and to keep account of stationery and forms.

To supervise while filling up the indents regarding Government
stationery etc.

To be the in-charge of computer section.
To supervise all the work of Computer Section.

To follow the procedure of purchasing the dead-stock articles,
computers, day-to-day stationery articles etc.

To follow the procedure of e-tendering for outsourcing the
services like cleaning & sweeping, security, attendant, liftman etc.
as per directions of Government and the Principal Judge.




14. To deal with matters of write off the outdated electronic
machinery and furniture etc, as per procedure.

15. To help the Court Manager to do the correspondence in respect of
residential quarters and Court Building with concerned
authorities.

16.  To do any other work that may be assigned by the Principal Judge,
' Registrar and Deputy Registrar.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Superintendent

b
2.

3.

10.

11.

12

“well'ascopying section.™

Record & Copying Section

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To supervise over the work of the clerks assigned to the record as

i

To deal with the copying application, account in respect of
copying, paper books.

To be in-charge of record.
To supervise the work of record room.

To prepare correspondence in all matters of record and copying
section.

To supervise the work of moster of decided judicial matters.

To supervise the work of record and proceedings in decided
matters as per rules.

To supervise the work of preservation of record and proceedings
in decided matters.

To supervise all work regarding outsourcing of photo copying.

To conduct the procedure of auction sale after destruction of
papers in decided matters as per rules.

To do any other work that may be assigned by the Principal Judge,
Registrar and Deputy Registrar




FAMILY COURT, PUNE

DUTY LIST

DESIGNATION : Superintendent
Institution Branch

l.  To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To examine the petitions, first orders, Registration, Transfer of
proceedings.

3. To deal with institution work of all types of Civil matters and
criminal matters i.e. writ and statements.

4. To deal with and keep registers of all civil matters and criminal
matters.

5. To supervise the compliance work of writs of Hon’ble Supreme
Court and Hon’ble High Courts.

6. To do any other work that may be assigned by the Principal Judge,
Registrar and Deputy Registrar /




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Superintendent, Nazir Department

18

-2

10.
il

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To supervise over the work of account and to verify cash book “I”
and other cash books with reference to the subsidiary registers
before obtaining signature of the Presiding Judge.

To be incharge of valuable and general muddemal and safe
custody.

To be incharge of valuable and general muddemal which is due for
disposal.

To look after the sentences of Government cash and the cash of the
clients in pending matters in respect of maintenance costs ete,

To supervise the work of clerk working in Nazir Office.

To check and supervise diaries and work of bailiffs of this
establishment,

To check periodical statements of the bailiffs regarding
percentage and to put up them before Presiding J udge.

To check and maintain daily accounts.

To conduct the day-to-day flag hoisting.

To do any other work that may be assigned by the Principal Judge,
Registrar and Deputy Registrar




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Stenographer Grade-I

I. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. o take dictation given by Principal Judge and to type it.
3. To maintain the Library of Principal Judge.

4. To upload the PDF copy of Judgment and orders in CIS as per
rules.

5. Any other work that may be assigned by the Principal Judge.
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& FAMILY COURT, PUNE

DUTY LIST

DESIGNATION :  Stenographer Grade III
Marriage Counsellors office

I. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

| 2. To take dictation given by Judicial Officers and Marriage
| Counsellors and to type it. :
|

3. To maintain the Library of Marriage Counsellors office.

4. To upload the PDF copy of Judgment and orders in CIS as per
rules.

5. Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and Court Manager.
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FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Sheristedar (Bench Clerk)

I. To observe punctuality, dignity, decorum, decency and be a good

ambassador of Family Court, Pune.

Custodian of Pending Proceedings.

3. To deal with the daily board including the work of accepting the
newly registered petitions which are sent by the Institution
Section.

4.  To write roznama in the Judicial Proceedings regarding daily
work. '

5. To maintain "Jantri" (Memo Book) and to prepare daily board.

I~

6. To prepare filing work in respect of all Judicial proceedings.

7. To prepare all monthly/periodical Statements/Returns regarding
the Judicial proceedings with help of Assistant Sheristedar and to
submit it to the office in time.

8. To maintain "K' Patrak (Register of Disposal of proceedings).

9. To keep account of Daily Court Fees in concerned register and to
write it on the daily board and Jantri.

10. To verify the Decree prepared by Assistant Sheristedar and to
counter sign on it.

1. To attend and comply writs received from Hon’ble High Court
and Supreme Court.

12. To verify the process prepared by the concerned Junior Clerk of
the Court and to counter sign on it.

3. Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers.
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= FAMILY COURT, PUNE
DUTY LIST

DESIGNATION : Assistant Sheristedar

1. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune. '

2. To maintain the balance sheet upto date.
3. To prepare Decree and Moster.

4. To receive application from record office for certified copy and
send the document to record office for decided matters.

5. To assist the Sheristedar whenever required by Sheristedar.

6.  To perform the duties of Sheristedar during the leave period of
concerned Sheristedar.

7. To do any other work that will be assigned by the Principal Judge,
Judge, Registrar and any other superior in the peculiar
circumstances.
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FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Deposition Writer

L.

10.

I1.

(Junior Clerk)
To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To write or type the depositions as per the directions of the
Concerned Judicial Officers in English or Marathi.

To do all the work in respect of Refund Certificates,

To prepare process (Kamgiri) and obtain the counter signature of
Bench Clerk after checking it.

To take out necessary documents and petitions of daily board and
to replace the proceedings of the previous day, serially in the
cupboard.

To take all type of tapal and comply as per required.

To receive application from record office for certified copy and
send the document to record office for pending matters.

Prepare cause list as per Jantri and put up petition as per cause list
before Presiding Officer .

To assist the Sheristedar/Assistant Sheristedar whenever required
by Sheristedar/Assistant Sheristedar.

To perform the duties as Sheristedar/Assistant Sheristedar during
the leave period of concerned Sheristedar/Assistant Sheristedar.

Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers.




FAMILY COURT, PUNE

DUTY LIST

DESIGNATION :  Junior Clerk (Service Book)

1.

12.

Administration Section

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To maintain service Books and leave account of all staff members.

To put up the leave application of staff members before the
Judicial Officer for orders.

To maintain the service record of Court Manager and all the staff
members.
Supervision work relating the Bio-Matrix.

To assist the Superintendent or Superior Officer in the
administration work as and when required.

To maintain the Annual Confidential Reports of all the Staff
members and to prepare correspondence it this respect whenever
required as per the directions of concerned Superintendent or
Superior Officer. '

To assist Superintendent to prepare proposal promotion, Time
Bound Promotion, Permanency Benefit etc. of staff members.

To prepare proposal and orders of fixation of pay in respect of staff
members.

To prepare proposal for increment orders and correspondence
regarding staff.

To prepare the pension papers of retiring employees in time and to
do correspondence with concerned authorities.

Any other work that may be assigned by the Registrar and any
other superior officers.




FAMILY COURT, PUNE

DUTY LIST

DESIGNATION : Junior Clerk
Administration Section

I. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To maintain service Books and leave account of all staff members.

To put up the leave application of staff members before the
Judicial Officer for orders.

4. To maintain the service record of Court Manager and all the staff
members.

6. To assist the Superintendent or Superior Officer in the
administration work as and when required.

7. To maintain the Annual Confidential Reports of all the Staff
members and to prepare correspondence it this respect, whenever
required as per the directions of concerned Superintendent or
Superior Officer.

8. To prepare proposal for increment orders and correspondence
regarding staff.

9. To prepare the pension papers of retiring employees in time and to
do correspondence with concerned authorities.

10. Any other work that may be assigned by the Registrar and any
other superior officers.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Inward-Outward)

Registrar Office

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To maintain inward and outward register of all office
correspondence including E-mail.

To receive all type of Tapals and to do the work of inward and
outward,

To maintain account of A/B Register of Service postage stamps.
To maintain the complaint register.

To help the Registrar in preparing report of complaints received
from litigants etc.

To Assist the Registrar in preparing proposal of D.E. against staff
members.

To Assist the Registrar in R.T.. applications and 1st Appeals.

Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (G.P.F. Fund and
Contingency Bill)

I. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To maintain G.P.F. A/C of class IV servants of this office (Ledger
and Broad-sheets)

3. To prepare G.P.F. Advance and withdrawal orders and bills.

4. To prepare all types of correspondence regarding D.C.P.S. and
N.P.S. and to prepare and maintain the record in this regard as well
as bills.

5. To prepare all types of contingency bills and to maintain A/C of
contingency grant (i.e. PM.C. Tax Bills, Outsourcing Contractor
Bills, Telephone, Water, Electricity etc).

6. To prepare correspondence regarding the G.P.F. etc.

7. To prepare Registers regarding the G.P.F. Contribution, advances
and withdrawals of employees of Class I, II and III.

8. Any other work that may be assigned by the Judicial Officer,
Registrar and any other superior officers.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Pay Bill)

I. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To prepare pay bills, supplementary bills of all Judicial Officers,
- Counsellors and staff members.

3. Todo the work of Bills and correspondence of Advance Bills Like
House Building, Motor vehicle, computer etc., Medical Re-
reimbursement bills and all types of bills except G.P.F. And
contingency bills,

4. To prepare all types of bills in respect of retired persons bills.

5. To maintain all concerned registers regarding Pay bills and
advances of all the employees on this establishment.

6. To assist the work of Tender work and coordinate with the Court
Manager and Superintendents in the work of on-line Tender.

7. Any other work that may be assigned by the Judicial Officer ,
Registrar and any other superior officers. :




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Nazir Office)

I To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To receive all the case amounts and cheques/drafts deposited by
the Litigants in connection with proceeding and to issue receipts
to them accordingly and to deposit the same to the Treasury
through challans.

3. To writ subsidiary registers (i.e. 'C and 'G Registers) in accordance
to the receipts. '

4. To prepare balance sheet of 'C' and ' G ' deposits.

5. To prepare Plus-Minus Memo with reference to the pass-book and
cash-book and to get duly verified from the Treasury.

6.  To prepare all types of account statements.

7. To get Treasury Pass-Book update in every month and duly
verified from the treasury.

8. To do the work of reconciliation in every month positively with
the help of clerk II.

9. Any other work that may be assigned by the Judicial Officer,
Registrar and any other superior officers.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Nazir Office)

l. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To pay the cash amounts and cheques to the litigants / staff as per
the court orders and to write D, H and P.A. Registers after taking
necessary entries in registers 'C and 'G".

3. To prepare monthly of ‘C’ Register.

4. To receive all cash amounts and cheques from Treasury.

5. To do the work of Ledger posting, daily receipt and payment.

6. To take round in' C' Register from ' D' Register.

7. Any other work that may be assigned by the Judicial Officer,
- Marriage Counsellors, Registrar and any other superior officers.
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FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Interpreter (Nazir Office)

10.

11.

12.

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To write cash book "T" with reference to the subsidiary register and
to get it tally and put up before Nazir for verification daily.

To write F.D.R. & V.P.R. Register & keep it the same with the
Nazir custody.

To do the work of V.P.R. Which are due for dlsposal as per manual
under the supervision of the Nazir,

To maintain balance sheet of V.P.R. And F.D.R.
To maintain N Step procedure.

To maintain Grass service.

To Receive Suit Cash.

To maintain accounts of cheque books.

To assist clerk II for writing daily cash book 'T"

To write Pay and General Cash Book and get it tally and put up

~before Nazir for verification: -

To do any other work that may be assigned by the Principal Judge,
Registrar or any other Superior Officer,




?___—_7

FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Clerk (Clerk of Copying)

1. To observe punctuality, dignity, decorum, decency and be a good
~ ambassador of Family Court, Pune.

2. To maintain accounts of daily fee.
3. To receive applications for copies and translations.
4. To maintain account of applications for certified copies.

5. To maintain balance sheet of pending urgent / ordinary copying
applications.

6. To prepare certified copies of documents in regional language and
to compare them.

7. To prepare monthly account of daily fee and to send the same to
Nazir for credit to Government.

8. To maintain register of lapsed / unclaimed amount and to maintain
the account of the same for submitting to Nazir for depositing the
amount to Government.

9. To prepare certified copies.

10. To take care of the moster received from the Family Courts and
preserve it in good condition.

I1." To do any other work that may be assigned by the Principal Judge,
Registrar or any other Superior Officer.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Clerk of Copying)

1. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To deliver certified copies to concerned parties / Advocates.

3. To prepare paper books in High Court, Appeals, Revisions and
- Applications.

4. To send the requisitions to the Concerned Courts and to receive
original papers in the Judicial Proceedings for certified copies as
per requisition.

5. To send the original papers in the Judicial Proceedings to the
concerned Courts after preparation of the photo copy.

6.  To compare the photo copy from the original papers in the Judicial
Proceedings.

7. Todo any other work that may be assigned by the Principal Judge,
Registrar or any other Superior Officer.
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“ | FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Record and copying)

1. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To check and receive the moster in decided matters from
concerned courts as per Civil and Criminal manual.

3. To arrange the monster received from the concerned court in the
record room.

4. To send documents in the decided matter for copying section as
per application.

5. To destruct the B, C, D files as per rule by order of the Incharge
Judicial Officer for Record room and copying.

6.  To sign the list of mosters after checking the proceeding.
7. Toreceive application for return of document from the concerned
parties to the Judicial Proceedings and to return the documents by

order of the Registrar.

8. To do all the duties regarding the welfare of the record as per the
directions of the Superintendent.

9. To do any other work that may be assigned by the Principal Judge,
Registrar or any other Superior Officer.
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FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Copying Section)

1. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To send documents in the decided matter for copying section as
per application.

3. Todo all the duties regarding the welfare of the record as per the
- directions of the Superintendent.

4. To do any other work that may be assigned by the Principal Judge,
Registrar or any other Superior Officer.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Institution)

1. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. Data feeding of new cases of Civil and Criminal proceedings.
3. To fill up the Barnishi Registers of all judicial proceedings.

4. To prepare letters in respect of institution and technical branch as
per directions of Superintendent.

5. Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers,




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Institution)

I. To observe punctuality, dignity, decorum, decency and be a good
ambassador of F amily Court, Pune.

2. Data feeding of new cases of Civil and Criminal proceedings.
3. Tofill up the Barnishj Registers of all judicial proceedings.

4. To prepare letters in respect of institution and technjca] branch as
per directions of Superintendent,

5. Todo the work of Case and caveat Filing.
6. To take Case Data Entry After Case filing.
7. To prepare Recei pt Fee Details.

8. To see the [-Court Fees Details and Defacement of Court Fees
Paid Online through GRAS/I-Court Fees details.

9. To take entry of Case Registration Details on computer,

10. To do any other work that may be assigned by the Principal Judge,
Registrar or any other Superior Officer.

»;em»tmm.%eummr-mmamammnWMRﬂmmm R RS s s




e L G2)

FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (B W Branch)

1. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To do all office work as per the directions and under guidance of
the Superintendent of House Keeping Branch.

3. To look after the maintenance and up keep of the court premises.

4. To arrange the duties of the peons, watchmen’s' and sweepers’ and
supervise on them.

5. To prepare the arrangements in the meeting hall as and when
required.

6.  To prepare the A and B register of the stationary.
7. To prepare the A and B register of dead stock articles.

8. To look after the dead stock articles.

9. To prepare the correspondence as per the directions of Court
Manager, Registrar and Superintendent.

10. To look after the all work regarding the refelling of cartridge of
Computer.

1. Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers.
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a . FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Junior Clerk (Computer)

1. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To look after all the business regarding the computers.

3. To receive and accept all the dead stock material in respect of
computer and to sign for it.

4. To maintain the dead stock register in respect of Computer
hardware.

5. Tolook after the maintenance of Computer hardware and software
systems etc. as required.

6.  To help the System Officer in discharging the official duties.

7. To deal with all business in respect of bio-metric machine to help
the Service book clerk in any problem in that respect.

8. To prepare the training programmes under guidance and
directions of Concerned Judicial Officer.

9. Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION : Junior Clerk

10.

Il

12.

Budget, Loknyayalaya, Mediation

To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

To prepare the Budget papers as per the directions of Superior
Officers.

To prepare all type of correspondence in respect of Budget with
concerned authorities.

To deal with all the matters of Loknyayalaya.
To do all work in respect of Mediation.

To deal with the matters of Budgets, monthly and periodical
statements of receipts and expenditure.

To type the periodical statement regarding Budget, Audit etc.

To comply with the notes of Audit and Inspection so far as they
relate to Budget as per the directions of Superior Officer.

To deal with the matters of Audit and Inspection notes for
compliance as per the directions of Superior Officer.

To do the reconciliation work of expenditure statement of A.G.
And Mantralaya, Mumbai after getting the Vr. Nos. of encashed
bills from the Treasury.

To maintain service Books and leave account of Judicial Officers
and Counsellors

To put up the leave application of Judicial Officers (except
Principal Judge), Counsellors and staff members before the
Judicial Officer for orders




13. To prepare charge report of Judicial Officers

14. To maintain the service record of all the Judicial Officers, Marriage
Counsellors,

I5. To prepare proposal for increment orders and correspondence
regarding J.O.,

16. Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers.




- FAMILY COURT, PUNE
DUTY LIST

DESIGNATION Junior Clerk
Office of Counsellors

[.  To observe punctuality, dignity, decorum, decency and be a good
ambassador of Fami ly Court, Pune,

2. To prepare notices as per the directions of counsellors.

3. To maintain all types of registers as per the directions of
counsellors.

4. To maintain the record of seminars, workshops etc. with the help
of Senior Marriage Counsellor. :

5. Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers.




FAMILY COURT, PUNE
DUTY LIST

DESIGNATION :  Bailiff

1. To observe punctuality, dignity, decorum, decency and be a good
ambassador of Family Court, Pune.

2. To do the work of service of process (Summons, notices etc.) and
execute warrants etc. as per the orders of the courts. Pertaining to
the proceedings related to their respective sphere of duties.

3. To do the duties of treasury and banking transactions (take bills to
treasury and bring cash / cheques drafts etc. From the bank.)

4. Any other work that may be assigned by the Judicial Officer,
Marriage Counsellors, Registrar and any other superior officers.
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