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y ANNEXURE ' B’

REVISED CHARTER OF DUTIES
BANGLADESH MANAGEMENT DEVELOPMENT CENTRE
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Director-Genearal :

e

Yo a2zt as the administrstive head and be responsible for overall

gdministration and {inancd of the Bangladesh Management Deve:
fopment Centre (BMDC).

7. To act as the Member 'Secretary . of the Boatd of Governors.

3. To farmulate the Cente’s policies of training, tesearch and con-

sultancy, design strategles and implement those through the
faculty menmuers of the Centre. .

4. Ta assist sod guide the Di-ootors in drawing and implementing
Managemiuit peveloprient Training Frogrammes, rasearch projects
and consuliancy Services.

5. To help the Government i manguaee? developme:t in the field
.ot managenant.

£ 7o be responsibis {or the administration and axecution of tha
Bangladesh sanagéement Davalopment Cenlre as per Acts. Cudi
nances, BRules and Yagwlations and directives issued by the
Gaverament from time "0 time.

7..To sct @8 Pumspal ;i‘a.ccountlng Gtlicer of the Bangladesh Manage-
ment Davelopment centra within the budgstl provision.

8. Tn be responsible tor proper functioning and disciplining of the
Racgiadesh Msnagement bevelonment Centre.

4. To tepresent ihs vangladesh Manageméent Development Gentre
and where parsonal rapreaentation is nol possible to select re-
presentation on his behalf.

10. To grant earned leave eic. 10 sl oificets under him.

11, To allocate duties” of dnﬁeren% officers ag and whon renuited.
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To ensure revenue colfection where applicable and safeguard Govt.
property under his charge.

13. To be responsible for maintaining proper securily messures of
the Bangladesh Management Development Centre,
14. Any gther duties assigned by the Gavernment.
Director

1. To be responsible for the overall functioring of the concarned
wing of the Centre. ’ :

2. To provide professional guidance to the faculty membe:s ni the
respective fields of speciatization of the Centre.

3. To assess needs, initiate plan, design and conduct training and
research programme of the institute in consultation of the Qirector-
General, and in collaboratinn with tho members -of the faculty.

4. To undertake independantly and guide .the study of managemanl
problems in business and industry.

5. To initiate, co-ordinate and participate in varlous consultancy jobs

) carried out by the Cantre.

6. To provide full co-operation for the maintenance of the effectivs
co-ordination Between the three wings of the institute in opera-
ting .and organizing the three streams of the trainirg, research and
consultancy activities of the Centre.

7. To be responsible far providing nrﬂieas nnal guidance ior tha deve—
lopmeni of the facui:y members of the concerned wing. ’

8. Tc represem the D;rector General as and when ﬂecessary, mammm
close liaison wuh the glient crganization. asses their requwemem'
and formuiata pchcias of trainibg &nd research mogrammes Io‘
maet the réquuement of the client organization, )

G

. Any other duties assigned by the Director-General.

Senior Management Counsellor:

1.

To initiate, design, co-ordinate and implement the taining progra-
mmes undar the guidance of the Ditectri-General/Directar.
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R z».’f‘.f@ maintain  Haison with the client orgamzatlm asses theit
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2. To prepare leclure metsriais and deliver lectures in the training
COUrses.

3. To initiate and organize feszarch programme and participate the
nonsultancy jobs in the refevant fialds,

’_A"«}‘:Tc develop teaching materials and gm{} !he Management Coun-
5] seflor'; and Associate Management Counsellors in this regard.

< ..'x
r'".cas'ds} and mganiie‘pfogrammes to meet “those needs.

§. Aay ather duties assigned by the Director-General/Director of

the Bangladush Meznagement Development Centra,
[

-

tlanagament Counsellor

1. To Initiate, design, ci-nrdinate and implement training program-
mes under the guidance of the Oirector/Sr. Management Couan-
szllor of the ooncemed fisld,

2. To propare jeciure materials, take classes, undertake research
wetks and participate in the ccnsultancy jobs.

3. Any oher duties assigned to him by the Director-General/Direc-
~r/Senior Management Counssilor of the Bangladesh Managemont
- Lievetopment Sentre.
Serninr Research Officer
1. To garryout researwch projects (i.e. prepare work plan, coilect
data, process tham and write taport } under ihe guidance of the
Director/Sr. Management Counseller of the conceined wing.
2 To c¢otlect reports and records and maintain liaison with diffgrant
iesearch teams assigned by the Directar/Sr. Mgt Counsellor of

the roncernsd wing.

3. To participate in training and consutancy jobs of the Centre.
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4, To evaluste all the yaining programme under the guidance of the
Director-General/concernad Rireclor,

5. Any other duties assigned by the Director-General/Dirgctor/sr.
Management Counsellor,

Associate Management Counsgellor

1. To-assist‘in the asgossment of training needs, preparation o’
training materials and in implementing training programmes.

5. To'assist in the collection of deta/materials and processing them:

3. Any other duties assigned to them by the Director-Generai/Director/
Sr.'Mgt. Counseliar/Management. Counsellor of the conceined wang.

Resaarch Officer

1. To assist in the framing of questionnaire, coliection of data, pro-

" cessing und tebulation of data for implomenting research projacty
under the guidance 0! the Director-General/Director/S1. Mgt
Counsellor of the concemed wirg.

2. To patticipate in the training needs, sssessment; materials pre-
paration, implementation ol training programmes and thelr eva-
juation. BT -

3. Any other duties sssigned by 1he [}it_ecw.r'Genezah’airecxpr}‘SMC;
SRO. *1 - 2opowT

Senior Editor

4
1. To exscute the printing setivities of 3l the Hangladesh pManage-

ment Development Centre publi¢ations, mainta'n liaison with the

printing press approved bythe Tender Committce, and getting the
printing wotks done with the help ot printinyg press in time.
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7. To conduct prooi-reading and monitering of printing works.

3. To ananga\fm sall and distribution of Bangladesh Mangament
Development Centre publications undet the guidance of the Director
_of tha concerned wing.

S
oo
cr.o

O s B } oo, ) :» 3» N
4. Jo' arrange monthly meeting ot the Director-General and Faculty
‘Members. :

&.-Any Other duties assigned by the Diregtor-General or Director of
‘the concarned wing. - -

Senior Labrarian

1. To malntain the library by keeping up-to-date catalogue. assessing
register oic,

2. To melptain liaison with othes Nalionl;and intetnational Libraries
and look for interlibrary foan.

2. To collect ‘resoume materials for training and regsearch,

4. To assist in buying new books and journals.

B, j_’;p ensure safe custody of the books and journals.

&. Any nther duties assigned by the Director-General or the concemed
Dirgctor.

Planaing & Programme Ca ordination Cfficer

i. To prepare programmes in coAn2clian with Devefopment Project
Works of the Centr2,

2. To sttend ail meetings in connection with naw projects propass!
fo¢ inclusion in the A.O.P.

3, Maintain all papers of projects wotk of the Centre.
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4. To assist in preparing afl the records and transaction of the
development projects.

6. Any other duties asglgned by the Direclor-General or the concerned
Diteclor.

Senior Adminisirative Officer

1. Rosponsilile to assist the Birector-Genaral in the rules of busin‘elss
of the Board of Governors of the Bangladesh Managemeat.oavalup~
ment Centre,

2. Shall exercise such powets and cuties as shall be assigned
1o him by the pirector-General {rom time to time.

3. Shall work under general supatvision and control of the Director-
General.

4. Shall be responsible for maintenance of office tecords of all kinds.

B, Shall be responsible for maintenance of Setvice Records. Sarvice
Books, Attendance Registers and any Registers required in the
Administration.

6. Yo assist the Cirector-General in i} Administrative affairs of
Head Cffice and 1wo Sub-Cenires.

7. Shall supervise the duties of Administrative Officer and other
Class-ill and Class-1V Staff.

8. Any other ciisiies by the Authority.

4

X‘: i -
Senior Accounts Officer

e

4. Shall be responsiple for preparation ot budgst. expenditurs
control, prepatation of monthly experditur: stalements, reconcilia-
tion of Bank statement with thiat of tha Books of Accounts of the
Centre.

2, Shall be responsibis for p.aparat‘mn'of 310 records  and docip
ments for Annual Audit of the Accounts Jf the Centre.

-
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3. Shall be responsible for matntenance pof security papers, fived
deposits receints ete. ’

4. Bhall bs responsible for timely teceipt of Government sanctions
- for Grant-in-Aids,

:‘; 'h,p;’! S ! 3‘7‘

N iShaH be responsible for attending all budget meetmgs of ihe
: Centrei . ‘

'Eu i? N -

6 Supew:sa all accounts, assist for proper ma:menance of daily
trensaction in the cash book, all receipts in' the accounts shall
ba credited to the Bank within 3 days from the date of receipt.

7. Shsll be responsible for all periodical and annual financial returns
of the Centre.

8. Any other dulies assigned by the authority,

Audin-Visual Oificer

1. The Audio-Visual Officer is responsible f°7- oparation and main.
tonanca of ali Audio-Visual equipments, materials, films etc. He
Jeas to co-ardinate film shows on various courss programmes
conducted by the Centre.

"o
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. Ta develop and make films and siides for training purposes

3. To supervise the work of Photographer and other Staff of Audio-
Visual Seation

4. Any other duties assigned by the authority.
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