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II The powers and duties of its 

officers and employees 

The powers of Chief Curator and Section Officer is 

attached Separately 
 

Officers & employees duties is as under : 
 

Chief Curator 

o To use the power which are delegate by 

Standing Committee  & Municipal 

Commissioner Shri 

o To take care of every type of work related 

Science Centre Surat 

o To do new Exhibitions & workshop 

o To promote sales in Souvenir Shop & to 

purchase all necessary things for sale 

o To do publications 

o To purchase antiquities 

o To plan National Exhibition and play an 

active role in National & International 

Exhibition 

o To give attention to visitors & to guide them 

o To keep records of Auditorium, Art Gallery & 

Amphi Theatre in Science Centre if given on 

rent 

o To follow all kind of written & oral 

instructions given by authority higher  
 

Curator (Museum) 

o To use the power which are delegate by 

Standing Committee  & Municipal 

Commissioner Shri 

o One has to work under director central of 

Chief Curator & Divisional head 

o Organize an exhibition, development of the 

Museum get grants for the Museum from 

Govt. 

o Arrange School tours in consultancy with 

various Schools 

o To do Preservation, Conservation of the 

Museum Object 

o To do publications etc. 

o Take part in indoor- out door exhibitions  

o Documentation of Museum Objects. 

o Give guidance to the visitors in the Museum  

o Display of Museum exhibits,  of press note  

one has one has to remain present at Art 

Gallery & Auditorium as and when there is 

any program 

o Work as on when orders are issued by the 

higher Authority 

 

Curator (Science )  

o To use the power which are delegate by 

Standing Committee  & Municipal 

Commissioner Shri 

o One has to work under director central of 
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Chief Curator & Divisional head 

o Organize an exhibition, development of the 

Museum get grants for the Museum any from 

Govt. 

o Arrange School tours in consultancy with 

various Schools 

o Check the Fun Science exhibits and as on 

when needed maintain the exhibits 

o Arrange work shop related to Science 

o Arrange Science fair  

o Attend/ arrange various exhibits in SMC fairs 

o Prepare new exhibits for Fun Science Gallery 

o As and when new galleries like diamond, 

textile & space gallery are developed one has 

to take care of that galleries  

 

Assistant Engineer (Electrical) 
 

o Supervise the activities of different Electrical 

equipment Installation and Maintenance at 

Science Centre Surat  

o Correspondence with different types of 

Supplier Company like Torrent Power Ltd., 

Gujrat Gas Co.Ltd., B.S.N.L. etc. 

o To do the process for purchasing the 

equipment / spare-parts conern with electrical 

and air conditioning at Science Centre. 

o To do the sanctioning process of tenders 

concern with electrical and air conditioning 

for Science Centre. 

o Supervise the activities of electrical and air 

conditioning by remain present at the time of 

public function in Art Gallery, Auditorium 

and Amphi theater at Science Centre. 

 

To obey the written/ verbal Instruction given by 

Superior Officers 

 

 

Gallery Assistant  

o To take care of showcases in Museum to do & 

change display, provide guide to visitors 

o To do every work related documentation & 

perform necessary help for Exhibition 

o To check museum on closing time 
 

To follow all kind of written & oral instruction 

given by officers. 

 

Personal Officer 

o One has to work as per the power delegated 

by standing committee & Municipal 

Commissioner Shri 

o One has to work on Science Centre 

establishment schedule and recruitment 
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Dy Accountant  

o One has to work as per the power delegated 

by standing committee & Municipal 

Commissioner Shri 

o One has to look all accounts related activities 

which includes income, expenditure etc. 

o Prepare budget for the Science Centre 

 

Section Officer 

o One has to work as per the power delegated 

by standing committee & Municipal 

Commissioner Shri 

o Administration setup of the Science Centre, 

Stock checking, Sales, Museum out look, 

Personal advance, Stock book, records etc. 

o One has to check regular attendance 

arrangement of staff in various exhibitions, 

o One has to work under direct control of 

departmental head. 

o Prepare various notes, check files keep papers 

in proper manner office-work, preparing of 

press note, Annual report, Invitation Card etc. 

o One has to remain present in various exhibits 

and issue orders for the program carried out at 

Art Gallery & Auditorium, 

o Arrange security present in the setup and 

dismantle of the indoor & outdoor 

exhibitions. 

o Work as per the instructions given by Curator, 

Chief Curator and Divisional Head 

 

Maintenance Assistant (Electrical) 

o Supervision of different electrical equipment 

installation, operation and maintenance of 

air conditioning system at Science Centre 

Surat. 

o To assist in different activities/ work with 

superior officers/ Assistant Engineer (Ele) 

regarding electrical/ air conditioning at 

Science Centre and give instruction 

supervision of different activities of Sub-

Ordinate staff. 

o Supervision of electrical/ air conditioning 

work by remain present as per instruction in 

public function of Art Gallery, Auditorium, 

Amphi theater  at Science Centre  

o To obey the written/ verbal instructions 

given by Superior Officers.  

 

Head Clerk 

o One has to work as per the order issued by 

Dept. Head and higher authority 

o Maintain dead stock register, ticket window, 

check the fees received and submit it for the 
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accounts depat, check the audit objection, 

receive grants and information all files 

regularly and submit the reports immediately 

o Maintain Annual report, make press notes of 

the exhibitions, Arrangement of out door 

exhibitions, remain present during the 

programme carried out at Amphi Theater, 

Auditorium and Art Gallery. 

o One has to work as Section Officer as and 

when the Section Officer  is on leave  
 

Steno 

o One has to work under the direct Control of 

Departmental / Divisional head and take care 

of the visitors entering to Museum 
 

Planetarium Guide/ Operator  

o He has to take care of the visiters who an 

entering to the planetarium has to explain 

regarding the show which will be shown and 

take care of the equipment and if there is any 

fault he has to inform the higher authority 

organize group show, stor  gathering, do 

experiments for school children, prepare 

exhibits panels etc. for display and has to 

work with departmental head and higher 

authority as and when required   
 

Senior Clerk 

o Science Centre related various works like 

payment of insurance premium, insurance 

policy renewal, submission of proposals, 

budget work, to maintain service book, 

leave data, pay data maintain muster, 

establishment register and give information 

as on when required to the Science Centre 

visitors, Bill payment, maintain stock book, 

dead stock, central store requirement, 

Souvenir Shop stock book, etc. 
 

Clerk cum Photo grapher  

 

o To do job work related photography, 

catalogue cards, Documentation, Exhibition 

photography, Display, out door photography 

and to maintain photograph album and 

register, to do museum exhibition, layout, 

display. to maintain press register. To check 

museum on closing time.  

o To follow all kind of written & oral 

instruction given by officers.  
 

Third Grade Clerk 

o Preparing of house keeping bills, to update 

Heritage list, insurance policy, float tenders, 

release & take security deposits etc. 
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o Display in Museum Shop, sale Souvenirs at 

the Shop, maintain receipt and take cash and 

do the payment to the accounts dept 

o Issue of tickets, receipt of payment of fees, 

rent for Auditorium, Art Gallery and Amphi 

Theatre  

o Entertain visitors at Fun Science Gallery 

explain the visitors regarding the Science 

througe the exhibitions, maintenance of the 

exhibits etc. 

o Receive the rent of Art Gallery, Auditorium, 

Amphi Theatre and remain present during the 

program at the above said venue, making of 

bills etc. 

o Inward – outward of the papers, checking of 

the binders, R.T.I. selected things 
  

Senetary Sub Inspector 

o To take work from the housekeeping 

persons for cleaning of the Science Centre 

Complex, water tank cleaning etc and has to 

work as an when required  
 

Technical Assistant 

o One has to take care of all civil maintenance 

work and submit the report regarding the 

completion of the work 
 

 Wireman 

o To perform the different electrical / air 

conditioning equipment operation and 

maintenance work by contractor's employee 

and supervision on their activities at Science 

Centre 

o Operation of equipments regarding electrical/ 

air conditioning / Sound by remain present as 

per instruction in Fun Science Gallery, Art 

Gallery, Auditorium, Amphi Theater 

functions at Science Centre 

o To obey the written/ Verbal instructions given 

by Superior Officers  
 

Jamadar/ Peon/ Gallery Attendant / Beldar cum 

Pagi 

Take care of the office, filing of papers as per 

the advise given by the higher authority bring 

keys form the Athwazone and open the 

Science Centre Complex, being and take files, 

papers to main office and bring them back for 

the office, arrange the visitors in the line, take 

care of the visitors in the Museum, Art 

Gallery, Planetarium, Fun Science Gallery 

etc. Help in the Museum for display of 

exhibits etc. and work as per the advise by the 

higher authorities   
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