Powers & Duties of Staff of Secretary Department
Surat Municipal Corporation

Section Officer: Duties of the Section Officer are to supervise the General Establishment
Administration. He shall have to control over all the staff of Secretary Office. He shall be
directly responsible to his immediate reporting authority i.e. Municipal Secretary. He shall
have to manage the day-to-day functions with regard to general administration & staff
management etc.

Assistant Secretary: The Assistant Secretary shall have to supervise over all the
proceedings in respect of the General Board, Standing Committee, Special Committees &
Adhoc Committees, such as, to publish agenda, conduct the meeting, drafting of resolutions
as per the decisions taken in the meetings, to assist the Chairman/Chairperson of the
Special Committees by the concerned proceeding writers etc. Personal Assistant shall have
to discharge the duties as per the order of the Municipal Secretary from time to time.
Normally, they will be put directly under the Office Bearers and responsible for the duties
assigned to them either by the Office Bearers or by Municipal Secretary.

Section Officer & Assistant Secretary shall be responsible for the follow up of the smooth
function and procedures of General Board, Standing committee and various Committees'
meeting.



