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d ANNEXURE ‘B’

REVISED CHARTER OF DUTIES
BANGLADESH MANAGEMENT DEVELOPMENT CENTRE

Director-Genearal :

-ty

{u as*t as the administrstive head and be responsible for overall
administration and finance of the Bangladesh Management Deve-
lopment Centre (BMDOQ).

2. To act as the Member !Set:reta:ra.r .of the Board of Governors.

3. To farmulate the Centre's policies of training, research and con-

sultancy, design strategies aznd implement those through the
faculty members of the Centre. .

4. To assist znd guide the Directors in drawing and implementing
Management Daveloprent Training FProgrammes, research projects
and consuliancy services.

5. To help the Government 0 mangower developmert in the field
of managemsnl.

& To be responsible for the administration and execution of the
Rangladesh Management Devalopment Centre as per Acts, Cidi
nances, Rules and Jlesgulaticns and directives Issued by the
Gavernment from time "0 time.

7. To act as Prncipal Accounting Cfficer of the Bangladesh Manage-
ment Development centre within the budget provision

8. Tn be responsible for proper functioning and disciplining of the
Bangladesh Management Develonment Centre,

9. To tepresent the Eangladesh Management Development Centre
and where personal representation is not possible to select re-
presentation on his behalf.

10. To grant earned leave etc. to atl officers under him.

1i. To allocate duties™ of diffErant oificers as and whan required.
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13. To be responsible for maintaining proper securily measures of
the Bangladesh Management Development Centre.
14. Any other duties assigned by the Government,
Director

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

2. To provide professional guidance to the faculty memhers of the
respective fields of specialization of the Centre.

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

4. To undertake independantly and guids the study of management
problems in business and industry,

5. To initiate, co-ordinate and participate in various consultancy jobs
carried out by ths Centre.

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

7. To be responsible tor providing nrn,ws onal guidance for tha deve~
Iopment of the facuiw members of the concerned wing. y

8. To represent the Director-General as and when necessary, maintain
close liaison with the client crganization. asses their requirement
and formulate policies of training and research programmes. to
meet the requirement of the client organization.

g

. To ensure revenue coliection where applicable and safeguard Govt.

property under his charge.

. Any other duties assigned by the Director-General.

Senior Management Counsellor:

1.

To initiate, design, co-ordinate and iriplement the training progra-
mmes under the guidance of the Ditectnr-General/Director.
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2. To prepare leclure matsrials and deliver lectures in the training
COUrSEes.

consultancy jobs in the relevant fields.

3. To initiate and organize resz2arch programme and participate the

4, To develop teaching raterials and guide the Managemant Coun-
.sellors and Associate Management Counsellors in this regard.

.. To maintain  liaison with the client organization, asses their
'hac:ds and organize programmes to meet ‘thoss needs.

G, Any niher Jduties zssigned by the Director-General/Director of
the Bangladesh Mzanagement Development Centre.

tlanagement Counsellor

1. To initiate, design, co-ordinate and implement training program-
mes vnder the guidance of the Director/Sr. hanagement Coun-
zllor of the zuncerned field.

2. To prepare leciture materials, take classes, undertake research
merks and participate in the consultancy jobs.

3. Ay other duties assigned to him by the Director-General/Direc-
t~r/Senior Management Counsellor of the Bangladesh Management
cDeveiopment Centre.

Senior Research Officer

1, To carryout research projects (ie. prepare work plan, collect
data, process them and write report) undet the guidance of the
Direcior/Sr. Management Counsellor of the concerned wing.

2. To collect reports and records and maintain laison with differant

research teams assigned by the Director/Sr. Mgt Counsellor of
the concerned wing.

3. To participate in training and consuitancy jobs of the Centre.



13

4. To evaluate all the training programme under the guidance of the
Director-General/concerned Director,

5. Any other duties assigned by the Director-General/Director/Sr.
Management Counsellor.

Associate Management Counsellor

1. To assist'in the assessment of training needs, preparation of
training materials and in implementing training programmes.

2. To assist in the collection of data/materials and processing them.

3. Any other duties assigned to them by the Director-General/Director)
Sr. Mgt. Counsellor/Management. Counseilor of the conceined wing.

Research Officer

1. To assist in the framing of questionnaire, coliection of data, pro-
cessing ond tabulation of data for implementing research projacts
under the guidance of the Director-General/Director/Er. Mgt
Counsellor of the concernad wirg.

2. To participate in the training needs, assessment, materials pre-
paration, implementation of training programmes and their eva-
luation. t

3. Any other duties assigned by the Director- General/Director/SMC/
SRO. 2 f

Senior Editor

1. To execute the printing uctivities of 3li the tangladesh Manage-
ment Development Centre publications, maintan liaison with 1he
printing press approved bythe Tender Committee, and getting the
printing wortks done with the help ot printing press in time.
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2. To conduct proof-reading and monitoring of printing works.
3. To arrange for sell and distribution of Bangladesh Mangement

Development Centre publications under the guidance of the Director
of tha concerned wing.
;'{4'-

el 4 . g : i
4. To' arrange monthly meeting of the Director-General and Faculty
‘Members. - ;

3
.

6. Any other duties assigned by the Director-General or Director of
the ccncarned wing. - :
Senior Librarian

i To maintain the library by keeping up-to-date catalogue, assessing
register etc.

2 To meintain liaison with other Nation! and International Libraries
and look for interlibrary loan.

3. To coliect _resnurce materials for training and research.

4. To assist in buying new books and journals.

5. To ensure safe custody of the books and journals.

6. Any niher duties assigned by the Directar-General or the concerned
Diracior.

planning & Programma CoO ordination Officer

i. To prepare programmes in coanaction with Development Project
Works of the Centra,

2. To attend all meetings in cannection witn new projects proposal
for inclusion in the A.D.P.

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

6. Any other duties assigned by the Director-General or the conceined
Director.

Senior Administrative Officer

1. Responsible to assist the Director-General in the rules nfbusinﬁ.es

of the Board of Governors of the Bzngladesh Management Develop-
ment Centre.

2. Shall exercise such powers and cuties as zshail be assigned
to him by the Director-General from time to time.

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

2

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

6. Shall be responsible for maintenance of Service Records, Servica
Books, Attendance Registers and any Registers required in the
Administration.

&. To assist the Director-General in «ll Administrative affairs of
Head Cffice and two Sub-Centres.

7. Shall supervise the duties of Administrative Officer and other
Class-11l and Class-IV Staff.

8. Any other duties by the Authority.

Senior Accounts Officar

1. Shall be responsible far preparation of hudgat. expenditurs
control, preparation of monthly experditure statements, reconcilia-
tion of Rank statement with that of the Books of Accounts of the
Centre.

2. Shall be rasponsible for np.aparation ' of 31! records and docu-
ments for Annual Audit of the Accounts of the Centre.



B + -

2

16

Shall be responsible for maintenance of security papers, fixed
deposits receipts etc. ;

shall be responsible for timely receipt of Government sanctions

for Grant-in-Aids,

e

Shall ba responsible for attending all budga_ht_ meetings of the
' Centre. : G

. Supervise ell accounts; assist for proper maintenance of daily

transaction in the cash book, all receipts in the accounts shall
ba credited to the Bank within 3 days from the date of receipt.

Shall be responsible for all periodical and annual financial returns
of the Centséa.

Any other duiies assignec by the authority.

Audio-Visual Oificer

-

]

. The Audio-Visual Officer is responsible for operation and main-

tanance of ali Audio-Visual equipments, materials, films etc. He
tias to co-ordinate film shows on various course programmes
conducted by the Centre.

vo develop and make films and slides for training purposes.

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

Visual Ssation

Any other duties assigned by the authority.



