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HALDIA INSTITUTE OF PHARMACY
(An Institute of ICARE)
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DUTIES ALLOTTED TO MULTI TASKING STAFF (LABORATORY)

To clean departmental furniture and the laboratory in general, including apparatus and
equipment’s and maintain neatness.

To keep laboratory materials including apparatus and equipment’s in proper place every day.

To render physical assistance to teachers, students and other laboratory staff in movement of
laboratory equipment, instruments, chemicals & other materials within and outside the
laboratory.

To assist laboratory assistant and other laboratory staff in physical stock verification of
laboratory equipment’s, instruments, chemicals and other materials.

To render physical assistance to teachers and students in conducting practicals and experiments.
During practicals, lab attendant should be present near to teachers and students physically.

To report about loss of laboratory equipment’s and other materials to his/her HoD/Lab. Assistant
/storekeeper.

Performing other duties such as switching off lights, fans, computers, electrical instruments,
when not in use, locking cupboards, windows and doors of laboratory daily.

To deliver all the correspondence of the department / laboratory staff to the office or wherever
necessary.

To respect staff and students while speaking to them and cooperate with the authorities with the
dignity of the profession.

To perform any other work/duties as and when assigned by the Principal/HoD from time-to-time.
To clean class rooms, laboratory, corridor, staff rooms, table, chairs, telephones,
equipments/instruments and dust bin etc. regularly.

To supply heavy glassware, instrument/equipments and other materials to the laboratory from
other lab or central store.

Do the any work assign by any teaching staff members.

To provide all the necessary requirement to the laboratory ex water, heavy glasswares,
instrument/equipments and other materials.

At the time of examination either internal or external exam should help to the exam departments.

Do any laboratory works assign by teaching staff members.

Note: Your roles and responsibilities may change over time.
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