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RDD OFFICES (7 Nos) 
 
Thiruvananthapuram – Thiruvananthapuram, Kollam,  

Sr.Administrative 
Officer Sr.Finance Officer 

Joint Director 
(Academic) 

 

Administrative 
Assistant 

 
Account Officer 

(fin) 

Sections 7,8,9 
 

Sections 
3,4 

v 

Deputy Director II 
 

Deputy Director  

Sections 5,6 
 

Sections A,B, 
Spl.Cell 

Deputy Director I 
 

DIRECTOR 

 Account Officer 
(PF) 

 

Sections A,B.C,  

PF section  

Sections A,B.C,D, 
Thapal & Despatch, Fair 

Copy, Information 
 

Sections 
1,2 

Joint 
Director 
(Exam) 

 

AD I 

AD IV 
AD III 

AD II 
 

State Co-ordinator  
CG & AC Cell 

Section 1  
(1 Supdt., 1 Clerk, 
1 Typist, 1 Peon 

NSS 
Programme Co-
ordinator (State) 



Chengannoor             -   Pathanamthitta, Alappuzha 

Kottayam                    -  Kottayam, Idukki 

Ernakulam               -  Ernakulam, Thrissur  

Malappuram               -   Malappuram, Palakkad 

Kozhikode                 –   Kozhikode, Wayanad 

Kannur                       -    Kannur, Kasargode 

 

Regional Deputy Director 
 

Accounts Officer 
 
 

Junior Superintendent 
 

Section 
 

 
 
 
 
 
 
Distribution of Work 
 
Administration 
 

I. Administration A section  - UnitOfficer-Superintendent-Controlling 
Offier-Senior Administrative Officer  
  

A) Ad A1  
1. Establishment matters of ministerial staff      
2. Internal transfer and postings 
3 PSC posting and vacancy   reporting 

 4. Preparation of Seniority List 
 5. RTI (Right to Information)  ,  
 6. Sending proposals to Government, Correspondence with Regional  
                           Deputy Director Office 
 7. Vigilance case against ministerial staffs 
 8. NSS Programme co-ordinator appointment, ICT cell member   
                           appointment 
   9. Other Miscellaneous work 
                      
 

B) Ad A2 seat –  
1. Service book maintenance 
2. Official language-reg 
3. Increment, Surrender of Earned leave, Leave sanction 



4. Training to staff 
5. Regularization, Probation declaration of Ministerial staff 
6. GPF admission of ministerial staff, daily wages related work, NOC for 

exams, Pay fixation 
 

Ad A3  
 

1. Salary Bills of  Permanent staffs, Temporary and spark related work 
 
Ad A4 – 
 

1. Bill preparation and remittance of contingent bills of the whole office 
2. Issue of salary and employment certificate 
3. Remittance of all other office expenses 
4. Salary disbursement of daily wage/employment employees  

 
Ad A5 seat 
1. Administration Store 
2. Vehicle Purchase 
3. Vehicle Insurance 
4. Vehicle Repair 
5. Appointment of Drivers 
6. Reimbursement of expenses 
7. Pension Contribution, PF contribution of various university staff, 

News paper bills etc 
 

Ad A6 – 
1.Deputation, inter departmental transfer 

                 2.Appointment under compassionate employment scheme 
                 3 Bill book  
         4 Appointment under compassionate employment scheme 

 
 

 
 

 
  Administration B & C section  handles establishment matters of all 
Government Higher secondary School Teachers, that include posting,  
transfer, preparation of seniority list, convening DPC granting promotion 
Medical reimbursement verification of CR, Regularization probation 
declaration, leave sanction etc 
 

II. Ad B section - UnitOfficer-Superintendent-Controlling Offier-Senior 
Administrative Officer 
AdB1 seat – Establishment matters of  HSST/HSST (Jr) Geography 

a)  
Probation declaration of Principals, Charge allowance to principal in 
full additional charge of Principal to HSST, complaints and disciplinary 
action against Principals,  transfer of  Principals and deputation of 
Principals. 

 
b) Ad B2 



Establishment matters of  HSST/HSST (Jr) Mathematics  
vacancy reporting, SC/ST details regarding HSST (Jrs) and HSSTs, 
Promotions of HSA/ UPSA/ LPSA to HSST/HSST (jr) (general work) 
 
c) Ad B3 seat 
    Establishment matters of  HSST/HSST (Jrs) in Commerce SC/ST details 
regarding HSST (Jrs) and HSSTs, 
 
d) Ad B4 seat  
Establishment matters of  HSST/HSST (Jrs) in English  
  
e) Ad B5 seat Section clerk –. 
Establishment matters of  HSST/HSST (Jrs) in Chemistry 
 
f) AdB6  
Establishment matters of  HSST/HSST (Jrs) Physics 
 
g) Ad B  
  Medical Reimbursement,  
 

III. Administration C Section UnitOfficer-Superintendent-Controlling 
Offier-Senior Administrative Officer 

a) Ad C1 – section clerk – 
      Establishment matters of  HSST/HSST (Jrs) Hindi, Tamil, Urdu, Arabic 
      & Geology 
 

b) Ad C2 – Section Clerk – 
     Establishment matters of  HSST/HSST (Jrs) Botany, Home Science,  
     Kannada, Philosophy, Psychology, Sociology, Islamic History, Music,    
     Electronics 
 

c) Ad C3 – Section Clerk –  
     Establishment matters of  HSST/HSST (Jrs) History, Political Science,          
     Gandhiyan studies, Social Work & general work of Junior to senior  
     promotion   
 

d) Ad C4 Section –section clerk 
 Establishment matters of  HSST/HSST (Jrs) Economics, Statistics, Russian, 

 
e) Ad C5 section –clerk –  

     Establishment matters of  HSST/HSST (Jrs) Malayalam, Sanskrit,  
    Anthropology, Journalism 
 

f) Ad C6 section –clerk – 
         Establishment matters of  HSST/HSST (Jrs) Zoology, Computer Science,    

      Works related to  General transfer  
 

IV. Administration D section – UnitOfficer-Superintendent-Controlling 
Offier-Senior Administrative Officer 
Administration D section  handles establishment matters of all Government 
Higher secondary School Principals and Lab assistant  that include posting,  
transfer, preparation of seniority list, convening DPC granting promotion 



Medical reimbursement verification of CR, Regularization probation 
declaration, leave sanction etc 

 
V. Ad D1-  

 
Establishment matters of  Principals, NOC to principals, Seniority list of 
HSSTs and HMs for promotion to the post of Principal. 

 
Ad D2-  
 
Probation declaration of Principals,  
Charge allowance to principal in full additional charge of Principal to 
HSST, 
 complaints and disciplinary action against Principals,  
 transfer of  Principals and deputation of Principals. 

 
 Ad D3-  

Establishment matters of  of Lab Assistant TVM to EKM 
 

 Ad D4 –  
 

Establishment matters of  of Lab Assistant TSR to KSD 
 
Ad D5  

Medical Reimbursement and RTI (ASPIO) 
 
InFO  SECTION  

1 RTI (ASPIO) 
2 . LA Interpellations coordination  
3 monthly business statement prepartation 

 
 
 

VI. Academic A Section – UnitOfficer-Superintendent-Controlling Offier-
Joint Director Acdadamic 

 
a) Acd A1   

1. The above works related to the districts Malappuram& Kannur 
 

b) Acd A2  
1. The above works related to the districts Wayanad & Palakkad  

 
c) Acd A3- 

1. The above works related to the district Alappuzha & Pathanamthitta 
 

d) Acd A4  
1. The above works related to the district Malappuram 

 
VII. Academic B Section – UnitOfficer-Superintendent-Controlling Offier-

Joint Director Acdadamic 
VIII.  

1. Acd B1-  



 The above works related to the districts Kozhikode & Idukki 
 
a) Acd B2 – The above works related to the district Thrissur 
b) Acd B3- The above works related to the districts Thiruvanathapiram 

and Kollam 
 
c) Acd B4 –The above works related to the districts Kannur  Kottayam 
 

IX. Academic C Section – UnitOfficer-Superintendent-Controlling Offier-
Joint Director Acdadamic 

X. Acd C1 Section  
 Special Rule & amendments (Aided/Govt.) Guest Salary, Govt. Nominee in 
Selection Committee, General Circulars General issued related to HSS, 
(State Award, National Award, ICT Award) Teacher’s Award Appeal in 
study tour Model Residential school & related matters, Physical education, 
shifting of building of HSS Centre of Excellence. 
 
 Acd C2 section – 
  
Right to Information (general), LA question (general), Second language 
issued, Unaided school regularization, New unaided school sanctioning, 
Dispute of managers in Aided school, Appointment of managers. 

 
a) Acd C3- Section-  

 
Post creation, Sanctioning new schools & Batches, related matters, 
Remaining of HSS, Subject combination change, Special school, RI Act, 
land acquiring of HSS. 
 

b) Acd C4 –  
c) SET related matters, PTA fun7++d related matters, matters related to 

Kerala State Child Right Commission, Duty leave of teachers, matters 
related to Hindi Pracharasabha, Miscellaneous subjects related to 
Academic department, RI Act. 
 
   

XI. Academic Special Cell – UnitOfficer-Superintendent-Controlling 
Offier-Joint Director Acdadamic 

XII.  
 
a) Special Cell (1)  
Equivalence certificate, Papers relating to Printing and distribution of text 
books, curriculum & Syllabus, Distribution of merit – cum-means 
scholarship. LA Interpellations, Papers related to COBSE, Single window 
Admission, Papers related to SCERT, other scholarships & grants 
 
b) Special Cell (2) – 
c) Training programme under enhancement of Academic Programme, 

Continuous Evaluation, Monitoring Term Examination & Model Examination 
 
d) Special Cell (3) – 

 School transfer, Youth festival, Science Fair, Miscellaneous papers,            



             Academic Calendar, Readmission 
 

Finance Wing  
 

XIII. Finance A Section –Superintendent –  
 Finance A section handles  works related to GAIN PF,- Preparation of PF-
Credit cards of 673 Aided Higher Secondary Schools from –  

 2006-07 to 2015-16 
 

a) A1, A2, A3, A4, A5 seats - 
 

XIV. Finance B section – Unit Officer-Superintendent-Controlling Officer-
Senior Finance Officer 

4 clerk   
Pensionary  benefit 

Reconciliation 
     Audit  

  
XV. Career Guidance & Adolescent Counseling Unit Officer-

Superintendent-Controlling Officer-State Coordinator  
XVI.  

Superintendent – 
Clerk- 
 All works related to Career Guidance & Adolescent Counseling  

 
 

 
 

XVII. Finance C Section  
 

Section Superintendent – 
 
a) Finance C1 section –Preparation of budget (Non-plan) 
1. Allotment of funds to schools, Regional Officers and Directorate 
2. Preparation of economic review  
3. Fixation of grant 
4. Request of additional/Re-appropriation of fund-All non plan Heads 
5. Regularization of Excess/savings expenditure 
6. Preparing reply of the subject committee notes. 
7. Preparation of notes for Governer’s address 
8. General correspondence on budget, allotment, excess over exp. etc 
9. Surrender of savings (All heads of account) 
10. Preparation revenue budget 
11. Medical reimbursement of Government and aided school teaching and 

non-teaching staff 
12. Preparation of SDG 

 
 

b) Finance C2- seat – 
c) GPF-NRA/TA of the Government Higher Secondary School Teachers 

and Principals 
1. House building advances and issuing allotment 



 
 

d) Finance C4 –Preparation of Plan Budget 
1. Preparation of notes for budget speech 
2. Treasury authorization to the schools  
3. All correspondence in PD account of the schools  
4. Miscellaneous work in finance 
5. Implementation  of plan schemes 
6. Refund of fund of excess remittance 
7. Works related to LAC-ADS 
8. Overall monitoring of plan scheme implementations 
9. Preparation of monthly progress report in resect of plan schemes  
10. Maintenance of allotment registers for plan expenditure 
11. General correspondence on implementation of plan schemes 
12. NABARD Schemes 

 
   

XVIII. PF Section  
 
 Works related to NRA TA, TA-Conversion, PF-Closure, Admission, 
Budget General matters  
 
a) PF1. Seat  

The above works of Kollam, Thrissur, Idukki districts  
 

b) PF 2- Seat  
 The above works of Thiruvananthapuram, Ernakulam districts  

c) PF 3- Seat  
The above works of Kottayam, Malappuram, Wayanad districts 
 

d) PF 4- Seat  
The above works of  Kozhikode, Pathanamthitta, Kasargod  districts 
 

e) PF 5 Seat – 
The above works of Palakkad, Kannur, Alappuzha  districts 
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