








Sl. 

No.

Name of the 

Employee 

Sri / Smt

Designation Section Work Allotment 

1 2 3 4 5

1 K. Prasanna Rani Superintendent C Overall Control, Supervision of the section and

responsible for timely disposal of files / currents,

submission of all Reports, Preparation of Minutes of

Meetings, Meeting Notes, Court Cases, Apart from

the above the C-Superintendent shall look after all

the arrangements for various meetings i.e., Council

Meetings, Standing Committee Meetings, meeting

conducted by Hon'ble Mayor, Commissioner and

meetings held in Head Office and other official

meetings and general maintenance in Co-Ordination

with other HOD's

2 B. Santhosh Kumar Sr.Asst., C1 Service Matters & Disciplinary Cases of General 

Administration, Engineering & Revenue Sections

3 G. Devaraju Sr.Asst., C2 Service Matters & Disciplinary Cases of Health, UMS,

Town Planning, Fire & UPA Section

4 P. Sandhya Jr.Asst., C3 Preparation of Bills of General Administration,

Engineering & Revenue Sections & Cell Phone Bills

5 H. Charles Brownson Jr.Asst., C4 & 

(I/c.) B3

Preparation of Bills of Health, UMS, Town Planning,

Fire & UPA Sections 

Loans & Advances, Court Attachments, Recoveries

6 Ch. Susmitha Record Asst., C5 Record & Retired Employees Pensions

7 A. Bixapathy Sr.Asst., C6 Inward & Outward

8 Ch. Susmitha Jr.Asst., C7 RTI & Government Reports Complinace

1 D. Sammaiah Jr.Asst., A1    

1 B. Srinivas Superintendent G Overall Control, Supervision of the section and

responsible for timely disposal of files / currents,

submission of all Reports, Preparation of Minutes of

Meetings, Meeting Notes

2 A. Sudharshan Sr.Asst., G1 BRS, Building Permissions, Layouts, Protection of

Open Spaces, Court Cases pertains to Circle - I, Cell

Towers, Advertisement Charges & Elections

3 S. Srikanth Jr.Asst., G2 BRS, Building Permissions, Layouts, Protection of

Open Spaces & Court Cases pertains to Circle - II,

Cell Towers

4 S. Srikanth Jr.Asst., (I/c.) G3 Court Cases & RTI, Record & Miscellaneous

JOB CHART - HEAD OFFICE (GENERAL)

GENERAL ADMINISTRATION (C-SECTION)

III. TOWN PLANNING SECTION (G-SECTION)

II. REVENUE SECTION (A-SECTION)



1 A. Sudharshan Sr.Asst., E1 All schemes works of Finance Commissioner, SDF,

Vehicles, Fuel Charges, Electrical works including

stores incharge and preparation of Regular

Employees Salaries and other General

Correspondance
2 D. Rajitha Sr.Asst., E2 All Scheme works BRGF, CDP, MPLADs and

preparation of outsourcing workers wages of

Engineering Section Rural & Urban and all General

Funds works from Election Ward No. 1 to 28

3 M. Prathibha Jr.Asst., E3 All General Fund Works from Election Ward No. 29

to 58 inward Tappals, RTI and Record Section of

Engineering Section

1 A. Nagamani Superintendent F Overall Control, Supervision of the section and

responsible for timely disposal of files / currents,

submission of all reports, preparation of Minutes of

Meetings, Meeting Notes

2 S. Sanjay Kumar Sr.Asst., F1 All matters related to Public Health including

outsourcing workers bills

3 P. Ashok Jr.Asst., F2 All matters related to Urban Malaria, RTI, Stores &

Other Miscellaneous

1 Shahazadi Begum Superintendent J Overall Control, Supervision of the section and

responsible for timely disposal of files/currents,

submission of all reports, preparation of minutes of

meetings, meeting notes
2 S. Shekar Jr.Asst., J1 All Economic Schemes, Selection of Beneficiaries,

Vending Zones, Night Shelters etc.,

3 S. Shekar Jr.Asst., J2 Pensions

1 K. Jeevan Rao Superintendent K Overall Control, Supervision of the section and

responsible for timely disposal of files/currents,

submission of all reports, preparation of minutes of

meetings, meeting notes
2 J. Vijay Kumar Jr.Asst., K1 Elections, Council Meetings, Standing Committees &

Resolutions

3 J. Vijay Kumar Jr.Asst., K2 Census, SECC and Other Statistical information &

Other Miscellaneous etc.,

1 Sk. Zakir Hussain Sr.Asst., B1 Asst. to Junior Accounts Officer

2 E. Kranthi Kumar Jr.Asst., B2 Treasury Incharge

3 P. Swamy Driver Asst. to Treasury Clerk

V. PUBLIC HEALTH SECTION (F-SECTION)

VI. UPA HEALTH SECTION (J-SECTION)

VII. SECRETARY SECTION (K-SECTION)

VIII. ACCOUNTS SECTION (B-SECTION)

IV. ENGINEERING SECTION (E-SECTION)
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1 2 3 4 5
1 R. Anand Kumar Sr.Asst., & (I/c.) 

Superintendent

Overall Control, Supervision of the Circle Office,

Submission of All Reports, Preparation of Minutes of

Meetings, Meeting Notes etc.,

2 R. Anand Kumar Sr.Asst., C1 Establishment, Attendance, Service Matters, RTI,

Leave Registers etc., relating to Circle - I

3 B. Hemalatha Jr.Asst., C2 Inward & Outward

4 B. Balu Naik Sr.Asst., A1 New Assessments, Mutations, Revision petitions,

RTI, Court Cases & Govt. Correspondances

5 M. Maheshwari Sr.Asst., A2 New Assessments, Mutations, & Revision Petitions

6 E. Isreal Sr.Asst., A3 New Assessments, Mutations, & Revision Petitions

7 D. Ravi Jr.Asst., G1 Building Applications, BRS Applications, Court Cases

& Govt. Correspondances

8 R Rajitha Jr.Asst., G2 Building Applications, BRS Applications & RTI

9 B. Ramesh Sr.Asst., E1 All Scheme Works & General Works, Court Cases &

Preparation of Reports & Tap Connections, Tappals &

RTI

10 Swarjan Raju Jr.Asst., F1 Trade License, NOC for Exhibitions, Crackers,

Schools, Colleges, Court Cases, Govt.

Correspondance, RTI & Sanitary Certificates

JOB CHART - KASHIBUGGA CIRCLE OFFICE - I (GENERAL)
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1 2 3 4 5
1 S. Sammaiah Superintendent & 

(I/c.) Revenue 

Officer

Overall Control, Supervision of the Circle Office,

Submission of All Reports, Preparation of Minutes of

Meetings, Meeting Notes etc.,

2 G. Manmohan Krishna Sr.Asst., C1 Establishment, Attendance, Service Matters, RTI,

Leave Registers etc., relating to Circle - I

3 M. Manasa Jr.Asst., C2 Inward & Outward

4 Md. Yousufuddin Sr.Asst., A1 New Assessments, Mutations, Revision petitions,

RTI, Court Cases & Govt. Correspondances

5 A. Megha Sr.Asst., A2 New Assessments, Mutations, & Revision Petitions

6 Y. Ramakrishna Jr.Asst., A3 New Assessments, Mutations, & Revision Petitions

7 M. Naresh Jr.Asst., G1 Building Applications, BRS Applications, Court Cases

& Govt. Correspondances

8 Swarjan Raju Jr.Asst., (I/c.) G2 Building Applications, BRS Applications & RTI

9 G. Bikshapathi Jr.Asst., E1 All Scheme Works & General Works, Court Cases &

Preparation of Reports & Tap Connections, Tappals &

RTI

10 G. Bikshapathi Jr.Asst., F1 Trade License, NOC for Exhibitions, Crackers,

Schools, Colleges, Court Cases, Govt.

Correspondance, RTI & Sanitary Certificates

JOB CHART - KAZIPET CIRCLE OFFICE - II (GENERAL)
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1 2 3 4 5
1 G. Naresh Jr.Asst., E1 All scheme works & General Works, Preparation of

Reports & Tappals & RTI

2 N. Kumara Swamy Jr.Asst., E2 All scheme works of Finance Commission, SDF,

Vehicles, Fuel Charges, Electrical Works including

stores incharge and preparation of Regular

Employees Salaries and other general

correspondance

JOB CHART - NAKKALAGUTTA CIRCLE OFFICE (GENERAL)


