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CHAPTER - IV

PERSUNNEL SET-UP OF MAHARASHTRA STATE RUAD

TRARKSPURT UCJRPJRATIUN,

The Maharsshtra State Road Transport Corporation has
accorded due sttention to the matters pertezining to its
persanrnel at large. The corporation functions a. four
lesels viz i) the central  1I) regional, III; divisicnal
and IV) at depot level., It has provided for the
necessary administrative units for looking after the
pe-soniel concerned. #hccordingly, at the central level,
there a personnel department. Similarly at the regional
lewel 8 personnel of proper size hes been provided for.

A persannel branch deals with personnel matters ezt the
cdivisicnal lsval, At the lowest level i.e. the depot
level. It is nct necessary to have such a branch. The

divisional branch covers personnel at the depot level.

PERSUNNEL DEPARTMENT AT CENTRAL LAVEL ¢

The Personnel Uepartment is headed by the Manager

(Personnel) whose status is that of a Departmental



Head and he also exercises authority as the Deputy of
tre General Manager and in certain cases on behalf of
tke Vice-Cheirman of the Corporaztion zlso {at present
! trese officers have been combined into one) a part
from administring the duties the Hsad of the
perscnnel Uepartment., It, therefore, exercise control
and authority over the Head of the Urits to whom he
hes to issue instructions in the above capacity. In

tre exercise of his functions he is assisted by.

a) Administrative Ufficers.

b)  Administrative Officer (Tranlation and
Training)

c) Assistant hdministrative Ufficer.

d) Nunior Training Officer at Central
Uffice level.



PERSONNEL DEPARTMENT AT CENTRAL LEVEL

Oy.General Manager (Personnel and Industrial
Relations)

Chief Personnel Manager

{

Crief Chief Chilf Personnel dfficer
Lebour Labour Personnel (Yervice Board)=2
dfficer-1 dfficer-2

Labour Labour Asstt. Asstt,
Officer dfficer Personnel Personnel
(Head (Head Officer Officer
QLarter) Guarter)-2

(Source ¢ ‘Parivahan Pathik' Dec.,1991, P.53)

In addition, the Labour Branch also functions in
the Central Uffice. Under the Labour Branch is headed
by the Lhief Labour Officer (Head Quarters) who is assisted
by @ Lepour Ufficer. A1l matters pertesining te Labour
such as strikes, Industrial Uisputes, Joint Committee
! work, negotation Labour Settlement, Grievances of the
workers, etc. are dealt with by this brench. In the past

tnis branch was & part and parcel of the Administration



Uepartment and worked &s wing of the hdministration
Uepartment Subsequently, it has been working as a

seperate branch uvirectly under the Leneral FManager.

PLRSUNNEL DEPARTMEWT AT REGISNAL LEVEL 2

The Administration Department, since designated on
Personnel Uepartment formation of Regional Office w.e.f.
15.6.1976 ‘1) is generally in the chenge of a1l the
Administrative matters pertaining to establishment
such e&s rcecriitment, steffing, transfers, promotions,

m&n power planning, etc. in the retion,

| PERGSUkGEL CEPARTMENT AT REGIUNAL LEVEL

Regional Manager

. 1
Regggnal Personnel Hegional Labour
Jrficer dfficer.

(Source : 'Parivehan Pathik' Dec.1991, P.59)

1. Maharashtre State Roed Transport Corporaticon,

Manuz1l, P.6
D



The function of the various departments have broadly
been defined but in ceses where such functions are not
assigned to any particular Uepartment also looks after
such matters and is therefore. In charge of General
hdministraticn which includes such subjects ss financial
)sanctian methods and procedures for maintenance and

‘sanction of telephone czllocation of departmental vehicles,

maintenance and disposal of all records etc.

PERSOnEL BRAWCH AT DIVISIONAL LEVEL 3

Both, the General Kdministration section and
gcstaolishment section are under Control ULivisicnal
Personnel Ufficer, at divisional level. Labour Secticn
Divisional Lebour Officer is a in-charge of Llabour

section.

PERSONKEL BRAKCH AT CIVISTIJONAL LEVEL

Divisionel Controller

Diui;ional Diviéional
Personnel Labour
Ufficer dfficer
c o
General tstaeblishment
Acminist-
retion.

(Source ¢ ‘'Parivehan Pathik' , Oec. 1591 P, 59)




SCUPE #iND FUNCTIUNS OF PERSUNKEL SECTIUN AT THE

D_VISIuwaL LEVEL H

As distinct from the General Administration, the
Generel Administrstion, the functions of the Personnel
Section can be specified in es much as they mainly
relate to the Personnel matters concerning the employees
working in the Livision. It includes the recruitment of
staff., Transfer, promotion, disciplinary records, such

ags personnel files, level account, service book estc.

Some important personnel section functions are

listed below -

l. Man=-Power forecast
J Ze Fecruitment and confirmaetion of staff,

3. Folding of selection committee meetings and

preparation of minutes.

4. Recruitment of Apprentices under the

Rpprenticesship Act.
5. Treining {Both preservice end Inservier)

6. Grant of promotion.

7. Maintanance of waiting list for direct
Sector, and departmental sector.



12,

13.

14.

15.

16.

17.

1€.

15.

Transfer of staff.
Grant of staff,

fleintenance of service book, leave account

forms.
Fixation of pay.

Maintenance of variocus establishment registers
such as -~ staff seanction, visual acquity,
increment register, Super annuation register,
Fidelity Guarantee register, netic register,
Roster.

Orewal of incre_ment,
fledical examination of employees.
Visual acquity test.

Staff sanction and meintenance of Register.

Femily Pension and Gratuity sutmission of

documents to provident Fund Commissioner.

Reservation of vecancies and concessions to the
beckward class employees.

Forewarding of applications to outside agencies
for which the Divisional Controller / unit
head is autnorised.

seniority list and periodicel disply of the
lists.



21, hdiustment of staff in the light of the

P.i.T, T, other sanctians.

22, Labour complaints pertzining to esteblishment
metters.
23. Meintenance of personnel files,

24, Grant of specieal type of lesve such as
disgbility lesve, maternity lesve, T.B.

leave etc.
25, Registration, termination etc.

26. Compilation anc submission of verious
zsteblishment returns.,

27 To watch the absentism of staff in various

units.

28, To wetch the proper utilisztion of staff (with

¢ view to see that there is no exfess utilisa-

tion particularly in respect of crews).

29. To maintein proper control over the

expenditure on staff in the Divisions.
30. To issue confirmation orders of staff.

31, To arrange for leasve substitutes.

32, Cases of employees under Bombay State Tremsport
Employees' service Regulation 44-B

L §
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33, To 2ttend court cases arising out of

establishment matters.

SCUPE AL FUNCTIunG UF GERERAL ADMINISTHATION SECTION

In BIVISIUN H

The general administration section which is under
the Divisional Personnel Ufficer looks after certzin
important personnel matters basides certain routine

operations.

The job of the General Administration Section is
varied in-nature. Nevertheless some of the important

functions are enumerated below &~

1. Providing various types of general services
such as sanitation, telephones, Telex, Staff
vehicles, office equipment, furnitures,
stationary etc. and ma@intaining record
there of, reservation of guest houses /

rest houses,



10.

ll..

12.

Grant of advances such as house building

advances, cycle advence ageinst T.A,

Maintenance of old record, disposal of uaste

pa perS .

Periodic Inspection and annual Inspections.

UDisposal of appeal ceses,

Review of default cecses devided by the
Cocmpetent suthorities.

Ircentive Scheme for drivers / conductars.
Rpproval to jurneys.

Hclding of meetings enc conferences of

bivisional Ufficers,
Stamp amount Register.

Instructions on default and appeal procedure.

Issue of family free pass under the seétlement.



13.

14.

15.

16.

17.

18.

19.

Equipment, maintenence of Guest Houses /

Reservation thereof.

Mlaintenance of confidential Reports of
Unit cadre posts / sending Confidential
Reports of state cadre ceses to Central
Uffice communicating adverse remarks to

incumbents,

Inward / outuard of correspondence and

ceses/files,

Telephone / Telex service.

Cyclostyling work.

Forwarding of disries of officers

to Regional office.

Uffice Egquipment of furniture.

concerned

It cen be noted thazt the matters such &s periocdic

inspection, disposel of appeal cases,

cases, maintenance of confiderntiel reports etc.

revieuw of default

are

releted vitally to the personnel administration of the

division.,



RULE OF LABCZUR WELFARE OFFICER ANOD PERSONwEL UFFICER IN

PR INTRINING GOOU INDUSTRIAL RE LATIGHS :

»

At the divisiopnel level, in the administrative

chart, two importent officers post sre provided for

viz. Divisional Personnel Ufficer ang Lapbour Ufficer

obviously, they sre expected to promote healthy and.
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‘ccrdial relationswbspygggmemployees aqujhgugnupoyer.

The scope for attaining this goal by them can be brought

with a list functions given below.

1)

2)

He can play important role by establishing
contracts and holding consultation with the
objective of maintzining harmonious relations

between the management snd workers.

watching Industrial relations and usSing his
influence to present &nd dispute arising
betJeen menazgement and workers &nd when a

dispute arises by helping to bring about

a settlement through persussive efforts.



4)

5)

6)

7)

&)

Bringing to the notice of the management the
workers grievences whether individusl or
collective with 2 view to securing their

expenditions redress.

Studying and understanding labour is vieuw
point with & view to helping management shezpe
end formulete labour policies and interpret
them to the workers, in @ language they

can understand.

flaintaining an impsrtiesl ettitude during
lawful strike or lockouts &nd thus helping

to bring a pesceful settlement.

hdvising worikers esgainst going on illegal
lockouts &nd there by helping to avoid

antisocial activities,

Improving the working conditions and helping
the workers to edjust and adopt themselves

to their working environemsnts.

Hdvising &nd relping management to make



g)

10.

provision for amenties like canteens and

cshelters for rest.

Encouraging the formstion of workers and
Joint Production Committess as well as
sefely and welfare committees and supervising

their wWorlk.

Bringing to the notice of workers their
rignts and lisbilities under the standing

orders and other rules,



