ADMINISTRATION DEPARTMENT

Administrative Officer
Head of the Administration Department.  Executive level post in the Corporation.  Supervise the staff and functions of Admn Dept. and to ensure timely completion of all activities of the Admn Dept.  Acting as Vigilance Officer of the Corporation.  Directly report to MD.

Asst. Administrative Officer (E) : To verify and process all the files forwarded by Sr. Assts. and Asst. Gr-II. Before routing to AO/MD. Reporting to Administrative Officer
Files handled by AAO (E) are 
a) Grant of leave, periodical increment, TBH Grade, promotion etc. of staff.

b) Appointment, transfer and posting of all staff in KSFDC.

c) Grievance petitions from employees

d) Furnishing periodical return to Govt. on SC/ST  representation.

e) Consolidation and furnishing of answers to LA interpellation .

f) Matters connected with legal advisor.

g) Contract of canteen and vehicle parking at KSFDC Theatres.

h) Advt. film and slides at KSFDC Theatres.

i) Correspondence with Govt. and other agencies on matters relating to general importance.

j) Communication of minutes of HOMC.

k) Supervision of inward and Tapal Section. 
l) Furnishing monthly attendance abstract of Head Office staff to Accounts.

m) Reporting of vacancies to KPSC and the related correspondence.

n) Disciplinary proceedings against employees.

Middle level supervisory officer directly report to AO.

Asst. Administrative Officer (G)
To verify and process all the files forwarded by Sr. Assts – 2 . and Asst. Gr-II. 

Files relating to:

1) Telephones

2) KSFDC Employees Co-operative Society

3) Preparation of reply to audit enquiry

4) Printing and stationery

5) Monitoring of Theatres

6) Canteen and vehicle parking at Theaters

7) Advt. film and slides at Theatres

8) Revision of ticket rates at Theatres – All general matters relating to Theatres except film charting

9) Supply of Uniform cloth

10) Hiring out of building to NFAI, NFDC, CBFC, FFSI.

11) Payment of bonus

12) E.S.I.

13) L.A. Interpellation

14) Advertisements

15) Upkeep and maintenance of office vehicles

16) Kerala State Chalachithra Academy

17) Fixed Assets and disposal of unserviceable articles

18) C-DIT

19) Kerala Lok Ayukta

20) KTDFC

21) Disposal of unserviceable articles

22) Land acquisition

23) General matters of Studio

24) Action taken report on Board minutes

25) Revision of hire charge of equipments and revision of rate/batta etc.

26) Administrative sanction to all purchases, installation of equipments, works, etc.

27) All matters assigned by MD as and when required.  

Sr. Asst.  (1) 
To keep and initiate the following files 

1. Appointment, Transfer and posting of all employees

2. Service matters of all employees

3. Increment, leave surrender, TBH Grade, promotion, etc.

4. Service matters of daily waged hands/employees

5. Revision of pay and allowances of employees

6. Sanction of various allowances

7. Reporting vacancies to KPSC.

8. Reporting vacancies to Employment Exchange.

9. Representation of SC/ST in appointment – filing of returns.

10. Theatre staff patterns 

11. Service Rules, Recruitment Rules etc.

12. Action taken report on Board minutes

13. Other subjects assigned by the MD.

Sr. Asst.   (2)
1. General correspondence with Government.

2. Attendance statement

3. Engagement of Apprentices under Apprentices Act.

4. Trade Unions

5. Court case files and Legal Advisor

6. Training programme

7. Monitoring of Theatres

8. Revision of ticket rates

9. Supply of Uniform cloth

10. Payment of bonus

11. E.S.I.

12. L.A. Interpellation

13. Kerala State Chalachithra Academy

14. Fixed Assets and disposal of unserviceable articles

15. C-DIT

16. Kerala Lok Ayukta

17. Land acquisition

18. Administrative sanction to all purchases, installation of equipments, works, etc.

19. Revision of hire charge of equipments and revision of rate / batta etc.

Assistant Gr-II :  To keep and initiate the following files:-

1. Telephones

2. KSFDC Employees Co-operative Society

3. Preparation of reply to audit enquiry

4. Printing and stationery

5. Theatres – canteen and parking

6. Hiring out of building NFAI, NFDC, CBFC, FFSI

7. Advertisements

8. Office vehicles

9. KTDFC

10. KDS – preparation of accounts.

Sr. Stenographer 
Typing work of MD and rendering assistance to the Admn. and Accounts Department for all types of computerized typing.  

Motor Vehicle Cleaner – (OD) 
Work relating to inward and dispatch. Peon to MD,  Under immediate control of AO & AAO (E).

SWEEPER 
Cleaning and sweeping duties of the Head Office building. 

GUARDS
Security duty of the Head office Building 

FINANCE & ACCOUNTS DEPT.

Secretary cum Finance Manager 

Head of Finance & Accounts Dept.  Executive level post.  Responsible for finalization of Company accounts, Audit Reports, Annual budget, Planning Balance Sheet and furnishing of various statutory returns to Govt., AG etc.

Board meeting, Annual General Meeting, Share Certificate.

Preparation and issue of Agenda Notes – Preparation of Board minutes

Correspondence with Registrar of Companies.

Custodian of documents – Title Deeds – common seal and agreements

Income Tax, Property Tax, Profession Tax, Building Tax, Sales Tax, etc.

Monitoring of Theatre Accounts, monthly trial balance,

Auditors  - Statutory, internal and AG’s.

Annual budget, planning, trial balance, balance sheet.

Correspondence with Govt., AG, banks and other agencies relating to Accounts.

Kalabhavan Digital Studio Accounts.

Middle level supervisory officer directly report to SFM.

Asst. Accounts Officer  
Work relating to:-

Service charge collection from Theatres 

Cash transaction, cash book, daily cash book, settlement of other advance, etc.

Remittance of ESI, LIC, EPF, Society recoveries, etc.
Computation of Income Tax, Service Tax etc
Supervision of pay roll preparation.
Other works assigned by SFM

Asst Theatre Manager (OD)

Work relating to:- 

Preparation of salary bills, leave surrender bill, arrear bills, gratuity, DA arrears etc.  Preparation of Co-op. recovery statements, other recovery statements like PF, ESI, etc. 
Film Charting Coordinator 

All computer related works

E-ticketing, SMS Booking
Other works assigned by Asst. Accounts Officer, SFM.

Asst Gr -I

1) Preparation of ESI, PF monthly returns, annual return, half yearly returns etc.

2) Data entry of DCR, Trial Balance of Theatres, etc.

3) Processing of PF loan applications, PF Pension, PF closure applications.

4) Cash receipts and payments, maintaining cash book.

5) Issue of salary certificates

            Miscellaneous works assigned by Asst. Accounts Officer, SFM.

Accounts Asst –Gr II
1) Data entry of cash/bank vouchers

2) Reconciliation of bank accounts.

3) Preparation of Trial Balance

4) Other works assigned by Asst. Accounts Officer, SFM.

CIVIL/ CONSTRUCTION / MAINTENANCE DEPARTMENT

Site Engineer Gr-I (HO)

Civil maintenance – HO and Theatres – Preparation of budget, supervision of work, recommendation of payments

Files relating to the Theatre sites – land acquisition

Collection of Service Charge from Theatres 

Installation of Hoardings and publicity boards.

Asst. Maintenance Engineer 

Supervision of electrical installation of Head Office, Studio and Theatres – supervision of repair and maintenance of electrical equipments, AC system and Generators.   
DOCUMENTARY DEPARTMENT

Documentary Coordinator 
Supervision of Advertisement films – Liaison with other Departments for Ad. Film – Preparation of budget, allotment of work to Panel Directors  - Supervision of work – supervision of expenses.

Liaison with film production Agencies regarding joint film production.

Kalabhavan Digital Studio - supervision

Supervision of documentary production – approval of budget, allotment of work to Panel Directors, supervision of expenses – quality checking of the final product

Supervision of the release of subsidy to feature films and documentary films (prepare the screening report)

MD’s OFFICE

PA TO MD/CHAIRMAN 
1. Receiving telephone calls.

2. Giving correct and complete information to telephone callers without disturbing the time of the MD.

3. Receive visitors to the MD and give the required information after collecting from concerned section/units.

4. Acknowledge inward letters addressed to the MD from Govt. and name covers.

5. Ensure that the papers received at MD’s office are returned/sent to the correct addressee/officer/unit/destination within 24 hours.

6. Custodian of files of MD’s office.

7. Communicate on time to other staff/units all the instruction given by the MD.

8. Inform the MD any meetings/appointments sufficiently early so that the MD successfully conducts the above.

9. Get from the concerned section/units comprehensive notes for meetings, etc. as background papers.

10. Collect on the 1st of the every month monthly action plan and achievement report of officers directly reporting to MD and ensure that all unit heads send their action plans to their respective supervisory officers.

11. Inform the MD the absence of unit heads.

12. Inform the MD all telephone calls received when he is away from the office after noting them down in a book with all calls received with numbers and names.

13. Maintain the personal file of the MD.

14. Inform that the payments to be made by the MD are done on time and remitted without delay before due dates.

15. In files or papers where time limit is written for getting the reply ensure that the reply is received on the due date.

16. Report to MD everyday morning, any pending tasks entrusted previously, by maintaining a note book on action pending.

STUDIO

Lab Technician

1. Responsibilities of delivery of Negatives and prints in time

Trouble shoot and solve all the problem occurred during entire Lab Process

2. Upkeep and maintenance of all machines in the Lab.  Supervision of Lab theatre and maintain the records.

3. Responsible for all films kept in the lab and in Film vault.

4. Assist Senior Lab Technician to run the Lab in good manner to achieve best technical standards and to give best services to the customer.

5. Maintain all the registers, Records and reports in a proper manner.

6. Responsibility of entire production in one shift when Lab functions in two shifts.

7. Duties assigned by Senior Lab Technician when Lab functions in general shift. 

8. Grading of films and work as Colour Consultant to Cameraman.

9. Table correction of films & ensure the quality of film printed and processed in the Lab.

10. Give instructions to all staff to carryout the work recordically (instruction slip, job slips etc).

11. Administrative control over the staff working under them.

Supervision on printing, developing, checking and projection

       Asst. Lab Technician

Same as above (i.e., of Lab Technician)

Chemist

1. Complete charge of Chemical Department.  Quality control, maintenance of Sensitometry using analytical lab Densitometer and Sensitometer. 

2. Mixing of all chemicals and ensure the quality of chemicals.  Recommendation for chemical purchase.

3. Maintain all records in the chemical dept.  Accounting of all chemicals used for bulk mixing, replenishing, recycling and silver recovery.

4. Maintain the solution in all developing machines in good quality.

5. Use Sensitometric strips regularly to ensure the quality of Chemicals and processing.  Maintain the temperature, speed and agitation of all developing Machines.

6. Trouble shoot, find the possible source of problem and suggest corrective action.  Be present in negative processing and ensure the best quality.

7. Supervision of silver recovery making, frequent check ups & ensure the quality and quantity of silver recovered.

8. Ensure all the equipments, fans and lights are put off before closing the dept.

Asst. Chemist

1. Assist the Chemist in the entire work done in the Chemical Dept.   Analysis of all chemical solutions from time to time.

2. Reading of Sensitometric strips.  Maintain the quality control dept. with all records and supporting documents.  Chemical mixing and to maintain the quality of chemical solutions both on the machines and in the replenisher tanks. 

3. Be present in negative developing and pay full attention to maintain temperature, speed & agitation of the machines.

4. In the absence of Chemist, Asst. Chemist will have the full responsibility of Chemist and act accordingly.

Chemical Mixing Asst./Helper

1. Mixing of all chemicals in the chemical dept.

2. Help Chemist and Asst. Chemist to do the analysis of Chemicals taking solution from the Machine.

3. Transfer of all mixed chemical from mixing tanks to Replenisher tanks, machines.

4. Transfer of chemicals from the machines during repair and maintenance and fill back to the machines.

5. Collection of all chemicals from the machines for re-cycling and silver recovery.

6. Run the silver recovery machine periodical checking of silver recovery solutions as per the instruction of Chemist and ensure the quality of silver recovered.

7. Handover the waste fixing solution to Stores Dept. with acknowledgment.

8. Ensure all the machines, fans and lights are put off before closing.

Printer

1. Complete responsibility of all printing work in the Lab.

2. Maintain the printing machine in correct order using the services of Maintenance Dept.

3. Keep the machine and printing room clean and tidy without any dust.  Clean the machine daily.

4. Collect negatives’ floppies/Tapes and receive positive stock from concerned section.

5. Handed over the printed reels for processing with job slips duly filled and in Cans.  Return the negatives, floppies and balance stock after printing.

6. Check the floppies before printing and do necessary corrections in consultation with supervisory staff.  Check light valves before operation every day.

7. Assist supervisory staff to find out problems in printing.  Interface unit etc. and help in remedial actions.

8. Other duties assigned by supervisory staff from time to time.

9. Make all entries in the daily printing report and handover it to supervisor, immediately after the printing work.

10. Printer will be responsible for any damage in the negative and loss of stock due to wrong printing.

11. Ensure that all the machines, A.C. and lights are put off before closing.

Printing Asst.

1. Assist printer to carry out all the printing work and assist printed to collect Negatives and raw positive raw stock from concerned depts.. 

2. Assist printed in threading of negatives and positive make joints of bits to full rolls in the printing room.

3. Assist printer to handover the printed reels to developing with proper job instruction slip and cans.

4. Assist printer to handover the printed reels to make correction in the floppies/tapes.

5. Attend the duties of printer in the absence of printer (duties and responsibilities of Printer is attached).

6. Assist Printer to return negatives and raw stock to concerned sections after the work.  Printing Asst. share the responsibility for any damages in negatives or loss of film due to wrong printing.  Assist printer to keep of all machines and lights before closing.  Other duties assigned by supervisory staff as and when required.

7. Cleaning of machines daily and help in maintaining the room clean and tidy.

Machine Operator

1. Carry out the entire developing work in the Lab using developing machines.

2. Upkeep and maintenance of all developing machines in correct order using the services of maintenance staff.

3. All the problems are to be attended time to time and it is to be report to supervisory staff.

4. Machine Operator will also be responsible for bread downs stoppage during running and loss of film processed.

5. Make sure the pumps and motors are running properly.  Make sure of the mechanical and electrical & electronics condition of the machine before starting the work.

6. Keep the required temperature and speed of the machine in correct order.  Collect the printed reels with proper job instruction slips, check them properly (use the services of Developing Asst.) before loading to Magazines.  In the case of negatives supervise the developing Asst. in checking and loading.

7. Processed reels (positive) are to be handed over to checking section with cans job instruction slip.

8. Involvement, participation and initiation of periodical preventive maintenance overhauling and cleaning of the Machines with maintenance staff.

9. Other duties assigned by supervisory staff as and when required.

10. Ensure all the lines are closed (chemical, water) all the machines and lights are put off before closing the dept.

11. Ensure cleaning of the machine daily.

12. Ensure that machines are testers on days of there is no work.

Developing Asst.

1. Assist Machine Operator to run the developing machines, checking and loading of positive and negative film.

2. Load the Magazine in the machine and cut the processed film from the Machine. 

3. In the absence of Machine Operator, Developing Assts. have to do all these duties.  Asst. Machine Operator to keep the machine good running condition.

4. Assist Machine Operator to carry out repair, maintenance and overhauling in co-ordination with maintenance staff. 

5. Printed reels are to be collected with job instruction slip and cans from the printing.

6. After developing developed reels are to be handed over to checking section in cans with proper slip.

7. In the absence of Machine Operator make all entries in the developing reports.

8. Negative checking and loading are the duties of Developing Asst. and in the absence Machine Operator under the supervision of Lab Technicians they have to run the negative machines also.

9. Assist Machine Operator to close all the chemical, water lines put off all machines and lights in the dept.

10. Help in ensuring cleanliness of the machines and surroundings and processing have everyday.

Film Checker/Grading Asst.

1. Checking of all processed films (picture negative, positive and sound negative).  Make ready the negatives for printing with proper start mark both picture and sound cleaning of both picture and sound negatives.

2. Asst. Grader to make entries in the computer, to take print outs and to store the datas to floppies and discs.

3. Manual FCC taking, FCC checking, using synchronometer.

4. Check the processed film on checking tables.  Any defects notices is to be recorded and communicated immediately to the supervisory staff.

5. Find out all defects occurred in printing and developing both picture side and sound side.  Scratches, pinholes, dust pastides, sound application defects, patches and all possible defects are to be detected by Checker and make sure the quality of print/negative before delivery.  If complaints come from the theatres, Checkers are directly responsible for it.

6. The reels from developing section are handed over to checking in cans and with proper slips.

7. After checking, Checker to remove the slip and paste labels.

8. Labels are to be prepared as per the details given on the job instruction slip.

9. Keep ready of reels in cans with proper labels for delivery.

10. Checkers will have the additional duty of film vault keeping of negatives in the film vault in good condition and order with periodical checking and cleaning is the responsibility of Film Checkers.

11. Other duties assigned by supervisory staff as and when required.  Put off all lights and other equipments before closing.

12. Checker shall maintain a register of each reel/bits checked with remarks about quality.

Projectionist / Projection Asst.

1. Carry out all outside and lab projections.  It is the duty of Projectionist/ Projection Asst. to take prints from Lab, project and put back to the Lab.

2. Upkeep and maintenance of projectors in good condition.  Responsible to give a good quality projections both on picture and sound side.  Everyday they have to check print quality and sound quality.

3. Maintain projection log sheets and Account of Arc Carbon.

4. Keep the auditorium clean, neat and dust free and periodical maintenance of projectors has to be carried out.

5. Put off all the equipments and lights, fans before closing and also A.C. of the auditorium.

Helper, Lab Counter

1. Transportation of film materials from counter to Lab and back.

2. Transportation of negative to film vault and back to Lab/counter.

3. Delivery of prints/negative to the Customer.

4. Help the customer to take materials from Lobby to Lab counter/ theatre etc.

5. Packing & forwarding of prints/negatives.

6. Assist Lab Technician in the Lab to supply stock and negative, Labeling etc.  Other duties assigned by SLT, LT as and when required.

STUDIO ADMINISTRATION

1.
Studio Manager

: Technical & Administrative Head of the Studio.
2.
Asst. Admn. Officer

: Render assistance to SM in administrative matters.

3.
Asst. Accounts Officer
: Render assistance to SM in matters relating to






  Producers Accounts and general accounts

4.
Cashier


: Cash duty and customer care

5.
Accountant


: Computer related work of accounting including






  Statement of accounts of all productions.

6.
Typist



: Typing work of Malayalam & English.

7.
EPABX Operator (D/W)
: Attending EPABX Operation




SOUND DEPARTMENT 
1.
Chief Sound Engineer

: Head of Sound Dept.  To ensure quality of work in





  the Digital Recording Theatre and Chithranjali 






  Studio, Kochi.

2.
Recording Asst. Gr-II

: Accompany Nagra recorder to the outdoor locations.

3.
Helper



: Attending work of shooting co-ordinator rendering 






  all assistance to the producers for piece work. 






  Collection and remittance of rent.

CAMERA DEPT.

1.
Asst. Cameraman

: Working as Supervisory Head of Camera Dept. 





  Arrange movement orders and staff for shooting






  work. 

2.
Camera Asst. Gr-I

: Assist the Asst. Cameraman
3.
Camera Asst. Gr-II

: Assist the Asst. Cameraman

4.
Electrician


: Attend maintenance of electrical items of Camera






  Department.

5.
Drivers



: Driving Generator Vans

6.
Cine Assts.


: Working as  Unit-in-charge of the unit sent for






  Outdoor locations.

7.
Retainers (Daily Wage)
: Working as Cine Assts. as per instruction of 






  Cameraman of the party.

EDITING DEPT.

1.
Film Joiner


: In-charge of conventional editing, negative cutting





  etc. 

MATERIALS DEPT.

1.
Asst. Stores Officer i/c
: Custodian of Central Store
CONSTRUCTION DEPT.
1.
Plumber


: Plumbing work

2.
Fitter



: Working as Fitter/Mechanic

3.
Site Engineer Gr-II

: Supervision and execution of civil work

ELECTRONICS DEPT.

1. Maintenance Engineer
: Head of Electronic maintenance and mechanical  

(Electronics) 


  ………Currently holding charge of Studio Manager.
2.
Electronics Technician
: Maintenance of Electronics Machines.

ELECTRICAL & AC DEPT.

1.
Helper 



: Helper

2.
Electricians


: Electrical substation work.
GARDEN & ESTATE

1.
Sweepers


: Cleaning & sweeping

Theatre Staff – duties 
1. Theatre Manager/



  :Overall supervision of the functioning of
Asst. Theatre Manager


  the Theatre.

2.  Ticket Counter Clerk
: Ticket sales/Ticket reservation,   

 
   Preparation of Daily Collection Report


   (DCR)

3.  Projectionist/Projection Asst.
: Operation of projector/digital projection.


  Assist the Ticket Counter Clerks when


  there  is shortage of staff for ticket sales/


  reservation.

4.  A.C. Mechanic/A.C. Operator
: Operation, supervision, maintenance of


  A.C. systems – assist the Counter staff


  when there is shortage of staff in the 


  counter.

5.  Electrician
: Operation of electrical system, maintena-


  nce of generator and electrical system.


  Assist counter staff when there is  

  shortage of staff in the counter.

6.  Gate Keepers



: Checking of tickets at the entry door, 







  make sure the doors are closed at the 







  time of show and open the doors when







  each show is over.

7.  Security




: Overall security of the Theatre.  Make 







   sure that all the gates and doors are







   closed after the last show is over. Check







   the auditorium after the last show in 






   order to make sure that there is nobody







   inside the auditorium after the show.

8.  Sweepers




: Cleaning of the auditorium and premises







  everyday.  The staff assigned with the 







  duty of cleaning toilets should clean the 







  bathroom and toilets to avoid complaints







  from the public. 

