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Annexure-I 
 

Major Responsibilities/Duties 

 

1. Course Coordinator: 

• To identify the thrust areas of courses/training and to propose courses/training accordingly. 

• To prepare a detailed syllabus of the course and to propose the duration of the course. 

• To arrange a qualified/trained tutor/facilitator for the proposed course/training. 

• To develop the study materials/manuals for the courses in collaboration with the tutor under 

the supervision of Centre for Skill Development and Informal Education (CSDIE), 

Coordinator. 

• To get examination paper set by the tutor or by any other expert as suggested by CSDIE, 

Coordinator. 

• To cooperate in conduction of examination and get the valuation done in accordance to the 

instructions of CSDIE, Coordinator. 

• To follow the instructions CSDIE, Coordinator. 

 

2.  Facilitator/Tutor: 

• To conduct the classes as per syllabus and subject material prepared by the course coordinator. 

• To help course coordinator regarding preparation of course material etc. 

• To maintain attendance, progress records of the entire candidate enrolled in the course. 

• To conduct the examination/tests for the candidates enrolled in the course. 

• To carry-out the evaluation of answer book and preparation of results. 

 

 

Note: In case of any differences/dispute the decision of chief coordinator will be final. 

 

The last date for submitting new proposals for courses is 16th December 2025. Kindly Upload the 

Syllabus along with the proposal (Annexure-II) in the Google Form.  



 

Annexure-II 

 

Proposal for Certificate Course under CSDIE, CSVTU, Bhilai 

 

 

1. 
Name of  Proposed 

Course 

 

 

2. 
Name of Course 

Coordinator 
 

3. 

Course Coordinator’s 

Qualifications with 

Experience in 

relevant field 

 

4. Mobile & email 
 

 

5. Coordinator Address 
 

 

6. Tutors Name 
 

 

7. Tutor Qualification 
 

 

8. 
Course Duration 

(Hrs. / Day) 
 

9. Eligibility of Students 
 

10. Course Fees 
 

11. 

Mode of Conducting 

Classes 

(Offline/Online) 

 

12. 
Course Objectives in 

Details 
 

 

Enclosure: 1. Syllabus with lesson plan. 

 

 

 

 

Signature of Course Coordinator 

 

 




