
2021-2022 

S.No 

 

NAME OF THE 

COMMITTEE 

FACULTY 

NAME 

RESPONSIBILITIES TO BE 

CARRIED OUT 

1 
LOG BOOK 

MAINTAINANCE 

Coordinator: 

Ms.Yazhini 
 To make a proper record of all the 

events of the institution. 

2 EXAM CELL 

Coordinator: 

Ms.Kalaivani  

Members: 

Ms.Suguna 

Ms.Tamilarasi 

 To coordinate all exam-oriented 

communication with university. 

 To collect question papers for 

Internal assessment from staff. 

 To prepare invigilation duties. 

 Distributing & collecting answer 

booklets. 

 Collecting individuals as well as 

department result analysis for all 

internals. 

 To keep proper records of 

absentees. 

 

3 
ARRANGEMENT 

COMMITTEE 

Coordinator: 

Dr.Vanisri 

Members: 

Ms.Yazhini 

Ms.Alagumeenal 

Ms.Mercy 

Keerthana 

 

 To arrange the stage with table, 

table cloth, kuthuvilkku, water 

bottles and flower-vase. 

 To arrange reception. 

 To arrange seats for students and 

teachers. 

4 
CULTURAL 

COMMITTEE 

Coordinator: 

Ms.Ganga 

Members: 

Dr.Uma Devi 

Ms.Kalaivani 

Ms.Nooriya 

Begam 

Ms.Mercy 

Keerthana 

 

 To arrange students for inter as 

well as intra collegiate 

competitions announced. 

 Preparing prize winners list and 

distributing prizes. 

 Keeping and updating the records 

of cultural events of the college 

with photos. 

 To keep microphone for daily 

prayer. 



 To keep microphone and projector 

for all department as well as 

college functions. 

5 
SPORTS 

INCHARGE 

Coordinator: 

Dr.Vanisri 

Members: 

Ms.Alagumeenal 

 

 To Organize sport meet. 

 Distributing sports goods to 

students and collecting them back 

safely. 

 Preparing students for tournaments. 

6 
CIRCULAR 

INCHARGE 

Coordinator:                

Ms.Kayalvizhi 
 To prepare circular on any new 

announcement. 

8 NSS 

Coordinator:               

Ms.Sutha  

Members: 

Ms.Madurai 

Arasi 

Ms.Ganga 

 

 Helping students to make clean and 

green environment. 

 To make them involve in selfless 

service. 

8 IQAC 

Coordinator:                

Ms.Kayalvizhi 

Ms.Ganga 

 

 To Prepare and update all the 

events of the college for the 

purpose of NAAC and other 

inspection. 

9 
NOTICE BOARD 

INCHARGE 

Coordinator:                

Ms.Mekala 

 To update notice board with 

thought provoking news and make 

students read them. 



10 
BOOK READING 

CLUB 

Coordinator:                

Dr.Uma Devi 

Members: 

Ms.Rajathi. 

 To make the faculty members and 

students reading books and 

presents them once in 15 days. 

 To keep a record of the 

presentations given. 

11 
FINE ARTS 

CLUB 

Coordinator:               

Dr.Jothi P 

Members: 

Ms.Ganga 

Ms Suguna 

Ms.Tamilarasi 

Dr.Sivaranjani 

 

 

 

 

 

 

 

To organize programmes such as 

annual day, women’s day, fine arts, 

week etc… 

 To maintain a proper record of all 

the programmes of the club. 

 To show good movies to students 

once in a month. 

12 
DISCIPLINE 

CELL 

Coordinator:     

Dr.Jothi P  

Members: 

Ms.Sutha 

Dr.Kalaiselvi 

Dr.VaniSri 

 

 

 

 To monitor students in their dress 

code, behaviour, attitude, usage of 

mobile phone. 

 

 

 

 

 

 

13 
Reception (For All 

Functions) 

Coordinator:       

Ms.Yazhini 

Members: 

Dr.Uma Devi 

 To arrange proper reception for 

all the college and department 

functions. 

14 Placement Cell 

Coordinator:       

Ms.Kayalvizhi 

Members: 

 To assist students prepare their 

resume . 

To make proper arrangement for 

interviews. 



Ms.Nooriya 

Begam 

 

 To organiz4e placement training 

programmes. 

 To invite prospective companies 

for interviews and to fix date and 

schedule of events . 

 To collect appointment Letters 

from companies and dispatch 

them to select students. 

 To keep a record of all the 

placements activities. 

15. NAD 
Ms.Nooriya 

begam 
 To register details of students in 

the website. 

16 
Alumni Record 

Maintenance 

Members: 

Ms.Sutha 

(Computer related 

data entry) 

Dr.Jothi(Record 

maintenance) 

Ms.Kayalvizhi(C

ommunication) 

 

 To collect the data  of the final 

year students of all departments 

in the prescribed format. 

 To Keep in touch with the 

outgone students and update their 

current position. 

 To formulate Alumni Association 

and register it through proper 

channel. 

 

17 

Swayam,Mooc, 

Distance 

Education(Madras 

University) 

Coordinator:       

Dr.Jothi 

Members: 

Ms.Nooriya 

Begam 

 

 To attend workshop/conference 

ntrelated to Swayam &MOOC. 

 To encourage students and 

faculty to register the free online 

courses available in swayam. 

 To allocate PCP classes for 

correspondence students and 

guiding them by sharing them 

university announcements. 

 

 

18. Photography 

Coordinator: 

Ms.Nooriya 

Begam 

 

 To take photos of all the events of 

the college. 

 To maintain the photos in system 

and provide them when needed. 

 

19 
Prize Distribution 

Committee 

Coordinator: 

Ms.Mekala 

Members: 

Dr.Kalaiselvi 

 To collect prize winners list 

 To Prepare certificates 

 To categorizes prizes and 

certificates. 



 

 

Ms.Madurai 

Arasi 

Ms. Alagumeenal 

 

 To distribute the prize without 

making any chaos. 

20 
Grievance 

Redressal Cell 

Coordinator: 

Sr.Augustinal 

Members: 

Dr.Vanisri 

 To rectify the grievance of 

students such as bus 

arrangement…. 

 

21 
College Website 

Updation 

Ms.Nooriya 

Begam 

 

 To update all the events of the 

college in the college website. 

22 Visitors Note Ms.Mekala 
 To get  signature from the 

visitors. 

23 Minutes of meeting Ms.Kayalvizhi 
 To Prepare minutes of staff 

meetings conducted at regular 

intervals. 


