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Academic Committee 
Sl. No Name of Faculty Roles Department 

I.  Dr. Benjamin Raj Coordinator Chemistry 

II.  Dr. Saugata Sarkar Member Botany 

III.  Dr. Vishwa Deepak Kumar Member Mechanical Engineering 

IV.  Mr. Neel Kamal Member Mechanical Engineering 

V.  Mr. Anup Kumar Member EEE 

VI.  Mr. Manoj Karmali Member Civil Engineering 

VII.  Mr. Bipul Kumar Member CS&T 

VIII.  Mr. Sikandar Kumar Member Mining Engineering 

IX.  Mrs. Nisha Rani Member CSE 

X.  Ms. Manisha Jha Member LAW 

 
Roles and Responsibilities 

v To coordinate with concerned committee(s) for proper distribution. 

v To facilitate purchase of medals as per the specifications.  

v To ensure proper distribution of degrees, awards, medals etc. to concerned graduates.  

 



Announcement and Guide-Lining Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Punam Kumari Coordinator History 

II.  Dr. Amresh Kumar Pandey Member Education 

III.  Dr. Ranjana Pandey Member Education 

IV.  Dr. Rakesh Ranjan Member Education 

 
Role and Responsibilities 

Making important announcements during the convocation ceremony. This includes providing 

instructions to graduates, guests, and attendees about the flow of the event, when to stand or sit, 

and any protocol or etiquette guidelines that need to be followed. 

v To ensure that graduates are properly lined up in the correct order and sequence before the 

procession begins. 

v To assist guests in finding their seats, especially if there are assigned seating arrangements. 

This may include helping elderly or disabled guests with special seating needs. 

v To oversee the orderly procession of graduates into the convocation venue. This may 

involve cueing graduates when to start, ensuring they maintain the correct spacing, and 

guiding them to their designated seating areas. 

v To respond promptly in emergencies or unexpected situations during the ceremony. This 

includes knowing evacuation procedures and ensuring the safety of all attendees. 

v To provide guidance and assistance to any special guests, dignitaries, or speakers attending 

the convocation ceremony. This includes escorting them to their designated seating or 

speaking positions. 

v To ensure that the venue is accessible to all attendees, including those with disabilities, and 

providing guidance or assistance as needed. 

v To oversee any reserved seating areas for staff, and other distinguished guests, ensuring 

that these individuals are appropriately seated. 

v To address any questions or concerns that attendees or guests may have during the 

ceremony, providing information or directing them to the appropriate personnel for 

assistance. 



v  To participate in rehearsals before the convocation ceremony to ensure that all committee 

members are familiar with their roles and responsibilities. 

v To collaborate with other convocation committees, such as the Assembly Committee, to 

ensure a seamless and well-coordinated event.  

 



Assembly Committee 
Sl. No Name of Faculty Roles Department 

I.  Dr. Prem Prakash Coordinator Political Science 

II.  Dr. Ranjan Kumar Member Commerce 

III.  Dr. Avanish Kumar Member Electrical Engineering 

IV.  Dr. Rakesh Ranjan Member Education 

V.  Dr. Arvind Kumar Member Education 

VI.  Mr. Budhdev Mahto Member Geography  

VII.  Mr. Anam Ohdar Member Khortha 

 
Roles and Responsibilities 

v To oversee the setup of the convocation venue, including arranging seating, signage, and 

any audio-visual equipment required for speeches and presentations. 

v To manage the registration process for graduates, including collecting necessary 

information and confirming attendance. 

v To apprise graduates and guests about convocation etiquette, including dress code, 

behaviour; and any specific protocol guidelines that need to be followed. 

v  To ensure the smooth execution of the convocation ceremony on the day of the event, 

including overseeing the procession of graduates, and managing any unexpected issues or 

disruptions. 

v  To distribute convocation programs or booklets to attendees and guests, which typically 

include information about the event schedule, and other relevant details. 

v  To provide clear and timely communication to graduates, staff and guests regarding 

ceremony details, instructions, and any changes or updates. 

 



Co-ordination Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Chandan Kumar Coordinator Mathematics 

II.  Mr. Alok Kumar  Member Pharmacy 

III.  Mr. Sonu Kumar Member LAW 

IV.  Mr. Alok Ambedkar Member LAW 

V.  Mr. Neeraj Kumar Member Economics 

VI.  Mr. Jatru Mahto  Member Mathematices 

VII.  Mr. Farooque Azam  Member Engineering 

VIII.  Mr. Surya Narayan  Member Pharmacy 

IX.  Mr. Mithun Kumar Member Engineering 

X.  Mr. Rahul Kumar Mishra Member LAW 

 
Roles and Responsibilities 

v To develop a comprehensive timeline and budget for the convocation. 

v To coordinate with various departments and stakeholders within the university (e.g., 

academic departments, registrar's office, finance department, facilities management). 

v Liaise with external vendors and service providers (e.g., caterers, decorators, security 

personnel). 

v To manage invitations and RSVPs for dignitaries, guests of honor, and other invitees. 

v To coordinate travel and accommodation arrangements for visiting guests. 

v Select and secure the convocation venue, ensuring it meets the requirements of the event. 

v To arrange for seating arrangements, stage setup, sound systems, and other necessary 

equipment. 

v To oversee the layout and flow of the event to ensure a smooth and efficient experience. 

v To coordinate with academic departments to finalize the list of graduating students and 

award recipients. 

v To ensure the accuracy of academic records and the timely preparation of degree 

certificates. 

v To manage the process of awarding degrees and honors. 



v To develop and implement the protocol for the convocation ceremony, including the order 

of events, speeches, and presentations. 

v To oversee the smooth conduct of the ceremony, ensuring adherence to the schedule and 

protocol. 

v To develop and disseminate information about the convocation to students, faculty, staff, 

and the wider community. 

v To manage media relations and coordinate with media outlets for coverage of the event. 

v To develop and implement contingency plans for unforeseen circumstances, such as 

inclement weather or other emergencies. 

v To ensure the safety and security of all attendees throughout the event. 

v Conduct a post-convocation evaluation to identify areas for improvement in future events. 

v To Prepare a final report on the convocation, including financial statements and key 

performance indicators. 



Costume Management Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Kaushal Kumar Mahto  Coordinator Pharmacy 

II.  Dr. Rahul Kumar Member Pharmacy 

III.  Ms. Ramasoni Member Pharmacy 

IV.  Ms. Sashmita Baskey Member Pharmacy 

V.  Mr. Alok Kumar Member Pharmacy 

 
Role and Responsibilities 

v To facilitate purchase of academic dress for the convocation. Ensure that the academic 

dress adheres to the University specific academic dress code and is of appropriate quality. 

v Organize the distribution of academic attire to graduates and participants in advance of the 

convocation ceremony. Set up convenient locations and times for individuals to pick up 

their academic dress. 

v Inspect all academic dress items for quality and cleanliness before distribution. 

v Repair or replace any damaged or soiled items as needed. 

v Have a presence at the convocation venue to provide assistance to participants with any 

academic dress-related issues, such as size adjustments or replacement for lost or damaged 

items. 

v Coordinate with concerned coordinators of other sub-committees to ensure that dignitaries 

are appropriately attired according to the event's protocol and academic dress code. 

v Have spare academic dress items on hand in case of unexpected issues, such as a participant 

for getting their attire or experiencing a wardrobe malfunction.  

v Keep participants informed about academic dress-related details, including pickup 

instructions, dress code guidelines, and any changes or updates. 

v To collaborate with other convocation committees, such as the Hospitality Committee and 

Logistics Committee, to ensure a seamless flow of activities related to attire and the overall 

event. 

 



Cultural and Welcome Committee 

Sl. No Name of Faculty Role Department 
I.  Dr. Anjoo Tiwari Coordinator Education 

II.  Dr. Shalini Kumari Member Education 

III.  Dr. Ranjana Pandey Member Education 

IV.  Ms. Archana Rana Member Education 

V.  Dr. Anamika Kumari Member Education 

VI.  Dr. Rakesh Ranjan Member Education 

VII.  Dr. Arvind Kumar Member Education 

VIII.  Dr. Umesh Chandra Mahto  Member Education 

IX.  Ms. Jharna Palei Member Pharmacy 

X.  Ms. Jayita Roy Member Pharmacy 

XI.  Ms. Kritika Raj Member Nursing 

XII.  Mr. Anam Ohdar Member Khortha 

XIII.  Ms. Sashmita Baskey Member Pharmacy 

XIV.  Mr. Birendra Kumar Agrawal Member Agriculture 

 

Roles and Responsibilities 

The roles and responsibilities of cultural and welcoming committee in a convocation ceremony are 

crucial for ensuring a smooth, organized, and welcoming experience for attendees. Below is an 

outline of typical responsibilities: 

v To extend a warm welcome to dignitaries, faculty, graduates, and other attendees. 

v To guide attendees to registration counters, seating areas, restrooms, and other facilities. 

v Ensure proper reception and escort for VIPs and special guests. 

v Manage attendee registrations, distribute name tags, programs, or entry passes. 

v Verify seating assignments for graduates, faculty, and VIPs. 

v Assist in arranging flowers, banners, and other welcoming elements at entrances and main 

venues. 

v Guide guests to areas with refreshments, if provided. 

v Assist attendees with disabilities or other special requirements. 



v To organise and coordinate cultural performances which include selecting performers, 

scheduling performances and providing necessary support. 

v To decorate the convocation venue with banners, flowers and other visual elements. 

 



DAIS Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Rakesh Ranjan Coordinator Education 

II.  Dr. Arvind Kumar Member Education 

III.  Mr. Anam Ohdar Member Khortha 

IV.  Mr. Rahul Chandra Mandal Member Physics 

V.  Dr. Govind Kumar Rohit Member Sociology 

VI.  Mr. Surajit Burman Member Pharmacy 

VII.  Dr. Shalini Kumari Member Education 

 
Role and Responsibilities 

v To oversee the setup of the stage & approach path and ensuring that it is decorated 

appropriately for the occasion. 

v Arrangement for Space for Media/Video/Audit/Announcer. 

v To keep the event on schedule. To cue speakers, performers, and other participants to ensure 

that they enter and exit the stage at the right times. 

v To ensure the safety of everyone on and around the stage is a top priority. This includes 

making sure that the stage is free of obstacles and that participants are aware of any 

potential hazards. 

v To play a role in organizing the procession of graduates, ensuring that they receive their 

credentials, and managing the flow of graduates on and off the stage. 

v Unexpected issues can arise during any live event. The Committee be ready to Address any 

unforeseen challenges that may arise. 

 



Discipline Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Vijay Kumar Pandey Coordinator Mathematics 

II.  Dr. Anjani Kumar Mishra Member Hindi 

III.  Dr. Bharti Kumari Member Psychology 

IV.  Dr. Rabindra Paswan Member Geography 

V.  Mr. Mahendra Kumar Mandal Member LAW 

VI.  Dr. Priyanka Kumari Member Agriculture 

 
Role and Responsibilities 

v To enforce the rules and regulations established for the convocation ceremony.  This 

includes ensuring that attendees adhere to dress codes, seating arrangements, and other 

protocol guidelines. 

v To maintain order and decorum during the convocation ceremony. To address disruptions, 

noise, or any other behaviour that could disrupt the event.  

v To verify the identification of graduates and other attendees to ensure that only authorized 

individuals are participating in the ceremony.  

v To assist guests in finding their seats, providing information about the ceremony schedule, 

and addressing any special needs or concerns of attendees. In case of emergencies or 

unexpected situations, the committee may be responsible for coordinating responses, 

including evacuations, if necessary, while ensuring the safety of all attendees.  

v To collaborate with security personnel to ensure the safety and security of all   attendees is 

a crucial responsibility. This includes monitoring entrances and exits, as well as addressing 

any security concerns that may arise. 

 



Drafting Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Rachita Singh Coordinator Commerce 

II.  Dr. Prashant Kumar Member Management 

III.  Mr. Kundan Kumar Member Management 

IV.  Mr. Rizwan Noorie Member Management 

V.  Mr. Uday Kumar Member Commerce 

VI.  Ms. Vaishnavi Nair Member Agriculture 

VII.  Ms. Savitri Kumari Member Engineering 

 
Roles and Responsibilities 

v Draft welcome addresses, keynote speeches, vote of thanks, and other formal remarks for 

dignitaries and organizers. 

v To create a detailed agenda for the ceremony, including timings, sequence of events, and 

speaker information. 

v Draft formal invitations for VIPs, alumni, faculty, and students. 

v To prepare scripts for event announcements notes. 

v To ensure accuracy in the wording of degrees, titles, and awards, including names, 

designations, and credentials. 

v Draft citations or honorary mentions for awardees or distinguished guests. 

v To edit and proofread all event-related materials for grammar, consistency, and accuracy. 

v To cross-verify dates, names, and titles to avoid errors. 

v To create content for convocation booklets, including messages from dignitaries, 

schedules, and participant lists. 

v To prepare accurate and complete lists of graduating students, their courses, and 

distinctions. 

v To ensure that all written content complies with institutional standards and protocols. 

v Incorporate appropriate language and tone that respects cultural and institutional values. 

v Collaborate with faculty, administrators, and event organizers to gather necessary details 

and approvals. 



v Obtain final sign-offs on speeches, invitations, and documents from key decision-makers. 

v Draft content for media announcements or press releases about the event. 

v To provide written material for the institution's website or social media pages. 

v To prepare a formal report or summary of the convocation for institutional records. 

v Incorporate feedback into final versions of materials for future reference. 

 



Finance Committee 
Sl. No Name of Faculty Role Department 

I.  Mr. Suraj Kumar Coordinator Accounts 

II.  Mr. Chandan Member Accounts 

 
Role and Responsibilities 

v The committee is responsible for finalising the detailed budget for the convocation 

ceremony in coordination with the Coordinators of all Sub-Committees, and Overall 

Convocation Coordination Committee. This includes estimating all expenses and potential 

sources of revenue. The budget should cover various aspects such as venue rent, catering, 

decorations, printing, academic dress, medals, certificate of merit, transportation, lodging 

facility and other requirements. 

v To ensure that all financial transactions and activities comply with relevant financial 

regulations and policies. This may involve working closely with the Office of the Finance 

Department of the University to ensure adherence of financial guidelines. 

 



First Aid Committee 
Sl. No Name of Faculty Role Department 

I.  Ms. Priyanka Bharti Coordinator Nursing 

II.  Ms. Kritika Raj Member Nursing 

III.  Ms. Priyanka Kumari Member Nursing 

IV.  Ms. Minki Kumari Member Hostel Warden  

V.  Ms. Rani Kumari Member Hostel Warden 

 
Role and Responsibilities 

v Developing and implementing an emergency preparedness plan specific to the convocation 

venue. This plan should outline procedures for various types of emergencies, including 

medical emergencies, fires, evacuations, severe weather, and more. 

v Establishing effective communication channels to disseminate emergency information to 

attendees, graduates, and staff This may include using public address systems, text 

messages, or other communication tools. 

v  Ensuring the availability and proper functioning of emergency equipment, such as fire 

extinguishers, first aid kits automated external defibrillators (AEDS), and emergency 

lighting. 

v Developing evacuation plans for different areas of the venue, including clearly marked exit 

routes and assembly points, and ensuring that all attendees are aware of these plans. 

v  Coordinating with medical personnel to provide immediate assistance in case of medical 

emergencies and ensuring that medical facilities are readily accessible. 

v  Collaborating with security personnel to implement security measures to prevent potential 

threats or disruptions during the convocation ceremony. 

v  Developing strategies for crowd control and management to prevent overcrowding and 

ensure orderly movement of attendees. 

v  Monitoring weather forecasts and developing plans for dealing with weather related issues, 

such as providing shelter in case of rain or extreme heat, Providing guidance and assistance 

to guests, especially those with disabilities or special needs, during evacuation or other 

emergency situations. 



v  Conducting training sessions and emergency drills for committee members, volunteers, 

and staff to ensure that everyone is familiar with emergency procedures and can respond 

effectively. 

v  Collaborating with local emergency services, such as fire departments and police, to 

ensure a coordinated response in case of emergencies. 

v  Conducting risk assessments of the convocation venue and identifying potential hazards 

that need to be addressed 

v  Continuously monitoring the event and maintaining situational awareness to detect any 

emerging issues or emergencies in a timely manner. 

v Serving as a point of contact for media inquiries, providing information, and arranging 

interviews or statements from university officials. 

v Disseminating event photos, videos, and other content to media outlets and relevant 

stakeholders.  

v Monitoring media coverage of the convocation ceremony, tracking social media 

engagement, and analyzing the impact of media efforts.  

v Creating a digital archive of media coverage, photos, and videos related to the convocation 

for future reference and promotional materials. 

v Preparing a post-event media report detailing the extent of media coverage, audience 

engagement, and any notable highlights or trends, 

v   Any other tasks assigned by Hon'ble Vice-Chancellor and Chairman, Overall  

Convocation Coordination Committee from time to time. 



Green Room Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Prem Prakash Coordinator Political Science 

II.  Dr. Ranjan Kumar Member Commerce 

III.  Dr. Avanish Kumar Member Engineering 

IV.  Mr. Budhdev Mahto Member Geography 

V.  Mr. Suman Kumar Member Engineering  

VI.  Dr. Neha Kumari Member Sociology 

VII.  Ms. Sneha Mahapatra Member Pharmacy 

VIII.  Dr. Aprajita Soni Member Zoology 

 
Role and Responsibilities 

The Green Room Committee plays a vital role in ensuring that the green room, which is a private 

area where Chief Guest, dignitaries, can relax before going on stage. The key responsibilities of 

the Green Room Committee are as under: 

v Prepare and arrange the green room to ensure it is comfortable and functional. This may 

involve setting up seating, tables, refreshments, and any necessary amenities. 

v Arrangement for ceremonial robing of VVIP's, members of Universities Authorities and 

Officers of the University. 

v To manage access to the green room, ensuring that only authorized individuals, such as 

honoured guests, are allowed in. Verify credentials if necessary. 

v To greet and welcome speakers and dignitaries as they arrive in the green room. Provide 

assistance, answer questions, and ensure they have everything they need for their comfort 

and preparation. 

v To coordinate the provision of refreshments and snacks, taking into consideration dietary 

preferences and restrictions. Maintain an inventory of food and beverages and ensure that 

they are replenished as needed. 

v To keep track of the event schedule and communicate with Chief Guest and Dignitaries 

about their timing for when they need to be in the green room and when they need to move 

to the stage. 



v Serve as a communication hub between the Green Room, Academic Procession Committee 

and DIAS Management Committee. Relay important messages, cues, and updates to 

individuals in the green room as needed. 

v Be prepared to assist in case of any medical emergencies or unexpected issues that may 

arise in the green room. Have knowledge of emergency procedures and contact information 

for medical personnel if necessary. 

v Keep the green room tidy and organized throughout the event. Arrange for the removal of 

trash and ensure that personal belongings are secure. 

v Ensure that the green room is accessible to individuals with disabilities and provide any 

necessary accommodations. 

v Attend to any specific requests or needs that dignitary, may have while in the green room. 

v Maintain a record of individuals who enter and exit the green room, as well as any special 

requests or incidents that occur. 

 



Media Committee 
Sl. No Name of Faculty Role Department 

I.  Mr. Neel Kamal Coordinator Engineering 

II.  Mr. Anil Keshri Member Commerce 

III.  Mr. Shankar Kumar Member Library Science 

IV.  Mr. Anjan Tiwari Member Engineering 

 
Role and Responsibilities 

v Coordinating with media outlets, including newspapers, TV stations, and online platforms, 

to ensure coverage of the convocation ceremony. 

v Drafting and distributing press releases to announce the convocation event, key speakers, 

and any special awards or recognitions. 

v To arrange for professional photographers and videographers to capture high quality 

images and videos of the ceremony, including individual graduate photos and overall event 

coverage. 

v Setting up and managing live streaming of the convocation ceremony on the University 

website or social media platforms, ensuring that remote audiences can watch the event in 

real-time. 

v Creating and managing official social media accounts for the convocation event to provide 

updates, share photos and videos, and engage with the audience. 

v Ensuring that the University website is updated with convocation-related information, 

including event details, schedules, and live stream links.  

v Generating multimedia content, such as video highlights, interviews with graduates and 

speakers, and behind-the-scenes footage, to share on various media platforms. 

v Handling media accreditation and credentials for journalists and photographers who will 

be covering the event. 

v Setting up and managing a media center on the day of the ceremony where journalists can 

access press materials, receive assistance, and conduct interviews, 

v Arranging interviews with keynote speakers, honorary degree recipients, and other notable 

attendees before or after the ceremony.  



v Setting up photography booths for graduates and their families to take professional photos 

to commemorate the occasion. 

v Serving as a point of contact for media inquiries, providing information, and arranging 

interviews or statements from university officials. 

v Disseminating event photos, videos, and other content to media outlets and relevant 

stakeholders.  

v Monitoring media coverage of the convocation ceremony, tracking social media 

engagement, and analyzing the impact of media efforts.  

v Creating a digital archive of media coverage, photos, and videos related to the convocation 

for future reference and promotional materials. 

v Preparing a post-event media report detailing the extent of media coverage, audience 

engagement, and any notable highlights or trends. 

 



Outer Management and Beautification Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Prem Prakash Coordinator Political Science 

II.  Dr. Ranjana Pandey Member Education 

III.  Ms. Archana Rana Member Education 

IV.  Ms. Vaishnavi Kumari Member Engineering 

V.  Dr. Dilkeshwar Prasad Member Geography 

VI.  Mr. Akshay Kumar Soni Member Geaography 

VII.  Ms. Jyoti Mukherjee Member Law 

VIII.  Mr. Ajit Kumar Mahto Member Physical Education 

IX.  Mr. Birendra Kumar Agrawal Member  Agriculture 

X.  Ms. Uma Kumari Member Microbiology 

XI.  Mr. Naveen Kumar Member Economics 

XII.  Dr. Saurabh Kumar Singh Member Chemistry 

 
Roles and Responsibilities 

v To ensure visual appeal of the venue by decorating the exterior areas with banners, flags, 

signage, and other decorative elements that reflect the University colors and branding. 

v  Collaborating with florists and landscapers to beautify the venue's surroundings with floral 

arrangements, potted plants, and garden enhancements. 

v  Ensuring that walkways and pathways leading to the venue are clean, well maintained, 

and properly marked to guide attendees to the convocation location, 

v  Overseeing the placement and arrangement of seating, including any outdoor seating for 

guests and attendees before or after the ceremony. 

v Coordinating outdoor lighting arrangements to create an inviting and safe atmosphere, 

especially if the ceremony extends into the evening hours. 

v  Installing clear and informative signage directing attendees to parking areas, entrances, 

restrooms, and other important locations within the venue.  

v  Coordinating with concerned Committee to ensure that parking facilities are organized and 

well-maintained for the convenience of attendees. 



v  Setting up information desks or booths at key locations outside the venue to assist 

attendees with questions, directions, and other inquiries.  

v  Preparing for inclement weather by providing shelter options, such as tents or canopies, 

and ensuring that pathways are safe in case of rain or adverse weather conditions. 

v Developing themes or concepts for beautifying the venue and its surroundings that align 

with the convocation 's spirit and the University identity. 

 



Procession Committee 
Sl. No Name of Faculty Role Department 

I.  Lt. Dr. Aman Verma  Coordinator Physical Education 

II.  Mr. Sanjay Ray Choudhary  Member Physical Education 

III.  Mr. Pradeep Kumar Member Physical Education 

IV.  Mr. Ajit Kumar Mahto  Member Physical Education 

V.  Mr. Raju Saw Member Physical Education 

VI.  Mr. Yotindra Mandal  Member Physical Education 

VII.  Mr. Dhaneswar BP Member Physical Education 

VIII.  Mr. Shubhankar Das Member Physical Education 

 
Roles and Responsibilities 

v Organizing Academic Procession in consultation with the Chairman of the Overall 

Convocation Coordination Committee. 

v To ensure that the convocation ceremony adheres to established protocols and traditions. 

This involves determining the order of procession, the placement of dignitaries, and the 

timing of various segments of the ceremony. 

v The committee is responsible for coordinating with various participants in the procession. 

v They oversee the distribution of academic dress (Uttaria, Saffa etc.) to all concerned. This 

includes ensuring that everyone has the appropriate attire and is properly dressed for the 

procession. 

v To oversee the distribution of academic dress to graduates and staff members. This 

includes ensuring that everyone has the appropriate attire and is properly dressed for the 

procession. 

v On the day of the convocation, the committee is responsible for organizing the procession 

line-up. To ensure that participants are in the correct order and that they enter and exit the 

ceremony venue in an organized manner. 

v To communicate important information to participants, such as the timing of the 

ceremony, where to assemble, and any last-minute changes or instructions. 



v They should have plans in place for handling unexpected situations or emergencies 

during the convocation ceremony. 

v To make necessary arrangements for Group Photographs. 

 



Refreshment Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Satyendra Kumar Coordinator Hindi 

II.  Dr. Mamta Kumari Member History 

III.  Dr. Sanjay Kumar Member CS&T 

IV.  Mr. Sailendra Kumar Choudhary Member Engineering 

V.  Mr. Surendra Kumar Member Engineering 

VI.  Mr. Deepak Kumar Member Engineering 

VII.  Mr. Saurav Kumar Member Engineering 

 
Role and Responsibilities 

v To determine the menu for refreshments, including snacks, beverages, and meal in 

coordination with the Chairman of the Overall Convocation Coordination Committee. 

v To prepare budget for refreshments, taking into account the number of attendees and the 

type of refreshments to be served. To ensure that the budget is realistic and within the 

allocated funds. 

v  To purchase all the necessary food and beverage items. To coordinate with suppliers, 

caterers, or vendors to ensure timely delivery and quality products. 

v To set up an attractive and organized refreshment area or buffet Ensure that tables, chairs, 

linens, and serving utensils are in place. Pay attention to the visual presentation of the 

refreshments. 

v To ensure that all food safety regulations and guidelines are followed. This includes proper 

storage, handling, and serving of food to prevent contamination. 

v To arrange volunteers or hired staff to assist with serving refreshments and maintaining the 

refreshment area. Ensure they are briefed on their roles and responsibilities 

v To provide an ample supply of water and non-alcoholic beverages to keep attendees 

hydrated, especially in warmer weather or for longer events. 

v  Arrange for waste bins and recycling containers and ensure proper disposal of waste 

generated during the event. 



v  To regularly check the refreshment area to replenish items as needed and maintain a clean 

and organized presentation. 

v To create a welcoming and hospitable atmosphere for attendees. Be available to answer 

questions and address any concerns related to refreshments. 

v To coordinate the timing of refreshment breaks with the overall event schedule to ensure 

that attendees have enough time to enjoy the refreshments without missing important parts 

of the convocation. 

v  After the Convocation is over, ensure that the refreshment area is thoroughly cleaned, and 

any leftover food is appropriately handled or donated to minimize food wastage. 

 



Souveneir Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Dhiraj Kumar Kushwaha Coordinator Physics 

II.  Dr. Carlus Toppo Member English 

III.  Dr. Satya Prakash Member Zoology 

IV.  Mr. Budhdev Mahto Member Geography 

V.  Mr. Arup Kumar Goshwami Member Pharmacy 

VI.  Dr. Vikram Prashant Member Political Science 

 
Role and Responsibilities 

v To collaborate with graphic designers and printers to create the design and layout of the 

convocation invitations, souvenirs, and other printed materials. Ensure that the design 

aligns with the theme. 

v To prepare and distribute official invitations to graduates, staff, distinguished guests, and 

other attendees. Maintain a record of invitations sent and received. 

v Choose appropriate souvenirs and commemorative items that reflect the significance of the 

convocation event. 

 



Speech Writing Committee 
Sl. No Name of Faculty Role Department 

I.  Dr. Manmeet Kaur  Coordinator Hindi 

II.  Dr. Pratibha Gupta Member Biotechnology 

III.  Dr. Umesh Chandra Mahto Member Education 

IV.  Dr. Puja Kumari Jaiswal Member Botany 

V.  Ms. Uma Kumari Member Microbiology 

 
Role and Responsibilities 

v To prepare the speeches of Hon'ble Chief Guest and other Dignitaries.  

 



Transport Committee 
Sl. No Name of Faculty Role Department 

I.  Mr. Pradeep Kumar Coordinator Physical Education 

II.  Mr. Ajit Kumar Mahto Member Physical Education 

III.  Mr. Rakesh Prajapati Member English 

 
Role and Responsibilities 

v Coordinating with transportation providers, such as buses/rental car companies, to arrange 

for transportation services to and from the convocation venue. 

v  Determining the most convenient and efficient transportation routes for graduates and 

guests, considering factors like traffic conditions, distance, and accessibility. 

v  Managing transportation schedules, ensuring that vehicles arrive on time to pick up and 

drop off attendees. 

v  Making arrangements for attendees with special needs, such as wheel chair accessible 

vehicles or assistance for elderly guest 

v Coordinating with local authorities or traffic management personnel to manage traffic flow 

and ensure smooth entry and exit from the venue.  Arranging transportation services for 

VIPs, dignitaries, speakers, and other special guests, including airport transfers if 

necessary. 

v  Overseeing the transportation operations on the day of the convocation, ensuring that 

vehicles are properly parked, passengers are safely boarded, and departures on schedule. 

v  Establishing a lost and found area to assist attendees who may misplace belongings during 

transportation.  

 



Welcome Committee 

Sl. No Name of Faculty Role Department 
I.  Dr. Anjoo Tiwari Co-ordinator Education 

II.  Dr. Shalini Kumari Member Education 

III.  Dr. Ranjana Pandey Member Education 

IV.  Ms. Uma Kumari Member Microbiology 

V.  Dr. Anamika Kumari Member Education 

VI.  Ms. Nisha Rani Member Engineering  

VII.  Ms. Kritika Raj Member Nursing 

VIII.  Ms. Jharna Palei Member Pharmacy 

IX.  Ms. Jayita Roy Member Pharmacy 

 

Roles and Responsibilities 

The roles and responsibilities of a welcome committee in a convocation ceremony are crucial for 

ensuring a smooth, organized, and welcoming experience for attendees. Below is an outline of 

typical responsibilities: 

v To extend a warm welcome to dignitaries, faculty, graduates, and other attendees. 

v To guide attendees to registration counters, seating areas, restrooms, and other facilities. 

v Ensure proper reception and escort for VIPs and special guests. 

v Manage attendee registrations, distribute name tags, programs, or entry passes. 

v Verify seating assignments for graduates, faculty, and VIPs. 

v Assist in arranging flowers, banners, and other welcoming elements at entrances and main 

venues. 

v Guide guests to areas with refreshments, if provided. 

v Assist attendees with disabilities or other special requirements. 

 




