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Ref. No. JCI/HO/Pers./2024-25/78 Date: 19.03.2025

OFFICE ORDER

In continuation of this Department’s Office Order No. JCI/HO/Pers./Cir./224-25/Sept.-1
dated 28/09/2024, Sri. Prasenjit Saha, Assistant Manager (IT) has now been appointed as
the “Web Master”.

He will be responsible for-

1. Website Management

« Oversee the day-to-day operations of the website, including content updates,
technical maintenance, and performance monitoring. :

o Ensure website content is accurate, relevant, and consistent with the CPSE's brand
guidelines and communication policies.

o Implement and manage content management systems (CMS) and other web
technologies.

« Collaborate with content creators and other stakeholders to ensure timely and

effective website updates.

o Website Development
« Develop and implement new features and functionalities to enhance the website's
user experience and meet evolving business needs.
o Optimize website design and structure for improved navigation, accessibility, and
search engine optimization (SEO).
o Stay abreast of latest web development trends and technologies to ensure the

website remains modern and effective. s

3. Website Security
« Implement and maintain website security measures to protect against cyber threats
and data breaches.
o Conduct regular security audits and vulnerability assessments to identify and
address potential risks.
« Ensure compliance with relevant data privacy and security regulations.
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4.  Website Performance
» Monitor website traffic, user behaviour and other key performance indicators (KPIs)
to identify areas for improvement.
e Optimize website speed, performance, and scalability to ensure a positive user
experience.
» Troubleshoot website issues and resolve technical problems in a timely manner.

5. Other responsibilities
e Train and support website users and content contributors.
¢ Manage website hosting, domain names, and other technical aspects.
o Collaborate with I'T and other departments on website-related projects.
e Stay updated on industry best practices and emerging web technologies.

The Web Master will be supported by Sri. Arindam Sarkar, ['T Officer, who will report to
the Web Master and aid in website management, development, and maintenance tasks.

This has the approval of competent authority.

Debopriyo Sinha
(Manager-HR)
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9. Persons concerned
10. All employees of RO/RLIDs/DPCs {
11. Guard File/ Notice Board/Website
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