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CLIENT LIST  

• KEC INTERNATIONAL PVT LIMITED  -202.2 LAKHS 

• NCC PVT LIMITED     -156.7 LAKHS 

• GMR INFRASTRUCTUR LTD – EPC  -41LAKHS+(RUNNING) 

• PATEL INFRASTUCTUR LTD  - 246.7LAKHS+(RUNNING) 

• GANNON DUNKERLY CO.PVT LTD  -56 LAKHS 

• BSM ENTERPRISES     -127.5LAKHS 

• ANIRUTH K ENTERPRISES   -95.18LAKHS 

  

  

Site Manual Scope & Exclusions  

The site Manual, outlining the general guidelines of site management, also, 

to a certain extent, captures the responsibilities of the Site In-Charge and 

other site personnel. The manual also clearly mentions the roles and 

responsibilities of various employees for effective Site Management.  

  

This manual, therefore, assumes a greater importance and has to be 

carefully read by all Site Personnel.  

  

In case any of the site employees has any query or requires any clarification, 

on his roles and responsibilities, he should immediately discuss the same 

with his Site In-charge or Project Manager and get the required 

clarifications.  

  

  

NIRO TECH CORE BUSINESS & VISION  

VISION  
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To be a leader in Engineering,  supply & Project implementation.  

MISSION  

Grow through mutually beneficial partnerships with customers, technology partners, 

vendors and Sub- contractors; empower and strengthen the skills and competencies of 

people; apply a system approach to project management to ensure timely, quality and 

cost –effective deliverables.  

QUALITY POLICY  

“Pursues continual improvement in the Quality of its Products and Services to enhance 

customer Satisfaction and business growth through dedication, commitment and 

teamwork of all employees”  

QUALITY OBJECTIVE  

1. To ensure quality of Products, services to enhance to customer satisfaction.  

2. To provide a safe environment for all personnel, with adequate monitoring 

systems.  

3. To organize skill enhancement programmes for employees to meet the changing 

needs of customers.  

HSE POLICY  

• Preventing injuries & ill health to the employees & interested parties of the 

organization  

• Complying with all applicable legal & other requirements   

• Mitigating the pollution in work area as well as our surroundings  

• Training all the employees of Annai Enterprises and Contract employees on HSE 

aspects.  

• Carrying out continual improvement in Health, safety and Environmental 

management System.  
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SITE ORGANISATION CHART  
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METHODOLOGY OF CONSTRUCTION WORK  

1. Piling  

• The pile boring operations shall be performed using the suitable rotary drill rigs 

depends on the diameter, depth, Soil condition and construction method.  

• If necessary, the bore-holes shall be stabilized with a temporary casing in the 

upper layer (depends on soil and site condition) .The length of the casing will be 

determined from the actual soil condition encountered on site.  

• Bentonite shall be used for unstable subsoil condition and for piles equal and 

more than 1800mm diameter.  

• The reinforcement cage will be fabricated in lay-down sections. The length, type 

and size of the steel cage will be according to contract drawings and  

specifications.  

• Cages will be installed into the bored hole using a service crane of the required 

lifting capacity.  

• All pile shall then be concreted by using the „trimie‟ method.  

• Spoil from piles will be cleared from the boring locations by means of an 

excavator as boring proceeds.  

• Depending on the volume of spoil excavated, it will be removed to stockpile area 

or spoil pit, for drying before loading and removed off-site.  

2. Excavation Work  

• The area to be excavated shall be properly marked and clear before starting the 

works.  

• The depth of excavation shall be periodically checked by a surveyor to avoid over 

excavation. The bank of excavated1 area shall be sloped 30 degrees and shall be 

maintained to avoid a collapse of the bank into the excavated area.  



  

7  

  

          NIRO   –   TECH   

• All excavated material shall be kept a minimum of 1.0 meter from the edge of 

excavation or shall be stockpiled to the area designated by the Engineer.  

• For all excavation activities, adequate safety barriers, sign boards, advance 

warning signs would be used.  

3. Bar bending Work  

• On receipt of approval, bending of re-bars will be carried out and the prepared 

reinforcements shall be stacked properly with tags for proper identification. Care 

will be taken to ensure that the steel reinforcements are rust free.   

• For epoxy coated re-bars, after bending them, the cracks of the coating if any 

shall be repaired with repair kit before placing.  

• After placing the re-bars in position it will be tied with epoxy coated/annealed 

Binding wire to form the reinforcement for the structure. It will be inspected and 

approved before using.  

4. Brick Work  

• Locations of brick walls & openings in brick walls will be marked on floor by 

referring the off lines of main grids.  

• Verticality & the alignment of brick walls will be checked by using mason‟s 

plumb.  

• Cement/ sand mortar will be mixed manually or mechanical mixer & volume of 

cement & sand will be measured using gauge boxes. Mix ratio of cement & sand 

is 1:5 (by volume)  

• Inspection with the engineer‟s representative will be carried out while work is in 

progress.  

• Sample of Bricks will be submitted for the approval of engineer  
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5. Scaffolding  

• Scaffolding shall be erected, altered and dismantled by experienced Workmen 

working under the direction of a competent Supervisor.  

• Procedure for erection & dismantling should be such that an unstable condition 

is not reached at any point of time. Progress should be symmetrical to prevent 

any load imbalance.  

• All Scaffolding workers shall be wearing Safety Harness with Double Lanyard. 

When changing positions they shall secure the 2nd Lifeline before unhooking 

and re-hooking the 1st Lifeline.  

• Scaffolding Couplers should be tightened with proper Tools. Scaffolding 

materials and other objects shall not be dropped, thrown, tipped or shot from  

Heights. Drop area shall be barricaded.  

• Bracings and Ladders shall be constructed as the Scaffolding progress.  

• To protect Persons working below from falling material as well as Persons 

working above from falling down, Safety Nets should be deployed wherever  

practicable.  

• During the erection stage of any Scaffolding, Warning Notice with the wording 

“Scaffolding incomplete – Do not use” should be fixed to the Scaffolding at all 

access points. This warning will be in the form of a painted Board. Also, in the 

event of any doubt concerning the integrity of particular Scaffolding, “Scaffolding 

incomplete – Do not use” Boards shall be put.  

• After erection, but before use of Scaffolding, the erected Scaffolding shall be 

inspected and approved by the Scaffolding Supervisor. The certified Scaffolding 

shall then be handed over to the Maintenance for use. Once erected, the 

Scaffolding shall be inspected every Week.   

• The Status Board with the wording “Scaffolding Complete, Safe for Use" should 

be displayed when the Scaffolding is ready for use. Tags shall be displayed near 

access points at Eye level.  
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• No portion of the Scaffold should be utilized unless that portion is fully decked, 

braced, tied, demarcated and certified.  

• Scaffolding materials such as Tubular, Plank, Clamp, etc. shall be inspected 

annually by the Scaffolding Supervisor, to ensure they are free from defects. The 

inspected lot of material shall be painted on the edges with different colors for 

ease of identification.  

• All Workers engaged in Scaffolding erection/dismantling shall use Safety 

Belt/Harness, with Double Lifeline. One Harness of the Safety Belt shall always be 

anchored to the firm support.  

• All Platforms shall be provided with Guardrails, mid-Rails and Toe-Boards.  

• A Ladder of proper Length shall be provided for the job to be done. If it is used 

as a means of access or as a working place, it shall rise to a Height of at least 3'6" 

(1.07 Meters) above the landing place or above the highest Rung to be reached 

by the Feet of the Person, using the Ladder. Ladders shall be examined before 

use for missing, broken, loose or damaged Rungs and Splinters.  

• Wooden Ladders shall not be used.  

• Where a Ladder is carried single-handed, the front end should be kept high 

enough to clear Person's Head and special care taken at corners and blind spots.  

• The Stiles of a Ladder shall be equally supported on a firm level surface. Boxes, 

Bricks, Barrels, etc. shall not be used as a means of support and under no 

circumstances shall Wedges or other loose material be used as Packing.  

• Ladders shall not be supported on their Rungs and Rungs shall not be used to 

support Scaffold Boards.  

• Ladders shall be set 1' (300mm) out of each 4' (1.210 Meters) of Height, i.e. at an 

angle of 75 Degrees to the Horizontal. Where extension Ladders are used fully 

extended, minimum overlap of sections shall be Four Rungs. Splicing or Lashing 

Ladders together to obtain an extension will not be permitted.  

• Both Stiles of a Ladder shall be evenly supported and securely lashed to prevent 

any movement.  
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6. Form work  

• Use formwork which is rigid and closely fitted, with sufficient strength to support 

wet concrete.  

• Ensure that centering plates, planks or plywood are properly cleaned.  

• Effect proper check for line, level and plumb before starting concreting activity.  

• Shuttering to be checked in stage wise, i.e. I st beam bottom alignment, level and 

rigidity of staging to take the load. 2nd Beam sides 3rd Slab shuttering & levels.  

4th – Fixing of side supports, for rigidity.  

• Special care should be take check column supports at junction of beams.  

• Position of pockets and insert to be carefully placed and check before placing 

concrete.  

• Take care to apply suitable form release agent before the placement of 

reinforcement and after proper cleaning of form work.  

• Use of magic tape for gap filling.  

• Provide extra supports at joints of wall plates beam bottom, proper care must be 

taken to prevent bulging of centering.  

• Ensure that proper supporting system has been adopted for external beams to 

prevent bulging.  

• Leave slab form work undisturbed till concrete gains 70% of required strength.  

7. Road work  

In-Process Procedure:  

The execution procedures shall be divided into following sections, which are: a) 

Prime Coat.  

b) Binder course.  

c) Tack coat.  

d) Wearing course.  
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a) Prime Coat:  

• Quality of Primer should be as per BS1707 or 1S:217, IS: 454 and IS: 8887.  

• Immediately before applying the prime coat (which shall be preliminarily 

approved), the full width of the surface shall be cleaned with compressed air.  

i) The bituminous material for the prime coat shall be applied by means of bitumen 

spray tankers.  

ii) This shall be applied in a single layer at the rate of 0.7 – 1.5 liters /sq.m and 

at a temperature not exceeding 70″ C. This surface shall be cured for 24 hours.  

iii) The over spread area shall be cured more than 24 hours/ until excess prime 

coat is evaporated.  

b) Binder Course:  

• Quality of Binder should be as per AASHO-T182 or IS: 73, IS: 217,1S:454 and IS: 

8887.  

i) Immediately before paving the binder course material, the surface of the prime 

coat shall be cleaned with compressed air and shall be ensured that the surface is 

dry.  

ii) The hot asphalt mix shall be brought from the mixing plant by 6 wheel 

trucks or trailers. Upon arrival at site, the asphalt mix shall be dumped into the 

asphalt paver.  

iii) The asphalt paver shall lay the material to the required thickness and level.  

iv)The mix shall be compacted as soon as possible after spreading the material. 

Tandem rollers shall follow the laying operation to carry out breakdown rolling up to 

temperature of 110- 120″ C. Pneumatic tired rollers and tandem rollers shall follow 

the breakdown rolling and sufficient passes shall be made to achieve the required 

compaction.  
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• Rolling shall start from the sides and proceed toward the center. Each trip of the 

roller shall overlap the pervious trip by at least 30 cm. Roller wheel shall be kept 

moistened. The roller shall be capable of reversing without backlash and shall be 

free from worn parts.  

• Heavy rollers shall be used to complete all rolling including elimination of waves 

caused by the lighter rollers. Full compaction shall be obtained before the asphalt 

temperature reaches 100° C. Compaction shall be in accordance with 

specification of relevant standard.  

v) The construction joints shall be prepared by cutting the layer vertically down 

by means of asphalt saw cutting machine or with jack hammer. The joint shall be 

cleaned well by compressed air and tack coat material shall be applied on the 

vertical and horizontal surface for better bonding. Extremely good care shall be 

taken when asphalt is laid at construction joints.  

vi) The areas inaccessible for heavy rollers shall be compacted with plate 

compactors or hand tampers. After reaching the base course top level, suitable 

fill material (dune sand) shall be dumped to the top level of base course on the 

sides of road shoulders. It shall be leveled, shaped (1:6 ratios) and compacted to 

90% maximum dry density.  

c) Tack Coat:  

i) The material (which shall be primarily approved) shall be applied at the rate 

of 0.3 to 0.6 lit/ sq.m at the temperature not exceeding 54 °C above the binder 

and at where there is a joint with existing asphalt surface.  

ii) The surface shall be cured for the period as per manufacturer‟s  

recommendations until a tacky surface is visible.  

  

d) Wearing Course:  
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i) The hot asphalt mix shall be spread over the cured surface of tack coat by 

automatic asphalt paver to the required profile and thickness.  

ii) The mix shall be compacted as soon as possible after spreading the material. 

Tandem roller shall follow the laying operation to carry out breakdown rolling up to a 

temperature of 110- 120″ C.  

• Self propelled rollers and Tandem rollers shall follow the breakdown rolling and 

sufficient passes shall be made to achieve the required compaction.  

• Rolling shall start from the sides and proceed toward the center. Each trip of the 

roller shall overlap the previous trip by at least 30 cm.  

• Roller wheels shall be kept moistened. The roller shall be capable of reversing 

without backlash and shall be free from worn parts. Heavy tandem roller (CC-41) 

shall be used to complete all rolling including elimination of waves caused by the 

lighter rollers Full compaction shall be obtained before the asphalt temperature 

reaches 80″ C. Compaction shall be in accordance with specification of relevant 

standard.  

iii) Traffic shall not be allowed on this layer until it is properly cooled, a minimum 

period of 12 hours shall be considered after the completion of the rolling.  

iv) The test holes shall me made good with hot asphalt mix and compacted using 

Marshal Hammer.  
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Roles and Responsibilities  

1. Project Manager  

• Plan the delivery of the project at hand.  

• Manage the day-to-day working, utilization, implementation and technical 

consultants engaged on client assignments. From ensuring the correct material 

turns up before a job, to explaining the work ethics and activities to colleagues.  

• Report progress on projects by suitable media to sector management, maintain 

and update project reporting, checkpoints and financial reporting to a high 

standard.  

• Plan and arrange visits to existing and new potential clients, ensuring every client 

receives sufficient support to enhance their relationships.  

• Develop contacts with senior staff, directors, and other influential staff within 

each account during the implementation phase.  

• Co-ordinate required support levels and training.  

• Produce reports on each project at agreed intervals, and whenever substantive 

actions are required.  

2. Senior Site Engineer  

• Assess project and its requirements.  

• Assess the impact and feasibility of site due diligence, preliminary layout and up 

to the final engineering design.  

• Prepare architectural drawings and schematic designs based on project 

requirements.  

• Study and assess drawings, plans, specifications and other documents relating to 

construction projects.  

• Determine budget, project schedules and scope of work and deploy appropriate  

staff.  
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• Direct, lead and support other engineering and skilled personnel in managing 

and executing multiple tasks and projects.  

• Lead and direct onsite construction teams.  

• Collaborate and interact with construction teams, architects and outside project 

developers and consultants.  

• Manage deliverables on time and within the budget.  

• Initiate and ensure standard civil engineering discipline in drawings and plans 

including geotechnical, wind and hydrology analyses.  

• Adhere to the best practices, standards and procedures of the company  

3. Site Engineer  

• Acting as the main technical adviser on a construction site for subcontractors, 

crafts people and operatives.  

• Setting out, leveling and surveying the site.  

• Checking plans, drawings and quantities for accuracy of calculations.  

• Ensuring that all materials used and work performed are as per specifications.  

• Agreeing a price for materials, and making cost-effective solutions and proposals 

for the intended project;  

• Managing, monitoring and interpreting the contract design documents supplied 

by the client or architect;  

• Liaising with the local authority (where appropriate to the project) to ensure 

compliance with local construction regulations and by-laws;  

• Liaising with clients and their representatives (architects, engineers and 

surveyors), including attending regular meetings to keep them informed of 

progress;  

• Day-to-day management of the site, including supervising and monitoring the 

site labor force and the work of any subcontractors;  
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• planning the work and efficiently organizing the plant and site facilities in order 

to meet agreed deadlines;  

• Overseeing quality control and health and safety matters on site;  

• Preparing reports as required;  

• Resolving any unexpected technical difficulties and other problems that may 

arise.  

4. Safety Engineer  

• Ensure compliance with statutory requirements and company safety 

management system.   

• Organize and provide each employee with appropriate safety induction.   

• Maintain safe and healthy workplace through daily site inspections and report 

findings to construction manager.  

• Ensure that the PPE is used on site by all personnel in compliance to work 

environment. Assist in investigating all workplace incidents/accidents and 

implement the follow up corrective action.   

• Actively participate safety meetings and conduct tool box talks among 

employees.   

• Ensure that all plant equipment mobilized on site has valid third party  

certification as it pertains to safety and safe operation of equipment.   

• Ensure that all working personnel conduct their working activities in a safe 

manner according to prescribed safe working procedures.   

• Co-ordinate safety activities with safety officers from sub-contractors, consultant/ 

client representative.   

• Ensure that all work equipment and machinery are maintained by a competent 

person with documented records available for inspection.   

• Ensure that general workplace area is maintained to provide good standards of 

housekeeping.   
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• Provide safety related information in weekly/monthly safety reports and record 

keeping of safety documentations.  

5. Quantity Surveyor  

The day to day responsibilities of include roles inside the office, on the construction site 

- or in meetings with clients and other project personnel. While the very nature of 

construction work ensures no two projects are ever the same, a typical work day might 

involve:  

• Preparation  of  contracts,  including  details  regarding 

 quantities  of  

required  materials  

• On-going cost analysis of maintenance and repair work  

• Feasibility studies of client requests  

• Analyzing completed work and arranging payment to contractors  

• Allocating upcoming work to contractors  

• Site visits, assessments and projections for future work  

6. Admin  

• Evaluate all projects and ensure compliance to all budgets for contract services 

and coordinate with project manager to review all projects and maintain 

estimates and track all invoices and work orders.  

• Assist contractors to evaluate all contract documents and prepare reports for any 

deficiencies in projects and ensure adherence to all design and construction 

regulations for all new buildings at various locations and ensure effective 

maintenance of all project schedules.  

• Monitor all contractor drawings at various intervals and maintain records of all 

installation and evaluate all applications for payment got contractors and 
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recommend changes if required and supervise efficient working of all employees 

and ensure compliance to all instructions.  

• Ensure compliance to all company safety requirements and monitor all projects 

from conceptualization to implementation and prepare reports for same and 

evaluate punch list for all project close out.  

• Maintain records of goods ordered and received.  

• Locate vendors of materials, equipment or supplies, and interview them in order 

to determine product availability and terms of sales.  

7. FINANCE & ACCOUNTS  

• Site In-charge should maintain cash account statement and update the same as 

and when the expenses are paid.  

• They should see that all the amount claimed are supported by bills. Accounts will 

not accept payment vouchers if not supported by proper documents.  

• Site in charge should ensure that proper receipt is obtained for the payment of 

rent/ rent advance for engaging house for company employees.  

• All cash expenses shall be prepared in cash vouchers by site accountant/  

Supervisor, signed by recipient and approved by Site In-charge.  

• Business related expenses must be submitted along with required and 

explanatory note to Project manager & finance department  

• When the site is getting closed, he should ensure that the amount is adjusted/ 

recovered from building owner & statements sent to office.  

8. SITE PURCHASE  

• Purchase request & Purchase orders for site Purchases shall be done from site 

with the consent & approval of Project Manager.  

• Goods Receipt Entry shall be made, once materials are received at site  

(a) Duly inspected & quantity verified with PO  
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(b) With required plant/ gate entries  

(c) Attaching documents covering all taxes & duties  
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HR POLICY  

RECRUITMENT POLICY  

The recruitments are centrally processed at Chennai and offer letters / Appointment 

orders / Confirmation letters/ Increment and Promotion letters are signed by MD.  

All appointments shall be only with proper authorization / approval.  

Before commencement of work at a new site, a chart showing total manpower 

requirement must be prepared and sent to MD for approval. Even temporary 

appointments at sites and other places are done only with authorization from the 

management and against proper prior requirement routed through the business unit 

head.  

REQUIRED DOCUMENTS TO BE SUBMITTED BY EMPLOYEE ON JOINING  

1. Joining Report  

2. Family Particulars  

3. Photo copies of all Educational Certificates(from X onwards)  

4. Photo copies of all Experience Certificates.  

5. Attested Photo copies of PAN Card  

6. Photo copy of Photo ID proof(Voter ID/ Passport/ driving License)  

7. Passport Size photos (color)  
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NIRO TECH  

  

                          APPLICATION FOR EMPLOYMENT  

1. Post Applied for              :  

2. Name of the Applicant    :  

3. Sex                                    :        Male  /    Female  

4. Blood group                     :   

5. Father‟s/Husband Name  

With occupation              :  

6. Mother‟s name with   

Occupation                       :   

7. Date and Place of birth    :                               Age:  

8. Qualification                     :  

9. Religion                             :                               Caste: SC/ST/OBC/MBC/GENERAL  

10. Nationality                        :  

11. Marital status                    :   Unmarried  /   Married    /    Single  

12. Permanent Address          :  

  

13. Present Address               :  

  

14. Contact Numbers             :  

15. Income Tax PAN              :  

16. Languages known            :       Speak                            Read                  Write a)  

b)  

c)  

d)  

17. Particulars of Academic & Professional Qualifications  

S.no      Name of college       university/board       year             name of     %of marks  
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                                                                             From     To          degree       obtained  

 

  

  

  

  

18. Previous Employment  

 

S.no      Name of company    Period of Service   Designation  Salary drawn   Reason  

                                                From       To                                                    for leaving  

 

  

  

  

  

 

19. Minimum Salary Expected ( Per Month)  

20. Give two local reference with contact datails:  

  

I hereby declare that the particulars furnished in this application are true and to the best of my knowledge 

and belief.  

Place   :  

Date    :                                                                                                       Signature:  

 

OFFICE ORDER  

The appointment of Mr./Ms...............................................................at.....................................................on temporary basis 

for a period of .........................................months with effect from................to..............on a monthly salary of  

Rs...............................................is approved.  
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Date:                                                                                                                            Authorized signature  
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