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Preamble 

Public information cell plans, develops, puts into place and evaluate information and 

communication strategies that present an organization to the public, clients and other 

stakeholders. It also promotes good information, directs and coordinates the various public 

affairs programs of the campus, integrates the campus's communications and public relations 

programs and initiatives into a cohesive effort that conveys a consistent message in support 

of its mission, strategic goals, and objectives, and serves as strategic advisor to the campus 

management with respect to communications and public affairs initiatives. 

1. Short Title and Commencement 

1.1 This guideline is called as the "Public Information Cell (PIC) Guidelines 2080" 

1.2 This act shall come into force on the date of approval from the Campus Management 

Committee. 

2. Definitions 

Unless the subject or the context otherwise requires, in this guideline: 

2.1 "University" means the Tribhuvan University. 

2.2 "Campus" means the Gurukul Baylor Campus. 

2.3 "Management Committee" means the Campus Management Committee as referred to 

in Section (10) of the campus regulation. 

2.4 "Campus Chief" means the campus chief of the campus. 

2.5 "Assistant Campus Chief" means the assistant campus chief of the campus. 

2.6 "Cell" means the Public Information Cell as referred to by this guideline. 

2.7 "Coordinator" means the coordinator of the Public Information Cell. 

3. Establishment of the Cell 

3.1 The cell will be formed inside the campus to co-ordinate all the campus information.  

3.2 The cell will be established after the approval of the management committee.  

3.3 The benefits of the coordinator and cell members will be as per the facilities approved by 

the management committee. 

4. Management of the Cell 

4.1 For the operation of the cell, a three members committee will be formed. 

4.2 The committee should be formed by the campus chief and approved by the management 

committee. 

4.3 The composition of the committee should be as follows: 

S.N. Designation From No. 

1. Co-ordinator Selected by CMC 1 

2. Member Campus Chief 1 

3. Member Account Head 1 
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5. Role, Responsibilities and Rights of the Cell 

The role, responsibilities and rights of the cell are: 

1. Initiates and oversees the establishment of integrated strategies, plans, and programs 

designed to ensure that all communication and public relations efforts are cohesive, 

consistent, and effective in supporting the mission and advancement goals of the campus. 

2. Plans, develops, directs, and coordinates comprehensive communication programs, to 

include media, public affairs and publications, in close collaboration with other 

institutional communications and/or public relations activities. 

3. Provides direct and proactive advice, consultation, and assistance to campus chief, as 

well as the campus management committee, regarding public information matters, to 

include providing direct assistance in researching, providing information and developing 

messages. 

4. Serves as the designated spokesperson for the campus. 

5. Coordinates surveys, evaluations and assessments of external communications activities 

in order to determine the effectiveness of the campus's communications plans. 

6. Assures quality and appropriateness of institutional communication programs and 

initiatives, whether internally or externally produced. 

7. Represents the campus to various institutional divisions as well as externally to 

governmental agencies, community, students and their parents, and/or the general public. 

8. Recommends and participates in the development of the campus policies and procedures; 

may serve on campus planning and policy-making committees. 

9. May develop and submit annual operating budget for operations of the cell. 

10. Performs miscellaneous job-related duties as assigned. 

11. Build strong connections with government agencies and other institutions. 

12. Manage Public Relations in planning, coordinating and executing public relations 

activities and events at the campus to promote a positive image. 

13. Supervise production, delivery, distribution and dissemination of campus publications 

such as, annual reports, prospectus, printed programs brochures, audit report, news and 

other media report. 

14. Approves writing and distributing news releases announcing important campus 

information and events; updates and maintains the website. 

6. Terms of Office 

6.1 Members of the cell including the cell coordinator serve for terms of up to two years.  

6.2 An appointed external member may be appointed to serve for additional terms as per the 

approval of the management committee of the campus. 

7. Quorum 

The quorum for meetings of the cell shall be above 50% of the membership of the cell. 

8. Meeting Schedule 

8.1 The cell should meet at least once a month. 

8.2 The coordinator is responsible for determining if more meetings are required. 
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9. Reporting 

9.1 The cell will report to the campus chief by way of its minutes. 

9.2 The cell will submit annual report of its progress to the IQAC. 

9.3 The brief of annual reports should be considered for inclusion in the annual campus 

report. 

10. Review and Disestablishment of Cell 

10.1 The cell will be reviewed every two years. 

10.2 The review criteria shall be: 

i. Whether the research output over the period of the review satisfies the expectations 

of the campus as defined at the time the entity was established or at the time of the 

last previous review, 

ii. The potential for continuation of output at a satisfactory level, 

10.3 The cell will be subject to standard campus financial controls and governance policies. 
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Gurukul Baylor Campus (GBC) 

Tribhuvan University 

JOB DESCRIPTION: PUBLIC INFORMATION CELL (PIC) COORDINATOR 

Position Title : Coordinator 

Reports To : Internal Quality Assurance Committee (IQAC) 

Tenure : Two Years (Subject to Renewal) 

Benefits : As Approved by the Campus Management Committee 

 

POSITION PURPOSE 

The purpose of this job description is to provide direction on the duties and responsibilities of 

coordinator of the public information cell of GBC. It applies to the duties and responsibilities of 

research the cell coordinator. The coordinator shall normally be appointed for a term of two 

years. Searches and reappointments shall be carried out under the terms of the human resource 

recruitment policy of the campus. 

The cell coordinator, under the direction of the IQAC, leads the public relations functions of the 

campus. He should also plan and execute a comprehensive, proactive public relations strategy 

that advances the campus's mission and goals by building support for the institution and an 

understanding of its unique role. Additionally, the position also requires working with different 

campus units to plan and implement public relations strategies that support efforts to reach and 

engage target audiences, which include the community, government policy makers, the media, 

alumni and friends, students, employees and business and philanthropic leaders. 

DISTINGUISHING CHARACTERICS 

The Public Information Cell coordinator serves as the campus's Public Information Officer 

(PIO), and is the key spokesperson to local, state and national media in all \campus matters. The 

coordinator leads the campus public relations strategy, carrying out operating policies and 

procedures with a focus in the area of public relations, media relations, community relations, and 

communication programs, coordinating efforts with the campus administration for the greatest 

efficiency, impact, and strengthening of campus communications. 

TYPICAL DUTIES AND RESPONSIBILITIES 

1. In collaboration with the campus administration, provides leadership for the media and 

public relations components of the campus's Integrated Marketing and Communications 

Plan. Manages media relations for the campus, developing and implementing a strategic 

media relations campaign to ensure a positive public image for the campus. Works with 

state and national associations to promote media awareness of community campus issues. 

2. Plans external audience special events for the campus, aggressively seeking opportunities 

to "make news" that generates coverage. Provides guidance and support to departments 

and campus's planning events and other public relations activities. Represents campus 

administration at public relations strategy meetings with business and industry, education, 

other partners and with media outlets for shared promotional efforts. Represents campus 

administration at public events, press conferences and meetings, and assists leaders with 

public appearances. 
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3. Develops and disseminates public relations materials, including press releases, media 

packets, contents for the campus website and magazine, social media content and internal 

communication pieces. Researches and helps develop communications and talking points 

for campus leaders. 

4. Serves as the campus's public information officer and principal spokesperson to the 

public and the media. 

5. Confers with campus management, faculties and staff teams to provide public relations 

consultation. Develops related strategies and provides training on how to implement 

strategies. 

6. Establishes priorities for work assignments, monitors progress, reviews work products 

and ensures products are delivered in a timely manner. 

7. Represents the campus at local, regional and national meetings related to the area of 

media and public relations. 

 

PREFERRED KNOWLEDGE AND SKILLS 

Knowledge of: 

• Media and public relations principles and practices; 

• Public information principles and practices; 

• Supervisory principles; 

• Community campus operations and administration principles and practices. Crisis 

planning and communications; 

• Project management principles and practices; 

• Social media principles and practices 

 

Demonstrated Skills in: 

• Developing public relations strategies; 

• Developing and maintaining relationships with members of the community, 

• media, business and industry; 

• "Pitching" story ideas and getting earned media; 

• Planning and executing special events; 

• Developing and monitoring budgets; 

• Communicating effectively through oral and written mediums. 

• Developing creative concepts and messages to achieve desired objectives and campus 

branding; 

• Facilitating meetings; 

• Handling multiple tasks simultaneously; 

• Managing projects; 

• Working with diverse academic, cultural and ethnic backgrounds of community campus 

students and staff; 

• Communicating effectively with all levels of management, management committee, staff 

and external individuals and groups, including media representatives; 
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• Analyzing and interpreting data and information and making appropriate 

recommendations based on findings; 

• Preparing a variety of written materials, including speeches, presentations, magazine and 

web articles; blog posts, news releases and media advisories. 

• Utilizing computer technology for communication, data gathering and reporting 

activities. 
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Related to Section B (Q. No.114) 

Academic Publication of Public Information Cell 
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Related to Section B (Q. No.114) 

Academic Publication of Public Information Cell 
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Related to Section B (Q. No.114) 

Academic Publication of Public Information Cell 
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Related to Section B (Q. No.114) 

Academic Publication of Public Information Cell 

  

 



12 

 

Related to Section B (Q. No.114) 

Academic Publication of Public Information Cell 
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Related to Section B (Q. No.114) 

Academic Publication of Public Information Cell 
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Related to Section B (Q. No.114) 

Academic Publication of Public Information Cell 

Show an Admin notice here 
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Related to Section B (Q. No.114) 

Financial Publication of Public Information Cell 

Show Fee structure here 
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Related to Section B (Q. No.116) 

How often the informations are published  

Website: https://gurukulbaylor.edu.np/ 

 

 

  

https://gurukulbaylor.edu.np/
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Related to Section B (Q. No.117) 

Publications where the informations are published  

 

Such Informations are published in Gurukul Baylor Smarika -2080  
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Related to Section B (Q. No.120) 

system to evaluate the impact of public information on quality improvements  

Positive impacts made by public information practices at Gurukul Baylor Campus (GBC) may 

include: 

1. Enhanced Transparency: Public information practices at GBC have contributed to 

increased transparency in the operations and decision-making processes of the institution. 

This transparency has fostered trust among students, faculty, staff, and other 

stakeholders. 

2. Informed Stakeholders: By disseminating relevant information, GBC has ensured that 

stakeholders, including students, parents, and the community, have been well-informed 

about academic programs, events, policies, and other crucial aspects of campus life. 

3. Positive Public Relations: Open communication has contributed to positive public 

relations for GBC. Transparent and honest information sharing has helped shape a 

favorable image of the campus and has built goodwill in the community. 

4. Effective Crisis Management: During challenging situations or crises, public 

information practices have enabled GBC to communicate effectively with stakeholders. 

Timely and accurate information has helped manage issues, reduce misinformation, and 

maintain trust. 

5. Faculty Empowerment: Public information practices have empowered the faculty by 

providing them with the necessary information to make informed decisions about their 

academic journey, research, and campus involvement. 

6. Alignment with Quality Assurance: Effective public information practices have aligned 

with quality assurance measures, showcasing GBC's commitment to academic 

excellence, adherence to standards, and continuous improvement in educational services. 

7. Promotion of Campus Achievements: GBC has used public information channels to 

showcase achievements, accolades, and noteworthy contributions of students, faculty, 

and the institution as a whole, boosting morale and recognition. 

8. Better Exam Result: The exam result of the students has been improved after the such 

public information practices. Such exam results are seen in internal exam now. We are 

waiting for better final exam result too. 

 

 

 

 


