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SHAHEED RAJGURU COLLEGE OF APPLIED SCIENCES FOR WOMEN

(femedt Frvaforarem ) (UNIVERSITY OF DELHI)
TN TAFE (feen vidn sfores & wa) Vasundghara Enclave (Adjoining Chilla Sports Complex)
7% fes i 1 10096 New Delhi-110096
T 22623503, 22621505 Ph.: 22623503, 22623505
O/ 22621504 Phone/Fax: 22623504
wew HW/Ref.No. SRCASW/................. RHETOMS oo

Applications are invited for appointment on Short Term Contract basis for the following posts. The applicants need to
apply on a plain paper giving all details such as Name, Address, Qualifications, Category, Date of Birth, Religion,
Experience, contact number etc. The appointment shall be purely contractual basis on a consolidated salary as per rules
of University of Delhi.

Temporary on Short Term Contract Basis.
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i Qualifications Required
Programmer:

B.E./B.Tech in Computer Science Engineering or M.Sc.(Computer cience) or MCA with three years’ experience in

Programming and Database Management or Network administration in 3 research/ Educational Institute or
commercial/service industry establishment of repute.

Note: All the shortlisted candidates may be required to appear in a written and/ or skill test to adjudge the basic

knowledge as per the requirement of the post. The selection may be based on the performance of the candidates in the
written test and /or interview as per decision of complement authority.

2. Senior Personal Assistant

I. Bachelor Degree from recognized University.

At least three years post qualification experience working as Private Secretary/ Personal Assistant/ Stenographer/
Executive Assistant/Executive Secretary in a Government Department/ Universities/ Autonomous Bodies/ PSUs/
Educational Institution recognized by the Government.

3. Skill Test Norms: (a) Dictation: 10 mts @ 100 w.p.m. (b) Transcription: 40 mts. (English) or 55 mts. (Hindi) on

Computer. (C) Computer Proficiency viz. typing Skill, word Processing,

Spread sheet, Internet, E-mail
Communication etc.

Desirable:

1. Degree/ Diploma in Computer Application/ Science. (2) Diploma in Office Management and Secretarial Practice.
SoF (3) Knowledge of Service rules applicable for Central Government establishments.

g '? 2 -_'.The incumbent is expected to provide secretarial support services and other duties as may be assigned. He/she
M%,& - will keep the office free from routine nature of work by mailing correspondence, filing papers, making

~ appointments, arranging meeting and collecting information so as to give the officer more time to devote himself
& e to 'th_e' work in which he has specialized. He/She will maintain the confidentiality and secrecy of cnnﬂdgﬁntlal and : |
3 | ‘sg_i:rét ﬁﬁl’ers.entrusted to him. He/She will exercise his skill in human relations and be cordial with the pe;sqlris_‘__-'-;'_"f};f:: &
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e - who come in the contact with his boss officially or who are helpful to his boss or who have dealing with the boss

s professional persons.
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- Some of the more specific functions are enumerated in the Manual of Office procedure of Government of India.
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- 4.lab Assistant

Should have passed Senior Secondary (12) or equivalent examination with 50% of marks with Science Subjects or Graduate with
relevant subject.

- Desirable: Electronics and Mathematics: Senior Secondary with 60% and above in PCM.

: Food Technology & Biomedical Science: Senior Seco ndary with 60% and above in PCB

. fcandidate if wants to appear for PCM and PCB both, has to give a separate application.

'5.MTS Laboratory :
| Shdﬁ_ld;'heye_pessed Matriculation (10) or an equivalent examination with Science Subjects from recognized Board.

6 MTS Daftrl'

Sheuld have passed Matriculation (10) or an equnralent examination from recognized Board.

Interested candidates fulfilling essential qualification should apply as mentioned above along with Certificates in sunpdrt ef
qualificatiens and experience to office of the Principal, Shaheed Rajguru College of Applied Science for Women, University of Delhl

Vasundhare Enclave, Delhi- 110096 and appointment is subject to approval of competent authority. 1
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"*Jﬁ ;. Theshnrtllsted candidates shall be called for written test details of which shall be placed on website only. The candldetes are requested
-.-: 3 refertd wehsite for any update.No TA/DA shall be paid to the candidates.The last date of receiving application is 04.01. 2016 S
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