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Vacancy Circular

Bharati College intends to fill the following post on deputation basis Interested candidates meeting the
eligibility criteria are required to fill the prescribed application form given herewith and send the same

along with relevant documents within 3 weeks of the issue of this notification.

‘ sl No. | Name of the post " Group v No. of Post
. - { 4
1 | Senior Personal Assistant B 01
|
MAXIMUM AGE:

The maximum age limit for appointment by Deputation shall not be exceeding 56 years as on the closing
date of receipt of application.

MINIMUM ESSENTIAL EDUCATIONAL & OTHER QUALIFICATION REQUIRED:
1. Bachelor Degree from a recognized University.

2. At least 03 years of 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 minutes at an average speed of 100 w.p.m.
(b) Transcription: 40 minutes (English) or 55 minutes (Hindi) on computer.

(c) Computer proficiency viz. Typing Skill, Word Processing, Spread sheet, Internet, E-mail

communication etc.
PAY LEVEL: Pay Level-07 as per the 7th Pay Commission

NOTE:

| Application of only such candidates will be considered as are routed through proper channel and are

accompanied with:

I, Duly filled Application Form along with educational certificates.

I, Vigilance Clearance report and verified copies of APAR (Annual Performance Assessment
Report) from their office of last five years be provided by the candidates.




exceed three years. The said deputation shall be governed by the terms & conditions of Foreign Service
Mu applicable to the employees of the University of Delhi. The said appointment can be terminated
~ at any time without assigning any reasons thereof,

&TM incumbent is expected to provide secretarial support services and other duties as may be
assigned. The incumbent will keep the officers free from routine nature of work by mailing

3 T

‘corrigendum, if any, on the College website only. Candidates are advised to

er to "The Principal, Bharati CollegeC-4, Janakpuri, New Delhi- |
of this notification. Applications received late shall not be |

»
Prof.‘éloni Gupta

Principal



BHARATI COLLEGE
(UNIVERSITY OF DELHI)

Application Form (on Deputation Basis)

Paste passport size
photograph




0 Eductional Qualifications
~ (Starting from 10" Standard & use separate sheet if required)

Examination | Yearof | School/ College / University | Pereentage
: Passing attended by which

exam
qualified

Percentage Main Subjects Studies
by which
exam

qualified




(Administrative/ Technical/ Any other):

held/ | Present Pay Period Nature of Duties
and Pay Performed [
Level e Hon CATR DN
|

mg!_w+” T ———t |
!

i |
|
|
i
!

| |

emails & mailbox. etc.)




For applicants in Employment
(Verification by the Applicant’s Office)

ils given in this Application form by me is true and correct (©© the
ding and nothing has been concealed therein, In case of

or submission of wrong facts, | shall be liable for appropriate

re shall be cancelled.

Signature of Applicant




