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fa#IT9eT |. / ADVERTISEMENT. NO.: 57/2022

[ferereer w0 & 3reureh 3k Wiaeress 3R WX/ Purely on Temporary and

Contractual Basis]

HRA fa=ireT 16T Td 3q@ene SEum (3MSIMSTHSHR) Y07 Ay faams & reqaen=
3R Rt & v gA@ld 999 d8U= g1 98 Ala JEUe G #Fed (3 2020
H ATH Jeoed R8T FHATeT < &1 913m) ganT avy 2006 # ¥uifua far s a¥ 2012
H, MSICTHSHR U7 &I HHE & HAAIA @1 T Aged F FEAH & &9 7 Af¥a
forar I

The Indian Institute of Science Education and Research (IISER) Pune is a premier institute
dedicated to research and teaching in the basic sciences. It was established in 2006 by the
Ministry of Human Resource Development (renamed Ministry of Education in August 2020).

In 2012, IISER Pune was declared as an Institute of National Importance by an Act of
Parliament.

AT faeeer & & 3eUry 3R Hidecaes ITUR W AR ARTRe § HAefafid ge & fow
3MTdesT HTHAT AT 8
Institute invites applications from Indian nationals for the following post purely on temporary
and contractual basis:

9g AT / Name of the Post ag—an‘hrar TS (VAT TT @)
Multi Skilled Assistant (Admin & Accounts)

ger sl §&AT / No. of posts | 01 (One)

IRATSTAT &7 ¥ / Title of | “UR¥elc WA 3% Sf3AT SAIGAA HIFASH TAGTHAC
the Project YR (3TS3TsaSd)”

‘Pilot Programme of India Innovation Competency
Enhancement Program (IICEP)”

e il / Funding | fa=mer 3R siganfarehr fasmer (Sroad)
Agency Department of Science & Technology (DST)
gRASTT IS / Project code | 30119486

TRA ARBR & DNeT FATT BT W GA™
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eI AfeTen 3réar / TAdH 60% 3h AT HHPET IS & @Y fhdl o fawg &
Minimum Educational TATdS I 3uTfe

Qualification Bachelor's degree in any discipline with minimum 60%
marks / equivalent grade

31181 / Experience ‘Al I IETRISATT H ST & HJAR A H 2a¥
T 3-]@'3-'{?1’
Minimum 2 years of experience as mentioned in ‘Job

Requirements’

aTgfASHdT / Preference 3FACaR oo aw farafaf@a g 3¢ arufasar &
STEel / Candidates having following will be preferred:

o fe-ufafeer st & wA iR i dees 7 3
gl

Experience in Day to day office work and financial
transactions.

o faf@a 3k AifEs 36N, 7T 3R B & 3o Tar
gl

Good communication in written and oral English,
Marathi and Hindi

o 3MMSEr iere, THUG-31R, 3rp3fear aeawy anfe &
IR &l
Well versed in IT skills, MS-Office, accounting software
etc.

o TGN TISAT / TEAAT F gt 3R / A1 @ ATH
g MTASIRNG TIRAR &7 Jae=

Administration and/or Purchase matters in Government
Organizations / Institutes and Managing Official

Correspondence
SAlT &1 TaRTSATT / Job | eomdyy & fAs=ifaf@a & 3mem $ir Sy §/ Following is
requirements expected from Incumbent:

o RO, Tisic 3R defta afafafdat & saw @ar
Maintain reports, spreadsheets and related activities
o WISfldl HIGAT &I TAU W, Agcaqul GEAda AR

T3 T Teolel 3N IAdTcd el H FERAAT el
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Assisting in maintaining filing structure, saving and
retrieving important documents and information

o AF & AU ok, IMET 3R AT FT IR

Organizing meetings, travel and accommodation for the
team

o oG fawrer & feA-gfdfee & Ty ofeicst / arfafafeat
A GHTET|
Handle day-to-day financial transaction/activities of the
accounts department.

o fau, @lg 3IR wemaa & Hefad @l FAFe@r o
ol 3R e 3f¥eRIr & @y gus 4w
TGT|

Handle and maintain all records related to finance,
purchase, administration and Liasoning with various

authorities, etc.

o ot Uha 3R SA-83W IH3fear TFedIX HT 9INT
HIAT|
Use tally package and in-house accounting software.

o fEfiget Tl Y IMARIRAT F IFAR 3TAWT FHAT T
3R =g 9T dAR R

Preparation of Utilization Certificates and Statement of

Expenditures as per the requirement of the funding
agency.

o URANTAT AV arT Flar 77 FS o ey FA

Do any other work as assigned by project Investigator

fAgfFa &1 wREr /| IR A Toh a¥ by Hafer o fT Ford 31mer hr 3rafer o ferw sgran
Tenure of the appointment | 57 FaraT &, St IRAISTAT & STRY Teet 3R TSamY & ddvsicds
T & e &

Initially for a period of one year extendable for further period
subject to continuation of the project and satisfactory
performance of the incumbent.

TAfRd aRefsar gfa &g | %, 30,000/- to €. 40,000/-

/ Consolidated emoluments
per month.
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3G / Age et & 3ifas fafdr & fear 3maes & 397 35 av & A+

STel gl=il a1fgT / Not more than 35 years as on last date of
submission of application

AT FF L / HOW TO APPLY:

> 3Toeh IFAIGAR HieTollgel 3dea #el & [T el _Fas &Y. rdesd el & 3ifaA

fafr 31 3mrea, 2022 g
Interested candidates may Click here to apply online. Last date of application is August
31, 2022.

> T Uiohar & fT Tgfard SFeeart i gt featien, Ta@ 3R 3 faaxor & a1y 3¢ fa=irdeT
& ST HEAUTST T dTASE W 3Tl &1 AT 3 3FAIGART I Shalel $-Hel GaRT Gl foham
SITEa|

List of shortlisted candidates for selection process with date, time and other details will be
put up on the institute website below this advertisement and candidates will be informed
by e-mail only.

> frfaf@a & 3T gag X Jar 3R acag Rar s
o) 311, A&TT0Teh Aaael, 37e7a 3Te & FAGST H U A0 3R 37 FRi@ma=t
T HIeIhrdT|
) qrdIc 3R FI Wl Bret|

Following will be collected and verified at an appropriate stage:
a) Photocopies of relevant certificates and other testimonials in support of age,
educational qualifications, experiences etc.

b) Recent passport size color photograph.

9¢ & IR A AT JearT / fRevor

General Information / details about the post

1. Agfed 3eurh § 3R aRASTE & F@Tfed o1 fo=r fhdl Fuem a1 H3rmast & Fad: JATd
RRSILE

The appointment is purely temporary and will terminate automatically without any notice
or compensation on termination of the project.

2. TgeFa chidd &l THEiiae TEAT Td IMSHTSTHSIN YOI H A Tebel / IATTOT hT IS Grall oTe
gram|

The appointed person shall have no claim of appointment / absorption in Funding Agency
or in IISER Pune.
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https://docs.google.com/forms/d/e/1FAIpQLSeliRk7i_CeAja4vg2W0em8TkZFEEd2Pzb6sTd97X_wJPhoog/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeliRk7i_CeAja4vg2W0em8TkZFEEd2Pzb6sTd97X_wJPhoog/viewform

3. 3rdeeh HT AT [T & § o IR & TAT o] fAefhiger deum & et 3R erdf
GART ATRA getl|

The appointment of the applicant will be governed by the terms and conditions of the
funding agency particularly applicable to the said project.

4. 0 Y WA, AR 3T AT 3egsd AUIRT Fa Hr Ay 3mdeat s w
3ifas fafdr gefi
The prescribed date for determining the upper age limit, educational qualifications or
experience shall be the last date for submitting applications.

62

. uiRa Af@F 3rgar Ar=gar grea aeafacareat / Geumr & gred gl arfeu|

The prescribed educational qualification should have been obtained from recognized

Universities / Institutions.

. AuIRa Aerforen 3rgaTt / 3regera 3nfe =g § 3R 3eish A g1 A 3FHICaN HIgTchR &
foIT qelTT STet T gehaR =T8T g1ct | ATe; TaATaeT & STaTe # UIed JTdeat sl H&ar e giam,
ot Feft 3FACaRT T ATETTch R AT iatiToleleh T I T G191 | TRASTAT Hedeh, ST
Tfafa T AwiRer & 3R ) faae § @R wgeade et 36T/ 3s1a I earT &
@q §U HIETchR &+ TIT 3FHIGaRT Fr T&IT Fl T 3T WA I AT + GhdT &, 3
3Mdeeht & o # g1 foh I 3MdeeT hic T Hateid &1 H Teft Afeven 3Eard ud 3efsrd &1
3ol |
The prescribed educational qualification/s are the bare minimum and mere possession of
same does not entitle candidates to be called for interview. Where number of applications
received in response to this advertisement is large, it may not be convenient or possible
to interview all the candidates. Based on the recommendations of the Screening
Committee, the Project Investigator may restrict the number of candidates to be called for
the interview to a reasonable limit after taking into consideration minimum educational
gualifications and experience over and above the minimum prescribed in the

advertisement. Therefore, it will be in the interest of the applicants, to mention all the
educational qualifications and experience in the relevant field at the time of applying.

(o2}

7. 3dees & AfaTer 3rEam X / AT 31737 & 3T6T HY A B W HETH TSN & Id 3fefAles
& T T 31T 3R 3eera & 3T AT TG aTer 3FTearT & fre R fwar o
THAT &

Age relaxation commensurate with educational qualification/s and / or experience/s of the

applicant may be considered for candidates having qualification and experience higher
than the advertised with the prior approval of the competent authority.

O
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8. Ife A T 3FHIcaR UHR FGUT FAdl dl § AT USHR IGUT ael & dI¢ STATHI
& 8, A it FEit arel 3FAieart &l e W g frar S adhar g

In case, a selected candidate does not join or resigns after joining the post, waitlisted
candidate/s may be offered the position.

9. TIETchR & T 3UTEUT 81 & faIT 15 Sv/dv Ty 78T glem|

No TA/DA will be admissible for appearing for the interview.

10. fordlT 8 Jeh T HARHA BATS / TA€R / HIR W 5 Al # AR AT fohar sireem|

No interim enquiries / correspondence / communication of any sort will be entertained on
the matter.

11. 3Mafed Ue & fov Taaiifaes, a1 372 frdT off &9 & w3, 31393 dT & & H HAT S|

Bringing any influence, political, or otherwise, will be treated as a disqualification for the

post applied for.

Fodrad / Registrar
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