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INDIAN INSTITUTE OF SCIENCE EDUCATION AND RESEARCH PUNE ‘
<f. 8l WIHT A1, YU 411008, HEIRTSE, HIRd | Dr. Homi Bhabha Road, Pune 411008, Maharashtra, India
T +912025908001 W www.iiserpune.ac.in “SER PUNE

f&stTer | Date: AT / March 01, 2023

fa#T9eT &. / ADVERTISEMENT NO.: 11/2023

IR-FreTor ug F AT At / RECRUITMENT FOR NON-TEACHING POSITION

AT faileT RIGT Td 3@l T (MSINSTHSHR) Yo iy faemer #
g 3R ST & AU qANT 9HE A §| I A JHH G #AerT
(3P 2020 F AT el fRUET FAT w fAm T garT a¥ 2006 #F Tfd
fopam aram| a¥ 2012 #, NEISTHSIHR U7 I FHG & AAAIH @RI TET Hged
& TEUTT & ®T H G fhar =)

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
the year 2006 by the Ministry of Human Resource Development (renamed as Ministry of
Education in August 2020). In 2012, IISER Pune was declared as an Institute of National

Importance by an Act of Parliament.

T fAFfoaf@d g & o $IRAT ARRST & A8 3TdesT JHFT HAT &

Institute invites online applications from Indian nationals for the following position:

9g / Post HAvS FETET TeAH (TE-HIRI) /
Junior Office Assistant (Multi-Skill)

el A &I U4d | 01, 3EART&dT / Un-reserved
3&T0T / Number of
Posts & Reservation
qaaH (74 WA | TR 4 (I I T 25,500/-) | P AMER IRATCUA .
& 3THR) / Scale of | 47,000/~ (STTT)|

Pay (as per 7" CPC) | Level 4 (Entry Pay Rs. 25,500/-). Total monthly emoluments Rs.
47,000/- (approximately)

ATH AeTeh e | AT Tiod TaRaidearerd § Filde $H 3Ue 34ar A

/ Minimum e S & IRws AT HS (10+2)

educational

Qualification Bachelor's Degree OR Senior Secondary (10+2) From
Recognized University / Board

FRT 39T ey faffiest faoment 3rata wemast (T, dfeis, ¥R ua

Job Requirements | T 3fe 7 RA-vwfafea & FrTag & &5 3R dar &
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g / Post HATS FEATST TeAH (Tg-HIRI) /
Junior Office Assistant (Multi-Skill)

HETIAT STl |

Incumbent shall provide assistance in day-to-day office work
and communication in various departments i.e. Administration
(Establishment), Academics, Stores & Purchase etc.

aioeld / Desirable | o FTI a8 GATHT IR FsMe # yaiorar|

Proficiency in computer word processing and spreadsheet.
o TN ufshanatt, AT 3nfe 1 A

Knowledge of Government Procedures, Rules etc.

o 3TOT AR 3R Te@s Hierd|

Good Communication and drafting skills.

3 HAT/ Age Limit | 3ieTellsel 3Tdes ST #el @l 3ifde fafd &1 33 a§ & 31fes
sTeT |

Not exceeding 33 years as on last date for submitting online
applications.

AT AR / 9 & I & fQaror
GENERAL INFORMATION / DETAILS ABOUT POST

1) 9g 7§ @A IdTAET F TR § dAT AGMS, FA R, aRage AR FA
Rrem 3 o T §

Post is as per the 7" CPC pay scale and carry allowances like Dearness, House
Rent, Transport and Children’s Education as admissible.

2) Ug R WHR I a5 YT AT (TANTH) & 3ideid 3ar § 3R geeamdy 9Ra
WHR /| T & A7dAl & 36aR 37 o S8 Rfdcar, gedr amr Rard,
e & forw a3 gl

Post is covered under New Pension Scheme (NPS) of Govt. of India and incumbent

will be eligible for other benefits like Medical, Leave Travel Concession, etc. as per
the Government / Institute norms.

3) fauiRa df&res 3gar Agar urca a3 / faeafacarery / @ue & grca g arfgul

The educational qualification prescribed should have been obtained from recognized
Board / University / Institution.

4) IRF w0 F Aperier / aqd A mdewt & fav aRd wWar & fFAr &
ITER 3 A P &t W faaR fhar S| 0f 3eficart & I8 giaread e
gRT fF I B¢ U & gEER ¢ 3R 3% 99 3 ad & FHYT H AR WWER
garT fAeRa dur gATT 9 / gEdEST g
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Age relaxation as admissible to Physically Handicapped / Ex-Serviceman applicants
shall be considered as per the Government of India norms. Such candidates must
ensure that they are entitled to relaxation and possess the valid certificates /
documents prescribed by Govt. of India in support of their claim.

5) 3UgFd UIW Sl W ARG &7 @ fashoriar Aol (fqeperier egfea) mdeent @ uq

FRT ST GehaTT B
Post may be filled from Physically Handicapped Category (Persons with Disabilities)
applicants if found suitable.

6) THRT T, HdSifeler & o 3usheAl IR WA O AN 3q@eneT woifeaat
sfg & FRRA 3FAGaRT & Adea 3T Argd ¥ 3R TF TS gAT 9T F
QY AT AT ART fh e & T g W AP 3meRr 9red gl & Teh
HEA & IR 3Tdeeh A HAFFd A &I e greris, AT 9fd & & A
M Ay @ ggar ST e JAT FAT ST a1fgu|

Application from the candidates working in Government Departments, Public Sector
Undertakings and Government Funded Research Agencies etc. should be sent

‘through proper channel’ and with a clear certificate that the applicant will be relieved

within one month of receipt of appointment order, if selected. However, an online
application should be submitted before the last date as an advance copy.

7) AR 3maeash AfeTeh 3Ear 3R / AT 3173T ~PATH & 3R 3eTeh AT gl § 3Fecar
TIA IfhaT & fIT e ST o geheR 18T 8laT| WTC 3Tdesdl T T&ar 3ifaew gl &
A A, GEAT & fow =@ yfshar gq @il o 3riicart & Joller iaersias
T GHT AL g1 Hehell §1 FEAT a0t & iR sgofaadr degar @ s dfds
3ear3t 3 IHTHT & IMUR W =TI Ifshdm & AT Jow S arel 3Fdeart @
TE&IT A T 3O @ ae @fAd & Todr g1 a9ty 3FAGaRT & fuiRa
“IIH AT O TR, e & A AfaTR WSt HR 3qerd QU faERor
T AT TRV Th GihAT & SRIeT aEdTdel AIEdT T Heade fhar S|
The prescribed essential educational qualification and / or experience indicated are
bare minimum and mere possession of same will not entitle the candidates to be
called for the selection process. Where number of applications received is large, it
may not be convenient or possible for the Institute to call all eligible candidates for
selection process. The Institute may restrict the number of candidates to be called
for selection process to a reasonable limit, on the basis of qualification/s and
experience higher than that of the minimum prescribed in the advertisement. The
candidates should therefore, furnish full details of qualifications and experience

possessed in the relevant fields, over and above the minimum prescribed.
Documentary evidences will be verified during the selection process.
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8) TIA UThdT o SRIA TALThdT & YR W el ol TE&AT fHeeT g Thall gl

Number of posts may vary depending upon the requirements during the selection
process.

9) FWr MY A, Aferer IEATNT 3R / I IegerE A FURT A hr AURA At
3TeTelSal 3TdeaT STAT el Sl 3T Aty gl

The prescribed date for determining the upper age limit, educational qualifications

and / or experience shall be the last date for submitting online applications.

10) HEYIT & AR HAAMRAT & AT 3G & 50 a¥ T & ge ¥l

For internal employees of the Institute, age is relaxable up to 50 years.

11)TERT TIdaAT H AR ARG Far, Segiad ATdsed e AT Fled dr
sifae [y g efta &9 & &7 F A 3 ¥ & TafAEad IR oRax dar #r §,
376 I 3N AT H 40 a¥ A HY TF Be B
The upper age limit is relaxable upto the age of 40 years for the serving regular
employees in Government Organizations who have not less than 3 years regular and

continuous service in the relevant field as on the last date for submitting online
applications.

12) gy ¥ # o A f 3EfY & v du @ Snwem afy e 9afag
SFACGAR FHRITEUT T8 Sl § IT FRITEUT el & ¢ OF HALlT & 3T SEH
T B, ar et R arel 3FAGart S ug T 9her T S Fehell g

Waitlist shall be kept valid for a period of six months. In case, a selected candidate
do not join or resigns after joining the post within 6 months, waitlisted candidate/s
may be offered the position.

13) 30 AHAA H frdl o YR A FARNA oo / TIER /| §aR R aar 7@ fmar

SITUTT|

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

14) frar ot RE T ToT=ilicdeh IT JoTAT gad, Adfed 9g & v 3Tegar & & H

HTAT SITUAIT|

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

15) R off aE & 3rquT a1 3roied faaRor arer 3mdes FER g U STee|

Applications incomplete in any respect or having inadequate details shall not be
accepted.
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T4 H¥ HY/ HOW TO APPLY:
3ifeTellgel 3MdesT STAT #el & Ygol HUAT eAfoli@a Hdelt 3 eaes & 9g |

Please read following instructions carefully before submitting an online application.

INTET FTAT 7 TWS TTe) SFAICIRT T 3TAGT et ST ITIRIhT oTeT g | ITAdATST HTdged
STHT F& i ifaw A AR 22, 2023 F |

Candidates not having required qualification need not apply. Last date for submitting
online applications is March 22, 2023.

37TACT ST 3TACsT T 8T8 AT AT T ITIThdT oTe! & gTllfeh, ST & FW HATH 6 F
AT IRAT &, T 3MTdcant I ‘3T ATCIH A’ 3Tdce Alal I HTT2ThdT ¢ |

Applicants need NOT send a hard copy of the application. However, applicants as stated
at Sr. 6 above need to send application through proper channel.

ATl ATAGST &l G el dTel IFHIGAR JTeTellsel 3Tdeed e & fav faamder & o=
39eist “Apply Online” foidh WX faFereh X | T IS e Y& Al d Igol
qIAUIE 3R & BICIATE ST TIFE DUl (1 THT F ) 390 98 W 3R e Fr 3797
SEHRCIT F Holdel Y|

Candidates fulfilling the eligibility criteria may apply online by clicking on the link “Apply
Online” available below this advertisement. Please keep personal details, qualification
details, details of references, experience details, other relevant details, soft copy of the

passport size photograph (Less than 1 MB) with you and printer attached to your desktop
before starting the online application.

I 39 gre Alsye 3uTfer &1 A1 319 37367 [ehed 7 Fellaeer 7T 8, dF 9T "Other” ot
3R 3T T & 3 & A1 got A

In case, the name of the degree that you possess is not listed in the drop down option,
please select “other” and then enter the Name of the Degree in the appropriate field.

i 3dceh o Aedar wied ‘A / farafacred / deuer @ quEy fem / gEEr /
37erhifereh qefd & ATEIH & favafdearerd 3eger 3T (eie) earT egated f3am,
UIeTHA YU & T § dr HUAT ‘Specialization’ T H 3HAT oo Y 3T fhT 3¢
T # Specialization 3rUTd GIEY - IhIGTHS TR &of |

In case the applicant has completed the ‘degree/s, course/s approved by the University
Grants Commission (UGC) through ‘Distance learning / Correspondence / Part —Time
method from the recognized Board / University / Institution then please mention in the

‘Specialization’ field and then enter specialization i.e. ‘Distance - Academic
Administration’ in the same field.

Ao/t & @y aif¥g sifaq aRome geafta favafacarer / @ ganr few aw
A & ITAR FTRId (%) H gRafcdd ath Feftd T # o |
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Final result declared with CGPA / GPA to be converted in Percentage (%) as per the
formula given by the respective University / Institute and to be entered in the respective
field.

3IHd T TAROT Gof Fd HAY HISA &1 G oA1H 3R g0 vear forgd| wferea st &
AT & Y| $Hh HATET, "Pay Scale” Hiord & IHcd fAaRUT fAFITaR gof fohar STt
Bl

While entering the details of experience, write full name of the Organization and complete

designation. Do not use abbreviations. Further, details under the column “Pay Scale”
should be entered as under:

1) I e 63 A=TART & THR dolel Yo T @1 & / A QT AT: hdol 9e HT dolal
33 3R I3 Ia g X (3880 - PB 3 + GP Rs. 5400/-)]

In case, an applicant is/was drawing a salary as per the 6" pay scale: Just Enter Pay
Band and Grade Pay of the post (Example — PB 3 + GP Rs. 5400/-).

2) TG 3MACH 79 IAAAT F AR el IIod X @1 § / FX 6T AT Fael T Gof L

(3STE0T - Level 10 a1 Level 11 &Y s Rufa &)l

In case, an applicant is/was drawing a salary as per the 7" pay scale: Just Enter Level
(Example — Level 10 or Level 11 as the case may be).

3) ARE 3rdceh WidSIlded 3ushA (NTHY) F FHA H @M § / N W@ AT "Newy, - (Fhel
fard)" gof FY| 3GTe]OT: PSU-18000-2400-26060

In case, an applicant is/was working in PSU: Enter “PSU — (Write Scale)”. Example: PSU-
18000-2400-26060

4) I 3Mdcew TATRT ddeT WIed X T & / I @ AT - "TAfRd ddel" gof Y| AT
“Cons. Rs. 55000” Ir “Cons. Rs. 78000".

In case, an applicant is/was drawing consolidated pay: Enter “Consolidated Pay” i.e.
“Cons. Rs. 55000” OR “Cons. Rs. 78000”

Wﬁﬁ?@ﬁ/@%ﬁmmgﬁfﬁmqﬁwgﬂﬁ@/m/m
& #HS A, AT Gl 3Taeyeh fqaxolt & Ay 3erel afFd & ook wX|

In case of re-appointment / promotion / Up-gradation in different scale while working in
the same organization / Institute, please mention on the subsequent row with all required
details.

3RS IR F qUT FAaR0T & 37377 3 3MTdieeT bl eI fahar St Hevel B

Application may be rejected in the absence of the full details in the required format.

3MdesT H AT T Fr IS5 AFASRT FT HATF 12 "Any other relevant Information” &
et ST 9T T # TeT H gt fhar ST ashar g |

Information not covered in the application may be entered in brief in the field at Sr. 12
“Any other relevant Information”.

e T Fe o a1, "Preview" Feel W fFoleh Y| HUdT ST3N fdhed & e dieg ¢&
3R I Mie T 9T 83T T HaT I1 RAT I=AT & ar U ATl TARNTST Y|

After you complete the application, click on the “Preview” button. Please see the print
preview from browser option and adjust page margins if printable area is not covered.
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Preview 53 & 3id # ST, ‘Declaration’ & U fqU arC Sy # foereh Y| 3TageT ST
A § T, IR FU 3Mde 1 ‘Riesmse aa & v "fie” gea W Fas 3 Foa1 o ufa
I Rapis & fow @)

Go to the end of the preview page, click in the box provided for declaration. Before

submitting the application, click on the “Print” button to take printout of the filled
application. Please keep one copy for your record.

3MdesT STHAT #el & §Ie 39 ‘Heol / FulesT / Heot & v rdes & geT: 9red =7gh
H UIUA| HIAAST AT 1 AHAAAF FAT FXA & aIG, SFAIGART P ATeTelrsaT
e #H 3oaf@d $AT W T IHA-AARs gadl wred @Rt (Ife 3muer sAe
sAdiged H oJ81 Aedr § daf ‘T Blesy & AT w)| I Ifhar & AT Had
"IFTTASH 3TAGa" STAT el dlel 3FHIEART 9 & AR fhar Suer |

Once you submit the application, you will not be able to retrieve the application for
printing/ editing / reference. After successful submission of online application,
candidates shall receive an auto-generated acknowledgement on the email
address mentioned in an online application (check spam folder in case you do not find

in email Inbox). Candidates who have submitted “Online application” only shall be
considered for the selection process.

Fad eiefaee fFv v 3Ffiqant # & $Ae qErT gfa fFar sreem swfaw, F9ar @9 R
$r glaer & fw siferense srace oF F wfrT $A w3 AR Aasd da F Ieaw@ F|

Shortlisted candidates only will be informed by Email. Therefore, please mention

active Email address and Mobile Number in the online application form to facilitate
communication.

gie Tl Gishdr & v 3rdeshi T gordm Sl &, a 306 Weafaf@d Fa-acaiad
Tdasl olel gial:

1. 31 & gAda & gA0r 97

2. Af&Yw IET T 3 T AR FHAOT 97

3. 3MTdes 9 H 3fceld 3maedes fqaor & @Y 373d FATOT I

4. 3ieTeTSsT 3deet H TEdd 3T SRl & FHAYT & gEdrdst

If called for the selection process, applicants will have to bring following self-attested
documents:
1. Certificate/s in support of age
2. Mark sheets and certificates of educational qualification
3. Experience certificate/s having required details as mentioned in the application
form
4. Other documents in support of the information submitted in the online application.

AT STARRI & T U $r dqdrse &I fAafAd §9 & ¢4

For updates, institute website may please be seen regularly.

Foqtad / Registrar
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