l Ilr) INDRAPRASTHA INSTITUTE of
| INFORMATION TECHNOLOGY DELHI
(A State University set up by IlIT-Delhi Act 2007, by the Govt. of NCT of Delhi)

Advt. No. 08/2021 Date: June 18, 2021

Advertisement for Non-Academic Position
Online applications are invited for the following position at the Indraprastha Institute of
Information Technology Delhi (I11TD), a State University established by an Act of the Govt. of
NCT of Delhi:
1. Junior Manager: 01 post

The employment to the above post will be full-time, for an initial period of one year on a
consolidated salary basis, extendable based on performance and requirement of the Institute.

Essential Qualification & Experience:

Post Graduate in any discipline or equivalent* with good academic record (at least 60%)
throughout all degree/s and minimum 01 year’s relevant experience.

*Equivalent: All such bachelor's degree programs have a time duration of 4 years or more.

Desirable:
Working experience in Educational Institute/ R&D Organizations/ MNC of repute.

Key Responsibilities:

To provide secretarial support to the Founding Director of the Institute;
Travel arrangements;

Organizing meeting;

Record-Keeping, tracking, filling etc.

Any other responsibility assigned from time to time.

Preference would be given to those having:

e Ability/experience in arranging meetings, travel arrangements;

e Good interpersonal and communication skills in English and Hindi (both oral and written)

e Experience in managing the office of the top/middle level executives in corporate/academic
institutions.

e Knowledge of MS Office.

Consolidated Salary:

The monthly consolidated salary will be in the range of Rs-40,000/- to Rs. 45,000/-.
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General Information/ Conditions/ Instructions:

1. Age limit: The maximum age limit is 30 years.

2. Appointment to the post will be on a contract basis for a period of one year only, which can be
renewed based on performance and requirements at the Institute.

3. Prescribed qualifications are minimum, and the mere fact that a candidate possesses the same
will not entitle him/her to be called for a written test/interview. In this regard, the decision of the
Institute/ Screening Committee will be final, and no request in this regard for reconsideration etc.,
will be entertained through any means.

4. Screening of the applications will be done based on the provided information in the application
form. Accordingly, a candidate should give optimum details in the online application.

5. Shortlisted candidates will be informed for written tests/interviews through registered e-mails
only.

6. The Institute reserves the right to restrict the number of candidates for the further recruitment
process to a reasonable limit based on age, qualification, experience, etc.

7. The Institute also reserves the right to reject any or all the applications without assigning any
reasons.

8. Eligibility of a candidate to the post will not automatically mean that he/she will be shortlisted
and called for a written test/interview. No request in this regard will be entertained for review etc.
9. The selected candidates will be expected to join within one month from the date of the Offer of
Appointment.

How to apply:

Candidates shall apply online on: wwwv.iiitd.ac.in . The last date for applying online is July 09,
2021, by 5 PM. Incomplete application will be summarily rejected.
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