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INDIAN INSTITUTE OF SCIENCE EDUCATION AND RESEARCH PUNE

IISER PUNE
fe<1Ts | Date: 07-07-2023

. €1 Wil |19, YT 411008, HEIRISE, YR | Dr. Homi Bhabha Road, Pune 411008, Maharashtra, India
T +9120 2590 8001

W www.iiserpune.ac.in

f=T9er €. / ADVERTISEMENT NO.: 33/2023
3-fRra1or 9g & faw s7cff / RECRUITMENT FOR NON-TEACHING POSITION

AT fa=AreT TAET T ITEUTT HEATT (AMSIMSTHSHN) YT FRAAIET Faared & 3eyeensy
3R a1 & AT qANT YHE GEU1 8| Ig Al FEIE g HAToT (3EEd 2020 H
ATH Seerehe fRAST HATT T AT I1T) SarT a¥ 2006 # TS fRar ar=m| a§ 2012 #,
ITEITETHSHR qO07 Y GG & ITATFIA g@RT TET Aged & TEAT & &9 & AN v
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
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 fAeafaf@d ue & fow SR AR F 31T 3T 3HRT T &

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

HAvS AT FETIh (qg-Hiere) /
Junior Office Assistant (Multi-Skill)

01 [37aTRT&IT / Un-reserved]

q< / Post

ye H &I UG
3X&T9T / Number of
Post & Reservation

JITHT (79 iR

TR 4 (FA2T ekl %. 25,500/-) | el AT IReATRAT 3. 48,000/-

% 3ER) / Scale of
Pay (as per 7" CPC)

(eTITHI) |

Level 4 (Entry Pay Rs. 25,500/-). Total monthly emoluments Rs.
48,000/- (approximately)

eAdH Af&IF 38T/
Minimum
educational
Qualification

AT 9rod faRafdearery & iides & 3UTfe 3r¥ar Agdn
gred 15 ¥ aRse ATeaiae (10+2)

Bachelor's Degree OR Senior
Recognized University / Board

Secondary (10+2) from

1Y 3198TTT

Job Requirements

JeuRT faffiea ot 3raTa gemasT (Turger), Afers, sR va o
nfe 7 ea-ufafea & FraTeT & #19 3R 9R & Tg~Idr vers
ExeIl

Incumbent shall provide assistance in day-to-day office work
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9z | Post HAvs FATTT eI (qg-Hire) /

Junior Office Assistant (Multi-Skill)

and communication in various departments i.e. Administration
(Establishment), Academics, Stores & Purchase etc.

aioeid / Desirable | o &t TS WATHeT 3R FT9seie 7 ydiord|
Proficiency in computer word processing and spreadsheet.
o THRY Ufshanstt, fAgaAT 3nfe &1 AT

Knowledge of Government Procedures, Rules etc.
o 3Tl HAR AR 3Teldel e |

Good Communication and drafting skills.

3G HAT/ Age Limit | 3iTeTelgeT 3TdesT STHT et st 3ifaa Tt &l 33 a§ & 3iferes =1eh|

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

AT ATHRY / 9 & IR & Qaor
GENERAL INFORMATION / DETAILS ABOUT POST

1) ue 7d W AATHIT & HJHR & TUT HaNs, FHehlel foharam, aRaget 3R Acrer fRvamr
S 1 TR |
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 TIHR T 15 UL JoTelT (VAUITH) o 7cTaTd 37T g 3R IGURT AR THR /
HEUT & AT & 3TAR 37 o187 S8 Rfehedn, gedt ImEr Raga, 3nfe & fow oy
glamm|

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) feuiRa Afete 3rgar Aaar urea &S / faeafacares / @€uTe & ured gisil a1 T

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

4) AR &9 @ [eretiar / $aqd s 3deent & [T HRT THR & @At & HTar
3 A e & W TATR fohar SITeam | & SFAEaRT St Tg FiATRTd H= gem foh 7 g
UTeY & §hER & 3R 37k UTH 379Y a1d & FAST H AR THR gaR’T el der gamor
qF / cEAES g |

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.
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5) 3Ugd T STl IR AR & & fehetiar Aol ([Geheriar saferd) mdeeni @ g 11 T

T gl
Post may be filled from Physically Handicapped Category (Persons with Disabilities)
applicants if found suitable.

6) TR TaeMmall, AIdSTiaren &1F o 3ushal 3R TXHRY T ¥ reTaeT= Taifeaa 3nfe
H R 3FAIGARI o 3Tdcel ‘3fad Ategdm & AR T TISC JATT 97 o A1 HSAT SATeAT
ARV o 31Tdesh T T gl TR fAFIFT 3eer Ired g1t o Ueh HRled & X 3MTdeeh ol
FIEAFAFT F fear Srwem| graitn, 3 ufr & w0 & ifaw Ay & vgar Hietensa
37AesT STAT fohar ST T1fgvl

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) UIRT g T 3Ear 3N / AT 3HTHT =goTad ¢ 3R 3o A gl § 3FHIcaR
TIA UThAT & fAT JeATT ST o gohaR AL glaT| UTCcT 3Mdcell T F&AT 3HTeh gled &
AHS H, EATA & T ==t Gishar g Gl ura SFelcaRT &l Jellel Giaersises A1 681
o1 81 Hehell o | HEUTET faadet H iR weTcd Qagar & e Afeien g3t iR
313 o MUR W TG FishdT & fIT FellU STl aTel 3EHIGART &l &1 Y Teh 30
AT deh WA 3 Gohell &1 3ATAT, 3FAcart & FAUIRT =geTaw deaar & 31fes,
Haifere aTaT 3 ATEreh g3t 3 3re7era &t G TIa=oT Yl e i) et gfshar &
SR gEaTaSi ATeaT ST AT fohdT STUaT |
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.

8) TIA UTohdT oh GIRTeT AR oh YR IR Yar hl FE&IT fHesT & Tehell g

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

9) F Mg AT, e garst AR / A1 HegHa w1 AUROT HE Hr ARG AR
3TATST TGt STHT et i 3ifasT fafd giaft|

The prescribed date for determining the upper age limit, educational qualifications
and / or experience shall be the last date for submitting online applications.
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10) TEAT & AR HAUTRIT & T 37 7 50 a¥ Teh 1 Fe &

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

11) EFHRY TS H IR AT Fear), fSegisr 3TTarssT e ST et ar 3ifas
ff oo HeftreT &9 # | @ %A 3 a¥ T FIAT 3R R Far 1 §, 3¢ 39 31y
AT F 40 T Y Y TF T B

The upper age limit is Relaxable up to 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) gclte g @1 o A= dr 3afd & faw du w@r sieem i F$ AT 3FgaR
PIRIAGUT AgT HLAT § AT HIYAGUT Flal & dIG, TF Helel o 7SI STATPRT ST g, dl TciveT
G arel 3FHIGaRT &l ug T dRreher S ST Hehdll B

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) 38 ATHA H fohdll #T Teh R T IHARA Yoo / THRR / FOR W {Gar 787 fmar S|

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

14) fRdT 3t RE FT TS IT JTAT a1, AT Ug & ToIT AT & &I H AT

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

15) fordlt 8t oRE & 31Ot a1 3r9Afee faa”oT arel 3Tt FeihR g1 fehT STdaT |

Applications incomplete in any respect or having inadequate details shall not be
accepted.

T4 H¥ FI¥/ HOW TO APPLY:
3feTelgeT 3TTdeeT STHT el U Ugel HUAT el A& 1 eare @ ug |

Please read following instructions carefully before submitting an online application.

3T JTdT 7 T aTel 3FAICART &l 3TTAGe Flal T AT FAdl & | HAATSeT AT
STAT T $r 3faw fAfd 28-07-2023 § 1

Candidates not having required qualification need not apply. Last date for submitting
online applications is 28-07-2023.

37TACeT Y 3TAcsT T 815 hrdT Aolal T 3T AT 8T &1 BTellieh, ST foh FW HHH 6 H
AT AT &, T 3Macent o 3RIT ATETH I 3dcaT Aola T 3TaTHar g

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.
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ATl ATEST G e dlel 3FHIGIR Al 3des e & v faemaer & &
39cist “Apply Online” foieh TR fFereh &l | $UAT JHIAASH 3TdesT Y& A & Ugol
cAfcaTel faaRor, Feadr fdavor, deeit &1 faavor, 3rqera faavor, 3w g faaor,
IrEdIe TR & BICHITHh $H AP HIUT (1 THET F HH) 397 98 W 3R Bex a1 39
3THeIT T Toldel 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 3Tk 9T His[e SIS T A1 319 13+ fdehod H FEGGY #1e &, al HUAT "Other” Tot
3R 3T T 7 U F7 A Sof FL

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.

g 3Mdee o ATdT ured 915 / favafdezmes / §eanr ¥ grey e/ @eR / 3Refes
geefd & AreaH A favafdedmery 3ejere AT (Foie) garT gAlfed f3af, aregshe qur
&Y foram § d UAT ‘Specialization’ T # IHHT Jool@ A IR B 34T Turet
Specialization 31T ‘GIEY - HHTGTHE FRATHA' Gl 1 |

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.

Areffiw/ahde & ary 9 3ifas oo d@efRa faeafdearery / @¥ue gant few o ¥
& TR FTII (%) H gRafcld steh Faftra &ure # o |
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.

37737 T TIa0T Gof T AT HIS T G AH AR G v fored | wiaree &t 1 st
o Y| e 3TN, "Pay Scale” FieH & T TAa0T fAe=TofaR gof fohar STl =1fe :
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) IfE 3Tdesh 6d dAAHTT o TR dclel Yol Y IGT & / T 6T UT: Shd ol UG T dcled
a3 31 I3 I o7 FL (3ST8X0T — PB 3 + GP Rs. 5400/-)1

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) I 3Tdce 79 AAAATT & TR Aol UTecl FX T@T & / T TgT AT: el TR Gof Y
(3STETUT — Level 10 AT Level 11 ST 8 fFRufa &)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).
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3) TS 3Mdceh AIdslioleh YA (NTHY) H 1A T T & / X @ AT "NCHY - (Fhol

)" &<F Y| 38TEX0T: PSU-18000-2400-26060

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

4) IfE A FATRA ddeT UTed X 8T & / T I@T AT - "TATPT Idad” gof Y| 37U
“Cons. Rs. 55000” a1 “Cons. Rs. 78000.

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

WﬁW/WWﬁMW?%@HﬁWW/ Uelealial / 3oeTdel & HATHA
A, AT T 32T IRl & AT 3ETel Giehed H Seoll Y|
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.

3T YIFT F qUT F3a0T & AT 7 3MTdeeT Sl IR faHar ST Jehell &1

Application may be rejected in the absence of the full details in the required format.
3TTdcsT # MR TET T IS STTRRT I haATH 12 "Any other relevant Information” & 37cdaTd
RuaTsaaT A g F e AT T Thar & |

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

e A F & de, "Preview" SeoT W Fereh | FUIT 3R fashed & e diey <u
3R I e i A9 &7 T hax 7T har I=T & Al ISt Afolel FATGTST |

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.

Preview 5& & 3id # 11T, ‘Declaration’ & foIT fqU a7C Sferdt # freteh Y| ATaGeT STAT FXa
¥ TEd, 3 gU Irdee 1 ‘Reamse ax & fav e sed W Fas F1 $9ar v 9fd 3ga
Re1s & faw &)

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.

3TAEsT STHT ST & §IG 1Y ‘HEUT / HUIe / Feet & TIT HTdeeT &l YeT: YToe el oY araar|
TS AT F FHAAAF AT F & a6, 3FAIGART FT JHlAcga JragaT &
sfeaf@a $Aa W va ATe)-Saes Tad) arod geit (ITS 3Tt S SAdiFd H oal [Heldl &
ar ‘T WlesT &1 AT &) | T IihAT & foT Fhad "3iiTdse 3Tdead" STAT ael dral
3FAGART R &Y faaR fmar ST |

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.
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fohE 3Tdgaheh Teh & 3T¥H ATdeed et T AT H 3T hadl Tdlddd 3TdeeT X &l f[daR
fopar SITTaT|

In case of multiple application of an applicant, only latest application will be considered.

Fae feforee T o 3erigant i & $Ae garT g fFam seem| swfaw, Foem @R
gfaer & faw sifaarse srdee 9= 7 afrw §Aa 13w 3R A da€ F7 3009 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.

el ar 3Efleart # TIA UfhdT & AT gomar S| Jdesdt @ fEAtaid
FAVHATOIT &St el gla :

1. 3G & gada & yAOT 9T

2. AT8YeR 37T I 37eh T 3R JHTOT T

3. 3Tdest 97 H Sfeel A 3aeaeh faaioT & AT 3HeIs7d YATIT I

4. TS Tt H T 3o SR & GHIA & eEcrdol

All eligible candidates will be asked to attend 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.

eIde SR & folw HEUT T dearge &t fAafAd &9 4 3d|

For updates, Institute website may please be seen regularly.

Foqtaa / Registrar
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