DEPARTMENT OF ZOOLOGY Telefax: 011-27667985
UNIVERSITY OF DELHI Phone: 011-27667212

DELHI-110 007 (INDIA) 011-27667725
(Extn.1408,1409)

Website: www.du.ac.in
Fax:011-27667443

Ref.No.Zool./DU/SAP/Advert.2021
Dated: 26" November, 2021

ADVERTISEMENT

Applications are invited for one post of Secretarial Assistant under the budget head of “Hiring the Services of
Technical/ Industrial/ Secretarial Assistance for UGC-CAS-VIII (SAP-Il)” in the Department of Zoology,
University of Delhi, Delhi-110007 on contract basis for the period upto the duration of Programme i.e. 31% March,
2023, with revised consolidated salary of Rs. (Basic Pay + DA) P.M. as per Delhi University Rules.

Eligibility Criteria:
Essential Qualification:

1. A Senior Secondary School Certificate (+2) or its equivalent qualification from a recognized Board/
University/ Institution with recognized University.

OR

A Graduate degree from a recognized University in any discipline with working knowledge of Computer,
good communication and account keeping skills.

2. Diploma/ Certificate of minimum 6 months duration in computer Application/ Office Management,
Accounts or equivalent discipline.

3. Having a typing speed of 35 w.p.m. in English or 30 w.p.m. in Hindi Typewriting through Computers.

Desirable: i. Atleast 7 years of experience preferably in the field of Computer and Official work in a
Government Department/ University/ Education Institution.
ii. Knowledge of tendering work on C.P.P. Portal.

iii. Knowledge of Purchasing/Processing of equipments on GeM portal.
iv. Knowledge of handling the different Science projects.

v. Knowledge of Auction of Science Absolute Equipments.

vi. Knowledge of Stock Verification of Equipments.

Age Limit: 30 Years (Relaxation of age as per University of Delhi rules).
A test for this post will be conducted in the following manner:
1. Skill Testt 0 ,gtoﬁ _ m cmalio‘a’t? tgﬁeol o ALA m]a'@; MMM
w‘ e A(:t'\’ éh—t e 2

The Department reserves the right to change the nature of advertised post or not to fill up the vacancy without
assigning any reason.

Interested applicants fulfilling the above criteria are required to download the application form & submit their
applications through “Registered Post/ Speed Post” to the Section Officer, Department of Zoology, University of
Delhi, (North Campus), Delhi-110007 along with self attested certificates in favour of The Co-ordinator (SAP)/ the
Head, Department of Zoology, University of Delhi, latest by 22" December, 2021 (Wednesday).

Incomplete.application will be rejected.

T

(Prof. Umesh Rai)
Coordinator CAS-SAP Programme/ Head of the Department
Department of Zoology, University of Delhi, Delhi-110007

Programme Co-ordinator CAS (SAP)
Department of Zoology

University of Delhi

Delhi-110007
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Phone: 011-27001206
e-mail: dugiscell@gmail.com

Ref. No.: Fin./GIS/Zoology/SAP/l9/t Tof
Dated 18.11.2021

The Co-ordinator

Special Assistance Programme
Department of Zoology
University of Delhi

Delhi - 110007

Sir,

This has reference to your note ref. No.Zool./DU/SAP-Prog.2021, dated 08.10.2021,
regarding approval of Pro-Vice-Chancellor for appointment of Secretarial Assistant on
contractual basis under SAP CAS-VIII Programme, on consolidated salary: of Rs.18,960/-
p.m.

In this connection, it is to inform you that as per our record, an amount of Rs.5,929/-
only is available under the budget head ‘Hiring the services of
Technical/Industrial/Secretarial assistance as relevant to the programme (for
programme duration only)’, UGC-SAP CAS-VIIL Therefore, you requested to pursue the
matter of release of grant with the UGC, so that the matter may be further processed,
accordingly. .

Yours sincerely,
A WV
Wi
Section Officer




