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formru= s/ Advertisement No. inStem/Temp/02/2024

WRA TR & [ A STenfieh! #ee & S Seifiehl fvmT  ded U W@ §6M, Jo SR 99H T g Aty dem
(DBT- inStem , www.instem.res.in), am 3R o5& SRR ¥ SFTUHITEH FIY o STUR T Hewh To TR & A
HETIH(TATIER) T Fgfth & foq sifes s smifia #ar 21 The Institute for Stem Cell Science and Regenerative

Medicine (DBT-inStem, www.instem.res.in), an Autonomous Institute under the Department of
Biotechnology, Ministry of Science and Technology, Government of India, invites online applications
from eligible and interested candidates for the appointment of Secretarial Assistant to Director and
Registrar on short-term Contract Basis (Unreserved).

ug /Position: wfusta wem@s®-02(3) / Secretarial Assistant (Temporary)-02 (Two)

= euer/Job Requirements:
o au@ o ¥R o 2y &/ Taking dictation and typing letters

o TR IR ARINIT THMAT H wWEHT (3R R Im-smenfa)/ Handling incoming and outgoing
Dak/mails (Electronic and paper-based)

o B W SURYA L&A1 AR NG Al WewEaT FAT, FERel w1 yeed 3 vevErE A, D Mo & wre S
w1 weed wm/ Attending telephones and assisting visitors, Managing & Maintaining appointments,
Managing information with utmost confidentiality.

o LM YT T /i i @ifsfesm w smaeHl/ Travel scheduling/booking and organizing logistics.

o fiwe % Foiet/ wHIRw % weud w1/ Managing calendar/appointments of Director

o Irgr/fewes wrfea & fav wefe, Remd, FRiaT TEE, st & 3d e S8 wE w1 e e/ Organizing
functions such as filing, stationary, office maintenance, tour claims etc for Registrar/ Director’s Office.

o 3% U FEHA e & meE &em/ Organizing meetings and events etc.

®  TIATCHR, 93 M ARG F § qfwR R aeld @9e™ & oy dush e e 3R o= Fafa safas w/t &
fau fafi=r i dam s/ Liaise with campus and outside community in organising interviews, meetings,

etc Preparing various reports for and other routine office work
srravaes araard/ Essential Qualifications:

o TR =y Staforw e % @y was/amast/ Graduate/Post Graduate with a consistently good academic
record
o ISt diew @R faew & @ § fgurr/ Fluency in English speaking and writing skills

o 3wl =R e/ Good communication skills

l|Page



o Fwpt/aE WMfdT Hiredw/sHifRe g @ i@/ Familiarity with Computers/ Word processing Software/
Office Automation

o fwE wa/wsa w1/ Record Keeping/filing

ArS-T A=At S argwa/ Desirable Qualifications and Experience

o frafim wi/ART &I wWdd &1 ¥ yEua & f awar/ Ability to draft routine letters/notes independently
o AW 98 W TH-Al a4 H 3gwa/ One - two years’ experience in similar position

o =g 3 & # war/Fluency in Kannada and Hindi
witeres arivsrties/Monthly Remuneration: s3war & e (X 40,000/- & % 52,500/-)/ Commensurate with
experience (340,000/- to ¥52,500/-)

Frder/Tenure: =wg wéw & fau d@foer frafe, smavasa o wife i wdtar & smam w Tefiwoia/ Contractual
appointment for 11 months, renewable based on requirement and review of progress.

st @t adreRt/ Mode of Applications: Saa siesT oToe Wi fhe Sme foredt 1= aream & wiw 3fTee w@a: & e
& fear smn/: Only online applications will be accepted. Applications received through any other mode shall

stand rejected automatically.
arraea g1 /Application Fee: s=1/Nil

g/ Age:: fommam &t sifam fafer o srgem stfemmm: 35 a9 & & 359 IS el IFEET o fog o1y # g W Rem
ferar e/ Preferably below 35 years as of the last date of advertisement. Age relaxation will be
considered for candidates with higher experience.

=a= wisear/Selection Process: == i # faflad SR v olver nfier grfil st @ ffaa ol @ siefaee fhg ST 3=
RIS Tt # T T o oI et Sem S d faftad s e wer S % g s@dar s, T @ee fafad e #
o a1en frar srem/ The Selection Process shall involve a Written and Skill Test. Those who are shortlisted

in the written test will be called to attend the skill test. Those who qualify for both written and skill tests
will be selected as per merit in the written test.

HATEATS STTaE I & i sifaw fafe/ The Last date for receipt of ONLINE applications: 20 wwait 2024 /:
20t February 2024

Aeed FH H/ How to apply: 3w=o®% Iefigar - 3eew J@Eme - wRE - ger  fRef(
https://www.instem.res.in/jobportal/ ) w & 37 & @eha 21 Interested candidates may log into the DBT-

inStem website — Careers — Open positions (https://www.instem.res.in/jobportal/)

g uftfufaai/General Conditions:
1. T ST 1 TET AR W @IS e S o g| gely # foret oft wem w faem 7@ R smem/Incomplete
applications shall be summarily rejected and no correspondence in this regard shall be entertained.

2. Sefieai 1 7 GRfEd wEr e o6 o fogma J i ae@r ameet s 9o i €/Candidates must ensure that
he/she fulfils the eligibility criteria as stipulated in the advertisement.
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3. Tl qrET I qrar  Aecadul fafer A Saed W e i sifow fafyr & e 7 fraifid & smar/ All eligibility

conditions will be determined with reference to the crucial date of eligibility i.e., the closing date of receipt
of applications.
4, IigaRl I galtg &t St © fof o amaed oo 1 ffeamse staw uw wdl/Candidates are advised to keep a printout

of the application form.

5. it o T & wgey e W e, FRfE A ety o aie @ Heaw i e W fndt enfll/The engagement
shall be purely on a contract basis and period of engagement shall be purely dependent on the requirement
of the Institute.

6. TE Gt e ¥ Uh rearht FRpfh €, AR = foredt oft sefieam s foredt frafid ue o s Sen o e wogw A e s

Hart/ag o wiosr § Ica= B areft foret oft fofr o Racmes Tenfies an fFarfirdiertor & foredt oft ara w1 stfeer 7€t ar 21/ This is purely

a temporary appointment, and selection does not entitle a candidate to any claim whatsoever of
permanency or regularization against any regular post or any vacancy arising in the future in this or any
other cadre/post on the basis of this service.

7. TET HHfohd da- o 4t 718 |iET H St /agrat aa s wehat 21/ The Institute can fix the consolidated salary lower/

higher in the given range.
8. 39 98 & fo fius, 9w, I=gd, Afewar v, afwdr 3 eista sfe S foret oft dam @ % fore 1 aren T2t foram ST wkan

2/No claim for any service benefits like PF, Pension, Gratuity, Medical Allowance, Seniority &
Promotion, etc. is applicable to this post.

3 el UhaT ¥ TEfia oI % STURe/AHeTt hael WEAT Y dadrge W Suetsy &wus wetl/Further updates/

information related to this recruitment exercise shall only be made available on the Institute’s
website.
Husk wi/Contact Us:

et Hitvrent o iR gatet ffehcen avam (Sidh- geew ), Awdten | Jmerge /Website: www.instem.res.in
iR, Jeart T, SR — 560065/ Institute for Stem Cell Science | wiw /Phone: 080-61948226

and Regenerative Medicine (DBT-inStem), GKVK Campus, | $-3&/E-mail: estt@instem.res.in
Bellary Road, Bangalore - 560065

TTAAT ITAT el T T STt AT IFHIEERT sl STe A o fog Wedtiea feram simar 21/Women candidates fulfilling
the eligibility conditions are encouraged to apply.
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