National Institute of Plant Health Management, Hyderabad

(An autonomous organization  under the Ministry of Agriculture, Government of India)

National Institute of Plant Health Management invites applications for the following  Administrative Posts  on  transfer on deputation basis. The gist of pay, educational qualification, experience, age etc is given below:

Last Date for receipt of application: 8.08,2011
Notes regarding the Advertisement
1. ONE Administrative Officer from -
Persons under Central / State Governments / Universities / Recognised Research Institutions / PSUs / Statutory Boards or Autonomous organizations of Central and State Governments.

i) Holding analogous posts on regular basis. OR
ii) With six years of service in the Post having Grade Pay of Rs.4,200/- 

Possessing qualifications mentioned below. 
Essential: A First class or high second class Bachelor Degree from recognized university or equivalent.

Experience: 8 years Experience out of which 6 years in a responsible supervisor/ administrative position
Desirable: Should be conversant with the government rules and regulations / office procedures pertaining to administration, accounts, purchases and maintenance.

2. ONE Hindi Officer from -
Persons under Central / State Governments / Universities / Recognised Research Institutions / PSUs / Statutory Boards or Autonomous organizations of Central and State Governments.

i) Holding analogous posts on regular basis. OR
ii) With three years of service in the Post having Grade Pay of Rs.4,200/- 

             Possessing qualifications mentioned below. 
Essential:

Masters Degree from a recognized University or equivalent in Hindi with English as a subject at Degree level.  OR

Master’s Degree from a recognized University or equivalent in English with Hindi as a Subject at Degree level. OR

Master’s Degree from a recognized University or equivalent in any subject with Hindi and English as a subject at Degree level.  OR

Master’s Degree from a recognized University or equivalent in any subject with Hindi medium and English as a subject at the Degree level. OR
Master’s Degree from a recognized University or equivalent in any subject with English Medium and Hindi as a subject at the Degree level.

Experience: Five years experience of terminological work in Hindi and / translation work from English to Hindi or vice-versa, preferably of technical or scientific literature. OR Five years experience of teaching research, writing or journalism in Hindi.

Desirable: Knowledge of Sanskrit / or a modern Indian Language,Working Knowledge of Computer, Administrative experience and organizing Hindi Classes or Workshops for noting and drafting / implementation of Official Language.
ONE Senior Stenographer – from -
Persons under Central / State Governments / Universities / Recognised Research Institutions / PSUs / Statutory Boards or Autonomous organizations of Central and State Governments.
i) Holding analogous posts on regular basis. OR
ii) With three years of service in the Post having Grade Pay of Rs.4,200/- 

Possessing qualifications mentioned below:


1. Bachelor Degree from recognized university. 

2. Capacity to take down dictation Shorthand/Typing speed of 100/40 in English.


3. 3 years experience in Stenography.


4. Knowledge of basic computer application.

     
Desirable:


1) knowledge of Secretarial work.

3. ONE Office Superintendent - Accounts from-
Persons under Central / State Governments / Universities / Recognised Research Institutions / PSUs / Statutory Boards or Autonomous organizations of Central and State Governments.

i) Holding analogous posts on regular basis. OR
ii) With six years of service in the Post having Grade Pay of Rs.2,400/- .

Possessing qualifications mentioned below:. 
Essential: A Bachelor Degree in Commerce from a recognized university or equivalent.

Experience: 6 years Experience in accounts work. Knowledge of basic computer application.

Desirable: Conversant with the government rules and regulations / office procedures pertaining to administration, accounts, stores, estates and maintenance of records.
4. ONE Office Superintendent from-
Persons under Central / State Governments / Universities / Recognised Research Institutions / PSUs / Statutory Boards or Autonomous organizations of Central and State Governments.

i) Holding analogous posts on regular basis. OR
ii) With six years of service in the Post having Grade Pay of Rs.2,400/- .

Possessing qualifications mentioned below:
Essential:  A Bachelor Degree from recognized university or equivalent.

Experience: 6 years experience in administration.

Desirable: Conversant with the government rules and regulations / office procedures pertaining to administration, stores, estates and maintenance of records.
5.  ONE Assistant from-
Persons under Central / State Governments / Universities / Recognised Research Institutions / PSUs / Statutory Boards or Autonomous organizations of Central and State Governments.

i) Holding analogous posts on regular basis. OR
ii) With four years of service in the Post having Grade Pay of Rs.1,900/-.

Possessing qualifications mentioned below: 
Essential:  A Bachelor Degree from recognized university or equivalent.

4 years Experience in administration / accounts / stores. Knowledge of basic computer application with speed of 30 W.P.M. in English Type-writing.

Desirable: Conversant with the government rules and regulations / office procedures pertaining to administration, and maintenance of records
6. ONE Accounts Assistant from – 

Persons under Central / State Governments / Universities / Recognised Research Institutions / PSUs / Statutory Boards or Autonomous organizations of Central and State Governments.

i) Holding analogous posts on regular basis. OR
ii) With four years of service in the Post having Grade Pay of Rs.1,900/-.

Possessing qualifications mentioned below: 
Essential:  A Bachelor Degree in Commerce from recognized university or equivalent.

4 years experience in accounts and records maintenance.. Knowledge of basic computer application with speed of 30 W.P.M. in English Type-writing.

Desirable: Conversant with the government rules and regulations / office procedures pertaining to accounts, and maintenance of records.

NOTE: The transfer on deputation shall be as per the rules & provisions of Government of India. 

DUTIES OF THE POSTS
1.  Administrative Officer

To assist the Registrar in supervising all administrative activities of the Institute and oversee the establishment works relating to service of the employees, stores (procurement, issue, inventory), construction works, court related matters, etc. 
2.  Hindi Officer

Attend to all matters relating to implementation of official language (Hindi)in the Institute and adoption of the specified norms as per requirements. Guide and supervise the staff in the Official Language Section of the Institute in day-to-day communication and correspondences etc.  
3. Office Superintendent – Accounts
To supervise and assist the Financial Adviser in timely processing of various matters ( bills, vouchers, sanctions, budget proposals, medical claims, advances, liaising with banks, etc ) pertaining to the Accounts section, audit related works, and to enable disposal of the relevant matters efficiently and properly. To assist in application of government rules and regulations and adoption of office procedures pertaining to accounts, and maintenance of records etc. 
4. Office Superintendent       
To supervise and discharge all establishment related activities properly and punctually, maintain all service records correctly, attend to stores procurement, assist in monitoring of construction & maintenance works of the Institute,  attend to various  court related matters and liaising with Advocates, preparation of affidavits, follow-up, etc. 
5. Senior Stenographer
Taking dictation and transcription of the same, Computer processing / Typing of essential or confidential documents,  Fixing up appointments and screening the calls, Opening of files, maintenance of current files, Keeping a note of the movement of files,  Sending of routine reminders, etc., Screening of telephone calls and visitors,   Any other work assigned by the Officer.
6. Assistant 

To assist in timely processing of various matters pertaining to administration (establishment matters such as Service Books, increment preparation, pay fixation, leave sanctions, recruitments,etc)  and to enable disposal of the relevant matters efficiently and properly and maintenance of records etc..
7. Accounts Assistant
To assist in timely processing of various matters (bills, vouchers, sanctions, budget matters, medical claims, advances, etc) pertaining to the Accounts section and to enable disposal of the relevant matters efficiently and properly and maintenance of records etc.
GENERAL TERMS AND CONDITIONS FOR ALL THE POSTS:– 
1. Age limit will be reckoned with reference to the closing date for receipt of the applications.

2. The Rule of Reservation is not applicable for deputationists. However, subject to availability, eligible candidates belonging to reserved categories will be duly considered as per rules in force.

3. The Medical facilities applicable to government employees will be extended to the deputationists.
The applications in prescribed proforma should reach the Registrar, National Institute of Plant Health Management, Rajendranagar, Hyderabad 500 030, A.P. on or before 08-08-2011.(In case it takes time to obtain clearance from the Head of Department, an advance copy of the application can be send or before the closing date.
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