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SRCC/ J\D-23/ 2019/ September 3, 2019 

VA CAN CY CIRCULAR 
FOR THE POST O F SENIOR OFFICE EXECUTIVE 

(O N CONTRACTUAL BASIS) 

Applications are hereby invited from eligible candidates for one post of Senior.Office Executive lo be 
appointed on purely contrnctunl /?nsis in Office of the PG Diploma in Global Business Operations (PGD
GBO) for a period of 1 year which may be extended on satisfactory performance of duties. The 
programme is on Self-finance mod e and there is no regular position sanctioned by any public 
authority. 

Essential educational qua lifications a nd experience 

1. !\ Graduate from a recognized University in any discipline (preferably i11 Co111111erce/ 
[co 110111ics/ Business Ma nagement) w ith good knowledge of working on computers. 

2. Th ree years experience in Educational Administration, General Administration, elc. in 
government department/ undertakings etc., preferably in a higher educationa l institu tion, or 
private organiza tions of repute. 

Desirable educational qualifications 

1. Post Graduation from a recognized University in Commerce/ Economics/ Business 
Management. 

2. Degree/ Diploma in Computer Applications/Science and knowledge of opera tion of lalt>st 
packages related to MIS/ ERP e tc. 

Age limit 30 years (as o n lhc lasl date of receipt of applica tions) . 

Remuneration: Rs. 30,000/- per month consolidated. However, rPmunNation will not bl' d hcH for 
deserving candidate. 

Role & responsibilities: The incumbent is generally expected to work under the direct supervision 
and control of lhe Principal, SRCC and the Coordinator(s) of the GBO programme. He/ She should 
possess an aptitude for dra fting/ noting in English language and office procedure in a compulPrizPd 
Pnvironment and is expected to provide support services in one or more functions related lo 
Educa tional Administration/Examinations and lnlernal Assessment/ Genera l Administration / I louse 
Keeping/ Establishment/ Legal/ Purchase/ Accoun ts and Finance/ Public Relations clc. I le/ She 
should be well versed with organization of meetings, recording proceedings thereof, filing work and 
maintenance of office records. 

Selection Procedure: The selection procedure shall comprise of the following two stages: 

( ontd '2/-



Stage I: Wrillen examination to assess writing skills and aptitude of the candidate consisting of the 
following: 

(a) English language - drafting and noting, grammar etc. 
(b) Gl•ncral Knowledge and current affairs 
(c) Logical Rcasoninp, 
(d) Computer Proficiency Test 

Stage II: Personal Interview for personality test. 

How to apply: Candidates interested to apply may submit application in the prescribed application 
format along with a photo identity proof through email only to ao.admin@srcc.du.ac.in latest by 
September 10, 2019. Please mark the email 'Application for the post of Senior Office Executive' in 
the subject line. CVs received after the last date will not be entertained. 

Important instructions 

1. 

2. 

3. 

..+. 

The college reserves the right to screen and shortlist the applicants to be called for Stage-I 
examination. 
The ap pointment to be made will be purely on contractual basis and does not entail any 
claim/ ri ght for regular appointment in the college. 
The college reserves the righ t lo withdraw/cancel the vacancy circular or not lo make any 
appointment. 

o TA/ DA will be paid for allending the interview . 
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SHRI RAM COLLEGE OF COMMERCE 
(University of Delhi) 

Maurice Nagar, Delhi - 11 0 007 
Phone: 27667905.2766651 9 

OFFICE OF THE PGD- GLOBAL BUSINESS OPERATIONS 
APPLICATION FORM 

Affix your 

recent passport 

size 
photograph 

here 

Post Applied For SENIOR OFFICE EXECUTIVE 

Advertisement Ref. 

Name of the Applicant . 
Father' s Name 

Date of Birth (00-MM-YYYY) 

Address for Communication 

Phone No. 

Mobile No. 

Email ID 

Gender (Male I Female) 

Nationality 

Marital Status 
-

I Educational Qualifications (Secondary onwards): 
Exam Passed/ 

Board/ University Passing Year Percentage Degree Obtained 

-
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I 14. I Wor_!< Experience: 
t 

I Salary/ Pay 
Name of Organization Designation Working Period Scale -- --

From To ,__ 

~ 

t----• 

J 1s. Degree/ Diploma in Computer Applications/ 
Science and knowledge of operation of latest 
packages related to MIS/ERP etc. 

I 

16. I Any other information 

17. Do you fulfill essential qualifications and experience required for the post? [Yes/ No] 

I hereby declare that the information given by me in th is application form is complete and 
correct in all respects. I understand that I sha ll be liable fo r furnishing wrong information and 
if Clppoin tcd, my employment is liable to be termina ted o n this ground. 

Signature 

Name of Applicant : 

Date 


