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F.NO.2-13/2017-TS.1
Government of India
Ministry of Human Resource Development
Department of Higher Education
Technical Section ~ I

‘Shastri Bhawan, New Delhi
Dated July 14, 2017
To,

The Registrar
[IT Delhi

Subject: Cadre Recruitment and Promotion Rules for Group A, B & C
employees in IIT Delhi
Sir,

I am directed to refer to your letter dated 03.05.2017 on the subject
mentioned above and to say that this Ministry has no objection to the -
proposed Recruitment Rules, subject to the following:-

(1) The non-functional financial upgradation proposed under TCAS should
be deleted from the RRs.

(ii)  The scale of pay for the post of Exccutive Engineer, in Pay Band-3,
Gradce Pay of Rs. 7600/ - may be replaced with Pay Band-3, Grade Pay of
Rs.6600/- with five years’ experience as Assistant Executive Engineer in
Grade Pay of Rs.5400/- in PB-3, as is the case in other [ITs.

Youry faithfully,

‘F,‘ G 3

(Kundan Nath)
~Under Secretary to the Govt. of India
Tel: 2381698
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A SUMMARY OF TOTAL POSTS AT VARIOUS LEVELS

Administration Staff Posts

Name  of the |Registrar| D.R. | A.R. | Supdt./ Jr. Suypdt./ | Sr. Asstt. /| Jr. Asstt. | Total
Section /Unit / Accounts | Jr. Sr. Asstt. | [Jr.
Offices Officer Accounts (Alcs) Asstt.

I S ___|Officer | 1 (Acs) I
Director's Office ~ | - - L 02 02 02 7 06
Dy. DnrectorsOfflce . -1 - 02 - 02 - 04
Registrar 701 - - 01 - 02 S ot - 05
| Deans o - - - . 07 - - 07
Deptt./Centre Office | - - - - - 27 41 68
HR (E-1 & E-2) - o102 04 08 08 15 38
Academics o1 [ 02 04 08 08 15 | 38
Coordinaton | - | 01 ] 02 04 08 08 15 38
Accounts™ |- ot 02 o4 | 08 08 15 38
| Audit - 01 - 02 04 05* Q7 19
Procurement /Stores | - 01 - 02 04 04 08 19
R&D - - 02 - - - - 02
Estate & Works - - - [02+01(A/g’s)| 04+02(A/c’'s)| 03 06 18

I . 1 =03 =06 |

Hospital (Health) - - - - - o1 - 01
Alumni ‘ ' - 01 - - - - - 01
Hostels (Accounts) | - - 01 - 02 02 - 05
W2 Y £ e s e - o R 5T 5 55~
Total 1 o 07 | 12 28 61 1 80 124 313
 *lincluding 01 Secretary/ P.A. h T o T T '

Total (Consolidated) Number’s of Staff

Name ofthe Posts | No. of posts

Admin. Staff 33
(i.e. 262+51
Alcs & Audit)

Tech. Lab. Staff 319 (cut-off list

, » attached)

Library Staff : 2B

Estate & Works (Tech. . 50

Staff)

Security Staff _ 16

| Fire Staff ~ 01

Hospital (Health) Staff__ 37

| Transports Staff 09

Samtary Staff 02

Pre-Primary School Staff 05

Physical Education (Sports) 07

Staff _

Guest Houses Staff 14

Counseling Serviges Staff 04

‘Hostels Staff , 48

Hindi Cell Staff "f . 01

Training & Placement Staff 03~ J

Total 854 |




Ad__inistrative Staff

S.No, Gp. | Name of the | Grade Pay| No. oﬁ Direct | LDE | DPC | Remarks

_ Post Posts| % age | %bage | %age

01. | A | Registrar 10,000 | O1 - - - Contract/Deputation |

02. | A | Dy. Registrar 7,600 07 75 25 -

03.| A | Asstt Registrar 5,400 12 50 50 -

04. | B | Supdt. 4,800 24 - 75 25

05. B | Jr. Supdt. 4,200 50 50 30 20

06.| C | Sr. Assistant - 2,800 | 65 : 75 25 l

07. | C [Jr. Assistant 2,000 | 103 9 10 - ]

Total: 262 Posts
Accounts/Audit Staff
S.No. Gp.} Name of the Post Grade | No. of‘ Direct | LDE |[DPC | Remarks

. Pay Posts| % age | %age | %age

01. B | Accounts Officer 4,800 06 - 75 25

02. | B | Jr. Accounts Officer | 4,200 12 50 30 20

03. | C | Sr. Asstt. (A/cs.) 2,800 11 - 75 25

04. | C | Jr. Asstt. (A/Cs.) 2,000 | 22 | 90 10 -

Total: 51 Posts
Technical Lab. Staff
S.No. Gp. | Name of the Post Grade | No. of Direct | LDE | DPC | Remarks
Pay Posts| % age | %age | %age

01. | A | Principal Tech. Officer | 7,600 10 75 25 -

02. | A | Technical Officer 5,400 30 50 30 20

03. | B | Tech. Supdt. 4,800 37 - 15 25

04. | B | Jr. Tech. Sudpt. 4,200 80 50 30 20

05. | C | Sr. Mech. /SLA '2,800 | 162 90 10 - )

06. | C |Jr. Mech./JLA 2,000 - 100 - Only til  existing
Attendants otherwise
this number of post to

L be added to SLA
; post.
Total: 319 Posts
Library Staff
S.Now Gp. | Name of the Post Grade | No. off Direct | LDE | DPC | Remarks
Pay Posts| % age | %age | %age
01. | A [Librarian 10,000 | 01 |- - - As per UGC
[ 02. | A [Dy. Librarian 8000 | 04 |- 17 guidelines
| 03. | A [ Asstt Librarian 6,000 06 |- - 5 \
| 04. | B | Asstt. Lib. Info. Officer | 4,800 02 |- 50 50
05. B | Sr. Lib. Info. Assistant | 4,200 04 |50 25 25
06. | C |Lib, Info. Assistant 2,800 08 | 100 - -

Total: 25 Posts




T
Es te & Works (Techmcal) Staff -
S.No 1 Gp. | Name of the Post Grade |No. of| Direct J LDE [DPC |Remarks
_ _ Pay Posts| % age | %age | %age
01. | A |lInstitute Engineer 10,000 | 01 100 | - | -
" 02. | A" | Superintending Engineer | 8,700 | 02 | 100 _ -
Q3. | A"_| Executive Engineer 7,600 05 | 50 50 -
04, | A7 |Assil Exec. Engineer |5400 | 08 | 75 25 | -
056, | B | Assistant Engineer 14800 | 08 | - | 75 | 25
06. B | Jr. Engineer 14,200 08 | 100 | - | -
“07. | € | Sr. Mechanic 12,800 | 06 - | 75 | 25
08._ | C |Jr. Mechanic: 2,000 | 12 90 | 10 -

Security Staff

Total: 50 Posts

[S.No.”Gp; ‘Name of the Post | Grade | No. of| Direct| LDE [DPC | Remarks
. Pay | Posts| % age| %age | %age
_01. | A | Chief Security Officer | 7,600 | 01 | 100 - Direct/Deputation
02. | A | Security Officer _ 5400 | 02 50 50 - -
L 9_3. B | Asstt. Security Offlcer 4200 | 05 | 60 | 40 | -
04. | G| Security Inspector {2,800 | 08 100 - -
Total: 16 Posts
Fire Staff
S.No. Gp. | Name of the Post | Grade | No. Direct | LDE |DPC | Remarks
Pay of % age | %age | %age
S Posts I
01. | B | Asstt. Fire Inspector] 4,200 01 100 |- -
Total: 01 Post
Hospital (Health) Staff
'S.No. [ Gp.] Name of the Post | Grade [ No. oq Direct | LDE | DPGC fRemarks
S S — _ Pay | Posts | % age | %age %age
01. | A {Chief Medical Officer/| 10,000\ 01 | 100 - Direct/Deputation/Contract
Head,HospitalServices/
) Medical Supdt.
02. | A | Medical Officer 15400 [ 11 | 100 | - | - |Financial upgradation as per
. o _ _ | _DACP scheme.
03. | C | Pharmacist 2,800 | 06 100 - | After two years pharmacist
will be placed in PB-2, GP -
4200 vide letter No.FNO/17-
3/2010 TS/pyFile | dt
. R R ST (P : 30.05.2011 —
04. | B | Staff Nurse 4200 | 07 100 - -] 'S.'No. 03 to 09 posts may
05 1B Technician (X-ray) 4200 02 100 | - | - be fmeq through contract/
_06. | B_| Physiotherapist 4200 | 02 100 | - | < gzg-:‘;tat'on t aequneey
07. | G 1 Jr. Medical Lab. Asstt.| 2,800 | 02 [ 100 [ - -
08. | C | Dresser 2,000 | 02 100 - -
09. [ C [MNursing Orderly 2,000 | 04 | 100 | - | - J

- Total: 37 Posts




p—

Tansport Staff

|

S.No. Gp. | Name of the Post | Grade | No. 01 Direct |LDE | DPC | Remarks
Pay Posts | % age | %age| %age
01.| C | Driver , 2.400 06 100 = - . These posts may be
02. | C | Vehicle Asstt. 2,000 03 100 - - filled through
| contract/  outsource
J basis

Total: 09 Posts
Sanitary Staff

S.No. Gp. Name of the Post Grade | No. ofi Direct | LDE | DPC | Remarks
' Pay Posts | % age | %age | %age
01. B Sanitary Inspector 4,200 02 | 100 - -

Total: 02 Posts

Pre-Primary School Staff

S.No.[ Gp. W Name of the Post Grade | No. of Direct | LDE | DPC | Remarks
Pay Posts |% age | %age| %age
01. C | Pre-Primary Teacher 2,400 05 100 = - Educational
: qualification as per
KVS norms

Total: 05 Posts
Physical Education Staff ‘

S.No Gp. | Name of the Post Grade | No. Direct LDE | DPC | Remarks
Pay of % age %age | %oage
; Posts
01. A Sports Officer 6,000 01 100 - - As per UGC
: Guidelines
02. B Dy. Sports Officer * 4,800 02 - 50 |50 Some of these
_ 3 posts may be
03. B | Asstt. Sports Officer | 4,200 03 |66 34 |- filled through
: contract
/deputation/
04. C Sports Coach 2800 | 01 100 - - o Soptoan
basis

* Not a direct recruitment, but a prorhotion post for Asstt. Sports Officer.

8

Total: 07 Posts

Guest Houses Staff ;
S.No. | Gp. | Name of the Post Grade | No. of| Direct LDE | DPC | Remarks
: Pay Posts | % age | %age | %age
01. | B | Caretaker-cum-Manager | 4,200 02 | 100 - {- For Main
J Guest/ Faculty
. , Houses
02. C Cook 2,400 04 100 - - These posts
may be filled
03. | C |Masalchi-cum-Bearer 2,000 08 | 100 -~ - through
contract/
outsourced
basis

..} Total: 14 Pnsats




C. unselling services staff '
S.No. | Gp. | Grade | No. of | Direct LDE |DPC | Remarks
- ‘ , Pay Posts | % age _ %age | %age |
- 01. | A | Sr. Student Counsellor 7,600 | 01 100 - |-
Q2. | A | Asstt. Student Counsél_lor'_ 5400 03 "1Q0' ' - |-
Total: 04 Posts
Hostels Staff __
S.No.| Gp. |Name of the Post Grade |No. of Direct "|LDE |DPC |Remarks
Pay Posts |% age | %age | %age
01. [ B | Mess Manager 4200 |10 |50 |30 |20
02.[ C | Asstt. Mess Manager ~ |2,800 |22 50 |80 |-
- 03.| B |Caretaker 14200 |05 |50 |30 |20
04.| C |AssistantCaretaker ~ [2,800 |11 [50 . |50 |- T
Total: 48 Posts
Hindi Cell Staff
'§.No.] Gp. | Name of the Post Grade |No. ofDirect |LDE |DPC | Remarks
. » ek Pay | Posts |%age | %age| %age
01. | B | Hindi Officer : 4,800 |01 100 - "R
Total: 01 Post
Training and Placement Staff
"S.No.| Gp. [ Name of the Post‘ Grade | No. 011 Direct |LDE |DPC |Remarks
, ‘ . : Pay Posts |% age | %age| %age
01. | A |Industrial Liaison Officer | 7,600 |01 | 100 - -
"02. | A |Public Relation Officer | 5,400 | 01 100 |- -
03, | B _[Senior Data Processor 14,800 |01 100 |- -

Total: 03 Posts

GRAND TOTAL : 854 posts




Group and Position wise Technical Staff A||ocation

P.T.0. | T.O. |Total | Tech. |Jr.Tech. | Total | Sr.lab. | Jr. Total
Supdt. | Supdt. Asstt, |:Lab
;-Ass,t’t;_ ‘

s 5 *‘ ™ ) :1 | B0 4l . e | E
Applied 1 ' 5 10 18
Mechanics 2 3 2 3 10
DBEB g o I A % akin (R |
Chemical 1 9 9 21
Engineering 4 2 3 3 6 9

& 1 8 : 14 26
Chemistry 3 4 3 5 14 .
Civil Engineering ? 3 4 3 6 . 13 f 12 "
Comp. Science& i i MO R i i 15
Engg. e 12 3 2 4 B
Electrical 1 12 19 36
Engineering 4 5 4 8 " e
Hu’rn;.:&‘{’.’;‘}uc.ﬂ'éﬁvt"“‘."fi}'f‘ A 2 L L ot
Mathematics 1 1 2 2 3
Management 1 2 3
Studies' 1 |2
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Group and Position wise ;}echnical Staff Allocation

Mechanical
gngineering 4
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Group and Position wise Technical Staff Allocétion

ovra)
.....

_ Jr. Tech. Sr.tab | Jr.lab
Supdt. | Supdt. Asstt, | Asstt

IDDC 2

School of Bio. i ) .

Sc.

TRIPP

NRCVEE

BSTTM

AmarNath | | | _ B
SchOOloflT_,f] A ‘4-,‘_5.:- i s ' , | 7

L] (4 ot
- E gt Tt T i sl
|
i

Total

10 30 |40 37 JBO 117 162 162 319




Proposed Non Functional F|nanc|al quradauon avenues m respect

of Ngn-Academlc Group- ‘A’ staff

(a) Registry Staff:

8. No. | Name of t‘hglPOSt” | Pay Band Grade Pay | Provisions for Financial Upgradatlon
01. | Assistant Registrar |PB-3, - Rs. 5400 | Rs.6600 after 05 years service in G.P
- Rs. 15600-39100 Rs.5400 (N.F), Rs.7600 after 05 years
service in G.P Rs.6600 (N.F) and
Rs.8700 after 05 years service in G.P

Rs.7600 (N.F).
02. | Dy. Registrar |PB-3, Rs. 7600 | Rs.8700 after 05 years service in G.P
Rs. 15600-39100 Rs.7600 (as a Joint Registrar) (N.F),
L Rs.8900 after 05 years service in G.P

Rs.8700 (M.F).

N.F means Non-Functional. All above Non-Functional Financial Upgradation will be subject to
satisfactory performance in mandatory training alongwith performance appraisal/ assessment.

(b) Engineering Staff:
S. No. | Name of the Post | Pay Band | Grade Pay | Provisions for Financial Upgradation
01. | Assistant Executive |PB-3, Rs. 5400 | Rs.6600 after 05 years service in G.P
Engineer Rs. 16600-39100 Rs.5400 (N.F), Rs.7600 after 05 years
: service in G.P Rs.6600 (N.F) and
Rs.8700 after 05 years service in G.P
Rs.7600 (N.F).
02. | Executive Engineer |PB-3, ‘Rs. 7600 | Rs.8700 after 05 years service in G.P
Rs. 15600-39100 Rs.7600 (N.F), Rs.8900 after 05 years
service in G.P Rs.8700 (N.F).
' 03. | Superintending PB-4, Rs. 8700 | Rs.8900 after 05 years service in G.P*
Engineer Rs. 37400-67000

Rs.8700 (N.F).

N.F means Non-Functional. All above Non-Functional Financial Upgradation will be subject to
satisfactory performance in mandatory training alongwith performance appraisal/ assessment.

(c) Technical Lab. Staff:
S. No. | Name of the Post | Pay Band Grade Pay | Provisions for Financial Upgradation
01. | Technical Officer PB-3, Rs. 5400 | Rs.6600Q after 05 years service in G.P
Rs. 15600-39100 Rs.5400 (N F), Rs.7600 after 05 years
service in G.P Rs.6600 (N.F) and
Rs.8700 after 05 years service in G.P
Rs.7600 (N.F).
02. | Principal Technical |PB-3, Rs. 7600 | Rs.8700 after 05 years service in G.P
Officer Rs. 15600-39100 Rs.7600 (N.F), Rs.8900 after 05 years
service in G.P Rs.8700 (N.F).

N.F means Non-Functional. All above Non-F.antionaI Financial Upgradation will be subject to
satisfactory performance in mandatary training alongwith performance appraisal/ assessment.
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(d) Security Staff:

I'S. No. | Name of the Post Pay Band | Grade Pay | Provisions for Financial Upgradation
01. | Security Officer PB-3, Rs. 5400 | Rs.6600 after 05 years service in G.P
Rs. 15600-39100 Rs.5400 (N.F), Rs.7600 after 05 years
service in G.P Rs.6600 (N.F) and
.| Rs.8700 after 05 years service in G.P

Rs.7600 (N.F).
02. | Chief Security Officer | PB-3, Rs. 7600 | Rs.8700 after 05 years service in G.P
s. 156600-39100 Rs. 7600 (N.F), Rs.B900 after 05 years

; service in G.P Rs.8700 (N.F).

i

N.F means Non-Functional. All above Non-Functional Financial Upgradation will be subject to

satisfactory performance in mandatory training alongwith performance appraisal/ assessment.

(e) Training & Placement Staff:
S. No. | Name of the Post Pay Band Grade Pay | Provisions for Financial Upgradation
01. Public Relation PB-3, Rs. 5400 Rs.6600 after 05 years service in G.P
Officer Rs. 15600-39100 :Rs.5400 (N.F), Rs.7600 after 05 years
service in G.P Rs.6600 (N.F) and
Rs.8700 after 05 years service in G.P
Rs.7600 (N.F).
02. Industrial Liaison PB-3, Rs. 7600 | Rs.8700 after 05 years service in G.P
Officer Rs. 15600-39100 Rs.7600 (N.F), Rs.8900 after 05 years
service in G.P Rs.8700 (N.F).

N.F means Non-Functional. All above Non-Functional Financial Upgradation will be subject to
satisfactory performance in mandatory training alongwith performance appraisal/ assessment.

(f) Library Staff:
S. No. | Name of the Post Pay Band Grade Pay Provisions foi' Financial yggradation
01. Assistant Librarian PB-3, Rs. 6000 | Rs.7000 after 06*/05**/04*** years
Rs. 15600-39100 service in A.G.P Rs.6000 (N.F),
Rs.8000 after 05 years service in A.G.P
Rs.7000 (N.F), Rs.9000 after 03 years
service in A.G.P Rs.8000 (N.F).
02. Deputy Librarian PB-3, "Rs. 8000 | Rs.9000 after 03 yeérs service in A.G.P
L Rs. 15600-39100 Rs.8000 (N.F).:

N.F means Non-Functional. All above Non-Functional Financial Upgradation will be subject to
satisfactory performance in mandatory training alongwith performance appraisal/ assessment.

*

** Possessing M.Phil. in Library & Information Science.
Ll L Possesslné Ph.D. in Library & Information Science.

Not possessing M.Phil./Ph.D. in Library & Information Science.

The Financial Upgradation in respect of above Library staff will be as per the condmons prescnbed and procedures
laid down by UGC and approved by the BoG, IIT Detlhi.

-
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(9) Physical Education and Sports Staff:

'S. No. [ Name of the Post | PayBand | Grade Pay | Provisions for Financial Upgradation |

| '01. | Sports Officer =~ W‘P-B.-S, ' Rs. 6000 | Rs.7000 after 06*/05**/04*** vyears
; 'Rs. 15600-39100 service in AG.P Rs.6000 (N.F),

Rs.8000 after 05 years service in A.G.P
Rs.7000 (N.F), Rs.9000 after Q3 years
service in A.G.P Rs.8000 (N.F)

NF rhé,ans Non-Functibnal. All above Non-Functional Financial Upgradation will be subject to
satisfactory performance in mandatory training alongwith performance appraisal/ assessment.
; e

*  Not possessing M.Phil. /ﬁh.D. in Physical Education.
** Possessing M.Phil. in Physical Education.
*¥¥% possessing Ph.D. in Physical Education.

The Financial Upgradation in respect of above Physical Education and Sports staff will be as per the conditions
prescribed and procedures laid down by UGC and approved by the BoG, HT Delhi

(h)  Hospital / Health Staff:

Proiﬁ_dtibn' under DACP Scheme No. of years of regular service
: S S : — — 1 required for promotion
From To

"Medical Officer (Grade Pay Rs, 5400 | SMO (Grade Pay Rs,
in PB-3) 6600 in PB-3)

4 years in Grade Pay of Rs. 5400 in
PB-3 including service rendered in the
pre-revised scale of Rs. 8000-13500.

SMO (Grade Pay Rs. 6600 in PB-3) | CMO (Grade Pay Rs. | 5 years in Grade Pay of Rs. 6600 in
: 7600 in PB-3) PB-3 including service rendered in the

pre-revised scale of Rs. 10000-15200.

“CMO (Grade Pay Rs. 7600 in PB-3) | CMO (NFSG) (Grade |4 years in Grade Pay of Rs. 7600 in’
Pay Rs. 8700 in PB-4) | PB-3 including service rendered in the
pre-revised scale of Rs. 12000-16500.

CMO (NFSG) (Grade Pay Rs. 8700 | SAG Grade (Grade Pay

7 years in Grade Pay of Rs. 8700 in
in PB-4) Rs. 10000 in PB-4)

PB-4 including service rendered in the
pre-revised scale of Rs. 14300-18300
or 2Q years of regular service.

The Financial Upgradation in respect of above Hospital / Health staff will be as per the norms of DACP Scheme
and approved by the BoG, IIT Delhi.
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Proposed Non-Functional Financial Upgradation avenues in respect

of Non-Academic (within Group- ‘B’ & ‘C’ cadres staff) under Training

link Career Advancement Scheme (TCAS)

Non-Functional Financial Upgradation avenues in respect of Non-Academic (within Group- 'B’ & ‘'C’
cadres staff) will be under Training linked Career Advancement Scheme (TCAS) which is based on
specialised mandatory trainings' and performance in training, along with performance assessment®. The
criteria for Non-Functional financial upgradation under TCAS will be with a minimum residency period of
six (08) years in the current Grade Pay. In case a candidate does not meet the required training
performance, he/she would not be eligible for availing TCAS. However, he/she can take subsequent

attempts at clearing the training to become eligible for TCAS. He/she can be made eligible for financial
upgradation as mentioned below in TCAS once he/she undergoes the mandatory trainings, receives an

approved grade in training and a prescribed level of performance in performance assessment. Such
financial upgradations under TCAS will also be applicable for all isolated posts:

S.No. | Group | Pay Band Grade Pay | Provisions for Finéncial Upgradation
01. Group ‘B' |PB-2, Rs. 9300-34800 | Rs. 4200 | Rs.4600 after 06 years service in G.P
Rs.4200 (N.F), Rs.4800 after 06 years
service in G.P Rs.4600 (N.F) and Rs.5400
after 06 years service in G.P Rs.4800 (N.F).
Rs. 4600 | Rs.4800 after 06 years service in G.P
Rs.4600 (N.F) and: Rs.5400 after 06 years
service in G.P Rs .4800(N.F).
Rs. 4800 Rs.5400 after 06 years service in G.P Rs.
4800(N.F).
02. Group c PB-1, Rs. 5200-20200 | Rs. 2000 Rs.2400 after 06 years service in G.P
Rs.2000 (N.F), Rs.2800 after 06 years
service in G.P Rs.2400 (N.F).
. :
Rs. 2400

Rs.2800 after 06 years service in G.P
Rs.2400 (N.F). -

! Detailed cadre wise training policy and its implementation will be designed.

z An objective and 360 degree based appraisal system will be developed.
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Indian Institute of Technology, Delhi

Recruitment and Promotion Rules, 2016 for Non-Academic Staff

INTRODUCTION

IIT Delhi had adopted MHRD appraved Scheme issued vide Létter No. F.13-4/2005-TS-1
dated February, 22/24, 2006 called Recruitment and Career Progression Scheme (RCPS) for
Group B, C and D non-academic employees of the Institute and notified vide Natification No.
TD/Estt-11/06/2278 dated 01 August, 2006 with the approval of BoG (Refer BG Resolutions
No. BG/70/2006 & BG/86/2006). This Scheme was discontinued with effect from 01.09.2008
on implementation of Modifiéd Assured Career Progression Scheme (MACPS) as per MHRD,
Govt. of India, Letter No.17-8/2009-TS.| dated 05.07.2010 with the condition that RCPS will
remain valid up to 31.8.2008 and the financial upgradation already availed under RCPS would
be taken into account while allowing any upgradation under MACPS. It was also conveyed by
the above-stated MHRD letter that the Institute may consider framing its own Recruitment
Rules for various categories of posts to provide for vacancy based promotion.

The Ministry of Human Resource Development (MHRD), Government of india MHRD vide

Letter No. 23-3/08-IFD dated 8" May, 2008 and vide its letter number F. No. 32-14/2013- TS.|
dated June 10,2013 has communicated that:

a) In exercise of powers conferred by Section 6 (1) (h) of the Indian Institute of
Technology Act 1961, Indian Institute of Technology (lITs) are allowed to design their
administtétive I management / technical staff structure as per requirement after due
approv;él from the Board of Governors keeping in mind sustainability of expenditure
on this Lj_account‘, and

IITs are allowed to institute and recruit non-faculty position as per the 10:1.1 Student
to Non-Faculty ratio after due approval of the Board of Governors, subject to the
conditioh that IiTs should first put on their website all the sanctioned non-faculty posts
at present, vacant non-faculty posts, designations,. pay-scale, recruitment rules “for
each pbst along with the list of the non-faculty employee with their designation and
pay scéle to ensure transparency and accountability for all stakeholders.

Indian |nstif_ute of Technology Delhi therefore has to take up a comprehensive Review of
its Recruitment Rules/ Policy. A Committee vide Notification No. IITD/ICDN/2015/1112
dated 31.07.2015 was constituted comprising of the following members to undertake

comprehensive Review of Structure, Recruitment Rules and Work Manual for
Administrative and Technical Staff of the Institute:

1. Prof. S.M. Ishtiaque, TT Deptt. - Chairman
2. Prof. Kanika T. Bhal, D.M.S. - Member
3. Prof. V.K. Vijay, CRDT - Member
4. Registrar - Convener

The Committee will be supported by Assistant Registrar (E-Il) for data collection and
compilation.’
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2. The Recruitment and Promotion Rules are introduced hereunder.

These will be called Recruitment and Promotion Rules 2016 for non-aca_‘demic staff of the

Institute (hereinafter calied as R
'

These noms shall come into force with effect from the date of approv

Governors of |IT Delhi.

&PR)

al by the Board of

The R & PR supersedes all the previous career development schemes.

3. Definitions

In the present norms, unless the context otherwise required:

(a) Recruitment

(b)Promotion

(c) Group

(d) Cadre

(e) Ladder

(f) Post

(@) Act

(h) Statutes

(i) Applicants

() Board

(k) Chairman

() Director

(m) IITD or Institute:

(n) Internal Candidates:

(o) Officers and
Employees of the lITD”

(p) Scrutiny / Shortlisting
Committee

(q) Selected Candidates

Means recruitment/ selection through Internat Circular and /or
Selection through Open Advertisement Process.
Means promotion to a higher post by following an

evaluation Procedure as prescribed under the R & PR applicable.to
the employees of the Institute.

Means a set of different posts identified on the

basis of Grade pay with Pay Band for the purpose of these Rules.
Cadre consists of a hierarchy of posts with the same or similar
job responsibilities.

Ladder is a career develdpmeﬁt path-wise Grade Pay with Pay
Band and Designation applicable to each cadre.

Means a vacant position with a specified Grade Pay with

Pay Band and Designation.

Means the Institute of Technology (IIT) Act, 1961.

Means the Statutes of the Institute.

Mean the candidates who apply against the vacant post(s).
Means the Board the Governors of the Institute.

Means the Chairman of the Board of Governors.

Means the Director of the Institute.

Means the Indian Institute of Technology Delhi.

Means employees of the IIT Delhi who apply for the post(s).

Means the personnel recruited under the Norms
including recruited prior to implementaﬁon of these rules.
Means Scrutiny / Shortlisting Committee constituted by
the Competent Authority for Shortlisting of candidates for
particular post(s).
Means the candidates selected for the post(s). .

-



(r) Selection Committee

(s) Shortlisting of Candidates :

() Competent Authgrity -:

Means the Committee constituted by the Competent
Authority for selectic;n of candidate(s) for particular post(s).

Means the candidates shortlisted by the Scrutiny /

Shortlisting Committee for the next stage of selection process.

Means the approving Autharity for the said post.

'(u) DPC Departmental Promotion Committee. A Standing Committee
to form toQ evaluate or judge the suitability of the employee
for promotion as per promotional avenues mentioned in the
R&PR.

(v) LDE

Limited Departmental Examination. -

(w) Clean Service Means consistently good performance with clear

antecedent.

The words and expressions used but not defined herein shall be ascribed the same
meanings as are respectively assigned to them in the Act.

4; Structure of posts

The entire non-academic staff of lIT Delhi is now classified under three groups, viz A, B and C

as Group ‘D' has since been merged into Group ‘C' as per 6" Pay Commission
recommendations.

The above Groups repres‘ént a broad classification of staff members based on job-
responsibilities as well as qualification-compatible cadres.

Under each group there will be a number of cadres and each cadre having a ladder of posts.

Entry into any one of the above Groups in any given cadre will normally be at the lowest post
in a ladder (entry level past) through recruitment / selection, However, in the interest of the
Institute’s work, lateral / middle level entry of internal / outside candidates may be permitted
for special needs in the technical / ministerial posts within the cadre / ladder through the
process of recruitment / selection.

The BoG in its 192™ meeting held on 04.04.2016 (refer item B7) has since approved the

nomengclature and number of posts etc (i.e. total 854 posts). The summary of total posts
group-wise is as ynder:

Groups | Name of the Posts WPay Band | Grade Pay | No. of
. b N IO N ...
A Registrar* PB-4 (Rs.37400-67000) | Rs.10000 01

Dy. Registrar PB-3 (Rs.15600-39100) | Rs.7600 o7
Assistant Registrar PB-3 (Rs.15600-39100) | Rs.5400 | 12
Prihcﬁpal Tech. Qfficer PB-3 (Rs.15600-39100) | Rs.7600 10
Technical Officer PB-3 (Rs.15600-39100) | Rs.5400 | 30°

7




16

Librarian** PB-4 (Rs.37400-67000) | Rs.10000(AGP) 01
Dy. Librarian PB-3 (Rs.15600-39100) | Rs.8000(AGP) 04
Assistant Librarian PB-3 (Rs.15600-39100) | Rs.6000(AGP) 06
Institute Engineer** PB-4 (Rs.37400-67000) | Rs.10000 01
Superintending Engineer PB-4 (Rs.37400-67000) | Rs.8700 02
Executive Engineer PB-3 (Rs.15600-39100) | Rs.7600 05
Asstt. Executive Engineer | PB-3 (Rs.15600-39100) | Rs.5400 08
Chief Security Officer PB-3 (Rs.15600-39100) | Rs.7600 01
Security Officer TPB3 (Rs.15600—39109) Rs.5400 024\
Head, Hospital Services** | PB-4 (Rs.37400-67000) | Rs.10000 01 j
Medical Officer PB-3 (Rs.15600-39100) | Rs.5400 11
Sports Officer PB-3 (Rs.15600-39100) | Rs.6000(AGP) 01
Sr. Student Gounseiior PB-3 (Rs.15600-39100) | Rs.7600 o
Asstt. Student Counsellor | PB-3 (Rs.15600-39160) Rs.5400 03
Industrial Liaison Officer PB-3 (Rs.15600-39100) | Rs.7600 01
Public Relation Officer ‘PB-3 (Rs.15600-39100) | Rs.5400 01
. Total 109
Superintendent PB-2 (Rs.9300-34800) | Rs.4800 24
Junior Superintendent PB-2 (Rs.9300-34800) | Rs.4200 50
Accounts Officer PB-2 (Rs.9300-34800) | Rs.4800 06
Junior Accounts Officer PB-2 (Rs.9300-34800) | Rs.4200 12
Technical Superintendent | PB-2 (Rs.9300-34800) | Rs.4800 37
Jr. Tech. Superintendent PB-2 (Rs.9300-34800) | Rs.4200 80
Asstt. Lib. Info. Officer PB-2'(Rs.9300-34800) Rs.4800 02
Sr. Lib. Info. Assistant PB-2 (Rs.9300-34800) | Rs.4200 04
“Assistant Engineer 1 PB2 (Rs.9300-34800) | Rs.4800 08
LJ_u_nior Engineer | PB-2 (Rs.9300-34800) | Rs.4200 08
[ Asstt. Security Officer | PB-2 (Rs.9300-34800) | Rs.4200 05
{ Asstt. Fire Inspector PB-2 (Rs.9300-34800) Rs.42001 01
Staff Nurse PB-2 (Rs.9300-34800) | Rs.4200 07
Technician (X-ray) PB-2 (Rs.9300-34800) | Rs.4200 02|
Physiotherapist PB-2 (Rs.9300-34800) Rs.4200° 02
Sanitary Inspector PB-2 (Rs.9300-34800) | Rs.4200 02
Dy. Sports Officer PB-2 (Rs.9300-34800) | Rs.4800 *. 02
Assistant Sports Officer PB-2 (Rs.9300-34800) | Rs.4200 " 03
Caretaker-cum-Manager PB-2 (Rs.9300-34800) | Rs.4200 ° 02
Mess Man‘ager PB-2 (Rs.9300-34800) | Rs.4200 10
Caretaker PB-2 (Rs.9300-34800) Rs.4200 : 05
Hindi Officer PB-2 (Rs.9300-34800) | Rs.4800 ° 01
Senior Data Processor PB-2 (Rs.9300-34800) | Rs.4800 01
Total ' 274

w



[

[ C \Sf.{As’sistant RS | \ PB-1 (Rs.5200-20200) | Rs.2800 65
| Jr.Assistant PB-1(Rs.5200-20200) | Rs.2000 103
Sr. Assistant (A/cs.) PB (Rs.5200-20200) | Rs.2800 11
Jr. Assistant (AIGs) | PB-1 (Rs.5200-20200) | Rs.2000 )
8r.Mech. [SLA | PB-1 (Rs.5200-20200) | Rs.2800 162
JMech JLA | PB (Rs5200-20200) | Rs.2000 T720
Lib. Info. Assistant | PB-1 (Rs.5200-2020Q) | Rs.2800 08
&t Mechanic ~ | PB-1 (Rs.5200-20200) | Rs.2800 | 06
“Jr Mechanic. PB-1 (Rs.5200-20200) | Rs.2000 = | 12
Security Inspector ~ | PB-1 (Rs.5200-20200) | Rs.2800 08
Pharmacist PB-1 (Rs.5200-20200) | Rs.2800 | 08
Jr. Medical Lab, Assistant | PB-1 (Rs.5200-20200) | Rs.2800 02
Bresser | PB-1(Rs.5200-20200) | Rs.2000 | 02
Nursing Orderly " PB-1(Rs.5200-20200) | Rs.2000 04
Drver "~ 'PB-1(Rs.5200-20200) | Rs.2400 | 06
Vehicle Assistant | PB-1 (Rs.5200-20260) | Rs.2000 03
Sports Coach PB-1 (Rs.5200-20200) | Rs.2800 01
Pre-Primary Teacher PB-1 (Rs.5200-20200) | Rs.2400 05
Cook PB-1 (Rs.5200-20200) | Rs.2400 04

Masalchi-cum-Bearer PB-1 (Rs.5200-20200) | Rs.2000 08 |
Assistant Mess Manager PB-1 (Rs.5200-20200) | Rs.2800 22
Assistant Caretaker - | PB-1(Rs.5200-20200) | Rs.2800 1
— — o S B S

Grand Total (A+B+C) 854

* This includes 20 posts of Jr. Mechanic/ J.L.A which have not been reflected in the summary of
total posts.

** All positions in the Grade Pay of Rs.10000 will be as tenure/deputation posts for a maximum
period of 05 years.

5. Appointing Authority

In accordance with the Act & Statue of the Institute, all appointments of the Officers and
Employees of the Institute shall be made by:

(a) The Board, if the appointment is made to the non- academic pasts (Direct

Recryitment under Group ‘A’") for the Grade Pay of Rs. 5400 and / or above in Pay
Band-3 as per 6™ Central Pay Gommission (CPG).

(b) The Director, if the appointment is made to the non-academic posts for Grade Pay
less than Rs. 54Q0 in Pay Band- 2 categorized under the Groups B and C.

8. Recruitment of Officers and Employees

The regruitment to various posts shall be made as per attached Annexure of the Recryitment
and Promotion Rules 2015 for Non-Academic Staff.



7. Number of Posts, Classification and Scale of Pay

The norms for the number of posts of the Officers and Employees, their classification and the

scales of pay attached to such posts shall be such as are mentioned in the Annexure of the
Recruitment and Promotion Rules.

The age limit for Direct Recruitment in term of Post/ Pay Band & Grade Pay will be as follow:

Grade Pay (Rs.) Maximum age limit

2000 27

2800 30

4200 35

4600 35

4800 35 "
5400 40 ;
6600 45

7600 50

8700 - 55 _
10000 57 in case the retiring age is 62 years and |

55 in case re.tiring age is 60 years

For employees of IIT's who are educationally qualified can be
considered for direct recruitment across the whole IiT system up to

a
maximum of 50 years of age. :

8. Method of Recruitment, Procedure of Recruitment, and Other Requirem_énts

The method of recruitment, age fimit, eligibility and other requirements needéd to apply for the
posts shall be as are specified in Annexure of the Recruitment and Promotion Rules.

The following methods for recruitment shall be applicable to the IIT Delhi:
(a) Direct Recruitment;
: (b) Promotions through
(i) DPC
(iiy LDE

(¢) On Deputation/ Transfer on Deputation / on Contract.

The following will be the Standing Selection Committee for .Direct Recruitment of the
candidate:

(i) For Group ‘A’ staff:

1. Director - Chairman
2. Deputy Director (Operations) ' - Member
3, Two nominees of the Board - Member
4, Registrar, except for the post of Registrar - Member
5. One representative of the reserved category, if - Member

the post is reserved one

o For Promotion/internal p'osts, the same Selection Committee may be constituted.
¢ It must be ensured that the Selection Committee must have one women memhar



(i) For Group ‘B'&'C’ staff:

1. Dy. Director (Qperations) - Chairman
2.  Registrar or his Nominee - Member
3.  Head of the Department/Section concerned - Member
4.  Qne outside expert or an expert in the concerned - Member
area from the Institute if it is not considered
necessary to invite outside expert
5. One representative of the reserved category, if - Member

the post is reserved one

» |t must be ensured that the Selection Committee myst have ane wamen member

9. The candidate# will be e'\'/aluated by the duly constituted Selection Committee as per
the following:

(i) For Group ‘A’ staff (Direct and Promotion)

Technical s taff (Lab/ Computer/ Workshop - as per nature of duty)

Step It

Written Test 50 marks
Step II:

T rade Test/ Computer Test  : 20 marks
Step i :b

3,Presentation 10 marks
Step IV:

Interview 20 marks

Total : 100 marks



(if)

90

Administration

Step I:

Written Test 50 marks
Step lI:

Computer/ other Test s 20 marks
Step lll:

Presentation 10 marks
Step IV:

interview 20 marks

F
Total : 100 marks

The minimum qualifying marks for Written & Trade Test/ Computer Test will in general
be 60 % (Relaxation / Concession to SC/ST/OBC candidates may be given as per GOI's
rules). Only the candidates who will qualify the Written & Trade/ Computer Test (step
1&I1) will be called for Step Il & IV (Presentation & Interview) of the selection process.
However, actual selection shall depend on the merit over and above this minimum level
as determined by the respective Selection Committee(s). The select panel so formed out
of this process will be valid for a period of one year. .

Criteria for selection through Open Advertisement (applicable for Group ‘B’ & ‘C’
employees) : :

Step I
Written Test 70 marks (out of 100 marks)
Step Il
Trade Test/ Computer Test 30 marks
Total : 100 marks

The minimum qualifying marks for Written & Trade/ Computer Test will in general be
60 % (Relaxation / Concession to SC/ST/OBC candidates may be given as per GOl's
rules). Only the candidates who will qualify the Written Test (step [) wili be called for
Step Il (Trade Test / Computer Test) of the selection process. However, actual selection
shall depend on the merit over and above this minimum level as determined by the
respective Selection Committee(s). The select panel so formed out of this process will
be valid for a period of one year.
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(iii) Criteria for selection/ promotion through Limited Departmental Examination
(applicable all for Group ‘B’ & ‘C’ employees)

Step I:
Written Test 70 marks (out of 100 marks)
Step Ik
Trade Test / Computer Test 30 marks
Total : 100 marks

The minimum qualifying marks for Written & Trade/ Computer Test in general will be
6Q % (Relaxation / Concession to SC/ST/OBC candidates may be given as per GOI's
rules). Only the candidates who will qualify the Written Test (step 1) will be called for
Step Il (Trade Test / Computer Test) of the selection process. However, actyal selection

shall depend on the merit over and above this minimum level as determined by the

respective Selection Committee(s).

10. Procedure of Recruitment

(a) Direct Rec¢ruitment

The following procedure shall be followed for making Direct Recruitment to the posts,

wherever it is prescribed in Annexure of the Recruitment and Promation Rules:

0] The Institute shall invite application(s) for posts through the advertisement in

leading news papers on all India basis.

(i) Applications received pursuant tQ the advertisement as mentioned in (i)
above, shall be scrutinized for eligibility by the Scrutiny /Shortlisting
Committee to be constituted by the Competent Authority of the IIT Delhi.
Where applications received are in excess of the number of posts
adv_értised for .the vacant post(s), the Scrutiny / Shortlisting Committee
may formulate additional criteria for shortlisting, based on academic
performance and/ or years of experience of the applicants or it may so
decide recording the reasons.

(i) The ‘Short-listed applications shall be placed before the Dy. Director (Ops) /
Dire:é,tor for approval. After due approval, the shortlisted applicants will be galled
for \_Nritten Test and subsequent steps as applicable on qualifying the same as
per decision of the Institute.

(iv)  The Selection Committee will be constituted by the Competent Authority of the
IIT Delhi in accordance with the Act and the Statutes.

il



(b)

Promotion though Limited Departmental Examination (LDE).

As per available vacancies, promotions of the departmental candidates shall be made:

0

(i)
(ii)

()

As per the hierarchical structure in the respective cadre maintained by the IIT
Delhi.
By the Selection Committee to be constituted by the Competent Authority.

On the basis of process as prescribed for each position in the Annexure of
Recruitment and Promotion Rules, and

Considering tnerit.

The following procedure shall be followed for making promotion through Limited

Departmental Examination to the posts, wherever it is prescribed in Annexure of the
Recruitment and Promotion Rules:

0

(iii)

(iv)

The Institute shall invite application(s) for posts through the internal
advertisement of IIT Delhi on Institute website.

Applications received pursuant to the advertisement as mentioned in (i)
above, shall be scrutinized for eligibility by the Scrutiny / Shortlisting
Committee to be constituted by the Competent Authority of the IIT Delhi.
Where applications received are in excess of the number of posts
advertised for the vacant post(s), the Scrutiny /Shortlisting Committee may
formulate additional criteria for shortlisting based on academic
performance and/or years of experience pf the applicants.

The Shortlisted applications shall be placed before the Dy. Director (Ops)/
Director for approval. After due approval, the shortlisted applicants will be called
for Written Test(s)/ Presentation as per decision of the: Competent Authority.

The following will be the Standing Committee for Group ‘B' & 'C’ for promotion
through Limited Departmental Examination (LDE) and all the issues concerning
to LDE will be looked into by this committee:

1. Dy. Director (Ops) - Chairman

2. Concern IHODIHOC - Member

3. Subject Expert - Member

4. SC/ST/OBC nominee - Member
(for reserved positions only)

5. Registrar - Member

6. D.R/A.R.(E-Il) - Convener
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(c) On Deputation/ Transfer on Deputation / on Contract

(1) Deputation
The following procedure shall be followed for making appointment by Deputation,

whérever prescribed in the Annexure of the Recruitment and Promotion Rules:

(i) The IIT Delhi shall invite applications for the vacant posts from Central
‘Government, State Government and Autonomous Bodies through an
-advertisement on an all India basis.

(i) "Applications received pursuant to the advertisement as mentioned in (i)

iabove, shall be scrutinized for eligibility of by a Scrutiny / Shortlisting

;_Committee to be constituted by the Competent Authority of the IT

'Delhi. Where applications received are in excess of a reasonable

number (as determined by the Scrutiny / Shortlisting Committee) for the

vacant and advertised post(s), the Scrutiny / Shortlisting Committee
may formulate additional criteria for shortlisting, based on acadeimic
performance and / or years.of experience of the applicants.

(iiy Personal evaluation ‘shall involve any one or more of these methods:

(i) Interview, (2) test, (3) presentation and (4) evalyation of his/her previous
ACRs. '

(iv) The period of deputation, including the period of deputation in another ex-
cadre post held immediately preceding this appointment in the same or some
other organization or department of the Central Government, shall be two (2)
years from the date of beginning of the deputation extendable up to a
maximum period of five  (05) years with the approval of the competent
authority.

(v) Deputation shall be subject to vigilance clearance

Vacancies caused by any incumbent being away on deputation, long iliness, long
leave or under any other circumstances for a duration of one year or more, may also

filled by way of recruitment on Deputation with employees from Central Government or
State Governments or Autonomous Bodes.

(2) On Contract

The Institute may also appoint persons on Contract basis on the recommendation
of the Selection Committee with such benefits which are similar to regular
appointments. Appointment on Contract shall be made initially for a period of one
(1) year which can be extended for a maximum period of upto five (5) years after
review of satisfactory performance.

On completion of contract period with the satisfactory performance, the person
may be considered for a regular appointment with the approval of the Competent
Authority. In case of regularization of a person working on Contract basis, the
period of contract completed by the said person may be treated as completion of

period of probation applicable for the said post with the approval of the Competent
Authority.

e



(d)

1.

Promotion through Departmental Promotion Committee (DPC)

The following will be the Standing Committee for promotion through DPC and all the
issues concerning to DPC will be looked into by this committee:

1. Dy. Director (Ops) - Chairman
2. Concern HOD/HOC - Member
3. Registrar - Member
4. D.R/AR (E-) - Convener

If necessary, the Chairman DPC may also opt more member(s) for this committee.

Criteria for promotion through DPC

Step It
ACRs (for last 08 years) 60 marks .
Step Ii:
Internal Assessment/ Presentation 40 marks
Total : 100 marks -

(i) For departmental candidates to be considered for promotion (as per numbers of
posts, fixed/decided for them) the %age of marks in qualifying degree may not be
insisted upon as per guidelines of MHRD/BoG.

(iiy The seniority list, verification of eligibility and all records lncludmg integrity,

vigilance clearance etc along with check list for such cases w||| be presented
before the committee by the Convener.

(i) The residency period for promation (through LDE /DPC) for bemg eligible for the
next higher Grade Pay has been spell out in the Recruitment Rules itself. The
provision has been made at the entry level erstwhile Group ‘D’ ‘employees /
Cadre with required residency, to consider their placement for Group ‘C’ post(s).

Assessment of Vacancy

After assessment and on receipt of requirement of Officers and "‘Emp!oyees from
various functionaries of the Institute, H.R. Section will initiate thé process of the
recruitment to fill UF the post(s) via various methods of recruitments. The process to fill
up the vacant posts belonging to the reserved category, will also be initiated whenever
required. The establishment registers and vacancy register will be’kept upto date by
H.R. Section. The rotation of quota, for identifying of vacanéy (i.e. under Direct

Recruitment / DPC/ LDE) and reservation will be examined and submitted by the
respective In-charge of H.R. Section.



12. Advertisement

After approval of the Dy. Director (Ops), the recruitment section shall prepare and
publish detailed advertisement(s) containing all the conditions of the recruitment

process on the official website of the Institute (www.iitd.ac.in) and in the newspapers
of repute for wider publicity.
In case of recruitment through deputation, the IT Delhi may also request various

organization(s) .to provide suitable candidates from their organization(s) to serve the
Institute.

13. Reservation

14.

15.

16.

Nothing contained in these Recruitment Rules shall affect reservations, relaxations of
age limit?énd other concessions required to be provided to the Scheduled Castes (SC),
the Sche"dule Tribes (ST), Other Backward Class (OBC) and Physically Handicapped
(PH) or any other spegcial categories of persons in accordance with the orders issued
by the MHRD from time to time in this regard. The reservation roster shall also%e
updated ';and countersigned by the Liaison Officers as per ysual instructions to insure
fair representation of SC/ST/OBC/PH candidates/ employees.

Amendménts

These Recruitment and Promotion Rules may be reviewed periodically for making
necessaril madifications and amendments, as may be required from time to fime.
However,-:' the Director, IIT Delhi from time to time, may alsg consider relaxation in any
of the provisions aforesaid or issue specific directions as may be necessary to remove
difficulties in the operation of any of the provision of these rules. The directions issues
by the Di‘kector, if any, shall be reported to the Board of Governors.

Where any doubt arises as to the interpretation of any of the provisions of these norms,
the mat,tei';_ shall be referred to the Recruitment Rules Commiftee, the recommendations
of which shall be referred to the Board of Governors for a decision, whigh shall be final.

Implementation of Recruitment & Promotion Rules

These R & PR shall be implemented from the date of approval, consented by the Board
of Governor, HIT Delhi

In the event, any existing employee under Group ‘C’ and/or Group ‘B’ is not able to avail
the opportunity of career progression or promotion routes, spelled out in the preceding
paragraphs of the RRs, or fail to qualify the LDE, benchmark ACRs or complete the
training process etc., an attempt will be made to assess their upgradation to the next
higher grade, on the basis of qualifying service of ten years in the preceding grade.
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Recruitment Rules for the Post of Registrar

Name of the Post

Registrar
No. of Post(s) 01
Classification Group - ‘A’
Scale of Pay

PB-4 (Rs. 37400-67000/-)

Grade Pay- Rs. 10000/~
Whether selection posf or non-selection Selection

post

Age limit for direct recruits Preferably below 57 years

Educational and other qualifications Essential:
Masters degree or equivalent from recognized
required for direct recruits university in any discipline with at least 55%
' marks or its equivalent Grade of B in the UGC
seven points scale and consistently good
academic record set out in these Regulations.

Experiqnce:

(1) At least 15 years of experience as Assistant
Professor in the AGP Rs. 7000 and above
or with 8 years of service in the AGP of Rs.
8000 apd above including as Associate
Professor along with experience in
‘educational administration.

OR
Comparable experience in research

establishments and/or other Institutions of
higher education.

OR
15 years of administrative experience of
which 8 years regular service as Deputy
Registrar or an equivalent post in the AGP
of Rs. 7600 and above.

(i) Experience in handling computerized
administration / financial matters.

Desirable:

() A degree in law / Management /

Enginegring from a recognized University/
Institute.

(i) Experience in educational administration,
financial and personnel management and
capacity to lead the administration in a
residential institution,



08.

09.

10.

11.

12.

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /

Limited Deptt. Exam

Period of probation, if any

Method of recruitment, whether by

direct recruitment or by promotion or
by deputation/ transfer, grades and

percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion/by

deputation/transfer, grades from which
promotion/deputation/transfer is to be

made

If a DPC exists, what is the composition

X, A
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Not Applicable

One year

Direct recruitment, failing which on
Deputation / Transfer on Deputation / on
contract basis for a-.tenure of up to 5 years or
till attaining the age:iof 62 years, whichever is

earlier or as fixed by Govt. of India from time

to time.

Deputation/ Transferion Deputation/on

Contract basis

Officers under the Central / State Governments
/ Universities / Recog:r_fmized Research Institutes
or Institutes of nation’ial importance:-
a) i) Holding analogous post or
i) With at least 3. years regular service in
posts with GP of Rs. 8700/- or equivalent;
and
b) Possessing educétional qualification and

experience as prescribed in Col. 7.

Not Applicable
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Recruitment Rules for the Post of Deputy Registrar

Name of the Post

Deputy Registrar
No. of Post(s) 07
Classification ' Group - ‘A’

Scale of Pay PB-3(Rs. 15600-39100/-)

Grade Pay- Rs. 7600/~

Whether selection postf or non-selection Selection

post

Age limit for direct recruits Preferably below 50 years

Educational and other qualifications A Master degree or its equivalgnt in any
discipline from a recognized University with at

required for direct recryits least 55 % marks or its equivalent Grade of B in
the UGC seven points scale and consistently

good academic record set out in these
regulations.

Experience ;

(i) At least 9 Years’ experience as Assistant
Professor in the AGP of Rs. 6000/- and
above with experience in educational
administration.

OR
Comparable experience in research
establishment and / or other institutions of
higher education.

OR
5 years’ of administrative experience as
Assistant Registrar or equivalent post in
the AGP of Rs. 5400 and above.

{ii) Experience in handling computerized
administration / financial matters.

Desirable

(i) A degree in Law / Management /
Engineering from a recognized University/
[nstitute.

(i} Chartered or Cost Accountant qualification
form a recognized University/ Institute for

the post of Deputy Registrar (Accounts /
Audit).



W

- 08,

09.

10.

11.

12.

Whether age and educational
qualifications prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam

Period of probation, if any

Method of recruitment, -whether by

- direct recruitment or by promotion or

»
by deputation transfer grades and
percentage of the vacancies to be filled

by various methods

In case of recruitment by promdtion/by
deputation/transfer, grades from which

promotion/deputation/transfer is to be

made

If a DPC exists, what is the composition

(e

() Age No

(i) Qualification No

One year

75 % by Direct Recruitment
25 % by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

By Limited Departmental Examination;

Open to _fhe Assist_aht Registrar in the Grade
Pay of Rs. 6600/~'who have rendered at least

05 years of regular clean service as Assistant
Registrar level in |IT Delhi.

Deputation/ Transfer on Deputation/on

Contract basis

Officers from the Central / State Governments
or Institutes of national importance or
Universities / University level Institution or
PSU/ Industry:
a) i) Holding analogous post or
i) With at least 5 years’ service in posts
carrying Grade Pay of Rs. 6600/- or its
equivalent and having experience in
administration, establishment and accounts

matters.
b) Possessing educational qualification and

experience as prescribed in Col. 7.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /
Shortlisting Committee to be constituted for
the purpose.

Not Applicable
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Recruitment Rules for the Post of Assistant Registrar

Name of the Post .
No. of Post(s).
Classification

Scale of Pay

Whether selection post or non-selection
post
Age limit for direct recruits

Educational and other qualifications

required for direct recruits

08. Whether age and educational

qualifications  prescribed for direct
recruits will apply to:the promotion /
Limited Deptt. Exam

Assistant Registrar

12
Group - ‘A’

PB-3 {Rs. 15600-39100/-)
Grade Pay- Rs. 5400/~

Selection

Preferably below 40 years

Essential: A Master degree or its equivalent in
any discipline from a recognized University with
at least 55 % marks or its equivalent Grade of B
in the UGC seven points scale and consistently

good academic record set out in these
Regulations.

Experience:

(i) At |easlt five years relevant administrative
experience in supervisory capacity in a
Govt.  office/university/  technological
institution or an organization of repute
which may include activities related to
examinations, academics, establishment,
general administration, R&D, student
affairs, Finance /Audit & Accounts, Estate
Management etc. in the grade pay of Rs.
4600/4800 or equivalent.

(i) Experience in handling computerized
administration / financial matters.

(iii) Proficiency in the use of variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Desirable

() A degree in Law / Management /
Engineering/ Actuarial Science from a
recognized University/ Institute,

(i) Chartered or Cost Accountant qualification
(CFA/ CS/ CA/ ICWA) from a recognized
University/ Institute for the post of
Assistant Registrar (Accounts/Audit).

(i} Age No

(i) Qualification  No



09.

10.

11.

12.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or

by deputation transfer grades and
percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion/by
deputation/transfer, grades from which
promotion/deputation/transfer is to be

made

If a DPC exists, what is the composition

33

v

One year

(i} 50 % by Direct Recruitment

(i) 50 % by Limited Departmental Examination

N.B.- failing which by on Deputation/ Transfer

on Deputation /on Contract basis

By Limited Departmental Examination:

Open to the Superintendent level staff having

Bachelor’s degree and Minimum 8 vyears
relevant  experience in  Administration/
Accounts/Audit of the Institute out of which at
least 5 years as Superintendent / Accounts
Ofﬁcer/eqﬁiva|e nt and of supervising a Section

in Pay Band-2 (Rs. 9300-34800) with Grade Pay
of Rs. 4600/4800.

Deputation / Transfer on Deputation / on

contract basis

Officers from the Central / State Governments
o Institutes of national importance or
Universities/ University level Institution or
PSU / PSE:-

a) Holding analogous post/ scale, and
b) Possessing educational qualification
and experience as prescribed in Col. 7.

N.B.- The eligibility.i or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for
the purpose. '

Not Applicable
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Recruitment Rules for the Post of Superintendent

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post :

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age and  edycational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitfnent, whether by
direct recruitment or by promotign or
by deputation transfer grades and
percentage of the vacancies ta be filled
by various methods

In case of recruitment by promotion/by
deputation/transfer, grades from which
promotion/deputation/transfer is to be
madle

If a DPC exists, what is the composition

w

Syperintendent
24

Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4800/-

Not Applicable

Not Applicable

Not Applicable

(i) Age No

(ii) Qualification  Yes

One year

(i) 75 % by Limited Departmental Examination

(i) 25% by DPC

By Limited Departmental Examination:

Open to the Jr. Superintendent in the Grade Pay
of Rs. 4200/- who have rendered at least Q6 years
of regular clean service as Jr. Superintendent
level in [IT Delhi.

By DPC:
From existing Jr. Supdt. of IIT Delhi with at least

08 years regular clean service in the Grade Pay of
Rs. 4200/-.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

As per IIT Delhi rules
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35

Recruitment Rules for the Post of Jr. Superintendent

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection

post

Age limit for direct recruits

Educational and other qua\iﬁcations

required for direct recruits

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /

Limited Deptt. Exam.

A

Jr. Superintendent

50
Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 yé_a rs

Essential

1. Master Degree -in any discipline from
recognized university with at least 55% marks
in qualifying degree with 01 year experience
as Sr. Assistant or equivalent in the Grade Pay
of Rs. 2800/- in Central Govt, / State Govt. /

Autonomous Bodies / Public Sector
Undertakings.

: OR
Bachelors Degree:: in any discipline from
recognized university with at least 55% marks
in qualifying degree with 03 years experience
as Sr. Assistant or equivalent in the Grade Pay

of Rs. 2800/- in Central Govt. / State Govt. /
Autonomous Bodies / Public Sector
Undertakings.

2. Proficiency in the_-f use of variety of computer
office applications, M.S Word, Excel, Power-
point or equivalent is a must.

Desirable: :

Higher Degree / PG Diploma in relevant
discipline like H_iR, Labor Laws, Financial
Management, inter ICWA/ CA etc. from
recognized Univérsity/ Institute.

(i) Age 1 No

(i) "Qualification No



09.

10.

11.

12.

Period of probation, if any
Method of recruitment, whether by

direct recruitment or by promotion or
by deputation transfér grades;' and
percentage of the vacancies to be filled

by varigus methods

In case of recruitment by promotion/by
deputation/transfer, grades from which
promotion/deputatioh/transfer is to be

made

If a DPC exists, what is the composition

One year

(i} 50% by Direct Recruitment.

(1) 30 % by Limited Departmental Examination

(iii) 20 % through DPC

N.B.- failing which by on Deputation / Transfer on
Deputation / on contract basis.

By Limited Departmental Examinatioh

Open to the Sr. Assistant in the Grade Pay of Rs.
2800/~ who have rendered at least 06 years of

regular clean service as Sr. Assistant level in IIT
Delhi.

By DPC:

From existing Sr. Asstt. of lIT Delhi with at least
08 years regular clean service in the Grade Pay of
Rs. 2800/-.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose,

As per IIT Delhi rules
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Recruitment Rules for the Post of Sr. Assistant

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age  and educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

o

Sr. Assistant
65

Group - ‘C’

PB-1 (Rs. 5200-20200) -
Grade Pay- Rs. 2800/~ :

Not Applicable

Not Applicable

Not Applicable

(i) Age . No

(i)  Qualification Yes

One year

{i) 75 % by Limited Departmental Examination

(i) 25 9% by DPC

By Limité’d Departmental Examination

Open to Jr. Asstt. who have réndered at least 06
years of regular clean service in Grade Pay Rs.
2000/- or (erstwhile) Group ‘D’ employee/ MTS
with 08 years of regular clean service out of
which at least 05 years as Jr. Assistant in the
Grade Pay of Rs. 2000/-in IIT Delhi.

By DPC:
From existing Jr. Asstt. of IIT Delhi with at least 08

years regular clean service in Grade Pay of Rs.
2000/-.

N.B.- The_ eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committée to be constituted for the
purpose.

As per IIT Delhi rules
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Recruitment Rules for the Post of Jr. Assistant

Name of the Post Jr. Assistant

Ng. of Post(s) 103

Classification Group - ‘¢’

Scale of Pay PB-1 (Rs. 5200-20200)

Grade Pay- Rs. 2000/-

Whether selection post or non-selection Selection

post

Age limit for direct recruits Preferably below 27 years

Educational and other qualifications Essential

: ;s . 1. Bachelors Degree in any discipline from
required for direct recruits recognized university with at least 55% marks
in qualifying degree.

2. Proficiency in the use of variety of computer
office applications, M.S Word, Excel, Power-
point or equivalent is a must.

3. Having typing speed of 40 w.p.m. / 35 w.p.m.

in English and Hindi respectively on
computer.

Desirable:

One year relevant experience. 0

Note: The requirement of typing mentioned in
the Recruitment rules will not apply in
the case of Physically Handicapped
persans who are. certified as being unable

to type by the T Hospital/ Medical
Board.



08.

09.

10.

11.

12.

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the pror%'otion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by prorﬁotion or
by deputation transfer grades and
percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer

is to be made

If a DPC exists, what is the composition

39

P
Yoams

{i) Age No

(i) Qualification  Yes

One year :
{i) 90% by Direct recruitment

(i) 10% by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

By Limited Departmental Examination

Open to existing (erstwhile) Group ‘D’ employees
of T Delhi with at least 08 years regular clean
service subject to fulfiliment of minimum
educational qualification of 10+2 (Sr. Secondary /

IT! of two years duration.after Secondary School)

from a recognized Board.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

Not Applicable
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Rec__ruitment Rules for the Post of Accounts Officer

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection

post

Age limit for direct récruits

Educational and other qualifications
required for direct recruits
Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limlited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by varipus methods

In case of recruitment by promotion/by
deputation/transfer, grades from which

promotion/deputation/transfer is to be
made

Accounts Officer

06

Groyp - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 48Q0/-

Not applicable

Not applicable

Not applicable

(i) Age No
(1i) Qualification  Yes
One Year

{i) 75 % by Limited Departmental Examination

(i) 25% by DPC.

By Limited Departmental Examination
Open to Jr. Accounts Officer in the Grade Pay of
Rs. 4200/- who have rendered at least 06 years of

regular clean service in Grade Pay of Rs. 4200/~ as
Jr. Accounts OQfficer in (IT Delhi.

By DPC:
From existing Jr. Accounts Officer of IT Delhi with

at least 08 years regular clean service in the
Grade Pay of Rs. 4200/-.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /
Shortlisting Committee to be constituted for the
purpose.

As per lIT Delhi rules
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Recruitment Rules for the Post of Jr. Accounts Officer

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits
N\

Whether age
qualifications

and educational
prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Jr. Accounts Officer

12

Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 yé_ars

Essential

1.

M.Com. or equivalent qualification from
recognized university with at least 55% marks
in qualifying degree with 01 year experience
as Sr. Assistant {Accounts) or equivalent in
the Grade Pay of Rs. 2800/- in Central Govt. /
State Govt. / Autonomous Bodies / Public
Sector Undertakings.
" OR

B.Com. or equivalent qualification from
recognized university with at least 55% marks
in qualifying degree with 03 years experience
as Sr. Assistant (Accounts) or equivalent in
the Grade Pay of Rs. 2800/- in Central Govt. /
State Govt. / Autonomous Bodies / Public
Sector Undertakings.

Knowledge of Acéounting Software like Tally,
Pay Roll Accounting, e-TDS.

Proficiency in typ’ing in English / Hindi on
computer, and also in the use of a variety of
computer office ' applications, M.S Word,
Excel, Power-point or equivalent is a must.

Desirable:

(i)

(ii)
(iii)

(i)

" \V/ (i1

Higher Degree / PG Diploma in relevant
discipline like HR, Labour Laws, and Financial
Management etc from recognized institute.
ICWA/CFA (Intermediate)

CA in intermediate

Age No

Qualification  Yes



09. Period of probation, if any

10. Method of recruitment, whether by
direct recruitment or by prometion or
by deputation transfer grades 'and
percentage of the vacancies'to be filled

by various methods

11.  in case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer

is to be made

12.  Ifa DPC exists, what is the composition

Nt

One Year

(i) 50 % by Direct Recruitment.
(i) 30 % by Limited Departmental Examination
(i) 20% by DPC

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Open to Sr. Assistant (Accounts) who have
rendered at least 06 years of regular clean service
in Grade Pay of Rs. 2800/- in IT Delhi.

e

From .existing Sr. Asstt. (Accounts) of IIT Delhi
with at least 08 years regular clean service in
Grade Pay of Rs. 2800/- in IIT Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny / -
Shortlisting Committee to be constituted for the

purpose.

As per IIT Delhi rules
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12. If a DPC exists, what is the composition v

43

Recruitment Rules for the Post of Sr. Assistant (Account's)

Name of the Post -

No. of Post{s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and  educational
qualifications  prescribed fdr direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer gr§des and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

Sr. Assistant (Accounts)-

11
Group - ‘'C’

PB-1 (Rs. 5200-20200) .
Grade Pay- Rs. 2800/-

Not Applicable

Not applicable

Not applicable

(i) Age : No

ii) Qualification " Yes

One year

(i) 75 % by Limited Departmental Examination
(i) 25% by DPC

By Limited Departmental Examination

Open to Jr. Assistant (Accounts) who have
rendered at least 06 years of regular clean service
in Grade Pay of Rs. 2000/- or (erstwhile) Group
‘D’ employee/ MTS with 08 years of regular clean
service out of which at least 05 years as Jr,

Assistant in the Grade Pay of Rs. 2000/- in \IT
Delhi.

By DPC:

From existing Jr. Asstt. (Accounts) of IIT Delhi
with at least 08 years regular clean service in
Grade Pay of Rs. 2000/- in UT Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

As per IIT Delhi rules
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Recruitment Rules for the Post of Jr. Assistant (Accounts)

Name of the Post

No. of Post(s)

Classification

Scale of Pay

Whether selection post or ngn-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether  age a:nd

educational
qualifications prescribed for direct

recruits will apply to the promotion /

Limited Deptt. Exam.

Period of probation, if any

Jr. Assistant (Accounts)

22

Group - ‘C’

PB-1 (Rs. 5200-20200)

Grade Pay- Rs. 2000/-

Selection

Preferably below 27 years

Essential
S T itk

1.

B.Com or equivalent qualification from
recognized university with at least 55% marks
in the qualifying degree.

2. Proficiency in Accounting Software like Tally,
Pay Roll Accounting, e-TDS etc.

3. Proficiency in typing in English / Hindi on
computer, and also in the yse of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Desiraple;

1. One year relevant experience in Finance /
Accounts.

2. Having typing speed of 40 w.p.m. / 35 w.p.m.
in English and Hindi respectively on
computer.

{i) Age No

(i) . Qualification  Yes E

One Year



10.

11.

12.

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer

is to be made

If a DPC exists, what is the composition

{i) 90 % by Direct recruitment
{ii) 10 % by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

By Limited Departmental Examination

From existing {erstwhile) Group ‘D’ employees/
MTS of IT Delhi with at least 08 years regular
clean service subject to fulfillment of minimum
educational qualification of 1042 (Sr. Secondary /

ITI of two years duration after Secondary School)

from a recognized Board.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or ‘Scrutiny /
Shortlisting Committee to be constituted for the
purpose.

Not Applicable
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Recruitment Rules for the Post of Principal Technical Officer

Name of the Post
Na. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection

post

Age limit for direct recruits -

Educational and other qualifications

required for direct recruits

Principal Technical Officer
10
Group - ‘A’

PB-3 (Rs. 15600-39100/-)
Grade Pay- Rs. 7600/~

Selection

Preferably below 50 years

Essential

M.Tech Degree in Engineering or
equivalent qualification in appropriate
field with a minimum of 55% marks in the
qualifying degree from a recognized
University/Institute with six years relevant

experience in the Grade Pay of Rs, 6600 or
equivalent.

OR
Master Degree in Science/Computer
Science or equivalent qualification in
appropriate field with a minimum of 55%
marks in the qualifying degree from a
recognized University/ Institute with ten
years relevant experience in the Grade
Pay of Rs. 6600 or equivalent.

OR
Bachelors Degree (four years}) in
Engineering or equivalent qualification in
appropriate field with a minimum of 55%
marks in the qualifying degree from a
recognized University / Institute with
thirteen years relevant experience in the
Grade Pay of Rs. 6600 or equivalent.

Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Desirable

Ph.D in appropriate field with a minimum of
55% marks in the qualifying degree from a
recognized University/Institute with three
years relevant experience in the Grade Pay of
Rs. 6600 or equivalent.



08.

09.

10.

11.

12,

Whether  age and educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam / Deputation

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion/by
deputation/transfer, grades from which
promotion/deputation/transfer is to be

made

If a DPC exists, what is the composition

W

47

(i) Age No

(i) Qualification  Yes

One year

{i) 75% by Direct Recruitment
(i) 25% by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer or
Deputation / on contract basis.

By Limited Departmental Examination

Open to the Technical Officer who have rendere:
at least 06 years of régular clean service in PB-3

Grade Pay- Rs. 6600 in IIT Delhl.

By Deputation / Tr}.msfer on Deputation / o

contract basis
(i) A person holding analogous post, or

(i) Having 03 years relevant experience in PB-
(Rs. 15600-39100/-), Grade Pay of Rs. 6600/-.

N.B.- The eligibility or otherwise of internz
candidates to be examined & recommended b
the Deptt. / Centre concerned or Scrutiny
Shortlisting Committee to be constituted for th:
purpose. o

Not Applicable
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Recruitment Ru|e§ for the Post of Technical Officer

Name of the Past
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection

post

Age limit for direct recruits

Educational and other qualifications

required for direct recryits

Whether age and  educational
qualifications prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam

\r\',/

Technical Qfficer

30

Group - ‘A’

PB-3 (Rs. 15600-39100/-)

Grade Pay- Rs. 5400/~

Selection

Preferably below 40 years

1.

(i)
(ii)

M.Tech Degree in Engineering or
equivalent qualification in appropriate
field with a minimum of 55% marks in the
qualifying degree from a recognized
University/ Institute with two vyears

relevant experience in the Grade Pay of
Rs. 4600/4800 or equivalent.

OR
Master Degree in Science/Computer
Science or equivalent qualification in
appropriate field with a minimum of 55%
marks in the qualifying degree from a
recognized University/ Institute with four
years relevant experience in the Grade
Pay of Rs. 4600/4800 or equivalent.

OR
Bachelors Degree (four vyears) or
equivalent qualification in appropriate
field with a minimum of 55% marks in the
qualifying degree from a recognized
University/ Institute with five vyears
relevant experience in the Grade Pay of
Rs. 4600/4800 or equivalent.

Proficiency in the use of a variety of
computer office applications, M.S Word,

Excel, Power-point or equivalent is a
must.

Age No

Qualification  Yes



09. Period of probation, if any

10. Method of recruitment, whether by

direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled

by various methods

11. In case of recruitment by promotior\/by
deputation/transfer, grades from which

promotion/deputation/transfer is to be

made

12.. If a DPC exists, what is the composition

One year

(i) 50% by Direct ré_cruitment.
(i) 30% by Limited-iDepartmental Examination.

(iii) 20% by DPC.

N.B.- failing which by on Deputation / Transfer or

Deputation / dn contract basis.

By Limited Degartniental Examination

Open to the Tech. Supdt. having Bachelor’s
degree in Science / Computer Science OR
Three year's Diplom% in Engineering after 10+2
and who have rende‘red at least 06 years of
regular clean ‘serviﬁé in PB-2, Grade Pay- Rs.
4600/4800 in IIT Delhi.

By DPC:

F,rom. existing Technical Supdt. having
Bachelor’s degree in Science / Computer
Science OR Three years Diploma in Engineering
after 10+2 and who have rendered at least 08

years regular clean service in PB-2, Grade Pay-
Rs. 4600/4800 in IIT Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended
by the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for

the purpose.

As per HIT Delhi rules



Dl..
02.
03.
0a.

0s5.

0e.

07.

08.

09.

10.

11,

12.

Name of the Post
No. of Post(s)
Classification

Scale of Pay.

Whether selection post ar non-selection

-post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and educational

qualifications  prescribed for direct
recryits will apply to the promotion /
Limited Deptt. Exam

Period of probation, if any

Methad of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vaca‘nties to be filled
by varioys methods -

In case of recruitment by promotion/by
deputation/transfer, grades from which

promotion/deputation/transfer is to be

made

If a DPC exists, what is the composition

90

Recruitment Rules for the Post of Tech. Superintendent

w

i

Tech. Superintendent
37

Groyp - ‘B’

PB-2 (Rs. 9300-34800/-)
Grade Pay- Rs. 4800/-

Not Applicable
Not Applicahle

Not Applicable

(i) Age No

(i) Qualification  Yes

One year

(i) 75% by Limited Departmental Examination

(ii) 25% by DPC.

By Limited Departmental Examination

Open to the Jr. Tech. Superintendent who have
rendered at least 06 years of regular clean service
in PB-2, Grade Pay — Rs. 4200/- in I'TDelhi.

From existing Jr. Tech. Superintendent of liT Delhi
with at least 08 years regular clean service in PB-
2, Grade Pay — Rs. 4200/- in IT Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /
Shortlisting Committee to be constituted for the
purpagse.

As per lIT Delhi rules.



01.

02.

03.

04.

05.

06.

07.

08.

Recruitment Rules for the Post of Jr. Tech. Superintehdent

Name of the Post

No. of Post(s) 80

Classification

Ir. Tech. Superintendent

Group - ‘B’

Scale of Pay .

PB-2 (Rs. 9300-34800)

Grade Pay- Rs. 4200/-

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

1.

required for direct recruits
2
Whether age and  educational (i)
qualifications prescribed for direct (i)

recruits will apply to the promotion /

Limited Deptt. Exam.

W

Selection

Preferably below 35 years

Master Degree in Science/Computer
Science or B.E/ B.Tech or equivalent
qualification in appropriate field with a
minimum of 55% marks in the qualifying
degree from a recognized University/
Institute  with one vyear relevant
experience in the Grade Pay of Rs. 2800 or
equivalent,
OR
Bachelor’s Degree in Science or equivalent
in appropriate field. with a minimum of
55% marks in the qualifying degree from a
recognized University/Institute with three
years relevant experience in the Grade
Pay of Rs. 2800 or equivalent.
OR

Three years Diploma in Engineering /
Applied Science: or equivalent in
appropriate field (after 10+2) with a
minimum of 55% marks in the qualifying
degree from a recognized University/
Institute with four vyears relevant
experience in the Grade Pay of Rs. 2800 or

equivalent.

Proficiericy in the use of a variety of

computer office applications, M.S Word,

Excel, Power-point or equivalent is a must.
Age  No

Qualification  Yes



Q9. Period of probation, if any

10. Method of recruitment, whether hy

direct recruitment or by promotion or

by deputation transfer grades and
percentage of the vacé_mc;ies to be filled

by various methods

11, In case of recruitment by promotion/by
deputation/transfer, grades from which
promotion/deputation/transfer is to be

made

12. If a DPC exists, what is the composition

QOne year

(i) 50 % by Direct Recruitment.

(i) 30 % by Limited Departmental Examination
(iii) 20 % by DPC

N.B.- failing which by on Deputation / Transfer on
Deputation / on contract basis.

By Limited Departmental Examination

Open to the Sr. Lab. Assistant who have
rendered at least 06 years of regular clean
service in PB-1, Grade Pay -Rs. 2800/- in IT
Delhi.

By DPC:

From existing Sr. Lab. Asstt. of UT Delhi with at
least 08 years regular clean service in PB-1,

Grade Pay —Rs. 2800/- in IIT Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended
by the Deptt. / Centre concerned or Scrytiny /
Shortlisting Committee to be constituted for

the purpose.

As per IIT Delhi rules.
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‘ )
Recruitment Rules for the Post of Sr. Mechanic / Sr. Lab. Asstt.

Name of the Post

No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection

post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Sr. Mechanic / Sr. Lab. Asstt.
162
Group - ‘C’

PB-1 (Rs. 5200-20200)

Grade Pay- Rs. 2800/-

Selection

Preferably below 30 years

1. Master Degree in Science/Computer Science
or B.E/ B.Tech or equivalent qualification in
appropriate field with a minimum of 55%
marks in the gualifying degree from a
recognized University/Institute.

OR
Bachelor's Degree in Science or equivalent in
appropriate field” with a minimum of 55%
marks in the qualifying degree from a
recognized University/ Institute with two
years relevant experience in the Grade Pay
of Rs. 2000 or equivalent.

. OR
Three years Diploma in Engineering /
Applied Science or equivalent in appropriate
field (after 10+2) with a minimum of 55%
marks in the qualifying degree from a
recognized University/institute with three

years relevant experience in the Grade Pay
of Rs. 2000 or equivalent.

2. Proficiency in fthe use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.



1
08. Whether age  and educational (i) Age No
qualifications prescribed for direct ) o
recryits will apply to the promotion / (i) Qualification No, but three vyears
Limited Deptt. Exam. Diploma in Engineering/ Applied Science
or equivalent in appropriate field (after
10+2) OR ITI (02 years) after Secondary
Examination will be insisted uppn for
departmental candidates to be
considered under 10% LDE quota.
09. Period of probation, if _'any One year
. [
10. Method of recruitrﬁent, whether by (i) 90 % by Direct Recruitment.
direct recruitment o by promotion or (i) 10 % by Limited Departmental Examination
by deputation transfer grades and
percentage of the vacancies to be filled N.B.- failing which by on Deputation / Transfer
by various methods : on Deputation / on contract basis.
11, In case of recruitment by promotion / by By Limited Departmental Examination
deputatian 7 trané’fer, aradas fom ‘ Open to the Ir. Mech./JLA who have rendered at
least 06 years of regular clean service in PB-1,
which promotion / deputation / transfer

Grade Pay- Rs.2Q00/- in IIT Delhi.
is to be made
N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

12. Ifa DPC exists, what is the composition Not Applicable



01.
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Recruitment Rules for the Post of Jr. Mechanic / Ir. Lab Assié_tant

Name of the Post

No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection

post
Age limit for direct recruits

Educational and other qualifications
e

required for direct recruits

Whether  age and educational

qualifications prescribed for direct
recruits will apply to the promotion /

Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled

by various methods

Jr. Mechanic / Jr. Lab Assistant

20

Group - ‘C’

PB-1 (Rs. 5200-20200)
Grade Pay-Rs. 2000/-

Not applicable

Preferably below 27 years

(i)
(ii)

Bachelor’s Degree in Science or equivalent in
appropriate field ‘with a minimum of 55%
marks in the qualifying degree from a
recognized Univefsity/ Institute.
OR

Three years Diploma in Engineering / Applied
Science or equivalent in appropriate field
(after 10+2) with @ minimum of 55% marks in
the qualifying degree from a recognized
University/Institute with one year relevant
experience,.

Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Age No

Qualification Yes

One year -

100% by Limited Departmental Examination



11. In case of recruitment by promotion / by
depytation / transfer, grades from
which promotion / deputation / transfer

is to be made

12. If a DPC exists, what is the composition

By Limited Departmental Examination
Open to existing (erstwhile) Group ‘D’ employees

of IUT Delhi with at least’ 06 years regular clean
service subject to fulfillment of minimum
educational qualification of 10+2 (Sr. Secondary

/\T1 of two years duration after Secondary School)

from a recognized Board.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

Not Applicable
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Recrpitment‘ Rules for the Post of Librarian

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether  age and educational

qualifications prescribed for direct

recruits will apply to the promotion /

Limited Deptt. Exam.

Period of probation, if any

o

Librarian

01

Group - ‘A’ (Academic)

PB-4 (Rs. 37400-67000)
AGP-Rs. 10000/-

Selection

Preferably below 57 years

Essential

1. A Master's Degree in Library Science /
Information Science/ Documentation with at
least 55% marks or its equivalent Grade of B
in the UGC seven points scale and
consistently good academic record set out in
these Regulations.

2. At least thirteen years as a Deputy Librarian

in a University Library or eighteen years
experience as a College Librarian.
3. Evidence of innovative library service and

organization of published work.

Desirable:

A M.Phil./ Ph.D. Degree in Library Science/
Information Science/ Documentation/ Archives

and Manuscript keeping.

Not Applicable

One Year



10. Method of recruitment, whether by 100% by Direct Recruitment

‘direct regruitment or by promotion or N.B.- failing which by on Deputation / Transfer on

by deputation tra"nsfer grades and Deputation / on contract basis.
percentage of the vacancies to be filled

by various methods

11. Incase of recruitment by prometion / by Deputation / Transfer on Deputation / on

contract basis

deputation / transfer, grades from
which promotion / deputation / transfer Officers from the Library of Central / State

is to be made Governments or Institutes of national importance

or Universities / Deemed University level

Institution or PSU/ Industry:

a) i) Holding analogous post or
ii) With at least 3 years service in posts
carrying Grade Pay of Rs. 9000/- or its
equivalent and having experience in
administration, establishment and accounts
matters of the Library.

b) Possessing educational qualification and

experience as prescribed in Col. 7.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

12. Ifa DPC exists, what is the composition, Not Applicable
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Recruitment Rules for the Post of Deputy Librarian

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and'  educational

qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Deputy Librarian

04

Group - ‘A’ (Academic)

PB-3 (Rs. 15600-39100)

AGP- Rs. 8000/-

Selection

Preferably below 50 years

Essential

1. A Master’s Degree in Library Science /

Information Science/ Documentation with at

least 55% of the mérks orits equivaient Grade

of B in the UGC'seven point scale and a

consistently good academic record.

05 years experience as an Assistant University

Librarian/ College Li_brarian.

3. Evidence of innovative library service and
organization of published work and

professional comm_i:tment, computerization of
library.

Desirable: .
A M.Phil/ Ph.D. Degree in Library Science/
Information Science/’ Docurmentation/ Archives

and Manuscript kee_bing‘/ computerization of
library. "

Not Applicable

Period of probation, if any ‘\/ One Year



10.

11.

12,

Method of recru‘»tmen:t, whether by

direct recruitment or by prorﬁdtion or
by deputation tre;nsfer grades and
percentage of the yé_;ancies to be filled
by various methods '

In case of recruitmedt by promotion / by
deputation / trangfer, grades from

which promotion / deputation / transfer

is to be made

If a DPC exists, what is the composition

100% by Direct Recruitment

Promotipn under Carrier Advancement Scheme
(CAS) as UGC norms.

N.B.- failing which by on Deputation / Transfer on

Deputation / on contract basis.

4

Deputation / Transfer on Deputation / on

contract basis
Officers from the Library of Central / State
Governments or Institytes of national importance

or Universities / Deemed University level

Institution or PSU/ Industry:

a) 1) Holding analogous post or
ii) With at least 5 years service in posts
carrying Grade Pay of Rs. 6000/- or its
equivalent and having experience in

administ[ation, establishment and accounts

matters of the Library.
b) Possessing educational qualification and

experience as prescribed in Col. 7.

N.B.- The eligibility or qtherwise of internal

candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the

purpose.

Not Applicable
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Recruitment Rules for the Post of Assistant Librarian

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

’

Educational and other qualifications

required for direct recruits

Whether  age and educational
gualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Assistant Librarian -
06

Group - ‘A’ (Academic)

PB-3 (Rs. 15600-39100)
AGP- Rs. 6000/-

Selection

Preferably below 45 years

Essential

1. A Master's Degree in Library Science /
Information Sciehce/ Documentation Science
or an equivalent professional degree with at
least 55% marks {or an equivalent Grade in a
point scale wherever grading system is
followed) and a fconsistently good academic

record with knowledge of computerization of
library.

2. Qualifying ."in the National Level Test
conducted for the purpose by the UGC or any
other agency approved by the UGC.

3. Minimum 03 years of relevant experience of
working in Institute / University of State /
Centre Govt. organization.

Not Applicable

One Year



10. Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methads

11. in case of recruitment by promotién /by
deputation / transfer, grades from
which promotion / deputation / transfer

is to be made

12. Ifa DPC exists, what is the composition

v

100% by Direct Recruitment

Promotion under Carrier Advancement Scheme
(CAS) as UGC norms.

N,B.- failing which by on Deputation / Transfer on

Deputation / on contract basis.

Deputation / Transfer on Deputation / on
Officers from the Library of Central / State
Governmerllts or Institutes of national importance
or Universities / Deemed University level
institution or PSU/ Industry:
a) i) Holding analogous post or
ii) With at least 5 years’ service in posts
carrying Grade Pay of Rs. 4600/- or its
equivalent and having experience in
administration, establishment and accounts
matters of the library.
b) Possessiﬁg edycational qualification and

experience as prescribed in Col. 7.

N.B.- The eligibility or otherwise of internal
e

candidates to be examined & recommended by

the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constityted for the
purpose.

Not Applicable
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Recruitment Rules for the Post of Assistant Library |nformatioh Officer

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age
qualifications

and educational
prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, gra'ldes from
which promotion / deputation / transfer

is to be made

If a DPC exists, what i§ the ¢composition

e

Assistant Library Information Officer

02

Group - ;B'

PB-2 (Rs. 9300-34800)
Grade Pay-Rs. 4800/-

Not Applicable

Not Applicable
Not applicable

(i) Age No

(i) Qualification  Yes

One Year

(i) 50% by Limited Departmental Examination
(i) 50% by DPC

N.B.- failing which by on Deputation / Transfer on
Deputation / on contract basis.

By Limited Departmental Examination

Open to Sr. Library Info. Assistant or equivalent
who have rendered at least 06 years of regular

clean service in the Grade Pay of Rs. 4200/- in IT
Delhi.

By DPC:
From existing Sr. Library Info. Assistant or
equivalent of IIT Delhi with at least 08 years

reg_ula‘r clean service in the Grade Pay of Rs.
4200/- in IT Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

As per |IT Delhi rules. "'
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08.

Recruitment Rules for the Post of Sr. Library Information Assistant

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and  educational
qualifications prescribed for direct
recruits will apply to the. promotion /

" Limited Deptt. Exam.

\Vadl

Sr. Library Information Assistant

04

Group - ‘B’

PB-2 (Rs. 9300-34800)

Grade Pay-Rs. 4200/-

Selection

Preferably below 35 years

Essential

1. M.ibSc. / MUSc or equivalent from
recognized University/Institute with at least
55% marks in the qualifying degree.

OR
Master's Degree in Arts / Science /[
Commerce or any other discipline with and
also B.Lib.Sc. / BLISc with at least 55% marks
from recognized University/Institute.

2. Post-Graduate Diploma / Certificate Course in
Computer Application / Library Automation
from a recognized Institute with minimum of
06 months duration.

3. At least 03 years working experience in a
reputed library.

4, Proﬁcienlcy in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Knowledge of Library Automation activities.

(i) Age No

(ii) Qualification  Yes



09.

10.

11.

12.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion / by

deputation / transfer, grades from
which promotion / deputation / transfer

is to be made

If a DPC exists, what is the composition

65

One Year

{i) 50% by Direct recruitment.
{ti) 25% by Limited Departmental Examination
(iii) 25% by DPC

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

By Limited Departmental Examination
Open to the Lib. Info. Assistant who have
rendered at least 06 years of regular clean service

in PB-1, Grade Pay- Rs, 2800/- in IIT Delhi.

By DPC:
Open to the Lib. Info. Assistant who have
rendered at least 08 years of regular service in

PB-1, Grade Pay- Rs. 2800/~ in IIT Delhi.

N.B.- The eligibility ._’-or otherwise of internal
candidates to be exag’nined & recommended by
the Deptt. / Centre{, concerned or Scrutiny /
Shortlisting Committeé to be constituted for the

purpose.

As per IIT Delhi rules
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Recruitment Rules for the Post of Library Information Assistant

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection p{)st or non-selectign
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age and educational

qualifications prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Library Inforrpation Assistant
08 ) e
Groyp - ‘C’

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2800/-

Selection

Preferably below 30 years

Essential
1. M.Lib.Sc. / MLISc or equivalent from
recognized University/Institute with at least
55% marks in the qualifying degree.

OR

Master’s Degree in Arts [/ Science /
Commerce or any other discipline and also
B.Lib.Sc. / BLISc with at least 55% marks in
the qualifying degree from recognized
University/ Institute.

At least 01 years working experience in a
reputed library.

Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Desirable:

Knowledge of Library Automation activities.

Not Applicable

One Year



10.

11.

12.

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer

is to be made

If a DPC exists, what is the composition

67

100% by Direct recruitment.

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not Applicable

Not Applicable
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Recruitment Ru_lés for the Post of Institute Engineer

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other ciualiﬁcations

required for direct recruits

Institute Engineer

01

Group - ‘A’

PB-4 (Rs. 37400-67000)
Grade Pay- Rs. 10000/~

Selection

Preferably below 55 years

Essential :

1.

(i) Master's degree in the appropriate

branch of Engineering / Technology
or equivalent from a recognized
university/Institute with at least
55% marks in the qualifying degree.

(i) At least 15 years relevant experience
out of which at least 08 years as
Executive Engineer in the Grade Pay
of Rs. 7600/- and at least 03 years of
regular clean service in Grade Pay of
Rs. 8700/- at the level of
Superintending Engineer.
OR

Bachelor's degree in the appropriate
branch of Engineering / Technology
or equivalent from a recognized
University/ Institute with at least
55% in the qualifying degree.

At least 15 years relevant
experience out of which at least 05
years of regular clean service in the
Grade Pay of Rs. 8700/- at the ievel
of Superintending Engineer and at
least 08 years in the Grade Pay of
Rs. 7600/~ as Executive Engineer.

Experience in handling construction &
construction management related
software, like Computer-aided Design
(CAD) etc.



08.

09.

10.

11.

12.

Whether age  and
qualifications

educational
prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

W

Desirable:

(i) Experiencé in the line of coordination &
supervision of  construction and
maintenance of civil works (including

Public Health) in Public works
Department.

(i) At IIT Delhi, the Institute Engineer also
holds the charge of Estate Officer of the
Institute and hence knowledge of Estate
matters & public premises act / rules are
desirahle. :

Not Applicable

One Year

100 % by Direct Recruitment

N.B;- failing which by on Deputation / Transfer
on-Deputation / on contract basis.

By Deputation or on Contract

(i) A person holding analogous post, or

(ii) Having at least 05 years relevant
experience in PB-4 (Rs. 37400-67000),
Grade Pay of Rs. 8700/- at the level of
Superintending Engineer or at least 08

years in Grade Pay of Rs. 7600/- at the

level of Executive Engineer.
(i)  Possessing educational qualification and

experience as prescribed in Col. 7

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by

the Deptt. / Centre concerned or Scrutiny /
Shortlisting Committee to be constituted for the

purpose.

Not Applicable
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Recruitment Rules for the Past of Superintending Engineer

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Superintending Engineer

02 (01 Civil and Q1 Electrical)

Group - ‘A’

PB-4 (Rs. 37400-67000)
Grade Pay- Rs. 8700/-

Selection

Preferably below 55 years

Essential :

1.

(i)

Master’s degree in the appropriate
branch of Engineering / Technology
or equivalent from a recognized
university/Institute with at least
55% marks in the qualifying degree.

(ii) At least 10 years relevant experience

)

(i)

out of which at least 05 years of
regular clean service in Grade Pay of
Rs. 7600/ at the level of Executive
Engineer {Senior Scale) or at least 13
vears of regular clean service in
Grade Pay of Rs. 6600/- at the level
of Executive Engineer.

, OR

Bachelor's degree in the appropriate
branch of Engineering / Technology
or equivalent from a recognized
University/ Institute with at least
55% in the qualifying degree.

At least 12 vyears relevant
experience out of which at least 05
years of regular clean service in
Grade Pay of Rs. 7600/- at the level
of Executive Engineer (Senior Scale)
or at least 15 years of regular clean
service in Grade Pay of Rs. 6600/~ at
the level of Executive Engineer.



08.

09.

10.

11,

12.

Whether  age and educational

qualifications prescribed for direct

recruits will apply to the promotion /

Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

w

2. Experience in handling construction &

construction management related
software, like Computer-aided Design
{CAD) etc.

Desirable:

Experience in the line of coordination &

supervision of construction and maintenance of

civil works (including Public Health) in Public
works Department.

iy Age No

(i)  Qualification  Yes

One Year

100 % by Direct Recruitment

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis. .

Deputation Transfer _on Deputation on

contract basis

(i) A person holdiﬁg analogous post, or

(i) Having at le;st 05 vyears relevanfc
experience in :PB-3 (Rs. 15600-39100),
Grade Pay of Rs 7600/- at the level of
Executive Enginéer (Senior Scale).

(iii) Possessing educlational qualification and

experience as prescribed inCol.7

N.B.- The eligibility ﬁ)r otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

Not Applicable
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Ré_cruitment Rules for the Post of Executive Engineer

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection past or non-selection
post ‘

Age limit for direct recryits

Educational and other qualifications
required for direct recruits

Executive Engineer e

05

Group - ‘A’

PB-3 (Rs.15600-39100/-)
Grade Pay- Rs. 7600/-

Selection

Preferably below 50 years

Essential :

1.

(i) Master’s Degree or equivalent in

Engineering (Electrical / Civil
Engineering) from a recognized
university/ Institute with at least 55%
marks in the qualifying degree.

(ii) At least 05 years experience in relevant

field at the level of Assistant Execytive
Engineer in PB-3 and Grade Pay of Rs.
6600/- from CPWD/ State PWD or
similar organized services / semi-Govt. /
PSU/ Statutory or  Autonomous
organization / Universities / reputed
Institute  or

organizations  under
Central/ State Govt.
OR
{i) Bachelors Degree or equivalent in
Engineering (Electrical / Civil
Engineering) from a recognized

university/ Institute with at least 55%
marks in the qualifying degree.

(i) At.least 07 years experience in relevant

field at the level of Assistant Executive
Engineer in PB-3 and Grade Pay of Rs.
6600/- from CPWD/ State PWD or
similar grganized services / semi-Govt. /
PSU/  Statutory or  Autonomous
organization / Universities / reputed
Institute or organizations under
Central/ State Govt.

Experience in handling construction
construction management related
software, like Computer-aided Design

(CAD) etc.



08.

09.

10.

11.

12. fa DPC exists, what is the composition M

Whether  age and educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion/by
]

deputation/transfer, grades from which

promotion/deputation/transfer is to be

made

13

Desirable;

(i} Proven track record of handling projects /
works in reputed organization of relevant
magnitude and qualities.

(i) Experience of working with high tension
lines electrical maintenance planning and
execution of electrical works or civil
engineering, Designing and estimation,
construction management etc., as relevant
to the profession.

(iii) Proficiency in "-,the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

(i) Age - No

(ii) Qualification Yes

One year

(i) 50% by Direct recruitment

(i) 50 % by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer
on Deputation:/ on contract basis.

By Limited Departme‘ntal Examination

Open to the Assistant Executive Engineer who
have rendered at least 06 years of regular clean

service in PB-3, Grade Pay-Rs.6600/- in IIT
Delhi. :

Deputation / Transfer on Deputation / on
contract basis :

(i) A pférson holding analogous post, or

(i) Having 05 -years relevant experience in
PB-3 (Rs. 15600-39100/-), Grade Pay of
Rs. 6600/-.

(iii) Possessing educational qualification and
experience as prescribed in Col. 7

N.B.1- The eligibility or otherwise of internal

candidates to be examined & recommended by

the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for

the purpose.

N.B.2- After 05 years of service with Grade Pay
Rs.7600/-, an incumbent will automatically

move to.the higher GP of Rs.8700/- with the
same designation.

Not Applicable



j
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Recruitment Rules for the Post of Assistant Executive Engineer

Name of the Post

No. of Post(s)

Classification

Scale of Pay .

Whether selection post or non-selection

post

Age limit for direct recruits

Educational and other qualifications

required for direct rei:ruits

Whether age and  educational

qualifications prescribed for

recruits will apply to the promotion /
Limited Deptt. Exam.

Assistant Executive Engineer

08

Group - ‘A’

PB-3 {Rs.15600-39100)
Grade Pay- Rs. 5400/-

Selection

Preferably below 40 years

Essential:

(i)

(1)

Bécheloﬂs . Degree or efuivalent in
Engineering (Electrical / Civil Engineering)
from a recognized University/ Institute with
at least 55% marks in the qualifying degree
plus 03 years relevant experience in the
Grade Pay of Rs. 4600/4800.
OR

Three vyears Diploma in Engineering
(Electrical / Civil Engineering) (after 10+2)
from a recognized university/Institute with
at least 55% marks in the qualifying degree
plus 10 years relevant experience, out of
which, at least 03 years should be in the
Grade Pay Rs. 4600/4800.

Experience in handling construction &
constru‘ctic_m management related software,
like Computer-aided Design (CAD) etc.

Desirable:

()

Experience in handling large construction
projects.

(i) Proficiency in the use of a variety of

(i)
(ii)

direct

computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Age No

Qualification  Yes



09.

10.

11.

12.

Period of probation, if any

Method of recruitment, whethér by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to he filled

by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer

is to be made

If a DPC exists, what is the composition

15

One year

(i) 75% by Direct fecruitment
(i) 25% by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

By Limjted Departmental Examination

Open to the Jr. / Asstt. Engineer who have Three
years Diploma in Engineering (after 10+2) and
rendered at least 06 years of regular clean
service in PB-2, Grade Pay- Rs. 4600/4800 or Jr.
Engineer who have rendered at least 10 years of
ekperience out of which 04 years of experience

in Grade Pay of Rs. 4600/4800

Deputation / Transfer_on Deputation / on

contract basis

(iy A person holding analogous post, or
(i) Having 03 years relevant experience in PB-2

(Rs. 9300-34800/-), Grade Pay of Rs.
4600/4800.

(iii) Possessing educational qualification and

experience as prescribed in Col. 7

N.B.- The -eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the

purpose.

Not Applicable



01.
02.

03.

Q5.

06.

07.

08.

09.

10.

11,

32,

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits
Whether age and  educational

qualifications prescribed ftyr direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

7

Recruitment Rules for the Post of Assistant Engineer

W/

Assistant Engineer
08
Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4800/-

Not Applicable

Not Applicable

Not Applicable

(i) Age No
(i) Qualification  Yes

One year

(i} 75% by Limited Departmental Examination

(i) 25% by DPC

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

By Limited Departmental Examination

Open to the Jr. Engineer who have rendered at
least 06 years of regular clean service in PB-2,
Grade Pay- Rs. 4200/- in UT Delhi.

By DPC
Open to the Jr. Engineer who have rendered at

least 08 years of regular clean service in PB-2,

Grade Pay- Rs. 4200/- in IIT Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be consgituted for the
purpose.

As per IIT Delhi rules
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Recruitment Rules for the Post of Junior Engineer

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection

‘post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Junior Engineer
08
Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection
Preferably below 35 years

‘Essential:

(i) Bachelors Degree or equivalent in
Engineering (Electrical / Civil Engineering)
from a recognized university/Institute with at
least 55% marks in the qualifying degree plus
02 years of relevant experience. Persons with
Mechanical / Air- Conditioning / Computer /
Networking / Electronics & Communication
Engineering backgrounds may also be
considered subject to requirement.

OR

Three years Diploma in Engineering (Electrical
/ Civil Engineéring) from a recognized
university/Institute (after 10+2) with at least
55% marks in the qualifying degree plus 05
years of relevant experience. Persons with
Mechanical / Air- Conditioning / Computer /
Networking / Electronics & Communication
Engineering backgrounds may also be
considered subject to requirement.

(i} Expertise in using; software relevant to the
job profile.

Desirable:

(i) Experience of having worked with large
projects. -

(i) Proficiency in the use of a variety of
computer office ‘applications, M.S Word,
\(\1/ Excel, Power-point or equivalent is a must.



08.

09.

10.

11,

12,

Whether ager and  educational
qualifications prescribed for direct
recruits will apply to the prometion /
Limited Deptt. Exam..

Period of probation, if any

Method of recruit%nent, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the va\?'cancies to be filled

by various methods -

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer

is to be made

If a DPC exists, what is the composition

e

18

Not applicable

One year

100% by direct recruitment.
N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Nat applicable

Not applicable



01.

02.

03.

04.

05.

06.

07.

08.

09.

10.

11.

19

Recruitment Rules for the Post of Senior Mechanic "

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age and educational
qualifications prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

Senior Mechanic

06

Group - ‘C’

PB-1 (Rs. 5200-20200)

Grade Pay- Rs. 2800/~

Not Applicable

Not Applicable

Not applicable

(i) Age © No

(i) Qualification Yes

One year

(i) 75% by Limited Departmental Examination

(ii) 25% by DPC

N.B.- failing which bi/ on Deputation / Transfer
on Deputation?/ on contract basis.

By Limited Departmental Examination
Open to the Jr. Mechanic who have rendered at

least 06 years of regular service in PB-1, Grade
Pay- Rs. 2000/-.

By DPC: ,
Open to the Jr-..;Mechanic who have rendered at

least 08 years of regular service in PB-1, Grade
Pay- Rs. 2000/-.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

12. If a DPC exists, what is the composition Nr/ Not applicable
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Recruitment Rules for the Post of Junior Mechanic

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection past or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether  age }md educational
qualifications prescribed for direct

recruits will apply té the promotion /
Limited Deptt. Exam. :

Period of probation, if any

Method of recruitmént, whether by
direct recryitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled

by various methods

Junior Mechanic

12
Group - ‘'C/

PB-1 (Rs. 5200-20200)
Grade Pay-Rs. 2000/-

Selection

Preferably below 27 years

Essential:

" Bachelors Degree in Engineering in appropriate

field, B.Tech/B.E in Computer/LT or in
appropriate field with at least 55% marks in the
qualifying degree from the recognized
University/Institute plus 01 vyear relevant
experience.
OR

Three years Diploma (after 10+2) In Electronic /
Electrical / Electronics & Communications /
Mechanical / Chemical / Applied Mech. / Civil
Engg. / Textile Technology / Computer / LT. /
Information Communication Technology /
Heating Voltage Air-Conditioning Engineering or
B.Sc in Chemistry / Bio-Technology / Polymer
Science / Textile chemistry with at least 55%
marks in the qualifying degree from the

recognized University/Institute plus 03 vyears
relevant experience.

(i) Age No

(i) Qualification  Yes

One year

(i) 90% by Direct recruitment
(1) 10% by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.



11. In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
8

is to be made

12. If a DPC exists, what is the composition

., T
% i

81

By Limited Departmental Examination
Open to existing (erstwhile) Group ‘D’

employees of IIT Délhi' with at least 06 years
regular clean serviée subject to fulfillment of
minimum educational qualification of 10+2 (Sr.
Secondary /ITI oﬁ_ two years duration after

Secondary School) from a recognized Board.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / C_emre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

Not Applicable
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Recruitment Rule§ for the Post of Chief Security Officer

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Chief Security Officer

01

Group - ‘A’

PB-3 {Rs. 15600-39100)
Grade Pay-Rs. 7600/-

Selection

Preferably below 50 years

Essential

1.

Commissioned Officer of Army / Navy / Air
Force or Deputy Superintendent of Police or
Assistant Commandant of Police / Security
Force having a Bachelors degree or equivalent
from a recognized University with at least
55% marks in the qualifying degree with 15
years relevant experience out of which
minimum 05 years must be in PB-3 with
Grade Pay of Rs. 6600/- ar at least 13 years in
PB-3 with Grade Pay of Rs.5400/-

OR
A Master’s Degree from a recognized
University with at least 55% marks in the
qualifying degree with at least 15 vyears
relevant experience out of which at least 07
years experience In the Supervisory capacity
in the Grade Pay of Rs. 6600/- or its
equivalent in the Police or in a big security
organization, educational Institution /
University / PSU etc.

OR
A Bachelor's Degree from a recognized
University with at least 55% marks in the
qualifying degree with at least 2Q years
relevant experience out of which at least 07
years experience in the Supervisory capacity
in the Grade Pay of Rs. 6600/- or its
equivalent in the Police or in a big security
organization  educational Institution /
Universit\(/ PSU etc.
Should be able to ride motor cycle, motor car
and handle fire arms.

g
Should be of sound health and active habits.

Should be conversant with security rules and
procedures to deal with Police and the Public.



08.

09.

10.

11.

12. Ifa DPC exists, what is the composition \Q/

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer,, grades from

which promotion / deputation / transfer
is to be made

a2

83

(i)

Desirable

Training, conducting enquires & investigation,
managing contacts and handling emergency
situation like Fire Fighting, Rescue Operations,
Floods and Earthquake etc.

Possessing a Diploma certificate in Security
operations / Fire safety and disaster

management from a recognized University /
Institute.

Not Applicable

One Year

100 % Direct Recruitment
N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Deputation / Transfer on Deputation / on

contract basis

Officers of the Central / State Governments or

Institutes of national importance or Universities /

University level Institution or PSU:-

a) Holding analogous post on regular basis, and

b) Possessirng educational qualification and

experience as p"r__escribed in Col. 7 or working
as Security Officer in PB-3 with Grade Pay of
Rs.6600/- or its f'vequiva!ent with at least 05

years of relevant experience.

N.B.- The eligibility ‘or otherwise of internal

candidates to be examined & recommended by

the Deptt. / Centre: concerned or Scrutiny /

Shortlisting Committée to be constituted for the

purpose.

Not Applicable
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Récruitment Rules for the Post of Security Officer

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection ﬁost or hon-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recryits

Security Officer

02

Group - ‘A’

PB-3 (Rs. 15600-39100)
Grade Pay-Rs. 5400/-

Selection

Preferably helow 40 years

Essential

1.

Commissioned Officer of Army / Navy / Air
Force or Deputy Superintendent of Police or
Assistant Commandant of Police / Security
Force having a Bachelors degree or equivalent
from a recognized University/Institute with at
least 55% marks in the qualifying degree with
Q6 years relevant experience.
OR

A Bachelor's degree from a recognized
University/Institute with at least 55% marks in
the qualifying degree with overall 15 years
relevant experience out of which at least 05
years experience in the Supervisory capacity
in the Grade Pay of Rs. 4600/4800Q or its

equivalent in the Police or in a big security
organization.

2. Should be able t¢ ride motor cycle, motor car
and handle fire arms.

3. Should be of sound health and active habits.

4. Should Be conversant with security rules and
procedures to deal with Police and the Public.

Desirable

(1)

(ii)

Training, conducting enquires & investigation,
managing contacts and handling emergency
situation like Fire Fighting, Rescue Operations,
Floods, Earthquake etc.

Possessing a Diploma certificate in Security
operations / Fire safety and disaster

management from a recognized University /
Institute.



08.

09.

10.

11.

12.

Whether age and educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

Bl
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(i) Age No

(i} Qualification  Yes.

One Year

(i) 50 % by Direct Recruitment
(i) 50 % by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

By Limited Departmental Examination

Open to the Asstt.:Security Officer (ASO) who

have rendered at Ieést 06 years of regular clean

service in PB-2, Grade Pay-Rs. 4600/4800 in IIT
Delhi. ‘

Deputation / Transfer on_Deputation / on

contract basis

Officers of the Centra:{ / State Governments or

Institutes of national fmportance or Universities /

University level Institution or PSU:-

a) Holding ana\ogoi_js post on regular basis, and
b) Possessing educational qualification and
experience as préscribed in Col. 7 or working

as ASO in PB‘—?Z with Grade Pay of Rs.
4600/4800 for a"-p_eriod of 05 years.

N.B.- The eligibility or otherwise of internal
candidatéé to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose.

Not Applicable
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Recruitment Rules for the Post of Assistant Security Officer

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post '

Age limit for direct recruits

Educational and ofher qualifications

required for direct recruits

Whether age and  educational
qualifications prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Assistant Security Qfficer

3

05
Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/~

Selection

Preferably below 35 years

Essent-ial
- (i) Graduate in any discipline with at least 55 %
marks in the qualifying degree from a
recognized University/ Institute and Q5 years

relevant experience.

(ii) Should have Military or NCC & Fire Fighting
Training, Risk & Disaster Management
Training/ First Aid.

(iii) Be able to ride light vehicle / motor cycle and
handle fire arms + having sound health and

active habits, conducting enquires &

investigation and managing contacts.

0] Age No

{i1) Qualification  Yes

One Year



10.

11.

12.

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion / by
deputgtion / transfer, grades from
which promotion / deputation / transfer

is to be made

If a DPC exists, what is the composition

(i) 60 % by Direct Recruitment
(i) 40 % by Limited D:epartmental Examination

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

By Limited Departmental Examination
Open to Security Inspector who have rendered at
least 06 years of regular clean service in the

Grade Pay of Rs. 2800/~ in IIT Delhi.

N.B.- The eligibilityf or otherwise of internal
candidateé to be e‘xémined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the

purpose.

Not App\icablé
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Recruitment Rules for the Post of Security Inspector

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and educational

qualifications prescribed for direct

recryits will apply to the promaotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vadancies to be filled
by various methods

In case of recruitmenf by promotion / by
deputation / transfer, grades from

which promotian / deputation / transfer
is to be made

if a DPC exists, what is the compasition

W7

Security Inspector
08
Group - ‘C’

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2800/-

Selection

Preferably below 30 years

Graduate in any discipline with at least 55 %
marks in the qualifying degree from a recognized
University/ Institute. Must have active habits,
sound physique and 4 years experience in watch
& ward duties. Ex-Serviceman of supervisory
cadre with a minimum service of 08 years in PB-1

with Grade, Pay of Rs. 2000/- and having armed

license would be preferred.

Nat Applicable

One Year

1Q0% by Direct recruitment

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not Applicable

Not Applicable
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Recruitment Rules for the Post of Assistant Fire Inspector

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age and educational
qualifications prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

Assjstant Fire Inspector

01
Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 years

Essential

1. Bachelor of Engineering (Fire) from a
recognized University/ Institute or equivalent

with at least 55% marks in the qualifying
degree.

2. Minimum 05 years experience in Fire Fighting
in Civil /Defence Fire Service Organization /

Public Undertaking in the capacity of Sub-
Officer or equivalent.

3. Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must..

Not applicable

One Year

100 % by Direct Recruitment.
N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.



11.

12.

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / depytation / transfer
is to be made

If a DPC exists, what is the composition

Deputation / Transfer on Deputation [ on

contract basis

Qfficers of the Central / State Governments or
Institutes of national importance or Universities /

University level Institution or PSU:-

a) Holding analogouys paost on regular basis, and

b) Possessing educatibnal qualification and

experience as prescribed in Col. 7.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /
Shortlisting Committee to be constituted for the
purpose.

Not applicable
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02.

03.

04.

05.

06.

07.

08.
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Recruitment Rules for the Post of Head, Hospital Services

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection

post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age  and
qualifications

educational
prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam,

o

Head, Hospital Services

01
Group - ‘A’

PB-4 (Rs. 37400-67000)

Grade Pay- Rs. 10000/- plus Non-practicing
allowance.

Selection

Preferably below 55 years

Essential Educationa_l Qualification: M.D. or M.S.

Degree in a clinical discipline with an outstanding
educational background.

Experience required:-

In addition to essentfal educational qualification,
minimum 15 years prd,fessiona! experience, out of
which 07 years in the'ijrade Pay of Rs. 8700/- or
equivalent. Administjrative experience in the
capacity of heing iﬁ,—charge of an Institute /
Re;earch Organizatidh / Industrial — township

hospital.

Desirable: P.G. Degree / Diploma in Hospital
Administration.

lob Profile: The candidate will be expected to
take complete administrative charge of the IIT
Hospital. The candidéte will also be expected to
plan for the future expansion of IIT Hospital as
also to provide health related advice to the
Institute functionaries;

(M Age - No

{ii) Qualification  Yes



09. Period of probation, if any

10. Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

11. In case of recruitment by promotion/by
deputation/transfer, grades from which
promotion/deputation/transfer is to be
made :

12. Ifa DPCexists, what lS the composition

—

92

One Year

Direct / Deputation / Transfer on Deputation /

Contract

Deputation / Transfer on Deputation

Officers under the Central / State Governments /
Universities / Recognized Research Institutes or
Institutes of national importance:-
a) i) Person having served as CMO (NSFG)
analogous post
(i) Having at least 07 ryears relevant
experience in PB-4 with Grade Pay of Rs.
87QQ/- or equivalent; and
b) Possessing educational qualification and

experience as prescribed in Col. 7.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /
Shortlisting Committee to be constituted for the

purpose.

Not Applicable
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03.
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06.

07.

08.

09.
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Recruitment Rules for the Post of Medical Officer

Name of the Post
No. of Post(s)
Classification

Scale of Pay

[
Whether selection post or non-selection

post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age and educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Medical Officer

11
Group - ‘A’

PB-3 (Rs. 15600-39100)
Grade Pay- Rs. 5400/-

Selection

Preferably below 40 years

Essential: .

M.D. or M.S. in an appropriate branch of
Medicine.

OR
Postgraduate Diploma in an appropriate branch
of Medicine plus at least one year experience in a
recognized hospital.

OR
M.B.B.S. including completion of compulsory
rotatary internship followed by at least 03 years
of experience in a recognized hospital.
Desirable:

(i} The above qualifications Diploma / MD / MS
preferably in medicine, chest diseases,
pediatrics, Obstetrics and Gynecology &
family medicine.

(ii) The work experience should be in a medical

college or large Govt. / private Hospital.

(i) Age No

(it) Qualification  Yes

One Year



10.

11.

12,

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion/by
deputation/transfer, grades from which

promotion/deputation/transfer is to be
made

If 3 DPC exists, what is the composition

100% by Direct recruitment

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

Not applicable



01

02.

03.

04,

05.

06.

07.

08.

Recruitment Rules for the Post of Pharmacist J

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and  educational

qualifications prescribed for direct

recruits will apply to the promotion /

Limited Deptt. Exam.

v

Pharmacist
06
Group - ‘'C’

PB-1 (Rs. 5200-20200)

Grade Pay- Rs. 2800/-

After two years pharmacist will be placed in PB-2,
G.P- Rs. 4200 vide letter No. FNO/17-
3/2010TS/pt/ File 1 dt 30.05.2011,

Selection
Preferably below 30 years

Essential:

1. Degree in Pharmacy (B. Pharma) from a
recognized University/ Institute with at least

55 % marks plus 02 years of relevant
experience.

OR
Three vyears Diploma (after 10+2) in
Pharmacy from a recognized University/
Institute with at least 55 % marks plus 03
yéars of relevant experience.

2. Should be registered as a "Pharmacist’ under
the Pharmacy Act, 1948.

3. Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Not Applicable



09.

10.

11.

12.

.4
s

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled

by variqus methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer

is to be made

If a DPC exists, what is the compaosition
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One Year

100% by Direct recruitment

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Not Applicable

Not Applicable



01.

02.

03.

04,

05.

06.

07.

08.

09.

Recruitment Rules for the Post of Staff Nurse )
Name of the Post Staff Nurse
No. of Post(s) 07
Classification Group - ‘B’
Scale of Pay

Whether selection post or non-selection

post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whethper age and educational

qualifications prescribed for direct
recruits will apply to the pr9motion /

Limited Deptt. Exam.

Period of probation, if any

W

PB-2 (Rs. 9300-34800) -

Grade Pay- Rs. 4200/-

Selection

Preferably below 35 years

Essential:

1.

Intermediate {10+2 with Science) OR
equivalent and must have passed the
examination held by the Nursing Council
with 3 years course in General Nursing and
Mid-wifery with at [east 55 % marks from
recognized Board/ Institute.

2. Registered as A grade Nurse with Nursing
Council.

3. Atleast 03 year$ of relevant experience in a
hospital '

Desirable:

B.Sc. (Nursing) from a recognized University/
Institute with one year of relevant experience.

Not Applicable

One year



10.

11.

12,

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacahcies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / depuytation / transfer

is to be made

if a DPC exists, what is the composition
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100 % by Direct Recruitment,

N.B.- failing which by on Deputation / Transfer

on Deputation / on ¢ontract basis.

Not Applicable

Not Applicable
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11.
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99

Recruitment Rules for the Post of Technician (X—ra\'i)

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether  age and educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

N

Technician (X-ray)

02

Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 {[ears

Essential
1. B.Sc. Medical Technology (X-ray) /B.Sc.
Medical Technology (Radiology) / B.Sc.

Medical Technology (Radio-diagnosis) / B.Sc.
Medical Technology (Radio-diagnosis) &
Imaging Technology with at least 55% marks
in the qualifying degree from a recognized
University/ Institute.

Minimum 03 years relevant experience in a
recognized Hospital/ Institute / College.

Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Not applicable

One Year

100 % by Direct Recruitment.

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

Not applicable
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Recruitment Rules for the Post of Physiotherapist

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post :

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age  and educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam. .

Period of probation, |f any

Method of recruitment, whether by
direct recruitment or by promation or
by deputation transfer grades and
percentage of the vagancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer
is to be made '

If a DPC exists, what is the composition

Physiotherapist
02 (01 Male + 01 Female)
Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 years

Essential

1. Degree. in Physiotherapy from a recognized
University/ Institute with at least 55% marks
with minimum 03 years relevant experience
in a recognized Hospital/ Institute/ College.

OR

Diploma in  Physiotherapy/  Physio-
Occupational Therapy (after 10+2) from a

recognized University/ Institute with at least
55% marks with minimum 05 years relevant

experience in a recognized Hospital/
Institute/ College.

2. Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Not applicable

One Year

100 % by Direct Recruitment.
N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

\\/\/'/ Not applicable



01.

02.
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12.

Recruitment Rules for the Post of Jr. Medical Lab Assista_ht

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether  age and educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

W

Jr. Medical Lab Assistant
02
Group - ‘'C’

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2800/-

Selection

Preferabiy below 30 years

Essential
Degree in Science from a recognized University/
Institute with at least 55% marks.
OR
(i) 12" class pass with science subject (in 10+2

system) or Intermediate (Science) or
equivalent from a recognized Board/
Institution.

(i) Diploma in Medical Laboratory Techniques
with at least 55% marks from a recognized
University/Institute.

(iii) One year experience in a Medical Laboratory.

Not applicable

One Year

100 % by Direcft Recruitment.
N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

Not applicable
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02.

03.
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12,

Recruitment Rules for the Post of Dresser

Name of the Post
No. of Post(s)

Classification

Scale of Pay .

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age  and
qualifications

educational
prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam. :

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
hy various methods

In case of recruitment by promotion’/ by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made. '

If a DPC exists, what is,"the compo’sition

V4

Dresser

02

Group - ‘'C’

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2000/-

Selection

Preferably below 27 years

Essential

1.

Intermediate (10+2 with Science) OR
equivalent from recognized Board with at
least 55% marks in the qualifying course.

Minimum 02 years experience in application
of Plasters in an Orthopedic Unit of a
registered / recognized hospital, having
attended First- Aid training from St. John's
Ambulance or Indian Red Cross Society.

Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Not applicable

One year

100 % by Direct Recruitment.

N.B.- failinig which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

Not applicable
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11.

12,

Recruitment Rules for the Post of Nursing Orderly

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

Nursing Orderly
04
Group - ‘C’

© PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2000/-

Selection

Preferably below 27 years

Essential

1. Intermediate (10+2 with Science) OR
- equivalent from recognized Board with at
least 55% marks in the qualifying course.

2. Elementary knowledge of First Aid from St.
John’s Ambulance or Indian Red Cross Society
plus two years experience in handling and
dressing wounds in Govt. approved/
Registered Nursing Home / Hospital.

3. Proficiency in fhe use of a variety of

computer office applications, M.S Word,
Excel, Power-poin@_t or equivalent is a must.

Not applicable

One year

100 % by Direct Recruitment.
N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

Not applicable



01.
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06.

Q7.

08.

08.

104 |
Recruitment Rules for the Post of Driver

Name of the Post

Driver
No. of Post(s) 06
Classification Group ~-‘C’
o
Scale of Pay

PB-1 (Rs. 5200-20200)

Grade Pay- Rs. 2400/-

Whether selection post or non-selection Selection

post

Age limit for direct récruits Preferably below 27 years

Educational and other qualifications Sr. Secondary (10+2) pass with at least 55% marks

required for direct reé_ruits from the recognized Board and having Driving

License of both heavy and light duty vehicles with

03 years of driving and maintenance experience.
OR

10+2 and ITI of Q2 years duration course with at

least 55% marks from the recognized Board and

having license for both heavy and light duty

vehicles with 02 years of relevant experience.

Whether age and  educational Not applicable

qualifications  prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any —

\JJ One year



10.

11.

12,

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion / by
deputation / ‘transfer, grades from

which promotion / deputation / transfer

is to be made

4

If a DPC exists, what is the composition

100% by Direct recruitment
N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

Not applicable
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Q7.
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Recruitment Rules for the Post of Vehicle Assistant

Name of the Post

No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age -and educational

qualifications  prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

W

—

Vehicle Assistant

03

Group - ‘¢

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2000/-

Selection

Preferably below 27 years

Sr. Secondary (10+2) pass with at least 55% marks
from the recognized Board and having Driving
License of both heavy and light duty vehi¢les with
02 vyears of experience in maintenance of
vehicles, break down etc.
OR

10+2 and IT!1 of 02 years duration course with at
least 55% marks from the recognized Board and
having Driving License for both heavy and light
duty vehicles with Q1 year of experience in

maintenance of vehicles, break down etc.

Not applicable



09.

10.

11.

12.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or by

deputation  transfer grades and
percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from which

promotion / deputation / transfer is to be

made

If a DPC exists, what is the composition

107

One year

100% by Direct recruitment
N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

Not applicable
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Recruitment Rules for the Post of Sanitary Inspector

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and  eduycational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled

by various methods

In case of recruitment by promotion / by
deputation / transfer, - grades from

which promotion / depytation / transfer
is to be made B

If a DPC exists, what is‘{_the composition

\Vg

Sanitary Inspector
02
Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 years

Essential
£ssential

Three years Diploma (after 10+2 with Science) in
Sanitary Inspector Course from a recognized
University/Institute with at least 55% marks in

the qualifying degree with three years relevant
experience.

Desirable

Having experience in handling equipments of
mechanize cleaning and disposal, and good
knowledge of maintaining hygiene.

Not Applicable

One Year

100% by direct recruitment

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not Applicable

Not Applicable
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Recruitment Rules for the Post of Pre-Primary Teacher

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and educational
gualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methads

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to b€ made

If a DPC exists, what is the compaosition

e

Pre-Primary Teacher

05
Group - ‘C’

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2400/-

Selection

Preferably below 27 years

Essential:

(i) Senior Secondary School (class twelve)
Certificate or Intermediate or its equivalent
‘with at least 55% marks; and

(ii‘) Diploma/Certificate in Nursery teacher
education programme of a duration of not
less than two years or B.Ed. (Nursery).

Desirable: ‘Knowledge of Dance, Music. and
Computer will be preferred. The person should

be creative having proficiency in teaching in Hindi
and English.

Not Applicable

One Year

100 % By Direct recruitment

N.B.- failing which by on deputation / contract
basis.

Not Applicable

Not Applicable
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Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post :

Age limit for direct ré‘cruits

Educational and other qualifications
required for direct recruits

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promation or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recryitment by promotion / by
deputation / transfer, grades from

which pramotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

110

g

Re;':-ruitment' Rules for the Post of Sports Officer

Sports Qfficer
01

Group - ‘A’ (Academic)

PB-3 (Rs. 15600-39100)
AGP- Rs. 6000/-

Selection

Preferably below 45 years

Essential:

(i) A Master's Degree in Physical Education or
Master’s Degree in Sports Science with at
least 55% marks (or an equivalent grade in a
point scale wherever grading system is

followed) with a consistently good academic
record.

(i) Record of having represented the
University/College at the Inter-University/
Inter-Collegiate competitions or state and /or
national championships.

(iii) Qualifying in  the national-level test
conducted for the purpose by the UGC or any
other agency approved by the UGC.

(iv) Passed the physical fitness test conducted in
accordance with these regulations.

(v) Minimum 03 years of relevant experience of
working in Institute / University of State /
Centre Govt. organization.

Not Applicable

One Year

100 % by Direct Recruitment.

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Not applicable

Not applicable
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Recruitment Ruies for the Post of Dy. Sports Officer

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whetker  age and educational
qualifications prescribed for direct

recruits will apply to the promotion /

Limited Deptt. Exam.
Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

Dy. Sports Officer

02
Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4800/-

Not Applicable

Not Applicable

Not Applicable

(i) Age : No

(ii) O,ualiﬁcatiof\ Yes

One Year

(i) 50 % by Limited Departmental Examination

(i) 50 % by DPC

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

By Litifted] Detidrtrnental Examination

Open to the Assistant Sports Officer in the
Grade Pay of Rs.4200/- who have rendered at
least 06 years of regular clean service as

Assistant Sports Officer level in IIT Delhi.



By DPC
From existing Assistant Sports Officer of T

Delhi with at least 08 years regular clean service
in the Grade Pay of Rs. 4200/-.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting' Committee to be constituted for the

purpose.

12. If a DPC exists, what is the compagsition As per iT Delhi rules.
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Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection

post
Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

-

Recruitment Rules for the Post of Assistant Sports Officer

Assistant Sports Officer

03
Group - B

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 years

Essential

Graduatg with Bachelor in Physical Education
(B.P. Ed.) or its equivalent with at least 55%
marks in the qualifying degree from a recognized
University/Institute with at least 02 years of
coaching experience in a University/Institute.

Desirable

(i) Master of Physical Education with at least
one Inter University participation.
(i) At least one year experience in Govt. /

Autonomous Bodies / or University or
College.

(i) Computer course in M.S. Word, Excel, etc.
from a reputed Institute.

(i) Age -No
(i) Qualification  Yes

One Year
(i) 66% by Direct Recruitment
(i}  34% by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer on
Deputation / on contract basis.



11. In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer-

is to be made

12. If a DPC exists, what Is the composition

By Limited Departmental Examination

Open to the existing Sports personnel
(Coach/Assistant Coach) working in IIT Delhi in
the Grade Pay of Rs.2800/- who have rendered
at least 06 years of regular ¢lean service as
Sports persannel (Coach/Assistant Coach) level
in [T Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /
Shartlisting Committee to be constituted for the
purpose.

Not applicable
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Recruitment Rules for the Post of Sports Coach

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection

post
Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age and educational
qualifications prescribed for direct
recruits will apply to the promotion /

Limited Deptt. Exam.

Period of probation, if any

Sports Coach

01
Group - ‘C’

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2800/-

Selection

Preferably below 30 years

Essential

Bachelor’s Degree in Physical Education or
equivalent in appropriate field with at least 55%
marks in the qualifying degree from a recognized
University/ Institute.
_ OR

Three years Diploma (after 10+2) in Coaching
from NIS Patiala or so / SAl or equivalent
University . with at least 55% marks in the
qualifying diploma with two years experience in
University/ Institute in coaching sports.

Desirable

(i) Master of Physical Education with at least
one Inter Univetsity participation.

(i) Experience in Govt. / Autonomous Bodies /
or University or College.

(ili) Computer course in M.S. Word, Excel, etc.
from a reputed Institute.

Not Applicable

One Year



10.

11.

12,

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods -

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer
is to be made :

If a DPC exists, what ls the composition
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100% by Direct Recryitment

g
N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Not Applicable

Not Applicable
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Recruitment Rules for the Post of Caretaker cum Manager

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or noh-selection
post

Age limit for direct recruits
Educational and other qualifications

required for direct recruits

Whether age and  educational

qualifications prescribed for direct

recruits will apply to the promotion /

Limited Deptt. Exam.
Period of probation, If any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

in case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

Vg

Caretaker cum Manager

02

Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 years

Essential

1.

Degree in Hotel Management or equivalent
with 55% marks in the qualifying degree from
a recognized Upniversity / Institute with
minimum 05 ye_:ilrs experience in hotels /
hostels of Educational Institute / Guest
Houses of Public Sector Undertaking /
Government Organization etc.

Proficiency in the use of a variety of
computer office- applications, M.S Word,
Excel, Power-point or equivalent is a must.

Not Applicable

One Year

100 % by Direct Recruitment.

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not Applicable

Not Applicable



01.

02.

03.

04.

05.

06.

07.

08.

09.

10.

11

12,

L0118

Recruitment Rules for the Post of Cook

Name of the Post

Cook
No. of Post(s) 04
Classification Group - ‘C’

Scale of Pay PB-1 (Rs. 5200-20200)

Grade Pay- Rs. 2400/-

Whether selection post or non-selection
post

Selection

Age limit for direct recruits Preferably below 27 years

Educational and other qualifications Essential

required for direct recruits” 1. Degree in Hotel Management or equivalent
4 with at least 55% marks in the qualifying

degree from a recognized University /
Institute.

OR

Diploma (after 10+2) in Hotel Management or
equivalent with at least 55% marks in the
qualifying diploma from a recogrized
University / Institute with at least 02 years
experience in hotels / hostels of Educational
Institute / Guest Houses of Bublic Sector
Undertaking / Government Organization etc.

2. Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a8 must.

Whether age and  educational
qualifications prescribed for direct
recruits will apply to the promation /
Limited Deptt. Exam,

Not applicable

Period of probation, if any One Year

Method of recruitment, whether by

100 % by Direct Recruitment.
direct recruitment or, by promotion or

: N.B.- failing which by on Deputation / Transfer
by deputation transfer grades and ) ]
percentage of the va¢,ancies to be filled on Deputation / on contract basis.

hy various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promation / deputation / transfer
is 10 be made ‘

Not applicable

If a DPC exists, what is the composition \N/ Not applicable
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Recruitment Rules for the Post of Masalchi-cum-Bearer

Name of the Post

o

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

and other qualifications

required for direct recruits

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

W

Masalchi-cum-Bearer

08

Group - ‘C’

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2000/~

Selection

Preferably below 27 years

Essential

1.

Diploma / Certificate Course in Hotel
Management or equivalent and 12" class
Pass with at least 55% marks in the qualifying
diploma/certificate from a recognized Board /
"Institute with at least 03 years experience in
hotels / hostels of Educational Institute /
Guest Houses of Public Sector Undertaking /
Government Orga nization etc.

Proﬁciency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Not applicable

One Year

100 % by Direct Recruitment.

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.

Not applicable

Not applicable
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Recruitment Rules for the Post of Sr. Student Counsellor

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Sr. Student Counsellor
01
Group - ‘A’

PB-3 (Rs. 15600-39100)
Grade Pay- Rs. 7600/~

Selection

Preferably below 50 years

Essential:
Ph.D. with Masters in Psychology with at least

55% marks in the qualifying degree from a
recognized University / Institute.

Experience:

1. 05 years experience of Counseling in the
Grade Pay of Rs. 5400 or equivalent which
includes Q1 year of Clinical experience in a
Mental Health Center plus 03 years in the
post of a regular full time Counsellor,
preferably in an Educational/Counseling
Center.

OR
In case of M.A /M.Phil essential requirement
of at Iea'st_ 12 years of counseling experience
in the post of a Counsellor out of which 05
vears in the Grade Pay of Rs. 5400 or

equivalent in an Educational/ Mental health
Center.

2. Require good oral, written skills, ability to
communicate adequately with diverse
students and employ population.

Job_Requirement: The job would involve active
counseling of students largely in the 16-28 age
groups, organisational work in connection witk
developing a suitable counseling programige fol
students and liaison work with professiona
volunteer agencies ang hospitals for the benefit ai
the student population of the Institute.

Proficiency in the use of a variety of computer
office applications, M.S Word, Excel, Power-point
or equivalent is a must. ’



08.

09.

10.

11.

12.

Whether .age and  educational
qualifications  prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

In case of recruitment by prormotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

12

Not applicable

One Year

100% by Direct Recruitment

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Not applicable

Not applicable
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Recruitment Rules for the Post of Assistant Student Counsellor

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Assistant Student Counsellor

03
Group - ‘A’

PB-3 (Rs. 15600-39100)
Grade Pay- Rs. 5400/~

Selection

Preferably below 40 years

M.A in Psychology and Graduation in Psychology
with at least 55% marks from a recognized
University / Institute.

Experience:

1.. 05 years experience of Counseling which
includes’ 01 year of Clinical experience in a
Mental Health Centre plus 03 vyears
experience in the post of a regular full time
Counsellor, preferably in an Educational/
Counseling Center. .

2. Require good oral, written skills, ability to
communicate adequately with diverse
students and employ population.

Job_Requirement: The job would involve active
couhse|ing'of students largely in the 16-28 age
groups, arganisational work in connection with
developing a suitable counseling programme foi
students and liaison work with professiona
volunteer agencies and hospitals for the henefit of
the student population of the Institute.

Proficiency in the use of a variety of computer
office applications, M.S Word, Excel, Power-point
or equivalent is a must,

Desirable:

Additional qualification in Mental Health or
Counseling.




08.

09.

10.

11.

12.

Whether  age and educational .
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

Not applicable

One Year

100% by Direct Recruitment

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Not applicable

Not applicable
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Recruitment Rules for the Post of Mess Manager

Name of the Post
No. of Post(s)
Classification
Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Eduycational and other qualifications

required for direct recryits

Whether  age and educational
qualifications  prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam. ‘

Period of probatian, lf any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

Mess Manager

10

Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4200/~

Selection

Preferably below 35 years

1. Degree in Hotel Management or equivalent
with at least 55% marks in the qualifying
degree from a recognized University /
Institute with at least 05 years experience in
hotels / hostels of Educationdl Institute /

Guest Houses of Public Sector Undertaking /
Government Qrganization etc.

2. Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

(i) Age No

(i) Qualification Yes

One Year

{i)y 50 % by Direct Recruitment
(ii) 30 % by Limited Departmental Examination
(i) 20% by DPC

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract hasis.



11

12,

In case of recruitment by promotion / by

deputation / transfer, grades from .

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

By Limited Degartméntal Examination

Open to Assistant Mess Manager who have
rendered at least 06 years of regular service in
the PB-1, Grade Pay of Rs. 2800/- at IIT Delhi.

By DPC
Open to Assistant }:Mess Manager who have
rendered at least 08‘_ years of regular service in

PB-1, Grade Pay-Rs. 2800/- at IIT Delhi.

N.B.- The e|igibi|it4y' or otherwise of internal
candidates to be.examined & recommended by
the Deptt. / Centre concerned or Scrutiny /
Shortlisting Committee to be constituted for the

purpose.

As per |IT Delhi rules.
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Recruitment Rules for the Post of Asstt. Mess Manager

Name of the Post

No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications

required for direct recruits

Whether age  and educational
qualifications prescribed for direct
recruits will apply to the promotion /

Limited Deptt. Exam. .~

Period of probation, ifany

Method of recruitment, whether by

direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

w

Asstt. Mess Manager

22

Groyp - ‘C’

PB-1 (Rs. 5200-20200)
Grade Pay-Rs. 2800/-

Selection

Preferably below 30 years

1.

Degree in Hotel Management or equivalent
with at least 55% marks in the qualifying
degree from a recognized University /
Institute with at least 02 years experience in
hotels / hostels of Educational Institute /

Guest Houses of Public Sector Undertaking /
Gavernment Organization etc.

Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Not applicable

One Year

(i) 50 % by Direct Recruitment.

(i) 50 % by Limited Departmental Examination

N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.



5

11. Incase of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

12.  If a DPC exists, what is the coniposition

121

!

By Limited Departmental Examination

Open to Jr. Assistant (of Catering areas) who have
rendered at least 06 years of regular clean service
in Grade Pay Rs. 2000/- or (erstwhile} Group ‘D’
employee/ MTS with 08 years of regular clean
service out of which at least 05 years as Jr.

Assistant {of Catering areas) in the Grade Pay of
Rs. 2000/- in IIT Delhi.

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /
Shortlisting Committee to be constituted for the
purpose.

Not applicable
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Recruitment Rules for the Post of Caretaker

Name of the Post
No. of Post(s)

Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recryits

Educational and other qualifications

required for direct recruits

v

Whether age and  educational
qualifications prescribed for direct

recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades. and

percentage of the vacancies to be filled
by various methods

Caretaker
05

Group - ‘B’

PB-2 (Rs. 93Q0-34800)
Grade Pay- Rs. 4200/-

Selection

Preferably below 35 years

Essential

1. Degree in Hotel Management or equivalent
with at least 55% marks in the qualifying
degree from a recognized University /
Institute with at least 05 years experience in’
hotels / hostels of Educational Institute /
Guest Houses of Public Sector Undertaking /
Government Organization etc.

2. Proficiency in the use of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

(i) Age No

(i)  Qualification  Yes

One Year

(i) 50 % by Direct Recruitment,

(i) 30% by Limited Departmental Examination
(iii) 20 % by DPC

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.



11.

12.

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

By Limited Departmental Examination

Open to Assistant Caretaker who have rendered
at least 06 years of regular service in the PB-1,
Grade Pay of Rs. 2800/- at I!'T Delhi.

By DPC:
Open to Assistant Caretaker who have rendered

at least 08 years of regular service in PB-1, Grade
Pay-Rs. 2800/~ at IIT Delhi.

>

N.B.- The e|igibility" or otherwise of internal
candidates to be exémined & recommended by
the Deptt. / Centrg concerned or Scrutiny /
Shortlisting Committée to be constituted for the

purpose.

As per lIT Delhi rules. :
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Recruitment Rules for the Post of Asstt. Caretaker

Name of the Post

No. of Post(s)

Classification

Scale of Pay

Whether selection postto"r non-selection
post i :

Age limit for direct re%:ruits

Educational and other qualifications

required for direct recruits

Whether  age
qualifications

and  educational
prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, ifiany

Methad of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

130

Asstt. Carefaker

11

Group - ‘C’

PB-1 (Rs. 5200-20200)
Grade Pay- Rs. 2800/-

Selection

Preferably below 30 years

Essential

1.

Degree in Hotel Management or equivalent
with at teast 55% marks in the qualifying
degree from a recognized dniversity /
Institute with at least 02 years experience in
hotels / hostels of Educational Institute /
Guest Houses of Puyblic Sector Undertaking /
Government Qrganization etc.

Proficiency in the uyse of a variety of
computer office applications, M.S Word,
Excel, Power-point or equivalent is a must.

Not applicable

One Year

(i} 50 % by Direct Recruitment,

(i} 50 % by Limited Departmental Examination

‘N.B.- failing which by on Deputation / Transfer

on Deputation / on contract basis.



11. In case of recruitment by promotion / by
deputation / transfer, grades from
which promotion / deputation / transfer
is to be made

By Limited Departnléntal Examination

Open to Jr. Assistant (Caretaker) who have
rendered at least 06 years of regular clean service
in Grade Pay Rs. 2000/- or (erstwhile) Group ‘D’
employee/ MTS with 08 years of regular clean
service out of which at least 05 years as Ir.
Assistant (Caretaker) in the Grade Pay of Rs.
2000/- in IT Delhi. -

N.B.- The eligibility or otherwise of internal
candidates to be examined & recommended by
the Deptt. / Centre concerned or Scrutiny /

Shortlisting Committee to be constituted for the
purpose. . :

12. If a DPC exists, what is the composition Not applicable
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Recruitment Rules for the Post of Hindi Officer

Name of the Post

No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Hindi Officer

01

Group - ‘B’

PB-2 (Rs. 9300-34800)
Grade Pay- Rs. 4800/-

Selection

Preferably below 35 years

Essential

1.

Master’s Degree of a recognized University in
Hindi with English as a main subject at Degree
level with at least 55% marks in the qualifying
degree from a recognized University /
Institute.

OR
Master’s Degree of a recognized University or
equivalent in English with Hindi as a subject
at Degree level with at least 55% marks in the
qualifying degree from a recognized
University / Institute.

OR
Master’s Degree of a recognized University or
equivalent in any subject with Hindi and
English as a subject at Degree level with at
least 55% marks in the qualifying degree from
a recognized University / Institute.

OR
Master’s Degree of a recognized University or
equivalent in any subject with Hindi medium
and English as a subject at the Degree level
with at least 55% marks in the qualifying
degree from a recognized University /
Institute.

OR
Master’s Degree of a recognized University or
equivalent in any subject with English
medium and Hindi as a subject at the Degree
level with at least 55% marks in the qualifying
degree from a recognized University /
Institute.

Ten Year's experience of terminological work
in Hindi and /translation work from English to
Hindi or vice-versa, preferably of technical or
scientific literature.

OR
Ten year's experience of teaching, research,
writing or journalism in Hindji.



08.

09.

10.

11.

12.

Whether  age and educational
gualifications prescribed for direct
recruits will apply to the promotion /

Limited Deptt. Exam.
Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

Desirable: .
1. Knowledge of Sanskrit/ or a modern Indian
language.

2. Administrative experience of organizing Hindi
classes or workshops for noting and drafting.
3. Knowledge of Computer Applications.

Not applicable

One Year

100 % by Direct Recruitment.

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Not applicable.

Not applicable
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Recrgitment Rules for the Post of Industrial Liaison Officer

Name of the Post

No. of Post(s)

Classification

Scale of Pay

Whether selection pd;t or non-selection
post '

Age limit for direct recruits

Educational and other
required for direct recruits

qualifications

Whether age and  educational
qualifications prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam.

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be:filled
by various methods

In case of recruitment by promotion / by
deputation / transfer, grades from

which promotion / deputation / transfer
is to be made

If a DPC exists, what is the composition

W

Industrial Liaison Officer

01

Group - ‘A’

PB-3 (Rs. 15600-39100)
Grade Pay- Rs. 76Q0/-

Selection

Preferably below 50 years

Essential

Master’s degree in Engineering / Technology with
at least 55% marks in the qualifying degree from
a recognized University / Institute with at least of
10 vyears experience in teaching, research,
Training & Placement of Engineering personnel,
Industry or Academic Administration.

OR

Bachelor’s degree in Engineering / Technology
with at least 55% marks in the qualifying degree
from a recognized University / Institute with at
least of 12 years experience in teaching, research,
Training & P!acement of Engineering personnel,
Industry or Academic Administration.

Not applicable

One Year

100 % by Direct Recrultment.

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Not applicable

Not applicable
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Recruitment Rules for the Post of Public Relation Officer

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age and  educational
qualifications prescribed for direct

recruit? will apply to the promotion /
Limited Deptt. Exam

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by prorqotion or
by deputation transfer grades and

percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion/by
deputation/transfer, grades from which

promotion/deputation/transfer is to be
made

If a DPC exists, what is the composition

"

Public Relation Officer

01

Group - ‘A’

PB-3 (Rs. 15600-39100/-)
Grade Pay- Rs. 5400/-

Selection

Preferably below 40 years

Essential:

1.

Master’s degree in Journalism & Mass
Communication/ Public Relations or its
equivalent or a Master’s degree in English
or Hindi & -Postgraduate Diploma in
Journalism/ Mass Communication/ Public
Relations with at least 55% marks from a
recognized University / Institute with at

least five (05) years of relevant
experience.

2. Proficiency in the use of variety of
computer office’ applications, M.S Word,
Excel, Power-point or equivalent is a
must. 2

Desirable:

Experience of working in a Government
Institution/ University in the preparation of
press-brief, handling print and electronic
media, stakeholders/client meet, relationship
management, branding and publication of
newsletters, bulletins and/or annual reports.

Not Applicable

One year

100% by Direct Recruitment

N.B.- failing which by on Deputation / Transfer

oniDeputatior'i / on contract basis.

Not Applicable.

Not Applicable
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Recruitment Rules for the Post of Senior Data Processor

Name of the Post
No. of Post(s)
Classification

Scale of Pay

Whether selection post or non-selection
post

Age limit for direct recruits

Educational and other qualifications
required for direct recruits

Whether age and educational
qualifications prescribed for direct
recruits will apply to the promotion /
Limited Deptt. Exam

Period of probation, if any

Method of recruitment, whether by
direct recruitment or by promotion or
by deputation transfer grades and
percentage of the vacancies to be filled
by various methods

In case of recruitment by promotion/by
deputation/transfer, grades from which
promotion/deputation/transfer is to be
made

if a DPC exists, what is the composition

W

Senior Data Processor
01
Group- B’

PB-2 (Rs. 9300-34800/-)
Grade Pay- Rs. 4800/-

Selection

Preferably below 35 years

Essential:

Bachelor's degree in engineering or Masters of
Computer Appticaticns or Master's Degree In
Physical and Mathematical Sciencgs. 05 years
working experience in internet technology and
website designing.

Desirable:

éxperlence in developing website, hands on
working experience on web technologies,
experience In developing web application,
knowledge of database and good knowledge of
at least one content management system {CMS)
like drupal, wordpress etc.

Not Applicable

One year

100% by Direct Recruitment

N.B.- failing which by on Deputation / Transfer
on Deputation / on contract basis.

Not Applicable

Not Applicable
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The other enclosures of Recruitment Rules are as under:

Sl. | Title Page No.
No. B =
01. | Proposed Administrative Structure and Staff Allocation 138 - 157
02. | Duties and Responsibilities of Non-Teaching Position 2016 158 — 239
03. | Minutes of the Recruitment Rules Committee 240 - 263 |
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PROPOSED ADMINISTRATION
STRUCTURE AND STAFF

ALLOCATION

Prof. S.M. Ishtiaque
Prof. Kanika T. Bhal
Prof. V.K. Vijay
Dr. Sandeep Chatterjee

N

*  Will be finalised later
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d Administrative Structure and its Staff

Allocations

Existing

Proposed

| Dy. Director (Operation)
Dy. Director (Strategy & Planning)

Dy. Director (Operation)
Dy. Director (Academic & Research)

Establishment- 1
Establishment- 2

Human Resource Section

Accounts Section

Finance & Accounts Section

Audit Section

Same

"Stores Purchase Section

Material Management Section
» Procurement
» Material Management

Conference Section
Publication Cell
Hindi Cell
Coordination Section
Planning Unit

Health Unit

Legal Cell

Guest Houses
Transport Unit
Secyrity Unit

R&! Unit

RTI Cell

Sports Unit

Training & Placement
Counselling Services
Sanitary

Nursery $School
Alumni

" | The small Units / Sections have been
merged into one i.e.

General Administration and
Coordination Section

Works Department
Estate Office
Caretaker Unit
Telephone Unit

Estate & Works Section

T Delhi Hospital

Health Care

Under Graduate Section
Post Graduate Section

Academics Section

Student Affairs Section

Hostels

|

Research & Development Unit

Same

Central Library

Knowledge Centre

Ve




Dy. Director

» Deputy Director (Operation) |
» Deputy Director (Academic & Research)
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Deputy Director (Operation)

» Human Resc;urce
PAccou_nté and Finance
» Planning -

> Audit

> Maté‘rial Management
| 4 Coordination

P Estate & Works

» Health Care
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Deputy Director (Academics & Research)

>
b
I
>
S
-
e
>

Academics

Research & Development

Student Affairs

Alumni Affairs & International Progra‘_i'nme
Knowledge Centre

Training & Placement

JEE/GATE

QIP/CEP
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I

Human Resource

P Recryitment and Service Matter Cell

» Compensation and Benefits Cell
P Retirement Cell
» Records Cell

Staff Requirement (Human Resource)

» Deputy Registrar (G-A) 1

P Assistant Registrar (G-A) 2

P Superintendent (G-B) 4

» Junior Supérintendent (G-B) 8

> Senior Assistant (G-C) 7
» Junior assistant (G-C) 15

» Unit Secretary 1
Total 38



Finance and Acgounts

» Salary and Pension Cell

» Scholarship and compilation Cell
» Bills Transaction Cell

» Money Transaction Cell

Staff requirements (Finance and accounts)

» Deputy Registrar (G-A) 1
P Assistant Registrar (G-A) 2
P Account Officer (G-B) 4
» Junior Account Officer (G-B) 8
» Senior Account (G-C) 7
» Junior Account (G-C) 15
P Unit Secretary (G-C) 1
Total 38
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Audit Sec_tibns

b Purchaséi Audit Cell

» Bills Audit Cell

> Récruitmént and Service Matter Cell
} Contract Awards Audit Cell

Staff Requirement (Audit Section)

> Assistant Régistrar (G-A)
» Audit Officer (G-B)

» Junior Audit officer (G-B)
» Senior Accountant (G-C)
» Junior Accountant (G-C)
» Unit Secretary (G-C)

Total

O NEEE S T A



Material Management

» Procurement Section

» Import cell
» GIS Cell

» Material Management Section }
» Physical verification and Write-off Cell |

P Central store and inventory rhanagement

Staff Requirements (Material Management)

» Deputy Registrar/Assistant Registrar (G-At);
P Superintendent (G-B) |
P Junior Superintendent (G-B)

P Senior Assistant (G-C)

P Junior assistant (G-C)

P Unit Secretary

Total
19
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General Adm\inistrat'ion and Coordination
Section '

»|Conduct of"rheet_ings and Publication Cell
P Statutory/non-statutory meetings

> Issué of circulars

> Hindi Cell

> Publications

> Public reiétion and Human aspect Cell
» Public Relations

> Hunian Resource Development
» Holding Elections

> Resourcé planning and Finance Assistance Cell
> Budgét and Resource Planning

> Loan§

> Mediéal/lnsurance

»Logistics and Legal Cell

» Guest house and transport

> Security |

>R &

» Legal and RTI Cell

» All Contract Award

W
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~ Staff requirement (C'oordinatiom

» Deputy Registrar (G-A)
» Assistant Registrar (G-A)

» Superintendent (G-B)
» Junior Superintendent (G-B)
P Senior Assistant (G-C) |
P Junior Assistant (G—C)
» Unit Secretary (G-C)
Total

~ o » N =

38
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Estate and Works Séction

» Civil work Unit -1

» Maintenance and Renovation of Academic
Area & Hostel Area

» Horticulture
» Caretaker Unit
» Civil Work Unit -2
» Maintenance and Renovation of Houses

» Public Health and sanitation
» Planning

» Planning
> Estat;_e’:
> Néw :Constructions
> Electrical-‘Work Unit
> Ren@vation
» Electrical maintenance
» AC Maintenance |
> Telephone Maintenance

> Interfnet Maintenance

No—"
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1

- Staff RequirementJEstate and Works)

Institute Engineer

s

Superintendent Engineer (G-A)
Executive Engineer (G-A)
Assistant Executive Engineer (G-A)
Assistant Engineer (G-B)

Junior Engineer (G-B)

Unit Secretary

Senior Mechanic (G-C) ;
Junior Mechanics (G-C) 1
Superintendent (G-B) |
Accounts Officer (G-B)
Junior Accountant (G-C)
Junior superintendent (G-B)
Senior Assistant (G-C)
Junior Assistant (G-C)

VVVVVVVVVVVYVVV

O)N-bN—‘I\)NO')—\CI)CDODUl

Total 68
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Staff Requirement (Health Care)

vVvyVvyVvVVvVYVYTYYY

Chief medical Officer(G-A)

Medical Officer (G-A)

Pharmacist (G-C)

Nurse (G-B) |

Technician (X-ray) (G-B)

Physiotherapist (G-B)

Dresser (G-C)

Nursing orde'riy (G-C)

Unit Secretary (G-C)
Total:



_Academics

» Deputy Registrar (G-A)
P Assistant Registrar (G-A)
P Superintendent (G-B)

» Junior Superintendent (G-B)
P Senior Assistant (G-C)

» Junior Assistant (G-C)
» Unit Secretary (G-C)
Total

o ;N o AN =

38
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. Staff Requirement (Hostcﬂ)

> Assista,nt;Regis't-rar (G-A)
bAssistant{Registrar (Accounts) (G-A)
» Junior Account Officer (G-B)
» Junior Suﬁperintendent (G-B)
» Junior accountant (G-C)
» Junior As,-:sistant (G-C)
» Mess Maﬁager (G-B)
FAssistant:.Mess Manager (G-C)
» Caretaker (G-B)
P Assistantf_Caretaker (G-C)
P Unit Secréatary (G-B)

Toté_l

— X

NONNN

10
22

11

59



Staff requirement (Guest House)

P Caretaker cum Manager (G-B)
» Cook (G-C) 4

» Masalchi-cum-bearer (G-C) 8
Total | 14

Staff Requirement (Security)

P Security Office (G-A)

» Deputy Security Officer (G-B)
» Assistant Security Officer (G-B)
P Security Inspector (G-C)

-~ o N =

P Assistant Fire inspector (G-B)
Total : 17

Staff Requirement (Sports)

. P> Sports Officer (G-A)
P Deputy Sports officer (G-B)
P Assistant Sports officer (G-C)
Total

~ AN =

.l
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Staff Requirement (Knowledge Centre)

» Librarian (G-A)
» Deputy Librarian (G-A)
b Assistant Librarian (G-A)
» Assistant Library Information Officer (G-B)
» Senior Library Information assistant( G-B)
» Library Information assistant( G-C)

Total

o H N O B =

25
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Staff requirement (General)

» Training and placement

» Industrial Liaison Officer (G-A) -~ 1

P Counselling Services

P Counselor ( G-A) 1

» Deputy Counselor (G-A) 3
P Hindi Cell .

» Hindi Officer (G-B) 1
P Sanitary

P Sanitary Inspector (G-B) 2

» Teaching Staff (Nursery School)

» Primary Teacher (G-B) - g <

» Transport
» Driver (G-C) 6
» Conductor (G-C) ., 3
Total | 22

Yo~
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- Administraﬁvg staff in Departments

ICentres/Schools

» Unit Secretary (G-C)
» Store Units (G-C)

» Senior Assistant -
P Junior Assistant’

Total

29
20

13
69
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DUTIES AND RESPONSIBILITIES
NON-TEACHING POSITION 2016

1\ Vo

*  Will be finalised later



Human Resource Section

159

CONTENTS

Deputy Registrar

Assistant Registrar 164
-

Superintendent 165 -

Junior Superintendent 166

Senior Assistant 167

Junior Assistant 168

Multi-Tasking Staff (MTS) 169
Private Secretary LPrivate secretary to the Director 170

Private secretary to the Dy. 171

Director’s, Deans and Registrar

Personal Assistant 172
Finance and Accounts Section Dy. Registrar 174

(Finance & Accounts)

Asstt. Registrar {Accounts) 175

Account Officer and 176

Jr. Account Officer

Accountant / Jr. Accountant 177
Audit Section Dy. Registrar / Asstt. Registrar 179

(Audit)

Audit Officer / Jr. Audit Officer 180
Material Management Section Dy. Registrar / Asstt. Registrar 182

Superintendent / 184

Jr. Superintendent /

Senior Assistant /

Junior Assistant (Procurement)

Superintendent / 185

Jr. Superintendent /

Senior Assistant /

Junior Assistant (Stores)

Superintendent / 186

Jr. Superintendent /
Senior Assistant /
Junior Assistant (Physical

| Verification)




160

Department / Centre / 1 | Principal Technical Officer 188
Laboratory
2 | Technical Officer 189
3 | Sr. / Ir. Technical S.Jperintendent 190
(Laboratory)
4 | Sr./Jr. Laboratory Assistant or 191
Sr./Jr. Mechanic (Laboratory)
5 | Sr. / Jr. Technical Superintendent 192
(Lab-Chemistry)
6 | Sr./lJr. Laboratory Assistant or 193
Sr./Jr. Mechanic (Lab-Biology)
7 | Sr./Jr. Laboratory Assistant or 194
Sr./Ir. Mechanic
(Communication Assistant)
8 | Sr./Jr. Laboratory Assistant or 195
Sr./Jr. Mechanic
(Language Laboratory)
9 | Workshop 196
10 | Technician (Glass Blowing) 197
11 | Department/Centre/School 198
Computer Lab Support
12 | Sr. System Analyst / Sr. System 199
Programmer
13 | System Analyst / System 200
Programmer
14 | Computer Operator 201
15 | Date Entry Operator 202
Academic Affairs Section 1 | Dy. Registrar 204
2 | Assistant Registrar 205
Health Care 1 | Head Hospital Services 207
2 | Medical Officer a 208
3 | Nursing Orderly B 208
Estate & Works Section 1 | Institute Engineer 210
2 | Superintending Engineer 213
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3 | Executive Engineer 212
4 | Asstt. Executive Engineer 213
5 | Junior Engineer 213
6 | Technician (Electrical) 214
7 | Technician (Electronics) 215
8 | Technician (Mechanical) 215
9 | Technician (Civil) 216
10 | Sanitary Inspector 220
10. General Administration and | 1 | Dy. Registrar 222
Coordination

Rraine 2 | Assistant Registrar 224
3 | Transport Section:- Driver 226
4 | Publication Section 227
5 | Extension Education 227
6 | Security Unit:- 228
a. Chief Security Officer 228
b. Security Officer 228
¢. Security Inspector 229
d. Fire Inspector 231
7 | Guest House:- 232
a. Caretaker Cum Manager 232
b. Cook 232
c. Masalchi Cum Bearer 233
11. Student Affairs Section 1 | Caretaker / Asstt. Caretaker 235
2 | Mess Manager / Asstt. Mess 236

Manager
3 | Sports Officer 237
4 | Dy. Sports Officer / Asstt. Sports 238

Officer

5 | Student Counsellor / ASC 239
6 |ILLO 239
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Deputy Registrar
The Role

The role holder will provide input to the development of new systems and procedures and
will require an understanding of the professional, legal, regulatory or policy requirements of
the environment in which they work. The role holder will need to resolve complex issyes,
respond to the changing work environment and manage change in their area of
responsibility. The role holder may represent different committees/networks.

Principle Duties

Below are a range of duties that dre representative of the duties for this grade:

1.

10.
1.

12.
13.

14,
15.

16.

Advise and recommend procedural and policy frameworks and professional
guidelines to support informed decision making:

Gontribute to long term planning éctivities by 'providing ideas on service development
within the section' .

Design a variety of service support enhancements- policy, progedures, system to
maximize service quality, efficiency and continuity;

Analyze and interpret information and contribyte to the production of management
reports for other sections or externai agencies;

Explain and develop an understanding of technicaliregulatory information or other
complex issues to colleagues inside and outside of the department;

Manage a team of colleagues operating within a sub section of the depdttment

recruiting, monitoring the work and support team members 1o ensure that individual
contributions are maximized;

LLead a Departmental or institute wide project to improve service provision;

Set service targets and monitor progress for team/area or responsibility in order to
enable the ongomg enhancement of service standards;

Understand how the team/section links to other sections to support the institute’s
strategic goals and objectives;

Manage resource and budget planning within the section and be accountable for a
hudget;

Develop support of others outside of the section to ensure successful delivery of
semces

Initiate and leadf-_changes in response to institute or external agency policies;

Supervise a team or take the lead in a time bound project, therefore this role requires
the holder to assign work tasks and to give feedback on progress;

Manage agreed change implementation processes/initiatives on an ongoing basis;

Lead and manage self and others to effectively deliver team and departmental
objectives;

Responsible for raising the performance levels of self and others.

W—
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Exercise such other powers, performs such other duties, and d;scharge such other
financial functions as are assigned to him by Director/Deputy Director (0)/Registrar.

Assistant Reqistrar

The Role

Roles at this level will supervise/co-ordinate others who are car_ryi’hg out similar duties or
be a specialist in a particular area. The tasks performed at this grade will require a deep
understanding of the duties and responsibilities. The role will work typically work as part of

a team but must be able to take independent action. However, supervision is normally
available when required. '

Principle Duties

Below are a range of duties that are representative of the duties for this grade:

1.
2

10.

11,

12.

13.

14,

15.

Research, collate, organize and edit material for inclusion in reports/documents;

Analyze, present and draw conclusions from information, identifying trends and
problems;

Respond to and resolve enquiries and problems; judging when to escalate complex
gueries or involve others, to provide an effective service and clear advice to
colleagues;

Organize internal and external aclivities/events

, including the development and
preparation of materials;

Maintain financial data and review to contribute to resource planning;

Identify, implement and monitor the progress of section action plans to improve
service delivery;

ldentify areas for improvement and changes, taking into consideration the wider
implications and impact of departmental changes to processes and procedures;
Develop and maintain spreadsheets. and databases to produce management

information system that is accurate, reliable and available for departmental decision
making;

Action mail/email received by the department within appropriate legislative and policy

parameters, dealing with issues and ensuring supervisor/head of section is
appropriately informed of action taken.

Attend meetings, as per requested (internally & externally) by a Supervisor/Head of

section, to support the departmental work and activities and repert back on main
discussion points;

Be responsible for allocating work, and suppomng the work output of, a group of
junior staff;

Be accountable for quality of service delivery in their team or area of responsibility
and identify gaps in delivery and solutions;

Understand the culture and goals of the institute as they relate te their own area and
generate ideas which contribute to the section or office plans;

Organize process around the stakeholders, taking accoun‘l of complex and sensitive
issues in an effort to meet their needs;

Actively seek out information in relation to changes which afféct their
division/section/team and puts plans in place to ensure implementation.

WA
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Responsible for raising the performance levels of self and others.

Exercise such other powers, performs such other duties, and discharge such other
financial functions as are assigned to him by Directer/Deputy Director (0)/Registrar.

Superintendent

The Role

Roles at this level will be responsible for delivering a range of administrative services in
support of existing systems. The range of tasks performed at this grade can be quiet
varied and will therefore require the role holder to have a broad understanding of the
institute and in particular their own depariment's purpose. Role holders will agree their
priorities with their Head of sections/supervisors, apply their knowledge to the duties
assigned and organise their own warkload to meet deadlines. Role helders may supervise
more junior members of staff within their department/section.

Principle Duties

Below are range of duties that are representative of the duties for this grade:

10.
19

12.
13.

Provide a comprehensive first point of contact service for the section, effectively
answering a wide range of queries;

Understand the section policies, procedures and practices and recognized inside and

outside the section as the main point of contact for specific information, process or
procedures;

Plan and organize own work and monitor progress towards tasks set by the
Supervisor/Head of section;

Provide support to various meeting and other fora, responsible for the general
organization, minute taking and provision of general administrative support;

Organize information according to procedures, data entry, checking/matching date to

ensure accurate records are maintained on a day-to cjgy basis and occasionally
under tight timescales; '

May be responsible for allocating work to, and supporting the wark output of, a groyp
of junior staff;

Provide standard guidance and support to colleagues through informal coaching;
Praocess financial/budgetary information as required;

Work in a collegial manner to build and maintain effective working relationships with
colleagues across the institute;

Assist in managing:events.on behalf of the section;

Maintain spreadsheets and databases to produce management information that is
accurate, reliable and available for departmental decision making.

Responsible for raising the performance levels of self and others.
Any other works assigned from time to time.

Yo"



~Junior Superintendent

The Junior Superintendent shall discharge the duties under directions of Superintendent

Assistant Registrar, Deputy Registrar, and Registrar. He/she shall broadly perform the
following duties:

U

@

10.
1.

12.

13.
14,

Prompt action on files and proposals and their disposal.

Initiate files in ime where orders of the higher_authoritiés are required.
Up-keep of all the files and records. '

Preparation of noting ahd drafting the letters and computer work.

Advice and guide dealing assistants placed under him/her on-the pfocedure and
application of rules.

Preparation of agenda, minutes of various committees of the Institute.

Be responsible for submission of misleading note, distortion or concoction of facts
misquoting of rules either by himself or by his Senior Assistant/Junior Assistant.

Initiate various proposals and prepare drafts and submit the same to the higher
authorities for consideration and approval in a time bound manner.

Assist the senior officers in drafting letters, puttmg up items with suitable notes,
precedents, etc.

Maintain personal register.

Attend to the work of the concered section when assngned to different sections
including the following:

¢ Maintain student records.

¢ Process admission related work.

¢ Undertake exam related work.

o Arrange for purchase of equipment’s, consumable and furniture‘é

 Maintain all office records including stock register.

e Receive and deliver the letters and circulars from the authontles to all the
employees of the faculty / department/centre.

» Provide all data that are required by the authorities of the insthtJte in time.

Attend to the following and any other work, when assigned to the dfﬁce:
« Maintain confidentiality of exam related work.

e Maintain student records.
« Process of results and preparation and issue of certificates.

Responsible for raising the performance levels of self and others. :

Any other works assigned from time to time.
MA—"



- 167

~ Senior Assistant

The Senior Assistant shall discharge the duties under directions of the Junior

Superintendent, Suyperintendent, Assistant Registrar, Deputy Registrar. He/she shall
broadly perform the following duties:

N o o s e N

@«

10.

11.
12.

g,

14.

Initiate prompt éction on files and proposals and their disposal.

Promptly put up notes and files to the higher authorities.
Maintain all the files and records.

Prepare of notiﬁg and drafting the letters aﬁd computer work.
Prepare of agerjda, minutes of various committees of the Institute.

Initiate various proposals and prepare drafts and submit the same.

Assist the sen"‘ior officer in drafting letters, putting up items with suitable notes,
precedents, etc.

Maintain personal register.

Submission cf'misleading note, distortion or concoction angd suppression of facts,
misquoting of rules should never be resorted to.

Provide any daia and statistical particulars that has been requested by authorities
and qther sectiq_ns of the institute and any other agency are to be provided in time.
Provide the desir_ed information sought under the RTI Act, 2005.

Attend to the wérk of the departments when assigned to faculty/ department/centre
including the following:

e Maintain student récords
o Process admission related work
e Exam related work.

Arrange for purchase of equipment, gonsumables and furniture.
e Maintain all office records including stock register

Receive and deliver the letters and circulars from the authorities to all the
employees of the faculty/ department/centre

* Provide all data that are required by the authorities of the institute in time.

Attend to the following and any cther work, when assigned to the Office.
« Maintain confidentiality of exam related work,
* Maintain student records.

o Process of results and preparation and issue of certificates.

Any other works assigned from time to time.

"
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. Junior Assistant

The Junior Assistant shall discharge the duties under directions of the Junior

Superintendent, Senior Superintendent, Assistant Registrar, and Deputy Registrar. He/she
shall broadly perform the following duties:

o o B W N =

10.

11

12.

13.

Initiate prompt action on files and proposals and their disposal.
Promptly put up notes and files to the higher authorities.

‘Maintain all the files and records.

Prepare of noting and drafting the letters and computer work. :
Prepare of agenda, minutes of various committees of the Institute.

Initiate various proposals and prepare drafts and submit the eeme to the higher
authorities for consideration and approval in a time bound manner,

Assist the senior officer in drafting letters, putting up items thh suitable notes,
precedents, etc.

Maintain personal register.

Submission of misleading note, distortion or concoction and suppressmn of facts,
misquoting of rules should never.be resorted to.

Provide any data ‘and statistical particulars that has been requested by authorities
and other sections of the ms'utute and any other agency.

Attind to the work of the departments when assigned to facultyl department/centre
including the following:

® Maintain student records.
. Process admission related work.
. Undertake exam related work.

Arrange for purchase of equipment's, consumable and furmture
Maintain all office records including stock register.

Receive and deliver the letters and circulars from the authorities to all the
employees of the faculty/ department/centre.

Provide all data that are required by the authorities of the institute in time.
Attend to the foliowing and any other work, when assfgned to the section:

. Maintain confidentiality of exam related work.
Maintain student record.

Process of results and preparation and issue of certificates.
Payment and processing of TA/DA and honorarium.

Any other works assigned from time to time.

—-
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. Multi-Tasking Staff

The MTS shall discharge the duties under directions of the seniors. He/she shall

assist and work under the guidance and supervision of the seniors broadly perform the
following duties:

1. Physical Maintenance of records of each Section.

2.  General cleanliness & upkéep of the Section / Unit.

3. Carrying of files & other papers within the building.

4. Photocopying, sending of FAX etc.

5. Other non-clerical work in the Section / Unit. ‘
6. Assisting in routine office work like diary, despatch etc., including on computer.
7. Delivering of dak (outside the building).

8. Woatch & ward duties,.

9.  Opening & closing of ropms.

10. Cleaning of Iab_s' and roor-'ﬁs.

11. Duysting of furni;c_ure etc.

12. Cleaning of buii}jing, fixtures etc.

13. Work related to‘f:his different trade qualifications.

14. Driving of vehicjfles, if in possession of valid driving Iicénce.
15. Upkeep of pari{s, lawns, potted plants etc. _

16. Any other works assigned from time to time.



~. Private Secrefary

Private Secretary to the Director

The Private Secretary shall discharge the duties under directions f’:__sf the Director. The
following and any other duties assigned shall be the duties of the Private Secretary:

10.

1.
12.
13.

14.
15.

Taking dictation and typing from manuscripts / other types of printed matter, filing,
maintaining all the files in the Secretariat of the Director on various matters.

Retrieval of information and documents whenever required. .

Attending to telephone calls and taking down messages;:and promptly conveying
them to the Director

Accepting all letters, notices and other papers sent to the Director.

Attending to work related to website/email etc. on.computer, duties on or beyond the
working hours/holidays,

Help in holding different meetings.

Maintenance of diary télating to priority works / engagements / programmes of the
Director.

Preparation of agenda/minutes/recommendations of the meetings of different
committees in the chamber of the Director.

Drafting letters/ notes on the instruction of the Director and handling correspondence
independently.

Liaison and follow up action on matters with internal faculty/ officers/ staff and
outside persons/ organjzations.

Making trave! arrangements and managing the tour programmes of the Director.
Preparing Information for Annual Reports, Newsletter etc. pertaining to the Director. -

Be responsible for the safe custody of all the files in the Director's Office and
maintain strict confidentiality on all matters related to the work of any nature.
Responsible for raising the performance levels of self and others.

Any other works assigned from time to time.
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Private Secretary to Deputy Director’s, Deans and Reg istiar

The Private Secretary shall discharge the duties under directions of the Deputy Director’s,
Deans and Registrar. The following shall be the duties of the Private Secretary:

10Q.

1.
12,

13.

14,
15.

Taking dictation and typing from manuscripts/other types or printed matter, filing,

maintaining all the files in the Secretariat of the Deputy Director's, Deans and
Registrar. :

Retrieval of information and documents whenever required.

Attending to telephone calls and taking down messages; and promptly conveying
them tq the Deputy Director's, Deans and Registrar.

Accepting all letters, notices and other papers sent to the Deputy Director’s, Deans

and Registrar, works related to website/femail etc. on computer, duties during or
beyond the working hours/holidays

Help in holding different meetings, maintenance of diary refating to priority works/
engagements/ programmes of the Deputy Director's, Deans and Registrar,

Preparation of agendas/ minutes/ recommendations of the meetings of different
committees.

Organizing tﬁe work schedule of the Deputy Director'é, Deans and Registrar; sorting

out routine incoming and outgoing papers promptly, in order of priority and
maintaining registers for the same.

Drafting of letters/notes for the Deputy Director's, Deans and Registrar and handling
correspondence independently.

Liaison and follow up action on matters with internal faculty/ officers/staff and outside
persons/organizations.

Making travel arrangements and managing the tour programme of the Deputy
Director's, Deans and Registrar.

Summarizing from documents.

Preparing information for Annual Reports, Newsletter etc. pertaining to the
Secretariat's activities. '

Be responsible for the safe custody of all the files in the Secretariat and maintain
strict confidentiality in all matters related to the Officer's work of any nature.
Responsible for raising the performance levels of self and others.

Any other works assigned from time to time.



- Personal Assistant (Department/Centre/School)

The Personal Assistant shall discharge the duties under directions of the Head of

Department/Centre/School. He/she shall broadly perform the following duties and any
other duties.

ik

10.

11.

12.

Taking up dictation and typing work to help the officer in various ways such as
maintenance in a methodical manner all confidential, personal papers, arranging of

meetings, conferences, tours, telephone calls, interviews, appointments and special
duties.

5

Assist in holding of meetings, preparation of agenda, drafting the minutes of various
committees of the institute. : -

Organizing the work schedule, sorting out routine incoming and outgoing papers
promptly, in order of priority and maintaining registers for the same.

Drafting letters/notes for the officer and handling correspondence independently.
Maintaining excellent public relations and arranging meetings.

Making travel arrangements for the faculty.

Summarizing from documents.

Preparing information for Annual Reports, Newsletter, etc. pertaining to the
Secretariat's activities.

Referring/directing callers (in personftelephone)/papers to appropriate peréons of the
Institute.

Supervise the work of the subordinate staff in the secretariat.

Be responsible for the safe custody of all the files in :the Secretariat and
maintain strict confidentiality on all matters related to the officer’'s work of any nature.

Any other works assigned from time to time.
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~ Deputy Registrar [_Finéqgg & Account)

1.

10.

1.

12

Exercise general supervision over the funds of the Institute, and shall advise the
Director/Deputy Director (0)/Registrar as regards the finances of the Institute

Hold and manage the funds, property and investments, including endowed property,
for furthering any of the objects of the Institute.

Ensure that the limits fixed by the Institute for plan and non-plan expenditures.

Ensure that the expenditure for a financial year not exceeded, and that all allocations
are expended for the purposes for which they are granted or allocated.

Keep watch on the state of cash and bank balance and investments.

Keep watch on the progress of collection of revenue and advise the Director/Deputy
Director (o)iRegist[ar on the methods to be employed for collection.

Have the accounit of the Institute audited regularly.

Ensure that thé registers of buildings, land, equipment and machinery are maintained
up-to-date and that the stock taking of equipment's and other consumable materials

in all offices, laboratories, workshops and stores of the Institute is conducted
regularly.

Propose the Director/Deputy Director (0)/Registrar that explanation be called for

unauthorised expenditure or other financial lrregulant;es from any employee/student
of the !nsutute

Call for any oﬁ” ce, department, centre,. laboratory etc. of the Institute, for any

information and returns that he thinks necessary for the proper discharge of his
financial responsibilities.

Responsible fof raising the performance levels of self and others.

Exercise suchiother powers, performs such other duties, and discharge such other
financial functions as are assigned to him by Director/Deputy Director (o)/Registrar.
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» Assistant Registrar (Account)

~ o o e =

10.
1.
12.
13.

14.

Managing and controlling of the institute’s account,
Supervision of the account’s staff.

Preparation of monthly management accounts.

Preparation of the Institute’s monthly bank reconciliations statements.
Management of the institute’s debtors and creditors accounts.
Ensuring preparation of payroll and income tax returns.

Maintenance of fixed assets register and safeguards of the__forganisaﬂons fixed
assets. i

Ensuring that the cash book and petty cash are updated on _daily basis.
Ensuring preparation of daily banking.

Preparation of monthly reconciliations.

Preparation ¢f Budget.

Ensure collection of Government Grants & Subventions are done on timely basis.
Responsible for raising the performance levels of self and others.
Any other duties to meet the exigencies of the service.
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“+Account Officer and Junior Account Officer

1.

o

© ® N O

10.

1.
12.
13.
14.
15.

16.

17,

18.
19.

20.

21.
22,

23.
24,

25.

Responsible for pre-audit of bills/payment and control expenditure and regongiliation
of work,

Preparation of institute Budget Estimates. Revised estimates and appropriation of
accounts for Finance Committee.

Pre-audit of purchase cases/award and work orders of works department.
Pre-auditing and payments of final bills of contractor and suppliers.

Liaison with statutory Auditor (External Audit of DGACR) and dealing with
Audit/Inspection report.

Pre-ayditing and pay fixation cases/promotion placement/pay commission revision.
Pre-aydit of provident fund/advance/withdrawals.

Post-audit of cash books, vouchers, board sheeté of lIT A!CsllﬁD A/Cs.

All work related with the call of tenders, preparation of comparative statement.. award
of work, arbitration assistance, survey boards, purchase committee etc.

All work related with the preparation of salary bill and other associated work of work
charge and daily wages staff.

To attend the queries of external audit party.

General supervisiqn'and advice on financial rules orders and procurement.
Operating on ERP system and personal computer

Reconcile final bill ¢claim with provisional bill claim at the end of the year.

Pass necessary journal -entries and prepare cash frial and bank reconciliation
statement.

Ensure that necessary books of accounts like cash book, ledger etc. are prepared
and compare with bank statement. '

Update the fixed asset for each addition of assets on the basis of disbursement or
Journal voucher,

Inspect asset on receipt of scrap report and make necessary entry in the books.

Calculate depreciation at the end of each month as per the rates prescribed by the
statute.

Carry out annual physical verification of fixed assets with reference to the fixed asset
register. Prepare _physical verification report and submit to the management.
Account the unaccounted fixed assets in the books.

Account for ﬁxéd assets acquired through any grant. Calculate depreciation on sych
assets. "

Transfer capital"wc_:rk in progress to fixed asset on completion of project.
Responsible for raising the performance levels of self and others.

Any other duty _éssigned by supervisor.
- W
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Accountant/Junior Accountant

~N o s e

10.

1.

12,
13.

Prepare bank reconciliation statement every month.
Posting of General Ledger and sub ledger.

_ Reconcile sub ledger balances with General Ledger.

Prepare bank payment vouchers, receipt vouchers, journal vouchers.
Get vouchers signed and forwarded to cashier.
Prepare payroll and make remittance including salary forwarding.

Maintain various registers like investment register, earnest money deposit register,
TA/Da register, inward blill register etc. -

Prepare of budget and maintenance of work-wise expenditure.

All work related with the call of tenders. Preparation of comparative statements,
award of work, arbitration assistance etc.

All work related with the preparation of salary bill, scholarshib and other asscciated
work of work charge and daily wages staff,

Maintenance of accounts books, cash book, bank reconciliation. Indent register and
certify the availability of funds-objection and queries.

To attend to audit objections and other related queries.
Any other duty assigned by the supervisor.
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- Deputy Registrar/Assistant Registrar (Audit)

1.

2,

10.

1",

12.

13.

14.

15.

Reporting to Deputy Director (o)

Coordinating the implementation of the Internal Coritrol Framework and Risk

Management so as to streamline Internal Control in the finance and accounting
processes.

Reviewing the internal control framework and consistently ensuring its compliance.

Coordinating and facilitating the development and implementation of the formal risk
management.

Documenting augﬁt' procedures, developing criteria, reviewing and analysing
evidence, and.documenting processes and procedures.

Identifying, dev.eloping énd documenting of audit issues and recommendations.

Coordinating a"_nd liaising with external auditors of the authority to ensure external
audits and financial reporting are efficient and effective.

Conducting appropriate (governance and performance) assessment exercises so as
to streamline the Institute’s performance and governance progesses. .

Leading in the development of the annual audit plan.

To bring to l'i‘ght':_ wastefulness, failure, :system weakness, deficiengies and the
circumstances leading in frugtuous expenditure.

Independent appraisal activity for the review of acgounting, financial and other
operations as a basis for service to Institute as managerial control.

Measuring anci evalyating the effectiveness of the system.

Enjoys reasonablé freedom in the discharge of its functions without fear and favour
or prejudice. -

Responsible for raising the performance levels of self and others.

Exercise such ;_)ther powers, performs such other duties, and discharge such other
audit functions as are assigned to him by Director/Deputy Director (o).
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~ Audit Officer/Junior Audit Officer

;4

10.

Drafting the assigned audit plan including scope and objectwes of the audit, and
audit procedures for review and approval.

Carrying out tests, evaluating the results and drawing conclusions, discussing witr_\
the Deputy Registrar/Assistant Registrar (Audit) for approval.

Drafting audit recommendations and writing audit memos, sohcmng input from the
Deputy Registrar/Assistant Registrar (Audit).

Drafting the audit report and obtaining feedback for review. -
Following up on implementation of corrective actions,

Assisting with the review and audit of compliance with policies, plans, procedures.
Laws, and regulation.

Provide assistance to Internal Auditor and External Auditors as required.

Conducting special asdignment as may be assignéd.

Responsible for raising the performance levels of self and others.

Exercise such other powers, performs such other duﬁes, and discharge such other
audit functions as are assigned to him by Director/Deputy Director (o).
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MATERIAL MANAGEMENT SECTION
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Deputy Registrar / Assistant Registrar

1.

2:

10.

11.

12

13.
14,

15.

18.
17.
18.

19,

Provide guidance and assistance to faculty and staff in all aspects of purchasi?zg.

Ensures that all purchasing is in compliance with regulations and laws related to
purchasing practices and in accordance with institute standard pragtices.

Help in prgparifng technical specifications for request for proposals, including terms
and conditions and evaluation criteria.

Prepare and develops bid documents and supplier bid to obtain competitive
quotations on commodities and services.

Promaotes thefpurchasing section as an effegtive resource for addressing supply
management issues.

Kec_aps constantly apprised of economicfousiness situation as they affect purchasing
policy; makes recommendations to adequately meet those changing congitions.

Develops and ﬂpdates department procedurés and recommends changes to related

institute standard practices; interprets policies and procedures to fagulty and staff in
their need to purchase supplies and services.

Analyses current procyrement activities and recommends improvement through

mare efficient procurement methods, quantity discounts, standardization, valye
analysis and cooperative purchasing.

Reviews tenders and purchase award documentation with respect to quality,
delivery, suitability, delivery and pricing.

Responding for awarding

a contract with consensus from the respective
departments. :

Responsible for the develppment and administration of the awarded contract.

Ensures maintaining the records and documentation on all soligitations, responses,
purchases, contracts, correspondence and related follow up.

Expedites outsténding purchase order to ensure delivery requirements are met.
Promotes and develops contact and liaison with the external supplier community.

Interviews current suppliers to improve levels of service and new suppliers to
develop and establish new sources of supply.

Collects and reports statistics to measure commeodity and/or suppliers performance.
Prepares reports to ensure compliance with related laws and regulations.
Coordinates and resolves problems with end user departments and suppliers.

Assist in resolving accounts payable invoice discrepancies and variances after
accounts payable make initial inquiry.

| VN



20.

21.

22.

23,

24,

25.

26.

21.

28.

29.

30.

<183

Assists shipping and receiving with shipmerit! transportation discrepancies and
variances.

Performs other related duties such as special assignments and annual major
objectives as required.

Plan, erganise, direct, manage and evaluate the inventory management activities.

Develops and communicate inventory management policies and procedures.

Directs and manages regulatory compliance procedures related to inventory
management operations.

Monitor inventory levels and inventory movement using manual or computenzed
inventory systems.

Reviews compiled inventory report (quantity, type and value of materials, and
equipment's.

Confers with other department management and staff to coordmate inventory
management activities.

Conducts investigations investigation into inventory management incidents in order
to verify and resolve complaints.

Responsible for raising the performance levels of self and others
Exercise such other powers, performs such other duties, and dnscharge such other

financial functions as are assigned to him by Director/Deputy Dtreetor (o)/Registrar,

2
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~ Superintendent / Junior Superintendent / Senior Assistant

IJunior Assistant (Procurement)

1

10.

i P

To prepare and issue purchase orders and to maintain information on supplies,

screens procurement requests, call for quotation, evaluate quotation and issue
purchase orders to the competitive vendors.

|dentify potential contract areas where efficiencies may be achieved and renew
corporate and collaborative arrangements, as required.

Study possibility of provisioning of a cost effective purchasing services in the in the
institute in accordance to the Financial and Procurement Manual of the institute.

Obtains import license.

Prepares claims letters to the carriers and insurance for lost/short landed/damaged
equipment's/personal effects on the receipt of such complaints from the
consignee/project authorities.

Ensure that the‘procurexﬁent procedure are in compliance with the Financial and
Procurement Manual of the institute.

Control proper ifnaintenance of records on office equipment.

Assigns work to the support staff to meet work requirements, reviews and evaluate
work of subordinate staffs.

% & i e
Participates in discussions on new revised procedures and practices in the relevant
work area. ' '

Responsible fo’f_ raising the performance levels of self and others.

Any other duty éssigned by supervisor.
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~ Superintendent/ Junior S J)ermtendentl Senior Asmstantldumor Assistant

jStores)

1s

2.

2 e

10.
1.
12.
13.
14.
18.

18.

17

Ensuring proper stock inventory.

Receipt of purchase orders from procurement.

Receipt of goods based on sample selections and purchase orders with reference to
challans.

Get goods inspected and verified by the concerned expertise.

Generate Goods Receipt Note after verification from the concernéd experts.
Distribute goods as per distribution list or purchase order,
Update Goods Receipt Note and Material Issue Note.

Passing of supplier’s bills.

To draw temporary advances for purchases and rendermg adjustment A/C against
the advances.

Submit monthly issue report to Finance and Account.
Submit invoice to finance for release of payment. |
Submit monthly issue report to Finance and accounts section.

Submit quarterly physical verification report to Financé and Accounts section.

Submit closing stock at year to finance and accounts section.

Verification of stores and furniture.

Responsible for raising the performance levels of self and others.

Any other duty assigned by supervisor.
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~ Superintendent/ Junior Superintendent/ Senior Assistant/Junior Assistant

(Physical verification)

1

10.

Carry out annual physical verification of fixed assets with reference to the fixed asset
register.

Prepare physical verification report and submif to management.

Obtain approval from the management to write off missing, unserviceable, damaged
or condemned assets and pass necessary entries.

Prepare the scrap report for the augtion.

Account the unaccounted fixed assets.
Prepare the details of the fully depreciated assets at the end of the year.
Update the fixed asset register for each addition of assets

Inspect asset on receipt of scrap report and make necessary entry in the books.

Responsible for raising the performance levels of self and others.
Any other duty assigned by supervisor.
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Principal Technical Officer

1.

10.

1.

12.

To have overall responsibility for the provision of practical classes to
undergraduate/post graduate students, to manage other technical staff, the teaghing
budget and to manage health and safety issues within the laboratory.

To assist with the design and to demonstrate and deliver practical classes for
undergraduyate/postgraduate students to support student learning.

To assist with the management of the laboratory, to include the supervision and
training of the technical team to meet the institute gbjectives.

To monitor health and safety issues, reporting to the concerned authorities when any
problems oceur to ensure.

To have overall responsibility for the day-to-day management of the laboratory. To
organize and carry out defined research projects to meet research gbjectives and to
manage the technical staff, jointly manage the consumable budget.

To manage the laboratory to include the supervision and t'rain'mg of staff and student.

To find out the requirements for consumables for the laboratory and procure the
same, before the start of every academic semester. -

To plan for the:_procqrement of equipment’s fqr coming semester well in advance.

To see the infrastructure facilities in the labs are adequate so that each batch has
ample opportunity to complete practical's satisfactorily.

To organize thé. laboratory for oral and practical examinations.
Responsible foflr raising the performance levels of self and others.

Any other worl{s assigned from time to time.
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_ Technical Officer

1.

10.

11,

T2,

To have overall responsibility for the provision of practical classes to

undergraduate/post graduate students, to manage other technical staff, the teaching
budget and to manage health and safety issues within the laboratory.

To assist with the preparation of practical classes to undergraduate/postgraduate

stydents in the laboratory,” based on instruction from the senior concerned faculty
and other members of technical team. ;

To have overall respdnsibility for the day-to-day management t';_f the laboratory. To
organize and carry out defined research projects to meet research objectives and to
manage the technical staff, jointly manage the consumable budget.

To assist the senior teaching technician in the prepaajétion and delivery of practical
classes, including construction and demonstration of apparatus and techniques to

_support student learning.

To support and assist with the provision of an efficient histology services, working
closely with senior academic and technical staff.

Testing, calibrating, and repairing laboratory eguipment's.

Preparation of reagents and non;cémmercially available materials.

Setting of apparatus an& equipment’s required for.practical classes.

To maintain the Dead stock register and -consumab|e register

To ensure the cleanliness of the lab and switch off all equipment after use.
Responsible for raising the performance levels of self and others.

Any other works assigned from time to time.
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SENIOR/JUNIOR TECHNICAL SUPERINTENDENT (Laboratory)
~ : ' '

The Senior/ Junior Technical Superintendent shall discharge the duties under directions of

the Head/Lab In charge of the Department/Centre/School concerned. Helshe has to
broadly perform the following duties:

10.

.

12.

Be responsible for operation, upkeep and timely maintenance of

equipmentinstruments  and  rectification of minor defects in  the
equipment/ingtruments.

Help the department in arranging practical classes for the programmes offered by the
department

Carry out regular maintenance of the sophisticated instruments and check their

- proper working at regular intervals. If any problems are noticed, he/she should try to

correct it or report the same to the supervisor so that the supplier can be contacted
for proper servicing.

Advice the supervisor on maintenance schedule.

Inform the laboratory on the periodic renewable of AMCs, wherever necessary.

Maintain the stock register of the department.

" Manage the stores of the department.

Assist the laboratory in obtaining addresses of suppliers and vendors.

Help in formulating the purchase requirements of regular practical.

Assist the faculty in design of experiments.
Assist the students in fixing minor problems during practical's.

Any other works assigned from time to time.
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Sr./Jr. Laboratory Assistant or Sr./Jr. MechaniuL'aboratgy)

The Senior/ Junior Technical Assistant (Lab.) shall discharge the dufies under directions of

the Head/Lab In charge of the department/centre/school concerned. He/ She broadly
perform the following duties:

10. -

14,

To assist the teachers in conducting practical's and experiments.

To maintain dead stock register and register of consumable materials and to
undertake physical stock verification of laboratory materials.

To assist the department in purchase and procurement of regular laboratory
materials.

To supervise the work of laboratory attendants and instruct them on regular
maintenance of the laboratory.

To ensure proper cleanliness in the laboratory.

To assist the department in rou

tine administrative matters and to ensure proper use
of laboratory facilities. ‘ g

To record and report breakages/losses caused by the students in the laboratory.

To help assess the loss arising out of such events through verification of stock
registers.

To ensure that all the cupboards, doors, windows and gates are properly closed by
the laboratory attendants at the end of the working day. .

To operate and maintain sophisticated instruments of the department

Any other works assigned from time to time.
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_.Senior/ Junior Technical Superintendent (Lab-Chemistry)

The Senior/Junior Technical Superintendent (Lab.) (Chemistry) shall discharge the duties

under directions ¢of the Head/Lab In charge of the department/centrelschodl concerned.
He/ She shall broadly perform the following duties:

10.

i

12

13.

To assist teacf_iers in condugting practical’s and experiments.

To maintain dead stock register and register of consumable materials and to
undertake phys_ical stock verification of laboratory materials.

To assist the laboratory in purchase and progurement of regular laboratory chemicals
and glassware

To ensure safe disposal of waste generated in the laboratory and take precautionary

measures to avoid accidents caused by toxic chemicals and potentially dangerous
experiments.

To supervise the work of laboratory attendants and instruct them on regular
maintenance of the laboratory

To prepare salts, solutions and other equipment's for regular laboratory work by
obtaining appropriate instructions from the course teacher.

To ensure proper cleanliness in the laboratory.

To assist the laboratory in routine administrative matters and to ensure proper use of
laboratory facilities.

To record and report breakages/losses caused by the students in the laboratory.

To help assess the loss- arising out of such évents through verification of stock
registers. '

To ensure that all the cupboards, doors, windows and gates are properly ¢losed by
the laboratory attendants at the end of the working day.

To operate and maintain sophisticated instruments of the department

Any other works assigned from time to time.

e
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Sr./Jr. Laboratory Assistant or Sr./Jr. Mechanic (Lab-Biology)
\

The Senior/Junior Technical Assistant (Lab-Biology) shall dischargé the duties under

directions of the Head/Lab In charge of the department concermed. He/she will broadly
perform the following duties:

10.

11.

T2,

13.

To assist teachers in conducting practical’s and experiments.

To maintain dead stock register and register of consumable materials and to
undertake physical stock verification of laboratory materials.

To assist the laboratory in purchase and procurement of regular laboratory
chemicals, glassware and materials related to the laboratory work.

To ensure safe disposal of waste generated in the laboratory and take precautionary
measures to avoid accidents caused by toxic chemicals.

To supervise the work of laboratory attendants and lnstruct them on regular
maintenance of the laboratory

To prepare salts, solutions, slides and other equipment’s for regular laboratory work
by obtaining appropriate instructions from the course teacher. '

To ensure proper cleanliness in the laboratory.

To assist the laboratory in routine administrative matters and to ensure proper use of
laboratory facilities.

To record and répoﬂ breakagesllosses caused by the students in{the laboratory.

To help assess the loss arising out of such events through verlf cation of stock
registers.

4

To ensure that all the cupboards, doors, windows and gates are properly closed by
the laboratory attendants at the end of the working day. :

To operate and maintain sophisticated instruments of the departrﬁlent

Any other works assigned from time to time.

f—"
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_ Sr.JJr, Laboratory Assistant or S;.IJi-. Mechanic (Communication Assistant) -

The Senior/Junior Technical Assistant (Communication) shall discharge the duties under

directions of the Head/Lab In charge of the department concerned. He/she will broadly
perform the following duties:

1. Coordinate office activities and manage dissemination of information within and
without the organisation.

2. Prepare organisational press releases, reports and other presentations and ensuyre
the accuracy of these documents.

3. Planning and sr_ihedule events, meetings and appointments.

4. Conduct reseatgh related to media and communication.

5.

Take charge of :the Media Lab (Audio and Video recording laboratories) and prepare

audio and \ndeo programmes for classroom purpgses and also for Gommumty Radio
(whenever it is estabhshed)

6. Operate office equnpment S.

7. Any other works assigned from time to time.



The Senior/Junior Technical Assistant (Language Laboratory Assistéint) shall discharge

the duties under directions of the Head/Lab in charge of the department concerned.
He/She will broadly perform the following duties:

Instruct and supervise the use of language laboratory facrlmes, audio-visual
equipment, and software applications

2. Develop language learning aids.

Coordinate acqursmon of laboratory hardware software; maintain records of materials
and equipment in a systematlc manner

»

Produce laboratory exercises and programs and assist in on- \ocatlon recordmgs of
lectures, meetings, classes and seminars;

5. Assist in the supervision of laboratory staff.

6. Operate laboratory equipment's and other electronic - gadgets in the

department/faculty and ensure that all equipment's. are properly maintained to
facilitate maximum utilization.

Help the Head/Dean in the running of the Bndge Course at the beginning of the
academic year to the entrants;

8. Any other works assigned from time to time.
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Workshop

The Junior/Senior Téchnical Superintendent shall discharge the duties under directions of

the Head/Workshop In charge of the department concemned. He/she shall broadly perform
the following duties: ' '

10.

11.

Provide services to departments/ Centres/ Offices of the Institute and help in the
repair and maintenance of instruments.

Provide services on the maintenance of analytical and specified instruments
available in the institute and other departments of the institute.

Design and fabricate teaching aids and kits, and instruments required for research of
the departments.

Provide ftraining programmes in instrumentation for students, teachers and
technicians of departments of the institute.

Execute work orders/ jobs submitted by the departments with the help of facilities
available.

Maintain diaries of the work done and make reports to the Head of the Centre.
Participate in formal courses and training programmes arranged by the institute.

Handle courses on subjects related to Mechanical, Electronics, Instrumentation and
allied subjects whenever it is required by other departments of the Institute.

Conduct training programmes as required/ requested by the departments of institute
and other outside:institutions and agencies.

Help the depa;’tment/cehtre of institute in teaching certain subjects as and when
need arises.

Any other worké assigned from time to time.
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B Technician (Glass Blowing)

The Technician shall discharge the duties’ under directions of the Head of the
department concerned. Helshe shall broadly perform the following duties:

Fabricate laboratory glassware as required by various departments of the Institute.
2. 'Repair glass apparatus and glassware.

Assist the students and research scholars of the institute to fabricate their project
gadgets.

4. Conduct demonstration classes.
Maintenance of stock registers of Glass Blowing section.

6. Any other works assigned from time to time.



DepartmeﬁthenjrelSchopl_ Computer lab support

Lo

Provides technical support, training, and assistance to students, faculty, and staff in
computer lab environment; analyses problems and implements solutions agcording
to department guidelines and procedures; perform network and server administrator

duties, and assures system stability, accessibility, and proper conﬂguration of
assigned technlcal systems and components.

Perform compuler trouble-shooting to diagnose system problems; analyses hardware
and software functionality; identifles, logates, resolves and repairs problems within
scope of authority; documents call recards and results.

Monitor domain environment; resolves configuration and connectivity issues, and
other traffic, security, and access problems; checks network for operating efficiency,

makes corrective adjustments to data management settings, and assures system
integrity; sets up repairs network hardware.

Maintains deparimental website.

Maintains and updates workstations and servers, equipment, and peripherals;
researches and tests new software; installs software upgrades and enhancements;
uses imaging software to create and deploy desktop computers.

Enrolls students, faculty, and staff in tutorial applications and domain services as

required; monitors utilization trends and backup procedures; manages user
accounts, passwaord files and access rights.

Responds to needs and enquiries of students, faculty, and staff; explains IT issues,
deploys solutions.

Responsible for raising the performance levels of self and others.

Rt
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__Senior System Analyst/Senior System Programmer

The Senior System Analyst/ Senior System Programmer shall discharge the duties under
directions of the Head concerned i.e. Head, Computer Centre. Hefshe shall broadly
perform the following duties: '

1. Performing system analysis and design activities

2. Administering and configuring servers.

3. System performance tuning.

4. Development and maintenance of institute’s websites and updating the same.
5. Development and maintenance of software for institute requirements.
6. Administering campus wide LAN and Internet services.
7. Conducting periodic computer awarehesslliteracy courses!trainiing programmes for
the students, faculty and other staff of the institute
8. - ldentify and help implement the ICT and MIS requirements for the:j institute
9. Identify latest hardware/software requirements for the Institute.
10.

Responsible for raising the performance levels of self and others.

11. Any other works assigned from time to time,
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System Analyst/System Programmer

The System Analyst/System Programmer shall discharge the duties under directions of

duties:

the Head concerned i.e. Computer Centre. He/she shall broadly perform the following

1.

25

10.

11,

12.

13.

14.

Analysing system logs and identifying potential issues with computer systems.

Introducing ari'_g:l integrating new technologies into existing data centre environments.

Performing ro:,'xtine aydits of systems and software.

Performing bat_ikup of data and files.

Applying operating system updates, patches, and cénﬁguratio_n changes
Installing and .qonﬁguring new hardware and software.

Adding, remouéing, or updating user account information, resetting passwords, etc.
Answering tec%nicai queries

Be responsiblée for security of system and network

System perfqriﬁwance tuning.

Ensuring that ;(he network infrastructure is up and running.

Provide progréﬁ\ming suppert for the administrative office.

Responsible fd,r raising the performance levels of self and others.

Any other works assigned from time to time.
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Computer Operator

The Computer Operator shall discharge the duties under directions of 'Ethe Head concerned
i.e. Computer Centre. He/she shall broadly perform the following duties:

1. Operate computer system in the computer centre.
2. Attend to the problems in computer systems in the centre.
3.

Permit and monitor the users on the use the computers.

4. Install software packages.

When a software gets corrupted format discs and take other appropnate action on
the advice of the Head, Computer centre.

6. Carry out minor hardware repairs

7. Provide software security to the Computer Systems.
8. I|dentify hardware/software requirements for the computer centre.
9.

Help the administration in proper working of software.,

10. Any other works assigned from time to time.
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Data Entry Operator

~

The Data Entry Operator shall discharge the duties under directions of the Head
concemned i.e. the Head, Computer Centre. He/she will broadly perform the following

duties:

1.  Carry out data entry work in the Computer Centre or any other place as assigned to
him/her.

2.

Maintain data entered in and back up data files periodically.

3. Any other works assigned from fime to time.
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Degug Registrar
o7

1. Collaborate with the Dean Academics/Associate Dean to plan, create, review and
implement academi¢ policies and procedures.

2. Liaise with Dean Ac,;édemic;s. assist in curriculum developments to existing offerings.

3. Assist the Dean Academics with budget, space and resource planning for the
suceessful deli__very of the academic programmes and relgted activities.

4. Manage the administration of the Academic Affairs section, coordinating the
department's/centres annual performance review, training needs and professional
development opportunities.

5. Assist with creéti_on, oversight and review of syllabi. . !

6. Create and implement academic policy in collaboration with appropriate personnel, in
such areas as plagiarism, absenteeism in the classroom, academic probation, etc.

7. Assistin developing academic programs in collaboration with faculty.

8. Oversee the planning, coordination and implementation of co-curricular visits.

9. Assist in collaboration with library staff and provide electronic access to academic
and class-related resources, as well as the purchasing of academic resources.

10. In conjunction"with Academic affairs team, review and update website information in
order to maintain accurate information relating to agademics.

11. Assist the Dean Academics with the preparation qf the annual monitoring report of
academic section.

12. Administer, monitor and review the local implementation of online learning
management system.

13. Conduct annual reviews of the academic programs, including benchmarking with
other glgbal site, and contribute to the implementation of continuous quality
improvement of education and student research activities.

14.

Ensures students and staff receive a high quality service in terms of academic
administration, regulatory compliance and record keeping.

15. Responsible for raising the performance levels of self and others.

16. Exercise such'other powers, performs such other duties, and discharge such other

audit functions as are assigned to him by Director/Deputy Director (S&P)/Dean

Academics. "
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~  Assistant Registrar

1

10.

11.

12,

13.
14.

15.

16.

Develops strategy and holds accountability for the managemeﬁt, and related staff,
processes and systems, of the following mission-critical areas of}the institute:

a. Quality Assurance and Enhancement.

b. Student applications, offer, admissions, registration processes and scholarships.
¢. Formal student procedures, including complaints, dlscnpilnary matters,
withdrawals, examinations, progression and graduation.

Student and graduate statistical reporting, analysis and statutory returns.
Academic record keeping.

f. Academic administration and support.
g’ Student advice, wellbeing and support services.

d.
e

Works closely with the Dean Academics in ensuring efficient a:‘dministrative support
for the delivery of the Academic Strategy and associated sub-strategies.

Manage the registration process for students: coordinating advrsement processing
enrolment, and ass:suhg students with academic related questxons

Assist all students with the processes for Drop/Add, Pass!Fau and Withdrawal and
monitor student progress‘ons :

Assist in providing general support to students over class issues and complaints.

Make the necessary arrangements for students requiring academic accommodations
such as extra time exams, note-takers, audio textbooks, ete.

Asist in general provision of academic support to students with disabilities.

Monitor excused absences (non-medical) for students.

Assist with the creation of new class offerings, change to existing offerings and
course approvails.

Manages the process of grading at web site, including the timely submission of
grades, grade change information, and monitoring of grading standards.

Oversees the on-site process for grading complaints, challenges and appeals.

Ensures the appropriate maintenance of academic records and data protection
requirements.

Plan, deliver and review academic orientation each semester.

Helps coordinate and communicate external academic opportunities to students,
including undergraduate research.

Responsible for raising the performance levels of self and others.
Exercise such other powers, performs such other duties, and discharge such other

audit functions as are assigned to him by Director/Deputy Director (S&P)/Dean
R
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Head Hospital Sedices

10.

11.

12

Qverall supervision of the working of the hospital.
Planning, Development and Budget monitoring of the hospital.

Exercise of financial and administrative power delegated to him as “Head of Hospital
Services”. |

Manpower Planning.

Interaction and}assigning duties to immediate subordinate officers of the Hospital so
as to ensure smooth functioning of the hospital.

To Institute an effective grievance redressal system both for the employees and the
patients.

The repository of the information pertaining to the hospital.

To discharge legal respons‘lbiliﬁes pertaining to the hospital.

He will be responsible for all the officers working under them, day to day working of
the hospital assigned to him.

The Head Hospital Services will allocate night duties by rotation to Medical Qfficers
/House Staff and will ensure that the respective staff is available for duty.

They will keep the Head Hospital Services informed about important events in these
departments.

Responsible for raising the performance levels of self and others.

A
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Medical dfﬁcer

1.

The Medical Officer will work in (_:oilaboraﬁdn with the Head Hospital Services and
supervise the day-to-day work assigned to him.

He will accompany the Head Hospital Services for ward rounds. |

On the day the Head Hospital Services is not available for ward rounds, the Medical
Officer will take round of his own ward.

Medical Officer will scrutinize the clinical documents completed by house staff and
make corrections where necessary.

Medical Officer will ensure that all indoor/foutdoor patients have received proper
attention.

Responsible for raising the performance levels of self and others.

Any others duties assigned by the competent authority.

Nursing Orderly

1

2.

To assist the Nurses in looking after the patients.

To transport the patients to the various areas of the Hospitals as @r when asked.
To clean and dust beds, doors, windows and other furniture.

To render first aid to the patients when required.
To do any duty which is required in the interest of the patients.
To be polite and courteous under all ci-rcurhstances.

Any others duties assigned by the competent authority.
8

Wa—"""
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. Institute Engineer

The Institute Engineer shall be available in the campus and to discharge the duties under

directions of the Deputy Director (Q)/Director. He/She shall broadly perform the following
duties: , '

1.

10.

Prepare estimates for various civil, electrical, mechanical and sanitary works
undertaken or proposed by the institute.

Prepare progress reports on on-going work and report the same to the authorities of
the institute on a monthly basis.

Supervise, execution of the works in all civil, electrical and gardening work, according
to the norms and standards.

Ensure the successful achievement of the targets fixed for completion of each
project/works with due consideration for speed and economy of scale and/or proper

maintenance of building structures, water supply channéls and regular maintenance
of all the electric generators and ensuring proper use of the same.

Invite and open of quotations related to the Estate Office through committees duly

constituted for the purpose. He/She is required to examine/recommend the tenders
for acceptance/rejection with proper justification and notes.

Supervise and check the functioning of stores and maintenance of proper agcounts —
both, quantity and value. He/She is also required to inspect the buildings, structures
and roads, etc. under his charge as often as necessary and examine their condition
from safety and maintenance point of view and take/suggest necessary action.

Test/check the measurements recorded by the Junior Engineer in the M. Books and
certify. '

Convene the meeting of the Institute Building and Works Gommittee, Technical
Works Commitiee or other committees of the Works Department of the Institute from
time to time. er is also required to prepare Agenda/minutes of these meetings and
sybmit it to the registrar for the approval of the Competent Authority.

Act as the officer in-charge of the Estate/ Sanitation/ Pubic Health units of the
institute and exercise control over the contract workers. While doing so, he/she must
ensure compliénce of the all the provisions of the Labour Laws and/or guidelines of
the regulatory. authorities in respect of the workers engaged by the working
contractors in the Institute or warkers hired through approved agencies.

Advise the De_éputy Director {0) in all technical mattérs and ensure that all work

executed by him are as per the guidelines prescribed by the MOQA/ Bye-Laws/
CPWD/ State ‘PWD and that these works are carried out with the authorization/
approval of the Works Committee or Building Committee etc. as per the prescribed

procedure. U/



11. Initiate various proposals and submit the same to the hlgher authorities for
consideration and approval in a time bound manner.

12. Responsible for raising the performance levels of self and c_:thérs.

13.  Any other works assigned from time to time.
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Superintending Eﬁqineer
~ 2P i

Co-ordinates and supervises the activities Civil or Electrical Division amployed on
construction and/ or maintenance works. It maintains ¢lose liaison with the office of

Institute Engineer in regards to works, all technical and administrative matters
concerning personnel of various categories.

Work in close contact with the Architect, design section and surveyor of works for
layout, designs and drawings and estimates of the works entrusted to its charge

Responsible for the budgetary control of the Division, who, in turn, is accountable in
this respect to the Institute Engineer.

The Superintending Engineer is required to examine the books of the division and

other sections and see that matter relating to accounts are attended to personally by
the concerned staffs.

Keep a strict watch on expenditure to ensure that there is no exgess and that the
system of management prevailing in the units is efficient and economical.

Responsible for raising the performance levels of self and others.

Any other responsibility assigned by the competent authority.

Executive Engineer
EXeC d11¢)

=

The Division under the charge of an Executive Enginger, is an executive unit directly

concerned with procurement of men, material and machinery for speedy and
economic execution of the works in its charge

Responsible for proper up keep of the works agcount and implementation of the
terms of contract entered into with various parties’ viz. contractors, and supervisors.

The Executive Engineer is also responsible for correct compilation of the works
account through the accounts staff.

He is primarily responsible for furnishing timely information in case of likelihood of
excess over the estimated cost of the works under his charge.

He is required to inspect the buildings and work under his charge and is responsible
for proper measures to be taken to preserve them in good condition.

He is required to deal with ‘works, administration, accounts and contracts, and
technical matters and to apply the Superintending Engineer and Institute Engineer
and information on several points for submission to higher authorities/other section.

Responsible for raising the performance levels of seif and others.

Any other responsibility assigned by the competent authority.
I
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Assistant Executive Engineer ‘

The Assistant Executive Engineer is responsible for field unit for supervision and

execution of works, &ccording to the norms and standards laid down in designs,
drawing and estimates.

The successful achievement of the targets fixed by the unit for completion of each

projects with due consideration for quality and economy and/ or the proper
maintenance of the buildings, structures, area and equipment’s under his charge
rmainly depends on the faithful implementation by the Assistant Engineer and Junior
Engineer working under him of the policies and general order of the work section.

Preparation of the works Accounts and Stores Account is the responsibility of the
Assistant Executive Engineer concerned.

He has to ensure the proper maintenance of the stores under his charge, their
accounts both quantitatively as well as in monetary terms and weeding out

unserviceable structures, areas and equipment’s under his charge (to inspect their
condition from safety point of view and record a certificate of that effect).

Responsible for raising the performance levels of seif and others.

Any other responsibility assigned by the competent authbrity.

Junior Engineer

As Junior Engineers is the primal;y element in the executive unit. Hé__ is responsible both
for the execution of work and maintenance of accounts with which he i's concerned.

1.

10.

To collect engineering data for estimates and prepare rough drawmgs and site plans
concerned therewith,

To supervise and see that all works under his charge are doﬁ_e according to the
specifications, drawings, standard laid down and approved samples.

To keep Material, T & P in his custody and care; maintain f'proper accounts of
receipts issue and balances, arrange adequate watch and ward. :

To record measurements of work done by the contractor/unit labour.
To prepare abstract of measurementé':at the time of preparation d_f bilis.

To maintain the prescribed registers/ accounts like cément regiister; cube register;
curing register; register of testing of fine aggregate. MAS account site order book,

acgount of temporary advances; Imprest Account, Stock Account; T & P Account;
standard M.B.s etc.

To verify bills etc.
To submit required returns to his superior officer. :
Responsible for raising the performance levels of self and others.

Any other responsibility assigned by the competent authority.

"



. Technician (Electrical
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The Technician (Electrical) is required to discharge the duties under directions of the
Head of the unit congerned. He/she shall broadly perform the following duties:

© ® N O

T

12.
13.

14.

Carry out construction, maintenance and repair, operation work of all electrical
installations inclyding HT/LT lines, sub-station equipment, air-conditioners, electric

motors, pump’ sets etc., in all building of the Institute including hostels and staff
quarters.

Ensure propeﬁ_ electric supply, lighting and their mainienance during important
functions and activities of the institute.

Ensure electric generator provision wherever and whenever needed.

Supervise and guide the work of junior skilled and unskilled personnel under his
control, '

Prepare estlmates of materials required and help in purchase of materials required
and keep proper account of materials issued.

Keep all tools and other materials required in clean and working order.
Report any major fault to his superiors for necessary action.

Qperate and rffta'mtain the elegtric generators.

Keep proper :—records of consumption of various materials inclyding fuel oil,
lubricating cil and other spare parts.

Inform sufficiéntly in advance the requirements of all materials needed for
satisfactory running of the Sub-Station/Generators etc. of the Institute.

Arrange to mai_ce payment of electricity bill, of the Institute before the due date of
payment.

Make necessafy arrangements for conservation of electrigity.

Supervise of the electrical contractor work. prepare the bills and making M. Book
entries.

Any other works assigned from time to time.



_ Technician — Electronics

The Technician shall discharge the duties under directions of the Head of the unit
concerned. Helshe will broadly perform the following duties:

1.  Service scientific, electronic, electrical and other instruments andf_machines.

2.  Execute jobs related to different kind of fabrication work at Institute.

Be responsible for work related to repair, maintenance and fabrfcation of electronic
equipment’s.

Maintain UPS of all units and departments of institute and suggest ways of keeping
them in good condition .

5. Repair computers.

Attend to any other work related to electronic equipment’s e.g. net work.

7. Any other works assigned from time to time.

Technician — Mechanical

The Technician shall discharge the duties under directions of .th'e Head of the unit
concerned. He/she shall broadly perform the following duties: |

1. Work with all mechanical tools and equipment’s,
2." Take care of welding/ spray painting and maintenance work.

3. Sharpening of tools like scissofs, grass cutter.

4. Service of posts in the playground of the institute. - -

Service of the equipment’s in the gymnasium of the .institute.

6. Help in pipe threading, cutting, welding work.

Repair cupboards, locks and steel doors of the buildings.

Help in the conduct of workshop practice for the programmes of the institute.

9.  Any other works assigned from time to time.
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- Technician (Civil)

a. Plumber

Technician (Civil-Plumber) is required to discharge the duties under directions of the
Head of the unit concerned. Helshe shall broadly perform the following:

1.

2

10.

1.

12.

13.

Operate the pumps and ensure timely supply of water in the campus.

Ensure water supply for horticylture.

Attend to the operational work of the pump house during emergencies at any point
of time in a day, before and after office hours, if need be.

Look after the pump house, make routine maintenance of the pumps and report
the defects beyond his control to the in-charge of the pump house.

Look for leakages in the pipelines, fixing the float valves in the over-head tanks,
repair of taps and supply lines, and help ¢onserve water.

Keep all tools and other materials required in clean and working order.

Ensure stock of all relevant material in advance for proper running of the pumps

and repair/ prevéntive maintenance of other machines / equipment of the Institute,
related to water supply.

Maintaining-: of mineral water treatment and water supply to various
departments/sections.

Prepare estiﬁates, preparation of bills and comparative statements.

Supervise Of; the work of plymbing contractors.
Attend to coPanaints regarding water supply, leaky taps and valves.

Provide temf;_orary arrangement like taps and water supply for functions.

Any other works assigned from time to time.



b. Carpenter

Technician (Civil-Carpenter) is required to discharg‘e the duties under directions of the
Head of the unit concerned. He/she shall broadly perform the following duties:

1. Do the work related to various kinds of timber and other i:materiais and select
timber and other materials used as wood substitutes to suit different jobs.

2. Detect defects in timber and all other materials used as wood substitutes.

3. Prepare approximate estimates of materials required for different jobs.

4. Carryout works that involve joints, mortice and tenon, dove tailing, grooving,

' dowelling, mitred or screwed joints.

5. Prepare articles of furniture to accurate dimension.

6. Carry out repair and maintenance of furniture,” doors and windows in all buildings
of the institute including the hostels and staff quarters.

7. Prepare and assemble timber and join timber pieces in tension and compressing
members thereof (i.e. other materials used or wood substitutes)

8. Use and operate mechanical/electrical/battery operated machines and tools
required for performing duties of carpenter.

9. Carmy out repair and maintenance in all buildings of the Institute including the
hostels and staff quarters

10. Any other works assigned from time to time.

c. Mason

Technician (Civil-Mason) is required to discharge the duties under directions of the
Head of the unit concerned. He/she shall broadly perform the following duties:

1.

2

Prepare surfaces prior to beginning work.

Fabricate, alter, repair, and maintain walls, sidewalks, roads, street curbs, floors,
bathroom showers, sink counters, partitions, manholes, and other related
structures or surfaces.

Lay blocks or bricks following blueprints, plans, or drawings.

Determine work requirements and sequence of masonry/tile assignments through
review of work orders, plans, or drawings.

Lay out work using chalk lines, plumb bobs, tapes, squares, and levels.

Mix cement using hose, cement-mixing equipment, and/or hand tools.
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7. Cut and/or break bricks and concrete using hammers, powered abrasive saws,
paving breakers, drills, and/or hand tools.

8. Construct mould expansion joints and edges using edging tools, jointers, and
straightedge.

9. Qperate equipment, such as forklift, dump truck, and flatbed.

10. Prepare estimates for materials and labour.

11. Carry out repair and maintenance in all buildings of the Institute including the
hostels and staff quarters.

12. Any other works assigned from time to time.

. Painter

The Painter shall discharge the duties under directions of the Head of the unit
concerned, Estate Officer. He/she shall broadly perform the following duties:

1.

Apply protective and decorative coats of paint, varnish, lacquer, and/or other

related materials to interior and exterior surfaces of buildings, furniture, equipment,
and other structures.

Wash, scrape, sand, torch, and/or smoothen the interior and exteriors surfaces
prior to painting, varnishing, lacquering and/or applying other related materials.

Clean equipment, paint mixing area, and work area.

Operate compressors, stripping machines, sandblaster, spray equipment, and
other small power equipment.

Install, repair, and maintain drywall, wall texturing, and ceiling acoustic texturing.

Erect varioys types of scaffolding, staging, ladders, and plants to reach surfaces of
work area for painters and others.

Apply paints, stains, surface preparatory materials, and undercoating materials to

Materials Safety Data Sheets ensuring compliance with hazardous materials
guidelines.

Determine appropriate colour for new or replacement applications through
consultation with the concerned faculty/ department/ centre/ section.

Maintain ex?éting paiht surfaces through matching, tinting and touching of
appropriate paint products.

ho—"



10.

11.

12.

13.

14,

15.

16.

'Prepare and implement line striping layouts for streets, parking lots, and athletic
fields according to the requirements of the Dept. of Physical Education

Take care of safe handling and disposal of paints, stains and undercoating
materials, and other hazardous materials.

Maintain of sign boards and name boards painting works.
Write the identification and stock numbers to the furniture’s works.
Wirite the identification and stock numbers to the furniture's works.

Carry out repair and maintenance in all buildings of the institute including the
hostels and staff quarters.

Any other works assigned from time to time.
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_ Sanitary Inspector

1. Heisin charge of Sanitation of the area assigned.

2. To supervise.':-and guide sanitary related work.

To maintaini._the cleanliness and proper sanitation of the area under his/her
supervision,

4. Tosuggest the means to improve the sanitation work.

5. Any other reéponsibility assigned by the officer concerned.

o~



221

GENERAL ADMINISTRATION AND
COORDINATION



_ Deputy Registrar - 222

The Role

The role holder will provide input to the development of new systems and procedures and
will require an understanding of the professional, legal, regulatory or policy requirements of
the environment in which they work. The role holder will need to resolve complex issues,
respond to the changing work environment and manage change in their area of
responsibility. The role holder may represent different committees/networks.

Principle Duties

Below are a range of duties that are representative of the duties for this grade:

01.

02.

03.

04.

05.

08.

07.

08.

09.

10.

11

12.

Advise and recommend procedural and policy frameworks and professional guidelings
to support informed decision making;

Contribute to long term 'p1anning activities by providing ideas on service development
within the section; '

Design a variety of service support enhancements- policy, procedures, system to
maximize service quality, efficiency and continuity;

Analyze and interpret information and contribute to the production of management
reports for other sections or external agencies;

Explain and develop an understanding of technical/regulatory information or other
complex issues to colleagues inside and cutside of the depariment;

Manage a team of colleagues qperating within a sub section of the department,

recryiting, monitoring the work and support team members o ensure that individual
contribytions are maximized;

Lead a Departmental or institute wide project to improve s‘ervioe provision;

Set service targets and monitor progress for team/area or responsibility in order to
enable the ongoing enhancement of service standards;

Understand how the team/section links to other sections to support the institute’s
strategic goals and objectives;

Manage resource and budget planning within the section and be accountable for a
budget; ‘

Develop suppo,frt of others outside of the section to ersure syccessful delivery of
services;

Initiate and Iead"'-:change‘s in response to institute or external agency policies;



13.

14.

15.

18.

17.

Supervise a team or take the lead in a time bound project, therefore this role requires
the holder to assign work tasks and to give feedback on progress;

Manage agreed change implementation processes/initiatives on an ongoing basis;

Lead and manage self and others to effectively deliver team and departmental
objectives;

Responsible for raising the performance levels of self and others.

Exercise such other powers, performs such other duties, and discharge such other -
financial functions as are assigned to him by Director/Deputy Director (0)/Registrar.



__ Assistant Registrar.
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The Role

Roles at this level will supervise/co-ordinate others who are carrymg out similar duties or be
a specialist in a particular area. The tasks performed at this grade will require a deep
understanding of the duties and responsibilities. The role will work typically work as part of a

team but must be able to take independent action. However, supervision is normally
available when reqwred

Principie Duties

Below are a range 6_f duties that are representative of the duties for this grade:

1.

v

10.

1%

Research, collate, organize and edit material for inclusion in reportsidocuments;

Analyze, present and draw conclusions from information, identifying trends and
problems;

Respond to ahd resolve enquiries and problems; judging when to escalate complex

queries or involve others, to provide an effective service and clear advice to
colleagues;

Organize internal and external activities/events

, including the development and
preparation of materials;

Maintain financial data and review to contribute to resource planning;

ldentify, implement and meniter the progress of section action plans to improve service
delivery;

Identify areas for improvement and changes, taking into consideration the wider
implications and impact of departmental changes to processes and procedures;

Develop and maintain spreadsheets and databases to produce management

information system that is accurate, reliable and available for departmental decision
making;

Action mail/email received by the department within appropriate legislative and policy

parameters, dealing with issues and ensuring supervisorfhead of section is
appropriately informed of action taken.

Attend meetings, as per requested (internally & externally) by a Supervisor/Head of

section, to support the departmental work and activities and report back on main
disgussion points;

Be responsible for allocating work, and supporting the work output of, a group of junior

staff;
v



12.

13.

14,

15.

16.
17.

Be accountable for quality of service delivery in their team or area of responsibility and
identify gaps in delivery and solutions;

Understand the culture and goals of the institute as they relate to their own area and
generate ideas which contribute to the section or office plans;

Organize process around the stakeholders, taking account of éomplex and sensitive
issues in an effort to meet their needs; '

Actively seek out information in relation to changes ' which affect their
division/section/team and puts plans in place to ensure implemeritation.

Responsible for raising the performance levels of self and others.:

Exercise such other powers, performs such other duties, and discharge such other
financial functions as are assigned to him by Director/Deputy Director (0)/Registrar.



_ TRANSPORT SECTION

Driver

The Driver shall discharge the duties under directions of the Head of the unit concerned.
Helshe shall broadly perform the following duties:

y "

S

Driving of the vehicles; to keep the record of the petrol and record of mileage; to carry
out minor repairs maintenance of the vehicles. To drive the light and heavy vehicles of
the institute as per the duties allotted by the Vehicle in-c¢harge from time to time. The

Drivers will be responsible for the proper maintenance/safety and timely renewal of the
insurance policy of the vehicle’s.

Driving of light and heavy vehicles.

Dusting/cleaning the vehicles as a whole and washing the vehicles periodically.

He will also be required to perform duties before and after the office hours, shift duty in
the night, Sunday and other holidays, as and when assigned by the competent
authority keeping in view the exigency of the work.

Any other works assigned from time to time.



Publication Section

The Pyblication Officer shall discharge the duties under directions of the Head of the
department concerned. He/she shall broadly perform the following du_ties:

1. Responsible for the p?oduction of Institute publications such as {_echnical documents,
reports of meetings, well before the deadline,

2. Edit Institute publications (both print and electronic forms) in English and Hindi and
the vemacular, improve the clarity, consistency and accuracy. .-

3. Implement the overall production process in close liaison and in consultation with the
authorities.

4. Provide professional and technical advice to Institute programmes on format, length
and content of publications.

5. Collect information, process, and write/edit and produce the Annual Report,
newsletters, calendar and magazine of the institute and the IQAC documents in
electronic and print forms. '

6. Collaborate with Institute Computer Centre and develop, maintain and update ‘
electronic online content (website and other electronic. publications of the Institute)

7.  Any other works assigned from time to time.

EXTENSION EDUCATION

The Technician (Multi-media) is required to discharge the duties under directions of the
Head of the department concerned. He/she shall broadly perform the following duties:

1

Procure and maintain the public address system related equipment's of the institute
and maintain stock of the same.

Maintain the documentaries, speeches etc., recorded about and on the institute
Help in the hiring of public address system at and when need arises.

Ensure proper public address system during the meetings of dIfferent bodies of the

institute, seminars, symposia, conferences and workshops and make recording of
the events (audio and video).

Help establish CCTV broadcast on important occasion.

Arrange public address system for any other event organised within and outside the
institute.

Any other works assigned from time to time.

NeS"
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Chief Security Officer

1.

10.

The Chief Security Officer shall be under the direct control of the Registrar and shall

agsist the Registrar in maintaining security of the Institute campus and of its
movable/immovable property.

Plan and ensure execution of Security arrangement as required by the institute.
To look after all the security arrangements in the campus.
To supervise and control the work of security personnel.

To assist the Institute authorities in maintaining law and order.

To maintain liaison with police and district authorities regarding law and order
problems and investigation of criminal cases affecting the Institute.

To assist the Instityte Hostel Security in day to day functidning.

To attend the fire incidents and other calamities and incidents on the campus.

‘Responsible for raising the performance levels of self and others.

Closely coordinate with existing contractual security agency and its deputed staff on

all matters pertaining to security planning, policies and procedures, including physical
security measures.

Security Officer

1.

2

The Security Officer shall be under the direct control of the Chief Security Officer

‘To undertake security assessments and evalyate existing security measures to

ensure the security and safety of Institute staff, students, faculty, property, premises,
residence, etc., including surprise checks in the night hours.

Closely coordinate with existing contractual security agency and its deputed staff on

all matters pertaining to security planning, policies and procedures, including physical
security measures.

To maintain liaison with police and district authorities regarding law and order
problems and investigation of criminal cases affecting the Institute.

To look after all the security arrangements in the campus.

To supervise and control the work of security personnel.

To assist the Institut?/\itﬂo/riﬁes in maintaining law and order.
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1.

12.

13.
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To assist the Institute Hostel Security in day to day functioning.

To attend the fire incidents and other calamities and incidents on the campus.

The Security Officer is to wear the uniform (to be specified by the authorities) while
on duty.

On special occasions like VIP visits and convocation the Security Officer shall
discharge his duties as required.

Responsible for raising the performance levels of self and others.

Security Officer shall perform such other duties and funchons as may be assigned to
time to time.

Security Inspector

The Security Inspector shall discharge the duties under directions of the Head of the
" department concerned. The Security Inspector is the responsible for the Security Guards.

1;

He is to check the specified number of guards of the Security agencies on duty in all

the three shifts and note down the same in the Duty Register at the commencement
of every shift after conducting a parade of all the guards present.

He is to allot work in consultation with the Security Officer of the Security Agency and
enter the same in the Duty Register. The same is to be authenticated by affixing

signature promptly and noting down the date and time.

At the end of each day the Security Inspector is to prepare a statement of daily duty
and maintain a register for the same. At the end of every week Security \nspector has
to get the statement countersigned by the Security Officer.

In case of any emergency, the Security Inspector is to appear pérsonally on the spot

promptly and tackle the situation, seeking the aid of his hlgher officials when and
where necessary.

In case of any theft/accident in the campus he is to report the same promptly to the
Security Officer.

In case of any irreguiarity in the movement of vehicles/goods thro’ugh the campus the

Security Inspector is to 1mmed|ately stop the movement and report to the Security
Officer.

The Security Inspector is to wear the uniform (to be specified by the authorities) while

on duty.
W
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A A

On special occaswns like VIP visits and convocation the Security Inspegtor shall
discharge his dutles as required.

The Secunty. Inspector is responsible for the overall administration of the shift
security system of the institute.

The Security ]nspec‘mr should retain a record of any robbery, burglary or larceny
committed or attempted against the institution.

The Security ,inspectqr should control access to all buildings and properties of the
institute :

The Security ‘I'hspec;tor should investigate all suspected criminal violations, suspicious
incidents. :

The Security lnspector should retain a record of any crime commttted or attempted
against the institution.

The Security lﬁspector should maintain records indicating the names and titles of law
enforcement cofficers and hospitals in the radius of 20 km.

The Security Inspector should handle the institution’s interests in each attempted or
completed crime and ta complete an internal report for each offence.

The Security Inspectar should establish and maintaining satisfactory liaison with law
enforcement officers at all levels.

Respansible for raising the performance levels of seif and others.

Any other works assigned from time to time.
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_ Eire Inspector

 #

10.

The Fire Inspector shall maintain the Fire Protection Plan which addresses fire
prevention and exposure. And plan shall identify general safety guidelines.

The Fire Inspector shall report violation of safety norms and no smoking policies to
the Chief Security Officer/Security Officer.

Perform on-site inspections on regular basis to ensure that }ﬁre lanes are clear,
material storage is located in accordance with the Fire Safety Plan and not blocking
fire access. Ensure flammable and combustible liquids are not:improperly stored on

the site or in the building(s). Ensure that construction debris is properly handled and
disposed of in a timely manner.

Confirms that portable, properly rated and approved fire extinéuishers are in their

required positions. Conduct and/or monitor monthly lnspectlons and tag sign-offs of
each fire extinguisher.

Review proper identification and labelling requirements on ﬂamiﬁnable liquid and gas
containers and cylinders. Confirm that the containers are properly stored in safe

storage areas which are designated and identified by clearly demarcated signs and
surrounded by stable barriers and fencing.

Confirm that fire access roads and fire hydrants and/or horizontal standpipes are in

place and in service pnor to and for the duration the duration of combustible
caonstruction.

Observe final testing (operational flow) of the hydrants and standplpes to confirm
required system are in service.

The fire Inspector shall periodically conduct safety briefings with lhstitute personnel.
Responsible for raising the performance levels of self aihd othe_rs'.

Fire Inspector shall perform such other duties and functiong as may be assigned to
time to time.



232

__GUEST HOUSE

Caretaker cum Manager

10.

In charge of management of the guest house and supervise the work of other staff
attached to the guest house.

To regeive the guests and look after the needs and comfort.
To be responsible for the inventory, maintenance and upkeep of the guest house.
To allocate the rooms, menu planning and procurement of raw material.

To organise the meeting lunch and dinners for the invited guests.

Any other duty assigned by the supervisor.

To receive fooc; articles according to indents from the mess supervisor.

To prepare fooc} as per the instruction of the supervisor.

To maintain an_d improve sfandards of food preparation and service. ’

To check wast:;lge, spoilage of food, eﬁc.

To maintain thé cocking ranges and other cooking appliances in good condition.
To supervise the duties of other auxiliary working in the kitchen and in their training.

To observe personal hygiene and use these soci

al clothing of provided while
performing his duties. :

To maintain cléanliness of the kitchen and utensils.

To take safety precautions to prevent fire and injuries to working in the kitchen.

To perform such other duties as may be time to time.

M
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__ Masalchi-cum Bearer

. E
To clean grains, wash and cut vegetables and make for chapattifs.

2. To help cooks in the filling of water.

3. To do dusting and arrange equipment in the kitchen.
4. To glve a helping hand to the cooks while cooking.
9.

To bring back food trolleys, cans, ete. from dining room.

6. To serve food to the guests.

To do any other duty that may be arranged by the Cook.
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STUDENT AFFAIRS SECTION



235

_ Qargtajﬁ(eflﬂ\rssistan’:t Caretaker

!

2.

10.

11.

12.

13.

14.

15.

. e
Over all supervision of the hotel. S

To assist the Warden in the allotment of rooms to the students.

Managing/controlling the inventory of the hostel property purchased from institute
fundfhostel fund/DDF.

Accommodatiﬁg the students in the hostel as per the norms set up by Dean of
Students/Associate Dean of Students.

Handing over ithe charge of a room to a student.
Keeping room required inventory in order, in all room.

Supplying the ﬁ\ecessary information to Mess Superyisor regarding the strength of the
hostel for the purpose of preparing meals.

Maintaining tHe necessary record of hostel residents e.g. student entry wise
inventory/ room’ wise inventory/record of payment/local address of the students and
maintaining the arrival/departyre register of the students.

Keeping watch on collebtion of hostel dues from the students.

Taking over the charge of rooms when a resident vacate the hostel.

Producing all papers/letters/official notifications to Warden and act on them as per
the direction given by the Warden.

To look after all (civil, Electrical, public health and horticulture etc.) maintenance of
the hostel.

To ensure hygiénic conditions within and around the hostel.

To report the vacancy pdsition every week to Dean of Students? AR (SA).

Any other duty assigned by the Warden.

T/\/\-/
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_ Mess Manager/Assistant Mess Manager

10.

1.

12.

13.

14.

Qver all supervision of hostel mess and quality of food.

Responsible individually for demanding, procuring and consumption of mess stores
as well as physical custody of the stock register.

Responsible for day-to-day running of the mess which includes administrative control
of the mess staff.

Responsible for proper storing and issue of the mess stores.

To receive supply of dry ration and to maintain their store accour‘}ts records.

To issue the daily ration and to carry out daily posting in the stock reglster for all
types of transactions.

To maintain the ration store properly and to see no items are detenorated due to the
wrong storage.

To prepare opening and closing balance of the stores.

To supervise the work of mess stafflsuperwse the preparation of food and the proper
service in the dining hall. :

To keep check on the quality and cost of the menu and advice -_ihe Mess Secretary
through Warden when the cost exceeds and to introduce cha_hges accordingly to
availability of the food stuffs in consultation with Mess Secretary and the Warden.

To keep and submit proper account of any imprest handled by thé Warden.

To receive and process rebate applications as per the norms lard by BHM from time
to time and maintain complete rebate record.

To ensure that no unauthorised person eats in the mess.

Any other duty assigned by the Warden.

b
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Sports Officer
—~ = .

1:

10.

11.

12.
13.
14.
15.

16.

17.

18.

Sports Officer is tasked with implementing programmes which encourage sports
activity across the institute.

A strong interest in sport and awareness of the issues affecting the sports activities.
A high degree of self-motivation and a drive for change and improvement.

Supporting colleagues to encourage and develop sports activities in the institute
community.

Serving on Institute and Inter-lIT think tanks and task group.

Undertaking or commissioning research and collating, mapping and monitoring sports
related data, ) )

Managing budgets_. con‘t%olling finance allocated for sports activities and sometimes
coordinating spensarship.

Managing, supervising and training of staff.
Supervision of all the games and sports activities at the Institute.
Impart coachinfg to the beginners in all the games and sports.

Take classés "._'of the National Sports Qrganisation students enrolled under this
scheme.

Look after the ténaintenance of the sports grounds.

To supervise tl-%e staff and also the part-time coaches.

Officiate in the‘_lnter;Hostel & other matches.

To accompany:-'_the students whenever the teams go to outside |IT to play matches.

To look after sports stores issue of equipment and also theé maintenance of the sports
material. :

Responsible fof;raising the performance levels of self and others.

Any other duty assigned by the superiors.

W
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_ Deputy Sports Officer/Assistant Sports Officer

1.

10.

s

Supervision of all the games and sports activities at the tnstitute."'_»

Impart coaching to the beginners in all the games and sports.
L

Take classes of the National Sports Organisation students’ enrolled under this
scheme. :

Look after the mainter;aanca of the sports grounds.
To supervise the staff and also the part-time coaches. .

Officiate in the Inter-Hostel & other matches.

To assist the Sports Officer. In the conduct of inter-hostel, Inter-college, Inter-lIT and
Inter-University tournaments etc.

To accompany the students whenever the teams go fo outside T to play matches.

To look after sports stores issue of equipment and also the maintenance of the sports
material.

Responsible for raising the performance levels of self and others.

Any other duty assigned by the superiors.
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- Student Counsellor/Assistant Student Counsellor

1

A student counsellor is responsible for guiding the students regarding their career

decislons and helping them understand their potential and provide help o pursye
their goals.

Helping the students understand their skill sets and provide them ways to utilize it.

Advising the students on their personal problems and helps them to resolve it.

Engaging the patents and the institute authorities, for coming up with a solution, if the
student faces some big problem and together they help the student.

Recognizing the behavioural issues and provides solutions to handle them.

Holding various sessions with the students to identify the problems that the student
faces and try to understand their troubles and advise them.

Working as a mediator between the student and institute authorities, if there is an
argument and tries to resolve it.

Responsible for raising the performance levels of self and others.

Any other duty assigned by the superiors.

Training and Placement Officer (Industrial liaison Officer)

To logk after the training and placement activities of students.
To have close liaison with industry for placement of students.
Assist with briefing meeting on a group and individual basis with students and course

leaders so that they understand the work placement process, the level of support
available and are equipped to undertake a successful work placement.

To work in consultation with Coordinator industry-Institute Interaction for organising
lectures from the professionals from industry.

To collect feedback from the companies coming for placement.

Arrange traininé programmes for soft skills and for interviews facing skulls for the
students using institutional and external expertise.

To organise the entrepreneurship workshops. - . ’
Responsible for raising the performance levels of seif and others.
Any other duty assigned by the superiors.

W
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MINUTES OF THE MEETING OF THE RECRUITMENT RULES COMMITTEE ON

CERTAIN ISSUES/CASES REFERRED BY DEPUTY DIRECTOR (OPERATIONS)
FROM TIME TO TIME.

The issyes/cases concerning to the following individual files which ‘were referred

by the Dy. Director (ops.) from time to time to Recruitment Rules Commiltee for
exammattonsl Comments, were deliberated in details in the meeting of the Committee

hetd on 29-8-16The Committee’s opinion/regommendations against each are given as
under: :

1.

Regarding representation from Sh. Bhagwan Singh Rawat, Hindi Officer fo.r'
the: revision of Pay scales with Grade Pay equivalent to Sr. Translator and

Asstt. D:rector under Central Secretariat Official Language Services (CSOLS)
as per 6" CPC.

: The'-Committee examined the case and noticed that in HIT Delhi one post of Hindi

Officer was created with the approval of BoG vide Resolution No.12/83 for Hindi

Cell' in the pay scale of Rs.7500-12000/-(pre-resived)revise PB-2 (Rs. 9300-
34800/-) with Grade Pay Rs.48Q0/-

After detailed deliberations and discussions, the Committee did not agree to the
representation and was of the opinion that the same Grade Pay for the post of
Hindi Officer at IIT Delhi to be continued as the work in Hindi Cell at lIT Delhi is not -
at par with Central Secretariat Official Language Services (CSOLS).

Regarding request dated 04.05.2016 from Sh. Anuj Gaur, Executive Engineer

for placement/promotion in Grade Pay Rs.6600/- in 5 years as. per pattern of
NIT Hamirpur.

The Committee has taken care of his request in the Recruitment Rules.

Regarding request dated 02.02.2016 from Sh. Rajbir, Sr. Meter Reader for
change the post of meter Reader to Junior Assistant.

The Committee was of the view that all such isolated posts may now be merged
into sanctioned positions of the Institute and the incumbents of these posts may be

given the identical designations as per their qualifications and Grade Pay etc. to
maintain uniformity in the designations.

Regarding review the pay scales of Pre-Primary Teachers appointed at IIT

Nursery Schoo! at par with Kendriya Vidhalaya Sangathan (KVS) with
relaxation in the Educational qualification

The Committee examined the proposal and viewed that in {IT Delhi, there Is no
provision of the posts for Primary Teacher, only Pre-Primary Teacher/Nursery
Teacher exists in the system. Hence, the Committee was of the view that the Pay -

Scale/Grade -Pay already approved by MHRD/BoG for Pre-Primary
Teacher/Nursery Teacher may be continued.

Regarding request dated 12.11.2013 of Sh. Neeraj Choudhary, Asstt. Coach,
in Sports unit for removal of disparity in Pay Band and Grade Pay.

The Committee has taken care of his request in the Recryitment Rules. However,
further process in this regard may be as per the Institute's procedures.



“v. Regarding review of Grade Pay in respec.t

of Jr. Laboratory Assistant working in lIT .
-~ Delhi Hospital. : :

The Committee has taken care of the proposal in the Recruitment Rules. Accordingly,
the Committee has re-designated this post as Jr. Medical lab Assistant in PB-1 in the
Grade Pay of Rs.2800 at par with AlIIMS pattern. The Committee recommended that
present two incumbents working in [IT Dethi Hospital may be placed in this Grade Pay
since they meet the same qualification/experience required for this post.

Regarding grievances of Jr. Assistant (Catering) in the Hostels to place them the
Grade Pay Rs.2800/-. '

The Commmittee has taken care of the propoéal in the Recruitment Rules. However,
further process in this regard may be as per the Institute’s procedures.

At the same time, the Comniittee was of the opinion that such Administrative
mattersfissues to be decided by the Competent Authority i.e. Dy. Director (Ops.) /

Director itself rather referring to Recruitment Rules Committee because such matters are
not relevant to this Committee.

/,ijggﬁjlﬁ \yw-“'ErA. : ngﬁf
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(Dr. Sandeep CMM & U ey -Cx—cw?o et ona

')\w'\\(_ i 'L'“"L*M—«i SLUS MEats

——



O \

243

MINUTES OF THE GOMMITTEE CONSTITUTED FOR COMPREHENSIVE REVIEWOF

STRUCTURE, RECRUITMENT RULES AND WORK MANUAL FOR ADMINISTRATIVE
AND TECHNICAL STAFF OF THE INSTITUTE.

The following Commiltee was constituted for comprehensive Review of Structure,

Recruitment Rules and Work Manual for Administrative and Techmcal Staff vide
No.[ITDACDN/2015/1112 dated 31.07. 2015

1. Prof. S.M. Ishtiaque, TT Deptt. - Chairman
2. Prof. K.T. Bha!, DMS - Member
3. Prof. V.K. Vijay, CRDT ”

Member
4. Dr. Sandeep Chatterjee, Registrar

Convener

The BoG in its 192 meeting held on 04.04.2016 (Ref. item No.B7) appraved the
number of posts as 854 (applicable in view of 776 faculty positions), in order to maintain a
mandatory cadre structure and facuity to Non-faculty ratio/strength as 1:1.1.

Earlie_r-,' also the Committee had worked out total 8§54 posts for group A, B & C Staff
based on MHRD's . instructions vide letter No.23-3/08-IFD dated 08.05.2008 and

subsequent MHRD letter F.N0.32-14/2013-TS.1 dated 10.06.2013 where MHRD has
directed that, ’

(i) 'ilITs are allowed to design their administrative/managementitechnical staff
structure as per requirement after due approval from their BoG keeping in
mind sustainability of expenditure on this accoynt; and

(iiy Ts are allowed to Institute and recruit non-faculty positions as per‘ihe 10:1.1
‘Student to Non-faculty ratio after due approval of the BoG.

For further action in this regard, the Committee held a series of meetings and had
detailed deliberations on the Staff Structure for the Institute. The Committee agreed in

principle for a cadre structure for various Sections/Deptts./Centres of the Institute and
detalls of posts at various levels and its numbers as per attached Annexure-1.

The Committee met again on 29-8 ' 16 and had detailed deliberations on ‘DRAFT’
Recruitment Rules and its nomenclatures in the light of discussions held with Groups of

staff, the representatives of the IIT Delhi employees union and the Registry staff and
recommended as under:

(1) Earlier, the Committee had recommended the Entry level Grade Pay for the post of
Executive Engineer (Group ‘A') as Rs.6600/- in PB-3. The Committee felt that it
would be appropriate to have a uniform Pay Band / Grade Pay in respect of all
Group ‘A’ cadre posts and the Entry level Grade Pay may be as under:

SNo.| PayBand-3 Grade Pay Posts

1. | Rs. 15600-39100/- | Rs. 5400/~ | () Assistant Registrar

(i) Assistant Executive Engineer
(iii) Assistant Student Counsellor
(iv) Technical Officer

(v) Security Officer

L L(wi) Public Relations Officer

/

/@/’/@

W
Y " ' Nl - '/O/P/L



Rs. 15600-39100/- | Rs. 7600/- | (i) Deputy Registrar,

(i) Executive Engineer

(ifi) Industrial Liaison Officer
(iv) Sr. Student Counsellor

(v) Principal Technical Officer
(vi} Chief Security Officer

As such, the Committee, recommended to replace the Grade Pay Rs.7600/- Entry
level in respect of Executive Engineer Group ‘A’ post, instead of Rs.6600/- at present.

Earller, in Engineering cadre Group ‘A’ staff, the following Entry level posts were in
Position:

a. Institute Engineer - PB-4, Grade Pay Rs.8700/-

b.  Executjve Engineer * PB-3, Grade Pay Rs.6600/-

¢c.  Assistant Executive Engineer PB-3, Grade Pay Rs.5400/- :

The Committee deliberated and reqom-mended to revise this cadre as under at Eintry
level:

a. Institute Engineer PB-4, Grade Pay Rs.10000/-

b.  Superintending Engineer PB-4, Grade Pay Rs.8700/-

¢.  Executive Engineer PB-3, Grade Pay Rs.7600/-

d. Assistant Executive Engineer PB-3, Grade Pay Rs.5400/-

The essential qualifications / experience in respect of above revised posts hai)e also
been framed accordingly. There are two posts of Superintending Engineer out of which one
may be in ‘Civil' area and another in ‘Electrical’ area. ‘

(2) The Committee also recommended the following amendments:

(i) The Grade Pay for the posts (1) Asstt. Security officer and (2) Asstt. Fire
Inspector (both Group ‘B’ posts) be from Rs.4200/- (Entry level) instead of

Rs.4600/-. The logic behind this is that all such Group ‘B' entry level posts are
being started from the Grade Pay Rs.4200/-.

(i) The Posts under Physical Education staff cadre have been proposed to be re-
designated as under:

S.No.| Existing Post as per Re-designated as Grade Pay Grou;j

RCP Scheme .
Assistant PTl / Coach Sports Coach Rs.2800/- C
: PTI Asstt. Sports Officer Rs.4200/- B
.

- *Deputy Sports Officer | Rs.4600/- J B

*Not a direct recruitment, but a promotion post for Asstt. Sports Officer.

Further, the numbers of Asstt. Sports officer post earlier was mentioned as 04. It may
be amended as under:

a.  Asstt. Sports Officer 03 (i.e. 02 for Direct recruitment and 01 for LDE.)
b.  Sports Coach 01 (for Direct Recruitment)

e o N / @%%
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. (3 ‘The Committee also examined and deliberated on the residency period for'
' .promotioniﬁnanciaf upgradation in respe¢t of all Group ‘A’ positions, and
concluded that there should be a uniform’ pattern, procedures and methods in

respect of promotion/financial upgradation avenues for all Group 'A’ cadrg posts
except Medical Dogctors.

The Committee noticed that a Deputy Registrar in the Grade Pay of Rs.7600/-
(direct recruitment, Entry level) is being given prometionffinancial ypgradation in
_the next Grade pay i.e. Rs.8700/- after 05 years completed service. The
Committee, therefore, regommended that all Group 'A’' non-academic staff except
Medical Doctor cadre also be extended their next respective Grade Pay after their
05 years complete and clean service, tq maintain a parity and uniformity. The
Committee further recommended that maximum three promotion/financial
upgradation may be permitted to non-academic Group ‘A’ staff from their
respective Entry level appointment and any prometion/financial upgradation may

not exceed beyond the Grade Pay of Rs.10,000/- to any non-academic Group ‘A’
posUstaff.

The recommended promotion/financial upgradation avenues in respect of Non-
Academic Group ‘A’ staff is attached as Annexure-2.

(4) The Institute presently has one post of ‘Information Officer’. The Committee
recommended-that this post may be re-designated as ‘Senior Data Processor’ and

the incumbent presently working on this post may be given this revised
designation accordingly.

(5) The Institute, long back had a post of ‘Public Relations Officer’. After the retirement
of incumbent on this post on 31.05.1998, this post was not filled up subsequently
by the Institute. The BoG vide Resolution No.BG/26/2012 converted this unutilized
post as ‘Assistant Registrar’. The Committee felt the necessity of ‘Public Relations
Officer post at the Institute in today's scenario. Therefore, the Committee also

recommended one post of ‘Public Relations Officer’ (Group 'A’ post) in the Grade
Pay of Rs.5400/- (Entry level).

(6) In the light of abave modifications/amendments, the final ‘DRAFT' Recruitment
Rules recommended by the Recruitment Rules Committee is placed at
Annexure-3.

The following recommendations of the Recruitment Ryles Committee may aiso be
considered:

(i) Normally the entry level posts in Group ‘A’ staff starts from the Grade Pay of
Rs.5400/-. The Committee observed that some of the staff have been extended
the Grade Pay Rs.5400/- in P.B.-2 and also in P.B.-3 through MACPS. The
Committee recommends that in case such staff selected for Group ‘A’ entry level
posts in the Grade Pay of Rs.5400/-, they may be considered for upto 05 (five)

additional increments on their assessment/ performance in the test(s)/ Interview by

the ‘concerned Selection Committee. However, maximum increments may be
given upto 05 (five) only.
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(ii)  For promotion through Departmental Promotion Qof‘nmittee (DPC), the Commiitee

was of the view. that the last fivre ACRs/APARs may be considered of the
concerned, as presently is being in the cass of MACPS.

(iii)  The financial upgradation in respect of Group 'A’ staff will be subject to fitness in
the hierarchy of Grade Pay, and the benchmark will be "Very Good'. The total
score for five years ACRs would be added to obtaining the annual average score.

Once the concerned staff will meet the annual average score, the employee would
be deemed fit for financial upgradation.

13 O e T . e .
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Proposed Financial Upgradation avenues in respect

of Non-Academic Group- ‘A’ staff

{a) Registry Staff:
8. No. | Name of the Post | Pay Band” [ Grade Pay | Provisions for Financial Upgradation
01. | Assistant Registrar | PB-3, Rs. 5400 | Rs.8600 after 05 years service in G.P
Rs. 15600-391Q0 Rs.5400 (N.F), Rs.7600 after 05 years
“ service in G.P Rs.6600 (N.F) and
Rs.87Q00 after 05 years service in G.P
Rs.7600(N.F).
02. | Dy. Registrar 1PB-3, | Rs. 7600 | Rs.8700 after Q5 years service in G.P
Rs. 15600-3910Q | - Rs.7600 (as a Joint Registrar) (N.F),
; Rs.8900 after 05 years service in G.P
Rs.8700 (N.F) and Rs.10000 after 05
years service in G.P Rs.8900 (N.F).
* Non- Functional (N.F) |
(b) Engineering Staff:
'S.No. [ Name of the Post | PayBand | Grade Pay| Provisions for Financial Upgradation ]
01. | Assistant Executive |PB-3, Rs. 5400 | Rs.6600 after 05 years service in G.P
Engineer Rs. 15600-391Q0 Rs.5400 (N.F), Rs.7600 after Q5 years
service in G.P Rs.6600 (N.F) and
Rs.8700 after 05 years service in G.P
Rs.7600 (N.F).
"02. | Executive Engineer |PB-3, Rs. 7600 | Rs.8700 after 05 years service in G.P
Rs. 15600-39100 Rs.7600 (N.F), Rs.8900 after 05 years
service in G.P Rs.8700 (N.F) and
Rs.10000 after 05 years service in G.P
Rs.8800 (N.F).
| 03 Superintending PB-4, Rs. 8700 | Rs.8900 after 05 years service in G.P
Engineer Rs. 37400-67000 Rs.8700 (N.F) and Rs.10000 after 05
L ' years service in G.P Rs.8900 (N.F).
“* Non- Functional (N.F) |
(c) Technical Lab. Staff:
| S. No. [ Name of the Post | Pay Band Grade Pay | Provisions for Financial Upgradation |
01. | Technical Qfficer  |PB-3, Rs. 5400 | Rs.6600 after 05 years service in G.P
Rs. 15600-39100 Rs.5400 (N.F), Rs.7600 after 05 years
service in G.P Rs.6600 (N.F) and
Rs.8700 after 05 years service in G.P
Rs.7600 (N.F).
02. | Principal Technical |PB-3, Rs. 7600 | Rs.8700 after Q5 years service in G.P
Officer Rs. 15600-39100 Rs.7600 (N.F), Rs.8900 after 05 years
service in G.P Rs.8700 (N.F) and
Rs.10000 after 05 years service in G.P

g Non- Functipnal (N.F)

—

T 0 et

LRS.BQOO (N.F).
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Security Staff:
’S. no. | Name of the Post Pay Band Grade Pay | Provisions for Financial Upgradation
01. TSecurity Officer PB-3, . | Rs. 5400 | Rs.6600 after 05 years service in G.P
' Rs. 15600-39100 Rs.5400 (N.F), Rs.7600 after 05 years
e service in G.P Rs.6600 (N.F) and
Rs.8700 after 05 years service in G.P
, Rs.7600 (N.F).
02. | Chief Security Officer (PB-3, - Rs. 7600 | Rs.8700 after 05 years service in G.P
Rs. 15600-39100 Rs.7600 (N.F), Rs.8900 after 05 years
' service in G.P Rs.8700 (N.F) and
. Rs.10000 after 05 years service in G.P
Rs.8900 (N.F). _J
* Non- Functionat (N.F) '
(e) Training & Placement Staff:
S. No. | Name of the Post Pay Band Gréde Pay | Provisions for Financial Upgradation
01. Public Relation PB-3, Rs. 5400 | Rs.6600 after 05 years service in G.P
Officer Rs. 16600-39100 Rs.5400 (N.F), Rs.7600 after 05 years
' service in G.P Rs.6600 (N.F} and
Rs.8700 after 05 years service in G.P
Rs.7600 (N.F). ‘
02. Industrial Liaison PB-3, Rs. 7600 | Rs.8700 after 05 yearé service in G.P
Officer Rs. 15600-39100 Rs.7600 (N.F), Rs.8900 after 05 years
service in G.P Rs.8700 (N.F) and
: Rs.10000 after 05 years service in G.P
{ } —j Rs.8900 (N.F). : J

* Non- Functional (N.F)
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For Official Language Implementation, the policy is uniform and statutorily applicable for the
Technical Institutions and Central/Deemed Universities, which are funded by the Government of India
in terms of its Plan and Non-Plan funds. The instructions contained in MHRD Iletter and Budget
notifications from TS-I, also do emphasize to follow the Official Language Rules, 1976 and Official

Language Policy of the Union. IITs can’t be an exception to wholesomely deny compliance to the said
Gol policy guidelines and simultaneously receive the grants.

On establishment aspect (for posts approved in the cadre strength) and to support or strengthen the
Official Language Implementation, the Institute has received letters from MHRD (No.2-18/2010 TS-1
dated 22.01.2016 & No. 13035-5/2013-OLU-1 dated 26.02.2014) 10 adopt the model RRs in view of
6" CPC and based:on clarification on the representations: from IITs, CEls etc. (under MHRD),

granting them designation and pay-scale [Pay Band 3 + GP of Rs. 5400). Matter need to be complied
with accordingly.

In the establishment/cadre strength there is no post of Superintending Engineer. Neither the committee
has formulated it in its preamble minutes, while emphasizing and recommending that henceforth there
shall be only two levels at GP Rs. 5400/- and Rs. 7600/- for direct recruitment or fresh induction.
Henge additional two posts of Superintending Enginger do not find merit. The existing cadré strength
record and justification or one approved by BoG, even before 6™ CPC need to be seen, available with
Establishment - II. The provision does not meet justification to create 2 additional posts of
Superintending Engineer at GP 8700/- and Institute Engineer at GP Rs. 10000/- , if it does not match
the approved MHRD scales, cadre review report, work study report, requirements etc., where major

works (as per classification) in general, are outsourced and deposit work is entrusted to Government
Agencies/PSUs etc. :

The scheme for promotion/financial upgradation etc., for Group ‘A’ Officers shall essentially be as per
MHRD guidelines. The RRs are therefore required to be made, if not in place. To bring parity in terms
of scale, residency period, method of assessment, essential/desirable qualifications etc (as mentioned
in MHRD letter No. 1-32/2006-U.II/J.1 dated 31.12.2008 and subsequent letters/clarifications
available with Establishment-1{) appropriate guideline shall be followed. In the event more cadres are
considered included on the basis of justification or similarly placed (like central registry posts), it will
be better if consent of FC and BoG is taken before seeking consent of MHRD as envisaged in letters
dated 08.05.2008 and later 09.09.2010, 15.09.2010. We need to be careful

. rather than invite
comments/strictures trom MHRD and end up struggling for release of budget.

Upgradation / promotion based on number of years of service, in the Group A" services, shall be
governed as per MHRD guidelines. The ‘Selection” posts at Grade Pay Rs. 5400/-, Rs. 7600/-, Rs.
8700/- (non-existent at {ITD) or Rs. 10000/- cannot be treated as Non-Functional (NF). Grant of GPs
as per- DACP scheme (applicable for Medical Officers) does not seem applicable here and MHRD
consent be taken. Intermediary scales/grade pay. like Rs. 6600/- or 8900/- etc.. appear only to be NF,
which do not have a direct recruitment component in/for the post/cadre specified in HTD. Grant of
Selection Grade of Rs. 8700/~ or 10000/- is also not automatic, but is subject to availability of
vacancy, benchmark and fulfillment of other terms and conditions, as applicable.

However, | am available for discussions al any tume to your convenience, to clarify the matter further.

Chairman of the Commitice Gl t\\\,,-
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INDIAN INSTITUTE OF TECHNOLOGY:

HAUZ KHAS, NEW DELHI 110 016

F. No. ITD/Estt.-11/2016/ Date : August 10, 2016

CIRCULAR

Sub : GIEHERGN of themm‘enfﬂu@g (RR’s) — inviting comments / view of the
stakeholders - reg. _

Ref.: 1. BOG Resolutions [192/B7/04.04.2016, 191/B2/30.10.2015,:190/88/22.09.2015]

2. MHRD Letter No. 23-3/08-IFD dt. 08.05.2008 & 32- 14/2013 TS.1dt 10.06.2013

The Competent Authority vide Order No. ITD/ICDN/2015/1112 dated July 31, 2015 has earlier

decided to form a Committee to frame the Recruitment Rules for the various categories of
Administrative and Technical Staff of the Institute.

Now the Committee, under the chairpersdnship of Prof. S. M. Ishtiaque (Department of Textile

Engineering) has submitted the draft report (RR's), which is forwarded for mvmng comments / views
of all concerned stakeholders. :

The comments / views, if any, on provisions contained in the Draft RR’s may kindly be fumnished to
the undersigned within ten days’ time, from the date of issue of this circular, failing which it will be

presumed that the concerned stakeholders have no objection or suggestlons to make in the
provisions proposed in the said RR's.

{Ramesh Thareja]
Assistant Registrar (E-If),
Ph : 2659 1724, 98682 81902
E-mail : ar_e2@admin.iitd.ac.in
To
All Stakeholders

Copy to:

Webmaster —  with the request to place a copy / link on the intranet only, for seeking view and .
comments of the IIT Delhs staff and employees.

Copy also lo -

1. President / Secretary. ITEU

2 President / Secretary, IIT Delhi Officer’s Association
3. President / Secretary, IIT Delhi SC/ST Employee’s Association

P
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- F.No.2-18/2010 TS.1
Government of India
Ministry of Human Respurce Development
' Department of Higher Education -
' Techmca} Section-1

Shastri Bhawan, New Delhi
Pated the 22™ January 2913

Regnstrars, ' ' \
lndlan Institutes of Technology, '
Delhx, Bombay, Madras, Kanpur, KHaragpur Guwahati & Roorkee

4k The Ministry has received proposals from IIT Delhi and IIT Bombay?ﬁr extension of
foay stycture of the Qfﬂcxai Language_posts_under _Central Secretariat Official Language
gervice (CSOLS) to 1ITs. The roposais have been examined and the. T'fnrmi-:.gf F‘S.in
Ehto SNV ANy st B A an - Wit b A a5 S N A RG0S ,to 11 1l
giiowever, before the exercise 15 completed, it should be ensured .that the Recrmtment

gRules for the Qfficial Language Posts in IJTs are the same 25 those prescnbed for similarly
. esignated posts under CSOLS.

3 It is therefore, requested' that in case the RRs in respect of Officlal Language
¢ posts in IITs are not the safme as thoge prescnbed for SImllarly designated. posts under

L CSOLS, thigse may Qe rﬂw so 35758 mELEY the SiFfENG*EBSTgNSted DGS@
i under CSOLS. A copy of the p,emsed RRs may be furn'tshed to the Ministry.

Yours faithfully,

L]

Kb
(Yatendra M

Under Secretary to the Government of India




F. No 13035- 5/2013 OLU(l)
‘Government of India
Miristry of Hun]an Resource Development
Department of Higher Education
: (OL Unit)

~ Shastri -Bhawan, New Delhi
Dated the &£ Februaty, 2014~

All Heads of Subordinate Offices and Autonomous Bodies
under Ministry of Human Resource Development

Subject : Model Recruitment Rules for the various posts in Official ‘Language Cadre for
Subordinate Offices and Autonomous/Statutory bodies- regarding.

" Sir/Meadam .

Represb_ntaﬂons have been receweé from subordmate officés/autonomous bodles
‘under this Ministry regarding di,sparrty in Pay Scales and Designations of official language '
Hingl Posts in their offices. The matter was examined in this Ministry in consultation with
¥D In view of thia ModehRR’s fssued by Department of Personnel and Training.videtheir OM
No. AB-14017/48/202 3-Estt. (RR) dated the '18" September, 2013. In the above mentloned
Ok RR’S; dtasfgpg:ttqns and Pay: Seafes of ofﬂcia!» langiage Hindi Posts have been clarifled

with the Fequest thgt -all gfﬁqea Fay. review theh' existing Recrultment Bules.. {FD vide their
Disry No. S(H) deted 22 Januazy, 2044 has glven l'gs cansent, for adopﬂon of. these Rules as

well as Deslgnatlon amd Pay Scales of official Ianguaga Hindi Posts, to Subordinate Offices -
and Autonomous Bodfes under this Mimstry Copy of the Department of PerSonnel and
Tra!nlng’ s aforesald O is enclosed for necessary action.

2. ....JED has. further.clarifiedithat. ”Ofﬂcsa!s presently working In these. Institutions would
not become autematically eligible for modified scales. After RR’s are adopted, apphcabllity

In respect of existing offictals would happen, only if they are ehg;ble as per the RR conditions
of eliglbility”. .

All the autonomous bodles/s‘ﬁbérdmate;of‘ﬂces underiMinistry of Huthah Resourde

Gris: e‘tg:fOre ‘regquested to adopt these Mecfél"ﬁﬁmbs'knﬂmn@ﬂy"
BES TeTWEIBUs HindkPosts In Official tanguage Cadfe. -

ial, As above., o & Jt,w\
. ’ - (Ja ingh Raju)
Joint Secretary to the Govérnment of India
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. No AB-14017/46/2011-Bstt (RR)
“r era Government of India °
‘ Ministry of Personnel, PG & Pensions
Department of Personnel and 'I‘raxmng ' »
_N_QE.'_DE.H_LI - :

Dated the B September ; 2013

e thin bﬂﬂﬂ!fm the \%anous pOsts in  Official
Langmpgq Cad:e for S\ﬁamtﬁhate Offices.

The Model. ’RRS for the posts of Hmdx Officer, Senior Translator and
Junior Hindi Translator ii OL cadre issued by this Dcpartmcnt have been
reviewed in the light.of 6t CP.C recomendat’&ens

_ Bubject:’

5. After 6% CPC, Dspartmcnt of Expenditure in their OM datcd
'24.11.2008 and 27.11.2008 have clatified that similarly designated posts
existing outside the Centma) Secretariat Gffitial Language Service (CSOLS)
Cadvre in various, subordingte officers of the Central Government have been -
émnted the-same pay scale as grantcd ‘to CSOLS. The desi at;on with pay .
séale for variows pésts in O‘L Qadre in the sub@r-eﬁna.tc of ces shall Bé- as

[ beibw _

SI'.'. MD k )
Jr
2 S 1

3. KAsstt.Bireotor(OL]) B3 GP Rs SR
4. Dy. D;;ector

PB-3 GP Rs.6600
5. J; Disector (OL) PB-3GP Rs.7600
6. | Director (OL) PB-4 GP Rs.8700

Accordmgly, the revised Model Recruitment Rules for t.he same are
enclosed as Annexure to this Office Memorandum.

2. Mxmstncs / Departments may review the. existing rules and notify the
revised rules conforming to the Model Recruitment Rules. Thesé! Ty a156 be
forwarded to all autcmomou§/ statutory bodies for adoption. The Ministry of -
Home Affairs is also requested to forward these Model RRs: to the UT
Adr-mmstrat:nons for appropriate action.



s

'3, .Hindi version wilt follow.

aa

To

Copy to:-

255

; epartments of §gvernment of Indfa
2 ‘Ehé&: Prasident’s Secretariat, New Delhi, -

3. The Vice-President’s Secretariat, New Delhi-

4. The Prime Ministgr's.Office, New Delhi.

5. The Cabinet Secretariat, New Delhi. . )

6. 'FherCompb*oﬂer and Auditor General'of India, New Delhi.
7. "Ehe Union Public Service Comumission, New Delhi..

8. The _Staﬂ' Selection Comrmssic_m, New D}:Ihl

: Thc Ra_}ya Sabha Secretariat, New Delh;

2.  The Lok Sabha Secretariat, New Delhi,

3. Aﬁmtaehﬁd Offices inder the Ministry of Personnel Public
G»né,vaaaq&s and Pensions.

4. Bstablishment: mmd Seoretary, AGE (10 copies).

5. BN fﬁ&‘.&r\ﬁ&nd

nyin the Deprrtinent of Pﬁrsqnnel &

ptdry, Staff Side, Natiorial Coundil (JCM), 13-C;
. Perbzeshah Road, New Delhi .
7. All Staff Members of National Cetmc;il {JcMm)
8. %&ff M‘émb@'f‘é Of th.‘ﬁ Dﬁ AELIT nig CounCﬂ (UCM)
Miidstey of Personnel, PG and Pensions

g, Eﬁﬁ}gﬁah ent(RR Division) (20 copies)
10. NI E}(}E&‘i‘ Nerth Block

(Mukta Goel)
- Director (Estt.l)
Tel. 2309 2479




L.Ne.11/2008-1C
Government of ndia
Mtniatry of Einance
Departmcntof Expenditure

- !m@hmmtaimn Cell

Néw Delh, dated the 24h Novernber, 2008,

OFFICE MEMORANDUM *
"Subiuﬂ: Revised. pay scales for Qfficial Lahguag'c posts in vatiaus
subordinate offices of the Central Government.

Conseguient upan the implementation of the recommendations of -
Sixth Ceniral Pay Commission, this Department hias received queries
from many Miniatr}csﬁ)epaﬂmenls regarding the revised pay structure

appligable i the case of Offlelal Language pasts existing in subordinate
of f'cj‘ﬂ of the Ceniral Government. In this connection, it g clarifiad that

in accosdanec. with- the. radommendations-of the Sixth Central Pay -
Commissiont as accepted by the Governmenf, simifarfy deslgnalcd posts

existing oulside he Cenfral Secreticiat Official Language Senvice
(CSOLSYy cadré in  various subordinate offices of the Centsal
Government have been granted the same pay scales as those granted to
C’SG{.S "The Gavernment has notifled the fol\lowlng xevised pay
sttucmm for-the Ofticlal language cadre belonging to CSOLS: -

. in Re) . _
g & v VCotretponding . Pay |
Y i
. Rcm"{::'; rdcd - Ra Qd & Coodo ay

1

“_g_d.g_m:m-m [epaa |

F 2 Atcordmgly, wek 11 2006, st Mmmncs{\'}ephrln\cnls elc., are .
requrmd io grant the revised pay scales approved for various posls in

~=~the 'CSOLS to similarly designatéd Orfieist-Larpguage pos(s udstmg in
lhcirsubmd‘mnt; offices.

‘ 1 L...,.
" AL{)K SAXENA } -

_ _ - YIRECTOR (1C)
TO; -
All Mimstntsﬂ)tputmen(s -of C"ovcrnm&n! of lndia ‘a3 perv
dandard mailing Hst.
" AlTAs by name. -
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F.Na.1/1/2008-[C
. Coverament of Indis
. © Ministry of Finadce ~
' " Depadmentof Expeaditure o
tmplemeantation Cell

New Delbi, dated the 27 Noverbes, 2006

CORRIGENDUN:

Subjects Revised piy scalcs for Official Language posts in various

suho:dmate offices qf the Central (..ouemmeni

o parhat mod1t1cahon of this ‘Dipartment’s O M of cven, numhcr

dateqd 241 Nuvambel, 2008 (copy enclused), the table in. pam 1 of lhc said
Oi\f may be uad as under: -

e _‘_.' . ____(mns!
o : Lormupondmg Cay !
e Recun\u\endcd

;  Deaignation pay Bin'd&.(iﬂdf Pay

' scale Sop Grade *
. . Band Tay
i Je, Tanshatar N 650010500 | rE2 _-U.OU

::r. gn&]a!or ) __; 7450-11500 ! rB-2 y

At Director (O1) 1 39539_-13530 o PB3 -s{@ ‘. i
“Dy. Dector QL) | 15200 1 PES__| 6600
i 1) Dhgeloc(OL) | 12 rsgoo PE-3 | 7600

Digsaor fOL) | 14%G80 " | FHA 8700

2. Al Ministrivs/Departaents etc., are required Lo gramt the revised
pay structure as Indlcated in the table above, which has been approved foc
wagious posts in the CSOLS, to similarly designated Official l:anguagc
m%l‘. c'nstmb in their subordinate offices.

, ) - N N
' ' ( ALOI, SAXENA )
DIRECTOR (IC)

'E-.,.,,..._,.l'_..._..,__ T
“Ha: . _ i 5
' Al MinistcicsyDepartments of Covernment of Tiidia as per standacd
malling list :

(:'np)' {o: ) ' :

. e . All FAY by name



F.N0.2-18/2010 TS.1
Government of India -
I, . Ministry of Human Resougce Development
A : . Pepartment of. Higher Education
" Technical Section -1

'.\'_’.\_‘.

Shastri Bhavan, Néw Delhi’
Dated the 11" July 2012

xglstrar, -
n Institute of Techn ogy, thi.

Fam directedto Tefer f your lefter No.I[TD/ESTT. 11/200/186 dated 2
2011 on the subject cited above . The matter was examiined in
ftatlon with the Finance Division of this.Ministry. . In this connection,

stitote is requested-to furdish the ARG formation ETEEERto this -

Number of posts oflJr.Tech.Supdt-s and Tech Supdts recruited in the
Language Cell of the Institute doing the work of transiation. It may

also sbe certified that they were recruited for the purpose of
translatipn work and they continue to do the same work .

How many posts will -need to be re- des:gnated s Jr.Hindi Transiator
& Senior Hindi Translator

Yours faithfully,

(Yate‘r?dir;éﬁr)

Under Secretary to the Government of India

T oy
l/‘l_,\/_———f il
- e

i




RESOCLUTIDN ND. BG{Q [33--‘

RESOLUTION o, BG/L0/83;

"~

RESOLUTION Mo, BGA1/83:

1

: Cl ass ‘A‘ & et cltlas - Rs. 40/— par

.23 i

AESO LVED THAT the prdvlsmns of
Gavt, 'of 1ndia memoranduy !
A/ 47011/ 41/80/ H 111 dt, ?th Narch,
}ESS be adoptad for the grant of

Use Building Mlvance to the
lrstltUte employees uby arg members
of Groyp Housihg Sgcisties, wvith -
ohp stipulation that effgotive mb-
. ttods ba wrked out. to eheyre Ta-
covery of advances from the .employoss,

RESOLVED THAT .tha Paculty staff
deputed to supervisg the practical’
tna;nxng of thg. studants gt diffenr’

“‘ant’ pl aces be psid comyeyance alloy
.ance et the following rates subjept

tu a maximum of Rs, 2,000/~ per

session, insteal of ths existing
r.'atgs of romgraria,

day.

Ot her pl aces - ‘ . fiky 20/- par '

EIY-
RESOLVED THAT ex-gratia paymants ln :

‘rare and exceptionally dgsaerving :
.cases De- meda, to SC/ST students:

subject to. a'maximum of 4.2, 000/~ |

to a student during his .entire sta

RESULUTION No, BG/13/83;

“at ths Instituts, wi'th the stipu-

lation that- th;a tota px-gratia pay-
marts mode in & year shpuld mat
axcaad Rs. 10, OUU/-.V

RESDLUED THAT the existing cadrs
of the Hindi Cell be revised ta
comprise: the f‘ollu uing

(1) hindl BPFicer T - 1post h
~ (Re, ' 650.1200)

2) H:.nd Transl fs - ,?
.( (i i 2}?0 < P posts

;Rs. 650-9

(i1) k. 425-800 - 1 post

(3) *Hindi ‘i’ypia‘j ~ 3 posts
(It 260-400 =g

RESOLYVED THAT the Chalrman be
suttorised to declde the number

of =dditionel positions (ot more
than 8) to be‘crested ip the Centra
of Systems' and [’lanagemqnt Studles,
their zpportionmant betueen faculty
and scisntific staff and also the

lgvels at which the positions may
e crepted,



NON-PLAN(GEN, OH-31)

F.N0.2-2/2016-TS-t ’ -~
- Government of India (- % j
Ministry of Human Resource Development
Deépartment of Higher Education

Technical Section-1

o ok
_ Shastri Bhavan, New Delhi,
' Dated: 28,09.2016 \
To, 3\'\/6 N
The Accounts Officer, o >

Pay & Accounts Office,

Yy
Department of Higher Education, M_A} \\f\
Ministry of Human Resource Development, , \

Shastri Bhavan, New Delhi - 110001.

Subject: Release of funds under Non-Plan{Non-Salary and Pension & Pensionary
Benefit) General for the financial year 2016-17 to Indian Institute of

- Technology, Delhi under the Scheme namely “Indian Institute. of
". Technology(11Ts){1941}".

Sir/Madam,

| am directed to convey the sanction of the President of India to the payment of
Rs.35,00,00,000/- (Rupee$ Thirty five crore only} (Rs.5,00,00,000/- under Non-
Salary + Rs.30,00,00,000/- under Pension & Pensionary Benefit) to the Indian Institute
of Technology, Delhi towards 37 installment of Non-Plan(General) for the financial
year 2016-2017 for recurring expenditure of the Institute. With this sanction, the
total amount released to the Institate during the current year comes to
Rs.101,09,00,600/- (Rupees One hundred one crore nine lakh only).

2. The Amount of Rs.35,00,00,000/- (Rupees Thirty five crore onlsr] sanctioned

herein is debitable to Demand No.52, Department of Higher Education, Major Head;
'2203" - Technical Education, Sub Major Head- '00.112' - Engineering, Technical
Colleges and Institutes, Minor Head; '.05' - Grant to “Support to Indian Iristitutes of

Technology(IITs)", - Numerical Code- .05.09.31' - Grants-In-Aid General of Non-Plan
Grant during the financial year 2016-17.

3. The Grant is subject to adjustment on the basis ¢f audited statement of accounts
of the Institute. The accounts of all grantee Institutions or Organizations shall be open to
inspection by the sanctioning authority and audit, both by the Comptroller and Auditor
General of India under the provision of CAG (DPC) Act 1971 and internal Audit by the
Principal Accounts Office of the Ministry/Department, whenever the institution or
organization is called upon to do so.

4. The Amount of Rs.35,00,00,000/- (Rupees Thirty five érore‘,only) shall be
drawn by the Drawing and Disbursing Officer (Grants), Ministry of Human Resource

Development {Department of Higher Education) and payment credited}directly to the
grantee’s IIT-Delhi, Saving Bank A/c. No.10773572622, State Bank of India, IIT-
Dethi Branch, New Delhi through electronic mode of transfer in accordance with the

Ministry of Finance, Department of Economic Affairs OM No. 10/48/8/49 dated
21.09.68 and No. F. 8/62/76-Grants dated 27.09.69.

Cont...2/-
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5 This sanction has been accorded under powers vested in this Ministry in
consultation with the Integrated Finance Division(IFD) of this Ministry vide theis Dy,
No. 3532/2016 dated 19.09.2016 certified by Internal Finance-1(IF-1) Section vide
their Dy.No. 624—/2016/1F -1 dated 27.09.2016. 1t is certified that the pattern of assistance
under the scheme of Financial Assistance has the approval of the Cabinet Committee on
Economic Affairs(CCEA) Government of India. It is also certified that this grant is being
released in conformity with the rules and principles of the scheme.

6. The Requirements of production of Utilization Certificate(UC) in respect of the
grants already sanctioned by the Government of India should be fuifilled to the satisfaction
of the Government. The Institute shall furnish Utilization Certificate(UC) immediately
after the closing of financial year 2016-2017, No Previous Utllization Certificate(UC)
is due / pending in respect of this Institute in any scheme related to it.

7 In future, grants will be released to the Institute only after the Institute has satisfied
the Ministry that adgquate provision for representation of SC/ST has been made In actual
practice in filling up vaoancles reserved for SC/ST candidates every year.

8. The Institute shall fully implement the Official | Languagé PHicy “of the Union
Government, i.e., the Instityte shall fiilly comply with the provisions contging éhg &‘Orﬁcxal

language Act, 1968 and Official Language {Use for the official purposes ofth 1) Rules,
1976 etc.

9. The Grantee is .situated under the jurisdiction of the Director General of
Audit(Central), New Delh:

Yours faithfully,

(Tripti Gurha)

Director(llTs)

Tel: 0{%;21_@0.3}22‘.‘?1

: (TRIPTI GURHA)

frdwm/Director

Copy to:-

svn v/ Govt, of India
=, |, @, T,/ Min, of H. R, D,

1. Grant-In-Aid{GIA) Unit with one spare copy together with bill5I 3}3 607 kinner Ean.

New Delh;
prescribed proforma.
L/’f The Registrar, [ndian Institute of Technology, Delhi, Hauz Khas, New Delhi-110016.

3. The Director General of Audit Central Revermes‘j Office of the Pirector, General of
it ‘f‘fi‘ﬁ’ﬁl&éﬁgew Dﬁxm‘u&)’ g0z,

4. ﬁ‘éwefaﬂnt;ntr'deneral of Audit(Central), New Delki.

5. hEEREE MR .

6. Guard File(2 coples) MHRD. . _ ‘tt

(Tripti Gurha)

Director(liTs)
Tel: 011-23073271
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SUPPLEMENTARY MINUTES OF THE COMMITTEE CONSTITUTED FOR
COMPREHENSIVE REVIEW OF STRUCTURE, RECRUITMENT RULES AND WORK
MANUAL FOR ADMINISTRATIVE AND TECHNICAL STAFF OF THE INSTITUTE.

The following Committee was constituted for comprehensive Review of Structure,

Recruitment Rules and Work Manual for Administrative and Technical Staff vide
No.ITD/ICDN/2015/1112 dated 31.07.2015:

1. Prof. S.M. Ishtiaque, TT Deptt. - Chairman
2. Prof. Kanika T. Bhal, DMS - Member
3. Prof. V.K. Vijay, CRDT - Member
4. Dr. Sandeep Chatterjee, Registrar - Convener

The recommendations of the above Committee alongwith the complete ‘DRAFT

Recruitment Rules document (245 pages) were submitted to Dy. Director (Ops) by
Prof. S.M. Ishtiaque, Chairman of the Committee.

Subsequently, it was decided to circulate this 'DRAFT’ Recruitment Rules
document among all Faculty and Staff of the institute (stakeholders) for their comments,
suggestions and feedback in order to contribute the process in this regard. This DRAFT
Recruitment Rules document has also been discussed with the representatives of the
IITD Employees Union and IITD Officers Association on 19.10.2016. Later, on 19.10.2016
this RR ‘DRAFT’ document was also presented before Dean Committee by Prof. S.M.
Ishtiaque, Chairman of the Recruitment Rules Committee. All the stakeholders were given
three days for their comments / suggestions from 21.10.2016.

Thereafter, the Committee met on 25.10.2016 and 26.10.“_2016 and examined all
the received comments / suggestions and revised/ modified the ‘DRAFT' Recruitment

Rules document, as attached herewith, with incorporating the relevant and suitable
suggestions which felt in the interest of the institute.

Some of the suggestions incorporated are highlighted as under:

1. Wherever Grade Pay; was of Rs.4600/-, it has been replaced as Rs. 4800/-. In this
regard the posts affected are (1) Superintendent (2) Accounts Officer (3) Technical
Superintendent (4) Asstt. Lib. Info. Officer (5) Assistant Englneer (6) Dy. Sports
Officer. ;

2. Accordingly in LDE/ DPC promotion/Direct Recruitment qualiﬁi:ationé wherever Grade

. Pay was mentioned as Rs. 4600/, it has now been written aS'Rs.4600/4800.

3. The paragraphs regarding Shortlisting / Scrutiny for ehgublhty of the candidates have
now been kept in bold.

4. The paragraphs regarding one woman as one of the members in the Selection
Committee has been re-written.

5. The promotion posts of (1) Student Counsellor and (2) Semor Technical Officer {both
of Rs 6600/- Grade Pay) have now been deleted.

6. In technical cadre posts with the relevant expenence now reqmsne/ relevant Grade
Pay have also been mentioned.

k\,:./ ‘ mbas
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i The Commlttee re-examined and discussed the issue on the Grade Pay of Hindi
Officer from Group-B, PB-2, G.P- Rs. 4800/- to Group-A, PB-3, G.P- Rs. 5400/-. After
detailed deliberations the Committee reiterated its earlier deo:saon that the existing
Grade Pay (i.e. Rs. 4800/-) for the post of Hindi Officer at lIT Delhi to be continued as
the work in Hindi Cell at IT Delhi is not at par with Central Secretariat Official
Language Services (CSOLS).

A
’Q/ e e o
Pretf. S.M. Ishtiaque) " (Prof. Kanika T. Bhal) (Prof. V.K. Vijay)

A ¢
(Dr. Sandeep Chatterjee)
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