No.3-8/ MGNREGA /2011-12 (PE-2)/
JUSAM T PR e
ANDAMAN AND NICOBAR ADMINISTRATION
T faepre e wot wRen+ g wEs) g R SR
Directorate of RD, PRIs and Urban Local Bodies
(Nodal Department of MGNREGA)
Port Blair/di¢=imz

Applications are invited for the post of Data Entry Operator on purely contractual

basis under Mahatma Gandhi NREGA at Directorate of RD, PRIs & ULRB:s.

No. . Education Qualifications
. . Remuneration
Designation of (Fixed) Age
Post
Essential Qualification:

DATA Not ‘E)) ggrfi?f:ite/ Diploma/ Degree in
ENTRY o1 X 8,000/- per Ab : licati fro
OPERATOR month ove compu. er ‘application m

40 years recognized institute.
¢) One year working experience in the
relevant field

Job Description:

He/ She shall be responsible for:

Preparing the reporting formats received from the Government of India/
from the Districts.

Compiling the details/data received from DPCs and furnishing the same
to the supervisory authority.

Uploading the details on the websites.

Coordinate with all three Districts and NIC Port Blair in the preparation
of MIS under MGNREGA and to tackle problems in uploading data on
MIS at all ievels of implementation of scheme.

Any other work as specified by the superiors from time to time.

Administrative Control:

* He/She shall report to the Director (RD, PRIs & ULBs).

* He/She shall work under the direct supervision of PROGRAMME
OFFICER (State Level) and be providing support in respect of report

preparation and responsible for general data entry work at the STATE
LEVEL.

Document to be enclosed with the application form:

a.

b.

d.

Mark sheets and Certificate in support of Educational Qualification,
employment Registration card, local certificate, computer certificate etc.

Experience certificate(s) specifying NATURE & PERIOD of experience
should be enclosed.

The envelop containing the application should be superscribed as
“APPLICATION FOR THE POST OF DATA ENTRY OPERATOR” and
should be addressed to The Director, Directorate of RD, PRIs & ULBs,
Marine Hill, Port Blair.

One recent photograph duly attested by a gazetted officer.

GENERAL INFORMATION:

{)

Engagement of above posts are purely on contractual basis for a period
of 11 months which is likely to be extended on mutual consent and this
does not confer any right/privilege for regular appointment or continuity
of service.




(ii)

(i)

(vi)

The emoluments of the respective post is fixed as given above and no
other allowances/claims by whatsoever name including DA is
permissible to him/her.

Leave rules He/ She shall be entitled to 2 % days of leave for every
completed month of duty, which can be accumulated but not encashed.
Maternity Leave will be granted for 12 consecutive weeks during the
contract period with full pay. A certificate from a duly qualified
physician indicating estimated time of confinement of fitness to work
must be submitted to avail this leave.

Since the engagement is for discharging an important function, his/her
service may be required on certain days beyond office hours for which no
additional incentive/ remuneration / compensation will be paid.

Director (RD/ Panchayat) (being Head of the State Nodal Department of
MGNREGA}, Port Blair, reserves the right to terminate his/her
contractual service without assigning any reason thereof after serving

one month’s advance notice, or by paying one month’s salary without
serving any notice or reason.

No accommodation facility will be provided to the selected persons.

(vii) No TA/DA shall be payable for appearing in the interview.
(viii) While applying, the applicant should ensure that he/she fulfils the

eligibility and other norms and that the particulars furnished by him/her
are correct in all respect.

After Scrutiny of the applications, the eligible candidates will have to
undergo a trade test to be conducted on 26/03/2012 in the NIC Port
Blair. The list of eligible candidates will be displayed on the Notice Board
of the Directorate of RD, PRIs & ULBs on 23/03/2012 for their trade
test, or the candidate may have the information from the MGNREGA Cell
of this Directorate. No separate call letters or press release will be issued
in this regard. The personal interview will be held in the Chamber of
the Director (RD, PRIs & ULBs), at Directorate of RD, PRIs & ULBs,

Last date of receipt of application: 21/03/2012.

Marine Hill, on 28/03/2012 at 1500 hrs,
e
Assistanf D1 ecto%ﬁ( )

»7_. Directorate & » PRIs & ULBs
' Phone No: 03192-242417
(NREGA Cell)



Application Form

Post Applied for the Post of DATA ENTRY OPERATOR

Attested
Photograph

1. Name of the Applicant:

2. Father’s Name :

3. Date of Birth:

4. Sex:

5. Domicile :

6. Whether local or non-local:

1. a) Present Contact Address :
(alongwith telephone/mobile no.)

b) Permanent Contact Address:

8. Language spoken/writfen :

9. Education : High school onwards, please list all your qualifications

Degree

Institute/
Board
University

Year

Marks

Full Marks Marks %
Secured

Matriculation

Plus Two

Certificate/
Diploma/ Degree
in computer
application from
recognized
institute.

Addl.
Qualification, if
any




| 10. Employment record :

11. Details of employment (Use separate sheets if required):
Starting with your present employment, list in reverse order all the
Employments you have had.

12. A Current Employments

From To Designation
Month/year Month/year

Location of Employment:

Description of your duties:

12. B) Previous Employment

From To Designation
Month/year Month/year

Location of Employment:

Description of your duties:

Declaration
I hereby declare that all the information furnished above by me in the application are
true, complete and correct to the best of my knowledge and belief. I do understand
that in the event of any information found false or incorrect or ineligibility being
detected before or after my selection, my candidature/ appointment is liable to be
cancelled/terminated.
List of enclosures:

Place :
Date :

(Signature of the applicant)
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