VACANCY NOTICE

Society for Promotion of Vocational & Technical Education (SOVTECH),
Dr.B.R.Ambedkar Institute of Technology Campus, Port Blair, A & N Islands proposes to
recruit the following posts purely on contract basis for a period of one year extendable
upto 3 years, as detailed below: -

1. Programmer (consolidated pay Rs 20,000/- PM)
a. No. of Posts : 02 (two)

b. Educational Qualification :
BCA Or Diploma in Computer Engineering/ IT with knowledge in
programming language and development of web based
application.
c. Age limit : Not exceeding 35 years.
d. Duties and Responsibilities:
e Responsible for analysis, design, develop, test, maintenance and

documentation of applications.
e Development of web based applications as per requirement.

2. Administrative Assistant (consolidated pay Rs 16,000/- PM)
a. No of posts: 1 (one)
b. Educational Qualification:
12™ Std Passed with one Year Diploma in Computer Application
from recognized institution with 2 years experience in
Administrative/Establishment works in Govt. departments
c. Age limit: Not exceeding 35 yrs
Duties and Responsibilities:
e Maintenance of statutory records
e Assisting in the works of Establishment matters.
e Maintaining PBR and salary for the staff.
e Should also be well versed with word processing and excel.
e Data entry and loading other necessary information into the software
programs.
e Procurement of stationery and management of store inventory
e Any other assignment as may be assigned by his superiors.

3. Accounts Assistant (consolidated pay Rs 16,000/- PM)
a. No. of Post: 1 (one)

b. Educational Qualification:
B.Com with 2 vyears experience in Accounts works in Govt.
Departments/ PSU’s/Local Bodies.
c. Age limit : Not exceeding 35 yrs
d. Duties and Responsibilities
e Assisting in all matters related to Accounting and Budgeting



e Generation of various plan reports.

e Maintaining expenditure details of the NeGP projects.

e Preparation of UCs for all GIA received under various schemes.
e Assisting in Annual Audit of Accounts of the society.

4. Attendant (consolidated pay Rs 10,000/- PM)

a.

b.
C.
d

Note:

No. of Post: 1 (one)

Educational Qualification: 10" Std Passed.

Age limit: Not exceeding 35 years

Duties and Responsibilities:

e Attending phone calls.

e Sending faxes in matters related to the office jobs and related works.
e Distributing letters to the respective departments.

e Making photo-copies of the documents

e Any other works as may be assigned by the superiors.

The interested eligible candidates may submit their filled in application forms with
copies of their testimonials in the prescribed proforma along with three recent passport
size colour photographs (One to be affixed in the Application form and others to be
enclosed), attested copies of the certificates with respect to date of birth, educational

qualification,

experience to the Member Secretary, SOVTECH, BRAIT Campus,

Pahargaon, Port Blair-744103 so as to reach latest by 31° May, 2012 at 1700 hrs. The
application received after the due dates shall not be entertained / considered.

Member Secretary, SOVTECH
A & N Islands
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Application Form for Contract Posts

Affix Passport

size color
(SOVTECH, A&N Islands, Port Blair) photograph
1 Name of the Post Applying for
2 Name in Block Letters
3 Father’'s/Husband’s Name
4 | Gender (Male/Female)
5 Date of Birth
DD MM YYYY
6 | Age as on 31/05/2012
Years Month Days
7 Nationality
8 Marital Status
9 Permanent Address Address
Pin No.
10 | Postal Address for Correspondence Address
Pin No.
11 | Contact No STD Code Ph No.
Off.
Res.
Mobile




12 | Email Id

13 | Educational Qualification (From XII standard onwards)

Examinati | Year of Name of the Duratio | Subjects/ | Aggregate | Class/
on Passed | Passing Board/College/ n of Specializa | %age of Division
University Study tion Marks/
Grade

14 | Experience

Name of the Post Held Nature of Work  Period Monthly  Major
Employer/ Company (Start- Salary Achievements
to-End) Drawn during the
period

15 | Enclosures (Please (v') mark your enclosures)

[ | Proof of Date of Birth

[ ] Proof of Educational Qualification

[ ] Proof of Experience

[ 1 Passport size color photographs (3 Nos)

Declaration

I hereby declare that I fulfil the eligibility conditions as per the advertisement and that
all the statements made in this application are true, complete and correct to the best of my
knowledge and belief. I understand that in the event of any information being found false or
incorrect at any stage or not satisfying the eligibility conditions according to the requirements
mentioned in the advertisement, my candidature/appointment is liable to be
cancelled/terminated. In the event of my selection, I undertake not to withdraw my candidature
subsequently.

Date:
Place:

Name and Signature of the applicant



