(An Institute of National Importance, Ministry of Education, Govt. of India)

Ref.No.: 770/NITS/Admin/FROS/2024-25/2025/291

Date: 26™ August 2025

NOTIFICATION FOR HIRING OF NON-TEACHING STAFF ON OUTSOURCING BASIS

Applications are invited from interested and eligible Indian Nationals for engagement in the
following outsourced positions:

Positions/Age

Educational and other qualifications required
for post(s)

Job Responsibilities

OFFICE
EXECUTIVE

Age Limit:
Not Exceeding
35 Years

e Post Graduate Degree in any discipline

from recognized University/ Institutes.

o At least 2 years of work experience in

Centrally funded Organization/ Govt
Institutions/ PSU/State Govt.
Institutions/ Semi Govt. Institutions.

e Proficiency in computer skills like MS

Office, Internet, e-mail, etc.

Desirable: Having experience on the
position of Personal Assistant/Private
Secretary in any Central Govt./State
Govt./ Semi Govt./ Autonomous
Organization.

Assisting in the planning
and execution of office
events and meetings.

Ensuring smooth
coordination  between
different departments
and sections within the
organization and outside
the organization.

Systematic record
keeping of documents,
files, office

correspondence etc.

And/or any  duties
assigned by Supervising
Officer.

OFFICE
ASSISTANT

Age Limit:
Not Exceeding
35 Years

e Bachelor’s degree in any discipline from
recognized University/ Institutes.

e At least 2 years of work experience in
Centrally funded Organization/Govt
Institutions/PSU/State Govt.
Institutions/ Listed Private
Organizations/ Semi Govt. Institutions.

¢ Proficiency in other computer skills like
MS Office, Internet, e-mail, etc.

e Must have English/Hindi typing skills
with minimum speed of 35 WPM.

Systematic record
keeping of documents,
files, office

correspondence etc.

Handling of all computer
system related work and
other equipment.

And/or any  duties
assigned by Supervising
Officer.
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NATIONAL INSTITUTE OF TECHNOLOGY SIKKIM

(An Institute of National Importance, Ministry of Education, Govt. of India)

T T=AT: 770/NITS/Admin/FROS/2024-25/2025/291

faAi®: 26 PR 2025

TR-TR7&0 HHARA! DT SIS YR R Fgfad 8 Mg

g T4 S5 YR ANRSD! 9 FEfiied vl iR sracHiRi & sMyR R fgfad 7q smaeA

TG fpu oma §
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oGl & Y ggad gAfgd
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% UG R BRI B BT SHTHT| A

3fieRg TaT|
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3y AT I WIR & AIF/ A o T34 | o Mt doger Red ¥
3598 9 WHRT TR HHH Y HH 2 I PP orgHa | | Feifd Pl T o/
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3fe # Tean|
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o TN JHfYBRY gRT AU
MW 3 BT BT FAdgA|
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1)

2)

3)

4)

)

6)

GENERAL INSTRUCTIONS /ST st

Candidates should read carefully the requisite minimum essential qualifications, age,
eligibility, experience criteria etc. laid down in the notification before submission of
application.

3Tt BT SMae TId R 9 4 SifAgE § Ifcaiad g g Qe argd, 3y
T, AT, SHA SIS WS Bl &MYde Ug ol a1l

A good knowledge of Computer applications (on emails, MS Office, Presentation
Software, and OS like MS-Windows etc.) is a must.

SR ST (1Y 37, THLY. ifhw, ToieRH HigeaaR snfe) qu i Ren oF
TH.09.-fASIe) BT 3T FH BT Sfard g |

The outsourced appointment will be for a period of 11 months. The appointment may be
extended based on satisfactory performance. The appointment may also be terminated at
any time by the Outsourced agency. The appointee shall be on the payroll of the
Outsourcing agency.

JTICURS o 11 AT P ATy o fore gRT | T ool H1d UG & SMUR TR Fgfad &I 3
STl ST UehdT 8| 33T Tt gRT famddt off I fgfaa goma +ff ot o1 9ot 81 fAgea
Hfad BT I STITHIRNT Lol & WRIel TR GRTI|

The appointment is purely on a fixed term basis and the appointee on fixed term shall have
no right to claim any job/position in future and S/he can be deployed anywhere in India
as per the requirement of the Institute.

Tg fgfaa gofa: fAfda e@fy emur W gt fAfda sl R fFgaa aafad & yfasy & foash o
THR & RIRA AIH<1/0¢ HI ST B BT HABR el G T4 TRIH BT HTaRIHdl & AR
36 HRA & Tt Hft R W Fgad/d-Td fasan o webdr g1

The age of the candidate shall be reckoned as on the date of publication/issuance of the
advertisement.

3gff Bt 31 HT YR faTUH & USHRA/SRY 8H Bt fAf Y STUR A fobar Sa |

The emoluments shall be based on the qualifications and experience of the candidate. The
fixed emoluments shall range between (1) For Office Executive : 345,000 to 260,000 and
(i1) For Office Assistant: 328,000 to 240,000 per month. The decision in this regard taken
by the selection committee shall be final. No further claim/negotiation in this regard shall
be entertained.

uisifiies 3naff ot erfdres divoar e siHd & MR R Fiia far s e afsfie
(i) PATEg HRAGRT & [T 345,000/~ H ¥60,000/- TH (i) PRI TEIH & AT 328,000/-
340,000/~ Ufd ATE & o9 g1 39 Sy H o= Ififa gry feran mar fAvfg sifaw g fassdt of
YHR BT Gral/drdi Wierd et gl
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7)

8)

9

Interested candidates must apply by filling the Google Form. They must also complete the
application form provided with this advertisement and send it through email
(registrar.office@nitsikkim.ac.in). Incomplete applications will be summarily rejected.

g ARfT B T Wi AR 3G BT A § 1 I8 39 391U & A1y Jaw e
E ﬂ-ﬂ‘{Uqu@[ R 50 (registrar.office@nitsikkim.ac.in) & H1H I USHT gHT| 3{{UTG‘IT3—CH
Ul <1 i R R i Smem|

Shortlisted candidates will be called for the next stage of the selection process i.e. Written
Test/Trade Test/Interview/Personal Interaction (Through Online/Physical Mode).
Candidates who do not complete both steps mentioned at S.No.07 of General Instructions
will not be permitted in the selection process.

Ticfore frr U snaffdt & T ufkwr & s WU o fafdd wencs
X/ R /AT HdTg (HTHaTS-/ude ¥4 H) gq garar ome | 7o snafiar 3 g femn
SR & %8 e 07 H IfcaRad gl aRur I 161 [ g1, 36 URIel | AfRIferd 811 &1 SrAfd
T8l <t St

Shortlisted candidates will be informed about the further process through email/telephone
only. No other mode of communication shall be used.

AT SATIT BT ST DI UfchdT BT YT had sHA/CATDI & T J &1 & STt | o1 8d
Pt 3 ATeaH BT IUUNT ol [HaT S|

10) Selection of candidates may be done by the authorities through trade test/written

1)

2)

test/Interview or any other method.

3t o1 T Witiepd SABRITI gRT ¢ o¥e/faifad tig/AfaaTd TR UaT 3
foraft fafty @ fopar ST e B

OTHER TERMS AND CONDITIONS/ 3= f4a¥ ud 31d

The last date for filling up the Google Form using the provided link is 01* Sept. 2025 by
05:00 PM. Additionally, candidates are required to send the application form (Annexure-
I) along with the necessary testimonials via email to registrar.office@nitsikkim.ac.in.

T B 44 Bt 3ifam fAf 01 RidwR 2025, IRF05:00 W AP B 1 3TF 3ifafad, snaffar o
3AeT UUA (SITHH-l) SMaRad URIRIUA! (Testimonials) Afed S-A@ & HIEAH I
registrar.office@nitsikkim.ac.in I} NS \?rlﬁTJITQC%I

Original degrees/certificate/proof of date of birth/experience certificate and other
testimonials towards fulfillment of specified eligibility conditions shall have to be produced
by the candidates, at the time of written test/trade test/interview or as per the instructions
of the authority.

freffea omrar xdf &1 gfd gq 9o fSh/ammr w=/smafafy vEr v/sryd JEr o U9 3

TR el b ferfad ulan/ds e/ R 31l Uil gIRT fau T MdRIaR wegd
B il |
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3) No TA/DA will be paid for attending the process.
wferan & Gfrferd 89 gq fplt of ueR @1 Su /e, g Tt grm

4) Notwithstanding anything contained in the terms & conditions mentioned above, the
decision of the appropriate authorities in this regard will be conclusive and binding for all
including right to fill all or none of the positions.

Iugad a9 ud wral & Ffigd wrauml & dav[e, 39 deY H Iuged WifieRu &1 (ol sifad ud
Tt R SRt g, foras a2t uel &F =7 a1 foeht ot ug &1 7 1R & SfeR it B

For any clarification, please write to registrar.office@nitsikkim.ac.in

fodt it TR &1 THTHRU/SHHR] %_g[ P U registrar.office@nitsikkim.ac.in U ford|

Link for Submitting application : https://forms.gle/x8jxC3T77RDJjZPh7
3TdeH STHT H3 &q feid: https://forms.gle/x8jxC3T77RDJjZPh7

Note: In case of any ambiguity or discrepancy between the English and Hindi versions of this
advertisement, the English version shall prevail.

Fic: 39 QATITT & 3/ IR 5] TBvTl & T e 4 B BT SRGFar 3rar sGTa B IR
o 375 GBIl H1 T/

Sd/-

Wﬁlﬁ/ Registrar
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APPLICATION FORM/ 3Td¢d U

Position Applied for

3rafed ug

Name in full (in capital letters)

' @@ e )

Father’s Name
fUar &1

Mother’s Name
HIAT BT ATH

4 Date of Birth
o fafy

Marital Status (Unmarried/ Married/
Widow/ Widower/ Divorced/ Separated)

daifieed R ooy
faLR/ qeThal/gus )

Gender (Male/Female/Other)
T (gev/mfeasm)

A) Permanent Address
TSt U

B) Corresponding Address

AR BT gl
g Mobile No. D)
HiEEd Ha%
)
9 Email ID |
2)
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Please State Your Category
(UR/EWS/ST /SC/OBC/PWD)

$UaT 3Tt Joft Ty B
@mEReie 9 ¥ FHGR a1/ g
Sfd/ergfd sHea/e gt aily
[EEZSIUSEN

10

(11) Details of Educational Qualification: Please give particulars of all examinations passed
and degrees obtained commencing with the High School Leaving (10™
Standard/Matriculation) Examination. (Enclose self-attested copies of Certificates and
Marksheets)

ReffOre afvaar &1 faavor: Fuar @it S<itof wdenstt wa sifvia fSfal &1 fawor 2, ot
Y[S3HTA 8T8 W (1091/ACH) ULen T FHR | (10T U=l T 3ich U bt TayHTiord Ui et &)

Examination/ Board/University/

S. Degree/Diploma Institution L Percentage | Year of .
No. Passed s/ fayfaemea / Division of marks | Passing S%jgts
PH | Fefiof oter / feeht/ Bedic | et afes | aetof o
N Rwd

(12) Details of Employments: Please give particulars of your present and past employments
in chronological order, starting with the present one. (Enclose self-attested copies of
Experience Certificates from the Employer)

Tarafi BT fIaRor :HUAT 3O aaH adT G4 YaTsfi & [daru1 ST % (chronological
order) ¥ €, IFHM JaT J URW & §UI (FaiadT gRT SR} 3va THT0r U3t &t Tumford ufear
T DY)

S. Organization/ Position D%te. of Date' of Last/.Present

No. Institute Held J oining Leaving Bas1c Pray chle of pay
| . ; 91 H Q[T B ®i| Sifdw/ad s | ddqaH
gom GOV | U R R | m@ad
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(13) Additional Information: Applicant may mention here any special qualifications or
experience

Sffafved STHSRY: 3dcd T8l F13 A=Y TR T SFHT ST B Jhd &

DECLARATION,/SIYUIT

I hereby declare that I have carefully read and understood the instructions and particulars
supplied to me and that all the entries in this form and documents furnished by me are true to
the best of my knowledge and belief. I fully understand that if it is found that any
information/documents given in the application is incorrect/false/forged or if I do not satisfy
the eligibility criteria later, my candidature/ appointment is liable to be cancelled, and I shall
be liable for legal actions.

¥ TAEIRT 9IV0T SR/ § b B g9 UG fobe 7T =i $fR fqaron ot wagrigds ugr ¢k
T § U7 39 U0 H b mTu et ufafyat wd IR gR1 de fhu U aarde B gakiy STRaR SR
fayra & SFaR T8 81 & quic: efavia ¢ fob afe uran Siran & b smae vt & & 7 18 ot g /eedraw
e/ d/FexId § 3fyal afe § a1 § ural AFcs! &I Q1 gl dRdl/aRal §, a
IR/ fgfad fFRed &t o Tl § 3R H faftres srdargt & fog Savard JgmRg

Signature of the Applicant

3dGH b SHIER
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