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fesi®/Date: 12 October 2022

SI-Avx AT HEATH (TH.IALATE.) TLATY Hofl AT, AT TLHIE 6 aid T
TAZTAT AToq FEATH & ST o6 0T UF Fgitaa Alfaent § e & o q9iid g

The Harish-Chandra Research Institute (HRI) is an Aided Institution under the
Department of Atomic Energy, Government of India. The institute is dedicated to
research in Mathematics and Theoretical Physics.

TEAT (T30S, ) Farfia smens a2 =reft 9t g 9% o 3t Aot ot
TET % ford AT % TR AT | SATAEH ATHT FedT gl T&F &1 faaor FeErEr -

The institute (H.R.l.) invites applications from eligible citizens of India for the
following administrative posts to be filled by Direct Recruitment on regular basis. The
details of the posts are given below:-

el & Ao I A G | gy Ryagor (a1 daamrar
.ISN IName of Post | 51 / T far ) 31TEN)
o pl ATH _
e ame ot Fost | Number | Category IAge limit | Pay Details (as per VII
£ t (As on closing date CPC)
of pos of application)
1. e & st Teras / 01 JaRfEa / 40 I¥ / Yrs. U-dlgel / Pay Level 6
Personal Assistant to UR (¥./Rs.35400-112400)
Director
2. =g Hoft e / 02 1 IaRfEa 309y / Yrs. U-oldeT / Pay Level 4
Upper Division Clerk / (UR) (¥./Rs.25500-81100)
1 3150, S
/7 OBC
3. Hfag Ao RfE / 01 3. sfa 30ad / Yrs. q-Jael / Pay Level 2
Lower Division Clerk s OBC (®-/Rs.19900-63200)
4. Redl cehep / 01 AR / 30ay / Yrs. q-oael / Pay Level 2
Hindi Typist UR (¥-/Rs.19900-63200)
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Tt ST TTwa/Qualification & Experience:-

1.

fAeuUs & e geEd /
Personal Assistant to
Director

df&s Ieaar / Educational Qualification: Bachelor's degree from a
recognized university with a good command over English.

Speed in shorthand @120w.p.m. and typing @60 w.p.m. Experience of
working with personal computers (PCs).

IAJHT / Experience: Experience of 8 years out of which at least 5 years

are in the pay scale of Rs.4500-7000 or above as Stenographer in Central/
State Govt./AB/PSU.

3z gt faftes /
Upper Division Clerk

df&res Ideaar s/ Educational Qualification:Bachelor's degree from a
recognized university with minimum 55% overall marks in graduation.

Working knowledge of English and Hindi. Knowledge (proficiency) of word
processing and computer applications is essential.

AgHT / Experience: At least 3 years experience in an analogous post
or 5 years experience as LDC in Central/State Govt. office/AB/PSU.
Candidates should have experience in cash work including preparation of
pay bills and other contingent bills.

FHiag o s /
Lower Division Clerk

dfd H9gar / Educational Qualification: Bachelor's degree from a
recognized university.

Working knowledge of English and Hindi. Knowledge of word processing
and computer applications is essential.

3I9Hd s/ Experience: Knowledge of routine office procedures, financial

rules and office establishment. Experience in Central/State Govt.
office/AB/PSU willo be preferred.

fe=dY Ehep /
Hindi Typist

&6 JeIaT / Educational Qualification: Graduate degree from a

recognized university. Knowledge of Hindi & English Typing with 25 words
per minute speed.

Knowledge of word processing and computer applications is essential.

3qHd/Experience: Two years’ experience in Hindi typing work.

SYLEFT T&T & w1 {Gavor §eqs-1" % a1 2/Brief job descriptions of above
posts are attached as Annex-‘1".

Ty 9w ug o /| GENERAL TERMS & CONDITIONS:-

1) FART FeAlrF TRIAT TAT 9T FAqH 8l Fad 38 T FT AF AT § e THET

[ATEATERTE & TATH ST % HaTL Al gl

The prescribed qualifications and experience are the minimum required. Mere
possession of the same will not entitle a candidate to be called for test/interview.

TEATH & 99 I AT qierg g T a8 Bame § [fta Traar aur sqaa g (i
TRAAT/ATAT o LT T HITHT HEAT H SATAZHT il TLEAT/ATATTL o6 o7 AT

The institute reserves the right to restrict the number of candidates for test to a
reasonable limit on the basis of qualification and experience, higher than those
prescribed in this advertisement.

AT LRI o HIATTHTL A HAT § Fe TSI a0l AT

Age relaxation as per Government of India rules will be applicable.
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Frx FLHIY/ATST ALR/ATESAT & & ITHAN/CATITATH HeIE1 TATe § qa1a
ATAEH STIAT e 3= ATEAH F ASi| TAT, AeeT 9 Ggad § fooa & a9+ & o
ATAH THT ATTLTF HATART o T ATAGT T =l STUH T 9T Thd 2|

Persons working in the Central Govt./State Govt./Public Sector
Undertakings/Autonomous Bodies/Central/State Universities should submit their
applications through proper channel. However, in order to avoid the delay they
may send an advance copy of their applications along with the enclosures as
required.

TeqT w7 foelt ot srorar |t sEEs # BET F10 a970 A hd wA F ATIERT
qferT &

The institute reserves the right to reject any or all of the applications without
assigning any reasons thereof.

T off T @ Ul streed o qAT Al SEedd THIO-UAT AT S-S SSHT O
ST/ RIERITE SATR Hovd 7 T il (ofd § Siaas 957 Fil S 1hd HY (&7 ST

Applications incomplete in any respects and not accompanied with the relevant
self-attested copies of certificates/documents/photographs etc. will be summarily
rejected.

SY[TIh THET T&I % 9T F [0 AT GChTT 6 ATl 6 e 9 forfed 93rer ug
T TLHAT (MALTFHATIAT) F AT I FohAT AT FHlored AT (Faer fZeat eaeh

T2 2Q) § FAA TEAT Ioq FAT SR F7 Hear 1 8 4 | orq F47 7@ 1 =7+ forfera
TLTET o AT 9% &l g

The selection for above posts shall be carried out entirely through a Skill Test (if
required) and Written Test and as per norms of Gol. The Skill Test (only for the
post of Hindi Typist) shall only be qualifying in nature. The final selection for the
above posts shall be made only on the basis of performance in the Written Test.
TASITIT =T TIAT M €T & fgeal Ud ST faa<or § Ffs Frg fo=ar g ar v=t
T & SISt Jeheor &7 e g 7197 g

In case of discrepancy between Hindi or English version of the details of this
advertisement, the English version shall prevail.

e 9 €. 500/- (FI T GT ATH) T T SAAATST STTAT S STHE o6 ATAT &

TEATH % S @1d § Fhar S St f@ewr sreaed 957 0% [Afdese oo\ w39 gu
ATATSH AT THIIT il FATATOT T G & AT AqeT HAT H2| I FTFe “FLT-
T AT AT AN | & ZRIT| AT (AT AT 9[eh et AT aiferfa &
AT Al ThAT SITUAT T a7 gt fhet o strees a1 aher a1 =99 & o e &
AT T@T ST Tl gl i AT aad 957 (6T e o & T dal (haT ST
ATATSA SATET o & qIAATT g GEAT & 8% @Id & oo Fwaq g1 aqgi~a
ST/ & AR F g &S straeT o <F T8l g 9T 39 Fe g Sa Smd
THTU-TF STAGT & G €Ad HEAT gRIT FA=AAT G AT Agl gRIT a7 A" A< g
qhaT gl
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Application Fee Rs.500/- (Rupees Five hundred only) should be paid through
online mode in institute’s bank account or by bank draft payable in favour of
‘Harish-Chandra Research Institute’ payable at Prayagraj (U.P.). Bank transfer /
demand draft details should be mentioned in the application form and bank
transfer detail receipt should be signed by the applicant and attached with the
application form. The fee paid, shall not be refunded under any circumstances
nor can the fee held in reserve for any other application or examination or
selection. Application forms without the application fee will not be considered.
Details of bank account for online payment of application fee is given below. No
application fee is payable by S.C./S.T. candidates. For this relaxation, the
applicants will have to attach caste (SC/ST) certificate, failing which their
application may be rejected.

AAATSA [ STHT LA 2 TEATH o S TS T faawor /

Institute Bank Account Details for Online Transaction

Bank of Baroda
01 Name of the Bank HCRI Branch, Chhatnag Road, Jhunsi
Prayagraj-211019

02 | Name of the Bank A/c | Harish-Chandra Research Institute-Security

03 Bank IFSC Code BARBOHRIALL (5t Character is ZERO)
04 Bank Account No. 30070100011079
05 Alc Type Saving

10) SEET T FT IT=T Annex-2' T¥ 23T 1T g1 T3F 93 & T sraes o & 9T oIl l-
T ATdQd YA STHT h{AT _QﬁTlTl
The application form is given at Annex-2’.

11) T3 9 & {oIQ TF S 7F & AT (- AT SAGaT T STAT FHIAT IR THET
IR 9Q1 & [ 09T T 21 (o T97 T g G0 9 A1 it AT 3 Th ach
HAA T gl IS (g TLEAT & GOl Teff ST SAqE 1 Sraee Al

For each post, a separate application form along with separate application fee
shall be submitted. The examination for all the four posts will be conducted on
the same day and at the same time. Hence, an applicant can appear in the
examination for only one of the posts. Candidates should apply accordingly.

12) ST T3 STHT Fee hf offaw fafer 30.11.2022 2
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The last date for submission of application forms is 30.11.2022.

AT F9 5L / HOW TO APPLY :-

1)

ATAEF STIAT ATH, STEATAT, Terfors TRAAT, AqAT AT =< Annex-2' & o
HTET & H AL

Applicant should fill up his/her name, date of birth, qualifications, experience etc.
in format given in Annex-‘1".

dqaed 9 § RU M0 9 9% AT SF-ATHTHIior T ay qreae qrew w7 WA
RIERITE R 99T 39 T9-I9Tio7a 7|

One recent colour passport size self-attested photograph should be affixed on
the space given in the application form.

ATeET I % AT Fefors TAAT, S, TN, a9 (AT SATra/sAsia/ee fOgET
7 &1 Rafa #) zarts & 9 F o aft yarr-a=t & s=g-srfog staterfot afza
ATATH-TIT o T AFIT HATT e A-TAT ATAa HEd gl ThaT g |

Self-attested copies of the certificates in support of educational qualifications,
Age, Experience and Category (in case of SC/ST/OBC) should be attached along
with the application form otherwise the application may be rejected.

e o % 500/- (I~ SITA/SsITid % Seaahl &l B FT) STUH (& T

fawr % AqET AFATST AILAH ATAT S I 6 ATAH F ST H foraewr foaer
TG IT T gU SAAATSH TIIAT THTIT il ST ST 372aT A 5 STFE AGET I
& FT AT HAT H2 |

The details of application fee of Rs. 500/- (SC/ST applicants are exempted)
deposited through online transfer or bank draft must be given in the application
form. In case of bank draft, original draft must be attached otherwise a copy of
the online payment receipt duly signed by the applicant must be attached with the
application form.

e 95 I A & TF MR & Fa¢ TS GaT1 €&dr: 03/2022 97 98 &7

The envelope containing the application should be superscripted as “Application

for the post of ” and Employment Notice No. 03/2022".

T ®] F AL T G 97, Feforw AIdr, A, AqHT TATS F S-S THSTHTIOTT
STHTOT-9=1 T TTAferf™ 3 arer sreras s e v eifaw fafr fesiew 30.11.2022 v 919
5.00 st T Aferfed o o% a9 9gT S AT U1 SAET 95 6had g &9 7 Feqhf
% T gEATAY o AT gf AT ZRIT TAT FaFe, SHA TcATIQ | STHT ThaT 73T STaa STHT

ZITT| STeh, FITLAT TCATIQ o RO FTQ SATAET STHT i | Fls [9ad grar g ar uer ot
H A & o geame &t Fir RHERT Agi g N 9T Saee of Su<arl gl
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The application form completed in all respects along with the self-attested copies
of relevant certificates in support of educational qualifications, age and
experience etc. must reach to the address given below in a sealed envelope on
or before 5.00 PM on 30.11.2022. The application form will be valid only in
original with the ink signature of the candidate. Application forms submitted by
fax, email etc. will be invalid and are not acceptable. If there is any delay in the
submission of an application form due to post, courier etc., the institute will not be
responsible for such delay. The applicant will be solely responsible for such
delays.

FEF TR Acting Registrar
TUI-A7x ATHETT TEITH Harish-Chandra Research Institute
AT /T, T, Chhatnag Road, Jhunsi,
TS (A1) — 211 019 Prayagraj (Allahabad) — 211 019

TH USAIY G947 & dae § aaes fhet off T & e gq S (F9mEe),
TFAATE H -4 deanadmin@bhri.res.in 9% §9% FT & g

For clarifications, contact Dean (Administration), HRI by writing to the e-mail
address deanadmin@bhri.res.in.

HTART TWerET/Acting Registrar
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g3 q9-'1’ / ANNEX -1

JOB DESCRIPTION OF ADMINISTRATIVE POST(s)

Personal Assistant to
Director

Job Description: To upkeep the maintenance & records of the
director’s office with proper indexing. Drafting of the documents as
required by of the directive and ensuring their timely dispatch. To
maintain the routine schedule of the director. Additional tasks as
duly assigned by the director from time-to time.

Upper Division Clerk

Lower Division Clerk

Job Description: The job description for UDC/LDC are similar. UDC
being a senior position to LDC shall be assigned more
responsibilities than LDCs. The job profile of LDC/UDC shall be
multi-tasking in nature which shall be defined by the competent
authorities of the institute from time-to-time. The LDC/UDC may be
placed in different sections of the institute from time-to-time. They
have to work under supervision of the Sectional Heads. A few
indicative job-responsibilities are given below;-

a) LDC/UDC should have proficiency in MS Office such as Words,
PPT, Excel etc. They will have to look after the work Store &
Purchase, Establishment, Accounting etc from time-to-time and
may be required to work on GeM Portal (Government eMarket
Place Portal) for procurement of Goods & Service. Additional
tasks as duly assigned by the competent authority.

b) The job profile shall also consist of daily office tasks, e.g., to
maintain the office data, files and documents in a systematic
manner.

c) The other major task is to deal with the clerical work;
maintaining the work flow in the office, entering data on
computer, indexing, registering & maintaining file registers in an
efficient manner, receiving documents & maintaining the record
of the same, getting the important files & documents for their
superiors, typing official letters, notices, notifications and other
official documents;

d) Preparation of drafts and statements; making salary slips of the
staff; supervision of correction of reference books and any
other work duly assigned by the competent authority of the
institute.

Hindi Typist

Job Description:

a) Typing of all matters in connection with Hindi

b) Maintenance of files on various activities of the Rajbhasha
(Hindi) implementation

c) Submission of routine drafts and simple drafts of Hindi
letters

d) Any other work assigned by the competent authorities from
time to time

e) General assistance to the Hindi Translator / Administration
Section

Page | 07




geaqe-2' /| ANNEX - 2

TO-Avg ST HEITH
(TTHTI] AT FarsTT, AT |t
FAART AT, T, AW (TATETETS) — 211 019 (WTRA)
Harish-Chandra Research Institute

(Department of Atomic Energy, Government of India)
Chhatnag Road, Jhunsi, Prayagraj (Allahabad) - 211 019 (INDIA)

ATa<T T9=7 / APPLICATION FORM

Affix your self-
Employments Notice No.: 03/2022 attested passport
size color
photograph

Application for the Post of: ...

Fee Details:-

(a) Online Transfer Ref. No.

(b) Online Transfer Date

(c) Amount (in Rupees)

(d) Bank Name

1. | Name of Applicant

=<1 # (In Hindi)
In English

2. Father's Name

3. | Date of Birth
(DD/MM/YYYY)

4. | Age on the last date for

submission of application) Days _ Months_____ Years
5. | Gender (Please mark ) : Male / Female
6. | Marital status (Please mark ) | : Unmarried / Married
7. | Category

(SC/ST/OBC/UR)

8. | Physically Handicapped (Y/N)

[1]




If yes, nature of Disability and its

Degree.
9. | Mailing Address
(with Pin Code & contact No.)
10. | Email Id
11. | Permanent Address
(with pin code & contact No.)
12. | Educational Qualifications (Starting from 10t, 12t, UG & PG etc)
S. Academic Name of Year of Subject (s) %age of | Class/
No. Qualification Board/ Passing marks | Division
University obtained
13. | Experience : (Attach copy of proof)
Organization Post held Period Pay Level Nature of duties
From To (Scale)
01
02
03
04
05

[II]




Other details (if any) :

Hindi Typing Speed (only for Hindi Typist Post) : (words per minute)

Remarks: If anyone wishes to provide any additional/ relevant information or finds the above
space insufficient, he/she, may add an additional sheet to his/her application. These

sheel(s) should be properly signed by the candidate.

14. List of Enclosures :- Self-attested copies of the certificates in support of Educational

Qualifications, Age, Experience, Application Fee details (Original Draft or

online transfer acknowledgement receipt) should be attached along with

this application form, otherwise the application form may be rejected.
(1)
(2)
(3)
(4)
)
(6)
(7
(8)

~

Declaration: Certified that the information furnished above is true and correct to the best of my
knowledge and belief and in case the same is found false or incorrect my

candidature/appointment may be cancelled/terminated at any stage.

Signature of the Candidate

(Name:- )
(in Capital Letters)

[III]




