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This lnstitute intends to engage serv ices ofTrvo Office Assistant (Adnrn. ) ( Retd) on contracl & co-te1n inus

basis as per details given belorv;
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Name of
Post

Eligibilitv Criteria, Age and Remuneration (fixed) Date. Time
& Venue of
Interview

Tenure

Office
Assislant
(Admn.)

Post - 02

I Retired Assistant/ASO or equivalent in pay level-6/7
from Govt. of India,/State Govemment/ aftached and

subordinate Offices/ Autonomous bodies.

2. The candidates for the post ofOffice Assistant should

have wide experience of handling Central
Secretariate function like drafting, noting, budget.

Account related work i.e. preparation of monthly
emoluments, IT/TDS/GST related works. MACP,
PFMS, Tally etc. He/ She should have good

knorvledge of the Central Civil Service rules/
regulation, conduct/ CCS Rules/FR/SR etc. should be

able to handle the cases independently and should
have excellent communication and interpersonal

skills have knorvledge of Computer application such

as MS Word. MS Excel and Power Point etc.

aIFUAee Limit : Maximum age should nol exceed 64

years on the date of walk in lnterview.

cfftqfrs ifikIFI /Remuneration : Last Basic Pay

drawn minus Basic Pension plus TA as admissible

07.07 .2025

10.00 AM

RARI,
Poojapura,

Trivandrum

Initially for a

period of 6
months.

rvhich may
be curtailed
or extended

at the

discretion of
the

competent

authority.

No. of
Post

Elieibilitv:



lntcrestL'd candidates lrrllilling tlre tpalilications prescribeti abore are rcqt!'sted to appcar lil skill
tcsl,/ lntcr\ic\\ in thc ahove nrentioned addrcss. dale arrd (inrc. Applicants shoLrld bring tlreir [rio dala irr llre
prescrihetl lin-rrr11. t\\o passporl size ;rhotographs- sell'attestcti pholocopies ol'[)P(). I)ertsion slip and cerlilicate's

altrrrs rr ilh lhc oliginals lirl r clilieat iort.
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Tlre engagenlent rvould be purely on contlact and co tenninus at an)'tinre and no clainr lbr conrinuance or

regular appoirrtment rvill be entertained.
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No TA/ DA rvill be admissible for attending the interview.
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submission of bio data may be dorvnloaded fiom the Council's rvebsite www.ccras.rii: ir .
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BIODATA FOR THE POST OF OFFICE ASSISTANT (ADMN.) AT CCRAS- RARI, THIRUVANANTHAPURAM

PHOTO

Any other information

sl.
No.

Name & Address of the Candidate
with contact No. & email ID

Date of Birth Details of Experience Pay Level during
Retirement and Basic

Pension

Name of the

Organization u here
presentll emploped

Ile rn a rks

Date:
Signature of the cantlidate
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for action in case of furnishing of wrong information.


