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VIVEKANANDA COLLEGE, VIVEK VIHAR, DELHI-ll0095 

1. 	 Name of the Post: Administrative Office 

2. 	 Classification: Group-A, Ministerial 

3. 	 Scale of Pay: 15600-39100, Grade Pay-5400 

4. 	 Age limit: 35 years 

5. 	 Educational and other qualification required for direct recruitment: 

A) Essential: 

a) Good academic record plus Masters degree with atleast 55% of marks or its equivalent grade of 
B in the UGC seven pOint scale (5% relaxation in marks for SC/ST category) 


B) Desirable: 


a) 	 At least three years' experience in supervisory or equivalent cadre in a Group-B post in a 
government department/University/Educational or Research Institution/Teaching and lor 
Research experience along with proven administrative capabilities. 

b) 	 L.L.B or MBA or CA/ICWA or MCA or M.Phii/Ph.D qualification. 

NOTE: 

a) 	 The incumbent should possess good communication and analytical skills and aptitude for 
drafting/noting in English. Should be able to coordinate/liaise with other divisions/departments 
and participate in discussions with senior functionaries and Academicians. 

b) 	 He is expected to handle independently one or more functions related to Educational 
Administration/Examinations/General Administration/Purchase/Establishment/Accounts & 
Finance/Project management/HR/Legal. 

c) All the candidates for direct recruitment willbe required to appear in a written test to adjudge 
their ability of expression and knowledge of the administrative aspects relating to educational 
administration; the selection being based on the performance of the candidates in written test 
and interview. 

d) 	 The scheme of the examination including weight-age of marks for written test and interview and 
service record etc., as prescribed by the University from time to time with the approval of the 
Executive Council in this regard. 

e) 	 All the direct recruits should possess working knowledge of computers 

******** 



VIVEKANANDA COLLEGE, VIVEK VIHAR, DELHI-l10095 

1. 	 Name of the Post: Assistant 
2. 	 Classification: Group-C 

3. 	 Scale of Pay: 5200-20200, Grade Pay-2400 

4. 	 Age limit: 30 years 

5. 	 Educational and other qualification required for direct recruitment: 

Essential: 

a) 	 A graduate from a recognized University in any discipline with working knowledge of computer, 
and Diploma/Certificate of minimum 6 months duration in Computer Application/Office 
Management/Secretarial Practice/Financial Management/Accounts or equivalent discipline. 

OR 
Graduate Degree in Computer Application/Office Management/Secretarial Practice/Financial 
Management/Accounts or equivalent discipline form a recognized University. 

b) 	 Minimum 2 years' of Administrative Experience. 

a) The incumbent is generally expected to work under the supervision of Section Officer or 
Assistant Registrar/Assistant Controller of Examinations. He should posses an aptitude for 
drafting/noting in English and Office procedure should possess good communication and 
analytical skills and aptitude for drafting/noting in English and office procedure in a 
computerized environment and is expected to provide support services in one or more functions 
related to Educational Administration/Examinations/General 
Adminiostration/Hoysekeeping/Establishment/HR/legal/Purcahse/accounts & Finance/Project 
management/Public Relations. 

b) All the candidates for direct recruitment will be required to appear in a written test to adjudge 
their ability of expression and knowledge relating to their work. The selection being based on 
the performance of the candidates in written test and interview. 

c) The scheme of the examination including weight-age of marks for written test and interview 
etc., as prescribed by the University from time to time with the approval of the Executive 
Council in this regard. 

d) All the direct recruits should qualify a typing test in computer within one year from their 
appointment and before completion of their probation period. 

******** 
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VIVEKANANDA COLLEGE, VIVEK VIHAR, DELHI-II0095 

1. Name of the Post: Professional Assistant 
2. Scale of Pay: 9300-34800, Grade Pay-4200 

3. Age limit: 30 years 

4. Educational and other qualification required for direct recruitment: 

Essential: 

a) 	 M.lib.Sc/MUSc. Or equivalent with 50 percent marks. 
OR 


Masterls Degree in Arts/Science/Commerce or any other discipline with 50% and 

B.lib.Sc./B.l.I.Sc. with 50% marks. 


b) 	 Computer Science paper at Graduate/PGlevel or six months Computer Science Course 
from a recognized institution. 

J()b Dcscr~ption:_ 

J. 	 To perform under the overall su ervi-j . ' . 
section and assislino them' . p l> on of th·! m-charge of !he celli Ullill 

.., M. . b III roulme work; . .... 
emberslup and Circulation work Perfo . . . . ... 

the Membership and C' I' nmng.. supervlsmg and coordmatmg 
the No DuestClearuncc'C

rcu I~tli,on work of different ca.tegories of staff: lssuing 
... . . . 	 cr., Icotes; . 
J. 	 ACqu~lttOD Work CompJ {' d . . . 

of books and o(he' d . e Illg an venficatlon of the bibliograpl1ical details 
r ocuments before praces' th

approval by A.UD L ILibr '.' s.w.g. e same. for purchase an.d 
.: anan, mamtenance of records and correspondence

]5' 	 . , 

/ 



Rcc~i\ in:,? buoks on approval a:1d 011 confirmed order and bills and checkinQ, 
\\ ilh Purchase orders: Initiating correspondence within the U li\'crsit\' and '.vit\; 
:;upplil.'rs; accessitlnillg of hooks whencvcr required: mainlaiLing, Ihl:~ hudgetary 
itlll1~aIIOI1:i and recol1ciiiationof ac..:ounls witli Finance Division.: Initiation or 
nnlCs for advances. adjuslnH:~l1s. opening of I.e. foreign DO e:~.: 

-1. Pl'riodkllis wutk: Sllikiting·:.;uggcstioll:i t~lr 1'I.:l1cwlll und illvi ing/ l'I:ccivillg \\)r 
subscription or periodicals and their pn)cessing. ; Completing .. no vcrilication of 
bibliographical details before placing order for sUbscription. If periodical:; and 
electronic databases; Placi.ng orders for subscription of perindicals. electronic 
databases: maintaining and controlling the budgetary allocations. issuing 
reminders for non-receipt of loose issues of periodicals; passing the bills lo~ 
payments; display of loose issues: tendering work for binding {,I' books and \ 
periodicals; placing the orders for binding of sets of periodicals _ 

5, Technical Processing Work: Classification, cataloging and preparing. lhe data 
sheets: subject indexing: metadata preparalion and Content develop:nent: editing , 
of cataloging and classification entries; downk)ading and uplcading data of the 
processed books: Database maintenance and re:tification:. 

(\. Maintenance of Statistics of various nature; report generation bQ;th manual as 
well computeriz.ed: 

7. Reference and Referral Work: Anending the Reference queries both .and 
providing information scrviccs bOlh frol1l print as well as \Veb-rc$ource~: 

bibliographical services on demand and ill anticipation; assisting in the 
orientationl infvnnation literacy and competency programmes; lnter-:-library 
loan services and maintenance of records; upkeep and development of reference 
colleclion~ 

8. Providing the Internet Access services, attending to e-mails and lIndcnaking the 
maintenance of the Hardwarel softwarel otherperipherals; 

9. Perfonning Opening and Closing work: 
10. Secretarial Work: Maintenance of files, record .., registers, stationery items, 

consumables required in .the cellI unit! section. 
II ~ 	 Stock verification of books. periOdicals and pther document and permanen~ 

store items 
12. 	Maintenance oflegal documents. 
13. 	Maintenance of the Library Building,; 
14. 	Attending morning, evening and holiday duties as iupervisors of shift. 
15. 	Any other jobs assigned from time to time 

-'
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VIVEKANANDA COLLEGE, VIVEK VIHAR, DElHI M ll0095 

1. Name of the Post: Semi Professional Assistant 

2. Scale of Pay: 5200-20200, Grade Pay-ZBOO 

3. Age limit: 30 years 

4. Educational and other qualification required for direct recruitment: 

Essential: 

a) Graduate in Arts/Science/Commercequalification with 50% marks. or any other disciplin'e or any other higher 

b) B.lib.sc./B.l.I.sc. with 50% marks. 

c) Course in Computer application in Graduate or
from a recognized institution. 	 . PG level or 6 months Computer Course 

Job DescriptionI. Membership and Circulation Work: Registration of members ( Manual or 
Integ.rated System)~ Maintenance of membership records; issuc;Retum arid 
Renewal of books, text books and other document5.; ReservationlRecalHngllssuin'& 
('If rcminder of books, text books and other docume:nts; Collection of over due 
charges; preparation of no du~sl clearance certificates; Maintenance,of inter-libra!) 

loan transaction records 
Acquisition Work: Preparing purchase orders: Checking of duplication of books 

and other documcnts: Checking the purchase order of books, text books und 
documents in other media; receipt of books etc: on approval and on confirmed 
orders; filing of purchase orders;Bil\ preparation for payment; Certifying the Bills: 
Maintenance of Bill registers and expenditure register. Accessioning ofBooks~ 
Transfer of books and other docU.ments for technical processing 

3. 	 Performing Data Entry operations; . 
4. 	 Periodicals work: Order! reneWal of periodical subscriplions wherever required; 

Anending. typing, Xeroxing and Data Entry operations Registering' the current issues 

13 
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\)\ pl.!riodicals (manual and compuh.!riz~d): ~k)\vlllonding anu uploading p~ril)di~als ~M'\..'". 

data: Reminders for non-receipt of periodicals; Preparing bills for payment of 

subscriptionl adjustment of advance; Display ofcurrent issues of periodicals 

wherever required~ preparing the loo?e issues of periodicals into a set for binding: 


5 	 Performing. the Scanning jobs and 3flending to e-mails; 
(l 	 Tl'dtnical Processing work: Attending Iypmg, Xeroxing and Data Entry 

uper;!! ions: I'r",--io~l.aIHI. I:Hlilltcnance (11.' shelf guides, bay gu ide~: Spine lab.:!, 
thl0k card. dllJdateslip \Hlllllg: dowilloadlllg and uploadmg data 01 the processed 
books: filji)'~ of cataI0'~lIe cards wherever required. 

7 Preparation of binding list of books and periodicals; accessioning the boun.d 
\olllmes of period icals: processing the bills of binders. 

R Preparing Ihe list of documents for weeding out; 
\) l !pkl..'cp and providing. services from the ThC'ses and Oisscl1alil)lls. ran.: hooks and 

\)!her reserved c~)lkction. 
10. 	 Assist in Referencel Referral services: 
I I. Library Services to users with special needs: 

12 Performing the stock verification.'" 

13. 	Secretarial Work: Data entry op.:rations; noting, drafting, veriiie :ltion arQ:I scrutiny 

01" records relating to library establishment, maintenance of files and records: staff 
sa lades: other miscellaneous payments. stores, personal records. Ie ave r~cords etc: 

14. P~rfortning Moming,.evening an<;l holiday duties; 

I S. All other such jobs as may be assigned.from time to time 


/ 
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VIVEKANANDA COLLEGE, VIVEK VIHARp DELHI-II0095 . 

1. Name of the Post: Library Assistant 

2. Scale of Pay: 5200-20200, Grade Pay-2000 

3. Age limit: 30 years 
4. Educational and other qualification required for direct recruitment: 

Essential: 

a) Passed Sr. Secondary or Equivalent examination conducted by state borad of 

Education/University/Govt. recognized institutions. 
b) Certificate in library Science/library and Information Science from a recognized 

institution; 
c) Computer Course in Sr.' Secondary level or basic course in Computer Science/word 

,.. 	 processing from a recognize institution . 

.. 
"I 

Note: The incumbent in generally expected to un::l.crtake the following 
duties: 

1. 	 Secretarial Jobs: Performing the administrative and financial jobs in 
respective units, sections(e.g. secretarial jobs, dairy, dispatch, 
recording of files, maintenance of files and records; typing and 
cutting of stencils, data entry work, and attending to jobs at Banks, 
Post Offices, Departments, Administrations, Finance etc.) 

2. 	 Display: books, newspapers, periodicals (both loose and bound 
volumes) and new arrivals, documents in other media, 

3. 	 Shelf rectification: Putting and rectifying books, periodicals (both 
loose and bound volumes), and documents in other media, 
according to classification scheme followed in the library. 

4. 	 Performing the Data Entry Operation; 
5. 	 Assist users in searching books and periodicals (both loose and 

bound volumes), and documents in other media and findi/tracing of 
misplaced books and periodicals (both loose and bound VOlumes). 

6. 	 library serviCes for users with special needs; 
7. 	 Preparation of books, periodicals, newspapers and other documents 

including searching out the damaged:books and periodicals for 
binding; 

8. 	 Physical preparation of books, bound volumes of periodicals, 
newspaper, and documents in other media: Depending on the 
reqUirements, writing on the book plate, book tag, due date slip, I 
spine tag etc. JI 

9. 	 Performing the job of Xeroxing, preparing se~?f__..__.___ 

23 



I cyclostyled/Xeroxed copies of sets documents for circulation: 
10. 	 Performing the Scanning work and attending to e-mails;I ~, 11. 	 Printing of bar code labels and magnetic ships etc. ,. 
12. 	 Covering and removing the dust covers from the computer while 

closing and opening the library Uriit, section respectively. 
13. 	 Performing other library oriented jobs such as printing multiple 

library catalogue cards, charging/discharging books and periodicals 
manually and through Integrated Online Membership and 
Circulation System, recording overdue books, issue of reader's 
tickets and cards writing work and other jobs related to library 
books and journals. 

14. 	 Performing holiday and weekend and shift duties. 
15. 	 All other such jobs as may be assigned from time to time. 



.r_ 4 

VlVEKANANDA COLLEGE. VIVE'K VIHAR. DELHI-ll0095 

~ 
1. 	 Name of the Post: Library Attendant-MTS 

2. 	 Scale of Pay: 5200-20200, Grade Pay-1800 

3. 	 Age limit: 27 years 

4. 	 Educational and other qualification required for direct recruitment: 

Essential: 

10tha) 	 Passed or equivalent examination frecognized institut' rom any state education board or Govt. 
Ion. 

b) 	 ~:~~~~:~. in Library Science/Library & Information Science from a recognized 

Desirable: 

a) 	 Computer as a subject. at Secondary Level Institution. 	 or Basic Course in Computers from any 

Job Dcscription:

i. 	 Dusting: books, periodicals "both loose and bound volumes), docllments ill other 

media, shelves, chairs, tables, etc. ~-
.., 	 Shelving and Display: books, newspapers, periodicals (both loose and bound-

volumes) and new arrivals, documents in other media. 
3. Assist in Opening I Closing of the Library; . 

J Manning the Check Point! Property Counter; 

S..	Shelf rectification: Puning, rectifying and shifting of books. periodicals (both loose 

and bOl-lnd volumes), and documents in other media, the signage according to 

classifiCation scheme followed in the library. 
6. 	 Arrangement of chairs, tables in respective units, sections and in the reading halls; 
7. 	 Assisting users in searchlllg books:' periodicals (both loose and bound volumes), ~nd 

docum~nts in other media and finding It racing of misplaced books and periodicals 

(bothloose and bound v0ILlI11CS) etc. 	 . 
8. Library services for users with special needs: . 
(). Physical .prcparatinl\ III' blUks, bound vnlul11cs of periodicals, l)c\vsp,ipers, and 

Jl.lcumcllts ill other IlH:J ia: Ikpclll\ing. Oil the n:ql1irCmcllts slumping. opcniitg. of \h~ 
packets, pasting, book plate, book label, bo~k pocket, boo~ tag, due date sllp alid 

writing, on the spine t..lgs. . 
10. Undertaking Xeroxing work, preparing sets of cyclostyled I Xeroxed copies of sets 

documents for circulation; . 
II. 	Shifting of books and periodicals,' alld documents in other media from res;>ective 

sections to the Slacks and other places. 

,'-. ~; ~ .. 
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12. 	Searching out the damaged books and periodicals, n' ending them and preparll1g 
them for binding; 

13. 	Pasting of bar code labels and magnetic strips on books. periodicals etc .. 
14. 	Covering and removing the dust ,covcr:; from the cumplller while closing, and 

opelling, the library unit, s<!clion respectively. 

IS. Collection ofparccls from Rail, Road and Air elC. 


16. Anending 10 administrative and finaf~cial jobs in re~pective units. sectiolls (e.g. 
~ attciiding 10 jobs at Bank/Post Office/Departmems & Administrl1lion, Finance. 

dispatch, messengers job etc.) 

t 7. Anending holiday and weekend and shift dUlies 

18. 	 AII other slich jobs as may be assigned from time to tin'e. 

10 




VIVEKANANDA COLLEGE. VIVEK VIHAR. DELHI-ll0095 

1. 	 Name of the Post: Sr. Technical Assistant 

2. 	 Scale of Pay: 9300-34800, Grade Pay-4200 

3. 	 Age limit: 30 years 

4. 	 Educational and other qualification required for direct recruitment: 

Essential: 

a) 	 A Postgraduate degree in the relevant subject with two years' experience in relevant 
field 
OR 

A bachelor degree in the relevant subject with three years' experience as Technical 
assistant or Scientific Assistant or inan equivalent position in Laboratory of a University 
or a College/R&D Institution under State/Central Government. 3 year diploma in 
relevant subject with 7 years' experience in Laboratory of a University or College/R&D 
Institution under State/Central Government. 

All the direct recruits will be required to appear in a written/practical test to adjudge their 
professional/technical knowledge as per the requirement as per the requirement of the 
post. The selection shall be based on the performance of the candidates in the 
written/practical test and interview. 

******** 



VIVEKANANDA COLLEGE. VIVEK VIHAR, DELHI-ll009S 

1. 	 Name of the Post: Computer Lab Attendant- M.T.S 

2. 	 Scale of Pay: 5200-20200, Grade PaY-1800 

3. 	 Age limit: 27 years 

4. 	 Educational and other qualification required for direct recruitment: 

Essential: 

a) 	 Should have passed Matriculation (10th
) or an equivalent examination with Science 

subjects from a recognized Board. 

All the direct recruits will be required to appear in a written test to adjudge the basic 
knowledge as per the requirement of the post. The selection shall be based on the 
performance of the candidates in the written test and interview. 

******** 



VIVEKANANAD COLLEGE 
(UNIVERSITY OF DELHI) 

Please paste duly 
VIVEK VIHAR, DElHI-ll0 095 

attested passport 

size photograph 

here 

Application form for Non-Teaching Post 

Post applied for .................................................. : ...... Advertisement Date ............................................................ . 

Name of the Newspaper .......................................................................................................................................... . 

Particulars of Candidate: 

1. Name (in BLOCK LETIERS)............................................................................................................................... . 


2. Father's/ Husband Name ............................................................................................................................... . 


3. Mother's Name .............................................................................................................................................. . 


4. (i)Date of Birth (in figures) ............................................................................................................................ . 


(in words) ............................................................................................................................................................ .. 


(ii)Age: ................ Years ................. Months (as on date) .................................................................................. .. 


5. Category: .............................................................................................................................................................. 


6. Nationality ........................................ Male/ Female ..................... Married/ Unmarried ........................... . 


7. Postal Address .................................................................................................................................................... .. 


Pin Code .......................................... ~hone No....................................................................................................... . 


8. Permanent Address ............................................................................................................................................ . 


Pin Code .......................................... ~hone No........................................................................................................ . 


9. Educational Qualifications 

, Examination Name of the School/College Division with Year of Subject 
Passed University/Board Attended Percentage Passing Offered 



10. Experience: 

in which 	 Total Period 
i worked/working I 

! 
..-.. 

From To 

I 

I 

I 
! 

! 

11. Do you possess computer Skills? If Yes, give details ..................................................................................... . 


12. Typing Speed: Hindi: 	.......................................... (words per minute) 


English: ....................................... (words per minute) 


12. Have you applied for any other post in the College? YES/NO 


If yes, state the name of the post .......................................................................................................................... .. 


13. Registration Fee: 

Amount: .................................................... Bank Draft No.: ..................................... Date: ............................... . 

Bank Name: .............................................. Branch 1\1 a me: ................................................................................. . 


(Draft will be made in the name of PRINCIPAL VIVEKANANDA COLLEGE payable at Delhi) 


14. Indicate the time you will require to join, if selected ........................................................................... .. 


Date ............................................ . 	 Signature of the Applicant 


Declaration: 

I declare that all the statements made in the application form are true to the best of my knowledge 

and belief. 

Date ............................................ . 	 Signature of the Applicant 




For Applicants in Employment: 

Forwarded: The facts stated in the above application have been verified and found correct. 

Date ............................................ . 	 Head of the Department/Institution 


!\Iote: 

(i) 	 If selected, the original certificate along with attested photocopy of each must be produced 

at the time of joining. 

(ii) 	 One passport size photograph should be pasted on the application form. 

(iii) 	 The incomplete application form will be rejected. 

(iv) 	 No TA/ DA will be paid for attending the prescribed tests and interview. 

(v) 	 If at any stage during your service it is found that the documents submitted by you in 

support of your qualifications etc. are not genuine/ correct, your appointment is liable to 

be terminated automatically 



--

Iloexure I 

ate of Exam 


Q. Paper's Code/Set No. System No.: 

University of Delhi: Annual Practical Examination, April,2014 


B.Com.-IIIYear _n"A,,,~~~i 
Paper XIII - Part B: Computer Applications in Business C~"TV' 1.J 

EVALUATION SHEET ' 	 Ce.JL.-
+ 
S~{I ' 

~~. (V\4>.tV-

Name of the College 
..Internal Examiner's Name 

, Name of the Candidate 	 Exam. Roll No.: 

r_. 

!fI!'CM,. <"-c. " 	
, 

" ... 

I 
. Marks Max.'

Descriptions 	 . 
I

SI. ObtainedMarks 

t
No. 

3Machine Handling (3 Marks) 
" 

121 _,II lUi! : 11 i. 	
, 

. ~ 
. 

Financial Format (2) + Use of Correct Function and Accuracy (5) + Layout of Work 


Sheet (3) + Generalized (2) 

I 
I 

-----~~. 

10 
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Statistical Format (1) + Graph (2) + Use of correct functions and Accuracy (5)' + 


of Work Sheet (1) + Generalized (1)


i 

Grand Total 

-
In Words: 

Note: 

1, 	 Marks in Total are required to be given under each head(s), Individual marking of items are not 
needed. " , ' 

2. Only award list is required to submit to the Examination Branch and not the evaluation sheets. 
3, C D of Practical Exam to be maintained by the College. . ' 

Signature:, 

" 


