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SHORT TITLE AND COMMENCEMENT:1.

1.1

1.2

2 DEFINITION:

In these Rules, unless the context otherwise requires: ,

2.3

2.6
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These Rules shall be called ’’Cadre Recruitment Rules for appointment on Non
Teaching and other Academic Posts, 2022 of Shri Lal Bahadur.Shastri National Sanskrit 
University, New Delhi.
These Rules shall come into force with effect from the date of issue of notification by the 
University.

Shri Lal Bahadur Shastri National Sanskrit University 
(Central University)

B-4, Qutab Institutional Area, New Delhi-110016

d^^^iy^fjcptl er than the teachers 

VERIFIED.

Ordinance No. 16 
On the 

Cadre Recruitment Rules for appointment of Non-Teaching and other Academic 
Posts- 2022

The Executive' Council of Shri Lal Bahadur Shastri National Sanskrit University, New Delhi 
in exercise of the powers conferred under Section-29(2) of the Central Sanskrit Universities 
Act, 2020, in supersession of all existing recruitment rules of the Executive Council in this 
regard, hereby frames the following rules for regulating the recruitment to the Non-Teaching 
and Other Academic Posts in the University under Ordinance No. 13.

?§rTHfW/Registra|
rlltf fcTSqiqejlciM

Shri Lal Bahadur Shastri National Sanskrit University
H f^t-110016

B-4, Qutub Institutional Area, New Delhi-110016

‘Act1 shall mean the “Central Sanskrit Universities Act, 2020” as amended from time to time. 

‘Executive Council’ shall mean the Executive Council of Shri Lal Bahadur Shastri National 
Sanskrit University, New Delhi.

‘Appointing Authority’ in relation to any post in the University shall imply the authority 
competent to make appointment. to that post under the Act/Statute/Ordinances/CRRs/ 

...Regulations of the University as amended from time to time.

2.4 ’Cadre’ shall mean the strength of service or a part of service sanctioned as a separate unit.

2.5 ’Departmental Candidate’ shall mean the employee working on regular basis in Shri Lal 
Bahadur Shastri National Sanskrit University, New Delhi against a substantive post in the 
University but docs not include an employee working on ad-hoc, daily wage, contract, or 
temporary basis.

‘Direct Recruitment’ shall means the recruitment made other than by promotion, deputation or 
•absorption.

’Government1 shall mean the Government of India.

‘Non-Teaching Employee’ shall mean an employee o
of the University.
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thereunder or in 
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to a person shall mean a
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person appointed to any post on

expressions, used herein, but not defined in these Rules, unless the 
------ ...j same meaning as they have been assigned in the 

Statutes, Ordinances and Regulations made 
— -- ----i-ab amended from time
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Backward Class, ‘PwBD’ shall mean
Economically Weaker Sections.

2.20 ‘On Probation’ with relation r
probation as specified in these rules.

‘Substantive appointment’ shall mean appointment on a substant.ve post on regular basis 
including on probation followed by confirmation. P g

2’22 mLSrcon^rionVr'enCe’ WhereVer PreSCnbed ‘heSe ruleS f0r direct recruitment shall 
Xd on such CZ7 ‘t0 any '’“s*Sha" inC,Ude ,he Per°d WhiCh the PCrS°" haS

(b)'STrice 7 Experience’ where™1' prescribed under these rules fo.- promotion shall mean a 
condrtton for promotion to any higher post, shall include the period which the person has 
continuously worked on such lower post on regular basis. P

2'23 f^"  ̂ mean the aUth°rity C°mpetent t0 ~ p°-s and

2.24 All other words and i
context otherwise requires, shall have the

Central Sanskrit Universities Act, 2020”.
the relevant rules framed by the Government of Indi*

Librarians, Directors of Physical Education and Sports.

2.10 b^Uand!h7iCe?ha|ll7’T the Service rendered by an emPlcyec 'P the cadre on regular 
basts and shall not include the service on contract/daily wage/temporary/ad-hoc basis

2.11 'Schedule' shall mean the Schedule(s) appended to these Rules.

242 C0"miAee' Sc a" mean 3 “’"’P05"10'' of members of Selection Committee as
specified in the Act, Statutes, Ordinances, UGC Regulations, Guidelines or the Cadre 
Recruitment Rules of the University.

2-13 DelXeX1 Ppr7ni7 Com"littee artd Confirmation Committee shall mean
Departmental Promotion Committee and Departmental Confirmation Committee 
respectively, as defined in the Schedule-Ill.

2-14 ‘°5dinan“s' a"d .‘Regulations’ shall mean, respectively,, the ’Statute’, ‘Ordinance1
time g 7s 7 Un,versi,y under "Central Sanskrit Universities Act, 2020”, for the 
time being in force and as amended from time to time.

2'15 ^nihVrr|^’ Sha" ™ean S,hri Lal Balladur Shastri National Sanskrit University, New Delhi 
established under Central Sanskrit Universities Act, 2020”.

2.16 ‘Age’ shall mean the upper age limit as specified in the Schedule-!.

2.17 ‘Notified date’ shall mean the date specified in the Notification.

2.18 ‘UGC’ shall mean the University Grants Commission established under the UGC Act, 1956.

2.19 ‘SC’ shall mean Scheduled Caste, ‘ST’ shall mean Scheduled Tribe, ‘OBC’ shall mean Other 
Persons with Benchmark Disability, EWS shall mean



EXTENT OF APPLICATION:3.

3.1

3.2

CLASSIFICATION OF POSTS:4..

5. SCHEDULE:

APPOINTING AUTHORITY:6.

Trie Appointing Authority in respect of various posts in the University shall be as under:

Posts

A.

Vice-ChancellorB.

METHOD OF RECRUITMENT:7

J

8.

as

I

The ,number of posts, with classification, Pay-Matrix, details of qualification, experience, 
method of recruitment, age limit, etc. for various posts and any other information relevant to 
these posts are specified under Schedule-1, II, III and IV.

AUTHORISED SANCTIONED STRENGTH OF POSTS UNDER VARIOUS
CADRES: ____________

These Rules shall apply to all appointments of non-teaching posts including Other Academic 
Staff on regular/tenure/deputation/promotion basis by the University as the case may be. 
Instructions issued by the Govt, of India/UGC regarding appointment, conditions of service 
and admissible emoluments etc. of the non-teaching employees and other academic staff 
from time to time shall apply mutatis mutandis with due approval of the Executive Council.

Cl
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4.1
4.2
4.3

7.2.

7.3.

Appointing 
______Authority 
Executive Council

The recruitment to various posts shall be made by the Appointing Authority by the following 
methods:

7.1. Direct Recruitment
Promotion
Deputation/Absorption

7.4. Tenure Appointment

For all the remaining Group- A, B, and C posts other than as 
mentioned at A above. 

Group-A- posts mentioned in Statute 20 (1)*

‘Statute 20 (1)- There shall be Selection Committees for making recommendations to the 
Executive Council for appointment to the posts of Professor, Associate Professor, Assistant 
Professor, Registrar, Finance Officer, Controller of Examinations, Librarian and Principals of 
Colleges and Institutions maintained by the University.

Group ‘A’ (Pay Level 10 and above)
Group ‘B’ (Pay Level 6 to 9)
Group ‘C’ including Multi-Tasking Staff (MTS) (Pay Level 1 to 5)
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8.1 The authorized sanctioned strength .of the posts under each of the cadr,es 
notification shall’be as. specified imScheduled-I under these ru'e/ 

I ! ___ f
. ... -J / Registrar ]

# W Wf IWmicM 
bnn Lal Bahadur Shastri National Sanskrit University 

f^T-110016 
B-4, Qutub Institutional Area, New Delhi-110016 

MiSl'



£

9.

9.1

9.2

10. INITIAL CONSTITUTION:

10.2 The regular continuous

11.

I.

Note:

(a)
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apphcaho" forms along with the details of qualifications, experience and other requirements 
hd pr0Cf|dureS 10 be Prescribed by the university and submit the aoolications duly 

'ti^d td r '" reSPeC,S g Wi’h ‘he preSCribed application fees, if any, within the 
2!iipuiai€Q rime.

in accordance with the prevailing rules i.e.
I be deemed t? have been appointed in

8.2 After notification of these rules, any new post sanctioned by the UGC/MOE from time to 
tone shall be added to the authorized sanctioned strength of posts under respective, cadres 
with due approval of the Executive Council of the University.

FUTURE MAINTENANCE OF THE CADRE/POSTS:

£ "ef"Ce 7 CO5‘r of adwr,isemen‘- m‘y essential details of the recruitment 
including the closing dale of the application shall be indicated in the advertisement The 
closing date may be extended at the discretion of the Vice-Chancellor depending on the 
'have^h0^ S‘'U.a“°n- by, notify‘̂  on the website only, for which the interested candidates 
have io be in constant touch with the website of the university

(b) In addition to the provisions mentioned at Para 11 (lfab0Wr.the University at its discretion 
"edfotP^t "K fnployl"enl Change to sponsor c. mMd^fm^aas per the prescribed 
educational qualifications, experience etc. ■ • \ M I lr'T\l .
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10.1 The employees holding the posts on regular basis i; 
prior to the commencement of these rules shall 
accordance with the provisions of these rules,

. . . , . . , serv,ce of personnel mentioned under sub-rale (I) prior to the
initial constitution shall count for the purpose of probation period, quailing service for 
promotion, confirmation and pension scheme as applicable in the service.

PROCEDURE TO BE ADOPTED FOR RECRUITMENT:

ISSUE OF ADVERTISEMENT:

All the appointments made through the method of recruitment, mentioned under Rule-7 
above m the University after notification of these rules, shall be made on v in accordance 
with the provision of these rules. The Executive Council may add any other posts and/or 
Cadre as; ancI when any new post/cadre is sanctioned by UGC / MOE. In case of sanction of 
new post(s) by UGC/MOE, necessary procedural formalities such as framing of recruitment 
rules of such posts (wherever necessary) have to be made and approval of the Executive 
Council is required to be obtained. The Executive Council may abolish any post as per the 
provisions of the Central Sanskrit Universities Act, 2020. However, for conversion of any 
post to another post prior approval of Executive Council and UGC shall be required.

The seniority of the employees borne in each cadre/post specified in foese rules shall be 
maintained by the Registrar of the University and/or other officer authorized for the purpose 
by the Competent Authority. Not with standing anything contained herein, any class or 
category of posts and incumbents thereof may be 'placed in any of the offices or 
establishments, as the case may be, by general or specific order(s) of die Vice-Chancellor or 
the Registrar.

I Registrar 
eft
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TIME LIMIT FOR RECRUITMENT PROCESS

APPLICATION FORMII.

l.;
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the closing date, subject to production of proof to his/her satisfaction that the application 
along with the enclosures and the remittance details, if any was posted by the candidate on or 
before the closing date. •

• In case the closing date is a holiday, the next working day shall be treated as the closing date. 
Incomplete applications and applications not submitted in the prescribed format, not with the 
prescribed fee, self-certified enclosures, etc. shall be summarily rejected.

(e) The application should be addressed to “The Registrar, "Shri Lal Bahadur Shastri National 
Sanskrit University, New Delhi” in a closed cover superscribing "Application for the post of

The university may ensure that the entire recruitment process including and starting from 
advertisement, conducting written examination or holding the interview may be completed 
within six months. (Ref: DoPT O.M.No.Misc.l4017/15/2015-Estt (RR) dated 11.01.2016 
duly forwarded by UGC to all central universities vide letter No.F.74-1/2017 (CU) dated 16th 
October, 2017).

Provided that, if in the opinion of the Vice-Chancellor, the circumstances so warrant, he/she 
may extend the time limit for the recruitment process by a maximum period of six months.

(a) Candidates shall be required to download the application forms from the website of the 
University or submit the applications in the prescribed format online.

(b) Applications for all the posts shall be entertained only in the prescribed format 
(Online/Offline), along with the prescribed fee, payable in favour of the Registrar, Shri Lal 
Bahadur Shastri National Sanskrit University, New Delhi through online/offline payment.

(c) The schedule of charges for the application form and the prescribed fee shall be determined 
by the Vice-Chancellor, from time to time. Concessions in application/processing fee, 
wherever provided, shall be as per Govt, of India norms.

(d) Receipt of applications after the closing date:

• The closing date for receipt of applications shall ordinarily be 30 days from the date of 
release of advertisement on the university website. However, the Vice-Chancellor may, at his 
discretion, decide the extension of the closing date for receipt of applications, keeping in 
view the exigency of the situation before the closing date is over. Incomplete applications, 
and the applications received after the due date, shall not be entertained.

• The Vice-Chancellor may, however, allow the acceptance of any application received after

(f) Holding of Written/Skill Tests:

• While filling up the posts under direct recruitment, the University shall hold the written 
and/or Skill tests for all Group “B" and "C" Non-Teaching posts.

• The written test may comprise Reasoning Ability, Simple Arithmetic, General Knowledge, 
Domain Knowledge of the Establishment, Accounts, Examinations, Language proficiency in 
English and Hindi, etc. wherever applicable, noting and drafting etc. and/or skill tests, or any 
other type of test depending upon the job requirements (such as posts under 
Technical/Laboratory services, Engineering, Information and Communication Technology, 
Library services etc.) to be decided by the University.

• The University may conduct written tests in two stages (i) an objective type test (Paper I) 
carrying 100 marks, and (ii) a descriptive-type test (Paper 11) carrying 100 marks.

• The minimum qualifying marks to be secur;ed/11f Paper I ^Mrb^lW^The answe r
.. f v FRegistrSfT
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(h)

(•)

(i)

12.

the

12.2 The recommendations of the Selection Committee shall

13.

14. AGE LIMIT:

15. RESERVATION OF POSTS:

Arfiii

The upper age limit for appointment to various posts shall be as specified in the S'Tedule The 
crucial date for determining the age shall be the closing date of the application.

I
I

15.1 The University shall strictly follow the instructions of the Government of India in respect of 
reseryation/relaxahon/concessions to various categories in recruitment/promotioDSr-^c:--- -
pertaining to age, qualifying marks, experience/fees, etc. as amended from time Cf

6 \ verified
... 7'? • «^<ntir«i4 /Registrar |_ ***

.;w ^151
.::.<nHdShn l£ BahadurShastri National Sanskrit University

 • 4H w wiPhF alsr, f^fr-H0016
B^Qutafrlnstitutional Area, Now Delhi-11001R.

COMPOSITION AND FUNCTIONS OF THE' SELECTION COMMITTEE:

]2J . C°mJP.0siti0n„ of Selection ..Committee shall be as prescribed in
Statutes/Ordmances/UGC Regulations/Notifications/Guidelines/Schedule ofCRRs.

!2.2 The recommendations of the Selection Committee shall be submitted to the Appointing
Authority for consideration and approval. 6

12.3 If two or more candidates are recommended by the Selection Committee, the 
recommendations shall be made in order of merit.

12.4, No recommendation shall be made by the selection committee with any condition attached to

I
i

the candidates for the descriptive test shall be evaluated only in respect cf those candidates 
who secure the minimum qualifying marks in Paper I. The candidates who secure 50% 
marks in Paper 11 shall be called for the skill test/interview, wherever applicable.

The marks allocated for the skill test, wherever applicable, shall be 50 and the minimum 
qualifying marks in the skill test shall be 25. The merit list of the candidates shall be drawn 
based on the performance in Paper I (Objective Type Test) and Paper II (Descriptive test) 
and Interview (wherever applicable) subject to qualifying the skill test, wherever applicable. 
Notwithstanding the above, the University at its discretion may hold single written test 
(Descriptive Test) and skill test, wherever applicable', depending upon the number of 
candidates, job requirements (such as posts under Technical/Laborator/ services 
engineering. Information and Communication Technology, Library services etc./
The marks allocated for the interview wherever applicable shall be 20% of the total marks 

b<:u dded t0 the markS SCOred in Paper 1 a,ld ^aPer 11 or sing|e (descriptive 
test) test as the case may be for the preparation of the merit list.
The competent authority to frame the syllabi for the tests, skill tests, modalities for carrying 
out the tests, evaluation, etc., snail be the Vice-Chancellor.
Relaxation in qualifying marks or any other relaxation in the test, if any fo- -he reserved 
categories shall be extended as per the Govt, of India guidelines as amended from time to 
time. i

The University may at its discretion adopt appropriate procedures for recruitment to Group 
A non-teaching posts on similar lines as given above.

QUALIFICATION AND EXPERIENCE:

The qualification (essential and desirable) and experience required shall be as indicated in the 
Schedule. The qualification prescribed in the schedule for each of the-pos* shall be the 
minimum qualification. r
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15.2

CONSTITUTION AND ROLE OF SCREENING COMMITTEE:16.

16.1

16.2

16.3

J

t

^Registrar ‘ "

ShriLalBahadtrShasiriSi; 
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verified

The candidate belonging to the reserved categories shall enclose self-attested copies of the 
caste/class certificate and/or medical certificate (pertaining to the determination of degrees of 
disability in case of PwBD candidates) from the competent authority in the format prescribed 
by the Government of India (subject to verification at a later date), failing which the 
application shall be rejected.

15.3 A candidate belonging to SC/ST/OBC who has been selected on the same standard as 
applied to the General candidates and who appears in the general merit list is to be treated as 
own merit candidate. Such candidate will be adjusted against unreserved point of the 
reservation roster. In other words, a candidate applying against the unreserved vacancy 
cannot be considered for any relaxation.

15.4 When a relaxed standard is applied in selecting an SC/ST/OBC candidate, for example in the 
age limit, experience, qualification, extended zone of consideration larger than what is 
provided for un-reserved candidates etc., the SC/ST/OBC/PwBD candidates are to be 
counted against reserved vacancies. Such candidates would be deemed as un-available for 
the consideration against un-reserved vacancies. However, age relaxation given to PwBD 
candidates will not be considered as relaxed standard for the above purpose.

Note: Nothing in these Rules shall affect the reservations, relaxation of age limit and other 
concessions required to be provided to the Scheduled Castes and Scheduled Tribes and other 
special categories of persons in accordance with the instructions issued by the Central 
Government from time to time.

Payment of TA: A candidate shall attend rhe interview at the designated place and time at his own 
expenses. However, the outstation candidates belonging to the SC& ST categories shall be 
reimbursed to and fro rail fare (sleeper class) for self only by the shortest route. In case any 
station is not connected by rail, ordinary bus fare shall be paid by the shortest route on 
production of ticket. The above-mentioned concessions shall not be admissible to those 
SC/ST candidates who are already in Central/State Government Service/ or holding any 
other employment under PSUs/Local Govemments/Panchayats.

The Vice-Chancellor may constitute a Screening Committee by including at least one 
outside expert in the relevant field, in addition to the internal members.
The Member-Secretary to the Screening Committee shall be nominated by the Vice- 
Chancellor. It shall be the duty of the Member-Secretary to place the relevant 
documents/rules/guidelines, etc., relating to the selection before the Screening Committee.
The Screening Committee shall screen the applications and shortlist the candidates in 
accordance with the eligibility criteria, prescribed in the advertisement and as per 
recruitment rules. Except for the posts of Registrar, Finance Officer, Controller of 
Examination, Librarian, Director of Physical Education, it must be ensured that the ratio of 
the number of vacant posts to be filled and the number of candidates to be called for 
interview does not exceed 1:15. In order to comply with this requirement of maximum ratio, 
the Screening committee may fix higher criteria at its discretion for the candidates.

16.4 If minimum three eligible applicants are not available for any vacancy to appear for the 
written test/interview, the post shall be re-advertised at-least twice after which the University 
may take appropriate action with regard to the selection.

16.5 This condition shall not be insisted upon in case of selection on deputation (without 
absorption). In case of posts in which there is a provision for holding a common written test, 
all the eligible candidates, subject to the minimum 3, may be called for the written test 
notwithstanding the maximum prescribed ratio. However, the successful candidates in the 
written test may be called for interview, wherever required in order of merit subjpXM 
maximum ratio of 1:15.

16.6 The Screening Committee(s) may at its discretion, recommend the candr
7
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17.

18.

19.

19.2

8
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OF SELECTION
COMMITTEES/

COMMITTEES/ 
DEPARTMENTAL

DEPARTMENTAL
CONFIRMATION

i

i
i

■ ■>
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CONSTITUTION 
PROMOTION 
COMMITTEES *

as a member of any Sdection/Departmental 
ion Committee and from taking part in 

, is related to arty candidate or there 
of his association with the selection process. For this 

r»r;r.r♦l ' ’ un^erta^'n81° this effect from the member concerned
prior to the commencement of the selection process as per Govt, of India ncrms.

QUORUM:

must be complied with, by the candidate before the 
as the case may be. Till such time, the candidature of the

are recommended for appointment the recommen.

(DPCyXartmen^l c'6 JDepartmental Prcmation Committees
(DPC)Z Departmental Confirmation Committees* are specified in the Schedule-2 The Vice- 
Chancellor at his discretion, may include the Head or any other senior member of the unit 
Promn?ed r the 3bsenceufthc Head Ofthe Unit) in ,he Election Committee/Departmenta 
P omonon Committee at the t me of selection/promotion to any post in the UniveX Any 

^^.^Go^GcSii^

(* Ref: DoPT O.M..No.AB. 140! 7/21/201 LEstt.(RR) dated 10th May, 2013)

A person shall be disqualified for sitting a. „ : 
Promotion Committee and Departmental Confirmation ( 
any selection/promotion process under these Rules, if he 
would be any conflict of interest in case 
purpose, the University shall obtain an

conditional bas.s and the conditions 
written test/skil: test/interview < ' 
candidate shall continue to remain provisional.

Note: The Actinon-charge Vice-Chancellor Ml not make any appointment to permanent 
non-teachmg poMions^ However, the Acling/In-charge Vice-Chancellor may constitute a 

Co,"”,‘"efSelectlon Committee for the appointment of temporary posts as per

ConfrmAt C £ C™lm't[ee/DePa«menta| Promotion Committce/Departmental 
Confirmation Committee prescribed under the UGC Regulations/Notifications/Statutes of the 
University/Instructions shall be applicable mutatis mutandis as amended from time to time.

18.2 For other posts, two-lhirds of the members present shall form the quorum far the meeting of a 
an X 'VhiCh ShC" inC'Ude ,he ChairPerS°"’ 'he Vis"nr’a n^XTfwhTrever 
applicable), at least one external expert out of the two Experts or at least two external exoerts 
GOIOnormse Pert3 and °ne repreSentative from thc '-espective prescribed category as per

DIRECT RECRUITMENT BY OPEN SELECTION:

XSXZr"06 and natUre °f dU,ieS' “<=•■ “"8 to the requirements and

193 KaSVS ::Jeled 10 V0,e at ,he SeleCtiOn Committee -e of a

19’4 b"e~o“ CandidateS are reCOh,mended fo-PP0‘ntm^th^men<^5^\



; 21. APPOINTMENT AND JOINING TIME:

GENERAL TERMS AND CONDITIONS OF RECRUITMENT:■ 22.

22.1

SENIORITY:

The seniority of each candidate in the respective cadre shall be determined on the basis of 
his/her position in the merit list recommended by the Selection Committee and in accordance 
with the relevant rules of the Government of India/UGC.

! 20.

21.1 The appointment of a candidate shall be subject to the verification of antecedents, educational 
qualifications, experience and medical fitness.

21.2 An offer of appointment issued by the University should clearly specify the period (which 
shall not normally exceed one or two months) after which the offer would lapse automatically 
if the candidate did not join within the specified period.

21.3 If, however, within the specified period, a request is received from the candidate for extension 
of time, it may be considered by the University but extension beyond three months shall not 
be ordinarily granted. It may however be granted by the competent authority only as an 
exception where facts and circumstances so warrant. In any case extension may be given only 
up to a maximum of six months from the date of issue of the original offer of appointment. 
An offer of appointment would lapse automatically after expiry of six months from the date of 
issue of the original offer of appointment. The candidate who joins within the above- 
mentioned period of six months shall have his seniority fixed under the seniority rules 
applicable to the service/post concerned to which he/she is appointed, without any depression 
of seniority.

in ac/Jordant^wi h
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19.5 The recommendations of the Selection Committee for Statutory posts and other Group ‘A’ 
academic posts covered under the UGC Regulations, 2018 as amended from time to time 
(such as Librarian, Deputy Librarian, Director of Physical Education, Deputy Director of 
Physical Education, Assistant Librarian, Assistant Director of Physical Education, etc.) shall 
be placed before the Executive Council for approval. If the Executive Council is unable to 
accept the recommendations made by a Selection Committee, it shall record its reasons and 
submit the case to the Visitor for final orders as prescribed under Statutes.

19.6 The recommendations of the Selection Committee for non-statutory Group ‘A’, ‘B’ & Group 
‘C’ posts shall be placed before the competent authority as prescribed under these rules for 
consideration and approval. In case the recommendations of the Selection Committee are not 
accepted, the reason(s) for non-acceptance of such recommendations shall be recorded and 
submitted to Executive Council. The power to reject the recommendations of the Selection 
Committee shall rest with the Executive Council and the decision of the Executive Council 
shall be final.

Candidate who is already in service shall submit his application through proper channel 
along with vigilance clearance certificate from the competent authority. However, he may 
send an advance copy of his application and in case his application is not forwarded due to 
whatever reasons till the time of written test or interview as the case may be, he/she, should 
produce a "No Objection Certificate along with the Vigilance Clearance Certificate in a 
sealed cover" from the employer.

22.2 The application for appointment on deputation shall be forwarded by the employer along 
with the Annual Performance Appraisal Reports (APARs)/ACR for the preceding five years 
and Vigilance Clearance Certificate, duly certified by the Competent Authority.

22.3 '^The date for determining the eligibility of the candidates shall be the closing date specified in
the advertisement. It shall be the responsibility of the candidate to ascepain his/her ^wn-----
eligibility for the post for which he/she is.applying i.. _

g I Registrar. ____
eft tfivt fawfaaidq

’ 1 Shri Lal Bahadur Shastri National Sanskrit University
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22.4

22.5

22.9

22.11
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as a disqualification
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Shri Lal Bahadur Shastri National Sanskrit University
4 3t-4, HTWlPW H f^t-110016

—L—B-4. Qutub Institutional Area. New Delhi-110016

qualifications, experience, etc., and submit his application duly filled-n, along with the 
desired information and documents as per the advertisement. Suppression of factual 
information, supply of fake documents, providing false or misleading information dr 
canvassing in any manner on the part of the candidates shall lead to his disqualification. In 
case, it is detected at any point of time in future, even after appointment, that the candidate 
was not eligible, his appointment shall be liable to termination forthwith as per this clause.
This must be mentioned in the letter of offer and appointment clearly.
Acceptance of documents submitted by an applicant shall be subject to verification by the 
competent authority at any point of time even after joining the employment. If any document 
is found to be false/fake/incorrect either before or after appointment, the document shall be 
summarily rejected or action may be initiated against the candidate which shall lead to 
cancellation of his appointment, as the case may be.
The person appointed against any post shall be governed by the 
Act/Statutes/Ordinances/Rules of the University and also the CCS (Conduct) Rules, 1964, 
CCS (CCA) Rule, 1965 or any other rules of the Government of India, as amended from 
time to time and any other rule/resqlution prescribed specifically for maintair.ing the conduct 
of the employees by the Executive Council of the University.

22.6 The appointment of a candidate shall be subject to verification of character and antecedents 
by the competent authority. Until the verification of character and antecedents reports are 
received, the appointment shall be treated as provisional. In case the report/s with regard to 
his conduct, character, antecedents, etc., is found to be unsatisfactory, the appointment shall 
be cancelled/ terminated forthwith.

22.7 Canvassing in any form on behalf of any candidate shall be treated 
which shall lead to cancellation of candidature.

22.8 In pursuance of the Letter No. 19-50/2015-Desk-U, dated 22.12.2015, of the MHRD (Now 
MoE), there shall be no interview for appointment to (he Group ‘C’ and ‘B’ posts. 
Accordingly, no interview shall be held for appointment to the Group ‘C’ and Group ‘B’ 
posts.

The selected candidate shall produce a medical fitness certificate issued by a Govt. 
Hospital/or Govemment/CGHS empanelled Hospital duly countersigned bv the concerned 
civil surgeon or the Medical Superintendent/Director o" the concerned hospital tor Group B 
and C post and certificate from the Medical Board issued by a Govt. Hospital/or 
Govemment/CGHS empanelled Hospital for Group A post as the case may be prior to his 
joining, In case of candidates whose verification and medical certificate have been already 
venfied/done by the parent department, such candidates shall be exempted from fresh 
verification/medical examination provided a copy of the same is supplied to the University 
by his/her parent department. However, if an employee is being appointed from one Group 
of post to another for which a separate medical test is prescribed, he/she should appear 
before such medical board and submit a certificate of fitness to the employer

22.10 The terms and conditions of appointment shall be communicated to the cand date in the form 
of ‘Offer of Appointment’ to the selected candidates. If the candidate does nc: accept the 
terms and conditions mentioned in the offer of appointment within the stipulated time the 
offer shall be treated as withdrawn.

The selected candidates shall be governed by the Act, Statues, Ordinances and rules of the 
University and also the CCS (Conduct) Rules, 1964 and CCS (CCA) Rule, 1965 of the 
Government of India as amended from time to time and any other rule/resolution prescribed 
for maintaining the conduct of the employees by the Executive Council of ths University

22.12 The selected candidates shall be required to perform duties as per the Rules of the University 
as amended from time to time. The University shall be free to assign any duty as per the 
exigency of the situation at any time even during non-working hours/hoPidays-whiuli LhersZ* 
employee shall have to perform without fail to avoid any disciplinary action. j -nJj <5 
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as amended from time to time. The University shall be free

mployee shall have to perform without fail to avoid any disciplinary action
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(iii)

(iv)

(v)

23.2

23.
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depending upon the length of Qualifying Service. While screening the Annual .Performance 
Appraisal Reports, tlie University may also fix any other criteria f
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PROMOTION:
The candidates to be considered for promotion must comply with the prescribed eligibility 
criteria as on the date of issue of the notification.

Promotion is earned by dint of hard work, good conduct, and result-oriented performance, as 
reflected in the APARs. Only performance reported "Good (Grade Point 5)" carrying Pay 
Level 11, consistently for the preceding five years shall be taken into consideration by the 
DPC. In case of Group 'A’ post carrying Pay Level 12 or above, persons reported “Very 
Good” (Grade Point 7) shall only be considered. Those with "Average Performance", which 
is not an adverse remark, shall not be considered for promotion by the DPC. The University 
may at its discretion hold the written/skil 1 tests at the time of promotion of the employees of 
the University and fix qualifying marks as per the schedule appended herewith, in addition to 
the screening the Annual Performance Appraisal Reports (APAR) for preceding years,

Vi k I k n ii uui i viiwiiitwtw 

for* conside a
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1 22.13 The minimum educational qualification and experience, constitution of Selection 
Committee, prescribed quota, method of recruitment or any other eligibility criteria, etc. for 
direct recruitment or promotion/under career progression scheme, wherever applicable on 
the posts of Registrar, Finance Officer, Controller of Examinations, Librarian, Deputy 
Registrar, Assistant Registrar, Assistant Librarian, etc. and equivalent posts shall be 
governed strictly as per the Ministry of Education/UGC's guidelines/regulations. Any 
amendment to the Notification/Regulations/ Guidelines of the UGC/Govemment of India in 
future shall be adopted mutatis-mutandis by the University for Implementation in 
supersession of the existing provisions already adopted and incorporated in these Rules.

22.14 At the time of recruitment, a ‘Service Agreement’ shall be executed between the University 
and the employee concerned and a copy of the same shall be kept with the Registrar. Such 
service agreement shall be duly stamped as per the rates applicable.

2215 The candidate shall bring all original certificates relating to his age, qualifications, 
experience, etc. at the time of tests or interview wherever applicable. In case the candidate 
fails to submit the original documents for verification of the certified photocopies of the 
enclosures to his application, he may not be allowed to appear at the tests/interview and his 
candidature may be treated as cancelled without any further communication in this regard.

22.16 (i) The details of the vacancies shall be indicated in the advertisement. The University may 
also include the details with regard to anticipated vacancies arising due to retirement of 
employee(s) of that particular year or any case of voluntary retirement or resignation for 
which the employee has served notice prior to the issue of advertisement shall be included in 
the instant advertisement. The University reserves the right to fill or not to fill up the posts 
advertised for any reasons whatsoever. However, the number of posts filled up shall not 
exceed the number of posts advertised including anticipated vacancies.

The University may draw a reserved panel to fill up a post. In case a candidate on higher 
merit regrets to join within a period of six months or resigns/dies after joining, within a 
period of. one year, the offer shall be made to the next candidate in the merit list, (if 
otherwise in order), to reduce the delay in filling up of the vacancies. Such a vacancy should 
not be treated as fresh vacancy.
(Reference: DoPTOMNo.4l010/18/97-Estt(B) dated 13lh June, 2000)

The University reserves the right to withdraw an advertisement, either partly or wholly, at 
any time without assigning any reason.

If any advertisement for any post is withdrawn by the University, the application fee 
collected from the candidates shall be refunded within a reasonable period of time.

In case of any ambiguity pertaining to the eligibility criteria for any post, the decision of the 
Executive Council shall be final.
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Grading System and Score in APAR ~ - ------ -------------
"/je/ween 8-10" shall be rated as 'oulstanding' and shall be given a score of 

9 for the purpose of calculat ing average scores for appointment/promotion 
Grade "between 6 and short of 8" sh^be rated as 'very good' and will be given a 
score of 1 for the purpose of calculating average scores for 
appomtmeni/proinotion. J

Grade "between 4 and short of 6" shall be rated as
score of 5 for the 
appointmenl/promotion.

Below 4 shall be given a score of’zero’.

<3' IhLT'1"8 °f the D^a1rtr?ental Promotion Committee (DPC) shall ordinarily be convened 
at least once a year, which shall depend upon the availability of vacancy.

(b) The administrative authorities shall ordinarily ensure that the information -'urnished to the 
Departmental Promotion Committee are accurate and in proper order in all cases and a 
of the nou for theOTC S'8ned °fflCCr deSignated f°r the pUrp0S£ sha" form a Part

(c) Penalties of any kind (major) shall constitute a bar to one’s eligibility for promotion or 
■ confirmanon as per DoPT guidelines. However, minor penalty of "(LsJ’ would noj

constitute a bar on the eligibility and consideration for the purpose of promotic-n/confirmation 
unless otherwise menttoned specifically in the order about such a bar oh the eligibilit^r ^~l 

The following cases shall be brought to (he notice of the DPC: ' J
12 /Registrar' LY. _2_J
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DPC.

The DPC should assess the suitability of the employees for promotion on the basis of their 
Appraisai Reports for ,he pre:eding years’

In case there is any adverse enny in the APAR, or for want of prescribed score in the APAR 
the case of promotion shall not be considered unless and until the competent authority 
expunges such adverse entry. If the competent authority does not expunge the adverse entry 
or does not mcrease the score after review of performance as per procedures, the employee 
concerned may have to wait for the required number of reports carrying the prescribed bench 
marks as required for the post under these Rules.

The eligibility criteria, Vigilance Clearance Reports and APAR dossiers,, dulv completed in 
a l respects along with the seniority list and results of the written test (if conducted by the 
Umverstty) of the eligible employees to be considered for promotion, wita details of the 
nu^be/-of vacances number of posts reserved for SCs/STs/PwBDs, etc. shall be provided 
to the DPC for consideration as per Gol rules. F

sX/STVP °fn,Selection“’ th,c zone of consideration of eligible officers extended zone for 
dX-Xd f , nor enTeuthe promotional chances against the reserved quota shall be 
decicled by the DPC on the basis of the service records of the officers. The normal zone and 
the extended zone will be as per the Govt, of India rules.

The DPC shall make its own assessment of the officers and shall determine the merit of 
ose being assessed for promotion with reference to the benchmark "Good'1 i.e. minimum 

score 5 for all officers up to the Pay Level 11 and “Very Good", i.e. a minimum score of 7 
for all Group A posts upto the Pay Level 12 and above, accordingly, grade the officers as 
fit or unfit only. Those who are graded as 'fit' shall be included in the select panel in order 
of their mter-se-semonty in the feeder grade, subject to the availability of regular vacancies 
Those employees who are graded 'unfit' by the DPC shall not be included in the selection 
panel. I here shall be no supersession in promotion among those who are g-aded ’fit’ The 
grading and score are quoted below:

' good' and shall be given a 
purpose of calculating Average scores for



FUNCTIONS OF THE DPC:24.

(i)

aforementioned documents like APARs, Vigilance Clearance Report, Roster, Recruitment 
Rules etc.

>

.. 'v3 !fc. .

Note: In case APAR(s) for any particular period has not been wntten/enaorsea oy me aesignaiea 
authority despite the fact that the employee concerned produces the proof of submission of 
self-appraisal report(s) duly fdleddn for that particular period(s) to the concerned section, 
the DPC/Screening Committee shall ignore the report(s) of that particular period(s) and

• t« t / i F . • J '• j

the part of the designated officer to make entry in the relevant register to be maintained 
id O f -

relevant regt
/>«^^ER1FIED_

(i) Employees under suspension;
(ii) In respect of whom a charge-sheet has Been issued and disciplinary proceedings are pending; 

and
(iii) In respect of whom prosecution for a criminal charge has been pending in the Court of Law.

The DPC shall assess their suitability without regard to the disciplinary aspect. The findings 
of the DPC shall be kept in a sealed cover as per the fact recorded in the proceedings of the 
DPC. The same procedures shall be followed by subsequent DPCs till the 
disciplinary/criminal cases are concluded. On conclusion of the case, the sealed cover will be 
opened. In case the officer is completely exonerated, the due date of his promotion shall be 
determined and he will be promoted notionally with reference to the date of promotion of his 
junior and if necessary by reverting the junior most officiating person. If not exonerated, the 
recommendations of the DPC in sealed cover shall not be acted upon.

'(d) The cases of officers under cloud after clearance by the DPC shall be settled in accordance 
with the Government of India rules.

The Annual Performance Appraisal Reports (APARs) for the preceding five years along with 
the Annual Property Returns (APRs) as available with the competent authority. While 
screening the Annual Performance Appraisal Reports (APARs), the DPC may also adopt the 
criteria with regard to the bench marks as mentioned in the Statutes/Ordinances/Govt. of 
India rules.

(v i Vigilance Clearance Report
(vl) Roster points of the cadre(s) as per the reservation policy of the Govt, of India/UGC.
(v:i) Performance in the interview/skill test/written test, if conducted by the University as per 

rules.
(v;ii) The DPC is expected to screen the cases and decide the eligibility based on the

24.1 The Departmental Promotion Committee (DPC) shall consider and make recommendations 
in all cases of Group A, B and C employees. The constitution of DPC for various categories 
of posts shall be as prescribed under the Cadre Recruitment Rules of the University.

24.2 While considering the promotional cases, the Departmental Promotion Committee shall 
consider the following:
Provisions of the Rules/Act/Statutes/Ordinances/University Regulations/UGC/ Regulations/ 
guidelines and GOI Rules as applicable from time to time.

(ii) Eligibility criteria and relaxations/concessions applicable to the SC/ST/PwBD categories.

(iii) Work and Conduct Reports

(iv)

APAR(s) for any particular period has not been written/endorsed by the designated

self-appraisal report(s) duly fdleddn for that particular period(s) to the concerned section, 

shall lake into account the report(s) of the immediately preceding period(s). It is mandatory 

for this purpose and issue proper receipt to the employee concerned as a ; roof of submits toir 
of the appraisal reports: There shall be proper entry in the i ’ ' ; '
each movement of the APAR till the completion of its.process. / ' .

13 , , .j / Registfar
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25. MODE OF PROMOTION:

25.3

26. AD-HOC PROMOTIONS:

27. PANEL:

28.

i

allowed to continue beyond 
regular promotion.

* , div . t’

st •yr-*-’.-' ■
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such as
shalf be

SCHEME (MaCP)ZCAREER
2 ASSURED CAREER

The financial up-gradation under 
MACP/CAS/DACP Scheme j 
allowed as

the Career Advancement Schemes
-j—e-in rc^ci un non-teaching staff of the Uni versit 

per the pre v^^^slatutes/Ordinances, Rules of the (J
VERIFIED: / Registraf
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for'nro^tioJ'rh" VaCanuCy n° e'igible empl°yee is available in ^r Cadre 
year HtsXrlt OnOtmP T rel“atiOn by a maxim"m Perlod °f
year a its discretion to promote an employee on ad-hoc basis after completing all procedural 
fonnahttes, as la,d down under Rule 22 above. However, this arrange.™, shall not be 

one year in case the employee concerned is not considered for

f°r Pro"lotio^ect recruitment shall be valid for a period of one year from 
a e o e meeting of the DPC/date of approval of the recommendations, respectively.

modified assured career progression c
ADVANCEMENT SCHEME (CAS)/DYNAMIC
PROGRESSION SCHEME

s|=i=£—==== 
DPC hl b 8 a ema “ 'dateS fr0,n the feeder cadre'ln the ‘igb1 ‘he above, the 
DPC shall be required to ensure the number of available vacancies under the promotion

25’2 ma^Icideihe0meth Pr°TtiOn tbe P°StS’ 35 Spe°ified at 23 above- U"iver^ 
catettol of f 1 Pr°Cb re ,0 be f0ll0wed for promolion hi' respect of any 
seS 111 „ purpose\tbe University, at its discretion, may opt the fitness-curn
seniority or hold wr.tten test or other trade/professional tests and fix qualifying marks for 
t ytP° t0 asseas the “mpetence in an objective manner. In such cases, association of at 
least one external expert shall be mandatory.
Mere possession of eligibility conditions shall not entitle an employee to be promoted to the 
AnXnita!8perfP0St frOnlalhe °f '"S eli8ib'lity' After completion of formalities such as 
Denartm MP™"0' Pra'Sa POrtS ^AWACRs, Vigilance Clearance Report, the 
ff the em OmOtl|'’n Commlltee may be constituted to evaluate and assess the eligibility 
of the employees. The employees shall be considered for promotion based on the 
recommendations ot the DPC duly approved by the Competent Authority of the University.

25.4 All promotions of the non-teaching staff belonging to Group ‘A’, ‘B’ and Group ‘C’ shall
take effect from the date of joining. p sna"

25.5 Qualifying in Typing Test/Skil! Test with knowledge of Computers shall be the compulsory
equirement for promotion to the post of Lower Division Clerk, Upper DivisionPCleA 

from time to time p'rth' ASSiSta"‘ and Otl,er P°sitions as ldentlfied
from time to time. Further, quahfying in Typing Test/Skill Test with knowledge of 
whoTall b/co d C™pUlSOry re5uirement for all Personal Assistants of the University 
who shall be considered for promotion as Private Secretary as per the eligibility criteria 
prescribed in these Rules as prescribed for direct recruitment. The University may impose 

EXSI‘ * ‘ “i"8 . ...... “W-—-r



V

(a)

(b)

(c)

DEPUTATION:29.
deputation by drawing officers from Govt, of

PROBATION:30.
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orders/guidelines of UGC/Government of India (as amended from time to time) duly adopted 

by the University.

The Modified Assured Career Progression Scheme (MACPs) of the Govt, of India, duly 
communicated for implementation by the UGC in respect of Non-Teaching employees, shall 
be effective from 01.09.2008, or as per the eligibility criteria prescribed by the GOI/UGC 
from time to time, whichever is later. Similarly, in case of Medical Officer, Dynamic Assured 
Career Progression Scheme (DACPs) shall be applicable as prescribed by the Govt, of 

India/UGC from time-to-time.

In case of up-gradation of pay scale, up to the level of Joint Registrar or equivalent, the 
Registrar shall chair the meeting of the Screening Committee. The Vice-Chancellor shall 
nominate at least one external expert and other members representing 
SC/ST/OBC/PwBD/Minorities etc. wherever required as per the guidelines of the UGC/ Gol.

Any dispute in implementation of the aforementioned Career Advancement Schemes shall be 
referred to the University Grants Commission, and the decision of the UGC shall be final.

30.1 In case of direct recruitment, the selected candidate shall be kept on probation for a period as 
specified in these rules. The dale from which confirmation should be given effect is the date 
following the date of satisfactory completion of the prescribed period of probation or the 
extended period of probation, as the case may be. The decision to confirm the probationer or 
to extend the period of probation as the case may be should be communicated to the 
probationer normally within 6 to 8 weeks prior to the completion of Probation period. 
Probation should not be extended for more than a year and, in no circumstances, an_£mployec- 
should be kept on probation for more than double the normal prescribed ktjo.d^pyoMc^ 
The officer will be deemed to have successfully completed Py£R|F|El5

wt
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The University may fill up any post on deputation by drawing onicers from uovt. oi 
India/Autonomous Bodies/PSUs as per UGC/GOI Rules. The officer to be considered for 
deputation against any post below Pay Level-14 must be less than 56 years of age and Pay 
Level-14 and above must be less than 58 years of age. In case the appointment is made on 
deputation by following the due process of selection prescribed for the post under the Cadre 
Recruitment Rules, the incumbent may be allowed to continue for the period as prescribed by 
the Govt, of India from time to time or till he attains the age of superannuation prescribed for 
that particular cadre, whichever is earlier. An appointment on deputation may be made 
initially for a period of three years (except statutory posts) which may be extended further at 
the discretion of the Competent Authority subject to satisfactory performance. The 
University, however, shall have the right Jo repatriate all incumbents, including the 
incumbents holding the statutory posts, at any time even before the prescribed period in case 
his performance, integrity or conduct are found to be unsatisfactory at any stage, in the 

opinion of the competent authority.

Ordinarily, no person working on deputation shall be absorbed in any post of the University 
after expiry of his period of deputation. In case, it is decided in the interest of the University 
to absorb any such person, then the University may take up the matter with his parent 
organisation for concurrence after obtaining the option of the employee concerned subject to 
the condition that the matter of absorption is specifically mentioned in the advertisement. 
After obtaining the consent of the parent department, the case shall.be placed before the 
Competent Authority for a final decision. In case he is absorbed in the University, he shall be 
assigned the bottom seniority of that particular cadre as per the Govt, of India rules.
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“"fim’ing, discharging or reverting the officer is issued within eight weeks afte- ™irv o-' 
double the normal period of presenbed probation. On completion 08f the probation period or 

EiSr * - ~despite al! this, his/her serviceXlTte

As regards other matters relating to probation, the employee will be goverred hv -be 
instructions issued.by the Government of India in this regard from time to time

improvement desp.te all this, he shall be reverted to his parent post, with immediate e4c 

-»i
probation fi^r promotion vvithin'the sa'megroup03111 P°StS' H°WeVer’ there Sha" n0‘ be aC-V 

Note:

probation, his probation shall be extended proportionately • ■8 ? J
leave availed by the employee concerned.

'refffJ0 amm°l0us si‘ualio"- aU of probation of the official- shoa'd be
revved in every six months, fn case, the result of review of performance of an 
found to be unsatisfactory, or not up to the mark, he shall be apprised of the consequencer o'f 
unsatisfactory performance during the period of probation. Such an appraisal should A’ 
continuously kept unde^observatiom1^ Perf°rmmCe °f ,he offlclal concerned should be

Notwithstanding anything contained in the above-mentioned provision if a probationer k

AA^7a^^^ of^fiZTp^^^
onfhkh g;° ‘he effeCi ,ha‘ he/She Wi,‘ resi^rom lf-P^nt fp^tt^ZifffZ 
timfof7eeC‘lt°n an^appoiy'nml 10 ,lKP°s' applied for, may be taken from his/her a- -lie

f forwarding the application. This procedure is to be followed even in case o' •> 
oZnisfio'r.i°V~‘ aS ° d‘^ a post in df Ze

'committee'6 COnf'rmed Departmental Confirmation

ASer”c 'ZZemenl n0‘ MsP°S‘

There shall be no probation in the case < ' 
tenure or on re-empToyment after superannuation.
The appointing authority shallrepoa.
appointment of a

VERVHE2-
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APPLICATION OF GOVT. OF INDIA RULES/ UGC REGULATIONS:31.

32. POWER TO RELAX:

32.2

ofCategory of Persons. S.No. age

I.

2.

33.

33.1

VERIFIED

The relaxation in age shall also be given in respect of the following categories as mentioned 
against each:

The upper age limit for appointment of Group ‘C’ posts is relaxable for Group ‘C1 and 
erstwhile Group ‘D’ departmental candidates up to 40 years in case of General candidates and 
45 years in case of candidates belonging the SC/ST who has rendered three years continuous 
regular service in university in accordance with the instructions or orders issued by the Govt, 
oflndia.

Regular Employees of the Central Govemment/State 
Government/ Central Universities/UGC maintained 
Deemed to be Universities/ other Central/State 
Autonomous Bodies/Organisations/Tnstitutions. 
Ex-Servicemen

Extent 
relaxation
As per Government of 
India rules.

or not medically fit to perform

; . • .^7,

32.1 Relaxation in age, experience, qualifying marks, etc., may be granted to the candidates 
belonging to the Schedule Caste/Schedule Tribes/OBC/PwBD or any other reserved category 
for reserved posts as per the UGC/Govt. oflndia guidelines. A certificate to this effect issued 
from the competent authority should be attached with the prescribed application form. 
Wherever a relaxation of qualification, including percentage of marks, is permitted under the 
UGC/Govt. oflndia guidelines, such relaxation shall also be considered in appropriate cases 
subject to recommendations of the Screening Committee.

32.3 The upper age limit as prescribed for direct recruits shall not be insisted upon in the case of 
departmental candidates of Shri Lal Bahadur Shastri National Sanskrit University, New Delhi.

If any particular provision concerning the qualifications for recruitment and promotion or 
seniority under these Rules is silent, the corresponding rules operating in the Govt, of 
India/UGC, or the qualifications prescribed by the Govt, of India/UGC shall apply mutatis 
mutandis.
Further, the Pay Matrix contained in the Schedules for various posts shall be revised as per 
the GOI/UGC regulations/guidelines as amended from time to time.

DISQUALIFICATION:

The following categories of persons shall not be eligible to apply for any position in the 
University:

Who has been convicted by any Court of Law or any criminal .proceedings are pending 
against him;

33.2 Who is a person of unsound mind and questionable conduct 
his duties.

33.3 Who has entered into or contracted a marriage with a person having a living spouse;
Provided that the Competent Authority of the University.may, if satisfied that such marriage 
is permissible under the personal law applicable to such person and the < ther party johe_j. 
marriage and there are other grounds for'dping so, exempt any nferson fron tffieldpCTBOion^i^J 
these .rules; T. -__ _

P'Y. ' .-a; * ■. ,u /Registrar
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appointment by the Govt, of India'Stat-j '
Gcvt./UGC from time to time.

34. VIGILANCE CLEARANCE:

34.3

35. REMOVAL OF DIFFICULTIES:

36. INTERPRETATION:

37. AMENDMENT OF RULES:

33.4 W.io is not a citizen of India; and

33.5 Ary other category of person disqualified for

I
i

, ■ ■ . 18
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The Executive Council shall have the authority to amend, modify, change, withdraw, suspend 
and relax any or-all Accordance with the provisions of the Act

VERIFJEPJ
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34.1 Candidate who is already in service shall submit the Vigilance Clearance Ceitif cate from th- 
employer or hts authorised officer, to the effect that no disciplinary/criminal proceedings ar- 
pending or contemplated against him. It shall be directly sent by the parent ceoartm.-n or b- 
handed over to the employee concerned in sealed cover at the time cf writtenrskill 
test/mterview as applicable or along with the application.

34.2 Wilful suppression of factual information or any document relating to the elieibilm.' or 
otherwise as a candidate, followed by supply of fake documents or mislead 'ng sKtement c; 
in ormation in the application or tampering with the documents or providing such information 
2 X8 ‘°the1achle™'!1e''^ caste, educational qualifications, experience or domicile, etc. 
the Chief Vigilance Officer of the University shall have the powers to investigate/irquire nt- 
the matter and submit his report to the Vice-Chancellor for further action at anv stage of 
recruitment process or employment. If any of these acts is found to be true, the Mnd'idate'skail 
be disqualified for appointment to the post or if already appointed, his/her services shall be 
liable to be terminated, with immediate effect after adhering to the procedures.

Notwithstanding the provisions of para 10 in Schedule 2 of the CKK, wherever there's onlv 
one sanctioned post in any cadre, the post shall be filled through direct recruitment only. '

34.4 These are the model cadre recruitment rules which have been prepared generally to coverall 
the posts sanctioned to different Central Universities and its constituent / affi iaicd collec.efji 
as far as possible. The Universities shall accordingly adopt the CRR onlv for such p-sft 
which are sanctioned to them by the UG.C. This model CR.R does not entitle any I Iniversi^ r 
create any post mentioned in the model CRR other than those sanctioned to them. Irv UGC 
They shall not create/demand any other post merely because such posts exist in the mede' 
CKE.

If ary difficulty arises in the implementation or operation of any of Me provision of these 
rU l LthC V‘ce<hancellor may, from time to time issue such general and specific directions 
with the approval of the Executive Council but not inconsistent with the oroviisicns o-'Te Act 
Statutes, Ordinances or directives of the Government of India; Mmistrv *<.f 
remevin^^^ Commission, which appear to be necessary for Me parpen of



38. RESIDUARY MATTERS:

LIABILITY OF OFFICERS TO SERVE ANYWHERE IN INDIA:39.

TERRITORIAL JURISDICTION:40.

41. REPEAL:

***********
.i

I

i

In case of any dispute, the territorial jurisdiction for adjudication shall be the “Hon’ble High 
Court of Delhi”

All the existing rules and orders in relation to the matters covered under these rules shall stand 
repealed but any action already taken pursuant to such existing rules and orders shall be 
deemed to have been taken under these rules:

VERIFIED

The non-teaching employees and other academic staff shall be liable to serve anywhere in 
India within the jurisdiction of the University.

In respect of all matters not specifically provided in these Rules, the corresponding provisions 
as provided by the UGC for their employees or as prescribed by the Govt, of India relating to 
its employees, as amended from time to time, shall be followed. In case any particular 
provision in these Rules is in conflict with any provision of the Act, Statues and Ordinances 
or rules, the provision of the Act, Statues and Ordinances shall prevail and the provision in 
these Rules shall stand superseded

National Sanskrit University. ShriUlBahadur^N^ q()16

■
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I

Schedule-!

NON-TEACHING POSITIONS:

S.No. Name of the Post

1 Levet 14 1
2 Level 14 1 24-25 77-79 81-82

.3 Level 14 1 26-27 77.79 ' 82
4 Level 12 2 28 77-79 82-83
5 Level 10 7 29 77-79 84
6 Level 7 6 30 77-79 85-86
7 Assistant Level 6 10 31 77-79 89
8 Level 4 12 32 77-79 93-94
9 Level 2 14 33-34 77-79 96
1.0 Level I 33 35 77-79 98-99
II Level 7 I 36 77-79 86-87

12 Level 7 3 37-38 77-79 87
13 Level 6 2 39 77-79 89-90
14 Level 4 A 40 77-79 94
15 4 41 77-79
16 3 42 77-79

Level 4 3 43 77-79 95-96
18 5 44 77-79 98
19 45 77-79

20 Level 4 :i I 77-79 95
21 Level 1 I 47 77-79 101
22 Level I 1 48 77-79 10C

23 Level I I 49 77-79 99

24 Level-12 0 50 77-79 0
25 Level 10 I 51 77-79 8^

26 Level 7 2 52 77-79' 1 37-53

27 2 53 77-79 92-??

I
1

Number 
of Post 

I

APL/
Pay 

Level

Schedule 
II

Schedule 
III

Stenographer

Professional Assistant J ■ 

Semi-Professional

Assistant

Upper-Division-Clerk 

Lower Division Clerk . 
Ivlulti-Tasking Staff (MTS) 

Research-cum-Statistical 

Officer

Private Secretary

Personal Assistant

Controller of Examination

Deputy Registrar

Assistant Registrar

Section Officer

Registrar

Finance Officer

Level 1 '
^levels -

• nS

Page No
22-23

Scheduh 
IV 

.Page No 
Page No 

80
Page No

77-79

. 88-89
91“

Level 6 f

Level 5(

1
X.-2

-1

I

cb5i<-ifa-4 / Registrar
eft W

Shri Lal Bahadur Shastri National Sanskrit University
fl-4, HtWlPR)

B-4, Qutub Institutional Area, New Delhi-110016

~ i

46!

92
I

17 ! Library Assistant 

Library Attendant 

Technical Assistant 

(Education Lab) ' 
_______ • ■ ■1 • . r____________,

Laboratory Assistant 

Laboratory Attendant 

Lab Attendant (Psychology 

Lab)

Attendant (Health Centre) 

(MTS)

Senior System Analyst 

System Administrator

(Computer Centre) 

Assistant Programmer 

(Computer) 

Technical Assistant 

(Computer)



77-79 99-100541Level I28

77-79 • 0Level-13 55029

8377-7956-571Level 1130
8577-79581Level 731
077-79590Level-732

• 9077-7960ILevel 633
90-9177-7961ILevel 634

77-79 9462ILevel 435
9777-79631Level 236

97-9877-79642Level 237
00650Level 638
9677-79662Level 239
8877-79672Level 6Research Assistant40
9377-7968ILevel 5Proof-Reader41
077-7969-700Level-10Hindi Officer42
0 ’77-7971-720Level-6Hindi Translator43

77-79 0730Level-244
077-79740Level-1045
077-79750Level-746

'077-7976Level-1047

(Part-Time)

/

' '-'u

" o' ■

■•I' 1

Hindi Typist

Public Relation Officer

Security Officer

Medical Officer

Pump-Operator

Cook

Guest House Manager

Staff Car Driver

Lab Attendant (Computer 

Lab)
Superintendent Engineer

(Civil)
Executive Engineer(Civil)

Assistant Engineer(Civil)

Assistant Engineer 

(Electrical)

Junior Engineer(Civil) 

Junior Engincer(Electrical) 

Electrician

21

k"

VERIFIED
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SCHEDULE-II

  

REGISTRAR

i)

a Not Applicabl'e

tenure of five years or till

of
I!

12 composition of Selection Committee

1

2_
2
£
5

Registrar
1 (One)_____
Group 'A’
Level 14_____
Not Applicable

£
7

Whether Age and educations 
7 qualifications prescribed for direct 

recruits will apply in the case of 
promotions________
Period of probation, if any -

Preferably below 57 years_______
Essential:

Master’s degree with at least 55% of the 
marks or an equivalent grade in a point scale 
wherever grading system is followed.

ii) At least 15 years of experience as Assistant 
Professor in the Academic Level II and 
above or with 8 years of service in the 
Academic Level 12 and above including as 
Associate Professor along with experience in 
educational administration

OR
Comparable experience in research establishment 
and/ or other institutions of higher education,

OR
15 years of administrative experience, of which 8 
years shall be as Deputy Registrar or an 
equivalent post.

(Eligible for reappointment after observance 
due selection process)
Deputation:

Qualifications & Experience: As indicated at col
: 7-M'O ; .J

Grade: Holding analogous post or eight years’ 
experience at Pay Level-12
Selection Committee: As at column 12.

In case of recruitment 6y promotion/ 
deputation / absorption, .grades from 
which promotion* •./' 'deputation /; ■ 
absorption to be made

Not Applicable____________
Direct/Deputation for a I :r:: Z 
attaining the age of superannuation i.e. 62 years, 
whichever is earlier

Name of Post____
Number of Post
Classification_____
Scale of Pay/Pay Band/Grade Pay-
Whether Selection or non-selection 
post _____ _
Age Limit for Direct Recruits
Educational and other qualifications 
required for direct recruits

-- --------------  
__

Vice Chancellor- Chairperson
Two members of the Executive Council nominated' 
by it - Members
One person not in service of the university 

jiominated by the Executive Council - Member 
A nominee of the Centra: Government___

representative of SC/ST/OBC/ Minority/

9 Period of probation, if any______-
10 j Method of recruitment whether by

direct recruitment or by promotion or 
by deputation/absorption ■ and 
percentage of the post to be’ filled by 
various methods.



•ii..

f

•..■Yh

VERIFIED

Women/Differently abled categories to be 
nominated by the Vice-Chancellor, if any of the 
candidate(s) representing these categories is/are the 
applicant(s) if any of the above members of the 
Selection Committee do not belong to that 
category. ________________;__________________
Note: At least four members, including Central 
Government nominee and one member of the 
Executive Council and one outside member 
nominated by the Executive Council, shall 
constitute the quorum.■ 

ShnlalBahadurStednNato n ^.110016
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FINANCE OFFICER

L-. _

i

8

11

12

t

Not Applicable

6
7

22
2
5

Finance Officer
1 (One)_______
Group ‘A’_____
Level 14______
Not Applicable

Composition of Selection Committee

members tbe 
----------- -------------- M ^ndminated by it - Members

X/

In case of recruitment by promotion/ 
deputation / absorption, grades from 
which promotion / deputation / 
absorption to be made

OR
15 years of administrative experience, of 
which 8 years shall be as Deputy Registrar or 
an equivalent post,_____
Not Applicable

9_
10

direct recruitment or by promotion 
by deputation/absorption

Comparable c..r 
establishment and/ 
higher education,

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_________
Period of probation, if any

“Method of recruitment whether by Direct/Deputation for
i or 

by deputation/absorption and 
percentage of the post to be filled by 
various methods.

Appointment preferably by drawing officers not 
below the Level 12 belonging to the Indian Audit 
and Accounts services or other similar organized 
Services in Central/ State Gcvt. or University 
System/ Other organization subject to fulfillment 
of qualification as indicated under col. 7 on 
Deputation for a tenure of 5 years or till attaining 
the age of 62 years, whichever is earlier.
Note. 1 he Selection Committee for deputation 
shall be the same as at column 12.
Vice Chancellor- Chairperson

Executive Council

.. vilTf titcgu
Shri Lal Bahadur Shastri National Sanskrit University 

41-4, aiwiPi4> fo, R^-1100 6
B-4. Qutub Institutional Area, New Delhi-110016

1

Preferably below 57 years
Essential:
Master’s degree with at least 55% of the 
marks or an equivalent grade in a point scale 
wherever grading system is followed.

At least 15 years of experience as Assistant 
Professor in the Academic Level 11 and 
above or with 8 years of service in the 
Academic Level 12 and above including as 
Associate Professor along with experience in 
educational administration

OR
experience in research 
—' or ocher institutions of

a tenure of five years or till 
attaining the age of superannuation i.e. 62 years, 
whichever is earlier

Name of Post_____ ~ '
Number of Post
Classification_____ _
Scale of Pay/Pay Band / Grace Pay 
Whether Selection or non-selection 
post_____________
Age Limit for Direct Recruits 
Educational and other qualifications 
required for direct recruits

(Eligible for reappointment after observance of 
due selection process)
Deputation:



t

f

VERIFIED

25
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One person' not in service of the university 
nominated by the Executive Council - Member 
A nominee of the Central Government__________
A representative of SC/ST/OBC/ Minority/ 
Women/Differently abled categories to be 
nominated by the Vice-Chancellor, if any of the 
candidate(s) representing these categories is/are 
the applicant(s) if.any of the above members of 
the Selection Committee do not belong to that 
category._______ ______ _ _________ '________
Note: At least four members, including Central 
Government nominee and one member of the 
Executive Council and one outside member 
nominated by the Executive Council, shall 
constitute the quorum.________________________

/ Registrar

b5,Q^nSXl Area, New Delh>-110016



CONTROLLER OF EXAMINATIONS

6

i j.j; //.3V

Deputy Registrar
■

8

II

12 Composition of Selection Committee

Alfter
VERIFIED

 

_[
2
2
£ 
5

(Eligible for reappointment after observance of 
due selection process)
Deputation:

Name of Post
Number of Post
Classification _________
Scale of Pay/Pay Band / Grade Pay
Whether Selection or non-selection 
post ___________
Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct recruits

Controller of Examinations
7 (One)
Group ‘A5 _________
Level 14________
Not Applicable

In case of recruitment by promotion/ 
grades from 

deputation/

o 
To

Council

deputation/absorption, 
which promotion/ 
absorption to be made

Preferably below 57 years
Essential:
i) Master’s degree with al least 55% of the 

marks or an equivalent grade in a point scale 
wherever grading system is followed.

ii) At least 15 years of experience as Assistant 
Professor in the Academic Level 11 and 
above or with 8 years of service in the 
Academic Level 12 and above including as 
Associate Professor along with experience in 
educational administration

OR
Comparable experience in research establishment 
and/ or other institutions of higher education,

OR
15 years of administrative experience, of which 8 

■.years,3 shall be as Deputy Registrar or an 
equivalent post. 

Not ApplicableWhether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_________
Period of probation, if any  
Method of recruitment whether by 
d rect recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.

Not Applicable 
Direct/Deputation for a tenure of five years or till 
attaining the age of superannuation i.e. 62 years, 
whichever is earlier

I Registrar 
?IT^

Shri Lal Bahadur Shastri National Sanskrit University
f^t-110016

B-4, Qutub Institutional Area, New’Delfii^T1IJ(H6

Qualifications & Experience: As indicated at col 
7.
Grade: Holding analogous post or eight years’ 
experience at Pay Level-12
Selection Committee: As at column 12.
Vice Chancellor- Chairperson_______
Two members of the Executive 
nominated by it - Members  
One person not in service of the university 
nominated by the Executive Council - Member 
A nominee of the Central Government
A representative of SC/STOBC/ Minority/ 
Women/Differently abled categories to be 

Lnominated by the Vice-Chancellor, if any of the 
26 --------------- ----
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candidate(s) representing these categories is/are 
the applicant(s) if any of the above members of 
the Selection Committee do not belong to that 
category._______________ ___________
Note: At least four members, including Central 
Government nominee and one member of the 
Executive Council and one outside member 
nominated by the Executive Council, shall 
constitute the quorum._____________________

/ F?eais/rar 

Shri Lal Bahadur Shastri National Sanskrit University
^-4, nt ^ft-110016

B-4, Qutub Institutional Area, New Delhi-110016

VERlFjFn
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DEPUTY REGISTRAR

of Directcase

1

8

11 •
years

12

28

Composition of DPC or Selection
Committee

9
10

J
2
2 
4_
5

6
7

verified

Age Limit for Direct Recruits 
Educational and other qualifications 
required for direct recruits

/ Registrar4s.aas.SH5,
nJ teft-110016
0-4, Qutub Institutional Area, New Delhi-110016

Whether Age and5 educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions
Period of probation,, ifany1 ■ ’ „ -
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.
In case of recruitment by promotion/ 
deputation/absorption, grades from 
w^'c^ promotion/
deautation/absorption to be made

Promotion: Assistant Registrar with five 
regular service in Pay Level 11.
Deputation: Officers holding analogous posts on 
regular basis or with five years regular service in 
Pay Level 11 or with eight years regular service in 
Pay Level 10 in the Central/State Government, 
Universities and other autonomous organisations 
As per schedule III of these Rules’ '

Name of Post_____ '
Number of Post (s)
Classification_______
Scab of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post

Deputy Registrar______
02 (Two)______________
Group - A___________
Level 12__________■
Selection 
Not applicable in 
Recruitment/Deputation 
50 Years____________
Essential Qualifications:
1. Master’s Degree with at least 55% of the 

marks or an equivalent grace in a point scale 
i wherever grading system is followed.

ir. five years of experience as Assistant Registrar 
or in equivalent post in the Pay Level 10 and 
above.

Age: No '
Academic Qualification; Must possess at least 
Bachelor’s degree from a recognized University. 
f,_____ »

■ Ong1 year
75% by Direct Recruitment
25% by promotion, failing which by deputation.
(Ref: MHRD Letter No. 1-7/2015-.U.II (2) dated 
02/11/2017)



ASSISTANT REGISTRAR

non-selection• 5
of Directcase

8

which by

H

Selection12

.. 4 »

I

J

(

f 1

29

6
7

9
10

Name of Post________________ ■
Number of Post(s)____________
Classification________________
Scale of Pay/Pay Band / Grade'Pay

Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct 
Recruits

Assistant Registrar
07(Seven)________
Group - A________
Level 10

_1_ 
2
2
4

Deputation:

Officers holding analogous posts on regular basis 
or with 5 years regular service in lower grades 
position in Level 7/Level 8 in the Central /State 
Government, Universities and other autonomous 
organizations. / .
Knowledge of Computer Applications 
As pf* IH of these Rules 

i ---
Lverified

Promotion: 5 years of regular service as Section 
Officer/ Private Secretary/Officer working in the 
Pay Level-7 and having 5 years of experience in 
the field of
Administration/Finance/Statistics/Academic/ 
Examination of this University.(Ref: Letter No.l- 
7/2015-U.1I (2) dated 02.11.2017 of the Govt, of 
India, Ministry of HRD, Department of Higher 
Education).

Based on merit from among the eligible 
candidates on the basis of a written test.

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions______________________
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._________________
In case of recruitment by promotion/ 
deputation / absorption, grades from 
which promotion / deputation / 
absorption to be made

50% by promotion, failing 
deputation/direct recruitment.

Selection
Not applicable in
Recruitment/Deputation
40 Years_____________
Essential Qualifications:
I. Master’s Degree with at least 55% of the 

marks or an equivalent grade in a point scale 
wherever grading system is followed.

II. The appointment under direct recruitment shall 
be made through an All India open 
competition by conducting a written test and 
interview.

Registrar
W HFgrT

Shri Lal Bahadur Shastri National Sanskrit University
aN, l^t-110016

B-4, Qutub Institutional Area, New Delhi-110016

Whether Selection or 
post

Composition of DPC or 
Committee

Age: No
Qualification: No, but. must possess at least 
Bachelor's degree from a recognized 
University/Institute._______________________
Two Years ________________________
50% by direct recruitment



SECTION OFFICER

5

i)

i')

8

11

12

I

30

Composition of DPC 
Committee

grades from 
deputation /

rETTf^rrr
VERIFIED

9
10

6
7

2 2
4

Two Years ___________________
75% by Promotion from the cadre of Assistant 
failing which by deputation.

81 OCrt-.OH’Cl '■■•‘i.'i 
i

25% by Direct Recruitment (based on written test 
and skill test)________ ____________
Promotion: 05 years of regular service from the 
feeder grade of Assistant in Level 6 subject to 
seniority-cum-fitness with academic qualification as 
in Col.7 above.

Deputation: Officers holding analogous post on 
regular basis or with three years regular service in 
Level 6 or equivalent in the Central/ State Govt. 
Universities or autonomous organisations and 
possess the Bachelor’s degree as prescribed for 
direct recruits at Col.7 above.______________
As per schedule III of these Rules

/ Regis/frar

n ? •*’’ f^-110016
b-4, Qutuo institutional Area, New Delhi-110016

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions______________________
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 

percentage of the post to be filled by 
various methods._________________
la case of recruitment by promotion/ 
deputation/absorption, 
which promotion / 
absorption to be made

or Selection

;'nuliJ2r< w’uO ti

Name of Post_____________
Number of Post (s)_______________
Classification________________
Scale of Pay/Pay Band / Grade Pay

Whether Selection or non-selection 
post

Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct recruits

Section Officer
06 (Two)________
Group - B ________________
Level 7 _______________ ' ____ ______
Selection
Not Applicable in case of Direc:
Recruitment/Deputation____________
40 Years_______________
Essential Qualifications:

A Bachelor’s Degree in any discipline from 
any recognised Institute/ University.
Three Years’ Experience as Assistant in the 
Level 6 or eight years as UDC in Level 4 in 
any Central / State Govt./ University/ PSU and 
other Central or State Autonomous Institutions 
or holding equivalent positions in any reputed 
Private companies/ bank with annual turnover 
of at least Rs.200/- Crores or more.

iii) Proficiency in Computer Operation, noting and 
drafting (to be adjudged through a skill test).

Age: No
Academic Qualification: Yes (As indicated at 
column 7)



ASSISTANT

5

8

11

As per schedule III of these Rules12

Promotion: UDC with 5 years of regular service in 
Level 4 according to seniority-cum-fitness.

31

 

2
2
4

6
7

9
10

Name of Post______ _____________
Number of Po$t(s)________________
Classification________ ___________
Scale of Pay/Pay Band / Grade Pay
Whether Selection or non-selection 
post
Age Limit for Direct Recruits ■ 
Educational and other qualifications 
required for direct recruits

Age: No
Academic Qualification: Yes (As indicated at 
column 7)

Assistant ______ ________
10 (Ten) _____________
Group-B _____ ____________
Level 6___________________
Non-Selection in case of promotion
Not Applicable in case of Direct
Recruitment/Deputation_________
35 Years__________
Essential Qualifications:

/ Regist/ar
Shn Lal Bahadur Shastri National Sanskrit uZ 
dJ?a **** ^ft-110016
8-4, Qutub Institutional Area, New Delhi-11Qp16

LrER/F/ED

Two Years __________________________
75%,by Promotion

25% by Direct Recruitment (based on written test 
and skill test)

r-:'

i. Bachelor Degree from a recognized University / 
Institution.

ii. Three Years of experience as UDC or equivalent 
in the Level 4 in Central/ State Government/ 
University/ PSU and other Central / State 
Autonomous Bodies or equivalent pay package 
in the reputed private Companies/ corporate 
banks with a minimum annual turnover of at 
least Rs.200/- Crores or more.

iii. Proficiency in Typing, Computer applications, 
noting and drafting.

Whether Age and educational 
qualifications prescribed for direct 
recruits will- apply in the case of 
promotions____________ _________
Period of probation, if any _
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._____________ '
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made  
Composition of DPC or Selection 
Committee __________'



UPPER DIVISION CLERK

8

11

12 or Selection

*

Sli»-

32

Composition of DPC 
Committee

yrcotr-'*'^’■

VERIFIED

I

Two Years
75% by Promotion

9
10

6
7

2
2
2
£ 
5

i v.
No

Name of Post
Number of Post (s)_____
Classification_______
Scale of Pay/Pay Band / Grade Pay
Whether Selection or non-selcction 
post ______
Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct recruits

.. - uf.j
dutuO / Registrar

rTrT ?IT^t
Shri Lal Bahadur Shastri National Sanskrit University

^-4, ttiwiPra; eta, 1^1-110016
B-4, Qutub Institutional Area, New Delhi-110016

.. Upper Division Clerk ______
12 (Twelve) ’
Group - C_____________
Level 4_____ . ~
Selection

. _Nol applicable in case of Direct Recruitment
32 Years i
Essential Qualifications: ~

i- A Bachelor’s Degree from any recognized 
Institute/ University.

ii. Two year experience as Lower Division Clerk/ 
Equivalent posts in University/ Research 
Establishment / Central State Govt./ PSU/ 
Autonomous Bodies or equivalent pay package 
in the reputed private Companies/ corporate 
banks with a minimum annual turnover of at 
least Rs.200/- Crores or more.

m. Speed in English Typing @ 35 wpm OR Speed 
in Hindi Typing @ 30 wpm 
Proficiency in Computer Operations.

Promotion:
Lower Division Clerk/Hind: Typist with five years 
regular service in Pay Level 2 according to 
seniority cum fitness failing which by direct 
recruitment. ______
As per schedule III of these Rules ‘

■ ____________________

■ ■>'..

■E. , •;

.6- ’A •?

25% by Direct Recruitmen: (based on written test 
and skill test)

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions___________
Period of probation, if any_________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 

; various methods.
In case of recruitment by promotion/ 
dsputation/absorption, grades from 
^hich promotion/
deputation/absorption to be made



Tt

LOWER DIVISION CLERK

.68

8

i)

33

::: s
I

1
2
3
4-
5

6 ,
7

9
10

The relaxation of Skill/Typtng Test for the 
promotion from MTS to LDC shall be governed 
as per DoPT OM No. F.o.l4020/1/2014-Estt. (D) 
dated 22"11 April, 2015.

verified

Name of Post____________________
Number of Post (s)_______________
Classification___________________
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post

Lower Division Clerk_____________________
14 (Fourteen)_____________________________
Group - C________________________ _______
Level 2__________________________________
Selection
Non-Selection for Col. 10 (iii)
Not Applicable for Direct Recruitment _______
32 Years________________________________
Essential Qualifications:
(i) A Bachelor’s Degree from any recognized 

Institute/ University.
(ii) English Typing @ 35 wpm OR Hindi Typing 

@ 30 wpm(35wpm and 30wpm correspond to 
10500KDPH/ 9000KDPH on an average of 5 
Key depressions for each work)

(iii) Proficiency in Computer Operations (to be 
,□ adjudged through a skill test).

t-.'

Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct recruits

i

Whether^Q^jAge,!. and ■ educational;: *blo 8 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_____________________
Period of probation, if any______•
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.

Two Years_______________________________
80% by Direct Recruitment through written 
and skill test in various components of MS 
Office particularly in MS Word, MS Excel, 
etc.

iij^ Promotion: 15% of vacancies shall be filled 
up from amongst the Group ’C employees in 
the Pay Level 1 and who possess Senior 
Secondary (10+2) or equivalent qualification 
and have rendered five years of regular 
service in the grade, on the basis of the 
departmental qualifying examination

iii) Note: The panel shall be valid for a period of 
one year.

iv) Promotion: 5% of the vacancies shall be 
filled on seniority-cum-fitness basis from

■ Group 'C‘ (MTS) employees in the Pay Level- 
I and who possess Matriculation (10,h) or 
equivalent qualification and having rendered 
five years of regular service in the grade.

J /Registrar
4ft

Shri Lal Bahadur Shastri National Sanskrit Universit 
R<^-11001o

B-4, Qutub Institutional Area, New Delhi-110016
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11 As in Column No: 10

12 As per schedule III of these Rules.
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In case of recruitment by promotion/ 
deputation / absorption, grades from 
which promotion/ deputation / 
absorption to be made 
Composition of DPC 
Committee

or Selection

•^4
rf' lr.s>

'■I ■

\ •,#S lj <!> ‘

/ Registrar 1 4. . 
fW^llriq•• 

Shri Lal Bahadur Shastri National Sanskrit University 
^4, htwiPtcs ^t-110016 

B-4, Qutub Institutional Area, New Delhi-110016

**Only those Group-C (Level-1) employees, who are holding the posts of MTS/Isolated posts 1 ' 
shall be considered eligible for the post of LDC through Departmental Qualifying Examination.
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MULTI TASKING STAFF

r

8

Not Applicable11

As per schedule III of these Rules.Selection12

verified I

I- 35

■>

1
- 2

3
4
5

6
7

32 Years____________________
Essential Qualifications:
10th Pass from a recognized Board.

OR
1TI Pass.
Not Applicable

Two Years__________________________ _
Direct Recruitment through Written and Trade 
Test.

Multi-Tasking Staff (MTS)
33 (Thirty three) 
Group - C_________ ____
Level I_________ '
Not Applicable

9
10

I Registrar

Shri Lal Bahadur Shastri National Sanskrit University
. ^t-4, WWlfT*
B-4, Qutub Institutional Area, New Delhi-110016

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions___________________ __
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._______________ __
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made_____
Composition of DPC or 
Committee

.f-fr

Name of Post____________________
Number of Post (s) ____________
Classification____________ .________
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post
Age Limit for Direct Recruits________
Educational and other qualifications 
required for direct recruits



RESEARCH CUM STATISTICAL OFFICER

II Not Applicable

.12 As per schedule (II of these Rules.

I

S;«

■■

36

9
10

_6
7

Two Years______
Direct Recruitment

2
2
22 
5

Research cum Statistical Officer
01 (One) . ________
Group - B
Level 7____ _
Not Applicable

VERIFIED

-

^-4,

Name of Post
Number of Post (s)
Classification_____
Scale of Pay/Pay Band / Grade Pay
Whether Selection or non-selection 
post_________ _
Age Limit for Direct Recruits______
Educational and other qualifications 
required for direct recruits

40 Years______ ____________
Essential Qualification :
(i) M.A/ M.Sc. in Stacistics/Matheniatics 

/Economics from a recognized universit)' 1
(ii) 03 years’ experience in collection, 

compilation, tabulation., analysis & 
interpretation of statistical data in a 
Central/State Govt., PSDs/Statutory 
Bodies/ Autonomous Organizations '

Not Applicable8 | Whether Age and edjcational 
; qualifications prescribed for direct 
■ recruits will apply in the case of 
1 promotions__________

Period of probation, if any
Method of recruitment whether by 

i direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._______
In case of recruitment by promotion/ 
deputation/absorption, grades from 
whdch promotion/
deputation/absorption to be made 
Composition of DPC or . Selection 
Committee i



PRIVATE SECRETARY

ii.

iv.

v.

in120 w.p.m.

8

Promotion:11

Deputation:

ii) 25 % by direct recruitment failing which by 
deputation.

Personal Assistant with 05 (five) years regular 
service in Level 6 on the basis of seniority-cum- 
fitness, subject to qualifying in the stenography 
test as mentioned under column 7.

utocr
arccrr-

’ •t-
!6J .Via

Two Years________
i) 75% by promotion

6
7

9
10

2 
4
5

livsr ■' ’ ’,l!> •' 
, •• '<•- ■.1

Skill Test Norms on Computer: 
Dictation: 10 minutes @ 
English/100 w.p.m. in Hindi

Transcription: 50 minutes (English)/ 60 minutes 
(Hindi)

Desirable:
Proficiency in English & good communication 
skills._______________________ ______________
Age: No
Academic Qualification: Yes

Persons holding analogous posts on regular basis 
or with 3 years regular service as . Personal 
Assistant in the Level 6/Level 7 of any

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions________________________
Period of probation, if any______ _
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods. _______________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made

Name of Post______________________
Number of Post (s)_________________
Classification______________________
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post____________________
Age Limit for Direct Recruits________
Educational and other qualifications 
required for direct recruits

Private Secretary____________________________
03 (Three)___________________________________
Group - B___________________________________
Level 7_____________________________________
Selection
Not applicable in case of Direct Recruitment______
40 Years_________________________ ___________
Qualifications:
i. A Bachelor’s Degree from a recognized 

University/lnstitute.
At least 03 years’ experience as Personal 
Assistant or 5 years as Stenographer in a 
University/ Research establishment/ Central/ 
State Govt. /PSU and other autonomous 
bodies.

iii. English/Hindi Stenography speed:120 wpm in 
English or 100 wpm in Hindi
English/Hindi Typing speed: 35 w.p.m. in 
English or 30 w.p.m.in Hindi.
Knowledge of computer applications.
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Central/State Govt./ University/ Public Sector 
Undertaking as other Central or State Autonomous 
bodies and fiilfiiling the educational qualifications 
and other professional requirements as prescribed 
at column 7,_________________
As per schedule HI of these Rules. * . '
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PERSONAL ASSISTANT

8

11

12

Desirable: Proficiency in English and good 
communication skills.

9
10

1
2
2
4
5

' 2 Years_________________________________
i) 75% by promotion failing which by deputation.
ii) 25 % by direct recruitment failing which by 
deputation.

Skill Test Norms on Computer:

Dictation: 10 minutes @ 100 w.p.m.
Transcription: 40 minutes English/55 minutes
Hindi______________________________________

Not Applicable

6
7

Deputation: Officers holding analogous post on 
regular basis or with three years regular service in 
Level 4/Level 5 or equivalent in the Central/ State 
Govt. Universities or autonomous organisations 
and possess the qualification as prescribed for 
direct recruits at Col.7 above.__________________
'X's per schcdule-IU of these Rules.

Personal Assistant__________________________
02 (Two) __________________ ■ _________
Group - B__________________________________
Level 6_____________________________________
Selection
Not Applicable in case of Direct Recruitment
35 Years____________________ ______________
Essential Qualifications:
i. A Bachelor’s Degree in any discipline from 

any recognised Institute/ University.
ii. Proficiency in Stenography in English or Hindi 

with minimum speed of I OOwpm.
iii. Proficiency in Typing in English or Hindi with 

minimum speed of 35 / 30 wpm respectively.
iv. Knowledge of Computer Applications.
v. Two years experience as Stenographer or 

equivalent in Central State Govt. Organisations 
I University Research Institution or Central / 
State autonomous Institution/reputed private 
institutions having a turnover 200 Crores.

Promotion : Stenographer with 05 (five) years 
regular service in Level 4 on the basis of 
seniority-cum-fitncss, subject to qualifying in the 
stenography test as mentioned under column 7.

Name of Post______________________
Number of Post (s)_________________
Classification______________________
Set le of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post__________
Agb Limit for Direct Recruits________
Educational and other qualifications 
required for direct recruits

■ ... cRtB.‘Ci^

.Composition of DP.C or jS'elecil 
Committee;

Whether Age and educational 
qualifications prescribed for direct 
recijuits will apply in the case of 
promotions________________________
Period of probation, if any___________
Melhod oF recruitment whether by 
direct recruitment or by promotion or 
by I deputation/absorption and 
percentage of the post to be filled by 
varipus methods.___________________
In epase of recruitment by promotion/ 
deputation/absorption, grades from 
whi'ch promotion/

deputation/absorption to be made



STENOGRAPHER

i.

n. or

iii.

iv.

8

11 Not Applicable

12 As per schedule HI of these Rules.

r

40

VERIFIED

Two Years_____________
100% by Direct Recruitment

9__
‘10

6 
7

Stenographer 
03 (Three) 
Group - C 
Level 4_____
Not applicable

2
2
£
5

/ Registrar

32 Years
Essential Qualifications:

A Bachelor’s Degree in any discipline from 
any recognised Institute/ University.
Proficiency in Steno’raphy in English 
Hindi with minimum speed of 80wpm.
Proficiency in Typing in English or Hindi 
with minimum speed of 35 / 30 wpm 
respectively.
Knowledge of Computer Applications.

Name of Post _________________
Number of Post (s)_______________
Classification_________________ -
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post_______ •_________________ .
Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct recruits

Desirable Qualifications: Proficiency in English 
and good communication skills.
Skill Test Norms on Computer:
Dictation: 10 minutes @ 80 vv.p.m.
Transcription: 50 minutes English/65 minutes 
Hindi
Not ApplicableWhether Age and educational 

qualifications prescribed for direct 
recruits will apply in the case of 
promotions___________________
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.____________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which ‘ promotion/
deputation/absorption to be made_____
Composition of DPC or Selection 
Committee



PROFESSIONAL ASSISTANT

i.

8

II

J

11

12

; ■

Age: No
Academic Qualification: Yes as at (column 7).

1
2
2 
_4
5

6
7

9
10

Name of Post______________________
Nulnber of Post (s)
Classification______________________
Scqle of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post__________ ____________________
Age Limit for Direct Recruits________
Educational and other qualifications 
req aired for direct recruits

1 ■

Selection _As-pe?-5i

.s3 Iw -,3 
.&-!■

Professional Assistant_______________________
04 (Four) __________________________
Group - B__________________________________
Level 6_____________________________________
Selection
Not applicable in case of Direct Recruitment_____
35 Years___________________________________

Qualifications:
Master’s Degree in Library & Information 
Science from any recognised University 
/Institution with 02 years experience in the 
relevant field in a University/Research 
establishment / Central / State Govt. I PSU 
and Library of other autonomous Institutions.

OR
Bachelor’s Degree in Library / Library and 
Information Science from any recognised 
Institute/ University with 03 years experience in 
the relevant field in a University / Research 
Establishment / Central / State Govt. / PSU and 
Library of other autonomous Institutions.

ii. Knowledge of Computer Applications (to be 
adjudged through a skill test).

Composition of DPC or 
Committee

2 Years____________________________________
i) 75% by promotion
ii) ii) 25 % by direct recruitment failing which by 

deputation.

Promotion: Semi Professional Assistant with five 
years regular service in Level 5 through seniority- 
cum-fitness, subject to qualifying in the written- 
cum skill test and computer typing test failing 
which by deputation / direct recruitment

Deputation: Employees of the Central/ State 
Government, Autonomous or Statutory 
Organisation, PSU, University or recognised 
research institution;

(i) Holding analogous post on regular basis in the 
parent cadre or department.
(ii) With 5 years’ service rendered as Semi 
Professional Assistant in the Level 5 or equivalent 
in the parent cadre or department.
(iii) Possessing the qualifications and experience 
prescribed for direct recruitment under column 7.

icdule 111 of these Rules.

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions__________________ _____
Period of probation, if any___________
Method of recruitment whether by 
direct recruitment or by promotion or 
by | deputation/absorption and 

percentage of the post to be filled by 
various methods.___________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
whilch promotion/

deputation/absorption to be made 
L . .. J



SEMJ PROFESSIONAL ASSISTANT

8

11

12

42

Composition of DPC 
Committee

VERIFIED

2 Years
75% by Promotion failing which by direct 
recruitment.
25% by Direct Recruitment

9
10

6 
7

Name of Post___________________
Number cf Post (s)_______________
Classification___________________
Scale of Fay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post________
Age Limn for Direct Recruits
Educational and other qualifications 
required for direct recruits

1
1£
5

i * .

S-

Promotion: Library Assistant with 5 years of 
regular service in Level 4 through seniority-cum- 
fitness, subject to qualifying in the written cum skill 
test and computer typing test fail ng which by 
deputation / direct recruitment
As per schedule III of these Rul'es.

^t-4, a— Sanskrit University

Semi Professional Assistant__________________
03 (Three) '  
Group - C______________
Level 5________________
Selection
Not applicable in case of Direct Recruitment______
32 Years
Qualifications:
Master’s Degree in Library Science and Information 
Science from any recognised. Univ ersity/Institution

OR
Bachelor’s Degree in Library/ Library and 
Information Science from a recognised Institute/ 
University with two years relevant experience in a 
University/ Research Establishment / Central / State 
Govt./ PSU Autonomous Institutions.
Age: No
Academic Qualification: Yes

or Selection

•7 '
' J t. ' ...

Whether Age and educational 
qualifications prescribed for direct 
recruits will'apply in the case of 
promotions ___________
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.
In case of recruitment by promotion / 
deputation / absorption, grades from 
which promotion. / deputation / 
absorption to be made



LIBRARY ASSISTANT

8

11

Selection12

' .r:VA •

43

I

1

2
4 
5

6
7

9
10

2 Years________________
75% by promotion
25% by Direct Recruitment

Promotion: Library Attendant possessing 10+2 
qualification or equivalent and certificate in 
Library Science with five years regular service in 
Level I through seniority-cum-fitness, subject to 
qualifying in the written cum skill test and 
computer typing test failing which by deputation / 
direct recruitment ___________________________
As per schedule III of these Rules.

Whether Age and educational 
qualifications prescribed for direct 
rec nits will apply in the case of 
promotions________________________
Perjiod of probation, if any___________
Method of recruitment whether by 
direct recruitment or by promotion or 
by I deputation/absorption and 

percentage of the post to be filled by 
various methods.___________________
In case of recruitment by promotion/ 
dep'utation/absorption, grades from 

which promotion/
deputation/absorption to be made

Library Assistant__________________
03 (Three) _________________________ _
Group-C____________________
Level 4____________________________ __
Selection
Not applicable in case of Direct Recruitment._____
32 Years________________________________ _
Essential Qualifications:
i) Bachelor’s degree in Library & Information 

Science or equivalent from a recognized 
University.

ii) Typing speed of 30 words per minute in 
English.

iii) Knowledge of Computer Applications.

Composition of DPC or 
Committee

Name of Post______________________
Number of Post (s)
Classification______________________
ScAle of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post__________ ______________
Age Limit for Direct Recruits________
Educational and other qualifications 
required for direct recruits

Age: No
Qualification: No. But must possess the
qualification as indicated in Column 11.



LIBRARY ATTENDANT

6

8 Not Applicable

11 Not Applicable

12 As per schedu le III of these Rules.

L.
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I

VERIFIED

9
10

2 Years________
Direct Recruitment

32 Years
Qualifications:

Library Attendant 
05 (Five)
Group - C_______
Level I ________
Not Applicable

2
2 
2 
£
5

4 i
i ’

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_________
Pe~iod of probation, if any 
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.
In case of recruitment by promotion/ 
deputation/absorption, grades from 
wh:ch promotion/
deputation/absorption to be mace 
Composition of DPC or Selection 
Committee

Name of Post
Number of Post(s)____________
Classification____________
Scale of Pay/Pay Band / Grade Pay
V/hether Selection or non-selection 
pjst _________ _
Age Limit for Direct Recruits
Educational and other qualifications 
required for direct recruits

i) 10+2 or its equivalent examination from a 
recognized Board.

ii) Certificate course in Library Science from a 
recognized Institution.

iii) One year experience in a University/ College/ 
Educational Institution Library.

iv) Basic knowledge of computer applications.

. ?•

-A

. '.s r- / Registrar
■ • W. .y ',p Bahadur Shastri National Sanskrit University

R^t-110016
B-4; Qutub Institutional Area, New Delhi-110016



TECHNICAL ASSISTANT (EDUCATION LAB.)

5

No8

11

12

I

45

9
10

2
2 
4

6
7

Name of Post___________________
Number of Post (s)_______________
Classification________ __________
Pay Band and Pay Level___________
Whether Selection or non-selection 
post______________________ _
Age Limit for Direct Recruits_______
Education and other qualifications 
required for direct recruits

35 Years_________________ _______________
Essential:
i) Shiksha Shastri/Bachelor’s Degree in Education 

(B.Ed) from a recognized University.

ii) Three years experience of Laboratory works in 
the Department of Education of any Central/ 
State Government Organization/Universities or 
any other organization of repute.

iii) Knowledge of computer

2 Years ____________________________
50% by Direct Recruitment
50% by Promotion according to seniority-cum- 
fitness and subject to qualifying the departmental 
test.

Technical Assistant (Education Lab.)
One (01) ________ ■ ________
Group - C______________________
Level 5 ______________________
Non-Selection

Whether Age and education 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_____________ .____ •
Period of probation, if any_________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made 
Composition of Departmental 
Promotion Committee or Selection 
Committee/ Departmental
Confirmation Committee

Promotion:

Three years continuous regular service as
Laboratory Assistant.__________________ '
As per schedule III of these Rules



laboratory assistant

8

11 Promotion:

12 or Selection

r ■

t •

46

Conposition of DPC 
CDmmittee

VERIFIED

9
10

6
7

2
2
2±
5

______ _____________  2 Years________________
Method of recruitment whether by 25% by Promotion

75% by Direct Recruitment

Laboratory Assistant_____________
01 (One) ___________
Group - C ,
Level 4____
Selection
Not Applicable for Direct Recru.tment
32 Years
Essential Qualifications:

o‘00r!'-irifc^. r,v ■F;,;

-J

84, Qutub Institutional wea.

with the
Col,No,7,
As per schedule III of these Rules.

Laboratory Attendaht/Lab Attendant (Psychology
Lab) with eight years of regular service in Level 1 

requisite qualification prescribed at

direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.______
In case of recruitment by promotion/ 
deputation/absorption, grades from 
''-hich promotion/
deputation/absorption to be made

Whether Age and educational 
c unifications prescribed for direct 
recruits will apply in the case of 
promotions_________
Per iod of probation, if any

Name of Post
Number of Post (s)
Classification____________
Seale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post
Age Limit for Direct Recruits
Educational and other qualifications 
required for direct recruits

i) Shiksha Shastri/ Bachelor’s Degree in
Education (B.Ed)/Bachelor’s.' Degree in 
Psychology from a recognized University.

ii) Two years experience of Laboraiory works in 
the Department of Education of any Central/ 
State Government OrganizaiicrAmiversities or 
any other organization of repute.

iii) Knowledge of computer

Age: No
Academic Qualification: Yes



LABORATORY ATTENDANT

!

OR

8

Not Applicable11

As*‘per schedule 111 of these Rules.Selection12

4
r

■I .

A
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I

i
i

J

■ ' 1Jz J

32 Years___________________________________
Essential Qualifications:
10+2 with Science stream from any recognized 
Central/ State Board

10th Pass from any recognized Central/ State Board 
with Science as one of the subjects and skill 
certificate programme in Laboratory Technology. 
Not Applicable

1 
2
2 
4
5

6
7 •

9
10

2 Years_________
Direct Recruitment

Laboratory Attendant
01 (One) -___________
Group - C___________
Level 1____________
Not Applicable

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions________________________
Period of probation;, if any___________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._______________ -
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made_____
Composition of DPC or 
Committee

Name of Post____________ _________
Number of Post (s) ____________
Classification______________________
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post_____________________________
Age Limit for Direct Recruits________
Educational and other qualifications 
required for direct recruits



t

Not Applicable

i

| ♦

ir Not Applicable

As per schedule 111 of these Xules

■ ■* ’
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i

Lab Attendant (Psychology Lab)
One (01) . :_______________
Group-C ;_______________
Level 1_____ ;_______________
Not Applicable

35 Years
Essential:

3 
.4 
5

9
“o

6
7

2 Years I __________________
Direct Recruitment through Written and Trade 
Test/Skill Test of the relevant fields.

1.2
! Committee/Departmental

VERIFIED
■

as a

laboratory attendantcpsychology lab)

1 j Name of Post___________________
2 i Number of Post (s)__________,
3 Classification_______________

Pay Band and Pay Level__________
Whether Selection or non-selection 
post__________________________
Age Limit for Direct Recruits1______
Education and other qualifications 
required for direct recruits

8 1 Whether Age and education 
; qualifications prescribed for direct 

recruits will apply in the case of 
promotions_________________

Period of probation, if any_________
Method of recruitment whether by

I drrect recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filed by 
various methods. _____________

| In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made 
Composition of DPC or Selection

i Cnmmitlep/npnartrnAntal 

' Confirmation Committee

J c

7.
■'•/ 'r.

*
i) 10+2 or equivalent with psychology 

subject from a recognised board.
ii) One year experience in Psychology Laboratory 

of any recognized university/institute/ school.
iii) Knowledge of Computer



ATTENDANT (HEALTH CENTRE)

Not Applicable8

Not Applicable11

As per schedule III of these Rules12

i

t
i

6
7

9
10

__ 1_
2
3

__ 4
■' 5

Name of Post_________ _________
Number of Post (s)______________
Classification__________________
Pay Band and Pay Level__________
Whether Selection or non-selection 
post_____________________ ____
Age Limit for Direct Recruits______
Education and other qualifications 
required for direct recruits

2 Years________
100% by Direct Recruitment through Written and 
Trade Test/Ski 11 Test of the relevant fields.

ATTENDANT (HEALTH CENTRE)
One (01)________________ _______
Group-C______________________
Level 1_____________________ .
Not Applicable

32 years 
Essential:

Whether Age and education 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions____________________
Period of probation, if any_________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made 
Composition of DPC or Selection 
Committee/Departmental 
Confirmation Committee

i. 10+2 or equivalent with Science from a 
recognised board

ii. One year experience as Attendant in the 
related field in any government/recognized 
hospitals/diagnostics centres /accredited 
centres.

iii. Knowledge of Computer

‘ 49
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SENIOR SYSTEM ANALYST

1.

2.

3.

4.

5.
6.

7.

8.

II.
Systemas

12. orComposition 
Committee

Not Applicable

50 Years

Qualification:
B.E./B.Tech.(Computer Science & Engineering) 

-------- — J years of

Group ‘A’

Level 12

9. ;

10. '

Senior System Analyst 

~n7T

One Year
By promotion failing which deputation/direct 
recruitment

Whether age & educational qualifications 
prescribed for direct recruits will apply in 
the case of promotions?

Government, State 
, Autonomous/ 
, ------- j or

Institutions holding the 
pay in parent cadre of

10 years of regular service 
Administrator in the Pay Level-10 

Deputation :
An Officer of Central C
Government, Union Territories,
Statutory Organizations, PSUs, Universities 
recognized Research 
analogous post and 
department.

or

experience in the above 
mentioned organization in pay level 10/11 or 
equivalent on regular oasis in parent cadre or 
department.

Selection As per schedule III of these Rules.

I VERIFIED J
50 / Registrar

^TRfT
Shri Lal Bahadur Shastri National Sanskrit University 

wnPRj H stf fWcvh-110016
B-4, Qutub Institutional Area, New Delhi-110016

of DPC

Period of probation, if any.

Method of recruitment whether by direct 
recruitment or by promotion or by 
deputation/absorption and 'percentage of 
the vacancies to be filled by various 
methods.

In case of recruitment by promotion / 
deputation / absorption, grades from 
which promotion/ deputation/ absorption 
to be made.

Name of Post

Number of Post

Classification of the post

Scale of Pay/Pay Band/Grade Pay/Pay 
Level
Selection or Non-Selection Post

Age limit for direct Recruits

Educational and other quaEfications 
required for direct recruits

with at least 55% of marks and 9 ; 
experience of extensive programming and System 
Management from a recognized Public/PSU.

OR
M.Sc. (Computer Science) / MCA / M.Tech. 
(Computer Science & Engineering) with 55% of 
marks and 8 years’ experience of extensive 
programming and system management from a 
recognized Public/PSU.

Not Applicable



SYSTEM ADMINISTRATOR

Information

i

8

II

deputation/

As per schedule Iff of these Rules12

>■

Assistant Programmer with six years regular 
service in Pay Level 7.

-1
■

■it

VERIFIED

9
10

6 
7

Name of Post___________________
Number of Post (s)______________
Classification___________________ .
Pay Band and Pay Level___________
Whether Selection or non-selection 
post__________________________
Age Limit for Direct Recruits_______
Education and other qualifications 
required for direct recruits

2 Years ______ _______________________
By promotion failing which by deputation/ direct 
recruitment.

___ 1_
___ 2
___ 3
. . 4

5

System Administrator________________
One (01) ______________________
Group - A_________________________
Level 10__________________________
Not Applicable in case of direct recruitment
Selection in case of promotion__________
40 Years___________________________
Essential:

;p -nA

OR
First class B.E./B. Tech. (Computer Science & 
Technology/ Information Technology) or 
equivalent with two years of relevant experience.

OR
First class Master in Computer Applications 
(MCA) with two years of relevant experience.

OR
First class M.Sc. (Computer Science/Information 
Technology) from a recognized 
University/Institute with three years of relevant 
experience._______________________________
NoWhether Age and education 

qualifications prescribed for direct 
recruits will apply in the case of 
promotions_____________________
Period of probation, if any_________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/ 
absorption to be made
Composition of Selection Committee/ 
Departmental Promotion Committee/ 
Departmental Confirmation
Committee;:------ - |

First class M.E. /M.Tech. (Computer Science & 
Technology/ Information Technology) or 
equivalent

• r
j'.lJ

I Registrar
----- W

• ShritLal Bahadur Shastri National Sanskrit University
’ • ^-4, ‘S-P f^t-110016

B-4, Qutub Institutional.Area, New Delhi-110016

51



ASSISTANT PROGRAMMER

I. Name of Post

2.

3.

4.

5.

6.

7.

&

8. Not Applicable

9.

10.

11.

12. SelectionorComposition 
Committee

In case of recruitment by promotion / 
deputation / absorption, grades from 
which promotion/ deputation/ absorption 
to be made.

i.

ii.

Not Applicable

35 Years

Assistant Programmer

02 (Two)

Group ‘B’

Level 7

Whether age & educational qualifications 
prescribed for direct recruits will apply in 
the case of promotions?

Period of probation, if any.

Method of recruitment whether by direct 
recruitment or by promotion or by 
deputation/absorption and percentage of 
the vacancies to be filled by various 
methods.

OR
M.C.A./M Sc. in Computer Science
02 years programming experience in in 
languages like C/C+^/JAVA etc. databases: 
MySQL/ORACLE with PHP etc. Foundations 
and practices under WINDOWS/LINUX/UNIX 
platforms from a recognized Public/PSU.

Number of Post
Classification of the post

Scale of Pay/Pay Band/Grade Pay/Pay 
Level
Selection or Non-Selection Post

Age Emit for direct Recruits

Educational and other qualifications 
required for direct recruits

Two Years

50% by Direct Recruitment

50% by Promotion according to seniority-cum 
fitness failing which by direct recruitment

VERIFIED

fcrefifllrN
, Shn Lal Bahadur Shastri National Sanskrit University

HiwPr* 1^-110016
/’■ i^*4,Qutub Institutional Area, New Delhi-110016

f'-A'. . ‘bO Lg
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Essential Qualification:
i. B.E./B.Tech. in Computer Science 

Engineering/Electronics Engineering.

Technical Assistant (Computer) with 08 years 
regular service in the grade.

As per schedule III of these Rules.of DPC



..i.

TECHNICAL ASSISTANT (COMPUTER)

in

Not applicable.8

N.A..11

As per Schedule III of these rules.Selection12

S3

' -H.

6 
•7

2 Years_________
Direct Recruitment

32 Years____________
Essential Qualification :

1
2
3

■ 4

5

Name of Post____________________
Number of Post (s) ______________
Classification __________________
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post___________________________
Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct recruits

9
10

Technical Assistant (Computer) 
02 (Two)___________________ ’
Group - C__________________.
Level 5______________________
Not applicable

Computer 
from any

i) Bachelor's Degree in Engineering / 
Technology in Computer Science and 
Technology / Information Technology from 
any recognized University or Institute.

OR
Master’s Degree in 
Science/Technology / MCA 
recognized University / Institute.

ii) At least 02 years experience in relevant field 
in University/ Research establishment / 
Central / State Govt. I PSU and other 
autonomous bodies

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_________ .____________
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._________________
In'case of recruitment by promotion/ 
deputation/absorption, grades from 
which^ - ■ " - promotion/
deputation/absorption to be made_____
Composition of DPC or 
Committee. ,

jiute; .-/'.o ^.,..->153 IB.; —
-aroon-fHfei CST-.-rrTfu cl

' - riu'uO KV M ' ‘@4^ UerihIS



LAB ATTENDANT (COMPUTER-LAB)

non-selection

8 Not Applicable

11 Not Applicable

12 Selection As per schedule III of these Rules

rr.-

(

54

i. 10+2 or equivalent from axecognized board;
ii. One year experience in Computer Laboratory of 

any recognized university/ institute/ school.

2 Years ____________________________
Direct Recruitment through Written and Trade 
Test/Skill Test of the relevant fields.

35 Years 
Essential:

9
10

6 
7

2 
2
2 
4
5

Lab Attendant (Computer-Lab)
One (01)___________________
Group - C__________________
Level 1________________ '
Not Applicable

• ' ■ '■'i/

v-. ■
<5-6. ...

Name of Post________
Number of Post (s)
Classification________
Pay Band and Pay Level
Whether Selection or
post________ ________
Age Limit for Direct Recruits_______
Education and other qualifications 
required for direct recruits

VERIFIED

^1 ctlrT
Shri Lal Bahadur Shastri National Sanskrit University 

41-4, f^ft-110016
B-4, Qutub Institutional Area, New Delhi-110016

Whether Age and education 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions ______
Period of probation, if any_________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be mace 
Composition of DPC or 
Committee/Departmental 
Confirmation Committee



SUPERINTENDENT ENGINEER (CIVIL

I 8

t

11

Selection12

55

6
7

9
10

Not Applicable ______________________
By Deputation or Appointment on Tenure basis.

1 
2_
2
1
5

Superintendent Engineer (Civil)
Nil'____________ __________
Group - A__________________
Level 13____________ _______
Not Applicable

; Degree in Civil 
recognised Institute/

Desirable Qualifications:
i) Experience in construction of projects of multi

storey buildings and have experience in 
planning/estimation/measurement/tendering as 
per the CPWD/ PWD norms. Good knowledge 
of CPWD manuals, preparations/checking of 
estimates, drawings, structural details, bill of 
quantities, substitute/deviation items statements 
and other associated issues related with 
building and constructions.

ii) Knowledge of Computer Aided Design (CAD)
and latest Management Technology/other 
relevant software._______________________

Not Applicable

Deputation: Officers holding analogous post or 
with 8 years experience as Executive Engineer (Pay 
Level 11) or equivalent, in the CPWD/ State 
Government PWD services or similar organized 
services/ Semi Government/ PSU/ Statutory or 
Autonomous Organisation/ University System: 
As per sc tedule III of these Rules. 

-
VERIFIED

--------------------- . -.--J

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_____________________
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made

Composition of DPC or 
Committee

Name of Post____________________
Number of Post (s)_______________
Classification____________________
Scale of Pay/Pay Band / Grade Pay
Whether Selection or non-selection 
post___________________________
Age Limit for Direct Recruits _____
Educational and other qualifications 
required for direct recruits

WWW ^^riN^onal Sanskrit Unwefsity 
Shri Lal Bahadur Sha^i N^ ^.110016

. ..MOC'LjA--.. • id 'hiA : niiT-O l B-AUuwu

56 Years (for deputation)
Essential Qualifications:
i) First Class Bachelor’s 

Engineering from a i 
University or equivalent.

ii) 08 years of experience as Executive Engineer in 
the relevant field from CPWD/State 
Government PWD services or similar organized 
services/Semi Government/ PSU/ Statutory or 
Autonomous organization/ University System 
or reputed private organizations with an annual 
turnover of at least Rs.200/- Crores or more



 

EXECUTIVE ENGINEER (CIVIL)

5

8 Not Applicable

II

56'■T

■■

Whether Selection or non-selection 
post_____________________
Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct recruits

Name of Post
Number of Post (s)____________
Classification ____________
Scale of Pay/Pay Band / Grade Pay

9
10

2
2 
■4

6

Two Years____________
By promotion failing which deputation/direct 
recruitment ——

Executive Engineer (Civil) ______________
01 (One)_________________________________ _
Group - A
Level 11 (after 5 years of service as Executive 
Engineer with level 11, an incumbent shall be 
assessed by the Departmental Promotion 
Committee -DPC for moving to the level 12 in the 
same designation)_______________
Not Applicable

Deputation: Officers hniainn analnonns post or 
one below category wi|h 3 tie

/>0^nVERlFIEr)
. , , / Registrar' ‘ -------------- 1

.
Shn Lal Bahadur Shastri National Sanskrit University

,* ^-4, eta, f^t-110016
B-4, Qutub Institutional Area, New-Delhi=l1QQ.lfi

Promotion: Assistant Engineer with 10 years of 
regular service.

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions _______
Period of probation, if any 
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.  
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made

45 Years________________ ______
Essential Qualifications:
i. First Class Bachelor’s Degree in the Civil 

Engineering from a recognised Institute/ 
University or equivalent.

ii. 08 years of experience as Assistant Engineer in 
the relevant field from CPWD/State 
Government PWD services o~ similar organized 
services / Semi Government / PSU / Statutory 
or Autonomous organization/ University 
System or reputed private organizations with an 
annual turnover of at least Rs.200/- Crores or 
more

Desirable Qualifications:
i. Experience in construction of projects of multi

storey buildings and have experience in 
planning / estimation 1 measurement / tendering 
as per the CPWD/ PWD nonns. Good 
knowledge ■ of CPWD manuals, 
preparations/checking of estimates, drawings, 
structural details, bill of quantities, 
substitute/deviation items statements and other 
associated issues related with building and 
constructions.

ii. Knowledge of Computer Aided Design (CAD) 
and latest Management Technology/other 
relevant software.



12

i

?!

J-?-

Composition of DPC or Selection 
Committee

eft-*
94, c

■'i/vV-’:

. 57

CPWD/ State Government PWD services or similar 
organized services/ Semi Government/ PSU/ 
Statutory or Autonomous Organisation/ University 
System:____________ ________ _________ '
As per schedule III of these Rules.

• .■.r-

. 158 iL-’iVS
, . ... . . , , - • • • y,’

.. ••. > •y- •» ”1 i • ?'
! -

7T <TVERIFIED
-- --------



ASSISTANT ENGINEER(CIVIL)

i

8

II

As per schedule III of these Rules.

58

I

Composition of DPC 
Committee

6
7

9
10

Name of Post_____
Number of Post (s) 
Classification_____

i u>vaiv vi j ay 

Whether Selection 
post____ :

I Age Limit for Direct Recruits 
Educational and other qualifications 
required for direct recruits

Assistant Engineer (Civil)
01 (One) ________ _
Group - B___________
Level 7_____________
Selection

_1_
2
3 _____________
4 j Scale of Pay
5 '

VERIFIED

Deputation: Officers hold.ng analogous poster 
one below category with 3 years, experience, in the 
CPWD/ State Government ?WD services or 
similar organized services/ Semi Government/ 
PSU/ Statutory or Autonomous Organisation/ 
University System:

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_______________
Period of probation, if any___________
Method of recruitment whether by 
direct recruitment or by promotion or 

; by deputation/absorption and 
! percentage of the post to be filled by 

various methods._______
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made

or non-selection

or Selection

Promotion: 5 years continuous regular service as 
Junior Engineer (Civil) in the Level 6 will be 
eligible for promotion as Assistant Engineer 
(Civil).

35 Years
| Qualifications: f j

i) First Class Bachelor’s Degree in relevant field 
■ from a recognised Institute/ University or 
equivalent.

J /,<■ ,, -A*) J^ree years’ experience in the relevant field as 

Equivalent in State 
•Gbyernment services or similar
orgamzg^s^rvicesZ Statutory or Autonomous 
organization/ University System or reputed 

private organizations with an annual turnover 
of at least Rs.200 Crores or more.

Two Years _________
By promotion through seniority-cum-fitness, 
failing which by deputation/direct recruitment.

/ Registrar

Shn Lal Bahadur Shasta National Sanskrit University 
hrWcb eta, ^-noo 6

B-4, Qutub Institutional Area, New Delhi-110016

Age: Not applicable
Educational qualifications: Degree/Three years 
Diploma in Engineering



ASSISTANT ENGINEER (ELECTRICAL)

8

11

As per schedule KI of these Rules.12

ielhi-110016

Age: Not applicable
Educational qualifications: Degree/ Three years 
Diploma in Engineering,

Promotion: 5 years continuous regular service as 
Junior Engineer (Electrical) in the Level 6 will be 
eligible for promotion as Assistant Engineer 
(Electrical).

6
7

9
10

Two Years ____________________ ■ _____
By promotion through seniority-cum-fitness, 
failing which by deputation/direct recruitment.

1
2
3
4
5

Assistant Engineer (Electrical)
Nil___________ ______________
Group B___________________
Level 7_________________
Selection

Composition of DPC 
Committee

. ,T'i .

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions________________________
Period of probation, if any___________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.________ __________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made

35 Years _______________________ _____
Qualifications:
i) First Class Bachelor’s Degree in relevant field 

from a recognised Institute/ University or 
equivalent.

ii) Three years’ experience in the relevant field as 
Junior Engineer or Equivalent in State 
Government PWD services or similar 
organized services/ Statutory or Autonomous 
organization/ University System or reputed 
private organizations with an annual turnover 
of at least Rs.200/-Crores or more.

Name of Post______________________
Number of Post (s)_________________
Classification__________
Scale of Pay_____________________
Whether Selection or non-selection 
post______________________________
Age Limit for Direct Recruits________
Educational and other qualifications 
required for direct recruits

or Selection

-•A

....
1 f

/ Registrar |
Alt’ll u«$«< PftqRtjKiq

Shri Lal Bahadur Shastri National Sanskrit University 
^-4, H Btg5ft-110016

B-4, Qutub Institutional Area, Ne’

Deputation: Officers holding analogous post or 
one below category with 3 years experience, in the 
CPWD/ State Government PWD services or 
similar organized services/ Semi Government/ 
PSU/ Statutory or Autonomous Organisation/ 
University System: f



JUNIOR ENGINEER(CIVIL)

8

11 Not Applicable

(2 As per schedule [11 of these Rules

VERIFIED

' ■ lil-

s i neyis .rar
. rTTrl «I$I5< ?TR^t ti^^ fc[§cll^iyi<*iq

9
10

2 Years________
Direct Recruitment

Junior Engineer (Civil)
One (01)____________
Group - B___________
Level 6_____________
Selection____________
35 Years ________
Essential:

2
1 
4 
5_ 
6
7

education 
for direct 

case of

-• / Regis rar

Sh’ri Lal Bahadur Shastri National Sanskrit .University
• 4t-4,
B-4, Qutub Institutional Area, New Delhi-110016

Name of Post____________________
Number of Post (s)________________
Classification____________________
Pay Band and Pay Level____________
Whether Selection or non-selecton post 
Age Limit for Direct Recruits________
Education and other qualifications 
required for direct recruits

Bachelor’s Degree of Engineering in relevant field 
from a recognised Institute/ University with one 
year relevant experience

OR
Diploma in Engineering in the relevant field and 
three years’ experience in relevant field in C.PWD 
I State PWD or Similar Organised Services / 
Statutory or Autonomous Orgar.isations / Central / 
State Universities / Autonomous Institutions or 
reputed Private construction company with 
minimum annual turnover of Rs,50 Crores._____
Not Applicable.

L-.
-rn.oQ...

Whether Age and 
qualifications prescribed 
recruits will apply in the 
promotions______________
Period of probation, if any___________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods. _______________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/ deputation/absorption 
to be made ______________
Composition of Departmental 
Promotion Committee or Selection 
Committee/ Departmental Confirmation 
Committee

P "fy. .t

' Fli> It?
. .isS ?

■ .Mr .
••A' ■ 'V3



JUNIOR ENGINEER (ELECTRICAL)

5

8

Not Applicable11

12

; a

61

As per schedule III of these Rules

i
I
2 
4

6
7

9
10

35 Years 
Essential:

2 Years •_____________
100% by Direct Recruitment

Name of Post
Number of Post (s) ___________
Classification___________________
Pay Band and Pay Level___________
Whether Selection or non-selection 
post__________________________
Age Limit for Direct Recruits_______
Education and other qualifications 
required for direct recruits

Junior Engineer (Electrical)
One (01)
Group -B_______________
Level 6_________________
Selection

/ Registrar

fJn J*? ^-110016
B-4, Qutub Institutional Area, New Delhi-110016

Bachelor’s Degree of Engineering in relevant field 
from a recognised Institute/ University with one 
year relevant experience

OR
Diploma in Engineering in the relevant field and 
three years’ experience in relevant field in 
CPWD/State PWD or Similar Organised 
Services/Statutory or Autonomous Organisations/ 
Central / State Universities / Autonomous 
Institutions or reputed Private construction 
companies with minimum annual turnover of 
Rs.50 Crores._____________________ _______
Not Applicable.Whether Age and education 1 

qualifications prescribed for direct 
recruits will apply in the case of 
promotions______________________
Period of probation, if any___________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption-----and
percentage of the post .to be filled by 
various methods; _____________ . ’
In case of recruitment by promotion/ 
deputation/absorptipn, grades from 
which promotion/
deputation/absorption to be made______
Composition of Departmental 
Promotion Committee - or.. .Selection. 
Committee/ . -. Departmental..;; 
Confiniiation'Committee



ELECTRICIAN

5

8

I

11 Not Applicable

12 As per schedule III of these Rules

1

ii

62

I

. . I 
r

I

I
I
I

► 
I

I

I
I
I

VERIFIED

2 Years________
Direct Recruitment

9
10

1 
2
2 
4

6
7

1TI Certificate in the electrician trade with 3 years 
experience and certificate of Competency Class II 
Not Applicable.

30 Years
Essential:

Electrician
One(Ol)
Group - C
Level 4
Selection

/ Registrar 
eft w =^7 srrefr

Shri Lal Bahadur Shastri National Sanskrit University 
4t-4, flfcllPEE ^t-110016 

B-4, Qutub Institutional Area, New Delhi-110016

Whether Age and education 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_____________________
Period of probation, if any  
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made  
Composition of Deparmental 
Promotion Committee or Selection 
Committee/ Depanmental
Confirmation Committee

■ . ■ *

‘ ...£31^3

wetf .mA duJuO

Name of Post ______________
Number of Post (s)_______________
Classification___________________
Pay Band and Pay Level _______
Whether Selection or non-selection 
pest _______ ' ____________
Age Limit for Direct Recruits  
Education and other qualifications 
required for direct recruits



PUMP OPERATOR

5

8

II

As per schedule 111 of these Rules12

63

05 xyears of regular service 
experience in the 
Electrical/Fitter/Pump/Tube-well Operation

!

1 
2_
2
4

6 
7

9
10

Name of Post___________________
Number of Post (s)_______________
Classification___________________
Pay Band and Pay Level___________
Whether Selection or non-selection 
post__________________________
Age Limit for Direct Recruits_______
Education and other qualifications 
required for direct recruits

35 Years 
Essential;

Pump Operator
One(Ol)______
Group - C_____
Level 2_______
Not Applicable

2 Years ______________________________
By promotion from the feeder cadre of MTS 
having the experience for handling the works in 
the field of Electrical/Fitter/Pump-Operation 
failing which by direct recruitment

-kj .-3

Certificate in the trade of Electrician/Wireman / 
Fitter / Farm Equipment Operator with three years’ 
experience in operation, repair and maintenance of 
Pump/Tube-well.

OR
Matriculation with 5 years’ experience in the 
above trades. Must be able to read simple 
drawings and follow up instructions given in the 
manual/catalogue. _______________________
Not Applicable.

Verified
■ •’ <■' r; ■

. • arOC'UnkC .yMH / '.»X, • ■yjC t-a / Registrar
Sfr SIR ^7

Shri Lal Bahadur Shastri National Sanskrit University 
^-4, f^-110016

B-4, Qutub Institutional Area, New Delhi-110016

Whether Age and education 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions._____________________
Period of probation, if any_________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made 
Composition of Departmental 
Promotion Committee or Selection 
Committee/ Departmental
Confirmation Committee

as MTS with 
field of



COOK

=nd

8 Not Applicable

11 Not Applicable

As per schedule IH of these Rules.
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VERIFIED

32 Years
Qualifications:

9
10

6 
7

2 
2
2 
2
5

Two Years______
Direct recruitment

Cook_______
02 (Two)
Group-C
Level 2______
Not applicable.

i. 10th Class from a recognized Board

ii. ITI Trade certificate in Bakery 
Confectionery (one year duration)

iii. 03 years experience in cooking / catering 
services in educational institutions/ guest 
houses, at least 3 starred hotels or similar 
organisations.

I Registrar •

. > ’7.- BA QuSstitutional Area, New Delhi-110016

. .. ; ..v* - •> - 's'- •' ■’ rj* &

ii’-te'iSGiu. r i'hsou .m. .teSfeJnd3
If >•••’ ir# >•&

SrOCtt-’rlleOv/sW c'iAIsroiluiilanl to0 J-fl

Name of Post
Number of Post (s)_______
Classification
Scale of Pay/Pay Band / Grade Pay
Whether Selection or non-selection 
post________________
Age Limit for Direct Recruits________
Educational and other qualifications 
required for direct recruits

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions__________
Period of probation, if any 
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._______
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made_____

12 Composition of DPC or Selection 
Committee



GUEST HOUSE MANAGER

8 Not Applicable

Not Applicable11

As per schedule-ill of these Rules.12
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_1_ 
2
2 
4
5

9
10

6 
7

Name of Post_________________
Number of Post (s)_____________
Classification_________________
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post________________________
Age Limit for Direct Recruits_____
Educational and other qualifications 
required for direct recruits

Whether Age and education 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions____________________
Period of probation, if any________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods. ______________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/ 
deputation/absorption to be made 
Composition of DPC or Selection 
Committee

2 Years_________
Direct Recruitment

35 Years__________________________ ;
Essential Qualifications :
1. Bachelor’s Degree in Hotel Management or 

allied field from a recognized University / 
Institution with one year relevant experience

OR
Diploma in Hotel Management or allied field 
from a recognized University / Institute with 
two years relevant experience

2. Knowledge of Computer applications

Guest House Manager
Nil_______
Group - B__________
Level 6____________
Not Applicable

r. ■•■U !

' dr-X/l-if ••H V- ..
idlsCJ ab'/ rs»iA oi>y t?n> h

I / Registrar

Snn Lal Bahadur Shastn National Sanskrit University 
’ ^-110016

B-4, Qutub Institutional Area, New Delhi-110016

Verified



STAFF CAR DRIVER

8 Not Applicable

test,

11 Not Applicable

As per schedule II of these Rules.
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12

6
7

9
10

_[
2
2 
4
5

Staff Car Driver 
02 (Two)_______
Group - C______
Level 2________
Not Applicable

35 Years________ _______________________ ,
Essential Qualifications:
(i) 10,hPass from any recognised Board

(ii) Possession of a Valid Commercial Driving 
License for Light/ Medium7 Heavy Vehicles 
issued by the Competent authority having no 
adverse endorsement

(iii) Knowledge of motor mechanism (the 
candidate should be able to remove minor 
defects in vehicles).

(iv) Experience of driving motor vehicles for at 
least 05 years in an organization/' private 
company, agency, firm.

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_________ ___________
Period of probation, if any________
Method of recruitment whether by 
direct recruitment or by promotion 
or by deputation/absorption and 
percentage of the post to be filled 
by various methods._____________
In case of recruitment by 
promotion/ deputation/absorption, 
grades from which promotion/ 
deputation/absorption to be made 
Composition of DPC or Selection 
Committee

*Note: Far promotion to different higher grades of Driver, Staff car driver rules of G&I shall be 
applicable.

/ Registrar
W

Shri Lal Bahadur Shastri National Sanskrit University 
eta, ^t-110016

B-4, Qutub Institutional Area, New Delhi-110016

2 Years______________
Direct Recruitment through driving 
knowledge of traffic rules and skill test.

... is8iBi'’VERIFIED
VK ------aroorr-irilsci .nrA i'cnoiiutilani dufuO >-8 »

Name of Post_____ ___________
Number of Post (s)_________________
Classification__________________ ■
Sca.e of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post________ _______________ ■
Age Limit for Direct Recruits ______
Educational and other qualifications 
required for direct recruits



RESEARCH ASSISTANT

' 5

Not applicable8

11

As per schedule III of these Rules12

I

A

67

ii) Experience of Proof Reading

iii) Knowledge of Computer Application

iv) Knowledge of Sanskrit, Hindi & English

5 years of regular service as Proof Reader in the 
Pay Level-06

2 Years_________________________________
50% by Direct Recruitment
50% by Promotion according to seniority-cum- 
fitness failing which by direct recruitment

_6
7

2
3,
4

9
10

Name of Post __________________
Number of Post (s)_______ ■
Classification___________________
Pay Band and Pay Level___________
Whether Selection or non-selection 
post__________________________
Age Limit for Direct Recruits_______
Education and other qualifications 
required for direct recruits

35 Years________________________________
Essential:

i) At least 55% of marks in the Acharya/ Post 
Graduate Degree or equivalent in Sanskrit 
from a recognised University

Research Assistant
Two (02)
Group - B_______
Level 6__________
Not Applicable

IO jytcC 7
/ Registrar

- ShnLal Bahadur Shastri National Sanskrit University
D **** ^-110016
B-4, Qutub Institutional Area, New Delhi-110016

6iG7!‘!‘'f-1’ .

Whether Age and education 
qualifications prescribed for direct 
recruits will apply, in the case of 
promotions_____________________
Period of probation, if any_________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion / deputation / 
absorption to be made_____________
Composition of Departmental 
Promotion Committee or Selection 
Committee/pepartmental,  
Confirmation Committee. ri- |

r ■ v I

LY^RIFIED



L
117

PROOFREADER

5

6

8

L Not Applicable

As per schedule 111 of these Rules
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VERIFIED
*■1

* f

9 
IC

Name of Post_____________________
Number of Post (s)________________
Classification_____________________
Pay Band and Pay Level____________
Whether Selection or non-selection 
post_____________________________
Age Limit for Direct Recruits_______
Education and other qualifications 
required for direct recruits

2 Years
Direct Recruitment

35 Years
Essential:

Proof Reader
Qne(Ol)______
Group - C
Level 5______
Not Applicable

2 
d

Whether Age and education 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions_____ _________________
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods. ______________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made_____
Composition of Departmental 
Promotion Committee or Selection 
Committee/ Departmental
Confirmation Committee

I Registrar 
eft W

Shri Lal Bahadur Shastri National Sanskrit University 
l^ft-110016 

fEI-4, Qutub.lnstitutipnal Area, New Delhi-110016

i) Acharya/ Post Graduate Degree or equivalent in 
Sanskrit from a Recognized University, 
ii) Knowledge of Computer Applications.

iii) At least three years experience of proof 
reading in the publication department._____

Not Applicable.



HINDI OFFICER

i

,08 IbJ-^3

recognised

I VERIFIED.

2.
2
4.
5

6
7

Name of Post__________________
Number of Post (s) _____________
Classification___________ _____
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post_________________________
Age Limit for Direct Recruits  
Educational and other qualifications 
required for direct recruits

Hindi Officer
Nil_________
Group - A
Level 10_____
Not Applicable

■ u'inL .£-9

40 Years;
Essential Qualifications:
Master’s Degree of a recognised University in Hindi 
with English as a compulsory or elective subject or 
as the medium of examination at the degree level;

OR
Master’s Degree of a recognized University in 
English with Hindi as a compulsory or elective 
subject or as the medium of examination at the 
degree level;

OR
Master’s degree of a recognised University in any 
subject other than Hindi or English, with Hindi 
medium and English as a compulsory or elective 
subject or as the medium of examination at the 
degree level;

i.jsvj:'.’ -i-r i. ■ ■: -u

dtOui? fE”'’' ■>.••• •
OR

Master’s Degree of a recognized University in any 
subject other than Hindi or English, with Hindi and 
English as a compulsory or elective subjects or 
either of the two as a medium of examination and 
the other as a compulsory or elective subject at the 
degree level

cHrififera I Registrar
tot sriFft

Shri Lal Bahadur Shastri National Sanskrit University
 . 41-4 1^1-110016

T43^®hstitutrdhaTArea, New Delhi-110016

AND
Three Years experience of using' / applying 
terminology (terminological work) in Hindi and 
translation work from English to Hindi or vice-versa, 
preferably of technical or scientific literature under 
Central / State Govt. I Autonomous Body / Statutory 
Organisation / PSU / Universities or recognised 
research or educational institutes

OR
Three Years experience of teaching in Hindi and 
English or research in Hindi or English under 
Central / State Govt./ Autonomous Body/ Statutory 
Organisations/ PSUs/ Universities or 
research or educational institutions.
Desirable Qualifications:
Studied one of the languages other than Hindi 
included in the 8lh schedule of the Constitution at 
10,h level from a recognised board.

69

OR
Master’s degree of a recognised University in any 
subject other than Hindi or English. With English 
Medium and Hindi as a compulsory or elective 
subject or as a medium of a examination at the 
degree level;



*8 Not Applicable

11 by Not Applicable

As per schedule III of these Rules.

i

■ j

70

12

VERIFIED

9
10

2 Years ______
Direct Recruitment

"I.TT * ■

< '■

.. )■

..iB8 IrJivig

. '■ 6 |*U0

9TR SHT^ft TT^T H^cT
Shri Lal Bahadur Shastri National Sanskrit University 

<1-4, H Jft 1^-110016
B-4, Qutub Institutional Area, New Delhi-110016

'*' I ■- ' ■ ' . .-'sr. -
' ■■ ' '»■' 1 i .sriu,
' ‘j-' -

Whether Age and educational 
qualifications prescribed for 
direct recruits will apply in the 
case of promotions ' 
Period of probation, if any______
Method of recruitment whether 
by direct recruitment or by 
promotion or by 
deputation/absorption and 

■ percentage of the post to be filled 
by various methods._____
In case of recruitment 
promotion/ 
deputation/absorption, grades 
from which promotion/ 
deputation/absorption to be made 
Composition of DPC or 
Selection Committee



-

HINDI TRANSLATOR

8

2\Years9

OR
Master’s Degree of a recognized University in 
English with Hindi as a compulsory or elective 
subject or as the medium of examination at the 
degree level;

OR
Master’s degree of a recognised University in any 
subject other than Hindi or English, with Hindi 
medium and English as a compulsory or elective 
subject or as the medium of examination at the 
degree level;

rv
71

6 
7

35 Years__________
Qualifications:
Master’s Degree of a recognised University in 
Hindi with English as a compulsory or elective 
subject or as the medium of examination at the 
degree level;

Studied one of the languages other than Hindi 
included in the 8,h schedule of the Constitution at 
10th level from a recognised board.  
Not Applicable

1
2
2
5

Hindi Translator
Nil_____________
Group - B______
Level 6 ._______
Not Applicable

OR
Master’s degree of a recognised University in any 
subject other than Hindi or English. With English 
Medium and Hindi as a compulsory or elective 
subject or as a medium of a examination at the 
degree level;

OR
Master’s Degree of a recognized University in any 
subject other than Hindi or English, with Hindi 
and English as a compulsory or elective subjects or 
either of the two as a medium of examination and 
the other as a compulsory or elective subject at the 
degree level

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions________
Period of probation, if a^

$ ravinU hwenii?, IsnolfeM nHsrld IsJ M3 

c toot LirilsO waW .smA tenoiMiWdufoD >8

Name of Post______________________
Number of Post (sj_________________
Classification______________________
Scale of Pay/Pay Band / Grade Pay 
Whether Selection or non-selection 
post______________________________
Age Limit for Direct Recruits________
Educational and other qualifications 
required for direct recruits

AND
Recognized Diploma or Certificate course in 
translation from Hindi to English & vice versa or 
two years experience of translation work from 
Hindi to English and vice versa in Central or State 
Government office, including Government of India 
Undertaking.



1.0 Direct Recruitment

1.1 Not Applicable

!2- As per schedule III .of the se Rules.

72

i1

■ it?
163 kJ f;n2

I Registrar

„*i3X5~.SSi2S>

■ ^^i-NWjynpj

Method of . recruitment whether by 
direct recruitment or- by promotion or 
by deputation/absorption, and 
percentage of the post to be filled by 
various methods._________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which • promotion/

. deputation/absorption to be made
Composition of DPC or Selection 

. ; Committee



i

HINDI TYPIST

recognizeda

Not Applicable8

Not Applicable11

As per schedule 111 of these Rules.Selection12

i

73

I

1
2
3
4
5

6
7

9
10

2 Years_________
Direct Recruitment

Hindi Typist
Nil________
Group - C
Level 2
Not Applicable

-V

Name of Post '__________________ ■
Number of Post (s)________________
Classification_______________________
Scale of Pay/Pay Band / Grade Pay____
Whether Selection or non-selection 
post_______________________________
Age Limit for Direct Recruits_________
Educational and other qualifications, 
required for direct recruits

-cHraf&a / Registrar

32 Years____________________
Essential Qualifications:
i. Bachelor’s Degree from

University/ Institute.
ii. 30 words per minute in Hindi Typing Speed.
iii. Knowledge of Computer Applications

Whether Age and educational 
qualifications prescribed for direct 
recruits will apply in the case of 
promotions________________________
Period of probation, if any___________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods.__________________ _
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made_____
Composition of DPC or 
Committee

' ' ’ *Tr.: is*



PUBLIC RELATION OFFICER

knowledge □f computer

8
'i

<
Not Applicable

of DPC or

1

74

Two Years______
Direct Recruitment

9 
’0

_2
J

6
7

Selections, ^s^eg'scfi® le HI of these^Rules.
arool'r-fe 

aroorf-irt'sa j" --------- -

VERIFIED

Desirable:
Good working 

applications.
Not ApplicableWhether Age and educational 

qualifications prescribed for direct recruits 
wiL apply in the case of promotions______
Period of probation, if any_____________
Method of recruitment whether by direct 
recruitment or by promotion or by 
deputation/absorption and percentage of 
the post to be filled by various methods, 
tn case of recruitment by promotion/ 
deputation/absorption, grades from which 
promotion/ deputation/absorption to be 
made_____
Composition 
Committee

I Registrar

Shri Lal Bahadur Shastri National Sanskrit University 
^-4 skhh

B-4, Qutub Institutional Area, New Delhi-110016

Name of Post ____________________
Number of Post (s)__________________
Classification_______________________
Sca eofPay/Pay Band/ Grade Pay 
Whether Selection or non-selection post 
Age Limit for Direct Recruits__________
Educational and other qualifications 
required for direct recruits

Public Relation Officer___________
Nil _________________________
Group - A____________________
Level 10 ______
Not Applicable______
40 Years ___________________________
Essential Qualifications:
i. Masters' Degree with at least 55% of marks or 

its equivalent grade of B in the UGC 7 point 
scale in Journalism and Mass Communication 
from recognised University .' Institute.

ii. At least Five years experience .n the editorial 
department/ Centre of any Central / State 
Govt, department / PSU 1 Central / State 
Educational Institutions established English/ 
regional Newspaper accredited with ABC, 
National News Agencies, Radio or 
Television, Film Media, reputed advertising 
agencies with excellent command of speaking 
in English, Hindi and Regional Language.



SECURITY OFFICER

Name of Post1

Number of Post (s)2

Holding

8

ll

12

75

Composition of DPC
Committee ____

2 
4 
5

6
7

9
10

Security Officer
As per UGC approved sanctioned strength of the 
University____________ __________________
Group - B______________________________
Level 7.________
Not Applicable

2 Years_________________ ________ ;_____
Direct Recruitment failing which by deputation.

Shri Lal Bahadur Shastri National Sanskrit University 
. 3t-4, ft*,
B-4, Qutub Institutional Area, New Delhi-110016

35 Years______ _________________________
Essential Qualifications:
Bachelor’s Degree from a recognized University/ 
Institution with five years experience as Security 
Supervisor / Supervisory Position in Security in a 
Govt. Office, Educational Institute / Private 
Organisation of repute with an annual turnover of 
at least Rs.200/- Crores or more

OR
Persons who have served in the Army or such 
Uniformed Service at JCO level or equivalent or 
above, with 10th standard pass or Army class I 
Examination or an equivalent examination.

AND
a valid Driving License (LMV/ 

Motorcycle).________________________ ___
Not ApplicableWhether Age and education 

qualifications prescribed for direct 
recruits will apply in the case of 
promotions_________________
Period of probation, if any__________
Method of recruitment whether by 
direct recruitment or by promotion or 
by deputation/absorption and 
percentage of the post to be filled by 
various methods._________________
In case of recruitment by promotion/ 
deputation/absorption, grades from 
which promotion/
deputation/absorption to be made

Deputation:
Officer - from the Central/ State Govt./ 
Universities/ Other autonomous organizations.
i. Holding analogous post on regular basis.

3fi{ii;.‘W.ith three years regular service in the relevant 
field in the Level 6.
ier schedule III of these Rules.'

Classification____________________
Scale of Pay/Pay Band / Grade Pay___
Whether Selection or non-selection 
post___________________________
Age Limit for Direct Recruits_______
Educational and other qualifications 
required for direct recruits

or Selection



*

MEDICAL OFFICER

1

8

9
Not Applicable

10
On contract basis

11 Not Applicable

12 or As per schedule III of these Rules.

76

2

1 
T 
T
¥ 
7

Selection
____

livter^e »&.-???•.'. nrlS
dfCOIT'r^'^t ;,'S j.-jp

3F00i MrilsD watt fcnci.ufrenlliutoO >8

Name of Post

Number of Post (s)
Classification

Scale of ?ay/Pay Band / Grade Pay 

Whether Selection or non-selection post 

Age Limit for Direct Recruits/Contract 

Educational and other qualifications 
required lor direct recruits

Whether Age and educational 
qualifications prescribed for direct recruits 
will apply in the case of promotions

I Period of probation, if any

Methcd of recruitment whether by direct 
recruitment or by promotion or by 
deputation/absorption and percentage of 
the post to be filled by various methods.

In case of recruitment by promotion/ 
deputation/absorption, grades from which 
promotion? deputation/absorption to be 
made

Compcs’tion
Committee

Medical Officer (Part-Time)

"oF ’ ------------- -----------------
Group - A ———————

Level 10

Not Applicable 

70 years '

^etired Medical Officer Fun tte 
Govemment/Private Hospital/Dispensary/Health 
Care Unit having MBBS Degree with at least 50% 
marks, recognised by the MCI in internal 
medicine

Not Applicable

of DPC



 

Schedule-Ill

Following shall be the constitution of the Selection Committees:

For Group ‘A’ posts (other than statutory posts):

Member3

Member4.

5.

For Group ‘B’ posts :

Chairperson

Member

3 Member

4.

Member

Member

Secretary

For Group ‘C’ posts:

Chairperson

Member

3. Member

4.

Member

5. Secretary

•i '

Member
Secretary

irfi.

Chairperson 
Member

1,
2.

_5
6

Selection Committee for Direct Recruitment/Departmental Promotion 
Committee/Departmental Confirmation Committee 

of Non-Teaching Employees

1.
2.

1.
2.

Vice-Chancellor ____________________________________
Two experts, not in service of the University, nominated by the 
Vice Chancellor out of the panel approved by the Executive 
Council.____________________________ _______________
One expert with knowledge of Administration/Finance/ 
Examination nominated by the Vice-Chancellor_____________
A representative of SC/ST/OBC/Minority/ Women/PwBD, if any 
of candidate representing these categories is the applicant, to be 
nominated by the Vice Chancellor, if any of the above members 
of the Selection Committee do not belong to the category.  
Registrar

Vice Chancellor or nominee of the Vice Chancellor  
Two experts, not in service of the University, nominated by the 
Vice Chancellor out of the panel approved by the Executive 
Council._________________________________
One expert with knowledge of Administration/Finance/ 
Examination nominated by the Vice-Chancellor  
A representative of SC/ST/OBC/ Minority/ Women/PwBD, if 
any of the candidates representing these categories is the 
applicant, to be nominated by the Vice Chancellor, if any of the 
above members of the Selection Committee do not belong to the 
category._______________________________________
Registrar________________________ __________________
Joint Registrar/Deputy Registrar/Assistant Registrar* 
(*To.be nominated by the Vice Chancellor)

Registrar______________ ____________________________
Two experts, not in service of the University, nominated by the 
Vice Chancellor out of the panel approved by the Executive 
Council.______________ __________________ i__________
One expert with knowledge of Administration/Finance/ 
Examination nominated by the Vice-Chancellor  
A representative of-SC/ST/OBC/ Minority/ Women/PwBD, if 
any of the candidate's’ representing these categories is the 
applicant, to be nominated by the Vice Chancellor, if any of the 
above members of the Selection Committee do not belong to the 
category.________________ : 
Joint Registrar/DeputyJ^ggHt^^sitetant Registrar* 
(*To be nominjjed-t5yThg-y^X^nc\llor)_________ ______

H. ■HA.. •ju i ,!*•
77



'I

3.
Member

4,
Member

5.

• For Croup ‘B’posts :

Member
3.

4.

Member

Chairperson

Member
3.

Member4.

Member

5.

Secretary

Member
Secretary

__ 1_
■ 2.

- £9

Member

Secretary

Chairperson 
Member

--------- ------ CT0 be nominated by the Vice Chancellor)

• For Group ‘C* posts :

[ 1.
2.

1.
2.

2J.
6.

ofOOlT-h’. .

’• duluo .f-3

I Registrar
< WShri Lal Bahadur Shastri National Sanskrit University

. ^t-4, H fc^-110016
B-4, Qutub Institutional Area, New Delhi-110016

JVice Chancellor or nominee of the Vice Chancellor — 
One expert, not in service of the University, nominated by the 
Vice Chancellor out of the panel approved by the Executive 
Council____

^One expert with knowledge of Administration/Finance, 
_Exammation nominatedby the Vice-Chancellor

A representative of SC/SWBC/ Mmority/ Women/PwBD, if any 
of the candidates representing these categories is the applicant to 
be nominated by the Vice Chancellor, if any of the above 
members of the Selection Committee do not belong to the 
category._____  5
Registrar ■ ' -------------------------------
Joint Registrar/Deputy Registrar/Assistant Registrar*

Chairperson

Following shall be the constitution of the Departmental Promotion Committees 
For Group A* posts (other than statutory posts):

J^gg-Chancellor or nominee of the Vice Chancellor
One expert, not in service of the University, nominated by the 
Vice Chancellor out of the panel approved by the Executive 
Council______

’One expert with knowledge of Administration/Finance/ : 
■ Examination nominated by the Vice-Chancellor
A representative of SC/ST/OBC/Minority/ Women/PwBD, if any : 
of candidate representing these categories is the applicant, to be 
no "mated by the Vice Chancellor, if any of the above members 
of the Selection Committee do not belong to the category
Registrar ------------ 2------- ;---------------

Registrar - -----------------
not in service of the University, nominated by the" 

Vice Chancellor out of the panel approved by the Executive 
v^ounci i.
FxLinT” W“h ,kknowled8e of Administration/Financ& 

Examination nominatedby the Vice-Chancellor
A reP^entative of SC/ST/OBC/ Minority W^TOn/PwBD i' 
any of the cauhidates representing these categories is ’the 
applicant, to be nominated by the Vice Chancellor, if any of the 
above members of the Selection Committee do not belong to the 
category. 6
Joint Registrar/Deputy Regist^Al^TR^i^----------------
I To be nominated by the Vice Chancellor)

VERIFIED J



Member3:

4.

For Group ‘B’ posts:

Chairperson

3.

Member

Member

Secretary

For Group ‘C’ posts:

Chairperson

Member

3.

Member

4. Secretary

Quorum:

# The representative of the Minority shall be associated in the Selection Committee if the number of 
vacancies is 10 or more than 10.

Two-thirds of the members shall form the quorum for the meeting of a Selection Committee, which shall 
include the Chairperson, the Vice-Chancellor’s nominee (wherever applicable), at least one external expert 
out of the two experts and one representative from the respective reserved category as per requirement.

Following shall be the constitution of the Departmental Confirmation Committees: 
For Group ‘A’ posts (other than statutory posts):

Member 
Secretary

OrOOti-irilsGwoVI ■

• <■■■- K? 

jisSIbJitfS
........

' ;■ Ho >.

7

4.
5.

Chairperson 
Member

2.

1.
2.

I.
. 2.

Vice Chancellor or nominee of the Vice Chancellor___________
One expert with knowledge of Administration/Finance/ 
Examination nominated by the Vice-Chancellor______________
A representative of SC/ST/OBC/ Minority/ Women/PwBD, if any 
of the candidates representing these categories is the applicant, to 
be nominated by the Vice Chancellor, if any of the above 
members of the Selection Committee do not belong to the 
category,___________________________________________
Registrar_______________________________ ____________
Joint Registrar/Deputy Registrar/Assistant Registrar’ 
(’To be nominated by the Vice Chancellor) 

Vice-Chancellor or nominee of the Vice Chancellor___________
One expert with knowledge of Administration/Finance/ 
Examination nominated by the Vice-Chance I lor
A representative of SC/ST/OBC/Minority/ Women/PwBD, if any 
of candidate representing these categories is the applicant, to be 
nominated by the Vice Chancellor, if any of the above members 
of the Selection Committee do not belong to the category.______
Registrar

Registrar_____________________________________ ______
One expert with knowledge of Administration/Finance/ 
Examination nominated by the Vice-Chancellor______________
A representative of SC/ST/OBC/ Minority/ Women/PwBD, if 
any of the candidates representing these categories is the 
applicant, to be nominated by the Vice Chancellor, if any of the 
above members of the Selection Committee do not belong to the 
category._________________________________
Joint Registrar/Deputy Registrar/Assistant Registrar*
(’To be nominated by the Vice Chancellor)_________________

university 
ShnLaiBahadurS^n^ f^.110016
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Schedule-IV
DUTIES <& RESPONSIBILITIES:

REGISTRAR:1.

vi.

vii
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i,

ii.

as may be specified in the Statuies, the Ordinances, the 
may be required from time to time by the Executive Council or the Vice-

iv. To enter into agreement, sign documents and authenticate records
v. '

manpower through agencies against the vacant positions or as per the
11 - •68,6.: 2 z

’ '' ^-•>1 ••■:,/ X

........ /Registrar
W fattenShn Lal Bahadur Shasta National Sanskrit University

D f^ft-110016
b-4, Qutub Institutional Area, New 0elhi-11(X)16

The Registrar shall be a whole time salaried officer of the University and shall be appointed by 
the Executive Council on the recommendations of the Selection Committee. The Registrar shall 
work under the direction of the Vice-Chancellor and shall be responsible to the Executive Council 
through the Vice-Chancellor. He shall be required to perform the following duties:
(a) to be the custodian of the records, the common seal and such other property of the University 
as the Executive Council shall commit to his charge;
(b) The Registrar shall be ex officio Secretary of the Executive Council and the Academic 
Council, but shall not be deemed to be member of either of these authorities and he shall be ex 
officio Member-Secretary of the Court and of the Planning and Monitoring Boarc.
(c) to issue all notices, convening meetings of the Court, the Executives Council, the Academic 
Council, the Planning and Monitoring Board, and of any Committees appointed by those 
authorities;
(d) to keep the minutes of all the meetings of the Court, the Executive Council, the Academic 
Council, the Planning and Monitoring Board and of any Committees appointed by those 
authorities;
(e) to conduct the official correspondence of the Court, the Executive Counci:, rhe Academic 
Council and the Planning and Monitoring Board;
(f) to supply to Visitor, copies of the agenda of the meetings of the authorities of the University as 
soon as they are issued and of the minutes of such meetings;
(g) to represent the University in suits or proceedings by or against the University, sign powers of 
attorney and verify pleadings or depute his representative for the purpose; and
(h) The Registrar shall take disciplinary action against such of the employees, excluding teachers 
and other academic staff, as may be specified in the order of the Executive Council and to 
suspend them pending inquiry, to administer warnings to them or to impose on them the penalty 
of censure or the withholding of increment as per the procedure given in under C .ause-5 (5) (a, b, 
c)
(i) to perform such other duties
Regulations or as 
Chancellor.

To conduct the official correspondence on behalf of the authorities of the University
To maintain the minutes of the meetings of all the authorities of the ’Jniversity and of all the 
Committees and Sub-Committees and Boards appointed by any of these authorities.

iii. To make arrangements for and supervise the examinations conducted by the University;

~ -----------------------s on behalf of the University;
To make arrangements to safeguard and maintain the buildings, gardens, office, canteen, cars and 
other vehicles, laboratories, libraries, reading rooms, equipment and. other properties of the 
University.
To make allotment of residential accommodation and temporary allotment of space on payment 
basis as per the Regulation approved by the Executive Council.
To be overall in-charge of the guest house, rest houses and may delegate any of ?tis power to any 
subordinate officer as In-charge to assist him in discharging such duties.

vii .To be the custodian of common seal and the movable and immovable property of the University, 
and

:x. To be the disciplinary authority in respect of all Group ‘By ‘C’ and Multi-Tasking Staff of the 
University. Appeal against the decision of the Registrar shall be made to the Vice-ChaneeRor—— 

x. ”To make arrangements for outsourcing of work and hiring of skilkd/semi-skilled. u^l^ll^J

University.
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I

4)

6)
7)

12)
13)

9)

10)

i xi. In an emergency, when neither the Vice-Chancellor nor the Pro-Vice-Chancellor is able to act, the 
Registrar shall convene a meeting of the Executive Council forthwith and take its directions for 
carrying on the work of the University.

i xii. To perform such other duties as may be specified in the Rules or as may be assigned by the 
Executive Council or the Vice-Chancellor from time to time.

i xiii.The Registrar shall be directly responsible to the Vice-Chancellor and shall work under his
I
I

ar(Xjtr-ifiten ..dWanl --iuluCi>6

direction. If the situation so demands, he shall be required to work under the direction of the 
Executive Council.

xiv. When the office of the Registrar is vacant or when the Registrar is absent by reason of illness or 
any other reason, the duties and functions of the Registrar shall be performed by such other 
person as the Vice-Chancellor may appoint for the purpose.

I 2. FINANCE OFFICERr-

The Finance Officer shall be a whole time salaried officer of the University and shall be appointed 
on direct/deputation/cohtract/tenure basis by the Executive Council per the UGC guidelines. The 
Finance Officer shall work under the direction of the Vice-Chancellor and shall be responsible to 
the Executive Council through the Vice-Chancellor. The Finance Officer shall perform the 
following duties:
Finance Officer shall be responsible for the preparation of annual budget, estimates and 
statements of account for submission to the Finance Committee and the Executive Council.
Finance Officer shall be the custodian of the funds of the University and shall be responsible for 
the management of funds and investments of University, subject to the control of the Executive 
Council.
The Finance Officer shall exercise general supervision over the funds of the University and shall 
advise the University as regards its financial policy; and
Hold and manage the movable property and investments of the University including trust and 
endowed property under the guidance of the Investment Committee or any other Committees to 
be constituted for the purpose.
Ensure that the limits fixed by the Executive Council for recurring and non-recurring expenditure 
for a year do not exceed and that all moneys are expended for the purpose for which they are 

allocated;
Keep a constant watch on the state of the cash and bank balances and on the state of investments;
Watch the progress of the collection of revenue and advise on the methods of collection 

employed;
ensure that the registers of buildings, land, furniture and equipment are maintained up-to-date and 
that stock-checking is conducted in respect of equipment and other consumable materials in all 
offices, special centers, specialized laboratories, colleges and other units maintained by the 

University;
Call for explanation for unauthorized expenditure and for other financial irregularities and suggest 
disciplinary action against persons at fault with the prior approval of the Vice-Chancellor, 
Call for any information or returns from any office. Centre, laboratory, college or institution 
maintained by the University that he may consider necessary for the performance of his duties. 
Responsible for getting the University accounts audited by the CAG and ensure compliance and 

settlement of audit paras.
Responsible for internal auditing of accounts on monthly or quarterly basis.
Ensure issue of all cheques with the joint signature of the Registrar after ensuring the 
authorization of expenditure by the Competent Authority. In case any one of them is absent due 
to any reason, the officer as authorized by the Vice-Chancellor shall sign the cheques.
Bring to the notice of the Vice-Chancellor un-authorised expenditure and other financial 
irregularities and suggest disciplinary action against persons at fault; and

Call for, from any office, Department, CentreJ^aboratory, College, School of Studies or Institution 
maintained by the University, qjiyUfl^bTlfiat^TGr^e^rns that he may consider necessary for the 

performance of his duties

ry College, School of Studies or Institution
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Vice-Chancellor/Registrar. He shall assist the
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Any receipt given by the Finance Officer or the person or persons duly authorised in this behalf 
by the Executive Council for any money payable to the University shall be sufficient discharge 
for payment of such money 6
The Finance Officer shall be ex officio Member-Secretary of the Finance Committee
When the office of the Finance Officer is vacant or when the Finance Officer is, by reason of 
illness absence or any other cause, unable to perform the duties of his office, rhe duties of the 
office shall be performed by such person as the Vice-Chancellor may appoint for the purpose.

CONTROLLER OF EXAMTNATION:

e Confroller of Examinations shall be appointed by the Executive Council. The Controller of 
Examtnauon shal work under the direction of the Vice-Chancellor and shall be responsible to the 
alFrhe thr°U6h ‘he, V'ce-Cha"cellor- The Controller of Examinations shall ensure that

rT0'00 .dlr®ct'ons.of tl1ie Executive Council, Academic Council and Vice-Chancellor in 
respect of examination and evaluation are complied with.
The Controller of Examinations shall be a permanent invitee to the Executive Council
lomndfr er Sha a u® ,'Vlember-SecretaIT of the Board of Examinations and of the 
committees appointed by the board except the committees for appointment, of paper-setters 
xammers and moderators. He shall be responsible for prompt and proper implementation ofS

U v v j blUIlb.

The Controller shall be responsible for making all arrangements necessary for holding 
examinations and tests and declaration of results. It shall be his responsibility- g

a) to prepare and announce in advance the calendar of examinations;
b) to arrange for printing of question papers;
C’ IheZZ,0 PerfOrmanCC °f the Ca"dldaKS at thc “aminations properly assessed, and process

c) to arrange for the timely publication of results of examinations and other tests •
e. to postpone or cancel examinations, in part or in whole, in the event of malpractices or if the 

ircumstances so warrant, and take disciplinary action or initiate any civil or criminal proceedings 

maZ”" " 3 gr°UP °f PerS°nS " 3 C0"e8e °r 3n tnS‘iM- a"^d » haZZZ 
to take disciplinary action where necessary against the candidates, paper setters examiners 

—with ^<>f

£ZZeS ,ime’,he reSU"S °f UniVerSity “ami"atiOnS and -P- “’-on to 

When the office of the Controller of Examinations is vacant or when the Controller of 
Exatnmanons is, by reason of illness, absence or any other cause, unable to perform the dudes of 
appoZr theeXose SUCh PerS°" “ "" Vice-ChaneeHor may

The Controller shall exercise such other powers and performs such other duties 
prescribed or assigned to him, from time to time, by the Executive Council.

DEPUTY REGISTRAR:

The Deputy Registrar shall be responsible to the '*• - 

” “■ - ■a=.‘=,z

of Staf^Q^rtcrs^^mol^entarinn !.ta5W°rkin8 uncer h“’
, n. ( p0]jc^ ?0Implementation of reservation policy, Hindi Raj Bhasha ftn .in=rA-l ii
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iii)

iv)

5. EXECUTIVE ENGINEER:

n

ii)

iii)

iv)

v)

vi)

vii)

viii)

xi)

a

ix)
X)

. * 1 ■ •

The Executive Engineer shall work under the direction of the Registrar and shall be responsible to 
the Vice-Chancellor. The Executive Engineer shall be designated as University Engineer and shall 
perform the following duties:
The University Engineer is overall responsible to the Registrar/Vice-Chancellor for planning, 
estimation, progress reports, supervision, execution of the works in all civil, electrical and 
horticulture matters etc. according to the norms and standards laid down by the CPWD and also 
as per the provisions of Rules/Regulations of the University,
The successful achievement of the targets fixed for completion of each project/works with due 
consideration to speed and economy or proper maintenance of building structures, etc.
Opening of quotations through committees duly constituted for the purpose. He is required to 
examine/recommend the tenders for acceptance/rejection with proper noting giving justification. 
He has to supervise and check the functioning of stores and maintenance of proper accounts - 
quantity and value both. He is also required to inspect the buildings, structures and roads, etc. 
under his charge as often as necessary about their condition from safety and maintenance point of 
view and take/suggest necessary action.
He is also required to test-check the measurements recorded by the Junior Engineer under their 
dated initials in the M.Bs after ensuring the scrutiny by the AE as per norms.
He is required to initiate convening the meetings of the University Works Committee, Technical 
Works Committee or other committees of the University Works Department of the University 
from time to time. He is also required to prepare Agenda/minutes of these meetings and submit it 
to the Registrar for approval of the Competent Authority,
He shall act as the In-chargc of the Sanitation, Public Health, Horticulture Units and exercise 
control over the contract workers through the Junior Engineer/AE. While doing so, he must 
ensure compliance of the all the provisions of the Labour Laws or guidelines of the regulatory 
authorities in respect of the workers engaged by the working contractors in the University or 
workers hired through approved agencies.
He is also expected to advise the Registrar/Vice-Chancellor in all technical matters and ensure 
that no work is executed without following the prescribed procedures as per the 
Rules/Regulations/CPWS guidelines and without the authorization/approval of the Works 
Committee or Building Committee etc. as per the prescribed procedures.
To provide the desired information sought under the RTI Act, 2005
The Executive Engineer shall be required to initiate various proposals and prepare drafts on 
computer himself and submit the same to the higher authority for consideration and approval in 

time bound manner.
In addition to the above, he shall assist his superiors in performance of the above-mentioned 
works and perform such other duties ascarid—whcn\ assigned to him by the Registrar/Vice- 
Chancellor of the University fromrtnffelxfSnePft'r^ \ fi .aJ

legal cases in co-ordination with Standing Counsel of the University, providing the desired 
information sought under the RTI Act, 2005, verification of stores, to deal with the matters 
relating to the meetings of various Committees of the University, engagement of security agency, 
to deal with the matters relating of the day to day affairs relating to the academic activities of the 
University, to deal with the various committees constituted from time to time by the 
UGC/Ministry, to prepare various important proposals/projects/agenda/minutes, to conduct the 
various programmes/functions of the University.
The Deputy Registrar shall be required to initiate various proposals and prepare drafts on 
computer himself and submit the same to the higher authority for consideration and approval in 
time bound manner.
The Deputy Registrar shall exercise such other powers and perform such other duties as may be 
determined by the Competent Authority from time to time.
The incumbent to the post may be transferred to any other section as per the exigency of situation.



6. ASSISTANT REGISTRAR:

n.

ii) The Assistant Registrar shall be required to initiate various proposals and prepare drafts

t

VERIFIED

a.
b.
c.
d.
e.
f.
g-
h.
i. 
j
k.
l.
m.

/ Registrar

dTa R^-noo e8-4, Qutub Institutional Area, New Delhi-110016

Answering technical queries.
Responsibility for security.
Responsibility for documenting the configuration of the system.

i} The Assistant Registrar shall be responsible to the Registrar/Vice-Chancellor through the Deputy 
Registrar. The Assistant Registrar shall be assigned the duties on the following sectors:

Administration & Establishment
Academic
Examination
Accounts/Works Accounts etc.
Development / Project Management /Research Management
Estate, Staff Quarters Allotments
Assisting the Deans of Faculties, Guest House, Hostel Management
Purchase matter
Implementation of RTI Act, 2005
Co-ordination
Legal Affairs
Recruitment Cell
Implementation of various policies/schemes of the Govt, of India/UGC meant for the welfare of 
SC/ST/PH/OBCAVomen/Minorities.
Raj Bhasha.

...» .xv6.oiiai Mian uv icquucu tu iiuudic various proposals ana prepare drafts on
computer himself and submit the same to the higher authority for consideration and approval in 
time bound manner.

i i) Any other duties as and when assigned by the Competent Authority from time to time.
i J) The incumbent to the post may be transferred to any other section as per the exigency of situation.

7. SYSTEM ADMINISTRATOR:

i)
ii)
iii)
iv)
v)
vi)

-vii) Adding, removing, or updating user account infonnation, resetting passwords, etc.
viii) Answering technical queries.
ix)
*)
xi) Troubleshooting any reported problems.
xii) System'performance tuning.
xiii) Insuring that the network infrastructure is up and running.
xiv) To provide the desired information sought under the RTI Act, 2005
xv) The System Administrator shall be required to initiate various proposals and prepare drafts on 

computer himself and submit the same to the higher authority for consideration and approval in 
time bound manner.

xvi) Any other duties as and when assigned by the Competent Authority from time tfti ~

The System Administrator shall be responsible to the Registrar and Vice-Chancellor and he/she 
shall assist and work under the guidance and supervision of the In-charge(Computer Centre ) and 
broadly perform the following duties as assigned to him from time to time.

Analysing system logs and identifying potential issues with computer systems.
Introducing and integrating new technologies into existing data center environments.
Performing routine audits of systems and software.
Performing backups.
Applying operating system updates, patches, and configuration changes.
Installing and configuring new hardware and software.

84
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8. ASSISTANT ENGINEER:

i)

H)

iii)

iv)

v)

vi)

vii)

viii)

9. SECTION OFFICER :

85

i
i
Hi)

:)
i)

The Section Officer shall be responsible to the Registrar/Finance Officer and Vice-Chancellor 
and he/she shall assist and work under the guidance and supervision of the Deputy Registrar and 
Assistant Registrar and broadly perform the following duties as assigned to him from time to 
time.

The Assistant Engineer shall work under the direction of the Executive Engineer and shall be 
responsible to the Vice-Chancellor through the Registrar. The following shall be the duties of the 
Assistant Engineer:

.• . ......... s8i I
. . ■ vr- ' • ■' r- .

•■-’■’A ; .>.<JitenldiW J- 8

d)
x)

I
i

xi)

immediately to the Head of the Office together with the connected

VERIFIED

The Assistant Engineer is responsible to the Registrar/Vice-Chancellor through Executive 
Engineer for planning, estimation, progress reports, supervision and execution of the works 
according to the norms and standards laid down as prescribed by the CPWD and as per the 
provisions of Rules/ Regulations of the University.
The successful achievement of the targets fixed for completion of each project/works with due 
consideration to speed and economy or proper maintenance of building structures, etc.
Opening of quotations through committees duly constituted for the purpose. He is required to 

examine/recommend the tenders for acceptance/rejection with proper noting giving justification. 
He has to see the functioning of stores and proper maintenance of accounts - quantity and value 
both. He is also required to inspect the buildings, structures and roads, etc. under his charge as 
often as necessary about their condition from safety and maintenance point of view and 
take/suggest necessary action.
He is also required to test-check the measurements recorded by the Junior Engineer under their 
dated initials in the M.Bs after ensuring the scrutiny by the JE as per norms.
He is required to initiate convening the meetings of the University Works Committee, Technical 
Works Committee or other committees of the University Works Department of the University 
from time to time. He is also required to prepare Agenda/minutes of these meetings and submit it 
to the Registrar for approval of the Competent Authority.
He shall act as the In-charge of the Sanitation, Horticulture Units, Public Health and exercise 
control over the contract workers through the Junior Engineer. While doing so, he must ensure 
compliance of the all the provisions of the Labour Laws or guidelines of the regulatory authorities 
in respect of the workers engaged by the working contractors in the University or workers hired 
through approved agencies.
He is also expected to advise the Registrar/Vice-Chancellor in all technical matters and ensure 
that no work is executed without following the prescribed procedures as per the 
Rules/Regulations-Laws/CPWS guidelines and without the authorization/approval of the Works 
Committee or Building Committee etc. as per the prescribed procedures.
To provide the desired information sought under the RT1 Act, 2005
The Assistant Engineer shall be required to initiate various proposals and prepare drafts on 
computer himself and submit the same to the higher authority for consideration and approval in 
time bound manner.
In addition to the above, he shall assist his superiors in performance of the above-mentioned 
works and perform such other duties as and when assigned to him by the Registrar/Vice- 
Chancellor of the University from time to time.

Watch urgent dak and also pending cases and ensure timely disposal of pending work;
It is absolutely necessary that on receipt of the daily dak, the Section officer of the Section should 
himself see, initial and date all letters. He should on the margin of each letter, which is not purely 
of a routine nature, pass suitable instructions as will ensure prompt and proper attention being 
paid to it.
Reminders received from the UGC/Ministry or any other organisation should be put up /

papers and any other

I Registrar  
flh WShri Lal Bahadur Shastri National Sanskrit University



iv)

ix;

X)

xi;

10. RESEARCH-CUM-STATISTICAL OFFICER :

i)

ii)

iii’

iv)

v)

vi)
vii)

The Research-cum-Statistical Officer shall be responsible to the Registrar and Vice-Chancellor 
and he/she shall assist and work under the guidance and supervision of the Deputy Registrar and 
Assistant Registrar and broadly perform the following duties as assigned to him from time to 
time.
Collection & processing of statistical data from different sources relating to the university system.

v)
vi)

information available for his perusal and orders. The submission of the reminders must not be 
delayed in the hope (often not realised) of putting up final disposal soon.
Application of rules and maintenance of certain confidential records/files entrusted to him by the 
higher authorities.
Allot/distribute works to dealing assistants of Section,
To undertake direct responsibility in respect of such important/confidential matters as nay be 
assigned by the Competent Authority of the University. He/she is directly responsible for any 
mis-leading note submitted by the Dealing Assistant through him to the higher authcrity.

vii) The Section Officer shall be required to initiate various proposals and prepare drafts on computer 
himself and submit the same to the higher authority for consideration and approval in time bound 
manner. He/She should also assist the senior officer in drafting letters, putting up items with 
suitable notes, precedents, etc.

vi ii) The Section Officer of the department concerned is responsible for the correctness of any facts the 
Vice-Chancellor, Registrar or any other officer may state, just as if the letter was drafted by the 
Section Officer himself. Section Officers are also responsible for bringing to notice any orders of 
the Government of India, University Grants Commission or any other authority which the Vice- 
Chancellor or the Registrar or the officer may have accidentally over-looked. Any draft, which is 
altered by the Vice-Chancellor/Registrar should be invariably returned to the department tc which 
it belongs before it is handed over to the copying department.
A Section Officer, before passing a letter on to another section must take all action necessary on it 
in his own section, so that the Section Officer of the last Section receiving it, will be justified in 
assuming that it has been completely disposed of in the other section.
He will supervise the work done by the dealing assistants of the Section and to advise them 
regarding maintenance of discipline in the Section.
If the Section Officer is absent, it will then be the Senior Assistant's duty to send the 
files/letters/dak directly to the Assistant Registrar without further delay.

xii) Providing the desired information sought under the RTI Act, 2005.
xiii) Any other duties as and when assigned by the Registrar/Vice-Chancellor from time to time.

With reference to all Universities of the country & abroad, he is required to use the internet of the 
University to obtain the relevant information as per the requirements of the University from time 
to time.
Preparation of data base in consultation with the Assistant Programmer (Computer) towards all 
activities/functioning of all departments of the University. For this purpose, he wil: be required to 
obtain the requisite information from all sections/departments of the University on quarterly 
basis/half yearly basis as per the requirements of work.
Preparation of data base in respect of all existing/former students, teaching and non-teaching staff 
of the University.
Preparation of Roster which is applicable for SC/ST/ST/PH and other categories, if any as per the 
Government of India rules.
To carry out the duties of Section officer as and when assigned by the Competent Authority.
To deal with the communications received from the Ministry/UGC or any other 
institutions/organizations seeking statistical information about any matter relating to the 
University and provide the requisite information with the prior approval of rhe Competent 
Authority of the University.

viii) The Research-cum-Statistical Officer shall be required to initiate various proposals and prepaea-— 
drafts on computer himself and submit the same to the higher authority for I

/ Registrar
vira-

Shri Lal Bahadur Shastri National Sanskrit University

B-4, Qutub Institutional Area. New Daihi-iinniR_____________
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11. PRIVATE SECRETARY;

i)

<0

vi)

n

i)

ii)

iii)

.

ix) 
■X) 

xi)

The Private Secretary shall be responsible to the Registrar, Finance Officer and Vice-Chancellor. 
The following shall be the duties of the Private Secretary.

The Assistant Programmer will be responsible to the Registrar/Vice-Chancellor through the In- 
charge of the Computer Centre. He/She will work under the guidance and supervision of the 
System Administrator and broadly perform the following duties as assigned to him from time to 
time.

ix)

xi)

approval in time bound manner. He/She should also assist the senior officer in drafting letters, 
putting up items with suitable notes, precedents, etc.
Providing the desired information sought under the RTI Act, 2005.
Any other duties as and when assigned by the Registrar/Vice-Chancellor from time to time.
The incumbent to the post may be transferred to any other section as Section Officer or equivalent 
as per the exigency of situation

ji/fimctiornng of tl
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12. ASSISTANT PROGRAMMER (COMPUTER) :

• ■ • --.af.c. kj ^2

:ne University in consultation with 
leaired progranui^s/ay%?r the
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Maintenance of systems, UPS, EPABX system and other equipment installed in the Computer 
Centre and in all other departments of the University.
To update the web-site of the University in consultation with ln-charge(Computer Centre) of the 
University.
Preparation of data-base relating to all acti v jtiej 
the Research-cum-Statistical Officer am 
requirements of the job.

Taking dictation and typing from manuscripts/other types or printed matter; filing; maintaining all 
the files in the Secretariat of the Officer on various matters; and retrieval of information and 
documents whenever required; attending to telephone calls and taking down messages; and 
promptly conveying them to the officer; accepting all letters, notices and other papers sent to the 
officer, works related to web-site/e-mail etc. on computer, duties on or beyond the working 
hours/holidays, holding the different meetings, maintenance of diary relating to priority works/ 
engagement/programmes of the officer concerned, preparation " of 
agendas/minutes/recommendations of the meetings of different committees, maintenance of office 
decorum, cleanliness of office furniture, equipment etc and such other works as amended in the 
service regulations of the University from time to time.
Organising the work schedule; sorting out routine incoming and outgoing papers promptly, in 
order of priority and maintaining registers for the same.

i-i) Drafting letters/notes for the Officer and handling correspondence independently.
iv) Maintaining excellent public relations and arranging meetings.
v) Liaison and follow-up action on matters with internal faculty/officers/staff and outside 

persons/organizations.
Making travel arrangements for the Officer.

vii) Summarizing from documents
viii) Preparing information for Annual Reports, Newsletter, etc., pertaining to the Secretariat’s 

activities.
Referring/directing callers (in person/telephone)/papers to appropriate persons in the University. 
Supervise the work of the subordinate staff in the Secretariat.
Be responsible for the safe custody of all the files in the Secretariat and maintain strict 
confidentiality on all matters related to the Officer’s work of any nature.

di) Providing the desired information sought under the RTI Act, 2005.
dii) Any other duties as and when assigned by the Registrar/Vice-Chancellor from time to time.
<tv) The incumbent to the post may be transferred to any other section as per the exigency of situatioi
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H) 
Hi)
iv)
v)
vi)
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ii)
iii)
iv) 
V) 

•'V'.)

on computer under the supervision of

4^4 /Rdgistrar 

13. RESEARCH ASSISTANT:
The Research Assistant shall be responsible to the Registrar and Vice-Chancelbr he/she shall 
assist and work under the guidance and supervision of the _-_ead of the 
Departrnent/Professor(Incharge)/Director and broadly perform the following duties as assigned to 
him from time to time.
Prepare research manuscripts, articles, reports and research presentations.

Development research survey, questionnaire, or tests
Perform studies as related to research project/department
Develop and maintain research databases
Prepare materials for submission to granting agencies
Attend research meetings, seminars and other meetings as necessary

vii) Prepare progress reports for funding agency.
viii) Monitor the project budget 
ix'i
x)
xi)
xii)

R. PROFESSIONAL ASSISTANT:

The Professor Assistant shall be responsible to the Registrar and Vice-ChanceLor he/she shall 
assist and work under the guidance and supervision of the Assistant Librarian/Tn- 
Charge(Library)/Deputy Registrar and broadly perform the following duties as assigned to him 
from time to time..
To handle acquisition routines of books and periodicals.
Classification of books.
Cataloguing of books.
Providing sport reference service.
Preparing bibliographies and documentation lists.

. , , Circulation Work.

Develop research protocol
Conduct, literature searches
To conduct research activities
To perform proof-reading, editing work and typing work
Professor-ln-charge of the Project/ Department.

xiii) Research Assistant shall be required to perfonn the other works relating to the 
Administration/Academic/Examination/Library and teaching and nor.-reaching activities, as and 
when assigned by the competent authority as per the requirement.

xiv) To provide the desired information sought under the RT1 Act, 2005.
xv) Any other duties as and when assigned by the Rcgistrar/Vice-Chancellor/?rpfe&sor-In-charge of 

the Project/ Department from time to time.
xvi) The incumbent to the post may be transferred to any other section as per the discretion of the 

competent authority of the University.

To lake computer classes or assisting the computer faculties in conauctir.& prac.icai viass« iui 
.students and imparting basic computer training to the teaching and non-teaching staff ar.d students 
so as to make them computer-savvy.
The Assistant Programmer shall be required to initiate various proposals and prepare drafts on 
computer himself and submit the same to the higher authority for consideration and approval in 
time bound manner. He/She should also assist the senior officer in drafting letters, putting up 
items with suitable notes, precedents, etc.
The Assistant Programmer shall be required to perform other works relatir.g to the 
Administration/Acadcmic/Examination/Library and teaching and non-tcaching activities, as and 
when assigned by the competent authority as per the requirement.

vii) To provide the desired information sought under the RTI Act, 2005
viii) Any other duties as and when assigned by the Registrar/Vice-Chancellor from time to time.
ix) The incumbent to the post may be transferred to any other section as per the exigency or situation



xii) Any other duties

perform other works relating

i)

•i)

iv)
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iii)
iv)
v) 
Vi)

in the Library Professionals in massive
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15. ASSISTANT:
The Assistant shall be responsible to the Registrar and Vice-Chancellor he/she shall assist and 
work under the guidance and supervision of the Section Officer/Private Secretary/Assistant 
Registrar, Deputy Registrar or any other unit In-charge and broadly perform the following duties 
as assigned to him from time to time.
Prompt submission of cases and disposal, Initiate cases in time where orders of the higher 
authorities are required. Up-keep of all the files and records. Preparation of noting and drafting 
the letters for disposing cases and general typing work by computer. Advise and guide dealing 
assistants placed under him on the procedure and application of rules in all matters. Holding of 
the meetings, preparation of agenda, minutes of various Committees of the University.

Responsible for submission of misleading note, distortion or concoction of facts, misquoting of 
rules either by himself or by his junior assistant.
The Assistant shall be required to initiate various proposals and prepare drafts on computer 
himself and submit the same to the higher authority for consideration and approval in time bound 
manner. He/She should also assist the senior officer in drafting letters, putting up items with 
suitable notes, precedents, etc.
Any other duties as and when assigned by the Registrar/Vice-Chancellor from time to time.

16. PERSONAL ASSISTANT:
The Personal Assistant shall be responsible to the Registrar and Vice-Chancellor he/she shall 
assist and work under the guidance and supervision of the Private Secretary/Assistant 
Registrar/Deputy Registrar or any other unit In-charge broadly perform the following duties as 
assigned to him from time to time.

Dictation and typing work to help his officer in various ways such as maintenance in methodical 
manner all secret personal papers, arranging of meetings, conferences tours, telephone calls, 
interviews, appointments and special duties assigned from time to time. Holding of the meetings^ 
preparation of agenda, minutes of various Committees of the University
Organizing the work schedule; sorting out routine incoming and outgoing papers promptly, in 
order of priority and maintaining registers for the same.
Drafting letters/notes for the Officer and handling correspondence indej
Maintaining excellent public relations and arranging meetings?
Making travel arrangements for the Officer. \
Summarizing from documents \

^i) Stack and maintenance work.

viii) Assisting the In charge in the supervision of the Library.
ix) Other professional work. Data feeding as and when required, Library automation etc.
x) Correspondence with other universities/institutions.
xi) Computerization of Library, use of software, Leading ii

computerization within 3 working days.
as and when assigned by the Registrar/Vice-Chancellor/Unit In-Charge of the 

Library from time to time.
xiii) The Professional Assistant shall be required to initiate various proposals and prepare drafts on 

computer himself and submit the same to the higher authority for consideration and approval in 
time bound manner. He/She should also assist the senior officer in drafting letters, putting up 
items with suitable notes, precedents, etc.

xiv) Professional Assistant shall be required to perform other works relating to the 
Administration/Academic/Examination and teaching and non-teaching activities,as and when 
assigned by the competent authority as per the requirement.

xv) To provide the desired information sought under the RTI Act, 2005
xvi) The incumbent to the post may be transferred to any other section as per the exigency of situation

iii)

I
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i)

viii)
ix)
x)

'«)
iii)

i)
ii)
iii)
iv)

■-■•a

to initiate various proposals and prepare drafts on 
to the higher authority for consideration and approval in

xi)
xii)
xiii) Any other duties
xiv) The i----

vii) Preparing information for Annual Reports, Newsletter, etc., pertaining to the Secretariat’s

viii) Referring/directing callers (in person/telephone)/papers to appropriate persons in the University.

«—- —*«“
confidentiality on all matters related to the Officer s work of any nature.
Providing the desired information sought under the RTI Act, 2005.
Holding of various meetings, preparation of agenda/minutes

other duties as and when assigned by the Registrar/Vice-Chancellor from time to time.
incumbent to the post may be transferred to any/other section as per the .exigency of situation

[gasurerients, recovery

* « rwjr ^i^Xa^skrit univen 
Shri lai BahaduJ^n.Nat

Collection of engineering data, preparation of estimates, rough draw.ngs 
Purchase, store, and issuance c. ---- .

iv) Recording of measurements of work done, preparation of
4 ^statements, consumption statement, test checks etc. *rT

- ■v) ^'Maintenance of prescribed registers and record books etc.
90

,.^A/

xiii) Responsible for compliance to the provisions of Labour Laws
Statutory Authorities.

xiv) The Junior Engineer(Civil) shall be required
computer himself and submit the same I 
time bound manner. .
Any other work as and when assigned by the Competent Authority of the Lmversity.

18. JUNIOR ENGINEER (ELECTRICAL):
The Junior Engineer (Electrical) shall be responsible to the Registrar and Vice-Chancellor through 
Executive Engineer (Civil/Electrical)/Assistant Engineer(Civil/ Electrical). The following shall be 
the duties of the Junior Engineer (Electrical)
The Junior Engineer (Electrical) shall be responsible to the Registrar through the Executive 
Engineer and he/she shall assist and work under the guidance and supervision of the Executive 
Engineer and Assistant Engineer and broadly perform the following duties as assigned to him 
from time to time.

_____J _• etc.
of materials, and organization of materials for works as per rules.

istracls of lueasun

VERIFIED

Preparation of accounts of bills for contractors and others and processing of payments etc. 
Attending to the maintenance complaints and ensuring the proper maintenance and repairs etc. 
Submitting occupation and vacation report etc. . . f .

of work of other worker like Electrician, Pump Operation, Gardner and Satai 
karamcharis etc. and ensuring general up-keep, cleanliness, sanitation, horticulture works and 
electrical works in the entire University Campus.

■* ’ ' or requirements of Regulatory and

17, JUNIOR ENGINEER (CIVIL):
The Junior Engineer (Civil) shall be responsible to the Registrar and Vice-Chancellor through 
Executive Engineer (Civil)/Assistant Engineer (Civil). The following shall be the duties oft e 
Junior Engineer (Civil):
All duties of the Care-Taker
Collection of Engineering data, preparation of estimates, rough drawing etc.
Purchase storage and issuance of materials, and organisation of materials for work as per rules. 
Recording of measurements of work done, preparation of abstracts of measurements, recovery 
statements, consumption statement, test checks etc.

v) Maintenance of prescribed registers and record books etc.
vi) Maintenance of temporary advances, standard MBs, maintenance of mspec:ion of building etc.
vii) Preparation of tender documents, awards letters, justifications, supervision of contractual job 

awarded to various agencies including CPWD.
viii) Planning and execution of departmental works.
ix)
x)
xi)
xii) Supervision
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xit)
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V) 

yi)

Vii)

41)

|hi)

Maintenance of temporary advances, standard M. Bs., maintenance and inspection of buildings 
etc.
Preparation of tender documents, awards letters, justifications, supervision of construction work,

viii) Planning and execution of departmental works.
nx)
>0
xi)

'.'it'r:

• ■, ry *

The Semi Professional Assistant shall be responsible to the Registrar and Vice-Chancellor he/she 
shall assist and work under the guidance and supervision of the Assistant Librarian/Library(In- 
charge)/Deputy Registrar broadly perform the following duties as assigned to him from time to 
time.

Preparation of books, selection slips, duplicate checking, accessioning, general typing work, 
typing catalogue cards, transcribing, catalogue card filling, registration (periodicals and 
newspapers) routine, binding routine, circulation work and connected routine, processing the bills 
for payment, other routine technical work as assigned.
In addition to this, he/she shall carryout the data feeding work, general typing work by computer 
and library automation works.
Semi Professional Assistant shall be required to perform other works relating to the 
Administration/Academic/Examination and teaching and non-teaching activities, as and when 
assigned by the competent authority as per the requirement.
Semi Professional Assistant shall be required to initiate various proposals and prepare drafts on 
computer himself and submit the same to the higher authority for consideration and approval in 
time bound manner.
To provide the desired information sought under the RTI Act, 2005
Any other work as and when assigned by the Competent Authority/Unit In-charge of the Library 
of the University.
The incumbent to the post may be transferred to any otl 
competent authority of the University.

■ ■ 'U.W 
r-.ptv, ’...Ts„.

f . J:

j^secrtorTa*>;nefciha discretion of the

contractual job awarded to various agencies including CPWD.

Preparation of accounts of bills for contractors and others and processing of payments etc. 
Attending to the maintenance complaints and ensuring the proper maintenance and repairs etc.
Supervision of work of other workers like Electrician, Pump operator etc. and ensuring general 
up-keep proper supply of water and electricity and all Electrical & Mechanical Works in the 
entire University campus like Air-conditioning, Fire Fighting system. Fire alarm & fire detection 
system, Public address system, water lifting pumps, tube-wells, water purifiers, DG sets, Sub
Station Equipment etc.
Responsible for compliance of the provisions of Labour Laws or requirements of Regulatory and 
Statutory Authorities.

xiii) To make all payment of the Electricity bills etc. of the University on or before the due date of 
payment to avoid any penalty in this regards.

xiv) Preparation of estimates for annual maintenance, estimate for additions/ alterations of existing
I installations estimate for petty new installations.
,xv) Verification of energy consumption bills received from local Electricity Supply Company, general 

supervision of energy meter to see whether they are working satisfactori ly.
xvi) To make necessary arrangements for consumption of the electricity.
>.vii) Preparation of electricity bills for consumers in the campus/ common points etc. and to send these 

bills to the respective departments for facilitating payment.
■>.viii) The Junior Engineer (Electrical) shall be required to initiate various proposals and prepare drafts 

on computer himself and submit the same to the controlling officer for consideration and approval
I in time bound manner.
xix) Any other work as and when assigned by the Competent Authority of the University.

: 19. SEMI PROFESSIONAL ASSISTANT:
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vi)

ix)
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vi) Maintain the users records in respecto£_egui 
facilities of the department 
employees of the University.
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ipnientZ-Jnstruments/internet o- any type of Lab 
to bera^He^y^t^^cirned students, research scholars and the

20. TECHNICAL ASSISTANT (EDUCATION LAB):
The Technical Assistant shall be responsible to the Registrar and Vice-Chan«Lor and broadly 

perform the following duties as assigned to him from time to time.
The Technical Assistant shall work under the direction/supervision and In-charge of the Lab for 
the smooth functioning of the Laboratory of Shiksha Shastra Department and upkeep

ThelXeal Assistant shall be responsible for operation, upkeep and maintenance of equipment 

entrusted to his care as also rectification of minor defects in these instruments.
The Technical Assistant shall maintain the ledgers of consumable and non-consumable items a 
such other stores of the Laboratory and obtain the signature of the In-charge/ Dean of the Faculty 

The'TechnkaTAlistant shall carryout the data feeding work, general typing work by computer 
Ld handle correspondence entrusted to him by the Dcan/Head of the Department, Professor & 

Suasion of works of the subordinate technical staff, if any of the Laboratory and maintenance 

of the attendance register of the laboratory and timely submrssron of reports; to the Secto 
-harge and Dean/HOD. Responsible for timely procurement of consumables and process 
requisitions in advance for signature and onward transmiss.on to the appropriate authorrty. 
Technical Assistant(Lab) shall be required to perform other works relating to 
Administration/Academic/Examination and teaching and non-teachmg activities, as a... 

assigned by the competent authority as per the requirement.
•/ii To nrovide the desired information sought under the RTI Act, 2005.
viii) And such other jobs that may be assigned to him by the Registrar/Dean/HOD/>ecti0n-In charge 

per the ciscretion of the

igned by the competent authority as per the requirement.

And such other jobs that may be assigned to him

from time to time.
The incumbent to the post may be transferred to any other section as 

competent authority of the University.

TECHNICAL ASSISTANT(CQMPUTER):
The Technical Assistant shall be responsible to the Registrar and Vice-Chanceldor and broadly 

perform the following duties as assigned to him from time to time.

The Technical Assistant(Computer) shall_>

i) Be responsible to the Registrar and shall work under the direction/supervision of the In-charge of 

the concerned Department or Dean of the Faculty (wherever applicable).
ii) Be responsible for operation, upkeep and timely maintenance of equipment /.nstruments and 

rectification ofminor defects in the equipment/instruments.
iii) . Maintain the ledgers of consumable and non-consumable items and such other stores of

Laboratory and obtain the signature of the In-charge/ Dean of the Facu ty, as the vase may be.
iv) The Technical Assistant shall carryout the data feeding work, general typing work by computer 

and handle correspondence entrusted to him by the Dean/Head of the Department, Professor &

v) ^responsible"^ supervision of works of the subordinate technical staff, if any of the^ ^atoy 

and maintenance of the attendance register of the laboratory and timely submission of reports to 
the In-charge/ Dean of the Faculty/HOD. He will be respons.ble for timely procurement of 
consumables and process the requisitions in advance for signature and onward transm.ss.on to e 

appropriate authority.
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22. PROOF READER:

i) an index print out and verifying whether such information is

x)

23. UPPER DIVISION CLERK :

• i) records, registers and any other.

The Upper Division Clerk shall be responsible to the Registrar and Vice-Chancellor he/she shall 
assist and work under the guidance and supervision of the Section Officer, Assistant 
Registrar/Deputy Registrar or any other unit incharge and broadly perform the following duties as 
assigned to him from time to time.

’i- ;

: ■ i

Maintenance of files. 
documents.-'-fjTj...

ii) Diary &despatch'

The Proof Reader shall be responsible to the Registrar and Vice-Chancellor he/she shall assist and 
work under the guidance and supervision of the Assistant Registrar/Deputy Registrar/HoD or any 
other unit In-charge and broadly perform the following duties as assigned to him from time to 
time.

•^clnssiftcd/iLuelassTned/regulatory

I VERIFIED I

Proofs information included on
accurate.

ii) Reads proof against copy, using standardized code to mark grammatical or typographical errors 
that appear in proof.

iii) Measures dimensions, spacing, and positioning of page elements (copy and illustrations) to verify 
conformance/adherence to specifications.

iv) Marks errors using standardized code.
v) Returns marked proof for correction.
vi) Checks corrected proof against copy.
vii) Typing of the draft manuscripts/research papers/articles, books.
viii) Demonstrates level of accuracy and thoroughness and monitors his/her own work to ensure 

quality.
ix) Meets productivity standards, completes work in timely manner, works quickly, 

Follows instructions, responds to management direction; take responsibility for own action, keeps 
commitments.

xi) Proof-Reader shall be required to perform other works relating to the 
Administration/Academic/Rxamination/Library and teaching and non-teaching activities, as and 
when assigned by the competent authority as per the requirement.

xii) Proof-Reader shall be required to initiate various proposals and prepare drafts on computer 
himself and submit the same to the higher authority for consideration and approval in time bound 
manner.

xiii) To provide the desired information sought under the RT1 Act, 2005.
xiv) And such other duties that may be assigned to him by the Registrar/Dean/HOD/Section-In charge 

from time to time.
xv) The incumbent to the post may be transferred to any other section as per the discretion of the 

competent authority of the University.

ISIS anjwfg^a&igned.^ i.:,„ lfJ
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vii)Technical Assistant(Computer) shall be required to perform other works relating to the 
Administration/Academic/Examination/Library and teaching and non-teaching activities, as and 
when assigned by the competent authority as per the requirement.

viii) To provide the desired information sought under the RTI Act, 2005.
ix) And other duties and responsibilities that may be assigned to him 

Registrar/Dean/HOD/Section-In charge from time to time.
x) The incumbent to the post may be transferred to any other section as per the discretion of the 

competent authority of the University.



approval in time

25. ELECTRICIAN:

ix)

vi) Any other duties 
University.

•v) 
v) 
Vi)

X) 

Xi)

’ frt1:

iii) Initiating proposals, dealing with files including noting, drafting for
->f diarv data feeding/general typing work, store, cashier, pay bill, .ncotne tax, statt 
■naintenancc, maintenance of equipment, to deal with the service/estabhshment, accounts matters, 

=dvettisements, field works and in other sectors as per requirements.

as and when assigned by the Controlling Officer/Competent Authonty of the

24. STENOGRAPHER:
Tne Stenographer shall be responsible to the Registrar and Vice-Chancellor ne/she shall assist and 

Reltrar ^dbrotdJZVrm the foZing dudes assigned lota froXe tolmf

records, Telephone Register, Log Book, office equipment, fixing appointments and general 

supervision of cleanliness, hygiene and MTS staff attached to the officer.
ii) Stenographer shall be required to initiate various proposals and prepare drafts ™ 

himself and submit the same to the controlling officer for considerate anc approval m time 

bound manner.
iih To provide the desired information sought under the RTl Act, 200b.
i.v) Any other duties as and when assigned by the Controlling Authonty/Competent Authority from 

r.me to time.

of ihe Sub-Station/ Generators etc. of the University.
To make all payment of the Electricity Bills, Water Bill 
due date of payment to avoid any penalty in this regard.

lElion-ef-tfra electricity.
as and when tss^g^^^mlpetent AuthorityrUnit In-charge of the

94 B4i Q^lnstitutional M ■

To make necessary arrangements for consum 
Any other work 
University.

The Electrician shall be responsible to the Registrar and Vice-Chancellor he/she shall assist and 
work under the guidance and supervision of the Junior Engmeer, A^istantand 
Executive Engineer and broadly perform the following duties as assorted to htm from time 

time.
i) To carry out construction, maintenance and repair, operation work of all electrical installations 

including HT/LT lines, sub-station equipment, air-conditioners, electric motors, pump se s. c.
if, To supervise and guide the work of junior skilled and unskilled personnel under their control.._ 
iii) To prepare estimates of materials required and help in purchase of matenals required and keep 

proper account of materials issued.
To keep all tools and other materials required in clean and working order.
To report any major fault to his superiors for necessary action
To start and operate the electric generators for proper electric supply. .... •

vii) To keep proper records of consumption of various materials including Fuel Oil, lubricating 01

and other spare parts etc. .
viii) To inform sufficiently in advance the requirements of all materials needed for sattsfactory running 

etc. of the University on or before the



-----

26. LABORATORY ASSISTANT

>)

iv)

v)

thevi)

27. LIBRARY ASSISTANT:

i)

iO

iii)

vi)

I

iv)
v)

The Laboratory Assistant shall be responsible to the Registrar and Vice-Chancellor and broadly 
perform the following duties as assigned to him from time to time.

The Library Assistant shall be responsible to the Registrar and Vice-Chancellor he/she shall assist 
and work under the guidance and supervision of the Assistant Librarian/Library(ln- 
charge)/Deputy Registrar and broadly perform the following duties as assigned to him from time 
to time.

The Laboratory Assistant shall work under the direction/supervision and In-charge of the Lab for 
the smooth functioning of the Laboratory of ShikshaShastra Department and upkeep of 
equipment.
The Laboratory Assistant shall be responsible for operation, upkeep and maintenance of 
equipment entrusted to his care as also rectification of minor defects in these instruments.
The Laboratory Assistant shall maintain the ledgers of consumable and non-consumable items 
and such other stores of the Laboratory and obtain the signature of the In-charge/ Dean of the 
Faculty as the case may be.
The Laboratory Assistant shall carryout the data feeding work, general typing work by computer 
and handle correspondence entrusted to him by the Dean/Head of the Department, Professor & 
Section In charge.
Supervision of works of the subordinate technical staff, if any of the Laboratory and maintenance 
of the attendance register of the laboratory and timely submission of reports to the Section In- 
charge and Dean/HOD. Responsible for timely procurement of consumables and process the 
requisitions in advance for signature and onward transmission to the appropriate authority.
Laboratory Assistant shall be required to perform other works relating to 
Administration/Academic/Examination and teaching and non-teaching activities, as and when 
assigned by the competent authority as per the requirement.

vii) To provide the desired infonnation sought under the RTI Act, 2005.
viii) And such other jobs that may be assigned to him by the Registrar/Dean/HOD/Section-In charge 

from time to time.
The incumbent to the post may be transferred to any other section as per the discretion of the 
competent authority of the University.

iii)

.. , 95

Preparation of books selection slips, duplicate checking, accessioning, general typing work of the 
Library, typing catalogue cards, transcribing, catalogue card filling, registration (periodicals and 
newspapers) routine, binding routine, circulation work and connected routine, processing the bills 
for payment, field work, other routine technical work as assigned.
Library Assistant shall be required to perform other works relating to the 
Administration/Academic/Examination and teaching and non-teaching activities, as and when 
assigned by the competent authority as per the requirement.
Library Assistant shall be required to initiate various proposals and prepare drafts on computer 
himself and submit the same to the higher authority for consideration and approval in time bound 
manner.
To provide the desired information sought under the RTI Act, 2005
Any other work as and when assigned by the Competent Authority/Unit In-charge of the Library 
of the University. »
The incumbent to the post may be transferred to any other seGt4orraFpeE,ther discretion of the 
competent authority of the University. \ CM ’ ’ \ r

1

X)



28. LOWER DIVISION CLERK:

registers and any other classifled/unclassified/regulatory

:v) To

29. STAFF CAR DRIVER:

i)

Vi;

Authoriry/Comoetent Authority from

96

i' 
iD

iv) 
v
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The Lower Division Clerk shall be responsible to the Registrar and Vice-Chancellor he'she shall 
ass st and work under the guidance and supervision of the Section Officer, Assistant 
Registrar/Deputy Registrar or any other unit incharge and broadly perform Lie foilowing duties as 
assi.gred to him from time to time.

Diary dispatch and typing work
Maintenance of files, records, 
documents.

iii) Dealing with files on different issues including noting, drafting, general typing and data feeding 
on computer etc.

oerform the duties of cashier, cash collection, counter-clerk, store-kaeper, accounts clerk and 
field cuties.

vj To provide the desired information sought under the RTI Act. 2005
vi) Holding of the meetings, preparation1 of agenda, minutes of various Committees of the University 
vii} Any other duties as and when assigned by the Controlling Authority from time to time.

The Staff Car Driver shall be responsible to the Registrar and Vice-Chancellor and broadly 
perform the following duties as assigned to him from time to time.

Driving of the vehicles; to keep the record of the petrol and record of mileage; to carry out minor 
repairs maintenance of the vehicles. Io drive the light and heavy vehicles of the university as per 
the duties allotted by the Officer-in-Charge from time to time. The drivers will be responsible for 
the proper maintenance/safety and timely renewal of the insurance policy of the vehicle/s.

li) Driving of light and heavy vehicles.
iii) Dusting/cleaning the seats and the vehicles as a whole and washing the vehicles periodically. 

Carrying the bags and other items of officers and guests travelling in the vehicle.
') He v^ill be required to stay in the campus as and when the Staff Quarters will be allotted to him 

under the essential categories for performing the duties of Staff Car Driver. In case he declines to 
stay in the staff quarters at any stage during his service due to whatever circumstances, he will not 
be entitled to House Rent Allowance and disciplinary proceedings will be initiated against him on 
ground of breach of contract.
He will also be required to perform duties before and after the office hours, shift duty in the night, 
Sunday and other holidays, as and when assigned by the Competent Authority keeping in view the 
exigency of the work.

vii) He will be required toperform the duties of the MTSi.e. the movement of official dak like letters, 
office orders, notifications etc within the University and outside the University, to clean 
tables/rack, chairs etc. and fetch drinking water etc. required by the: staff; Shifting furniture, 
books, study material, examination documents/files and other office equipment from one place to 
another, loading and unloading of such items from vehicles, carrying luggage/ baggage of the 
office, to help keep files/office record in a tidy conditions; to render assistance for all kinds of 
despetch work; to lock and open rooms etc.as and when assigned by the competent authority 
keeping in view the administrative requirements. While performing the duties of MTS, he should 
also come to the work place half-an-hour before the commencement of office hours and should 
leave the office after half-an-hour of the closure of the office or after all the officials leave the 
office.

vtii) The incumbent to the post may be transferred to any other section as per the discretion of the 
competent authority of the University.

ix) Any other duties as and when assigi 
time to rime.
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30. PUMP OPERATOR:

!>

X)

31. COOK:
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The Pump Operator shall be responsible to the Registrar and Vice-Chancellor he/she shall assist 
and work under the guidance and supervision of the Junior Engineer, Assistant Engineer and 
broadly perform the following duties as assigned to him from time to time.

j) To operate the pumps and ensure timely water supply in the Campus.
ji) To ensure water supply for horticulture.
iii) To attend the operational work of the pump-house during emergencies even before and after 
I office hours.
iv) To regularly operate the fountains, floras and other watering points installed for the campus 

beautification.
To look after.the pump house, make routine maintenance of the pumps and report the defects 
beyond his control to the in charge of the pump house.

*/i) To supervise the leakages in the pipelines, fixing the float valves in the over-head tanks and 
prevent overflow of water.

yii) To supervise the sanitation and hygienic of the campus by prevention of water logging or deposit 
of water for a long time.

yiii) To keep all tools and other materials required in clean and working order.
ix) To inform sufficiently in advance the requirements of all materials needed for satisfactory running 

of the pump and repair/maintenance other machines/equipment of the University.
The incumbent to the post may be transferred to any other section as per the discretion of the 
competent authority of the University.

xi) He will be required to perform the duties of the MTS i.e. the movement of official dak like letters, 
office orders, notifications etc within the University and outside the University, to clean 
tables/rack, chairs etc. and fetch drinking water etc. required by the staff; Shifting furniture, 
books, study material, examination documents/files and other office equipment from one place to 
another, loading and unloading of such items from vehicles, carrying luggage/ baggage of the 
office, to help keep files/office record in a tidy conditions; to render assistance for all kinds of 
despatch work; to lock and open rooms etc., as and when assigned by the competent authority 
keeping in view the administrative requirements.

xii) Any other duties as and when assigned by the Controlling Authority/Competent Authority from 
time to time.

The Cook shall be responsible to the Registrar and Vice-Chancellor he/she shall assist and work 
under the guidance and supervision of the Guest House In-charge or any other unit in-charge and 
broadly perform the following duties as assigned to him from time to time.

i) Cooking of food items to the Guests as per their order/menu available in the guest house
ii) He will store cooked food properly till distribution.
iii) He will maintain the cooking ranges and other cooking appliances in good conditions.
iv) House-Keeping, Maintenance of the register of the visitors, attending telephones, purchase of raw 

materials from the market, cleaning of the kitchen,5utensils, crockeries of the Mess/Guest House 
of the University.

v) He will take safety precautions to prevent fire and injuries to those working in the kitchen.
vi) To supervise the work of junior kitchen staff posted there.
vii) He will be required to perform duties from Monday to Saturday (six days week) within the 

prescribed number of working hours per week and within the frame work of rules.
(vi He will also be required to perform duties before and after the office hours, shift duty in the 

night , Sunday and other holidays, as and when assigned by the Guest House In-charge/ 
Competent authority keeping in view the exigency of the work.

viii) He will be required to perform the duties of the MTS i.e. the movement of official dak like fl ,
letters, office orders, notifications etc. within the'University and outside lhe_Uniy^Ufcrto|clean
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as per the discretion of the

33. MULTI TASKING STAFF (MTS):
The MTS shall be responsible to the Registrar and Vice-Chancellor he/she shall assist and work 
under the guidance and supervision of the Section Officer/Assistant Registrar, Deputy Registrar 
or any other Unit In-charge broadly perform the following duties as assigned to him from time to 
time.

i) To take charge of the movement of official dak like letters, office orders, notifications etc. within 
the University and outside the University, to clean tables/rack, chairs, cleaning & dusting of office 
vehicles etc. and fetch drinking water etc. required by the staff; shifting furniture, books, study 
material, examination documents/files and other office equipment from one place to another, 
loading and unloading of such items from vehicles, carrying luggage/ baggage of the office, to 
help keep files/office record in a tidy conditions; to render assistance for all kinds of despatch 
work; to lock and open rooms. He is required to perform any other duties like duties in the guest 
house, mess, gardening, watch& ward, technical job as per his suitability, operation of 
photocopier machine and typing work on computer etc. Dusting/cleaning the seat covers and the 
vehicles as a whole and washing the vehicles periodically. The duties may be given during 
holidays and in the night shift also in the exigency of services.

ii) Further, he will also be required to drive staff car of the University (with valid professional 
license) as per his suitability as and when required. In case, he has no professional valid driving 
license at the time of appointment, he will be required to produce a copy of the valid professional 
driving license issued by the government Licensing Authority as early as possible.

VERIF-I

32. LIBRARY ATTENDANT:

The Library Attendant shall be responsible to the Registrar and Vice-Charcelbr he/she shall 
assist and work under the guidance and supervision of the Assistant LibrarranTn-charge(Library) 
and broadly perform the following duties as assigned to him from time to time.

?) Shelving work and Dusting of books racks, table and furniture etc. duty at the Library entrance 
gate, checking of issued books, physical checking of the students, shift duty including night shift, 
duty in late hours in the reading room and on Saturday, entry of newspapers and magazines, 
operating Xerox machine, binding of books, lamination of cards/identity cards, field duty, 
obtaining quotations from book shop, stationary , typing work on computer etc. and such other 
works as amended in the service Rules/Regulations of the University from time to time.

ii) In addition to his/her responsibility in the Library, he/she will be required to perform other duties 
as and when assigned to him/her by the competent authority/ln-charge of the Library.

iii) The incumbent to the post may be transferred to any other section as per the discretion of the 
competent authority of the University.

tables/rack, chairs etc. and fetch drinking water etc. required by the staff; shifting furniture, books, 
study material, examination documents/files and other office equipment from one place to 
another, loading and unloading of such items from vehicles, carrying luggage/ baggage of the 
office, to help keep files/office record in a tidy conditions; to render assistance for all kinds of 
despatch work; to lock and open rooms etc., as and when assigned by the competent authority 
keeping in view the administrative requirements.

ix) The incumbent to the post may be transferred to any other section 
competent authority of the University.

x) He will be required to perform any other duties as and when assigned by the -In-Charge -Guest 
House/Competent Authority from time to time.

1
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iii) In addition to their responsibilities in the concerned unit/department, the appointees will be 
required to perform other duties as when assigned by the University Administration from time to 
time. He should come to the work place half-an-hour before the commencement of office hours 
and should leave the office after half-an-hour of the closure of the office or after all the officials 
leave the office.

iv) Any other duties as and when assigned by the Controlling Authority from time to time.
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34. ATTENDANTfHEALTH CENTRE):

The Attendant (Health Centre) shall be responsible to the Registrar and he/she shall assist and 
work under the guidance and supervision of the Medical Officer/In-charge-(Health Centre) and 
broadly perform the following duties as assigned to him from time to time.

i) Cleaning the rooms including medical equipment, furniture etc. of the Health Centre.
ii) To attend the OPD patients, maintain OPD register, maintain the record of medicine and medical 

equipment of health centre and perform other related works like their dressing, provide first-aid, 
vaccination as per the advice of Medical Officer and purchase necessary medicines from shops 
and markets as and when the need arises, by travelling in local bus.

iii) In addition to the above-mentioned duties, he shall be required to take charge of the movement of 
official dak like letters, office orders, notifications etc within the University and outside the 
University, to clean tables/rack, chairs etc. and fetch drinking water etc. required by the staff; 
Shifting furniture, books, study material, examination documents/files and other office equipment 
from one place to another, loading and unloading of such items from vehicles, carrying luggage/ 
baggage of the office, to help keep files/office record in a tidy conditions; to render assistance 
for all kinds of despatch work; to lock and open rooms. He is required to perform any other 
duties like duties in the guest house, mess, gardening, watch& ward, technical job as per his 
suitability operation of photocopier machine, typing work on computer etc. The duties may be 
given in the night shift also in the exigency of services.

iv) Further, he will also be required to drive staff car of the University (with valid professional 
license) as per his suitability as and when required. In case, he has no professional valid driving 
license at the time of appointment, he will be required to produce a copy of the valid professional 
driving license issued by the government Licensing Authority as early as possible. This will be 
applicable for the appointment made on or after 1.1.2006

v) In addition to their responsibilities in the concerned unit/department, the appointees will be 
required to perform other duties as when assigned by the University Administration from time to 
time. He should come to the work place half-an-hour before the commencement of office hours 
and should leave the office after half-an-hour of the closure of the office or after all the officials 
leave the office.

vi) The incumbent to the post may be transferred to any other section as per the discretion of the 
competent authority of the University.

35. LAB ATTENDANT (COMPUTER LAB):

The Lab Attendant shall be responsible to the Registrar and Vice-Chancellor. He/she shall assist 
and work under the guidance and supervision of the HoD/Dean or any other Unit In-charge 
broadly perform the following duties as assigned to him from time to time.

(a) Come to the place of work half-an-hour before the commencement of office hours and to 
leave after half-an-hour of the closure of the office or after all the officials leave the office which 
is also applicable in case of the other MTS employees of the University.
Carry out the work of proper dusting of racks, table, equipment and furniture etc. of the 
Psychology/Computer Labs of the University.
Take charge of the movement of official dak like letters, office orders, notifications etc. withirHhe^-----^' 
University and outside the University and fetch drinking water fljtc. requiredhy the staft>--^CZC:fT'^\
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(e)
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(g)

(h)

ii)

iii)

iv)

36. LAB ATTENDANT (PSYCHOLOGY):

!

i)

(e)

(0
(g)

(h)
ii)

iii)

iv) per the discretion of the

shift furniture, books, study materials, examination documents/files anc orher office equipment’ 
from one place to the other, loading and unloading of such items from vehicles, carrying luggage/ 
baggage of the office,
Maintain files/office record in tidy conditions and render assistance for all kinds of despatch 
work;
Keep safely the keys of the Departnient/Laboratory Rooms of the University and to lock and open 
the Department/Laboratory Rooms.
Perform any other duties like duties in the Guest House, Mess, Careening, Watch & Ward, 
Technical job as per his suitability including operation of Photocopier Machine etc.
Perform duties as may be given even during odd hours and night time in the exigency of services.

100
- i
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VERIF1SS-

Ensure that no items/movable property belonging to the Psychology/Computer- Labs of the 
University are taken/rcmoved by any unauthorised person without consent of the appropriate 
authority.
In addition to the responsibilities of the concerned Department/Laboratory, he/she will be required 
to perform other duties as and when assigned to him by the In-charge of the Department/ Labs or 
the Registrar and Vice-Chancellor of the University.
The incumbent to the post may be transferred to any other section as per the discretion of the 
competent authority of the University.

The Lab Attendant shall be responsible to the Registrar and Vice-Chancellor. He/she shall assist 
and work under the guidance and supervision of the HoD/Dean or any other Unit In-charge 
broadly perform the following duties as assigned to him from time to time.

(a) come to the place of work half-an-hour before the commencement of office hours and to 
leave after half-an-hour of the closure of the office or after all the officials leave the office which 
is also applicable in case of the other MTS employees of the University .

(b) cany out the work of proper dusting of racks, table, equipment and furniture etc. of the
Psychology/Computer Labs of the University.

(c) take charge of the movement of official dak like letters, office orders, notifications etc within the 
University and outside the University and fetch drinking water etc. required by the staff;

(d) shift furniture, books, study materials, examination documents/files and ether office equipment 
from one place to the other, loading and unloading of such items from vehicles, carrying luggage/ 
baggage of the office,
maintain files/office record in a tidy conditions and render assistance for all kinds of despatch 
work;
keep safely the keys of the Department/Laboratory Rooms of the University and to lock and open 
the Department/Laboratory Rooms.
perform any other duties like duties in the Guest House, Mess, Gardening, Watch & Ward, 
Technical job as per his suitability including operation of Photocopier Machine etc.
perform duties as may be given even during odd hours and night time in the exigency of services. 
Ensure that no items/movable property belonging to the Psychology/Computer Labs of the 
University are taken/removed by any unauthorised person without consent of the appropriate 
authority.
In addition to the responsibilities of the concerned Department/Laboratory, he/she will be required 
to perform other duties as and when assigned to him by the In-charge of the Department/ Labs or 
the Registrar and Vice-Chancellor of the University.
The incumbent to the post may be transferred t< 
competent authority of the University.
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37. LABORATORY ATTENDANT:

i)
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ii)

v)
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The Lab Attendant shall be responsible to the Registrar and Vice-Chancellor. He/she shall assist 
and work under the guidance and supervision of the.HoD/Dean or any other Unit In-charge 
broadly perform the following duties as assigned to him from time to time.

(a) Come to the place of work half-an-hour before the commencement of office hours and to 
leave after half-an-hour of the closure of the office or after all the officials leave the office which 
is also applicable in case of the other MTS employees of the University.
(b) Carry out the work of proper dusting of racks, table, equipment and furniture etc. of the
Psychology/Computer Labs of the University. •
(c) Take charge of the movement of official daks like letters, office orders, notifications etc within 
the University and outside the University and fetch drinking water etc. required by the staff;
(d) shift furniture, , books, study materials, examination documents/files and other office 
equipment from one place to the other, loading and unloading of such items from vehicles, 
carrying luggage/ baggage of the office,
(e) Maintain files/office record in tidy conditions and render assistance for all kinds of despatch 
work;
(f) Keep safely the keys of the Department/Laboratory Rooms of the University and to lock and 

open the Department/Laboratory Rooms.
(g) Perform any other duties like duties in the Guest House, Mess, Gardening, Watch & Ward, 

Technical job as per his suitability including operation of Photocopier Machine etc.
(h) Perform duties as may be given even during odd hours and night time in the exigency of 

services.
Ensure that no items/movable property belonging to the Psychology/Computer Labs of the 
University are taken/removed by any unauthorised person without consent of the appropriate 
authority.
In addition to the responsibilities of the concerned Department/Laboratory, he/she will be required 
to perform other duties as and when assigned to him by the In-charge of the Department/ Labs or 
the Registrar and V ice-Chancellor of the University.
The incumbent to the post may be transferred to any other section as per the discretion of the 
competent authority of the University.
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