COTTON UNIVERSITY

Panbazar. Guwahati: 721001

Job Advertisement
No. Recruitnmient: (124/14 De (4-11-2024

Applications {in both ounline & offline formats} are invited from Indian nationals
for a purely contractual post of ‘“Multi-Tasking Assistant’ at Cotton University.

The deadline for submission of the same is 5:00PM of 27-11-2024,

For details, please visit www.cottonuniversity.ac.in

Sd/-, Registrar

Rogit
Cotton University
Oganbaur. Guwahat-761001, Assam




COTTON UNIVERSITY

Panbazar, Guwahati - 781001, India

www.cottonuniversity.ac.in :: 0361-2733530 :: registrar@ cottonuniversity.ac.in

Job Advertisement No. Recruitment/CU/2024/14 Dt.14-11-2024

Applications {in both online & offline formats} are invited from Indian nationals for a contractual post
of ‘Multi-Tasking Assistant’ at Cotton University.

Intending applicants are required to submit the following:-

1. Hard copies of—{i) the requisite Application Form [available in the website www.cottonuniversity.ac.in]
after being duly filled up, (ii) the Résumé, {iii) a set of self-attested photocopies of all Certificates,
Marks-sheets and/or Grade-sheets, Testimonials and other relevant documents in support of their
credentials —in a Sealed Envelope duly super-scribed as “Application for the contractual position of
Multi-Tasking Assistant at Cotton University :: Job Advertisement No. Recruitment/CU/2024/14
Dt.14-11-2024” addressed to “The Registrar, Cotton University, Administrative Building, Panbazar,
Guwahati—781001, Assam”;

2. Soft copies of— (i) the scanned Application Form after being duly filled up, (ii) the scanned recent
passport sized colour photograph, and {iii) the scanned signature — at the designated spaces to be
uploaded through the Online Form [by clicking on the virtual link provided in the University’s website.

The deadline for submission of both online & offline application is 5:00PM of 27-11-2024 and that both
the hard copy format & the soft copv format of the Application Form must be mandatorily submitted
within the stipulated deadline for the candidature to be considered for evaluation. Only shortlisted
candidates shall be called to appear for the Selection Process the schedule of which would be
communicated later. They shall be required to produce the corresponding hard copies of the original
documents for physical verification at the time of Personal Interview.

The selected candidate shall be responsible for tasks such as Office File Maintenance, Record-keeping
and assisting with various Administrative Duties and shall be required to work under the supervision of a
hierarchical position and perform a variety of duties depending on the needs of the office.

Indicative List of Duties would broadly include fhut not limitad tol the following:-

»  flawless handling of all relevant office files and documentation of the same;

> physical maintenance/updating of records of the department/section and its associated data entry;
»  assisting in routine works like maintaining diary, ensuring issuance/dispatch of documents, general
maintenance and supervising cleaning of the office space as done through designated housekeeping
staffs;

typing of official letters, reports & associated correspondences;

maintenance of confidentiality of information;

responding to queries as & when deemed necessary;

taking back-up of data at regular intervals to produce on demand;

back-office operation in a hybrid {physical & computerized/digital} setup/environment;

any other/miscellaneous tasks as assigned by the officer-in-charge from time to time.

VVYVYVYVYY

Essential Qualifications:-

{i) Graduate/Post Graduate in any discipline;

{ii} At least 1-5years of relevant work experience preferably in Academic Section/Department of any
Higher Educational Institution/University of repute;

(ili} Good Command over English Language;

{iv} Computer Proficiency which includes inter alia Office packages;

(v} Adequate exposure to physical Office Filing System and administrative duties preferably pertaining

to the Academic Section/Department of a Higher Educational Institution/University., _ ;
W
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COTTON UNIVERSITY

Panbazar, Guwahati — 781001, India

www.cottonuniversity.ac.in :: 0361-2733530 = reeistrar@ coltonuniversity.ac.in

Desirable Qualifications:-

(a} PGDCA/DCA {1-Year Duration} from a Government recognized Institute or BCA/BSc-IT/MCA/MSc-IT

or MSc-CS from a UGC recognized University;

{b) Organizing skills with the ability to stay focused on assigned jobs with a multitasking capability.

Other Details:-

Age: preferably below 42 years;

Remuneration: consolidated fixed amount to the tune of Rs.15,000/- per month;

Duration: initially for a period of eleven{11) months which is likely to be extended subject to
satisfactory performance;

Joining: immediately upon appointment.

General Terms & Conditions:-

o]

The selected candidate shall have no right to claim appointment, either regularly or on contractual
basis, after the expiry of the initial contractual period.

The selected candidate shall have to abide by all rules & regulations of the University as amended from
time to time. .

Since the position is purely contractual, the relevant employment contract may be terminated at any
moment by the University authority without giving any prior notice in connection thereof.

The selected candidate shall have to be present at the department/section during the entire duration
of office hours and must be ready to work beyond the stipulated office hours as well.

The University reserves the right to cancel/withdraw this job advertisement at any time without
citing any reason thereof or not to appoint any person if suitable candidates are not found.

=
(Dr. Arindam Garg)
Registrar

Memo No.: CU/GAD/2022/282/ & 3¢ — 44 Date: 14/1 1/211

Copy forwarded to:-

1. The Director, Directorate of Information & Public Relations, Government of Assam; he is kindly
requested to publish the Abstract Ad {soft copy enclosed} of this Job Advertisement in the
‘Classifieds’ section of the immediately next issue in each of the Assam Tribune & Amar Asom, and
thereafter arrange to submit the bill/invoice in triplicate for processing of payment

2. The Academic Registrar, Cotton University

3. The Finance Officer, Cotton University

4. The P.S. to Vice-Chancellor, Cotton University for kind apprisal of the Honourable Vice-Chancellor

5. The Computer Systems Manager, Cotton University; he is requested to upload this Job
Advertisement in the University’s website

6. The Office File concerned

)

(Dr. Arinda

Ij\E”eglstrar




COTTON UNIVERSITY

Panbazar, Guwahati 781001, Assam
Application Form for Multi-Tasking Assistant {Contractual}

Job Advertisement No. Recruitment/CU/2024/14 Dt. 14-11-2024

Affix a recent

passport size |
Name of the Post Applied fOr: ... st s photograph and |
sign across it

1. Name in full; ..o crrerrirerrsrrarestea e b aT ar naear e P s e saeaRan et aoa nns

.
2. FALREI S NBIMIES coeveriiiiritrees e srreer e v sms e s mssessssatasasssnss es sosson sss o0 s0s mbe 508 mtmra sessnmres sorsressnesessnsenrseasans sosessvunsrssmanens

I
3. Mother's Name: ..o, |
I
B GBINUBIT et et eees e s e s s s s b e e se s ses e see e e sa aaeea e aat St s en oet e ettt et e ene et et eneananans ‘

B DAE & PlACE Of BITR: oovvcsici et st st e st e saesae et seeses et st s ssamssessemsemee s eeeese s es st eesemeeesemeeesees emsmemst et emesaee s

5. INALTO P VAITENE cvessisenssmsnsnssaimemmoiens svsarymesssessios iss:ess s 7o KS4TSR e B

7. Marital Status: w e e eebesresreaerbetet it e Se i i beierressbesabeae st et bt et an

8. Whether belongs to any Reserved Category: ST{H) /ST(P} /SC/OBC ........cocoeoervecvrercrcnn

{If 50, provide details and attach self-attested copy of the certificate]

9. CUITENE POSTAl AOAIESS: ettt e eee e e e e e e e e e e et e s s mae et ses s emaemmenes e e e ae s eeeesesesneneesins

PIN Code...oonereeree . CONEACT ND. weeevvvrrivvsts soremessessssmeeness |

10. Permanent Residential Aaress: ... e e e etsee e e sas e ees et see e e aeseesseetesseme s s saessmseesbeaessenanns

PINCode.......cooiecinecee. CONBACE NG, ettt e e |

11, EMail ID: snanmmsssrm s m s s s e s e s e

Cotton University ‘
Panbazar, Guwahat-761001, Assam ‘

O
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COTTON UNIVERSITY

Panbazar, Guwahati 781001, Assam
Application Form for Multi-Tasking Assistant {Contractual}

12. Academic Qualifications [beginning with SSC/SSLC or equivalent] supported with self-attested
photocopies:

Examination University/ Subject Year of % of Marks; Grade
Degree/ Diploma Institute Passing Class/Distinction, if any

13. Are you employed in Government/ Semi Government/ Public Sector Undertaking? ...........cccccovoviviinnnes
[if so, you are required to submit a “NO-OBJECTION CERTIFICATE” from your present employer]

14. Are you under any contractual obligation to serve any Government/ Semi Government/ Public Sector
Undertaking? [If 50, please provide details] ... .o ses s ecs sessesensses s s sessessesensseasennas

15. Details of present and previous employments/work experience, starting with the most recent one:

Name of the | Name of the |Length of Service | Scale of Pay/ | Temporary Nature of Remarks
Post Organization Pay Band with|  /Adhoc Duties
From To Grade Pay/
Consolidated
Pay, as
applicable

How soon can you join, if selected? {Reasons thereof}: ...t

Any other additional information in support of your candidature including details of technical
projects and other activities [you may attach an additional sheet if NeCessary} ........oovvrevceiiecirceseeneiens

Cotton University
Par;gnr, Guwahat-781001, Assam




COTTON UNIVERSITY

Panbazar, Guwahati 781001, Assam
Application Form for Multi-Tasking Assistant {Contractual}

I hereby declare that | have carefully read & understood the instructions & regulations referred to
herein and that all the statements made in the application are correct, complete & true to the best of
my knowledge & belief. | understand that the competent authority can take appropriate action
against me at any stage of the recruitment & selection process or even beyond the same in case any
information provided in support of my candidature is found to be
incorrect/fraudulent/misleading/fake.

Note: |
1. The applicant should affix his/her recent passport sized colour photograph at the place
provided in the Application Form. Form, failing which his/her candidature is liable to be
rejected,
2. Please enclose self-attested photocopies of certificates and bring the originals along if called
for the Personal Interview,

Date: ..o Signature of Candidate: ..o

Places sanmmuimmrmmmis: Name in fulliiaiimnmmmnasisisnsmaminmmeiaaai

Cotton University
Panbazar, Guwahad-781001, Assam

|




