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UNIVERSITY OF DELHI
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PHONE: 23237291

TRUTH IS THE HIGHEST OF ALL
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Ref. No: MSC/ADMN/ Dated:
INFORMATION AT A GLANCE
Important Date and Fee Details
Date of Submission of Application Form The last date for submitting the

application is 21 days from the date
of publishing the advertisement in
Employment News or 15.11.2021
whichever is later .

Fee Payable by Candidate |Unreserved/OBC 700 (Non-refundable)
Female/SC/ST/PwD NIL
Date and Time of Examination To be announced later on

college website i.e.http://mscw.ac.in

Note: The selection will be made on
the basis of scheme of examination
as prescribed by the University of
Delhi from time to time.

Duration and Scheme of Examination As mentioned in the Recruitment
Rules (Non-Teaching
Employees) 2020, University of
Delhi
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Ref. No: MSC/ADMN/

Applications are invited for the following Non-teaching post(s) in the pay level as per 7" pay commission
on permanent basis from the desirous candidates in the prescribed Application Form available at College
Website. The details of the posts, number of vacancies, pay band, procedure for filling vacancies etc. as
prescribed under Delhi University Rules are given below: The details of advertisement and prescribed

UNIVERSITY OF DELHI
MATA SUNDRI LANE, NEW DELHI-110002

PHONE: 23237291

Dated:

Advertisement No. MSC/ ADMN/ Non-Teaching/2021-ADVO01

format along with guidelines & qualification is available on the college website mscw.ac.in

S.No | Name of Post Total UR PwBD Max Age Pay level
Post (Years)
01 Admin Officer 01 01 (VI) 35 Pay level 10
02 Librarian 01 01 -- Pay level 10
03 OMSP Instructor 01 01 (LD) -- Pay level 7
04 Assistant 01 01 30 Pay level 4
05 Tabla Player 01 01 45 Pay level 4
06 MTS (Lab. 01 01 30 Pay level 1
Attendant)

Abbreviation: UR- Unreserved, , PwBD Person with Benchmark Disabilities, VI- Visually Impaired, LD-

Locomotor Disability

1.
2.

Candidate can download the Application forms from the College website i.e www.mscw.ac.in.

The applicants must send their applications form by way of speed post/ courier/ general dak. No
application will be received in the college by hand. The College shall not be responsible for any

delay loss due to postal or technical reason.
Age relaxation will be allowed as per the guidelines of University Of Delhi/ UGC

A separate application form should be filled in by the candidate for each post along with separate

fee if the candidate wishes to apply for more than one post.
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Ref. No: MSC/ADMN/

10.
11.

UNIVERSITY OF DELHI
MATA SUNDRI LANE, NEW DELHI-110002
PHONE: 23237291

Dated:

The College will notify the dates of tests & interview in advance at its website.

The College reserves the right to change the nature and/or number of posts advertised or not to
fill any or all the above posts without assigning any reason thereof. All aspiring candidates are
required to refer the College website time to time for updation / modification, if any.

Merely fulfilling the minimum qualifications or the eligibility criteria does not entitle a candidate to
be necessarily considered or called for the interview/ Written test.

It is the responsibility of the candidate to assess his / her own eligibility for the post for which he /
she is applying in accordance with the advertisement. If it is detected at any time in the future -
during the process of selection or even after appointment - that the candidate was not eligible as
per the prescribed qualification, experience, etc., which could not be detected at the time of
selection for whatever reason, his / her candidature / appointment shall be liable to be cancelled /
terminated as per rules.

The upper-age limit shall also be relaxable in respect of persons who are already working on
contract/daily wages/adhoc basis in the Delhi University/Colleges as per guidelines of University
of Delhi

No T.A. or D.A. will be paid for appearing in the written test and interview.
Application fee should be submitted through a Demand draft drawn in favor of “Principal, Mata
Sundri College for Women” payable at Delhi, should be attached with prescribed application
form. The details of fee are given below:-

Category Fee (Rs.)

UR/OBC 700/-

No application fee shall be charged from SC/ST, PwD and Women
applicants.

The last date for submitting the application is 21 days from the date of publishing the
advertisement in Employment News or 15.11.2021 whichever is later .
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Ref. No: MSC/ADMN/ Dated:

Details of Posts and Qualifications:

Name of the Post Administrative Officer

No. of Post : 01 (VD)

Classification ; Group A

Scale of Pay : Pay Level 10 as per VII CPC
Age Limit : 35 Years for Direct Recruitment

Educational Qualification:

e Good academic record with Master degree with at least 55% of marks or its
equivalentgrade of B in the UGC seven-point scale.

Desirable :

1. At least 03 years of experience in supervisory or equivalent cadre in a Group B post
in agovernment department / university / educational or Research Institution /
Teaching and/ or Research experience alongwith proven administrative capabilities.

2. L.L.B or MBA or CA/ ICWA or MCA or M.Phil / Ph.D. qualification.

NOTE:

All the direct recruits should possess working knowledge of computers
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Ref. No: MSC/ADMN/ Dated:

BROAD DUTIES AND RESPONSIBILITIES:

In College/Institutes: the incumbents shall be required to render necessary aid to the
Principal of the college for its smooth functioning; to participate in discussion on agenda points/to
provide inputs on rules/facts of the case if so asked for; to be responsible for circulation, care,
custody and maintenance of agenda papers and resolutions for a period as specified in retentions

schedule.

To undertake all duties and responsibilities of Head of the Office and to ensure proper care
custody and maintenance of office records, seal, Personal Files, Service Book of employees; to
Commissions/Tribunals, statutory bodies and other constitutional authorities in the interest of the
institute; to assist college committees dealing with aforementioned mater, viz Admission Committee,
Workload Committee, Purchase Committee, Building Committee, Canteen Committee, Disciplinary

Committee, etc.

MATA SUNDRI COLLEGE FOR WOMEN | 6



16

MATA SUNDRI COLLEGE FOR WOMEN

UNIVERSITY OF DELHI
MATA SUNDRI LANE, NEW DELHI-110002
PHONE: 23237291

Ref. No: MSC/ADMN/ Dated:
Name of the Post Librarian
No. of Post : 01 (UR)
Classification : Group A
Scale of Pay : Pay Level 10 as per VII CPC
Age Limit ; -

Essential Qualification:

1. A Master’s Degree in Library Science & Information Science / Documentation Science or an

equivalent professional degree with at least 55% marks ( or an equivalent grade in a point
scale wherever grading system is followed )and a consistently good academic record with
knowledge of computerization / digitalization of I|brar?/.

Qualifying in the National Eligibility Test conducted for the purpose by the UGC or any other
agency approved by the UGC.

Candidates who are or have been awarded Ph.D degree in accordance with the “ University
Grants commission (Minimum standards and Procedure for Award Ph.D degree) Regulations,
2009, shall be exempted from the requirement of the minimum eligibility condition of
NET/SLET/SET for recruitment and appointment of University Librarian/College Librarian
subject to the fulfillment of the following conditions:-

The Ph.D degree of the candidate has been awarded in the regular mode

The Ph.D thesis has been evaluated by at least two external examiners;

Open Ph.D viva voice of the candidate has been conducted, .
The candidate has published two research papers form his/her Ph.D work out of which
at least one is in a refereed journal; _ _

The candidate has presented at least two papers based on his/her Ph.D work in
conferences/seminars sponsored/funded/supported by the UGC/ICSSR/CSIR or any
similar agency.

® aoow

DESIRABLE

PG Diploma in Library Automation and Networking or equivalent
EXPERIENCE

Officer under the Central/State Govt., PSU, Statutory/Autonomous Bodies/University/ College/Institution.

Holding analogous post or

With 3 years’ service in the pay level-10 or 5 years’ experience in the grade pay Rs.4200/- or
equivalent; and

At least 7 years’ experience in Library works in a reputed educational institute.
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Ref. No: MSC/ADMN/ Dated:
Name of the Post OMSP Instructor
No. of Post ; 01 (LD)
Classification : Group C
Scale of Pay : Pay Level 07 as per VII CPC
Age Limit ; -
Essential Qualifications:
1. A Graduate from a recognized University in any discipline with working knowledge of computers.
2. Diploma / Certificate of higher or lower grade in English Shorthand and Typewriting of a
examination body other than UPSC
3. Teaching experience in English Shorthand through common words: (b) Vertical, horizontal or
higher frequency word pattern of teaching typewriting and (c) General English.
4. Aptitude for teaching English Shorthand and Typewriting.
5. Minimum of 10 years “ service as English Stenographer”.

Desirable Qualifications:

1. Graduate Degree in Computer Application / Office Management / Secretarial Practice or
equivalent discipline from a recognized University.
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Ref. No: MSC/ADMN/ Dated:

Name of the Post Assistant

No. of Post : 01 (UR)

Classification : Group C

Scale of Pay : Pay Level 4 as per VII CPC
Age Limit ; 30 Years for Direct Recruitment

Essential Qualifications:

1. A graduate from recognized University in any discipline with good working knowledge of

computers.

Desirable Qualifications:

1. Diploma/Certificate in Computer Application/Office Management/Secretarial Practice
/Financial Management/Accounts or equivalent discipline.
2. Minimum 2 years of Administrative Experience.

Maximum Age Limit: 30 years
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Ref. No: MSC/ADMN/ Dated:
Name of the Post Tabla Accompanist
No. of Post : 01 (UR-1)
Classification : Group C
Scale of Pay : Pay Level 4 as per VII CPC
Age Limit ; 45 Years for Direct Recruitment

Essential Qualifications :

1. Proficiency in the art of Tabla / Pakhawaj playing with particular reference to
theaccompaniment aspects for Vocal (both classical and semi classical) as
well as Instrumental music.

2. Degree in Tabla / Pakhawaj

OR
Diploma / 10+2 examination of any Indian Board and should have undergone
trainingin Tabla / Pakhawaj under an established Guru, for a period of not less than
6 years.
Desirable

1. Knowledge of other percussion instruments like Dholak, Naal etc.

2. Knowledge of Hindustani Music, both Vocal and Instrumental

3. At least two years of work experience in a University / College / recognized institution /
A.l.LR. / Doordarshan

4. A.l.R. grade will be given preference

MATA SUNDRI COLLEGE FOR WOMEN | 10



16
MATA SUNDRI COLLEGE FOR WOMEN

UNIVERSITY OF DELHI
MATA SUNDRI LANE, NEW DELHI-110002
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Ref. No: MSC/ADMN/ Dated:
Name of the Post : Laboratory Attendant
No. of Post ; 01 (UR-1)
(1-Psychology Lab.)
Classification : Group C
Scale of Pay : Pay Level 1 as per VII CPC
Age Limit : 30 Years for Direct Recruitment

Essential Qualifications :

Should have passed 10" or an equivalent examination with science subjects from recognized
board.

Note :

The selection will be made on the basis of Scheme of Examination as prescribed by the
University from time to time.

The incumbent is generally expected to undertake the following duties:-

(j) Assisting in opening and closing of the premises. .

(i) Manning the entry points/check points/property counter of the laboratory.

(i) Dusting of the equipment, computer accessories, furniture (including shelves, chairs, tables,
etc.), books, periodicals documents and other items, and in general keeping the premises clean.
(iv) Covering and removing the dust covers from the equipment/computer while closing and
opening the laboratory/office.

(v) Shelving instruments, books, documents, displays etc. and arranging items in designated
places.

(vi) Assisting in stock verifications, searching equipment, documents etc.

(vii) Undertaking Xeroxing work, printing using computers, preparing sets of Xeroxed/printed
copies of sets documents for circulation/examination etc.

(viii) Preparation of documents (including typing and formatting) using computer. (ix) Assisting in
maintaining documents and records (including manuals, attendance sheets

allotments and issue registers, student files, etc.).

(x) Participation in examination related duties.
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Ref. No: MSC/ADMN/ Dated:

(xi) Participating in the movement and handling of equipment and materials as per the
instructions, and under supervision of concerned Incharge/concerned faculty member.

(xii) Assisting in repair and maintenance of equipment (including electronic and electrical items)
and civil infrastructure.

(xiii) Undergoing inhouse/central training for laboratory/office works as per instructions.

(xiv) Collection of parcels/equipment/letter from airport, railway stations etc. Delivering of mails,
files etc. and movement of files and examination material within and outside the university.

(xv) Maintaining the safety and security of the laboratory/office.

(xvi) Attending to administrative and financial jobs in respective units, sections (e.g. attending to
jobs at Bank/Post office/Departments & Administration, Finance, Dispatch etc.)

(xvii) Attending holiday, weekend and shift duties as per instructions.

(xviii) All other such jobs and duties as the case may be that are assigned from time to time.
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Ref. No: MSC/ADMN/ Dated:

GENERAL CONDITIONS FOR THE APPLICANTS

1.  Application fee should be submitted through a Demand draft drawn in favor of
“Principal, MATA SUNDRI COLLEGE FOR WOMEN” payable at Delhi, should be
attached with prescribed application form.

2. Allthe posts will be filled as per the Recruitment Rules (Non-Teaching Employees) 2020
(Under Ordinance XXII-D) of the University of Delhi. The qualifications and other
service conditions shall be such as prescribed by the University of Delhi from time
to time.

3. A separate application form along with requisite fee has to be submitted for each post.
Application form available in the Information Brochure on the College website i.e.,
http://mscw.ac.in and Delhi University website i.e., www.du.ac.in.

4.  The applicants must send their applications forms by way of speed post / courier /
general dak. No application will be received in the college by hand. The College shall
not be responsible for any delay loss due to postal or technical reason.

5. The applicants are advised to send their applications well before the due date so that
it reaches in the college in time.

6.  The applications lost in transit or not received in the college by due date shall not be
considered. The college will not be held responsible for not considering such
applications.

7.  Applicants should possess the prescribed qualification and experience as on the
closingdate of application, as prescribed by the College / University from time to time
for the respective post. The advertised post carries admissible scale plus admissible
allowances. Applicants are required to produce specific certificates as per eligibility
conditions.
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Ref. No: MSC/ADMN/ Dated:

8. Those who are in employment with State/Central Govt/PSU, must submit a “NO
OBJECTION CERTIFICATE” from the employer at the time of submission of
application before the due date. Failure to submit NOC by due date will lead to
cancellation of candidature

9. Canvassing in any form will be a disqualification
10. In case of any dispute/ambiguity that may occur in the process of selection, the
decisionof the College shall be final. Applicants are advised to satisfy themselves before

applying that they possess the essential qualifications laid down in the advertisement.

11. Anydispute in regard to any matter referred to herein shall be subject to the jurisdiction
of Delhi Courts only.

12.  All correspondence from the College including written test/ interview letter, if any, shall
be made available on the college website i.e. http://mscw.ac.in.

13.  The number / category / recruitment mode of posts advertised may increase / decrease
/ change, and the college reserves the right not to fill up some or all posts advertised, if
the circumstances so warrant.

14. In case of any inadvertent mistake in the process of selection, which may be detected
at any stage even after issuing an appointment letter, the College reserves the right to
modify/withdraw/cancel any communication made to the applicant.

15. Applicants must NOT furnish any particulars that are false, tampered or fabricated, or
suppress any material / information while submitting the application and self-certified
copies/testimonials.

16. Based on the declaration made by the candidate in their Registration form/application
form, their application will be scrutinized and based on the scrutiny of application, they
shall be provisionally declared eligible to appear for Recruitment Examination.
Qualified/Selected candidates are subject to multi stage document verification in
online/offline mode as prescribed including verification from original & others. If anyone
is found not fulfilling the prescribed qualification/experience etc. claimed and any other
eligibility criteria as per the advertisement published/uploaded, at any stage of process,
his/her candidature will be treated as cancelled without any further notice.
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17.

18.

UNIVERSITY OF DELHI
MATA SUNDRI LANE, NEW DELHI-110002
PHONE: 23237291

Dated:

Candidates will be allowed to appear in the test provisionally. Mere appearing in the
Recruitment Test and Qualifying the test is not the criteria for calling for Interview.
Itwill be subject to fulfilment of all eligibility qualification/conditions and verification of
documents. Further, in case it is found that the documents/information submitted by the
candidate are false or the candidate has suppressed relevant information, the
services/candidature of the candidate shall be terminated without prejudice to any other
action initiated by the College.

AGE RELAXATION:

a. The upper age limit prescribed for the advertised post shall be relaxed in case of
candidates belonging to the Scheduled Castes, Scheduled Tribes, Other Backward
Classes (Central List), Persons with Disabilities, Ex-servicemen and other specified
categories of persons in accordance with the orders issued in this behalf from time
to time by the Central Government and adopted by the University.

b. The upper age limit shall also be relaxed up to a maximum of five years or the number
of years (in completed years) whichever is less provided they have rendered at least
three years regular service in same or allied field in organization(s) under
Government Departments/ Statutory or Autonomous bodies/Universities/ affiliated or
constituent colleges under the University/Public Sector Undertakings.

c. The upper age-limit as prescribed for direct recruits shall not be insisted upon in the
case of departmental candidates of the University/college(s). The upper age limit will
also be relaxed to the extent of service rendered by them in respect of persons who
are already working on contract/daily wages/ad-hoc basis in the University or its
College(s) provided they have put in atleast one year of service. (The relaxation will
be subject to other applicable rules and also production of relevant experience
certificate from the University or the concerned College where the applicant has
served)

d. The upper age limit for the posts advertised shall be determined as on closing date
of advertisement. Documents for seeking age relaxation should be submitted at
the timeof written examination/interview (if applicable) also even if the same has
been submitted earlier.

Principal
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