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IISER PUNE
f&1T® / Date: 13-03-2025

fAT9sT |. / ADVERTISEMENT NO.: 09/2025
Ax-frator ug F faw ot / RECRUITMENT FOR NON-TEACHING POSITION

HRAT Taatret RIGT Ve 3@l HEAT (TSIMSTASHR) YO AT faairet H refeensy 3R feqor &
T gAfid voE GeUTe &1 g Hield T TG HATCrT (31T 2020 & A1 Seoiehs RIET HATerd T
f&am aram) @ ay 2006 # Ffid faar | 9§ 2012 ), 3MSINMSTHSIHR OT 1 Foe & rfafeas ganr
TSI FGcd oh TATH & & & G fohar 1|

The Indian Institute of Science Education and Research (IISER) Pune is a premier institute dedicated
to research and teaching in the basic sciences. It was established in the year 2006 by the Ministry of

Human Resource Development (renamed as Ministry of Education in August 2020). In 2012, IISER
Pune was declared as an Institute of National Importance by an Act of Parliament.

AT fAFfaf@d ge & T IRAT AR § TS 3des JTHEAT HdT &

Institute invites online applications from Indian nationals for the following position:

g / Post

His FATIT TEIF (ag-aﬁem)
Junior Office Assistant (Multi-Skill)

Ul &1 FEIT 3 3Reyur
Number of Posts &

01, 3 =Rf&d / Un-reserved

Reservation

ade#T / Scale of Pay delel TR-4 (9 del 8. 25,500/-) | Fel AR IReAfRrI a0
52,000/- (efdreqdn) |
Pay Level-4 (Entry Pay Rs. 25,500/-). Total monthly emoluments
Rs. 52,000/- (approximately).

= geTcia QAfeTeh 376 / forelt ot fawr 3 50% 3t & AU Fdw i 33 qur a3, v,

g:’n;:;gt;:ucaﬂona' ATeR <aTEe 317 SRY FATer IR 3 e FeyeR garT|

Bachelor's Degree with 50% in any discipline with excellent
computer proficiency in Office Applications like Word, Excel, Power
Point etc.

3y¥ar/ OR

FrefTery TRaer #F 4 a¥ & TEE ST TR aTey ey, Fave oy
fawT 3 50% 37T & TTY TATdS T 33l TUT I8, TS, TR TaTse
3N1Te T 3o # Schve HegeX S|

Employees with 4 years relevant experience in office environment
with Bachelor's Degree with 50% in any discipline with excellent

computer proficiency in Office Applications like Word,
Excel, Power Point etc.

Page1of 7




I YLV / geurT faffiesr faamelt 3rTT 73R Ua s, TeTEsT, TATLT, e,
Job requirements nfe & RF-ufafea & R & w1 3k OR & gg™ar vye=
S|

Incumbent shall assist in day-to-day office work and
communication in various departments i.e. Stores & Purchase,
Administration, Establishment, Academics, etc.

qifde / Desirable o T SRR, Tt 3R A
Knowledge of Government Procedures, Rules etc.
o 37T AR 3 3fTei@e Hire|

Good Communication and drafting skills.

3/ Age JHTeTolTSaT 3TAGe STAT et ol 3ifaa fafd #r 33 aw & 3fAF g0

Not exceeding 33 years as on last date for submitting online
applications.

AT AR / 98 & IR A f[Aawor (36T T A fear amar g)

1) 9g 7d W AT & 3THR § AT HGINS, FHebleT [T, TRageT 3N Hallel R1eT SidY o7l Tl &
2) TEATA & HHANT HRT TSR T 75 UM YUl (TTNTH) & 3id9Td 3T § 3R gy Ty /
AT & ATACST o 3THR FAfhcaT, raenrer AT RAra 3nfe S8 3 ofreit & forw ar giam |

3) fuiRa Afare rear Aeadr wred §15 / [aeafaeamer™ / §¥AT § 9red gisit anfev|

4) ol 3y AT, Afares HEATHT 3T/ A1 31973719 1 o e i iR fafr siteremser amdee st
e 1 3ifas fafr gref

5) o AT g TGN AT 38 FATa N Heraat 7 HIRR ATdeen! T+ Tishar & T Jellw o7t )
379 TRl & AT TATOTT Tl AT G191 | AT, 3o g TU&TT & il § fob & 3ffeTelige
3T T e @ & 3= T2ierar ot giead |

6) HEUWT & fAFfAd wdeRat & fow #1g Il 3y drar g7 gref| greiifeh, 3Tdest STAT Hkel &
sifas fafy & qarfgfa o $7 @ w7 v af @ dar Ay Eelr =il

7) 3UFE T S W T T AIRE &7 § fehveriar Aol (Geaian saferd) & rdeehl & RT ST Hevel &

8) oY AT Shg TR AT 38 TN Harasil H Hftid &7 # A @ A 3 a9 &I FafaAd 3R ey
YR FAAR, ARF T @ FAehel97 3Tdehi 3R I Wfeeh 3Tdehi H1 31 A P HR THR &
ATCST & 3TER &1 STel | W 3FAIGART T Ig FioA e HLell glam foh I P el & gehaR & 3R
3Tch U 37967 G1d o FHYT H AR TR GaRT AR I8 JHATT 97 / gEdaoT ¢ |

9) TIT UThAT F GRTeT ITITRAT F IMUR T Ut T T&AT et g ThaT &

10) TR maegen QAfeTeh 316 3R / AT 377era ~goAcd# ¢ 3R 3eTeh AT gled & 3FAIGAR e UfshaT &
fOT AT e & gHSR 6T G191 | TTocl TS hT HEAT 31TUH ot & Al 7, HEATT & T =gt
SfshaT g T3t AT SFHICART BT Gellall GiatiToleleh IT € 161 81 Hehell & | HEUTT AfaTer Hgarsit AR
AR 31T & R W TGl Thar & o0 et STet aTel SFiaRy S §&dm &l Ueh 3faa diar
ook ATAT Y Hehell ¢ SATAT, 3FHIGART 1 TR wgeTaa AT § ¥, Heferd avi 7 Afaren
3TET3T 3R 38T T GRT TAaROT STl el TG | T FThAT b GRTeT xS HIEA T FedTdaT
feram STeam|
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11)

12)

13)

1)

2)

3)

4)

5)

6)

7

8)

9)
10)

11)

12)

13)

SH&TT AT T Teh el 1 3afe & forw der @ sneen| afg w1$ aafaa 3eiqanr sriergor g1 #ar
& I HRITGUT A & STe; Teh ATl oh 3T SEDT el &, Tl FATTT T dTel SEHIGART ohl Ue; shr URreher
T ST FeheT B

S8 ATH TR foRdT T TehR T IARA qodres / TIER / §9R 9 f8R #81 foar Sree|

T o aE T TSI AT 37T &dT1d, 3MAfed Ug & [olT 33 dr & &9 & HTAT ST |

GENERAL INFORMATION / DETAILS ABOUT POST

Post is as per the 7" CPC pay scale and carry allowances like Dearness, House Rent, Transport
and Children’s Education as admissible.

Employees of the Institute are covered under New Pension System (NPS) of Govt. of India and
incumbent will be eligible for other benefits like Medical, Leave Travel Concession, etc. as per the
Government / Institute norms.

The educational qualification prescribed should have been obtained from recognized Board /
University / Institution.

The prescribed date for determining the upper age limit, educational qualifications and / or
experience shall be the last date for submitting online applications.

Applicant working in State OR Central Government or its funded Organizations will have to produce
‘No Objection Certificate’ from their employer if called for the selection process. However, they
are expected to intimate their employer before submission of online application.

For Institute’s regular employees, there will be no upper age limit. However, at least a year of
service has to remain on the last date of submission of the application till the superannuation.

Post may be filled from Physically Handicapped Category (Persons with Disabilities) applicants if
found suitable.

Age relaxation to employees working in State OR Central Government or its funded Organizations
with not less than 3 years regular and continuous service in the relevant field, physically
Handicapped and Ex-servicemen applicants shall be considered as per the Government of India
norms. Such candidates must ensure that they are entitled to relaxation and possess the valid
certificates / documents prescribed by Govt. of India in support of their claim.

Number of posts may vary depending upon the requirements during the selection process.

The prescribed essential educational qualification and / or experience indicated are bare minimum
and mere possession of same will not entitle the candidates to be called for the selection process.
Where number of applications received is large, it may not be convenient or possible for the
Institute to call all eligible candidates for selection process. The Institute may restrict the number
of candidates to be called for selection process to a reasonable limit, on the basis of qualification/s
and relevant experience. The candidates should therefore, furnish full details of qualifications and
experience possessed in the relevant fields, over and above the minimum prescribed.
Documentary evidences will be verified during the selection process.

Waitlist shall be kept valid for a period of one year. In case, a selected candidate does not join or
resigns after joining the post within one-year, waitlisted candidate(s) may be offered the position.

No interim enquiries / correspondence / communication of any sort will be entertained on the
matter.

Bringing any influence, political, or otherwise, will be treated as a disqualification for the post
applied for.
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vii)

viii)

e FA FY (IS TR0 AT feam = B):
3feTellgeT 3Tdcet STAT et & Tgel HUAT et il €T & 9G |

37af&TeT WagAT 3RY/T 3T o Wt aTel SFHIGART T ITdeeT el I HTaRTehell o761 o |
3TeTaTgeT HTAGeT STAT Y= oy 3ifaw fafdr T%aw, 03-04-2025 71

AT ATIES T G et ATl SFHIGAR UG o ToIT HieTellgeT 3Tdeet X Hehl § | FHUAT HieTellgeT e
& A Y Il s TFcaTel favoT, Fearer qexor, et s faaxor, 31737d faavoT, 31w yre e faexor,
AIEUIE 3Teh 2l AR T HITE hidT (1 THST § ) 391 I T | TaE]el Tishar 38 YR &
IiE 3T ITSIMSTHSIHR il AT W Tsilehel oTer &, al 319 ;ﬁﬁmmﬁéaﬁwwaﬂﬁ?
ToiTeheOT Y

A] Registration:

1] Click on “Reqgister Now to apply” available below the advertisement.

2] Enter your email ID & click on ‘send Email verification code’.

3] Enter verification code in given field received on the given email ID.

4] Set password as per instruction.

5] Complete your registration by clicking on ‘Register’.

6] On completion of registration you will be redirected to advertisement page.

B] You can proceed further to fill up application by clicking on ‘Apply Now’.

e 3T Igel I &7 HTSINSTHSIHR #7ci U1 T Goflehdl ©, Al 3T 37T Fgad & ferw e “Login to

Apply’ & TFereh X Tohd & |

‘Apply Now’ T T&Fefeh et o dTe;, 31TUeh! 3Tdcet I I GaT: fAERIT fehar simeam|

STUST3T Il & Ue, &l TGl Y, 3Heh TG &1 3791 1 Bie fewrg 29|

31T &Tel €1 T ITHUIC 3ThR 3T BT TS Y [deT T05¢ &9 & fe@rs ¢ anfgu]|

TRl & 3TER 3dest I Y| * @ RafEea dies Hfaart 8

e 319 9T HiS[g U a1 ATH 319-8713+7 faehod & Felaey 78! §, o 9T "Other" Iof AR 3fT

T H 3T T AT gof FY |

AT 9Ted &S / faRafdearery / SEdT § oI 8T / THER / 3ererlfae qeufd & Areas § &y

a1$ T30 / ITagsha, Taeatdedrerd 3ejele 3T (JaiE) GarT AT gher T1feT|

U &I TSI /| TEATA H FIH A gu YATgiFd / Uelesticl / Seoldel o HHA H FHudl ‘Add

Employment’ WX fFereh dteh 318 ST 37e9T & ford |

37T T TAET Eof Tl FHY HITSH T G ATH 3R TeeTrd G fored | HiaTee &t shr gier o |

S8 3TeTdT, "Pay Scale" Hicld & Hdld faaRoT [HeITTaR ol fohar STl =g :

a) Ife 3Mdeeh 69 AcATHT o 3THR dcfel YTCcl T IGT & / T @1 AT : oY I, T dcfof o5 3R IS
adT foI@ (3€8RYT — PB 3 + GP Rs. 5400/- OR as the case may be.) |

b) afe 3Mdeeh 7d ITAAT & 3THR dcfel YTl T T8T & / T TGT AT : oY kel T FoI (3GEROT -
Pay Level - 10 OR as the case may be)|

c) e 3Mdee Attt 3UhHA (NTEY) F FHH HI T ¢/ HIET A7 : ar “Neag-(Fha)” forg
(3G8RUT: PSU-18000-2400-26060 OR as the case may be)l

d) IfE 3Tdeeh TAThT ddeT Ired HI I8T AT : af “Consolidated Pay amount” feld | (3ggRoT —.
“Cons. Rs. 55000” OR as the case may be”.)
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https://www.iiserpune.ac.in/users/register

X)

Xi)

xii)

xiii)

Xiv)

XV)

XVi)

Xvii)

fa et dcTel ERT TR DTGl 377e7a ol AT H Gt o T 3Tdeeht sl I few 1w fardelt & e
81 31e737d T TIaROT Gof YT BIaTT| 3UATC TAaUT & SHRUT HTdeeh i I BN FohaT ST Fehell B
S8 3elraT, IS erefore oham Sirar &, A 3deent oY 3iTdest 7 T [aavoT & 3TaR & 3aeds
f&raRoT aTel 377era TATOT T TEd i gir| fafdse fader & faw &R (ix) 49|

ferdlT 8fY Jepr & 31907 AT 37Ted TareaxoT aTel 3MTdeel I fa=R w7gl feham Sream|

3TdeaT H enfAe 18T Fr a8 IrAfAe ST T "Other relevant Information™ & 3ideTd fgw arw
TATH H GET # ot fohaT ST ThalT & |

HTeTelTgeT HTdesT TR deh STHT el & d1G, HTAGHI T Gollhd SH HTSST T Faelliald &9 & ffdia
qradt & AT STAT fohT 31T 3Tdee ST ATFe idT 9Ted 8I9i|

fS1eT 3aeent & “3HieTellsel 3T T [T 8, shael 3o¢ &1 Tl ishdT & foIT ITo AT ST |

3FAEAR ‘Recruitment Portal’ O o19T 3a7 b 31T 3TdesT SI3aTells & Hohd g1 ‘Recruitment
Portal’ &5 &l TEAT Y ITATSC & 37d H TehicT &leh IIAT ST FeheT |

harel QATETeEe TohT T 3FACaRT &l &1 SAe GaRT Gl & STvem| sHfeT, HUAT Aishd SA T

& HIY TeoT &Y 3R FER T Gt & T 3HiAelse 3desT 97 H Hishd HAGIS HAe AT Sood

|

e T YishdT & T JTTdEehl sl el ST &, df 3dceht il =1 Ted Ta-aeanfid eedrast 3k

Hel SEATAST olled gla:

1. 3 & &l & JAOT 9 |

2. Mare 3rgar Hr 37 T 3R gATT 97 |

3. 3TeTHd GHIOT 9F (S o9 81) T# 3iicTense 3dest # 3feafad smaege fqavor g, et
UCTH, AcdeTHT= R Jcdsh [Agfard i 3afer (SIE-TATA-ar$ars) 7 Seoid gl

4. 3IAASA e H 3fealld 3T SRR & AT H gTdae|

5. TdATT fordtedr & A yAoT (3fE degan |

HOW TO APPLY:

Please read following instructions carefully before submitting an online application.

Candidates not having required qualification and / or experience need not apply.

Last date to submit online applications is Thursday, 03-04-2025.

Candidates fulfilling the eligibility criteria may apply online for the position. Please keep personal details,

gualification details, details of references, experience details, other relevant details, soft copy of the

passport size photograph (Less than 1 MB) with you before starting the online application. Detailed

Procedure is as under:

)

If you are not registered on IISER Recruitment portal, complete the registration by following
instructions given below :
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Vi)

viii)

A] Registration:
1] Click on “Register Now to apply” available below the advertisement.

2] Enter your email ID & click on ‘send Email verification code’.

3] Enter verification code in given field received on the given email ID.
4] Set password as per instruction.

5] Complete your registration by clicking on ‘Register’.

6] On completion of registration you will be redirected to advertisement page.

B] You can proceed further to fill up application by clicking on ‘Apply Now’.

If you are already registered on IISER Recruitment portal, then you can directly click on ‘Login to
Apply’ to proceed further.

After clicking on ‘Apply Now’, you will be re-directed to application form.

Select the post from dropdown list, then only further form will appear.

Upload your recent passport size photograph [Face should be clearly visible].

Complete the application form as per instructions. Fields marked with * are mandatory.

In case, the name of the degree that you possess is not listed in the drop-down option, please
select “other” and then enter the Name of the Degree in the appropriate field.

Degree/s, course/s done through Distance learning / Correspondence / Part —Time method from
the recognized Board / University / Institution must be approved by the University Grants
Commission (UGC).

In case of re-appointment / promotion / Up-gradation in different scale / emoluments while working
in the same organization / Institute, please add details separately by clicking on ‘Add
Employment’.

While entering the details of experience, write full name of the Organization and complete
designation. Do not use abbreviations. Further, details under the column “Pay Scale” should be
entered as under:

a) In case, an applicant is/was drawing a salary as per the 6™ pay scale: Enter Pay Band and
Grade Pay of the post (Example— PB 3 + GP Rs. 5400/- OR as the case may be).

b) In case, an applicant is/was drawing a salary as per the 7" pay scale: Enter Pay Level
(Example — Pay Level - 10 OR as the case may be).

¢) Incase, an applicant is/was working in PSU : Enter “PSU — (Write Scale)”. (Example: PSU-
18000-2400-26060 OR as the case may be).

d) In case, an applicant was drawing consolidated pay : Enter “Consolidated Pay Amount”

(Example “Cons. Rs. 55000” OR as the case may be”)

Applicants should enter details of experience strictly as per the instructions given above to facilitate
understanding the qualifying experience at various Pay Levels. Inadequate details may lead to
disqualification. Further, if shortlisted, applicants will have to produce experience certificates
having required details as per the details submitted in the application. Refer Para (ix) for specific

instruction.
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xi) Applications incomplete in any respect or having inadequate details shall not be considered.

xii) Relevant information not covered in the application may be entered in brief in the field “Other
relevant Information”.

xiii) After successful submission of online application, applicants shall receive an auto-generated
acknowledgement as well as soft copy of submitted application on registered email ID.

xiv) Applicants who have submitted “Online application” shall only be considered for the selection
process.

xv) Candidate can download their application by logging on to ‘Recruitment Portal’. The
‘Recruitment Portal’ tab can be found by scrolling down to end of Institute website.

xvi) Shortlisted candidates only will be informed by Email. Therefore, please register with active Email
address and mention active Mobile Number in the online application form to facilitate
communication.

xvii) If called for the selection process, applicants will have to bring following self-attested documents
and original documents for verification:

1. Certificate/s in support of age.

2. Mark sheets and certificates of educational qualification

3. Experience certificate/s having required details as mentioned in the online application having
mention of Designation, Pay Scale and duration (DD-MM-YY) of each appointment (as
applicable).

4. Other documents in support of the information submitted in the online application.

‘No objection certificate’ from the present employer (If applicable).

S TaAT9eT & HogsT # G SIS 39T / HALA g off, HEUTH ST derdse W gl Afegfd fhar smeem|
sgfoT, 39! TEAT F daarse FIAT T & @Y Y T & Sirar g1

All updates / amendments if any, shall be notified only on the Institute website under this advertisement.

Therefore, you are advised to visit Institute website regularly.

Tl 8t oreaT o ATerer &, o 3ifaH Tt & ggel recruitment@iiserpune.ac.in W fod | $Heh 37eTaT,
39 Y gt # Fag 10:00 ST ¥ ATe 01:00 Sof deh 3 98T 02:00 &F & ATH 04:00 FoF T 020-
2590 8270 T Hiel Y Tohd ¢ (TR 3R IFaR &l Bz |

In case of any query, please write to recruitment@iiserpune.ac.in before the last date. Also, you may
call on 020- 2590 8270 during 10:00 a.m. to 01.00 p.m. and 02.00 p.m. to 04:00 p.m. on working days
(except Saturday and Sunday).

# faeiaer & 3l 3R 3 TT FERTuiT F o= eaTEaT & FRT Y off Iregsear i Rufa A, 33 dEHtor # 1 faavor sifaA

HTeIT ST |

In case of any ambiguity on account of interpretation between the English and other language version of the
advertisement, contents in the English version shall be final.

Faaraa (781H) / Registrar (In-charge)
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