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ﬁ?ﬂ'qﬂ' QT /| ADVERTISEMENT NO.: 73/2026
[01.09.2026 T& 03.09.2026 P did-3 S35 / Walk-in interviews on 01.09.2026 & 03.09.2026]
[3TEUTY va @iAgcA® 3TYR 9T/ Temporary and Contractual Basis]

HRA Ta=iteT RIGT Ud ITEeTed TEAT (TSIMSTHSIR) YOI FiAATET Tt 7 rgarene
3R RI&IT & fIU AT JHG TEA ¢ T§ AlTd GHUA [Iehd HATerd (e 2020
H ATH deorhe 8T FAAerd Y f&ar 9/ garr av 2006 # ¥rfd fohar e av
2012 #, IEIMETHSIHN IO A TG F AARATA R TEAT Fged & FEAA & &
H aifva frar s

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 2006 by
the Ministry of Human Resource Development (renamed Ministry of Education in August
2020). In 2012, IISER Pune was declared as an Institute of National Importance by an Act
of Parliament.

TEATT H AN Tl Tore gar o it aRATsr1r & dgd der-ge1 geveg H fArafaf@d
IO ATAEST sl R et aTel 3FATGAR HTeT o Hehdd & Sl &

Indian Nationals fulfilling following advertised criteria may attend Walk-in Interviews for the
following positions which are under the project funded by Private Agency:

[01.09.2026 T did-8eT $e¥e / Walk-in interviews on 01.09.2026]

&= / Name of the Post afilss wenafa® "ER™F / Senior Administrative

Assistant

gel I §&AT/ No. of posts | 01 (one)

gaad  NM@Aw  3gar /| Bachelor's degree in Administration or Commerce or
o . P 0

Minimum Educational Z/Iar;sglz?:tenrtadvglth a minimum of 50% marks or

Qualification qu 9 '

311379 / Experience Minimum 5 years’ of relevant experience as mentioned
N under ‘Job requirements’

yTfAear / Preference Candidates having experience/s in Administration and /

or Purchase matters in Government Organizations /

Institutes and Managing Official Correspondence will be

preferred.

FTF  33emT /  Job | Incumbent is expected to do the following:

1. Obtaining budget approvals for training programmes,
workshops and related outreach activities, and
processing honorarium payments and settlement of
bills for resource persons and trainers.

requirements
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2. Preparation of outreach workshop expenditure
budgets, test reports, GeM reports, and related
documentation following the finalization of quotations
and purchase/service orders.

3. Raising purchase indents and coordinating the timely
settlement of bills related to procurement, services,
and programme activities.

4. Processing and coordination of indigenous payments
to suppliers and service providers.

5. Coordination and facilitation of purchase- and
accounts-related  meetings, including tender
openings, procurement-related matters, and

requirement assessment.

6. Managing hospitality arrangements for workshop
resource persons and participants, including
accommodation, food, and other related
requirements.

7. Coordination and support for audit-related activities
associated with CSR projects.

8. Ensuring smooth coordination and execution of all
administrative and logistical requirements related to
outreach training programmes, including scheduling,
venue arrangements, participant coordination,
resource management, and other on-ground
requirements.

9. Any other administrative work as assigned by Project
Investigator

Note: While the job headquarters will be in Pune, travelling
to different urban and rural areas across the country will be
necessary.

ﬁgfq%ra:ra:rém/

Tenure of the appointment

Initially for a period of 1 year extendable for a further
period subject to satisfactory performance of the
incumbent and continuation of the project.

TAfera aRafsuar gfa &g
/Consolidated emoluments
per month

Rs. 40,000/- to Rs. 50,000/- based on experience/s.

dieh-3e1 geXeg & fafy &

3TTHR 3MTdeeh T 3 / Age
of applicant as on date of
walk-in interview

Not more than 45 years

Age relaxation commensurate with educational
qualification/s and / or experience/s of the applicant may
be considered for applicant/s having qualification and
experience higher than the advertised with the prior
approval of the competent authority.

Ye&oTH / Name of the Post

9g-PIUT WEAF  (f@M) / Multi- Skilled Assistant
(Accounts)

ger r I&AT / No. of posts

01 (One)

eAdH QT8 36T/

Minimum educational
Qualification

Bachelor's degree in Administration or Commerce or
Management with a minimum of 50% marks or
equivalent grade.
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31319 / Experience Minimum 1 years of relevant experience in office
2 environment as mentioned in ‘Job requirements’

Note: Relaxation in experience criteria may be
considered, if a suitable number of applications are not
received as per the advertised criteria.

YTATASdT / Preference Candidates having the following will be preferred:

1. Qualified Inter / Equivalentin CA/CMA /CS

2. Willingness to adapt and work in a time-bound
environment.

3. Well versed in IT skills, MS Office, and Tally &
capable of working on in-house accounting
software.

4. Knowledge of Administration and/or Purchase
matters in Government Organisations / Institutes
and Managing Official Correspondence.

5. Knowledge of PFMS (Public Financial
Management System) and Government e-
Procurement systems.

6. Familiarity with General Financial Rules (GFR)
and other government accounting norms.

7. Good communication in (written and oral) English,
Hindi and Marathi.

8. Initiative skills and effective interpersonal

communication.

Y 3798TTT / Job Incumbent is expected to do the following:

requirements  Assisting in Day-to-day Accounting work, Statement
of Expenditure (SoE), Utilization Certificate (UC) of
various funding agencies.

e Assisting in scrutinizing and processing bills /
invoices and proper maintenance of records.

e Assisting with coordination with the outreach
department.

e Coordination with the outreach team for other
requirements.

e Maintain reports, spreadsheets and related
documents.

e Maintaining filing structure, save and retrieve
important documents and information in collaboration
with the team.

e Use in-house accounting and purchase software.
e.g. Tally, ERP.

e Work on accounting, auditing, etc. and assist in
preparing financial documents dispatched to funding
agency
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e Handle and maintain all records related to finance,
purchase, and administration.

e Do any other administration work as assign by the
reporting authority

Note: While the job headquarters will be in Pune, travelling to

different urban and rural areas across the country will be
necessary.

e d &1 FFT / Initially for a period of 1 year extendable for a further
> period subject to satisfactory performance of the
incumbent and continuation of the project.

AR aRafsyar ufa Arg | Rs. 35,000/- to Rs. 40,000/- based on experience/s

/ Consolidated

emoluments per month

dieh-ge7 Se¥eg & fafyr & | Not more than 35 years
o

TR 3dceh &I g / Age relaxation commensurate with educational
Age of applicant as on qualification/s and / or experience/s of the applicant may
date of walk-in interview be considered for applicant/s having qualification and
experience higher than the advertised with the prior
approval of the competent authority.

Tenure of the appointment

diF-geT §eXeg T fdavor / Details of Walk-in Interviews

dleh-geT $c¥cg & f&ef, dNI@ Tuesday. 01.09.2026

vd ROIET §HT / Day Date 09.30 AM
& Reporting Time of walk-in
interview

Candidates reporting after 10.00 AM will not be
considered for the selection process.

T / Venue Guest House, IISER Pune Campus.

_______________________ D

[03.09.2026 #' af-3a7 $eeq / Walk-in interviews on 03.09.2026]

9g A1 / Name of the Post | geamafae @ga® / Administrative Assistant
gg, T &A1 / No. of post 01 (One)
“gaad dMf@«+  gar /| Bachelor's degree in Administration or Commerce or
Mi?]imum educational Management with a minimum of 50% marks or
Qualification equivalent grade.
317379 / Experience Minimum 1 year of relevant experience as mentioned
> under ‘Job requirements’
raffiar / Preference Candidates having following will be preferred:
1. Experience in Day to day office work and financial
transactions.
2. Well versed in IT skills, MS-Office, Accounting
software etc.
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3. Administration and/or Purchase matters in
Government Organizations / Institutes and
Managing Official Correspondence.

4. Accomplished with social media, data analysis,
technical writing and project management.

5. Experience in drafting official letters and other
communication.

FTT 3798TT / Incumbent is expected to do following:

e Maintain reports, spreadsheets and list & contacts
of participants, workshop materials, bills, purchase
procedure documents and related activities

e Assisting in maintaining filing structure, saving and
retrieving important documents and information.

e Handle and maintain all records related to finance,
purchase, and administration and coordinating with

various educational institutions, schools and other
authorities, etc.

¢ Maintain equipment logs, manage inventories, and
maintain record of workshop activities.

e Any other administrative work as assigned by
Project Investigator.

Job requirements

Note: While the job headquarters will be in Pune, travelling
to different urban and rural areas across the country will be

necessary.
fegfeFe &r sriehrel / Tenure | Initially for a period of one year extendable for further
of the appointment period subject to satisfactory performance of the

incumbent and continuation of the project.

AR aRafeuar ufa #rg / | RS- 30,000/- to Rs. 35,000/- based on experience/s

Consolidated emoluments
per month

dieh-go Sc¥eg $r fafyy & | Not more than 35 years

3TN 3Tdeeh T 3 / Age | Age relaxation commensurate with educational
of applicant as on date of | qualification/s and / or experience/s of the applicant
walk-in interview may be considered for applicant/s having qualification
and experience higher than the advertised with the prior
approval of the competent authority.

diF-geT $eTeg T fdavor / Details of Walk-in Interviews

dleh-3e1 $c¥ey 1 T&ef, AR Thursday, September 03, 2026

vg Raiféer 77 / Day Date  09.30 AM
& Reporting Time of walk-in

Candidates reporting after 10.00 AM will not be

interview
considered for the selection process.
I / Venue Guest House, IISER Pune Campus.
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forelt o oot & ToIT hoan fieAfaf@d S8 9 9 fod / For any queries please write

to following email address: scienceactivitycentre@iiserpune.ac.in I a&iel &L / Call
on (020) 2590 8079.

dleh-geT $e{eg o HHAY, 3TAGHh! I fia=ITol W STl GI4T:

1. faftaa awr ganm fAUIRa 3mdes 99| 3mded 9T s3Ads R & fov [aaa
ol & A 3uctedr 'Apply Now' fois WX Ferer &l

2. |3 el 3R TI-FeATTAA BIer T3t T U e
|. S fafY & gaer & gATr 97
11. Qf&¥eh JNTIAT & Heer 7 37eh I 3R JATOT 97 (10 &Y A Y¥)
11 3TaeeT U7 & Sfeci@d 3e7e1d & Tae &7 Tl JAToT I
IV. T HICT JgdTel JHTOT (FHR GaRT STRY)

3. T ITIAT YTHYIC TR T LW BICATH |

At the time of Walk-in interview, applicants need to bring following:
1. Duly filled prescribed application form. To download the application form, click on
‘Apply Now’ Link available below advertisement link.
2. All the originals and one set of self-attested photocopies of:
I. Certificate regarding date of birth
Il.Mark sheets and certificates (starting from 10" onward) regarding educational
gualification
[I. All Certificate/s regarding experience/s as mentioned in the application form
IV.One Photo Identity proof (Government issued)
3. One recent passport-size color photograph.

9g & dR #H AT IanT / Reor

General Information / details about the post

1. fAgfea srearl ¢ 3R aREsr & garfed w f9ar el g@am a1 fg3mes & w&q: darcd
g STwa|
The appointment is purely temporary and will terminate automatically without any notice or
compensation on termination of the project.

2. g cafed @ g EUr vd AEIMSTHSIR oI H [AgfFey / 3raRivor &1 H1g arar
STl gIa|
The appointed person shall have no claim of appointment / absorption in Funding Agency or
in lISER Pune.

3. 3 & fgfadd Ay &0 @ 39d aRAeer & fov &) Adhae weer & @At 3k
eral EanT enfad gref|
The appointment of the applicant will be governed by the terms and conditions of the funding
agency particularly applicable to the said project.

4. FO g AT, AfeTeh ST AT IHeferd RS dlel 1 [y 3mdest s e & 3ifae

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

5. fuiRa Afares 31gar Agar gred Aeafdcarerdl / e | 9red gelr a1fg vl
The prescribed educational qualification should have been obtained from recognized
Universities / Institutions.

6. feiRa Aeif0ren 3EATV / 37gera 3MMME =goAcA & 3N 37 AT ge & 3FHIGaR HIETTehR
& AU FellT STl & gohaN 781 it | IS FaaTdeT & STarer 7 wred 31desr & @& it
grett, ot |l SFHAICART T HEThN Hiell GlAUTeTeleh AT HHG g1 B19M| TRAVSAT 3eaveh,
org @fffd 1 RAwmer & 3R R e 7 FUiRa ~gaaa derw 3ar / 3wegera o
T H @A §U WEePR & AT SFAIGIRT $iI T&AT 1 T 3Ad HAT a WfAT
HhdT &1 31d: e & @ & 819m fF 3 3ded aa AT &g &3 & g Afas
3T UG 36T &M Seold H|
The prescribed educational qualification/s are the bare minimum and mere possession of
same does not entitle candidates to be called for interview. Where number of applications
received in response to this advertisement is large, it may not be convenient or possible to
interview all the candidates. Based on the recommendations of the Screening Committee, the
Project Investigator may restrict the number of candidates to be called for the interview to a
reasonable limit after taking into consideration minimum educational gqualifications and
experience over and above the minimum prescribed in the advertisement. Therefore, it will

be in the interest of the applicants, to mention all the educational qualifications and experience
in the relevant field at the time of applying.
7. I GThAT & GRIA ELIHhdT & MUR IR Yei H TE&AT ffeeT g Tohdl gl
Number of posts may vary depending upon the requirements during the selection process.
8. WeTH WY & U 3Tl & YISl 3MMdcell & HAG & MMUR T 3HeJsd &l Taeehcl
# g & o Hevell B
The experience requirement may be relaxed based on the cohort of applications received,
with the prior approval of the competent authority.

9. 3iTdceh o AMaTeh 37T 3R / AT 3737 oh HTET MY A T T Ha&TH TITASRT & qd HeJAIGH
A1y A=A 31T 3R 31731 @ 3Tk AT WA dTel 3FIEarT & fow faar o S @b
gl
Age relaxation commensurate with educational qualification/s and / or experience/s of the

applicant may be considered for candidates having qualification and experience higher than
the advertised with the prior approval of the competent authority.

10.3fe 15 TR 3FHICaR ISHR TGUT AT FAT & AT USHR FGUT el & &G SEATDl
&ar g, ar gchet I arel 3Ficart i 9g W g fRar S whar g
In case, a selected candidate does not join or resigns after joining the post, waitlisted
candidate/s may be offered the position.

11.918TTchR. & foT 39fEUd 8 & fow 18 Su/div T Agr glem|

No TA/DA will be admissible for appearing for the interview.

12.7R8 o 9o T HARA qodre / THIER / §OR W 38 AAS & [Gur #81 fHar sreem|

YR WRGR b e A3 BT 1w R UL
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No interim enquiries / correspondence / communication of any sort will be entertained on the
matter.

13.3mafea ug & fov uoEhfas, ar 3=gar R off &9 & yamg, 3™ Tar & ®T H AW
ST

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

eI AEFH & AT G i dgEme H AT 7 F @)

For updates, Institute website may please be seen regularly.

Faua / Registrar
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