OFFICE OF THE ACCOUNTANT
GENERAL (A&E), PUNJAB,
SECTOR-17E,

CHANDIGARH - 160017.

No. Admn. 1/A/19-20/23
Date:28-05-2020
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Post Job description
Sr. Administrative Officer e Administrative activities of RTC
(Admn) » Facility management, Facilitate conduct of
seminars/workshops/meetings at RTC
e Management of Procurement and Inventory
including IT inventory

Sr Administrative Officer (Core e Take classes in IT and IS Audit courses
Faculty-IT & ° Prepare course materials and case studies for IT and

Knowledge Cent 1S Audit ¢ourses
nowledge Centre) » Prepare Structured Training Modules(STMs) for IS
audits and related topics

* Organise faculties/speakers for high-

end training programmes/ workshops / seminars
related to Knowledge Centre topics

» Install necessary software for training programmes
¢ Aid in purchase of Hardware and Soﬁ\\are for RTC
Management of SAI Training application
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