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dk;kZy; vkns'k& 69
fu/kkZfjr izi= esa fuEufyf[kr izfrfu;qfDr gsrq nks izfr;ksa esa vkosnu i= lewg vf/kdkjh ds
ek/;e ls vkeaf=kr fd;s tkrs gSaA
'krsZ%& tks yksx Xokfy;j ls ckgj dk;Zjr gSa] os viuk vkosnu lewg vf/kdkjh dks
QSDl }kjk fu/kkZfjr izi= esa HkstsaA ftu O;fDr;ksa dks iwoZ izfruf;qfDr ls ykSVs rhu o"kZ
iw.kZ ugha gq, gSa mudks vkosnu djus dh ik=rk ugha gS A ftu O;fDr;ksa dk p;u gks
tkrk gS] mUgsa fdlh Hkh  ifjfLFkfr esa viuk uke okfil ysus dh vuqefr ugha nh
tkosxh A izfrfu;qfDr ls okil ykSVus ij mudh inLFkkiuk bl foHkkx ds Xokfy;j
;k Hkksiky fLFkr dk;kZy; esa dh tk ldrh gS A
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vfUre 
frfFk

foHkkx in ik=krk izfrfu;qfDr vk;q
lhek
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296

20.08.2020 RTI,
Mumbai

SrAO
Administrative

1 Administration and
Establishment in RTI,
M u m b a i including, inter
alia, protocol, personnel
m a n a g e m e n t , providing
administrative supporto
training programmes
(ncluding Grup “A” and
international participants)
and hostel management.
2 Work relating to DDO,
Payroll, pay fixation, bills
and claims, filing Income
Tax and GST TDS Returns
on time 
3 Sourcing of stationery
and other office times
available with Government
of India Stationery Office by
placing periodic indents
4 Procurement of good and
services through direct
purchase and Bid/RAs
through GeM and/or CPPP.
Timely initiating tender
process for procurement of
service and contract
management.

Deputation
basis on
usual
deputation
terms.
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5 Online Budget Monitoring
and management
through iBEMS 
6 Providing supervision
for Pay bill processing
through P F M S Dak and
Calendar of Returns
monitoring, timely
tendering and contract
management 
7 Monitoring of record
and issue of stationery
and stores for the office
and hostels
8 Inventory of fixed assets
and stores including
hostel provisions 
9 Cash Management 
10 Infrastructure
maintenance 
11 Overall supervision of
outsourced MTS, HK,
canteen personnel, Drivers 
12 Various online
returns including
Hindi. Handling Director
of Inspection, Hindi
Inspection, etc.
13 Coordination with CPWD
for civil and electrical minor
works in RTI Mumbai.
Processing of Preliminary
Estimates received from
CPWD and follow up with
H Q for funds.Furnishing
utilisation certificate
periodically, 
14 Any other work
assigned by Director
General, RTI 
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   AAO
Administrative

Minimum one year
experience as Assistant
A u d i t Officer/Assistant
Accounts officer.
Experience in all
administrative and
Establishment related
work will be preferred
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   SAO/AAO
OIOS

1. Shall be responsible for
handholding the Audit
Offices in roll out of OIOS
and would be acting as a
level one (L1) help desk.
2 . Officers with wide
exposure to Audit and
comfortable in using IT
Systems shall be preferred
for the post. Job nature may
require travelling to Delhi
and outstation.
3. The requirements for
OIOS are that the official
concerned would act as a
functional Help Desk for the
concerned Audit Offices
within the jurisdiction of the
RTI/ RTC.
4 .  He/ she would also
help in delivering
capacity building
sessions/ training
p r o g r a m m e s / courses
relating to OIOS.
5 .  The resource would also
help the OIOS Central Team
i n IAAD in conducting
OIOS UAT (User
Acceptance Testing)/Stage
0 testing, and also hand
holding testers in the field
offices for User
Acceptance Testing
(UAT) 
6 The skill sets required for
the resource are reasonable
IT skills (i.e. use of MS
Office and web browsers)
and good communication
skills.
7 Knowledge of data
analytics packages/ CAATs
is NOT necessary. 
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 izfrfyfi lwpukFkZ ,oa vko';d dk;Zokgh gsrq &
 
1 lfpo] dk;kZy; iz/kku egkys[kkdkj ¼ys[kkijh{kk& izFke½ e/; izns'k] vkWfMV Hkou] Xokfy;jA
2 mi egkys[kkdkj ,-,e-th& V¼iz'kklu½] dk;kZy; iz/kku egkys[kkdkj ¼ys[kkijh{kk& izFke½ e/;
izns'k] vkWfMV Hkou] Xokfy;jA
3 ofj"B mi egkys[kkdkj ¼iz'kklu½] dk;kZy; egkys[kkdkj ¼ys[kkijh{kk& f++}rh;½ 53&vjsjk fgYl]
gks'kaxkckn jksM] Hkksiky] —i;k fu/kkZfjr izk:i esa vkosnu ¼nks izfr;ksa esa½ izkIr dj@fujad izfrosnu
bl dk;kZy; dks mYysf[kr fnukad rd vko';d :i ls Hkstus dh O;oLFkk djsa A
4 mi egkys[kkdkj@,-,e-th& I] @,-,e-th& II] @,-,e-th& III/ @,-,e-th& IV/@,-,e-
th& V] dk;kZy; iz/kku egkys[kkdkj ¼ys[kkijh{kk& izFke½ e/; izns'k vkWfMV Hkou] Xokfy;jA
5 mi funs'kd] dk;kZy; egkfuns'kd] ys[kkijh{kk ¼dsnzh; izkfIr½] ubZ fnYyh] 'kk[kk Xokfy;jA
6 mi egkys[kkdkj@iz'kklu] dk;kZy; iz/kku egkys[kkdkj ¼ys[kk ,oa gdnkjh½ izFke] e-iz-]
Xokfy;j]
—i;k fu/kkZfjr izk:i esa vkosnu ¼nks izfr;ksa esa½ izkIr dj@fujad izfrosnu bl dk;kZy; dks
mYysf[kr fnukad rd vko';d :i ls Hkstus dh O;oLFkk djsa A
7 ofj- ys[kkijh{kk vf/kdkjh @ iz'kklu& 12] 13] 14] lkekU; vuqHkkx] dk;Zikyu 'kk[kk] fof/k d{k
¼izf'k{k.k½] ,oa xksiuh; d{kA
8ofj- ys[kkijh{kk vf/kdkjh@vkbZ- ,l- ,.M Mh-,-lh dks bUVªkusV ij  Administration -
Personnel fyad ,oa dk;kZy; dh csclkbZV ij viyksM djus gsrq izsf"kr A
9 Jh vEcqt dqekj ik.Ms; @ l-ys-i-v- dks bUVªkusV ,oa bUVjusV ij viyksM djus gsrq izsf"kr A
10 ofj"B ys[kkijh{kk vf/kdkjh@vks-,-Mh-&11] vks-,-Mh-&21]lkekftd {ks=&1 ¼eq[;ky;½] vks-,-Mh-
¼,e½] lkekU; LFkkiuk] ih-,-A
11 egkea=h] flfu;j vkWfMV vkQhllZ ,oa vkWfMV vkQhllZ ,lksfl,’ku] Xokfy;j
12 egkea=h] ,l-,-,l- ¼vkWfMV osyQs;j ,lksfl,'ku½] Xokfy;jA
14 lwpuk iVy@vkWfMV Hkou A
15 xkMZ Qkby gsrq ¼03 izfr;ka½A
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