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H- 20.08.2020 [RTI, SrAO 1  Administration  and|Deputation |56 years
296 Mumbai |Administrative |Establishment  in  RTI, [basis  on

Mumbaiincluding, inter[usual

alia, protocol, personnel/deputation
management, providing[c™ms-
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.
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5 Online Budget Monitoring
and management
through iBEMS

6 Providing supervision
for Pay bill processing
throughPFM S Dak and
Calendar of  Returns

monitoring, timely
tendering and contract
management

7 Monitoring ofrecord
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
HQ 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 tOfficer/Assistant

Accounts officer.
Experience in all
administrative and
Establishment related

work will be preferred
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SAO/AAO 1. Shall be responsible forj
OIOS 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 inusing 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
RTZ/RTC.

4 . He/ she would also
help in  delivering
capacity building
sessions/ training
programmes/ courses
relating to OIOS.

5. The resource would also
help the OIOS Central Team
i nIAAD 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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