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arrangement of transport facilities for VIP guests and field visits of
participants 10. Supervising the catering service-

liaison work with the canteen management 11. Liaison work with the
CPWD. 12. Allotment of rooms 13. Any other work assigned by FMS /
SAO (Admn)/Principal Director last dated 12.02.2023
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Holding analogous post of Sr. Audit /Accounts Officer in parent cadre, |
Knowledge of basic networking, hardware, software, Operating I
System- Window, Linux etc. Proficiency in MS - Office (Word, Excel, |
Core Power point, Access). i
No RTI(P)/Admn. /Deptn./F- RTI Baciili] Familiarity with Database with working experience in one of the |
290/2022-23/635 dated ! database like Oracle, SQL Server, MySQL , Sybase etc.
29/01/2023 Allahabad Proficiency in data analysis software such as IDEA, ACL & |
EDP understanding of Tableau, IT Audit, Knime , GeM etc. ).Experience as 'i
faculty in RTI / RTC would be given preference. '
The officer would be required to handle other areas besides faculty
hence experience in administration, establishment would be an
added advantage. last dated last dated 18.02.2023
1. Overall in charge of Hostel and Canteen
2. Maintenance of Office and Hostel building, garden, Lecture Hall,
Conference Hall, IS (Labs)
3. All Purchase related files except purchase of fixed assets. (including
day to day cleaning materials of RTI premises, stationery /
Asst. consumables) 4 Supervision of maintenance of registers relating to
Accounts | the above mentioned purchases and closing of the same .
Officer/A 5. Supervision of work pertaining to Sr. Auditor (Unit - 1) and Sr.
RTl/Admn/Dept/Unit— RTI st Audit Accountant (unit - III), Stock related work of DEO , Outsourced
11/2022-23/246 dated Chem'lai Officer activities . Supervision of All work Physical verification of Library |
07/11/2022 books. 6. Work connected with DDO powers (Pay bill, TA Bill, LTC,
(Office | Medical Bill etc.) Income Tax including issue of Form 16 7.
Managem | Arrangement for conducting RAC meeting and other Special events. 8. |
ent) Maintenance and submission of Calendar of Returns 8. Supervision of
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