Gujarat National Law University

Gujarat National Law University

Gandhinagar, Gujarat, INDIA
Vacancy Advertisement Reference No: GNLU/RP-03/2018

Date 20" Dece
S. Name of the Post Scale Nu

No. 0
1. Section Officer — Research Level 6 (35400-112400) %
2. Section Officer — General Level 6 (35400-112400) 01 (UR)

Administration

3. | Junior Clerk — Guest House Level 2 (19900563 N 01 (UR)
4. Nurse Level 2 (1 632 01 (UR)

Last date for receipt of full and complete a‘%b' n: 8" January, 2019. (Application
received on or before 8" January, 2019, 5 ha ly be considered).

Minimum Eligibility Criteria: Q
)
1. Section Officer — Res&Q

Essential requirement
(i) Master/Bachel eghee 1 any discipline from a recognized university or any equivalent

qualification teco®gized as such by the UGC.
(if) Seven yea % ce with Under-Graduate degree/five years’ expetience with Post-
Gragdua &A in relevant field in academic-research institution; knowledge or
back % w and inter-disciplinary fields institutions desirable;
(iid 0 t data collection and analysis, statistical computer software programs (tables,
ther embedded elements),
itattive and quantitative data sets, communication, presentation skills and project and
mentation management experience essential;
(v) Administrative supervision of research projects and ensures timely initiation and
completion of research projects;
(vi) Drawing of individual and research division research schedules to monitor the activities of
the research teams;
(vii) To help in collection, review and analysis of data, reports project progress to individual
project team and funding agency;
(viii) To help in interpreting data, writing reports and ensure quality edited final document for
submission to various agencies;
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(ix) To manage the utilisation of fund allocated or available for individual research projects, to
ensure release of timely payment to authorised individuals and agencies, compliance with
the audit and agency requirements;

(x) To prepare, update and maintain a full and comprehensive research project database of the
University;

(xi) To perform administrative, research and any other duties as required by the University.

(xii) Proven record of integrity, honesty and devotion to services; very good knowledge of
English and working knowledge of Gujarati; personal qualities of inter-personal relations,
ability and commitment for long-working hours and week-ends/holidays and professional
commitment to meet deadlines absolutely essential.

Desirable:

(i) Valid CCC+ certificate. .
2. Section Officer — General Administration & Coordination (\\
Essential requirements & duties: \

(i) Master/Bachelor Degree in any discipline from a recognized 1 any equivalent
qualification recognized as such by the UGC;

(i) Seven years’ expetrience with Under-Graduate degreg/fi ary ‘experience with Post-
Graduate degree in relevant field preferably in academic-réseatch institute institution &
knowledge or background in law and inter-disciplinaryfield$dastitutions desirable;

(iii) Professional competence includes knowledge o nctioning of academic/research
institution,

(vi) Skills and ability to facilitate queries
diverse backgrounds in cordial am
tactfulness, maintenance of con
relations; commitment to eflsuré etion of complex administrative tasks;

(vii) To plan, organise and mafit departmental administrative programs and activities;

(viii) To provides coordigati to the Office of the Director, Office of the Registrar,

Offices of Dean ficials of the University;

(ix) To liase with interna ernal authorities and individuals for supervision and follow-up
on University p#égram

(x) To provide i ion to senior management, faculty, staff and students on educational,
research, #fain programs of the University and obtains feedback for enhanced
perfor various departments

i inistrative and secretarial support in various training programs and works as

ooter to ensure last-minute follow-up, etc.

(X e timely correspondence with statutory bodies and contributes to the meeting of
eds of the bodies requirements, in consultation with the Office of the Director and
Registrar
(xiii) To maintain various information databases for the purposes of use by senior
management
(xiv) To act in place of Assistant Registrar or other senior administrative officers as and when
required

(xv) Proven record of integrity, honesty, maintenance of confidentiality and devotion to
setvices; ability and commitment for long-working hours and week-ends / holidays and
professional commitment to meet deadlines under stressful conditions essential

(xvi) Knowledge of English and fluency in Gujarati essential;
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Desirable:
(if) Valid CCC+ certificate.

3. Junior Clerk — Guest House

Essential Qualification and Other Requirements:
(i) Master/Bachelor degtree in any discipline from a recognized university or any equivalent
qualification recognized as such by the Government.
(i) Three years’ experience with Under-Graduate degree/One years’ experience with Post
Graduate degree in relevant field preferably in educational institution/ Government/Semi
Government/ Public or Private Enterprise/Firms.

(i) Basic knowledge of English and Hindi and fluency in Gujarati essential. © \\

Desirable: %
(i) Valid CCC certificate.
(ii) Experience in national/international level institute. N %
(iii) The incumbent should have hands on experience in handling t inerary.
(iv) Preferred having hands on expetience to technology/a 1& able to check the

Aireline/Railways details online.

4. Nurse
Essential Qualification and Other Requi @
in n

(i) Master/Bachelor degree or Diplom g from a recognized university or any

equivalent qualification recognized %\l y the Government.

ate degree/Two years’ experience with Post-

(i) Four years’ experience with U
Graduate degree/ Six gyea efience with Diploma in nursing, preferably in
educational instituti% nt/Semi  Government/ Public or Private

Enterprise/Firms.
(i) Good functioning % English and Hindi essential.
Desirable:
(i) Valid CCC cate.

. \ portant Instructions to the Applicants

=

e i ust ensure his / her eligibility for the post in respect of qualifications and
the ufsitcycriteria and only then apply.

2. oSgs are on a regular basis subject to the confirmation of probation after satisfactorily
completion of one year probation period and in case of unsatisfactory performance extendable
by maximum period of one year, but in no case the total period of probation shall exceed 24
months and on continuation of unsatisfactory performance for 24 months, the service(s) shall
be terminated.

3. Candidates shall send self-attested copies of certificates and mark-sheets from SSC onwards in
support of their qualifications. Originals shall not be sent along with the application but these
must be produced at the time of selection process.

4. A candidate can apply for any number of post(s) however, separate application form is
required for each post.

5. Application for each post must be placed in a separate cover and the name of the post applied
for, must be super-scribed on the envelope without fail. The University shall not be
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10.
11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

responsible for any misplacement, omission, non-receipt etc. if two or more applications are
put in one cover by the candidate.

Candidates already in Government / Semi Government / PSU/ Educational institution
service must send their application through proper channel. An advance copy may be sent
directly. However, in such cases the candidates called for selection process will have to
produce the certificate in the prescribed format given in the application form, related to No
Objection Certificate, or original applications duly forwarded by the competent authority of
their institution, failing which he / she shall not be allowed to participate in the selection
process.

Application or CV/Bio-Data sent through e-mail will not be considered under any
circumstances.

Candidates shall submit the application form in the prescribed format alo recent
passport size photograph. Application other than in the prescribed forrﬁw t be
entertained. \

It is the applicant’s duty to ensure that his/her application is received by t ty within
the stipulated timeline. No correspondence will be entertained re ostal delays,
conduct and result of interview and reasons for not being called f ew, etc.
Canvassing in any form will result in disqualification.

The University reserves the right to offer position with revi b\(iption to the selected
candidates.

Selected candidates must join the duty on a date determiged by the University. The University
reserves the right not to appoint a selected candidate iffhe¥/ she 1s unable to join the duties on
a designated date.

Pay of the selected candidate will be fixedNas %‘3 ecommendations of the Selection
Committee subject to the approval of the ®Wxecutiye ncil of the University.

No TA/DA shall be paid for attending/ Xifmd in the selection process. No shortlisted
candidate will be considetred after the presc ate and time of selection process, in case, if
he / she is unable to attend the selecti s, for whatever reasons.

The candidates from reserved c s 'must attach self-attested copy of certificate of

category in support of their clai d must produce original during the selection process.
spect or those received after the stipulated timeline shall not

Applications incomplete in %

be entertained.

The University rese ht to alter / insert any corrections / additions in the

advertisement / \% the event of any typographical error before the last date prescribed
¢

for the receipt o lications.
The Universx verify the antecedents or documents submitted by a candidate at any
% o

time, ag the pointment or during the tenure of the service. In case, it is detected that
the info s given by the candidate are fake or the candidate has a clandestine

coed Ackground and has suppressed the said information, then his / her application

rs all)be terminated.
degision of the University Authorities on any/ all matters in relation to this advertisement

shall'be final and binding,.
Eligibility of the candidate will be determined as on the last date for receipt of the
application(s).
The University reserves the right not to fill up any or all the vacancies advertised, if the
circumstances so warrant. No correspondence / enquiry will be entertained from the
candidates in connection with the process of selection / intetview. No personal details
regarding applicant(s), shortlisted or selected candidate(s) will be provided.
Application fees for each Post: I 500 for candidates from unreserved category and I 300
for candidates from Scheduled Caste/Scheduled Tribe/Differently-abled (Physically and
visually differently-abled) categories. Fees shall be paid either in cash at the University or

through Demand Draft drawn in favor of Gujarat National Law University payable at
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Ahmedabad. No other mode of fees payment shall be accepted. Application form without the
requisite application fees shall be summarily rejected.

23. Duly filled in application form with the relevant supporting documents shall be sent to “The
Registrar, Gujarat National Law University, Attalika Avenue, Knowledge Corridor,
Koba-Gandhinagar, Gujarat 382426, India”.

24. Selection Process:
The University will intimate the detailed selection process to the short-listed eligible
candidate(s) after the last date of application.

25. Important Dates:

Date * Particulars Posts N
10" January, | Issuance of Admit Card by | All Posts N \
2019 email (After 1700 Hrs) \
13* January, | Written Test \
2019 c‘)
15" January, | Declaration of Result %
2019 (after 1600 Hrs) A %
18 January, | Personal interview \
2019 R “
Syllabus for written examinagon

Posts Syllabus \

Section o General Knowl

Officer — e Sports.

Gene.ra'l . o Current A i%ional & International).

Administration . ComN edge

& Research )

En % uage (Level upto Standard 12).

& Mathematics (Level upto Standard 12).
istory & Geography (Level upto Standard

\\ndian Polity (Level upto Standard 12).

Legal Education in National LLaw Schools in India.
e Current affairs, History and Geography of Gujarat

state.
Junibr Olerke- e General Knowledge.
s¢ e Sports.

e Current Affairs (National & International).

e  Computer Knowledge.

e English Language (Level upto Standard 12).

e Arithmetic & Mathematics (Level upto Standard 12).

e Indian History & Geography (Level upto Standard
12).

e Indian Polity (Level upto Standard 12).

e Legal Education in National Law Schools in India.

e Current affairs, History and Geography of Gujarat
state.

Nutse

e General Knowledge
e Sports

Page 5 of 6



Current Affairs

Computer Knowledge

English Language (Level upto Standard 12)
Arithmetic & Mathematics (Level upto Standard 12)
Indian History & Geography (Level upto Standard
12)

Indian Polity (Level upto Standard 12)

e Iegal Education in National Law Schools in India.

e Current affairs, History and Geography of Gujarat
state

e Basic knowledge of medication & nursin
*University reserves the right to change the specified dates, if r

26. The following mechanism shall be referred to ascertain equivalent marks 1 e;c;\tge of the
respective grades for a seven points scale:

Grade Grade Point Pe quivalent
‘O’- Outstanding 5.50-6.00 N
‘A’ — Very Good 4.50-5.49 NN\ 6574
B’ — Good 3.50-4.49 \ 55-64
‘C- Average 2.50-3.49 % 45-54
‘D’ — Below Average 1.50-2. 35-44

‘E’- Poor 0.80-1. 25-34
‘F’ — Fail
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