




 

 

 

APPLICATION FORM FOR THE POST OF  

EXECUTIVE ASSISTANT, SPOTAC, DNH & DD 

 

 
(TO BE FILLED IN UPPERCASE LETTERS ONLY) 

 

 

Application for the post of:  

Name of the Applicant  

Address 

 

 

 

Contact Number  

Email ID  

Educational Details 

Course/Degree Name of the 

Institute 

Name of the 

University/Board 

Specialization Passing 

Grade/Marks 

HSC     

Bachelors Degree     

Masters Degree     

Additional 

Certification (if 

any) 

    

Computer course 

certification 

    

Work Experience 

Name of the 

Company/Agency 

Designation Working Period Role/Responsibilities 

in brief 

Experience 

certificate 

attached 

(YES/NO) 

     

     

     

     

     



 

Details of documents submitted 

Passport size photograph YES/NO 

Detailed Resume/CV YES/NO 

Identity and Age Proof issued by 

Government (i.e. Aadhar 

card/Election ID/Driving 

License/PAN card) 

YES/NO 

Mark sheets of SSC and HSC YES/NO 

Graduation/Bachelor’s Degree 

Mark sheets 

YES/NO 

Degree Certificate YES/NO 

Relevant experience letters issued 

by the employer 

YES/NO 

Appointment letter/order if any YES/NO 

Certificate of computer 

knowledge 

YES/NO 

 

 

Signature of the Applicant 

 


