
No, DLSA/WGH/41/2018/151 

Name of Post 

Applicalions in Standurd 'ornn ilre invited Inn1 the interested caundidates for the post of Data 
Entry Operator in the District Legal Services Autlhority, West (iaro |lills, T'ura, 

Number of Post 
Pay 

Age 

Qualifications 

(21 

JOB PROFILE: 

DISTRICT LEGAL SERVICES AUTHIORITY, 
WEST GARO HIL.LS, TURA. 

Duted Tura the 12" June, 2024. 

ADVERTISEMENT FOR DATA ENTRY OPERATOR: 

Class 12 passed or equivalent in any discipline from any recognized university with diploma in 
computer application from a registered institute having working knowledge in compuler software 
like MS Office, Internet ete 

Data Entry Operator on contractual basis for a period of one 
year, However, it may bc extended for another period after proving 
sutisfactory und such extension shall be made afler appropriate 
break (i,.e at least IS days) in service. 

Good Typing speed of 30 (thirty) words per minute. 

Lok Adalat 

1 (one) 

Permanent Luk Adalat 

Rs 10.60X)/- per nonth (lixed pay). 

1. National legal Services Authorily has developed Legal Services Management System for the Suprenme Court 
Legal Services Commitee, 36 Stae Legal Services Authorities, 28 High Court Legal Services Comnittee, 620 
District Legal Services Authorities and 2300 Taluka legal Services CCommitees through National Informatics 
Centre which includes online legal aid applications/conmpluints/grievances heing loge by the gneral public on 
the web portal. The web applications and its features are as under: 

Lok Adalat (u/s 19) 

As per cxisting (iovermnent Rules and should not exceeding the age 
limil as on the last dale of receipl of applications. 

(u) Online Lodge Web Application: Legal Aid Application, legal Aid, Personal Details, Legal Aid Detuils, 
Case Details and Atach Document. 

*Mobile/ticld Lok Adalat 

The Minimum qualification required for the post of Data Entry 
(Operator is as follows: 

(b) Legal Aid for Prisoners Web Application: Application for frec legal aid for prisoners. 

Jail Lok Adalat 

(c) Lawyer Management Web Application: I.uwyer und applications assigned. 

(d) Legal Services Data Mangement Web Application: 

*Setlenent through Mediation User can view the settlement hrough nnediation detuils 



Awareness Canups/logMDC 
l'ara legal Volunteets 

*Iegal Services ( linic 
R/O Vctim (ompensation Scheme 
Training 1ogrames 
Tund Management 
l'und |tilization 

Iunds eeived& lund utilization 

() Reports: Gneration of reports in respeet of all tlhe applications: 
2. The L egal Services Manugement Systenn is lunctional w.e.l O1-07-20DI7. 

The Data Eniry Operakor engaged hy tle District lxgal Services Authority shall he responsible to upload the 
inlormation/data in respect of all the ativities through the weh portal. 

4. The Data Eniry Operalor engaged by the Distriet Legal Services Authority shall he responsible to upload 
every inlormation in the weh-portal through online basis. 

5. The Data Entry Operator shall ensure that every entry is corect in all respect without any mistake. 
6. The Data Entry Operator shall be rusponsible to upload all report of the activities, programnners, statistical 
information ever every month without fail. 

7. The datu is uploaded on a project basis und is therealter updated punctually and accurately and in order to 
avoid delay and inefficiency in reporting the information/dalu about the activities being done by the Distriet 
Legal Services Authority. 
7. The said outsourced Data Entry Operator will be responsible for uploaling the datainformation on daily basis 
und also will analyses the activities being done through the suid weh applications. 
8. Any other lask, works as assigned by the Chairperson or Secretury of the District L«gal Services Authority. 

NOTE: 
Applications in Standard Fornn to be accompanied by relevant certilicale ol educutional quulitications 

and age proof alongwith 2 passport size photographs. 

Last date of subnnission of complete application alongwith ducuments 0s 21" June, 2024 by S.(00P. M 

failing which their candidature will not be entertained 
Applications ufler the last date shall not be accepled, Incomplete upplications will he sunimurily 

rejected. 
* Only candidates who huve qualificd in the typing lest shall be short listed for the interview which will be 

intimated on due course. 

As qualificd candidates shall also be intimated over phone/enuil address. the applicunt shall also 

indicale clearly reliuble conlact nunmber/wlatsupp nunnherlemail address un the upplication orm, 

The selection shall be on merit basis. 

* No 'TA/DA will be given to the candidute or the sUccUSslul candidule lor their journey in connection 

with their examination as the casc may be 

An application shull be submitted lo the Distiet Legal Services Authority. West (iuro llills, Turu. 

* The decision of the District Legal Services Authority, West Garo llills, Tura shull be tinul. 

" The undersigncd reserves the right lo cuncel the recruitnent process without assigning uny rcason 

thereof. 

* (andidates are reuuested to check he ollicial wehsile www (urAdevuts.guv.In lor latest updute. 



Address: 
The Hon'ble District & Se 
District Legal Services Ahrty Ro 202 Second Flf. 
O/o Distrid and Seions Ceurt, W est Gare Hills, Tura. 

No. DSLSAWGH/41/2018/151-A 

Copy to: 

Jutcrr 

3. Notice Board. 

Shri A. M. Ripnar. 
Disriet & Sessikons Judge-cum-Chairperson. 

District Legal Services Authority. 

West (Garo lills, Tura. 

1. The Member Sceretary, Meghalaya State Legal Services Authority. 
Shillong or information. This has relerence to your letter No. MSLSA.56/2018/181 
dated 14-02-2024. 

4. Ofice file. 

Datcd T'ura the 12h June. 2024. 

2. The System Analyst, District and Sessions Court, Tura with request to upload 
the advertisement in the website inmediately. 

District & Sessions Judge-cun-Chairperson, 
District Legal Services Authority. 

West Ciaro Hills, Tura. 


