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Contact/Fax: 0291-2943480 E-mail: disa23jodhpurmetro@gmail.com
MODIFIED SCHEME 2022

LEGAL AID DEFENCE COUNSEL SYSTEM
Qualification and Work Profile details of Office Assistant

01. Office Assistant : Qualification & Specification

()
(if)

(i)
(iv)
(v)
(vi)

(vii)

Educational Qualification: Bachlor's degree from any University
recognized by the Goverment of Rajasthan.

Knowledge of basic computer, internet, receiving and sending email
and creating PDF, Speed of 40 words per minute in Microsoft Word
and Hindi typing and 40 words per minute in English Typing.

Basic word processing skills and the ability to operate computer.
Ability to take dictation and entering Data.

File Maintenance and processing knowledge.

RS-CIT Diploma or Equivalent Diploma.

The personnel shall have at least two years experience of typing in
hindi and english.
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