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Place : Plot No. 2, Shivam Colony, Behind Khel Sankul, Bundi Telephone : 0747-2940061
E-Mail : disa9bundi@gmail.com

— Essesntial Qualification :—
Qualification for Office Assistant/ Clerks:
¢ Educational Qualification: Graduation
* Basic word processing skills and the ability to operate computer and skills to feed data
* Good Typing speed with proper setting of petition
¢ Ability to take dictation and prepare files for presentation in the Courts

¢ File maintenance and processing knowledge

Qualification for Receptionist-cum-Data Entry Operator
e Educational Qualification: Graduation

e Excellent verbal and written communication skills

e Word and data processing abilities

e The ability to work telecommunication systems (telephones, fax machines,

switchboards etc),
wN '
é\g - /
ecretary

District Legal Service Authority
Bundi

* Proficiency with good typing speed
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