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MODIFIED SCHEME 2022
LEGAL AID DEFENSE COUNSEL SYSTEM

*nyt'e '

FOR PROVIDING LEGAL AID, ASSISTANCE & RF]PREST]NTATION IN CRIMINAL
MATTERS IN LINE WITH ''PUI}LIC DEI.'ENDI.]R SYS'[I.]M''

Qualification and Work Profile details of Office Assistant/Clerks, Receptionist-cum-Data
Entry Operator, Office peon (Munshi/Attendant) :

4. Selection Procedure:
d) Qualification lbr Office Assistant/ Clerks-

o Educational Qualification: Graduation,
o Basic word processing skills and the ability to operate computer.
. Typing speed of 40 WPM,
o Ability to take dictation and entering data.
r File maintenance and processing knowledge.

e) Qualification for Receptionist-cum-Data Entry Operator-
o Educational Qualification: Graduation,
o Excellent Verbal and Written Communication Skills.
o Word processing abilities.
o The ability to work telecomntunication systems (tclephones" lax machines. switchboards

etc.)
o Proficiency with good typing speed.

5. Work Profiles:
d) Office Assistant-

. Keeping updated record of legal aided cases.

. Uploading the updated record/progress of the legal aided cases on NALSA portal.
o Maintaining complete files of legal aided cases and keeping llles with proper index in a

systematic manner.
o Typing bail applications. petitions. etc.
o Doing ministerial work related to cases such as filing applicatiorrs fbr copies ol orders.

.judgment etc.
. Any othcr task assigned by the Chiel'l.egal Aid Det'ense Counscl.
. Any work/duty assigned by Legal Services Authority.

e) Receptionist-cum-Data Entry Operator-
o Greeting clients and visitors and answering r.'isitor irrquirics.
o Answering and routing incoming calls on a multi-line telephone svstem.
. Scheduling and routing legal aid seekers.
o Maintaining the waiting area, lobby or other office areas.

. Scanning, photocopying, faxing.
o Collecting and routing mail and hand-delivered packages.
o Answering face-to-face enquiries and providing infbrnlation when required.
. Uploading at the initial point, legal aided cases on NAISA portal and updating the

information from time to time.
o Any work/duty assigned by Legal Services Authority.

f) Office peon (Munshi/Attendant)-
o Cleaning the olfice befbre the comnrencement ot'olllcc hours.
o Ensuring that all places in the of fice are kept clean.
. Bringing and serving water, beverages to the visitors in the ofllce.
. Carrying dak etc.
. Any other work assigned by Legal Services Authority'.


