
SL. 

No. 

1 

2 

1. H4 HIrgUS a aI yfelchyu, yalc HI 1575 faic 24.05. 2024 

qutt ifaeIHE (Purely Contractual) 4 Office AssistantClerk-cum-Receptionist-cum 

Data Entry Operator (Typist) (aRfeu fafs/frtfz/IA IA sifutEr) str Office 

fa_IyT HGAT-DLSA / 01/2024 

2. Details of Post is mentioned below: 
Post Name 

Office Assistant/ Clerk 
cum-Receptionist-cum 

Data Entry 
Operator(Typist) 

Office Peon 
(Munshi/Attendent) 

Vacancy 

01 

01 

Qualification 

Educational Qualification: Graduation 
or Equivalent 18000/- (Provisions of 
" Basic word processing skills and the the Minimum Wages 
ability to operate computer and skills to Act and orders issued 

|feed data, in this regard shall be 
" Good Typing speed with proper setting complied) 
of petition, 
" Ability to take dictation and prepare 
files for presentation in the Courts, 

|"File maintenance and processing 

|knowledge. 
Excellent verbal and written 

communication skills, 
" The ability to work telecommunication 

systems (telephones, fax machines, 

"Educational Qualification: Matriculation 
or Equivalent 

|kept clean, 

" General work of MTS, Munshi or Peon, |the Minimum Wages 
"Cleaning the office before the Act and orders issued 

Remuneration 

commencement of office hours, 

"Ensuring that all places in the office are complied) 

"Bringing and serving water, beverages to 
the visitors in the office, 
"Carrying dak, misc. work etc. 

12500/- (Provisions of 

" Any other work assigned by Legal 
Services Authority. 

switchboards etc) 

in this regard shall be 
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