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GOVERNMENT COLLEGE OF ENGINEERING, JALGAON
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AGEIR AR FARAIA Nl HEU St
‘&, Urinals, Wash,Besin,Bathrooms, Wet
Sweeping with materials like
Phienyl,detergent,acid,cleaning
soap,naphthalene balls,zc@@la amrR &HA
ufedla dtat Aot aTs W 3MALAB B, AN
RS a FARAAS RS g e
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FATE A TR , U, 3. U ITRER ) Aa Rt RacErRiRe! Bree a 3et.

Sr. | Position Nature of Work Qualification Nos
No Essential Desirable
1 MIS a)To operate institute Mis B.Tech/BE in 1-2 year 02
Operetor b)To process all admission and Computer experience of
examination related activity including information dotnet base
result processing and various certificate | Tech.or MIS
printings equivalent or operation
¢)To work liaison with MIS service | MCM or M.Sc
provider. *| Computer or
d)To work as instructions of higher information Tech
authority.
2 Skilled a)Bar code generation and barcode I) B.lib & I Sci 2 Years 03
Person printing, Book plate date slip .book 1) MS CIT Experience in
( Library) pocket pasting labeling & label pasting Library
b)Issue and receiving of books.
c)Restoring a books and periodicals
d)Arranging of books as per catalogue
on book stacks
¢)And other appropriate work assign by
authority
f)Knowledge of computer and repairing
Issues Library software
g)Data entry
h)Data Analysis
i)Arrangement and Sorting books
Orientation to user
j)Any other woks assign by authorities
k)Stamping on books
1)Any other work assigned by
authorities.
3 T&P a)Student data base collection Atlast 1 01
Assistant b)Industry communication Diploma in Year
¢)Training activity co ordination Engg. Experience
inT&P
4 Instructor a)To conduct Institute Sports B.P.ED. with 1-2 Years 01
Physical Technical/Non Technical activities. MS-CIT experience
Education b)Record/DSR maintenance and proficiency
updating SAO in computer
¢) Correspondence, drafting
proposal making
5 Account a)Knowledge of Accounting i) B.Conv/ 1-2 Years 02
Assistant b)To Support the Account section in M. Com experience in
preparation of Annual Budget, Financial | /BCM/MCM relevant field
reporting, Fund request and Bill ii) MS-CIT
tracking iii) Certificate
¢)Payment Vouchers and Receipts course in
Supporting the senior/managing Tally
" accountanand wider finance team. software




d)Data entry

Electrician a) Electricity related all types ITI Electrician Nil 02
work

Techenical a)Help[ing in smooth Conduction of lab | Diploma/Degree Nil 02
Lab Asst. session Engineering /

b)Maintaing the DSR Technology or

¢)Maintaing hardware & instrument , B.Sc.in any

entry exiet register Disicipline

d)Any other task assigned by HoD
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