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(a) Essential Educational Qualification:

(i) Any Postgraduate degree/Master’s Degree with 55% marks or its
Equivalent CPGA, from a recognised University.
(ii) Candidate Should have Studied Kannada as First/Second/Third language
[n 10t /SSLC or Its equivalent.

(b). Desirable Educational Qualification:

Professional Qualification in LLB from a recognised University
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(c)- Essential Experience:

Candidates must have a minimum of ten (10) years of experience in the
Karnataka State Government/Central Government/ Semi-Government
organizations/ Universities/ Autonomous Bodies/ or Public Sector
Undertakings (PSUs). The candidate must have experience in the areas of
Procurement, Establishment, and Personnel matters (Service Matters). Out
of the total experience, at least three (3) years should be in a Group B(as
per state Govt Payscale) position or its equivalent capacity in the relevant
fields mentioned above.

(d). Desirable Experience:

Experience in handling administrative, Legal /Disciplinary Cases & dealing
with Finance, Procurement in E-procurement portal, GOK, GEM, Handling RTI.

Job Description:

a.

3RWI:

The Incumbent shall be overall In-charge of Establishment and Administration
which involves personnel management, formulation of policies, norms,
promote HRD, interpretation and implementation of rules/ regulations of the
Institute.

The incumbent shall assist in holding meetings and co- ordinate the offices of
Secretary & Executive Secretary, Draft Agenda / Minutes of selection /
Assessment Committee, Maintenance of confidential records, Co- ordination
for smooth conduct of seminar, workshops, and meetings.

He/ She shall be responsible for the work related to Statutory compliances,
Purchase through GEM & E-procurement portals, Recruitment of regular and
Contractual posts and deal with Court/ Disciplinary cases.

The incumbent should have thorough knowledge of Karnataka Civil Service

Rules (KCSR) RTI, IPGRS, KTPP, GEM, GFR rules.

. Any other duties and functions as may be assigned by the Competent Authority.
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