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ADVERTISEMENT FOR NON-TEACHING POSITIONS (CONTRACTUAL) 

S. 

No. 

Name of Post No. of 

Posts 

Qualification Gross Pay 

Consolidated 

1 Assistant 

Finance 

officer 

(Contractual) 

           

1 nos. 

Essential: i) Master’s Degree with at least 55% of the 

marks or an equivalent grade in a point scale 

wherever grading system is followed. 

 

Experience in Accounts Comparable experience in 

research establishment and/or other institutions of 

higher education.  

Note: Retired professionals may also apply. 

 

Desirable-  

1. Experience of 05 years. 

2. A Chartered or Cost Accountant degree or 

diploma. 

3. Master’s degree in commerce’s with at least 55% of 

the marks or an equivalent grade in a point scale 

wherever the grading system is followed along with 

experience in educational administration. 

4. Comparable experience in research establishment 

and/ or other institutions of higher education. 

5. Proven working experience of accounting and 

finance experience. 

 

The duties of the Assistant Finance officer shall be 

 

 

 

Consolidated pay- ₹ 

95,000/- 
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to: (not exhaustive)  

 a. Exercise general supervision over the funds of the 

University, and shall advise the Vice Chancellor as 

regards the finances of the University;  

b. Hold and manage the funds, property and 

investments, including trust and endowed property, 

for furthering any of the objects of the University;  

c. Ensure that the limits fixed by the university for 

recurring and non-recurring expenditure for a year 

are not exceeded, and that all allocations are 

expended for the purposes for which they are granted 

or allotted; 

 d. Keep watch on the state of the cash and bank 

balance and of investments. 

 e. Keep watching the progress of collection of 

revenue and advise the Vice Chancellor on the 

methods to be employed for collection.  

f. Have the account of the University audited 

regularly.  

g. Ensure that the registers of buildings, land, 

equipment and machinery are maintained up-to-date 

and that the stock taking of equipment and other 

consumable materials in all offices, departments, 

university institution, stores etc., of the university is 

conducted regularly;  

h. Propose to the Vice-Chancellor that explanation be 

called for unauthorized expenditure or other financial 

irregularities from any academic member of 

university. 
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i. Propose to the Registrar that explanation be called 

from any non-academic member for unauthorized 

expenditure or irregularities in any particular case, 

and recommend disciplinary action against the 

persons at fault; 

 

j. Call for from any office, centre, department, 

University institution of the university or university 

institution, for any information and returns that he 

thinks necessary for the proper discharge of his 

financial responsibilities; and  

k. Exercise such other powers, perform such other 

duties, and discharge such other financial functions 

as are assigned to him by the Vice-Chancellor or are 

prescribed by the Ordinances.  

l. The finance officer shall be maintaining minutes of 

the meeting of Finance Committee and the 

committees appointed by the Finance Committee.  

m. The Finance officer shall be responsible for 

presenting the annual budget, statement of accounts 

and audit reports, to the finance committee and to the 

Executive Council.  

n. All other financial related matters of university. 

 

 

1 Junior 

Engineer 

(Civil) 

1 Essential Qualification: 

i. bachelor’s degree in civil engineering with 

minimum 55% marks. 

ii. 5 years’ experience in construction and 

 

Consolidated pay  ₹ 

60,000/- 
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(Contractual)  maintenance of Building, Transport and Estate 

Management of a residential campus. 

Desirable Qualification 

i. Handson experience as a Civil Engineer. 

ii. Experience of working in universities. 

iii) Skill in preparing building estimates and plans. 

Note: Retired professionals may also apply. 

 

Roles and Responsibilities 

i. Providing campus-wide consultation coordination 

in the planning, development, and implementation of 

construction and/or repair programs within the broad 

area of engineering speciality. 

ii. Oversee, review, and approve the work of external 

engineering design and planning consultants and 

ensure that engineering designs are consistent with 

contract specifications and all relevant regulations 

and engineering standards 

iii. Responsible for the upkeep, up gradation and 

proper functioning of all facilities on campus 

including – civil, mechanical and electrical 

infrastructure 

iv. Responsible for the maintenance, repair and 

overhaul/replacement of all machines and equipment 

in the campus 

v. Responsible for maintaining all Engineering 

documentation including civil drawings 

vi. Ensuring all expenses stay within the allocated 

budget 
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vii. Performing regular inspections of equipment and 

scheduling maintenance or repairs 

viii. Providing technical guidance to stakeholders and 

engineering teams 

ix. Inspecting inventory and reporting inconsistencies 

as well as ordering more materials 

x. Evaluating all products and processes and ensuring 

standardisation of quality assurance measures 

xi. Participating in various learning experiences, 

which may include attending workshops and training 

sessions 

xii. Calibrating and troubleshooting equipment as 

required 

xiii. Performs miscellaneous job-related duties as 

assigned from time to time 

xiv. Inviting the Tender and quotations for the 

university work. 

xv. Co-ordinating with Architects and Contractors/ 

agencies. 

     

 

APPLICATION FORM 

a) Candidates shall be required to download the application forms from the website of the University or 

submit the applications in the prescribed format online. 

b) Applications for all the posts shall be entertained only in the prescribed format (Online/Offline), along 

with the prescribed fee. 

c) The application should be addressed to “The Registrar, NUSRL, Ranchi in a closed cover super-scribing 

"Application 
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                             APPLICATION FORM 

 

Post Applied For: Advt. No:   

 

1. ApplicantName_______________________________________________________ 

(In Block Capital letters) 

2. Father’s/ Mother’s/ Spouse’s Name:   ____________________________________________________ 

3. Date of Birth: Age: Years   Months  

4. Gender:(Male/ Female) ……………………………….. 

5.  Category:                   (GEN/ SC/ST/OBC) Issuing Authority (if SC/ST/OBC) State………………………. 

 

5. Permanent Address:   

 

Pin: _________________________ 

 

6. Address for communication: _ 

 

Pin:  

 

7.Ph. No. / Mobile No. : Email:    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Paste here 
Recent  

Passport size 
Photograph & 

Attest it/ 
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8. Educational Qualification (from highest to basic) with documentary proof: 

Sl 

no. 

Qualification 

Name of Degree/ Certificate 

Board/ 

University 

Subjects Year of 

Passing 

Percentage 

of 

Marks/Grade 

1. Ph.D.  / Post Doctoral 

 

    

2. Masters / M.Phil. 

 

    

3. Bachelor’s  

 

    

4. 10+2 / 10th  

 

    

5. Any other certificate 

courses relevant to current 

position 

 

    

 

9. Details of current employment (if employed) with documentary proof: 

 

Sl 

No. 

Name of the 

Institution 

Designation From To Nature of Appointment 

(Regular/ Temporary/ 

Adhoc/Contract) 

Pay Band 

with Grade 

Pay/Consolid

ated/ Fixed 

pay 

1. 

 

2. 

 

3. 

 

4. 

 

 

5. 
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10. List of previous employment (In chronological descending order of previous posts) 

(Attach copies of documentary proof): 

 
 

 Name of the Institution   Designation Post Held Nature of 

Appointment  

(Regular/Tempor

ary/Ad hoc/ 

Contract) 

Pay Band with Grade 

Pay/ Consolidated/ 

Fixed Pay 
Sl 

no. 

 From To 

 

 

1. 

 

2. 

 

3. 

 

 

4. 

 

 

5. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      

 

11. Details of Administrative Experience in Educational Institution with documentary proof: 

 (If required, attach additional sheet/s) 

 Name of the Institution   Designation Post Held Nature of 

Appointment  

(Regular/Tempo

rary/Ad hoc/ 

Contract) 

Pay Band with Grade 

Pay/ Consolidated/ 

Fixed Pay 
Sl 

no. 

 From To 
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1. 

 

2. 

 

3. 

 

 

4. 

 

 

5. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      

 

12. Details of Academic / Research Experience with documentary proof: 

 (If required, attach additional sheet/s)  

 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

  

13. REFERENCES: 

Please give the names of two persons who could provide a reference regarding your suitability for the post for 

which you are applying. 

 

1.   Name               :   ____________________________________________________  

    Job Title/Position :____________________________________________________   

                  Address  :____________________________________________________    

                               ____________________________________________________  

Mobile No.              : ____________________________________________________  

Email   Address: : ____________________________________________________  
 

        2.  Name  : ____________________________________________________  

 Job Title/Position : ____________________________________________________   

              Address  : ____________________________________________________    

                              ____________________________________________________  

 Mobile  

             Email Address: : _________________________________________________ 
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14. Whether any disciplinary action has been 

taken against you in the past / pending during 

your past and current service? If so, give 

details thereof. (If required, attach a separate 

sheet containing the details.) 

____________________________________ 

____________________________________ 

____________________________________ 

____________________________________ 

 

15. Whether you have been convicted by any 

competent Court of Law or any Criminal 

case is pending against you in any competent 

Court of Law?  If so, give details thereof. (If 

required, attach a separate sheet containing 

the details.) 

 

 

16.  Particulars of application fee remitted:  

Name of Bank/Branch Details of Demand Draft 

DD No Date Amount 

 

 

 

 

 

   

 
17.         Extra-curricular achievements with documentary proof: 

 (If required, attach additional sheet/s): 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 
 

 ___________________________________________________________________________ 

 

 

  

18. Enclosures: 

 

1. _____________________________________________________________________ 

2. _____________________________________________________________________ 

3. _____________________________________________________________________ 

4. _____________________________________________________________________ 

5. _____________________________________________________________________ 

6. _____________________________________________________________________ 
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7. _____________________________________________________________________ 

8. _____________________________________________________________________ 

9. _____________________________________________________________________ 

10. _____________________________________________________________________ 

11. _____________________________________________________________________ 

12. _____________________________________________________________________ 

13. _____________________________________________________________________ 

14. _____________________________________________________________________ 

15. _____________________________________________________________________ 

16. _____________________________________________________________________ 

17. _____________________________________________________________________ 

18. _____________________________________________________________________ 

19. _____________________________________________________________________ 

             20. _____________________________________________________________________ 

 

I hereby declare that all information is true to the best of my knowledge and belief. If any fact is found 

false, my candidature may be cancelled, and I understand that I will be denied any employment in the 

University, and if already employed on any of the posts in the University, my services will be terminated 

forthwith. 

Date:   

Place:                   

  Signature of the Candidate 

DECLARATION 

CERTIFIED that: - 

a. The information given here in above is complete and correct. 

b. No disciplinary proceeding is pending or contemplated against me. 

c. I have never been dismissed from service nor barred from holding any future appointment or 

convicted for any offence. No criminal case is pending against me. 

d. In case of concealment/suppression off act(s), which may be detected at any stage in future, my 

candidature is liable to be cancelled/terminated, as the case maybe, without notice. 

Date:                                                                                                                   

Signature of the applicant 
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Important instructions to the candidates 

 

Duly filled in application form along with Demand Draft of Rs.1,000/- (application fee) drawn in favour of 

“Registrar, NUSRL Ranchi” payable at Ranchi and with the relevant supporting documents duly self-attested 

and CV should be sent so as to reach The Registrar, National University of Study and Research in Law, Nagri, 

PO: Bukru, PS: Kanke, Kanke-Pithoria Road, Kanke, Ranchi (Jharkhand) Pin – 834006 on or before 01/04/25 

by 17:00 hrs by Indian Speed Post or India Registered Post only and also send the scan copy to 

jobs@nusrlranchi.ac.in 

The candidate must also submit their CVs along with the hard and soft copies of the form. 

1. The candidates eligible strictly according to norms only may apply for the notified posts. 

2. The candidates applying for different categories of posts shall submit separate application forms along 

with separate application fee each category in separate envelopes by specifying the same on the top of 

the envelope. Application submitted Online (Via Email etc.)will not be considered. Only those sent by 

India Speed Post or Registered Post (Hard Copy) will be considered. 

3. The application fee, once paid, shall not be refunded under any circumstances. 

4. Applications incomplete in any respect and those received after the last date shall not be entertained. 

5. Candidates should send self-attested copies of certificates and mark sheets from matriculation onwards 

in support of their qualifications. 

6. Originals should not be sent along with the application but these must be produced at the time of 

interview. 

7. The University will verify the documents submitted by a candidate at the time of the interview. In case 

it is detected that the documents 

submitted by the candidates are fake, or the candidate has a clandestine background and has suppressed 

the said information, then his/her 

services shall be terminated. 

8. In case of any inadvertent mistake in the process of selection, which may be detected at any stage, even 

after the issue of the appointment letter, 

9. The university reserves the right to modify/withdraw/cancel any communication made to the candidate. 
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10. In case of any dispute/ambiguity that may occur in the process of selection, the decision of the 

University shall be final. 

11. No correspondence will be entertained regarding postal delays, conduct and result of interview and 

reasons for not being called for 

interview etc., 

12. Only shortlisted candidates will be called for an interview. 

13. The University reserves the right not to fill any vacancies advertised if the circumstances warrant. 

14. The University reserves the right to consider candidates of outstanding merit who may not have 

applied. 

15. The University reserves the right to consider any applicant for lower post than that applied for. 

16. Persons in employment should route their application through proper channel. 

17. No TA/DA for attending the interview is admissible. 

 

 


