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Appointment of Non-Academic Positions Advertisement No.: MDIM/Admin/Recruitment/2017/02 Dated 3-Jan-2017. Last date of application: 14-Feb-2017 Management Development Institute (MDI) Gurgaon is one of the leading business schools in the country and a premier centre of Management education launched its 2nd Campus at Murshidabad campus in 2014 with an intention to impart management education, nurture local talent, and groom them to become global leaders. The campus was inaugurated by the Hon’ble President of India, Shri Pranab Mukherjee in August 2014, with simultaneous commencement of classes for our first batch of students of 2 year full time Post Graduated Program in Management (PGPM), recognized and accredited by the All India Council for Technical Education (AICTE), New Delhi. With excellent placements backing the performance of our 1st batch of passouts, MDI Murshidabad entered yet another page in its history through the gracious presence of the President of India, Shri Pranab Mukerjee who delivered the Convocation address during its first convocation held at the campus on 24th August 2016. Spread over 10 acres, the campus takes pride not only in terms of its state-of-the-art infrastructure and expert faculty, but also in terms of covering several milestones in cognate domains, including organizing MDPs, Industrial visits, business symposia, corporate events, etc. in which MDI Murshidabad students have played a most proactive role. MDI Murshidabad is looking for dedicated and committed person for employment on regular basis for the following positions: Sl. No. 1.



2.



Position Administrative Officer (1)



# Assistant Engineer (1)



Area General administration / Academic programme/ Placement Activity



Civil construction & Campus maintenance



Min. Qualification*, Experience & Pay Details (on Max. Age regular basis) MBA / Post Graduate with min. 55% PB-3 (15600 – marks or equivalent from a reputed 39100): GP 6600 institute. Minimum 13 years post qualification experience in the relevant field, preferably in an institute of national/international repute. Maximum age: 50 years as on date of application. B.E. / B. Tech in Civil Engineering with PB-3 (15600 – minimum 55% marks from a reputed 39100): GP 5400 institute.
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Minimum 10 years post qualification experience in the relevant field, preferably in an institute of national /international repute.



Senior Assistant Finance & (1) Accounts



3.



Maximum age : 40 years as on date of application. B.Com (3 yrs.) with min. 55% marks or PB-2 (9300 equivalent from a reputed institute. 34800): GP 4600 CA/ICWA will be preferred. Minimum 7 years post qualification experience in the relevant field, preferably in an institute of national / international repute.



Assistant (1)



4.



General Administration / Academic Programme / Placement activity



Maximum age : 40 years as on date of application. Graduate (3 yrs) with min. 55% marks PB-2 (9300 or equivalent from a reputed institute. 34800): GP 4200 Minimum 5 years post qualification experience in the relevant field, preferably in an institute of national / international repute. Maximum age : 40 years as on date of application.



Note: * Knowledge of Computer is essential for all the above positions. # Assistant Engineer : Exceptional candidate with lesser experience (min. 5 yrs.) can also be considered on contract basis with a consolidated remuneration of Rs. 55,000/- p.m., based on the recommendation of the Selection Committee. Remuneration: MDI’s salary, grades, benefits and perquisites are comparable to the top business schools like IIMs in India. •



• •



In addition to Pay Band & Grade Pay as mentioned above, DA, HRA, TA as per Central Govt. norms and other allowances like Meal Allowances, Personal Allowances, Medical Allowances, Leave Travel Allowances etc. are also admissible to regular employees as per the rules of the Institute. Retirement benefits of EPF, Gratuity & leave encashment are available for regular employees . Over & above, the regular employees of MDI are also entitled for other attractive benefits like Leave, Mediclaim, Reimbursement of magazine/newspaper/books, Reimbursement of mobile expns. Special area allowance, Reimbursement of children tuition fee etc.



Page 2 of 4



General Instructions: 1. Appointment can be made on regular/contract basis (on equivalent consolidated remuneration). Appointment on contract basis will be for a period of one year initially and can be extended further, purely based on performance, as reviewed by the institute. 2. The Institute reserves the right to increase/decrease the number of positions/vacancies advertised for recruitment during the process; not to fill up any / all position(s) / select or reject any candidate without assigning any reason thereof. No appeal in this regard shall be entertained or accepted by the Institute. 3. It would not be obligatory on the part of the Institute to call every candidate for the interview who may possess the essential qualification & experience. No representation in this regard will be entertained by the Institute from any candidate. The candidates must satisfy themselves of the eligibility conditions before applying for any position. 4. The Institute reserves the right to offer the position at the level lower than the advertised position, depending upon the qualification, experience and performance of the candidate in the interview. 5. The Institute reserves the right to draw panels reserved against the possible vacancies in future. 6. The Institute reserves the right not to fill up the advertised positions if the candidates are not found suitable for the positions. 7. The Institute reserves the right to issue offer letter to the selected candidate as per the requirement of the Institute. 8. In case of any inadvertent mistake, which can be detected at any stage even after the issue of offer letter, the Institute reserves the right to modify/withdraw/cancel any communications made to the candidate. 9. All the applications received within the due date will be screened by the Screening Committee of experts, as per MDI HR Policy and Service Rules. The shortlisted candidates will be informed through speed post / email about the venue, date and time of interview. No intimation shall be sent to the candidates who are not shortlisted for the interview. Institute shall not be responsible for any delay/ non-receipt of communication due to lapse on the part of Indian Postal Department. 10. The Institute reserves the right to restrict the number of candidates for interview to a reasonable limit on the basis of qualification and experience higher than the minimum prescribed in the advertisement. 11. In the case of exceptionally deserving candidate, the Institute reserves the right of granting relaxation in experience & age. 12. Calling a candidate for interview merely indicates that he/she with others may be possessing suitable qualification for the position and conveys no assurance whatsoever that he/she will be recommended or selected for the position. 13. Application form incomplete in any way or not having required educational/ experience certificates and latest photo affixed will be rejected without any intimation. 14. No correspondence whatsoever will be entertained from candidates regarding postal delay, conduct and result of test/interview and reasons for not being call for test / interview. 15. Canvassing in any form at any stage will be considered disqualification. 16. Candidates should be well versed with day to day computer operations and competent to operate user friendly software viz. Tally, MS Word, Excel, Power point, ERP etc. 17. Medical check-up and character and antecedent’s verification / background check may be carried out of the selected candidate. In case of any adverse report received, the selection of the candidate will be treated as null and void. 18. The selected candidates shall be initially posted at MDI Murshidabad Campus, Jangipur. However they are transferable in future to other campuses of MDI. 19. All candidates appearing for Presentation and Interview will be reimbursed AC-III rail fare in the shortest route on production of proof of journey. No other allowances will be admissible. Page 3 of 4



How to apply: 1. Application form should be downloaded from the Institute website. Completely filled application form along with enclosures and Curriculum Vitae in a closed cover superscribing the post applied for should be sent to any of the following two addresses latest by 14-Feb-2017. Registrar, MDI Murshidabad, Kulori, Post – Uttar Ramona, Raghunathganj, District – Murshidabad, PIN-742235, West Bengal OR Registrar, MDI Murshidabad, DB-3, Sector-1, Salt-Lake, Kolkata – 700064 (West Bengal) 2. Applications received after the last date i.e. 14-Feb-2017 will not be considered for any reason whatsoever, including postal delay. 3. Separate application form should be filled, if applying for more than one position. 4. Application should be submitted in the prescribed format only. Candidate should enclose selfattested copies in support of their age, educational qualification, experience etc. 5. No objection certificate to be produced at the time of interview if employed in Govt./Semi Govt./PSU organizations. 6. Applications submitted in email will not be entertained. For details of MDI Murshidabad activities, please visit our Web-site, http://www.mdim.ac.in Registrar
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