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DETAILED TERMS AND CONDITIONS FOR ENGAGEMENT OF OFFICE ASSISTANT FOR RSETIs AT BOKARO

ON CONTRACT BASIS

FATAT GGTAF (2 AW A1 AT F o1 srqaer F arenme 9v) #7 Aot~ 3 o s #r Feferfae g 7 o0&t i g 2o e
IAHT ITAT FIAT 2RI

For engagement of Office Assistant (on contractual basis for a period 2 years) the following terms and conditions to be
read and followed by the applicant:

qradr :
Eligibility:
o ATAF FATT drvEeey / v/ ft FH / FopeT 7 g JArirm)
Shall be a Graduate viz. BSW / BA / B.Com / with Computer Knowledge.
o ATHF AFTSTEN T ATH ZET AFTF 2
Knowledge in Basic Accounting is a preferred qualification.
Shall be fluent in spoken and written local language.
o FEf/eUST & wetorar v srfafi=s Faar grefn
Fluency in Hindi / English would be an added qualification.
o THUH HTHHA (AT ¥ UHAA), T 3T Tevae F Foret 2T ATRU
Shall be proficient in MS Office (Word and Excel), Tally & Internet.
o TATAIT TTUT H THIT T FI9T ZIAT ATTAF 2, AAST § T T FI90 29T 37 =T 21

Skills in typing in local language is essential, typing skills in English an added advantage.
o FerfT T FfmTa: 39 Srer 1 Fart 2qr iR s2t aeadt Ruaa 2

The candidate should preferably be resident of the district where RSETI is located.

AT HF FL:

How to apply:

ATaEs OF 4% F Agifia wrET (Aqau-2) § AT FETaSt F A9 Y AT ST FiEu, S g6 d99T2e 97 IUAs g
Application should be submitted in Bank’s prescribed format (Annexure-2) available in our website with necessary

documents.
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= 18 7 A7 afdwaw 45 7 /{ 4
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Minimum 18 years and Maximum 45 years. 4
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Selection Procedure:

forfera after s =t AreTedTT § arasF F T2909 F Arae 97 39T F99 R ST 3w "9y § &% F7 Aty sifaw gnm
FOAT &7 2 T forfaa afverr Fae s3st Ay # st i s

The selection is based on performance in the written test and personal interview. Decision of the Bank in this regard

will be final. Kindly note that the written test will be conducted in English language only.

CECRICIN

Remuneration:
THTRT AT 97 HgaaT 20,000/- F9 (W7 19 FH1 F0F) I A1E 20T

The remuneration will be Rs.20,000/- (Rupees Twenty Thousand Only) per month on consolidated basis.

gen:

Leave:
F) TRl faer £ 7@ A & vF Fozy a9 § 12 27, 570F w7397 97 afdwaw 4 =2

a) 12 days in a calendar year to be availed with prior approval of RSETI Director, maximum 4 days on each occasion.

=) Tt oft Freoy/smeT ww FraterT wETaE F A F v off gt F TR F A WA Tt 21w off gEr dfug qgi v
qFAT| FAST AT & 3T §, GreAT THTH & JT0IA

b) There is no provision for encashment of leave even after exit of the Office Assistant on any reason/ground. No

leaves can be accumulated. At the end of the calendar year, the leaves would lapse.

IGEI:ICTITR

Exit Policy:

At et £ AT F UF 7L & AlTH T

On one months’ notice from either side.

araEa 5T Fo A1 sfaw 73 10.07.2025 2

Last date for submission of application is 10.07.2025.

Prfar T i arerrerTe £t ffr 57 sl e afut & ar oo F aw a3 S

The date of written test and interview will be decided with due consultation with higher authorities and committee for

the same.
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fafeaa w1 gom s o 2 T\ U9 u% ‘o yaew, 3% At SR, arher si=tee st £-17, waw 949, fe
HFT-4, dt.vm. B, drRT, ATEE f9-827004” ¥ @7 o # 10.07.2025 FT AT IHE TEe 9T 4 S TF TEA AT AR
oI 3 o 77 S&E-(FTr) § Frafas qgras & 98 & o srdem 7 e Far S Fiizv) aifors =7 & 93 1w a7 &=y
AL AT HT IHT 7 ATt F2 foar srosm) Fft oft = i 3380 71 Gt o d= Y -Refadt ¥ o & Rreieme 721 2rm)
IHHTEATI T A3 T | 47 Tt 30 orae $3er st &7 Seord F2AT A0 #4115 7} H=17 £-7e1 F Areaw & Frw sy
FoAT ear 3 BF A st TR fmn el o s F fsrmyae gt i et w73 w1 aftem e 31 3t G aeff

FT 79 21 ST 2 A1 Ffes smzer 9t 2 A T 7 7w Gl vty fAst e o @ § saefi/eardiagdy ¥ s
T FTATT AR 2T AR

The duly completed application form should reach us at the address “The Zonal Manager, Bank Of India, Bokaro Zonal
Office, E-17, First Floor, City Centre, Sector-4, B.S. City, Bokaro, Jharkhand Pin-827004" in a closed cover by 4 P.M.
on or before 10.07.2025. APPLICATION FOR THE POST OF OFFICE ASSISTANT IN RSETI-( BOKARO) should be

mentioned on the top of the envelope. Partially filled or unfilled applications will be summarily rejected. Bank will not

held responsible for any postal delay or non-delivery of any communication. Candidates should mention their Email IDs
without fail in application form as all communication will be made through e-mail. Please note that Bank of India reserves
the right to cancel/postpone the advertisement/selection process without any prior notice. If any candidate is selected,
he/she should not be attached to any Government/Private/any other organization on permanent/temporary/contractual

basis as on the date of issue of engagement order.

R A IR R A R e e L 1 A
Job Profile of RSETI Office Assistant;
1. ZF T IZLAT N T FIA F oI FeT F TArey 5= # fRgerd A d@wrr £ agraar wwm
Assisting the Director and Faculty in effective functioning of the Institute to fulfill the objectives of the Trust.
2. TRenfAzent F o Tz FET, ATHTET @17 981, ATSHT T T (TA9TT § UHe T3P agEran))

Maintaining of Cash book, General Ledger, vouchers, as per the guidelines (Presently single entry Book

keeping).

3. /AT F HIsET fRon-fAdern & s avft e, T, dque o atwe w34t w1 v #7n
Maintaining all books, registers, both manual and soft copy as per the prevailing guidelines from
Trust/Ministry.

4. gforEror, At Friars, e arfy & Fafed a9t T21 7 3970 @A A a7
Maintaining and updating all data relating to trainings, Follow up, Settlement, etc.

5. TRor-fadernt F JqaT URATESTH TIT AAET AT A=A FLATI
Creating and updating MIS data as per the guidelines.

6. #TREE FaTe v srer smafers Fare 97T #7747 T97 A F FIHETS F aHT A0 H oOiHe 78, HATAT AT AT
TS TRAT T T AT

-\reparatlon of monthly report and other periodical reports and submission to Trust, Ministry and other

3 agepmes involved in overall supervision of functioning of RSETI.
LT qﬂw%ﬁvmsawmmﬂwam S arfE, gramam afz i saear #7497 ar@e 2)
&/ Organuzmg the required logistics for training including arranging Boarding, Dormitory, etc.
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8. &Y Forer @zt & forw wioreror aresft €7 zrawar FvAn

Arranging the training materials for all Skill batches.

9. wsft wforeqort § sreafiat #7 OStraheor FaaT, gioregat 7 2w safRafy s, wforgst F a3 saffafy s@m
Making registration of candidates in all the trainings, taking daily attendance of trainees, taking boarding
attendance of trainees.

10. fzers gy fREforT srqad 21¢ swartorg F2a1 qar Hee® 1 {are F7am

Conducting follow up visits as directed by Director and reporting the same to the Director.
11, 7Y st ST 7 TEvETd 74T TN ATHAT AT STRT AiEd TG HT GAT A0 TG
Up keeping of all fixed Assets and maintaining of Inventory of items including training materials and
equipment.
12. AT Y [EThT T TETETS TAT TINESA FT ITHT T F ATAT T STAE FIIATI
Maintaining of Library books and issuing books to the trainees as and when they demand.

13. fArors va FT g7 AwT-aay o7 3w ey fAEert/se Ft B O F AT

Carryout all the Instructions/any other work given by the Director and faculty from time to time.
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