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Clerical Assistant 1. Post Graduation in any subject 18000-00 01
(RRTC Coordinator) 2. Computer course of Minimum 6 month duration from a good | Per Month (UR)
' institution

3. Technical knowledge/expertise in data management.

4. Good written and verbal communication skill in English and
Hindi.

5. At Least 2 years’ Experience of working in a good
Organization on similar position.

6. Account books Maintenance skill and Competency.

7. Age Max 45 Years.

Job Responsibilities:
e Work closely with the supervisor/other faculty members/programmatic linkage on setting priorities and
directions.
Participate in development and preparation of reports/documents.
Provide support in all training of doctors from selected facilities under the program which will include training
calendar, batch formation, coordination with specialists/ Medical officers, Coordination with faculty Master
Trainers and all logistic arrangements for the training. .
Keep record data of all trainings and Specialists/Medical officers posted at each facility.
Prepare calendar for on-site mentoring visits to FRUs.,
Support in issuing training/mentoring visit letters to CMSs. Government and UPTSU-IHAT.
Coordination with Faculty and CMSs for on-site mentoring visits.
Responsible for all logistics for on-site visits including carrying of all required resource material/check lists
mannequins.
Undertake visits to FRUs with faculty for logistic support.
Assist in establishing skill lab and will be responsible for its up-keep. °
Maintain all records of field visits.
Keep all expenditure statements and financial records.
Prepare quarterly expenditure report.
Share progress report with RRTC Nodal at Medical College/ UPTSU-IHAT as when required.
Organize internal meeting every month with faculty and attend meetings with IHAT as and when required.
Must be willing to travel anywhere in UttarPradesh with Faculty as and when required.
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Advertiscment form for RRTC project, MLB MC JHS

Application form for applying for the post of Clerical Assistant (RRTC Coordinator) on

contract basis advertised in Maharani Laxmi Bai Mcdical College, Jhansi through ref. no.

4947 / TH0RN0—2023 / $0¥M0—1 / 3R0AR0AN0M0_R1H 30—3rdgaR—2023 (Only by Registered Post)

NS N A w N
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10.
14,

Name of Candidate:-

Father/Husband:-

Date of Birth (As per 10" Certificate Xerox enclosed)

Gender:-

Category (Certificate enclosed) : -
Applied for the post in specialty :-

Permanent Address:-

Corresponding Address:-

Mobile No.:-

E-mail ID.:-

Aadhar No.:-

12. Educational Qualification :-

Recent Photo

S. Degree
No

Subject

Total
Marks

% age

Passing
Year

School/College Name

Boad/University Annex
ure
No.

1 | High School

2 | Intermediate

3 | Graduation

4 | Post
Graduation

S | Any other (If it

is there)

13. Technical Qualification :-

No.

S. Course/Degree

Total % age

Mark

Passing
Year

Name of Institute

01 | Computer Course/Degree

02 | Any other (If it is there)

Page 1 of 2

1
Annexure
No.




Adyertisement form for RRTC project, MLB MC JIIS

14. Technical Qualification :-

Name of Institute

District Name

To

Total
Experience

Job Responsibility

Annexure

No.

No.

01

03

04
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