Knowledge Consortium of Gujarat

Opp. PRL, Nr. L. D. Engineering College, Navarangpura, Ahmedabad

Instructions for Recruitment of various posts at Knowledge
Consortium of Gujarat on Eleven Month Contractual Basis

1) Introduction:-

(2019-20)

Online and Offline Applications are invited in prescribed format for filling
up of the vacant posts at Knowledge Consortium of Gujarat, Ahmedabad.
Eligible Candidates are required to submit and send their application
along with necessary documents from dt: 14/03/2020 to dt:
24/03/2020 at Knowledge Consortium of Gujarat by Registered
AD/Speed Post. Applications submitted in person at KCG will not be
acceptable. Knowledge of Gujarati Language is mandatory for all

posts.

2) Details of Vacant Posts, Educational Qualification, Experience etc.

The details of Vacant Posts, Minimum educational qualifications
required, experience required, age limit, consultancy fees etc. are as

under:

i) Post Name - Consultant Grade A3, A6 and A7

Sr Total | Minimum Qualification (Sound Knowledge
No. Post Post of Computer is compulsory for all post)
1 Consultant 01 M.Sc. with Statistics with at least 50% from
Grade A3 recognized University
5 Consultant o1 M. A. with Gujarati with at least 50% from
Grade A6 recognized University
3 Consultant o1 Master Degree in any discipline with at least
Grade A7 50% from recognized University

Following shall be applicable to Consultant Grade A3, A6 and A7:-
a) Experience: 02 Years of Educational Institutes Experience is desirable
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b) Consultancy Fees: Rs. 30,000 per month (Necessary deductions like TDS
etc. will be made from the fees)

c) Maximum age limit applicable will be 35 years;

d) Duration of Contract will be 11 months.

e) Skills desired for the post:

a.

b.
C.

= R

Must be creative, innovative, should have non-conventional and
out of box approach thinking

Techno-savvy equipped with Good IT skills

Leadership Skills - Must be able to carry out programmes
independently,

Team management skill - Must be able to manage a diverse team
and a large number of partners, must. have habit to work in a
group

Project management skill, Networking skills,

Conflict resolution , Development of system,

Basic Understanding of accounts and finance management

. Computer proficiency, knowledge of Microsoft Office, Internet, etc.

f) Roles and responsibility of the Consultant Grade “A3, A6 and A7” will

be:-
®

Overall management and monitoring of Initiative/project allotted
Content writing for various schemes, initiatives, projects, events
etc.

Preparation of Modules, Proposals, Presentations, etc.

Preparation of Project Report and Report Analysis thereof

Budget Planning for the Initiative, Fund Management and
Optimum Utilization of Fund

Administrative responsibilities like Campus Management, Event
Management, HR Management, Promotion and Publicity of KCG
Programs, Maintenance of all type of Records, Maintenance of
Assets etc.

Purchase Procedure - Preparation of Tender Document and
monitoring of Tender Process, Selection of Agency/Firm etc.

Any other work assigned by KCG Authority.
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ii) Post Name - Consultant Grade B1 and B3

Post Total | Minimum Qualification (Sound Knowledge
No. Post of Computer is compulsory for all post)
Consultant M. A. with English with at least 50% from
1 01 . . .
Grade Bl recognized University
2 Consultant o1 M.Sc. with at least 50% from recognized
Grade B3 | University

Following shall be applicable to Consultant Grade B1 and B3:-

a) Experience: 02 Years of Educational Institutes Experience is desirable

b) Consultancy Fees: Rs. 25,000 per month (Necessary deductions like TDS
etc. will be made from the fees)

c¢) Maximum age limit applicable will be 35 years;

d) Duration of Contract will be 11 months;

e) Skills desired for the post:

a.
. Noting, Drafting, Presentation Skills, Report Writing Skill

o oo o

g.

Good power of expression and Analytical skills.

Team Work, Self-Management, Self-Learning etc.
Willing to travel as per the need of the project,
Essential Computer and IT skills,

Planning, Conflict Resolution,

Documentation Skills

f) Roles and responsibility of Consultant Grade “B1 and B3” will be :-

Communication with Universities and colleges for data collection
Communication with experts, preparation of schedules

Designing, planning and execution of events, seminars, workshops
Proposal making, Report Preparation, preparing Presentation
Preparation of Tender documents, advertisements etc.

College visit-field visit

Grant disbursement, preparation of grant orders, Collection of
utilization certificate of the grant disbursed

Bill verification, Bill Payments, preparation of Vouchers for Bill
Payment

Budget Preparation

Documentation, preparation and maintenance of reports
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Meeting arrangements and Administrative Works like Campus
Management, Event Management, HR Management, Maintenance
of Assets and Records etc.

Any other work allotted by KCG Authority

iii)j Post Name - Consultant Grade C
Sr. Post Total | Minimum Qualification (Sound Knowledge of
No. Post Computer is compulsory for all post)
Consultant Bachelor Degree in any discipline with at least
1 30 . . .
Grade C 50% from recognized University

Following shall be applicable to Consultant Grade C:-

a) Fresher can apply/ Experience is desirable.
b) Consultancy Fees: Rs. 15,000 per month (Necessary deductions like TDS

etc. will be made from the fees)

c) Maximum age limit applicable will be 30 years;
d) Duration of Contract will be 11 months;
e) Skills desired for the post:

S® ™0 a0 o

Noting and Drafting skills

Willing to travel as per the need of the project
Essential Computer and IT skills,

Planning, Conflict Resolution

Report Writing and Presentation Skills,
Documentation Skill

Team Work, Self-Management, Self-Learning etc.

. Time Management

Roles and responsibility of Consultant Grade “C” will be :-

Noting Drafting- Letters of different types, preparation of work order,
office order, submissions

Preparation of Tender documents, advertisements,

Report writing, Presentation, Documentation,

Communication with colleges and Placement agency regarding
Placement of students

Communication with Colleges and Universities

To prepare reports and upload it on the website,
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* Meeting arrangements and Administrative Works like Campus
Management, Event Management, HR Management etc.
e Any other work allotted by KCG Authority

iv) Consultant Legal

Minimum
Total Qualification (Sound
Sr. Knowledge of .
Post Post . Experience
No. Computer is
compulsory for all
post)
o, | O3 Lo oo o
Consultant- Preferable) with at .p & .
1 01 experience of legal practice
Legal least 50% from . )
recognized University required. Legal Drafting
&n Experience essential.

Following shall be applicable to Consultant Legal:-

a) Consultancy Fees: Rs. 40,000 per month (Necessary deductions like TDS
etc. will be made from the fees)

b) Maximum age limit applicable will be 40 Years;

¢) Duration of Contract will be 11 months.

d) Roles and responsibility of Consultant Grade “Legal” will be :-

Making/preparing Affidavits, to provide necessary guidance for the
same to concerned authorities

Analysis of the legal notices received, preparing points and legal
case of the same

To give advice on legal conspiracy for the policy oriented matters;
To remain present in High Court and other subordinate courts on
behalf of Officers and to make the authorities aware about the case
proceedings

Keeps cases organized by establishing and organizing files;
monitoring calendars; meeting deadlines; documenting actions;
inputting information into file database

case management software;

Confirming case status with attorney.

Page 5 of 10




e Any other task/activities allotted by authorities of Education
Department and Commissionerate of Higher Education

3) Criteria for Calculation of Marks for Merit Preparation:-

SN

Particulars Maximum Marks

Graduation Degree:

A | Calculation Method: (Total Percentage | 10 Marks (on the basis of merit)
of Graduation *10)/100
Post-Graduation Degree
B | Calculation Method: (Total Percentage | 10 Marks (on the basis of merit)
of Graduation *10)/100
C | Experience Marks (01 Mark Per Year) | 10 Marks
70 Marks
(Written Test and Computer
Proficiency Test - 25 Marks,
D | Interview (with Skill test) By Expert Committee:
Group Discussion - Language
Proficiency — 20 Marks,
Personal Interview - By the
Committee - 25 Marks)
Total 100 Marks

Merit list will be prepared after all tests and procedure. Minimum cut off

marks is to be obtained by the candidate is 60%, as per scheme given in above

table.

4) Recruitment process and Norms
1. Firstly written examination will be conducted by KCG. The schedule and

syllabus of the written examination will be available on KCG Website.
Candidates are informed to check KCG Website
http:/ /www.kcg.gujarat.gov.in on daily basis. The Written Examination
of total 200 marks will comprise of two Tests: 1. Primary Written Test of
100 Marks and then after 2. Computer Proficiency Test of 100 Marks.

. Candidates who will secure minimum 60% in the written examination

will be called for Group Discussion and Interview. In case, candidates
does not secure desired percentage, the chairman of the Selection
Committee is empowered to reduce the percentage of minimum passing
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marks for written test, in such a manner as desired to fill up all the
posts.

. Candidates having secured minimum cut off marks will be called for
further process of Group Discussion and Personal Interview. The
Interview will be conducted minimum for 1 round and maximum to 02
rounds. In this Process of Interview, Analytical Skills, Working with
group skills, Presentation Skills, Psycho Analytical Skills, Creative
Thinking, Language  Proficiency, Critical = Thinking,  Writing
Gujarati/English and Proficiency in Spoken English etc. will be
evaluated and the scores secured by the candidate will be added in the
previous merit list and thus the candidate will be selected for respective
post. The venue of the Group Discussion and Personal Interview will be
KCG Office, Ahmedabad. The decision of the Chairman of the Selection
Committee regarding all recruitment process will be considered final in
all matters. All the Applicants will get information regarding Date and
Time of Interview through Email given in the Online Application Form.

. After completion of the entire procedure, Final Merit list will be prepared
as per the above criteria and calculation of marks mentioned in above
Table. Candidates will be taken into consideration who has secured
overall cut off of 60% or the minimum marks as decided, as laid down by
KCG.

. As per the requirement of various posts, the top most candidates in each
declared post will be called for document verification. After document
verification, appointment letter will be given to the eligible candidates
after signing of agreement only. All applicants should note this.

. Mere applying for the post or called for further selection process does not
mean that candidate is selected. The appointment is given after the
declaration of final merit.

. All the correspondence regarding recruitment and selection procedure
will be done through Email only. So it is instructed to all candidates to
check Email daily and don’t switch off Mobile Phones.

. Applicant has to come at their own expenses at the place of written test,
group discussion and personal interview on the time mentioned in the
Email. No TA/DA or any allowance will be given to any Applicant.

. In case applicant tries to influence or make any political pressure, the
candidature of that Applicant will be cancelled automatically.
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5) Process of Making an Application

The application of the candidate will be acceptable and valid only after
completing the entire process as under:

e Step 1: Candidate will have to download and print the Application Form
from http:/ /www.kcg.gujarat.gov.in website.

e Step 2: The Candidate is required to fill the complete details in the
Application Form and send the same filled Application form along with
all the necessary documents of proof (duly self-attested by the
candidate) such as School Leaving Certificate, Mark sheet of Graduation
and Post-Graduation, Degree Certificate of Graduation and Post-
Graduation, Experience Certificate etc. on or before dt: 24/03/2020,
time 17:00 Hrs. by Registered AD/Speed Post on the following Address.
Applications submitted in person at KCG will not be acceptable.
Kindly note that, after the prescribed time limit application will not be
accepted and will not be taken into consideration in any way.

» Step 3: Candidates are also required to fill the online Google Form by
clicking the link mentioned/given on the Website.

Note:

1.The application shall be valid and acceptable only if the candidate has
filled the online Google Form and has sent the physical copy of
Application Form by Registered AD / Speed Post along with necessary
documents to KCG. So the candidate is required to take both the matters
into consideration for application for any post.

2.All instructions regarding Recruitment process will be available on the
website or through Email to the respective applicant. So it is instructed
that all applicants should check the Website and Email on daily basis.

Address of sending the application form with all necessary
documents of proof is as under:

Knowledge Consortium of Gujarat

‘Pragna Puram’ Campus, Opp. P.R.L.

Between L.D. Engineering College and Girls Polytechnic,
Navrangpura, Ahmedabad - 380015.
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6)

a)

b)

d)

General Instructions for filling up of omnline application form and
overall recruitment process:-

CEO, KCG and The Chairman of Selection Committee have the right to
change in the above number of posts or alternate the number and
qualifications of various posts.

Eligible Applicants have to apply online within the prescribed time limit.
Please visit the website of http://www.kcg.gujarat.gov.in for making an
application.

Applicants are required to read the instructions and advertisement
given on the website carefully before filling up the application form. The
Application Form filled by the Applicant is taken as Final and No
modification can be done after the submission of the application. No
request from the Applicant for any modification in application will be
taken into consideration, in normal situation.

Kindly note that after the prescribed time limit application will not be
accepted and will not be taken into consideration in any way. The
candidate will not be allowed to make any changes in the filled form
afterwards and if the candidate makes any mistake in the form
intentionally or unintentionally, that application will not be taken into
consideration and candidature of such person will be cancelled. The
responsibility of the same will be that of the Candidate.

It is mandatory for the Applicant to give his/her Email ID & Mobile
Number in the application form which should not be changed untill the
completion of recruitment process. So that necessary instructions and
information can be sent under any required circumstances.

Application can be made for maximum three posts. While filling up the
application form, candidate will have to choose maximum three options
from various posts available. Application form of the candidate who will
choose more than three options of various posts will not be accepted
and such form shall stand cancel.

o All the information regarding recruitment on various contractual
posts, all details/instructions will be available on KCG website
from time to time.

e If the candidate remains absent in any of the selection procedure
on the specified date and time at the venue, candidature for
selection of such candidate will be cancelled automatically. The
decision of the Chairman of the Selection committee will be final
and abiding in all matters.
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Document verification:

Selected candidates document verification will be done after
completion of personal interview process only. Disciplinary action will
be taken against the Applicant who tries to produce
forged/bogus/invalid documents or where original documents are
found to have been tempered with, such application form will be
cancelled and the decision of the Chairman of the Selection Committee
will be considered as final and abiding.

Applicants, who submit false / incorrect / wrong information in the
application, will be disqualified. If the information given by the
Applicant is found to be false/ incorrect / wrong or erroneous then
he/she will be disqualified either at the time of appointment or before.
The decision of Chairman of the Selection Committee will be
considered as final and abiding.

Applicants may contact Help Line number from 10:30 am to 5:30 pm
for any queries or any help or difficulty arising in submitting
application.

» Purvi Pandya (kcgrecruitment201920@gmail.com)
» Jaimini Vyas (7777968522)
» Sneha Soni (8490044716)
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