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Government employees 

retired as Under Secretary 

(pay level-ii) or equivalent 

with at least 5 years 

experience of financial 

management / budget / 

Government treasury 

accounting. 
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Government employees 

retired as Accountant with at 

least five-year experience / 

Accounts Officer/Audit 

Officer with at least 3 yrs. 

experience.  
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 Graduation in any discipline. 

 Typing speed of 40 wpm.   

 Diploma/ Certificate Course (1 year) in Computers.  

 Knowledge of MS Office Suite (Word, Excel, Power 

point, etc.), Adobe Reader, Internet, E-Mail, etc. 

 Candidates should have minimum experience of 2 

years in similar position 

1. Data entry work using computer 

and appropriate software; entering, 

updating, verifying, and/ or 

retrieving data into/ from various 

sources; and ensuring accuracy 

and confidentiality of information 

recorded. 

SSLC or equivalent  

Age limit from 18 to 32 years 

Receipt, Dispatch, etc., 
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