(OVATION
e

¢
3 .,
%

Uy R P (S

CENTRE FOR MEDICAL INNOVATION AND ENTREPRENEURSHIP
CMIE

All India India Institute of Medical Sciences, New Delhi
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Applications are invited for the post of Data Entry Operator on a contractual basis for the Center for Medical Innovation &
Entrepreneurship (CMIE), the AlIMS Bioincubator at All India Institute of Medical Sciences, New Delhi sanctioned for 1 year.

Qualifications and

Name of the post and Job Description and No. of posts

Emoluments

Place of Work
Experience responsibilities and age limit
Data Entry Operator Essential Qualification: To be responsible for entering One post, Age « 4 days at AlIMS, New Delhi
Emoluments: Rs. 25,000 per Graduate in information data into different computer data limit: 30years + 2 days at CMIE - AlIMS office
month(Fixed). technology or other discipline

bases, manage and maintain
effective record keeping. In
addition, they may be
responsible for organising files,

with degree in Computer
applications.

at NCI - Jhajjar Campus.

Experience: Candidate should

have1-3 years’ experience of data

entry or related office experience,
Working knowledge of Microsoft
Office with computer skills. A
speed test of not less than 15000
key depressions per hour through
speed test on computer. Fluency

coliecting and managing data to
been entered into the computer
and other Duties related to the
incubator. Assist in office
management, website

management, correspondences

and interaction over phone,
emails.

(Bus service available from
AlIMS, New Delhi to NCI, Jhajjar
Campus)

in English to draft the letters, POs
and other incubator related
documents.

Preference will be given to
candidate with experience in
graphic designing and
independent working capacity
and a basic knowledge on
financial documentations.
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TERMS AND CONDITIONS

« Appointed candidate will be assigned to work and look after day-to-day activities including incubatee’s work
progress, organising meetings, and scientific interactions/supports at both offices of CMIE facility; i.e CMIE -
AlIMS, Delhi Office and CMIE - AlIMS, NCI -Jhajjar Campus.

« Candidates should send their application mentioning the post applied for through email with an updated biodata
according to the specific requirements mentioned in the advertisement.

« The copies of all the testimonials in support of the qualifications & experience should be sent through email
subject to verification at later stage.

« The age limit, qualifications, experience and other requirements can be relaxed at the discretion of the Controlling

~ Authority, in case of candidate otherwise well qualified for a specific position.

« Duration of the appointment - 1 year. The position is presently under project mode and will be co- terminus with
the project. The post is extendable if the project receives an extension.

« The appointment will be initially for a period of three months which may be extended based on a satisfactory
performance evaluation.

 The experience requirement specified shall be the experience acquired after obtaining the minimum educational
qualifications required for the post.

« Mere fulfilment of the minimum prescribed qualification and experience will not vest any right on a candidate for
being called for interview.

« Only the candidates short listed by a duly constituted Screening Committee will be called for interview.

« The decision of the Committee in this regard will be final. No interim inquiries in this regard will be entertained.

 Canvassing in any form will be a disqualification.

Candidate may submit their application along with a detailed CV, related documents and experience details
at: cmie@aiims.edu with subject “Application for the post of Data Entry Operator”

Last Date of Application: 15t April 2025
Shortlisted candidate will be intimated for interview through email.
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feifésear Far=IR 31R e ¥ P (CMIE), AlIMS IRTERET, 31f&e TR 3mgfdsre e, 7 feel (AIIMS) & T dfderere MR w $er ¢t
TR b Ug Bl 1 a9 & foiq 3mae smwfaa fosg Sird €

g &1 A AR AT Argar 3R 3 Aef 1 faeror 3R Grdafal v & dw sik B Tere
31 T
ST TR AGT: | 3TaRaS AVadT: YT § Fad ST &5l B b TQ foimigR g Tep U, - 417 AIMS, 7€ Reett
%.250009fd | AP AT s IR PR W A dger T W der R, 3y T 30 o 4
HET (fF2R) 1 fetit & rer smae| Teifed 3R 1T 75 Tt Repié - 21T CMIE - AlIMS
_ IIT: IFIGAR BT S BT 1-3 a8 HIfUTI ¥ TP 31A™@T, T 8 b & Frafed § NCI -
T IHT BHT 1T Ul I Wafea BISAI BT AT B B folg oo URRR A
BRIfHD M 3T § h H & foig Brger W gof fasar mar ' AlIMS, 7€ feeett § NC,
Bl2e| U 15000  HH &Y 71fd 3R 31 BRI gRgae § Haftd SIooR BHH)

Wigorafd o ol WA F AIA T THgER | BRITAT § FERIT o
YR W A 90Tl U7, W dIR e, d99Tse YaHE, TER 3R
H F fog 3 # urmaTg 3R B W gradid, |
3 $IgEeR U Heftid et |
Areiftiehdr & STQt 3igva arel
IRfICaR BT Afthes fewmsfm 3ik
s B emar 3R faxdiia exarasi
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CMIE gfaem & QA raferal § dsmfies gedaemmme; srafq CMIE — AlIMS, fiewi drafaa 3ik CMIE — AlIMS, NCI -gfsoR URIR|

- 3uiaRY BT 31U 3MdeT B $q F ArH F VST AMEY SR 37mae P 1€ UG BT 3o 8 3R 37T e 8 fasied § SefEd faferse
ITARIBATN &b AR

- It ywToT UFY Y Uit S avaara 3R 3rgHa & gwef A € S0 & Are § Wolt ST T1fel 1. % °ROT § HedTu Wb 31|

- 377 AT, AIATY, 37 3R 31T ATaIBATS RS F fade W el 6 511 emd! & 31fUeR, afe 3nfiear et 3w ug & foly smyer sl &g
q A gl

- fgfers Y 3rafer — 1 af| I8 U< adAm & RS oie & # 33U 9 9E-HaT B gRATSn1 i aRaNSTHT @l faedR fierdr 8 af ug serar S
B

- Figfers 91 # @9 7EIH B 3rafe & foig grft {9 Halosiaes & HTHUR W S8R ST Hbdl 8 WaRld Hedich |

- fAfée 3rua Y sraegesdr ag 3gud gl <Y gaw eiftie rd # F 1g U AT AT 8 U’ % Y saedes araan |

- qa gAaw FufRa drgar 3k 3rgva $Y gfT F St 3pficar 1 ArenapR F AT gam &1 H1E AR T8 AT FanehR & Ay geIrg STH &
feig)

« IqeT 37 IFNGART BT WETBR & fog garar sem S5 g fafaaa nfsd whifm afafa gr eiéfeve fbar mar 21

+ 59 Ay F wfafd o1 Aol sifdw € g Say § B siqRe qears T B et fw it v #F e e s e

InflgaR 3T 3Mde favga W, Heifta gz 3R 3rgva faeror & e ST X W §: emie@aiims.edu fawa &
Y “Application for the post of Data Entry Operator”

3 & sifaw fafer: 15 3iier 2025
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