Detailed Advertisement

IIM Ranchi, an Institution of National Importance, and a premier Business School, invites
applications for the following post:

S| No. Name of the post Pay No. of posts
1. Senior  Administrative  Officer | Pay Level 11/ |1 (UR)
(Regular/ on Contract) Consolidated Pay

The details of the position are provided below:

1. Senior Administrative Officer (1 Position-UR) (Regular/ On Contract)

A. Minimum Qualification:
a) Post Graduate Degree in Management / MBA / PGDM or equivalent from a recognised
University/Institute;
b) A minimum of fifteen (15) Years of relevant administrative experience, out of which five (05)
Years must be in the Pay Level 10 or equivalent. Candidates with experience in [IMs/ lITs/
Centrally Funded Institutions will be preferred.

B. Age

Not exceeding the age of 50 years as on last date of application.

C. Job Profile
The Candidate will be responsible for implementation and follow up on administrative and
policy matters. The Senior Administrative Officer (SAO) of the Institute will perform a set of

administrative responsibilities in accordance with the rules and policies of IIM Ranchi.

D. Remuneration
Pay Scale: Level 11 as per 7'" CPC with other allowances for regular appointments.
A Consolidated Salary of Rs. 1,20,000/- (Gross) will be paid every month during the term of
the contract for contractual appointments. If any retired senior official from Central/State
Government/ CFTIs/ Public Sector Undertakings/ Defence Forces is selected, his/ her

consolidated salary will be fixed as per Govt. of India guidelines.

E. Contract Period

For Regular Appointment: As per rules of the Institute.
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For Contractual Appointment: The initial contract period for a selected candidate will be 2 (two)

years. The duration of the Contract may be extended for a further period of up to 2 (two) years

on a 1+1 year basis, subject to performance review and requirement of the Institute.

GENERAL INSTRUCTIONS/ INFORMATIONS/ CONDITIONS RELATED TO ADVERTISED

POSITION

1.

10.

Candidates are requested to apply online through the website

https://www.iimranchi.ac.in/, as per the prescribed procedure along with relevant
documents. The starting date to apply online is 13" September'2023 and the last date
to apply online is upto 5 p.m. on 4th October’2023.

The candidates should possess sound health, good moral character and should not
be involved in or related to any criminal case or any type of offense/ act involving moral
turpitude.

After successful online submission of application, a print out of the application form
must be obtained and submitted when called for interview. It will be required at the
time of document verification/interview. Hard copy of the application is NOT to be sent
to the Institute.

Candidates are advised to fill their correct and active e-mail addresses in the online
application form, as all correspondence will be made by the Institute through e-mail
only. Interview schedule and requirements with regard to copies of certificates to be
submitted in respect of claims made in the online application will be e-mailed to the
candidates in their registered e-mail. No separate letter by post will be sent for this
purpose. Further, for any updates, please visit the Institute website regularly, as any
subsequent amendment will be announced on the Institute website only.

The relaxation in age to candidates belonging to SC/ ST/ OBC/ PwD/ Ex-Servicemen
candidates will be as per Government of India rules.

SC/ ST/ OBC/ PwD/ Ex-Servicemen candidates are required to produce the relevant
certificate as per the format prescribed by the GOI, at the time of interview.

Relevant experience gained after the minimum qualifying degree will only be taken into
consideration.

The experience requirement is relaxable at the discretion of the Institute.

The applications received in response to advertisement will be scrutinized and short-
listed candidates only will be called for interview. Merely fulfilling the requirements laid
down in the advertisement will not automatically entitle any candidate to be called for
interview.

It is the responsibility of the candidate to assess his/her own eligibility for the post for

which he/ she is applying in accordance with the prescribed qualification, experience
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

etc. Suppression of factual information, supply of fake document, providing false or
misleading information or any other undesirable action by the candidate shall lead to
cancellation of his candidature.

Application forms incomplete in any way or not having required educational /
experience certificates / the latest photograph is liable to be rejected without intimation.
Those who are working in Government/ Public Sector Establishments/ Autonomous
Institutions will be required to produce a No Objection Certificate, if called for Interview.
Certificate in support of experience should be in proper format i.e. it should be on the
organization’s letter head bearing the date of issue, specific period of work (in
DD/MM/YYYY format), nature of duties, name, designation, Pay particulars and
signature of the Administrative Authority/Owner of the organization along with his/her
seal.

The institute reserves the right to fill or not to fill the post advertised. The Institute
reserves the right to reject any application/ candidature at any stage of the recruitment
process without assigning any reason to this effect. The Institute reserves the right to
withdraw the advertisement at any time without assigning any reason whatsoever.
Selection will be made on the basis of candidate’s previous records and their
performances in the interview.

The competent authority of IIM Ranchi reserves to right to conduct interview for the
position advertised to select suitable candidates.

Only shortlisted applicants will be contacted.

Number of posts advertised may be treated as tentative. The institute shall have the
right to increase/ decrease the number of posts at the time of selection and make
appointment accordingly.

Contractual appointments do not create any right whatsoever to any claim for future
appointments in any contractual or regular position

The Institute reserves the right to decide criteria/ procedure for shortlisting of the
candidates.

The selection committee may decide its own method of evaluating the performance of
the candidates in interview.

The Institute may verify the antecedents or documents submitted by a candidate at
any time, including at the time of appointment or during the tenure of the service. In
case, it is detected that the documents submitted by the candidates are fake or the
candidate has clandestine antecedents/background and has suppressed the said
information, then his services shall be liable to be terminated.

No correspondence whatsoever will be entertained from candidates regarding conduct
and result of interview and reasons for not being called for interview. Canvassing in

any form lead to disqualification.
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24.

25.

26.

27.

28.

No TA/ DA shall be paid to the applicants for appearing in the interview.

In case of any inadvertent mistake in the process of selection which may be detected
at any stage even after the issue of appointment letter, the Institute reserves the right
to modify/ withdraw/ cancel any communication made to the candidates.

In case of any dispute / suites or legal proceedings against the institute, the jurisdiction
shall be restricted to the Courts at Ranchi.

In case of any dispute / ambiguity that may occur in the process of selection, the
decision of the institute shall be final.

Corrigendum/addendum, if any, will be made available only in the institute website,
and will not be communicated to any person individually. Hence, all the applicants are

advised to visit the institute website regularly.

Sd/-

Director
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