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X 37w SFEa \&,
Bank of India BOI

Wedl 3ffere sratad
KHANDWA ZONAL OFFICE

IRACT WedT & iU HASHS MYR R $Aiad Jgad
P Ug & foru fawar & 31 3R fram
DETAIL TERMS AND CONDITIONS FOR ENGAGEMENT OF
OFFICE ASSISTANT ON CONTRACTUAL BASIS FOR RSETI KHANDWA

* AT TgIF & TfAT 3MYR R HUR T80T & forw Fufafad 2t $ik fadt &1 smagawdf grr
UeT 3R UTa fobar ST Anfgu|

o For engagement of OFFICE ASSISTANT on contractual basis the following terms and conditions to
be read and followed by the applicant.

PITAY AgTP & AT urrdn

Eligibility for Office Assistant

o TP B AT o o Nuassy/ay/« im, Sd $eR I 811 g aaie &1 3

SR Qg B

¢ Shall be a Graduate viz. BSW/BA/B.Com/ with computer knowledge. Knowledge in Basic
Accounting is a preferred qualification.

o G YW H Sie R forea # yarg 811 fdt / sl § vare U sifaRe divan gl

¢ Shall be fluent in spoken and written local language. Fluency in Hindi / English would be an
added Qualification.

o THTY Y (@S 3R TaRa), et 3R Sexe § Fgur g1 Tnfgu | it vy H erg i wrere
SIard B, Sl H Trefti Siere U SffaRed a5l
e Shall be proficient in MS Office (Word and Excel), Tally & Internet. Skills in typing in local

language is essential, typing skills in English an added advantage.

FY AT B
How to apply

3TdeH gHRY JeTSC U SIS fovan SHT AfeT SR fagiue & Ifeifad ud IR 3iawyes Sl
& 1Y §F & Fuila urey o vgd frar S =nfgel

Application to be downloaded from our website and should be submitted in Bank’s prescribed
format with necessary documents to the address mentioned in the advertisement.
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No of Posts
SRS Wedl & fau diF ara ot 3af & fAw dAfigrare sNYR W te Frfad I/ | I8 ey

ufa o Jause yeRiF/ aaiie R/ aeR & YR R e gRT affe gRaae-
3R TANHROT & SHefF g1 3Iay Bl fhat 1t vel gRI TP HeH B ANy G I fosdT S Fehell 5

One Office Assistant for RSETI Khandwa on contractual basis for Three years period Subject to
annual review and renewal of the contract by the Director once a year on the basis of satisfactory
performance/ professional conduct/ behavior. The contract may be terminated by either side by giving
one months ‘notice.

3T AFGS
Age Criteria
IHGaR & AU aie-1a o 3 <AaH 22 T 3fR Sfiddd 40 I § (06.09.2025 HI) IR fhed &

3|
Desirable entry age for the candidate is Min 22 years and Max 40 years (as on 06.09.2025) subject to

physical fitness.

TI9 ufspar

Selection Procedure

g IFICaRT &I IWId Ug & [T 3Tded HId THY Tg UTg BT gIT:

All candidates applying for the above post will have to clear: -

fafea adtem: - I 39, dvdr, b 3R HEER &l BT Jeih- &1 & A

¢ Written Test: - to assess General Knowledge, aptitude, Reasoning & Computer capability.

o TR FIYTPR: - AR &, Aed 0T, EfDDH 07, T THILT &dT R UfRre3ft & Iy Aersiid
PR DI &HA BT HTHA B b AT, [dHr efBHI0T| Aie: Had d IHIGaR SN faRad wien & aaar
It D1, 3o HI&Teh R/U¥fd & et e Sime |

o Personal Interview: -to assess communication ability, leadership quality, attitude, problem solving
ability and ability to get along with the trainee’s, development approach.

ie: ad ag! Iuficar o fafaa usiem & giadr e &3, 3¢ FIATHR/URdae<ul & fau
T SITET |

NOTE: Only those candidates who qualify in written exam will be called for
interview/presentation

dd9 Remuneration

3d ufd |18 £20,000/- BN

The remuneration will be Rs. 20,000/- per month.

3Tae AT 4 ot 3ifad fafyr 20.09.2025 g1

Last date for submission of application is 20.09.2025
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SRHTY 3TdeH U &1 "3fafa® udesw, & 3 §fear, Wsar siafas srafay, §.8. iaw s,
3T TR, Wsdl 450001 (A.1.)" TR 20-09-2025 & UgH UT 4 Tof 9P U §¢ HaX W UggHT A1eq|
IARA! FHATTT TeP & Ug & AT 3ded U & M W I fvar wirar anfew) @hiffe wu d
WX BU T 3R 3T U 3RAIPpd B 2T S| 9% et oft 319 &t & fow SwieR =18 g
Sufiearl &) 3mded uxr # fA1 et S S0 33 St HT I BT TeT FifPp Y JER §-
Ad & Hread | forar simemm | suan s @ f d Sifw sfean fagmua/a= ufsa & ©d @ &
31 Te/ufia 3 &1 ARPR Y@ar 31 afe #13 Suftear wafyd ghar @ ot ag suwadr Sme=r Wi
g @ fafy wR 5t e wRa/fAeil/fansdt s Te & wIrfl/erRumil/sgey R 98 &1 g
IIeu|

The duly completed application form should reach us at the address“The Zonal
Manager, Bank Of India, Khandwa Zonal Office, B.T. College Road Anand Nagar
Khandwa 450001 (M.P.)” in a closed cover by 4 P.M. on or before 20-09-2025. Application
for the Post of RSETI Office Assistant should be mentioned on the top of the envelope.
Partially filled or unfilled applications will be rejected. Bank will not be held responsible
for any postal delay. Candidates should mention their email id’s without fail in
application form as all communication will be made through e-mail. Please Note that
Bank of India reserves the right to cancel/postpone the advertisement/selection process
without any prior Notice. If any candidate is selected he/she should not be attached to
any other Govt/Private/any other organization on permanent/temporary/contractual
basis as on the date of issue of engagement order.

R} Bl YeTadh BT b MBI

Job Profile of RSETI Office Assistant

1 I & Il DI il & U e SR A o1 wHTdt Hrivomedt § TeradT &

Assisting the Director and Faculty in effective functioning of the Institute to fulfill the objectives of the
Trust.

2. ¢ GKID, AT ok, AR &1 JERAT4, [GRMACRN & SR | @aqH H Ted Wiaf® sgrard) |
Maintaining of Cash book, General Ledger, vouchers, as per the guidelines. (Presently single entry
Bookkeeping).

3. TX/FATT & aaAH femn-Fee & R gt fdre, IorRe=t, ST Agard 3R Titke 1ot BT [aETa

HATI
Maintaining all books, registers, both manual and soft copy as per the prevailing guidelines from
Trust/Ministry.

4. UfRn&uT, Widl-3, Fuer snfe ¥ Tefda gt SeT o §91T IT@HT 3R 3uSe ST

Maintaining and updating all data relating to training, Follow-up, Settlement, etc.

5. FER & SFUR THIMSUY STl §MT 3R 3UseT HRAT
Creating and updating MIS data as per the guidelines.

6. AT RUIE SR 30 THg-THg WR Rl &1 dart 3R I o¥e, FAT 3R 3= TSIl &l URdd BT
S RSETI & HTHBTS &1 TH FRA & 2nfird g |

Preparation of monthly report and other periodical reports and submission to Trust, Ministry and other
agencies involved in overall supervision of functioning of RSETI.
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7. UfRI&01 & foU 3axges dffoiRe s ! Iudsy &1, forgd difeT, Siftfest, sife &) sqawin oA Wi
gl

Organizing the required logistics for training including arranging Boarding, Dormitory, etc.

8. gt pierer 9t & o ufrerr IrEh & afRid Sl

Arranging the training materials for all Skill batches.

9. Tt Ufreron #f IWeaR} &1 USiimR0T &1, UiRIesh o ¢ Iufufa am, uflRiegstt ot aifém IJufufa
SEil

Making registration of candidates in all the trainings, taking daily attendance of trainees, taking boarding

attendance of trainees.

10. F1e=® gR1 Y SAR widl-3m fafvie a1 oIk $9 1= &1 RUIE e

Conducting follow-up visits as directed by the Director and reporting the same to the Director.

11, gt el Tufua o1 ReATg FRAT SR IEh iR ISR Afed uiRrerr it ot i BT I/

HRATI

Up keeping of all fixed Assets and maintaining of Inventory of items including training materials and
equipment.

12. TP 1 GIAD! Bl ST G 3R o+t UfRie] AT vd §, S0 Leddh oIk} ATl

Maintaining the Library books and issuing books to the trainees as and when they demand.

13. fACe® Ud IHM gRT 9HT-979 WR faU U ot FE=i/fae o ol &l [ Y|

Carry out all the Instructions/any other work given by the Director and faculty from time to time.

Jafds ydy®
Wedl 3dad



