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e & it whra & ug 3q fasma=
Advertisement for the post of PS to DIRECTOR
(fe=Ti® 25 S 2025)

fasmu= T=m : $Y3M1/faRTT/250/2025/06/25
ADVERTISEMENT NO. : IGRUA/ADVT/250/2025/06/25
UG BT "ATH/NAME OF POST : =% & ST i@ / PS to DIRECTOR
U3l P51 HBAT/NUMBER OF POSTS 01
ucl @t fRAUfA/POSISTION STATUS 3{at/CONTRACT
3afi/DURATION : 11 978 8 (IR &1 qed1a)

FOR 11 MONTHS (POSSIBILITY OF EXTENSION)
P RITA/DUTY STATION : HRYAATS TIRWBICS 3HoT (3.)

FURSATGANJ AIRFIELD, AMETHI, UTTAR PRADESH
iftreran amy : 55 Y
UPPER AGE LIMIT : 55 YEARS
3 B B ifaw fafy : 17 GaIS 2025
LAST DATE OF APPLICATION : 17 JULY 2025

e T7adr UG SUT/EDUCATION QUALIFICATION AND EXPERIENCE:

Graduate with minimum 5 years experience in Secretarial work.
OR
Intermediate with minimum 10 years experience in Secretarial work.

Pl Ud IREIAd/DUTIES AND RESPONSIBILITIES:

Proficient in shorthand and typing and handling modern office aids like work processor etc. will be
responsible for keeping records of Director's engagements, taking dictation , arranging interviews for
visitors, attending Telephone calls, handling correspondence and maintaining office records, drafting
letters of routine nature etc.

TS U STHT HR-T/SUBMISSION OF APPLICATION:

gt oo argael @ W BRA g Sl SfuAT JmdeAgu SR IO F WY
hrm[hyphen]admnl[at]igrua[dot]gov[dot]in TR 3 Ad & A1eTH ¥ UNT TR Thd &1 HUAT SHA gRI
3TdeT Hd 9T A & o H Ug &1 XMueh 3wy ford | Wiéfere fpy U Iufiqar! & 3431 gRT 0 &t
T8 dRIG! R 9 UfehaT & forg gemar S|

Candidates fulfilling all the required qualifications may send their application along with
complete bio-date through email to hrm[hyphen]admn[at]igrua[dot]gov[dot]in Please mention the
title of the post in the subject of the mail while applying by email Shortlisted candidates will be called
for selection process on the dates to be decided by IGRUA.




