
Recruitment for the post of Administrative Officer (Teaching and Learning) on Contract basis 
  

Applications are invited for appointment to the post of Administrative Officer (Teaching and Learning) 

on Contract basis in the Institute. Number of Vacancy, qualification, experience, and salary offered, terms and 

conditions for the Contract Appointment and Application Format are furnished below.  

No. of Vacancy : 1 (Only One) 

Qualification : First Class Post Graduate Degree in engineering (any discipline) and PhD in Engineering   

   discipline. 

 

Experience : Should have worked as a Faculty in a centrally funded Technical Institute for not less than 20      

                            years of teaching in Engineering college. The candidate should have got experience not only in  

                            taking classes for students but also in coordinating the arrangements for the smooth conduct of  

                            classes. 

 

Desirable     : Administrative experience as Principal and HoD in Engineering Colleges 

Age:   Not more than 68 years as on 01/10/2014 

Salary Offered: Rs.45, 000/- per month (Consolidated) 

Terms and conditions for the Contract Appointment 

 

1) The Contract Period is one year from the date of joining.  

2) The appointment is purely on contract. 

3) If the Contract employee stays in NIT quarters, rent will be deducted at source at the rates fixed by 

the Estate Welfare Committee of the Institute. 

4) Income tax will be deducted at source as per rules. 

5) Working hours will be 8.30 AM to 4.30 Pm with a lunch break of half an hour. 

6) The Contract employee will be working under Dean (Academic). 

7) The Contract employee is not entitled to any leave other than casual leave of 8 days and 2 RH for the 

contract period. 

8) The Contract employee should perform the following duties in addition to taking classes :-  

a) To ensure the fault-free functioning of Audio-visual equipments in the Lecture Halls. 

b) To ensure the student discipline in the Lecture Halls. 

c) To oversee the conduct of class works in the Lecture Halls. 

d) To supervise the personnel connected with the AV equipments, garden maintenance, water 

supply, electrical maintenance and cleanliness of all the Lecture Halls. 

e) Complete access control of the Lecture Halls. 

f) Arrangement of remedial classes for academically weak students. 

g) Supervising the issue of ID Cards to students 

h) Any other work that may be assigned to him from time to time by the Director or the Dean 

(Academic). 



9) The terms and conditions of this contract may be altered and/or substituted at any time during the 

currency of this contract. 

10) The Contract employee is entitled to avail medical facilities for self only at NITT hospital. 

11) Any new terms and conditions, as may be deemed fit by the Administration of the Institute, may be 

enforced at any time during the currency of this contract. 

12) The Contract employment may be terminated by the Institute with a prior notice of one month.  

13) The Contract employee may quit his job after giving prior notice of three month.  

Filled in application along with the self-attested copies of certificates should be sent to the following address in a 

cover super-scribed with the words “Application for the post of Administrative Officer (Teaching and 

Learning)”. Last date for receipt of application is 31/10/2014. 

 

Address:  The Registrar 

  National Institute of Technology, 

  Tiruchirappalli-15 

   

Registrar



 

 

 

APPLICATION FOR THE POST OF ADMINISTRATIVE OFFICER                           

    

 

1) Name    : 

2) Sex    :  

3) Father’s Name/ Husband’s Name : 

4) Date of Birth    : 

5) Community to which belong  :  

     (Make a √ in the appropriate box) 

6) Address for Communication : 

 

   

7) Permanent Address  : 

 

 

8) Phone No:    Mobile No:   Email -Id : 

 

9) Educational Qualification : 

Sl.No Course Completed 

 

Branch Name of the 

Institution 

Class/ 

Percentage 

of Marks 

Obtained 

Year of 

Passing 

1. Higher Secondary     

2. Degree      

3. Post Graduate Degree     

4. Ph.D     

SC ST OBC UR 

Recent  

Passport size 

Photograph 
M F 



                                       

10) Details of any Administrative Experience  

      (Use separate sheet if space provided is insufficient)   : 

11) Employment Details : 

 

 

 

12) Details of Family Members: 

 

 

 

13) Any other Information which the applicant may like to furnish: 

 

 

5.      

6.      

Sl.No 
Name of the 

Office/Institute 
Designation 

Period of 

Service 

Scale of pay/ Pay 

Band 

applicable 

1.     

2.     

3.     

4.     

5.      

6.     

7.     



 

 

 

 

 

 

14) Referees: Name addresses, contact numbers and Email IDs of two referees: 

                (Referees should not be related to the candidate) 

1 2 

 

Name: ………………………………………. 

Address: …………………………………… 

 

PIN code: …………………………………. 

Phone: …………………………………….. 

Email: …………………………………….. 

 

Name: ………………………………………. 

Address: …………………………………… 

 

PIN code: …………………………………. 

Phone: …………………………………….. 

Email: …………………………………….. 

 

15) List of Enclosures : 

 

 

 

 

 

 

 

Declaration 



 I hereby declare that information furnished above is true to the best of my knowledge and 

belief.  If at any time I am found to have concealed any material information or given any incorrect 

data, my candidature will be cancelled and appointment, if made, may be terminated without notice and 

compensation. 

 

Date:        (Signature of the applicant with date) 

  Place: 


