
 
RAJGIR, DISTRICT NALANDA, BIHAR-803116 

(An International University with Ministry of External Affairs, established by an Act of 

Parliament) 

 

RECRUITMENT THROUGH WALK-IN INTERVIEW 

 

Advertisement No. Walk-in/02/2020-2021          Dated: 3rd September, 2020.  
 

Nālandā University, an institution of National Importance, is established by an Act of 

Parliament of India (The Nalanda University Act, No. 39 of 2010). The University invites 

eligible candidates for appearing in Walk-in-interview for the following Non-Teaching posts 

for Nalanda University at Rajgir, District – Nalanda, Bihar, as per the schedule tabulated below 

at the addresses mentioned herein under “General Terms & Conditions” mentioned below 

along with the duly filled applications from as per the prescribed Proforma for the following 

posts. Retired employees of Central Government/Indian Defence Forces may also apply. The 

posts advertised are purely temporary and extendable further on satisfactory performance and 

good conduct.  

 

 

Name of Post No. of Vacancies Post Code Date and time of 

Interview 

Assistant (Administration) 2 NT/01 23/09/2020 11.00 AM 

Assistant (Accounts) 2 NT/02 23/09/2020 1.00 PM 

Assistant (Communication) 1 NT/03 23/09/2020 3.00 PM 

 

Venue of Interview: Interim Campus, Nalanda University, Chabilapur Road, Rajgir, Distt. 

Nalanda – 803116. 

 

 

The qualification and experience for the above post(s) are as under: 

Name of the Post:  

1. Assistant (Administration)  

Essential Qualifications: 

i. Post Graduate Degree with 55% marks 

ii. Proficient in Computer Applications for office use, particularly Microsoft Office 

Suite  

iii. Skilled in dictation and note taking. 

iv. Fluency in written as well as spoken English. 

Desirable Qualifications: 

i. Degree in Management/ Law 



ii. Good computer typing speed in English 

iii. Experience of working in Central University/ Autonomous Bodies/ PSUs/ Reputed 

Organization 

 

 

2. Assistant (Accounts) 

Essential Qualifications: 

i. Post Graduate Degree with 55% marks 

ii. Proficient in Quantitative analysis and Computerized Accounting Systems 

including Tally  

iii. Fluency in written as well as spoken English. 

Desirable Qualifications: 

i. Post Graduate Degree in Management/ Commerce 

ii. Experience of working in Central University/ Autonomous Bodies/ PSUs/ Financial 

firms of repute 

 

3. Assistant (Communications) 

Essential Qualifications: 

i. Post Graduate Degree with 55% marks in Journalism or Mass Communication. 

ii. Excellent communication abilities, Understanding of Media relations and Digital 

Media Strategies 

iii. Fluency in written as well as spoken English. 

iv. Knowledge of MS Office, design software, web content management 

v. Evidence of published newspaper/magazine/ Digital media articles. 

Desirable Qualifications: 

i. Experience of relevant work in Print/ Electronic Media house/ Publication house or 

in Public Relations/Corporate Communications with Organization of Repute 

 

Attributes essential for all the above post(s)  

1. Skills  

 

 

 

-personal skills  

 

student and faculty and staffs  

 its vision and mission  

 



 

2. Team Work  

 

 

3. Planning and Organising  

 

tasks and plan how deadlines will be met  

 

 

 

4. Flexibility  

 

 

to work in an environment where change is a constant feature  

 

 

 

5. Confidentiality and Data Protection  

information, and meet the requirements of the data protection policies of the University 

from time to time.  

 

General Terms and Conditions: 

1. The positions are purely temporary, extendable on satisfactory performance and good 

conduct. 

2. Candidates will be offered an all-inclusive consolidated pay corresponding to their 

qualification and experience. 

3. The University reserves the right to relax experience in exceptional cases, or in the case of 

persons already holding analogous positions in a Central government /University / Research 

Institutions/Centre of Excellence. 

4. The University may increase/decrease the number of posts at any time, as it deems fit and 

without showing any reason. The University’s decision shall be final in this regard. 

5. The University also reserves the right of rejecting any or all the applications without 

assigning any reasons thereof. 

6. The University reserves the right to empanel candidate(s) for future vacancies. 

7. Candidates applying for more than one post should apply separately for each post.  

8. Degree as referred above should have been awarded by a recognized University / Institute. 

9. Mere eligibility will not vest any right on any candidate for being called for interview. The 

decision of the University in all matters will be final. No correspondence will be entertained 

from the candidates in connection with the process of selection/interview. Canvassing in any 

manner would entail disqualification of the candidature. 



10. Persons employed in Government/Semi Government Organizations/ Autonomous Bodies 

should submit their application through proper channel. They may, however, bring an advance 

copy of the application. Those who are unable to process their application through proper 

channel may submit ‘No Objection Certificate (NOC)’ from present employer during the time 

of interview. However, they should submit an undertaking to that effect. Direct application 

from such candidates will not be entertained. 

11. University strives to have a workforce which reflects gender balance. Women candidates 

are encouraged to apply. 

12. Incomplete applications or applications without self-attested copies of 

certificates/testimonials are liable to be rejected. 

13. The University reserves the right to evolve any screening/selection process. 

14. Eligibility of a candidate and satisfaction of any other Short-listing criteria shall be 

considered as on the first closing date of sending the advance application. 

15. No interim enquiries will be entertained. 

16. Selected candidates will have to produce original documents along with Photo Id at the 

time of joining. 

17. The decision of the University with regard to the process of Selection shall be final. 

18. The selected candidate will have to abide by the Rules, Regulations and Ordinances of the 

University applicable from time to time. He / she may be assigned any duty by the University 

depending upon the exigency of the work. 

19. All the above positions are based in Rajgir, the Headquarters of the University. The 

candidate should be willing to relocate in Rajgir, District – Nalanda in the state of Bihar with 

a liability to serve anywhere in India as per requirement of the University. 

 

Sd/- 

Registrar 


