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SCOPE OF WORK

1. Supply of Data Entry Operator
2. Supply of Multi Tasking staff
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No. ADG(E)(NEZ)/17(2)/2025-26/AC Date: 17-07-2026

JOB DESCRIPTION OF DATA ENTRY OPERATOR (SKILLED).

1. For Assistance in Salary /Accounts matter / PFMS and e-salary module.
7. For Assistance in General Correspondence , Computer Work , Uploading data and
upkeep of records at various section in this office.
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No. ADG(E)(NEZ)/17(2)/2025-26/AC Date: 17-07-2026
JOB DESCRIPTION FOR MTS

1. For General Cleanliness and upkeep of the section.

2. Regular duster/cleaning of office furniture (table, chair, sofa etc),

computers, telephones, almirahs, filing cabinets.
Carrying of files & other papers within the building.
Photo copying and other official assistance.

5. Any other work assigned by the superior authority.
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