
 

INDIRA GANDHI NATIONAL OPEN UNIVERSITY 

REGIONAL CENTRE KARNAL 

 

SCOPE OF WORK 

S.No Category Qualification Job Description No. of 

Manpower 

Required 

Approx. Man 

hrs/per day 

requirement 

1 Skilled Essential:-  

 10+2 or its equivalent 

with typing speed of 

40 w.p.m in English or 

35 w.p.m in Hindi on 

Computers. 

 Knowledge of 

Computer 

applications.   

Desirable:-  

 A Bachelor’s degree 

from a recognized 

University   

 Shorthand speed @80 

w.p.m 

Typing, Stenography, 

Data Entry work in 

computer, diary / 

dispatch / filing   

02 8 ½ hours 

(including 

half an hour 

Lunch break) 

2 Unskilled Essential:- 

1. 8th Pass who can read 

write in Hindi/English.  

Desirable: 10th Pass 

Physical maintenance of 

records, photocopying, 

sending of FAX etc., 

delivery of dak, opening 

and closing of rooms, 

cleaning/dusting of room 

etc.   

01 8 ½ hours 

(including 

half an hour 

Lunch break) 

 


