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Department of Environment, Govt. of NCT of Delhi

5th Floor, ISBT Building Kashmere Gate, Delhi – 110 006.

No.F.DPCC/(3)(2)(6)/Admn.06/




Dated :

Sub.:
Requirement of 22 Data Entry Operators on hiring basis.
Sir,

This office is in the process to hiring the services of 22 Data Entry Operators having minimum qualification of Graduation from any recognized University with six months Diploma in Computers with proficiency in MS Word and MS Excel.

The requirement of Data Entry Operators in this Department for the entire office timings i.e. 9.30 a.m. to 6.00 p.m. for the purpose to provide assistance to Senior Officers in connection with typing various data, letters tables and other types of prescribed formats etc. on technical and non-technical matters related to Environment and Pollution Control activities.

The payment in this regard shall be made on monthly basis to the concerned agency on the submission of the bills in triplicate. The agency will have to abide by all the terms and conditions imposed by this Department. The Data Entry Operators should be well conversant with the official works such as preparation of technical and non-technical reports on the Environment and Pollution Control Activities and other type of official work. Your rates should be all-inclusive and reach in this Department in a sealed cover latest by 3.30 p.m. on 02.12.2009. The sealed covers shall be super scribed on top of the envelop “Tender for requirement of Data Entry Operators on hiring basis”. The Competent Authority has reserve all right to accept or reject any or all quotations.

Yours faithfully,

( S. P. MEENA )

ADMN. OFFICER (DPCC)

Copy to :-

1. Website, DPCC – Sr. Scientist (IT) for necessary action.

2. Notice Board.

