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GOVERNMENT OF INIA
MINISTRY OF INFORNMATION & BROADCASTING
PUBLICATIONS DIVISTOMN
SOOCHMA BHAVW AN, OGO COMPLEX, NEYY DELII - 2.

Mated: |7 ‘.:u:p-l-:'ﬂ har 201 §
MOTICE INVITING AFPLICATION

Hiving services of _contrael persunnel for sales, miarketing, scepnnd funclisns snd other
nedivitivs of Business Division of Pablicalions Division at Delhi

i This is in purdal moditication nf the Motice Inviling Application of aven number dated 30
July Z018 in the form of re-adverdzamant 3

The Direclorale of Publizations Division (DPD), Minksicy of Information & Broadeusting
toviles applivations fFom suitable candidaies for engaging personnzl purely on conlrecl besis tor
bendling Sales, markeving, Store keeping and accousling wetivities in its Businass Division,

3 The details, including terms end conditions, dufies, comunsretion, ote. reparding zbove
angagement we aviileble in Annexure-1l of the Motice Inviling Appliestinas (NIA) on the
website of DPIY, ice., at www. pullicalivnsdivision.nic.in

¥ Intersstod candidates, who are nol above 40 years of ape and f||]t'|| the eligibility oriteria, may
subrnit theis yped applivalion in the prescribad profocios as given in Anoexure-l in an envelope
super seribed, *Application for gngazeuient 15 coniraet personnel for the following jubs on shart
termi baziz:-

e

' LFL HO) R sales Emparia
Dhuisenrecd Sialf Mo, of | Outsourced Staff | No. of Parsonng
e edired personne i reqquired ]
- Mlarketing Supervisors i1
Business Fxseutives | 02 g '
 Acsounts Offices [ 01 ) 5 Py
Kaics Assistants e o .
Store H.E:"".I"T T al . N

[ Total: PR | ' B

Applicution shocld reach by speed postby hand e this office ar the following adideess:- Business
Manager { Business Wingh Bovm ho.34 . Grownd Floere, Sogcling Bhavan, Lodhi Read, New
Delli-1 10003 laest by 3rd October 2008, Applications cen also be sent by g-fail Lo
busnlesswng@gmait.com  wller signing and complating Amnexure-] along with copies of relevan
corfificates in support of gualibcativns and experience, i

4, Mease amach self attested pholucopies of educational gualificarion and experience cerlificates
aloog with 4_11:11 vation. Original docements / comificates along with ene set of b.,lt attested photo
copics in suppor. of date of bind, educitional wnd poofessional qualificetinns, work experiencs, ele.
are required Lo be produced ac the time of inteeview!paesonal nferaciion.

= Tneom plete applications ace linble o be rejeeted. i

“sgetion (Hficer
TEL: 24360 7175



Annexure-I

PRO FORMA

Application for engagement of contract personned for Business Exeeutives’ Accounts -Dl'hn:::r.

maley Assistants’ Stnre Keeper/Marketin

SHpEryisien [

Poat ap; 1I| ad for

sasaee o Full (BHock Letlecs)

. | Daie of Birth
Address for conmunication alrnn
4. 0 with contact nuwmber and e-meil

address

Matioredio

Educational Qualificarion | with
poroointags S Orede)

Certificate 1o be attached Tram class X
omveirds

Frict particulars of %Work Expericnoc
rRecens first, if oo exporience, may weits -
INA)

Marks ¢ %/ Gride

i ubtiined

Class X i

Ciruduetion Ty gl

ot Graduation

Ay Orher i PO e
Emprloyer | Work Deall Period

Additiond relevent informution, Lany In

support of your suitability for the zaid

B engmzramenl, vlluch o separale sheet, 7
NERERRATY ' 3
g I:;' elificetion’ Experience in the relevant
" | peosition
Mames ol Kelerences [ron: Garelled
10 (Hticors S Reputed persons of locwl ares as

mentonzd in Annexure W

l hmubf}- ceclare hat the particulars furnishad abowve are ue end comect to (e bssl ol iy knoweledge
i and heliet. | heve read this document and seady to acecpt all the tenns & conditions for engerement of
Personnel,

Plags;

[ate:

-
[ Sipnacure of the cundidaie)



Details of category of pust, number of posts, location of
responsibilides and consolidated remuneration per manth

contract basis

Anncxure-11

posts, eligibility eritevia, duties and
of the prolessionals tu be hived on

AL Cratsourced Stafl s, of persons Flioibilily Criteria Liuties to be performed Bemuneral
M . required required and f jun (per
! location ma oty
Consolidat
| : : 2 : ed :
1. | Rusiness Executive 2 Delhi Esseniial Qualilication: Supply of books on | Re. 25000/~

i}

it}

Business
Promation-
conventiongl
-Cnline & o
GOIMImerss
sules, Rovelty
Book
Exhibitiozs
Fairs & Bnck
Agents
Lisueibuners
Joumals

& Advertisem
BI,

(1% Crradvation

(iiy PGoodiplema in

udvertizernent end
markeling wiith
minimum 2 pears

grpariznoe (it}
Bxperience  in o
Commerge  and  ©-
Publisaine  will  be

| preferrad quulificatinn.

pratis [or Business
Promation.

Handling grievances
relating to Gooks' o-
O STeE,
Coecrdinution for saie
of DBooks pn 2
commmerce placforms
Rusingss [romaions

(hyough onling medium

Updating sucial media.
Co-arlination for
perticipatian in
[rtermatonal Bock
Exhihitions and Fairs |
Co-ardinaticn for
displayimunning of
Mlabils Vans.
Hupervision of
Markeling agd Seles of
boalkes

Circululion, salcs
promoetion aid

[yepitah Coondingtion
with zonal Bales
Ernparia

Ligizon  with DBoock
e ta T stributors
Circelition of journats,
preparasion of print
order » Co-gedinarion
with Postal depurbmeat!
BOUTIET BEENCY

Clo-ordliarinn for
Advertisements [ur
jourrals

Ligison with Book
gaentadistripuoTs
Co-ardinelion with
Poslal departrzenl!

courler gEcney
Coordination for supely
of complemeniary

copes ol Joumals 16




Minisery gl Y VP

»  Ensure timely srarte of

the subscription
' racelved online as well
s 0 line
*  Heply of complainis &
Crisvancs for
i subscribers
\ ~.
|
s | = = =] Y]
2 Sules Assistants 2 Adraduets with 2 years Assisting ABM  and | He 20000/
Dhelhi. Expericnge in Sales & OM{HDT in all the
Merkatjog [ii] dutivities imenened
Diplema  in  Sales, above,
flarketing,
Accounting.
3 Store Koeper | (i} B. Lib with 2 vears * Ie-charpe ol cureent | Rs 20000~
| Drelhi Brperiaee store, To lock into bulk
erlers b Staf
Lrovernmant s Tastingtio
Mg, slpplics b
Ministries, Rashirapari
Bhavan,Clection
Commission, Suprame
Court o,

* To uttcnd Book Tuirs
ard  muinfonance  of
sales procesd record

*  Supplies to agents end
bocal buvers of Book

i Crallery.
4 '-’-,rmu:'.ls Ofticer I Thelhi (1 MLCocn with fous *  Peoparine  Bills of | Rs Z0U0-
, yoass of exparience in Agencics  and  other
' ACCoUnting, client oraanizarions
*  Processing DLills  of

(il3 Experiznee in Giow azenls

Avzounting procadure *  Tueparation of Dispaich

weolllid be prefermed. Eills

* Dntrics of CR%online
Paynents

*  Cormespondence with
aeensidispatehor

*  Acceptance end elense |
of securily deposits

*  Coordination wilh
peilwaysilizpetcher

*  Mdunitoring af !
oustanding payments

& Preperation of

Advesiisement gl
publicity bills [




Maintanunes al
individoal  accounts ot
seencies end clients.

Outsvureed personnel requirved at Sales Empuciem O0d Secretariat Delhi
4

Mame of pust vk

[ harketing Superviser

Mo, of Posts

Lligibility criteria

CHed Segretariat
[¥alhi

bl Com with 4 wis
SEperience

Enmoaluments
proposed

Dhupdies 10 be
portormed

K. 23,000
Monthly
custsulidated

Coolinarg with
Apenizinsliluions
i seck orders tor
publicetions

T improve visikiliny
and marketing of
DPDYs publicatinng
wrough exhibilions
and book lairs

Lloclertalos sales
and allzad o gueries

hzintain the daily account of swles
Feparding cash’
DDA hequss




Annexure-111

I, fackoround and enntext

Pulslications Division & reposiory ol bonks ard jeurnals highlignting sunjecs of paricnel nportiace
and Indies rich cultueal herilage was established in 1941, It has emerged =5 a premisr publishing
hause of the Government of Indie, eariching narinnel knowledgze repesitory b ¢ (1) Preserving and
showensing India's herilage Wit guality puplications on land wnd people. Risery el fecdom
mowement, art end eulture, Tlova and Jauna, biographics ol the builders of redem [ndie during the
reedom movement, leading lights in the fetd of cultere, philosophy, seience, Tieratere efc, i)
Cheanicling the cunlemporry with consciousty bringing et spexcihes of the Presidents: T'rime
“Ainistors, books 07 conlemporiry S2ience, eCnamy, histary and ofer subjests with unlerlying Facns
o indian society and readership ANDY (T Dinging out Children's lieralurs - figtion and non-fetion
rraterial with broad objestive of providing infotaitment, spreading awarsness about the Tand, people,
herifage, cullue: and socicry airning &l incuieeting heman valiss und soientific temper aning
children,

Gusiness Division in the Publications Division s2lls DPD's books and jeurnels througl its
et Seles emporia units across the counfry. Lt also s=lls i publivations through registecsd epenl's
dealers. [t elsu participefes in buck exhibilions, bock firs, both domestic and international level, Very
cecently THPLY hias entersd into the digital :rketing domain end i puslications are oo available on
popular e-commerce platforms ks Amazon, Cioogle play, Kobo cte. for zale.

Cor it variois actvitiss, Business Wing is loaking for professionals having skills in Sales,
wlacketing, storckesping and acoounting,  This edvertisement 15 one for engiping professionals of
comtractial basis initially for & menths oo inercasing sales and marketing and improving its functions.

2 Duties and Responsibilities ot Contraciual personnel shall be as per Annexure T

a

3. Selection Procvedure:

Afier seruting of quatifizarions and experignce related documents. 4 list of suitabls candidases will be
prepared, who will be callad tor an intervizwpersonal interactinn i lront of the Selection Commillee,
The Camupities, on the busis of qualification, work experience and suilabilite of the canilidate will
pegornmend panel of candidates to be ergeged. The recommendation of the Scleclion Committas will
D2 placed hefore T conmperen. autharly. Tre decigion of the Punlications Division shall be finel and
cennot pe chellznged. !

4, Rules/lnsiructions applicable for Cogagement: The engagenent will be as a hired Parsunnel
an contaet basis as per relevant rules pertiing To prodifemen of sarvices under chapter Six Rule 177
of GFR, Z017. This engagsment s purely contcactual und t2mporary (mun-official] in natues and ik
dozs not eonfer Lo the Peesnanel Rired on crntrucl basis any legel fight for extension of the confract
and ¢ ar pd-hooiregulan wmporary parmansnt o ay other emplayment with the Govemment. Lis all
saryvice miiers such a3 Cunducr, discipline erc, the personnal wiki be governed by (he rules wod
regulaticns of Govarmtent of lndia.

¥ Monltoring Mechanism: honitoring will be done through nronthiy progress TCpors anid
peviews with senior uificers of Busivess Bivisiomn.

i, Fees/ remumeration: The Contractuzl ceeannnel will be paid u ciongelidited Temuieration &
aiven in Annexure JL per mante lusmp-sunn, ™o D, HEA o gy other relief or allowance will be
adraissilic on (he censelidated P LTI Ao,

- Tas deduetinn sl Saurce: The lncome Tax ar wy nther 1ax lizole to be deducted, as per he
preveiling rules wili be deducied 2t source before ellecting the payment,



i,

Lenve; The personne] hired on conizuct bosis can avail 4 deys of Leave during e period of 0

monins Lnapgement on prorala basis. Therefore, He/She may not draw wny TEINGNEAOCD in case of
ahrence bevond 4 days fCaleulated o prorats basiz. )

L8

Terminativn of Cogtract: "I contract ceuld be termingted by sither side by giving fifkeen

days’ nolice ar pay in lize thereo[ without assigning eny reason.

£l

Chlier terms and codditinons:

The pormal otfics s Jive davs in a week and wosking bouss is 930 a.m to £00p.m; bat the
Persunnel hired on contract may b2 required to work beyond dity hours depending on work
exipency and ey may alsa be required W anend office on Seturday end Sunday, i required.
Mo fagility tor using internetelephone at residence 1o Persnnnel hired on coniraed basis Wil
be providad by the office.

Uhe Persannel hired on conlriset basis will not be sntitled (o residential eccemmodution (rom
the central government pool, telephone, transper, st dT v and medical facilitdes. Howevar
2l tagistic suppor such 28 office space and equipmenl ete, will be provided to pacililivie the
wigk &5 per nomons of DPE.

The Persannsl hired on constract basis is required to mavk their attendonce in Atendance
Reaister daily, filing which hefshe will be reaied absent from duty and his‘her pay ot
day is Hable 1w be deductad.

Perannnel hirsa on eontract basts will zon ke allowed o lake up &ny other assignment during
the pericd of engagement with the Publicaticons Tiivision.

Mo TATA would be admissibie to vou for amending interview ! perscral interaction and
tuining this assignment or on its completion.

EE R LY ]



Anpesure-TY

Lindereking

To WHOMSOEVER T MAY COMCERM

This is to cortify than [ koow Ghoit Smits Koromd o — Son
Daughier of Shoi _ q__ R T reident of _ _

St fopthe last _ yedrs Shris Sms
Koumarl _ _ bears good maoral chacacter and o the best of my knuwlodge

there iz notaing against himd her which depers him her to ke up any g vernment assignment and e

¢ha i not involved in ooy cripninal aetivity &nd ne legal case is pending pgainsl fuiine her,

CRignatiinz)

Tarnez:
Address:
Coontact Mo
g-1nail:



