ADVERTISEMENT FOR THE POSITION OF CLERK IN THE 
DEPARTMENT OF EXAMINATIONS

Sir Vithaldas Thackersey College of Home Science (Empowered Autonomous Status), SNDT Women’s University, Mumbai, established in 1959, is the first college of S.N.D.T. Women’s University to be granted autonomous status from the year 1995-96 in the state of Maharashtra. NAAC Accreditation with Grade ‘A’. Honoured with the prestigious RUSA-2 grant & awarded the Best College by S.N.D.T. Women’s University, Mumbai.
THE COLLEGE INVITES ONLINE APPLICATIONS FOR HIRING A QUALIFIED &EXPERIENCED PERSON FOR A TEMPORARY CONTRACTUAL POST OF CLERK IN THE DEPARTMENT OF EXAMINATIONS

LAST DATE FOR SUBMISSION OF APPLICATION: on or before 23rd March 2026.

TENTATIVE INTERVIEW DATE: 25th March 2026

ESSENTIAL QUALIFICATIONS:
· Bachelor’s Degree or higher from a recognized University. Please upload scanned copy of degree certificate issued by university at appropriate place in the online application
· Proficiency in Microsoft PowerPoint, Excel, Google Forms and Google Spreadsheets 
·  Basic English speaking and writing skills.
EXPERIENCE: 
Preference will be given to individuals with atleast 1-2 years of relevant experience.
[bookmark: _Hlk170911725]
JOB PROFILE: 
· Record-keeping, data entry, organizing documents related to admission, administration and examinations of the department
· Prepare exam related documentation, printing, filing, transcripts, timetables and institutional reports, responding to student inquiries and data entry
· Any other administration and exam related matters of the department as required

RELEVANT SKILL SET:
Proficiency in MS Office, particularly Excel.
Excellent organizational and time-management abilities.

CONSOLIDATED PAY : Rs. 19,700 per month

TENURE : 6 months tenure with a break of 10 days 
Joining Date: Immediate


