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4 Assistant (Guest 
House) & 
Receptionist�

A Graduate degree or Diploma/certificate in professional 
qualification in relevant field 
 
Desirable : 
 Two years relevant experience of Administrative 

work in Centre/State Govt, reputed private firms 
 Good command over English written skills 
 Knowledge of computer system for information 

processing and retrieval i.e MS Office, Google drive, 
mail merge etc 

 Knowledge of noting and drafting 

Rs.20000/- to 
Rs.35000/- 

�

All eligible candidates are requested to apply online through 
https://www.inflibnet.ac.in/jobs/rolling/index.php/administrator (Click on apply for Admin post and 
select relevant post) on or before 09/10/2023 till 6PM. Shortlisted candidates will be called for 
interview. 


