Rfda &1 faaror

HRITF/BUl: AVANI PARIDHI ENERGY AND COMMUNICATIONS PRIVATE LIMITED
UgHTH: stenographer
AU Tam: @i foer™ fimE

31 o 3ifaw fafd - 13-08-2026 Rfad uie B o1 fafd: 05-08-2026
o R 1
Sifrard aywaran e
UG RETIYE ([ (&) ([RenwR [fva e g
PUERIETIYE (o7 (W) [Renwr (A
1 HSC All Stream Al Al All All All
Intermediate, Degree | Subject 1 Graduate, .
Stream Degree Subject
PSR AYE  [@¥f () Rrerwr vy
Computer
Science,
Post ) ) All All
1 Engineering, )
Graduate, . Degree Subject
Information
Technology,
Computer
) Computer Computer cee, All | Scie-nce, . All All
Competency, | Knowledge, Subject 1 Graduate, Englneef‘lng, Do Subject
Information
Technology,
) Computer All All
1 Diploma, )
Related / IT, Degree Subject
All
1 ITI, ITI, C.O.PA, i
Subject
it T Third Party
L2l Posting and Processing Journal entries to ensure all business transaction are recorded. Updating accounts receivable and
issue invoices Updating accounts payable and perform reconciliations Intermediate, Computer Knowledge Doeacc CCC
Level or Equivalent/ Short Hand Knowledge
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Intermediate, Computer Knowledge Doeacc CCC Level or Equivalent/ Short Hand Knowledge

Note:-You are requested to go through the job requirement in Detail and ensure that you fulfill the given eligibilty criteria including

essential/preferential qualification along with required/desired experience before applying for the job.
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Posting and Processing Journal entries to ensure all business transaction are recorded. Updating accounts receivable
and issue invoices Updating accounts payable and perform reconciliations B.Com (With Tally Certification)/CA- Inter
(With Tally Certification)
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B.Com (With Tally Certification)/CA- Inter (With Tally Certification) Applicants must have completed course of Tally

Accountant Knowledge of Tally in must

Note:-You are requested to go through the job requirement in Detail and ensure that you fulfill the given eligibilty criteria including

essential/preferential qualification along with required/desired experience before applying for the job.
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Data Entry Operator responsibilities include collecting and entering data i database and maintaining accurate record of
valuable company information
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Intermediate, Computer Knowledge Doeacc CCC Level or Equivalent Application have well-known to MS office and Hindi/

English Typing

Note:-You are requested to go through the job requirement in Detail and ensure that you fulfill the given eligibilty criteria including

essential/preferential qualification along with required/desired experience before applying for the job.
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Helping and receptionist secretaries or other administrative assistants in performing their duties. Be a Honest,
hardworking, polite, Housekeeping e.g. Sweeping Moping, Taking Care of Hygiene and cleaning of office o foaum &
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Candidate should be well disciplined

Note:-You are requested to go through the job requirement in Detail and ensure that you fulfill the given eligibilty criteria including

essential/preferential qualification along with required/desired experience before applying for the job.
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w2 Scope of Work The role holder will be responsible for assisting the end to end process of collaboration with all training partners
at District level. He/ She will be responsible to ensure that the conduct of training and placement activities, center approval,
batch approval, mobilization activities is in line with the objectives of UPSDM at DPMU Level. Education Qualification and
Experience Graduate, Computer Knowledge Doeacc O Level Certificate or Equivalent, Minimum 5 Years Experience in
Related Sector
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The Shortlisted Candidate Must Be present in the interview Shortlisted Candidates Must Have to attend an interview

Note:-You are requested to go through the job requirement in Detail and ensure that you fulfill the given eligibilty criteria including

essential/preferential qualification along with required/desired experience before applying for the job.




