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Responsible for entry of all types of data of the Mission and uploading the desired documents on unified web portal to be
used by the SLNA/MoHUA. Coordinate management of electronic data pertaining to the ULB, including soft copies of
letters, reports and numerical data. This may involve conversion of data and reports in hard copy to electronic form, as
well as their storage in an organized filing system. Furnish monthly/quarterly progress report to the Ministry through
SLSMC/SLNA through unified web portal. Provide support to State Level Experts as and when required.
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Responsible for entry of all types of data of the Mission and uploading the desired documents on unified web portal to be
used by the SLNA/MoHUA. Coordinate management of electronic data pertaining to the ULB, including soft copies of
letters, reports and numerical data. This may involve conversion of data and reports in hard copy to electronic form, as
well as their storage in an organized filing system. Furnish monthly/quarterly progress report to the Ministry through

SLSMC/SLNA through unified web portal. Provide support to State Level Experts as and when required.

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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