F. No. 01/01/2017-Adm./ CA/Delhi ,5 9-6
COMPETENT AUTHORITY
NCT of Delhi
Puratatva Bhawan,
Block D. 1™ floor.
INA, New Delhi — 110023
(UNDER SECTIONS 20C AND 20D OF AMASR ACT, 1958)
Dated:

QUOTATION NOTICE QJ/O&[ [7‘

I. Sealed quotation is invited from registered placement agencies for providing 01
Stenographer, 02 Data Entry Operators and 01 Attendant on contract basis. Retention of
contractual staffs and further extension ol contract are subject to satistactory
performance.

2. Requirement for above contractual staft at present is given below however; the number of
each category of staff may be increased as per requirement.

Stenographer:- | Data Entry Operator Attendant.

I No. 2 Nos. I No.

1042 and above: 042 and above: Non-Matriculate
Certificate/Diploma in | Certificate/Diploma in

computer applications _ computer applications.

Capable to take dictation | Efficiency to work on

with 80 w.p.m. and typing | computer in English and

speed  of 30  w.p.m. | Hindi with minimum typing
Minimum, Efficiency in | speed of 30 w.p.m. with
working on computer & | good communication skills.
Good communication skills.

Scope of work: To take | Scope of work: To attend | Scope of work: Movement
dictation and submit its | typing work on computer | of file from one to another
typing text. To maintain | and other related work | related seats in the office
official files/document and | assigned by  concerned | or outside of the office.

attend related work assigned | officers Movement of Dak from

by the concerned officers. and to other office.

3. Terms and Conditions:

(1 The contracting firm/agency should be registered with appropriate authorities.
(1 The contract shall be initially for a period of one year, unless it is curtailed or

terminated by this otfice owing to deficiency of services.

(111} The contractor shall be required to pay the minimum wages fixed by the Govt. of
NCT of Delhi. Labour Department, to the contractual staft.

(IV) ~ The contractor may be extended beyond one year subject to satisfactory service

provided by the contractor, with the approval of competent authorit

same terms and conditions.
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