
 
INDIRA GANDHI NATIONAL CENTRE FOR THE ARTS 

(An Autonomous Trust under the Ministry of Culture, Government of India) 
Central Vista Mess, Janpath New Delhi-110001. 

 
 

The Indira Gandhi National Centre for the Arts (IGNCA), an Autonomous Trust under the 
Ministry of Culture, Govt. of India wishes to hold Walk-in-interview on 14th June,2017 at 11.00.a.m. 
for selection of a Receptionist  and for Technical Assistant at 2.00 p.m. on contract basis for a period 
of six months.  The eligibility requirements as  under:  

 
RECEPTIONIST  

 
Number of position  - One position 
Duration   - Six months 
Remuneration   - Rs.25,000/- per month. 
Age limit   - Not more than 35 years. 
Mode of Selection  - Walk-in-interview. 
 
 
Educational Qualification 

 
Graduation degree and diploma in Computer. 
 
 
Job Responsibilities 

 
Serves visitor by greeting, welcoming and directing them appropriately. 

 
Job Descriptions 

 
(i) Welcome visitors by greeting them, in person or on the telephone 

answering or referring inquiries. 
(ii) Directs visitors by maintaining employee and department directories, 

giving instructions. 
(iii) Maintains security by following procedures, monitoring log book, 

issuing visitors badges. 
(iv) Maintains safe and clean reception once by complying with 

procedures, rules and regulations. 
(v) Takes and retrieves messages for various personnel. 
(vi) Co-ordinates and pick-up and delivery of mails received through mail 

services like Fed Ex, UPC, Professional carriers. 
(vii) Maintains and routes publications. 
(viii) Assists with other related clerical duties such as photocopying faxing 

filing and collating. 
(ix) Proficient with Microsoft office suite. 
(x) Solid communication skill both written and verbal.  Ability or organize 

multitask, prioritize. 
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TECHNICAL ASSISTANT 
 

Number of position  - One position 
Duration   - Six months 
Remuneration   - Rs.25,000/- per month. 
Age limit   - Not more than 35 years. 
Mode of selection  - Walk-in-Interview. 

 
 

Educational Qualification 
 

Graduate with adequate qualification in IT/Computer Science. 
 
 

Job Responsibilities 
 

Technical Assistant is very supportive in carrying out the day to day activities, without their support 
an organization may have to face some troubles in their daily activities. 

 
Job Descriptions 
 

(i) He/she has to provide the information that is going to be helpful in strategy making of the office. 
(ii) He/she is liable for the prompt technical assistance of the employees whenever they are stuck in a 

problem. 
(iii) They have to make operation of the daily activities go smoothly. 
(iv) He/she must have thorough knowledge of MS office and power point. 
(v) Responsibilities for the installation, operation and maintenance of computer systems. 
(vi) Include configuration Hardware and Software, setting up peripherals, such as printers or routers, 

repairing equipment and providing daily support for computer network users. 
(vii) Also work at a help desk answering calls and e.mail regarding the computer network. 

 
 

Candidates are requested to fill in the prescribed form given below, supported by self 
attested copies of testimonials.  Walk-in-interview will be held on 14.06.2017 at 11.00 a.m 
for Receptionist.  Candidates are requested to report at 10.00 a.m. for verification of 
certificates.   For Technical Assistant   Candidates are requested to report at 1.00 p.m. for 
verification of certificates. Please bring original certificates for verification.  Only eligible 
candidates will be allowed to appear for interview.  Walk-in-interview will be held at IGNCA’s 
Conference hall, C.V.Mess, Janpath, New Delhi-110001.  
 
 The IGNCA reserves the right to accept or reject any or all applications without 
assigned any reasons.  The decision of the IGNCA regarding selection of application for 
interview and/or engagement shall be final. 
 
 
 
 
 

  
 



 

INDIRA GANDHI NATIONAL CENTRE FOR THE ARTS 

Application form  

 

 

       Position applied for: ……………………………..   

 

 

 

1.  

 

Name (in capital letters, as it appears in the Matriculation Certificate):  

2. Present Address (with pin code):  

 

  

 

 

3. 

 

Telephone no. /Mobile no./E-mail/ if any: 

4.  

 

Nationality:  

5.  

 

Date of Birth:  

6.  

 

Age as on 01-01-2017:  

7.  

 

Sex (Male/Female):  

8.  

 

Marital Status:  

9.  Category (SC/ST/OBC/PH/General):  



10.  

 

Educational Qualifications (beginning with Matriculation, onwards) : 

Qualification Year of 
passing 

University/ 
Institution 

% of marks Class/Division 
 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    
 

11. Professional training attended, if any, along with the subject matter and duration 

 

 

  
(Signature of the applicant) 

 
 

         Name of the applicant 
 

Undertaking  

I undertake that the information furnished above is correct to the best of my knowledge and 

belief. In case any discrepancy is noticed in the information furnished by me during the 

course of my tenure, it will be liable to be terminated forthwith without prejudice to any such 

action as may deem fit by the appointing authority. 

 

         

(Signature of the applicant) 

 

     Name of the applicant 

 

Date: ____________ 

Place: ____________ 


