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Rayat Shikshan Sanstha, Satara
Head Office Samadhi Parisar, Satara.
Webiste : www.rayatshikshan.edu.
E-mail:secretary@rayatshikshan.edu
Phone No. — (02162) 233857/232444/234566

Recruitment 2023
Appointments of Junior Clerk & Peon

Rayat Shikshan Sanstha, Satara is a premier educational institution in Asia established
in the year 1919 by Padmabhushan Dr. Karmaveer Bhaurao Patil. Sanstha is catering education
to more than half a million students through its 13000 plus employees and 700 plus branches
spread over 15 districts of Maharashtra and one district of Karnataka states of India. Sanstha is
recipient of national and state awards for its noble work in education. This huge spread is being

managed by its head office, set up at Satara, Maharashtra.

Online applications are invited from eligible non teaching temporary candidates working
in various branches of sanstha for the following posts to be appointed in Rayat Shikshan
Sanstha’s Admuinistrative Offices located at Satara, Sangli, Ahmednagar, Pune and Panvel
(Kamothe).

Junior Clerk Total
Name of Post . Peon
General Audit
Number of posts 13 13 10 36

S

Form fee Rs.600 + bank charges for each post.
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Sr Name of Post No of | Educational | Other Qualification Age
No. post | Qualification and Experience
Junior Clerk 3 year post
(General). - qualification relevant
. An
(Sanstha Pay Scale Y experience. Fair
Graduate.
4100-20200, Grade _ knowledge of Below 40
2) Typing .
Pay 1900, Total ) Information Years as
01 ) 13 English 40
payment at the time of Technology. on
or
appointment ‘ Command in English| 01/01/2023
Marathi 30 )
Rs.14,920 p.m. communication &
3) MSCIT ] )
Annual Increment 6% drafting will be-
on Basic Pay ) preferred.
3 year post
Junior Clerk (Audit ) qualification
1) B.Com./
(Sanstha Pay Scale relevant
M.Com.,
4100-20200, Grade experience.
2) GDC&A Below 40
Pay 1900, Total b _ Knowledge of
. 3) Typing ) y Years as
02 | payment at the time of | 13 : taxation will be
et English 40 ferred on
appointmen referred.
e or d 01/01/2023
Rs.14,920 p.m. Fair knowledge of
Marathi 30
Annual Increment 6% Tally, Ms-Excel, IT
) 4) MSCIT )
on Basic¢ Pay ) and English
communication.
Peon
(Sanstha Pay Scale )
The candidate
3500 - 7440. Grade .
having knowledge
Pay 1300, Total _ Below 40
_ i of IT Or plumbing;
03 | payment at the timeof | 10 |HSC g Years as
electricity or
appointment ) on
carpentary will be :
Rs.12,376 p.m. 01/01/2023
preferred.
Annual Increment 6%
on Basic Pay )
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Skill Set Requirement for —

01.

02.
03.
04.
05.

06.

07.

08.

01.
02.

03.

04.

05.
06.
07.
08.

09.

01.

02.
03.
04.

Junior Clerk (General)

Reading and English Communication Skills.
Basic computer skills with application such as MS Word, MS Excel etc.
Knowledge of general office procedures.

Operating office Automation Equipment — Computers, Fax and Copier.
Correct English usage, Grammar, Spelling, punctuation and vocabulary.
Record keeping techniques — Filling, Indexing.

General office clerical duties.

Interpersonal skills using tact, patience and courtesy.

Junior Clerk (Audit) : ( on the field)

Time management — scheduling.

Work under pressure and long hours.

Attention on accounting details.

Computer proficiency in Ms-excel and Tally.

Openness in communication.

Critical thinking.

Data management and cross checking.

Record keeping.

Communication skills.

Peon
Handling Office Automation equipment’s — photo copier, scanning, printer and
computer.
Taking notes of phone calls.
Filling of documents, indexing and placement of files.
Handling Office cleaning equipment’s — Vacuum Cleaner.

Terms and Conditions:

01.

02.

03.
04.
05.

Date : 17/02/2023
Place: Satara

Educational qualifications, experience, pay scales etc. applicable for the post is
as per the norms prescribed by Rayat Shikshan Sanstha, Satara.

Apply online on headoffice rayatrecruitment.com giving full particulars
along with, resume, letter of experience, supportive documents mentioned in
resume letter of experience, supportive documents mentioned in resume before
28-02-2023 to the undersigned.

Application received after the last date will not be considered.

Original documents need to be produced at the time of interview.

All rights regarding the appointriient process and selection of candidates is
reserved with the management of Rayat Shikshan Sanstha, Satara.
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