CENTRAL BOARD OF SECONDARY EDUCATION

SHIKSHA KENDRA, 2, COMMUNITY CENTRE, 
PREET VIHAR, DELHI-92


The CBSE invites applications from the reputed agencies to provide services of Receptionists at its Offices situated at Delhi, New Delhi.  The Agencies may submit their application stating therein the particulars of the manpower, expected consolidated fee and other terms and conditions. The agency should have manpower with relevant qualifications as mentioned in CBSE’s website (www.cbse.nic.in). Those agencies who had applied earlier need not apply again.  The applications received from individuals will not be entertained.  The applications should reach the Joint Secretary (A&L), CBSE, ‘Shiksha Kendra’, 2, Community Centre, Preet Vihar, Delhi-110092 in a sealed cover within 10 days from the date of publications of this advertisement.

SECRETARY
(QUALIFICATIONS FOR RECEPTIONIST)

(1) 
Male or female graduates in any discipline from a recognized 
University;  

(2) 
2-3 years’ working experience in similar capacity in a reputed 
public or private organization 

(3) 
Fluent in English and Hindi;  

(4) 
Having pleasing personality with good oral and written 
communication skills   

(5)
Should be computer trained  

(6) 
Capable of independently handling front office work including 
personal and telephonic queries  

(7)
Age : Not more than 35 years as on 1st July 2007  

(8)
Consolidated Pay :  (expected by the agency)

(To be published on the website)
