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ICMR vide Letter No.16/12/2023-Admn.E.Office: 149407 dated 03.07.2026 have invited
capression ol Interest from willing and eligible Section Otficers and Assistants working in ICMR
Institutes/Centres for transfer/posting to ICMR-National Institute of Traditional Medicine
(NTTM), Nehru Nagat, National Hi ghwny No 4, Belagavi, Karnataka — 590010:

The details of the vacant posts are as under:

Sr.No. Nume of Post No of Vacancies
1. Section Officer 01
2. | Assistant 01
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Tnterested and cligible officials of the Inshinte/( entre are hereby iuformed (o submit their
request as per the EOL in the attached format through proper channel latest by 14.07.2026 to the
office for onward transmission to ICMR.

(

(RTE ATerar) /(Rahul Wadhwani)
IRy TS BT /Sr. Administrative Officer
gfd/To:
YdYs/Notice Board
Copy to:

1. OIC, ROHC(S), Bangalore —for necessary compliance
2. Dr. L K Sharma — with a request to upload the said circular on the digital display and website

pls.
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Seetion Officer (SO) - Job Profile
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()vetali supervision and coordination of Establishment, Purchase. Stores. Inward. and allicd
admmlstranve sections. -

Scrutmv examination, and approval of all’ establishment matters including pay fixation.
pmmonons recruitment, APARs, IPR. annual increntents. and employee erievances.
Hzmdlmg and finalization of RTI matters and i imponant correspondence with Headquarters
chew and submission of all purchase proposals. including handling of high-value tenders
10 lakhs and above) and ensuring compliance with GFR and procurement rules.

Overall supcrv:smn of procurement activities including GeM purchases. BOQ-based
procurement. equipment procurement. and related Processes,

Monitoring and verification of manpower-related matiers. including attendance. jeave records.
and cobrdination with outsourcing agencies.

Supervision of maintenance of Service Books. IRAS, e-Office user mapping and system
management. stores records. inward distribution. and ether official records.

Oversight of equipment maintenance. AMC/CMC . condemnation and disposal processes. and
cnsuriﬁg timely disposal of work in comphiance with rules and guidelines.

z\ny other work assigned by the Competent Authority

Assistant — qu Profile

Preparation and processing of pay bills and initial pmuwnu of p'v fixation. LTC. and medical
FTHTI S G b 0 ‘ !
Maintenance of aendance records. !cavc rc.wrds SLr\lLL Books. and p:rsnndl service files.
Drafting of notes and assistance in processing matters related to promotion. recruitment. R 1.
APARs, and other establishment cases.

Progessing and settiement of medicai and L.TC bills, and handling related documentation.
Handling Guest House bookings. arrangement of official vehicles. and routine administrative
coordination.

Issuance! af ID cards (including medical 1D cards). verification of documents of new joinges,
and bmmelnc enrolment.

H.mdhng e-Office work including user mapping. IRAS-related data entry/processing. routine
Lorrcspondencc, and file movement.

Performing any other duties assigned by the Competent Authority.
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Application Format
Employee interested for transfer to ICMR-National Institute of Traditional Medicine
(NITM),Nehru Nagar, Belagavi - 590010 (Karnataka)

Full Name (in Capitals) with attribute ,'
Prof/Dr./Mr./Ms./ |
Present Designation & level
Date of Birth , |
Present Institute/Centre !
Date of Joining ICMR/Institute |
Date of Joining to Present Post "
Academic background (University Degrees only)
Experience
200 words write Up on your interest in this transfer

|

Please enclose as

and why you are suitable? Annexure
Annexure

Any other information that you wish to provide Please enclose as
Annexure

NOC/ Document Supporting submission of the Please enclose as

: application through proper channel Annexure '

Publications/achievement in the working area. I Please enclose as
|
|
i
|

Signature of the Applicant
Date: -
Place: -

(Counter Signature of the Direclui/Director/Lirector In-charge)
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