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The Chotanagpur Law College, Ranchi (an Autonomous College of Ranchi University), established in 1954, is
registered under Section 2(f) & 12(B) of the UGC Act, 1956, and is accredited with B++ by NAAC. Holding the
distinction of being one of the oldest and most esteemed legal institutions in Jharkhand, applications are
invited from eligible Indian citizens for appointment to the following non-teaching (Clerical Grade-III)
positions on a contractual basis at Chotanagpur Law College, Ranchi.

1. POST DETAILS & ELIGIBILITY CRITERIA

S. | Post Name Nature of Consolidated Minimum Qualifications & Desirable /
No. Post Remuneration Requirements Preferred
18N Receptionist One Post Pay: -Rs 21,000 - * Bachelor's Degree Diploma in
(Clerical (Contractual) 25,000/- Consolidated (Graduation) in any discipline Computer
Grade-III) ! from a recognized University. | Applications (DCA)/
per month PGDCA from a
{Employee Provident * Proficiency in Hindi and recognized institute;
Fund (EPF) and other English (Spoken & Written). prior front-
social security benefits desk/reception
may be cfdmi.ssible asper | « Good computer knowledge experience.
the direction of the (MS Office, Internet, Email).
Governing Body from
time to ttme'} - Additional * Typing skills in both Hindi
remuneration may be d E 1. h
provided, subject to and Enghish.
performance at the
discretion of the GB.
Personal One Post Pay: - Rs 25,000 - * Bachelor’s Degree Diploma in
Secretary (Contractual) 30,000,/ - Consolidated (Graduation) in any discipline Computer
(PS) ! from a recognized University. Applications
(Clerical per month (DCA/PGDCA) or
Grade-III) {Employee Provident * Excellent command over Secretarial Practice;
Fund (EPF) and other English and Hindi experience as an
social security benefits communication. Executive
may be admissible as per ) Assistant/PS in an
the direction of the * High-level computer academic or
Governing Body from proficiency (MS Word, Excel, | corporate institution.
time to time). PowerPoint, Google
Additional remuneration Workspace).
may be provided, subject to . . .
performance at the * Typing speed in English &
discretion of the GB. Hindi.
* Secretarial skills (drafting
notes, correspondence,
scheduling).
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2. GENERAL CONDITIONS & INSTRUCTIONS

10.

The prescribed qualifications and experience are the minimum requirements; possession of these does
not automatically guarantee an interview call.

All degrees/diplomas must be obtained from UGC-recognized Universities / Institutions. Original
certificates and mark sheets must be produced at the time of document verification and interview.
Candidates currently employed in Government / Semi-Government / Public Sector Undertakings /
Autonomous Bodies must submit a valid No Objection Certificate (NOC) from their employer at the
time of the interview.

CNLC, Ranchi reserves the right to restrict the number of candidates called for interview /skill test
based on merit, screening criteria, and relevant experience.

Canvassing or influence of any kind will result in summarily disqualifying the candidate. No
correspondence will be entertained regarding selection decisions.

CNLC, Ranchi is an equal opportunity employer, values diversity, and reserves the right to fill or not
till the advertised post without assigning any reason whatsoever.

If any information furnished in the application is found to be false/incorrect at any stage, candidature
shall be cancelled and appointment, if made, will be terminated forthwith.

Incomplete applications or forms submitted without required enclosures/fee payment receipts will be
summarily rejected.

No TA /DA will be paid for attending the personal interview, typing/skill test, or document verification
process.

Shortlisted candidates will be notified individually regarding the exact interview/test schedule and
reporting details via email.

3.JOB PROFILE: ROLES & KEY RESPONSIBILITIES

Receptionist (Clerical Grade-III):

e Front desk management, receiving visitors, students, guests, and attending to telephone inquiries
courteously.

e Maintaining daily visitor registers, incoming/outgoing postal dispatches, courier logs, and
institutional inquiries.

e Performing basic clerical tasks, draft typing, document printing/scanning, and records maintenance.

e Coordinating with the administrative office for day-to-day hospitality and logistical requirements.

Personal Secretary (PS) (Clerical Grade-III):

e Providing secretarial and administrative assistance to the Principal’s / Secretary’s Office.

e Drafting routine official letters, notices, circulars, meeting agendas, and recording minutes of
meetings.

e Managing appointments, institutional calendar, file movements, and confidential official records.

e Handling day-to-day email communication, university liaising files, and regulatory compliance
records.
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4. IMPORTANT STATUTORY NOTES & CONTRACT TERMS

Reservation Policy:

Tenure & Contract Period:

Jharkhand State Reservation Policy shall be

strictly ~ applicable. = Candidates  seeking
reservation benefits must submit wvalid
caste/category certificates issued by the

competent authority of Jharkhand.

The appointment is contractual, initially for a
tenure of one to three years, subject to periodic
performance appraisals. Continuously
satisfactory performance may lead to extensions
and remuneration revisions as per Governing
Body directives.

Governance & Standards:

Administrative Right to Cancel:

Appointments and service conditions shall align
with institutional bylaws, Governing Body
guidelines, and applicable State Government higher
education parameters.

The College administration / Governing Body
reserves the right to modify, amend, or cancel
this recruitment advertisement (partially or
fully) at any stage without assigning any reason.

5. APPLICATION PROCESS & IMPORTANT SCHEDULE

Candidates must register and submit their complete application strictly via Online Mode Only. Offline or
postal applications will not be entertained. Ensure all testimonials, curriculum vitae, and fee deposit receipts
are scanned and uploaded clearly.

Official Bank Details (Fee Remittance) Schedule & Submission Particulars
A/ Name: (I:{}::Ca;agpur haw College, e Online Portal: www.cnlawcollege.ac.in
A/C Number: 50457755029 e Application Fee: X 500/- (Rupees Five hunderd Only)
¢ Payment Mode: Online via UPI/ Net Banking / NEFT

Bank Name: Indian Bank /RTGS
Branch: JAC Campus Branch, o Last Date: 25t October 2026 (Till 17:00 Hrs IST)

Namkum e Interview Date: First week of November 2026
TFSC Code: _ IDIB000J506 (Tentative

By Order of the Governing Body

Principal / Secretary

For Inquiries & Clarifications:
Email: cnlawcollegeranchi@gmail.com | Website: www.cnlawcollege.ac.in Campus: Nyay Vihar Campus,
Namkum, Ranchi (Tharkhand) - 834010
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