INDIAN INSTITUTE OF PUBLIC ADMINISTRATION
I.P. ESTATE, RING ROAD,
NEW DELHI-110002
File No: A-51/18/2025-ADMIN 01.08.2025

Vacancy Circular

Indian Institute of Public Administration desires to engage suitable persons for the
following posts on short term, temporary basis in two projects of 1) “Evaluation of the
Scheme ‘Pradhan Mantri Janjatiya Vikas Mission’ of MoTA” and 2) “Evaluation of the
Scheme ‘Venture Capital Fund for Scheduled Tribes’ of MoTA, as per details given
below:

S. Post Qualifications and Experience
No.
1 Data Analyst | Essential Qualifications:-
(01 post) e Graduate degree in Economics, Statistics, Mathematic,
In the project computer sciences, data sciences or related fields from a
of S.No.1 recognized University/Institute

e 4 years of post-qualification experience in data management
and analytics preferably in the social science or development
sector

e Candidates must have hands-on experience in data analytics
tools like Excel, SPSS, STATA, Tableau Power Bi, NVivo,
etc.

Desirable:

o Certifications in data analytics, data science, or
data/information  management from a  recognized
university/Institute are preferred

e Preference will be given to candidates with additional
qualifications such as Ph.D./ M.Phil. degree/master's degree
in engineering or

e Prior experience in working with Central/State Government
either directly employed by one or worked closely with the
Central/State Govt.

Essential Skills:

e Strong attention to detail with a focus on data quality and
accuracy

e Strong analytical and problem-solving skills

e Advance Knowledge of Statistical Tools

e Ability to produce quality work under limited guidance and
supervision




e Ability to work effectively in teams as well as independently.
Consolidated Remuneration: Rs.40,000 to Rs.50,000/- per
month.

Duration: 02 months initially which may be extended depending
upon need and performance.

Program
Manager
(01 post)
In the project
of
S. No.1

Essential Qualifications:-

e Master's degree in Management/ Economics/ Statistics/
Operation Research/ Public Policy/ Development Studies/
Sociology/Social Work/ Political Sciences, or related social
science discipline

e Or Post Graduate Diploma in Management or Degree in
Engineering or Technology from a recognized
University/Institute or

e At least 3 Years of full-time post qualification work
experience in the field of project management or
programme monitoring and / or programme evaluation of
social and development schemes.

Desirable Qualifications:

e Preference will be given to candidates with additional
qualifications such as Ph.D./ M.Phil. degree/master’s degree
in engineering or

o Prior experience in working with Central/State Government
either directly employed by one or worked closely with the
Central/State Govt.

o Certification or experience in ERP or PMP or Project
Management Tools.

Essential Skills:

e Strong Report writing skills

e Knowledge of MS Office Suite/ Excel/SPSS/STATA/Python
or GIS Software’s

° Knowledge of Data Collection Tools - SurveyCTO/
KoboCollect/ CAPI, etc

o Ability to undertake multi-stakeholder coordination

e Good Communication and Presentation Skills

e Ability to produce quality work under limited guidance and
supervision

e Ability to work effectively in teams as well as independently

e Willingness to travel to field as per the requirement of the
project.

Consolidated Remuneration: Rs.40,000/- to Rs.45,000/- per
month.

Duration: 02 months initially which may be extended depending
upon need and performance
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Senior Essential Qualifications:-
Research e Master's degree in economics/ Statistics/ Operation Research/
Officer Public  Policy/ Development Studies/ Sociology/ Political
(02 posts) Sciences or related social science discipline Or Degree in
one post each Engineering or  Technology  from a recognized
in the University/Institute
S.No.1&2 e Two years of post-qualification experience in Monitoring and
project Evaluation or related subject is preferred.
Desirable: Person with additional qualifications such as
M.Phil./PhD; or post qualification work experience in Project
Management/Evaluation Schemes will be preferred.
Essential Skills:
e Strong Report writing skills
e Organization of Field Work, Data Collection and Analysis
o Knowledge of MS Office/
Excel/PowerPoint/SPSS/STATA/Python or GIS Software’s
e Knowledge of Data Collection Tools — SurveyCTO/ KoboCollect/
CAPI,etc.
e Ability to undertake multi-stakeholder coordination
e Good Communication Skills — Witten and Oral
e Organization and Documentation Skills
e Willingness to travel to field as per the requirement of the
project.
Consolidated Remuneration: Rs 45,000/- to Rs 50,000/ p.m.
Duration: 02 months initially which may be extended depending
upon need and performance.
Research Essential Qualifications:-
Associate e Master's degree in economics/ Statistics/ Operation Research/
(03 posts) Public  Policy/ Development Studies/ Sociology/ Political

Two posts in
the project of
S.No.1 and
one post in the
project of
S.No.2

Sciences or related social science discipline
e Or Degree in Engineering or Technology from a recognized
University/Institute
° One year of post-qualification experience in Monitoring and
Evaluation related subject is preferred.
Desirable: Person with additional qualifications such as
M.Phil./PhD; or post qualification work experience in Project
Management/Evaluation Schemes will be preferred
Essential Skills:
e Strong Report writing skills
o Knowledge of MS Office/Excel
o Knowledge of Data Collection
SurveyCTO/KoboCollect/CAPI,etc
e Ability to undertake multi-stakeholder coordination
e Good Communication Skills — Witten and Oral
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e Organization and Documentation Skills

o Willingness to travel to field as per requirement of the project
Consolidated Remuneration: Rs 30,000/- to Rs 35,000/- per
month
Duration: 02 months initially which may be extended depending
upon need and performance.

Project Essential Qualification:-
Assistant e Bachelor of Commerce, Accounting, or Business or Finance
(01 post) or a related discipline from any recognized University
In the project o Two years’ experience of office management, accounts,
of S.No.1 bookkeeping, record maintenance, or documentation

e Proficiency in Microsoft Office Suite (Word, Excel,

PowerPoints)
Desirable Qualification:

o Preference will be given to candidates having additional
qualifications such as Masters/Diploma/Certifications in
related disciplines or

e Candidates having previous work experience in Central
Government or State Government Officers, Banks or Public
Sector Undertakings

Roles and Responsibilities

e Assistance in Project Management Tasks

e Documentation of Projects Files, Records, field materials,
etc.

e Liasoning/Coordination with Internal Team Members and
External representatives

e Maintenance of Project Tracker in Excel/Project Trackers
Software’s

e Preparing Presentation(s)/Formatting of Documents and
Entry of data into Excel/Word Files

e Any other task as assigned by the Team Leader
Consolidated Remuneration: Rs 25,000/- to 29,000/~ per month.
Duration: 02 months initially which may be extended depending
upon need and performance.
Field Essential Qualifications:-
Investigator e Graduate degree from a recognised University/Institute
(14 posts) e Prior experience of 01 Years in social sciences research,
08 posts in S. particularly in sampling, primary data collections (both

No. 1 project
and 06 posts
in S.No. 2

qualitative and quantitative), survey administration or field
work
e Experience of using data collection tools such as CAPI,
Kobo Collect or Survey CTO, etc
e Fluency in English and Hindi is mandatory
Demonstrated willingness and ability to travel to field as per
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requirement of the project.

Desirable: Candidates having knowledge of any one of the
languages such as Odia or Tamil or Telugu or Santali or
Assamese or Bengali will be preferred.

Consolidated Remuneration: Rs 23,000/- to Rs 29,000/- per
month.

Duration: 01 month initially which may be extended depending
upon need and performance.

7. Data Entry
Operator
(01 post)

In the project
of S.No.1

Essential Qualifications:-

e Bachelor's degree of a recognized University in any subject with
English/Hindi as a compulsory/elective subject or as medium of
examination at degree level

e Two Years experience of translation work from Hindi to English
and vice-versa

Desirable Qualification:

e Recognized Diploma/Certificate course in translation from Hindi
to English and vice versa

e Preference will be given to candidates with prior experience of
working in or closely with Central/State Government in
secretarial or administrative roles.

Essential Skills:

e Proficiency in Microsoft Office Suite (Word, Excel,
PowerPoints)

e Typing speed of 40 words per minute

e Excellent written and verbal communication abilities.

Consolidated Remuneration: Rs 22,000/- to Rs 25,000/- per

month.

Duration: 02 months initially which may be extended depending

upon need and performance.

The Candidate for all positions should not be hesitant to travel throughout India for
Project related activities. Candidates awaiting results will not be entertained.

Interested candidates, who fulfill the above criteria, may walk in for the interview in
Room No.20 at Indian Institute of Public Administration, I.P. Estate, Ring Road, New Delhi
along with the original educational and experience documents and updated CVs by 02:00
P.M. sharp on Thursday, the 07" August, 2025. Candidates reaching the venue after the
scheduled time shall not be entertained under any condition. No T.A/D.A. will be paid for

attending the interview.
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(O.P.Chawla)
Dy. Registrar (F&A)




