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SCHEDULE OF DUTIES 

Raj iv Gandhi Science Centre Trust Fund 

Assistant Procurement and Supply Officer 

Rs l 9,850 X 325' .... 21,475 X }75 ·· 22,225 X 400 ···· 23,425 X 525 .. 26,050 X 675 ·-
27,400 x 825- 35,650 x 900 .. 37,450 (RGSC 17) 

By selection from among officers in the grade of Clerk/Word Processing Operator 
on the permanent and pensionable establishment of Raj iv Gandhi Science Centre 
Tn.ist Fund who reckon at least four years' service in a substantive capacity in the 
grudc and who •-

(i) pos�ess a Cambridge Higher School Certificate 2! P11sscs iu at least two 

subjects obtained on one certificate at General Certificate of Education 
"Advanced Level" Q! nn equivnlenf qualification acceptable to the 
Rajiv Gandhi Science Centre Trust Fund;

(ii) hnve n good knowledge of policies, rules and regulations relating to the 
management of procurement and supply at the Rajiv Gandhi Science 
Centre Trust Fund;

(iii) possess effective interpersonal and communication skills;

(iv) possess effective nnalyticnl and problem-solving skills; and

(v) have personal integrity and II sense of trustworthiness.

NOTl� 1 

fn the absence of qualified officers in the grade of Clerk/Word Processing Operator 
on the establishment of thed{ajiv Gandhi Science Centre Trust Fund, by selection 
from among ollicers in the grade of Clerical Offit�er, C!erkal Ofliccr/Higher Clerical 
Officer and Clerk/Word Processing Operator in t!1e Puolic Sector vvho reckon at least 
lbur years' service in a substantive capacity in the grade and who ... 

(i) 

(ii) 

(iii) 

(iv) 

(.v) 

possess a Cambrid�e Higher School Certificate m: Pas�cs in at least two 
subjcds obtained on one certificate at General Certificate of Education 
"Advnnccd Level" u an equivalent qualification a('ccptablc to the 
Rajiv Gandhi Science Centre Trust Fund; 

have a good knowledge of policies, rules and rcgulntions relating to the 
ma nagt•ment of prornrcmcnt and supply at th(� Centre;

possess cffoctiw interpersonal and communication skills; 

possess effective analytical and problcm-sol"ing skills; and 

have personal integrity and a sense of trustworthiness. 

 



I)utiesl

IYOTII I
candid*tes rlili btr reqLrircd to sit li.rr a rvritten comperitive examinrtion con4rrrierl hy
tlre li.ajiv (larrrihi 5cir"rncrl ( enlrc'l'rust li'rrnrt clesigncr_fro asscs$ ,-

(ii their kntr!\'ledgc t:l' I)roourcruurrr anrl Suylply Mnnagernent inclurling hesic
principles irl ltrrrcurcnrent ancl strpply'. n'*rchouse and stock contr()l ,rperatron
and any r.rtllcr rclcvilttt finattcirtl an{1 pl-orrurcrneilr {rnd suppiy, lar,vs/re qgii:iions
atrtJ ilrcil thilitl, ti: app!1, thcmt ar:d

(ii) thcir potcntial antJ aptituclc {br proculerncnl and suppl.y, warc[:r:u.ss *nd s1<xk
controi op*rations,

NO'I'E 3

Assistnrt{ l)rocurenrgnl lnri Suppiy Olficers rvili he requircd lEr tollon, appropriat*
c0urs{s/undrrgo rraining, as approveri, and nrrangcd hy thc Raiiv {.)rrncilii $cierrce
('(iiltrc"l"rusi [:ulrc.! to nrakc thcnr crrrryr:rsanl r.l,ilh r*le vani cr:n,;rurlr" pitcf<agcs,

l To perfontl pr(]curcm(rnt rrnrl sup;rl!,, rvurchouse/storcs and stock conf rol
olnrttions and tnaintain updrrttd rerortJs of transactions in ctimplirtlqc
t'ith the provlslons luid <lown in thc fiinant,itl iVlanagement Kif and
regulrrtlons mnde urrtler lhc lrublic Procurt.mrnt Act 2{)06 arr<l othcr
rtgrrlations in forcr, as rrpproprlale.
-iir 

uarry out dail,r, tcst chcoks anri rcport any discrcpancy arising or.li ol'iosl,
shortage , rir:tc1l,rrOt'.'rn, ancl surDius,
'i',; assist in "-

(i) tire vcrillcation ihat phvlicai quentiiies rally witir quitntities irr Stor*s
Lcdgcr: antl

(ii) nny assignnrc.nt relat0(l r() procirrement, .supply anrJ warclrgpsc/st6rcs
tttttl slor:k control opcrrtiorrs within thc ltajiv (ian6hi Sciencc Clcrrtre'l'rust F*und.

'l'o ensurc that slou, lncl,ing slncks t.rr oirsolctc stof,k5 rirc idtlrrtified, listccl anri
rcporte d Llpon,

'l'r 
keep prnpcr r*corrls of'all r**e ipts and issues r)l'sto!.e!i anil ststlonqrv"

'l o rcc'sivc tttatcriols ittlo stttrcs and cnsurr.: that thcy corrrply u,ith rcquisitilrri
r:rcicrs anci rre iri gr;od ;onditirx.
l'o kcep and updato storcs rccords.

To o1rcfirte c-[)rocurenren( {tfid invcntory nlan.g(nrc]rt systfln.r.
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10 mqin duties listed ahove

lo usc lC'l'in the perlirlrnanr:* ol.his clrrties.
'l'o perir:t:: suclr otiier duries diresrly related to tile

or ieiatecl to the delivery of tlri: r)utpLlt and results

I)rocurement and Supply i)lf icer

expected i'rom the Assistant
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