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JOB DESCRIPTION

1. Post: JUNIOR HINDI TRANSLATOR - (HINDI SECTION)

Name of Post

JUNIOR HINDI TRANSLATOR

Level Pay Level — 4 of 7t CPC

No. of 01

positions

Age limit Maximum age limit of 30 years as on last date for receipt of application

Place of Delhi

Posting

Job e Translation of documents, government orders, notices, memorandums, reports,

Responsibility

etc., from English to Hindi and vice-versa.

Bilingual preparation of office correspondence, press releases, and
technical/administrative documents etc.

Assisting in the implementation of the Official Language Act and Rules and office
procedures etc.

Implementation of activities related to the Official Language, such as conducting
of the OLIC meetings, Hindi Diwas / Hindi Fortnight and various Hindi
competitions etc.

Typing and data entry work in Hindi on the computer, as required

Execution of other tasks assigned from time to time by senior officers

Essential
Qualifications

Master"s degree of a recognized University with at least 55% in Hindi with
English as a compulsory or elective subject or as the medium of examination at
the degree level;

or
Master"s degree of a recognized University with at least 55% in English with
Hindi as a compulsory or elective subject or as the medium of examination at
the degree level;

or
Master"s degree of a recognized University with at least 55% in any subject
other than Hindi or English, with Hindi medium and English as a compulsory or
elective subject or as the medium of a examination at the degree level,

or
Master"s degree of a recognized University with at least 55% in any subject
other than Hindi or English, with English medium and Hindi as a compulsory or
elective subject or as the medium of examination at the degree level;

or
Master"s Degree of a recognized University with at least 55% in any subject
other than Hindi or English, with Hindi and English as compulsory or elective
subjects or either of the two as a medium of examination and the other as a
compulsory or elective subject at degree level
and

Recognized Diploma or Certificate course in translation from Hindi to English &
vice versa or two years" experience of translation work from Hindi to English




and vice versa in Central or State Government Office, including Government of
India Undertaking

Desirable ® Minimum two years’ experience in translation work from Hindi to English and

Qualifications vice-versa.

e Knowledge of terminology related to the concerned department or subject area.
Knowledge of Hindi/English typing on computer.

Recruitment e Written test will be followed by a technical test.
Process
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JOB DESCRIPTION

HINDI OFFICIER - (HINDI CELL)
Name of Post HINDI OFFICIER
Level Pay Level — 8 of 7t CPC
No. of positions 01
Age limit Maximum age limit of 40 years as on last date for receipt of application

Place of Posting

Delhi

Job Responsibility

e Translate official documents, reports, notifications, and
correspondence accurately from Hindi to English and vice-versa.

e Monitor and promote the progressive use of Hindi in daily official
work across all departments.

e Assistin policy implementation and compliance reporting.

e Prepare draft replies for Parliamentary Committee inspections and
Rajbhasha reports

e Prepare and submit quarterly, half-yearly, and annual reports
relating to the implementation of the official language policy

e Organize Hindi workshops, training sessions, and awareness
programs to enhance staff proficiency in Hindi noting, drafting, and
typing also.

e Plan and manage events like Hindi Diwas / Hindi Pakhwada
including organizing Hindi competitions and cultural activities

e Coordinate with the Department of Official Language and other
regional bodies for policy updates and compliance

Essential
Qualifications

Master"s degree of a recognized University with at least 55% in Hindi
with English as a compulsory or elective subject or as the medium of
examination at the degree level;




or
Master"s degree of a recognized University with at least 55% in
English with Hindi as a compulsory or elective subject or as the
medium of examination at the degree level;

or
Master"s degree of a recognized University with at least 55% in any
subject other than Hindi or English, with Hindi medium and English as
a compulsory or elective subject or as the medium of a examination
at the degree level;

or
Master"s degree of a recognized University with at least 55% in any
subject other than Hindi or English, with English medium and Hindi as
a compulsory or elective subject or as the medium of examination at
the degree level;

or
Master"s Degree of a recognized University with at least 55% in any
subject other than Hindi or English, with Hindi and English as
compulsory or elective subjects or either of the two as a medium of
examination and the other as a compulsory or elective subject at
degree level

And

Minimum Five years of experience of using / applying terminology
in Hindi and translation work from English to Hindi and vice-versa
preferably of technical or scientific literature under Central / State
Governments / Autonomous Bodies / Statutory Organization / PSUs
/ Universities or recognized research or educational Institutions
OR

Minimum Five years of teaching experience in Hindi / English or
research in Hindi and English under Central / State Governments /
Autonomous Bodies / Statutory organizations / PSUs/ Universities
or recognized research or educational Institutions.

Desirable
Qualifications

Diploma or Certificate course in translation from Hindi to English
and vice-versa from a recognized institute or university

Recruitment Process

Written test will be followed by a technical test.




