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Applications from Indian nationals are invited under the following project on temporary

basis with consolidated sal

ary. The renewal of services for few months/a year or up to the

duration of the project will be based on satisfactory performance. The initial appointment

will be for a period of 11 m

onths or the end of the project (whichever is earlier).

Title of the Project Organic and Inorganic Materials-based Optical Quantum
Technology (OIMO-QT)
Funding Agency Ministry of Electronics and Information Technology (MEITY),

India

Name(s) of the Project
Investigator(s)

Prof. Laxmidhar Behera

School / Center

PRAMATRA SAMKHYA FOUNDATION (PSF), IIT Mandi, Himachal
Pradesh

Duration of the Project

In months: 48 End date: 19.04.30

Last Date for Application: 20th June 2026 (or until the positions are filled)

The OIMO-QT (Organic and Inorganic Materials-based Optical Quantum Technology) Project is
a flagship Research, Development, and Engineering initiative under the framework of the
PRAMATRA SAMKHYA FOUNDATION (PSF), established by the Indian Institute of
Technology Mandi to drive nationally significant technology missions. The project is being
executed at the prestigious Indian Institute of Technology Mandi, one of India’s premier
Institutes of National Importance, and offers an opportunity to work within a world-class
academic and research ecosystem while being employed under PSF. The project duration is four
years, with Phase I (2026-2030) currently active and Phase II planned beyond 2030.

The project is being implemented through PRAMATRA SAMKHYA FOUNDATION (PSF),
established at IIT Mandi with support from the Ministry of Electronics and Information
Technology (MeitY), Government of India with IIT Mandi and CMET, Hyderabad.

Key focus areas of Phase I include:
¢ Development of indigenous optical quantum computing systems (Panchratnham Series)

¢ Creation of critical quantum technology supply chain components, including Gaussian
Single Photon Sources (GSPS), Phase-Sensitive Single Photon Avalanche Diodes (PS-
SPAD), and Multipurpose Coincidence Counters (MCIC)

¢ Development of the Panchratnam 64, a 64-channel optical quantum computer
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Establishment of the GLP-class Pancharatnam Lab for advanced R&D, prototyping, and
testing

Creation of a Business Development Office (BDO) for commercialization, startup
integration, and industry partnerships

Enabling a robust Make in India quantum technology ecosystem

The project offers a unique opportunity to contribute to cutting-edge quantum technologies,

work alongside leading researchers and industry experts, access world-class infrastructure at

IIT Mandi, and participate in building India’s indigenous quantum technology capabilities from

research to commercial deployment. Through innovation, translational research, and ecosystem

development, OIMO-QT aims to position India among the global leaders in quantum

technologies.

Index of Positions

Technical Positions
1. Visiting Professor / Engineer / Scientist (Technical Position)

2. Research Scientist (Technical Position)

2.1 Organic Synthetic Chemist - Organic Gel Scientist

2.2 Product Development Manager - Scientific Product Design

2.3 Optical Laser Circuit Design Specialist

2.4 Photonics Device Maker / Quantum Optical Systems Specialist

Research Engineer (Technical Position)

3.1 PCB Design and Microwave/Antenna Engineer

3.2 FPGA Systems and Instrumentation Engineer

3.3 Electronic Device Programming, Interfacing, and Wireless Electromagnetics
Engineer

3.4 Al/LLM Hardware Integration Engineer

Administrative Positions

4. Chief Executive Officer (CEO)

5. Manager cum Accountant (Project Manager)

6. Assistant Project Manager
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Support Staff

7. Project Office Assistant

Applications are invited for the following positions:

1. Visiting Professor / Engineer / Scientist (Technical Position)

The Scientific / Technical Visiting Professor / Engineer / Scientist will serve as a senior domain expert,
providing high-level technical leadership, research guidance, and strategic inputs for the successful
execution of the OIMO-QT project. The role involves contributing to research design, hardware
development, system integration, and overall technical validation of the project components.

The position is intended for distinguished professionals from academia, industry, or research institutions
who can bring deep expertise and hands-on experience in relevant domains. The expert will work closely
with the core project team to ensure scientific rigor, technological feasibility, and alignment with global
standards in quantum technologies and advanced systems engineering.

No. of Positions: 4
Remuneration: ¥1,50,000 - %2,00,000 per Month (consultancy/engagement basis as applicable). Tenure:

Contract Basis | Full-time / Part-time / Visiting as per engagement
Key Responsibilities

o Provide expert guidance on research design, experimental frameworks, and technology
development aligned with project objectives.

¢ Lead and mentor teams involved in hardware development, system architecture, and integration
of quantum technology components.

¢ Support the design, development, and validation of key systems, including photon sources,
detectors, and quantum computing modules.

¢ Contribute to system-level integration, testing protocols, and performance optimisation of
developed technologies.

¢ Advise on the adoption of global best practices, standards, and emerging trends in quantum
technologies and related domains.

o Collaborate with academic, research, and industry partners to strengthen technical capabilities
and knowledge exchange.

¢ Provide technical oversight and review of ongoing R&D activities to ensure quality, accuracy, and
scientific integrity.

¢ Support troubleshooting of complex technical challenges and provide solutions across

3
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multidisciplinary areas.

Assist in building technical roadmaps, research strategies, and innovation pathways for the
project.

¢ Contribute to publications, patents, technical documentation, and knowledge dissemination
efforts.

o Participate in technical review meetings, advisory sessions, and project evaluations as required.

o Enable capability building within the team through mentoring, workshops, and knowledge
sessions.

Eligibility Criteria

o Ph.D. in Engineering, Physics, Materials Science, Electronics, Photonics, Quantum Technologies,
or a related discipline from a recognized institution.

o Alternatively, candidates with a Master’s degree and exceptional industry or research experience
may also be considered.

¢ Minimum 10-15 years of experience in research (as applicable), development, or advanced
engineering roles in relevant domains.

Desired Experience & Skills

o Extensive experience in research design, experimental physics, hardware systems, or advanced
engineering development.

¢ Strong expertise in areas such as quantum technologies, photonics, optoelectronics,
semiconductor devices, materials science, or related fields.

¢ Hands-on experience in hardware development, system integration, and testing of complex
technology systems.

o Proven track record of research publications, patents, or significant technical contributions in
relevant domains.

o Experience working with academic institutions, national laboratories, or high-technology
industry environments.

o Familiarity with multidisciplinary project environments involving research, engineering, and
product development.

¢ Strong problem-solving skills with the ability to address complex technical challenges.

o Experience in mentoring researchers, engineers, and technical teams.

o Ability to translate advanced research concepts into practical and scalable technology solutions.

¢ Excellent communication and collaboration skills for working with diverse teams and
stakeholders.

o Exposure to international research collaborations or global technology ecosystems will be an
added advantage.

Application link: https://forms.gle /0z4HSpxI.oFzP8CTZ6
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2. Research Scientist (Technical Position)

The Scientific / Technical Research Scientist will be responsible for driving advanced research,
experimental design, and technology development under the OIMO-QT project, with a specific focus on
quantum and neuromorphic technologies. The role involves contributing to the development, testing, and
validation of cutting-edge systems and components, ensuring alignment with the project’s scientific and
technological objectives.

The position requires a highly motivated researcher with strong analytical capabilities and hands-on
experience in experimental and applied research. The Research Scientist will work closely with
interdisciplinary teams to translate theoretical concepts into functional systems, supporting the
development of next-generation quantum and neuromorphic computing technologies.

No. of Positions: 4
Remuneration: ¥1,20,000 - ¥1,70,000 per Month (Subject to TDS and other mandatory Deductions)
Common Requirement for All Positions

¢ Atleast one completed real-world project that highlights practical work.
o Public or institutionally verifiable evidence of work
o Atleast one credible referee whose credentials can be directly verified

Detailed Positions under Research Scientist Category

2.1 Organic Synthetic Chemist - Organic Gel Scientist
Minimum Qualification

o Bachelor’s (with proven mandatory experience evidence”) or Master’s degree (with proven
mandatory experience evidence”) or Ph.D. in Organic Chemistry or Synthetic Organic Chemistry

AMandatory Experience Evidence Requirement

¢ Atleast one peer-reviewed publication in a recognized organic chemistry journal
o Topic areas: organic gel, supramolecular gel, soft matter synthesis, or closely related synthesis
o Atleast one completed synthesis project with public evidence:
o Paper / Thesis / Patent / Conference presentation / Institutional record
¢ Two credible referee letters for validation

Role Expectations
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o Design, synthesize, purify, and reproduce gel-forming molecules
o Correlate structure with gelation, stability, and functionality
¢ Document reproducibility, batch variation, and structure-property trends

Preferred Characterization Skills

o  NMR, FTIR, UV-Vis, Fluorescence

¢ Rheology, DSC/TGA

¢ Microscopy

¢ Gelation screening under varied solvents, temperatures, and additives

2.2 Product Development Manager - Scientific Product Design
Minimum Qualification

o Bachelor’s (with proven mandatory experience evidence®) or Master's degree (with proven
mandatory experience evidence*) or Ph.D. in Product Design / Industrial Design / Design
Engineering / Mechanical Engineering or equivalent

#Mandatory Experience Evidence Requirement

¢ Atleast one end-to-end project from concept to functional device prototype
¢ Project evidence such as:

o Portfolio / Project page / Prototype images / Design report / Patent / Institutional record /
Conference

o Two credible referee letters for validation
Role Expectations

o Translate lab requirements into manufacturable products
o Handle form factor, usability, mechanical layout, and safety
¢ Integrate optical/electronic subsystems into product design

Preferred Skills

o CAD and tolerance planning

¢ Optical-path packaging

¢ Rapid prototyping

¢ Design-for-manufacturing (DFM)

¢+ BOM preparation

¢ Ergonomic design

¢ Product validation in real environments
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2.3 Optical Laser Circuit Design Specialist
Minimum Qualification

o Bachelor’s (with proven mandatory experience evidence*) or Master's degree (with proven
mandatory experience evidence*) or Ph.D. in Photonics / Optics / Applied Physics / Electrical
Engineering or related field

*Mandatory Experience Evidence Requirement

o Atleast one completed project involving;:

o Optical circuits / Laser systems / Beam routing / Interferometric setups
o Proof of project via report / publication / repository / lab record
o Two credible referee letters for validation

Role Expectations

¢ Work on real optical systems involving alignment, coherence, and stability
¢ Build and optimise optical setups

Preferred Experience

o Laser cutting and fabrication
¢ SLM-based beam shaping

¢ Optomechanical assembly

¢ Precision instrument building

Key Characterization Skills

¢ Beam profiling

¢ Insertion loss measurement

¢ Fringe visibility

¢ Alignment tolerance

o Polarization handling

¢ Optical power stability

¢ Mode quality

¢ Signal-idler path management
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2.4 Photonics Device Maker / Quantum Optical Systems Specialist
Minimum Qualification

o Bachelor’s (with proven mandatory experience evidence¥) or Master’s (with proven mandatory
experience evidence®%) or Ph.D. in Photonics / Optics / Applied Physics / Electrical
Engineering or related field

&Mandatory Experience Evidence Requirements:

o Atleast one completed project in:

o Optical sensing / Photonic devices / Interferometry / Quantum optics
¢ Proof project completion via publication / thesis / prototype / technical record
o Two credible referee letters for validation

Role Expectations

¢ Build and validate photonic systems
¢ Handle optical sensing, normalization, detector interfacing
¢ Work on interferometric alignment and quantum optical setups

Preferred Experience

¢ Interferometer design and alignment
»  Signal-idler path handling

¢ FPringe contrast optimisation

¢+ Device-level photonic integration

Key Characterization Skills

¢ Responsivity measurement

¢ Spectral response

¢ Alignment repeatability

o Fringe visibility

¢ Optical loss analysis

o Detector calibration

¢ Timing resolution

¢ Noise-equivalent performance

¢ Troubleshooting unstable optical systems

Application link: https://forms.gle /0z4HSpxI oFzP8CTZ6
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3. Research Engineer (Technical Position)

The Scientific / Technical Research Engineer will be responsible for supporting advanced research,
experimental design, and engineering development under the OIMO-QT project, with a focus on
quantum and neuromorphic technologies. The role involves translating research concepts into engineered
systems, contributing to prototyping, system integration, and validation of cutting-edge technologies.

The position requires a strong engineering mindset with hands-on experience in system development and
experimental setups. The Research Engineer will work closely with scientists and technical teams to
build, optimise, and validate functional systems, ensuring reliability, scalability, and performance in line
with project objectives.

No. of Positions: 4

Remuneration: ¥1,20,000 - ¥1,70,000 per Month (Subject to TDS and other mandatory Deductions)

Common Requirement for All Positions

o Atleast one completed real-world project that highlights practical work.
o Public or institutionally verifiable evidence of work
o Two credible referee letters for validation

Detailed Positions under Research Engineer Category

3.1 PCB Design and Microwave/Antenna Engineer
Minimum Qualification
¢ Bachelor's (with proven mandatory experience evidence”) or Master’s (with proven mandatory

experience evidence”) degree or Ph.D. in Electronics / Electrical / Instrumentation / RF Engineering
or equivalent

"Mandatory Evidence Requirement

o Atleast one fabricated and tested device PCB project
o Proof of device PCB evidence:

o Gerber files / Board photos / Test reports / Git repositories / Verified project records
o Two credible referee letters for validation

Role Expectations

¢ Schematic design, stack-up planning, and PCB layout
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¢ Grounding, shielding, connector strategy
o Fabrication coordination, bring-up, debugging, revision control

Preferred Experience

o RF / Microwave / Mixed-signal systems
¢ Antennas / Detector interfaces / High-speed timing / Instrument control

Key Characterization Skills

¢ Impedance matching

¢ S-parameters

¢ Noise floor evaluation

o Signal integrity & crosstalk

¢ Power integrity

o« EMC-aware layout

o Useof VNA, oscilloscope, spectrum analyzer, RF meters

3.2 FPGA Systems and Instrumentation Engineer
Minimum Qualification

o Bachelor’s (with proven mandatory experience evidence*) or Master's degree (with proven
mandatory experience evidence#) or Ph.D. Electronics / Electrical / Computer Engineering /
Embedded Systems or related field

#Mandatory Experience Evidence Requirement

¢ Atleast one functional FPGA-based device hardware system
o Proof via device hardware prototype / repository / report / thesis
o Two credible referee letters for validation

Role Expectations

o Develop FPGA-based systems for:
o Coincidence counters
o Photon-counting logic
o High-speed timing
o Data acquisition
¢ Perform hardware-software integration

Essential Skills
¢ Verilog / VHDL

¢ Timing analysis
¢ Board interfacing

10
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¢ Hardware debugging
Preferred Characterization Skills

¢ Timing closure & jitter analysis

¢ Trigger integrity

¢ Latency measurement

¢ Synchronization across channels

¢ Data throughput benchmarking

o Use of oscilloscopes, logic analyzers

3.3 Electronic  Device Programming, Interfacing, and Wireless
Electromagnetics Engineer

Minimum Qualification

o Bachelor’s (with proven mandatory experience evidence*) or Master’s (with proven mandatory
experience evidence*) or Ph.D. in Electronics / Instrumentation / Electrical / Embedded Systems
or related field

Mandatory Evidence Requirement

o Atleast one project involving:

o Device control / Sensor interfacing / Embedded systems / Wireless circuits
o Proof of project via demo / codebase / documentation / hardware record
o Two credible referee letters for validation

Role Expectations

¢ Build and integrate hardware-software systems
o Work on embedded instrumentation and lab automation

Preferred Experience

¢ Microcontrollers and embedded Linux
¢+ DAQ systems

+  ADC/DAC interfacing

o RF/wireless modules

o Electromagnetic shielding

Key Characterization Skills

o Calibration of interfaces
o EMI/EMC practices

11
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Antenna tuning

Wireless range & stability testing

Sensor noise analysis
¢ Hardware debugging

3.4 AI/LLM Hardware Integration Engineer
Minimum Qualification

o Bachelor’s (with proven mandatory experience evidence!%) or Master's degree (with proven
mandatory experience evidence¥) or Ph.D. in Computer Science / Electronics / IT / Computer
Engineering or equivalent

¢ Strong hands-on experience preferred over formal degree
&Mandatory Experience Evidence Requirement

o Atleast one demonstrable project involving local/personal LLM deployment
o Public proof of project:

o GitHub / Deployment notes / Benchmarks / Demo videos / Blogs
o Two credible referee letters for validation

Role Expectations

¢ Setup and optimise Al systems on real hardware
o Configure GPUs, storage, cooling, and runtimes
¢ Build edge inference and multi-machine systems

Preferred Experience

o Personalized LLM environments
¢ Retrieval-based systems
¢ Hardware-level Al optimisation

Key Characterization Skills

¢ Throughput and latency benchmarking
¢ Token generation rate

¢+ VRAM/RAM optimisation

¢ Quantization trade-offs

¢ Thermal and power stability

¢ Storage I/O tuning
¢ System recovery and integration with instruments

12
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Application link: https:/ /forms.gle/0z4HSpxI.oFzP8CTZ6

4. Chief Executive Officer (Administrative Position)

The Chief Executive Officer (CEO) will be responsible for providing strategic, operational, and
techno-commercial leadership for the successful execution of the OIMO-QT project. The role requires
driving the establishment of a robust and sustainable quantum technology ecosystem, aligning research
outcomes with commercialisation pathways, and ensuring long-term institutional and financial
sustainability.

The CEO will play a critical role in bridging academia, industry, startups, and government stakeholders
while enabling the translation of cutting-edge quantum research into deployable technologies, products,
and ventures. The position demands a visionary leader capable of building and scaling deep-tech
initiatives in a multidisciplinary and high-impact environment.

No. of Positions: 1

Remuneration: ¥1,20,000 - ¥2,50,000 per Month (Subject to TDS and other mandatory Deductions)

Key Responsibilities

o Provide overall leadership, direction, and strategic oversight for the project, ensuring timely
achievement of defined milestones and deliverables.

o Establish, operationalise, and manage the Business Development Office (BDO) as a
techno-commercial arm of the project.

¢ Drive commercialisation strategies for technologies developed under the project, including
productisation, licensing, and startup incubation.

¢ Build and strengthen industry partnerships, investor networks, and collaborations with national
and international stakeholders.

o Facilitate the development of a strong startup ecosystem around quantum technologies, including
mentorship, partnerships, and market linkages.

¢ Opversee financial planning, budgeting, fund utilisation, and ensure compliance with applicable
regulatory and institutional frameworks.

¢ Ensure adherence to governance structures, reporting requirements, and coordination with the
Governing Council and review committees to ensure complete stakeholders’ communication
management.

¢ Liaise with funding agencies, government bodies, academic institutions, and industry partners
for smooth execution and expansion of the project.

¢ Develop and implement long-term sustainability models, including revenue generation,
commercialisation pipelines, and ecosystem development.

¢ Lead efforts in positioning the project as a national and global hub for quantum technology

13
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research, development, and innovation.
¢ Support talent acquisition, team building, and organisational development for effective
project execution. (ministry reporting)
¢ Drive policy-level engagement, thought leadership, and representation of the project in relevant
forums, conferences, and industry platforms.

Eligibility Criteria

¢ Bachelor’s degree in Engineering, or Master’s degree in a relevant discipline such as Science,
Engineering, Management, or related fields.

¢ 8-10years of experience in technology or innovation-driven organisations.

¢ Proven past performance in high-value project execution and management. Ability to build
and manage multi-stakeholder partnerships across academia, industry, and government.

o Proven track record of leadership in the startup ecosystem and growth management,
strong strategic and financial management capabilities.

Desired Experience & Skills

o 8- 10 years of progressive experience, with a significant portion in leadership, managerial, or
strategic roles.

o Prior experience in handling government-funded projects, compliance with GFR 2017 (General
Financial Rules), grants, or institutional finance systems will be an advantage.

¢ Proven experience in technology commercialisation, R&D program management, startup
ecosystems, or innovation-driven organisations.

¢ Exposure to deep-tech domains such as quantum technologies, artificial intelligence, advanced
materials, electronics, or related fields will be an added advantage.

¢ Strong understanding of the intersection between research, product development, and market
deployment.

¢ Demonstrated ability to build and manage multi-stakeholder partnerships across academia,
industry, and government.

o Experience in financial oversight, project governance, and compliance in large-scale programs.

o Excellent leadership, team-building, and decision-making capabilities in dynamic and high-
growth environments.

¢ Strong communication, negotiation, and stakeholder management skills.

¢ Strategic thinking with the ability to translate vision into actionable execution plans.

¢ Entrepreneurial mindset with the ability to identify opportunities, mitigate risks, and
drive innovation-led growth.

o Familiarity with startup incubation, venture development, and ecosystem building will be highly
desirable.

Application link: https://forms.gle/0z4HSpxI.oFzP8CTZ6

5. Manager cum Accountant (Project Manager)
14


https://forms.gle/oz4HSpxLoFzP8CTZ6

(\ﬁ/jﬁj};ﬁ Pramatra Samkhya Foundation

Indian
Institute of

Technoloyy  Organic and Inorganic Materials-based Optical Quantum Technology (OIMO-QT)

Mandi
Manager cum Accountant (Project Manager ) will be responsible for managing the financial operations of
the project, ensuring transparency, accountability, and compliance with applicable government and
institutional norms. The role involves overseeing budgeting, fund utilisation, financial reporting, and
audit processes, while supporting the efficient execution of project activities.

The officer will play a key role in maintaining financial discipline across all components of the project and
ensuring that all expenditures are aligned with approved guidelines, funding conditions, and regulatory
frameworks. The position requires a detail-oriented professional with strong analytical capabilities and a
thorough understanding of financial systems in research and institutional environments.

No. of Positions: 1

Remuneration: 370,000 - 80,000 per Month (Subject to TDS and other mandatory Deductions)

Key Responsibilities

¢ Manage detailed project budgets, financial plans, and expenditure forecasts in alignment with
project objectives.

¢ Monitor fund utilisation and ensure optimal allocation of resources across various
project components.

¢ Maintain accurate financial records, accounts, and documentation in accordance with applicable
accounting standards.

o Ensure compliance with GFR, institutional policies, and audit requirements.

¢ Process payments, manage invoices, and oversee financial transactions related to project
activities.

¢ Coordinate with internal and external auditors and facilitate the timely completion of audits and
financial reviews.

¢ Prepare periodic financial reports, utilisation certificates, and statements for submission to
funding agencies and governing bodies.

¢ Support procurement processes by ensuring financial due diligence, documentation, and
approvals as per norms.

¢ Assist in financial decision-making by providing data-driven insights and analysis.

¢ Maintain proper documentation for grants, contracts, and financial approvals to ensure
audit readiness at all times.

¢ Liaise with banks, regulatory authorities, and institutional finance departments as required.

o Ensure adherence to taxation requirements, statutory compliance, and financial reporting
obligations.

¢ Support the leadership team in financial planning and long-term sustainability strategies.

Eligibility Criteria

¢ Bachelor’s or Master’s degree in Commerce, Finance, Accounting, or a related discipline from a
recognised institution
o Professional qualifications such as CA, CMA, or equivalent will be preferred

15



g Ny

N\ )

CE]‘W Pramatra Samkhya Foundation

i
Indian
Institute of

Technoloyy  Organic and Inorganic Materials-based Optical Quantum Technology (OIMO-QT)

Mandi

Desired Experience & Skills

5-10 years of relevant experience in finance, accounting, or financial management roles.

¢ Prior experience in handling government-funded projects, compliance with GFR 2017 (General
Financial Rules), grants, or institutional finance systems will be an advantage.

¢ Strong understanding of accounting principles, financial regulations, taxation, and statutory
compliance requirements.

o Familiarity with audit procedures, financial reporting standards, and documentation practices.

o Proficiency in financial management tools, accounting software, and MS Office (especially Excel).

¢ Strong analytical and problem-solving skills with close attention to detail.

¢ Ability to manage multiple financial processes simultaneously in a structured and timely manner.

¢+ Good communication and coordination skills for working with auditors, vendors, and
internal stakeholders.

o High level of integrity, accountability, and professionalism in handling financial data

and processes.

Application link: https:/ /forms.gle /0z4HSpxI.oFzP8CTZ6

6. Assistant Project Manager

The Secretary / Administrative Officer will provide comprehensive administrative, operational, and
coordination support to ensure the smooth and efficient functioning of the project and its leadership team.
The role involves managing day-to-day office operations, facilitating communication, and supporting
coordination among internal teams, external stakeholders, and project partners.

The position requires a highly organised and proactive individual capable of handling multiple
responsibilities in a dynamic and fast-paced project environment. The officer will play a critical role in
maintaining documentation, ensuring timely communication, and supporting overall administrative
efficiency across various project activities.

No. of Positions: 2

Remuneration: ¥40,000 - 60,000 per Month (Subject to TDS and other mandatory Deductions)

Key Responsibilities

¢  Manage day-to-day office operations, including administrative processes, logistics, and
coordination activities.

o Handle official communication, including drafting emails, letters, and maintaining
correspondence with internal and external stakeholders.

¢ Coordinate meetings, workshops, and events, including scheduling, agenda preparation, minutes

16
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of meetings, and follow-ups.

Maintain and organise project documentation, records, and filing systems in both physical and
digital formats.

Assist in project administration, including coordination with different teams, departments,
and partner organisations.

Support the leadership team in managing schedules, appointments, and task tracking.

Ensure proper maintenance of records related to project activities, reports, and compliance
requirements.

Facilitate smooth information flow within the project team and with external stakeholders.

Assist in the preparation of reports, presentations, and official documents as required.

Support procurement and logistics coordination in line with administrative procedures.

Maintain confidentiality and ensure secure handling of sensitive information and documents.
Contribute to improving administrative processes and efficiency within the project.

Eligibility Criteria

Bachelor’s degree in any discipline from a recognised institution.
Additional qualifications or certifications in administration, office management, or related fields

will be preferred.

Desired Experience & Skills

3-7 years of relevant experience in administrative, secretarial, or office management roles.
Experience in Well-funded Startup, academic, research, government, or institutional
environments will be an added advantage.

Strong organisational and time-management skills with the ability to prioritise tasks effectively.
Excellent written and verbal communication skills.

Proficiency in MS Office (Word, Excel, PowerPoint) and standard documentation tools.

Ability to handle multiple tasks simultaneously and work efficiently in a fast-paced environment.
Attention to detail and accuracy in documentation and record-keeping.

Strong interpersonal skills and the ability to coordinate with diverse stakeholders.

Professional attitude with a high level of discretion and confidentiality.

Problem-solving approach with the ability to adapt to evolving project requirements.

Application link: https://forms.gle /0z4HSpxI.oFzP8CTZ6

7. Project Office Assistant

Project Office Assistant will provide essential support for the smooth day-to-day functioning of the

OIMO-QT project at IIT Mandi. The role involves assisting in routine office tasks, basic operational

activities, and general support functions across administrative and project teams.

17
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The position requires reliable and disciplined individuals who can support various teams in maintaining
operational efficiency. The role is critical in ensuring that day-to-day activities, logistics, and basic office
functions are carried out effectively within the project environment.

No. of Positions: 1

Remuneration: ¥10000-30000 per Month (Subject to TDS and other mandatory Deductions)

Key Responsibilities

¢ Assistin day-to-day office operations, including basic administrative and support tasks.

o Handle the movement of files, documents, and materials within the office and across
departments.

¢ Support in maintaining cleanliness, organisation, and general upkeep of office spaces.

¢ Assistin logistical arrangements for meetings, workshops, and events.

o Provide support in handling office supplies, inventory, and basic procurement activities.

¢ Deliver documents, packages, and official correspondence as required.

¢ Assist staff and project teams with routine tasks and coordination activities.

o Support in setting up meeting rooms, equipment, and basic arrangements.

o Ensure proper handling and storage of materials, files, and equipment

o Carry out any other basic support tasks assigned by the administrative team.

Eligibility Criteria

¢ Minimum qualification: Graduate (B.Sc./B.A./B.Com./B.B.A./B.C.A. or equivalent)
¢ Basic understanding of office environments and willingness to perform support tasks.

Desired Experience & Skills

¢ 0-3years of relevant experience in office support, housekeeping, or similar roles.
¢ Basic understanding of office procedures and workplace discipline.

o Ability to follow instructions and complete assigned tasks efficiently.

¢ Good physical fitness for handling routine movement and support activities.

¢ Punctual, reliable, and responsible in handling duties.
¢ Basic communication skills.

o Ability to work in a team and support multiple functions.
o Positive attitude and willingness to learn.
¢ Respect for workplace norms, safety, and cleanliness standards.

Application link: https://forms.gle/0z4HSpxI.oFzP8CTZ6

General Terms & Conditions for all Positions

¢ Only shortlisted candidates will be contacted /informed through email and/or phone.
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o IITMANDI/PSF reserves the right to fill the post, not fill the post, or cancel the advertisement,
either wholly or partially, without assigning any reason. The organisation also reserves the right
to limit the number of candidates to be called for written tests and/or interviews. The decision of
the organisation in this regard shall be final.
¢ Appointment orders shall be issued subject to funds availability. The decision of the organisation
in this regard shall be final.
¢ Documentary evidence of all educational and professional qualifications will be required to be
produced as and when specified.
¢ The organisation reserves the right to verify the antecedents and documents submitted by a
candidate before appointment, at the time of appointment, or during the tenure of service. In case
it is found that the documents submitted are false or the candidate has concealed/suppressed
relevant information or background, their services shall be terminated.
o If, at any stage, it is found that any information provided in the application is incorrect or false,
the candidature/appointment shall be liable to cancellation/termination.

o Applications will be considered until the positions are filled.

o IIT Mandi and PSF reserves the right to adopt more stringent shortlisting criteria than the minimum
advertised qualifications and requirements for the project position. IIT Mandi also reserves the right
to modify, withdraw, or cancel the advertised position(s), including the nature of the post and the
number of vacancies, at any stage of the recruitment process without assigning any reason.

¢ Relaxation of marks may be granted to the SC/ST Candidates as per Gol norms. In case of selection of
a retired /superannuated government employee, his/her salary will be fixed as per prevailing Gol
rules/ norms. The last date for submitting the completed applications by email is 20.06.2026 by
5.00 p.m. In case any clarification is required on eligibility regarding the above post, the candidate
may contact at email id: amitdlad@iitmandi.ac.in

Note 1: The officers for this appointment are not covered by the Central Government Health Scheme
(CGHS). However, the officers dedicated to PSF will be governed by the Rules of IIT Mandi / PSF
insofar as the Medical facilities are concerned.

Note 2: The officers for this appointment are not eligible for allotment of residential accommodation,
out of the General Pool of the Directorate of Estates, Ministry of Housing and Urban Affairs.
However, the eligibility/allotment of residential accommodation will be governed by the Rules of IIT
Mandi / PSF.
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