HIDAYATULLAH NATIONAL LAW UNIVERSITY
SECTOR 40 - Nava RATIPUR, ATAL NAGAR
RA1PUR, CHHATTISGARH - 493661

Date: 17/11/2025
RECRUITMENT NOTIFICATION NO.- 03/2025

Hidayatullah National Law University, Raipur is a State University established by Hidayatullah
National University of Law Chhattisgarh Act, 2003 (No. 10 of 2003) and recognized by UGC u/s.
2(f) and 12B of UGC Act, 1956. Applications are invited (in prescribed format) from competent,
committed & dynamic candidates for the following non-teaching positions:-

GROUP A
Position : | ASSISTANT LIBRARIAN
No. of Position |: 01 Category | : | Unreserved (UR)
Pay Scale : [ 15600-39100, G.P.6000; Entry Pay (Rs.) — 57700; Academic Level - 10
Essential
A .
Qualification s prescribed by UGC
Desirable : |(a) Ph.D. in Library Science/Information Science.
Qualification (b) Five (05) years of relevant work experience in University / College /
Institute Library.
(c) Publications in reputed journals, preferably SCOPUS Index.
(d) Demonstrated ability to lead and manage programs of innovation,
improvements and change.
(e) Experience in Enterprise Applications, Library Computerization.
(f) Experience in digitization processes of library operations.
(g) Proficiency in spoken & written English.
Job Description |[: | 1. Manage the day-to-day operations of the University’s library,
ensure governance and compliance with the University’s rules &
procedures.

2. Facilitation of all forms of library administration & operations,
including access, records and schedules

3. Provide reference services and documentation services to the
faculty staff, research staff and students.

4. Prepare bibliographies and indexes and contribute to the
educational functions of the University by providing bibliographic
guidance.
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S. Facilitate and manage the review, classification of books, and
procurement of new books, according to policies and guidelines of
the University.

6. Manage and respond to all queries from staff and students, attend
to all library related correspondence

7. Develop the computerization/digitization of the library, including
the ongoing improvement of policies/systems/processes across the
library for its effective functioning.

Position : | SYSTEM MANAGER

No. of Position |: 01 | Category | : |Unreserved (UR)

Pay Scale : | Pay Scale : Level 10: Rs. 56100-1773500

Essential (a) Engineering Degree of Computer Science / Master’s Degree in
Qualification ) Computer Application / an equivalent degree and

(b) A Minimum of 5 Years of Work Experience in Administrative /
Management / Supervisory capacity.

Desirable (a) Well-versed with the hardware / software / WEB Management /

Qualification ITES ecosystem.

(b) Working Experience in IT Department of Higher Educational
Institution (HEI).

(c) Proficiency in English Language.

(d) Exposure to legal database software.

(e) Exposure to management of social media handles.

Term of Residential — The selected candidate has to MANDATORILY reside on
Employment : | campus as this is an essential service. Any exemption can only be
done by the administration under exceptional circumstances.

Job Description | : |(a) Strategic Oversight & Infrastructure Management

(b) Web & Network Administration : Oversee the administration of
web platforms and campus-wide internet services.

(c) Ensure network security and implement best practices for
performance monitoring and optimization.

(d) IT Asset & Hardware Management
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() Lab & Facility Management: Coordinate with academic
departments to ensure the effective functioning of computer labs,
language labs, and digital learning spaces.

f) Support for Digital Infrastructure

g) Event & Meeting Support

h) Academic & Classroom Technology Support

i) Administrative IT Support

(j) Vendor & Project Management

(k) ERP System Oversight

(I) Any other work assigned by the University from time to time.

(
(
(
(

GROUP - B
Position : | PERSONAL SECRETARY (VICE-CHANCELLOR’S OFFICE)
No. of Position |: 01 | Category | : | Unreserved (UR)
Pay Scale : | Pay Scale : Level 07: Rs. 44,900 - 1,42,400
Essential (a) A Master’s Degree with a minimum of 10 years of work experience
Qualification in Higher educational institutions.

(b) Spoken and written proficiency in English and Hindi.

(c) Experience of administrative documentation.

(d) A good command of office software (MS Office word / PPT / Excel)
and Management of Online/Offline Meetings.

Desirable (a) Proven competence in Office administrative procedures.
Qualification . (b) Proficiency in UGC and BCI and other regulatory body rules.
(c) Experience of working with the Vice Chancellor’s / Director’s
Office.
Job Description |: |(a) To maintain daily schedules and co-ordination of the

Vice-Chancellor’s appointments.

(b) Drafting of official correspondence and related documentation.

(c) To liaise effectively with internal departments and external
agencies

(d) To maintain digital and physical documentation of meetings of the
University bodies.

(e) To interface with other offices of the University on the directives of
the Vice-Chancellor.

(f) To assist in minuting the meetings of the Vice-Chancellor with
faculties, staff and students.
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(g) To organize schedules of meetings with the students, faculties,
and staff.

(h) To appropriately execute any other duties as directed by the
Vice-Chancellor.

(i) To maintain confidentiality of official records / schedules and
appointment of the Office of the Vice-Chancellor.

Position

ASSISTANT GRADE II

No. of Positions

01 Category Scheduled Tribe (ST)

Pay Scale Pay Scale : Level 06: Rs. 35,400 - 1,12,400
Essential (a) Bachelor's degree with a good academic track record.
Qualification (b) Proficiency in Office Computer operations.

() A Minimum work experience of 5 years in HEIs.

(d) Working Knowledge of English / Hindi (Reading & Writing).
Desirable (a) Exposure to Office procedure and regulations
Qualification (b) Experience of Data Entry operations and documentation.

Job Description

(@) To carry out administrative and ministerial work assigned by the
University authorities.

(b) To maintain physical and electronic documentation of the
assigned portfolios

(c) To render assistance at University’s meetings and events.

(d) To render assistance on student-related activities.

Position SUB-ENGINEER (CIVIL)
No. of Positions 01 Category Unreserved (UR)
Pay Scale Pay Scale : Level 06: Rs. 35,400 - 1,12,400
Essential (a) A Bachelor’s Degree / Diploma in Civil Engineering with a good
Qualification academic track record.
(b) A Minimum of 3 years of Work Experience.
Desirable (a) Work Experience in HEIs
Qualification (b) Proficiency in computer applications in Civil Engineering design

& drafting software.
(c) Proficiency in contract management and estimation of projects.
(d) Proficiency in reading and writing English.
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Term of
Employment

Residential — The selected candidate has to MANDATORILY reside on
campus as this is an essential service. Any exemption can only be
done by the administration under exceptional circumstances.

Job Description

(@) To prepare civil work designs and draft requisite tender
documents.

(b) To execute civil works of the University in accordance with
sanctioned estimates, specifications, and drawings.

(c) To assess, plan and conduct timely repair and maintenance of
university civil infrastructure with the sanction of competent
authority.

(d) To plan new infrastructure and carry out civil work as assigned by
the University.

(e) To delegate and supervise the work assigned to ground staff.

(f) To adhere to the expenditure targets and strive for cost-effective
execution of civil work / project.

Position

SUB-ENGINEER (ELECTRICAL)

No. of Positions

01 Category Unreserved (UR)

Pay Scale Pay Scale : Level 06: Rs. 35,400 - 1,12,400
(a) A Bachelor’s Degree / Diploma in Electrical Engineering with a
Essential good academic track record.
Qualification (b) A Minimum of 3 years of Work Experience.
Desirable (a) Work Experience in HEIs
Qualification (b) Proficiency in computer applications in Electrical designing &
drafting software.
(c) Proficiency in contract management and estimation of projects.
(d) Proficiency in reading and writing English.
Residential — The selected candidate has to MANDATORILY reside on
Term of campus as this is an essential service. Any exemption can only be
Employment done by the administration under exceptional circumstances.

Job Description

(a) To prepare electrical work designs & draft requisite tender
documents.

(b) To execute electrical works of the University in accordance with
sanctioned estimates, specifications, and drawings.

(c) To assess, plan and conduct timely repair and maintenance of
university electrical infrastructure with the sanction of competent
authority.
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(d) To plan new infrastructure and carry out electrical work as
assigned by the University.

(e) To delegate and supervise the work assigned to ground staff.

(f) To adhere to the expenditure targets and strive for cost-effective
execution of electrical work / project.

GROUP-C
Position : | ACCOUNTS ASSISTANT
No. of Positions | : 01 Category | : | Unreserved (UR)
Pay Scale : | Pay Scale: Level 04: Rs. 25,500 - 56,800/ -
Essefltial . (a) A Bachelor’s Degree in Commerce or equivalent degree.
Qualification () A Minimum of 3 Years of Work Experience in handling payment &
receipt ledger / bank reconciliation / internal audits / Double
Entry Book-keeping / relevant accounting software.
Desirable : | (&) Work Experience in HEI
Qualification (b) Proficiency in spoken and written English
(c) Exposure to Budget planning
(d) Experience in filing IT Returns / GST and related tax practice.
Job Description | : (a) Assist in the preparation and maintenance of financial records,

including payment and receipt ledgers, double-entry
bookkeeping, and reconciliation of bank statements.

(b) Support internal and cost audits and ensure accurate
preparation and maintenance of cost records in compliance with
regulatory standards.

(c) Contribute to day-to-day accounting operations, including budget
tracking, expense monitoring, and timely processing of financial
transactions.

(d) Assist in the preparation and filing of statutory returns, including
Income Tax (IT), GST, and other applicable financial compliances.

(e) Coordinate with internal departments and external auditors,
while maintaining accuracy, confidentiality, and transparency in
financial documentation and reporting.
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Position : | MULTIMEDIA DESIGNER

No. of Positions | . 01 Category : | Unreserved (UR)

Pay Scale : | Pay Scale: Level 04: Rs. 25,500 - 56,800/ -

Essential (]a;) A Bgchelors ]If)egree. ) . ' ' y o

Qualification (b) A Minimum of 3 Years of Work Experience in Graphic Designing.

Desirable : | (a) Professional Experience / Proficiency in Graphic Design

Qualification Applications (Coral Draw / Canva and related graphic design

software)

(b) Proficiency of Computer Applications including Microsoft Office /
Google-Suite.

(c) Work Experience in a Higher Education Institution.

Job Description |: | (a) Design and develop visual content for print and digital platforms,
including brochures, banners, posters, newsletters, and academic
reports.

(b) Create branding and promotional materials for University events,
conferences, workshops, and outreach campaigns, ensuring
alignment with the University’s identity guidelines.

(c) Collaborate with academic and administrative departments to
conceptualize and produce graphics for social media, websites,
and internal communication.

(d) Assist in the design and layout of University publications, such
as annual reports, convocation materials, admission guides, and
magazines.

Position : | SPORTS ASSISTANT-CUM-GYM INSTRUCTOR (MALE)

No. of Positions | . 01 Category : | Unreserved (UR)

Pay Scale : | Pay Scale : Level 04: Rs. 25,500 -81,100

(a) Bachelor’s Degree in Physical Education / Sports Sciences with

Essential : minimum of 55% marks or equivalent grade with relevant work.

Qualification (b) 4 years relevant coaching experience in an approved
College /University/Institution.

Desirable : | (@) Applicants should have specialization in at least one sport such as

Qualification Gymnasium, and any one Game.

(b) Diploma in Coaching from NIS Patiala or from an Equivalent
Institute & medal winners in inter University / national games will
be given preference.
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Job Description

(a) To manage all sports activities of the University.

(b) To manage and supervise use of gymnasium in the hostel complex.

() To manage and maintain the sports facilities on the campus.

(d) To plan for appropriate sports activities / festivals for the University

(e) To train and impart sports skills to the students and other residents
of the campus.

(f) To prepare the requisite budget for acquisition of gym and sports
equipment and sports activities.

(g) Inventory management of sports and gym related equipment.

Position SPORTS ASSISTANT-CUM-GYM INSTRUCTOR (FEMALE)
No. of Positions 01 Category : | Unreserved (UR)
Pay Scale Pay Scale : Level 04: Rs. 25,500 -81,100
Essential (a) Bachelor’s Degree in Physical Education / Sports Sciences with
Qualification minimum of 55% marks or equivalent grade with relevant work.
(b) 4 years relevant coaching experience in an approved
College /University/Institution.
Desirable (a) Applicants should have specialization in at least one sport such as
Qualification Gymnasium, and any one Game.

(b) Diploma in Coaching from NIS Patiala or from an Equivalent
Institute & medal winners in inter University / national games will
be given preference.

Job Description

(a) To manage all sports activities of the University.

(b) To manage and supervise use of gymnasium in the hostel complex.

() To manage and maintain the sports facilities on the campus.

(d) To plan for appropriate sports activities / festivals for the University

(e) To train and impart sports skills to the students and other residents
of the campus.

(f) To prepare the requisite budget for acquisition of gym and sports
equipment and sports activities.

(g) Inventory management of sports and gym related equipment.
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Position

DRIVER

No. of Positions

01 - Unreserved (UR)

03 Category 02 — Scheduled Tribe (ST)

Pay Scale Pay Scale : Level 02: Rs. 19,900 -63,200
Essential (a) Driving License for four wheelers or heavy vehicles.
Qualification (b) Must have passed the eighth standard.
(c) Proper eyesight and vision.
Desirabl
Q:lel;;c:tion Work experience with the University transport system.

Job Description

(@) To drive light and heavy University vehicles.

(b) To maintain records of vehicle movements.

(c) To work in shifts for transport management.

(d) To ensure timely maintenance and repair of the University vehicles.

(e) To assist University assigned work when not engaged in driving
duties.

Position

OFFICE ASSISTANT

No. of Positions

02 Category 02 — Scheduled Tribe (ST)

Pay Scale Pay Scale : Level 01: Rs. 18,000 - 56,900

Essential (@) Must have passed the Twelfth standard.

Qualification (b) A Minimum of 2 years of working experience on a similar post of
Office Assistant/ Peon/Caretaker/Attendant/Book Lifter.

Desirable Working knowledge of English

Qualification

Job Description

(@) To carry and deliver the correspondences, note sheets and other
files within & outside the office.

(b) To perform duties as assigned by the office.

(c) To ensure the cleanliness and general keep up of the Section/Office
wherein posted and of the furniture, fixture, and equipment.
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Position : | GARDENER-CUM-ATTENDANT
. 01 — Unreserved

No. of Positions | . 02 Category 01 - Scheduled Tribe (ST)
Pay Scale : | Pay Scale : Level 01: Rs. 18,000 - 56,900
E tial

ssefl 1a . Must have passed the Tenth standard.
Qualification
Job Description | : |(a) To carry and deliver the correspondences, note sheets and other

files within & outside the office.

(b) To perform duties as assigned by the office.

(c) To ensure the cleanliness and general keep up of the Section/Office
wherein posted and of the furniture, fixture, and equipment.

GENERAL INSTRUCTIONS

1. Mode of Application: Online - The candidates are required to apply online at
<https://hnlu.ac.in/vacancy-application-form/>. The candidates will receive a soft
copy of the submitted application form on their registered email id.

2. The Last date for submission of completed Application forms is 8th December 2025 up to
5:00 P.M.

3. Application Fees shall be as follows:

S No. Group Unreserved / Other Scheduled Caste (SC) /
Backward Class (OBC) Scheduled Tribe (ST)
1 A Rs. 1,000/- Rs. 500/-
2 B Rs. 800/- Rs. 400/-
3 C Rs. 500/- Rs. 250/-
* Separate Application to be submitted & Fees to be paid for each position.

4. Mode of Payment:

Account Holder’s Name : | Registrar, Hidayatullah National Law University
Bank Name & Branch : | State Bank of India, Indravati Bhawan Branch
Account No. : [ 41394244908

Account Type : | Savings Account

IFSC Code : | SBINO018097
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The Candidates are required to provide documentary proof in support of all the
statements/claims (qualification, age, caste etc.) made by them in their application
forms, failing which the application may be rejected at the threshold.

The Candidates who are employed need to submit a ‘No-Objection Certificate’ and
an ‘Experience Certificate’ from the employer clearly indicating the nature of
post(s) held, duration, and last drawn salary along with the pay-scale, if any.

The reserved category posts of OBC/SC/ST are meant for Chhattisgarh
Domicile candidates only. The OBC/SC/ST candidates who belong to other
States of the country shall be treated as Unreserved Candidates as per
Chhattisgarh Government Reservation Rules and need to pay the fee
prescribed for unreserved candidates.

Candidates who want to apply for more than one position must send separate
applications and application fees for each post.

The University reserves the right to disqualify any candidate who attempts to lobby
or canvas to influence the selection process.

Interviews shall be conducted in physical mode only. The University shall not bear
any expenditure towards travel, boarding, or lodging of the candidates.

. Age Limit -
Category Minimum Age at the Maximum Age at the
time of appointment time of appointment
Officers 18 Years 60 Years
Administrative & 18 Years 40 Years
Ministerial Staff

* For internal candidates from HNLU the maximum age can be relaxed.

In case of strongly deserving external candidate(s) the Selection Committee can
recommend to the Executive Council to relax the age limit whenever it considers
necessary in the interest of the University.

Further details, change in dates, schedule, addendum, corrigendum etc. pertaining
to this appointment notification, if any, will be notified on the University's website
only.
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NOTWITHSTANDING ANYTHING CONTAINED ABOVE:
(@) The University also reserves the right not to fill any post(s) under any
category.
(b) The University also reserves the right to cancel this advertisement without
assigning any reason.

Sd/-
Registrar

For further queries please contact:

Recruitment Cell,
Hidayatullah National Law University,
Sector 40 — Atal Nagar — Nava Raipur, Raipur — 493661, Chhattisgarh
Email : recruitment2025@hnlu.ac.in | Website: www.hnlu.ac.in
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