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NATIONAL ACCREDITATION BOARD FOR
TESTING & CALIBRATION LABORATORIES

JOB DESCRIPTION

Job Title


:
Program Assistant
Job Location


:
NABL Secretariat, New Delhi

Essential Qualification
:


B.Sc. (Computer Science) / B.C.A. / B.Sc. with Advanced Diploma in Computer Applications or equivalent.

Minimum Experience
:


Minimum 2 years for B.Sc. (Computer Science) / B.C.A.

Minimum 4 years for B.Sc.

Person having experience in managing databases, website and working in LAN will be preferred. You should be familiar with use of various software including MS Office & possess excellent communication skills.

Age



:

Maximum 30 years as on 30th June’2003.

Key Responsibilities

:


Providing support to technical staff in maintaining and updating records & databases of Laboratories and Assessors to ensure efficient retrieval of information.

Preparation of accreditation certificates for laboratories.

Maintaining & updating information on NABL website.

Respond to enquiries and provide relevant information on NABL Accreditation to clients.

Please e-mail your CV along with a covering letter to careers@nabl-india.org or send it through post to Director, NABL, B-4 Apartment, Qutab Hotel, New Mehrauli Road, New Delhi – 110016 latest by 10th September’2003 marking the envelope with the post applied for.
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