Advertisement for one post of Assistant Public Relations Officer (APRQO) at
Communication, Information and Media Cell, PEC (Deemed to be University)

Applications are invited for one post of Assistant Public Relation Officer (APRO) at Communication
Information and Media Cell (CIM) on contractual basis (DC rates), initially, for a period of six months,

from the Indian nationals possessing the qualifications and experience mentioned below.

The Office of CIM primarily handles the coverage of the events at PEC and coordinates to prepare
Press Releases (PR) for the institute. It deals and engages with daily newspapers and publishing
houses for dissemination of information. The office also prepares the institute annual report and other
significant documents for publication purposes. The role of the APRO is to establish better
coordination with publishing organizations and to act as a mediator between the Institute and the
Press. The responsibilities and duties of the officer are as mentioned below:

Job Description:

e Public Relations, Media Management & Communication
e Preparing & distributing PR materials, such as press releases, brochures, posters, ad
campaigns, preparing PPTs and independently writing the institute reports

e Engagement type: Educational Institute (Engineering, Technology, Research)

Eligibility:

e Bachelor's degree with minimum 55% marks in the relevant fields of Mass Media,
Communication, journalism, etc. with good written and verbal communication skills.
o Experience in relevant field of Media Management, journalism, content/ copy writing etc. is

desirable.

Remuneration:

Rs. 44,221 /- per month as per DC rates.

Requirements:

e The candidate should have a proficiency in writing reports in English language.
e The ideal candidate must be experienced and self-motivated
o He/she must have a track record of working with computing technologies and should be

conversant with the fast-paced environment of technological Institutes.



e The candidate must be organized and analytical as well as be capable of working in a team
setting for designing and implementing any project schedule and managing priorities

Desired Skills:

o Expertise in MS Office, Google Suite and Print/ Social Media Handling

e Understands cloud-based technologies (Google Docs, Google Sheets etc.) and should be
proficient in its usage

o Beable to address inquiries from the media regarding happenings in the institute in real time;
track media coverage of the same

o Familiarity with project management; video/photo editing is a plus

e Good verbal and written communication skills (Hindi and Panjabi)

Notes:

e Shortlisted candidates for the interview will be informed later on.

e The candidates are required to bring the complete resume” alongwith, the original
certificates, any supporting documents of experience etc. and one set of the Xerox
copy of the same on the date of the Interview.
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