
 



 



 



 



 
 
 
 
 



 
 
 
 
 
 
 



 
 
 

MINIMUM QUALIFICATIONS FOR ADMINSTRATIVE STAFF IN ARMY PU BLIC SCHOOLS 
 

HEAD CLERK. 
 

1. Preferably an Ex-Serviceman of clerk category upto the age of 55 years.  
2. 5-10 years experience in Office Management, account handling as Head Clerk with high proficiency in 

staff duties and drafting experience.  
3. Compute Savvy – MS Office. Etc.  
4. Education Qualification – Minimum Graduate in case of civilian.  
5. Should not have any disciplinary case against him in the entire service.  

 
SUPERVISOR ADMINISTRATION. 

 
1. Retired JCO with experience and knowledge of handling stores and knowledge of administrative work.   
2. Should not have any disciplinary case against him in the entire service.  
 
ACCOUNTANT. 

 
1. Commerce Graduate or fifteen years service as a clerk in the Defence services. 
2. Basic computer application course of Army/Diploma in Computer Applications of not less than one 

year duration.  Knowledge of double entry system of accounting, excel sheet and accounting software.  
3. Minimum 5 years experience as an Accounts Clerk in the Defence Services/reputed organization.   

 
 

LDC.  
 

1. Graduate or ten years of service as a clerk (for Ex-Servicemen).  Computer literate.  
2. Knowledge of Computer MS Office (Speed 12000 key depression per hour).  
3. Basic knowledge of accounting.  
 
RECEPTIONIST. Same as laid down for LDC, with good communication skills.  
 
DRIVER.     Matriculate having HPMV licence/LMV & at least 5 yrs experience.  Preferably ex-
servicemen.   
 


