


 
 
 
 
 
 
 

 
Ref. No. : DCTE/Appointment Letter/25-26/740                                           Date: 06-09-2025 

Appointment Letter 

                On the recommendations of the Selection Committee, Ms. Komal Yadav is hereby appointed as Office Assistant of 
the College, with a consolidated salary of Rs. 14,000/- per month, with effect from the date of joining, subject to the 
terms and conditions mentioned below: 

1. You will not undertake any academic assignment or pursue other formal studies during your employment with this Deepshikha  
College of Technical Education without permission of the competent authority. 

2.  You will not divulge any information or knowledge gained by you in the service of this College, which may prove detrimental to the 
interests of the College. 

3.  You will actively participate in all the activities and programmers including cultural, sports and co- curricular activities. You will 
not involve yourself in any activity detrimental to norms and discipline of  College. 

4. The appointment can be terminated by giving 45 days written notice by either side. In absence of 45 days clear notice, the salary for 
the short notice period is recoverable/ payable. However, in the event of indiscipline and violating the rules of the Deepshikha Kala 
Sansthan Society, the Management reserves the right to terminate the services without assigning any reason or requirement of 
statutory notice of 45 days. 

5.  You will be entitled to 12 days casual leaves in each academic session. Un- availed leaves will not be carried forward to the next 
academic session. 

6.  This is issued with the implicit condition that you will adhere to the norms and conditions as mentioned in this letter or as modified 
from time to time. That in all matters not mentioned herein, you would be governed by the rules of the Deepshikha  College of 
Technical Education in force from time to time. 

7.  You will not leave the Deepshikha  College of Technical Education in the mid of semester and academic year. 
 
Your responsibilities shall include: 
 

 To maintain all files and records systematically as per the standard record keeping system. 
 To liaison with companies and HR managers for summer training/ Industrial training and final placement of students. 
 To participate actively in students’ sports, cultural and other co- curricular activities. 
 To perform such other duties which are assigned to you from time to time.  

 
You are expected to be exemplary in your public and private life. Your loyalty, sense of dedication and integrity of character at all times should 
be an inspiration to the youth entrusted to their care. You shall attend to your duties with care and commitment, be punctual in attendance and 
dutiful in respect of classroom and also for any other work connected with the duties assigned to you by the Head of the Deepshikha  College 
of Technical Education or the Management. You shall abide by the rules and regulations of the Deepshikha  College of Technical Education 
and carry out the lawful orders and also show due respect to the Deepshikha  College of Technical Education authorities. 
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