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DETAIL INSTRUCTIONS FOR FILLING ONLINE APPLICATION FORM 

 

The applicant must read the following before attempting to fill the Online 

Application Form: 

1) A valid email account is must, which has not been used for filling 

Online Application Form by any other applicant applying for the same 

job. Two or more applicants cannot share the same email ID. All future 

correspondence will be made through the registered email ID only. 

 

2) A working mobile phone number is also compulsory for registration. It 

is not necessary that the applicant must have mobile connection in 

his/her name. The applicant may register any mobile number for 
communication. However, all information given on that mobile number 

shall be deemed to have been delivered to all such applicants. 

 

3)  Internet related Information : 

a) Internet upload speed must be above 1 mbps to allow smooth upload 

of your files. Slow internet connections and data cards are not 
recommended. You are advised to fill the application online in one 

session.   
b) If your internet connection gets interrupted and data is not saved than 

you will have to complete and resubmit the form using the same user 
name and password again. 

c) Due to security reasons, once the form is finally submitted it cannot be 
edited again. 

4) Document Upload Information : 
 

a. Scanned copy of a recent passport size photograph in JPG/JPEG 
format. Photograph must be a recent passport size colour with light 

and plain background and the size of file should not be more than 150 
kb. 
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b. Scanned copy of signature of the applicant (JPG/JPEG format) as 

per specification given below: 

i. The applicant has to sign on white paper with Blue/Black Ink 

pen. Please crop the portion of signature from the scanned 

document and upload it in the application form. 

ii. The applicant must sign clearly so that the scanned image is 

clear and may be used for verification at the time of 

examination and interview. 

iii. Size of file should not be more than 50 KB. 

 
c. Before uploading, scan and keep ready your documents in form of 

pdf files. The size of each file should be as defined.  If it’s more 

than required size than use freely available softwares to reduce the 

size before uploading.  

d. Single PDF can be generated from multiple pages while scanning or 

if already separate pages are there, using freely available pdf 

merge software. 

 
The documents required are:  

 

Title Documents required 
File 

Type 
Size 

(in kb) 

Certificate for 

Date of birth 

10th Marksheet /Certificate 

or any other certificate 
PDF 100 

Category 

Certificate 

(OBC / SC / ST/OPH) 
PDF 100 

Council 

registrations 

Under Graduate, Post 

Graduate- Nursing Council 

(RN & RM) Certificates 

Single 

PDF File 
150 

Educational 

Qualifications  

12th Marksheet , Graduation 

Marksheets  and Degree, 
Post Graduation Marksheets 

and Degree.  

Single 
PDF File 

500 

Experience 
certificates 

Relevant experience 
certificates 

Single 
PDF File 

500 

No Objection 
Certificate (NOC) 

No Objection Certificate 
from present Employer - If 

applicable  

PDF 100 

Permanent  
address Proof 

Passport/ Aaadhar card/ 
Driving Licence / Voter ID / 

any other ID approved by 
GoI. 

PDF 100 
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5) Online Payment Detail: 

You can pay only using online payment gateway. The gateway can accept 

Debit Cards / Credit Card or Net Banking. 

 

 

For any “QUERY REGARDING THE ONLINE APPLICATION FORM”, the 

applicant may please contact at Help Line Number: 7289060457. 
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COURSE OF ACTION FOR APPLICANTS 

 

 

 

STEP 1: REGISTRATION 

 

 

 

 

STEP 1

Register on the website by signing up using your valid email id and 
password. Login in to the website with your username and 
password.

STEP 2

Read the Advertisement carefully and apply for the job you are 
eligible for. Fill up the Application form with your Personal, 
Educational and Experience Details.

STEP 3

Make Payment through Bank Challan and enter the Payment 
Details on the website. Complete the Application process by 
downloading your Registration Slip . Keep it with yourself for all 
future correspondence as well as the Bank Challan copy.

Register by 

SIGNING UP 
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Register on the website by signing up with your valid email id and 

password. 

 

 

 

 

 

 

After entering your email id and password 

click on Sign Up to proceed 
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Verify your Email 

 

After verifying your email id, you will be directed back to the main 

website from where you can view the Latest Jobs. 

 

 

 

 

 

 

 

Click on the 

verification link 

Check your 

email 
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STEP 2: FILL UP THE APPLICATION FORM 

 

Fill in the application form with your Personal, Educational and 

Experience Details. Also Upload the scanned copy of your 

Photograph and Signature. 

 

 

After reading the 

Advertisement click on 

APPLY NOW 
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Click on Preview to cross 

check the details you 

have filled in the 

Application form 
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Click on Edit to edit/change any details you have filled incorrectly in 

the Application form. Click on Submit to apply for the form. Please 

note that you won’t be able to Edit the form after Submission. 

 

 

 

 

 

 

 

 

STEP 3: MAKE PAYMENT after submission of Application Form 

 

If you have made payment through Debit card/Credit Card /Internet 
Banking, and if it is showing pending, applicant has to make the 

Payment again in such cases & Applicant pervious payment will be 
efunded within 7 working days.   

SUBMIT Your 

Application Form 
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FINAL STEP: DOWNLOAD REGISTRATION SLIP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please Note that your Candidature is subject to Reconciliation of 

Payment with the Bank. 

Therefore, please note down the Reference Number carefully at the 

time of making Online Payment. 

 

After entering the 

Payment Details on the 

website, Download 

your registration slip 


