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e Business Correspondence

e Time Management and
Scheduling

® Confidentiality and Discretion
e Stress Management and

Resilience

Applications with full details (Email address and WhatsApp

FHRYT 3RS BRUATT 3MTet gid. IR gifofar

number) should reach with the attested photocopy of
certificates to The Chairman, Janardan Bhagat Shikshan
Prasarak Sanstha, 6th Floor, Plot No. 4, Sector 11, Khanda
Colony, New Panvel (W), Tal.: Panvel, Dist.: Raigad,
Pin-410206. Candidates may submit application by email to
jbsp123_sanstha@yahoo.in on or before 16,/10/2026. In
case of any query contact -
Mrs. Suvarna Chaudhari -

Hon. Shri. Ramsheth Thakur (Ex M.P,

CHAIRMAN
Janardan Bhagat Shikshan Prasarak Sanstha Panvel

9222161835
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Janardan Bhagat Shikshan
Prasarak Sanstha,Panvel
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Applications are invited for I.T. Coordinator

Nature of Post No. of Posts
IT Coordinator 02
Educational | Graduate or Post Graduate in Computer Science / I.T. /
Qualification | Computer Applications/ IT Management / Information System)
With additional knowledge of I.T. hardware is preferred
Experience | 5+ Years in IT Management or leadership role
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Key Responsibilities

Skills and Qualifications
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* Troubleshooting -
Diagnosing and resolving
hardware, software, and
network issues for users

Installation and
Configuration - Setting up
new computers, software,
and peripherals, ensuring
proper functionality and
compliance with security
policies

® System Maintenance

- Performing routine
maintenance

tasks like updates, patches,
and backups to ensure
systems are running
smoothly and securely

User Support - Providing
technical support to users,
either in person, over the
phone, or through online
channels

Hardware and Software
Management - Managing
inventory of IT assets,
including hardware and
software, and ensuring
proper documentation

e Security - Implementing
and maintaining security
protocols, such as firewalls
and antivirus software, to
protect institute data and
systems

]

[ ]

e Training - Providing training
to users on new software or

hardware

e Documentation-
Creating and maintaining
documentation for IT
systems and procedures

e Scope - Complete IT
infrastructure, Computer
and Accessories, ICT
equipments, Smart Boards,
Prgjectors, Screens, CCTV
Cameras, Online Meetings,
VC, etc.

]

Technical Skills - Strong
knowledge of computer
hardware, software,
operating systems
(Windows, macOS), and
networking concepts

Problem-Solving - Ability
to analyse issues, identify
root causes, and implement
effective solutions

Communication Skills
-Ability to communicate
technical information clearly
and concisely to users

of all technical levels /
management

Service Skills - Excellent
service skKills to provide
helpful and patient support
to users

Organizational Skills -
Ability to prioritize tasks,
manage time effectively,
and maintain accurate
records

Applications with full details (Email address and WhatsApp
number) should reach with the attested photocopies of certificates
to The Principal, Changu Kana Thakur Arts, Commerce and
Science College, New Panvel, (Empowered Autonomous)
Plot No.1, Sector-11, Khanda Colony, New Panvel (W),

Tal.: Panvel, Dist.:

Raigad, Pin-410206. Candidates may

submit application by email to principal@ckthakurcollege.net
on or before 16/10/2026. In case of any query contact

Mr. P. N. Thakur-90226 00288

Hon. Shri. Ramsheth Thakur (Ex M.p)

CHAIRMAN

Janardan Bhagat Shikshan Prasarak Sanstha Panvel
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