INDIRA GANDHI RASHTRIYA URAN AKADEMI
(An Autonomous Body under the Ministry of Civil Aviation, Govt. of India)
Fursatganj Airfield, Amethi — 229302 (UP)
Website: www.igrua.gov.in Phone: +91-535-2978001

ADVERTISEMENT NOTICE

Recruitment for the Post of “Administrative Officer”

Advertisement No. — IGRUA/ADVT/01/2026

Indira Gandhi Rashtriya Uran Akademi (IGRUA), India’s premier flying training institute under the
Ministry of Civil Aviation, invites applications from eligible and motivated candidates for the position of
Administrative Officer.

Located at the Fursatganj Airfield in the serene and beautiful town of Amethi, IGRUA offers a peaceful
work environment with lush green surroundings, disciplined campus life, and the satisfaction of
contributing to India’s leading aviation training ecosystem.

Sfexy Tidh TP IS SBIGH 1IGRUA), ST AFTRS IgTH WA & Sfcid HRd 1 THE IS URI&r
TRIM B, U= IRBRI & Ue & fod 3 ud Ud SHiGar] ¥ $de- $mHfd &l g

BHRUS TRM IS, SH3T & Td 3R AIeR ardarul § fUT IGRUA T JUE HRIRIT UEH Hdl 6, el
BR-IR Ui aRa, SRR HUy Sita 3R YR &1 3ol fawm- ufienr aw & aieH ¢ &I Jdiy
T gl g |

. Name of the Post : Administrative Officer

UG H1 ATH: UMD ATBRI

o Mode of Appointment : Contractual (11 Months, extendible)
frafd &1 yeR: TfaeT (11 718, STaxadhdT SYR S¢T off Wbl 8)

o Number of Post : 1 (One)
UGl P HBT: 1 (TH)
o Age Limit : Max 55 Years (as on 01.01.2026)

3Tg IAT: SHf¥FHaH 55 I (01.01.2026 TH)

o Remuneration : 1,25, 000/- Per Month (Fixed)

HFT: 1,25,000/- HIR¥® ((RR)

o Last date of receipt of applications: 28/01/2026
3Tde uTw w3 @1 sifaw faf: 28/01/2026

o Location : IGRUA Campus, Fursatganj Airfield, Amethi (UP)
PIIRIT: IGRUA HU, HRITT TRBITS, 33T (3.
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Essential Educational Qualifications:


http://www.igrua.gov.in/

3Taxg® AeifOe Fradme:

e Graduate from a recognized university, (Preferably Law Graduate)

ot e e fayfaenaa @ wrde (ifmra: fy Jdw)

Essential Experience:
STAY D fJHA:
¢ Minimum 3 years of experience in similar capacity, preferably in a government department or in a Public
Sector Undertaking.

T &5l H AT 3 T BT 3, SRHH: fhdl TSR faunT a1 Ardei-d & & 3Iuhd (PSU) H1|

Desirable:
g
e Preference will be given to candidates who possess diploma in Social Welfare/Labour Welfare from a
recognized institution with experience in Labour Welfare/Social Welfare in a reputed organisation.

frdt aruar urg IR ¥ 9HING Hm/aH soaul H S R aur fedt ufafd @ § 9w
HU]/ATHING S0l & &F B SIHT G- aT it o aiigar 4 et

Key Responsibilities (Indicative):
g‘@ﬁﬁmﬁm (HPpaTH®):
Receiving, reglsterlng, and processing RTI applications.
SREVSMTE SHTAeT BT WG, USIThUT Td YHDBRU BT
e Collecting information from concerned departments/sections.
Hafd fqurT/ ST I Ga-1 Tehd o1l
e Preparing replies to RTl applications within stipulated timelines.
Fulfd Trg-HiH & HidR SRENSTS Maa & IR TR HAT
e Maintaining RTI registers and records. Preparing quarterly/annual RTI reports.
SRENSTS ISR T SHTHG BT HYRU HAT | SHIRID /AP SREISMS RUIE TR BT
e Coordinating with the Public Information Officer (PIO) and Appellate Authority.
AP I SHABRY (PIO) TS (I WIIDHRT & AT TH-TT HRAT|
e Assisting in drafting legal notices, replies, and correspondence.
HTEA AT, ITR Td THER & AIG dUR B o TgrIdl BT
e Maintaining records of legal cases and court proceedings.
BT ATl Td TR SRl & el BT 39 -391d BT
e Coordinating with legal counsel and attending court hearings as required.
i TR & A1 THGT HRAT AUT ATTIHAT TR TG P gAdls H SURId gl |
e Assisting in preparation of contracts, agreements, and MOUs.
e, T Td THINY (MoU) Bt dart & W Tl
e Ensuring compliance with legal and statutory requirements.
faftrer ud aunfes sraxgaarstt & sruTa & gRfE S|
e Assisting the Chief Administrative Officer in day-to-day administrative functions.
T YRS SR &1 ¢ e TRmAe Sl § g UaH 1
e Managing office correspondence and file movement.
FHATTI THER U4 WISal $t SATATolg! & Tee BT
e Coordinating with various departments for administrative matters.
TR fIwgT OR fafHe faumT & A1 JH-ag BT
e Assisting in preparat|on of reports, notes, and presentations.
a1, ey ud ugfaal &t Rt & W S|
e Any other work assigned by the Chief Administrative Officer.

T URINIAS SHRGRT §RT A1 T Bl 37 B |
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Why Join IGRUA?
IGRUA T\ SiTg] B¥?

Peaceful work life in one of India’s most serene aviation campuses

YR & Y M 3R Fex fawme=- ufeRt & ¥ te & wrifagul srf ardraro
Healthy, safe, and family-friendly environment

W, GRI&d 3R uRaR-Raw #ia

Beautiful natural surroundings in Amethi, with low cost of living

33 & WHfaw Wied T HRGR ufkawT, 1Y gt HH Siia--ar- anTd
Quarters/Accommodation available as per rules

dl & IR HICR/3MaN & gfadT Juarsy

Opportunity to work with India’s leading pilot training institute

HRA B SUUR UTIee YR HRIT & H1Y BT B BT T8

Ideal role for Ex-Servicemen seeking a disciplined yet balanced lifestyle

Gfo’IT&I?I T ﬂ?ﬂ%ﬁ SiaT=re 9T ardl qﬁ-@w&fm‘r (Ex-Servicemen) & 1Y KA Hﬁlﬁ

How to Apply

3T
1.

DY
Candidates who have the required qualifications and experience may submit their applications only through
email on career@igrua.gov.in, they must attach their CV and self-attested copies of certificates in the
correct order — first the CV, then educational certificates from 10th onward, and then experience
certificates (if applicable) from earliest to latest. All documents should be combined into one single
PDF file before sending.
o Suficarl & U™ oMag® TRUAl Ud SMd §, d SOl 3ded dad 3-89 & Hiegd 9
career@igrua.gov.in W 3 I&d &1 38 307 3ATAG & 1Y ATAT CV TUT FHIUTTET Bt X9-Tord ufet
9 0 & Jaw HRA g — T Ugd Cv, SUd dTe QO THTOTS (10 I 31, T ofd & SfIHd JHIOT=
@fE ARl dl) Ge XA A T e | 9t STl $I TP 51 PDF BiIsd H YIS H NSl S|
While applying by email, candidates must clearly mention the title of the advertised post in the
subject line “APPLICATION —Administrative Officer IGRUA/ADVT/01/2026
U GRT 3ATdG Hd THY SR $I 0T & Feoige a1+ | fagniua ug &1 e Wy &0 3

fera arﬁaﬁ% “APPLICATION —Administrative Officer IGRUA/ADVT/01/2026”

General Instructions

g

fard=r

Applications not accompanied by self-attested copies of the requisite qualification and experience
certificates shall be treated as incomplete and will not be considered.

3T Q&I TadT Td SIgHT YHIUNGET bt T9-UHTord faal & e urea Simae gl 4 Sidd U 39 R
foaR =78t fobam Smem|

Only Indian Nationals are eligible to apply.

HIA YR AR g1 3Hdad B & U 5|

Online interviews will be conducted, as required, and links will be shared on the email ID provided by the
candidate a day before.

LD SIHR TS YaTepR I Py S, 3R i IwieaR gRT UaH by 7T $7d-2Eet R
U a1 gd e fosar S|
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Mere submission of an application shall not confer any right to be called for the selection process or for
appointment.

Had 3Mde- Wo A ¥ 997 Uishan a1 Agfad & T gam o &1 iy ifieR =g faan

Only shortlisted candidates will be called for written test/interview.

Had Yciore fhT MU IeaR! & faRad wian/AeneR & e gamrm S|

IGRUA reserves the right to cancel/restrict/modify/alter the recruitment process without assigning any
reason.

IGRUA foTT 18 HRUT S/aTg Helf ufshar o) ve/Afira/a=ifird/aRafda e &1 sifiieR qRiéa a8

The appointment will be purely contractual and does not confer any right for regular appointment or
absorption.

e fgfa gufe: Sfderere § ik Fafta Pl o wrliewo o1 618 iR 76t &

Canvassing in any form will lead to disqualification.

fobefl 1t GhR B SR HRA TR IWIEIR D1 3G HItd DR a1 Sre |

Appointment will be subject to verification of documents and medical fitness.

fafaa qxamas & T iR fafecia freaw & sref= gt

Courts in Lucknow only will have jurisdiction for any disputes.

ot +ft faare ot fRUfT § Fad da-s; B SeTad] 3 of AAIGR SRT
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