General Administration Unit

JOB DESCRIPTION 
	About BITS, Pilani 
	Birla Institute of Technology & Science, (BITS Pilani) is an Institution declared as Institution of Eminence Deemed to be University under Sec. 3 of the UGC Act and features in the world map as a renowned science and technology institute. BITS Pilani has campuses in Pilani, Dubai, Goa and Hyderabad. 

	Industry 
	Higher Education 

	Post/Job Title 
	Jr. Officer – Academic Administration

	Job Type 
	Regular 

	Reporting to 
	Deputy Registrar  

	Will also work very closely with 
	Liaising with concerned departments, statutory authorities, regulatory bodies, and external agencies as required.

	Job Location 
	Hyderabad 

	No of Position 
	 One 

	 Summary of Role
	The Officer – Academic Administration is responsible for supporting academic governance, examination processes, statutory compliance, documentation, budgeting, and liaison with the Registry, Pilani and other stakeholders to ensure smooth and compliant academic operations of the Institute.

	Principal 
Accountabilities
	1. Academic Governance & Examination Support
· Preparation of detailed Minutes of the Examination Sub-Committee meetings, ensuring accurate recording of deliberations, decisions, and action points.
· Obtaining requisite approvals from the Registry, Pilani within stipulated timelines.
2. Unfair Means (UFM) Case Management
· Assisting the Deputy Registrar in documentation, scrutiny, processing, and coordination of UFM cases.
· Compilation of case files, communication with concerned departments, and liaison with the Registry, Pilani for review, approvals, and record maintenance.
3. Academic Communication & Notifications
· Drafting, vetting, and dissemination of Office Orders, Circulars, Notifications, and official communications related to academic operations, examinations, evaluation processes, and policy implementation.
4. Academic Records & Awards Coordination
· Assisting in coordination with the Registry, Pilani on matters related to academic awards, submission and processing of Ph.D. theses, medals, degree approvals, and issuance of provisional and final degree notifications.
· Maintenance of all associated academic records with accuracy and confidentiality.

5. Budgeting & Financial Coordination
· Preparation of annual and periodic budgets for academic and administrative functions.
· Monitoring expenditure against sanctioned allocations.
· Maintaining financial records and coordinating with the Finance & Accounts Division for compliance and reporting.
6. Statutory & Regulatory Compliance
· Ensuring compliance with University regulations, academic ordinances, examination rules, and applicable government guidelines.
· Liaising with government authorities, statutory bodies, and external stakeholders as required.
7. Documentation & Legal Record Maintenance
· Maintaining systematic documentation, filing, and archival of academic, regulatory, and legal records, including court matters, compliance reports, audit observations, and policy documents.
· Ensuring proper record-keeping, confidentiality, and ease of retrieval

	Educational Qualification
Experience 
	·  Master’s Degree with 3–5 years of experience in academic administration within a higher education institution.
· Experience or exposure to legal matters is desirable.

	Mandatory Skills
	· Strong drafting and documentation skills.
· Knowledge of academic regulations and examination procedures.
· Attention to detail and ability to handle confidential matters.
· Good coordination, communication, and liaison skills.
· Proficiency in MS Office and academic ERP systems.

	Remuneration 
	Level 6 with a minimum pay of Rs. 35400/- per month plus DA and other benefits as per Institute Norms.
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