
Job Description (JD) – Clerk for State Data Authority – MITRA  

Position Title 

Clerk 

Minimum Educational Qualification 

Candidate must possess a Bachelor's Degree (Graduation) in any discipline from a recognized 

University. Candidates who have successfully completed their graduation are eligible to apply. 

Experience Requirement 

Minimum 2 years of relevant work experience in office administration, clerical work, data entry, 

documentation, record maintenance, correspondence handling, or similar administrative functions 

for any department of government. 

Typing Qualification (Mandatory) 

Candidates must have passed a Marathi Typing Examination with a minimum speed of 30 words 

per minute (WPM) and English Typing Examination with a minimum speed of 40 words per 

minute (WPM), conducted by a Government Commercial Certificate Examination Board or an 

institution recognized by the Government. Applicants must possess a valid Typing Certificate and 

upload the certificate along with the application. 

Key Responsibilities 

Typing official correspondence, letters, reports, notes, and office documents; maintaining office 

records, files, registers, and databases; data entry and updating information in computer systems; 

assisting in preparation of reports and official communications; handling inward and outward 

correspondence; supporting administrative activities; maintaining confidentiality of records; and 

performing other duties assigned by the reporting officer. 

Required Skills 

Proficiency in Marathi and English typing, working knowledge of MS Office (Word, Excel, 

PowerPoint), email communication, organizational skills, and good communication abilities. 

Documents to be Uploaded 

1. Graduation Degree Certificate/Mark Sheets 

2. Experience Certificate(s) proving minimum 2 years of experience 

3. Valid Marathi and/or English Typing Certificate 

4. Identity Proof and other documents as specified in the application form Note 

Age Limit 

(a) The candidate must have attained the age of 18 years and must not be more than 38 

years of age as on the prescribed cut-off date mentioned in the advertisement. 

(b) The upper age limit for candidates belonging to Reserved Categories of Maharashtra 

State shall be 43 years, subject to the production of valid caste/category certificates and 

other documents as prescribed by the Government. 

(c) The upper age limit for Persons with Disabilities (PwD/Divyang) shall be as 

prescribed by the Government of Maharashtra from time to time. 

(d) Other age relaxations, wherever applicable, shall be governed by the prevailing 

Government Resolutions, Rules, and Orders issued by the Government of Maharashtra. 

 




