
 
 

Ref.: Advt.Rect./Lib.Asso-Con/2026/003/W          Date: 30/04/2026 

 

Advertisement for the Post of Library Associate (on contract basis)                                

 

National Insurance Academy was established in the year 1980 by the public sector insurance companies 

under the aegis of Ministry of Finance (Government of India). It is the prime destination for Education, 

Research, Training, Consultancy, Leadership Development and Publication in Insurance and Risk 

Management in the Asia Pacific region.  
 

The Academy invites applications from suitable candidates for the position of Library Associate (on 

contract basis): 
 

Job Title: Library Associate 

No. of Post: 01 

Tenure: Temporary (one year contract). The contract is extendable subject to satisfactory 

review of performance. The appointment will be purely on temporary basis and the 

applicant will have no future claim on NIA for employment.   

Age: Preferably not more than 35 years as on 01.05.2026; can be relaxed in case of 

exceptional, deserving candidates with relevant experience.  Relaxation will also apply 

to retired Library professionals from reputed institutes and age below 62 years. 

Stipend: An all-inclusive consolidated monthly pay of Rs.30,000/- p.m. 

Educational 

Qualification: 

 

• B.Lib. with minimum 50% marks from a recognized University 

• Diploma in Library Automation & Networking / PGDCA or equivalent is desirable 

Experience: • Experience of minimum 3 years in institutions of National importance would be 

preferable  

• Desirable experience in preparing user guides, resource guides, reports & 

promotional materials 

• Good communication, interpersonal and user service skills 

Key 

Responsibilities 

(indicative and 

not 

exhaustive):  

 

• Support library technology operations including ILMS (Koha), RFID systems, 

digital library platforms (DSpace), ERMS, discovery tools, and library websites. 

• Perform cataloguing, classification, and technical processing of library materials 

using standard practices (DDC, MARC21, metadata standards, etc.). 

• Prepare and maintain library MIS reports, usage statistics, documentation, and 

newsletters as required. 

• Maintain accurate records of transactions, inventory, registers, and statistics. 

• Ability to handle reference queries using online and offline databases and research 

tools. 

Other terms 

and conditions: 

 

• The duty hours will be from 9.30 a.m. to 6.00 p.m. (Monday to Saturday). May be 

required to work in different shifts, including holidays. 

• The eligibility qualifications, experience and age will be reckoned as on the date of 

advertisement. Relaxations and concessions in eligibility, if any, will be at the sole 

discretion of NIA. 

• The appointment will be made on the recommendation of a duly constituted 

selection committee. The applications received in response to the advertisement 

will be scrutinized and the shortlisted candidates only will be called for interview. 

• Merely fulfilling the requirements given in the advertisement will not automatically 

entitle any candidate to be called for interview. 

• Interviews of shortlisted candidates may be conducted offline or online. Travel 

expenses will not be reimbursable in the event of personal interviews conducted at 

the Academy’s campus. 

• The selection of the candidate will be at the sole discretion of the Academy. 

 

http://www.niapune.com/index.php


 
 

Application Process: 

• The application in the prescribed format given in the Annexure, along with self-attested 

copies of relevant documents wherever necessary, addressed to “The Director, NIA” must 

be sent on email id: recruitment@niapune.org.in and by post to:  

 

Ms. Anita S. Date 

Chief Manager Establishment 

National Insurance Academy 

25, Balewadi, Baner Road, NIA P.O.  

Pune – 411045 

 

The applicant should mention “Application for Library Associate” in the subject head of 

email and on top of the envelope. 

 

• Application sent on any other email id other than recruitment@niapune.org.in will not be 

considered. 

• Incomplete applications will be rejected. 

• The last date for receipt of applications is 22nd May 2026. Applications received after this 

date will not be considered. 

 

Selection Process: 

• The Screening Committee constituted for the purpose shall assess all applications which 

meet the eligibility criteria and select after interviewing the shortlisted candidates.  

• The selection will be strictly on the basis of merit and suitability for the post.  Canvassing 

in any form will be a disqualification. 

• Appointment is subject to satisfactory completion of background verification, including 

educational qualifications, previous employment, criminal record check and reference 

checks. Any misrepresentation or suppression of facts will lead to immediate termination 

without notice. 

• The applicant hereby expressly consents to the collection, processing, storage and transfer 

of all personal data and documents submitted in connection with this application 

(“Application Data”) by the National Insurance Academy (NIA) or its authorized agents, 

in compliance with the Digital Personal Data Protection Act, 2023 and other applicable 

Indian data protection laws. Such Application Data may be used for purposes of evaluating 

eligibility, conducting background checks, administering the selection process, and any 

other lawful HR or administrative purposes of the Academy. 

• The decision of the Academy in all matters relating to the selection process shall be final 

and no correspondence shall be entertained in this regard.  

• The Academy reserves the right to reject any or all the applications and / or cancel the 

selection process at any stage without assigning any reason. 

• Relaxations and concessions in eligibility, if any, will be at the sole discretion of the 

Academy. 

• The selected candidate will be required to join immediately. 
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