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Invitation for the temporary post of GeM Portal Consultant/Firm

Subject: Temporary GeM Portal Consultant/Firm at SNDT Women’s University,
Churchgate.

SNDT Women’s University invites the applications for the position of Temporary GeM
Portal/Mahatender Consultant. The consultant will be responsible for managing and
facilitating procurement activities on the Government e-Marketplace (GeM) Portal, ensuring
compliance with procurement policies, and providing necessary support for smooth

operations.

Temporary GeM Portal /Mahatender
Consultant/Firm
SNDT Women’s University, Churchgate

Position:

Location:
Consultant Fees per GeM/Mahatender Tender: In Rs.

Time required to configure & upload Tender
after handovering the Document :

Last date of submission of proposal 03 May, 2025 till 5:00 p.m.

Key Responsibilities:
Handling procurement processes on the GeM Portal/Mahatender, including vendor

product listing, and order management. (Self Undertaking of

o
registration,

Experience)
Minimum 3 years experience in similar field. (Self Undertaking of Experience)

Ensuring compliance with government procurement guidelines. (Self Undertaking of

Experience)
Providing technical support and guidance to University staff regarding GeM

Portal /Mahatender operations.
e Generating reports and maintaining procurement records.

Eligibility Criteria:

Proven experience in handling GeM Portal/Mahatender operations in the Govt.

/Semi Govt. /Private Organisation. (Self Undertaking of Experience)

Knowledge of government procurement policies and procedures. (Self Undertaking of

Experience)
e Proficiency in computer applications and data management. (Self Undertaking of
Experience)

Strong communication and coordination skills.

Aadhar Card

PAN Card

Details of Propritory if any
Experience Certificate, if any from the Govt./Non-Govt. Organisation.
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