
 

Recruitment of contractual staff with IIT Indore 
 
 
 

 
Position-1 

 

 

ASSISTANT MANAGER – LEGAL 
 

 Role Description 
 

The Assistant Manager – Legal will be responsible for overseeing all of the company's legal 

functions. This individual has to be a legal professional who will provide accurate and relevant 

advice to the staff, senior management, and clients. The Assistant Manager is required to 

safeguard the interests of the company through legal means. The Asst Manager would assist 

the CEO of the Company to manage administrative and manpower hiring matters, besides 

ensuring the compliance of all government norms, coordinating and drafting MoUs, and other 

arguments. This job description is not exhaustive, and the post holder may, from time to time, 

be required to undertake other related duties based on the requirement felt by the CEO of IITI 

DRISHTI CPS Foundation. 

 
 Key Responsibilities include, but are not limited to: 

 

 Preserving the company’s IP assets such as trademarks, copyrights, patents, brand names 

(registrations and renewals), etc.

 Identifying a patent attorney, coordination with the attorney for filing, resolving IPR queries of 

faculty members, students, start-up companies. Legal aspects in coordination with the manager



admin for any MoU and other agreements, licensing, licensing agreement, and the like. 

 Preparing and sending legal notices to clients or IP infringers, filing of legal or civil cases against 

debtors defaulting payments.

 Coordinating with Legal Consultants or liaising agencies in another state/country for legal cases 

and dispute resolutions.

 Devising contracts with agents, partners, or clients as per the laws.

 Providing legal assistance to the HR & Administration Section for employment matters, contract 

to draft for employment, MOU’s and other related matters.

 Providing counsel and assistance to the IT Section on software licensing, anti-infringement, and 

anti-piracy compliances.

 Coordinating with the management for consultation and strategic direction with compliance 

related to contractual, legal, and regulatory obligations.

 Looking after information and privacy compliance across the national/ international areas where 

the company exists.

 Providing legal assistance to functional / department heads and managing leads in developing 

agreements, communications, and policies.

 Advising on the regulatory framework with a proper understanding of the main terms and 

conditions of grants, Bidding Agreements, Loan Agreements, Construction, and Supply 

Agreements, and other typical contracts nationally used by the other Section – 8 Companies.

 Drafting and negotiating simple and complex contracts including but not limited to those related 

to Startups funded by the company and other projects.

 Advising on general business law issues and managing the legal issues of all areas of the 

company, including but not limited to corporate matters, procurement, safety, security, 

insurance, and sustainability issues.

 Represent the Company as required in liaison with the CEO / Managers.



 Ethics and Compliance and governance services.

 Guide other members of the legal section.

 To anticipate and manage the (legal) risks connected with or resulting from the business 

strategy and operations.

 To secure compliance of company operations with relevant laws and regulations.

 To pro-actively create and maintain awareness of business employees for (compliance with) 

relevant laws and regulations.

 Ability to deliver high-quality work under deadlines.

 Review job advertisement before posting, screen CVs, conduct telephone/video call screening, 

coordinate interview teams, terms and conditions, document verification and ensure recording 

and filing.

 Ensure approval of minutes before the dispatch of offer letters for newly hired employees.

 Annually review the Personnel Handbook recommending amendments needed due to changes 

in local conditions & labor laws.

 
 Qualification: 

 

 Essential: Degree in Law or MBA in Legal Studies or Post Graduate Diploma in Corporate Law 

from leading Law or Business Schools (with minimum 60% marks).

 Desirable: LLM in Legal Studies or Post Graduate Diploma in Business and Corporate Law 

from leading schools/colleges.

 
 Experience: 

 

 Essential: At least 5 years of relevant experience in an administrative role with a proven track record (More 
will be preferred). 

 Desirable: Experience in both Academia and Industry. Having sound knowledge of MoUs, Contracts, 
Patenting, and IPR. 

   

 Remuneration: 
 

Up to Rs 40,000 per month (negotiable). There will be no separate allowances, 

accommodation, medical facility, or any other benefits. 

 
 Tenure: Contractual 06 Months (Renewable based on performance) 

 

 Age Criteria: Less than 40 years 
 

 Tenure and disengagement: 
 

It is a temporary position and the employee's service shall be liable to disengage during the 

tenure at any time by notice in writing given either by the employee to the Appointing Authority 

or by the Appointing Authority to the employee. The period of such notice shall be one month. 

The company may withdraw, modify or discontinue at any time with the approval of the company 

management. 

 





 
 
 

Position-2 
 

 
Post Name- Assistant Executive Engineer-Civil (1 No.) 

 

Essential Qualifications: 

 
 First class (or equivalent) in M.E./ M.Tech. degree in Civil Engineering preferably specia 

lization in Structural Engineering from a recognized University / Institute, 
 At least 12 years’ experience in relevant field as Engineer for persons with M.E./ M.Tech. 

degree. 
 Experience,coordinating with multi- 

disciplinary planning consultants, architects and construction agencies in large scale 
government projects. 

 
 
 

Desirable Qualifications: 
    Proven track record of handling construction projects in reputed organization of relevant      
mag nitude and qualities. Experience in working in CFIs such as IITs and IIMs in planning   
stage is desirable. 
 Experience of working   with   civil   maintenance,   planning   and   execution   of   civil 
works, designing, estimation, construction management of large projects, obtaining statutory 
approvals and NOCs for buildings (such as Fire NOC’s, Master plan approval, GRIHA 
compliance) etc., as relevant. 
 Should have in depth knowledge of CPWD manuals and rules for execution of Original works 

and contractual/legal implications. 
 Knowledge of Computer- 

Aided Design (CAD), and latest Construction Management or other relevant software. 
 Should have computer literacy and experience of working with computer office applications. 

 

Age limit: - up to 50 Years 
 
 

             Consolidated Salary: Negotiable 



Position-3  : Pharmacist Positon 

 
 

 

No of Post:- 1 

 

Qualification and Experience:  
 
Bachelor’s Degree in Pharmacy by an institution of the Central or State Govt. or an institution recognized by the 
central or state Govt. with relevant experience of one year in Hospitals /Dispensaries. 

 

Salary Range:  Will be between Rs. 23,000/- to 26,000/- (Consolidated per month) depending on the profile of 
the individual concerned 

 

 
 
 
 
 
 
 
 

Interested candidates kindly share their updated cv to 

umang.namdev@primeoneindia.com or contact on 

7024100431 

mailto:umang.namdev@primeoneindia.comorcontacton
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