Maharashtra State
Faculty Development Academy

Recruitment Advertisement for the post of:

1. General Manager- Administration
2. Manager - Information Technology




Advertisement No.: 13 Date: 11.12.2025

The Department of Higher and Technical Education, Govt. of Maharashtra has established Maharashtra
State Faculty Development Academy (MSFDA) at Pune. MSFDA is a Section 8 company registered under the
Companies Act, 2013 incorporated for imparting comprehensive training and capacity building of the faculty

of all the Higher and Technical Education Institutions in the State.

Maharashtra State Faculty Development Academy (MSFDA) is inviting applications for the following posts:

1. General Manager- Administration
2. Manager - Information Technology

All the positions are to be filled on a contractual basis for one year and can be renewed based on the

performance of the candidate.

Interested applicants are requested to go through the detailed advertisement and follow the instructions
therein for applying for the respective post. The job application along with the requisite documents must be

sent by email on recruitment.msfda@gmail.com by 20th December, 2025 and fill up the Google application

form.

Link for the Google application form: https://tinyurl.com/5n7zbwsh

Shortlisted applicants will receive an invitation for the interview. Shortlisted applicants will be informed

through email about the schedule of the interview.
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Detailed Advertisement for Recruitment under MSFDA

About MSFDA

The Department of Higher and Technical Education has established Maharashtra State Faculty Development
Academy (MSFDA) under Section 8 of Companies Act, 2013 to impart training to the faculty of Higher and
Technical Education Institutions of Maharashtra.

The Vision of MSFDA is "Transforming higher educational landscape, through continuous professional
development of teachers in Higher Education Institutes (HEIs) of Maharashtra".

The National Education Policy (NEP) 2020 specifies:
"13.1 The most important factor in the success of higher education institutions is the quality and engagement
of its faculty.”

“15.1.1 - Teacher education is vital in creating a pool of teachers that will shape the next generation. Teacher
preparation is an activity that requires multidisciplinary perspectives and knowledge, formation of
dispositions and values, and development of practice under the best mentors. Teachers must be grounded in
Indian values, languages, knowledge, ethos, and traditions including tribal traditions, while also being well-
versed in the latest advances in education and pedagogy.”

MSFDA is in a unique position to influence reforms in the higher education as envisaged by the NEP 2020 by
engaging with and motivating the faculty. The focus of trainings and the USP of MSFDA will be development
of holistic learning and overall development as a human being. This will be critical for societal change.

USP and Approach of MSFDA

MSFDA will focus on training, incorporating the following key principles and approaches emanating from NEP
2020.

Experiential learning, creativity and innovation: The faculty will be encouraged to adopt pedagogies that
promote discovery, questioning and experiential learning by the students. This approach, which is also being
focused in school education, will enable development of creative individuals who are intelligent, confident,
sensitive and are able to address problems.

Learning beyond knowledge: Besides academic excellence and knowledge of latest advancement in respective
disciplines, the trainings will underline that the purpose of higher education is much beyond accumulation of
knowledge and employability. Knowledge can lead to intelligence, but by itself is not intelligence. The
educators will be nudged towards appreciating this fact, so that they assume the right roles within the
overarching purpose of ‘learning’. The HEIs will be encouraged to promote a congenial learning environment,
which is free from fear and promotes critical thinking, discussion and co- learning among teachers and
students.

Multidisciplinary Education: A multidisciplinary approach will be promoted. The HEIs will be encouraged to
recognize and promote creative arts at par with science and management subjects. Also, the training will
promote integration with vocational education as envisaged in the NEP 2020 and work towards correcting the
social status hierarchy associated with vocational education.

Scientific and rational thinking: The NEP 2020 envisions discovery-based style of learning with emphasis on

scientific method and critical thinking. Article 51 of the Constitution inter alia mentions that it shall be the
2/10




vi.

(a)

(b)

(c)

(d)

fundamental duty of every citizen to develop scientific femper, humanism and spirit of enquiry and reform.
MSFDA will promote training which is focused on rational thinking.

Networking with practitioners, expert institutions, HEIs: Recognizing the strength and importance of
experiential and hands-on learning, the MSFDA will work as a collaborative institute that will not only provide
training to faculty, but will also serve as facilitative platform to connect the HEIs with best practicing
individuals, practitioners, institutions, and resources.

Diversity and inclusion: The NEP 2020 has identified limited access and limited teaching in local language as
a constraint to achieving the purpose of higher education. It envisions increased access, equity and inclusion
in higher education by creating greater opportunities. The MSFDA will promote diversity and inclusion as a
non-negotiable fundamental principal in all aspects of higher education. The training accordingly, will focus
on sensitizing faculty towards this aspect and skilling them with comprehensive understanding of diversity
and inclusion and also providing them with appropriate frameworks to implement in their respective

institutions.

There are Centers in MSFDA to carry out the trainings /work in their respective areas. The Centers are:

Centre for Multi-disciplinary curriculum & pedagogy: This Centre caries out trainings in learning
opportunities with a multi-disciplinary approach. In line with the NEP, 2020, the Centre enables institutions
and faculty to provide open, creative, and critical learning opportunities by inter-connecting various streams
of arts and science. It plans and executes trainings and modules in multi- disciplinary curriculum & pedagogy
and builds capacity of the faculty and institutions to be able to conduct such courses and adopt such pedagogy
in their institution. The Centre focuses on development and promotion of creative IT based tools to promote

experiential learning as part of pedagogy.

Centre for Leadership Development: This Centre focuses on training of senior faculty of HEIs who are in
leadership positions or are likely to assume leadership positions. The various aspects of NEP, 2020 are
discussed with them and they are motivated to translate the policy features into actuality within their
institutions. Modules on ethical leadership are held in collaboration with expert organizations. The Centre

also works towards development of leadership traits in students.

Centre for Inclusion & Diversity: The Centre sensitizes the faculty, students and HEIs to diversity and
inclusion as a non-negotiable value. It operates as a cross-cutting theme and design and plan training programs
to encourage HEIs to build a conducive environment for students from diverse backgrounds to be able to
access and enroll in their courses. It also networks with specialized organizations/individuals to enrich the

trainings in this field.

Centre for Innovation & Cutting-edge technology: The Centre fosters innovation culture in HETs. It will
develop tools and methodologies to nurture innovation, incubation and entrepreneurial ecosystem and impart
trainings in this field. It focuses on research and analysis and strengthen the participant's understanding as
an entrepreneur, leader and/or explorer in new fields and ideas. It also focuses on contemporary development
in the various subject domains. In the disruptive age the shelf life of skills is reduced drastically. The Centre

develops creative interventions to impart future ready skills for bridging the skill gap.
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(e) Centre for Resources: The Centre is developed as a studio hosting a library, an audio-visual room, a
performance space with required technical and other resources and provision for regular updating of
resources like books, journals, periodicals, films, audio files, etc. It endeavors to become a one- stop Centre
for information pertaining to best online/offline resources. It is an active space that will hosts events,
debates/discussions, shows, film screenings, musicals, readings, exhibitions etc. The Center works for
administering and running online programs on the LMS and other online programs in collaboration with other

internal Centres.

(f) Centre for Evaluation and Assessment: This Centre undertakes need assessment, capacity building programs
and other initiatives to support and strengthen assessment & evaluation processes and methods in Higher
Education Institutions (HEIs). In line with National Education Policy 2020, the Centre enables institutions
and faculty fo design, introduce methods and tools for qualitative, quantitative, project & practice-based,
individual and/or group-based various formats of assessment and evaluation. It plans and execute training,
design modules in assessment and evaluation pedagogy and skills. It supports and guides faculty and

institutions to design and conduct similar courses and adopt pedagogy in their institution.

3. Positions for recruitment, Job Description, Eligibility criteria and Job type

Position 1: General Manager - Administration
The General Manager - Administration provides leadership and strategic direction for all administrative services
of MSFDA. This includes governance support, policy compliance, facilities management, legal matters, HR
administration, vendor coordination, IT oversight, and inter-departmental linkages. The General Manager -
Administration supervises the entire administration team of Manager (Admin), Manager (IT) and Networking
departments including Facility Supervisor, Administrative Assistant, Office Assistants, Documentation Officer and
the Executive Assistant.

1. Strategic Administrative Leadership
¢ Develop and implement long-term administrative plans aligned with MSFDA's
goals.

Role & Responsibilities

e Supervise and evaluate the performance of Facility Managers, Admin
Assistants, and Office Assistants.

e Ensure effective coordination among all administrative units.
e Maintain accountability and reporting systems across the department.
e Encourage a professional, service-oriented work culture.

2. Governance & Statutory Compliance
e Oversee preparation of agendas, notices, and minutes for Board/AGM
meetings.

e Ensure statutory registers and filings are up to date.

e Supervise compliance with state and central laws, including RTI and audit
norms.

e  Guide Documentation Officers in record-keeping and governance
documentation.

¢ Maintain transparent governance practices.

3. Infrastructure & Facilities Oversight
e Approve maintenance schedules for offices, training halls, and hostels.

e Supervise Facility Managers for utilities, safety, and guest management.
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Monitor AMC agreements and vendor contracts.
Ensure safety protocols and emergency systems are followed.

Plan improvements for infrastructure efficiency.

4. HR & Staffing Oversight

Assess staffing requirements and guide recruitment processes.
Supervise the performance appraisal of administrative staff.

Draft and implement HR policies in consultation with senior leadership.
Oversee staff training and capacity building.

Ensure professional conduct and discipline in administration.

5. Policy & SOP Development

Draft and approve administrative guidelines and SOPs.
Standardize processes across Centres and units.

Recommend efficiency-driven improvements.
Monitor compliance with SOPs by staff.

Train staff on updated procedures.

6. Financial & Audit Support

Approve administrative budgets and monitor expenses.

Coordinate with Finance for settlement of bills and procurement.
Ensure audit readiness through proper documentation.

Supervise compliance with government and institutional financial rules.

Track expenditure against approved plans.

7. Legal & RTI Matters

Liaise with legal counsel on institutional issues.

Ensure timely handling of RTI applications.

Approve legal documentation including contracts and MoUs.
Supervise resolution of disputes or compliance queries.

Maintain logs of legal proceedings.

8. Inter-departmental & External Coordination

Liaise with other MSFDA departments to ensure seamless support.

Act as an administrative representative in government and partner meetings.
Supervise the execution of MoUs and agreements.

Promote collaboration with external service providers.

Build institutional networks for support services.

9. Event & Training Administrative Support

Approve administrative arrangements for major programmes.
Supervise logistics, seating, and hospitality.

Ensure facility readiness during events.

Coordinate with Centres for programme requirements.

Evaluate post-event reports for improvements.
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10. Procurement & Vendor Management

Draft technical specifications for tenders.
Lead procurement processes with transparency.
Evaluate vendors and bids technically.

Manage contracts and monitor deliveries.
Ensure warranties and AMC compliance.
Maintain procurement records.

Oversee annual vendor performance reviews.

11. IT & Digital Oversight

Supervise IT requirements related to administration.

Guide integration of LMS, portals, and outreach platforms.
Ensure IT infrastructure supports administrative functions.
Monitor digital archives and record systems.

Promote digital transformation in administration.

12. Annual action plan

Preparing annual action plan with physical and financial targets specifying
tasks timelines procedure and budget allocation generating and budgeting

finances for the MSFDA operations

EligibilityCriteria

Strong leadership and supervisory skills to manage all administrative functions.
In-depth knowledge of governance, compliance, RTI, and legal frameworks.
Ability to plan, implement, and monitor administrative policies across Centres.
Skilled in vendor management, contract negotiations, and facilities oversight.
Knowledge of HR, staff appraisal, and professional conduct regulations.
Familiarity with digital records, IT-enabled governance, and LMS integration.
Capacity to handle confidential matters with discretion.

Strong communication and drafting skills for state, national, and institutional
correspondence.

Proven problem-solving, decision-making, and crisis management skills.
Postgraduate degree in Administration, Management, Law, or related fields.

10-15 years of experience in administration, preferably 5 years at senior level
at any government department or institution under Higher and Technical
Education Department.

Proven record of handling governance, policy, and compliance matters.

Certification in facilities management, governance, or project management is
desirable.

Job Type

Contractual, full-time
Term: 1 Year; Renewal subject to performance

Compensation: Rs.1,60,000/- o Rs. 2,20,000/- per month commensurate with
experience and role fit

Statement of Purpose
(soP)

At least five areas of work which you will prioritize, if you were selected for the applied

position
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Assignment

1. Prepare a detailed note (1,000-1,200 words) outlining how you will strengthen the
administrative ecosystem of MSFDA.

OR

2. Prepare a structured document (800-1,000 words) proposing a system-wide blueprint,

to enhance MSFDA's compliance, governance, and documentation practices.

Position 2: Manager - Information Technology

The IT Manager leads and manages the IT Department of MSFDA. The Manager ensures that IT services meet the

strategic and academic goals of the Academy and align with NEP 2020. The role carries full responsibility for

planning, implementing & monitoring all IT-related activities, including digital platforms, learning management

systems, computer laboratories, cybersecurity & IT policy compliance. The Manager ensures that the Academy's IT

infrastructure is modern, secure, efficient & supportive of all training and academic activities

Roles and
Responsibilities

1. Digital Platforms Management

Lead design, development & management of MSFDA dashboard, portal, website
& app.

Approve technical requirements and oversee deployment.
Monitor platform performance and resolve critical issues.
Ensure scalability and alignment with NEP 2020.
Coordinate with developers and vendors for updates.
Maintain user experience standards.

Document changes and maintain version control.

2. Learning Management System (LMS) Oversight

Approve course creation and content uploads.

Manage user credential policies and access rights.

Ensure smooth functioning of online courses.

Monitor analytics for engagement and outcomes.

Troubleshoot escalated technical issues.

Ensure integration with national platforms like SWAYAM/NPTEL.

Oversee system upgrades and backups.

3. IT Infrastructure & Laboratories

Supervise management of two computer labs at MSFDA.
Approve scheduling for hands-on training programmes.
Ensure hardware and software readiness before trainings.
Develop guidelines for lab use and resource sharing.
Monitor lab performance and feedback.

Plan periodic upgradation of lab systems.

Ensure data security within lab usage.

4. Network & System Administration

Manage LAN/Wi-Fi systems across the campus.

Approve system updates and patch management.
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e Ensure data storage and backups.

¢ Monitor performance and downtime.

e Implement cybersecurity protocols.

e Conduct routine vulnerability checks.

e Ensure disaster recovery preparedness.

5. IT Policy & Compliance

e Draft and enforce IT policies.
e  Ensure alignment with government and MSFDA norms.
e Conduct periodic compliance audits.
e Train staff on IT policy requirements.
e Document all compliance reports.
e Implement corrective measures for violations.

e Report compliance status to senior leadership.
6. Training & Capacity Building
e Conduct IT awareness sessions for staff and faculty.

e Provide workshops on cybersecurity and LMS use.
e Train IT staff on advanced technologies.

e  Develop training manuals and handbooks.

e  Ensure staff adoption of digital tools.

e Organise refresher training every six months.

e  Collect and evaluate training feedback.

7. Budget & Resource Management
e  Prepare and monitor IT budgeft.

e Approve resource allocation across IT functions.
e  Ensure cost efficiency in procurement.

¢ Track monthly expenditure and savings.

e Submit budget utilisation reports.

e  Alignspending with strategic IT goals.

e Plan for long-term investments.

8. Reporting & Strategic Initiatives
e Submit monthly and annual IT reports.

e  Provide strategic IT recommendations.

e Pilot new technologies such as AT tutors or virtual labs.
e Align IT initiatives with NEP 2020 and MSFDA goals.

e Represent IT Department in review meetings.

e Maintain records of innovations.

e  Ensure documentation of all IT projects.

Eligibility Criteria e Strong knowledge of IT infrastructure, soffware systems, LMS, and
cybersecurity.

o Experience in managing IT teams, vendors, and large-scale projects.
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¢ Ability to prepare and monitor budgets, contracts, and compliance reports.

e Skills in training and capacity building for IT and non-IT staff.

¢ Analytical ability to use data for decision-making and reporting.

e Bachelor's degree in Information Technology, Computer Science, or related

field, a master's degree is an added advantage.

¢ Minimum 10-12 years of IT experience, with at least 5 years in leadership roles.
¢ Proven experience in LMS management and institutional IT administration.

e Certifications in networking, cybersecurity, or project management are

desirable.

Job type

e Contractual, full-time
e Term: 1Year; Renewal subject to performance
e Compensation: Rs 1,00,000 - Rs 1,50,000 per month commensurate with experience

and role fit

Statement of Purpose
(SOP)

At least five areas of work which you will prioritize, if you were selected for the applied
position

Assignment

1. How you would conceptualize, develop, and operationalized a future-ready digital
ecosystem for MSFDA?

OR
2. Describe how you would strengthen IT governance, cyber security frameworks, and
digital capacity building at MSFDA?

4. Process of application

Candidates who consider themselves eligible are required to send the following documents by email to

recruitment.msfda@gmail.com by 20th December, 2025 with the subject line "Application for the post

of

". Additionally, applicants must fill the Google Application Form

Link for the google application form : https://tinyurl.com/5n7zbwsh

Filling out this form is mandatory, along with the submission of documents via email.

a.

Curriculum Vitae: A detailed Curriculum Vitae is to be submitted. Scanned documents to support
educational qualification, experience and other relevant information may be attached. Any false
information submitted will make the application liable for rejection. Bio-data/CV must include the
following

= Position applied for (This must be at the top of the CV)
*  Mobile Number
*  Email

b. Statement of Purpose: The applicants have to submit State of Purpose in 750-1500 words.

Statement of Purpose (SOP) can be both handwritten and then scanned or it can be typed. It can be

written in Marathi, Hindi or English.

C.

Assignment: The applicants have to submit the assignment as mentioned above, as per the position
in 750-1500 words. The assignment can be both handwritten and then scanned or it can be typed.
Tt can be written in Marathi, Hindi or English.

Avoid using AI tools, as SOPs and Assignments will be scanned with plagiarism software.
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5. Important information for applicants
1. The MSFDA is a prestigious State-level training Academy catering to all the Higher Education Institutes

in the State of Maharashtra. The manpower that is to be recruited for this Academy therefore must be
outstanding and of a very high capability and stature. Applicants should possess the traits that are
mentioned against the respective positions in the table above. (See Eligibility criteria).

2. Candidates are therefore advised to go through the eligibility conditions carefully. They should not feel
that merely possessing the educational qualification required for a particular role makes them eligible to
apply for the same. Specific traits required for each particular position have been mentioned that are
essential requirements for that role.

3. A candidate who feels that besides the requisite educational qualification and experience, he/she also
possesses all those traits to make him/her suitable for a State Level position in this prestigious Academy

should only apply, so that the time of the Selection Committee and the applicant is not consumed.

6. Important Timeline

The Biodata/CV, Statement of Purpose and assignment must be sent by email on recruitment.msfda@gmail.com by

20th December, 2025. Each document must be carefully captioned. Offline applications will not be accepted.

Eligible candidates will receive an intimation about the date and time of the interview by email. Only those
candidates who receive an email of invitation for the interview will have to remain present for the interview with

all documents supporting their credentials at their own expense.

Interviews will not be conducted online. Receiving an invitation for the interview gives no right or claim for

selection for the said post.

Applicants are required to submit the google form as well as send a proper application on email with required
documents. Half-filled application or submission of only google form will not be considered for scrutiny. Supporting
Documents of the details mentioned in the form will be checked at the time of interview.

Candidates are requested to note that, all the positions mentioned in the advertisement are purely
contractual. Government Deputation / Transfer is not permissible.

MSFDA will not pay any TA/DA, lodging, or boarding charges for attending the interview. Mere qualifying
the document scrutiny/ interview round does not guarantee selection for the post.

Only such candidates will be selected who in the opinion of the Committee meet the desired criteria/possesses
the requisite traits and can give justice to the role. Committee reserves the right to exempt any qualification
criteriaif they found any candidate suitable for the applied post. If no such candidate is found then the Committee
reserves the right to re-advertise the post. Obtaining the highest marks in the interview and the written exam

gives no right or claim for selection.
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