
 
 
 

Jobs at Tibet House, New Delhi 
Issued on November 18, 2015 

 

Tibet House invites applications for the following jobs 
 

TITLE JOB DESCRIPTION ELIGIBILITY SALARY 

1.  English       
     Editor 

 Compilation and editorial work on the proceedings 
of Tibet House events 

 Writing reports for all events 
 Transcribing lectures / talks into English  
 Editorial work of all the English publication 

materials 

 At least MA English or equivalent 
degree 
 Proficiency in written and spoken 
English 
 Good experience in academic editing 

Rs. 
20,000/- 
per month 
(one year 
contract) 

2.  IT technical 
support staff 

 Installing and configuring computer hardware, 
operating systems and applications 

 Regularly updating Tibet House  website and 
other social media accounts with upcoming events 
organized by the institution 

 Editing of video/audio/photo and uploading them 
on the Tibet House YouTube channel, website, etc. 

 Designing posters, brochures, invites, booklets, etc. 
for Tibet House events 

 Video and audio recordings of all the Tibet House 
events and procedural documentation of the files 

 Working continuously on a task until completion 
 Any other computer-related work that is assigned 

 At least BSc. IT / BCA or equivalent 
degree 

 Should know both written and spoken 
English and Tibetan  

 Good knowledge of website editing, 
designing & editing in Adobe master 
collection, CorelDraw, etc. 

 Working knowledge of computer-
related work and proper 
documentation of files 

 Should have basic knowledge of 
handling still cameras, video and audio 
recordings 

Rs. 
20,000/- 
per month 
(one year 
contract) 

3. Receptionist  Attending and welcoming visitors  
 Answering, forwarding and screening phone calls 
 Upkeep of the Reception area 
 Acknowledging and registration of all incoming 

mails 
 Maintaining dispatch register 
 Arranging courier and preparing letters/parcels to 

be sent 
 Perform other related duties as required 

 Graduate 

 Should be fluent in both spoken and 
written English and Tibetan  

 Should have effective verbal and 
listening communication skills 

 Should be computer literate 

Rs. 
14,000/- 
per month 
(six month 
probation) 

(Note: No other benefits will be offered besides monthly salary. Experience in relevant jobs will be preferred. The institution holds 
the right to hire candidates who do not fulfill above criteria, as well as holds the right to not hire candidates who fulfill all the above 
criteria, but are found suitable / unsuitable upon interview.) 

 

APPLICATION PROCEDURE: 
 

Documents to be submitted for application: 
1. 2 current passport size photographs 
2. Comprehensive CV in English 
3. Cover letter, which should also contain your contact details. Please state the feasibility of your joining immediately in the  

cover letter. 
4. Copies of all your Mark sheets and Degree Certificates  
5. 2 reference letters, one from your current or most recent employer 
6. Copy of a Character Certificate from your latest employer or institution 
7. No Objection Letter from your employer, if you are currently employed 

 

NOTE: The deadline for the submission of application is Friday, December 25, 2015, no later than 5:30 pm. You may also send 
your documents either to the address given below or by email before the deadline. Incomplete documents and arrival of the documents 
after the deadline will not be considered. 
 

The shortlisted candidates will be intimated via email or phone call by Thursday, December 31, 2015 before 5:30 pm. 
 

All the applications should be addressed to: 

Director 
TIBET HOUSE (Cultural Centre of His Holiness the Dalia Lama) 1, Institutional Area, Lodi Road, New Delhi  110003 INDIA 
Email: office@tibethouse.in  | Phone No.: (M) + 91 844 712 8959 (T) +91 11 2461 1515  |  Website: www.tibethouse.in 


