ST. MARY’S REHABILITATION UNIVERSITY
Hyderabad, Telangana | www.smru.edu.in

EMPLOYMENT NOTIFICATION

Related recruitment reference: SMRU/2026-27/VC.APP/01 dated 06.10.2026
APPOINTMENT OF ASSISTANT REGISTRAR

Detailed requirements, selection information and prescribed application form
	At a glance
	Information

	Post(s)
	Assistant Registrar

	Submission
	hr@smru.edu.in

	Enquiries
	9010445590 | www.smru.edu.in

	Application deadline
	21 clear calendar days from the later newspaper publication / detailed website upload date; see Section II(A).

	Required submission
	Signed prescribed form, CV and indexed self-attested supporting records.



I. REQUIREMENTS AND APPOINTMENT INFORMATION
A. Invitation and governing instruments
SMRU invites applications from eligible candidates for the advertised post(s). Read the applicable eligibility schedule, complete the prescribed application and submit the evidence supporting every essential claim.

The governing framework comprises the Telangana State Private Universities (Establishment and Regulation) Act, 2018, as amended; SMRU First Statutes and First Ordinances notified through G.O.Ms.Nos.14 and 15 dated 28.03.2026; applicable UGC Regulations; and relevant binding professional-council requirements. The governing instruments prevail over a summary in this notification.

B. Essential qualifications — University recruitment standard
The following educational standard is proposed for adoption by SMRU from the UGC 2022 Model Cadre Recruitment Rules for Central Universities. It requires competent-authority adoption before publication as final eligibility; the central model does not automatically govern this private University. The supplied SMRU First Statutes do not contain a separate Assistant Registrar qualification schedule.

1. Master’s degree with at least 55% marks or an equivalent grade on the applicable grading scale from a recognised institution.

2. No minimum prior-service period is imposed by the master’s-degree entry in that model. Any additional essential experience, age criterion or relaxation adopted by SMRU must be specified in the final notice before applications open. Central-model age limits or probation periods are not silently imported here.

3. Ability to use office software, maintain electronic records and draft official communications will be assessed as University competencies. These skills are distinct from the statutory educational qualification.

C. Desirable experience and competencies
1. Relevant work in university/college administration, admissions, examinations, academic affairs, establishment, compliance, finance coordination or student services.

2. Familiarity with higher-education service rules, statutory-authority processes, professional-council reporting, data management, spreadsheets and university ERP systems.

3. Accurate drafting, attention to deadlines, secure handling of personal records, accessibility awareness, public-facing communication and grievance follow-up. Experience is desirable unless a revised final notice expressly makes it essential.

D. Functions and accountability
The Assistant Registrar will support the Registrar and assigned University authorities. Duties may cover admissions and enrolment records; examination/result and certificate processes; establishment and recruitment documentation; statutory meeting support; regulatory returns; student-service records; and office supervision according to the assigned portfolio.

The post does not independently acquire the Registrar’s statutory signing, legal-representation or authority-secretary powers. Any exercise of such functions must rest on valid written authorisation under the governing instruments.

E. Appointment and service conditions
Appointment shall proceed through the competent University selection/approval process under the provisions applicable to officers and staff, including Statutes 12, 18 and 21 as relevant. The appointment order must identify the authority, reporting line and approved portfolio. Statute 9’s Registrar-specific selection committee and fixed term do not automatically apply to Assistant Registrar.

Pay, benefits, probation if adopted, retirement provisions and other conditions will be stated in the approved appointment contract. No fixed three-year term is prescribed here for Assistant Registrar. Assessment may include a notified administrative case exercise, drafting or computer-skills test in addition to interview.

II. APPLICATION AND SELECTION INSTRUCTIONS
A. Closing date and eligibility date
The last date for receipt of applications shall be 21 clear calendar days from the later of (i) publication of the notification in the newspaper, or (ii) upload of the detailed notification on the University website. The exact closing date and time in Indian Standard Time (IST), and both publication/upload dates, shall be displayed alongside this notification on www.smru.edu.in. The date printed on the notification does not by itself start the application period.

Eligibility, qualifying experience and completed qualifications will be assessed as on the displayed closing date. Extensions and corrigenda will be published on the website. Applicants should check it regularly.

B. Application preparation and submission
1. Complete Section III and the post-specific schedules. Write “Nil” or “Not applicable” wherever appropriate. Use signed continuation sheets, repeating the section heading. Submit a separate application for each post/rank and discipline.

2. Email legible PDF attachments to hr@smru.edu.in. Use the subject “Application – Assistant Registrar – [Discipline, if applicable] – [Full Name] – SMRU Recruitment 2026”. Use filenames Name_Application.pdf, Name_CV.pdf and Name_Annexures.pdf. Include the statement requested for your post. Searchable PDFs are preferred; files must open without a password.

3. Index and number self-attested annexures; cross-reference each claim to an annexure and page. If attachments require multiple emails, mark Part 1 of 2, Part 2 of 2, etc. All parts must arrive before the deadline. Retain the sent email and any acknowledgement.
4. Employed applicants must comply with their employer’s forwarding/NOC rules. If the NOC is pending, state the reason and expected date. Produce the applicable NOC/relieving document before appointment or joining. Originals will be inspected when requested.

C. Experience, evidence and disclosures
1. Give exact dates, appointment level, full-time/part-time status and duties. Identify concurrent appointments, breaks, deputation and unpaid service. Do not count overlapping periods twice. Appointment letters alone may not establish the entire period; attach service certificates and relevant promotion orders.

2. Provide recognised degree certificates and marksheets, relevant equivalence decisions and grade-to-percentage certification. Do not round marks or add grace marks to claim eligibility. A qualification awaiting its final award must be clearly identified.

3. Disclose material disciplinary/vigilance proceedings, criminal cases, research or examination misconduct findings and conflicts relevant to appointment. Distinguish allegations, pending proceedings and final findings, and attach current status/orders. Disclosure is considered under applicable law and is not automatically treated as a finding of guilt.

4. State any applicable statutory disqualification, including relevant matters under Section 23 of the Act where applicable to membership of University authorities. False claims or material concealment may lead to rejection or lawful subsequent action. Notify SMRU of material changes before appointment.
5. Provide two professional referees and request any accessibility arrangements. Do not send bank information or an unmasked Aadhaar number. Submit only identity records necessary for verification.

D. Selection and appointment conditions
1. Shortlisting will assess essential eligibility and documentary evidence, followed by comparative assessment of relevant experience and institutional suitability. Candidates may be required to clarify claims and produce original records. Meeting minimum qualifications does not guarantee an interview or appointment.

2. The notified competent selection committee and appointing authority shall follow SMRU’s governing instruments and applicable regulatory provisions. Any written/skill test, presentation or teaching demonstration, if adopted, will be communicated in advance to shortlisted candidates.

3. The written appointment contract and approved service rules will specify pay, allowances, probation if applicable, duties, leave, retirement provisions, benefits and joining requirements. No unnotified age ceiling, pay level, fee or automatic tenure entitlement is created by this document.

4. Reservation and permissible relaxation will follow binding requirements applicable to this private University and the approved recruitment policy. A central-university model is not, by itself, a source of compulsory reservation or age limits for SMRU.

5. Staff resignation provisions under the University instruments ordinarily require three months’ notice and acceptance by the competent authority; post-specific statutory provisions and the lawful appointment contract govern the precise route. Disciplinary action must follow the applicable procedure and safeguards.

For clarification: hr@smru.edu.in | 9010445590. Refer to the University website for authorised updates.


III. PRESCRIBED APPLICATION FORM — ASSISTANT REGISTRAR
Complete all sections. Add signed continuation sheets where needed. Attach a recent photograph and sign the declaration. Annexure/page references are required for each material claim.

A. Post and personal particulars
	Particular
	Applicant’s response

	Post / rank applied for
	

	School / department / advertised discipline, if applicable
	

	Full name as on qualifying certificates
	

	Other name(s), if any, with supporting change record
	

	Date of birth and age on closing date
	

	Nationality
	

	Postal address with PIN code
	

	Email and mobile number
	

	Current employer, designation and place of work
	

	Category / relaxation claimed, if applicable, and supporting certificate
	

	Accessibility arrangements requested for selection
	

	Photograph attachment / annexure number
	



B. Educational and professional qualifications
Include undergraduate, postgraduate, doctoral and professional qualifications; attach all relevant marksheets and degree certificates. Specify subject/specialisation and mode. For grades, attach the awarding institution’s authorised conversion rule.

	Degree / subject
	Awarding institution; recognition / mode
	Award date
	Marks / grade; class
	Annexure / page

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Particular
	Applicant’s response

	Foreign qualification / equivalence authority and order, if applicable
	

	Doctoral thesis title, field, award date and awarding institution
	

	Relevant professional registration: council, category, number, validity, renewal and annexure
	

	Additional qualification / statutory registration needed for proposed teaching or duties
	



C. Employment and qualifying experience
	Employer / institution
	Post, level and duties
	From–to dates
	Nature of service; full/part time
	Evidence reference

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Particular
	Applicant’s response

	Non-overlapping qualifying experience: years / months / days
	

	Breaks, concurrent appointments or periods excluded
	

	Current salary / pay level, if relevant; expected remuneration
	

	Notice period and earliest possible joining date
	



D. Assistant Registrar eligibility mapping
	Particular
	Applicant’s response

	Master’s qualification, marks / grade and recognition
	

	Qualification evidence and any relaxation claimed
	

	Relevant administrative portfolio(s) and duration
	

	Current appointment level / responsibility, if employed
	




E. Administrative and digital skills
	Skill / responsibility
	Proficiency and actual work example
	Period / outcome
	Evidence

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Include drafting and minutes, admissions/examinations, spreadsheets, electronic records, ERP, regulatory reporting and student services as relevant. Distinguish practical experience from training alone.

F. Statement of suitability
Attach approximately 500–750 words explaining your relevant skills and achievements, approach to accurate and confidential records, accessible student services and timely regulatory reporting, and priorities for the first six months.

G. References, disclosures and employer clearance
	Referee name / designation
	Institution and professional relationship
	Email / phone

	
	
	

	
	
	

	Particular
	Applicant’s response

	Disciplinary / vigilance proceedings and status; orders attached
	

	Criminal proceedings / convictions and current status
	

	Research / examination misconduct findings or proceedings
	

	Relevant statutory disqualifications or conflicts of interest
	

	Employer NOC / forwarding status and annexure
	

	Any other material information
	



H. Applicant’s declaration
I have read the notification and the applicable qualification schedule. I certify that the information and documents supplied are accurate to the best of my knowledge. I have identified the eligibility route claimed, disclosed relevant proceedings and conflicts, and excluded duplicate counting of overlapping experience. I understand that claims are subject to verification, and material false information or concealment may result in rejection or lawful action after appointment. I will produce originals when requested and notify the University of material changes before appointment.


	Particular
	Applicant’s response

	Applicant signature
	

	Full name
	

	Place and date
	



I. Employer forwarding / NOC — where applicable
This application is forwarded with reference to the employee named below. The employer certifies the recorded designation and service dates. The status of disciplinary/vigilance clearance and any conditions governing release must be stated explicitly; this form does not certify matters beyond the employer’s records.

	Particular
	Applicant’s response

	Employee name and recorded designation
	

	Employment dates and nature of service
	

	NOC granted / pending; conditions, if any
	

	Disciplinary / vigilance status as per employer records
	

	Permissible release date / notice requirement
	

	Authorised signatory: name, designation, signature, date and seal
	



J. Applicant’s enclosure checklist
	Record
	Enclosed / N.A.; annexure

	Signed application and photograph
	

	Detailed CV
	

	All relevant degrees and marksheets
	

	Equivalence / percentage conversion certificates
	

	Service certificates and appointment/promotion orders
	

	Post-specific eligibility mapping
	

	Professional registration / NET / exemption evidence, if relevant
	

	Publications, research score and supervision evidence, if relevant
	

	Post-specific statement / teaching-research plan
	

	Category / relaxation evidence, if claimed
	

	Disclosure statements and relevant orders
	

	Employer NOC / forwarding, or pending-status statement
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