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Delhi Transport Corporation
IT Dept., New Delhi
IP Estate, New Delhi- 110 002
No. ITD-HQ/605F/2021/77 /ir 077 /54 Dated: 22.04.2021

Standard Operating Procedure (SoP)
For the Web based Application Software for
Online Recruitment of DTC

In order to make the recruitment system of DTC speedy and hassle free, DTC has
developed a Web Application Software for recruitment in DTC and has been launched w.e f.
22.04.2021 as per the details given as under -

1. The online recruitment system will have the following steps: -

¥~ PLD s to upload the advertisement and relevant circulars on the portal as & when
required and simultaneously to create formats for specific vacancies.

¥ Afterregistration, aspiring candidate can apply online for the open advertisements
and upload the soft copies of the certificates and will follow the instructions on the
user dashboard and received through SMSs on his mobile.

v PLD shall verify the documents and other details by calling him physically.

¥ After verification done by PLD, Trade Test (if required) of the candidate will
immediately be conducted

v After passing Trade Test (if required), Medical Test shall be conducted at Medical
Board Office at IP Depot.

v After Medical Test done, PLD shall post the candidate.

The online recruitment portal can be accessed through URL http.//dtc-rp.com.
The flow chart of the complete process is enclosed at Annexure-A.

The FAQs for aspiring candidates is placed at Annexure-B.

g A W N

User Manual, i.e. action points for all the stake holders involved in the recruitment of
Contractual Drivers like Administrator [Sr.Mgr(IT)], PLD[Manager(P)], Trade Test
[Sr Manager(MS-1) & Medical Board [Pharmacist(MB)] is enclosed as Annexure-C.

6. As per scope of work accepted by M/s IMAAPPWEB LLP, Functionality Testing & User
Acceptance Test (UAT) of the developed application was conducted by DTC on
16.04.2021 involving stake holders from all concerned departments/sections.

7. For any new issue in the developed web application, the matter may be taken up with
Sr.Manager(IT)/Manager(IT-3).

All concerned are directed to take necessary action in this regard.

This issues with the approval of competent authority.

K
Dy.Chief General Manager (IT)
Dy.CGM(PLD-1)
Dy.CGM(PLD-2&3)
Dy.CGM(PLD-4&5)
cmo

Sr.Manager(MS-1)

Copy to:

. CGM (IT)

. CGM(P)

- Dy.CGM(IT-1) — for uploading the order and add hyperlink on DTC website.
All Dy.CGMs

Addl. CAO

. OSD to MD

Manager(PLD-1)

Manager(PLD-4)

PNDNEWN =




Online Process for Recruitment in DTC

Applicant Level Block Diagram

Registration Process

If no Account, Create an account

Log In

.

Dashboard

-

Can Fill Multiple Form

~,

»

Registration

Registration Form Fill-Up

View his Current
Application Status

A 4

OTP Verification
Email/Phone (Both)

Create Password

A 4

Candidate Dashboard




Admin Block Diagram

Reset Password of user Login to Admin Dashboard
and itself
\ 4
A Create Users and Assign

Activate & Deactivate User Roles

A 4

Generate Report
Department Wise




PLD Login

l

Dashboard for Personnel
Department (PLD)

/

Upload Current
Vacant Position

N\

Scrutiny of
Applications

y

A

Rejected

Verify candidate’s
details with Original

Documents

Pending

passed

p
Q:sed

Department Wise Block Diagram

Trade Test

Dashboard for Trade Test
Department

\ 4

Select the Candidates and
Assign Trade Test Date

Take the Trade Test

Rejected of Candidate

—

A 4

Pending

Vacancy with no Trade Test

Medical Login

l

Dashboard for
Medical Department

y

Posting Dept. Login

y

Dashboard for
Posting Department

y

Select the Candidates
and Assign Medical
Date

Select the Candidates and
assign Department

l

Perform the Medical
Examination of

Candidate

A

Pending Pass




PLD Login

\ 4

Registration
Process
Create an
LogIn account
l A
Dashboard
\ 4 \
Can Fill View his
Multiple Current
Form Application
Status

Registration

)

Registration
Form Fill-Up

Dashboard for
Personnel

Denartment (PI D)

/N

v

Upload Current
Vacant Position

Scrutiny of Applications
& Assign Verification
Date (SMS)

OTP Verification
Email/Phone
(Both) [SMS(2)]

A\ 4

Create
Password

\ 4

Candidate
Dashboard

A

Verify candidate’s details
with Original Documents

Pending

Rejected

passed

Trade Test

y

Dashboard for Trade
Test Department

Select the Candidates and
Assign Trade Test Date (SMS)

I

Take the Trade Test
of Candidate

Pending

Rejected

Vacancy with no Trade Test

Flow of Candidate Application & SMS Details

Medical Login

A 4

Dashboard for Medical
Department

A 4

Select the Candidates and
Assign Medical Date (SMS)

A 4

Perform the Medical
Examination of Candidate

/

Pending

Rejected

Posting Dept.
Login

Dashboard for

Posting Department

l

Select the Candidates and
assign Department (SMS)




An initiative by DTC for hassle free and speedy engagement of employees in DTC

1.Q Can I fill the recruitment form in Hindi language?
Ans. No.

2.Q Can I fill the form having first name only?
Ans. Yes (As per 10t Certificate / as per relevant document).

3.Q What is the maximum age limit for applying the post?
Ans. As per Advertisement for specific post applying / submission of application. (Age
Relaxation as per Govt. Rules).

4.Q What is the qualification for the post?
Ans. As per Advertisement for specific post applying / submission of application. (Age
Relaxation as per Govt. Rules).

5.Q What are the timings for filling up of online application form?
Ans. Any time 24x7 days. (Opening date to closing date).

6.Q Can I fill the form from anywhere India?
Ans. Yes

7.Q What are the duty hours and rest timings?
Ans. 08.30 hrs. including 30 minutes’ rest hours during duty timings.

8.Q Any Medical facility provided and to Family by DTC?
Ans. As per the terms and conditions of the Contract/Offer Letter.

9.Q Any other service benefit provided by DTC ?
Ans. As per the terms and conditions of the Contract/Offer Letter.

10.Q What is the salary pattern?
Ans. Initial Basic Pay of the specific post with Dearness Allowance as applicable at the time
Commencement of Service (As per 7" Pay Commission).

11.Q Is there any Incentive Scheme?
Ans. Not now.

12.Q Can | apply for the post if | have any Criminal Background?
Ans. No.

13.Q Can | apply for the post if | have already worked in DTC ?
Ans. Yes, if eligible.

14.Q If | have a higher qualification from anywhere in India and can | apply for DTC Post ?
Ans. Yes, but Selection will be based on the essential qualification only.

15.Q Please provide a list of documents required for the post?

Academic Qualification documents as per RRs.
Technical qualification as per RRs

Aadhaar Card.

Pan Card (if available).

PwnNPE

16.Q What will be the procedure for applying online post?

1. Candidate will have to login URL http://dtc-rp.com

2. Aadhaar Card No. will be used as a reference Number; hence already used Aadhaar Card
No, Candidate cannot apply for the same post twice.

3. New user will have to fill up the application form and submit online. Thereafter keep



http://dtc-/

monitoring on regular basis for knowing the status of his application and to take action
as per directions highlighted in the status bar like when to report for document
verification, medical test, posting in depots (in case he is selected for the post) etc.

4. The candidate will have to appear physically for document verification, medical test, and
finally reporting for duty.

17.QIs there any accommodation facility is to be provided by DTC ?
Ans. Not now.

18.Q Whether | will be given any TA / DA for the purpose of appearing for document
verification, medical test etc.?
Ans. No.

19.Q Any food facility provided by the DTC during my duty hours ?
Ans. No.

20.Q What are my future prospects in DTC ?
Ans. It depends on the policy of Delhi Government declared time to time.

21.Q Any transport Allowance is provided by the DTC for joining duties ?
Ans. No.

22.Q What are the precautions to be taken by in DTC service ?
e Be courteous
e Be dutiful
e Not to be indulge in any unlawful activities.
e To follow instructions / guidelines issued by DTC time to time.
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IMAAPPWEB LLP
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Enter Your Registered Email

Password

Enter Your Possword 3> |

Forgot Password?
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Delhi Transport Corporation
Govstnment of NCT f Deh
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Experience Details

Educational > Experience Documents
Work Experience + Add Experlence

Uploaded
Organization Name Designation From Date Total Period Document

ELECTRICIAN 01-04-2014 01-04-2012 5Y OM 0D

Upload Documents

Photograph & Other Documents Upload
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Signature

[-128, 1st & 2nd Floor, Mohammadpur Village,
Near Bhikaji Cama Place, New Delhi - 110066 6
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Department Login

Login Username

[Enter Your User Nome

Login Password

Enter Your Password T |

Ciick Hera To Go Home Paga

= SUPER_ADMIN

Dashboard
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© 2021 Delhi Transport Corporation (Government of NCT of Delhi). All Rights Reserved.
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& Dashboard
& Users
View All
= Educatio
REPORTS TAR

€ wmis

ima
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[-128, 1st & 2nd Floor, Mohammadpur Village,
Near Bhikaji Cama Place, New Delhi - 110066
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Delhi Transpart Corporation
‘Government of NCT of Delhi

MIS Reports

USER'S TAB 1. Details of posting of Employees.
- 2. Details of vacancies so far published.
a

3. Posting list of Employees.

= Ed

REPORTS TAB

© Mms

Department Login

Legin Username

Fnter Your User Name

Login Password

Enter Your Password

[-128, 1st & 2nd Floor, Mohammadpur Village,
Near Bhikaji Cama Place, New Delhi - 110066
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Delhi Transport Corporation
‘Governmant of NCT of Delhi
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[-128, 1st & 2nd Floor, Mohammadpur Village,
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New Vacancy

lacancy Details

1 Advertisoment Number 2 Advertisemant it 3.Name of Vacancy
Entor acvortsement Number Entor Advertsament o nter Name of acancy

4. vasancy Cotegory 5 opening bate 6.Closing bate

Select vacancy Category Enter Opening Date
7.vacancy status

Select Vacancy Status
Age & Work Experience Criteri
8 Minimum Age 9. Maximum Age 10. Work Experience (i Years)
Select Minimum Age | select Maimum Age Select Work Experience
Essential Educational Qualification Criteria
L. Essontiol Education
Select Essentol Education
Technical Qualification Criteria
12 Technical Education
Select Technical Education
License Criteria
15, Uicense Required
Select Licanse
Trade Test
14, Trade Test
Trade Test required or not
Upload Vacancy Circular

15.Uplood Circular (uploa eI POF Format only)

Browse.. | Nofie selectod,

2021 Dol NCT of Delh).

All Vacancy Details
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filling the form of
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Assistant Fittar (R&M)/2021/456789 Assistont Fitter Assistant Fitter Controctugl  2021-04-13 2021-04-30
(R&M) in DTC.

filling the form of
electrician_(CED)2021/123456 Elactricion(CED) I Electricion(CED) Controctuel | 2021-04-13  2021-04-30
e

Filling the form of
ssistant t
Elactrician (R&M) in Elactrician (R&M)
orc

#ssistant_Electriclan_(R&M) [2021/7852 Contractual  2021-04-13  2021-04-30

Filling the post of
Asst Fitter CED/2021/12345 AsstFittar CEDin Asst. Fitter Conwoctual  2021-04-15  2021-05-01
o1C

Filling vocancies
Tyreman/202)/ 7874548777 for tha post of Tyreman Contractual  2021-04-15  2021-06-01
Tyreman

[-128, 1st & 2nd Floor, Mohammadpur Village,
Near Bhikaji Cama Place, New Delhi - 110066 12
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Delhi Transport Corporation
‘Govermmant of HCT of Delhi

All Vacancies
Dashboard

Assistant Foreman

Assistant _Foreman [2021/ 7874548777

Assistant Electrician (R&M)

Appiications Assistant_Electrician__ (R&M) 2021/ 7852

PLD Appli

All Applications For Assistant Foreman Vacancy

verification Process

Assistant Fitter

Assistant Fitter (R&M)/2021/456788

Tyreman

Tyreman{2021/7874548777

Panding Applications

Electrician(CED)

dlectrician_ (CED)2021/123456

Rejacted applications
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14042)
814042128 i

DEEFESH
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101404228 | PANKAS i

SURESH 2750280980 | 123450739098

Ta0azIEe RIYAHUDIN | 8827047776 | 7E3508080898

MARESH
a77DA3ZET | 393BB0B00IST

04-04-1091

06-T-1288

10-08-1881

18-01-1908

30 vear

34 Year

12¥ OM 10D

8Y OMTID

5YOM 0D

137 0M 0D

[-128, 1st & 2nd Floor, Mohammadpur Village,
Near Bhikaji Cama Place, New Delhi - 110066
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All Applications For Assistant Foreman Vacancy

Application List

Verification Process

Pending Applications

Rejected Applications
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wazz | cumar
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oaRe | PaNKAS
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g | s7soxsosse
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780a05s8E0E
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Genarl 10-a-1991

Genert 15-011908

30veor < 12vomMi00

3nvear svomTe

sYOM 0D

13 oMoD

1ima

appweb

All Applications For Assistant Foreman Vacancy

Vvarification Process

Application tist

Assign Verification Date
1. Assign Verification date
Enter varfication Data (B0/MM/YY¥Y)
2 Board Member - 1
Enter Boord Member - |
3.Board Member -1
€nter Boord Member - |
4. Chairperson

Entar Chairparson

Pending Applications

Rejected Applications

16-04-2021

[-128, 1st & 2nd Floor, Mohammadpur Village,

Near Bhikaji Cama Place, New Delhi - 110066
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List of Candidates For Assistant Foreman Vacancy

show| 0 | entries

Verification
Date
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168-04-2021

showing 1to 2 of 2 entries
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