
      

Applications Invited – Controller of Examination 

The Controller of Examination is responsible for end-to-end planning, 

conduct, evaluation, and result-declaration of all university examinations 

(internal, external, practical, viva, thesis, revaluation, supplementary, etc.) 

in a fair, transparent, and timely manner, aligned with RUAS statutes, 

academic calendar, and UGC/AICTE/other regulatory norms. 

Designations Required Controller of Examinations (CoE) 

Qualifications & 

Experience  

 

• Master’s degree with at least 55% marks from a 

recognized university (Ph.D. preferred).  

• Minimum 12–15 years of relevant administrative or 

academic experience, including 5 years or more in 

examination operations (e.g., as Dy. Controller, 

Registrar Evaluation, or similar). 

• Strong understanding of university statutes, 

UGC/AICTE/PCI/BCI/INC, and examination regulations 

(CBCS, OBE, moderation, grading). 

• Experience in using exam management ERP or digital 

evaluation systems is an advantage. 

Role & Responsibilities • Plan and publish exam schedules, calendars, and 

attendance/eligibility rules as per the academic 

calendar. 

• Prepare and secure all exam materials (question 

papers, answer scripts, hall tickets, evaluation 

sheets) and ensure their confidentiality. 

• Arrange exam centres, invigilation rosters, flying 

squads, and safety measures to prevent malpractices 

and irregularities. 

• Coordinate evaluation, moderation, revaluation, and 

result declaration; ensure timely uploads of results to 

the student portal. 

• Maintain all examination records (scripts, marks 

sheets, attendance, result notices, award lists) as per 

university and statutory rules. 

• Chair or coordinate exam committees (Board of 



 

Examinations, Malpractice, Moderation, and Result 

Approval) and ensure decisions are documented. 

• Act as the main contact for students, faculty, and 

external examiners regarding exam forms, hall 

tickets, grievances, revaluation, migration, and 

RTI/queries. 

• Ensure examination processes follow Outcome Based 

Education (OBE), accreditation (NAAC/NBA), NIRF, 

and IQAC requirements. 

• Manage the examination budget (printing, logistics, 

honoraria, evaluation, software/ERP, staffing) and 

control costs. 

• Work with IT to maintain exam management 

software, data security, backups, and role-based 

access for exam-related systems. 

Key Skills 

 
• Strong leadership, organization, and time 

management skills. 

 

• High integrity, attention to detail, and ability to 
handle confidential data. 

 

• Good communication and conflict handling skills; 
comfortable working with students, faculty, 
examiners, and external agencies. 

 

• Proficient in MS Office and basic data analysis tools; 
familiarity with exam management software. 

 

Scale of Pay • Competitive salary based on qualifications and 
experience, in line with current market trends. 

Email your CV and other 

relevant documents. 

resumes@msruas.ac.in 
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