
 
NTPC SCHOOL OF BUSINESS 

Mentorship by IIM Ahmedabad 

 
Requires 

Public Relation Assistant 

NTPC School of Business is looking for an outgoing and confident individual to join our team 
as a Public Relation Assistant.  
 

The detailed job specifications are as under: 

 Manage calendars (editorial, press conferences, events etc.)  

 Suggest innovative ideas in brainstorming sessions 
 Provide assistance organization and execution of different events 

 Draft and design different type of PR content (for example media announcements, 
newsletters 

 Edit and proofread press releases, videos and presentations  
 Examine and document media coverage and track relevant PR metrics  

 Maintain contact databases and mailing lists with updates 
 Responsible for the press clip archive and scanning of materials for periodical reports 

 Perform a variety of different administrative tasks 
 Suggest innovative ideas in brainstorming sessions 

 Maintain contact databases and mailing lists with updates 
 Developing and maintaining positive relationships with clients, stakeholders, media 

and vendors. 

Qualification & Experience: 

 Bachelor in Mass Communication, Good communication skill. Able to develop content 
for external communication. 

 Minimum 5 years of experience. 
 
Age Limit: Max 35 years as on the last date of application. 
 

Salary & Allowances:  Selected candidate will be offered a fixed term appointment initially 
for a period of three years on a consolidated monthly salary on CTC mode. The contract 
may be extended further as per the mutual convenience. During the contract period or after 

the successful completion of the contract, if the performance of the candidate is found 
satisfactory and Institute is in need of such position, Institute may confirm the candidate in 
a suitable pay scale with or without further probation, depending on duration of earlier 

contract and performance. 

 

Interested candidates are advised to send their resume at recruitment@nsb.ac.in by 28th 

February, 2021  
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