GOVERNMENT OF INDIA
MINISTRY OF INFORMATION AND BROADCASTING

PHOTO DIVISION
No. G-29011/1/2017-PD/Acts/ Room No 730, Soochana Bhawan
C.G.0O. Complex, Lodi Road
New Delhi-110003
Dated: 30.05.2017
(TENDER NOTICE)

Subject: Inviting sealed quotations for the provision of LIBRARY SCIENCE professionals
on outsourcing basis.

Dear Sir/Madam,

Sealed quotations are invited from the Library staff services provider companies for
outsourcing services of Librarian & Assistant Librarian in Photo Division, Ministry of Information
and Broadcasting, Government of India, Soochana Bhawan, C.G.O. Complex, Lodhi Road, New
Delhi 110003. For tender details the bidders may visit administration section/official
websitehttp://www.photodivision.gov.in of Photo Division. Last date for submission tender
documents is latest by 3.30 PM on 22™ June 2017. The late bids would not be entertained.

Director,

Photo Division,
Ministry of I&B,
Govt. of India
New Delhi.
Phone: -24362473



Engagement of Library Science Professionals in the office of the Director Photo Division,

i of Information and Broadcasting, Government of India,Soochana Bhawan

C.G.0.Complex, Lodhi Road, New Delhi,
Terms and conditions: -

1.

Sealed quotations are invited for providing Librarian and Assistant Librarian in two
forms 1. Technical Bids 2. Financial Bids in prescribed proforma in different
envelopes.

Quotations should be sent in a sealed cover super scribing "Engagement of Librarian
and Assistant Librarian”.

Quotation should be addressed to the Director, Photo Division, Ministry of Information
and Broadcasting, Room No. 730, Soochana Bhawan, C.G.O. Complex, Lodhi Road,
New Delhi.

Last Date for the submission of Bids is 22.06.2017 by 3.30 P.M and the same will be
opened on 22.06.2017 by 4.00 P.M in the office of the Photo Division.

Presently one Librarian and three Assistant Librarians on outsource basis for two
years are required. The period/quantity of Library professionals may be reduced or
added as per decision/requirement of competent authority from time to time.

Qualifications:-

+ The Librarian should have Masters Degree in library & information science with
good grades and having complete knowledge of Library Science along with
computer skills. The Librarian must have capabilities of handling Photo archive,
supervising team working under him.

* Assistant Librarian should have Bachelor degree of Library information science,
certificate course in computer application, and knowledge of MS Office.

Job Requirement:

A. Management of Photographic books and journals in Digital Photo Library of Photo
Division.

B. Management of Digital images in Digital Photo Library of Photo Division,
creation/provision of caption, keywords, history sheets of digital images in photo
archival software and uploading/downloading of digital images from the
CD/DVD/Servers.

C. Maintenance of records of digital images in CD/DVD/Server.

D. Maintenance of Print Library which includes proper organization and

documentation of various types of Photo Albums and Photo Archival record.

Other miscellaneous jobs related to Photo Archives.

Working on various photo editing software, MS office with good typing speed of

English and basic fundamental of computers.
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G.

The Librarian will work as supervisor of the outsourced team and will be
responsible for the work output as assigned by the Division. The Library
professionals are engaged to streamline and clear the backlog of the photo archive
of The Division.

. Library Professional will work in Digital Photo library of the Division on Government

of India working days from 9.30am to 6.00pm or in different shifts as per the
requirement of the Division.

In case of absence/leave of Library professional the replacement of the absentee
during the period should be given immediately by the agency. Delay/non-
replacement of absentee would post proportionate amount of penalty, in case of
long period termination of contract.

The service provider company should have:

a)

b)
c)

d)

e)

)

k)

Minimum 5 years or more experience in providing Library Professionals in various
Government or Non-Governmental organizations.

Experience in Digital Asset management of image archive.

Capability of providing experienced trained energetic Library science professional
who can handle the work of Archiving, Indexing & Cataloging of Digital images with
the help of image editing softwares and achieve the target given to them in efficient
and professional manner in the set time frame. As the Library field professional are
engaged to streamline and clear the backlog of photo archive. Retired personals
from Library Science field would not be considered in any case for the working in
Photo Division.

Experience in consultancy services in the field of Photo Library and Library
Science Associations.

Taken up projects with Government agencies/Libraries for documentation of
digitized non-book material, preferably the films and photographs etc.

Sufficient workforce of trained and competent professionals for Cataloging &
Classification of library material, with and without the help of library Softwares.
Profile of the organization.

Experienced, library science professionals who can perform as per the Division's
requirement

It should have PAN number and sales Tax/ Services Tax registration proof.
Necessary documents in this regard should be attached with the bid.

It should be registered with the Government authorities concerned a copy of each
of the registration should be attached with the bid.

It should be willing to take up the contract on the terms and conditions as at
Annexure-||.




































