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F.No. A-45011/3/2023-ISTM 
ITT«J ~ / GOVERNMENT OF INDIA 
.ft~dlt'I.Q ~ a-tlT VitrU ,8.flllit 

INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT 
(Viti' ~9001:2015 ~/AN ISO 9001:2015 INSTITUTION) 
~ Ver~ Fcrm1J' / DEPARTMENT OF PERSONNEL & TRAINING 

~ .. ~ 3it'{ ~r.l' lt,iiiii.Q / MINISTRY OF PERSONNEL PUBLIC GRIEVANCES & PENSIONS 

Date: 05th December, 2023 

CIRCULAR 

Subject: Inviting applications for engagement of Consultant (Faculty) from retired personnel from 
Central Government /State Government services - regarding. 

Reference is invited to Institute of Secretariat Training & Management's Circular of even 
number dated 07.11.2023 on the subject noted above. 

2. The last date for receipt of application is hereby extended upto 15th December, 2023 and a 
revised Circular is attached. 

3. Officers who have applied in response to earlier circular need not apply again. 

&z~t~';;-~. 
(Shefali Saraf) ' 

Under Secretary (Estt.) 
Tel No. 011-26737614 

To 

All Ministries/Department (through ISTM/DoPT website) 

V<lll.fl~4i 'ffl'T'IF, <ir.il'.fit. ~ (~/ ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD), 
3l\"ill"<lr ~ ~ • .ff ~ - 110067/ OlOF PALME MARG, NEW DELHI - 110067 
~ f WE8SITE - h1t1K:/fwww.btm.1ov.ln; ~ / FAX - D11•261D41H; f-linl' / E·llll•II - tstml!Pnle.ln 
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Date: 05th December, 2023 

CIRCULAR 
. . 

Subject: Inviting applications for engagement of Consultant (Faculty) from retired personnel 
from Central Government /State Government services - regarding. 

Institute of Secretariat Training &, Management (ISTM), an attached office of 
Department of Personnel & Training proposes to engage the services of retired officers from 
Central Government to render service as Consultants for Faculty. Officers due for retirement 
up to 31 Mar 2024 may apply. However, officers retiring up to 31 Dec 2023 will be considered 
for immediate engagement post completion of the recruitment process, whereas officers 
retiring later till 31 Mar 2024 will be kept in the reserve panel for engagement as and when 
the vacancies arise. 

2. Number of Consultants to be engaged, eligibility conditions, period of engagement and 
scope of work are as under - 

Consultant (Faculty): 

(i) Number of Consultants to 02 (Two) and to prepare a panel for future vacancies. 

be engaged 

(ii) Eligibility condition Officers retired at the level of SO/US/DS or' 
equivalent m Pay Level-8/9/10/11/12 from any 
Central/State Government Department/ Organization. 

(iii) Scope of Work The Consultant shall be required to independently 
handle, manage and process the following: 

a. Carry out review, monitoring of course 
material/content on topics pertaining to 
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Training needs; 
b. Delivering lectures on relevant areas/topics 

through online as well as face-to-face mode, 
taking doubt clearance sessions for better 
understanding of the trainees; 

c. Modification and development of study 
material ( e-content / reading content), 
questionnaires, quizzes, assessment papers, 
examination papers, case studies for Noting 
and. Drafting and other competency building 
topics; 

d. Handling grievances of trainees, monitoring 
and reviewing progress of the trainees w.r.t. 
different identified activities and indicate the 
same in Reports/LMS portals; 

e. Development of a common template for use 
by Ministries/ Departments/ Organisations 
(MDOs) to facilitate design, delivery, 
monitoring of Foundation Training 
Programmes at ISTM; 

f. Development of relationship learn ing tools 
each as coaching, mentoring, buddy system 
and networking as per the guidelines and 
facilitate the delivery/implementation of the 
same; 

g. Development of implementation as well as 
operational manuals as required for realizing 
Functional/Behavioral/Domain competencies 
during the whole course of Foundation 
Training Programmes and other course; 

h. Support MDOs in monitoring/ assessing the 
progress of trainees during the on-the-job 
training phase of Foundation Training; 

1. Support MDOs in preparing domain 
competency modules; 

J. Any other work/ activity as may be assigned 
by ISTM. 

3. General conditions for all the posts- 

(i) Period of engagement For a period of one year, which is extendable for 
another period(s), subject to satisfactory performance 
vacancy position. 



(ii) Job Location / 
address 

Office Institute of Secretariat Training & Management, Old 
JNU Campus, New Delhi-67 

(iii) Age Age should be less than 62 years as on 1st 

December, 2023 

(iv) Remuneration Last pay drawn minus pension plus TA, in accordance 
with the instructions of Govt. of India issued from 
time to time. 

(v) Leave Maximum 1.5 days of paid leave for every month 
of engagement completed, as per ISTM's Rules on 
the subject. 

(vi) Working Hours • Normal Office timings are from 9:00AM to 
5 .3 0 PM but the nature of duties may require 
monitoring/follow up/supervision of facilities 
beyond office hours. 

• May be required to work from home beyond 
office hours. 

• The Consultant may also be required to attend 
office on holidays depending on exigencies cl 
work. 

• The Consultants may also have to undertake 
travel with participants on State attachment 
study tours. 

(vii) Termination and Notice The engagement will be on immediate hiring basis 
and continuance of which is purely dependent on 
work performance. The Consultant will have to 
devote fully to the assigned role and any unethical / 
improper conduct or lack of devotion to duty will 
result in termination of engagement. 

A notice of 15 days or payment in lieu thereof will be 
provided before termination of engagement. 

(viii) How to apply The applications in the prescribed format ( complete 
in all respects) along with the requisite documents i.e. 

• Copy ofPPO 
• Last Pay Certificate 
• Bank Details 
• Aadhaar Card 



• PAN Card 

may be forwarded to the following address- 

The Under Secretary (Estt.) 
Institute of Secretariat Training & Management 
0 ld JNU Campus 
Opp. Bersarai Market 
New Delhi-110067 
or 
email on sandeep.kumar130@gov.in 

(ix) Last date for receipt of 15th December, 2023 
applications 

4. Eligible retired Officers, in good health may submit their applications in the enclosed 
format before the closing date. Applications received with incomplete information or received 
after the closing date will not be considered. 

~haJ;~ ·r 
(Shefhaf) ) 

Under Secretary (Estt.) 
Tele No.: 011-26737614 
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Application for Consultants (Faculty) in the Institute of Secretariat Training & Management 
(Last date for receipt of applications - 15th December, 2023) 

photograph 

1. Name 

2. Designation at the time of retirement 

3. Date of Birth / 
Age as on l " December 2023 
(in year and months only) 

4. Educational qualifications 

5. Date of retirement 

6. PPONo. 

7. Pay level in which retired 

8. Last pay drawn 

9. Name of the Department from where retired 

10. Name and Designation (with mobile number) of the 
Controlling Officer in the last department served. 

11. Monthly pension sanctioned 

12. Address for correspondence 


