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'IH-H.:I-'DF
s et TI-I'E MALATME

WEN #&ar | File No.: A-35020/07/2021-I1STM
MY WIEH [ GOVERNMENT OF INDIA
wftrama oiimro mon woeg SeTE
INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT
(T ITHTEIATI00L: 2005 FET [ AN 150 9001:2015 INSTITUTION)

WA wa iy fIsET / DEPARTMENT OF PERSONMNEL & TRAINING
T w@ A M ST HeraT ) MINISTRY OF PERSONNEL PUBLIC GRIEVAMCES B PENSIONS

Date: 5 October, 2021

To

i The Secretaries of all Ministries/ Depariments of Government of India
(As per standard list)

a The Chief Secrataries of All State Government / Administrators of Union Termtories.
(As per standard list)

3. All Public Sector Undertakings / Recognised Research Institutions/ Universities /
Semi-Government or Autonomous or Statutory Organisation. {As per standard list)

Subject: -  Filling up of various faculty posts on deputation basis in the Institute of
Secretariat Training & Management, New Delhi - reqg.

Madam/Sir,

| am directed to say that the Institute of Secretariat Training and Management
(ISTM), New Delhi, which is an attached office of Department of Personnel and Training,

proposes to fill up the following faculty posts on deputation basis from amongst suitable
and eligible officers.

5.No. | Mame of the Post Number | Pay level in the pay . Pre Revised Pay
of Matrix Scale
| vacancy |
| 1 Joint Director 01 Level-12 PB-2 Rs.15600-329100
; | (Management Services) | (Rs, 78800-208200) | GP 7600
2. Deputy Director 01 Level-11 PB-3 Rs.15600-39100
(Economics and Planning) (Rs.67700-208700) GP 6600
4 Deputy Director (Financial | 01 Level-11 PE-2 Rs.15600-39100
& | Management) (Re 67 700-208700) GP 6600
4 | Assistant Director (English | 02 Leveta® PE-2 Rs.0300-34800
i Shorthand & Typing) (Rs.47600-151100) GP 4800

*
Officers, who have been granted Non Functional Selection Grade (NFSG) in Level 10,
will be allowed to retain pay in that pay level.

Continue page 2...

AT A, A (91T} /| ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD),
#erE oed A, aF Rl - 110067 OLOF PALME MARS, NEW DELHI- 110067
FANTY | TELEPHONE - 011-26104038; &To*H / FAX - D11-26104183




2.

2. The officers selected shall be entitled to *training allowance' on their basic pav
drawn at such rate (at present @12% ) as may be determined by the Government of India
from time to time. The eligibility conditions, qualifications and experience requirad for the
post and other details are given in Annexure-| (A), I[B), HC), (D).

3. It is requested that applications (in gquadruplicate} of suitable and eligible officers
and who can ba spared immediately in the event of selection may be sent to Smt. Anita
Bilung, Under Secretary (Training) Training Division, Block-IV, 3 Floor, JNU (OLD)
Campus, New Delhi-110067 within a period of 60 days from the date of publication of this
advertisement in the Employment News/ Rozgar Samachar.

4, Applications of only such officers/candidates will be considered which are routed
through proper channel and are accompanied with (i) Bio-data (in quadruplicate) in the
proforma as given in Annexure-ll (A), II{B), I{C), ID) & Cadre Clearance.

5. Applications received after the closing date or without prescribed documents or
otherwize found incomplete or not in the prescribed proforma are liable fo be rejected.
Officers in case of selection for the post will not be allowed to withdraw their candidature
subsequently.

6. While forwarding the applications, Compatent Authority must cerify that information
furnished by the applicants is verified with their Service record and found correct and
should also countersign the application with the office seal. It may also be confirmed that
in the event of selection for appeintment, the officer concermned will be relieved of hisher
duties,

7. This may please be given wide circulation in varicus units of your organization.

Yours faithfully,

.?’L"F.f"'ﬁ Sy

(Shefali Saraf)
Under Secretary (Admn.)
Telephone: 26737614

Encl.: Annexure | (A), | (B), | (C), I{D) and Il {A), Il (B), N{CT), lI{D).

Copy to:

1. Smt. Anita Bilung, Under Secretary (Training), Training Division, DoPT, Block-IV,
3"Floor, JNU(OLD) Campus, New Delhi-110087
2 NIC, DoPT with request to upload the same on DoPT's website.

e s, FA T 9 () ADMINISTRATIVE BLOCK, INUCAMPUS |DLD),
e gredr AY, f FEEET - 110067/ OLOF PALME MARG, NEW DELHI- 110067

TN | TELEPHONE = 011-26104038; EWaFT | FAX - 011-26104183
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MName of Post

Mumber of posts

Date from which vacant
Classification

Pay Band

Traning Allowance

Period of deputation

Duties and
responsibilities of the
post

Pay & Allowances

Qualfications,
Experiences and
Eligibility required for the
post

5
¥

"
L

Annexure — | (A)

Joint Director (Management Servica)
1 (One)
14-12-2021
Gaeneral Central Service Group A" Gazeftied, MNon-
Ministerial

Pay Band-3: Rs15800-39100/- with Grade Pay
Rs.7600.
[Pay in the Level-12 (Ris, TBE00-209200) in the Pay Matrix)].
Af such rate {al present @12%) on basic pay as
determined by Government of India from time 1o time.
Perod of deputation including perod of deputation in
another ax-cadra post held immediately preceding this
appointment in the same or some other organisation or
Department of the Central Government shall ordinarily
not excead four years.

(i To schedule, organize and direct training
programmes  for supervisory and operating level
officers of the Central /State Governments/
Autonomous Bodies ate.

(i} to preduce training materials, case studies,
practical expenences, etc. and

(ii) to assist the Director of the Insfitute in
Administrative and Training matters
A deputationist shall be enfitled to hisfher basic pay
lpay in pay level) drawn in his! her parent
cadralorganization and training allowance as may be
determined by the Government of India from time to
time.
By Deputation (for armed forces personnel
deputation or re-employmaent)

A, Officers of the Central Government, or State
Governmeants and teaching or research faculty from
recognized universities of India-

{a) (i) holding analegous post on regular basis in the
parent cadre or department; or



(i) with five years' service in the grade rendered
after appoiniment therelo on regular basis in
Level-11 of pay matrix (PB-3 Rs.15600-39100
plus grade pay Rs.6600) or equivalent in the
parent cadre or Department; and

b} Possessing the following educational qualifications
and exparienca; -

Essential:

{iy Bachelor's Degree of a recognised University.
and

(i} Ten years' experience including two years
teaching experience of technique and methods in the
area of management sarvice in Administrative Training
Institute, Central Training Institute, university or

college.

Desirable:
1} Master's Degree from a recognised university,
i) Should have successfully completed the

Advanced Management Service Course from
Government recognised Institute,

[Deputation or Re-employment (for Armed Forces
Personnel).

Armmed Force Personnel in the rank of Lieutenant
Colonel or eguivalent in Indian Mavy or Indian Air
Force in the pay band-3 with grade pay of Rs 7600,
who are due to refire or fo be transferred to reserve
within a period of one year and have the qualfication
and expanence prescribed for deputationists shall also
be considered. If selected, such officers will be given
deputation terms up to the date on which they are due
for releasa from the Armed Forces thereafter they may
be considerad on re-semployment terms. In case such
efigible officer has retired or have been fransferred to
reserve before the actual selection to the post is made,
their appointmant will be on re-employment basis (re-

amployment up to the age of superannuation with



11

Age

reference to civil posts).

{Period of deputation including period of deputation in
another ex-cadre post held immediately preceding this
appointment in the same or some other organization or
department of the Central Government shall ordinarily
not exceed four years. The maximum age-limit for
appointment by deputation shall not be exceaeding fifty
six years as on closing date of receipt of applications.
Note : - For the purpose of appointment on deputation
basis, the servica rendered on a regular basis by an
officer pricr to 1% January, 2006 or the date from which
the revised pay structure based on the 67 Central Pay
Cammission recommendation has bean extendad shall
be deemed lo be service rendered In  the
corresponding grade pay or pay scale extended based
on the recommeandations of the pre-revised scale of
pay into one grade with a common grade pay or pay
scale, and whare this banefit will extendad only for the
post(s) for which that grade pay or pay scale is the
narmal replacemeant grade without any upgradation.
Mot exceeding 56 years as on closing date of receipt of
applications.



ANNEXURE-[I (A}
APPLICATION FOR THE POST OF JOINT DIRECTOR (MANAGEMENT SERVICE) IN
ISTM

BIO-DATA/ CURRICULUM VITAE PROFORMA

1.Name and Address
{in Block Letters)

2 Date of Birth {ln
Christian era)

3.i) Date of entry into
Sen/ice

i} Date of retirement
under Cenfral/State
Governmeant Hu.rlEa_

4. Educational
Qualifications
5. Whether Educational

and other qualifications
required for tha post are
satisfied, (If any
qualification has been
treated as equivalent to
the one prescribed in
the Rules, state the
autherity for the same)
Qualifications/ Experience required as | Qualifications/ experience possessed
' mentioned in the advertisement/ | bY the officer

vacancy circular

. Essential Essential

I A) Qualification:- Bachelor's Degres | A) Qualification

. of recognised University. | .
B) Expenence:- Ten years' | B) Experience

exparience including two years
teaching experience of technique |
and methods in the area of
management SEnice in
Administrative Training Institute,
Central Training Institute,

university or coliege
Desirable Desirahle
A) Qualification:- Master's A) Qualification
Degrae from recognised
university. o
B} Experience:- Should have B) Experience
succassfully completed the

Advanced Management Service
Course from Government recognised
Institute, |




51 Note: This column needs to be amplified to indicate Essential and Desirable
Qualifications as mentioned In the RRs by the  Administrative
Ministry/Department/Office at the time of issue of Circular and issue of Advertisement in
the Employment News.

5.2 In the case of Degree and Post Graduate Qualifications Elective/ main subjects and
subsidiary subjects may be indicated by the candidate.

B Please state clearly whether in the

light of entries made by you above, vou
meat the requizite Ezsential Qualifications
and work exparience of the post

6.1 Mote: Borrowing Departments are to provide their specific comments! views
confirming the relevant Essential Qualification/ Work experience possessed by the
Candidate (as indicated in the Bio-data) with refereance to the post applied.

7 Detalls of Employment, in chronological order. Enclose a separate sheet duly
authenticated by your signature, if the space below s insufficient.

Office/institution | Post held on | From To * Level in the | Nature af |
regular basis Pay Matrix pay | Duties {in
Band and Grade | details)
Pay/Pay Scale | highlighting
of the Post held | expenence
on regular basis | required  for
the post

| applied for

* Important: Pay-band and Grade Pay granted under ACP/MACP are personal to the
officer and therefore, should not be menticned. Only Pay Band and Grade Pay/ Pay scale
of the post held on regular basis to be mentioned. Details of ACP/MACP with present Pay
Band and Grade Pay where such benefits have been drawn by the Candidate, may be
indicated as below,

Officelinstitution Pay, Pay Band,
and Grade Pay
drawn under
ACPIMACE

Schama

From To

'8.Nature of present employmeant
e, Ad-hoc or Temporary or
Quasi-Parmanant

ar Permanent




8.In case the present
employment is held on
deputation/contract basis,

please state- | R
a) The date of | b) Period of | ¢) Mame of the parent
initial appointmeant on | officeforganization to
appointment deputation/contract | which the applicant

i belongs.

A P 1 L AN T

d) Name of the post
and Pay of the post
held in substantive
capacity in the parent
organisation.

| 8.1 Note: In case of Officers already on deputation, the

given in all cases

cadre/ organisation

| applications of such officers should be forwarded by the parent
cadref Department along with Cadre Clearance, Yigilance
Clearance and Integrity certificate.

8.2 Note: Information under Column 2{(c) & {d) above must be

where a parsen Is holding a post on deputation outside the
cadre/ organization but shill maintaining a lien in his parent

10. f any post held on
Deputation in the past by
the applicant, date of return
from the last deputation and
other details.

e

11. Additional details
about presant
employmaent:

Please slate whather
working under (indicate the
name of your employer
against the relevant
column)

a) Central Government

b) State Government

¢} Autonomous
Organisation

d) Government
LUinderaking

&) Universilies

fi Others

12 Please state whether
| you are warking in the same
| Department and are in the
| feeder grade or feeder io
i feadar grade.




13. Are vyou in Revised
Scale of Pay? If yes, give
the date from which the
revision took place and also
indicate tha pre-revised
scale

‘14 Total emolument per month now drawn

'Basis Pay in the | Grade Pay Total Emoluments
PB/Level in the Pay |
Matrix

15, In case the applicant belongs to an Organisation which is not following the Central |
Government Pay-scales, the latest salary slip issued by the Organisation showing the
following details may be enclosed.

Basic Pay with Scale | Dearness Paylinterim relief/ other | Total Emoluments
of Pay and rate of | Allowances elc., (with break-up
increment daetails)

‘16.A Additional information, if any,
relevant o the post you applied for in
suppor of your suitability for the post.

{This among other things may provide
information with regard to (i)
additional academic qualifications (i)
professional training and (i) work
ExXpeTience over and above
prescribed in the  Vacancy
CirculariAdvertisemant)

{Note: Enclose a separate shest, if
the space s insufficiant)

16.B Achlevemanis:

The candidates are requested to
| Indicate information with regard to,
| (I} Research publications and reports
and special projects
() Awards / Scholarships / official
Appreciation

(i) Affilation with the professional
bodies/ institutions! socletles and;

(iv) Patents registered in own name




or achleved for the organisation

() Any research! innovative maasure
involving official recognition

(wi) any other infarmation.

(Note: Enclose a separate sheet if
the space is insufficient)

e B e T L L T

applying for deputation (I5TC)
IAbsorption /He-employment Basis, #
{Officers undar Cantral'State
Governments are only eligibke for
“Absorption”. Candidates of non-
Goverrment Organisations are
eligible anly for Short Term Contract)

# (The option of 'STCV 'Absorption’/
‘Re-employment’ are available anly If
the wvacancy circular specially
mentionad recruitment by "STC or
“Absorplion” or "Re-employment”)

"18. Whether belongs to SC/ST

| have carefully gone through the vacancy circular/advertisement and | am well
aware that the information fumnished in the Curriculum Vitae duly supported by the
documents in respect of Essential Qualification/ Work Experience submitted by me will also
be assessed by the Selection Committee at the time of selection for the post. The
infarmation details provided by me are comect and true to the best of my knowledge and
no material fact having a bearing on my selection has been suppressed/ withheld.

(Signature of the Candidate)
Address

Date

Email 1D

Contact Number




Certification by the Employer! Cadre Controlling Authority

The information' details provided in the above application by the applicant are true
and cormect as per the facts available on records. Hefshe possesses educational
qualifications and experence mentionad in the vacancy Circular. If selectad, ha/sha will be

relievad immediataly.

2. Also certified that;
i) There is no vigilance or disciplinary cese pending’ contemplaied against
Shrifsmit.

i) His! Her integrity is certified.

i) His/ Her CR Dossier in original is enclosed/photocopies of the ACRs for the last 5
years duly attested by an officer of the rank of Under Secretary of the Govt. of India
or above are enclosed.

i) Neo major! minor penalty has been imposed on himd her during the last 10 years or a
list of major’ minor penalbes imposed on him/ her during the last 10 years is
enciozed. (as the case may be)

Countersigned

(Employer/ Cadre Controlling Authority with Seal)



Annexure — | (B)

1. Name of Post 1 Deputy Director (Economics & Planning)

2. Number of posis : 01 (One)

3. Date from which vacant : 01-05-2020

4, Classification : General Central Service Group ‘A’ Gazetted, Non-
Ministerial

5. Pay Band :  Pay in Levei-11 (Rs. 67700-208700) in the Pay Matrix
(Pre revised PB-3: Re. 15600-38100/- with Grade PFay
Rs.5800)

6.  Training Allowance : At such rate (at present @12%) on basic pay as
determined by Government of India from time to time.

7. Period of deputation : Period of deputation including pericd of deputation in
another ex-cadre post held immediately preceding this
appointment in the same or some other organisation or
Department of the Central Government shall ordinarily
not to exceed four years.

8. Duties and : (i) To schedule, organize and direct training

responsibilities of the programmes for supervisory and operating level
post officers of the Central [/State Govemments/

Autonomous Bodies efc.
(i) to produce training materials, case studies, practical
experignces, etc. and
(iii) to assist the Director of the Institute in

Administrative and Training matters

9. Pay & Allowances A deputationist shall be entitled to his/her basic pay (pay
in pay level) drawn in his/ her parent cadreforganization
and training allowance as may be determined by the
Government of India from time to time.

10.  Qualifications, By Deputation (Including Short term Contract)
Experiences and Officers under Central Government, or State
Elgibility required for Governments or Union Territories or Universities or
the post recognised Research Institutions or Public Sector

Undertakings or Aufonomous organisation or Statutory
or Semi-Government Organizations: -

(a)(i) holding analogous post on regular basis in the
parent cadre or department; or
(i} with five years' service in the grade rendered
after appointment thereto on regular basis in
the pay band-3, Rs. 15,600-39,100 plus grade
pay Rs.5400 [FPay in the Level-10 (Rs. 56100-
177500) in the Pay Matrix] or equivalent in the
parent cadre or Depariment; or
(i} with six years' service in the grade rendered
after appointment thereto on a regular basis in
the pay band-2, Rs.85300-34800 plus grade
pay Rs4B00 [Pay in the Level-8 (Rs47800-
151100} in the Pay Matrix] or equivalent in the
parent cadre or department; and

b} FPossessing the following educational gqualifications



g s

Age

and expernence: -

Essential:

{i} Bachelor's Degree with Economics as a subject
from a recognised University;

(i)  Five years’ experience in in the field of Economic
Policy including Planning and Financial Management.
Desirable:

i} Master's Degree in Economics or Master's Degree
in Business Administration (Finance) from a recognized
University or Institute;

i) One year teaching experience in Economic Policy or
Financial Management or One-year experience in
imparting or organising Training in Economic Policy,
Planning or Financial Management.

(Period of deputation (Including short term contract)
including period of deputation (including short term
contract in another ex-cadre post held immediately
preceding this appointment in the same or some other
organization or department of the Central Government
shall ordinarnly not to exceed four years. The maximum
age limit for appointment by deputation (including short
term contract) shall be not exceeding fifty six years as
on the closing date of receipt of applications).

Note: For the purpose of appointment on deputation
basis, the service rendered, on a regular basis by an
officer prior to dated 1st January, 2006 or the date from
which the revised pay structure based on the 6th CPC
recommendations has been extended, shall be deemead
to be service rendered in the corresponding grade pay
or pay scale extended based on the recommendations
of the Pay Commission except where there has been
merger of more than one pre-revised scale of pay into
one grade with a common grade pay or pay scale, and
where this benefit will extend only for the post for which
that grade pay or pay scale is the normal replacement
grade without any up-gradation.

Mot exceeding 56 years as on closing date of receipt of
applications.



ANNEXURE-II (B)

APPLICATION FOR THE POST OF DEPUTY DIRECTOR (ECONOMICS &
PLANNING) IN ISTM

BIO-DATA/ CURRICULUM VITAE PROFORMA

1.Name and Address

| {in Block Letters)

2 Date of Birth (in Christian era)

'3- '_]i-Dat& uf antryr into service

||J Date of retirement under Central/State
Government Rules

4. Educational Qualifications

5. Whether Educational and other qualifications
required for the post are satisfied. (If any
qualification has been treated as equivalent
to the one prescribed in the Rules, state the |
authority for the same)

Qualifications/ Experience required as
mentioned in the advertisement/ vacancy
circular

Qualifications/ axperience
possessed by the officer

' (a) (i) holding analogous post on regular basis in
the parent cadre or department, or

(iiy with five years’ service in the grade
rendered after appointment thereto on
regular basiz in the pay band-3, Rs.
15.600-39.100 plus grade pay Rs.5400
[Pay in the Lewvel-10 {Rs. 56100-177500) in
the Pay Matrix] or equivalent in the parent
cadre or Department; or

(iif) with six years' service in the grade
rendered after appointment thereto on a
regular basis in the pay band-2, Rs 9300-
34800 plus grade pay Rs.4800 [Pay in the
Level-8 (Rs47600-151100) in the Pay Matrix]
or equivalent in the parent cadre or
department; and

Essantial

Essential

(il Bachelor Degree with Economics as a
Subject from recognised University

(i) Five years' experience in in the field of
Economic Policy inciuding Planning and
Financial Management.

Desirable

it

(I Master's Degre& in Economics or Master's
Degree in  Business  Administrative
(Finance) from a recognized University or

Desirable

Institute. —
(i} One year teaching experience in
Economic Falicy or Financial

Management or One-year experience in
imparting wor organising Training in
Economic_Policy, Planning or Financial




______Management |

5.1 Note: This column needs to be amplified to indicate Essential and Desirable
Qualifications as mentioned in the RRs by the Administrative
Ministry/Department/Office at the time of issue of Circular and issue of Advertisement
in the Employment News.

5.2 In the case of Degree and Post Graduate Qualifications Elective/ main subjects and

subsidiary subjects may be indicated by the candidate.

6. Please state clearly whether in the light of
entries made by you above, you meet the
requisite Essential CQualifications and work
experience of the post. B
6.1 Note: Borrowing Departments are to provide their specific comments/ views

& P T BT O i L

confi rming thu ralavant Eaaantlal ﬂuaii‘l’imthnl Work experience pna:essed by the |

7. Detalls of Employment, in chronological order. Enclose a separate sheet duly
authenticated by your signature, if the space below is insufficient.

Mature
Duties
details)

* Level in the
Pay Matrix pay
Band and

held | From To

regular

Post
on
basis

| Office/Institution |
(in

 Grade Pay/Pay

Scale of the
Post held on

highlighting
expanence

required  for |

of |

| the post
| applied for

reqular basis

—

* Important: Pay-band and Grade Pay granted under ACP/MACP are personal to the
officer and therefore, should not be mentioned. Only Pay Band and Grade Pay/ Pay
scale of the post held on regular basis to be mentioned. Details of ACPMACP with
present Pay Band and Grade Pay where such benefits have been drawn by the
~ Candidate, may be indicated as below,

OfficefInstitution Pay, Pay Band,
and Grade Pay

, drawn under
 ACPIMACP |
| Scheme

From To

8 Nature of present employment i.e. Ad-
| hoe or Temporary or Quasi-Permanent

[ or Permanent

9.In case the present employment is
held on deputationfcontract basis,

|_please state- |
&) The date of | b) Period of | ¢) Name of the parent | d) Name of the post
- initial appointment on | office/organization to | and Pay of the post
- appointment deputation/contract which the applicant | held in substantive !
capacity in the parent |

| | belongs.
| arganisation. i
|




9.1 Note: In case of Officers already on deputation, the
applications of such officers should be forwarded by the parent
cadre/ Department along with Cadre Clearance, Vigilance

Clearance and Integrity certificate.

given in all cases

| organisation

9.2 Note: Information under Column 9{c) & (d) above must be

where a person is holding a post on deputation outside the
cadre/ organization but still maintaining a lien in his parent cadre/

10. If any post held on Deputation in the
past by the applicant, date of return from the
| last deputation and other details.

'11. Additional details about present |

employment:
Please state whether working under
(indicate the name of your employer against
the relevant column)
I, Central Government

ii. State Government

ii. Autonomous Organisation

v. Government Undertaking

v.  Universities

vi. Others

12. Please state whether you are working in
the same Department and are in the feeder
 grade or feeder to feeder grade.

13. Are you in Revised Scale of Pay? If yes,
give the date from which the revision took
place and also indicate the pre-revised
scale

14. Total emolument per month now drawn

Basis Pay in the PBfLevel in | Grade Pay
the Pay Matrix

Total Emoluments

following details may be enclosed.

increment details)

Basic Pay with Scale | Deamess Payfinterim relief/ other
of Pay and rate of Allowances etc., (with break-up

15. In case the applicant belongs to an Organisation which i not following the Central
Government Pay-scales, the latest salary slip issued by the Organisation showing the

Total Emoluments

the post

16.A Additional information, if any, relevant to the
post you applied for in support of your suitability for

(This among other things may provide information
with regard to (i) additional academic qualifications
(i} professional training and (i) work experience
over and above prescribed in the Vacancy




Circular/Advertisement)
(Note: Enclose a separate sheet, if the space is -
insufficient)

16.B Achievements:
The candidates are requested to indicate information
with regard to;
{i} Research publications and reports and special
projects
(i) Awards / Scholarships / official Appreciation
(i} Affiliation with the professional bodies/
institutions/ societies and,
{iv) Patents registered in own name or achieved for
| the organisation
(v} Any research/ innovative measura involving
official recognition
{wi) any other information.
(Note: Enclose a separate sheet if the space is
_insufficient)

17. Please state whether you are applying for
deputation or Short Term Contract

18. Whether belongs to SC/ST

| have carefully gone through the vacancy circular/advertisement and | am well
aware that the information fumished in the Curriculum Vitae duly supported by the
documents in respect of Essential Qualification/ Work Experience submitted by me will
also be assessed by the Selection Committee at the time of selection for the post The
information/ details provided by me are correct and true to the best of my knowledge
and no matenal fact having a bearing on my selection has been suppressad/ withheld.

(Signature of the Candidate)

Address

Date

Email ID

Contact Number




Certification by the Employer/ Cadre Controlling Authority

The information/ details provided in the above application by the applicant are
true and correct as per the facts available on records. Hefshe possesses educational
gualifications and experience mentioned in the vacancy Circular. If selected, hefshe will
be relievad immediately.

2. Also certified that;

1] There is no vigilance or disciplinary case pending/ contemplated against
Shrifsmt.

Ii) Hisf Her integrity is certified.

i)  His/ Her CR Dossier in original is enclosed/photocopies of the ACRs for the last 5
years duly attested by an officer of the rank of Under Secretary of the Govt. of
India or above are enclosad

i) No major/ minor penalty has been imposad on him/ her during the last 10 years or
a list of major/ minor penalties imposed on him/ her during the last 10 years is
enclosed. (as the case may be)

Countersigned

{(Employer/ Cadre Controlling Authority with Seal)



B oW R =

10,

Name of Post

Mumber of posts

Date from which vacant
Classification

Pay Band

Training Allowance

Feriod of deputation

Duties and
responsibilities of the
post

Fay & Allowances

Qualifications,
Experiences and
Eligibility requirad for the
post

Annaxure — | (C]

Deputy Director (Financial Management)

o1 (One)

02-01-2018

General Central Service Group ‘A’ Gazetted, Non-
Ministerial

Pay Band-3: Rs 15600-38100/- with Grade Pay
Rs.6600.

[Pay in the Level-11 (Rs, 67700/ fo Rs.208700) in the
Pay Matrix].
At such rate (at present @12%) on basic pay as
determined by Government of India from time to tima.
Period of deputation including penod of deputation in
another ex-cadre post held immediately preceding this
appointment in the same or some other organisation or
Department of the Central Government shall ordinarily
not to exceed five years.

(il To schedule, organize and direct training
programmes for supervisory and operating level
officers of the Central /State Governmenis!
Autonomous Bodies etc.

(i) to produce ftraining materials, case studies,
practicel experiences, etc. and

g} to assist the Director of the Institulte in
Administrative and Training matters
A deputationist shall be entitied to hisfher basic pay
drawn in his/ her parent cadre/organization and
training allowance as may be determined by the
Government of India from time to time.
By Deputation

A, a) Officers under the Central Governmeant: -

(1) holding analogous posts on regular basis in the
parent cadre or Department; or

(i} with five years' service in the grade rendered
after appointment tharato on regular basis in Level
08 of the Pay Mafrix [pay band-Z+ Grade pay
Rs 5400 (pre-revised scale Rs. BOO00-13500)] or
equivalent in the parent cadre or Department; and



b} Possessing the following gqualifications and
Exparignce; -

Essantial:

(i) Bachelor's degree of a recognised university or
equivalent: and

(i} Five years' experience of application of rules,
regulations and procedures in the area of
establishment or administrative rules, financial rules
and regulations and financial management practices in
Central Governmant.
Desirable:
(i} One year's experience of leaching or training In a
recognised university or college or training Institute in
any one of the following subjects: -

{a) Behavioural Science,

{b) Organizational Behaviour,

ic) Information Technology,

(d) Management Information Systems, and

gl Performance Budgeting, and
(i} Mastar's Degree from a recognized university or
equivalent.

Failing which.

B. (a) Officer under the Central Government with sight
years service in the grade rendered after appointmeant
thereto on regular basis in the Level-6 of the of the Pay
Matrix [pay band-2 + Grade Pay Rs. 4200 {pre-revised
scale Rs. B500-10500/-)] or equivalent in the parant
cadre or Department; and
{b) Possessing the following education qualifications
and experiencea; -
Essential:

{i) Bachelor's degree of a recognised university or
equivalent; and

(it} Five years' experience of application of rules,
regulations and procedures in the arga of
establishment or administrative rules. financial rules
and regulation and financial managemsant practices in
Central Governmeni

Desirable:



11

Age

(I} One year's experience of teaching or training in a
racognised university or college or training Institute in
any one of the following subject: -

{a) Behavioural Sciance,

{b} Organizational Behaviour,

{¢) Infermation Technology,

(d} Management Information System, and

(&) Performance Budgeting, and
{if) Master's Degree from a recognized university or
equivalent,
Note: Period of daputation including period of
deputation in anothar ex-cadre post hald immediately
preceding this appointment in the same or some other
erganization or department of the Central Govermment
ghall not exceed five years. The maximum age-limi for
appaintmant by deputation shall not be exceeding fifty
50 years 88 on closing date of receipt of applications.

Not exceading 58 years as on closing date of recaipt of
applications.



ANNEXURE-I| [C}

APPLICATION FOR THE POST OF DEPUTY DIRECTOR (FINANCIAL MANAGEMENT)
INISTM

BIO-DATA/ CURRICULUM VITAE PROFORMA

1.Mame and Addrass
{in Block Letters)

2 Date of Birth {in
Christian era)

3.1) Date of entry into
service

i} Date of refirement
under Central/State
Government Rules

4. Educational
Qualifications

5. Whather Educational
and other gualifications
requirad for the post are
satisfied (i any
gualification has beean
treated as equivalent to
the one prescribed in
the Rules, state the
authority for the same)
Qualifications/ Experience required as | Qualifications! experience possessed

mentioned in the advertisement | bY the officer

vacancy circular
Essential Essential

{A) Qualification;- Bachelor's degree of a | A) Qualification
recognised university or equivalent; and |

{B) Experience: - Five years' experience | B) Experience
of application of rules, regulations and
procedures in the area of establishmeant
ar administrative rules, financial rules
and regulation and financial
management practices in Central
Government.

' Desirable Desirable

| (A) Qualification:- Master's Dagree from | A) Qualification
a recognized university or equivalent.
(B) Experience: - One year's experience | B) Experience

| of teaching or training in a recognised
university or college or training Institute
! in any one of the following subject. -




{a) Behavioural Science,
{b) Organizational Bahaviour,
() Information Technology,

fd} Managemeant Information
System, and
(g) Performance Budgeting, and
(E)
51 Note: This column neecds to be amplified to indicate Essential and Desirable
Qualifications as mentioned In the RRs by the  Administrative

Ministry/Department/Office at the time of issue of Circular and issue of Advertisernent in

the Employment Mews.
5.2 In the case of Degree and Post Graduate Qualifications Elective/ main subjects and
subsidiary subjects may be indicated by the candidate.

&, Please state cleary whether in the light
of antries made by you above, you mest
the requisite Essential Qualifications and
wark experience of the posi.

6.1 Note: Borrowing Departments are to provide their specific comments/ views
confirming the relevant Essential Qualification/ Work experience possessed by the
Candidate (as indicated in the Blo-data) with reference to the post applied.

7. Details of Employment, in chronological order. Enclose a separate sheet duly
authenticated by your signature, if the space below is insufficient.

Office/Institution | Post held on | From To * Level in the | Nature of
regular basis Fay Matrix pay | Duties {in
Band and Grade | details)

PayPay Scale | highlighting

of the Post hald | exparience
on regular basis | required  for
| the post

applied for

" * Important: Pay-band and Grade Pay granted under ACP/MAGP are personal to fthe
afficer and therefore, should not be mentioned. Only Pay Band and Grade Pay/ Pay scale
of the past held on reguiar basis to be mentioned. Detalls of ACPMACFE with present Pay
Band and Grade Pay where such benefits have bean drawn by the Candidate, may be
indicated as below;

Pay, Pay Band, | From To
and Grade Pay
dranwn

ACPIMACP

| Office/institution

undar |




Scheame

Quasi-Permanant
or Permanent

8 Mature of present employment
i.e. Ad-hoc or Temporary or

8.In case the present
employment is held on
deputation/contract basis,

belongs.

please state-

a) The date of | b) Period of | c) Mame of the parent | d) Name of the post
initial appointrment on | officeforganization to | and Pay of the post
appointment deputation/contract which the applicant | held in substantive

capacity in the parant
organisation.

81 HNote: In case of Officers already on deputation, the
applications of such officers should be forwarded by the parent
cadre/ Department along with Cadre Clearance, Vigilance

Clearance and Integrity cerificate.

9.2 Note: Information under Column 9{c) & (d) above must be

given In all cases

where a person is holding a post on deputation outside the
cadre/ organization but still maintaining a lien in his parent

cadre/ organisation

10, If any post held on
Deputation in the past by
the applicant, date of return

from the last deputation and |

othar details,

11. Additional  details |
about present
employment:

Please state  whether

working under (indicate the

name of your empioyer
against the relevant
colummn)

g} Ceniral Government

h} State Government

i) Autonomous
Organisation

I Government
Undertaking

k) Universities




I} Others |

12, Please state whether
you are working In the same
Departmant and are in the
feeder grade or feader to
feeder grade.

13. Are vou in Revised
Scale of Pay? Hf yes, give
the date from which the
revision took place and also
indicate the pre-revised
scale

14, Total emolument per month now drawn

Basis Pay in the | Grade Pay
PB/Level in tha Pay
Matrix

Taotal Emoluments

following details may be enclosed.

15. In case the applicant belongs to an Crganisation which s not following the Central
Government Pay-scales, the latest salary slip ssued by the Organisation showing the

Basic Pay with Scale
of Pay and rate of

incrament details)

Deamess Paylintenm relief! other
Allowances eic.,

(with break-up

Total Emoluments

16.A Additional information, If any,
relevant to the post you applied for in
supporn of your suitability for the post

(This among other things may provide
information with regard to  (f)
additional academic gualfications (i)
professional training and (i) waork

experience  over and  above
presoribed in @ the  Vacancy
Circular/Advertisament)

(Note: Enclose a separate sheet, if
the space is insufficient)

16.B Achievements,

The candidates are reguested 1o
indicate infermation with regard to;

| (i} Research publications and reporis




and special projects

(i) Awards / Scholarships ! official
Appreciation

(i) Affiliation with the professional
| bodies! institutions/ societies and,

(w) Patents registered in own name
or achieved for the organisation

(v) Any ressarch/ innovative maasure
invalving official recognition

{wi) any other information

(Note: Enclose a separate sheet if
the space is insufficient)

17. Whether belongs to SC/ST

| have carefully gone through the vacancy circularfadvertisement and | am well
aware that the informabion furnished in the Curfculum Vitae duly supported by the
documents in respect of Essential Qualification/ Work Experience submitted by me will also
be assessed by the Selection Committes at the time of selection for the post. The
information/ details provided by me are cormect and true to the best of my knowledge and
no material fact having a bearing on my selection has been suppressed’ withheld.

(Signature of the Candidate)
Address

Date

Email 1D

Contact Number




Certification by the Employer/ Cadre Controlling Authority

The information/ details provided in the above application by the applicant are true
and correc! as per the facls available on records. Hefshe possesses educational
qualifications and experence mentionad in the vacancy Circular, If selected, halsha will be
relieved immediataly.

3. Also certifled that;

fai} There 8 no vigilance or disciplinary case pending/ contemplated against
ShrifSmt.

iv) His/ Her intagrity is certified.

i} His! Her CR Dossier in original is enclosed/photocopies of the ACRs for the last 5
years duly attested by an officer of the rank of Under Secretary of the Gowt. of India
or above are enclosed

v} Mo major/ miner penalty has been imposed on him/ her during the last 10 years or a
list of major/ minor penalties imposed on him/ her during the last 10 years is
enclosed. (as the case may be)

Countersigned

(Employer/ Cadre Controlling Authority with Seal)



Mamea of Post

Number of posts

Date from which vacant
Classification

Pay Band

R

6. Training Alowance

T Peanocd of deputation

B. Duties and responsibilities
of the post

8, Fay & Allowances

10, Qualfications, Experences
and Eligibility required for
the post

Annexure — | (D)

Assistant Director (English Shorthand & Typing)
02 (Twa)
01-01-2021
General Central Service Group 'B' Gazetted, Non-Ministerial
Pay in the Level-08 (Rs47500-151100) in the Pay Matrix.

[Pre revised PB-2: Rs.9300-34800 with Grade Pay Rs.4800]
[Officers, who have been granted Mon Functional Selection
Grade (NFSG) in Leval 10, will be allowed to retain pay in that
pay laval]

At such rate (at present @12%) on basic pay as determined
by Government of India from time to time.

Period of deputation including period of deputation in another
ex-cadre post held immediately preceding this appointment in
the same or some other organisation or Department of the
Central Government shall ordinarily not to exceed three
years.

{Il To schedule, organize and direct training programmes for
supervisory and operating level officers of the Central (State
Governmenis’ Autonomous Bodies efc.

(i) To produce training materials, case studies, practical
experiences, alc.

(iif) to assist the Director of the Institute in Administrative and
Training matters

A deputationist shall be entitled to his/her basic pay drawn in
hiz/ her parent cadreforganization and fraining allowance as
may ba detarmined by the Government of India from fime to
tima. [Officers, who have been granted Non Functional
Selection Grade (NF5G) in Level 10, will be allowed to retain
pay In that pay level]

Deputation
{1 Group 'B' Officers of the Ceptral Secretasiat
Service; ar

[y Stenographers under Central Government; -

(A) (I} holding analogous posts on regular basis in the parent
cadre or Department; ar

(i} with Two years' service in the grade rendered aftar
appoirdment thersto on regular basis in posts in Pay
Band-Z {Rs. 9300-34800) plus grade pay of Rs. 4500 [Pay
in the Level-7 (Rs44800-142400)] in the Pay Matrix or
equivalent in the parent cadre or Department; and

(B} Possessing the following educational qualifications:
i) Degree of recognised University; and

(i Must have successfully completed a course under
the Re-training scheme for Desk officer or a course
for training Upper or Lower Division Clerk in
Stenography (Covering theory as well Practical).

(Period of deputation including peried of deputation in ancther
ex-cadra post held immediately preceding this appointment in
the same or some other organization/Department of the
Cenlral Government shall ordinarily not exceed three years,
The maximum age limit for appointment by deputation shall
nat be exceeding fifty-six years as on the closing date of the
receipt of application).



1T

Age

Mote:- For the purpose of deputation, the service renderad on
a regular basis by an officer prior to the 1* January, 2006 ¢
the date fram which the revised pay structure based on the 8"
Cenfral pay Commission recommendations has been
extended | shall be deemead fo be service rendered in the
corresponding grade pay or pay scale extended based on the
recommendations of the Commission except where has been
merger of more than one pre-revised scale. and where this
grade beneft will extend only for the postis} for the
replacement grade pay or pay scala is the normal
replacement grade without any up-gradation.

Mot exceading 36 years as on closing date of receipt of
applications.



ANNEXURE-I (E)

APPLICATION FOR THE POST OF ASSISTANT DIRECTOR (ENGLISH SHORHAND &
TYPING) IN ISTM
BIO-DATA/ CURRICULUM VITAE PROFORMA

1 Mame and Addrags
{in Block Letters)

2.Date of Birth (in Christian era)

3.i) Date of entry into service

i Date of retirement under Central/State
| Government Rules

4. Educational Qualifications

5. Whether Educational and other gualificafions
required for the post are satisfied. (f any
qualification has been treated as equivalent
to the one prescribed in the Rules, state the
authority forthesame)

Qualifications/ Experience required as
mentioned in the advertisement/ vacancy
circular

]

the officer

A
& ) Group 'B' Officers of the Cantral
Secretariat Service; or
{11} Stenographers under Central
Government: - '
(i} holding analogous posts on regular
basis in the parent cadre or Depardment;
or
(i) with Two years’ service in the grade
renderad after appointment themato on
regular basis in posts in Pay Band-2
(Rs. 8300-34800) plus grade pay of Rs.
4600 [Pay in the Level-7 (Rs.44900-
142400) in the Pay Matrix.] or equivalent
in the parent cadre or Department; and

(B} Possessing the following educational
qualifications.

(i} Dagrea of recognised Unlvarsity; and

{il) Must have successfully completed a course
under the Re-training scheme for Desk officer
of a course for training Upper or Lower Division
Clerk in Stenography (Covering theory as well

practical).

subjects may be indicated by the candidate.

6 Please state clearly whether in the light of
entries made by you above, you meet the
requisite Essential Qualificabions and work
experience of the post,

5.1 Note: This column needs to be amplified to indicate Essential and Desirable Qualifications as
mentioned in the RRs by the Administrative Ministry/Department/Office at the time of izzue of
Circular and issue of Advertisemeant in tha Employmeant News.
5.2 In the case of Degree and Post Graduate Qualifications Electivel main subjects and subsidiary

| 6.1 Note: Borrowing Departments are to provide their specific comments/ views confirming
the relevant Essential Qualification/ Work experience possessed by the Candidate (as
indicated in the Bio-data) with reference to the post applied.




7. Detalls of Employment, in chronological order. Enclose a separate sheet duly authenticated by
your signature, if the space below is insufficient,

Office/Institution | Post held on | From To * Level in the Pay | Nature af |
regular basis Matrix pay Band | Duties {in
and Grade | details)
Pay/Pay Scale of | highlighting
the Post held on | experience
‘ regular basis required for the
post applied for

* Important: Pay-band and Grade Pay granted Lmdﬂr ACPMACP are personal to the officer

and therefore, should not be mentioned. Only Pay Band and Grade Pay/ Pay scale of the post
hald on regular basis to be manfionad. Details of ACF/MACP with present Pay Band and Grade
Pay whera such benefits have baen drawn by the Candidate, may be indicatad as below;

Officelinstitution

Grade
ungder
Schame

Fay

Pay, Pay Band, and
drawmn

ACPIMACP

From

Ta

———

_ Ad-hoc  or
Parmansant

| or Permanent

8 Nature of present employment ie.
Temporary or

Quasi-

8.In case the present employment i3
| held on deputation/contract basis,

|_please state- e

| a) The date of | b) Period of appoiniment | c} Name of the parent | d) Name of the post and

initial on deputation/contract office/organization to | Pay of the post held in

appointment which the applicant | substantive capacity in
belongs.

the parent organisation. |

cerlificate.

all cases

| where a person is holding a post on deputation outside the cadre/
| organization but still maintaining a lien in his parent cadre/ organisation

9.1 Note: In case of Officers glready on deputation, the applications of
such officers should be forwarded by the parent cadre/ Department
along with Cadre Clearance, Vigilance Clearance and Integrity

9.2 Note: Information under Column 9{c) & (d) above must be given in

10. If any post held on Deputation in the past
by the applicant, date of retum from the last

 deputafion and other details,

11. Additional
| employment:

| Please state whether working under (indicate
| the name of your employer against the relevant

colummn)

I
L

details about

Central Gowermment
State Government

presant




i,  Autonomous Organisation
v, Government Uindartaking
v.  Universities

Vi Dthers

1Z Please state whether you are working in
the same Department and are in the feeder
 grade or feeder to feeder grade.

13. Are you In Revised Scale of Pay? If yes,
give the date from which the revision took
| place and also indicate the pre-revised scale

| 44 Total emolument per month now drawn

Basis Pay in the PB/Level in the | Grade Pay Total Emoluments
Pay Matrix f

15. In case the applicant belongs to an Organisation which is not following the Central Government
Pay-scales, the |atest salary slip issued by the Organisation showing the following details may be
enclosed

Basic Pay with Scale of | Deamess Paylinterim reliefi other | Total Emaluments
Pay and rate  of | Allowances etc., (with break-up details)
Incrament

16.A Additional information, if any, relevant fo the post |
you applied for in suppornt of vour suitability for the post.
(This among other things may provide information with
regard to (i) additional academic qualifications (i)
professional training and i} work experience over and
above prescribed in the Vacancy Circular/Advertisement)
(Note!. Enclose a separate sheel, if the space is
insufficient)

16.B Achievements:
The candidates are reguested to indicate information
| with regard to;
| (i} Research publications and reporis and special
projects
| (i) Awards / Scholarships / official Appreciation
(iif) Affilation with the professional bodies/ institutions/
| societies and;
| {iv) Patents registered in own name or achieved for the
organisation
| (v} Any ressarch/ Innovative measure involving official
| recagnition
 (vi) any other information.
' (Note: Enclose a separate sheet if the space is
Insufficient)

| 17. Whether belongs to SC/ST

| have carefully gone through the vacancy circular/advertisement and | am well aware that
the information furmished in the Cumiculum Vitae duly supported by the documents in respect of
Essential Qualification/ Work Experience submitted by me will also be assessed by the Selection
Committee al the time of selection for the pest. The information/ details provided by me are

cormect and true to the best of my knowledge and no material fact having a bearing on my
selection has been suppressed/ withheld.

(Signature of the Candidate)
Address
Date
Email ID
Contact Number




Certification by the Employer/ Cadre Controlling Authority

The irformation’ details provided in the above application by the applicant are true and

correct as per the facts available on records. He/she possesses educational qualifications and
experiance mentionad in the vacancy Circular. If selectad, he/she will be relieved immeadiately.

2. Also certified that;

There (s no viglance or disciplinary case pending/ contemplated against
ShrivSmt.

Hiz! Her integrity iz carifiad.

His! Her CR Dossier in oniginal is enclosed/photocopies of the ACRs for the last 5 years
duly attested by an officer of the rank of Under Secretary of the Govt. of India or above are
enclosed.

Mo major! minor penalty has been imposed on him' her during the last 10 years or a list of
major/ minor penalties imposed on him/ her during the last 10 years iz enclosed. {as the
case may ba)

Countersigned

(Employer/ Cadre Controlling Authority with Seal)



