Office of the Pr. Chief Commissioner of Income Tax,
Andhra Pradesh & Telangana, Hyderabad,

&HdT oo, 3T @I/ 10™ Floor, Income Tax Towers,
THY AMSH, §eXEIE / AC Guards, Hyderabad — 500 004,

TR/ Tel. No. 040 — 23425474, ¥5a% /Fax 040-23241427
F. No. Pr.CCIT/AP & TS/Estt/Circulation/2023-24

Date: 11.08.2023

VACANCY CIRCULAR

_AY=I/Sub:

Filling up of various Group B and C posts in National Investigation Agency (NIA) on deputation
basis — Reg.

FEI/Ref: HRD Letter in F.No.154/002/2021-CMD-111(2)/3254, dated:27.07.2023.
ko

Please refer to the above.

Please find enclosed herewith the letter in F.No.154/002/2021-CMD-111/3254, dated: 27.07.2023 received
from ITO, CMD-I11(2), HRD, New Delhi regarding filling up of various posts in National Investigation Agency (NIA)

on
deputation basis as per the following details:

Details of posts and vacancies in NIA

S. No. | Post as per Vacancy Circular No. of Posts | Pay Level of Post
1 Senior Private Secretary 01 Level 08
2 Date Entry Operator (IT Post) 34 Level 05

In this connection, I am directed to request interested officers/officials to send their application along with brief
resume (as per attached proforma), through their Supervisory Officer directly to the borrowing authority under intim

to this office. The last date of submission of application for the above posts is within 60 days from the date of issuan
the above circular. This is for information and circulation.

ation
ce of

HASI/Y ours faithfully.

(Ydr THAMBA MAHENDRA)

ST IUTIF (HEIT.)(FRT.)

Dy. Commissioner of Income Tax
(Hgrs)(Admn.),

ST, THITI, AT TR & CIolaTTeT, $aTane;
O/0.Pr.CCIT, AP&TS. Hyd.

HoT95T/Encl: 3UAFA/As above.

To

All the Heads of Offices, AP & Telangana Region.
To be uploaded on the website www.incometaxhyderabad.oov

n
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Kindly refer to the above. WC /

2. In this regard, the undersigned is directed to enclose vacancy circulars issued vide letter F.No. E-
84/001/Sr.PS/Min/Deptn/NIA/2023/9358  dated  12.07.2023  and letter F.No. E-78/001/Depn-
DEO/NIA/2023/9107 dated 07.07.2023 by SP(Admin), NIA Hars, New Delhi regarding filling up of various
Group B and C posts in National Investigative Agency (NIA) on deputation basis. The details of posts and
vacancies are as under:

Details of posts and vacancics in NIA on deputation basis

S. No. | Post as per Vacancy Circular | No. of Pay Level of Post | Place of Posting
Posts
1. | Senior Private Secretary 01 Pay Level-08 NIA Hgrs & BO
Hyderabad
2. | Data Entry Operator (IT Post) | 34 Pay Level-05 All India Based
3. As per the above vacancy circulars. the last date for applications for the post of Data Entry Operator

(IT Post) to reach SP(Admin), NIA HQ, Opposite CGO Complex, Lodhi Road, New Delhi-110003, is within
45 days of publishing of the advertisement in the Employment News. Further, the last date for applications for
the post of Senior Private Secretary to reach SP(Admin), NIA HQ, Opposite CGO Complex. Lodhi Road,
New Delhi-110003, is within 02(Two) months of publishing of the advertisement in the Employment News.

4. The undersigned is further directed to inform that the cadre clearance for suitable/willing officials
may be processed from the office of Pr. CCsIT(CCA) of the respective regions and names forwarded to the
Borrowing Authority directly as the Cadre Control Authority in respect of Group ‘B’ & *C” officers/officials
is the respective Pr.CCsIT(CCA), under intimation to this office.

Yours faithfully,

Encl: As above
(K. R. Philips)
\{ Income Tax Officer, CMD-III (2)
(HRD), New Delhi.



To

N 11 LONAL INVESTIGATION AGENCY 74457 2 lo o
HNISTRY OF HOMUE AFFAIRS, ‘ :
GOVERNMENT OF INDIA
OPPOSITE CGO COMPLEX
LODHI ROAD NEW DELHI

No E-78/001/Dep-DEO/NIA2023/ ¢ [o7] Dated- &7 July, 2023

1. Al Ministries/Departiments of Government of India.
2. The Chief Sceretaries to the Govermment of all States/U'T's.
3. The Directors General of Police of all States/U'Ts

4. The Directors General of BSE, CRPE, CISF SSB ITBP, RPI, Assam

' Rifles.

5. The Director of CBI & H" SN
[e+6:; The Secrctary, R&EAW f L Le ‘

7. The Chamrman ol C
DENT

DT dml BIT.

8. The Secretary, , Electronic Niketan, 6, CGO Complex, Lodhi Lm(l
New Delhi.
Mimstry of Electronics and Information Technology (Meity),

Lilectronics Corporation of India Limited (ECIL), Broadcast Engineering
Consultants India Limited (BECIL), T

lelecommunications Consultants India
Limited (TCIL), Railtel, Innovations Defence Excellence (1IDEX),
Defence Research and Development Oxs,ammtmn (DRDO)Y.

0.
10.

Subject: - Inviting nomination for the post of Data Entry Operator (I'T post) in
NIA on deputation basis.

S,

Nominations are invited lor the post ol Data Entry Operator (IT posts) on

itec
deputation basis in National Investigation Agency (NIA). Details of posts, pay level
and vacancies are as under:-

!

L Srl | Post Yoy Seale Yacancy and Proposed place
Not : filling of method | of posting
1) Data Entry Yay Matnix Level - 5 34 posts All India based
Operator (Rs 29,200 — 92.300) by deputation.,

(pre-revised PB-1 (Rs.

5200-20200) with

Grade Pay of Rs.

2800/-)

I . ~

2. The eligibility criteria (ulucatmnal(ualmcahon experience, elc.) are furnishcd
in lhe enclosed  Annexure-} (A)  (available  at

www.nia.gov.in/recruitment-notice. him).
will not be allowed to withdraw their candidature subscquently.

A

It 15 requested that the above

The

candidates

NIA website

who apply for the post

advertisement may kindly be circulated among, all

Departments/Institutions/Oftices under your charge and also hosted on their websites.
The nominations of eligible ofticials alongwith following documents should rcach in

hard copies to the SP (Adny, NEA IO, Cpposite CGO Complex, Lodhi Koad,

i

/ SUALHCA D DRATA OAMEDHLIPS
4 { ) spatinie ndu.\ of Police
i \ /'\/(N nal vestigation Agency

istry of Home Adfairs

T

Govt. of tndia, Now Dothi




New Belbi-1i0003 throneh proper channel within 45 davs from_the date of
publication ol this item in ‘Emplovmeat News”,

D Bio-data i prescribed proforma {Annexure-i1) (availuble in NIA website
}'s'ww.ui;!.uﬂ‘v‘.j;_'g/’z'vcmif';}_;_‘.;_:;inasf\}ﬁ_g;‘:;};j__g_.r}) duly filled and countersigned by the
competent authority.

i) Photo copies of APAR dossicr from the year 2017-18 to 2021-22 duly atiested

(it may be ensured that the same are atiested on cach pages with rubber stamp
by an officer not below the rank of
India.)

{
Under Secretary to the Government of

u) Vigilance  Clearance  Certificate and

Integrity  Certificate issued by the
respective departinent.

iv) The details of major/minor penaltios nuposed on the official during the last 10

years,
V) Supporting docunments with regards (o possessing ‘O or ‘A’ level certificate for
mformation Technology from an Instiute recognized by the Government.
4. Applications received after the last date, or incomplete application, in any

respect, or those not accompanied by the d

ocuments/ information as per Para 3 above
shall not be considered.

The Cadre Authorities may ascertain that the particulars sent
by the officials are correct as per the records.

S, Since, the applications are invited purcely on depui
applicalions received for Absorption

not be entertained,

ation basis, therefore the
/Direet Recruitment/ Re-cmployment shail

0. The eligibility criteria and application form as w

also available on NIA website www.nia.gov.in/reernitimeni-roles. him,

el as Recruitment Rules are

Encl- Annexure *I(A) & ‘i1

Yours sincerely

W

")/ \
(5.8, Raimedhi, 1P5)
Superintendent of Police (Adm)

NIA HOrs, New D }l

R

[hoy C
<A HEATARAY
intendent of G
wionn tnv.estigakh.m;—\ge:ncy
g NI . Mirustry of Home A({zsxis.
(1) The DIG (IT), NIA HQ, New Delhi for uploading the mattciCort. N hASaRNs e
(i) All Branch Offices/ Scetion and Divisions of NIA- for
publicity.

Copy forwarded for information a nd needful action to:-

imformation and wide

j H,i!f’S
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Annexure-I-A

ELIGIBILITY CRITERIA FOR THE POST OF DATA ENTRY OPERATOR

Name of the post

o

Gy

Nos. of post

!

| Data Entry Operator

347 Posts on deputation basis

>

(*subject to variation depending on vacancies)

Classification of the

post

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

Scale of pay

Pay Level = 5 in Pay Matrix (Rs 29,200 - 92,300)

| (pre-revised PB-T (Rs. 5200-20200) with Grade Pay |

of Rs. 2800/-)

DA, HRA, TPT
other allowance

&

As admissible under the Central Government orders
from time to time.

:.:)".

Special Security

Allowance

20% of basic pay and as amended by the
Government from time to time.

~1

Eligibility  Criteria

for deputation/
absorption to
NIA

the

Deputation :-

Officers  of the Central Government or State
Government or Public Scctor Undertakings or
Autonomous  Government  Institutions  holding
analogous posts on regular basis in the parent
cadre or department and possessing ‘O’ or ‘A’ level
certificate for Information Technology from an
Institute recognised by the Government.

Note 1 : Period of deputation including period of
deputatio in another ex-cadre post held
immediately preceding this appointment in the
same or some other organization or department of
the Central Govt. shall ordinarily not exceed three
vears’,

Note 2 : The maximum age limit for appointment by
Deputation shall be not exceeding 56 years as on
closing date of receipt of applications.

Nature of duties

» Preparation source data for entry by opening
and sorting mail; verifying and logging receipt of
data; obtaining missing data.

» Records data by operating data entry
equipment; collecting information, resolving
processing problems.

» Protects organization’s value by keeping
information confidential.

/

/

I
AA

-



»

Accomplishes department and organisation |
mission by completing related results and
needed.

Follow cstablished practices or standards for |
the input and presentation of informartion.

Proofread and verify data entered. Ensurc
accuracy of all information entered and
presentation  format.  Make  corrections as |
needed.

Assist with routine office duties such as typing,
filing, record maintenance as workload permits.

Serve as back-up for other clerical positions in |

Unit.

Perform related work as assigned.

"\C}

Deputation

The other terms and conditions of deputation will be
government as laid down in the Govt. of India,
DoP&T OM No. 6/08/2009-Estt (Pay-II) dated
17.06.2010 as amended from time to time.

e e e e e e e e e e e e e e e e

" hamstry of Home Affairs

Govt. of India, New Deihi




ANNEXURE -~ 11

BIO-DATA/CURRICULUM VITAE PROFORMA

{DOP&T OM NO. AB.14017/28/2014-Est. (RR) dated 02.07.15}

Post applied for .......

............ v

‘e

- 1. Name and Permanent Address (in Block
Letters)

2. Date of birth (in Christian era)

3.1) Date of entry into service & rank of entry

Government Rules

_ii) Date of retirement under Central/State

4. Educational Qualifications (with streams |

& Subjects
a. 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  Qualifications/experience possessed by
mentioned in the advertisement/vacancy | the ofticer
circular
Essential Essential  (To be filled by the
candidates)
A) Officers of the Central Government or | A)
State  Government or Public Sector
Undertakines or Autonomous
Government Institutions holding
analogous posts on regular basis in the
parent cadre or department
B) Possessing ‘O’ or ‘A’ level certificate for | B)
Information  Technology from an
Institute recognised by the Government
Desirable Desirable
A) Qualification A)
B) Experience B)

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




haldmr\ subjects may be indi ated *‘\ the candidate.

6. Please state duul\ whether in the light of entries
made by vou above, you meet the requisite Essential
Qualifications and work experience of the post

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

7. Details of Employment. in chronological order. Enclose a separate sheet dulv
authenticated by vour signature, 1f the space below is insufticient.

Office/Institution | Post held | From | To ~*Pay Band | Nature of Duties (in
on regular | ~and  Grade | detail) highlighting |
basis g Pay/Pay experience  required |

; scale of the | for the post applied for %
| - post held on i
? regular
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 ACP/MACP with present Pay
Band and Grade Pay where such benefits have been drawn by the candidate, may be
indicated as below;

Office/Institution | Pay, Pay Band, and Grade Pay | From To §
drawn under ACP/MACP i
Scheme ;

\(‘-/ ~UAMNHAR BRATA! Sl
I & SUB ...nn?pnf*aﬂ

- investige
atry of Her

- 0 af bmdiey B



8. Nature of present employvment i.e. Ad- |
hoc or Temporary or Quasi-Permancent or |

Permanent

19, In casc the I)!C\Ull employment is held
- on deputation/contract basis, please state-

') The date of | b) eriod of
initial appointment | appointment on
. deputation/contract

i

office/organization to
cwhich the applicant
belongs

¢) Name of the parent

d) Name of the post

and pay of the post |
t  held

in. substantive
capacity in the parent
organisation

9.1 Note: In case of Officers already on deputation,  the

applications of such officers should be forwarded by the parent |

| cadre/Department
| Clea

along  with Cadre
rance and Integrity certificate.

Clearance, Vigilance
9.2 Note: [nformation under column 9(¢) and (d) above must be
given in all cases where a person is holding a post on deputation

outside the cadre/ organisation but still maintaining a lien in his
parent cadre/organisation

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

1. Additional
employment:

details about present

under
employer

Please state  whether working
(indicate the name of your
against the relevant column)

a) Central Government

b) State Government

¢) Autonomous Organisation
d) Government Undertaking
e) Universities

f) 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
ves, give the date from which the revision
took place and also indicate the pre-
revised scale

14. Total emoluments per month now drawn

Basic Pay in the PB Grade Pay

Total Emoluments




15, In case the ap whmm bel 0""3 to an Organisation which is not foH()\\;ing the Central
Cwovernment Pay-scales, the latest salary ship issued by the Organisation showing the
| following details may be enclosed.

| Basic Pay with Scale of Pay | Dearness  Pay/interim reliel? 9 ' Total Emoluments
i and rate of increment | other allowances etc., (with
: - break-up (u"idil )

16.A Additional Information. il any, relevant to the post
you applied for in support of vour suitability for the post.

This among other things may provide information with
rezard to

(1) Additional academic qualifications
(i Professional training &
(i) Work experience over and above prescribed in the |

Vacancy Circular/ Advertisement) |

(Note: Enclose a separate sheet, 1f the space is |
insutficient)

16.B  Achievements:

The candidates are requested to indicate information with
regard to:

(1) Research publications and reports and special
projects.

(it)  Awards/Scholarships/Official Appreciation

(i)  Aftihation with the professional

bodies/institutions/societies and;

(iv)  Patents registered in own name or achieved for the
organization

(v)  Any research/innovative  measure  involving
official recognition

(vi)  Any other information

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

| 17. Please state whether you are applying for deputation

(ISTC) Absorption/Re-employment Basis.

#(Officers under Central/State Governments are only eligible
for ~ “Absorption”.  Candidates of non-Government
Organisations are eligible only for Short Term Contract)

# (The option of *STC'/ *Absorption’/ ‘Re-employment” are
avallable only if the vacancy circular specially mentioned
recruitment by “STC or ‘\bsomnon or “Rx, -cmployment”).

18. Whether belongs to SC/S

(2]
=




I'have carcfully gone through the vacancy circularadvertisement and 1 am well
aware that the information furnished in the Curriculum Vite duly supported bv the
documents in respect of Essential \‘ Jualification/Work Experience subinitied by me wili also
be assessed by the Seclection Committee al 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
material fact having a bearing on myv selection has been suppressed/withheld.

(Signature of the candidate)

Address:

Date:

Contact No.

Certification by the Emplover/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. He/she possesses educational qualifications

and experience mentioned in the vacancy circular. If selected, he/she will be relieved
immediately,

2. Also certified that;

1) There is no vigilance or disciplinary case pending/contemplated against Shri/Smt.

i) His/ Her integrity is certified.

tii) 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.

tv) No 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 is enclosed. (as the
case may be)

Countersigned

(Employer/Cadre Controlling Authority with
Seal)

{
.,f«\’/
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3 Itis rcqu‘ sted that the

No. E-R4/001/Sr. Ps/Min Deptn /NIA2023/ Gz 50 Date: _J§ July. 2023
Fo.
L. All Ministrics/ Departments of Government of India
2. The Chief Secretaries to the Ciovernment of all States/ UTs
3. The Directors General of Police of all Ql’-l es/ f‘
----- "4 The Dis ectors General BSF, CRPF, C1 ", SSB, ITBP, RPF,
|- Assam Rifles, BPR&D, NCRB
- \ 23, 'Hz“ )m‘ctm CBILIB and E‘i? Avir
0. The Joint Secretary (Pers), Cabinel Secretariat. New Delhi o
7. ’hp(hanumn ¢ AIYT & CBIT. ALY
8. Director, IST M, New Delhi
Sub: Filling up the posts of Senior Private Secrctary in NIA on deputation/
Absorption basis.
Sit
Nominations are invited for the posts of Senior Private Secretary on
deputation/absorption basis in National investigation Agency (NIA). Details of
posts and vacancies are as under © -
[%F\‘ ‘Name of "post ! Nos of post Place of |
i posting
! Senior Private Secretary | 01 Post on NIA Hqtrs &f
, Level-8 in Pay Matrix | deputation/absorption basis | BO f
L LG7600-L511000) | " |Hyderabad. |
2. The eligibility criteria (educational qualification, experience etc.) are
ﬁli‘ﬂi*h@d in  the enclosed noexure-I (available at NIA  website
v, nia.gov.in/ recruitment- mi’ics.éze‘s’n‘). T'“xt’ candidates who apply for the

post will not be allowed to withdraw their can

all Departments/
website. The nominations of eligible officers
Hard Copy should reach

lidature subsequently.

11\0\L la,qt irement may 2\11 dl\ In uxculaud amonyg
Institutions/ Offices under vour charge and also host

on their

along with following documents in

to the SP(Adm), NIA Hars. CGO Complex, Lodhi

Reoad, New Delhi - 110003 throush proper

channel within 02 {two) months

from the date of Publication of this

item

in_“Emplovment News”,

Applications/ Documents received through mail will not be

entertained as

UPSC seeks orisinal/ duly attested

documents of candidates,

; )

5 2 i

P JG3- hn i
{ ,

Contd page .2-



S

1) Bio-data in prcxcrib*d proforma (Annexure-I1) (Available in NIL.
website  www.nia.govin/recruitment-notice.htim)  duly  filled  and
countersigned by t zmpclcm authority

i) Supporting ¢ ‘m' e/ documents in respect of claimed  educational

qualification mdn( ing essential qualification of Bachelor Degree.

1) Cadre clearance certificate stating that ‘in event of selection, he will
be relieved immediately” issued by cadre controlling authority.

) Photo copies of APAR doessier from the year 2017-18 to 2021-22 duly
attested (it may be ensured that the same are attested on each pages with

rubber stamp by an officer not h«;‘low the rank of Under Secretary to the
Government of India). Non-reporting/initiation certificate may also be
fumnished in case of APARs has not been reported for any broken period.

V) Vigilance ("icm‘amcc Certificate and Integrity Certificate issued by the
respective departmen

vi) [he details of major/minor penalties imposed on the officer during the last
10 years

4. Applications received after the last date of receipt or incomplete
applications in any respect or those not accompanied by the documents/
mformation in para 03 above will not be considered. The Cadre Authority may
ascertain that the particulars sent by the officer are correct as per the records.

5. The eligibility criteria and application form as well as Recruitment Rules
are also available on  the NIA  website (available at NIiA  website
www.iia.gov.in/recruitment-notice.htm).

Enel : Annexure ‘1 & “IP°

Yours sincerely

Copy forwarded for information to (through e-mail):-

The SP(IT), NIA Hqrs New Delhi for uploading the matter on NIA website
- All Branch Offices/ Sections of NIA - for information and wide publicity.

[ Jp—



Anueiure-i

C L‘.\\ll cation of ‘L\; pOost

Scale of pay

5.0 DA HRATPT & othe
allowance
6. 1l Security Atlowance
L ligibility € 11u.1)d jor

| deputation to NTA

|
i

- Govermment or State Governments or Union temritories.-

Cappointment  in

SpuLation’ Absorption basi

3 ’Uu h(ﬂt"l(i“ =

. Group

e undert

> Central Government org {ron 1 m‘

sic pay and as amended by the Government frem thme

i
i

the

Officers of

Stenographer’s  cadre under the Central

{2) (1) holding analogous posts on regular basis in the

parent cadre or department; or
(i) with two  years” service in the grade rendered ¢
appointment thereto on regular basis i level-7
44900-142400) in the pay matrix or equivalent m the
parent cadre or department: or
(b) Possessing o graduate Degree from a rised

University.

Note 1: The deparunental officers in the feeder category who are

in the direct line of prometion shall not be eligible for

consideration  for  appointment  on  deputation,  Similarly.

()
deputatiomsts shall
appointment by pre

not be for consideration for

molion.

cligible

Note 2: The pvn od of deputation including period of deputation
in another ex-cadre post held immediately this
the same or some

preceding

other organms

An\li i »
[ : ~ % 3 .
| depariment of the Central Government shall ordinarily not to |
s exceed three years. 5

| Note

¢ 3: The maximum age-limit for appointment by deputation
MIL 0t be exceeding fifty-six years as on the closing date of |
ceipt of applications.

Nature of duties

»  He/She will su pl.l\l\g, “The work of the Account/ Audit/ i

Procurement and Crime & Legal Cell.
» Preparation of draft of all nature and disposal of routine
matters pertains (o the office.
T NManagemient and co-ordimation of the work.
»  Maintenance of order and discipline of the office staff.
~  Go through the dak rece
hold up in the

ived and to keep o watch on any
movement/ disposal. i

> Suhmit duk which should be seen by the higher officers
at the dak stage. |




i letter is e riect e, all corre ctions |

}t‘ \\’3 I’m' the dra

{
have been made before it 1s marked for issuc.
» Tomdicate prionty marking,

~ Toindicate mode of despateh.

» He/She will responsible i’n efficient and expeditious |

disposal of work and check the delays.
» Toeusure timely submission of arrear and other returns.
~ Toensure the cases are not held up at any stage

» To go through the list of pertodical retums every week

and take suitab

¢ action on Hems requiring attention

e

dutics week |

will take independent action for issuc of
reminders, obtain or supplying factual information of a
non-classified nature or any other action for which he
authorities to take independently.

> HeShe will serform the duties of recording x’.lll('i;
&
l[l(.:“'\il‘-“

files and thelr classification, review  the
ccoded files before destruction, order and supervise
periodic wees hnv of unwanted spare copics.
» lleiShe will ensure proper maintenance of files and
register required to be maintained in the section.
~ Ensure proper maintenance of reference book. office
order etc and keep them upto date.
~  Ensuring neatiiess and tidiness in the Section.
~ Dealing with important and complicated cases himself.

» Lnsure strict compliance with departmental security
imstractions.

Deputation

- 6/08/2009-Esit (Pay-11) dated 17.06.2010 and as amended from

e o time.

Deputation (ISTC):
The other terms and  conditions of deputation will be
govermment as laid down in the Guvt of India, DoP&T OM No.
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gt
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&
e
e

1. Name and  Permane ent

'_H\ Block Letters)
2. Date of h‘iz‘th {1 1 Christian o i)

!/(m of um\' 110 service

i) Date of retirement under Cen ral State
Government Rules

PdL Educatonal Qualifications {with streams &

Qb i
sihject)

5. Whether Educational and other gualifications
Prequived  for the post are sausfied. (IF any
qualification has been treated as equivalent to the |
one prescribed in the Rules, state the authority for ;

- the same) i
Quahibications/E \pmu ce e mmd as mentioned | Qualifications/experience  possessed by the
| in the advertisement/vacancy cireular officer
; L‘; entind Essential
~A) Qualification A)
B) Experience B
Desirable - Desirable
A) Qualification A)
By E \pc’mmc B)

Dssential and Desirable Qualifications as
mentioned in the RRs by the Ac ’nmmtmmc Ministry/Department/Office at the time of issue of
Circular and issue of Advertisement in the Employment News,

5.1 Note: This column needs to be e.n shified to indicate

3.2 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 ahove, you meet the requisite Essential |
Qualifications and werk-experience of the post.

6.1 Note: Borrowing Dcpzn“{monta ¢ 1o provide their specific comments/views confirming the
relevant Essential Qualification/Work experience possessed by the Candidate (as indicated in the
Bio-dat a) with ufumu to the pmt applicd.




7. Details of bmployment, in chronological order. Enclose

iw your signature, if the space below 1s insufficient

a separate sheet duly

authenticated

COffice/Tnstitution | Post held | From P To | ¥Pay Nature of Duties n
L on regular | | cand  Grade | detail) highlighting |
- basis E | Pay/Pay Cexperience required for |
‘ | scale of the | the post applied for !
5‘ | post held on | |
| regular basis ‘
o E— : _ L
;
|
|
!
|
| |
i !
“Important: Pay-band and Grade Pay Hzm.ud under ACP/MACP are personal to the (‘.»i‘ﬂcci‘
zmd therefore. should not be mentioned, Only Pay B ind and Grade Pay/Pay scale of the post
eld on regular basis to be mentioned. Dwm% of A( PAMACP with present Pay Band and Gr. i’
} ay \»muc such benefits have been drawn by the candidate, may bc mdmatcd as ndm\
i . - -
() flice/ Institution | Pay, Pay Band, and Grade Pay drawn | F rom To
| H
under ACP/MACTP Scheme | ,
4
|
SR i
8. Nature of present emplovment i.e. . Ad-hoc
or Temporary or Quasi-Permanent or
Permanent |
9. In case the present employment is held on
deputation/contract basis, please state-
a) The date of initial | b) Period of  ¢) Name of the parent | d) Name of the post and

appointment appomtiment on

deputation/contract

office/organization  to
which  the applicant
belongs

the parent organisation

pay of the pos t held in
substantive capacity in

such officers should be forwarded by the parent cadre/Department along
with Cadre Clearance, Vigilance Clearance and Integrity certificate.

9.2 Note: Information under column 9(c) and (d) above must be given
in all cases where a person is holding a post on deputation outside the
cadreforganisation  but  still  maintaining  a
cadre/organisation

lien in his  parent

9.1 Note: In case of Officers already on deputation, the applications of

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




1. Additional details about
Cemployment:

Please state whether w or‘i«mﬂ under {indicate

the name of vour emplover against the i

relevant column)

a)y Central Government

by Stule Government

¢l Autonomous Orgamsation ;
2 |

dy Government Uadertaking _' |

| 12, Please state whether you are working in |
| the same Department and are in the feeder
- erade or feeder to feeder grade
13, Are vou in Revised Scale « ? 11 yes, |
Cgive the date from which 'h* revision umk |
place and also indicate the pre-revised scale
i, Total emoluments per month now drawn
|
| Basic Pay in the PB P Gra | Total Emoluments f

15. In case the mp]mmt be ong;\t to an Ovgamisation which is not following the Ceniral
Government Pay-scales, the latest salary slip issued by the Organisation showing the following
- details may be enclosed.

Basic Pay with Scale of Pay | Dearness Pay/interim relief” other | Total Emoluments
and rate of increment

Callowances ete, (with break-up

details)

i i
16.A  Additional Ena"orn\.mi(m if any, relevant to the post vou |
applied for in support of your suitability for the post.
This among other things may provide information with regard to
(1) Additional academic qualifications
i (11} Professional trainime &
§ (i11) Work experience over and above prescribed in the
Vacancy Circular/Advertisement)
(Nete: Enclose a separate sheet, if the space is insufficient) - o
16.B  Achicvements:
“The candidates are requested (o indicate inTormation with 1 -
0]
(1 Research publications and reports and special projects.
(i) Awards/Scholarships/Official Appreciation
(11} Affiliation with the - professional
. bodies/institutions/societies and:
(iv)  Patents regisiered in own name or adm,\ ed for the l
orgamzation
(vi Any research/innovative measure involving ofticial
recognition :
{(vi)  Any other information '
(Note: Enclose a separate sheet, if the space is insufficient) |




s

17. Please state whetha You oare \:,\5’}\‘]\5; [0l \{g witation

(IS T(",}}r‘\},\.:\;urpaiun-Rc—cn:p!oj\'mwzi Basis. |
- #(Ofticers under Central/State Govermments are only chigible for ;
‘A “andhdates \.'2" non-Gavernment Organisations are |
eligible only ic_‘n’ Short Term (‘L‘}“‘I';zi‘i}
(The opiion of "STC/ *, ‘Re- "pr\’(n.n”_ aC are |
allable only if the vacancy ular  specially  mentioned |
E 1 137 it AP Ca L] 5% & Y RS . | L33 |
recruitment by “STC or or “Re-emplovinent™), |

13. \\ ﬂl‘."li.’ b: ](‘ 1¢S 10 S( ST '

g T T, oty | (NES SR I L Ty T et fope oAy s et S o e sy o o fy3 et JOAp e
have carefully gone through the vacancy circularadvertisement and [ am well dware

that the iﬂlk\rmmm* i\m"niﬁhca‘e m the Curriculum Vitae duly supported by the documents in

I Essentis :i ()m rcation/Waork i‘f\;pci'ik.mc submitted by me will also be assessed by

the S¢ iuiw 1 Committee at the time of selection for the post. The information/details provided
by me are correct a ul true to the best of mv knowledge and no material fact having a bearing
on my sclection has been suppressed/withheld.

(Signature of the candidate)

Address;

Date:

Contact No/Mb. No

Certification by the Employer/Cadre C ontrolling Authority

The wmiormation/details provided in the zwhv;\fc application by the applicant are true and
| 3 i

correet as per the facts available on records. He'she possesses educational qualifications and
experience mentioned in the vacancy ¢ u.:':'n‘. If scleeted, he/she will be relieved
unmediately.

Also certified that:

MY
13

There is no vigilance or disciplinary case pending/contemplated  against Shri/Smt.

iy His/ Her integrity is certified.

o

i) Ais/ Her CR Dogsier in original is enclosed photocopies of the ACRs for the last 5 vears
duly attested by an officer of the rank of Under Scer ctary of the Govt. of India or above are
enclosed.

1v) No major/minor penalty has been im;
major/minor penalties imposed on him/her during the last 10 };cz s 1s eaclosed. (as the case may

b

Countersigned

osed on himvher during the last 10 vears Or A hist of

(Employer/Cadre Controlling Authority with
Seal)




