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sl

To

(i} The Secretary of all Ministries! Depariments of Government of India
{As per standard list) - _ ;

(i)  The Chief Secretaries all State Government ' :

(i)  Recognised Universities of India

Subject-  Filling up of the one facylty-post of Deputy Director (Munagemant Services) and
. one post of Assistant Director (Office Management) on deputation haals In the
Institute of Secretariat Training & Management, New Delhl

Madam/Skr,. . .

1 amy directed to spy that the Institute of Secretariat Trainlng and Management (ISTM), Naw
Delhi proposes to fill up the following faculty posts on deputation basls from amongst suitable and
eligible officers working under Central Government/ State Government ete.: '

1. Deputy Director (Management Services 01

2. Assistant Director {Office Management) - 0

The officers selected shall be entitled to “Training Allowance’ on their baslc pay drawn at such
rate as may be determined by the Government of india fram time o time. [At present teaining allowancs
is 1394]. The eligibility cdnditions, qualifications and experience required for the poat and other detlls
are given in Anpexyre-1(AY and (1), :

2 It is requested that applications (in quadruplicate) of suitable and eligible officers and who can
. be spared immediately in the event of selection may be sent to Under Secretary (Tralning), Tralning
Division, Department of Personnel & Training, Block-1V, 4™ Floor, JNU(OId) Campus, New
Delhi-1 10067 within a period of 60 days from the date of publication of this advertisement in the
Employment News/ Rozgar Samachar. -

i Applications of only such officers/candidates will be considered as are routed through proper
channe! and sre.accompanied with (i} Bio-data (in quadruplicatz) in the Proforma s given in
Annexare-2 (i) fes gf ACRs/ APARS for the last five years duly attested by an officer not
below the rank of U Secretary (iii} Vigilance clearance a3 glven in Anpexre=3 (Iv) Statement
giving detatls of major.or minor penalties imposed on the officer, if any, during the last ten years as
given in Annexgre-4 and (v} Integrity Certificate as given in Annexure-3 and (vi) Cadre Clearance.

A4, Applications received after the clesing date or ‘without prescribed documents or otherwise
found incomplete or fiot in the prescribed Proforma are liable to be rejected. Officers in case of selection

for the post will not be allawed to withdraw theircandidature subsequently. W 5
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5. Before forwarding the applications, Competent Authorlty most certify that information
furnished by the applicnnts are verlficd with their Service recard and found correct and should
also countersign tire applicatlan with the affice seal. 1t may alsa be confirmied that in the event af
selection for appointment, the officer concerned will be relleved of her/his duties,

6. This may please be given wide circulation in the varlous unlts of your organization,
{ Yours faithfully,
EncE: Annexure 1 0§
\ ) @yd
(R. Gayathri)
3eputy Director (Admn)
Tal: 26102597
Copy to! ' ; : ;

i. Shri O.P. Chawla, Under Secretary (Training), Training Division, DoP'T, Block-[V, 4* Floor
{Room No, 403), JINL(OLD) Campus, New Dethi-110067
2. NIC, DoPT with request 1o upload the circular in DoPT's website,
1
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L Name of Masl ¢ Deputy Dircetor {Manogement Services)

pl MNumber of pasis ¢ 01 {One)
3. Date from which vaennt 1012018 )
q Clasalflzation t Genera] Ceatral Service Graup ‘A’ Gazetied, Mon-Ministeral
: | Pay Bund : Pay Level — L1 {I're levised PH-3: Ra 1 5600-13100/)
]
6. Grade Pay : Rs.85600/- (Pre — [ley]sed)
7. “Treining Allowance t At such rate on boxie pay on determined by Government of India
o from time to time | At present (raining allownnee ix 158).
8. Peritwd of deputation . -+ Period of deputation ingluding petbod af deputation in rrother ex-

cadre post held immedistely preceding this appoiniment In the
same or some other organizallon nlr department ol the Central
Government shall ordinatlly nat ta anceed four yenrs.

{i) Ta schedule, organize ond direou training programmes for

9. Dutles and responsibilities of
the pogt * supervisory and operating level ofMoers of the Central /Siate
; Governments, Autonomous Bodies o}
_ . (i) w produce tralning matwlats, osse studles, preciionl
' experiences, ¢1e. to dellver Inotures ar teke olussem In the virkun
courses conducted n The 19T from time 1o Iime | shd
{iil} 10 assizt the irecior of the Inathuw in dminiaizstive and

s
L]

. " training motiers ;

I0.  Pay & Allowences A deputatinnist shall be entithed 1o hivher buaia pay in Pay Level

| . 11 (pay in the Puy Tand | the pacont padre plun Omde Pay (Pre
revised) deown in hin' her parehl sadre/organiamtion and training
allowance nx may be delerrind by the Covernment of [ndln from
time ta time . (A rrasbnl tralning Sliowanos (s (9% of Batic Pay on
pre revised hpale pay)

17, Qualificatlons, Experlences and Deputatlan:  Offosr under  Cenirsl Covernment  or Stale
Eligibility required for the post Gavernmaent  aml ieaching or rossarch faculty from recognlzed
) . universities of [ndip . '

: - (&K} horldmg analngous tasis an § regulee basls (1 the parent cadre
" by depanment; or R
: mow Eii}wll.h five yeora' agrvicg in the grede rondered sfler appointment
thereto un raguiar bmsl [ ponts In the Pay Level 10 (Pre-revised
pey band.d Ns | M600-0% IUD plus grade pl.lj' of Ra 5400) or
. equivalent [a ibe parenl oadre or Deparimient; or
(i) with =i venrs serviee |n the grade rendered nRer appointment
there 10 un regular sy n level A { pre revised- pay band 2,
Rs.9300-34 800 plun yrade pay of T, 4800) or equivalent in Lhe
parent cadre vr Depariment; ond
(b)Y possessing the following educelional qualifications and
" experience.-

Essentinl:
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i2,

Ape

{1} lsachelor's Lepree Hom s recognised University; and
{ify Five ycars' experence including one year's teaching
experience of  Isthniques and methods in the erea of
management wrvices In Administrative Training Institute or
Centra] Training Inalliule ar university or college,
Destrable: _
(i Master's Degree Tram a fecognizéd University.
(i} Should have successfully compleled the advanced
Management Sl:rvicr; Course  from Government

recognized Institate. -

For Armed Forces Personnel:- Darpulntlnm’ Re-emplnyment
Armed Forces Personnel ln tho rank of Major or equivalent in

[ndian Army, Indinn Navy or Indian Alr Force In the level 11 inthe
pay matrix (pre revised pay huqd -3, Rs,} 560039100 plus grade

'+ pay of Rs.6600), who ire due to retire or to be iransferred to reserve
within a peried af one year and have the quelifications and

experience prescribed for deputationist shull alse be considered. If
selected, such officers will ba glven deputation terms up to the date
on which they are due for release from the Armed Forges; thereafler
they may be continusd on to-¢mployment lerma. In case suth
eligible offlcers hove retired or have been tranlerred o ranerve
before the nciual seleetion 1o the poat is made helr appotnument will
be on re-employment basia (Resemployment upto he age of
superannuation with roference Lo elvl] posta}]

{Period of deputation including perlud of depurttion In atather ox-
cidre post held immediately preceding this nppointment in the same
ot same other orgenistion or depettment of the Central Opvernment
shall ordinnrlly not to exceed four years. The maximum sge limit
for appalntement by deputation shall not be excesding flily alx years
&5 on the closing date of receipt of appllcations.}

Note:- For the purpose of appolsiment on depulation besis, the

. service rendered on & regular basia by.an urt‘ﬁw pror ko 17 January,

3006 ot the date from which the revissd pay structure based on the

&" Central Pay Commisson rumnumndlﬂam haa been exiended,

" “shall be dremed Lo be mju rendarad in the corresponding grade

pay ‘or pey scele extended, based on. recommendations of the
Commission éxeept where (here has been merger of mora than ona
pre-revised scale of pay ino one grade with & commen grade poy

© " or pay scale, and where this benafil witl extend only for the post for

which that grade pay or pay scalé 1s the normal repincement grade
without any upgradation. ;
Mot exceeding 56 yoars as on closing date of receipt of applications.
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10,

1.

Mame of Post .

Number of posts

Date from which vacant °
Classificetion

Fay Band

Grade Pay

Training Allowane= | -

Period of deputation

Dutles and 1r:c3ponslbilitics of
+ the phst

Pay & Allowantes

Qualifications, Experiences and
Eligibility raquired for the post'

Assistant Director {OfTiee Management)
01 {One)

29092016

General Central Service, Croup 'B* Gazetted, Mon-Minigtesal

Pay Level - & {I'rc Revised PB-2: R1.9300-34, 800/}

. Re 480G/ (Pre - Revised)

t - -Atsuch -r'gte_'éln basie pay a3 determined by Government of [ndia

from time to time {At present taining allowance is 15%].

ree{d) years, Period of deputation Including period of deputation

" another ex-cadre post” held immedintely preceding thiy

appicintment in the same or some other organizatlon / depamment
af the Central Government shall ordinarily nol 1o exceed three

years,

{it To schedule, organize and direct Irnining programmes for
supervisory and opernting lovel offloers of the Central /Stale
Governments, Autonomous Bodies el i,

(i) to produce iralning - materini, caso atodiss, practicsl
expericaces, ¢ie. to dellver Ietures or teko olassos In tho various
courses canducied in (he [STM from 1me 1o time : and

(iif) to maslot tha Director of the Insdiule In sdmlnlytrallve wnd

training meiters

A deputationist shall be eatitled 10 hlaher baalc pay in Pay Leve! 8
{pay in the Pay Band in the parent ¢adre plus Grade Pay (Pre
revised) drawn in bis/ ber parnt cadre/organizetion end tralning
allowance as may be determined by the Government of indin from

. Hme to time . {Af present training allowanoe is 13% of Basic Pay on
pre revised basic pay) .

Deputatiosn: Offeers under Contral Qovernmaent -

{a)1) helding wnelogous posts &n reguier baslp In the perent cages

or'dcpartmcnt; or

|
{ii)'with two years' service in the grade rendered after sppointment

thereto on  reguler basis in posts.in the Pay Level 7 (Pra-revised
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12.

Age

pay band-7 Rs, D300-34300 plus grade pay of Rs. 4600 o

equivalent in the pmnt'c_n'm or Dcpmépt; and

{b) possessing the fol]oﬁﬁng educetional quéliﬁc.atiun: and

experience:-

Esseatial:

{i} Bachelor's Depree from g recaznised University;

(i) Three years' cxperience in the srea of Secretaria
Procedures,  praclices and  precedents, Establishement,

udmin{str:r:ivg and fInnncial ruicd and regulations,
Dresirable:

43 Master's Degree from a recognized UnEversity,

(i Experience In  Tesching or Ofganizing  treining

programmes.

¢ c(Perdod of déﬁu:auun .includjng periad of depuration in ancther ex-

cadre post held immedialely preceding this appointment in the same
Gr some other erpanistion / department of the Central Government
shall ardinarily not o exceed three yours. The muximum e limlt
for appointment by deputetlon shall not be exceeding Nty six years

* a5 on the closing dute of receipt of appllestions. )

Noté:- For the purpose of lppninthml on duputlllnn banin, the

" servies tendered on o regulsr buls by an officer prior 10 1* Jaruary,

2006 or the date from which the revizad pay slruoture based on the
6% Centeal Pay Commlssion recommendations has beon oxtended,
shall be deemed to be service rondered In the carresponding grade
pey of pay scale extended baved on the recommendationa of the
Commisslan excepl where thare has baen mergar af mare than one
pre-revised szale of pay Into one gmda with & commen grida pay
ar pay scale, and where thls benefit will exterd only for the postis)
for which that grade pay or pay scale is the normal refiacement

grade without eny upgradation.
Not exceeding 56 years as on closing dale of recalpt of agplications.
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APPLICATION FOR THE PQST OF

BIO-DATA PROFORMA
Name and address (in BLOCK LETTERS),
Telephone No.

2 Date of Birth (In Christian era)

3. Date of retirement under Central Government Rules
4, Educational Qualifications
Whether educational and other qualifications raquired for the
- posts are setisfied. {if any gualificition has been treated as' . A
equivalent to those rmsmbcd in the rules, state the authority

for the same)

Qualifications/ Experience Qualiltcations Experience poasesaed by the Cillcor
Reguleed
Easential

Dexirabla

6. Please state clearly whether in the light of entries
made by you above, you meet the requirements of the

post.

7. Detalls of ernpinymunt, in chronological order (enclose a scparate shoet, duly authentiosted by
yuur,sl;nnu;rc. if the space below is insuiTicient)

OFFICE/ POST HELD AND | FROM | TC [PAYINTHE . | WHETUER | NATURE
INSTITUTE/ SERVICE/CADRE PAY BAND AND 'HELDON | OF
ORGANISATION | TO WHICHIT - CLASSIFICATION | REGULAR/ | DUTIRS
, | BELONGS OF POST AD HOC

: BASTS

8. - Nature of Present employment, i.e.
. (i) dd-hoc basis’ ;
(i)  rogularfon témpotiry basis
(i)  Payin the Pay Band
(v)  Grade Pay drawn
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9. |In casc #he present empioyment 8 held  on
deputation/contract basis, please state:

(a) The date of initial appointment

(b) Petiod of appointment on deputation/contract

{c) WName of the parent office/organisation 1o
which you belang

10, | Additional details sbout present employment. Please
state whether working under.

{a} Central Government

{(b) State Government

{c) Avtonomots Organisation

fd) Government Undertaking
 {&) Universities

11, ._ Atc you in Revised Pay Structure? 1f yes, give the date
" | from which the revision taok plase and also indicate the
pre-revised scale.

12, | Total emoluments per month tow dravn

13. | Additional information, if any, which you would like to
mention in support of your suitability for the post,
Enclose a separate sheet, il the space is insufficient,

I

14. | Whether belonging te SC/ST

15. | Remarks

Signature of the candldate

DR .eoivveerrnnans oo AQAress .o

It is certified that information furnished by the applicant I veriflod with his er service record and
found correct, ' ' .

Countersigned with office seal by the authorized signaory of the parent office

ﬁipitura of the Competent Authorlty
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EARANC '

Chrtified that no Vigilance casc-or disciplinary proccedings or criminal proceedings is either
pending or contemplated against OISR SMYMS. 1 ocvnv oo seessmsrsoessess e sississsnsnne Bl who has

applied for the post of oy - the Institete of Secretariat Training &
Management on deputation basis.

{Authorised slgnatory)
7T Name & office Seal:
Date:

ANNEXURE-4
NO FENALTY CERTIFICALE
Certifiéd that no minor/ major penalty has been imposed during the jast ten yoars on

DUSHIVSImEMS  cveevvreeee seweneWho hos mpplled  for  the  post  of
in the Institule of Sceretarint Training & Managoment oh deputation

basis.

{Authorised signatory)
Name & offlee Seal:

Date:
ANNEXURE-S

: ’ CER TE

Afier serutinizing Annual Confidentlal Report o Dr/ Shet? ST MS e, e s who
has hpplied for the postiof ‘ ~in the Inatlute of Secretariat Tralning &

Management,’ New Dethi Tn deputation hm:s, :t is certified that his/ hm' Intngrlty is beyond dnuht

[To be s:gned by an officer of the renk of Deputy Secretary ot above]
Name & Cffice Sea!
Date



