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F.No. 3502 1/8/2020-GWE '

Government of India/iBharat Sarkar i 3‘-1. ':]""'"i H :

Ministry of water Resources, River & Develop et - .

and Ganga Rejuvenation L gftETA m_'T: 3
EG“E EEEIIDHII { —— T LT L

' Room Mo 6224 i
Shram shakti Bhawan
Rafi Marg, New Delhr-1

ﬁ”“ Sub: Filling up the 01{one) post of Director {(Administration) in Level-13 of
Pay Matrix in the Central Ground Water Board under the Ministry of Jal
Shakti, Department of Water Resources, River Development & Ganga

5 Rejuvenation. Draft Advertisement - regarding.

2
1 The undersigned is direcled to sav that it is proposed to fill up ene post
| of  Director (Administration) in Level-13  of Fay  Matrix by
deputation/absorplionire-employment of év-sarvicemean basis in the  Central
¢ Ground Water Board, a subordinate office of the Minisiry of Jal Shakh,
J Department of Watea: Resources, RD & GR -

Officers under the Cantral Government or State Gowernments or Unian
terntories/Officers of All India Services and organized Group 'A' Services of the
Central Government:

{aili) holding analogous posts on regular basis in the parent cadre or
department; or

Uiy with five years regular service in the post in level-12 (Rs 7EB00-209200)
in pay malrix in the parent cadre or department, and

(B} having twelve years experience in establishment persannel managemeant,
administration and accounts matters and having a thorough knowledge of
D?’ ’H Government rules and procedures.

[Period of deputation (including short-term cantract) in another ex-cadre pos|
held immediately preceding this appointment in the same or some othar

\g}{w organization or department of the Central Government shall ordinarily not
/-"_ exceed five years. The maximum age-limit for appointment by deputation
*'%;" 3 (inciuding ehart-term contract) shall be ot exceeding kv 5% years as on the

ciosing dale for receipt of application]

M &mmaﬂmmpmmmmmsﬂm nel) :

Armed Forces personnel of the rank of Colonal or equivalent who are dus to

(/ retire, or are to be transferred to reserve within & penod of one year and having
! ]F }k'! the experience prescribed above shall alss be considered, If selected, such
J persons would be given deputation terms upto the date on which they are due
for release from the Armed Forces and thereafier ihey may be continued an re-

s

Seniices-|ll Branch
Dlary Nn:ﬂjy_f
Data 3/ ];ﬂ.j'r
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employment basis. In cases such eligible officers have retired before the actusl
selection to the post is made, their appointment will be on re-employment
basis.

. The pay of the officer selected for the above post shall be regulated in
lerms of the provisions contained in the GOl DOPT OM. No. 2/28/51-Estt.
{Pay.l) dated 05.01.1954, as amended from time to time.

A, Duties and Responsibiliies for the post as follows -

1.} This is the senior most position in the Administrative discipline of
the Board. The Director (Admn.) is overall incharge of the
administraiive matters of the Board. He is responsible for
managemant and monitoring of the administrative matters. He acts
as an advisor to the Chairman/HOD for the maters concerning to
administration of the Board,

i.) The Director (Admn.) is requrad {0 exercise all sords of
Supervision relating to administrative matiers of the Board

i} He will function as Head of Office for the CHO Office, Faridabad
and will be controlling officer for all purposes in respect of the staff
and officers except these who are self controliing officers, posted st
Faridabad.

n.) Being Head of Office, he will be responsible for arranging
payments to the staff posted at CHQ/Party payments and far the
financial irregularities committed in the CHO. He will also be
responsible for prompt settlement of Parasiobjections raised by
statutery avdil and intemnal audit conceming to CHQ.

v.) He will also function as the vigilance officer of the Beard. and will
be responsible for proper monitoning of the vigilance cases. He will
act as a Liaison officer between the Ministry and the Board for the
vigilance cases pertaining to Group-'A" Dfficers

vi.} Being a Vigilance Officer, he will be respensible for submission
of the periodical refums/repens! other information, to the Ministry.

vii.) He will be the appointing authority as also the Disciplinary
autharity far Group—'C' ministerial sta® azs aisc for the Asstt
Director{OL).

viiL) He is required to look sfter establishmentbiouse kesping/
general administration of the CHO s also of the Board

;) He will be responsible for proper planning and placement of the
staff for better achievement of the Baard

x.) He will be responsible to command and take work from the
ministerial staffiofficers of the CHO. Fardabad

xi.) He will also be responsible to assist the supremacy of the Board
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for smoath functioning of the organization

i) He will be responsible for inifialing such proposais and
convening the DPCs, as are necessary for filling up of vacant posts
in the Board.

xiii.) He will be responsible for quick disposal of court cases, VIP
references, UPSC/Ministry's references/ Parliament Questions.

xiv.) He will ensure submission of varicus periodical returns/reports
relating to administrative matters to the Miristry stc,

xv.) He is required to arrange and hold the quarterly meetings of the
office council and circulate minutes of the meeting

®i) He is also required to prepare materzls for the meetings
concerning to administration and also attend them

xvii.) He is required fo keep a close Liaisan with the D 5. iG\W) and
other officers of the Ministry regarding adminisirative matters.

xiil,) He is required to render guidance to the administrative staff
posted in the CHO as also to the figld offices.

xiv.) Being a vigilance officer, he will take such preventive
measuras as are necessaryltheft of Govt matensls etc. He will
exercise surprise checks in this regarding 1o the cases of
embezzlement and misappropnation of Govt. Money

¥x.) He will function as the Chairman/Mamber of DPCs in the cases
where RRs so provide,

xxi.) Any other work assigned by the Chairman/™ 0.0

4, Applications (in duplicate) in the prescribed proforma through proper
channel may reach the Under Secretary (GWE), Ministry of Water Resources.
RD & GR, Room No. 622A, Shram Shakti Bhawan. Rafi Marg, New Delhi-110
001 within 60 days of the date of publicatien,  The fellowing
documentsicertificale(s) from the sponsoring authonty must accompany the
applications:-

i, Certificate that the particulars given by the applcant are correct:
il. No vigilance! dizciplinary ease either pending/contemplated  against  the

applicant;

ii. In case of selection, officers will be releved for laking up his new
assignment;

v. Atlested copy of up-to-date CR dossier of Re epplicant for the preceding
o years,

v. Integrity certificate in the prescribed proforma; and
vi. No penalty statement during the last 10 years

5. It is requested that eligible officers who are willing and can be spared in
the event of their selaction may be sent along with their Bio-Data (in duplicate)
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duly signed by them in the attached proforma and with attested copy of their up-
to-date — Confidential Reports for the precading five years, Integrity Certificate in
the prescribed proforma, Vigilance Clearance and No Penalty Statement during
the last 10 years, so as to reach the ‘Deputy Secretary (GW Estt.}, Ministry of
Water Resources, RD & GR, Room No, 422, Shram Shakti Bhawan, Rafi
Marg, New Deihi 110 001" within two months from the dals of publication of this
circular in the Employment News/Rozgar Samachar Weekly. Incomplete
nomination{s) and those received after the stipulated date or not received in the
prascribed proforma will not be entertained

S 'H.in:ﬂ .

Cigaas Tl
[T -'li' :51"':| {

{S. K Kataria)
Under Secretary to the Govt. of India
Tel : 23766907
Te,
] All Ministries/Departmenis of the Government of India.
i) Secretanes|Services), All state Govertiments.
i}  Chairman, Central Water Commission, New Delhi
iv] Heads of all Organisations under the Ministry of VWater Resources.
vi  Chairman, Central Ground Vwater Board | NH-iv, Fandabad.
vi) Al Wing Heads, Ministry Jai Shakti, DoWR, RD & GR
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Annexure -l.
BIO-DATA / CURRICULUM VITAE PROFORMA

. IName and Address (In block]
etters)

2, ‘Datu 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
qualifications required for the

post are satisfied. (If an
ualification has been treated

as equivalent o th
ne prescribed in the rules,

state the authority for the same)

Qualifications | Experience raquiradll;&ualiﬁcatlnns | Experience
as mentioned in the advertisemen ossessed by the officer

| vacancy circular

Essential Essential

A} Qualification A) Qualification

B) Experience B) Experience




Desirable Desirable

A) Qualification A) Qualification

B) Experience B) Experience

2.1

Mote: 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 issued
of advertisement in the Employment News.

9.2

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! :
he light of entries made by you

above, you

meet the requisite

Essential  Qualifications and
ork experience of the post.

6.1

Mote- Borrowing Depariments are to provide their specific comments [
views confirming the relevant essential qualification / work experlence
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 sheetl

duly authenticated by your signature, if the space below is insufficient.

Office fPosts From |[To ‘Pay band andNature of Duties(in
Institution F’naid on rade pay | paydetail)highlighting
regular scale of the postexperience reguired

basis held on regulanfor the post applied




basis ih'.:r

“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 From to
and grade
pay drawn  under
ACP / MACP
scheme

8. |Nature of present employment i.e Ad

hoc or temporary or Quasi-
Permanent or
Fermanent

ra. In case the present amplnymaﬂ
s held on deputation / contra
basis, please state-

)The Date ofB) Period ofC) Name of thelD) Name of the post and|
initial ppointment resent office [pay of the pos




[ contract hich
applicant
belongs

thejcity in
organisation

appointment |on deputationjorganization , to held in substantive capa

the parent

Mote- In case of the officers already
on deputation, the applications o

such officers should be forwarded by
he present cadre | department along
ith cadre clearance, vigilance

clearance and integrity certificate.

ote- 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 cadr

organization but still maintaining a
liem im his parent cadre /[
organization.

10.

If any post held on deputation in th
past by the applicant, date of raturj
me the last deputation and other
details

11.

Additional details about prmmnt[
mployment:
Please state whether working under

(indicate the name of your employer
against the relevant column)-

1) Central Government

2) State Government

3) Autonomous organization




4) Government undertaking
3) University
6) Other

12.

{F}aasa mention whether you ar
working in the same department and
are in a feeder grade or feeder t
feeder grade.

13.

Are you in revised scale of pay? |
s , give the date from which th
revision took place and also indicat

e pre-revised scale.

Total emoluments per month now drawn

Pay in Pay Band |Grade pay

Total Emoluments

13.

In case the applicant belongs to an organization which is not following

the Central Government Pay Scales, the latest salary slip issued by the

Organization showing the following details may be enclosed.

Basic pay with scaleDearness Pay

of pay and rate ofinterim Relief

increment Other Allowan
te. (With break-up
details)

otal Emoluments

_ |

Additional information, if any, that
elevant to the post you applied for
in support of your suitability for the
post.

(This among other things may
[provide information with regard to

( i) Additional

Academic qualifications [ 1i) Professi




onal training and (iii) Work
experience over and above
prescribed in the wvacancy circular/
Advertisement)

(Mote- Enclose a separate sheet,
if the space is insufficient.)

B [The Candidates are requested to

e

16. |Achievements:

indicate information with regard to -

i. Research publications and
reports and special projects.

i,  Award / Scholarship / Officlal
Appreciation.

. Affiliation with prufassiﬁnal
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

hNote: Enclose a separate sheet, if the|
space is insufficient).

17. |Please state whether you ar
pplying for deputation (ISTC)
bsorption f re-employmen
asis. (Officers under Central / Stat

Governments are only eligible fo




"Absorption”. Candidates of non-
governmental organizations are;
eligible for short-term contracts.

|# (The option of STC / Absorption /
re-employment are available only if

he wvacancy circular specifically

mentions recruitment by STC /|

absorption / re-employment)
18. |Whether belonging to SC [ ST

| have carefully gone through the vacancy circular / advertisement and | am
well aware that the Iinformation furnished in the Curriculum Vitae duly
supported by the documents in respect of Essential QualificationfWork
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
material fact having a bearing on my selection has been suppressed /
withheld.

Datg--—mm—mmmeeae - (Signature of the Candidate)
Address
Certification by the employer / cadre controlling authority

The information / details provided in the above application are true as per the
facts available on records. He/She possesses educational qualifications and

experience mentioned in the advt. If selected, Hefshe will be relieved
immediately.

2. Also cerified that-



I} There is no vigilance or disciplinary case pending / contemplated
against Shri / Smit.
i} His/Her integrity is certified.

i) His / her CR dossier in original is enclosed ! photocopies of the
ACRs for the lasl five years duly attested by an officer of rank of the
Under Secretary to the Government of India or above enclosed.

Iv) Mo major/minor penalty has been imposed on him/her during the last
10 years or A list of major / minor penalties imposed on himither during
the last 10 years is enclosed{as the case may be)

Countersigned

(Employer / Cadre controlling authority with Seal)
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