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A.35020/04 /2016-ISTM
g @R /Government of India
wfearea wfereo qen weRa wRam/ Institute of Secretariat Training & Management
Fifgw ug wimarm fawm / Department of Personnel & Training
FeEtTR see, woqofao (g 9, INU(OId) Campus,
sers wew =, 78 fTee-110067, Olof Palme Marg, New Delhi-110067
Telephone No. 26102597; Fax No. 26104183

Datec},?] December, 2016
o
To 3

(i) The Secretary of all Ministries/ Departments 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 faculty post of Deputy Director (Management Services) and
one post of Assistant Director (Office Management) on deputation basis in the
Institute of Secretariat Training & Management, New Delhi

Madam/Sir,

I am directed to say that the Institute of Secretariat Training and Management (ISTM), New
Delhi proposes to fill up the following faculty posts on deputation basis from amongst suitable and
eligible officers working under Central Government/ State Government etc..

1. Deputy Director (Management Services -0l

2. Assistant Director (Office Management) - 01

The officers selected shall be entitled to *Training Allowance’ on their basic pay drawn at such
rate as may be determined by the Government of India from time to time. [At present training allowance
is 15%]. The eligibility conditions, qualifications and experience required for the post and other details
are given in Annexure-1(A) and 1(B).

2 [t 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 (Training), Training
Division, Department of Personnel & Training, Block-1V, 4" Floor, JNU(OId) Campus, New
Delhi-110067 within a period of 60 days from the date of publication of this advertisement in the
Employment News/ Rozgar Samachar.

3. Applications of only such officers/candidates will be considered as are routed through proper
channel and are accompanied with (i) Bio-data (in quadruplicate) in the Proforma as given in
Annexure-2 (ii) Photocopies of ACRs/ APARs for the last five years duly attested by an officer not
below the rank of Under Secretary (iii) Vigilance clearance as given in Annexure-3 (iv) Statement
giving details of major or minor penalties imposed on the officer, if any, during the last ten years as
given in Annexure-4 and (v) Integrity Certificate as given in Annexure- 5 and (vi) Cadre Clearance.

4, Applications received after the closing date or without prescribed documents or otherwise
found incomplete or not in the prescribed Proforma are liable to be rejected. Officers in case of selection
for the post will not be allowed to withdraw their candidature subsequently.
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5. Before forwarding the applications, Competent Authority must certify that information
furnished by the applicants are 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 appointment, the officer concerned will be relieved of her/his duties.

6. This may please be given wide circulation in the various units of your organization.
( 5 ; _ Yours faithfully,
Encl!: Annexure 1 to 5° : '
‘ (R. Gayathri)
Deputy Director (Admn)

Tel: 26102597

Copy to:

1. Shri O.P. Chawla, Under Secretary (Training), Training Division, DoPT, Block-1V, 4™ Floor

(Room No. 403), JNU(OLD) Campus, New Delhi-110067
2. NIC, DoPT with request to upload the circular in DoPT’s website.
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10.

11.

Name of Post

Number of posts

Date from which vacant
Classification

Pay Band

_ Grade Pasr

“ Training Ailowance

Period of deputation

Duties -and responsibilities of

the pest- '

Pay & Allowances

Qualifications, Experiences and

Eligibility required for the post

Annexure-1 (A}

Deputy Director (Management Services)
01 (One) B
10.11.2016

General Central Service Group ‘A’ Gazetted, Non-Ministerial
Pay Level — 11 (Pre Revised PB-3: Rs.15600-39100/-)

Rs.6600/- (Pre — Revised)

At such rate on basic pay as determined by Government of India
from time to time [At present training allowance is 15%]).

Permd of deputation including period of deputation in another ex-
cadre pmt held - xmmedtatel) precedmg this appointment in the
same or some other organlzatton or department of the Central
Government shall ordinarily not to exceed four years.

(i) To schedule, organize and direct training programmes for
supervisory and operating level officers of the Central /State

Governments, Autonomous Bodies ete.;

(ii) to produce’ training materials, case studies; practical

experiences, etc. to deliver lectures or take classes in the various
courses conducted in the ISTM from time to time ; and

(iii) to assist the Director of the Institute in administrative ard
training matters

A deputationist shall be entitled to his/her basic pay in Pay Level

_ 11 (pay in the Pay Band in the parent cadre plus Grade Pay (Pre

revised) drawn in his/ her parent cadre/organization and training
allowance as may be determined by the Government of India from
time to time . (At present training allowance is 15% of Basic Pay on
pre revised basic pay)

Deputation:  Officers under Central Government ~or State
Government and teaching or research faculty from recognized
universities of India— ‘

(2)(i) holding analogouc r nsts ona regular basns tn the parent cadre

or dep"nment or

" (ii) with five years servicein the grade rendered aft - appointmc. £

thereto on regular basis in posts in the Pay Level 10 (Pre-revised

pay band-3 Rs. 1560¢ -39100 plus grade pay of Rs. 5400) or

~ equivalent in the parent cadre or Department; or
- (iii) w1th six years semce in the gTade rendered after appointment

.there 0 on regular basis in Tevel 8 { pre revised- pay band 2,

Rs 9300- 34 800 plus. grade pay of Rs.4800) or equivalent in the
parent cadre or Department, and

(b) possessing the following educational qualifications and
experience:-

Essential:
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12.

Age

(1) Bachelor’s Degree trom a recognised University; and

(i) Five years’ experience including one year’s teaching
cxperience  of  techniques and methods in the area of
management services in Administrative Training Institutc or

Central Training Institute or university or college.

Desirable:
(i) Master's Degree from a recognized University.
(ii) Should ‘have successfully completed the advanced

Management Service Course from Government

recognized Institute. -

For Armed Forces Personnel:- Deputation/ Re-employment

Armed Forces Personnel in -the rank of Major or equivalent in

Indian Army, Indian Navy or Indian Ajr Force in the level 11 in the

pay matrix (pre revised pay band -3, Rs,15600-39100 plus grade

. payof Rs 6600), who aredueto retire or to bctransferredto reserve
within a penod of one year and have thc quahﬁcatlons and

' cxpenence prcscr:bed for deputatlomst shall also be considered. If

selected, such officers will be given deputation terms up to the date
on which they are due for release from the Armed Forces; thereafter
they may be continued on re-employment terms. In case such
eligible officers have retired or have been transferred to reserve
before the actual selection to the post is made their appointment will
be on re-employment basis (Re-employment upto the age of

superannuation with reference to civil posts)]

(Period of deputation including period of depuration in another ex-
cadre post held immediately preceding this appointment in the same
or some other organistion or department of the Central Government
shall ordinarily not to exceed four years. The maximum age limit
for appointment by deputation shall not be exceedmg fifty six years

as on the closing date of recexpt of applications.)

Note:- For the purpose of appointment on deputation basis, the

. service rendered dn a regular basis by an officer prior to 1* January,

2006 or the date from which the revised pay structure based on the

¢t Central Pay Commission recommendations has bcen extended,

‘shall be deemed to be service rendered in the correspondmg grade

pay or pay scale extended based on. recommendanons of the

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 thls beneﬁt will extend only for the post for

which that grade pay or pay scale is ‘the normal replacement grade

without any upgradation.

Not exceeding 56 years as on closing date of receipt of applications.

dek ke kRkkk
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1. Name of Post

.8 Number of posts

3. ! Date from which vacant

4. Classification

5.+  PayBand

6.  GradePay

7/ Training Allowance .

8. Period of deputation

9. Duties and 'responsibilities of

- the post,

10.  Pay & Allowances

11.  Qualifications, Experiences and

Eligibility required for the post

Annexure-1 (B)

Assistant Director (Office Management)

01 (One)

29.09.2016

General Central Service, Group ‘B’ Gazetted, Non-Ministerial
Pay Level -8 (Pre Revised PB-2: Rs.9300-34,800/-)

Rs.4800/- (Pre — Revised)

. . At such rate on basic pay as determined by Government of India

from time to time [At present training allowance is 15%).

Three (3) years. Period of deputation including period of deputation

'1%1 another ex-cadre post held immediately preceding this

appointment in the same or some’ other organization / department
of the Central Government shall ordinarily not to exceed three

years.

(i) To schedule, organize and direct training programmes for
supervisory and operating - level officers of the Central /State

Governments, Autonomous Bodies etc.;

(i) to produce training* materials, cdse studies, practical
experiences, etc. to deliver lectures or take classes in the various

courses conducted in the ISTM from time to time ; and

(iif) to assist the Director of the Institute in administrative and

training matters

A deputationist shall be enmled to his/her basic pay in Pay Level 8
(pay in the Pay Band 'n thc parent cadre plus Grade Pay (Pre
reviscd) drawn in his/ ner parent cadre/organization and training
allowance as mzy be determined by the Governme- of India from

time to time . (At present training z.lowance is 15% of Basic Pay on

pre revised basic pay)

Deputation: Officers under Central Government —

(a)(i) holding analogous posts on regular basis in the parent cadre

or department; or

(ii) with two years’ service in the grade rendered after appointment

thereto on regular basis in posts in the Pay Level 7 (Pre-revised
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Age

pay band-2 Rs. 9300-34800 plus grade pay of Rs. 4600) or

equivalent in the parent'ca'dre or Department; and

(b) possessing the following educational quéliﬁcations and

experience:-
Essential:

(i) Bachelor’s Degree from a recognised University;

- (ii) Three years’ experience in the arca of Secretariat

Procedures,  practices. ‘and - precedents,’ Establishment,

administrative and financial rules and regulations.

Desirable:
(1 Master's Degree from a recognized University.
(ii) Experience in Teaching or organizing training
programmes.

(Period of deputation including period of depuration in another ex-
cadre post held immediately preceding this appointment in the same
or some othef organistion / department of the Central Government
shall ordinarily not to exceed three years. The maximum age limit
for appointment by deputation shall not be exceeding fifty six years

as on the closing date of receipt of applications.)

Note:- For. thc purpose of appomtment on deputatlon basis, the

" .service rendcred ona regular basis by an officer prior to 1* January,

2006 or the date from which the revised pay structure based on the
6" Central Pay Commission recommendations has been extended,
shall be deemed to be service rendered in the corresponding grade
pay or pay scale extended based on the recommendations of the

Commission except where there has been merger of more than one

. pre- revmed scale of pay. into one grade with a common grade pay

or pay sca}e, and where this benefit will- extend only for the post(s)

' for which- that grade pay or pay v.cale is the normal replacement

grade without any u” sradation.
Not exceeding 56 years as on closing date of receipt of applications.

dede dek dede e ke fok
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ANNEXURE-2

APPLICATION FOR THE POST OF

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

5. Date of Birth (in Christian era)

& Date of retirement under Central Government Rules
4. Educational Qualifications
5. Whether educational and other qualifications required for the

posts are satisfied. (if any qualification has been treated as
equivalent to those prescribed in the rules, state the authority

for the same)

Qualifications/ Experience | Qualifications/ Experience possessed by the Officer
Regquired |

Essential 1

Desirable

“*%.  Please state clearly whether in the light of entrie$
made by you above, you meet the requirements of the
post.

7 Details of empioyment, in chronological order (enclose a separate sheét, duly authenticated by
your signature, if the space below is insufficient) '

OFFICE/ POST HELD AND | FROM | TO PAY IN THE WHETHER | NATURE
INSTITUTE/ SERVICE/CADRE PAY BAND AND | HELD ON OF
ORGANISATION, | TO WHICH IT | CLASSIFICATION REGULAR/ | DUTIES
' | BELONGS ' OF POST . AD HOC
BASIS

T

(i),  regular/on temporary basis

8. . Nature of Present employment, i.e.

() = ad-hoc basis

(iify  Payinthe Pay Band
(iv)  Grade Pay drawn
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9. |In case the present employment is held on
deputation/contract basis, please state:

(a) The date of initial appointment

(b) Period of appointment on deputation/contract

(¢) Name of the parent office/organisation to
which you belong

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

(a) Central Government

(b) State Government

(¢) Autonomous Organisation

(d) Government Undertaking
() Universities

11. l‘ Are you in Revised Pay Structure? If yes, give the date
- | from which the revision took place and also indicate the
pre-revised scale. '

12. | Total emoluiments per month now drawn

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

[ 14. | Whether belonging to SC/ST '

15. | Remarks

Signature of the candidate

Date Address .. oosvesssiissesanis

It is certified that infonnatio;a furnished by the applicz{nt is verified with his /her service record and
found correct. ' '

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

Signéture of the Competent Authority

o
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ANNEXURE-3

VIGILANCE CLEARANCE CERTIFICATE

Chrtified that no Vigilance case or disciplinary proceedings or criminal proceedings is either
ending or contemplated against Dr/SHE/SMEMS..covieiivicncrssiseresesinssssssassssissassssssssssssesssisass who has

pplied for the post of in the Institute of Secretariat Training &

Management on deputation basis.

(Authorised signatory)
Name & office Seal:
Date:

ANNEXURE-4

NO PENALTY CERTIFICATE

Certified that no minor/ major penalty has been imposed during the last ten years on

Dr/Shri/SMUMS  weevevusvanmannesses P e LCIN X “applied  for-+ the - post  of
__.in the Instltute of Secretanat Trammg & Management on deputation
basis. .

(Authorised signatory)
. Name & office Seal:

Date:
ANNEXURE-S

INTEGRITY CERTIFICATE

After scrutinizing Annual Conﬁdent1a1 Report of Dr/ Shri/ SMt/ MS oovciimnmmsnsisnnniues seusisissasess who
has applied for the post of " in the Institute of Secretariat Training &

Management,‘Ne\;J Delhi on deputation basis, it is certified that his/ her integrity is beyond doubt.

[To be signed by an officer of the rank of Deputy Secretary or above]
Name & Office Seal
Date



