
No. M-27011/6/2024-MUC-II 

OFFICE MEMORANDUM 

'A' Wing, Shastri Bhawan, 
New Delhi -110001. 

Dated: 2$ November 2024. 

Subject: - Filling up of the 01 vacant post of Assistant Director (Admn.) Level-10, 
7th CPC, General Central Service, Group A' Gazetted, Ministerial] in CBC 
(erstwhile S&DD) on deputation basis. 

The undersigned is directed to say that this Ministry desires to fill up a post 
of Assistaht Director (Admn.) General Central service, Group A', Gazetted, 
Ministerial in the Pay Matrix Level-10 as per 7th CPC recommendation (Pre-revised 
pay scale of Rs. 700-40-900-EB-40-1100-50-1300} in CBC (erstwhile S&DD), 
subordinate offices under this Ministry on deputation basis, '"The terms and 
conditions for the appointment to the post of Assistant Director (Admn.) are 
mentioned in Annexure I. 

2. The period of deputation will be initially for a period of one year which may 

be extended at the iscretion of the appointing authority. However, the period of 
deputation including period of deputation, in another ex-cadre post held 
immediately preceding this appointment in the same SOme other 

Organisation/Department of the Central Government, shall ordinarily not exceed 
years. The maximum age limit for appointment by deputation is 56 years, as on 
closing date of receipt of applications. The pay of the offcer appointed on 
deputation basis shall be governed in accordance with the provisions contained in 
DoPT's 0.M. No. 6/8/2009-Estt.(Pay-II) dated 17.06.2010 and OM No. 2/11/2017 
Estt. (Pay-II) dated 24.11.2017 and 15.03.2021, as amended from time to tÉme. 

3. All Ministries/Departnents are requested to circulate the vacancy and 
forward the application, complete in all respects, of the officers who fulfill the 
eligibility criteria and can be spared immediately in the event of their selection to 
the úndersigned at Room No. 125, A-Wing, Shastri Bhawan, New Delhi � 110 001 in 
the prescribed proforma as at Annexure-II, in dupBicate along with their up-to-date 
ACRs/APARS for the last 5 years within a peridd of 60 days from the date of 
publication of this advertisement in the Employment News. While forwarding the 
applications, the Departments are requested to verify the entries made by the 
candidates in his/her bio-data, furnish an integrity certificate duly signed by an 
Officer not below the rank of Under Secretary to the Government of India or 
equivalent in addition to vigilance clearance and a certificate to the effect that no 
major/minor penalty was imposed on the officer during the last ten years. Advance 
copy of the application as well as applications which are found incomplete or 
received after the due date of submission and/or which have been forwarded 
without verifying the entries of biodata and up-to-date ACRs/APARs of the last 5 

(Gita Mohan) 
Under Secretary to the Government of India 
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years, vigilance clearance, Integrity Certificate will not be entertained. 
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Copy 
to: 

All 

M
inistries/ 

D
epartm

ents 
of 

G
overnm

ent 
of 

India 

1. 2. All 

th
e 

M
edia 

H
eads 

of th
e 

M
inistry 
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ation 

and 
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roadcasting 

with 
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that 
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C
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th
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M
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(G
ita 

M
ohan) :23

3
8

 
6819 

Under 

Secretary 
to 

the 

G
overm

m
ent 

of India 

6. 
G

uard 
file. 



1. Name of Post 

2. Number of Post 

3. Classification 

4. Scale of Pay 

5. Method of Recruítment 

6. Period of Deputation 

7. Eligibility condition 

8. Pay Structure 

9. Job requirement 

-3 

Assistant Director (Admn.) 

One 

General Central Service, Group 'A' Gazetted, 
Ministerial. 

Level -10 as per 7" CPC 

By Transfer on Deputation 

Initially of one year, maximum three years 

Officers under the Central/ State Governments 
(a) (i) Holding, analogous posts on regular basis; or 

Annexure-l 

() With 3 years' regular service in posts in Level-7 in zth 
CPC or equivalent; 
(n) With 5 years' regular service in posts in Level-6 in 7th 
CPC or equivalent; and 

(b) Possessing the educational qualifications and experience 
mentioned below. 

Essential: 
Degree of a recognísed University or equivalent. 
5 years experience of Administration, Accounts 
and Establishment work in a supervisory capacity 
in a government office or a public body or a 
commerçial organisation of repute. 

Desirable: 
i. Knowiedge of government ruBes and regulations. 

Note: The departmental officers in the feeder category who 
are ín the direct line of promotion shall not be eligible for 
consideration for appointment on deputation. 
Similarly, deputationists shall not be eligibBe for 
consideration for appointment by promotion. (Period of 
deputation including period of deputation in another ex 
cadre post held immediately preceding this appointment in 
the same or some other Organisation/Department of the 
Central Government shall ordinarily not exceed 3 years. The 

maximum age imit for appointment by transfer on 
deputation shall be not exceeding 56 years as on the closing 

date of receipt of applications.} 

The pay of officers selected will be regulated in accordance 
with the provisions contained in DoPT's 0.M. No. 6/8/2009 
Estt.(Pay }) dated 17" June, 2010 and OM No. 2/11/2017 
Estt.(Pay l) dated 24" November, 2017 and 15h March, 
2021. 

The administrative Wing is headed by the Deputy Director 
(Admn.) who is assisted by an Assistant Director(Admn.). He 
is responsible to the Deputy Director (Admn.) for 
administrative, establishment and court matter of CBC. 



1.Name and Address 
(in Block Letters) 

2.Date of Birth (in Christian era) 

3.i) Date of entry into service 

ii)Date of retirement under 
Central/State Government Rules 

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

BJO-DATA/ CURRICULUM VITAE PROFORMA 

Essential 

Qualifications/ Experience required 
Jmentioned in the advertisement/ the officer 
vacancy circular 

A)Qualification 
B) Experience 
Desirable 

AJQualification 

-4 

B)Experience 

as Qualifications/experience possessed by 

Essential 

A) Qualification 
8) Experience 
Desirable 
A) Qualification 

|B) Experience 

Annexure-ll 

5.1 Note: This column needs to be amplified to índícate Essential and Desirable 
Qualifications mentioned in the RRs by th¹ Administrative 
Ministry/Department/Office at the time of issue of Circular and issue of 

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

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

Contd...5/ 

Advertisement in the Employment News. 
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7. D
etails 
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below
 

is 
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under 
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personal 
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Pay/ 

Pay 
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(B
asic 
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with 
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Level 
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7 CPC) 
of the 

post 

held 

on 

regular 

basis 
to 

be 

m
entioned. 

D
etails 

of A
CP/M

A
CP 

with 

present 

Basic 

Pay 

with 

Pay 

Level 
as per 

7" 

CPC 

w
here 

such 

To 

From
 

|O
ffice/Instítuti| 

Pay 
, Pay 

Band, 

and 

Grade 

Pay (B
asic 

Pay 

w
ith 

Pay 

Level 
as 
per 

Schem
e 

7tn 

CPC) 

under 

ACP 
/ M

ACP 

on 

8. N
ature 

of present 

em
ploym

ent 

i.e. 

Ad-

hoc 
or T

em
porary 

or Q
uasi-Perm

anent 
or Perm

anent 

the 

deputation/contract 
basis, 
please 

em
ploym

ent 
is held 

case 

present 

on 

state 

in 

d) 

Name 
of the post 

and 

Pay 
of 

substantive 

th
e 

post 

held 
in 

capacity 

organisation 
the 
parent 

c) 

N
am

e 
of th

e parent 
office/ 

organisation 
to w

hich 
th

e 

applicant 
belongs. 

b) 
Period 
of appointm

ent 

on 

a) 

The 

date 

of initial 

appointment 

deputation/contract 

9.1 

Note: 
In 

case 
of O

fficers 

already 

on 

deputation, 

thel 

lapplications 
of such 

officers 

should 
be 

forw
arded 

by 
the 

parent 

cadre/ 

D
epartm

ent 

along 

with 

Cadre 

C
learance, 

Vigilance 

C
learance 

and 

Integríty 

certificate. 

9.2 

N
ote: 

Inform
ation 

under 

Colum
n 

9(c) 
&

 

(d) 

above 

m
ust 

bel given 

in
 

all 

cases 

w
here 

a person 
is holding 
a post 

on ldeputation 

outside 

the 

cadre/ 

organization 

but 

still 

m
aintaining 

la lien 
in his 

parent 

cadre/ 

organisation 

C
ontd..6/ 

(B
asic 

Pay 
with Pay 

Level 
as 

per 7th 
CPC) 

th
e 

post applied 
for 

benefits 

have 

been 

draw
n 

by 

the 

C
andidate, 

may 
be 

indicated 
as 

below
; 

In 

9. 



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) 

a) Central Government 
b) State Government 

c) Autonomous Organization 
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 yes, 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 

-6 

Pay Level as per 7h CPC 

Basic Pay with Scale of Pay Dearness 
and rate of Increment 

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. 

Circular/Advertisement) 

relief/other 
etc., (with break-up details) 

16.A Additional information, if any, relevant 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 (ii) 
professional training and (iii) work experience over and 
above prescribed in the Vacancy 

Total Emoluments 

Pay/Interim Total Emoluments 
Allowances 

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

Contd...7/ 
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16.B
 

A
chievem

ents: 

The 

candidates 

are 

requested 

to
 

indicate 

inform
ation 

w
ith 

regard 
to; reports 

(i) 

Research 

publications 

and (ii)A
w

ards/Scholarships/O
fficial 

and 
special 
projects with 

the 
professional 

A
ppreciation 
(iii) 
A

ffiliation 

bodies/institutions/societies 
and; 

(iV) 

P
atents 

reg
istered

 
in 

ow
n 

nam
e 

or achieved 
for 

th
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organízation 

(v) 

Any 

research/ 

innovative 

m
easurel 

involving 

official 

recognition 

vi) 

any 

other (N
ote: 

Enclose 
a separate 

sheet 
if 

the space 
is 
insufficient) 

deputation 

Please 

state 

w
hether 

you 

are for (STC
)/A

bsorption/R
e-em

ploym
ent 

17. 

non 
C

entral/Statel 

eligible 

for of 

only 
under C

andidates 

G
overnm

ent 

O
rganizations 

are 

eligible 

only 
for 

Short 

T
erm

 

C
ontract) 

applying 

Basis.#(O
fficers 

are 

m
entioned 

# (The 

option 
of STC' 
/ 'A

bsorption'/'R
e 

em
ploym

ent' 

are 

available 

only 
if the 

recruitm
ent 

by 

"STC
" 

or 

"A
bsorption" 

or 

circular 
specially 

"R
e-em

ploym
ent"). 

vacancy 18. 

W
hether 

belongs 
to 

SC/ST 

I have 

carefully 

gone 

through 

th
e 

vacancy 

circular/advertisem
ent 

and 
I am

 

w
ell 

aw
are 

th
at 

the 

inform
ation 

furníshed 
in 

the 

Curriculum
 

V
itae 

duly 

supported 
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ents 

in 

respect 
of 

E
ssential 

Q
ualification/ 

W
ork 

E
xperience 

subm
itted 

by me 

will 

also 

be 

assessed 

by 

th
e 

S
election 

C
om

m
ittee 

at 

the 

tim
e 

of selection 

for 

of my 

know
ledge 

and 

n
o

 

m
aterial 

fact 

having 
a bearing 
on 

my 

selection 

has 

been 

(Signature 
of th

e 

candidate) 

A
ddress D

ate 

Contd..8/ 

inform
ation. 

G
overnm

ents 
"A

bsorption". 

th
e 

post. 

The 

inform
ation/ 

details 

provided 
by 

me 

are 

correct 

and 

true 
to

 

the 

best suppressed/ 

w
ithheld. 
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C
ertification 

by 

the 

Em
ployer/ 

Cadre 

C
ontrolling 

A
uthority 

The 

inform
ation/ 

details 

provided 
in 

the 

above 

application 
by 

th
e 

applicant 

are true 

and 

correct 
as 

per 

th
e 

facts 

available 
on 

records. 

H
e/she 

possesses 

educational 

qualifications 

and 

experience 

m
entioned 

in the 

vaçancy 

C
ircular. 

If 

selected, 

he/she 

will 
be 

relieved 

im
m

ediately. 
A

lso 
certified 
th

at; 

2. 

i) There 
is no 

vigitance 
or 

disciplinary 

case 

pending/ 

contem
plated 

against 

Shri/Sm
t. 

i) 

H
is/ 

Her 

integrity 
is certified. 

iii) 

H
is/ 

Her 
CR 

D
ossier 

in original 
is enclosed/photocopies 
of the 

ACRs 
for 

the 

last 5 years 

duly 

attested 
by 
an 

officer 
of the 

rank 
of U

nder 

Secretary 
of 

the 

Govt. 

of India 
or 

above 

are 

enclosed, 

iv) 
No 

m
ajor/ 

minor 

penalty 

has 

been 

im
posed 

on 

him
/ 

her 

during 

the 

last 
10 years. 

A
 

list 
of m

ajor/ 

m
inor 

penalties 

im
posed 

on 

him
/ 

her 

Countersigned 

(Em
ployer/ 

Cadre 

Controlling 

A
uthority 

with 

Seal) 

during 
the 

last 
10 years 

is enclosed. 

(as 

the 

case 

m
ay 

be) 
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