E-mail: aoadmn[dash]lbsnaa[at]gov[dot]in,

Lal Bahadur Shastri National Academy of Administration (LBSNAA), Mussoorie — 248179
[Government of India: Ministry of Personnel, Public Grievances & Pensions]
(Department of Personnel & Training)

Website- http://www.lbsnaa.gov.in

No. A-35016/1/2022-ADM/ Vacancy-(ST/22)

Date: 8-9-2022

VACANCY CIRCULAR (On deputation basis)

(These vacancies are reserved for Schedule Tribes candidates and
only candidates belonging to STs Category are eligible to apply)

Subject: Inviting nominations for filling up various posts through permissible/ proper channel

Lal Bahadur Shastri National Academy of Administration, a Central Training Institute for training of All
India Services and other Services (Group-A) located at Mussoorie, District Dehradun, Uttarakhand invites

application from willing and eligible candidate for filling up the vacancy mentioned below as per mode of

appointment, Essential Qualifications/ Experience etc. required for the posts.

Post

Administrative Officer- One (1) post

i

Method of Appointment

Deputation

ii.

Classification of post

General Central Services, Group 'B’, Gazetted, Non-
Ministerial

iii.

Level in Pay Matrix (7" CPC)

Level — 7 (Rs. 44,900-1,42,400) in pay matrix

iv.

DA/HRA & Other all

allowances

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

Training Allowance

Not Applicable

Vi.

Eligibility conditions for Deputation:

Officers of the Central Government who are;

a. 1.

Holding analogous post on regular basis in the parent cadre or Department; and

ii.  Having two years’ experience in Establishment and Accounts matiers.

Vil.

Nature of Duties and responsibilities attached to the post

The duties and responsibilities attached to the posts of Administrative Officer are multifarious,

like management of all the service matters, right from the framing of Recruitment Rules,

recruitment to the posts, maintenance of the service records, ACR/APAR; grant of various leaves

and other concessions and facilities available as per the Rules with respect to the Gazetted

Officers/staff; dealing with all legal matters at various courts in India; Joining and relieving

formalities of Officer Trainees and APAR/Confirmation of Officer Trainees, apart from the overall

day-to-day assistance to the Head of the Office for the smooth functioning of the office.

Post

Assistant Administrative Officer- One (1) post

Method of Appointment

Deputation

ii.

Classification of post

General Central
Ministerial

Services, Group 'B’, Gazetted, Non-

iii.

Level in Pay Matrix (7" CPC)

Level — 7 (Rs. 44,900-1,42,400) in pay matrix

DA/HRA & Other
allowances

all

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

__.\_




allowances

Training Allowance

Not Applicable

vi.

Eligibility conditions for deputation: Officers of the Central Government who are

a. i.  Holding analogous post on regular basis in the parent cadre or Department; OR
ii.  With five year’s service in the grade rendered after appointment thereto on
regular basis in the pay level-6 (Rs. 35400-112400) or equivalent in the parent

cadre/department; and

b i.  Possessing two years’ experience in Establishment and Accounts matters.

Vii.

Nature of Duties and responsibilities attached to the post

The duties and responsibilities attached to the posts of Assistant Administrative Officer are
multifarious, like management of all the service matters, right from the framing of Recruitment
Rules, recruitment to the posts, maintenance of the service records, ACR/APAR; grant of various
leaves and other concessions and facilities available as per the Rules with respect to the Gazetted
Officers/staff; dealing with all legal matters at various courts in India; Joining and relieving
formalities of Officer Trainees and APAR/Confirmation of Officer Trainees, apart from the overall
day-to-day assistance to the Head of the Office for the smooth functioning of the office.

Post

Assistant- One (1) post

Method of Appointment

Deputation

Classification of post

General Central Services, Group 'B’, Non-Gazetted,
Ministerial

Level in Pay Matrix (7™ CPC)

Level — 6 (Rs. 35,400-1,12,400) in pay matrix

DA/HRA & Other all allowances

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

Training Allowance

Not Applicable

vi.

Eligibility conditions for deputation: Officers of the Central Government who are

a. i.  holding analogous post on regular basis in the parent cadre or Department;

OR

ii.  with ten years regular service in pay level-4 in the pay matrix or equivalent and
having experience in administration, establishment and accounts matter.:

Vii.

Nature of Duties and responsibilities attached to the post

Submitting proposals for taking decisions to Sr. Officers, the final proposal of appointment,
retirement benefits, to draw attention, where necessary, to precedents or Rules and Regulations on
the subject, to bring out clearly the questions under consideration and suggest a course of action
wherever possible, to organized training programmes of various courses being conducted in the
Academy, to co-ordinate with the faculty member for finalizing, printing and distribution of the

reading materials.




Post | Upper Division Clerk- One (1) post N

i. | Method of Appointment Deputation
ii. | Classification of post General Central Services, Group 'C’, Non-Gazetted,
Ministerial
iii. | Level in Pay Matrix (7 CPC) Level — 4 (Rs. 25,500-81,100) in pay matrix
iv. | DA/HRA & Other all allowances As admissible under the Central Government order from
time to time.
v. | Training Allowance Not Applicable

vi. | Eligibility conditions for deputation: Officers of the Central Government who are

a. i.  holding analogous post on regular basis;
OR

ii. with eight years regular service in the grade of Lower Division Clerk or

equivalent:

vii. | Nature of Duties and responsibilities attached to the post

Assisting the Administrative Officers in all matters related to establishment and training activities.
To help in organized training programmes of various courses being conducted in the Academy,
helped in procurement of equipment/furniture, stationery, Scrutiny of cases of establishment as
well as supervision of dispatch work, Typing work in the Section/Division, Diary and dispatch,
Maintenance of files, Registration of papers and maintenance of circulars and registers, Records

management and any other work assigned by the superiors.

Pay and other conditions of service of the official selected on deputation basis will be regulated as contained
in the Department of Personnel & Training’s 0.M. No. 6/8/2009-Estt.(Pay Il) dated 17/06/2010 as amended
from time to time. The deputationist will have the option to either draw his grade pay in the parent cadre
plus deputation duty allowance on applicable rates, or to draw the pay in the scale of pay of the deputation
post as may be fixed in accordance with the existing orders. The rate of deputation allowance will be
regulated in terms of the DoPT OM No. 2/22(B)/2008-Estt. (Pay-ll) dated 3rd September, 2008 and as
amended from time to time.

Age Limit: The maximum age limit for appointment by deputation / absorption shall not be exceeding 56
years as on the closing date of receipt of application.

Period: Period of deputation including the period of deputation in another ex-cadre post held immediately
preceding this appointment in the same or some other organization or department of the Central Government
shall ordinarily not exceed three years. .

Number of vacancies may increase or decrease. Candidates applying for the post will not be permitted to
withdraw their name/ application on any stage of the selection process. Nominations which are not
accompanied by the requisite personal data as per Annexure-l will not be considered. Applications of only
such candidates will be considered which will be received through proper channel (i.e. forwarded by the
Competent Authority of Administrative setup of applicant’s Department)

__%._-




Applications for the above posts in the enclosed proforma (Annexure-l) along-with other documents of the
eligible and willing officers, who can be spared in the event of their selection may please be sent to the
following address within 60 days from the date of publication of the vacancy circular in the “Employment
News”. Applications without attested photocopies of the ACRs/APARs or otherwise found incomplete and
received after the last date will not be considered.

Deputy Director (In-charge Administration),
Lal Bahadur Shastri National Academy of Administration,
Mussoorie-248179, District Dehradun (Uttarakhand)

While forwarding the applications, it may please be confirmed that no disciplinary/ vigilance case is either
pending or contemplated against the applicant. The application in Annexure-I must be accompanied with the

following documents.
i. Photostat copies of up-to-date CR/APARs dossiers of the candidate for the last five years, duly
attested on each page by a Gazetted Officer (original ACRs/ APARs may not be sent)
ii. Certificate of Cadre Clearance
iii. Certificate of Vigilance Clearance
iv.  Certificate of Integrity and
v.  Certificate of Major/ Minor penalties imposed on the official during last 10 years.

For more detail visit www-lbsna.a.gov-}n/VacanCJ.Php- % _

(Romeo Vincent Tete)

Assistant Director

Phone: 0135-2222295

Email: aoadmn[dash]lbsnaa[at]gov[dot]in

Dated : 8" September, 2022

Copy forwarded to the following with the reguest that a wide publicity may be given to the vacancy circular in
their Ministry and their attached/ subordinate/ Autonomous Organization/ Institutions and the applications
of the eligible candidates may be forwarded to this office within stipulated time.
1. The Secretary, Ministry of Information & Broadcasting, Government of India, New Delhi
2. The Secretary, Department of Personnel & Training, Government of India, New Delhi
3. The Secretary, Ministry of Communication, Patel Chowk, Sanchar Bhawan, New Delhi-110001
4. The Secretary, Central Board of Excise & Customs, Department of Revenue, Ministry of Finance, Room
No. 131, North Block, New Delhi
The Secretary, Central Board of Direct Taxes, Department of Revenue, Ministry of Finance, Room No.
154-A, North Block , New Delhi
6. The Director General, National Information Centre, CGO Complex, A Block, Lodhi Road, New Delhi
7. The Chairman, Telecom Commission-cum-Secretary, Sanchar Bhawan, New Delhi
8. The Secretary, Department of Electronics, Electronic Niketan, 6, CGO Complex, New Delhi
9. The Director, Ministry of Statistics & PI, Sardar Patel Bhawan, Parliament Street, New Delhi.
10. The Director General, Central Statistical Organisation, Sardar Patel Bhawan, Sansad Marg, New Delhi
11. The Registrar General, Census, Man Singh Road, New Delhi
12. The Chairman, Railway Board, Rail Bhawan, New Delhi
13. The Secretary, Department of Science & Technology, Technology Bhawan, Mehrauli Road, New Delhi
14. The Director General, Defence Scientific Information & Documentation Centre, Metcalf House,
Timarpur, New Delhi.
15. The Secretary, Planning Commission, Yojana Bhawan, Parliament Street, New Delhi.
16. The Secretary, Ministry of Labour & Employment, Shram Shakti Bhawan, New Delhi.
17. All Central Training Institute
18. All State Training Institute
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Annexure — 1

BIODATA/ CURRICULUM VITAE PROFORMA

(Submitted to LBSNAA, Mussoorie)

FOR THE POST OF

Name

Address [in Block letters]

Contact Number (Mobile/Telephone),

Email ID

2. Date of Birth (in Christian era):
3 (a) Date of entry into service
(b) Date of retirement under Central/
State Government rules:
4. Educational Qualifications:
3. 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
mentioned in the advertisement/
vacancy circular .

Qualifications/Experience possessed by the
Officer [in the case of Degree and Post graduate
qualifications Elective/ main subjects may be
indicated by the candidate]

Essential

Essential




b)

c)
Desirable Desirable
a)
b)
¢)
0. 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.
7 Details of Employment in chronological order. Enclose a separate sheet, duly authenticated
by your signature, if the space below is insufficient.
*Note: Pay-band and Grade Pay / pay level granted under ACP/MACP are personal to
the officer and therefore, should not be mentioned. Only Pay Band and Grade Pay/
Pay level of the post held on regular basis to be mentioned.
a) Office/Institution/ Organisation

Post held

Duration (=1 (0] 2 P, (o

Scale of Pay and Basic Pay* therein

Nature of Duties (in detail) highlighting
experience required for the post applied
for.




b)

Office/Institution/ Organization

Post held

Duration FromMa e ceceieeeer e

Scale of Pay and Basic* Pay in the post
being held on regular basis

Nature of Duties (in detail) highlighting
experience required for the post applied
for.

Nature of present employment, i.e., ad-
hoc or temporary or quasi permanent or
permanent.

g.

In case the present employment is held on deputation/contract basis, please state

Note:

1. In case of Officers already on deputation, the application of such officers should be
forwarded by the parent cadre/Department along with supporting document (Cadre
Clearance, Vigilance Clearance and Integrity certificate)

2. Information under Column 9(c) and (d) must be given in all cases where a person is
holding a post on deputation outside the cadre/ organization but still maintaining a
lien in his parent cadre/ organization.

The date of initial appointment

Period of appointment on
deputation/contract




¢) | Name of the parent office/organization
to which you belong
d) | Name of the post and Pay of the post
held in substantive capacity in the
parent organization
10. Date of return from the last ex-cadre
post, if any
[if any post held on deputation in the
past by the applicant, date of return
from the last deputation, post and other
details]
1. Additional details about present employment, please state whether working under
a) Central Government
b) State Government
c) Autonomous Organisations
d) Government Undertakings
e) Universities
f) Others
12 Please state whether you are working in
the same Department and are in the
feeder grade of 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, Grade Pay, Total
emoluments]|




Additional information, if any, which you would like to mention in support of your
suitability for the post. [This among other things may provide information with regard to (1)
additional academic qualifications, (2) Professional training and (3) work experience over
and above prescribed in the vacancy circular/ advertisement]

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

Achievement

Note (The candidates are requested to
indicate information with regard to

(1) Research Publications and
Reports and Special Projects,

(i)  Awards/Scholarship/Official
Appreciation,

(ii1)  Affiliation with the professional
bodies/institutions/societies and

(iv)  any other information.

(Note: Enclose a separate sheet if the

space is insufficient.)

Please state whether you are applying
for deputation (ISTC)/ Absorption/ Re-
employment basis

Whether belongs to SC/ST.

[ have carefully gone through the vacancy circular/advertisement and I am well aware that the
information furnished in the Curriculum Vitae duly supported by documents submitted in respect of
Essential Qualifications/ Work 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.

Signature of the candidate (As is given in ID Proof)

Address:




Countersigned by forwarding authority.

Certificate to be furnished by the Employer/Head of Office/forwarding authority

Certified that the particulars/ information/ details furnished by by the above applicant are true
and correct as per the facts available on records. He/She possess educational qualification and
experience mentioned in the vacancy circular. If selected, he/she will be relieved immediately.

Also certified that:

(i) There is no vigilance case pending/contemplated against him/her.

(ii) His/her complete ACR Dossier/ACRs for the last five years duly attested (on each page) by
a Gazetted Officer are enclosed.

(ii1)  His/her integrity is beyond doubt.

(iv)  No major/minor penalties have 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)
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