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VACANCY CIRCULAR  

Subject: Inviting nominations for filling up various posts in the Lal Bahadur Shastri National Academy of 

Administration, Mussoorie through permissible channel 

The Lal Bahadur Shastri National Academy of Administration (LBSNAA), Mussoorie under 
the Ministry of Personnel, Public Grievances & Pensions (Department of Personnel & Training) is the 

premier training institute for the civil services in India. LBSNAA conducts various training modules 
for civil servants posted at different ranks. A Foundation Course is held for the young entrants to the 
All India Services and other central Services. This is followed by a professional training of recruits to 
the Indian Administrative Service (LAS) including members of the Royal Bhutan Administrative 
Service. The Academy also conducts the Mid-Career Training Program (MCTP) for members of the 
IAS and an Induction Training Program for officers promoted to the IAS from the state civil services. 
Along with this, workshops and seminars on policy issues are also conducted at the Academy at 
regular intervals. The LBSNAA 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 Stenographer (Grade-II)- Two Posts 

 Method of Appointment Deputation 

[Officers of the Central or State Government holding 
analogous post on regular basis in the stenographer cadre] 

 Classification of post General Central Services, Group 'C', Non-Gazetted, 
Ministerial 

 Level in Pay Matrix (th  CPC) Level -4 (Rs. 25500-81100) in pay matrix 

 DA/HRA & Other all allowances As admissible under the Central Government order from time 
to time. 

 Training Allowance Not Applicable 

 Eligibility conditions for deputation 

Officers of the Central or State Government 
stenographer cadre. 

basis: 

holding analogous post on regular basis in the 

 Nature of Duties and responsibilities attached to the post 
To provide secretarial assistance to the officer 
To take dictation in shorthand and transcribe it 
Will be responsible for typing of essential or or confidential/ secret documents including 

other typing work as considered necessary 
Will attend telephone calls and receive visitors who come to meet the officer 

Will fix the appointment and cancel them if necessary 
Will keep a list of engagement, meetings, tours, etc. and remind the Officer well in advance 

about them. 

Will keep a note of movement of files 

Will collect information and files and compile data if necessary 



Will send routine reminders 

Will assist the officer in training related activities 

Will do any other work assigned by the officers from time to time. 

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 O.M. No. 6/8/2009-Estt.(Pay II) 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-II) 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: The period of deputation shall be one year in the first instance, extendable (if so required) as per the 

existing instructions issued by the DoPT. 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-I 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-I) 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. 

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) 

Certificate of Cadre Clearance 

Certificate of Vigilance Clearance 

Certificate of Integrity and 
Certificate of Major/ Minor penalties imposed on the official during last 10 years. 

Note: The details of the vacancy along with prescribed form of application are available on the LBSNAA 

Website https://www.lbsnaa.gov.in/vacancy.php  

(Romeo Vincent Tete) 

Assistant Director 

Phone: 0135-2222295 

Email: aoadmnrclashllbsnaa(atleovidotlin 

Dated : 3rd  April, 2023 
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