No. Q/PA.I11/575/1/2018
Ministry of External Affairs

[Administration Division]

New Delhi, 31% July, 2018

VACANCY CIRCULAR

Subject : Appointment for filling up the post of Under Secretary with
specialization in Hindi on deputation basis in Ministry of External
Affairs.

Applications in the prescribed proforma (as per annexure of the
advertisement) are invited from eligible officers for filling up of the post of Under
Secretary on deputation basis in the Ministry of External Affairs, New Delhi as per
the details given below:

Name of the post

; . |Under Secretary— Level 11 of the Pay Matrix ‘
with Pay Level

Initially for three years; could be extended as per_

2. | Period of Deputation extant rules prescribed by DoPT on the subject.

|To work in a certain specialized Division at MEA

L ipti
3. Job Description Headquarters, New Delhi.

Officers working in Central Government Offices
_ |holding analogous posts on regular basis or with 5
" |years’ regular service in the posts in Level 10 of the

4. | Eligibility

'Pay Matrix
5. | Essential Educational Qualifications:
'Qualifications and| |. . : N
Q . L. Master's degree of a recognised University or
Experience

equivalent in Hindi with English as a subject at degree
level [OR]

‘ ii. Master's degree of a recognised University or
equivalent in English with Hindi as a subject at degree
‘ level [OR]

i iii. Master's degree of a recognised University or
| ‘ equivalent in any subject with Hindi and English as
| subjects at degree level.




e S S

. |Experience
. . |
| || || 1. Six years experience of terminological work in Hindj ||
|| | | Il and/or translation work from English to |
e o . . |
| || Hindi or vice-versa, preferably of technical or|
l 5 |scientiﬁc literature. |
|

. | Il [O R] |

| ii. Six years experience of teaching, research, writing |
| | | ‘or journalism in Hindi.

e — . N —— e |
| | | i. Experience of working in Hindj Newspaper|
! | || | Organisation/News agency/Cultural Organisation.
|
| |Desirable . ii. One or more modern Indian languages other than |
| '|Qualiﬁcations ' * | Hindi at graduation level. |
|

|
. || || iii. Experience in dealing with establishment|

| | matters. |

|

L|________J_p_____________________|
| | | | Completed application should be sent through proper]|
| |channel in the prescribed proforma to J oint|
| 'Secretary (Administration), Room No. 149 C,
' |South Block, Ministry of External Affairs, New‘
' |Delhi. The duly completed application should be sent
‘alongwith: |

| '
. a) Up-to-date copies of ACRs/APARs for the last ||

| five years duly attested on each page by a Group |
A Officer.

= b) Cadre Clearance |
|
. c¢) Vigilance Clearance

|7. || How to apply

|
| .| d) Details of minor/major penalty imposed on the|

| | | officer by the Competent Authority for the last |
| | 10 years, if any

| e) Statement of Bio-data in the prescribed|

| || proforma (as per Annexure) in duplicate copy |
| | | signed by the volunteering  officer and |
forwarded through proper channel. |

— e ]



| ] o _TAEnT@iﬁe—_as_ per guidelines of Department of|
8. || Pay & Allowance ¢ |Personnel & Training's O.M No: 6/8/2009-Estt. (Pay ||
I | || IT) dated 17.06.2010 amended from time to time, |

R e —'————— —_— ———X|

|| | | Residence will be allotted strictly according to|

9. | Accommodation  © |availability/vacancy in accordance with extant!
|

|| ' |Rules/Guidelines in the Ministry. |'
|

o - ________!__________________ e

Note: It would pbe mandatory to serve the deputation term and bremature
relieving would not be considered except in rare or exceptional circumstances.

2, Applications of willing and eligible officers may be forwarded to the
undersigned latest by September 15, 2018. Cadre Controlling Authorities are
requested that the applications of only those officers are forwarded who can be
spared on being selected.

Mocomont
(Manusmriti)
Under Secretary (Cadre/PA-III)
Ministry of External Affairs
Room No-4086, B-wing,
Jawaharlal Nehru Bhawan,
Janpath, New Delhi.
Tel: 49015368

Enclosure: Proforma

To:

1. All Ministries/Departments of Central Government — with a request to circulate
the vacancy to their entire Jield sources including attached/subordinate offices.

2. All Notice Boards in the Ministry of External Affairs.
3. XP Division (for uploading the circular on MEA website).



BIO-DATA PROFORMA
{io be submitted in duplicate through proper channel}

Name of the post applied for

Name and Address in block letters
Date of birth {in Christian ara)

Date of retirement

Educational qualifications

Whether Educational and other -
Qualifications required for the post
are salisfied. (If any qualification has
been treated as equivalent to the one
prescribed inthe rules. state the
authority for the same),

O tn b La R

Annexure

[ - [ Qualification Experience T Gualiication) Experience
|

: (@8 prescribed) Fossessed by the Officer

{ Essenia A |

ks Rt

= <

7. Piease state clearly whether in the
lignt of entries made by you above,
you meet e requirements of the post,

8 Details of Empleyment, in chronological order Enciose a separale sheet,
authenticated by your signature, if the space below is insufficient,

duly

fﬁm&w inst/ | Post heid [ From ' To | Scale of Pay | Nature  of [ Nature of cuties |
- |

tmﬁ.n'iaﬁzien i| I

|‘ | R i

& Basic Pay * | appointment | performed in brief |

* Basic Pay in the post being held on regular basis

9 Nature of present smploymentie,,
ad-hot or temporary or permanent
a) If ad-hoc. pleass state name of Bost
held on regular basis and paysacle
attached thereto




In case the presert emuioyment is haid
o seputationicontract basis, please state -

qi the date of initial appointment
b Periad of appeintment on
qaputmimﬁcmmram

Carntral Governmant
Btate Governmary
Mutenomous organisation
Government undertakings
2 Universities

A you in the Revised Scale of pay? If yus,

gl the date frem which the revision

B Ars oy hoiding 3 pavscale Lnder ACE?
if yos, a8e state payecele atached 1

wma@iﬁizy for the pog
sheot, if the spase is
B Whether belongs to SC/STAOBC

%
P

ure of the appiicar 4

MNams -

Address -

Tel  (O)___
(R}

i

Fay ] I3 #g




1. Cenli d that the particulars furnished by

#8 educational qualifications and experence r

() Mhere s no vigilance cass pending/ contemplated against himvher

Government of India are enclosed

) Mis! Her integrity is beyond doubt

(W} No major'minor penalties has been imposed on him/her during the last 10
years/ fist of majoriminor penalties imposed on him/her during the last 10
years is enclosed (Strike aut whichever is not applicable)

v} Cadre Clearances Certificate from Cadre Controlling Authority is enclosed

Date: Signature:

Flare: Name & Designation




