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Riera aftax
- HY ol AT A=AIT & FrRITeT A Nel-3 & dddd T F. 15600-39100/- T IS Add F. 5400/-
A ufdfagfh & YR T uRmefen JfIBR (HrIRoT el Hell, HIg " TIUidd, HJaTadia) & ug $i i

A1 & GaY H|

Y ik TAT AT & FEATAT FH GE1-3 & ddaTaAl & 15600-39100/- TG I3 dd & 5400/-
gfafagfh & 3TUR X gRrafds AR (FTUROT ST AT, GHg & AU, FJATdE) & e Bl R
ST T UEATT & |
2. UEAIHAS:
. Uleetid /Afdfagih:  cheg BN b 7elie] TH HTABRI”
@) (i) i #7er Faat 31 9T & A9 I 3MUR ) Feer ug 9Ror fohu gu el e
(i) S He et a1 faHTer # fe-2 & IgTAT F. 9300-34800/- TG AT AdA 4800/- &. Tl UG AT FHIT
gg WX 2 ay fr Fafda gardran ar
(i) S e FaeT T FAHTT F fef-2 & ITFAT F. 9300-34800/- T A A 4600/- &. Tl UG AT GHIT
Ug WX 3 a¥ 1 afda qardr e, wa
@) O g Reafafad Affe seaid 3R sgwa &, e
(i) ot ATeTaTITE frafaaTer & et a1 A= A1 aTfoTey & der e ar
(i)  TraY ATTATITE TEAT H FHITHE T AT AT T Tahrd F JI auig fSeeftar; aar
(i) AU, YR Ud ol B H AT IV BT HFHT |
. 0 faarf gerae gmafas 3fAer [de-2 & daad §. 9300-34800/- TT AT dd 4800/- &.]
St 2 a¥ i TAafda Qar & &, o o arer <afhal & @Y AR far smeen 3k 38 ug w fAghs & foo
38 T fohT ST Y S H TH UG &l UledTd GRT FRT SITAT GHSIT ST |
feogoft 1:-  diwes gast & 01 Rameha 3fderl, S dieafa 6 d@idi ofe 3 §, ufafagie w fAaghe & oo
frar fee Sa & a3 A7 29 | 38 yeR ufafags cafh dieafa g fAgfie & fow fiew fee s & am
el Bl
fRogoft 2:-  UieAta & fIT, =gda 316d AT 6T FIOEAT X & JATSTT & forw fordr AfAHRT gRT 01
SieTerl, 2006 ¥ IT 38 AN ¥, Tl &S ddd 3MANT 61 TG W AR Gaifard dde ST &l
faear frar 2 ¥, q@ Aafdd 3R W & 78 Far A 3 e H R{wiRed & 3ruR ) Rfeaia
dcEATA I3 ATA/ATTAT F T IS JaT FHIHST ST
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feogolt 3:-  gfafagie & 3MUR W Aghh & waie & o, fhdr el & gRT 01 Sferadl 2006 & AT
30 ARG 4, (S8 &6 dad 3T 67 RABIReI 0 3MUrRd geifaTd doel Saer & faedr far amn g,
qd fAafdrd 3mar ox fr 9718 Qar & 3 3rer A RAwRe &6 3ruR W) faeaia deeurd 95 dqd/[adae7e =
H &Y 7S a1 FHS STUIT, fHArT 38 g2 &, Sel U ¥ 3f¥e qd-gaifad daqAE dr FAT A5 dda/
AT AT U Aot 3 faer & 913 &, 3R STl I8 o1 hadl 38 Ug & forw faearia g, Sas fow ag
U3 dd AT IdAATH TIT fRE Seeiaat b FTYROT YIAEATTA IS & |
3. U e Qa1 AT & HATET 3 gmrdiae S & ug & Hedg Saeldcdl @ g
gemHfAD SN & ug & forw Fafd @9l seReRica fAegar € -
|, 3T & TA0AT Af § Toafid gedral R dRas 3REH |
I, 3= gdarfas gerfaeRal & aRuew & @830 (Fery) dfagaaes d Pfea uaaEar &
QeRIET - PR & FHET TH TR & SUYh YEdmal i Y del & PRATS HREH AT |
. 3T & AGAT JCTG/AGEA H FoafAd difdd AR [Fadd 3d ddd Td o, T,
U AT 3 Fiaurd emfdet &
IV. ¥.a1.8.37.(Few) Rfagamaet & uauar fr gden qur s afageat & 3mda s geadt
&I 3RHA AT
V. 3T fr O afhal & FaY # Alsd TSifidr & @1 UF TIdeR el JddT 38d ATaR®
3T FRAET & 3 gAY/ UeR &g TEdTd Hr w3
VI. 3T i afRared T AUar & gAded v UEATd HRHA ST — Folc WadTEl & 3T # Tar
H Forad/faelu= |
VII. 3arar 3y & AT 3reget/ aeeat fr RUfa & a9 F AR & 1Y U agR |
V1. 3TERIPATTHR 3HTehele HIATA/ elleh oI @l HIATT & AU UF FagR AT
IX. HarRT TH AT TFadl At H TATAT YRR & T 99 TgeR weT|
X. $ET TP AT b Fdd AL T3M. H FRIHR T o ara JARRAT & Faar [a=
TfRAEIRAT & AT U7 FdeR HAT|
Xl  HAE3I & #@RHG3R A@RaEgs d@fhasy @R kg @ @wdidd Siide
HTHC |
Xll.  HAIIH A FRRG b afared syfaftes dar g9t &1 gau|
Xlll.  arfifes Mo gfddea & SIS &1 [W3W@Ea vd ariies MU gfadeal & qu e
A TAYGE PRATS & 32T F T.ALY3M T Il & JRAFIRAT F T1U 9T TagR|
4.  3ad = fafagee AR ufafagfea #r e ord:-
I 9T SFACIRT T AT, Hifdted Td GiAGTOT FAHTT & f&ATh 5.1.1994 & FAI-GHAY G IATHAMAT
BILALE. 2/29/91-FUT.(AdA-11) H fafea suayl & v faafaa foear s
5. 3mg-Hiam
ufafergfih gRT g & forw 3ifieheal 3Tg-HaAT 3 U= uifd & 3ifda T @l 56 (STue) a9 &
31fen AT gref|

ShAA: UB-3
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6.  ufafagkh 1 afa

yfafaghs & 3afd, Srad 3ided 6 AR & 34801 31 et 307 orea a1 faamT # s Aghe 8
deral-qd aTid fordlt 3= ast arer ug ) gfafagfin & 37af &, arareraar i av & 31 =& el
7. HEd SFAIGART & e U7 ar ufadl & e 99 8l W dedbldl HRIHD AT ST FehdT & hael
fAuiRa yua (3gay-1) # Fra AfEe 3nfara gedas a2r, acafasr gaomd, 3ifer ) Ao 10 auf &
R S S B I8 BT fed H I (g FS e AL oS I § A Yeg-nfEd YHTOT UF Hered
R STT), Addar fAeiae UHATOTTT Td 3% oo 5 auf (I 2006-07 & 2010-11 deh) & aTiiies MUART
R T TUATTOTT UFHAT (R EDBR & A A & 3T WG AT FAGed TR & forer 3RS gRT uedh
g8 W fAfad 1quaATioTa) & |1 3rdwor urfteedt & gRT a1l 7 f&u a1v gus & gaAor- uF |fed, 39
gRUT & Employment News RISHIR TATER & UHE $HI aiIE @ 60 & & fiax 4 SRt g=ean, 3R
afRa (FmE), FFT . 216/Td, TG die Jar 31T, GiegR T34, AEsTe s, 78 feeh-110069 @ 3@
oY feu S | 3T AT TUT INTEAT TATOTIHT TAT TP TS & T Het 3T 3ed uat ) =R
el e SITrwam|
8. U 3FHICIR ST UG & foIT 31dee Y T§ & 3eTehl d1g H SFAIGANT aTad ot & AT el & Sreaf |

R W Prieet &b AT yaeeedier § foraet gow qar #fgen sefiqart Hr §&ar 3 Here a1 W@ aar

AT SFAIGART I TG I & Tolv YicdTTed T ST § |

(R Faean)
3R afda(wmae)
Y olih JdT 37T
011-23381202
gfaferf:
1. HRA TIBR b FH FATerd/ TTHIT (FAT T 31ER)
2. HY dih Q4T AT b FHl FIAT Uee-Segd AR U 3FAGAR AU UATHA HFHIT & ATCTH I
3 U9 fAfRad afi@ & MR AT TR § |
3. O T, €Y i Qa1 3N, $H GG & @Y 75 580 Riws-ufkuz o1 3mier & snfeie da-ae
T 3TAS B |
4. A Sdes RiE, §gad Acere, e 3R 727 UaR [Agened, a1 Ud YRl #Ted, 14 df Aford
AT Had, T S 30 FETeTd, 5 Eeell B 3H IJGUY & Y 5 T 37 gRUF H Employment News/
VIR FAIR & 3T 37eh F Teh1iAd e |

(AR Faear)
R afaa (gmaa)
T @l Jar AT

011-23381202



HeaY-|
Y e AT AT HrAter # Ufafagfts & AR 9= gemdiae ATABRY & U & fort 3 & gus
Shad-gd 993

SATH AT Ul (FUE &R ) gIHY F. Hied

Sed fafY (Sei v o)

Feg I AR & A7t & i Jarfagfa & akirg

A& Qagar:

(Tfe A e 9T TUTT 19T & af 37691 § Th Jadh

SIS St 3T EEdTaR gRT fafad AguaAToa &)

5.8. &1 3T HEA UG W) THITHA MR W E; A1

. FI7 3 Gidl-2 & a7 F. 9300-34800/- A5 AdA
4800/- & # fAITAT ITUR W 37 Ug R fAgfh & g
3g Aol 2 a§ f g aar fr; =

. T A U-2 & IdTATT ¥ 9300-34800/- AT dd=T
4600/- &. # AT ITUYR W 38 Ue R [Gfh & gaard
g 9ol 3 ay & g qarHr E; ve

6F. Fa1 U fRA FAcgawm  Aafdaem @
HeA/fAATA/ATTOST H TATdD ANTAAT W &, AT

9. FI7 31U R ACIATITE TEATH & HIfdd U AT
Ag AT A # i aity Brellar Jegdar I@d
% wa

Iq. FAT T TAYAT, UMEA U @l HI H died ay¥ Hr
HIHT @A &

7. USPIR BT HAIR NI (Beald TBR H AT # JAT F IRHA
Y gU) fe = fam aram Tt 3rAE @ A 3relT @ Teh UHeh
SIS Y 3T g&d1eR gRT fafad rgyuanord e

A w N PR

BT/ ddAATT  Har by Hda 3R el A 3R ATTH fagfera &r gepfa o=
e A 3ty CRBEIGENINC B CGRIER) IGRIERIGER]
arfita G gfafagfis .’

o mw F0 929 mEd

1 2 3 4 5 6 7 8 9



8.

10

11.
12.

13.

14,
15.

IdA VSR I EGFY 37T dIGL/3rEarl/
Tl

i g PelR ufafagis smaR o & ar
%?EPJTEIT-IT(T:

(@) 3R fHe fAYFb A alrg

(@) ufafergih W gih & 3

(I1) 3TTH Hl HIATT HISA BT AH, Il 3T
B B ©

AT 3T FAMAT IdA o w® © 2 I &, ar
AdAAT FMTAT B Hr a@ Jar FMI=-qd
AT HT 3T Soord B

fafx E-EAfRT  qdw@iRd daaEMua @ Gufd daaae, U-

AdAATA A A fafx Jds v Iz deda

37 UTH T ST TE ool ATk TReT TRy

o HfaRs S, afe w1 &, fSwa sead
Y 3 UG o AU UGl & FATA H Pl
ATE & |

(Tfe A fam 91T TUTE 19T @, df 376l § Th
e Holdd &Y |)

3107 UTfRIBRY el ATH, SIATY H Hieed G T

T 37T 37.577./37.51.577. & Gafaa &

HFGfnar

3TAEh h FEATETT

HTATT T QT Tl

CREINE:H

anfa 7
add



([T BT 38T/ 3ENUT YRR gRT f8=—T ST arelt YHATV1-U3)

v foham Trar & o6 s sierch/ garmd-- g e ara fyeRor Tl &
3R 9 28 Rith uRuz A sfeafla Afares ANaadre qU1 3gHT T@AREA ¢ |

2. Iz oY yarfora fopar Srar & fon-

(i) GV 12 | e — &P fawee BIS TAbdT ATHT dfad/3af&ad Jar & |

(i) ST goafasr EfeTu ¥ |

(iii)  3eTenr fAara Ut auf &1 aTies MU=y ufddes Hr fafad gyt (RS TSR & HH J HH IR
AT I1 398 T TR & Frar 3RABRY gRT U g8 W fafQad 3iquaniora) ufafefd geea €1

(iv)* TUSer 10 auf & SRTA 3 U IS I31/ BICT AR Al oINS IS & |

(v) TUSel 10 uf & ST 37 TR W9TTS 918 IS/ BIET M ol AT Helded &l

[331ERS

1 3R ueaTA
oI 4.

AT AR

‘S AT ST FCE |



GRAM: UNISERCOM ) FAX: 01123098552

F. No. A-35021/08/2012-Admn.lI
HH cileh ar 3T
Union Public Service Commission
Dholpur House, Shahjahan Road,
New Delhi-110069.
Date: 17/05/2012
VACANCY CIRCULAR

Subject : Filling up the post of Administrative Officer (General Central Service, Group-'A’
Gazetted, Ministerial) in the Office of UPSC in the scale of pay of Rs.15600-39100/- with Grade Pay

of Rs. 5400/-in PB-3 on Deputation basis-reg.

It is proposed to fill up one post of Administrative Officer (General Central Service, Group-‘A
Gazetted, Ministerial) in the Office of UPSC in the scale of pay of Rs.15600-39100/- with Grade Pay of
Rs. 5400/-in PB-3 on Deputation basis.

2. Eligibility Conditions : Promotion /Deputation

“Officers under Central Government”-

(a) (i) Holding analogous post on regular basis in the parent cadre or department; or

(i) With two years’ regular service in the grade rendered after appointment thereto on a regular basis
in the PB-2 of Rs. 9300-34800/- with Grade Pay Rs. 4800/- or equivalent in the parent cadre or
department; or

(iii)  With three years’ regular service in the grade rendered after appointment thereto on a regular
basis in the PB-2 of Rs. 9300-34800/- with Grade Pay Rs. 4600/- or equivalent in the parent cadre or

department;
and
(b) Possessing the following educational qualifications and experience, namely:
() Bachelor’s Degree in Arts or Science or Commerce from a recognized University; or

(i) Three years Diploma in Personnel Administration or Human Resource Development from a
recognized institution; and
(iii)  Three years experience in Establishment, Administration and Accounts work.

Note 1:- The Departmental Officer holding the post of Assistant Administrative Officer in the PB-2 of
Rs. 9300-34800/- with Grade Pay Rs. 4800/- with two years regular service in the grade shall also be
considered along with the outsiders and in case he is selected for appointment to the post, the same
shall be deemed to have been filled by Promotion.

Note 2:- The Departmental Officer in the feeder category who are in the direct line of promotion will
not be eligible for consideration for appointment on deputation. Similarly, the deputationists shall not be
eligible for consideration for appointment by promotion.

Note 3:- For the purpose of computing minimum qualifying service for promotion, the service
rendered on a regular basis by an Officer prior to 1% January of 2006 or the date from which the revised
pay structure based on the 6™ CPC recommendation 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.

Contd...p/2
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Note 4:- For the purpose appointment on deputation basis, the service rendered on a regular basis
by an Officer prior to 1% January 2006 or the date from which the revised pay structure based on the 6"
CPC recommendation 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-revised scale of pay into one grade with a common grade pay or
pay scale, and where this benefit will extend only for the post(s) for which that grade pay/pay scale is the
normal replacement grade without any upgradation.

3. List of duties responsibilities attached to the post of Administrative Officer:

The list of duties and responsibilities attached to the post of Administrative Officer is as under:

I. Initiating proposals relating to the establishment policy of the Commission.

II. Review of provisions contained in UPSC (Members) Regulations vis-a-vis other constitutional
functionaries- initiating suitable proposal to take them up with the Government.

lll. Personnel matters of Hon’ble Chairman/Members of the Commission which include their pay and
allowances, leave, pension and other facilities.

IV. Revision of provisions in the UPSC (Staff) Regulations and to initiate proposal in updating these
Regulations.

V. Corresponding with nodal agencies regarding financial powers of the Commission and initiating
proposal for further re-delegation/authorization inside Commission’s Secretariat.

VI. Initiating proposal for reorganization of Commission’s Secretariat establishment- creation/abolition
of posts vis-a-vis budget provisions.

VII. Correspondence with Government regarding position of Hon’ble Chairman/Members in the
Warrant of Precedence.

VIII. Correspondence with Estimate Committee/ Public Accounts Committee whenever
required.

IX. Correspondence with the Establishment Officer in matters relating to Central Staffing Scheme.

X. Correspondence with various Cadre Controlling Authorities of the Officers joining UPSC under
Central Staffing Scheme.

XI. Personnel matters of Senior Officers of UPSC i.e. Secretary, Additional Secretary, Joint Secretary,
Deputy Secretary and Under Secretary.

XIl. Management of CSSS Cadre of UPSC.

XIII. Maintenance of CR Dossiers and correspondence with Officers outside UPSC expediting
the complete and timely recording of ACRs.

4, Reqgulation of pay and other terms of deputation : -

The pay of the selected candidate will be regulated under the provisions contained in the DoP&T
O.M. No. 2/29/91-Estt.(Pay-Il) dated 05/01/1994 as amended time to time.

5. Age-limit :-

The maximum age-limit for appointment by deputation shall not be exceeding 56 years as on the
closing date of receipt of applications.

0. Period of deputation: -

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

Contd...p/3



-3-

7. Application (in duplicate) only in the prescribed proforma (Annexure-l) of the eligible candidates
whose services can be spared immediately on selection, together with the certificate from the Forwarding
Authority (in proforma Annexure-Il) along with the following documents:
) Integrity certificate
(i) List of major/ minor penalties imposed if any, on the official during the last 10 years; (if no penalty
has been imposed a ‘Nil’ certificate should be enclosed).
(iii)  Vigilance clearance certificate.
(iv)  Attested photocopies of the ACRs for the last five years (2006-07 to 2010-11) (attested on each
page by an Officer not below the rank of Under Secretary to the Govt. of India or equivalent).

The required documents mentioned at the end of Annexure, may be forwarded to Sh. Neeraj
Sachdeva, Under Secretary (Admn.), Room No. 216/AB, Union Public Service Commission,
Dholpur House, Shahjahan Road, New Delhi-110069, within 60 days of the publication of the

circular in the Employment News/ UsPIR HATAR. Applications not forwarded through proper

channel or those received without the requisite certificates and necessary documents will not be
entertained.

8. The candidates who apply for the post will not be allowed to withdraw their candidature
subsequently.

Government strives to have a workforce who reflects gender balance and women
candidates are encouraged to apply.

(Neeraj Sachdeva)
Under Secretary (Admn.)
Union Public Service Commission
Tel. No. 011-23381202

Copy forwarded to :-

1. All Ministries/Departments of Govt. of India (as per list attached).

2. All Notice Boards of UPSC-eligible and interested Officers may forward their applications
through their concerned Admn. Section within the stipulated date.

3. Web Cell, UPSC with a request to upload the vacancy circular on the Official website of the
Commission.

4. Shri Jitendra Singh, Joint Director, DAVP, Ministry of Information and Broadcasting, 14" Floor,
Soochana Bhavan, C.G.O. Complex, New Delhi with a request to publish this circular in the

ensuing issue of Employment News/ YRR HATAR.

(Neeraj Sachdeva)
Under Secretary (Admn.)
Union Public Service Commission
Tel. No. 011-23381202
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Proforma for application for the post of Administrative Officer on Deputation basis in the Office of
UPSC.

BIO-DATA PROFORMA

1. Name and postal address (in Block Letters) with
Telephone no.

2. Date of Birth (in Christian Era)
3. Date of retirement under Central Govt. Rules
4. Educational qualifications

(Enclose a separate sheet, duly authenticated by
your signature, if the space below is insufficient)

5.a Do you hold analogous post on regular basis; or

b. Do you possess two years’ service in the grade
rendered after appointment thereto on a regular
basis in the scale of PB-2 Rs. 9300-34800/- with
Grade Pay Rs. 4800/- or equivalent; or

c. Do you possess three years’ service in the grade
rendered after appointment thereto on a regular
basis in the scale of PB-2 Rs. 9300-34800/- with
Grade Pay Rs. 4600/- or equivalent and

6.a Do you possess Degree in
Arts/Science/Commerce from a recognized
University; or

b. Do you possess 3 years diploma in Personnel
Administration/ Human Resource Development
from a recognized institution; and

c. Do you have three years experience in
Establishment, Administration and Accounts work

7. Details of employment, in chronological order (Starting from
entry in Central Government service). Enclose a separate sheet,
duly authenticated by your signature, if the space below is

insufficient
Office/ Post held Period of Basic pay & Pay Basic Pay (revised) Nature of appointment
Organization with scale of service scale (pre- whether regular/ad-
pay revised) hoc/deputation
from to Pay in PB G.P. Basic pay

1 2 3 4 5 6 7 8 9



10

11.

12.

13.

14,

15.

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

In case the present employment is held on

deputation please state

(a) The date of initial appointment

(b) Period of appointment on deputation

(c) Name of parent office/Organization to which

you belong

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

Date Pay scale Basic pay Date of Revised scale of
(pre-revised) (pre-revised) revision of pay pay, PB & G.P.

Total emoluments per month now drawn

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)

Full postal address of forwarding authority with
name & telephone number

Whether belongs to SC/ST
Remarks

Signature of the candidate
Full office address

Tel. No.
Email ID

Date :

Revised
basic pay
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(Certificate to be furnished by the Employer/ Head of Office/Forwarding Authority)

Certified that the particulars furnished by
are correct and he/she possesses educational qualifications and experience mentioned in the vacancy
circular.

2. Also certified that:-

i There is no vigilance or disciplinary case pending/contemplated against
Shri/Smt.

ii. His/ Her integrity is certified.

iii. His/ Her CR Dossier in original is enclosed/ photocopies of the ACRs for the last 5 years
duly attested by an officer of the rank of Under Secretary to the Govt. of India or above, are enclosed.

iv. *No major/minor penalty has been imposed on him/her during the last 10 years*
V. A list of major/minor penalties imposed on him/her during the last 10 years is enclosed.*
Signature

Name & Designation
Telephone No.

Office Seal

Place:

Dated:

List of enclosure:

ogkrwNE

(*Strike out which is not applicable.)



Disclaimer

The contents of this page are informatory in nature. Kindly verify the same from the Commission's office.




