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forw- Y Slieh T AT &b P 3 Nfl-2 & dd=31 &. 9300-34800/- T A A &.
4800/- 3 YfAfARIh /AT & MUR W TS UAHTAD ATABRY (AHT S Hal, Hg “@”
USTUAd, 3JafAd) & U @t Y S & Heer H|

Y ol [T AT & HrATerd A Wefl-2 & el & 9300-34800/- T IS ddT 4800/-F.
# gfafgih/3mied & YR W Hee WREfas 3R (@@ ST a1, d6§g T
ST, 3gafAd) & T Ug &l 41X ST &l JEd1a & |
2. UEdIH A : IGIGRERIKIEEER “SPeg, TIPR P 31T 0 1B~
(3) (i) S 3T TaT T feTmeT 3 TATTHT MUR W TEL U YROT R I% &; 3rrar
(i) S FqT T A1 faHTer F Nf-2 & IqAAT F. 9300-34800/- T IS Il 4600/- F H
fAafda 3mur oX s g & ward Aol 2 9§ & Aafda dar w2 g & an
(i) S Fer TG A7 AR F Af-2 F IdTAA ¥ 9300-34800/- T IS Il 4200/- & H
e 3MUR W 38e Ry & A Aoh 3 6 a 6 rafia dar e g o, v
@ it AAfAid # & BIS TP I IWd &
()  ToreY AeTaTE afaares & e a1 faae ar arftrsy J &rde; ar
(i) TR FETAUTE TEATE F FIfFE AT IT AT FHIS AhrE H i auiia Beaiar; an
(iii)  EATTAT, UATHA T @l S H fieA gy 1 |
fecuolt 1:-  gfdfagied & YR W Agied & TS & fT ugell STadl 2006 IT1 a aNIg,
ST B8 Teig dad 3mAeT HT AR W IR GAITET I Sael [aeaiid & 7% &, @
@ Ry AUSRT gRT fAafra 3nuR W & 1% dar 3marer & Awmet W 3naia favaika
JTITAT IS I AT ATTATT A DI IS TaT TS Swel, f{arw 38 STel T R IS dd AT
AT Hied Th AT Th W 31AF G GAQTEIT AdAHATT b1 Teb U5 H i fomam g & 3R el
IE BIICT hddl 3T UG IT 3 Ual ol [aEdIRd a9 fSas v a8 35 dda a1 dddae foar fear
el P IAT UTaeAqTae 35 &
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Y ollep JdT 3T & prRATT A Jarded UHfAe i) el & ug 4 T3ag

SRR & g

4.

eI URMEfas FfABRT & Ug & fav Faidd 1 Scaerided Ao § -
| 3T & ¥ATUAT Afd & FFT H gEda Qo]
Il .90.8.3.(HeET) AgATEaeh & Joidr # 3y Fdurias uaiAeiRar d mfde graurat
T FARNET - TIBR &b FHET U P &g 3UGeh UEdral Hr Y& |
I, 3T & HEET/FSET & Ifehes ATHA [T 33 Adad Ta 3, 3raehrel, U AT
=g glaard afde gl
IV. §.611.8.31.(Feh) fafagamael & uraarar & ddien aur s Aafagsdl & 3/ad aa
JEIN GEATd IRH HAT|
V. 3T & g afthal & H§eE9 # Alsd TATHAT & Y UF IRl ddT SHGb
HARD 3T FRErerT & 3y qAArRIST/ bR & U & YE3d|
VI. 3T |iarerd FAUAT & Yo o T RHA BT — dolc Uaurel & Jelell H
Uel &1 gold/faeue |

VII. qaar 3fuT # 3re7ey geear dr RBafY & Y # WAR & a1 U7 Ider
D]
VI, HTARIPATTER 3Tehored FIATA/AD @AY & AT UF IR D]

IX. herT ETH ATl FFIUT ATHS A TATAT HTABN & 1Y T FdeR HeT|
X. eI TTh ATl & 3idid a3 F FRIHR Te0T i arel ApRAt & Faer
A gifeoil & 1Y U9 IdER HLET|
X1 €.eN.8.37. & Fia/3R afea/Egs afaa/su a3 @ik o dafhe gras|
XII. AT A PR derg Fiarery 3MYfofie dar Fae7 &1 gaua|
XIlI. aifi¥e MU gfdded & IfoRR & IWIEE Td aif§e Muag gfadear @
QW A H FATIG BRAS & 32T & ALY & aX & JYdRAT & Ty g7
IIER |

ad< @l fafaaes 3R afdfgied 6 3= ord:-

A T SFAGART BT I, PHifdeh Td GASTOT fIemer & f&Aieh 5.1.1994 & FAT-HHAT W

JATHMNTAT PT.AT.H. 2/29/01-TAT.(dd<1-1) A [Afed suadt & 319 fafaafaa fear smeam|

5.

Y -HAT
yfafghe gr1 RgRe & v 3fimas 3Rg-dan e uT wifd & 3ifd| akra &l s6

(Bou) 9y & 31fs =& @l

hAAR: UB-3
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6.  ufafags $r safe

ufafagis &1 3af, forad 3ideda ST TeR & 38 a1 8T 317 Foro a1 o & 58 fAghe @
dehrel-qd aTRd fordT 3 Faet o ug WX gfafagfts & 3afd &, SraRordan i av & 3 a4 aref|
7. Hed SFAIGART & HTde U7 ar ufadl # e I3 8l W dedbldl HrRIHD haT ST FehdT © hael
fAuRa gux (3rgay-1) # A Afe 3nfara geardst aur, geafasr gamomns, 3ifAHd o fse 10 auf &
SRT 9IS 915 1S TS1 BIcT fed i gt (e Pis afea A oorms 71 § df qeg-afed UATT uF Heldd
forar STw), Tadar RaTus yaAOTTT Td 396 oe 5 auf dr aifife Mud Ko @ sy afaat
(TR TR & A § HA e AT TR & fHE 3R gRT Uedsh g8 W ATad guaArion) & ay
3AYT UIABRT & g§RT IFgay-1l # T a7¢ guF & YA g7 dfed, 38 gRUFT & Employment News
RISPIR HATR #A YhIre & dii@ & 60 & & MR 31ax aRa (g2mrae), $RT 9. 218/Td), §6 did |dar
3T, G w54, AesTEl s, 7% eeh-110069 @ @G R e s | sRT aArcyd aur 3nfEa
YHATOTYAT 2T HTAID SEATISIT & AT A 3T e U3 W faar AT fomar smoan|
8. U 3FHIGAR SN UG & foIT TG Y I § 3eAeh! d1g A SFHIGaN) arud oled &l AT FAel &1 Saai
|

WHR W Bridd & fav gaeie ¥ fSad gew qur Afger sefiqart Hr dear F dged o= ©
T Afgel 3Rt @Y 3reEe B & fow Uiearfed frar srar g |

(. T QATARE)
3R afa(meras)
Y ik TdT AT

011-23388476
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TH dlich {1 R HrETe # Ufafagih & HUR W HeRE YEHS JAfA6R) & U8 &

fow 31ded @1 yux
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Sia<-Jd 9ad

AT AT UT (FUE &R ) gAY F. Aied
STed fafd (Sei @ )

Pl AR & At & 3 qarfagia
Fr I

AfeTews Jegarg:

(Ife A e I T 39T @ ar 3rerT
d TH UIF SIS SN NUF FEAIeR gRT
fafad 3rgyaTond &)

T 31T T2l U W fAIfHT 3muR @ §
FaT O Af-2 & ddqdAT F 9300-
34800/- A% ddT 4600/- &, A FITRT 3TUR
W 38 ug W fAgfh & gard 39 4o 2 ay
& fafFa aar frg

FT HOa Af-2 & ddddAT F 9300-
34800/- AT ddT 4200/- &, & FITRT 3TUR
W 38 U W YT & vard 3 4of 6 ay
& fafFa aar fr g

Far 3y fRdr AegaE faafaares @
FHell/faAT/aOeT # TATdd AT WA &
F1 39 frdT AT FEATH § HIidd
UM AT AT a9 e & dia adfa
Beeltar Aoaar T@a &

T 3T TATYAT, URME T or @l & J i
a§ T HIHT TGS §

USTITR I PAIR IRT (eI AIDR T JaT & T F IRH I gU) I = feam arar
TAT AT &Y Y 376197 F T UFeh S 3N 370k &&a18R gRT fafdad srguentorT g



HraTe/ dadAE Qe Fordde 3R AT A 3R AdAATA

e A 3ate JTAATA (TATTA GRUIER)
W a  db ) g9  IsT  HeRdd
1 2 3 4 5 6 7 8

12 gddAe ASTOTR A1 T HATq ded/3reardy/
- R
13 gfg gdara Veror ufdfagfs 3maR o &
| PUAT IAIN
() RTHeh TGk & AW
(@) gfafagfs o g 6 safa
(3T) 3Tk e BT HISA P ATH, STel
3T PR T &
14 gdoaa IR & ar & AfaRaed faeor
" PO AU TR 31T AT & 3T T A
e
() g DR
(@) & I
15 &7 3y GfAd daqd o @ & 2 3 &,
C A AR @MAT _ A alr@ gan
TMUA-J IdFHATA T T Seorl dY

IGIE E-EART  @-EnRa daT aMua H Gfd daaee,  a@ifld qe
AdAATH A AdeT oy U-33 vd I3 I ade

16 31q urd &1 S W For ATTD aRATeTAT

17 3 3RRE o, AR B o, Brar
| 3ool@ AU FH UG ©g Ul IUThdl b



TAYT F HAT TR @ |
(@ i R T T JruRE &, A 3T @
U TP Holded Y |)

18 3ryor YRGBT T AT, AW F ARd 1T
adr

19 7 319 31.37./37.57.57. & gafaa &

20 HRgRBAT

TG b FEAER
HTATEA BT QT

oI 4.



(IR2h1 AT 312787/ 3AVYT UIfARR) gRT ST S arelr UAT9T-F)

v fFar Srar ¥ 5 A AR A gRT fear o
faazor &1 & 3R 7 38 Rk aRux A sfeaf@a A Jegard aur 3gHa [@aradr § |

2. gg o yaforg femam Sirar & fopi-

O 1/ 1 e ————— & faweE PIS AT AT olfdd/3Afad FE & |

(i) 3P goafasm 3T ¥ |

(iii)y 3T faord Ut auf &1 arffies MuAa gfdded Hr Afad Ao (HRT TXBR & HH
¥ FHA IR TG A1 398 3=d TR & R 3R gRT 93a g8 W fafad srequanfoa)
gfafaf deea

(iv)* TUSe 10 ui & SR 3 W BIS T31/ BICT AT %1 IS IS ¢

(v) TUSer 10 guf & gRIA 31 W o9Ts 915 I31/ BICT MTTAT T FAr Helde g

eEATEY

e 3k
et

AT .

FATTT AR
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F.No. A-35021/07/2012-Admn.lI
H dieh JaT T
Union Public Service Commission

Dholpur House, Shahjahan Road,

New Delhi-110069.
Date: 26/04/2012

VACANCY CIRCULAR

Subject : Filling up the post of Assistant Administrative Officer (General Central
Service, Group-‘B’ Gazetted, Ministerial) in the office of UPSC in the scale of pay of
Rs.9300-34800/- with Grade Pay of Rs. 4800/-in PB-2 on Deputation/Absorption basis-reg.

It is proposed to fill up one post of Assistant Administrative Officer (General Central
Service, Group-'‘B’ Gazetted, Ministerial) in the office of UPSC in the scale of pay of Rs.9300-
34800/- with Grade Pay of Rs. 4800/-in PB-2 on Deputation/Absorption basis.

2. Eligibility Conditions : Deputation/Absorption

“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. 4600/- or equivalent in the
parent cadre or department; or
(i)  With six 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. 4200/- or equivalent in the
parent cadre or department;

and
(b)  Possessing the following educational qualifications and experience:
(1) Bachelor’s Degree in Arts/Science/Commerce from a recognized university; or
(i)  3-years Diploma in Personal Administration/ Human Resource Development from a
recognized institution; and
(iii)  3-years experience in Establishment, Administration and Accounts work.

Note 1:- 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.

Contd...p/2
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3. List of duties responsibilities attached to the post of Asst. Admn. Officer:
The list of duties and responsibilities attached to the post of Asst. Admn. Officer is as
under:

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

Il. 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, Aditional Secretary, Joint
Secretary, Deputy Secretary and Under Secretary.

XIlI. 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.

6.

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
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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:

M) 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 an Under Secretary to the Govt. of India).

The required documents mentioned at the end of Annexure, may be forwarded to Under
Secretary (Admn.), Room No. 218/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/ Rozgar Samachar. 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.

(K. M. Sasidharan)
Under Secretary(Admn.)
Union Public Service Commission
Tel. No. 011-23388476



Annexure-|

Proforma for application for the post of Asst. Admn. Officer on Deputation/Absorption basis in

the Office of UPSC.
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11.

BIO-DATA PROFORMA

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

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

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

Do you hold analogous post on regular basis

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. 4600/- or equivalent

Do you possess six 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. 4200/- or equivalent

Do you possess Degree in
Arts/Science/Commerce from a recognized
University

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

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

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 with Period of service

from to

1 2 3 4

Basic pay & Pay
Organization scale of pay scale (pre-revised)

Basic Pay (revised)

Basic pay

8



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

13 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

14 Additional details about present employment:
Please state whether working under-
(a) Central Government
(b) State Government
(c) Autonomous Organizations

15 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 Revised
(pre-revised) (pre-revised) revision of pay pay, PB & G.P. basic pay

16. Total emoluments per month now drawn

17. 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)

18. Full postal address of forwarding authority with
name & telephone number

19. Whether belongs to SC/ST
20. Remarks

Signature of the candidate
Full office address

Tel. No.
Email ID
Date :



Annexure-ll

(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 Daossier 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:

ogrwnNE

(*Strike out which is not applicable.)



