No. A.35020/01(1)/2011-1STM
W &R

Government of India
giaared RIS T W HEE
Institute of Secretariat Training & Management
s @ yiEe e
Department of Personnel & Training
SoTafE satE, SodofE0 ([ TRER, JNU(OId) Campus:

serE T |, 7 fEewi-110067, Olof Paime Marg, New Delhi-110067
Telephone No. 26102597; Fax No. 26104183

pated, 2" May 2011

To:-
1. All Ministries/Departments of the Government of India. (As per standard list)
2. Heads of All Attached & Subordinate Offices
3. Secretary, UPSC, New Delhi
4. Secretary, Election Commission of India, New Delhi
5. Secretary, Central Vigilance Commission, New Delhi
6. Chief Secretaries of States/UTs
7. Joint Secretary(Trg) & CAO, Ministry of Defence, New Delhi
8. Olo Comptroller and Auditor General of India,
9. Olo Attorney General of India
10. Heads of all Central and State Training Academies/Institutions

Subject:-  Filling up of the faculty post of Assistant Director (English Shorthand &
Typewriting) on deputation basis in the institute of Secretariat Training

and Management, New Delhi —Reg. °

Madam/Sir, '

| am directed to say that the Institute of Secretariat Training and Management
(ISTM), New Delhi require urgently the services of a suitable officer for appointment to the
Faculty Post of Assistant Director(English Shorthand & Typewriting) ©N deputation basis.
The eligibility conditions, qualifications and experience required for the post and other details
are given in Annexure |

2, Since this is a faculty post in a training institute engaged in imparting training to the
Central Government employees and the job involves imparting training, only those officers
who have necessary aptitude/flair for teaching should apply.

3. It is requested that the applications (in quadruplicate) in the enc!osed p-roforma
(Annexure l) of the eligible officers, who would be spared in the event of their selection may
be sent through proper channel to the Deputy Director (Admn), Institute of Secretariat
Training & Management, Administrative Block, Old JNU Campus, New Meharauli Road, New
Delhi-110067 within 45 days from the date of publication of this circular in Employment
News/Rozar Samachar together with the following:-

(i) Up-to-date CR/APAR Dossier of the applicants or clear photocopies of the
APARS/ACRs for last 5 years duly attested by a Group 'A' Officer.

(ii) A statement showing major or minor penalties, if any, imposed on the officer.

iii) Integrity Certificate

(iv)  Vigilance clearance in respect of the officer.

(v) Cadre clearance in respect of the officer.




-

4, Applications received after the closing date or without the APAR/CRs dossier (or
attested photocopies of ACRs) or otherwise found incomplete or not in the prescribed
proforma are liable to be rejected. Officers who apply for the post will not be allowed to
withdraw their candidature subsequently.

5. While forwarding the applications, it may be verified and certified that the particulars
furnished by the officer are correct. It may also be confirmed that in the event of selection
for appointment the officer concerned will be relieved of his duties.

6. This may please be given wide circulation in the various units of your organisation.

Yours faithfully,

Encl. Annexure-l & II

Deputy Director(Admn)
Tel:26102597




ANNEXURE-|

© Qualifications, experience and other details required for the post of Assistant Director
(English Shorthand & Typewriting) in the ISTM.

1.  Name Assistant Director
(English Shorthand & Typewriting)

2. Number of posts 1 (One)

3. Date from which vacant 30/11/2011.

4. Classification General Central Civil Services Group ‘B’ (Gazetted)

5. PayBand PB-3: 15600 - 39100

6. Grade Pay Rs. 5400/-

7.  Training Allowance: 30% of Basic Pay (Basic Pay is defined as pay in fhe

Pay Band plus Grade Pay)

8. Period of deputation 5 years, subject to the condition that the period of
. - deputation including period of deputation in another ex-
cadre post, held immediately preceding appointment in
ISTM, in the same or some other
organisation/department shall not exceed 5 years.

9. Duties and responsibilities of the (i) to schedule, organise and direct training
post programmes for supervisory and operating level
officers of the Central/State Governments,
autonomous bodies etc. in the area of English

Stenography & Typewriting

(i) to provide direct training inputs and produce
training materials, case studies practical
exercises, etc.; and

(i) to assist the Director of the Institute in
Administrative and training matters.

10. Pay & Allowance A deputationist shall be entitied to his Basic Pay (pay
in the Pay Band of the parent cadre plus Grade Pay)
drawn in his parent cadre/organisation and training
allowance at the rate of 30% of his Basic pay drawn
from time to time in the revised pay structure in terms
of this Department's O.M. No. 12017/2/86-Trg. dated
31.3.1987 as amended from time to time.

11. Qualifications, Experience and Eligibility required for the post:
0 '

(i) Grade 'B' Officers of the Central Secretariat Stenographers Service; or

(ii) Stenographers under the Central Government
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(b)
(©)
(d)
(1

12.

hold'ing analogous posts; Or

With 2 years service in posts in the pre-revised scale of pay of Rs. 6500-10500 or
equivalent; Or

With 3 years service in posts in the pre-revised scale of pay of Rs. 5500 - 9000 or
equivalent . '

With 8 years service in posts in the pre-revised scale of pay of Rs. 5000 — 8000/Rs. 4500
—7000 or equivalent '
Must have successfully completed a course in the Stenography (covering theory as well as
practical)

Desirable:- Degree of a recognised University or equivalent
Age Not exceeding 56 years as on the closing date of receipt of applications




ANNEXURE-II

APPLICATION FOR THE POST OF ASSISTANT DIRECTOR (English Shorthand & Typewritihg)
BIO-DATA PROFORMA

1. Name and address (in BLOCK LETTERS),

Telephone No.

Date of Birth (in Christian era)

Date of retirement under Central/State

Government Rules

4, Educational Qualifications

5. Whether educational and other qualifications
required for the post are satisfied. (If any
qualification has been treated as equivalent to
those prescribed in the rules, state the authority
for the same)

© N

Qualifications/Experience Required Qualifications/Experience
possessed by the Officer

Essential:-

Desirable:-

6. Please state clearly whether in the light of
entries made by you above, you meet the
requirements of the post.

7. Details of employment, in chronological order (enclose a separate sheet, duly
authenticaied by your signature, if the space below is insufficient) ’
OFFICE! POST HELD FROM TO SCALE OF PAY WHETHER NATURE

INSTITUTE/ AND SERVICE/ AND HELD ON OF
ORGANISATION CADRE TO CLASSIFICATION REGULAR DUTIES
WHICH IT (GROUP) OF | AD-HOC
BELONGS POST BASIS

8. Nature of Present employment, i.e.
(i) ad-hoc basis

(ii) regular/on temporary basis
(iii) Pay in the Pay Band

(iv) Grade Pay drawn




9. |In case the present employment is held on
deputation/contract basis, please state:

(a) The date of initial appointment

(b) Period of appointment on
deputation/contract

(c) Name of the parent office/organisation to
which you belong

10. | Additional details about present employment.
Please state whether working under:

(a) Central Government

(b) State Government

(¢) Autonomous Organisation

(d) Government Undertaking

(e) Universities

11. | Are you in Revised Pay Structure? If yes, give the
date from which the revision took place and also
indicate the pre-revised scale.

12. | Total emoluments per month now drawn

13. | 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.
14. | Whether belong to SC/ST
15. | Remarks
Signature of the candidate
Date. cumiaaaivaei Address ..oocovvevvriiiiinnns

Countersigned with office seal by the authorised signatory of the parent office




WA, U-35020/01(1)/201 1-F.0.0.3.
HRT TAIPR
Araey ufdterr g weew e
HIfHG vd ufdreror fyamor
verfers @i, Sanf. (guer) ufRw,
Efficiency sad the Public Gaed NEE uleRn ?ﬂ'r)f, —,,ré Reci-110067
(GPTY : 26102597; BRI J: 26104183)

i - Zna{'ﬂ% 2011

¥

HRA WHR B Jafl FAAeT/[Gamr (Fes I & 3R)

1.

2. uoft Jug wd arefeRy IREEY B UHH

3. Jfya, F9 @ JdT A, @ oot

4. Afa, HRa & garg 3men, 93 e

5. Afud, Pesld Fdcdl AT, 73 oo

6. AT onfda wAREEl @ H¥ ARG

7. AgE dea (@fdvern) @R Afivsh, enm Fwew, 9% Rooh

8. HRA P FR=®G T4 FEHINGTE B BRI

9. HRA P FABIRIARE BT BAE,

10. ol B SR T YRS B /AR B UEH

Rwer: IRmaey ufdieror qenr wedy d=me, @ Reeht & meme frus ( 3id6h
gy vad o ) &1 Fe Ut uRiRgRa smaR W R W @ ey
#

HECT /AGIET,

TE FEo B feeer gIm ¢ 5 Afvaree ulterr den wew e
Fuwsd), o5 ool & ufafergfe smar w @ fou JEwe s (st
Yl wd <o) & Few U B AU PR @B A3t B apIA

2. I uE ug ulder Jae @ Us AP UT ¥ OO BT IWBR B
HAEAMAT Bl YO Uerel B & Telwel & AR TH BRI H W B
TfeAfeTd B, 3 daet UF IARGIAT BT 3Ndee Bel JgaT EON Sl ST

P 3fEa erar R fdsRr ==a &




(i) omest & swaw <o /odivsm Sfwr sear frs 5 aut & F 3w
g@v&w B WE B R S T It g Riftag e
|
(i) M w wond o o JIar g aiaEt @ Rewen, o o &
(i)  caferer waToTgH
(V) sty & wide & Fadar wde sy g o
(V) i & Jddg & dwf semiy | :

5. 3w UWNT wA FHw, WF FOWE IR yERE T R e 5

streREl g1 Ru ow Rewor o ¥ | =W @ @ e ff = &t o B

frgfm & R oo o & Rafy & HeitE S B IHS TNk ¥ FEw oW
| .

U FER et & daw @en siena wEiod Wk Rt vewt

6.
# T URUN B =uE uReETers Rear oo %%
(@eer ;
39 forkerss (wem.)
- R : 011-26102597
Hooere: ey | 3R 1)




ST~ |

.aﬁamuﬂrmmmﬁmﬁm%%w(ﬁaﬁﬁan@%ﬁuééﬁw)
® W B w sifdm sdard, swep o sy R

1. oA TEEE fereuss ( sigoh sngffr wd <o )

2. Ul @ FzA 01 (=)

3. ?’Hﬁfﬁ'ﬁ@rﬁaﬁ 30.11.2011

4.  gaffepaor AR it faRe dar T @ @oahe)

5. Jdel s dafl-3: +.15600-39100/-

6. Us Ader . 5400/~

7. Uideror erear A A B 30% (A A9 A A 2 Aqw T

& Jaa o Is Jae)

8. ufafergfm ﬁsa&f,w%ﬁa%awsﬁaﬁsuﬁ%gﬁaaﬁ
3rafer ety ot afare ufvreror qen wae e &

3fgs & Bt
9. W & fou i I Ieh angRifr wd dmw @& & &
3 et PETRT ISR et anfr @

WA Td YEee W B eRet @
fore uftreror wrieat @ serfa, smfE
3R fordfdra e

I Ucuel UitTeTor @B Gieerel UeTe Weer gar
uidteror  Jeh, Rwwr srevee,  emaEe
A 3MME BT Jole &BaT; 3R

.  veorafers @R &R ufdreror smsvat &
e @ e @ et e

10. Ja@& AR o uldfergf smeR W Rgew s swer o
Haal) Zorear 3 smeRd sue W Aqw (e Hael
% Iq9 5 H dad o I Jae) @ =T Feer
B FJAT-IFT W IORG Reais 31.3.1987 B
B H. 12017/2/86-UR1. B ol B sEgAR
TS A AR FAT-FAT U FAG  Aqeeny &
AA dJaad B 30% B T A WRrET sver
U el BT U B |




1. & & fore enmifda sdary, sy s urrer

M i St ARAeE g A4 S Je-z R e
i) BT WER B afe X sy

B) %Feﬁ‘%aqwuawf‘?ﬁege?,mam

F)  BUA 6500-10500 B TA-JeNRIT 3rerar Fewepar JaaaATe
aret wet #F 2 af @ Jar B, srerr

/) BT 5500-9000 B YH-AHeNG srgar wewer Iaerera
et ust # 3 af & Jar & 2, e |

¥) BT 5000-8000/FUF 4500-7000 B YI-AMRT arerar
THABE dcereTel Ay WSl F 8 ¥ @t Jar Y & |

() sngfei (B siaeia difos vd @maeRes Qe &) 3 giver g
FheaEs G fsar &

ATz~

@) it srewar ura Reafieem 3 Raft @ wergew;

12, 31y mdee yita @t sifder a8 B 56 A F s
&l |




sniféra srdard/sreea

3Tdae |
Juimes o Wemst

e 3R uar (@ et #H)
AT .

oo W AR (A Je H)

BRI RT TITBR B forgarie
Jarfergfed & afier

Aférs s@ae

=T ug @ fore e e S
3T 3Eat Wi &7 (@ fseht
3gar & o feraiRa et & J B,
JAGET AT O=IT 8, dl IAD WIEPR
Bl IooA DY)

Hegs fereers ( 3idel Nyl ud dew ) @ U @ fou

st a1 aRa 3dand/sreasa

aiferaref:-




(aﬁaﬁ%zmawfﬁrazﬁa‘rsma

mﬁ?mﬁxf‘mmﬁmmmsﬂewaﬁh
BRI /A2Ie/ | arred J aB ddeTaTe =T T @
ZoTSeT AR AR ue | Rl THT
Har-qef @) @ | ged  amawR
= Jaffesor R aiRa 2 |
dag 3

(1)

(3)

(4)

(6)

(7)

10,

qcere SRR B TH, 3l

deel 3meme T

rafda /zres amawr w

dae T F Jae
3mERa Iz Age

a%aﬁmaamuﬁﬁgﬁﬁ/éﬁmémw%ﬁmmzﬁ—

IR Trgfmr a8 ardkg
RifdeT w2 forgfea & smafy
3D T BT/ BT e

aﬁmmﬁamn%aﬁﬁsﬁﬁaaﬁm
mﬁﬁ%m%ﬁﬂaﬁmﬁﬁaﬁamﬁﬁaﬂﬁm%

®)
=)
)

Pog AIBIT
AT TAIBIR
T HoTee
BN IUSH
reafeenerr




1. & 39 uReilfda Jaeremer 3 27 af & ar ofeifee 2 &
mﬂaéamuﬁ&ﬁm%qﬁ%ﬁaaﬂmmsﬁma%
12. wmmﬁauﬁaﬁ@uﬁaﬁaﬁ
13. &%ﬁaazﬁm,ﬁ%aﬁéa’r,ﬁﬂmmwuawamaﬁ
m%wﬂaﬁmmaﬁrmmzﬁa’r
sietar offie Feoa &3
4. T ST Sy /SR seethy @ ¥
15. 3yl
SHileaR B FwaTeR
LRI L L2 1 T

e e —————md






