No.A-35018/01/2009/MF.CGA(A)/Gr.B/-I | 40,
GOVERNMENT OF INDIA —
MINISTRY OF FINANCE
DEPARTMENT OF EXPENDITURE
OFFICE OF THE CONTROLLER GENERAL OF ACCOUNTS
LOK NAYAK BHAWAN, NEW DELHI

DATE September, 2010

CIRCULAR

Enclosed please find the following vacancy circular regarding filling
up of the post on deputation basis :-

\-S.No. Letter N_o. & Date |Organit:)ati.m'r _ Deputation ‘Eligibliw—
' post with
| scale

'No.11011/INGAF/ADMN./MI Lal Bahadur Shastri |Assistant | PAO/ SFAO
. SC./ICAS(P)/2010-11 | National Academy of Director

Dated 22.09.2010 Administration, (Rs.15600- |
Mussoorie |39100 + GP | |
6600/- '

Pay Band -3)

The applications of willing and eligible officers may please be forwarded
to this office alongwith Vigilance Clearance Certificate/Integrity Certificate /Statement

of Major /Minor Penalty imposed, if any.
o

(RATTAN SINGH)
Sr.Accounts Officer

To

All Pr.CCA/CCA/CA/Dy.CAs



HITd HIHIX / Government of India
fag AT, g fasm/ Ministry of Finance, Department of Expenditure
YTHE ol Ud fded SR/ INSTITUTE OF GOVERNMENT ACCOUNTS & FINANCE
s 7.4, F. @ 1 HEY (3?‘75)/ Block No. IV, JNU Campus (oid)

7% ReeM-110 067/ New Delhi - 110 067
Tele: 2610 4072, 2610 5713, 2616 0282 Fax: 2610 5378, 2617 5968

No.11011/INGAF/Admn/Misc./ICAS (P)/2010-11/ /L5 7 Dated: 22™ Sep 10

To
The Joint Contrgller General of Accounts (Group 'B' Section),
O/o the Contrdller General of Accounts,
7™ Floor, Lok Nayak Bhawan, Khan Market,
New Delhi - 110 003

Sub.: Filling up four posts of Assistant Director in LBS National Academy
of Administration, Mussoorie on deputation

Sir,

Please find enclosed herewith letter No.2/1/2009-EST dated 10™ Sep
10 from Joint Director, Lal Bahadur Shastri National Academy of
Administration, Mussoorie for the filling up four posts of Assistant Director
in LBS National Academy of Administration, Mussoorie for further necessary
action at your end.
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Yours faithfully,

Asstt. Accounts Officer (Admn.)

(H. S. Chhabra) 2-2{4|71®



1959-2009 Dated : 10™ September, 2010

AN el j -
) “LBSNAA

Lai Bahadur Shastri National Academy of Administration S '\

Sanjeev Chopra
Joint Director W
ko
Sub: Filling up four posts of Assistant Director in LBS National Academy of
Administration Mussoorie.

%m;. pwf

We have two vacancies of Assistant Director (Training) and two vacancies of
Assistant Director (Infrastructure) at the Academy in the pay scale of Rs. 15600-
39100 + Grade Pay Rs. 6600 (Pay Band: 3) . It is proposed to fill up these posts through
deputatiorn from Central/State Civil Service Officers. The essential qualifications,
experience etc. required for the posts are as under:

i). Officer under the central/State Governments:
i1). Holding analogous posts;or
iii). With 5 years service in posts in the pre-revised scale of pay of Rs. 8000-
13500 or equivalent or with 8 years service in posts in the pre-revised scale of
pay of Rs. 6500-10500 and having experience in Administration, Accounts and
Establishment matters.
ivj. The period of deputation shall not exceed 2 years.

2. The duties and responsibilities of the posts are enclosed in Annexure I and I1.

3. Mussoorie, as you know, has very good facilities for school education and has a
salubrious climate. Academy also provides rent free residential accommodation to all
officers posted here.

4. I shall be grateful if you would kindly send a panel of names of suitable and
willing officers who can be spared immediately alongwith (i) bio-data as in the proforma
at Annexure III (ii) complete and upto-date CR dossiers ( or photocopies of ACRs for
the last 5 years duly attested by a Group ‘A’ Gazetted Officer) (iii) cadre clearance (iv)

Vigilance/Integrity certificate at the earliest.
a ’

Tr

sincerely,

(Sanjeev Chopra)
Mrs. Sujata Prasad, ICAS,
Director,
Institute of Government Accounts & Finance,
Old INU Campus. Block No. 1V,
New Mehrauli Road,
New Delhi-110067

Lal Bahadur Shastri National Academy of Administration, Mussoorie - 248 179 (Uttarakhand) INDIA
EPABX : (0135) 2632374, 2632489, 2632405, 2632236, 2632367  Fax : (0135) 2632350, 2632720
Website : www.Ibsnaa.ernet.in
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f7uties and responsibilities of the Assistant Directors in the Lal

Bahadur Shastri National Academy of Administration, Mussoorie.

Duties of Assistant Director (Training)

The Academy runs various induction as well as In-Service Courses lor
the All-india Services and Central Civil Services, Group *A° and other

Workshops and Conferences, such as, Conlerence ol Heads ol ATIs, retreat

ol IAS oflicers. clc,

Apart {rom this. the Training, Rescarch & Development Cell deals

with preparing the annual training programme of the Academy, data base ol
Guest Speakers/FFaculty, sponsoring of the Academy laculty for various

training programmes in and outside India.

The Assistant Director (Training) will look after and coordinate all the
functions relating to TRG-I, 11 1T and TRDC. Brouadly, the main dutics ol

Assitant Director (Training) are assigned as under:-

J

e

Liaison with the Academy faculty., guest faculty, and other outside
organizations/agencies and the participants in the smooth conduct
ol the courses assigned to the Academy by the Government.

To work as nodal officer in relation to the correspondence with the
State/Central - Governments,  oflicer-trainees  and — participants,
reparding conduct of the courses.

Coordinating all the other activities like joining and relieving
formalities, tying up arrangements ol outside tours ol the ollicer-
trainces and participants within India and abroad and providing

local logistics.
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To assist the Course Coordinators of various Courses in various
activities like finalizing the course manual, reading material, time-
table, guest faculty, formation ol groups, conduct of classes and
extra-curricular activities.

Correspondence with State Governments/ollicer-trainees of Phase-
I & 11 during their district training.

Correspondence regarding Winter Study Tour ol the Olficer-
trainces for their attachments with PSUs/Army/ BPST, Travel
Agencies, Railways, State Transport Deptts., State Govts. and
district authorities.

Furnishing of information as and when required by various

authoritics/scctions  like  TRDC, Raj  3hasha.  Admin  and

Parliament/RTT questions relating to these Scctions.
Issue of Misc. notices, circulars, notes, clc.

Nommation of Faculty/Stall lor various training courses in India
and abroad.

Nonunation ol Faculty Coordinators for different courses, Clubs &
Socictics, Counscllors,

Preparing and finalization of the annual report, training calendar

and conduct/minutes of Academic Council Mcctings of the Faculty

Coordinating visits of forcign delegation, and visitors Abroad.
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3. Collaboration with outside mstitutions in India/Abroad, such as
EENA. University of Austin, Molls, ete.

I4. Coordination and lollow up ol Swgnding Syllabus  Review
Committce  meetings,  and  Membership of  Cll/India
International/CAPAM, clc.

15.  Overall Supervision and coordination with sectional heads of
Traiming Scctions 17 1. HE and TRDC vis-ia-vis the Deputy
Directors Incharge ol these Sections.

16. Any other work assigned by the Course Coordinators, Joint
Dircctor and the Director, '
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Duties of Assistant Director (Infrastructure)

The infrastructure of the Academy is manned by the Scctions, namely,

Estate Scction, Supplies & Services Scction, Protocol, Electronic &
Communication, Reprographic and Computers. The Assistant - Director
(Infrastructure) will have to deal with all these Scctions and coordinate their

work with CPWD as well as the outside agencices.

The duties and

responsibilitics ol the Assistant Director (Infrastructure) will be supervision,
liaison and coordination ol the activitics of these Sections which are as

follows:-

.
2
3.
4

&

oo

Acquisition, requisition, leasing of land and buildings;
Proper maintenance of and repairs to existing buildings;
Planning and construction of new buildings:
Preparation  of  Master  Plan,  Architecture  services  and
reconstruction of the Academy buildings;

Garden establishment and a1 related matters;

Matters relating to and coordination with CPWD (Civil, Electrical
and lorticulture Wings);

Allotment of hostel rooms and guest rooms;

Allotment of shops, garares, ete.
viction of unauthorized occupants from the Academy premises,
Assessment and collection ol rent, electricity and water charges.
Processing of clectricity and water bills and Municipal charges
including house tax. cte.

Planning, installation & m:aintenance ol lire-fighting equipment;
Sceurity of Academy premises and property. Deployment and
supervision over securitty stall.  Issue of passes (o tradesmen and
issuc identity cards o il visitors, traders, daily wage workers,
labourers engaged by the vanous contractors/agencies, lemporary
employees of Mess and vaious other units, ele.;

Deployment of and supcervision ol Carctakers, Sanitary Inspectors,
Sweepers, Farashes & G Room Orderlies;

Deployment ol and sup roasion over Carpenters, Electrician and

casual labourers:
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17
18.
|9,
21).

77

——

23,
24,
25,

26.

30.

Budgetary and Accounts matters ol these Scctions including
Parliament/RTI Questions, Court Cases. Monthly/Annual returns,
ele.

Purchase. maintenance and  disposal ol condemned  stores,
including furniture and furnishings;

Purchase for Officers® Mess and other Clubs & Societies;

Purchase and issue of LLivery items;

Purchase and issue of stationery and other consumable items;
Heating arrangements including purchase of fuel and issue fire-
wood, charcoal and soft-coke;

Installation of telephones.  Operation & maintenance of Fax and
Photocopying equipments, Acqua-guards, RO and other water
purificr systems;

Purchase of office equipments (including printing, duplicating,
clectronic and clectrical equipments);

Maintenance of Language Laboratories;

Purchase relating to Riding Eistablishment:

Deployment of and supervision over class room and Reprographic

stafT;
Purchase, installation and  maintenance  of°  cable-network,
(elevisions, audio/video equipments and PA systems;

and disposal ol unserviceable  and

Purchase, maintenance
condemned vehicles, log-books and such other refated equipments
(including ol hiring of taxies/buscs other vehicles, clce.)

Transport arrangements  for guest, faculty,  Academy  staif,
probationers and In-Service and oiher  course  participants
(including  participants  of  Workshops/Conlerences/Seminars/
Cultural events/VIP visilts, cle.

Up-keep and maintenance ol all hostel blocks, office-rooms,
residences and other buildings of the Academy including purchase
of linen and sanitary items;

Allotment of office and residential accommodation, hostel blocks,
guest rooms (including Guest House accommodation in Delhi)
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Budgetary  and accounts matter, including maintenance of

expenditure regisiers wherever required;
Proper functioning and maintenance ol all “internal & P&T
telephones, IEPABX. Reception Room, Gate-Entry and sccurity
systems:

Pm!owlf‘scc-mly matters during VVIP/VIP vi<ity:
lic has to work a lynch-pin between course coordinators, stafl,

faculty and guest spcakers and  other  outside  agencies/
organizations, vis-a-vis the Joint Dircctor and the Director.
Any other work assigned by the Joint Dircctor and the Director.




ANNEXURE-[J

Application for the postof
BIO DATA PROFORMA

Name and Address in Block letters:

2. Date of Birth (in Christian era);

3 Date of retirement under Central/State
Government rules:

4. Educational Qualifications:

5. Whether Educational and other qualifications

required for the post are satisfied. (Il any

qualification ha» bean treated as equivalent to

the one prescribed“ in the rules, state the

authority for the same) )
Qualifications/experience Qualifications/experience possessed by

required the officer

—

Essential (1)
(2)
(3)
Desired (1)
(2)

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 authenticated

by your signature, if the space below is insuflicient

" Office/Institution/ | Post held From "To | Scaleofpayand | Nature of duties
Organisation basic pay(*)
- therein

*Basic pay in the post being held on ragular basis
8. Nature of present employment i.e. ad-hoc or
temporary Or quasi permanent Or permaneni
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
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10. Date of return from the last ex-cadre post, if
any

I 1. Additional detaiis about present employment

" Please state whether working under
a) Central Government
b) State Government
¢) Autonomous Organisations
d) Government Undertakings
e) Universities

12 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

13. Total emoluments per month now drawn

14. Additional information, if any, which you
would like 10 mention 1 suppori of your
suitability for the post. Enclose a separate
sheet, if the space is insufficient.

15 Whether belongs to SC/ST

16. Remarks

Signature of the candidate

Address I S

- —  ————

Certificate to be turnished by the employer/Head of Office/forwarding authority

Centified that the particulars furnished by are correct and he/she

possesses educational qualification and experience mentioned in the vacancy circular.

Also certified that.

(1) There is no vigilance case pending/contemplated against him/her
(i)  His/her complete ACR Dossier/ACRs for the last five years duly attested (on each
page) are enclosed.

(1)  His/her integnity is beyond doubt.
(tv)  No major/minor penalties have been imposed on him/her during the last 10 years.

(v) List of major/minor penalties imposed during the last 10 years if any.
(vi) A cadre clearance certificate from ins/her purent ollice

Signature
Name & Deparment
Office Seal




