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DOA: 22/04/2017

DETAILS FOR THE POST OF SECRETARY

Name of the Post SECRETARY
No. of Posts 1 (One)
Scale of Pay Pay Band Rs. 15600-39100 (PB-3) and

Grade Pay— Rs.7600/-

Period of deputation

Three Years

Eligibility conditions

Transfer/ Deputation-

a) persons holding analogous posts or
b)persons holding posts (Grade Pay
Rs.6600) with seven years experience
on regular service in related field.

and

Possessing the following educational and
other qualifications:

Essential

1)Masters degree in any discipline
including business administration

2)Not less than 7 years regular service
on the post of one stage below in
Central/ State Government/
Autonomous bodies/ Public Sector
Undertakings dealing with matters
relating to administration/accounts/
finance/ legal and marketing.

Desirable

1)Membership of Institute of Company*“s

Secretaries of India

(2)Sound Knowledge of foreign trade
policy and procedures

(3)working knowledge of computer
applications

(4)Degree in law

Note: Officers in the direct line of
promotion shall not be eligible for
deputation.




[FORMAT OF VARIOUS CERTIFICATES REQUIRED TO BE ENCLOSED
SEPARATELY ALONGWITH THE APPLICATION OF CANDIDATE WHO APPLIES FOR
DEPUTATION (INCLUDING SHORT-TERM CONTRACT) BASIS]

INTEGRITY CERTIFICATE

After scrutinizing Annual Confidential Reports of Dr./Shri/Smt./Ms.
, who has applied for the post of

Secretary ( ) in APEDA on Transfer on Deputation basis,

it is certified that his/ her integrity is beyond doubt.

[To be signed by an Officer of the rank of
Deputy Secretary or above]
Name & Office Seal :
Date :

VIGILANCE CLEARANCE CERTIFICATE

Certified that no vigilance case or disciplinary proceedings or criminal
proceeding is either pending or contemplated against Dr./Shri/Smt./Ms.

, who has applied for the post of

Secretary ( ) in APEDA on Transfer on Deputation basis.

[Authorised signatory]

Name & Office Seal :
Date :

NO PENALTY CERTIFICATE

Certified that no minor/ major penalty has been imposed on
Dr./Shri/Smt./Ms. , who has applied for

the post of Secretary ( ) in APEDA on Transfer on

Deputation basis during the last ten years.
[Authorised signatory]

Name & Office Seal :
Date :
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2.

3.

4.

5.

6.

g /[ PROFORMA
Imafeq ug &1 ™

PHOTO

Name of the post applied for

(Please sign

= ik gar / Name and Address (In Block Letters)

= fafer / Date of birth (in Christian era)

across)

D= [ T WEHR B AT & srid wa-giy @ aeg [ Date of retirement under
Central/ State Govt. Rules

e sreard / Educational Qualifications

7 eiRa Mére sl o ad ura € (afT $1g sredT MuiRd orgar & FHdme Al 9IRE! &
a1 39 ddg § wifrewr &1 AW ard)  / Whether Educational and other qualifications required
for the post are satisfied (If any qualification has been treated as equivalent to the one
prescribed in the Rules, state the authority for the same).

fgiRa srearg /srgwa / Qualifications
/ Experience required

/Qualifications / Experience possessed

HABRY GRT UTT fearg [ rqwd

by the officer

aifart /[ Essential :
1.
2.
3.
gie-ir [ Desirable:
1.
2.
3.

FUT IE WL AN & SR A T & MuR W R MU I e & foy fuiRa

smawaarg I8 @7d & / Please State clearly whether in the light of entries made by you above,
you meet the requirement of the post.

7.

by your signature, if the space below is insufficient.

AT e BITHAMAR [Gavol, AMaeaehal B W, ERERG AT I8 Fol dR 3 @RI« /
Details of Employment, in chronological order. Enclose a separate sheet duly authenticated

HrTT [ G / aRd ug / I/
Office/ Post held From
Institution

JH | IaTHE SR qd

/To | aa [/ Scale of

pay and basic
pay

B BT @/
Nature of duties
(in details)




8. AN AT T T AT qed rar IR arerar wiitaq siar wrft /[ Nature of
present employment i.e. Ad-hoc or Temporary or Quasi-permanent or Permanent.

9. e amE Jar wfafgfed / dfaer smeR w2 @ duan sarg &/ In case the present
employment is held on deputation/ contract basis, please state -

a) Ry fgfaa @t fafer / The date of initial appointment

b) fyfaa ok ufafegfea [ wfaer @) s@fer / Period of appointment and deputation/
contract

C) o ®rated [ "wed w1 A/ Name of the parent office/ organisation to which you

belong

10.  odH™ war & IR H srfaRaa faaver / Additional details about present employment

Pl it &1 T WEfdd diem @ W fod [ Please state whether working under
(indicate the name of your employer against the relevant column).

a) Central Govt.

b) State Govt.

c) Autonomous Organisation
d) Government Undertaking
e) Universities

f) Others

11. FIAT & qA1¢ 6 3T ST Hrfed § HRRG & iR a1 37 IRRS IS H I URGRS &
uRyxes ¢ # &/ Please state whether you are working in the same Department and are in the
feeder grade or feeder to feeder grade.

12, 1 oy ANfed daee 6§ ? Afk g A1 weies @) fafdr Jen deies qd aaHE s / 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. T | 9T B %8 ot uRRarerar / Total emoluments per month now drawn.

14, «faRew o, af @1 81 s 90 1R " S99 U &g U SuYddl B & dl axd § [
Additional information, if any, which you would like to mention in support of your suitability
for the post.

/-



15. Pyan I8 qa} fF @ oy gfafgfaa stean sreurate srgdy snmeR R yfad & fow smaed R
RE(Fs /T90 TR @ 99 I59 &89 & Weeksa & AfE & afafgfea & fag = 2m.
vU; arwiefl sreusifores orgeg @ forg @M1 / Please state whether you are applying for
deputation or short-term contract basis. (Employees of Central/ State Governments/U.T.

Administrations are eligible for "Deputation”. Others would be eligible for Short-Term
Contract.

16. 7 Sggfad ofa ferggfad Sefa & & /Whether belongs to SC/ ST.

17. il (erwaeft (i) orgda™ wepreMi SR ufudedl ofR favw gRaremel; (i) =Rl /
BEgREl RGN wredrsal (i) aaaiie SE [ diedl [ aHiial 9 daear sJnie & ar Ao
faaRor ¢ wapd &) (Rwolt Al srawgesan 81 a1 3T g8 |er &) Remarks [The candidates may
indicate information with regard to (i) Research publications and reports and special projects
(it) Awards/ Scholarship/ Official Appreciation (iii) Affiliation with the professional bodies/
institutions/ societies and (iv) any other information.] (Note : Enclose a separate sheet if the
space is insufficient)

1 Rfda aRem [ fa=mos a9 gae ger § 3R & Ul w0 { S § 6 w8 onergd & wweiA
H W ERI WA QU SRS Bl FIT P GHY, G AH R Jearda fear s /| have
carefully gone through the vacancy circular/ advertisement and 1 am well aware that the
Curriculum Vitae duly supported by documents submitted by me will also be assessed by the
Selection Committee at the time of selection for the post.

areft & BER

o
Signature of the candidate:
Address:
o
Date:
EIRESSIIRG N
(FrlteraT &1 99 7 BT ATeR)

Counter signed:
(Employer with Seal)



