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ANNEXURE - I 

Job Description for the Post of Deputy Director (General Administrative Division) 

Name of the post   Deputy Director (General Administrative Division) 

Status Group ‘A’ Gazetted 

Scale of pay Level 11 as per 7th CPC 

Eligibility 

 

Officers of the Central Government or State Government or Union Territory 

Administrations,- 

(a)  (i) holding analogous posts on regular basis in the parent cadre or 

department; or 

(ii) with five years service rendered after appointment to the post on 

regular basis in the level 10 (Rs. 56100-177500) in the pay matrix or 

equivalent in the parent cadre or department; and 

(b) possessing the following educational qualification and experience,- 

(i) Bachelor degree from a recognized University or Institute; and 

(ii) five years experience in administration or establishment or 

accounts matters. 

Age limit 1. The maximum age limit for appointment by deputation shall be not exceeding 

fifty six years as on the last date of receipt of applications. 

Duties attached to the post  2. To supervise works relating to administration, personnel, accounts and 

establishment matters viz. recruitment, promotion, pay and allowances, court 

cases, disciplinary cases, personnel, training, legal, financial, processing of 

salary/TA/medical claim bills, reconciliation of receipts and expenditures and 

other administration, establishment and accounts related matters. Any other 

duties that may be assigned by the authorities from time to time. 

Period of deputation 1. The period of deputation including period of deputation in another ex-cadre 

post held immediately preceding this appointment in the same or some other 

organisation or department of the Central Government shall ordinarily not 

exceed three years. 

Location of post The proposed place of posting for all the four posts are in the field offices of 

DC (MSME) in North-Eastern Region of India. However, the selected Officers 

are liable to be posted /transferred anywhere in India 
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ANNEXURE - II 

BIO DATA PROFORMA 

1.  Name in Block letters   

2.  
Current residential Address in 

Block letters 
 

3.  Office address in Block letters  

4.  eMail ID  

5.  Alternate eMail ID  

6.  Mobile Number   

7.  Alternate Mobile Number  

8.  Date of Birth (in Christian era) D D /  M M / Y Y Y Y 

9.  

Date of retirement under Central 

Govt. / State Govt. / UT 

Administration Rules 

D D /  M M / Y Y Y Y 

10.  
Educational Qualifications 

 

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). 

11.  

Essential Qualification 

Qualifications required Qualifications possessed 

Bachelor degree from a 

recognized University or 

Institute; 
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12.  

Essential Experience 

Experience required Experience possessed 

five years experience in 

administration or 

establishment or accounts 

matters. 

 

13.  

Please state clearly whether in 

the light of entries made by you 

above, you meet the requirement 

of the post. 

 

 

14.  

Details of Employment, in chronological order. Enclose a separate sheet, duly authenticated by your 

signature, if the space below is insufficient. 

Office/Instt./ 

Orgn. 
Post held                                                                            From To 

Scale of pay 

& Basic pay 
Nature of Duties 

(i)        

(ii)        

(iii)        

(iv)       
 

 

15.  Nature of present employment  Ad-hoc Temporary 
Quasi-

permanent 
Permanent 

16.  

In case the present employment is 

held on Deputation/contract basis, 

please state : 

(i) The date of initial appointment   

(ii) Period of appointment on 

deputation/ Contract 
 

(iii) Name of the parent 

office/Organisation/ Service to 

whom you belong. 
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17.  
Additional details about present 

employment: 

Please state whether working under: 

Central 

Government 
State Government UT Administration 

18.  Are you in Revised Scale of Pay? 
If yes, mention the date from which the revision took place and 

also indicate the pre-revised scale. 

19.  
Total emoluments per month now 

drawn. 
 

20.  

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. 

 

21.  Whether belongs to SC/ST/OBC  

22.  Remarks  

Date :           

            
   
 

Signature of the Candidate 
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Endorsement by Employer 

The particulars mentioned by the applicant have been verified and found to be correct. It is 

certified that no disciplinary/vigilance case is pending/contemplated against him/her and 

he/she has not been awarded any major/minor penalty during the last 10 years. His up-to-

date CR Dossiers is enclosed. Integrity of the officer is also certified. 

 
 

 

Signature 

Name & Designation (with seal) _______________________________ 

 

Complete Office address & Tel..No.:__________________ 

 

 

 

Official eMail ID:___________________________________  


