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FILE NO: A-35020/4/2023-ESTABLISHMENT 
HRE FIHR / GOVERNMENT OF INDIA 
wfraTera ST AUT YEeU HEAT 

INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT 
(% HTETHTI001:2015 HEUT / AN 1SO 9001:2015 INSTITUTION) 

1T¥e wd YiaTor fAHHT / DEPARTMENT OF PERSONNEL & TRAINING 
FifdE o a3 YT FAY / MINISTRY OF PERSONNEL PUBLIC GRIEVANCES & PENSIONS 

Date: 1Dfiugu&t, 2025 \ 

To 

1 The Secretary of all Ministries/ Departments of Government of India 

(As per standard list) 

Subject: - Filling up of one faculty post of a Deputy Director (Office Management) on 
deputation basis in the Institute of Secretariat Training & Management, New Delhi 

—reg. 

Madam/Sir, 

| am directed to say that the Institute of Secretariat Training and Management (ISTM), a 
Central Training Institute New Delhi proposes to fill up the following faculty post on deputation 

basis. Details of the post are as under: - 

[S.No. [Name of the Number [Pay level in the [Pre Revised Pay Eligible Category 

Posts of pay Matrix Scale 
lvacancy 

1 |Deputy Director (01 Level-11 PB-3 Rs.15600-39100 | Officers of the 

(Office (Rs.67700- GP 6600 Central 
Management) 208700) Government. 

2 The officer selected shall be entitled to draw either “the initial pay of deputation post" or his 
"basic pay drawn in his parent Department/ Cadre plus training allowance thereon" at such rate on 
basic pay as determined by Government of India from time to time (at present training allowance 
is 12%). The eligibility conditions, qualifications and experience required for the posts and other 
details are given in Annexure-l (A). 

3. It is requested that applications (in quadruplicate) of suitable and eligible officers and who 
can be spared immediately in the event of selection may be sent to Shri Ram Bhagat Kushwaha, 

Under Secretary (Training) Training Division, Block-V, 3"Floor, JNU (OLD) Campus, New 
Delhi-110067 within a period of 45 days from the date of publication of this advertisement in the 

Employment News/ Rozgar Samachar. 

4. Applications of only such officers/candidates will be considered which are routed through 

proper channel and are accompanied with (i) Bio-data (in quadruplicate) in the proforma as given 
in Annexure-ll (A) and (i) Cadre Clearance (iii) Vigilance Clearance (iv) Five years attested APAR. 



5. Applications received after the closing date or without prescribed documents or otherwise 
found incomplete or not in the prescribed proforma are liable to be rejected. Officers in case of 

selection for the post will not be allowed to withdraw their candidature subsequently. It would be 
mandatory to serve the entire deputation terms and premature relieving would not be considered 

except in rare and exceptional circumstances. 

6. Before forwarding the applications, Competent Authority must certify that information 
furnished by the applicants are verified with their Service record and found correct and should also 
countersign the application with the office seal. It may also be confirmed that in the event of 
selection for appointment, the officer concerned will be relieved of his/her duties. 

7 This may please be given wide circulation in various units of your organization. 

Yours faithfully, 
Encl.: Annexure | (A) 

Annexure Il (A) %M\_{ 

(Shefali Saraf) x 

Under Secretary (Estt) 
Telephone No. 26737614 

Copy to: 

1. Shri Ram Bhagat Kushwaha, Under Secretary (Training), Training Division, DoPT, Block- 
1V, 3"Floor, JNU(OLD) Campus, New Delhi-110067 

2. NIC, DoPT with the request to upload the same on DoPT's website. 

wrRrEEE Farw, ST aRET (IAAT) / ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD), 
ST GTeRr AT, T TR - 110067/ OLOF PALME MARG, NEW DELHI — 110067 
FTATEE / WEBSITE ~ https://www.istm.gov.in; THRETH / FAX — 011-26104183; §-A / £-Mail — istm@nic.in 



T Name of Post 

2, Number of posts 

8s Date from which vacant 

4. Classification 

8. Pay Band 

6. Training Allowance 

7. Period of deputation 

8 Brief Job description of 

the post 

9. Pay & Allowances 

Annexure — | (A) 

Deputy Director (Office Management) 

01 (one) {01 anticipated vacancy} 

02.11.2025 

General Central Service Group ‘A’ Gazetted, Non- 

Ministerial 

Pay in the Level-11 (Rs. 67700-208700) in the Pay 

Matrix. 

[Pre revised PB-3: Rs.15600-39100/- with Grade Pay 

Rs.6600] 

At such rate (at present @12%) on basic pay as 

determined by Government of India from time to time. 

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 five years. 

(i) To schedule, organize and direct training 

programmes for senior/supervisory and operating level 

officers of the Central /State Governments/ UTs/ PSUs/ 

Autonomous Bodies etc. 

(ii) to develop training materials, case studies etc. 

(i) to develop e-contents, instruction design and 

curriculum design. 

(iv) to conduct training session, Research activities, 

Consultancy work. 

(v) to assist the Director of the Institute in 

Administrative and Training matters as may be 

assigned. 

A deputationist shall be entitled to draw either "the initial 

pay of deputation post" or his "basic pay drawn in his



10, Qualifications, 

Experiences and Eligibility 

required for the post 

parent Department/ Cadre plus training allowance 

thereon" at such rate on basic pay as determined by 

Government of India from time to time (at present 

training allowance is 12%). 

By Deputation 

Officers of the Central Government :- 

(A) (i) holding analogous posts on regular basis in the 

parent cadre or department; or 

(i) with five years’ service in the grade rendered 

after appointment thereto on regular basis in PB- 

3 (Rs.15600-39100) plus grade pay Rs.5400 [ In 

the Level-10 of the Pay Matrix (Rs. 56100 to Rs. 

177500)] or equivalent in the parent cadre or 

Department; or 

(i) With Six years’ service in the grade rendered 

after appointment thereto on regular basis in PB- 

2 (Rs.9300-34800) plus grade pay Rs.4800[In 

the Level 08 of the Pay Matrix (Rs. 47600 to Rs. 

151100)] or equivalent in the parent cadre or 

Department; and 

B) Possessing the following educational qualifications 

and experience: - 

Essential: 

(i) Bachelor's Degree of recognised University; 

(i) Five years’ experience in application of rules, 

regulations and procedures in the Central Government. 

Desirable: 

i) Master's Degree from recognised university; 

ii)  Diploma in Public Administration from a recognised 

University or Institute; and 

iiiy One year teaching experience in a recognised 

University or College or training institution.



i Age Not exceeding 56 years as on closing date of receipt of 

applications.



ANNEXURE-II (A) 

APPLICATION FOR THE POST OF DEPUTY DIRECTOR (OFFICE MANAGEMENT) IN 
ISTM 

BIO-DATA/ CURRICULUM VITAE PROFORMA 

1.Name and Address 

(in Block Letters) 

| 2.Date of Birth (in 
| Christian era) 

3.i) Date of entry into 

service 

i) 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 

lthe one prescribed in 

the Rules, state the 

| authority for the same) 

mentioned in the advertisement/ 

vacancy circular 

Qualifications/ Experience required as | Qualifications/ experience possessed 
by the officer 

Essential | Essential 

[ A) Qualifi ation'- Bachelor's Degree of 

recognised University. 

B) Experience:- Five years’ B) Experience 
experience in_application of rules, 



regulations and procedures in the | 
Central Government. 

\ 
| 

[ Desirable Desirable 

A) Qualification: - (i) Master's Degree | A) Qualification 
from recognised university. 
(i) Diploma in Public Administration 
from a recognised University or 

Institute. 

B) Experience:- One year teaching B) Experience 

experience in a recognised University | 

or College or training institution | 
| 

51 Note: This column needs to be amplified to indicate Essential and Desirable 

Qualifications as mentioned in the RRs by the Administrative Ministry/Department/Office 

at the time of issue of Circular and issue of Advertisement in the Employment News. 

| 5.2 In the case of Degree and Post Graduate Qualifications Elective/ main subjects and 

subsidiary subjects may be indicated by the candidate. 

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

| meet the requisite Essential Qualifications 

and work experience of the post. 

6.1 Note: Borrowing Departments are to provide their specific comments/ views 

confirming the relevant Essential Qualification/ Work experience possessed by the 
Candidate (as indicated in the Bio-data) with reference to the post applied. 

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

by your signature, if the space below is insufficient. 

Office/Institution | Post held on | From 7o * Level in the | Nature of 

regular basis Pay Matrix pay | Duties (in 

Band and Grade | details) 

Pay/Pay Scale | highlighting 

of the Post held | experience 

on regular basis | required  for 

the post 

applied for 



* Important: Pay-band and Grade Pay granted under ACP/MACP are personal to the officer 

and therefore, should not be mentioned. Only Pay Band and Grade Pay/ Pay scale of the post 

held on regular basis to be mentioned. Details of ACP/MACP with present Pay Band and Grade 

Pay where such benefits have been drawn by the Candidate, may be indicated as below; 

Office/Institution Pay, Pay Band, and | From To ‘ 

Grade Pay drawn 

under ACP/MACP 

| Scheme 

J 8.Nature of present employment | | 
i.,e. Ad-hoc or Temporary or 

| Quasi-Permanent ‘ 
| 

| | 
| 

or Permanent 

employment is held on 

| 9.In case the present ‘ 

deputation/contract basis, | 

please state- 

"a) The date of | b) Period of ' ¢) Name of the parent | d) Name of the post | 

initial | appointment on [ office/organization to | and Pay of the post | 

appointment | deputation/contract | which the applicant | held in substantive | 

| ‘ belongs. capacity in the parent | 

organisation | 

| 

9.1 Note: In case of Officers already on deputation, the | 
| applications of such officers should be forwarded by the parent | 

cadre/ Department along with Cadre Clearance, Vigilance | | 

Clearance and Integrity certificate. ‘ 

| 9.2 Note: Information under Column 9(c) & (d) above must be 

| given in all cases 

where a person is holding a post on deputation outside the 

‘ cadre/ organization but still maintaining a lien in his parent 

| cadre/ organisation 



[10. If any post held on 
| Deputation in the past by the 

applicant, date of return from 

the last deputation and other 

details. 

11.  Additional details 

about present 

employment: 

Please state whether 

working under (indicate the 

name of your employer 

against the relevant column) 

Central Government 
State Government 

c) Autonomous 
Organisation 

d) Government 
Undertaking 

e) Universities 
f) Others 

a 

o
3
 

12. Please state whether 

you are working in the same 

Department and are in the 

feeder grade or feeder to 

feeder grade. 

13. 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 

14. Total emolument per month now drawn 

Basis Pay in the | Grade Pay Total Emoluments 

PB/Level in the Pay 

Matrix 

15. In case the applicant belongs to an Organisation which is not following the Central 

Government Pay-scales, the latest salary slip issued by the Organisation showing the 
following details may be enclosed. 



Basic Pay with Scale 
of Pay and rate of 

increment | details) 

Dearness Pay/interim relief/ other [ Total Emoluments 

Allowances etc., (with  break-up | 

| 16.A Additional information, if any, | 
relevant to the post you applied for in 

support of your suitability for the post. 

| (This among other things may provide 

| information with regard to (i) additional 

academic 

professional training and (i) work 

| experience over and above prescribed 

|in the Vacancy 

| Circular/Advertisement) 

| (Note: Enclose a separate sheet, if the 

| space is insufficient) 

| 

qualifications (ii) | 

16.B Achievements: 

The candidates are requested to 

indicate information with regard to; 

(i) Research publications and reports 

and special projects 

| (i) Awards / Scholarships / official 
Appreciation 

‘[(iii) Affiliation with the professional 

| bodies/ institutions/ societies and; 

| (iv) Patents registered in own name or 

achieved for the organisation 

| (v) Any research/ innovative measure 

involving official recognition 

(vi) any other information. 

the space is insufficient) 

| (Note: Enclose a separate sheet if | 
| 

17. Please state whether you are 
applying for  deputation  (ISTC) 

/Absorption /Re-employment Basis. # 

(Officers under Central/State 

Governments are only eligible for 

\“Absorp(ion". Candidates of non- 



[Government  Organisations  are 
eligible only for Short Term Contract) 

# (The option of ‘STC'/ ‘Absorption’/ 

‘Re-employment’ are available only if 

the vacancy circular  specially 

mentioned recruitment by “STC” or 

“Absorption” or “Re-employment”) 

18. Whether belongs to SC/ST 

| have carefully gone through the vacancy circular/advertisement and | am well aware 

that the information furnished in the Curriculum Vitae duly supported by the documents in 

respect of Essential Qualification/ Work Experience submitted by me will also be assessed by 

the Selection Committee at the time of selection for the post. The information/ details provided 

by me are correct and true to the best of my knowledge and no material fact having a bearing 

on my selection has been suppressed/ withheld. 

(Signature of the Candidate) 

Address, 

Date 

E-mail 

Contact Number.



Certification by the Employer/ Cadre Controlling Authority 

The information/ details provided in the above application by the applicant are true and 

correct as per the facts available on records. He/she possesses educational qualifications and 

experience mentioned in the vacancy Circular. If selected, he/she will be relieved immediately. 

Z 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 Dossier in original is enclosed/photocopies of the ACRs for the last 5 years 
duly attested by an officer of the rank of Under Secretary of the Govt. of India or above 
are enclosed. 

iv) No major/ minor penalty has been imposed on him/ her during the last 10 years or a list of 
major/ minor penalties imposed on him/ her during the last 10 years is enclosed. (as the 

case may be) 

Countersigned 

(Employer/ Cadre Controlling Authority with Seal)



BIET WEAT: T-35020/04/2023- FUTTAT 
R TR/ GOVERNMENT OF INDIA 
FTOaTET WIRATOr SuT W e 

INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT 
g STETEITI001:2015 HEUT / AN SO 9001:2015 INSTITUTION) 

we WRRTOT AN / DEPARTMIENT OF PERSONNEL & TRAINING 
T e firfi'fltfl’ ST WA FHATEE / MINISTRY OF PERSONNEL PUBLIC GRIEVANCES & PENSIONS 

Rt |%T‘§m-¢f, 2025 

Far #, 

(HieieR A F ITER) 

v gRiaer TR qUT Ty GEUT, 7§ Red @ 30 Prue (@R siue) & o 

FHA TG N TRRYRT FUR W IR T F &Y A 

FRIGAARIE, 

gfiu‘gfim%fi?@&n%%ufimfl"flflwammévm (FITH) 3 

& 7% Reah # Rud s 0y aRwor Geue § R @@ g S gidEged 

FUR W Y S ¥ T @A ¥l IE F 3 e eAaiad §- 

FH | geAH RfFd | daa A | qd FNfOT JceaeT | a3 Aofr 

ikl Fear | A dad ddel | 

1.| 39 e | 01 | aw-11 aT ¥5-3 215600-239100 | &5 HIHR /A 

Capiced (267700- 35 dd 6600 | rferERrY 

EEE) 2208700) 

2. e e @ ar e e a o do o e He et 

# 1o e I FUT 36 9T GRIGIT 6" WIedt H/A FHGR RGN, ST IR FR GaRT 

AT o R GHI-EHY W AR o & e g (@A # AR s 12% 8)1 

Tel & foT 3@ o o, IEATT 3R I FUT 3 AT siegeee-l (F) 7 fav 

T gl 

3. Iy ¥ R suyged i ur st e e g A Reafa A aedher e 

T S Fehdl ¥, & Hdeet (IR it ) s W s gerarer, e @Ra (afvEon), 

SRYETT FHTAT, Seleh-1v, AN Ao, SaTEee g% frafaeaey (que) aReR, 7 Rl 

110067 % eatasic =qe/AIaIY FATER & 36 faamer & vere &1 Ay & 45 Rt & 

iy foerar few s



4. FIeT IeEl NAFNIAeaaheit & Ideat ) R fFar smwr Sad 3mdeT 

SR ATeTA qarr 9RE B Sme AR e @ (i) e (F) # e aw dietEt 

# SMawigea (amnsren) (IR wfaat ) dor (i) daet semafar (i) dadhar semaf (iv) Roer 

sauf & Fealia afte s fAsares R (deam) ash smeef) 

5. 3ifaw AR & avara gred 3mdedt s Pad wra RuiRa gedrdsr 87 g rear 

S 3reem 3ot a1 MU NwiAET F 76 9, @ aedwR A A S 56 9e W 

wafad g i FPufa 7 yfowRat @ ae & el seficard aow dF A safa w8 & 

smeelr| g f g 3@l aF dara @ AHard e aur R vd Ay 

Wfifi%’rmmfiqfiwéfiwdw fram 78t fomam smeam| 

6. e MG I ¥ qd, T WHHED @W q§ weald & o s fF 

e ZART T IS FIAAIC 3% Har NS & Feafd & off 78 § 3R 378 @ 

T A I T W TAEEAGR F R AT § vk Frafford i Hqg< oww & 7 ¥ 5w 
arer A1 3l qRe 3 A STT R PR & R g o A Ry e e @ 
s wrlf F wrdeEd ) smeam| 

7. FUIT 319 Hilowl & faffies vehen! # 57 aRUT &7 s qRera B S 

s7adra, 

AT eI I(F) 

Ececellco) a0 
o (AT AT 

(ST FIE) 

¥aw wfEa (T 

GIAY HEAT: 26737614 

gfer: 

1. A T HITd FoerareT, a3 wfRa (Ffieron), gfietor g, i vd gRiar e, 

sdfe-1v, Jer @, SaTEReTe e vafiegmera (qaem) aRey, 7% Reel-110067 

2. wANTEH, FHE vd gfaror BT 1 56 3 & @y F @ FfAw vd afaror 

fasmeT dr dedEe W 39ens AT Fwl 

wamafA® w@r, AL aRE (TWAT) / ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD), P 
AT qre F, @€ AT - 110067/ OLOF PALME MARG, NEW DELHI — 110067 
FFATEE / WEBSITE - https://weww.stm.gov.in; ST / FAX — 011-26104183; §-3F / £-Mail — istm@nic.in 



3. fow Y @ ug Rea & 

5. daq ds 

6. afeTor Hear 

7. ufafagfs & saf 

-l (& 

: 30 s (Friter yaue) 

: 01 (war) {01 qaieganfaa Rfw) 

: 02.11.2025 

: 9= ARFT F FTW-11 (67700-2208700/-) & IFAR 

Ja=t 

[qd-wNfe daer d-3: U5 I 6600/ Wi X15600- 

%39100/-] 

FfAYIRE ¥ (@ # 12 ufaerd 1 & @) & IFFIR| 

: g TR F 3¢ A R 3w worea/fawmr A 5w 

s @ &% q@ B s wad-am aiid ue W 

yfafgis & sl afa adae sfafgfe & sl 

RO o aut & A 7@ el 

8. Ug A Pl & EEE () Fu/UsT WWSR/AE AT &F/AdSD 4T F 

frazor 

9. dad T Hed 

sushal /e et anfg &/ aftes/addaor T 

e T /A ARt & fow ufdeTor SR B 

AYIRE, 3fed AR RERT @ 

(i) wfRveTor TreTl, ATEeT T M AR W 

(iii) $-@ewe, U B FRET IR UTSTHH H FA@T B 

TR | 

(iv) RETOT T T WA e, JrgaaTe T, 

A F| 

(v) R wraf va gfeor A #, S o @iar s, 

HEATH /T AGAS B FEr=AT AT 

wRafer 3Rl ar @ "ufafgis ue @ oRfee daq 

I 39S Fe RAeE/dTt 37 A9 da9 a9 3§ W



TfABTOT ST OTE &/ TSR eldl/Eh, S ARG AR 

ERT AT AT W FAT-TAT W ARG aX & 38R 2w 

(adaar & gfveror s 12% ¥)1 

10. o ¥ for mfdE aRfAghs:- 

ST, ST Ty e o5 3y 2/ el 

(1) S AF "ot ar fsmr # MafEa 3muw w www 

ug uReT fhw gus g6 ¥ v 

(ii) fS=ela aer daat ar femT & daa ds-3 (215600~ 

%39100), A% Ada %5400 [da= Feed (x56100 A 

x177500) & oad-10 #] afed a1 wwener # Fafaa 

UR W BgRE & oad 58 U5 # o aut & @ 

& ryar 

(iii) Fregiar aer gast a7 R & aa=r dz-2 (x9300- 

234800), IF Add 34800 [AdaT Afeaw (47600 & 

x151100) & wda-8 #] @i ar wormer # fafaa 

YR W AgRE & o 38 A5 A o guf f Far A 

& AR 

(@) st Prafaf@a dfdw srkard 3R g T/ 

g 

(i) forel aegan urE feufaares & was =B 

(i) ¥z T 3 forrl, Rfort qor ofsart @ ey 

HA F Y F i aul & IgHa| 

(i) Topdlt aAreaar ured fafaared @ FadcaR B



. 

(ii) Reelr sm=zar wre ey dEaE § 

yarae # Rrarar; AR 

(iii) fredy wewar urw RuRrer swuEr  #ETeaeR 

(s a1 URIEIUT HEAA o HCATA T T a9 BT 

gl 

FReA Wiy 3ifaw QY aw 3 56 af F IS F 

el



HeJeITee-1l_(e) 

aftrarera ufieror gor gy @EUE (UUE.) 3 3 HRs (el gaud) & 

Ug &g e gud 
Shraaga/AMfars Hfdew vd w1 3g9d guT 

1. A Ta uar 
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4. @y rard 
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A # HAGS F TH qG F 
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‘a) 3T R A=A ot RATRETe @) 3 
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8. AT AT T F@ET, 3AT, e 
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HUR W 

9. afg adana Vs afafegfe /e 

& IMUR W & @ HUAT TIE Bi- 
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FATIR For Feafasr yAeT @ik afta 

e S 

ie.zzflz:me(w)@(a)z}?afiqflm 
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13, @1 WY GMAT dqAAE # §2 A 

&, d gy & Y ford g w@auT & 

@mmwmmm 

14, adeer #F e ufaene ger aRefeuar 
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