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CIRCULAR

Six posts of Assistant Administrative Officer in the Level * 07 (Rs 449Ct0-142400) is vacant in
Indian Bureau of Mines under the Ministry of Mines and is to be filled up on de:putation including short term
contract.

02. The Assistant Administrative Officer will carry out administrative, accounts, budget and
financial works of the Bureau as are placed under his charge, to work as Drawing and Disbursing
Officer and assist the Controller General, Administrative Officer, Indian llureau of Mines in matters
of Administration and Accounts and Budget and to carry out such other duties as may be assigned to
him by the Controller General, IBM or any other officer authorised by him.

03. As per the Recruitment Rules for the post of Officers of the Central Government or State
Governments or Union territories or public sector undertakings or Universities recognised or research
institutes or autonomous bodies or statutory organisation :-

(a) (i) Holding analogous posts on regular basis in the parent cadre or Deparlment:, or

(ii) with five years service in the grade rendered after appointment thereto on a regular basis in posts

in pay level-6 in the pay matrix (Rs. 35400-l 12400) in pay matrix or equivalent; and

(b) Possessing the following qualifications and experience :

(i) Bachelor degree from a recognised university or institutions;

(ii) two years experience in accounts, administration, establishment work in ia Government office or
public sector undertakings or autonomous body or statutory body.

Notel: The Departmental officers in the feeder grade who are in the direct line of promotion shall not be

eligible for consideration for appointment on deputation. Similarly, deputatiorrists shall not be eligible for
consideration fbr appointrnent by promotion.

Note2: Period of deputation (including shoft term contract) including period c,f deputation (including shorl
term contract) in another Ex-cadre post held immediately preceding this appointment in the same or some
other organisation or Department of Central Government shall ordinarily not exceed three years.

Note-3: The maximum age-limit for appointment by deputation shall be not e:<ceeding t'ifty-six years as on

the closing date of receipt of applications,
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04. The deputation period will be initially tbr03 years and will be considered for furtherextension on the
basis of requirement of this department and NOC from the parent department. However, the officer may also
consider for pre-mature reversion to the parent cadre by serving 03 months advance notice to the parent
department as well as to the officer in terms of provisions contained under DOI)T O1\,1 No. 61812009-F.stt.(pay
II) dated 11-06-2010.

0-5. Application containing the bio-data (in triplicate) of the officer who fulfills the above as on the
closing date may be sent through proper channel addressed to the Controller of IVIines (P&C). 2'd Floor.
Indian Bureau of Mines. Indira Bhavan. Civil Lines. Nagpur - 440 00I, in lhe enr:losed bio-data profornra
(Annexure - I) within 60 days frorn the date of publication of advertisemr:nt in the Employment News
alongwith the up-to-date Confidential Reports/Dossiers for the prececling 5 years, Integrity Certificate,
Vigilance Clearance and No penalty certificate for preceding l0 years of the officer concerned. Applications
received after tlre closing date will not be enteftained. Also, advance copies o1'applicertion or not accompanied
with all above certificates/enclosures are liable to be rejected.

Encl. As above.

Copy to :

l. The Officers of the Central Government or State Governments or Union territories or public sector
undertakings or Universities recognised or research institutes or aulonomous bodies or statutory
organisation with the request to circulate the vacancy amongst the otficers under their control and
forward the applications of suitable officers to this office with relevant documents by the closing
date/period indicated above.

2. The Under Secretary to the Govt. of India, Ministry of Mines, (M-ltl), Shastri Bhavan, New Delhi.

The Section Officer (M-lll), Ministry of Mines, Shastri Bhavan, New Delhi.

The OIC, TMIS, lBM, Nagpur with the request to upload this circular in the ItsM website.

Administrative Officer

3.

4.

_ ---- TqLo:
(Dr. Y.G. Kale)

Regional Controller of Mines &
Head of Office

--ft1-{rn@(Dinesh Kumar )



BIO.DATX/C U RRT,C ULIJ MYITAE PROFORMA

r ruanre in.f nC,li**u (irr Blor;k Lettcrs)
2. Date of Brrth (in Chrrstian era)

i 3. ,) Drt. of entry into survrce
I ii) Date of retirenrent undor Central J$tate Governm*nl

Rules
I 4. Educatipnsl Qualific;rti*r"rs

, S. Wne[ner EcJucatronat and other qualifrcatlons rer;urred
jfor the post are satisfierJ. {lt any qualifieation has been
. treated as equivale nt to tho one prescribed in tl"rn
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S i r"toie:tirii iol,-rnrn neecis t* tre amitiried i* inoicat* f.ussi:,iiat arid [)r.sirable
Ounlification$ a$ ftentronud irr th* RRs hy the Administrative
Ministry/Department/Office at tlr* tirne rf issue CIf Sircular and rssn* ul Aclverlisement in
the [mployment News
5.2 tn the case of Dngree anrJ Post Craduatr fiualificatiorrs Ilectiver/main sub1ects
and subsidi*ry suLrjects may bc indicaleri by the candidate.

S. ilet$t slat* chlarty rvn*tncr in tlie ligtrt of
entnos made by you above, yfiu me*l the
reqursile Essential Qualificnti*ns and v,r*rk

; 6.1 Note: Ba,rrowing Dcparl.merrts are tu prCIvide their specifrc commcnt$,,vt$w€; canfirming
i the relevarrt Es*ential Qu*lifir:aiionl Work experiencr pr:ssessoei by tlre CandirJatr: {as
. ildicalep in the.BiCI-da!$) with r*-f*rencs tCI ttr.e, post aprpfin<j:
7. Details of Ernployrnent, in *hrirnr;llpglsal order. Enclsse a separate sheet duly
pgthenticate$ by your q.iglature, if thc $p"flce belgw ip insulficient,
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drawn by th* Carrdidat*, may be indicated as bolaw:
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$1" ln case the pre*e nt *mployntent is
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Clearance xnd Int*grily **rtift*ate.
9.2 Nqto: lnformation under Column I {c} & {d}abnve must be
given rn all cases uahere a person is holctrng a posl on deputation
outside tho cadrelorganiealion but *till nraintaining a I icn in his
paren-l cad relcr rgan rzatton.
10. lf any p*st lreld on Degrutttlinn rn the past hy thr:
app{icant" rlate of r*tlrrfi f r*m the }ast deputatitn and ather

i details.
l--tT.-Adat[ionat oeiail; ;ilui piesent emptoym e n i :
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--Please state whsther working under (indicate the narnt
yCIur employer figain$l the relevant cnlumn;

a) Central Goverttm*nl
b) State Governm*nt
c) Autsnomous Organi;ation
di Government Undertaking
e) Universilies
f) 0thers

12. Please state whether you are worktng in the samc
Departmenl and are in the f**rler grade or feeder to feeder
grade. 

-
13. Are you in Revised Scale nf Pay? lf yos give thc date front
whlclr ll"le revision toolt plnce anrl also indicatc the pre-revised

, scate

i 14, Tota_f .g,ryrplunrenti.,p.gl ma"1!h 1qw elrpyl.

1 Bppic Pay f llp PE ] Gradq Pay I Total f;molumenls

15 ln case the applicant beionqs to an Orqanization whrch is not folloaurng the Central

Government Pay-scales, th* latest salary slip issuecl by the Organitation sfowing the

i

* :!1" -



ollowin"g delails ry_qy be enctosed.
Easie Fay w'th $caie of , Dearness payiini*rinr .ul,etjotner
P3l a1d pte.o*r 1rLg1yl:lr Ailowanccs erc., iwirh brenk_up detaits) Enrr:luments

16. A Additinnal irrfoimaiian I ani, relevanilo the pnst you apprieo
for in suppcrt of your suit;lhilily ft)r th* posl. {This anr*ng *th*r
firnES may provid* infurmati** with regard lo {ri addrlional ac.adernic
qualifications (ri) professional lrarnrng anrJ irii) ,,vork experisnce $v*r
and above pres*ribcd in the vacar:cy cireularrAdvortrsement)

,F111:,l-::-": 
:_separate shr*r, if the spage ip insr^rfficient)

AChlevernents:
The candidates are roquested to indicate information with regard
to;

i' Resean* pubricatiorrs *nd reports and speciar pra.iects
ii. Awardsi$cholarshipslOfficial Appreciatir:n
iri. Aff iliation with theprofes*ionat

i am well
aware that the infcrmation ft.rrnished irr the Curriculum Vitae eluly sr"rpp*rleel by the
documents in respert of Essential Qualification/Wc'rk fixperience *Lrh,nritted by me
will also be assessed by the $eloction Committes at the tirne *f ssl,ec{inn for the
post. The in{r:rrnatinn/details provided by me ars corrsfit and true lo th* hesl r:f
my knowledge and no rnatenal facl having a be*rin$ on r!"1!, **lectiun has been
suppresserll withh eld.

{$ignatur* al^ {lr* candidarc}

---
I iv. Patents roEistered in E:wn name or aclrieved f,rr the 

;j organization 
;i v. Anyresearch/innovative $tea$ure involving 
ii official recognition 
ij vr. Any other rnformatron 
,

i .. Jryo_e", Encfoseg separatexheet,if tlre spaceir insufficient) i

' 17. Please state whelher you are applying for deputatrorr ;j ltsfClrurmrption/re-emplsynrent basis. 
"' 

i

| (officers under central/stele Gov{rrnment$ are CInly eligibfe for ,,AbsorptrQn.'. 
i

j eandidates of non-Govemrnerlt srganizations are *t*gi6k, oniy ro,. sr.,Jn'"" ,

1fermContract) 
" e--'-"'

' *1rtre optlon of 'src i I Absorptron', 'Re-employment'arc avarlable onty it 1

' the vacancy crrcular specially rnentioned recruitrnent by .,S 
f C 

, or 
' - .r '

i
"Absorptron" or "Re-enrploymront"). 

:, '18. Whether belongs lr: SC1$T 
I;,

I have iaretritty gnn*l thr*:ugrr irre vacencv circuiaiiaaviilisem*rrt a-nri

r bodies/institutions/sncicties and:

Date

*3*

Address:



The in{ormatisnl details pruvided in ihe above application by the applicant ar* true
and conect as per the {acts availahle on recorcls. l-.le/she p*s$e$$es srjucatianal
qualifications and experienre mentioned in the vacancy Cir*ular. lf sslected. helshe will
be relisved inrnrediately.

2 Also eertified that;

i. There is no vigilance or disciplinary case pendinglconternplatgrt against
$hri/Smt.

ii. Hisl Her integrlty is certified.
iii. His/l''lsr CR Snssieir ir: ori{trrnal is enclcserl,rphclt*copies of the AC[is fnr ihe last 5

years eluly attested by an officor of the rank of Unrler Seeretary of the Govt. of lndia
or atrove are enclosnd.

iv. No majo#minor penally has heen impoeed arr hirnlher during the la*t 'tr0 yeam Or A
list of rnajor/rninor penalties imposed on hirx/her during the l*st 10 y*ars is
enclosed. {as the case may be}

Countersigned

{Ernployer/Cnrire Controlling Authurity with Soal}


