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OFFICE MEMRANDUM

subject:- Filling up of one (01) vacant post of Administrative officer in central Translation Bureau, NewDelhi' a subordinate office of the Department of official Language, Ministry of Home Affairs.

It is proposed to fill up a vacant post of Administrative officer pay scale Level-7 Rs 44900-142400
(Pre-revised pay scale pay band-ll Rs. 9300-34800+Grade pay a6oo/-)in centralTranslation Bureau,
New Delhi a subordinate office qf under Department of official Language, Ministry of HomeAffairs' on deputation basis. The qualifications and experience required for the post and otherdetails are given in Annexure-1. The pay of selected officer for the post wiil be regulated inaccordance with the Department of Personnel and Training office Memorandum No. 2/29/91,-Estt.(pay-il) dated 05.01 .1994, as amended from time to time.

and eligible officers and who can be spared immediately may be sentto the undersigned togetherwith following documents:
vi. Complete ApAR Dossiers or photostat copies of. for the last five years Each page of photocopy

Gazetted Officer
I ntegrity Ce rtificate.

the Confidential Reports of the applicant
should be duly attested by a Group ,A,

vii.

viii. Certificate confirming that no disciplinary/Vigilance case
contemplated against the officer.

is either pending or being

ix' A statement showing major or minor penalties, if any, imposed on the officer during the
last 5 years. (lf no penalty has been imposed, a nil certificate should be enclosed).x. Cadre clearance in respect of the applicant.

' Application received after the closing date or without ARAR dossiers or the attested photostate
copies of the confidential Reports or without recommendation of the concerned office orotherwise found incomplete are liable to be rejected. officer who apply for the post will not beallowed to withdraw their candidature subsequently. whire forwarding the applications, it may beverified and certified that the particulars furnished by the officer are correct. rt may also beconfirmed that in the event of selection for appointment, the officer concerned will be relieved of'his/her duties.

6k)/P
(Dinesh Kumar Jha)

Adm in istrative Officer

Tel:011- 243G0370
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Copv to:-

14. All Ministries/Departments of Government of lndia.
15. chief Election Commissioner, Election commission of lndia, New Delhi.
16. Union Public Service commission, Dhaulpur House, shahajahan Road, New Delhi.
17. Railway Board, Rail Bhawan, New Delhi.
18. Central Board of Direct Taxes, North Block, New Delhi.
19. CentralVigilance commission, INA Colony, New Delhi.
20. Comptroller and Auditor General of lndia, New Delhi.
21. Lok Sabha/Rajya Sabha Secretariat.

22. All Cadre Units of Ministry of Home Affairs.
23. Director (lmplementation), Deptt. of official Language, NDCC Building, Jai singh Road, New Delhi.
24. Director, HindiTeaching Scheme/Central HindiTraining lnstitute, New Delhi, with the request that

the O.M. may be circulated within their Departments.
25. Sr. Technical Director, NlC, Deptt. of Official Language, NDcc-1 Building, New Delhi with the

request to upload the same on the Department,s website.
26. Spare copies 20.

&t,lw
(Dinesh kumar Jha)

Ad m inistrative Officer

Tel:011.- 24360370



Qualification, experience and
Central Translation Bureau,

7, Name of the post:
8. Number of post(s):

9. Classification:

10. Scale of pay

11. Duty:

Annexure_ |

other details required for the post of Administrative officer in
Department of officiar Language, Ministry of Home Affairs.

Adm in istrative Office r
01 (one)

General Central Service Group ,B, 
Gazetted

\g".i (ls 
-9300-34800, 

PB-il, Grade pay Rs. 4G00(pre_revised)' preferably having good knowledge of Hindi and possessing
experience of work in administration, budget and accounts

12. Method of recruitment: Illt *,""
1' officers under the central Government of State Governments or Union territories;(i) holding anarogous post on regurar basis in the parent cadre or Department

OR

(ii) with five year's service in the grade rendered after appointment there to on a regurarbasis in posts in Level-6 of the pay matrix(Rs 35400-11240o) or equivalent in the parent cadreor department; and possessing the following educational qualifications and experience,namely:-

(i) Bacheror's degree from a recognized University of equivarent;
(ii) shourd have studied Hindi as a subject at matricuration rever;andt"' (ttr)five years experience in administration;establislrment, budget an$accountswork[rote-r:- rhe Departmentar on,;;;;l; the 'feederji".ri;l 

*h6, ;;e in the, dirtict rine ofpromotion shall not be eligible for consideration for appointment on deputation andsimilarly' deputaionists shall not be eligible for consideration for appointment by promotion.Note-2:- Period of deputation including period of deputation in another ex-cadre post heldimmediately preceding this appointment in the same or some other organization orDepartment of the centrar Government shail ordinariry not exceed three years
Note- The maximum age limit for appointment by deputation shall be not exceeding fifty sixyears as on the closing date of the receipt of application.



Annexure-[

Application for the post of Administrative officer, centralTranstation Bureau, Department ofOfficial Language, Ministry of Home Affairs, New Delhi

16.

1.7.

18.

1,9.

20.

BIODATA

NLme, designation and fulloffice address:
(in the Block letters, with Telephone No.):
Date of Birth (in Christian era):
Date of retirement under Central Government rules:
Educationa I eua lifications:
Whether Educational and other eualifications
Required for the post are satisfied' (lf any qualification has been treated as equivarent to the oneprescribed in the rules, state the authority for the same):

r_il.6^ 7.1^-;^nrlinn r;d frrll ^rr,^^ ..nn*

iJ:T:rtJttt 
clearlv whether in the light of entries made bv you above, you meet the requirements of

Details of employment, in chronological order.
(Enclose a separate sheet, duly authenticated by your signature, if the space below is insufficient.)

23. Nature of present employment
iv. Ad-hoc basis

v. Regular/on temporary basis
vi. permanent or quasi_permanent basis

24' ln case the present employment is held on deputation/contract basis, please state:-d) The date of initial appointment

e) Period of appointment on deputation/contract
0 Name of the parent office/organization to which you betong.

1C

21".

22.

Qua lification/Experience requ Qualification/Experience
possessed by the officer(i)

(ii)

Office/
institute/
Organization

Post

held and
service cadre
to which it
belongs

From Scale of pay,
classification
(Group) of the
post and basic
pay

Nature of
service
rendered to be
clearly
indicated
(Ad hoc/
Deputation/
Regular basis)

Nature of
Duties



25. Additional details about present employment, if any.
26' Are you in revised scale of pay? lf yes, give the date from which the revision took prace and arsoindicate the pre_revised scale.
27. Total emoluments per month now drawn.
28' Additional information' if any, which you would like to mention in support of your suitabirity for thepost. Enclose a separate sheet, if the space is insufficient.
29. Whether belongs to SC/ST
30. Remarks

Signature of the Candidate
Address:

Tel.No.
Date:


