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File No. 13011/10/2025-0L(CTB) 
GOVERNMENT OF INDIA/BHARAT SARKAR 

MINISTRY OF HOME AFFAIRS/GRIH·MANTRALAVA 

DEPARTMENT OF OFFICIAL LANGUAGE/RAJBHASHA VIBHAG 

NDCC-11 Building, Jai Singh Road, 
New Delhi-01, 

· Dated , 8April, 2025 

OFFICE MEMORANDUM 

. . 
.Subject: Filling up of one Post of _Director Level-13, , 1,23, 100-2, 15,900(Pre-

revised PB-4, f37,400- ~7,000+Grade pay 8700) on composite method in 

deputation plus promotion basis in c,ntral Translation Bureau, New Delhi, a 
sub~rdina.te office of Department o~ Official Language, Ministry of Home Affairs. 

The- services of one suitable officer are urg·ently r~quired for appointment to the 
post ·of Director, in C::ent_rat Translation ·sureau, a suborqin~te office of the _.D~pa_rtment 
of Olficial Language, Minis.try of .Ho~e Affairs .on deputation ba~is, in the revised pay 
scale Pay· Matrix Lev~l_-13, {1,23·, i 00-21 15,900_ (Pre-revised PB~4, ,37400_-67000+Grade 
pay of, ,a1ob). The qualific~tion. and experience requi_re9 for the post a_nd -other details .. . . . . . . 

are·_giv_en i~ Arinexure-1. !he·pay of the:_select~d officer will be regulated in .accordance· 
wi~h .•the Department qf Pe~sorinel & Training's Offi~e. Mem_orandum No;_ 6/8/2009-Estt 
{Pay-II) dated 17th June, 2010, and as amended from time .t9 time. 

~- . • 

2. . It is .reque5.ted that ·the appli_cc;1tio~ (in. duplicate) in the enclo~ed preform~ 

·cAnnexure-1~) . of -.~he .. Sl:Jit~ble, willing .and . eligible . officers, ,who can be_ spared 
im,_mediately .on :selection • .... may be se.nt to the_ ~ndersigned · within 60 days from the 

·date_of issue •• of the Qffice fy1emorar)dum e>r fro~ the date of public:atio•n of this Office 

Memorandum in,-.E.n~ployme.nt ~ews/_Rozga.r. Samac.har~ whichever. is_ lat.er .along with 
th_e followi.~g documents:--

. . 

(i) .Clear Photos~at _copi~s of their ACR/AP~R _.fo_r the _.last 5 years that is 2019-20 to 
2023·-_24 d~ly attested by a Group "A" Gazetted Officer. • 

·(ii) Integrity Certifi~ate. •. . . . 

(iii)Certificate confirming th~t n~ ~iscipli~a_ry/V_i~ilance case ~s ei.ther pending or. being 
contemplated against the _officer. • • . •. . . • . • . . 

. Jiv) _A,-~tatement showing major or" minor penalties, if any, imposed on the app.licant 

•\during-the last 10 years. (1f no penalty has been imposed, a 'NIL' ce~ificate should be 
~hclosed). 

(~) C~dre cleara~c~ in respect of the applicant. 



• _ . date or without the photostat cot)\ ·ved after the closing or without recommendation o, 
\• tion rece, 'A' officer . 3.. App ,ca sted by a Group are liable to be reJected. Officers ""h1:; ACR/APAR duly atteotherwise found incompl~te d aw their carididature subseq~ent\y. concerned office or ·n not be allowed to with r "fi. d and certified that part,cu\ars apply for the ~ost ;' . appiications, it may be ven ,e firmed that in the event of wf hil_ehfeodrw:Yrd:~; ~ff~cer are correct. It may alsod bw~II c~: immediately relieved of his 

urn,s . e officer concerne selection for appointment, th 
duties. 

,, 
Encl.: As above· 

File No. 13011/10/202S~OL(CTB) 

• 1) All Ministry/Departments of Governri)ent of India. ·2) .The President's_ Secr~tariat, Ne~ Delhi_ ._ · • -3) The Vice PresidE!nt's Secretariat,· N~w _Delhi 4) The Pri_me Mini~ter's ·offi~e, ··New· Delhi. - ·• : • • 5) • The Cabinet Secreta.riat, New [?elhi.· _ 
6) _·Election· Commis~ion of lndi_a, .. New Delhi. • ._ • . • 7) -_. Lok Sabha/Rajya Sab~a· se·cr~ta~iat. • _'.· 

. 8) Union Public Service Comm,ssion. 
9) Central Vigilance Commission. • _ : ·1 0)Cpmptroller G_enera, of India~ N_ew· Delhi. . _ 

(Anil Kumar) 
Deputy Sec_retary (Trg.) 

~ 

Date~April, 2_02·5 . 

11)AII officers, Desks ilnd Sections in the Ministry of Home Affairs (proper) D • . Of Justice and Deptt.of J&K Affairs & Deptt.of Official Language. • . . ' ept. 12)AII Cadre Unit of Ministry of Home Affairs. _ ·._ 13)Director (Training/Policy/Technical/Implement), • Department of Language. _ ,· Official 14) Direetor, ~entra_l Hindi Training Institute, New Delhi. . 15) Director, Central Translation Bur~au, New Delhi • _ ~enior Technical Director, NI~, Department of Official Language, New Delhi for placing this OM on the webs1~e of Department of Official Language. • 17)Guard File"". 
18)Spare copy 10 

k;t~ 
(Anil ir .. - ~ 



ANNEXURE-1 
Qualification, experien d 

ce an other det ·1 · • Central Translation Bu 
0

- ai 5 required for. the post of Director, 
. reau, epartment of Official Language, Ministry of Home 

1 N~me of the post 

2 No~ of Post(s) 

3 cIa·ssification 

4 

5 

6 

Scale of P_ay 

Period of deputation & 
age limit. 

Eligibility 

Affairs, New Delhi. 

Director 

01 (ONE) 

~eneral Cent'ral Service Group 'A' Gazetted Non­
Ministerial. 

Pay Matrix Level-13, f1,23,100-2,15,900 (Pre-revi_sed 
PB-4, f37,400-67,000 +Grade ·pay f8700) 

The period of deputation including period of 
deputation in another ex-cadre post held immediately 
preceding this appointment in the same or some 
other. organ_ization or department of tbe Central 
Government shall ordinarily not to exceed four years .. 
The :maximum ·age· limit_ for. appointment. by 
deputation shall not be exceeding 56 years as on the 
closing date of the receipt of applications. 
I. Officer urider the. Central Govern'rlient:-
(A)(i) .h~lding analogous posts on· regular basis in the 
parent cadre _or department; or 
(ii) with five years' service in the grade rendered after 

. ap.pointment thereto on a regular basis in post in the 
Scale of Pay PB~3, f 15600-39100 with grade pay of 
(7600 or . equivalent in the parent cadre or 
department and 
(8) possessing the following educational qualifications 
and experience: 
(i) Master's degree from a recognized University in 

• Hindi with English as a subject at the Degree level; 
OR 

Master's degree . from a recognized University in 
English with Hind_i as a subject at the Degree level; 
- •· OR ~ 

Master's degree from a recognized University in any 
subject with Hindi and English as subjects at the 
Degree-level • • 



OR 
Master's degree of a recognized University in a\"'\ 
subject with Hindi Medium and English as a subject at 

the Degree level 
OR 

Master's degree of a recognized University in any 
subject with English medium and Hindi as subject at 
the Degree.level. 

.. (ii) Twelve years' experience of Administrative Work. 

II. The Departmental Joint Director with five years' 
regular services in the grade in PB-3 of Rs. 15,600-
39, 100 plus grade pay of. t7600 shall also be 
considered along with the outsiders. In case he/she is 
selected for appointment to the post, the same shall 
be deemed to have been filed by promotion. 

Note 1: The Departmental Officers in the feeder 
category ~ho are in direct line of promotion will not 
be eligible for consideration for appointment· on 
deputation similarly deputationi·sts shall not be the 
eligiqle for consideration for appointment by 
promotion. (Period of deputation including period of 
deputation in~ another Ex- cadre post held 
immediately preceding this appointment in the same 
or some other organization/ Department of the 
Central Government shall ordinarily not to exceed 
four years. The maximum age limit for appointment 
by deputation shall not be exceeding 56 years as on 
the closing date of receipt of application.) 

Note 2: For the purpose of appointment on 
deputation basis, the service rendered on a regular 
basis by an officer prior to 1.1.2006 (the date from 
which the revised pay structure based on the 5th 

Central Pay Commission recommendation has been 
extended based on the recommendation of the pay 
commission except where there has been merger of 
more than one pre-revised scale of pay into one 
grade with a common grade pay or pay scale, and 
where this benefit will extend only for the post(s) for 
which that grade pay or pay scale is the normal 
re lacement rade without an u radation. 



7 Duty of Post 

Note 3' Wh • • . . • ere Juniors who have completed their 
qualifying or eligibility service are being considered 
fo~ promotion, their seniors would also be considered 
provided they are not short of the requisite qualifying 
or eligibility services by more than half of such 
qualifying or eligibility service, or 2 years, whichever is 
less, and have successfully completed their probation 
period for promotion to the next higher grade alon_g 
with their juniors who have already completed such 
qualifying or eligibility service. 

Note 4: For the purpose of computing ~inimum 
qualifying service for promotion the service rendered 
on a regular basis by an officer prior t~ 1.1.2006 or 

• the date from which the revised pay structure based 
. 6n the 6th Central Pay Commission rec·ommendations 
has been extended, shall be deemed to be service 
renaered in. the corresponding pay or pay scale 
extended based on the recommendations of the Pay 
Commission. 

The Director is the Head of Department and exercises 
all powers, financial and administration, . delegated 
under the rules. 

Based on the official language policy of Government 
and the instructions issued by the Ministry of Home 
Affairs regarding the use of Hindi for official purposes 
and Hindi translation of Government literature, the 
director has to direct guide and supervise the entir~ 
working of the Central Translation Bureau which is 
responsible for Hindi translation for procedural 
literature of non-statutory nature of all Ministries, 
Departments and offices of the Gove~nment of India 
for evaluation of the Hindi tr_anslation. done by the 
translation ·staff working in various Ministries etc. for 
the training of Translators etc. in the technique of 
Hindi translation and for preparation of training and 
help literature. He has to mai~tain licflson with ail the 
Mi~istries and Departments of the Government of 
India for getting their publications sent to the Bureau 
for .translation, to determine priorities for translation 
work and to • et them rinted in di lot form. He has 



also to maintain liaison and contacts with the 

Governments, which have adopted Hindi as t\-\ 

official language, to· ensure coordination. Hinch 

translation work of official literature, uniformity in the 

use of Hindi for translation and exchange of 

translated works. • 



BIO DATA/CU~RICULUM VITAE PROFORMA 

1. Name and Address (in Block Letters) 

(Mob. No. and E-mail Id) 

2. Da~e of Birth (in Christian era) 

3.i) Date of ~ntry into service 

ii) Date· of • retirement under 

Central/State 

4. • Educational Qualifications 

5. -Whether Educational and other 

quaHficatio_ns required . for the post are 

satisfi~d. •• -
(If. any qualificatio·n has __ peen. treated as 

equivalent t(? .the one prescribed . in the 
Rules state the a·uthority for the same) . ·, - -

Qualifications/Experience required as Qualifications/experience 

mentioned in the advertiseme,:,t/vacancy the officer 
. . 

circular. 

Essential ., 
A) Qualification 

' . . ' 

B) Experience 

Desirable 
A) Qualification ' 

B) Experience 

Essential 
A) Qualification 

B) Experience 

Desirable 

-A) Qualification 

• B) Experience 

ANNEXURE-11 

p~ssess_ed by 

5.1 Note: This column needs
1 
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. 



I 
d p st Graduate Qualifications, elective/main s 5.2 In the case of Degree a~ . o d b the candidates. '-l't)\~ subsidiary subjects may be 1ndicate Y 

6. • Please state dearly 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: Lending Departments are to provid~ their s_pectfic comments/vt~ws 
confirming the relevant essential qualification/work experience p~s~essed 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. 

Offi ce/I nstitution Post held From To *Pay Band Nature of Duties . . 

on regular and Grade (in . detail) basis Pay/ Pay highlighting 
Scale of the . expenence 
post held on required for the 
reqular basis post applied for 

.. 

*Important: Pay-band and Grade Pay _granted under ACP /MACP ar~ personal to the officer and therefore s~ould not be mentioned. Only Pay Bar:'d 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 indica~ed as below: -_ 

Offi ce/1 nstituti on Pay, Pay Band, and Grade From To 
Pay drawn under 

-ACP/MACP Scheme. 
"· 



~ Nature of present employment i.e. Ad-· 

hoc or Temporary or Quasi-Permanent or 

Permanent. 

9. In case the present employment is held 

-on deputation/contract bas_is, Please 

state-

a) The date of b) period of c) Name of the 

initial appointment on parent office/ 

appointment" deputation/contract organization to 

which the applicant 

belongs. 

9.1 . -Note: -In c~se of. Officers alreadY, on.:· deputation, the 

applicatio_ns o_f such officers should·.-~e fqf'\o/arded by the parent. 

cadre/D.epartment along .•. with . Cadr~ ... Clearance, . Vigilance 

.· Clearance and integrity Certincate.. . 

.• 9.2 Note: ·1nformation under Column-· 9 (c) & (d) above must be 
. 

. . . . . . . 

- .given -in all . cases where ·_a persqn . is-: holding a post on 

• deputation. Qutside .the ·cadre/org·anization but_ ~till maintaini~g 

a ·nen in· his ~rent cadre/or anisation. • • • 

' . 
. ' . 

10. If. any post held _on D~p-~tation in _the 

past by the applic_an~, date of. return fro_m 

the last deputatio_n and other details. . . 

11. • Additional .details ·about present 

employmef}t: . . . . • • 

Please ,state whether working under 

(indicate the name of your employer 

against the relevant column) 

a) Central Government 

b) State .Government 

c) Autonomous Organization 

d) Government Undertaking 

e) Universities 

f) Others 

12. _Please state .whether you are working 

in the same D~partment _and are in the 

feeder qrade or feeder to feeder qrade 

• • • I 

·d) Name of the 

post and Pay of the 

po_st • held in 

substantive capacity 

in the parent 

or anisation. 



~o 
13. Are you in Revised Scale of p~~? If yes, 
give the date from which the rev1s1on t_ook 
place and also indicate the pre-revised 

scale. 
14. Tota\ emoluments er month now drawn 

Basic Pa in the Pa Band Grade Pa 
Total Emoluments 

15.ln case the clpplicant belongs to an Organisation which is not following the Central 
Government Pay Scale, the latest salary slip issued by the Organisation showing the 
followin details ma be enclosed • -
Basic Pay with Scale of Pay Dearness Pay/Interim Total Emoluments 

and rate of increment relief/other Allowances 
etc.,(with break-u details) 

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 qualifications (ii) 
professional training and_ (iii) work experienc_e over and 
above prescribed in the Vacancy Circular/Advertisement) 
(Note: Enclose a . separate _ shee·t if· the space _ is 
insufficient) 
16.B Achievements: 

. The_ ~andidates are· requested to _ indicate information 
with regard t~; _ 
(i) Research publications and reports and special projects 
(ii) Awards/Scho1arship/Official Appreciation 
(iii)Affiliation _ with . the professional 
bodies/institutions/societies and; 
(iv) Patents r~gistered in own name or achieved. for the 

organisation • _ 
(v) Any re~earch/innovative _ measure in~olving officiai 

recognition 
(vi) Any other information. 
(Note: Enclose a separate sheet if the space is 

'<-

insufficient) 



,1. please state ~hether_ you are. a 1 . 
• . 

(tSTC)/Absorp~ion/Re-employm tPBP y~ng for deputation 

. . en as1s. 

# (officers under th.e _Central/Stat G • 

eligible for "Absorption" Cand·d· et overnments are only 

• • • 1 a es of non-Gove 

Organ1zat1ons are eligible only for Sh rt T rnment 

• 
0 . erm Contract) 

# -~he option: of 'STC'/AbSorption/ 'Re-employment' is 

ava1l~ble only if the vacancy circular specially mentioned 

recruitment by· "STC" • or "Absorpti~n' or "Re­

em lo ment"). 

18~ Whether belongs to SC/ST 

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

aware that th~ information furnished ·in t~e Curriculum Vitae duly supported by the 

_documents in respect of Essential Qualification/Work Experience- submitted by me will 

also be assessed by the· Selectio_n Committee. at the time of_ selection for the post The 

• informatioD/details p~ovided by me are correct and true to the best of my knowledge 

and no material fa~ having bearing ·on my sel.e~ion has been suppressed/withheld. 

Date 

Place: 

Signature of the Candidate 

. 
. 

• Address with E-mail Id ........................................
. . 



CERTIFICATION BY THE EMPLOYER/CADRE CONTROLLING AUTHo~ 
- The information/details provided in the above application by the a~p\icant ~, true and correct as per the facts available on records. He/ S~e poss~ss educationa\ q~aHfications ·and experience mentioned in the vacancy C::ircular. If select~d, he/she will be relieved immediately. 

2. Also certified that: 

i) There is no vigilance or disciplinary case pending/contemplated against Shri/Smt ................................ . 
ii) His/ Her integrity is certified. 
iii) His /H~r ACR/ APAR Dossier in original is enclosed/photocopies of the ACR/APARs for the last 5 years duly attested by an officer of ·the rank of Under Secretary of_,the Government of India or above are enclosed. _ iv). No niajor/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 1 O years is enclosed (as the case may be) 

Countersigned (Emp~oyer/Cadre Controlling-Autho-rity with Seal) 
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