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Subject: Filling up of three (03) posts of Administrative Officer in Level-10 of the Pay Matrix in
Regional Offices (Bengaluru. Hyderabad and Ahmedabad) of Directorate General of Civil
Aviation (DGCA) on deputation basis — reg.

Applications are invited from eligible officers to fill up three (03) posts of Administrative
Officer (General Central Services, Group "A’, Gazetted, Ministerial) in Level-10 of the Pay
Matrix (¥56,100-1,77,300) on deputation basis in Directorate General of Civil Aviation (DGCA).
Ministry of Civil Aviation, New Delhi. The details of eligibility conditions, proforma of
application form. and other relevant information are available on the DGCA website i.c.
www.dgca.nic.in.

2. Interested and eligible officials may send their applications in the prescribed proforma
through proper channel, along with required documents, to the undersigned within 60 days from

the date of publication of this circular in Empioyment News yg\r/
{ChandaM

Dieputy Director of Administration
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YACANCY CIRCULAR

Subject: Recruitment to the three (03) posts of Administrative Officer on Deputation basis in
Directorate General of Civil Aviation.

Applications in the prescribed proforma (as per Annexure-A of the advertisement) are
invited from eligible candidates for recruitment to the 03 posts of Administrative Officer
{General Central Services, Group "A’, Gazetted. Ministerial) in Level-10 of the Pay Matrix
{Rs. 56.100-1,77,500) [as per 7" CPC] on Deputation basis in Directorate General of Civil
Aviation (DGCA). Ministry of Civil Aviation, Regional Offices of Bengaluru, Hyderabad and
Ahmedabad. Eligibility for the said post (for deputation) is as under:

Officers under the Central Government:-
{(a) (i) holding analogous post on regular basis in the parent cadre or department: or
(1i) with two years of regular service in the grade rendered after appointment thereto in
Level-8 of the Pay Matrix (Rs. 47,600-1.51.100) [as per 7® CPC]; and
{b) Possessing the following educational qualification and experience:
(i) Degree of a recognized University or equivalent.
(it} Five years™ experience in administration establishment and accounts works.
Desirable:
Studied Regional Language (of the Region of posting) up to Class-Xth.

Note I; Period of deputation including period of deputation in another ax-cadre post held
immediately preceding this appointment in the same or some other organization or department
afthe Central Government shall ordinarily not exceed three yvears. The maximum age limit for
appointment by deputation shall not be exceeding 56 vears as on the ¢losing date of receipl of
applications.

Note 2: For the purpose of appointment on deputation basis, the service rendered on a regular
basis by an officer prior to 1% January, 2006, the date from which the revised pay structure
based on the Sixth Central Pay Commission recommendations has been extended, shall be
deemed to be service rendered in the corresponding grade pay or pay scale extended based on
the recommendations of the said Pay Commission. Likewise, the service rendered on a regular
basis by an officer prior to Ist January, 2016 (the date of implementation of the Tth Central Pay
Commission Pay Matrix) shall be deemed to be service rendered in the corresponding Level of the
Pay Matrix, except where there had been merger of more than one pre-révised scale of pay into
one grade with a common grade pay or pay scale and where this benefit will extend only for



the post for which that grade pay or pay scale is the normal replacement without any
upgradation.

2. The duties attached to the post of Administrative Officer includes being overall in-
charge of the Section, management, ¢o-ordination. maintenance of order and discipline in
section. marking of receipts and files, to ensure proper maintenance of Section Diary and other
Registers as prescribed in the Manual of Office Procedure, keeping note of important receipts
artdl files and ensure timely submission. to approve recording of files and their classification
and review of recorded files before weeding and dealing with important complicated cases
himselfand ensure compliance with Departmental Security Instructions.'

3. Bio-data of the eligible and interested officers who could be spared immediately may
please be forwarded on the prescribed Proforma. to the undersigned wgether with the up-to-
date photocopies of Annual Performance Appraisal Reports for last five years (duly antested by
an officer not below the rank of Under Secretary) along with 03 (three) copies of Bio-data.
strictly in the prescribed Proforma (Annexure - A). The application should reach to this office
within 60 days from the date of advertisement in Employment News. Applications received
after the ¢losing date or otherwise found incomplete will not be considered. While forwarding
the applications, it may be verified and certified by the cadre controlling authority that the
particulars furnished by the officer are correct and Annexure B is completely filled and attested
which states that no disciplinary/vigilance case is pending or contemplated against the officer.
Self-attested copies of educational qualifications and experience certificates, Integrity
certificate and a statement ol major/minor penalty, imposed il any, during preceding last 10
years may also be sent along with all above documents. Number of vacancies for the said post
may increase or decrease in [uture in case of exigency. QHE)H;

Encl: Asabove.
{Chandan Kumar)
Deputy Director of Administration




