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O/o THE DIRECTOR GENERAL REGIONAL CAPACITY BUILDING &

To

Subject:

KNOWLEDGE INSTITUTE, JAMMU

No:RCB & KI/J/A/2024-25/Dep/834
Dated: 28-02-2025

CAG-All Offices (as per mailing list),

Deputation for the two posts of Clerkin RCB & KI, Jammu -regarding

Madam/Sir,

In continuation to this office notification issued under No: RTI/J/A/2024-

25/Dep/769 dated 21-01-2025, the applications are again invited from the desirous
candidates for 02 posts of Clerk ondeputation basis in this office on usual terms and
conditions. Theeligibilitycriteriafordeputationareasunder:

S. No NameofthePost No of vacancies
1. Clerk 02
Eligibilitycriteria:

1.
2.

w

HoldingAnalogousPostonregularbasisin theparentoffice.

The applicant should be proficient in diarizing of DAK, maintenance of sectional
diaries, proficiency in English and Hindi typing work in MS Office and MS Excel.
Handling of Administrative work, such as correspondence and preparation of
administrative reports including any other administrative work assigned by officers.
The applicants possessing knowledge of working in the e-office will be given
preference.

MinimumO3years’experience

Theapplicationoftheeli gibleandwi1lingofﬁcialswhocanbesparedimmediatelyintheeventoftheir
selectionondeputationtothisoffice,
accompaniedwiththefollowingdocuments/certiﬁcatesmaykindlybe forwarded
totheundersignedlatest by 26-03-2025

i) Bio-Data

ii) CopiesofAPARfortheprevious3 years.
iii) Integritycertiﬁcate/Disciplinary/V igilanceclearancecertificate.

Terms of deputation & selection process

1.

The

requireddocumentsoftheeligib1ecandidatesforwardedbytherespectiveparentofﬁcesm
ay be scanned and sent by email to avoid postaldelay.

. The RCB & KI reserves the right to repatriate a deputationist at any time, if his/her

performance is not found satisfactory.



3. Selectionofasuitab1eofﬁcialshallbemadethroughtheappropriateselectionprocedure

for knowledge and skill based jobs and the selection of the applicant shall
benotified.

4. Deputationistwillbeeligiblefordeputation(Duty)allowanceasperextantrules.

5. Themaximumagelimitforappointmentbydeputationshallnotexceed56years ason
theclosingdate ofreceiptof application.

6. Thecandidateonceselectedfoﬂhepostwillnotbeallowedtowithdraw
his/ hercandidaturesubsequently.

7. The initial period of deputation will be for a period of three years and is extendable
subject to performance and approval of Competent Authority.

A reference is invited to Headquarters Circular No. 269/Trg. Div./42-A/2019
dated 18.09.2019wherein detailed instructions to field offices on augmentation of
staff (Administration and Faculty) in RTIs/RTCs were issued for strict compliance.
The instructions in the said circular are re-iteratedbelow:

a. Field offices shall display the deputation notifications issued by RCB & Kls on the
notice boards and circulate among the staff giving reasonable time to the candidates
for responding to thenotification;

b. Field offices shall forward all applications received from their officers/staff against
the positions advertised by RCB & Kls to the concerned Institute/Centre, without
withholding anyapplication;

c. On completioh of the selection process, the field offices shall obligatorily relieve
the selected official for administrative assignments at RCB & Kls at theearliest.
Yours faithfully,

Sd/-
Sr. Administrative Officer (Admn)

e



