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OFFICE OFTHE

PRINCIPAL ACCOUNTANT GENERAL (AUDIT.II), WEST BENGAL
3d MSo Building, CGo Complex,5e Floor, DF Block

Sector- I, Salt Lake, I(olkata - 700 064
E-maif : aoauwestbenaal2@cao.aov.in

N.S. No. Admn.V6-2lDeptn/XXVI (Part.2)i2025-261 , ++

Enclosed please find following letters:

Dated: 20.08.2025

sl.
No.

Letter No. / Reference
Last Date to receive

application in Admn-I

I
Letter No,: Admn.1/2- 18/202 *26f2048-2052 received from
O/o the Accountant Ceneral (A&E), Assam regarding filling
up the post of Welfare Assistant (Level 8) in O/o the
Accountant General (A&E), Assam on deputation basis.

04.09.2025

2

Lener No.: RCB&KUJIA.iD ep/2025-26/262 dated:
19.08.2025 received from RCB&KI, Jammu regarding filling
up the post of Sr. Administrative Officer (Core faculty-IT),
Assistant Audit/Accounts Officer (Administration), Assistant
Supervisor, Sr. Auditor/Sr. Accountant/Auditor/Accoturtant
and Clerk in RCB&KI, Jammu on deputation basis.

26.08.2025

Branch officers concemed are requested to bring the contents of the above letters to

the notice of the willing and eligible official(s) and forward the application(s) of willing

official(s) as per the date prescribed in the table above.

While recommending the name(s) of candidate(s), criteria,/guidelines detailed in the

aforesaid letters may be given due consideration.

Digitally signed by
ASHUTOSH BISWAS
Date: 20-08-2025
10:00:09

Sr. Audit Officer (Admn.I)
Copy to:

1 DAG /AMG-I (Admn. &AS)

2. DAG/AMG{I

3. DAG/AMG-III

4. DAG/AMG-IV

5. Secretary to the Pr. Accountant General (Audit-II), WB

6. Sr. Audit OfficerlAdmn.I & DAC

7. System Administrator/ EDP SC

8. Sr. Audit Officer /Admn.II, III & CC

9. Sr. Audit Officer/AMG-I (AS)

10. Sr. Audit Officer/ Record & APCC

11. Sr. Audit Officer/AMGJI(HQ)

12. Sr. Audit Officer/AMGJII(C)



13. Sr. Audit Officer/ AMG-IV(HQ) & Technical Cell

14. Sr. Audit Officer/ECPA-Cr.rm-Report (Civil)

15. Sr. Audit Officer/ECPA-Cum-Report (Com)

16. Assistant Director (Official Language)iHindi Cell

17. Assistant Audit Officer/Admn.I (For NlC-mail)

o
.r)



Admn.1 Circular No: 17

D

This issues with the approval of Accountant General,

qi:erJiH'ipf,lf€'i8xd"J,#'rf,% BBtsE[?loJ:,i#Stilli,rV[". ?Li.B,rr,il,'lH& [B',9?,i?..EBEdury.?pproved bv the Head of..the Dbpartment atong ri,,itr atieiteia cboie6 0iAFAiJtix
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A-r lrnqC".l)1f"
d+r tllotf2"rs

qR<r tr<Ftg
GOVT. OF INDIA

q-dAsmR tt si e.1 ol a'rofaa, orsr
oFFrcE oF THE ACCOUNTANT GENERAL {A&E)

ASSAM
q<i<qiq,tdf,dT, xarcr8- 781 029

MAIOO'OOO*, BELTOLA, GUWAH,ATI - 781 029

kEidblllnErul!l'6l

Dated: 13-08-2025

Applications ?re. invitod ,rornffif;g otficiats for ttre posr ot Wettare
Assistalt (on deputation) in-lhig office in the pav scate of Rs. ggob-34800 (Level-B)
under (Reriised Pay) But6s, 2016 on the foilowin'ltonOEions arid'eii[i6-itiiri--- '--'-'
ELIGIBILITY CRITEBIAa) (l) OlliEids holding analogous posts on regutar basis in the present cadre or
dbpartrir'ent.

Or
ii).. .. Asstt. Supervisor (Accounts/Audit) (Level-7) and Sr. Accountant / Sr,

Ausrror w[n tnree years servrce rn tne pay level-6 0i equivalent in the presbnt cadre or
department and

p) ,Possessing three years experience in the field of wellare or community activities.HouseKeeDrno" soofis anrj cuttural activities, personnel Administration' includingj
settlement of blainis etc.

g)^-,,^^Iil1{.r, age limit shall not exceed 56 years as on closing date;of receivingapprrcalons.

qi_ This:is an, ex-cadre. post and not promotion to the post, as such crucial date tooerermrne etrqtDrtrry sna be in .the date on which appliiations have been called forselection lor the pdst of Wetlare Asstt. 
--'-

The
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D e p u t y A cco u n r, n, c., 
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It4emo No. Admi.1 12-1812025-2612048-2052

Copy fonvarded for information and necessary aation 10:
1- Cag-all-offlcescag-all-offices@lsmgr.nic.in
2. SecretaryJo Accountant General (A&E) Assam
3. Hindi Cell for issuance o{ Hindi version of this circular
4. Sr. Accounts Otficeri ITS-1, with a request lo publish same in the
4- All Notice Boards

Dated:- 13-08-2025

thls office

Sr. Acco OUicer (Admn.)

.t



DUTIES OF WELFARE ASSISTANT --

(1} HOUSE KEEPING:
(a) cleanliness of office buildings. premises and bath rooms including adequacy of water
supply.
(b) smooth. iunclioning of departmental canteen including preparation of snacks, tea, coffee,
lunch etc. alongwith other related works like maintaining accbr..,nts of canteen
(c) Neatness of work place. including removal of ur'rwanted records, elimination of congestion
in seclions, adequacy of lighting and ventilation.
(d) Adequacy of drinking water facitities.
(e) Timely provision of hot and cold weathor arrangernents. ,

(r) Arrangement ot Farewell of retired psrsonnel and other relevant anangements.

(2) RECREATtONAL.
(a) Encouragement to players for participation in games
(b) Liaison with ftecreation Club if necessary

(3) STAFF WELFARE
(a) Giving personal hearing to individual members oI staff regarding their difficulties or
grievances.
(b) Assistance to staff suddenly taken ill or those chronically ill. Helping in securing admission
in place of treatment.
(c) Active association in arrangement of Audit Diwas.
(d) Assisting in cases ol need, families of persons on emergency sjluation.



dodata : Application for the post ol Wellare Assistant

Present Post he2

dressPermanenta

4 Present Address

BirtDate

i. Educational:-
ii. Professional:-

a onsc

i. Parent Office:-
ii. Present Office:-'

belongsapplicanth tcoC te7

iN erelter be ongs toB

ervlceDate ententry into Governmo

ate ol entry in IA&AD1

1

eLPnd aaP ane tres vv1

Itllobile num ial emai IDber an
bm atatt SeS vpa

dd ed
ofng In the

tiity
o oOWknandenxE pe
ESactinUmmoe coIiar

1

I hereby declare that the above particulars furnistred by me are d'orrectand '

true to the best of mY knowledge'

Dated:- (Signature'oi the applicant)

ltiScertifiedthattheaboveparticularsfurnishedbytheofficialwere
verifiea irom the service record are lound to be correct'

Signature ol the Head ol the Office (with stamp)

if needed)
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All Heads of Dcpartnrents of lA&Al) (as per mailing list)'

orr$-fi \d eon{, qqd sfrffi t' ontm ql fl-m qd o1 rr+ t

Filling up vacant posts on deputntion basis in RCB&KI, Jammu'

Datcd:19.08.2025

Sir/Madam,

TheRegionalCapacityBuilding&Knowledgelnstitute,Jammuinvites
applications irom eligible candidates for the posts mentioned in Annexure - I on deputation

bas is.

1. Submission of APPlications:

Applications should be tirnvarded to this lnstitute on or before 0r.09.2025 along with:

a) Biodata (Annexure - II)'
b)CertifiedcopiesofAPARsforthelastfiveyears,dulyattestedoneachpage

(Annexure - III).
c) Vigilance clearance Ccrtiticate. certitying that no disciplirrary/court/vigilance case

is either pending or contemplated against the applicant.

1'he required documents ofthe eligible candidates may be scanned and sent through email

(,lijanrrlr, .t, .!! r(,\.iri) by the respective parent offices to avoid postal delay'

2. Term & Remuneration:
a) The SAO (Core Faculq. - l'l) rvill be entitled to ["ining alloN,ance and officers / officials

selected for oth€r prjsts rvill be entitled to deputation allorvance as per instructions

prevailing liom tilne to tinle.

b) The deputation tcrrn shall be initially lor a period ol three years and further

extension on yearly basis subject to sanction ofcontinuity ofabove stated posts by

Headquarters Oflice.

c) Thc selection of suitable officers/oflicials shall be made through the appropriate

selection procedure fbr knorvledge and skill-based .iobs, and the selection of the

applicants shall be notified.

d) RCB&KIs reserves lhe right to repatriate a deputationist at any time. if his/her

perlbrtnance is found unsatislhctory.

3. EligibilitY and age limil
a) The rnaximutr agc limit lbr deputation should not exceed 56 years as on the closing

q
.Y

\.'
1



date of aPPlication'

b) The oflicers / officials working on deputation shall not have the right for absorption

in anY Post in RCB&KI' Jammu'

c) The applications ofthe ofTicers / officials rvorking in the oftlce on deputation basis

on norntal tenns and contlitions shall be fonvarded through their respective Parent

Office(s).

4. Compliance rvith Headquarters Circular

A reference is invitcd to Headquarters Circular No' 269flrg' Div'/42-Al2019 dated

18.09.2019 wherein detailJ ii''t""tiont to tleld oUlces on augmentation of staff

iaa-rriri*"i." and Facultl-) in R.l.ls/RTC-s rverc issued tbr strict cornpliance. The

inrrrr"tion, in the said circular arc re-iterated belol':

a) Field offices shall display the deputation notifications issued by

RCB&KlvRCB&Kcs on the notice boards and circulate among the staff giving

reasonabletimetothecandidatesforrespondingtothenotification.
b) Field olllces slrall tbnvard all applications received fronr their otTiccrs/stafT

against the positions adverriserl b1' RCB&Kls/RCB&KCs to the concerned

lnstitute/Centre concerned" rvithout rvithholding any applicalion'

c) On completion ofthe selection process' the fleld oflices shall obligatorily relieve

the selected officer(s) for administrative assignments al RCB&KIyRCB&KCs at

the earliest.

5. Restriction on RePatriations

Clause 5 (b) regarding instructions to tield otlices not to rvithhold an;- applications

received from their olllcers/stalI against positions advertised by RCB&KIs/RCB&KCs rvill

notapplyincaseofapplicantsrvho-havebeenrcverted/repatriatedinthelastsix(06)months
liomRCB&Kls/RCB&KCstotheirparentofTicesasperHeadquanerscircular
No.398/Trg. Divi42Al2019 dated l4'07'2020'This may please be noted before forwarding the

applications.

qo c-6lfre{rs, onr$-fi q{ egrrg' qq& 3r{ct'dq t qrfi fuqI w rtr t t

This issues u'ith the approval of Director Gencrll' RCB&KI' Jammu'

Encl: As st'ited above.

Yours fa ithfullY,

qA.ol't'o
dft8 srltrorfftqcnsa

Sen ior Adminislrative Officer (Adntn')



II

III

ffi CZ IuoC F-rertivcra O CCIIN tsn trS r\dName of the tS. No.
lTe I II 022 tfct INr0 0w tI chno eI0I i. Number of Posts

To handlc rvork related to Core Facu Ity - IT and anY other
RCB&KI, Jammu'rvork assi ed DG,

ii. Purpose

cadre.

b) Possessing in-depth knorvlcdge and experience in operating

Cornputeiapplications (including IDEA' Oracle, Microsoft

Ofllce, Website applications etc.) and the aptitude to
deliver lectures.

c) Expericnce in IT Audit and knowledge in rvorking rvith

Data Analytics sollrvare such as Tableau, Knime. Qlik view

is desirable.
d) Possessing ability in the maintenance of lT Systems,

Website and lamiliarity with e-office.
e) Possessing ability in the preparation of course materials,

Structured Training Modules (STMO and case studies

lt, l{ctl rri rent ents

lbr I-l-coLLlscs.

a) Holding analogous posls on regular basis in the Parent

Assistant Audit / Accounts Officcr (Administration)Name of the post
Tn'o02i. Number of ltosts

To hantlle Administration rclatcd rrork and any othcr
rvork assi edb DG, RCB&KI .lam nt u.

ii. Purpose

a) Holding analogous posts on regular basis in the parent

cadre.
b) Working knowlcdge o1' MS Office (Word, Excel,

PorverPoint), e-ol1ice.
c) Knowledge ot':

i. BEMS (lntegrated Budget & Expenditure Monitoring
System).

ii. PFMS (Public Financial Management System).

iii. l'A'DA irnd bill proccssing.

iv. 'fendcring and Procurement Rules (GFR 2017).

v. t-lospitality and other Establishment matte.s.

d) Good interpersonal and communication skills for
adm inistrative correspondence.

e) Carrdidates rvith qualifications in lT-related subjectswill be

clcrrerl
Name of the t
i- Nu nrber of Posts

'fo handlc thc Administration / hostcl rclated t'ork and any

a) Holding analogous post on regular basis in the parent cadre.

b) Working knorvledge ol MS Olllce (Word, Excel,
PorverPoirrt). c-ot'fi ce.

Ilequ irenrcn tslll.

Assistant Su cr!ls(, r
0l Onc

rgDe nl:l unlb(l .tCR &I} IKD Gtho re 0 sk ASr

cc nK o Ctl 0 t:)
or)M o IIt) reuuu d e E& dxratedllI SM n pe

tcrtlsS

ANNEXUIIE _ I

I

I

l

I

I

iii. Requircntents

ii. Purpose

I

I



PFMS (Public []inancial Management

iii. 'I'endering and Procurement Rules (GFR 2017)'

iv. Hospitality and other Establishmena lnalters'

Good interpersonal and communication skills ford)

S1'stern)

administrative corres ondence
tannu tId rto Accotiln tn AuuAccorr SudA itoSrName of thc

h ree03i. Number of Posts
To support the administr:rtive and tra ining operations of
thc I nst ilutt

Pu rposelt,

cadre.

b) Working knou'ledge of MS Office (Word' Excel.

PorverPoinl). e-offi ce.

c) Knorvledge ot:
i. iBliM.S (lnlcgraled Budget & Expenditure Monitoring

Systent).
ii. PFMS (Public Financial Management System)'

iii. TAiDA and bill Processing.
ii. Tendering and Procurement Rules (CFR 2017)'

iii. l{ospitality and other Establishment matters'

d) Good inlerpersonal atrti communication skills for

Requircmcntsll. a) l-lolding analogous posts Lrn regu lar basis in the parent

adnrinistrative corres ondence.

Name of the Post
i. Number of Posts

To support the atl nt in istrltivc and trit
the I Istilu te

ining operations of
02 'l-rvo

Clcrk

ii, Purposc

ul. Rcq u ircnt cn ts a) t{olding analogotts posts on regu lar basis in the parent

cadre.
Working knorvledge of MS Otlice (Word,

PowerPoint). c-ofljce.
Knowledge ol:
i. Diariz-ing ol-DAK.
ii. Muintcnartcc t.rl'scct ionul diarics.

iii. Proficiency in English and Hindi typing.

ii. Adrninistrative correspondence/reports.

lrxce l.

ll1.

adtninistrativc corrcs ondence.

tr

c)

d)
Hospitality and other Establishment matters.

Cood intcrpersonal and communication skills lor

oB' tF
Er{8 o{nr6,rff

Scn ior Administrative Officer

I

I

I

IV
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l
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I

I

I

I

I
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ANNIIXUIIE.II

CATION FOIi, THE POST OF ASSTSTANT AUI)IT/ACCOUNTS OFFICER.APPI,I
ASSISTANT SUPERVISO R,S R. ACCOUNTANT / SIt. AUI) ITOR/ACCOUNTANT

l Shri./Srnt./Ms./Kum
Present Post held

.,) Date of ent into Government Service

into lA&AD
i Office to which the applicant belongs:

i. Parent Office
ii. Present Ollce

Date o[ B irth
7 Qualifications:

i. Educational
ii. Professional

8 Present Address
I Perrnanent Address
10. Date of Joining/ Prornotion to the ctllrent

cadre
lt Prescnt Pa and Pa Level
t2. Whether belonging to SC/ s1'

Ex erience Protlle*
14. Proficiency in computer. details rnay be

iven*
15. Mobile Nunrber & of'licial email lD
l6 An other relevant details

ifrft<t/Date:
B{FI/Place:

(3fl4-66' +' E6f tf{/Si g natu re of Applicant)

T6 qcrFrd frqr qrdr t fu sqrtffi frq rrq fu+rq o.rqff,q ft$Yd & or{sn sfr t t

It is certified that thc above particulars lu rnishcd zrre correct as pcr office records.

fr r+rrntqa + rgrtrt dCr *' urqt
Signaturc of thc llead of thc Dcprrtnlent (rvith stamp)

/ AIIDITOIi.. CLERK

6.

1.

Name in lull

Date ofentry

I

i

I -1.



ANNrixulll,l lll

ABSTRA CTS OF Al'ARs/ACIis FOII TIIII LAST FIVE YEARS

(Year-wise APAR grading for the FIVE* years to be givcn in respcct ofeach official)

S.
No.

Name &
Desi natio n

2024-
25r

2023-21 2022-23 2021-1) 2020-21

I

2

3

I

Ifanl'oftheAPARstftherecontntndedoffict,:rurcnolotuilableforunyoftheabo|'e
periittl,"the grading-ftir the previttus periorl ntq' bc givctr itt the hove Annexure'

** Indicule nuntericol grading's otrly,

It is certilied that:

i. I have veritied the grading liorn the original APARs and l'ound it to be correct'

ii. No vigilance or disciplinary case is either pending or contemplated against.the above

Officir/Officials. No major/rrinor penalty has been imposed on the above

Oflicers/Officials in the Past.

Sr. DAG/ DAG/ DD/ Director (Admn)

O/o------

P lace:

Drrtc:

I tf A PA R lor 2024-25 is troil ble, the sonre ntu)' he prt'vi el and 2019-21) mal be ig noted'

2019-20


