
No. Q/ CAD/578/01/2022 
Government of India 

Ministry of External Affairs 
 
 

New Delhi,       June 2022 
 

CIRCULAR 
 
Subject: Filling up of the post of Director (Library & Information) in Level 13 in the Pay 
Matrix on deputation basis in the Library & Information Cadre of the Ministry of 
External Affairs. 
 
 

 It is proposed to fill one post of Director in the Library & Information Cadre of the 
Ministry of External Affars on deputation basis for a period of three years initially from 
amongst officers holding analogus posts on a regular basis in the parent cadre or 
department; or Officers with five years' regular service in posts in Level 12 in the Pay Matrix 
Rs. 78800-209200 or equivalent, working in Central Government orState Government or 
Union Territories or Autonomous or Statutory Organisation or Public Sector Undertakings or 
Univerisity or Recognised Research Institutions; and possesing the following educational 
qualifications and experience:- 
 
Educational Qualification:- 
 
a) Essential:- 
 
I)   Master's Degree in Library Science or Library and Information Science from a recognised 
University or Institute; 
 
II)   Ten years' experience in a Library under the Central Government or State Government 
or autonomous or statutory organisation or public sector undertaking or University or 
recognised research or educational institution. 
 
b) Desirable:- 
 
(i) One year experience of computerising library activities in a Library under the Central 
Government or State Government or autonomous or statutory organisation or public sector 
undertaking or University or recognised research or educational institution; or 
 
(ii) One year experience of indexing, abstracting and retrieval of documents or information 
using library management software; or 
 
(iii) Diploma in Computer Application from a recognised University or institute; or 
 
(iv) Certificate course of six months duration in one or two foreign languages other than 
English from a recognised University or Institute. 
 
2. The period of deputation (including short term contract) including period of deputation 
(including short term contract) in another ex-cadre post held immediately preceding this 
appointment in the same or some other organisation or department of the Central 
Government shall ordinarily not exceed five years.The maximum age-limit for appointment 
by deputation (including short term contract) shall be not exceeding fifty- six years as on the 
closing date of receipt of applications. 
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2. 
 

3. It is requested that above-mentioned requirement may please be circulated / advertised 
to the entire field / sources, including Attached/Subordinate Offices (amongst all the eligible 
officers of various Ministries/ Departments) concerned. Interested applicants may send their 
applications through proper channel in the enclosed proforma, in duplicate, to the 
undersigned within a period of  2 months from the date of publication of this circular in the 
Employment News. Applications received after the last date or otherwise incomplete shall 
not be considered. 
 
4. Pay of the selected officers shall be fixed in the scale of the post in accordance with 
rules prescribed by the Government. 
 
5. The following documents may also please be sent along with nomination:- 
 

i. Statement of Bio-data in the prescibed proforma (as per Annexure), in duplicate, duly 
signed and forwarded through proper channel. 

 
ii. Attested copies of the CR dossiers for the years 2016-17 to 2020-21 (attested on 

each page) by an officer not below the rank of Under Secretary 
 

iii. Vigilance Clearance Certificate 
 

iv. Integrity Certificate 
 

v. A statement of major/minor penalty, if any, imposed on the officer  during the last 10 
years. 

 
vi. Cadre Clearance Certificate. 

 
 
 

 
(Ajith John Joshua) 

Under Secretary (Cadre) 
Room No. 4092, B Wing, Jawaharlal Nehru Bhawan 

Ministry of External Affairs  
Tel.: 23085368 

 
 
Enclosure: Proforma 
 
To:- 
 

1. All Ministries/Departments of Central Government(**) 
2. All Notice Boards in the Ministry of External Affairs 
3. JS(AD)/Dir(ADP)/US(PF)/Dir(Lib & Info) 

 
(**) All Ministries/Departments are requested to circulate the vacancies to the entire 
field/sources, including Attached/Subordinate Offices. 

  



Annexure 
 

BIO-
DATA/CURRICULUMVITAEPROFOR

MA 
 
 

1.NameandAddress 
(inBlockLetters) 
 

 

2.DateofBirth(inChristianera) 
  

3.i)Dateofentryinto service  

ii)Date of retirement under 
Central/StateGovernment Rules 
 

 

4.EducationalQualifications 
  

5.  Whether   Educational   and 
other qualifications required 
forthepostaresatisfied.(Ifanyqu
alificationhasbeen 
treatedasequivalenttotheone
prescribedinthe Rules,  
statetheauthorityforthesame) 
 

 

Qualifications/Experience required 
as mentioned in the advertisement 
/ vacancy circular 
 

Qualifications 
/experiencepossessedbytheofficer 

Essential Essential 
A)Qualification A)Qualification 
B) Experience B)Experience 

Desirable Desirable 
A)Qualification A)Qualification 
B)Experience B)Experience 

5.1 Note:Thiscolumnneedstobeamplifiedtoindicate 
EssentialandDesirableQualificationsas mentionedin theRRs by the 
Administrative Ministry/Department/Office at the time of issue of 
CircularandissueofAdvertisementintheEmploymentNews. 
 

5.2 InthecaseofDegreeandPostGraduateQualificationsElective/mainsubjectsandsu
bsidiary subjectsmaybeindicatedbythecandidate. 
 



6.Pleasestateclearlywhetherin 
thelightofentries 
madebyyouabove,youmeettherequisiteEsse
ntial Qualifications and work experienceof 
thepost. 

 

 
6.1 Note:Borrowing Departments are to provide their specific comment/ 
views confirming therelevant Essential Qualification/ Work experience 
possessed by the Candidate (as indicated in the Bio-data) 
withreferencetothepostapplied. 

 
7. Details of Employment,in chronological order. Enclose a separatesheet duly 
authenticated by yoursignature,ifthespacebelowisinsufficient. 
 
Office/Institution Postheldon

regularbasi
s 

From To *PayBandandGr
adePay/Pay 
Scale of thepost 
held on 
regularbasis 

Nature of 
Duties 
(indetail)highli
ghtingexperie
ncerequired 
for 
the post 
appliedfor 

      

*Important:Pay-band and Grade Pay granted under ACP/MACPare personal 
to the officer andtherefore, should not be mentioned .Only Pay Band and 
Grade Pay/ Pay scale of the post held onregular basis to be mentioned.Details of 
ACP/MACP with present Pay Band and Grade Pay where 
suchbenefitshavebeendrawnbytheCandidate,maybeindicatedasbelow; 
 
 
Office/Institutio
n 

Pay,PayBand,and GradePay 
drawnunderACP/MACPScheme 

From To 
 

    
 
 

8.Nature of present employment i.e. Ad-
hoc or Temporary or Quasi-
PermanentorPermanent 

 

9.Incasethepresentemploymentis held 
on deputation/contract 
basis,pleasestate- 

 



a)The date of initial 
appointment 

b)Periodofappointme
nt 
ondeputation/contrac
t 

c)Nameoftheparent 
office 
/organizationtowhic
htheapplicantbelong
s. 

d)Nameofthe 
postandPayoft
hepostheldins
ubstantivecap
acity in 
theparentorga
nisation 

    

9.1Note:IncaseofOfficersalreadyondeputation,theapplicationsofsuchof
ficers should be forwarded by the parent cadre/ Department along 
with Cadre Clearance,VigilanceClearanceandIntegritycertificate. 
9.2Note: Information under Column 9(c) & (d) above must be 
given in all caseswhere a person is holding a post on deputation 
outside the cadre/ organization butstillmaintainingalieninhisparent 
cadre/organisation 

 

 
 

10. If any post held on 
Deputation in 
thepastbytheapplicant,dateofre
turnfromthelastdeputationand
otherdetails. 

 

11. Additionaldetailsaboutpres
entemployment: 
Please state whether working 
under(indicate the name of 
your 
employeragainsttherelevantc
olumn) 

 
a) CentralGovernment 
b) StateGovernment 
c)   AutonomousOrganization 
d) GovernmentUndertaking 
e) Universities 
f)   Others 

 

12.Pleasestatewhetheryouarew
orking in the same 
Departmentandareinthefeeder
gradeor feedertofeedergrade. 

 

13. Are you in Revised Scale of 
Pay? 
Ifyes,givethedatefromwhichthe
revisiontookplaceandalsoindica
tethe pre-revisedscale 
 
 

 

14.Totalemolumentspermonthnowdrawn 



BasisPayintheP
B   

GradePay TotalEmoluments 

   

15.In casetheapplicantbelongstoan Organisationwhichis not followingthe 
Central GovernmentPay-
scales,thelatestsalaryslipissuedbytheOrganisationshowingthefollowingdetailsma
ybe enclosed. 
BasicPaywithScal
eof Payandrateof 
increment  

 

DearnessPay / 
interim relief / 
otherAllowances 
etc.,(withbreak- up 
details) 

TotalEmoluments 

  

 
16.AAdditional information, if any, 
relevant to thepost you applied for in 
support of your suitability forthepost. 
(Thisamongotherthingsmayprovideinformation
with regardto 
(i)additionalacademicqualifications 
(ii) professional training and 
(iii) work experience over andabove 
prescribed in the
 VacancyCircular/Advertisement) 

(Note: Enclosea separatesheet,if 
thespace isinsufficient) 
 

 

16.B Achievements: 
Thecandidatesarerequestedtoindicateinform
ationwithregardto; 
(i) Researchpublicationsand
 reportsandspecialprojects 
(ii) Awards/Scholarships/OfficialAppreciatio

n 
(iii) Affiliation with the professionalbodies 
/ institutions / societiesand; 
(iv) Patentsregisteredinownnameorachieve
dfortheorganization 
(v) Anyresearch/innovativemeasureinvolvi
ngofficialrecognitionvi)anyotherinformatio
n. 
(Note:Encloseaseparatesheetifthespace
isinsufficient) 
 

 



 
17.    
Pleasestatewhetheryouareapplyingfor 
deputation(ISTC) / Absorption / Re-
employmentBasis. 
#(Officers under Central/State 
Governments are 
onlyeligiblefor“Absorption”.Candidatesofn
on-Government Organizations are eligible 
only for ShortTermContract) 
 

 

 
#(Theoptionof‘STC’/‘Absorption’/‘Re-
employment’ areavailableonlyif 
thevacancycircularspeciallymentioned 
recruitment by “STC” or “Absorption” 
or"Re-employment”). 
 

 

 
18.WhetherbelongstoSC/ST 

 

 
Ihavecarefullygonethroughthevacancycircular/advertisementandI amwellawarethatthe 
information furnished in the Curriculum Vitae duly supported by the documents in 
respect of EssentialQualification/ Work Experience submitted by me will also be 
assessed by the Selection Committee at thetime of selection for the post.The 
information/details provided by me are correct and true to the 
bestofmyknowledgeandnomaterialfacthavingabearingonmyselectionhasbeensuppressed/
withheld. 

 
 
 
 

(Signatureofthecandidate) 

 
Address__________________________________ 

__________________________________ 

 
 

 
 

Date  
 
 
  



CertificationbytheEmployer/CadreControllingAuthority 
 

 The information/ details provided in the above application by the 
applicant are true andcorrectas per thefacts availableon records.He/she 
possesseseducationalqualifications 
andexperiencementionedinthevacancyCircular.Ifselected,he/shewillberelievedi
mmediately. 
 
2. Alsocertifiedthat; 

 
i) Thereisnovigilanceordisciplinarycasepending/contemplatedagainstShri/S

mt._________________ 

ii) His/Herintegrityiscertified. 

iii) His/HerCRDossierinoriginalisenclosed/photocopiesoftheACRsforthelast5
yearsdulyattestedbyanofficeroftherankofUnderSecretaryoftheGovt.of 
Indiaoraboveareenclosed. 

iv) Nomajor/minorpenaltyhasbeenimposedonhim/herduringthelast10years
OrAlist ofmajor/minorpenaltiesimposedonhim/herduringthelast 10 
yearsisenclosed.(asthecasemaybe) 

 

 

 
Countersigned 

(Employer/CadreControllingAuthoritywithSeal) 


