






 ANNEXURE-I

Sl.  
No.

Name of the 
post

No. of 
Posts

Classifi
cation

Scale of 
Pay    

(Rs.)                                     

Whether 
Selection 
or Non-

Selection

Upper 
Age 
limit 
for 
direct 
recruit
ment 
(in 
years)

Educational & Other Qualifications 
prescribed for Direct Recruitment                  

Whether                       
a) Age                                     
b)Educational 
Qualifications                            
c) Experience 
for direct 
recruits will 
apply in the 
case of 
Promotion / 
Absorption / 
Deputation

Period of 
probation 
(in years)

Method of 
Recruitment 
(whether by 

direct 
recruitment or 
by Promotion / 
Absorption / 
Deputation)

In case of Promotion / Absorption / 
Deputation, grades from which it should be 

made

Remarks

1 2 3 4 5 6 7 8 9 10 11 12 13
6 Sr. Dy. 

Manager
3 I 32900-

58000
Selection 37 Essential :

(i) Degree from a recognised University / 
Institution.
ii) Nine years experience in an executive 
cadre in the field of General 
Administration / Personnel & Industrial 
Relations in an Industrial / Commercial / 
Govt. Undertaking.

Desirable :-
(i) Post Graduate Degree / Diploma in 
Personnel Management / Industrial 
Relations / Social Work / Labour Welfare 
or allied subjects or Degree in Law from 
a recognised University / Institution.

(a) No                        
(b) Yes                           
(c) No    

Not 
applicable

 By Absorption 
through 
composite 
method, failing 
which, by 
deputation, 
failing both, by 
Direct 
Recruitment.

For absorption through composite method, 
Officers holding analogous posts or holding 
posts in the scale of pay of Rs. 24900-
50500/-  with 3 years regular service in the 
grade or officers holding posts in the scale 
of pay of Rs. 24900 -50500/- with 2 years 
regular service in the grade, and a combined 
regular service of 7 years in the pay scales of 
Rs. 24900-50500/- and Rs. 20600-46500/- 
in the Administration / P&IR discipline in a 
Major Port Trust will be eligible.                                                            

For Deputation, officers holding analogous 
posts or holding posts in the scale of pay of 
Rs. 24900 - 50500/- and above with 3 years 
regular service in the grade  in the 
Administration / P&IR discipline in Govt./ 
PSU/ Autonomous Bodies will be eligible. 

The selection is by merit, for which the 
bench mark in overall grading in the APARs 
will not be below 'Very Good'.

Existing designation of  
Dy. Manager (Admn.) 
will be redesignated as 
Sr. Dy. Manager 
(Admn.)  and will be 
upgraded to the pay 
scale of Rs. 32,900 - 
58,000/-.

 RECRUITMENT RULES FOR CLASS-I POSTS OF ADMINISTRATION DIVISION UNDER GENERAL MANAGER (M&S)



 

 

ANNEXURE-II 
 
 
Certificate to be given by Head of Office 
 
of Shri / Smt. ………………………….. 
 
Designation…………………………. 
 
 
1. It is certified that the particulars furnished by the Officer are correct and he / she fulfils 

the eligibility criteria. 
 
2. It is certified that no disciplinary / vigilance case is pending or contemplated against the 
 applicant and that he / she is clear from the Vigilance and Administrative angle. 
 
3. His / her integrity is certified. 
 
4. It is certified that no Major / Minor penalty has been imposed on the Officer during the 

last 10 years. 
 
5. Copies of APARs for the last 5 years from 2019 – 2020 to 2023 – 2024 are enclosed.  
 
 
 
Dated: 
 
 
               Signature of the forwarding authority along with office seal.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 

 

 
 
 

ANNEXURE-III 
 

PARTICULARS OF THE OFFICER FOR WHOM VIGILANCE  
COMMENTS / CLEARANCE BEING SOUGHT 

 
(To be furnished and signed by the CVO or HOD) 

 
1. Name of the Officer (in full) :  

2. Fathers’ Name :  

3. Date of Birth :  

4. Date of Retirement :  

5. Date of Entry into Service :  

6. Service to which the officer belongs 
including batch / year cadre-etc. 
wherever applicable 
 

:  

7. Positions held including whether the 
officer has functioned as a CVO in 
part time or additional charge 
capacity 
(During the ten preceding years) 
 

:                            
 

Sl. 
No. 

Organisation 
(Name in full) 

Designation & 
Place of posting 

Administrative / 
Nodal Ministry / 

Department 
Concerned (in case 
of officers of PSUs 

etc.) 

From To 

1.      

2.      

3.      

 
 
 
 
 
DATE:                     
 

(NAME AND SIGNATURE) 



 

 

-2- 
 

VIGILANCE PROFILE OF OFFICERS FOR WHOM VIGILANCE COMMENTS / 
CLEARANCE BEING SOUGHT 
 
  ( To be furnished by the CVO or HOD) 
 
 Name of the Officer            :    

8. Whether the officer has been placed on the 
“Agreed List” or “List of Officer of 
Doubtful Integrity” 
[If yes, details to be given] 

:  

 
9. Whether any allegation of misconduct 

involving vigilance angle was examined 
against the officer during the last 10 years 
and if so with what result (*) 
 

:  

10. Whether any punishment was awarded to 
the officer during the last 10 years and if 
so, the date of imposition and details of the 
penalty (*) 
 
 

:  

11. Is any disciplinary / criminal proceedings 
or charge sheet pending against the 
officers, as on date. [if so, details to be 
furnished - including reference no. if any, 
of the Commission] 
 

:  

12. Is any action contemplated against the 
officer as on date [If so, details to be 
furnished (*)] 
 

: 
 
 

 

13. 
 
 
 
 
 

Whether the officer / official has 
submitted his / her annual immovable 
property return of the previous year as 
required under Rule 18 of the CCS 
(Conduct) Rules, 1964 within the 
prescribed limit. 

:  

14. 
 

Whether any complaint with vigilance 
angle is pending against the officer[ if so, 
details to be furnished]  

:  

 
 
DATE:                      (NAME AND SIGNATURE) 
 
(*) If vigilance clearance had been obtained from the Commission in the past, the information may 
be provided for the period thereafter. 


