
fm        :           Digcent (Pers) 

 No.D-I-4/2016-pers-DA-8                                                      17 /11/2016    U/C 

  
Filling up of one post of documentation officer in the Election Commission of India in the 

pay Band-03 (Rs.15600-39100 with GP Rs.5400) on deputation basis (.) The Under 

Secretary, Election Commission, GOI vide their circular dated 13/10/2016 have called 

nominations of eligible and willing officers for subject deputation (. ) (.) The eligibility 

conditions are as under           (. ) 

Sl.No. Name of the 

post with pay 

band & grade 

pay 

Eligibility conditions                                 

1. Documentation 

officer in PB-3 

Rs. 15600-

39,100 plus 

grade pay rs. 

5400/- 

number of 

post-01 

Officers  holding  analogous posts  in 

Government of India/State Governments and 

PSUs with 03( three) years of regular service 

and who are below 56 years of age as on 

closing date i.e. 27/11/2016 and possessing 

qualifications/experience  laid down as under 

are eligible to apply for the post:- 

Qualification 

Law graduate/post graduate in political 

science/international law/public 

administration/graduate in library science. 

Experience 

 

i.              Extensive experience in 

documentation work for at least 3 years. 

ii.            Good theoretical grasp  of the 

 issue involved in designing and 

operationalization of documentation 

 system; 

iii.          Good communication and 

presentation skills, analytical and 

interpersonal abilities, written 

communication skills in English and 

Hindi; 

iv.          Computer proficiency with 

high level of familiarity with data base 

management programme and 



commonly used package like ms word, 

excel and power point etc. 

v.            publication of national level 

documents/research paper/articles. 

 

Age limit: the maximum age limit shall not 

exceeding 56 years as on the closing date of the 

receipt of applications i.e. 27/11/2016. 

deputation period: period of deputation shall 

not exceed three years.  
   

 (. ) Request  ascertain and fwd nominations of willing and eligible officer’s in the rank of 

Asstt Comdts in the prescribed format attached Annexure-I so as to reach this Dte 

by 25/11/2016 repeat 25/11/2016 (.) If nominations are not recd. by target date, 
then nil report will be presumed (.)  It may be ensured that nominated officers should 

meet all the requirements of the post applied for (.)Para (. )  Preference may be given 
to the officers who have served in hard area i.e. LWE/J&K and NE Region at 

least 02 and 03 years respectively (. )  Besides above, officers who have not 
availed any deputation/un assignments should be given preference (. ) It may 

also be ensured that nominated officers must be free from vigilance angle and fulfills the 
eligibility conditions as laid down in deputation policy framed by MHA dated 17/01/2012 

and this Dte letter dated 24/09/2013 /////-                                                                   

                  

 
                                                                                                                   Sd/ 

17/11/2016                                                                                    Polcent 
 
  

 
                                                                                    

 

  

  

  

  

 
 

 

 
 

 

 



Annexure-I 

 
Bio-Data Proforma 

1.      Name  and address ( in Block letters)                          : 

2.      Date of Birath ( in Christian era) 

3.      Date of Retirement                                                      : 

4.      Educational Qualification                                            : 

5.      Service to which belong                                               : 

6.      Whether belongs to SC/ST                                           : 

7.      Details  of Employment( in chronological order) Enclose a 

Separate sheet, duly authenticated by your signature  of the 

Space below  is insufficient 

Office/Institution/Orgn. Post held        From   to  Scale of Pay and Basic 
Pay Nature of Duties. 

  

8.      Nature of present employment i.e. ad-hoc or ( Temporary) 

Quasi-permanent or permanent. 

9.      In case  the present employment is held on deputation/contract 

basis, please  state: 

 

(a)    The date of initial appointment 

(b)   Period  of  appointment on deputation/contract 

 

10.  Additional details about present employment. Please state whether 
working under: 

 

I)                   Central Government 

II)                 State Government 



III)              Autonomous Organization 

IV)              Government undertaking 

 
11.  Ary you in revised scale of pay if yes , give the date from which the 

revision took place and also indicate the pre-revised scale. 

12.  Existing total emoluments drawn per month 

13.  Additional  information, if any, which you would like to mention in 

support of your suitability for the  post . Enclose a separate sheet, if the 

space is insufficient. 

14.  Remarks. 

  
Signature of the candidate 

Address. 

 

Forwarding  Note by the Employer: 

It is certified that: 

 

(i)                 Information given in the above proforma is correct as 

per the service  record of the applicant. 

(ii)               The applicant is clear from vigilance angle. 

(iii)             The integrity of the applicant is  beyond doubt. 

(iv)             That  no major/minor penalty has been imposed on the 

applicant in last 10 years. 

(v)               The cadre controlling authority of the applicant has 

given its clearance for his applying for the above post. 

(vi)             The ACR Dossier of the applicant  is  enclosed with the 

application. 

 
  

Signature with seal of the authorized  signatory on behalf of the employer 
 


