
  

 
  

 
 

DETAILS FOR THE POST OF SECRETARY 

 

Name of the Post SECRETARY                                                                         

No. of Posts 1 (One) 

Scale of Pay Pay Band  Rs. 15600-39100 (PB-3) and  

Grade Pay– Rs.7600/- 

Age 50 Years 

Period of deputation Three Years 

Eligibility conditions Transfer/ Deputation- 

a)  persons  holding analogous posts or 

b)persons holding posts (Grade Pay 

Rs.6600) with seven years experience 

on regular service in related field. 

and  

Possessing the following educational and 

other qualifications: 

 

Essential 

1)Masters degree in any discipline 

including business administration 

2)Not less than 7 years regular service 

on the post of one stage below in 

Central/ State Government/ 

Autonomous bodies/ Public Sector 

Undertakings dealing with matters 

relating to administration/accounts/ 

finance/ legal  and marketing. 

 

Desirable 

1)Membership of Institute of Company‟s 
Secretaries of India 

(2)Sound Knowledge of foreign trade 

policy and procedures 

(3)working knowledge  of  computer 

applications 

(4)Degree in law 

 

Note: Officers in the direct line of 

promotion shall not be eligible for 

deputation. 

 



  

 

Applications of only such officers/candidates will be considered 
as are routed through proper channel and are accompanied by :  
 
 

1. Bio data (in duplicate) as per proforma.  
2. Photocopies of ACRs/APARs for the last five years attested 

(signed & stamped) on each page by an officer not below the 
rank of Under Secretary to the Government of India level,  

3. Integrity Certificate,  
4. Vigilance Clearance Certificate,  
5. No Penalty Certificate or a statement giving details of 

major/minor penalties imposed on the officer, if any, during 
the last 10 years 

 

Note: The last of receipt of application is 15/9/2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

[FORMAT OF VARIOUS CERTIFICATES REQUIRED TO BE ENCLOSED SEPARATELY 
ALONGWITH THE APPLICATION OF CANDIDATE WHO APPLIES FOR DEPUTATION 
(INCLUDING SHORT-TERM CONTRACT) BASIS] 

 
INTEGRITY CERTIFICATE 

 
 

 After scrutinizing Annual Confidential Reports of Dr./Shri/Smt./Ms. 

______________________, _____________ who has applied for the post of 

Secretary (_______________________)  in APEDA  on Transfer on Deputation basis, 

it is certified that his/ her integrity is beyond doubt.  

 

[To be signed by an Officer of the rank of  
Deputy Secretary or above] 

Name & Office Seal :   
Date :    

 
 

VIGILANCE CLEARANCE CERTIFICATE 
 
 

 Certified that no vigilance case or disciplinary proceedings or criminal 

proceeding is either pending or contemplated against Dr./Shri/Smt./Ms. 

______________________, _____________ who has applied for the post of 

Secretary (_______________________)  in APEDA  on Transfer on Deputation basis.  

[Authorised signatory] 

Name & Office Seal :   
Date :     

 

 

NO PENALTY CERTIFICATE 
 

 Certified that no minor/ major penalty has been imposed on 

Dr./Shri/Smt./Ms. ______________________, _____________ who has applied for 

the post of Secretary (_______________________)  in APEDA on Transfer on 

Deputation basis during the last ten years.  

[Authorised signatory] 

Name & Office Seal :   
Date :      



  

********* 

|É{ÉjÉ   / PROFORMA 

   +ÉÉ´ÉäÉÊniÉ {Én BÉEÉ xÉÉàÉ   ______________________   

 Name of the post applied for ______________________  

 

1.  xÉÉàÉ +ÉÉè® {ÉiÉÉ  /  Name and Address (In Block Letters) 

 

2.  VÉxàÉ ÉÊiÉÉÊlÉ  /  Date of birth (in Christian era) 

 

3.  BÉEäxpÉÒªÉ  / ®ÉVªÉ ºÉ®BÉEÉ® BÉEä ÉÊxÉªÉàÉÉå BÉEä +ÉxiÉMÉÇiÉ ºÉä´ÉÉ-ÉÊxÉ´ÉßÉÊkÉ BÉEÉÒ iÉÉ®ÉÒJÉ  / Date of retirement under 

Central/ State Govt. Rules 

 

4.  ¶ÉèÉÊFÉBÉE +ÉcÇiÉÉAÆ  / Educational Qualifications  

 

5.  BÉDªÉÉ ÉÊxÉvÉÉÇÉÊ®iÉ ¶ÉèÉÊFÉBÉE +ÉÉè® +ÉxªÉ +ÉcÇiÉÉAÆ |ÉÉ{iÉ cé (ªÉÉÊn BÉEÉä<Ç +ÉcÇiÉÉ ÉÊxÉvÉÉÇÉÊ®iÉ +ÉcÇiÉÉ BÉEä ºÉàÉBÉEFÉ àÉÉxÉÉÒ VÉÉ®cÉÒ cè 

iÉÉä =ºÉ ºÉÆ¤ÉÆvÉ àÉå |ÉÉÉÊvÉBÉE®hÉ BÉEÉ xÉÉàÉ ¤ÉiÉÉAÆ)  / Whether Educational and other qualifications required 

for the post are satisfied (If any qualification has been treated as equivalent to the one 

prescribed in the Rules, state the authority for the same). 

 

 ÉÊxÉvÉÉÇÉÊ®iÉ +ÉcÇiÉÉAÆ  / +ÉxÉÖ£É´É   / Qualifications 

/ Experience required 

 +ÉÉÊvÉBÉEÉ®ÉÒ uÉ®É |ÉÉ{iÉ +ÉcÇiÉÉAÆ  / +ÉxÉÖ£É´É   

/Qualifications / Experience possessed 

by the officer 

 +ÉÉÊxÉ´ÉÉªÉÇ  / Essential : 

1. 

2. 

3. 

 ´ÉÉÆUxÉÉÒªÉ  / Desirable: 

1. 

2. 

3. 

 

 

6.  BÉßE{ÉªÉÉ ªÉc º{É­] ¤ÉiÉÉAÆ ÉÊBÉE >ó{É® <ÆÉÊMÉiÉ iÉlªÉÉå BÉEä +ÉÉvÉÉ® {É® BÉDªÉÉ +ÉÉ{É =BÉDiÉ {Én BÉEä ÉÊãÉA ÉÊxÉvÉÉÇÉÊ®iÉ  

+ÉÉ´É¶ªÉBÉEiÉÉAÄ {ÉÚ®ÉÒ BÉE®iÉä cé /  Please State clearly whether in the light of entries made by you above, 

you meet the requirement of the post. 

 

7. ºÉä´ÉÉ ºÉÆ¤ÉÆvÉÉÒ BÉEÉãÉµÉEàÉÉxÉÚºÉÉ® ÉÊ´É´É®hÉ. +ÉÉ´É¶ªÉBÉEiÉÉ cÉäxÉä {É®, cºiÉÉFÉÉÊ®iÉ +ÉãÉMÉ {Éß­~ ºÉÆãÉMxÉ BÉE® {ÉÚ®É ¤ªÉÉè®É nå   /  

Details of Employment, in chronological order. Enclose a separate sheet duly authenticated 

by your signature, if the space below is insufficient. 

 

 BÉEÉªÉÉÇãÉªÉ  / ºÉÆºlÉÉxÉ / 

Office/ 

Institution 

 vÉÉÉÊ®iÉ {Én / 

Post held 

  ºÉä  / 

From 

 iÉBÉE  

/To 

 ´ÉäiÉxÉàÉÉxÉ +ÉÉè® àÉÚãÉ 

´ÉäiÉxÉ   / Scale of 

pay and basic 

pay 

 BÉEÉªÉÇ BÉEÉ º´É°ô{É   / 

Nature of duties 

(in details) 

 

 

     

-/-  

 

PHOTO 

(Please sign 

across) 



  

 

8.  ´ÉiÉÇàÉÉxÉ ºÉä´ÉÉ BÉEÉ º´É°ô{É +ÉlÉÉÇiÉÂ iÉnlÉÇ +ÉlÉ´ÉÉ +ÉºlÉÉªÉÉÒ +ÉlÉ´ÉÉ ºlÉÉªÉÉÒ´ÉiÉÂ +ÉlÉ´ÉÉ ºlÉÉªÉÉÒ   /  Nature of 

present employment i.e. Ad-hoc or Temporary or Quasi-permanent or Permanent. 

 

9.  ªÉÉÊn ´ÉiÉÇàÉÉxÉ ºÉä´ÉÉ |ÉÉÊiÉÉÊxÉªÉÖÉÎBÉDiÉ  / ºÉÆÉÊ´ÉnÉ +ÉÉvÉÉ® {É® cè iÉÉä BÉßE{ÉªÉÉ ¤ÉiÉÉAÆ ÉÊBÉE   / In case the present 

employment is held on deputation/ contract basis, please state - 

 

a) |ÉÉ®ÆÉÊ£ÉBÉE ÉÊxÉªÉÖÉÎBÉDiÉ BÉEÉÒ ÉÊiÉÉÊlÉ  / The date of initial appointment 

b) ÉÊxÉªÉÖÉÎBÉDiÉ +ÉÉè® |ÉÉÊiÉÉÊxÉªÉÖÉÎBÉDiÉ  / ºÉÆÉÊ´ÉnÉ BÉEÉÒ +É´ÉÉÊvÉ  / Period of appointment and deputation/ 

contract 

c) àÉÚãÉ BÉEÉªÉÉÇãÉªÉ  / ºÉÆMÉ~xÉ BÉEÉ xÉÉàÉ  /  Name of the parent office/ organisation to which you 

belong 

 

10. ´ÉiÉÇàÉÉxÉ ºÉä´ÉÉ BÉEä ¤ÉÉ®ä àÉå +ÉÉÊiÉÉÊ®BÉDiÉ ÉÊ´É´É®hÉ  / Additional details about present employment 

 

 BÉßE{ÉªÉÉ ÉÊxÉªÉÉäBÉDiÉÉ BÉEÉ xÉÉàÉ ºÉÆ¤ÉÆÉÊvÉiÉ BÉEÉìãÉàÉ BÉEä ºÉÉàÉxÉä ÉÊãÉJÉä   / Please state whether working under 

(indicate the name of your employer against the relevant column). 

 

a) Central Govt. 

b) State Govt. 

c) Autonomous Organisation 

d) Government Undertaking 

e) Universities 

f) Others 

 

11.    BÉßE{ÉªÉÉ ªÉc ¤ÉiÉÉAÆ ÉÊBÉE +ÉÉ{É =ºÉÉÒ BÉEÉªÉÉÇãÉªÉ àÉå BÉEÉªÉÇ®iÉ cé +ÉÉè® BÉDªÉÉ +ÉÉ{É {ÉÉÊ®{ÉÚ®BÉE OÉäb àÉå ªÉÉ {ÉÉÊ®{ÉÚ®BÉE BÉEä 

{ÉÉÊ®{ÉÚ®BÉE OÉäb àÉå cé   / Please state whether you are working in the same Department and are in the 

feeder grade or feeder to feeder grade. 

 

12.  BÉDªÉÉ +ÉÉ{É ºÉÆ¶ÉÉäÉÊvÉiÉ ´ÉäiÉxÉàÉÉxÉ àÉå cé ? ªÉÉÊn cÉÄ, iÉÉä ºÉÆ¶ÉÉävÉxÉ BÉEÉÒ ÉÊiÉÉÊlÉ iÉlÉÉ ºÉÆ¶ÉÉävÉxÉ {ÉÚ´ÉÇ ´ÉäiÉxÉàÉÉxÉ ¤ÉiÉÉAÆ   / Are 

you in Revised Scale of Pay?  If yes, give the date from which the revision took place and 

also indicate the pre-revised scale. 

 

13.    ´ÉiÉÇàÉÉxÉ àÉå |ÉÉ{iÉ cÉä ®cÉÓ BÉÖEãÉ {ÉÉÊ®ãÉÉÎ¤vÉªÉÉÄ / Total emoluments per month now drawn. 

 

14.  +ÉÉÊiÉÉÊ®BÉDiÉ ºÉÚSÉxÉÉ, ªÉÉÊn BÉEÉä<Ç cÉä, ÉÊVÉºÉBÉEä ¤ÉãÉ {É® +ÉÉ{É =BÉDiÉ {Én cäiÉÖ +É{ÉxÉÉÒ  ={ÉªÉÖBÉDiÉiÉÉ BÉEÉ nÉ´ÉÉ BÉE®iÉä cé  / 

Additional information, if any, which you would like to mention in support of your suitability 

for the post. 

 

-/-  



  

 

 

15.  BÉßE{ÉªÉÉ ªÉc ¤ÉiÉÉAÆ ÉÊBÉE BÉDªÉÉ +ÉÉ{É |ÉÉÊiÉÉÊxÉªÉÖÉÎBÉDiÉ +ÉlÉ´ÉÉ +Éã{ÉÉ´ÉÉÊvÉ +ÉxÉÖ¤ÉÆvÉ +ÉÉvÉÉ® {É® ÉÊxÉªÉÖÉÎBÉDiÉ BÉEä ÉÊãÉA +ÉÉ´ÉänxÉ BÉE® 

®cä cé ( BÉEäxp  / ®ÉVªÉ ºÉ®BÉEÉ® @ ºÉÆPÉ ®ÉVªÉ FÉäjÉ BÉEä |É¶ÉÉºÉxÉksa BÉEä +ÉÉÊvÉBÉEÉ®ÉÒ cÉÒ |ÉÉÊiÉÉÊxÉªÉÖÉÎBÉDiÉ BÉEä ÉÊãÉA {ÉÉjÉ cÉåMÉä.  
vU; +É£ªÉlÉÉÔ +Éã{ÉBÉEÉÉÊãÉBÉE +ÉxÉÖ¤ÉÆvÉ BÉEä ÉÊãÉA {ÉÉjÉ cÉåMÉä) / Please state whether you are applying for 

deputation or short-term contract basis.  (Employees of Central/ State Governments/U.T. 

Administrations are eligible for "Deputation".  Others would be eligible for Short-Term 

Contract. 

 

16.  BÉDªÉÉ +ÉxÉÖºÉÚÉÊSÉiÉ VÉÉÉÊiÉ   /+ÉxÉÖºÉÚÉÊSÉiÉ VÉxÉVÉÉÉÊiÉ BÉEä cé   /Whether belongs to SC/ ST. 

 

17.  +É£ªÉÖÉÎBÉDiÉªÉÉÄ (+É£ªÉlÉÉÔ (i) +ÉxÉÖºÉÆvÉÉxÉ |ÉBÉEÉ¶ÉxÉÉå +ÉÉè® |ÉÉÊiÉ´ÉänxÉÉå +ÉÉè® ÉÊ´É¶Éä­É {ÉÉÊ®ªÉÉäVÉxÉÉ+ÉÉäÆ; (ii) {ÉÖ®ºBÉEÉ®Éå / 

UÉjÉ´ÉßÉÊkÉªÉÉå  /ºÉ®BÉEÉ®ÉÒ |ÉÉäiºÉÉcxÉÉå (iii) BªÉÉ´ÉºÉÉÉÊªÉBÉE ºÉÆºlÉÉxÉÉå  / ºÉÆMÉ~xÉÉå  /  ºÉÉÊàÉÉÊiÉªÉÉå ºÉä ºÉÆ¤ÉriÉÉ <iªÉÉÉÊn BÉEä ¤ÉÉ®ä àÉå 

ÉÊ´É´É®hÉ nä ºÉBÉEiÉä cé) (ÉÊ]{{ÉhÉÉÒ  : ªÉÉÊn +ÉÉ´É¶ªÉBÉEiÉÉ cÉä iÉÉä +ÉãÉMÉ {Éß­~ ºÉÆãÉMxÉ BÉE®å) Remarks [The candidates may 

indicate information with regard to (i) Research publications and reports and special projects 

(ii) Awards/ Scholarship/ Official Appreciation (iii) Affiliation with the professional bodies/ 

institutions/ societies and (iv) any other information.] (Note : Enclose a separate sheet if the 

space is insufficient) 

 

 

  àÉéxÉä ÉÊ®ÉÎBÉDiÉ {ÉÉÊ®{ÉjÉ  / ÉÊ´ÉYÉÉ{ÉxÉ vªÉÉxÉ {ÉÚ´ÉÇBÉE {ÉfÃÉ cè +ÉÉè® àÉé {ÉÚhÉÇ °ô{É ºÉä VÉÉxÉiÉÉ cÚÄ ÉÊBÉE àÉä®ä +ÉÉiàÉ´ÉßkÉ BÉEä ºÉàÉlÉÇxÉ 

àÉå àÉä®ä uÉ®É |ÉºiÉÖiÉ ºÉ£ÉÉÒ nºiÉÉ´ÉäVÉÉå BÉEÉ, SÉªÉxÉ BÉE®iÉä ºÉàÉªÉ, SÉªÉxÉ ºÉÉÊàÉÉÊiÉ uÉ®É àÉÚãªÉÉÆBÉExÉ ÉÊBÉEªÉÉ VÉÉAMÉÉ / I have 

carefully gone through the vacancy circular/ advertisement and I am well aware that the 

Curriculum Vitae duly supported by documents submitted by me will also be assessed by the 

Selection Committee at the time of selection for the post. 

 

 

  +É£ªÉlÉÉÔ BÉEä cºiÉÉFÉ®  :     

 {ÉiÉÉ  :       

Signature of the candidate:    

Address:      

 

  ÉÊnxÉÉÆBÉE  : 

Date: 

 |ÉÉÊiÉcºiÉÉFÉÉÊ®iÉ  :     

 (ÉÊxÉªÉÉäBÉDiÉÉ BÉEÉ xÉÉàÉ ´É BÉEÉªÉÉÇãÉªÉ àÉÉäc®)   

Counter signed:     

(Employer with Seal)     

 

  

 
 
 

 

 

 

 

 

 



  

 

 
  


