CENTRAL BOARD OF SECONDARY EDUCATION

(An autonomous Organisation under the Union Ministry of Human Resource Development, Govt. of India)
‘SHIKSHA KENDRA’, 2. COMMUNITY CENTRE 

PREET VIHAR, DELHI – 110 092

Applications are invited from eligible candidates for filling up one post of Assistant Secretary(cadre post) in the pay scale of Rs. 10000-325-15200 reserved for OBC candidates through direct recruitment on temporary basis.  


The details of job requirement, educational qualifications, age, experience etc. in respect of the post under reference are given in Annexure-1.  Allowances such as DA, HRA, CCA etc. are admissible as per rules of the Central Govt./Board.

The post is transferable and the persons selected can be posted in any part of India where CBSE’s Regional Offices are functioning and shall be governed by the restructured defined contributory pension system as per the provision contained in the Ministry of Finance, Department of Economics Affairs (ECB& PR Division) Notification No.5/7/2003-ECB&PR dated 22.12.2003 effective from 1.4.2004.

Job description attached to the post is annexed at Anneuxre-2.

Applications neatly typed on the prescribed proforma (Annexure-A) duly supported with the attested copies of certificates including caste certificate and completed in all respects giving specific information in reference to the eligibility conditions relating to age, qualifications, experience, caste etc. should reach the Joint Secretary (Admn.& Legal), Central Board of Secondary Education, Shiksha Kendra, 2, Community Centre, Preet Vihar, Delhi-110092 within 30 days from the date of advertisement appeared in Employment News/Rozgar Samachar, Times of India and Hindustan Times (Copies of the advertisement appeared in the above said newspapers are annexed at Annexure- 3).  In complete applications or found deficient in any manner will not be entertained.   The selection will be made on the basis of a written test comprising of an objective type written test in General Knowledge and language (English or Hindi as per choice) followed by interview.  The Board reserves the right to call only suitable candidates for test/interview. 

To and fro 2nd class rail fare or ordinary bus fare will be paid to the outstation candidate when called for interview only. 

SECRETARY
CENTRAL BOARD OF SECONDARY EDUCATION

(An autonomous Organisation under the Union Ministry of Human Resource Development, Govt. of India)
‘SHIKSHA KENDRA’, 2. COMMUNITY CENTRE 

PREET VIHAR, DELHI – 110 092


Applications are invited from eligible candidates for filling up one post of Assistant Secretary (cadre post) in the pay scale of Rs. 10000-325-15200 reserved for OBC candidates through direct recruitment on temporary basis.  The persons who fulfill the following eligibility conditions may apply:-

Essential:

i. At least 2nd class Bachelor’s Degree from a recognized University.

ii. At least five years experience in supervisory capacity in a Secondary Education Board / University / Govt. Departments/ Autonomous Educational Organizations with similar functions.

Desirable:

i. Good working knowledge of both English and Hindi.

ii. Knowledge of handling grievance cases. 
Age limit:


Not exceeding 38 years as on 1.7.2007 including relaxation of 03 years.

Note : In case of exceptionally qualified candidates, the experience condition may be relaxed by the Board. 
The post is transferable and the persons selected can be posted in any part of India where CBSE’s Regional Offices are functioning and shall be governed by the restructured defined contributory pension system as per the provision contained in the Ministry of Finance, Department of Economics Affairs (ECB& PR Division) Notification No.5/7/2003-ECB&PR dated 22.12.2003 effective from 1.4.2004.

The applications on plain paper with the Curriculum Vitae neatly typed on the prescribed proforma (Annexure-A) duly supported with the attested copies of certificates including caste certificate and completed in all respects giving specific information in reference to the eligibility conditions relating to age, qualifications, experience, caste etc. should reach the Joint Secretary (Admn.& Legal), Central Board of Secondary Education, Shiksha Kendra, 2, Community Centre, Preet Vihar, Delhi-110092 within 30 days from the date of publication of advertisement. 

Applicant must pay the prescribed fee of Rs. 100/- through Demand Draft payable to the Secretary, CBSE, Delhi.    In complete applications or found deficient in any manner will not be entertained.   The selection will be made on the basis of a written test comprising of an objective type written test in General Knowledge and language (English or Hindi as per choice) followed by interview.   The Board reserves the right to call only suitable candidates for test/interview. 

Name of post applied for must be indicated on the Envelope containing the application materials.

To and fro 2nd class rail fare or ordinary bus fare will be paid to the outstation candidate when called for interview only. 
SECRETARY 

CENTRAL BOARD OF SECONDARY EDUCATION

(An autonomous Organisation under the Union Ministry of Human Resource Development, Govt. of India)
‘SHIKSHA KENDRA’, 2. COMMUNITY CENTRE 

PREET VIHAR, DELHI – 110 092


Applications are invited from eligible candidates for filling up one post of Assistant Secretary (cadre post) in the pay scale of Rs. 10000-325-15200 reserved for OBC candidates through direct recruitment on temporary basis.  
The details of essential/desirable qualifications, age limit, experience etc. are available on the CBSE’s website at www.cbse.nic.in.  The post is transferable and the persons selected can be posted in any part of India where CBSE’s Regional Offices are functioning and shall be governed by the restructured defined contributory pension system as per the provision contained in the Ministry of Finance, Department of Economics Affairs (ECB& PR Division) Notification No.5/7/2003-ECB&PR dated 22.12.2003 effective from 1.4.2004.

The applications with the Curriculum Vitae neatly typed on the prescribed proforma (downloadable from CBSE’s website) and duly supported attested copies of supportive certificates including caste certificate should reach the Joint Secretary (Admn.& Legal), Central Board of Secondary Education, Shiksha Kendra, 2, Community Centre, Preet Vihar, Delhi-110092 within 30 days from the date of publication of advertisement. 

Applicant must pay the prescribed fee of Rs. 100/- through Demand Draft payable to the Secretary, CBSE, Delhi.    In complete applications or found deficient in any manner will not be entertained.   The selection will be made on the basis of a written test comprising of an objective type written test in General Knowledge and language (English or Hindi as per choice) followed by interview.   The Board reserves the right to call only suitable candidates for test/interview. 

Name of post applied for must be indicated on the Envelope containing the application materials.

To and fro 2nd class rail fare or ordinary bus fare will be paid to the outstation candidate when called for interview only. 
SECRETARY 

ANNEXURE-1
RECRUITMENT RULES FOR THE POST OF ASSISTANT SECRETARY (CADRE POST) FOR DIRECT RECRUITMENT.

	Scale of pay
	:
	Rs.10000-325-15200



	Qualifications / Eligibility conditions


	:
	a) Essential:
i) At least 2nd Class Bachelor’s Degree from a recognized University
ii) At least five years experience in supervisory capacity in a Secondary Education Board/ University/ Govt. Departments/ Autonomous Educational Organization with similar functions.
b) Desirable:

i) Good working knowledge of both English and Hindi.
ii) Knowledge of handling grievance cases.



	Age limit:
	:
	Not exceeding 35 years as on 1.7.2005 (5 years relaxation will be given to  SC/ST candidates and 3 years to OBC candidates).



Note :  In case of  exceptionally qualified candidates, the experience condition may be relaxed by the Board.
ANNEXURE-2

CENTRAL BOARD OF SECONDARY EDUCATION
(An Autonomous Organization under the Union Ministry of Human Resource Development Govt. of India)

“Shiksha Kendra”, 2, Community Centre, Preet Vihar, Delhi-110092 
JOB DESCRIPTION


Assistant Secretary (cadre post)
· Assist in conduct of examination and preparation of results.

· Supervision of General Administration and Accounts

· Assist in appointment of various functionaries in conduct of examination and evaluation.

· Conduct of different committees meetings.

· Any other work assigned from time to time

ANNEXURE-A

CURRICULUM VITAE PROFORMA
(To be filled in duplicate)
APPLICATION FOR THE POST OF _______________________

01.
Name 

____________________________________________________________

(in Block Letters)
____________________________________________________________

02.
Date of Birth (in Christian era) ___________________________________________________

03.
Date of retirement under


Central/State Govt. Rules _______________________________________________________
04.
Educational Qualifications 

(Beginning with matriculation, SSC, HSC + 2 onwards)

	QUALIFICATION
	YEAR OF PASSING
	UNIVERSITY/INSTITUTION
	% OF MARKS
	CLASS/DIVISION

	Academic 

Professional

	
	
	
	


05.
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)      

Qualifications/


Qualifications/







Experience


Experience possessed







Required


by the officer


Essential



(1)







(2)







(3)


Desired



(1)







(2)

06. 
Please State clearly whether in


the light of entries made by you 


above, you meet the requirement __________________________________________________


of the post 


________________________________________________________

07. 
Details of Employment, in chronological order.  Enclose a separate sheet duly 
authenticated by your signature, if the space below is insufficient.

	Office/

Institution
	Post held
	From
	To
	Scale of pay and Basic Pay
	Nature of duties (in detail)

	


08. 
Nature of present employment i.e.


Ad-hoc or Temporary or Quasi-


Permanent or Permanent
_________________________________________________________

09.
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 
_____________________________________


c) Name of the parent office/organization



to which you belong
_________________________________________________________

10.  Additional details about present employment 


Please state whether working under (indicate the name of your employer 
against 
the relevant column)


a) Central Govt.


b) State Govt.


c) Autonomous Organization


d)
Government Undertaking


e) 
Universities


f)
Others

11.
Please state whether you are working 


in the same Department and are in ____________________________________________


the feeder grade or feeder to feeder grade.

P.T.O.

-2-

12. 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.
Total emoluments per month now drawn
_____________________________________
14.
Additional information, if any,

 ______________________________________


which you would like to mention 


in support of your suitability for 
_____________________________________________


the post. (This among other things 



may provide information with 
_____________________________________________


regard to (i) additional academic 


qualifications (ii) professional 

_______________________________________


training and (iii) work experience 


over and above prescribed in the 
______________________________________________



Vacancy Circular/Advertisement) 


(Note: Enclose a separate sheet, 


if the space is insufficient.


15.
Please state whether you are applying 


for deputation (ISTC)/Absorption/
______________________________________________


Re-employment Basis.  (officers under

 
Central/State Governments are only 
________________________________________


eligible for “Absorption”.  Candidates 


of non-Government Organisations are 
________________________________________


eligible only for Short Term Contract).
16.
Whether belongs to SC/ST/OBC

________________________________________
17.
Remarks (The candidates may indicate 


information with regard to (i) 

________________________________________

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)


I have carefully gone through the vacancy circular/advertisement and I am well aware that the Curriculum Vitae duly supported by documents submitted by the me will also be assessed by the Selection Committee at the time of selection for the post.

Date: _______________
SIGNATURE OF THE CANDIDATE  
Address _________________________

__________________________

__________________________

Pin Code _________________________

Telephone/Mobile/Fax No.____________

Countersigned

_____________________

_____________________
(Employer with Seal)
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