
OFFICE OF THE
PRINCIPAL ACCOUNTANT GENERAL (AUDIT-II), WEST BENGAL

3d MSO Building, CGO Complex, Sft Floor, DF Block,
Sector- I, Salt Lake, Kolkata - 700 064
E-rnailz ogouw e stb e ng alZ @ c ag. g ov, in

N.S. No. Admn.V6-2lDeptn/XXVI (Parr.ll/2025-261 6 51

Enclosed please find following letter:

Dated: 16.09.2025

sl.
No Letter No. / Reference

Last Date to receive
application in Admn-I

I

Letter No. RCB&KyJlA,/Depl2O25-26l3OB dated

15.09.2025 received from RCB&KI, Jammu regarding
filling up of - , postrin RCB&KI, Jammu on

deputation basis.

22.09.2025

Branch officers concemed are requested to bring the contents of the above letter to the

notice of willing and eligible o{ficial(s) and forward the application(s) of willing official(s)

as per the date prescribed in the table above.

While recommending the name(s) of candidate(s), criteria/guidelines detailed in the

aforesaid letter may be given due consideration Digitally signed by
ASHUTOSH BISWAS
Date: 16-09-2025
11:19:41

Sr. Audit Officer (Admn.I)
Copy to:

1. DAG /AMG{ (Admn. & AS)

2. DAG/AMG.II

3. DAG/AMG-III

4. DAG/AMG-IV

5. Secretary to the Pr. Accountant General (Audit-II), WB.

6. Sr. Audit Officer/Admn.I & DAC

7. System Administrator/ EDP SC

8. Sr. Audit Officer /Admn.II, III & CC

9. Sr. Audit Officer/AMG{ (AS)

10. Sr. Audit Officer/ Record & APCC

11. Sr. Audit Officer/AMG{I(HQ)

12. Sr. Audit Officer/AMGJII(C)

13. Sr. Audit Officer/ AMG{V(HQ) & Technical Cell

14. Sr. Audit Of ficer/ECPA-Cum-Repon(Civil)

15. Sr. Audit Officer,rECPA-Cum-Report(Com)

16. Assistant Director (Official Language)/Hindi Celi

17. Assistant Audit Officer/Admn.I (For NIC-mail)

eAsstt. d of
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All Heads of Departments of IA&AD (as per mailing list).

rnr$ff qs }.on{. qqt qftffi t. wtm w ftffi qd o1 +rr+ t

Filling up vacant posts on deputation basis in RCB&K!, J:rmmu.

fuii / ro

frqq,
Subject:

Sir/Madanr,

The Regional Capacity Building & Knowledge lnstitute. Jammu invites

applications fron eligible candidates fbr the posts mentioned in Annexure - I on deputation

basis.

L Submission of Applications:
Applications should be lbrwarded to this Institute on or before 29.09.2025 along with:

a) Biodata (Annexure - II).
b) Certified copies ofAPARs lor the last tive years. duly attested on each page (Annexure

- III).
c) Vigilance clearance Certillcate, certirying that no disciplinary/court/vigilance case is

either pending or contemplated against the applicant.
'lhe required documents of the eligible candidates ntay be scanned and senl through email

(i, . ,. . ,, ., ,., ) b1- the respectir,e parent ofliccs to al,oid poslal delay.

2, Term & Remuneration:
a) The SAO (Core Faculty - IT) will be entitled to u-aining albwancr and officers / officials selected

for other posts will be entitled to deputation allowance as per instructions prevailing lionr
time to time.

b) The deputation terrn shall be initially for a period ofthree years and firther extension

on yearly basis subject to sanclion ol continuitv of above stated posts by Headquafiers

Ofllce.
c) The selection ofsuitable officers/ofhcials shallbe made through the appropriate selection

procedure for knowledge and skill-based jobs, and the selection of the applicants shall

be notitied.
d) RCB&KIs reserves the right to repatriate a deputationist at any time. if his/her

d\

d$

Dated: 15.09.2025



performance is found unsatisfactory.

3. Eligibility and age limit
a) The maximum age linrit for deputation should not exceed 56 years as on the closing

date of application.

b) The officers / officials working on deputation shall not have the right fbr absorption in

any post in RCB&KI, Jammu.

c) The applications of the officers / officials working in the office on deputation basis on

normal terms and conditions shall be forwarded through their respective Parent

Office(s).
d, Complielce with Headquarters Circular

A reference is invited to Headquarters Circular No. 269flrg, Div'/42-A,/2019 dated

18.09.20f9 wherein detailed instructions to field offices on augmentation of staff
(Administration and Faculty) in RTIs/RTCs were issued for strict compliance. The instructions

in the said circular are re-iterated below:

a) Field offices shall display the deputation notifications issued b1"

RCB&KIs/RCB&KCs on the notice-boards and circulate among the staff giving

reasonable time to the candidates tbr responding to the notification.

b) Field offices shalt forward all applications received from their officerVstaff against

the positions advertised by RCB&KIs/RCB&KCs to the concemed Institute/Centre

concemed, without w'ithholding any application.

c) On completion ofthe selection process, the field oflices shall obligatorily relieve the

selected officer(s) for administrative assignments at RCB&KIs/RCB&KCS at the

earliest.

Restriction on Repatriations

Clause 5 (b) regarding instructions to field offices not to withhold any applications received

from their officers/staff against positions advertised by RCB&KIs/RCB&KCs will not apply in

case of applicants who have been reverted / repatriated in the last six (06) months from

RCB&KIs/RCB&KCs to their parent otfices as per Headquarters circular

No.398/Trg.Div/42A/2019 dated 14.07.2020. This may please be noted before forwarding the

applications.

w u-6rfrt{r6, i'trr$d 1rd fu r{, Grq+ s{-{+dq * cr$ fr qI qr rer t t

This issues with the approval of Director General, RCB&KI, Jammu.

Y rs Si cerely, ,i
.,,

r9'
qftg (cslr{r{)

5

Encl: As stated above.

Senior Administrative Officer (Admn.)



iii. ltequircmcnts

ANNEXURE - I

a) Holding analogous posls on regular basis in the parent cadre.

b) Working knowledge of MS OUice (Word, Excel. PorverPoint). e-office.
c) Possessing knowledge ot':

i. Preparation ofcourse. schedule, coordinating & conducting courses,
preparation of course nraterial, handouts, audio-visual aids.

ii. Preparation of Strr.rctured Training Modules (STMs) and Case

Studies on allotted subjects/courses.
iii. Conespondence work relating to Administrative Sanction of

Director General regarding payment of Honorariunr to Resource

Persons/Cuest Faculties in lespect of courses coordinated.
iv. Corespondence/consolidation work relating to subntission of

Pertbrnrance Monitoring Framework ( PMF) on RCB&KI. Jammu
to ( ,\G's ofllcc,

r. Handling sessions in Gcneral Courses as per approved course
schedules.

vi. Developing coursevvare on the allotted Knowledge Centre Topics.
vii. Supen'ision of all monthly /quarterl)' returns/correspondence with

Headquarters otlice.
d) Good interpcrsonal and communication skills for adn.rinistrative

corres onciencc

.1,f
o

ETiB 3rfffi
Senior Adnrinistrative 0fficer

S. No. Namc of the post Sr. Administratir e Oflicer (Core Faculty - IT)
I i. Number of Posts 0l (Onc)- \\'ith cffr:ct fronr 0l.l1.2025

lt. P u rpose To handlc n ork rclaled tri Core Facultl - IT and anl other rvork
:rssigned bf' DG, RCB&KI, Jammu.

RequirementsI lt. a) Holding analogous posts on regtrlar basis in the parent cadre.
b) Possessing in-depth knowledge and experience in operating Computer

applications (including IDEA, Oracle, Microsoft Office, Website
applications etc.) and the aptitude to deliver lectures.

c) Experience in IT Audit and knorvledge in u,orking rvith Data Analytics
sotiware such as l'ableau. Knime. Qlik vierv is desirable.

d) Possessing ability in the maintenance of lT Systenrs. Website and

familiarity with e-ofllce.
e) Possessing ability in thc preparation of course materials, Structured

1'raining N'lodules (STMs) and case studies lbr IT courses.
II Namc of the post Sr. Administrative Oflicer (Trainin g)

Number of
Pos ts

0l (Onc)

To handle Trainings relatcd lr'ork:rnd any other work assigned by DG,
IICB&Kl, Jamnru.

I

I

I

I

I

I

I

i

I ii. Purpose
l

I



PPLICATION FOR THE POST OF SENIOR ADMINIS .TRA.I'IVE 
OFFICER (IT'I

Name in I'ull ( Shri./Smt.i Ms.i Kum )
Present Post held
Date of ent into Governrnent Service

.l Date of entn, into IA&AI)
Olllce to which rhe applicant belongs

i. Parent Ot-fice
ii. Present Otlice

5

Date of Birth
7 Qualifications:

i. Educational
ii. Prof'essional

8 Prusent Addless
9 Permanent Address
l0 Date of .loining/ Promotion ro rhe curent

cadre
ll Present Pii and Pa 'Level

l4 Pmficiencv in computrr'- details may' be
iven x

l5 IVlobile Nunrber'& oflicial email lD
16 An other relevant details

A)ID SENIOR AD ]VIINISTR4.TIVE OFFICEIT (TRAINING)

IfttI/Date:
BIFI/Place:

(gaa-{s +' Efirervsi gnatu re of Ap p ticanr)

T6 rcrfr rd fu 'qr qrilr e fu sq-+fi fo uq fffrur olqtmq M'$ # .lr{€R rrfr B r

It is certified that the above particulars furnishcd are correct as per of{ice records.

frrnmtqH +' EFreR ot6{ +' srql
Signature of the Head of the Department (lyith stamp)

ANNEXURE.II

J.

l.

I

I

Pro ll le*[.

I

6.

12. i Whether to SCI/'ST



ANNEXURE III

ABSTRA CTS OF APARs/ACRs FOR THE LAST FIVE YEARS

(Year.rr.iseAPARgradingfortheFIVE*yearstobegiveninrespectofeachoflicial)

* IJ any of the APARs o! the recommetttled oflicer ue not ovailable for any of the above

periid,ihe gradingfor the previous period may be given i'l the obove Annexure'
** Indicate numerical grading's only.

It is certifi€d that:

l1

I have verified the grading from the original APARs and found it to be correct'

No vigilance or disciplinary case is either pending or contemplated against the 
-above

officei/officials. No maior/minor penalty has been imposed on the above officers/olficials

in the past.

Sr. DAG/ DAG/ I)D/ Director (Admn)

P lace:

Date:

Name &
Designa tion

2024-
25r

2023-24 2027-23 2021-22 2020-21 2019-20

I
2

3

J
5

I 
U .lPA R rtr 2024-2 5 is availobte, the sthv t to-t' bc lrrorilel and 2019-20 

"'oJ 
he ig'tore'l'


