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No. Admn.yDeputation/Legal Assistant/Circular No-/ 11
Clrrulrr

To.

A1l offices of IA&AD

As per mailing list (Cag-alloffrces@ismgr.nic.in)

Dared:- ol. 12202-5

Sub: Filixg up the post of Legal Assistant otr deputatioD besis.

Sir/lladeq
Applications are invited from the eligible officer/officials to fill the post of Legal Assi$a in tlrs

office on depuatioo basis. For posting on dep*arion basis, maxinum age of the applicanr shall not exceed

56 years as on closing date of receipt of applicarion.

2. Criteria and Eligibility for the pos of Legal Assistaot:

3. The period of deputation shall initially be of one year, subjea to extension on Monnance and th€

requirements of service.

4. Il is requested to recommend the narnes ofeligible offcers/officials ufro are willing to 4ply fo the post.

Depulation guidelhes issued vide headquarters lener No. 6Gstaff (App}rl4-202-l daled 37.01.2025 m.ry

be adhered to. The recommendations accompanied by the follorving docunents'certificates may kiMly be

fonvarded to this office withil 30 days of issue of this circular-

(i) Bio{ala of the applicant duly filled in and anested by Head of the O{Iice.

(li) Photocopies of complete and up to date ACRi/APARS for the last 05 years duly attested on each page.

(iii) Integrity Certifi cateWigilance Cleara.nce Certificate.

5. Job Description: -

(i) Prepare case briefs and para-wise comments and liaise with counsel in preparing draft Plaints.

(ii) Ascertain Aom concemed govemme counsel the details of the cases against the department listed for

hearing on the following dates and attend the Court/CAT with govemmeot coursel on the dates fr"xed for

such hearing.
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(iii) Monitor the progress ofeach case personally, record tfie oulcone of the heafings. and rpdate the satus

in LIMBS portal.

(iv) Maintein Regislers of court cases. cr-\ai r{lofied tc empaueled courrsel. Fee paid to counselors and their

perfonname and submit mor hlylquarteriy reForts regulady.

(v) Proc{re the cenified copy/obtain a copy of the judgrnent as soon as &e judgeme is pronounced ad
obtain the opinion of the government coursel to defend the care n wfiting wirh regard to rhe t'easibiliry or

otherwise of filing CWP/SLP or Reviett I,etitioil and fonrard rhe same to the Headquarters office and u'atch

acknowledgment.

(vi) Meet the requirement ofcounsels il ltspect of discussiorrs an<i production ofdocurnents.

(vii) Sdutinize legal fee bi.lls and uroniror payments are made trmely.

(viii) Assisl the Sr. AOsiGroup OIlicers in timely conduct ofperiodical review of empaneled advocates.

This issues with the approva.l of ., :o niarl; !:;rnelal.

Encl:- Bio Data Form



l. Name:-

2. Desienation:-

3. Date of Bifih:-

4. Address

(a) Permarent Ad&ess:-

(b) Pres€nt Ad&ess:-

5. Qulification
(i) Educational: -

( ii) Professionat :-

6. Name ofthe office to which the officer official belongs

(i) Parcf,l OIlcei
(ii) Oftce in which working at presem:-

7. Date of enEy into Government Service:-

8. Whether OfEcerlo,fficial belongs ro SC/ST, If Yes, Please mention category:-

9. Date of enry in [A&AD:-

10. Date of promotion to the present post-

I l. (a) Whether probalio! p€riod coryleted or oot-

1b) Number of yean coryteted h Oe grade:-

12. Mobib numbs and e-meil IDi
13. Pres€d ?ay Level and Pay:-

14. Wo* Experience and period of hardling legal cases in legal sectioa-

15. Details of handling legal cases:-

16. Any olher relevam details:-

17. Profciency in corryuter (Details may be giveo):-

Signature ofCandidate

Cfl{ncrte to be Etven h tie He.d of lhe Ol[ce

It is certilied that

l. The information furnished by .............is correct as lerified from the records of

rhrs office

2. No Disciplinary/CourWigilance case is pendingy'co enplated against him,her.

3. The sentce records of the official have been carefirllv scrutinized and it is cenified that there is no

doubt about Nsnrer irtegnty.

4. Certified that no major/mimr penalty was imposed upon the official during hivber service period.

5. Photocopies of the APARvGap sheets for the last 5 Years duly attested by oflicial are enclosed.

Signarure of Head of the office

BIO D.-I.T-,I. FOR IHE POST OF LEGAL ASSISTI\T


