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s R e o o i Office of the Principal Accountant General (Audit), Punjab
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feefiep:16-07-2025

Circular
fawa: Frdted gura AgAEeR (QEradiET), gd, a8ee A afY gaae & ug ) ufafagie &
IR W AgRF & a9 & |
Sub: Appointment to the post of Legal Assistant in the O/o Pr. Accountant
General (Audit), Punjab, Chandigarh.

HATT TUIA AFAWRR (FWIUAET), Galar, =8re # ufafagies & 3raw @ R_fY geas
& Ug Bl MR & fou AT S@udleT vd @ e # wIRd urd ARt /adarikar &
e AT pe ora & | ufafagis av @gis & fov 3feas 3ng e 3mdead wg wa
& A fAfy a@ 56 a¥ & 3w a9 @t afku |

Applications are invited for filling up the post of Legal Assistant in this office from
the eligible and willing officers/officials working in Indian Audit and Accounts Department
on a deputation basis. The maximum age limit for appointment by deputation shall not

exceed 56 years as on closing date of receipt or applications.

2. ArAcs 3R uraar fAFrga €/Criteria and Eligibility are as under: -

Name of|Feeder Cadre |Criteria Eligibility
the post
Legal [AAO/SupervisorlAAO/Supervisor who[Work experience of 03 years in legal
Assistant can manage to handle|section. Law degree is the preferable
legal cases. qualification.
Auditor/Sr. Auditor/Sr. Law degree is mandatory. Work
Auditor/ Auditor/Asst. experience of 03 years in Legal
Assistant Supervisor who s section is preferable qualification
Supervisor suitable to handle
legal cases.
1
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3. gfafagfs 6 3af orew & v av & fav el , 98 & Ao vd Qar 3maeadarst &
AR Al S Fehell & | YA #el g ol & o A faara seget & igan aafad
HRAF/peAard B ufdfagfs o sy e

The duration of the deputation will initially be for one year, which may be extended
based on job performance and service requirements. The selected officer/official will
also be eligible for a deputation allowance as per the existing instructions related to the
payment of deputation allowance.
4.3ege 3N A ARSI/ FAARAT (Fod guT #A) Gad R@Eg Aadbar vd rgraaicad
ThReior & His Ui & & AR Tt 999 & A a5 FqFH FA ST FhA §, 30 3
faamamegsr & gAlea, ¥ Uod o9 aof & thoir & gala ufaar & @y, Gas
31.07.2025 d 3AVT P o1 Tha & |

Applications of willing and eligible officers/officials (in the proforma enclosed) who

are clear from vigilance and disciplinary angle and who can be spared immediately on
selection may be forwarded, duly approved by the Head of Department, along with
attested copies of APAR for the last five years upto 31.07.2025.

IE UF U AFAWIRR g AT ¥ |
This issues with the approval of Principal Accountant General.

Enclosed: - Bio-data form & Job Description.

LALITA SHARMA
3T AFAGIRIT (FAMHT)

yfafaft Aeafaf@a o gaar @ 3maras wdad &g g & S § |

AT TWIRIET U or@r fasmer & #@eft safer |

U] Aelr@ray & g |

s afa, 30 FAge@ra (URna) |

IT Audit 3rg3mar @t @Frafeg i daarse W IHTAIS HA ] |
| rgerar/ e |

FIATST 3G FS |

ook~

LALITA SHARMA
3T FAFAGIRIT (UMHA)

Digitally signed by

Lalita Sharma 2
Date: 16-07-2025
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BIO DATA FOR THE POST OF LEGAL ASSISTANT

Name

Designation

Date of Birth

Qualification

Name of the office

Category

Date of entry into Government Service

Date of entry in IA&AD

Date of promotion to the post

Whether probation period completed or
not
No. of years completed in the grade

Mobile No. & official E-mail ID

Present Pay Level & Pay

Work Experience and period of handling
legal cases in legal section

Proficiency in Computer

Any other experience
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Job Description

1. Prepare case briefs and para-wise comments and liaise with counsel in preparing draft

Plaints.

2. Ascertain from concerned government counsel the details of the cases against the department
listed for hearing on the following dates and attend the Court/CAT with the government counsel

on the dates fixed for such hearing.

3. Monitor the progress of each case personally, record the outcome of the hearings, and update

the status in LIMBS portal.

4. Maintain Registers of court cases, cases allotted to empanelled counsel, fee paid to

counsellors and their performance and submit monthly/quarterly reports regularly.

5. Procure the certified copy/obtain a copy of the judgment as soon as the judgment is
pronounced and obtain the opinion of the government counsel to defend the case in writing
regarding the feasibility or otherwise of filing CWP/SLP or Review Petition and forward the

same to the Headquarters office and watch acknowledgment.
6. Meet the requirement of counsels in respect of discussions and production of documents.
7. Scrutinize legal fee bills and monitor payments are made timely

8. Assist the Sr. AOs/ Group Officers in timely conduct of periodical review of empanelled

advocates.
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