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No. Admr.I,'DepumtiooLegal Assistaffi Circular No.i l2
Cir.cular

To

All offices of IA&AD

As per ruailing list (Cag-alt-offices@ismlr.nic.in)

Sub:- Filling up the post of Legal Assistant or deputation basis.

Sir'/[ladam,

Applications are rnvited fron the eligible officeriofficials Io fil1 the post of Legal Assistant in tlus

oflice on deputatioD basis. For postirg oo deputation basis, ru&\irrrlm age of tle applicant shall not exced

56 vears as on closing date of receipt ofapplication.

2. Criteria and Eligibilit_v fbr the post ofLegal Assistant:

3. The period ol deputatron shall iriitially be of one year, sub1ecr fo extension or perfonnance and the

requirements of service.

4. It is requested to recommend the names ofeligible ofiicers/officials who are willing to apply for tlre post.

Depulatioo guidelines issued vide headquarters letter No. 60-Staff (Arp)-y14-2023 daled 27.01.2025 nial'

be adirered to. The recommerdations accompanied by the followiag doctulentgcertifrcates may khdly be

lbnvarded ro this otlice within 30 days ofissue of this circular-

1i) Bio{a.a of the applicant duly filled il and attested by Head ofthe o{Iice.

(ii) Photocopies of complete and up to dare ACR.APARS for tlre last 05 years duly attested on each page.

(iii) Inteeity CertificatevVigilance Clearance Cedificate.

5. Job Description: -

( i) Prepare case briefs and para-wise comments and liaise with coumel in preparing drai Plaints,

(ii) Ascertain &om concerned goremment counsel the details of the cases against the departrnent listed ior

hearing on the follo$'ing dates and attend the CoudCAT with govemmenr counsel on the dates fNed for

such hearing.
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(iii) Monitor the Progress of each case p-lsorully, record the oulr)ome of the hearhgs. and updare the status

in LIjr{BS ponal.

(iv) Mainrafu Registers of coufi cases. (-r.)e: i{lotied tc emparelet! counsel. Fee paid to courselos aod thetr

perfomunce and submit monthlyiquarter,r, reporls regularly.

(v) Procure the certified copy/obtain a copy of the judgr:enr as soon as rhe judgeme is pronounced and

obrain the opinion ofthe government co:risel to defsnd dre ciireir *riiing uith regard to the t-easibilir or

othenrise of filing CWP/lfp s1ftg1:i3n l,etitioil and fonrard ihe same to the Headquaners office and s'atch

acknorvledgment.

(fi) Meet the requirefirent of counsels il;,:spect of discussion: atr<i production ofdocrunents.

(vii) Scruti ze legal fee bills and uonircr pa,trnents al! made runeiy.

(viii) Assist the Sr. AoslGroup Officers rn tiltely contiuct of periodical review of empaneled advocares.

This iszues rvith the approrel of , -o nia!;; ;:neral.

Encl:- Bio Data Fonn

Yours Sincerelr'.

Digitally signed by
Harjinder Singh

D". ARstfl iaalc[le?0.4e,,,' 
18:02:44



BIO-D.-IT.,\ FOR THE POST OF LEGAL.{5SIST.{\T

I. Narne:-

2. Designation:-

l. Date of Birth:-

4. Address

(a) Permanent Address:-

(b) Present Address:-

5. Qualification
(i) Educational:-

(ii) Professional:-

6. Nane of the oflice ro which &e oflicer of{lcial belongs

(i) PareDt Office:-

(ii) OIEce in which rvorking at present:-

7. Dale of entry iDto Government Service:-

8. \{'hether offlceri0flicial belongs to SGST. If Yes. Please mention category:-

9. Date of enfy in IA&AD:-

10. Date of promotion to tlle present post:-

I L (a) \Lherher probation period compieted or Dof:-

(b) NuDber of years completed in tle gade:-

12. Mobile number aod e-tn,il ID:-

13. Present Pay Level and Pay:-

14. \l'ork Experience and period of handli.ng legal cases in legal section:-

I5. Details of lundling legal cases:-

16. Aly other relevant detailsi

17. Proficiencv in computer (Details ruly be given):-

Signature ofCaldidate

Certilicate to be siven by the Head ol thr Of[r€
lr is cefiil'ied thar

L The inlbrmation furnished bv .............isconecrasverifiedfromtherecordsof

rhis office

2. No Disciplinaryi Courdvigilance case is pending/contemplated against him'her,

3. The sen'ice records of the official have been carefirllv scrudnized and it is cenified drat there is no

doubt about hislher integrit_v.

,1. Certified that no ruajorlninor penaity was imposed upon the officia.l duriag llsher service penod.

-i. Photocopies ofthe APARsicap sheets for the last 5 Years duly attested by official are enclosed.

Signarure of Head ofthe office


