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Annexure-I 

Proforma – Incumbency – JS level – (01-May-2017) 

 

1. Details of the organisation 

 

a. Name of the Ministry  

b. Name of the Department  

c. Name of the Attached Offices / 

Statutory Offices / Constitutional 

bodies / Autonomous bodies 

 

 

2. Details of incumbency status 

 

S.N.  Total 

Number 

of  posts 

Posts filled up 

under Central 

Staffing Scheme* 

Posts filled up under 

NON-CSS Procedure* 

a. Joint Secretary    

b. Others    

 

 

3. Details of Nodal officers on Incumbency Status 

 

S.N.  Name Tele (O) Mobile No. 

a. JS level    

b. DS/Dir level    

c. SO/US level     

 

 

 

*  Details of each post is to be furnished as per Annexure-II. 

 

**email subject should be  Incumbency – JS level – (01-May-2017)- Department of XYZ 
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Annexure-II 
Proforma – Incumbency – JS level – (01-May-2017) 

A. Post Details 

 

1)  Name of the post JS/DDG/Addl FA etc. 

2)  Level of the post Joint Secretary 3) Post Location Mumbai 

4)  D/o Creation of the post  

5)  Name of the Ministry  

6)  Name of the Department  

7)  Name of the Attached Offices / Statutory 

Offices / Constitutional bodies / Autonomous 

bodies 

 

8)  
Mode of appointment 

Under Central Staffing Scheme / CSB procedure / 

NON-CSS procedure/Search cum Selection Procedure 

/ as per Recruitment Rules 

 

B. Eligibility Details for the post 

 

Qualification 

9)  Mandatory-1  

10)  Mandatory-2  

11)  Desirable-1  

12)  Desirable -2  

 

Training 

13)  Training-1  

14)  Training-2  

15)  Training-3  

16)  Training-4  

 

 

Experience field 

17)  Field-1  

18)  Field -2  

19)  Field -3  

20)  Field -4  

 

C. Job Profile :  [give details of job profile viz. Personnel/HRD/Training/ 

Parliament/Administration/Security/Vigilance] 

D. Current Details 

If filled, 

21)  Name of the present incumbent 

(with service, cadre, allotment year) 

 

22)  D/o joining  

23)  approved initial tenure upto  

24)  approved extended tenure upto  

 

If vacant, 

25)  Name of the last incumbent 

(with service, cadre, allotment year) 

 

26)  D/o joining  

27)  Tenure upto  

28)  Vacancy reasons 
e.g.  superannuation/ premature repatriation / 

completion of tenure/ promotion in cadre  etc. 

 

29)  Latest DOPT Reference  DOPT EO Div.’s OM No  and date  

 

30)  
Remaks 

 

 

 

* 


