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I,llectronics & Information Technologr
Identification AuthoritY of India
I{uman Resource Division

Bangla Sahib Road,
Behind Kali Mandir,

Gole Market, New.Delhi- 110001
Date: olgt April, 2022

Sub: Vacancy circular for filling up the post of Consultant (Secretarial Work) on contract

basis at Unique Identification Authority of India (UIDAI), Headquarters, New Delhi.

The Unique Identif.icatiol Authority of India (UIDAI) invites applications from eligible

retired officers fbr appointment of Consultant (Secretarial Work) for a period 01' one year on

contract basis on the fbllowing terms and conditions:

I
Name of Position Consultant (Secretarial Work)

2
Number of position 3 ( Three )

J
Place of Posting Uniqu. ldentification Authorit,v of India.

Headquarters, New Delhi

4
Method of engagement Contract based engagement on full time basis

5
Eligibility
Criteria/Experience

i. Candidate must be retired froni Central

Government/State Governntent /PSUs/

Autonomous bodies /Statutory bodies as Personal

Assistant/Private Secretary or above level i'e. pay

matrix level 07 or above.

ii. Oflicers retired from the post o1'Section Otflcer

and equivalent post may also be considered.

iii. At least three years ol experience as Personal

AssistantiPrivate Secretary or Scction Oll'rcer in
Central Government/State

Government/PSUs/Autonomous bodies/Statutory

bodies etc.

iv. Well versed in working in computer en-v-ironment.

6
Knowledgp. skills and

competencies

i. Capable of taking dictation in shorthand and its

transcription.
ii. Knowledge of noting, drafiing and issue of all

correspondences.

7
Upper age limit 63 years on last date of receipt of application.

8
Period o1'engagement One year extendable upto three years or upto the age

of 65 years whichever is earlier on requirement basis.

9
Job responsibility i. Secretarial Assistance to Deputy l)trector

General/Di rector/A DG.
ii. 'l-o nranage thc olllce record.

iii. 'Io assist in drafiing, uoting and preparation o1'

record of discussions. MoM etc.

iv. To issue correspondence as per direction of
officers.

v. Manasing of appointmentsiengagement. attending



to the telephone call and receiving visitors.
vi. Maintairring the paper required to be retained by

the ofl'icer.
vii. Maintaining the attendance record of staffs

deputed in offlce.
viii. Managing of file movement record.
ix. To arrange video conf,erence fbr n'reeting with ROs

and other units ol'iJIDAI.
x. Co-ordination with lrunctional Wings. ROs and

ministries/departments etc.
xi. Any other work assigned by seniors

l0 Language
Fluency in Hindi and English

ll Remuneration i) 'l-he consultant will be paid a consolidated
rcmuneration restricted to an amount equal to the last
pay drawn minus pension in terms of D/o
Llxpcnd iture' s i nstructions/gr,rideIines.
ii) Retired oII-rcials not drawing pension will be
paid a consolidated remuneration of Rs. 40,000/-.
iii) I-ocal Conveyance (fixed) (D Rs. 3000/- per
month.
ir) No other allowance such as Dearness
Allowances, Provident [rund. Pension. Residential
'l-elephone. Residential Accommodation. benef-it of
CGI IS and medical reimbursement etc would be
allowed.

t2 Leave Consultant shall be eligible fbr 1.5 days leave of each
completed month. Un-availed leave in a calendar year
cannot be carried forward to next calendar year.

13
TA-DA No Travel allowance/Dearness allowance shall be

admissible for joining the assignment or on its
completion. However, TA/DA for official tour shall
be admissible at the rate admissible to Under Secretary
level or equivalent in Government of India.

t4 Other terms
Condition

i. 'fhe engagement shall be temporary nature and
UIDAI can cancel the engagement at any time without
providing the reason. However. in normal course of
engagemcnt can be terminated by either parties, i.e.
UII)AI or the Consultant by giving one month notice.
ii. -fhe 

Consnltant shall not be permittcd to take
up any other assignment during thc period of
cngagement with UIDAI.
iii. T'he Consultant should maintain absolute
conlidentiality and secrccy of the infbrrnation handled
by hirn/her during the conlract and even after
termination of contract. lailing which the consultant
will be liable fbr suitable action. as dccmed flt.
iv. -l'he Consultant shall have to perfbrrr
duties/services as assigned to hin-r/her by his/her
controlling officer with all the necessary skills"
diligence, efficiency and economy.

and



?. Suitable and qualified candidates may send their application in the prescribed fbrm (Annexure-l), along with self-attested copy of documents in supporr of age. educational & other qualifications
and experience to Director (HR), Unique Identificaiion Authoriry of India GliDAil;;i; i:i;;;;Bangla Sahib Road, Behind Kali Mandiro Gole Market, New,Delhi-I10001. The last date forreceipt of applications complete in all respect is l7t1'May z0zz.Candidates who apply 1br thepost will not be allowed to withdraw their candidature subseqr_rc,tly.

3. Applications received afler the last date or otherwise
entertained.

4. UIDAI reserves the right to withdraw the vacancy circular at any
reasons.

found incomplete shall not be

time without assigning any

a
lr'1uah L4rW

O )..cY.2a>z

(Piyush Chand Gupra)
Director (tJR)
1'el:23418554



Annexure-1

Recent
passport size

photograph

Candidate's Name (in C
Father's Name
Date of Birth
Retirement Date, place of last posting &
Name of Organization and Last pay I
Pension fixation details
Correspondence Address
Permanent Address

(a) E-mail

Bducation and other Qualifications
Board/University

Technical Qualifi cations

Workexperienceinchronologicalorder.(IftheSpaCeg@
attach a separate sheet and duly attest it with your sisnature

Pay scale /Pay
Drawn

Nature of Work

Additional information (pertaining to the
post applied for), if any, that you would like
to mention in support of your suitability for
the position.
If the space below is insufficient, attach a

It is certified that the above information
knowledge and belief.

and dctails givcn by me is true to the best of my

Date: (Signature)

Application for the post of Consultant (secretarial lVorkl on contract basis at
Unique Identification Authority of India (UIDAII. Headquarters. New Delhi.

sheet.



File No. A- 1 10 13 / 02 I 2022-UIDAI
Ministry of Electronic and Iniormation ,l.echnologz

Unique Identification Authority of India
Human Resource

Sub: Vacancy circular for fifling up
contract basis at Unique
Headquarters, New Delhi.

Bangla Sahib Road,
Behind Kali Mandir,

Gole Market, New Delhi- 1 I O00 t
Date: st5tApril, 2022

the post of Consultant (Secretarial Work) onIdentification Authority of India (UIbAI),

The unique Identilication Authority of India (UIDAI) invites applications fromeligible retired officers for appointment of o3 (Three) consultant (secretarial work) for aperiod of one year on contract basis at its headquarters, New Delhi.

2' The application in the prescribed form (Annexure-I) along with self attestedphotocopies of supporting documents can be sent to the Director (HR), uniqueIdentification Authority of rndia (urDAIl, 4th Floor, Bangla sahib Marg,.gehind KaliMandir, Gole Market, New Delhi - 110oo1. The last date to get the completeapplication form is l7th May 2022.

3. Applications received after the last date of receipt of applications or incompletewill not be considered. obta www.uidai.

0jr^ah A+}<
O l'ot<')aaa

Director (l{R)
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