
No. 11018/1/2010-Gen. 
Government of India 

Ministry of Minority Affairs 

Applications are invited for 5 (five) Junior Professionals in the 
Administration & Wakf Division of the Ministry of Minority Affairs on 
payment of a monthly consolidated fee ranging between Rs.12,000/- t(1) 
Rs.20,00 /- 

2. Fu 1 details of the circular are available on the Ministry of Minority 
Affairs ebsite at the address www.minorityaffairs.gov.in  under the link 
Notice C rner. 

3. The last date of receipt of applications is 20 th  July 2011. 

(Lucas L. Kamsuan) 
Deputy Secretary to the Government of India 

Tel. No. : 2436 9218 



No. 11018/1/2010-Gen. 
Government of India 

Ministry of Minority Affairs 

11th Floor, Paryavaran Bhavan, 
CGO Complex, Lodhi Road 

New Delhi-11.0003 
28 u1 June, 2011 

1. 	 The Ministry of Minority Affairs proposes to engage Junior Professionals 
on a monthly consolidated fee ranging between Rs. 12,000 to 20,000/- depending 
upon educational qualifications and experience. 

The appointment of the Junior Professionals would be on a full-time 
basis and he/she would not be permitted to take up any other assignment during 
the period of engagement with the Ministry of Minority Affairs. 

The engagement of Junior Professionals will be on a contract basis for 
an initial period of one year. This term can be extended for a maximum period of 
five years, on a year to year basis, depending on the need of the Ministry of 
Minority Affairs. The maximum period of engagement of the Junior Professional 
shall not exceed five years in any case. The appointment can be terminated by the 
Ministry of Minority Affairs at any time without assigning any reason. 

2. Age limit 
The maximum age limit for Junior Professional shall he 65 years. 

3. Qualification for Junior Professionals: 

(i) Junior Professionals should have a Bachelor's degree with proficiency in 
computer applications. 

(ii) Persons who have worked in Ministries / Departments and other government 
organizations and have experience in dealing with matters relating to 
establishment, administration, Parliament, contracts, Finance & Accounts, 
drafting of Acts & Rules and legal cases, would be preferred. 

OR 
Retired Government employees of the level of Assistants with Grade Pay of 
Rs.4600/- and above, would also be eligible for this position. Those with the 
experience specified at (ii) above would be preferred 

4. Job Requirements: As per detailed Terms of Reference shown at Annex I. 

5. Other Conditions: 

a. Drawal of Pension :- A retired Government Official appointed as 
Junior Professional shall continue to draw pension and the dearness 
relief on pension during the period of his engagement as Junior 



Professional. His/her engagement as Junior Professional shall not be 
considered as a case of re-employment. 

b. Allowance: -  The Junior Professional 	 shall not be entitled to any 
allowance available to regular Government employees such as 
Dearness Allowance, Residential Telephone, Transport Facility, 
Residential Accommodation, CGHS, Medical Reimbursement, etc. 

c. Leave : - Junior Professional shall be eligible for 8 days' leave in a 
calendar year on pro-rata basis. A Junior Professional will not draw 
any remuneration in case of his/her absence beyond 8 days in a Year 
(calculated on a pro-rata basis). Also unavailed leave in a calendar 
year will not be carried forward to the next calendar year. 

d. TA/DA:  No TA/DA shall be admissible for joining the assignment or 
on its completion. Junior Professional will not be allowed foreign travel 
at Government expenses. However, Junior Professionals shall be 
allowed TA/DA for their travel inside the country in connection with the 
official work as per scales laid down. 

5. 	 Interested candidates may send their CV in the application format as shown 
in Annex - II by e-mail/registered post latest by 20 th  July 2011, at the following 
address: 

Lucas L.Kamsuan 
Deputy Secretary (Administration) 
Room No.1147, B-2 Wing, 
Ministry of Minority Affairs, 
11th Floor, Paryavaran Bhawan, 
CGO Complex, Lodhi Road, 
New Delhi-110003. 

E-mail: lucaslkam.suan@nic.in  

*A*A*A*A*A*A*A*A 



ANNEX- I 

1. 	 Terms of Reference (TOR) for Junior Professionals engaged in 
Establishment / Administration/ Wakf / Division 

Precise statement of objectives: Junior Professionals would be 
expected to support the Section Officers supervising the work of the 
Establishment, Parliament, General and Wakf Sections of the Ministry. 

(ii) 	 Outline of the tasks to be carried out: Junior Professionals would be 
expected to apply appropriate quantitative and qualitative tools and 
techniques to achieve the goals and objectives set for the Establishment, 
Parliament, General and Wakf Sections of the Ministry. The specific tasks/ 
activities to be carried out are the following: 

a) 	 In the Establishment Section: 

i) Cadre Management of UDCs, Assistants, Section Officers and 
Stenographers. 

ii) Postings /Transfers of Group A and B Officers 
iii) Matter relating to service rules of Assistant Director, SRI etc. 
iv) Engagement of outsourcing staff, pay fixation, LTC verification, 

Earned Leave, Property Return, Pension cases and APARs. 
v) Framing of Recruitment Rules. 
vi) Appointment of Senior Officers through "ACC". 
vii) Maintenance of Service Books & Personal Files of employees. 
viii) Timely prepare and submit Reports & Returns dealing with the 

above subjects. 

b) 	 In the Parliament Section: 

i) Obtain printed versions of all Lok Sabha and Rajya Sabha 
Questions from Parliament Annexe daily during Session, diarise the 
same and forward to concerned Divisional Heads for their further 
action. 

ii) Constantly track the answer of the Parliament Questions and the 
files related to them, ensure files with replies are put up to Minister 
for approval well in time. Then take action to print copies of 
answers in Hindi and English and deliver the same to D Branch at 
Parliament House and PIB. 

iii) If questions relate to more than two divisions ensure that replies 
are received from all concerned and then put up to coordinating 
officer for approval of Minister. 

iv) Send all answers of Parliament Questions by e-mail to Parliament 
House and PIB. 

v) List out all Parliament Assurances, update them and ensure that 
extensions are got for fulfilling the assurances by divisional heads. 

vi) Transfer all questions not relating to the Ministry to other 
concerned Ministries and ensure acceptance of the same. 



vii) Deal with all work relating to different Parliamentary Committees. 
viii) Preparation of list of Officers/ Officials and Vehicles for issue of 

Passes during the Parliament Session. 

c) 	 In the General Section: 

i) Preparation of all Bills other than Salary Bills, 
ii) Deal with all applications of Advances and maintenance of records 

relating to them. 
iii) Timely prepare and submit Reports & Returns dealing with the 

above subjects. 
iv) Framing of NITs for various contracts in the Ministry. 
v) Check and ensure prompt payment of all vendors bills & claims. 

d) In the Wakf Section: 

i) Conversant with the Constitution and law. 
ii) Attend to matters and put up papers concerning the Select 

Committee of the Rajya Sabha. 
iii) Noting and drafting on the above matters. 
iv) Liaise with the Ministry of Law. 

e) 	 In the Finance and Accounts Section: 

i) Preparation of Finance Accounts and Appropriation Accounts. 
ii) Annual closing of Accounts. 
iii) Budget formulation, re-appropriations & surrenders. 
iv) Preparation of Outcome Budget. 
v) Reconciliations and Audit matters. 

(iii) Schedule for completion of tasks: Junior Professionals engaged under 
paragraph ii) above will examine papers marked to them by the Section 
Officer, prepare notes and promptly put up complete disposals on file to the 
Section Officer. All work undertaken by the Junior Professional will be 
monitored by the Section Officer. 

The support or inputs to be provided by the Ministry: Junior 
Professionals will be guided in their day to day work by the Section Officer. 

(v) The final outputs that will be required of the Junior Professionals: 

a) Submission of Notes on files and *put up draft replies to letters. 
b) Prepare Notifications, Office Orders, Office Memoranda, etc. 
c) Take and prepare draft minutes of meetings. 
d) Update and maintain data bases, registers and records. 
e) Generate Reports and MIS from databases. 
f) Submit returns by due dates. 

*********** 
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Annex--II 

A 'PLICATION FOR ENGAGEMENT AS JUNIOR PROFESSIONAL IN THE MINISTRY OF 
MINORITY AFFAIRS 

(i) Name in full: 

(ii) Father's Name: 

(iii) Date of Birth: 

(iv) Nationality: 

(v) Whether SC/ ST/ OBC: 

(vi) Mailing Address (with tel./Mobile No. and email) address: 

(vii) Permanent address: 

(viii) Educational Qualification: 

PASTE 
RECENT 

PHOTOGRAPH  

(ix) Work Experience 

SI. 
No 

Name of 
organization 

Position 
held 

Whether 
Temporary 

Permanent 

Responsib 
ilities 

Period of 
service 

Pay 
scale/ 
Consolid 
ated pay 

From To 

(x) Names, addresses and phone / mobile numbers of two persons with 
whom the candidate has worked. 

Dated: 
Place: 

Signature of Applicant 
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