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Addressed to the Commissioner ifdé—ioo 001/ Mumbai-400 001

Ref. No0.948/11/25

Application on plain paper as per format prescribed in Annexure are invited for

the post of Administrative-cum-Accounts Officer (A.A.O.) on direct recruitment basis

in the Office of the Commissioner, Seamen’s Provident Fund Organization, (Under
Ministry of Ports, Shipping and Waterways) “KRUPANIDHI” 3™ Floor, 9, Walchand
Hirachand Marg, Ballard Estate, Mumbai — 400001. The details of the post are given

below:

Qualification and other details required for the post.

1.

2
3
4,
5
6
7

Name of the post: Administrative-cum-Accounts Officer

. Number of post: One

. Classification: Group “A” Non-Gazetted, Non-Ministerial.

Scale of pay: Pay Matrix level -10, Rs. 56100 -177500/-

. Place of duty: Mumbai
. Age limit: Minimum -25 Maximum- 35

. Minimum educational and other qualifications: Graduate having ten years’

experience in Government, Administration / Accounts. Working Knowledge of
Computer is essential.

Desirable: (i) Pass in the SAS or equivalent examination conducted by anyone of
the organized Accounts department or the Central or State Government.

(i) Successful completion of training in the Cash and Accounts work in the institute
of Secretarial Training and Management or equivalent and three year experience
in Cash, Accounts up to Balance sheet and Budget work.

(iii) Computer literate with experience in online system in matters of Accounts,
Establishment, Government administration.



Bio-Data Proforma

1. Name and Address in Block Letters: Recent
Passport
2. Date of Birth (In Christian era): size
photograph
3. Education Qualifications:

4. Whether educational and other Qualification required for the post are satisfied (if
any qualification has been treated as equivalent to the one prescribed in the rules,

state the authority for the same).

Qualifications / Experience required | Qualifications / Experience Possessed

by the Applicant

5. Minimum educational and other qualifications: Graduate having ten years’
experience in Government, Administration / Accounts. Working Knowledge of
Computer is essential.

Desirable:

a) Pass in the SAS or equivalent examination conducted by anyone of the
organized Accounts department or the Central or State Governments.

b) Successful completion of training in the Cash and Accounts work in the
institute of Secretarial Training and Management or equivalent and three year
Experience in Cash, Accounts up to Balance sheet and Budget work.

c) Computer literate with experience in online system in matters of Accounts,
Establishment, Government administration.

6. Please state clearly whether in the light of entries made by you above, you meet the
requirements of the post.

7. Details of employment in chronological order. Enclose a separate sheet, duly
authenticated by your signature, if the space below is insufficient.

Office/ Post held From To Scale of | Nature  of
Institution Pay and | duties
Organization Basic Pay

8. Nature of present employment i.e. ad-hoc or temporary or quasi-permanent
or permanent.



9. In case the present employment is held on deputation / contract basis
please state:

(a) The date of initial appointment.
(b) Period of appointment on contract
10. Total emoluments per month drawn:

11. Additional information, if any which you would like to mention in support of your
suitability for the post. Enclose separate sheet duly authenticated by your
signature.

12. Whether SC/ST/OBC/EWS
13. Remarks:
(Signature of the Candidate)
Address:

Note 1: Candidates applied against the advertisement made on 24 — 30" September
2022 in Employment News need not required to apply again.

Note 2: Date of eligibility here be considered on last date of advertisement in
Employment News.

Note 3: While forwarding the application, it may be verified and certified by the
employer that the particulars furnished by the officer are correct, no disciplinary
/vigilance cases is pending or contemplated against the officer and no major / minor
penalty has been imposed on him during the last 10 years.

Terms & Condition: A panel of committee of Board of Trustees, Seamen’s Provident
Fund will screen the applications and short list the candidates. Such shortlist
candidates will be called for interview will have to make their own arrangement for
interview. No claim whatsoever for reimbursement will be entertained. On selection of
a candidate, the candidate shall be prepared to take up assignment from the date as
may be informed. The candidate in addition to pay is entitled such allowances as
admissible to the corresponding categories in Central Government amended from time
to time. Initially the appointment shall be on probation for a period of two years from
the date of appointment and shall be considered for retention on completion of
satisfactory performance as may be decided by the selection committee. Duly filled in
application on the above format super-scribing on the envelop “For the Post of
Administrative-cum- Account Officer” may be addressed to the Commissioner,
Seamen’s Provident Fund at the above Address so as to reach in 30 days from the
date of publication of advertisement in employment News

Sd/-
Shri Surendra Kumar,
Commissioner, SPFO



