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No.A.35021/02/2013-Admn.II 
Union Public Service Commission 
Dholpur House, Shahjahan Road, 

New Delhi-110069 
Dated:       12/02/2013 

VACANCY CIRCULAR 
Subject:-  Filling up the post of Library & Information Officer (General Central Service, Group 
‘A’, Gazetted, Non-Ministerial) in PB-3 [Rs. 15600-39100/-] with Grade Pay of Rs.6600/- in the 
Office of UPSC on deputation (including Short Term Contract) basis. 
 
         It is proposed to fill up one post of Library & Information Officer (General Central   Service, Group 
‘A’, Gazetted, Non-Ministerial) in the scale of Pay of Rs. 15600-39100/- with Grade Pay of Rs.6600/- in 
the Office of UPSC on deputation (including Short Term Contract) basis.   
 
2. Eligibility Conditions: -     By Deputation (including Short Term Contract):- 
 
Officers under the Central Government or State Government or Union Territory or any 
Autonomous Organization including an University:  
 

(a) (i)  holding analogous posts on regular basis; or  
(ii)  With five years’ regular service in the post in the pay scale of Rs. 8,000-13,500 (pre-revised) 

(Revised Pay Scale of Rs.15600-39100 with Grade Pay of Rs.5400) or equivalent; or 
(iii)   With eight years’ regular service in post in the Pay Scale of Rs. 6500-10,500 (Pre-revised) 

(Revised Pay Scale of 9300-34800 with Grade Pay of Rs.4600); and 
 

(b) Possessing educational qualifications and experience as under;  
 

(i)  Master’s Degree of a recognized University; 
(ii) Master’s Degree or equivalent Diploma in Library Science of a recognized University or 

equivalent; and 
(iii) Five years’ experience in supervisory capacity in a Library. 

 

Desirable: 
 

 Experience of Computerizing Library activities. 
 

3.    List of duties & responsibilities attached to the post of LIO:- 
 

a. To look after the organization and maintenance of the Library 
b. Administration & supervision over the Library 
c. Supervision over the technical side of work of the Library such as classification, cataloguing and 

processing of books and journals. 
d. To suggest latest published books which are suitable for the Library, aiding book selection and 

guiding acquisition (from book reviews & books received on approval basis in the Library. 
e. Conducting Library Committee meetings for book selection (in English and Hindi) and   
 setting under Library affairs. 
f. Acquisition of “Complimentary Copies” from other Govt./Non-Govt. Organization. 



g. Inter Library loan service and liaison with other libraries for  procurement of books on   
 loan needed by the Commission. 
h. Reference Service: To render accurate and prompt reference service to the Chairman, Members 

and Senior Officers of the Commission. 
i. Keeping close watch over the circulation of magazines/ Newspapers and co-coordinating  the 

requests of the Members/Officers/Staff of the Commission. 
j. Subscription to periodicals & Newspapers and their annual  renewals. 
k. Passing of bills towards the purchase of books and periodicals and maintenance of Library 

expenditure. 
l. Budgeting & Submission of Annual and Supplementary budgets for the year. 
m. Assisting the annual “Inspection” of the Library and conducting physical verification of books 
n. Answering the audit party queries and objections 
o. Weeding out old magazines & Newspapers and old books periodically and their disposal through 

auctioning, shredding etc 
p. Loss of books and their writing off from the Library stocks. 
q. Preparation of “Bibliographies” and specialized subjects and maintenance of special collections 

for the use of the Commission/Members. 
r. Maintenance of Membership of UPSC with other Organizations. 
s. Taking suitable steps for improvement in the existing methods & procedures. 
t. Supervision over the press clipping work recently transferred to the Library from O&M section 

(w.e.f 1st February 1994) 
u. Library Reorganization. 
v. Library Modernization. 

 

4. Regulation of pay and other terms of deputation:  
 The pay of the selected candidate will be regulated under the provisions contained in the Dept. of 
Personnel & Training O.M. No. 2/29/91-Estt. (Pay-II) dated 05.01.1994 as amended from time to time. 
  

5. Age limit: 
 The maximum age-limit for appointment by deputation shall not be exceeding 56 years as on the 
closing date of receipt of applications. 
 

6. Period of deputation 
 Period of deputation shall be initially for one year to be extended for a maximum period of 
three years. 
 

7.  Consultation with UPSC: 
 Selection on each occasion shall be made in consultation with the Union Public Service 
Commission. 
8. Reservation for SC/ST: 
 No provision for reservation exists for the posts to be filled up on deputation basis. 
 

9. Application along with Bio-data (in duplicate) in the prescribed proforma (Annexure-I) of the 
eligible candidates whose services can be spared immediately on selection, together with the certificate 
from the forwarding Authority (in proforma Annexure-II) along with the following documents: 
 

(i)   Integrity certificate 
(ii) Statement of major/ minor penalties imposed if any, on the official during the last 10 years; (if no 

penalty has been imposed a ‘nil’ certificate should be enclosed). 
(iii)  Vigilance clearance certificate. 
(iv) Attested photocopies of the ACRs for the last five years i.e. 2007-08 to 2011-2012 (attested on 

each page by an officer not below the rank of an Under Secretary to the Govt. of India). 
(v)   Cadre clearance. 
   

 



may be forwarded in respect of each candidate separately to  Shri Neeraj Sachdeva, Under Secretary 
(Admn.), Room No. 216/AB, Union Public Service Commission, Dholpur House, Shahjahan Road, 

New Delhi-110069, within 60 days of publication of this advertisement in the Employment News/ 

. Applications not forwarded through proper channel or those received without the requisite 

certificates and necessary documents will not to be entertained. 
 
10. The candidates who apply for the post will not be allowed to withdraw their candidature 
subsequently.  
 
 Government strives to have a workforce who reflect gender balance and women 
candidates are encouraged to apply. 

 
 

(Neeraj Sachdeva) 
Under Secretary (Admn.) 

Union Public Service Commission 
 
Copy to: 
 

1. All Ministries/Departments of Govt. of India (as per list attached). 

2. Principal Secretaries of State Governments /Union Territories, Cadre Controlling Authorities of 

Universities/ Autonomous Organizations, with request to give wide publicity to this Vacancy 

Circular. 

3. All Notice Boards of UPSC-eligible and interested officers may forward their applications  through 

their concerned Admn. Section with the stipulated date. 

4. Web Cell, UPSC with a request to upload the vacancy circular on the official website of the 
Commission. 

5. Shri Jitendra Singh, Joint Director, DAVP, Ministry of Information and Broadcasting, 14th  Floor, 
Soochana Bhavan, C.G.O. Complex, New Delhi with a request to publish this circular in the 
ensuing issue of Employment News/ . 

6. Shri Anurag Mishra, Director, Employment News, Ministry of Information & Broadcasting, East 
Block-IV, Level-5, R. K. Puram, New Delhi-110066, with a request to publish this circular in the 
ensuing issue of Employment News/ . 

  

 
 

(Neeraj Sachdeva) 
Under Secretary (Admn.) 

Union Public Service Commission 
 

  



ANNEXURE-I 
 
APPLICATION FOR THE POST OF LIBRARY & INFORMATION OFFICER IN THE OFFICE OF THE 
UPSC ON DEPUTATION (INCLUDING SHORT TERM CONTRACT) BASIS.  

 
BIO-DATA PROFORMA 

 
1. Name and postal address (in Block Letters) with Telephone 

no.  
 

2. Date of Birth (in Christian Era)   
3. Date of retirement under Central Govt. Rules   
4. Educational qualifications  

(Enclose a separate sheet, duly authenticated by your 
signature, if the space below is insufficient) 
 
 

 
 
 
 
 
 

5. (a) Do you hold analogous post on regular basis in the 
parent cadre or department; or 

 

 (b) Have you rendered five years’ regular service in the post 
in the pay scale of Rs. 8,000-13,500 (pre-revised) (Revised 
Pay Scale of Rs.15600-39100 with Grade Pay of Rs.5400) 
or  equivalent; or 
(c) Have you rendered eight years’ regular service in the 
post in the Pay Scale of Rs. 6500-10,500(Pre-revised) 
(Revised Pay Scale of 9300-34800 with Grade Pay of 
Rs.4600); and 
 

 
 
 
 
 
 

6. (a)  Whether possess Master’s Degree from a recognized 
Board or University;  
 
(b) Whether possess Master’s Degree or equivalent Diploma 
in Library Science of a recognized University or equivalent 
and  
 

(c) Whether possess five years’ experience in supervisory 
capacity in a Library. 
 

(d)    Experience of Computerizing Library activities. 
 

 
 
 
 
 
 
 
 
 
 
 

7. Details of employment, in chronological order (Starting from entry in Central Government Service). Enclose 
a separate sheet, duly authenticated by your signature, if the space below is insufficient 

Office/ 
Organization 

Post held 
with scale of 

pay 

Period of 
service 

Nature of 
appointment 

(regular/ ad-hoc/ 
deputation) 

Basic Pay (revised) Nature of duties 
with Brief Details 

of works 
performed during 
the appointment  

from to Pay in PB G.P. Basic pay 

1 2 3 4 5 6 7 8 9 

         

         

         
 



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

 

9. In case the present employment is held on deputation 
please state 
(a) The date of initial appointment  
(b) Period of appointment on deputation  
(c) Name of parent office/Organization to which you belong 

 

10. Please state about present employment: Whether working 
under Central Government or State Government or 
Union Territories or Universities or Autonomous 
Organizations’. 
 

 

11. Are you in revised scale of pay? If yes, give the date from which the revision took place and also 
indicate the pre- revised scale 

 
12. Total emoluments per month now drawn 

 
 

13. Additional information, if any, which you would 
like to mention in support of your suitability for 
the post. 
(Enclose a separate sheet if the space is 
insufficient)  
 

 

14. Full postal address of forwarding authority with 
name & telephone number  
 

 

15. Whether belongs to SC/ST  
 

 

16. Remarks   
 
 

Date : 
 
  

Date Pay scale 
(pre-revised) 

Basic pay 
(pre-revised) 

Date of 
revision of pay 

Revised scale of 
pay, PB & G.P. 

Revised 
basic pay 

      

      

Signature of the candidate   
Full office address   

 
 
 
 

Tel. No.   
Email ID   



Annexure-II 
(Certificate To Be Furnished By The Employer/Head Of Office/Forwarding Authority) 

 
Certified that the particulars furnished by ___________________________________________ 

are correct and he/she possesses educational qualifications and experience mentioned in the vacancy 
circular. 
 
2. Also certified that:- 
 

i.      There is no vigilance or disciplinary case pending/contemplated against Shri/ 
Smt.______________________________ 
 

ii.   His/ Her integrity is certified. 
 

iii. His/ Her CR Dossier in original is enclosed/ photocopies of the ACRs for the last 5 years  duly 
attested by an officer of the rank of Under Secretary to the Govt. of India or above, are enclosed. 
 

iv.  No major/minor penalty has been imposed on him/her during the last 10 years*  
 

v. A list of major/minor penalties imposed on him/her during the last 10 years is enclosed.* 
 
 
 
 
 
 
Place: 
Dated: 
List of enclosure: 
1. 
2. 
3. 
4. 
5. 
6. 
( * Strike out which is not applicable.) 
 

 
 
 
 
  

Signature :  
Name & Designation :  
Telephone No. :  
Fax No. 
Office Seal 

: 
: 

 



: “          : 011-23098552 
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Disclaimer  

The contents of this page are informatory in nature.  Kindly verify the same from the Commission's office. 
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	ANNEXURE-I

	विषय:-   संघ लोक सेवा आयोग के कार्यालय में पीबी-3 के वेतनमान रू. 15600-39100/- एवं ग्रेड वेतन रू.  6600/- में प्रतिनियुक्ति (अल्पावधि संविदा सहित) के आधार पर पुस्तकालय एवं सूचना अधिकारी (साधारण केंद्रीय सेवा, समूह “क” राजपत्रित, अन-अनुसचिवीय) के पद को...
	संघ लोक सेवा आयोग के कार्यालय में पीबी-3 के वेतनमान रू. 15600-39100/- एवं ग्रेड वेतन रू.  6600/- में प्रतिनियुक्ति (अल्पावधि संविदा सहित) के आधार पर पुस्तकालय एवं सूचना अधिकारी (साधारण केंद्रीय सेवा, समूह “क” राजपत्रित, अन-अनुसचिवीय) के पद को भरे जाने...
	क्रमशः पृष्ठ-2
	-2-
	क्रमशः पृष्ठ-3
	चुने गए उम्मीदवारों का वेतन, कार्मिक एवं प्रशिक्षण विभाग के दिनांक 5.1.1994 के समय-समय पर यथासंशोधित का.ज्ञा.सं. 2/29/91-स्था. (वेतन-II) में निहित उपबंधों के अधीन विनियमित किया जाएगा।
	प्रतिनियुक्ति द्वारा नियुक्ति के लिए अधिकतम आयु-सीमा आवेदन पत्र प्राप्ति की अंतिम तारीख को 56 (छप्पन) वर्ष से अधिक नहीं होगी।
	9.  अर्हक उम्मीदवारों के आवेदन पत्र दो प्रतियों में जिन्हें चयन होने पर तत्काल कार्यमुक्त किया जा सकता है केवल निर्धारित प्रपत्र (अनुबंध-1) में नीचे निर्दिष्ट अपेक्षित दस्तावेज़ों यथा, सत्यनिष्ठा प्रमाणपत्र, अधिकारी पर पिछले 10 वर्षों के दौरान लगाई गई ...

	क्रमशः पृष्ठ-4
	(नियोक्ता कार्यालय अध्यक्ष/ अग्रेषण प्राधिकारी द्वारा दिया जाने वाला प्रमाण-पत्र)

