VACANCY CIRCULAR

No. A/51391/C-13/2017/CAO/R-III

GOVERNMENT OF INDIA
MINISTRY OF DEFENCE

OFFICE OF THE JOINT SECRETARY & CHIEF ADMINISTRATIVE OFFICER

To

Room No. 174, ‘E’ Block,
Dara Shukoh Road,
New Delhi — 110011

Dated, the 09 Dec 2017

All the Ministries/Deptts. of Govt of India

SUBJECT : FILLING UP OF VARIOUS POSTS IN

DEPARTMENTAL CANTEENS IN
THE INTEGRATED HEADQUARTERS OF MINISTRY OF DEFENCE
(ARMY,NAVY,AIR), DEFENCE STAFF HEADQUARTERS AND INTER
SERVICE ORGANISATIONS, IN MINISTRY OF DEFENCE ON

DEPUTATION BASIS.

Sir,

I am directed to say that various post are required to be filled in the Departmental
Canteens in the Integrated Headquarters of Ministry of Defence (Army, Navy, Air), Defence Staff
Headquarters and Inter Service Organisations, in Ministry of Defence, on deputation basis. The

details of the post are as under:-

SLNo | Post & Classification :

Eligibility Condition:

01 General Manager
(No. of Vacancy-01)

General Central Service,
Group ‘B’ , Non-Gazetted,
Non-Ministerial, Non-Technical

Pay Scale : Rs. 5000-150-8000/-

(Pay Band-2 ¥ 9300-34800 plus
Grade Pay ¥ 4200/- as per 6™ CPC)

(General Manager having under his
charge above 2A or 4A type canteens
will in addition to his pay be allowed
‘Special Allowance’ of Rs. 175/- or
Rs. 350/- per month, respectively as
applicable.)

Deputation :-
Officers under the Central Government
preferably from Departmental Canteens:

(a) (1) holding analogous posts on regular
basis; or '

(i) with five years regular service in posts
in the pay scale of Rs. 4000-6000 or
equivalent. (PB-1, T 5200-20,000 + Gp T 2400
as per 6™ CPC)

Job Profile:-

The post of General Manager is authorized for
Canteens of ‘2-A’ Type and above.

(i) Managing and supervising all functions
of canteens so as to ensure day to day smooth
running of Canteens;

(ii) Administration of canteen staff;

(1ii) Maintenance of all accounts;




(iv) To complete and submit all accounts
progressively prepared as on the last day of
every month, within seven working days of the
following month, after internal audit, to the
Honorary Secretary for putting up to the
Managing Committee;

(v) The following books and records are
required to be maintained and checked by
General Manager;

(i) Cash Book
(ii) Ledger
(iii) Raw Material Stock Register
(iv) Dead Stock Register
(v) Preparation Register

(daily eatables items)
(vi) Coupen sales register etc;
(vil) Attendance Register
(viit) Bill/Cash Memo Register
(ix) Rate list of eatable items.

(vi) To initiate ACR/Probation Report etc; in
respect of all employees working in the
canteens.

(vii) In cases of minor indiscipline, to issue
non-recordable warning in respect of all
employees working in the Canteens.

(viil) Any other additional duty allotted by the
Competent Authority.

02

Deputy General Manager
(No. of Vacancy-01)

General Central Service,

Group ‘C’,

Non-Gazetted, Non-Ministerial,
Non-Technical

Pay Scale : Rs.4000-100-6000/-

(PB-1, ¥ 5200-20,000 plus Gp T 2400 as
per 6" CPC)

(Deputy General Manager having
under his charge above 2A or 4A Type
Canteens will in addition to his pay be
allowed ‘Special Allowance’ of

Rs. 150/- or Rs. 300/- per month,
respectively as applicable.)

Deputation :-

Employees of Armed Forces Headquarters
and Inter Service Organisations:-

(a) (i) holding analogous posts on regular
basis; or

(i1) with six years regular service in the
posts in the pay scale of . 3200-4900 or
equivalent; (PB-1, Rs. 5200-20,000+
Grade Pay of Rs. 2000 as per 6" CPC) and

(b) Three years experience in accounts.

Job Profile:-
Deputy General Manager post is authorized
in Type 3-A to 10-A canteens.

(i)  Ensure that all accounts of canteens viz.
Preparation Register, Coupon Sales Register
are maintained;

(i) Checking all the entries in register;

(iii) Submission of all register records of
General Manager;







