VAGCANGY GIRCGUILAR

No A/49801/S-26/CAO/R-1

GOVERNMENT OF INDIA
MINISTRY OF DEFENCE
Office of Joint Secretary & Chief Administrative Officer
' ' Room No 172, E — Block
Dara Shukoh Road
NEW DELHI-110011.
Dated : [CfSep 2018

All the Ministries/Deptts of Govt. of India.
All the Chief Secretaries of State Governments & Union Territories

SUB: FILLING UP OF 01 VACANCY IN THE GRADE OF SENIOR LIBRARY AND
INFORMATION OFFICER IN INTEGRATED HEADQUARTERS OF MINISTRY OF
DEFENCE (ARMY, NAVY AND AIR), DEFENCE STAFF HEADQUARTERS AND
INTER SERVICE ORGANISATIONS BY COMPOSITE METHOD [DEPUTATION
(INCL. SHORT TERMS CONTRACT) PLUS PROMOTION]

Sir/Madam,

I am directed to state that Omne vacancy in the grade of Senior Library and
Information Officer (General Central Service, Group ‘A’, Gazetted, Non-Ministerial) in the
Level — 12 in the Pay Matrix is required to be filled in Integrated Headquarters of Ministry of
Defence (Army, Navy and Air), Defence Staff Headquarters and Inter Service Organisations
by Composite method [Deputation (including short term contract) plus promotion] on the
following conditions :-

Composite Method [Deputation (including short term contract) plus promotion :

Officers under the Central or State Governments or Union Territory Administration or
Public Sector Undertakings or Statutory or Autonomous Organisations or Recognised
Research Institution or Educational Institution :-

(a) (1) holding analogous posts on regular basis in the parent cadre or department ; or
(i1) with five years’ service in the grade rendered after appointment thereto on a
regular basis in posts in the Level-11 in the Pay Matrix or equivalent in the parent
cadre or department ; and

(b) possessing the following educational qualifications and experience :

Essential :

(1) Masters’ degree in Library Science or Library and Information Science of a
recognised University or Institute ; and
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(i) Ten years’ professional experience in a library under Central or State
- Governments or Autonomous or Statutory Organisation or Public Sector
Undertakings or Universities or Recognised Research or Educational Institution.

Desirable :

(i) One year experience of computerising Library activities in a Library under Central
or State Governments or Autonomous or Statutory Organisation or Public Sector
Undertakings or Universities or Recognised Research or Educational Institution.

(1) One year professional experience in the specific area of activities of the
Integrated Headquarters of Ministry of Defence (Army, Navy and Air), Defence Staff
Headquarters and Inter Service Organisations.

(ii1) Diploma in computer application from a recognised University or Institute.

Job Profile :

(1) Overall administration and supervision of various sections of Ministry of Defence
Library.

(2) Preparing Annual Action Plan for development of MoD Library.

(3) Supervision of activities of Assistant Library and Information Officer and
professional staff and guide them to execute plans and projects of the library.

(4) Securing cooperation of the agencies concerned and also initiating library
procedures and techniques for efficient functioning of the Library system in the MoD
Library.

(5) Necessary arrangement of Book Selection Sub-committee for selection of books,
newspapers/magazines and other print/non-print material for MoD Library and

Acquisition Wing.

(6) Submission of budget estimates to DGFP, maintenance of accounts and control
expenditure; monitoring of timely utilisation of budget allocated.

(7) Framing MoD Library Rules and Regulations.
(8) Maintaining liaison with superior officers of CAO’s Office and MoD.
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