F.No.02/03/2017-NCLAT
NATIONAL COMPANY LAW APPELLATE TRIBUNAL
3" Floor. B-3 Wing, Pt. Deendayal Antyodaya Bhawan, C.G.0. Complex, Lodhi Road,
New Delhi— 110003, Phone: 24306837, 24306869. Fax: 24306838

Dated: 8" November, 2017
CIRCULAR

Subject:  Engagement of officers for performing Protocol and Liaison duties in
the National Company Law Appellate Tribunal.

Applications are invited from retired officers and employees of the Supreme
Court of India or High Courts or Distriet Courts for performing Protocol and Liaison
duties in the National Company Law Appellate Tribunal (NCLAT) on contract basis.

Protocol Officer —1 (one)
Eligibility:

(1) Must have retired as Assistant Registrar or equivalent post from the Hon'ble
Supreme Court of India or any High Courts or Tribunal or Retired Section
Officer having minimum 3 years’ experience in the Registry of Hon'ble

Supreme Court or Hon’ble High Court or Tribunal.
(2) Must be well acquainted with functioning of Courts and Tribunals.

Note: - Experience in the Protocol Section or as Liaison Officer would be
preferred.



(1)
)
()

(4)

(5)
(6)

(@)

®
9)

(10)

(11)

(12)
(13)

Brief description of duties: .
To arrange diplomatic/official passports in respect of the Hon'ble
Chairperson, the Hon’ble Members and other Senior Officers in the NCLAT.
To arrange booking of international ticketing, arrange visas from various
Embassies/High Commissions.

To arrange servicing in the Passports.

To organize reception on Arrival/Departure at the Airports/Railway Stations
or any other place in respect of the Hon'ble Chairperson, the Hon’ble
Members and other Senior Officers of the NCLAT.

Booking of ceremonial lounge/VIP lounge at the airports.

To organize clearance in respect of Customs/immigration and luggage: hotel

accommodation; transport and security.

To make arrangement of Airport Entry passes and Car Parking Passes. .

Assisting in arranging Foreign Exchange.

Escort the Hon’ble Chairperson, the Hon’ble Members and other Senior
Officers of the NCLAT and also escorting the VIPs/Distinguished dignitaries
calling on the Hon’ble Chairperson, the Hon’ble Members or any other Senior
Officer of the NCLAT.

Liaison and discussion with various Government agencies/Passport
office/Ministry of External Affairs/Foreign Missions/Airlines/Hostels/UN
Agencies ete.

Assisting in pre-departure and pre-arrival formalities in respect of the Hon'ble
Chairperson. the Hon'ble Members and other Senior Officers of the NCLAT.
Assist in procurement of gifts for presentation to the Foreign Dignitaries.

Ta perfoﬁn any other job assigned from time to time.
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