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Income Tax Appellate Tribuna
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No. of Yacancies:-

Vacancy Circular
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as well as anticipated vacancies in the cadres of Senior
zfary (both Group ‘B’ Gazetted) at various Benches of

28

DETAILS OF THE POSTS

Saenior Private Saecratary. 45 (8002, ST-00, OBC-01, EWS-03, Gen.-09)
(Hnrizanta! \Vaconpy - PWD: 01)

Private Secretary- 20 (S D-OZ. ST-01, OBC-0¢2, EWS-00. Gen.-08)
(Horizontal Vacancy - PWD: 01)

The number of vacancies and resultant bifurcation as per reservation policy of

Govt. of India, 2= indicatad above is tentative and mav change subsequently.

2.2 Srala ~nf Doy
Senio- Private Secreta 347.600/- to ¥1,51,100/-, Pay Level-8 of the Pay

Private Secretary -

ELIGIBILITY AND OTH

Matrix
344 900/- to ¥1,42,400/- Pay Level-7 of the Pay
Matrix

ZR CONDITIONS:
Senior Private Secretary &

Educeaiional and other cualificaticns for the posts of
Private Secretary are as under -

¢ = £ o orm trired | 1ni rei 1% {

i) Jegree of a recognized University or equivaient

i) A speed of 120 w.p.m. in English Shorthand



iii) Working knowledge of computers, hzving knowledge (o operate upon the
software like Micro Soft Office, Excel or Page-makers. i

AC: ...A\"Vv'....‘
44 ' For all candidates the age for applying for ine posts shail not exceed 39 years.
4.2 The crucial date for determining the age !imit shall be the 45" day from the
publication of advertisernent in the ‘Employment News'.

g the age !imit, as prescribed

43 It may be noted that the crucial date for determinin
in para 4.2 above, shall be the same for the cand.daies residing in Assam, Meghalaya,
Arungchal Pradesh, Mizoram, Manipur, Nagaland, Tripura, Sikkim, Union Territory of

ke A T R T = s 7 P < et A R SaRs L (g 8
LaQakh, anaui & Skt GGl anl Paliy Quw SVISui G baaliise st U auiial

Pradesh, Union Territories of Andaman & Nicobar 'slands or Lakshadweep.

44 Standard relaxation, in accordance with ths instructions or orders issued by the
Central Government from time to time, for Govt servants and SC/ST/OBC shall be

applicable.
5. TEST/ EXAMINATION SCHEME :

51 = The recruitment shall oe through Written Examination, Skii Test followed by
Personal interview.

5.2 The written examination and skill test shall be conducted at the following 8 stations,
: (i) Delhi
(i) Mumbai
(iii) Kolkata
(iv) hennai
{v) Bangaicre .
(Vi) LuCkiow

niay Ahmadana
(viii)  AnNmMedgadad

53 The candidates shall be required to opt for ‘wo centers of their choice as per their
order of preference. However, if sufficient numboer of applications for any particular
station are not received, the ITAT shall have the prerogative to cancel such center and
the candidate shall be required to appear at the second center chosen by him/her.

ation, ok 1381

nd Personal interview shall be as

[

54 The scheme of Written Examiy

unaer:.-

}_WRITTEN EXAMINATION - ¥ ; g
sl

. | Test "Marks | Syliabus
No. | i . ‘
1. | Paper-1: General | 100 | Essay of minimum 250 words, Letter |




77N

“:;""\'; T N Depslon ‘Writing and Grammar, |
| 2. (Pawpr2.  Genea, 160 Ceneral knowledgs/ General Studies, |
| knowledge & Reascnirg Logical Reasoning, Current Affairs.

{ SKILL TEST -

1. | Skill iest 700 English Shorthand @120 WPM
| | Engiish Typing @45 WPM
DM =~

g L T e ”

9.5 The Viritten Examination (papers of General English, General knowledge &
Reasoning} and Skill Test shail be in English medium only.

5.6 Candidates shall need to secure minimum qualifying marks in Written
Examination (50% for candidates belonging to General category, 45% for candidates
helancing 8 QARG EWS ratecnny 2nr 40%, far randidatas halonging o SC/ST/ PWD
categories).

5.7The Skill Test shali be eveluated only in respect of those candidates who would
secure minimum gualifying r-arks in Written Examination.

5.80nly those candidates, wro are shortlisted after Skill Test, shall be called for
Personal ‘~terview. The date and venue for the same shall be notified later.

5.0Tha candicatas are nnt entitlad 4o any TA/DA far annearing for Written Sxamination,
Skill Test and Fersonai iriarview. However, the cancicates velonging o 8C/8T
category, who are not alveary ' seryice of Central/State Government Central/State
Government Corporation. Pubiic Sector Undertaking, Local Government Institute or

3 oy . ) d .

Panchayat!. etc., sha'l be re'mbursed to and fro 2™ Class Ordinary or Sleeper Class
railway fere or hus fre hv the shortest route on production of tickets, as per

f?]mvavhmf\—\" A Tmplie i m sy By
e & s v Y.

310 Any physical correspc-dence / e-communication/ gueries from individual
candidates regarding Writte~ Sxamination, Skill Test, Personal Interview and final
result shell not be entertaired by this office. The shortlisted/ successful candidates
will be in‘ormed by speed nost and email. General Notifications regarding Written
Examination, Skill Test, Perzonal Interview and final result shall also be uploaded on
official website of the ITAT Hence. the applicants are advised to regularly check
their email and official webs™e of the [TAT i.e. hitps://www.itat.gov.in.

6. General instructions:

6.1 The application form as well as envelope containing the same should be clearly
inscribed with ‘APPLICATICN FOR THE POST OF Sr.PS/ PS/ Sr.PS & PS BOTH'
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appiCalion. A 2y S gXalufiauwo) snan we Colhuvissu i wOui e pUSEs, {hersfor
depending on the rank acquirea in the censdicaled merit list, the post of Sr. r'S/Pb
shall be offered.

6.3 The applications auly ibed proforma, in English, should be

- accompanied by self-att

a) Matriculation ceriificate as proot of caie of birth.

p) Graguation Degree.

C) Engiish Shorthand Cenificate fron recoghized Insliution (with ciear
mention of requisite speed of 120 W.[o.1 m.).

d) Caste certificate in fEprCL of SC/ST 'ssued by the Competent Authority.

e) Latest Non-Creamy Layer certificate in respect of OBC issued by the
Competent Authority.

f) Latest income & Assel Certificate in respect of EWS issued by the

~ T T 8
Competent Autherity.
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h) Recent Passport size photograpn, uir signature of {he applicant across,
is to be affixed on the application form. Two recent photographs are
also to be enclesed along with the application.

6.4The applications are to be sent to the Deputy Registrar, Income Tax Appellate
_ Tribunal, Pratishtha Bhavan, Old Centrai Govi. Offices Building, 4 floor, 101,

Manarsni Aarve Maly, Vidihival — @V vav

6.5 The applications snould reacn ne anove aaaress within 45 days from the date of
publication of the advertisement in the ‘Employment News’. :
6.6The app! ica“cwe from th in Assam, Meghszlaya, Arunachal :'adesh Mizoram,
Manipur, Nagalana , I : ion Territory of Ladakn, Lahaul & Spiti district
and Pangi - macnal Pradesn, Union Territories of
Ancaman & NCOoar (Sianas O LGRS NatWESy shiGwik Yealrn Wik oy Galfs o

Fl'uf)n\;\'-'ﬁ-(/f. U.‘: ...\;\/'u.'.'.g\.,-'.'...,.'.".' u“ .....v —.‘..A_,«'.V_f: ‘,\;;...L .\\J\-‘w‘é.

6.7 The applicants, presently empioyed in Central Government/ State Government/
Public Sector Undertaking/ Autonomous BoC ies, etc. must apply through proper
channel along with ‘No Objection Certificate’ from the Competent Authority in the
format provided aiong with the application form

7. DISQUALIFICATION




7.1 The applications. which are:-

(i incomplete,

(i Uot supported by duly self-attested copies of relevant documents in
unnort of aca, ad nationa! and tachnical gualifications,

Yo AancnH™MNan 'C!r'D"" --’)f‘C;'\’\' 4 ‘/ J ’\ O (v‘ ‘D(\s

(iv)  Not accompanied by relevant certificate issued by the Competent
uthority regarding e. non-creamy layer, disability, EWS category,
vherever applicabi2

(V) Seceived after the orescribed last date,

(vi)  Not received through proper channel, wherever applicable,

(viiy  Trom the aonlicanis ageinst whom any criminal case is pending

sha!' nat e artortainar! 2o ohal e Atrichily raiantad

:tes, found o be resorting to any sort of malpractice/

7.2 The cancidature :’ candid
trightly rejected.

canvassmc will be o

8. FINAL AUTHORITY ABQUT ELIGIBILITY - The decision of ITAT in all matters
relating to eligibiiity, acceptance or rejection of the application, mode of selection will be
final and no guery or corresponcence in this regard shall be entertained.

Q DEDIAT AT DDADATION | Tho aalartar nandidotes shall ha on probation for a
period of 02 vaars from the date of joining the post.

10. POSTING -

T ndia service and selected candidates may be posted
in any of the Benche

an el
of the l* T across the country.

11.  Apart “rom English, this Vacancy Circular is also being published in Hindi and

Urdin, 'm paes af any Annfugios/ ANRE At omann Tnntiah '._"v.,f‘: & Urdy Vgrgxnr\g *he
~notigh yeren AL raevwys

(BIJU P.K.)
ASSISTANT REGISTRAR




APPLICATION FOR THE POST OF SENIOR PRIVATE SECRETARY/ PRIVATE
SECRETARY / SENIOR PRIVATE SECRETARY AND FRIVATE SECRETARY BOTH

(Strike out whichever is not applicabie)

Piease naste |

(L iy a
recent passpot
| size colored
| photograph with

l

signature
S ’ across
1. |Full Name of the | Mr/Mrs/Ms.
sanaidate (0 DIOcK S
iglicis) -
I 2. | Father's/ Spouse Name | o
: | (strike off whichever is not |
‘ ' applicable) |
l 3. | Category ;
(SC/ST/OBC/EWS/Gen.),  if |
. * belonging to |
‘ | SC/ST/CBC/EWS,  relevant | \
‘ | certificate isto beenclosed. ' B 28 il
4.1 Whether nerson  win
;‘ | disability (PWD), i so
| relevant disability ‘
l ' certificate is tc  be | '
| enclosed. ] -
5. | Nationality: B ‘ s
6. | Gender: Viaie Female | [ Transgender | |
| 7. | Religion : |
6| Dale of B, | B |
9. | Age as on e cosag | Yead MOnis Jays
date | |
10. | Present postal address !
with Pin Code (for :
communication) 1 l
T 1l Permanent address S |
| With Pin Code )
.
12. | Valid Emait ID T
13. | Mobile No ' ‘ i

14. | Educational gualification 107 12" | Graduation | Any other

| (from 10" onwards) ‘




'::\.‘ Noa Y T ‘}
Tyl s e ;
b unersivi Soarg ‘ o ! ‘
(i)  Month and Year of
E‘assmg _ | |
(iv)  Sutject ! §
(v)  Percentags of | | '
marks ; ;
| 15 A | Technica! quaification  + Shortnand LT yping |
(i) Name of the institution | :
(ii) Speed [
158 | Whether oossess | Yes ! | No {
working knowledge of | | ;
computer ‘ , | ]
, | (Please tick whichever is { ?
? | applicabls _ | | z
16. | Two zhoicea of 1 1
axaminstion o larg, 2
|
! order of preferen: ,
17 ils of Employ in Name of the | Nature of
3 Details Rymeniin " Post held . From To
chronological organization | duties
“ order(enciose a separale i
sheet, duly authenticated ‘
[ by vyour signature. if
necessary)
- f
(18, ¢ Adaitionz! inforraiion, if
# { any, which you would like
I i to mentot in support of
| | your suilability for the
i *post (enciose separate |
| sheet, if necessery)
19. | List of enclosures
| Deciaration
' harahy can'ara/ nortify taot o' qtatamants made in this aoplication are true

2ril norent in fha hact nf my knayladoe ang halief ! understand that in the |
event of any information being found suppressed/ false or incorrect or
incligibility being detected before or after the examination, my candidature/
apnointment is liable to be cancelled at any stage of recruitment.

(i) | hareby certify that there is no criminal case pending against me.

ISignatyura of candidate)

-



CERTIFICATE TO BE GIVEN BY THE EMPLOYER/ CADRE CONTROLLING AUTHORI

OF THE APPLICANT

It is certified that the information/ details pro

applicant are true and correct as per the available rece

technical qualifications as mentioned In the vacancy Ci
immedisisly.

2, It is also certified that;
(i) There is no vigilance or disciplinary case pe

(i) His/ Her integrity is certifiec.

(iiy  No major/ miner penaity nas s
Or

A list of major/ minor penzaities Imposea Cf

enclosed (as the case ma)

‘cuiar,

/ided in the above application by the

ords. Hel She possasses educational and

re/she will be relieved

\ding/ contemplatad against Shri/ Smt.

‘e -
—-iAr o
ALindid

a1/ Cadre Coniraling Authority with Seal)



