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Amendment on 16
th 

November 2018 during 

236
th

 GB Meeting (Resolution 236:02) 

 

1. Name of the Post    : Secretary  

2. Scale of Pay  :Pay matrix 12 as per 7th Pay Commission for Direct Recruitment or on 

Deputation basis. However, for the appointment on contractual basis, 
the emoluments will be not less than Rs. 1,50,000/- per month (all 

inclusive) with an annual increase of 5% subject to the satisfactory 

service. 

 

3. Mode of Recruitment : The post may be filled up by direct recruitment failing which on 

deputation basis and failing both on contractual basis. 

(a) In case of Deputation:   

(i) Officers of the Central Government/State 

Government/PSUs/Autonomous Bodies holding analogues 

post in the parent cadre (i.e. pay matrix 12 or equivalent) on 

regular basis or with 5 years regular service in the pay matrix 

11 or its equivalent as may be applicable in the concerned 

organization. Officer to be selected should have at least 10 

years’ experience of application of rules, regulations and 

procedures in the areas of establishment and administrative 

rules, financial rules, vigilance matters, legal matters and 

other practices and procedures followed in central 

Government. The period of deputation shall be extended on 

year to year basis subject to a maximum period of 5 years.  

(b) In case of Contract:  

(i) Selection on contractual basis for a period not exceeding 

5 years, renewable subject to satisfactory performance. 

Retention/continuation will be based on a review of 

performance by the Director / Governing Body every 

year. However services can be terminated by giving one 

months’ notice or salary in lieu thereof on account of 

unsatisfactory service. 

4. Age limit : 50 years (relaxable by 5 years in the case of SC/ST category and 3 

years in the case of OBC category as regards direct recruitment). In the 

case of appointment by the method of deputation it should not exceed 

56 years at the time of appointment. However in the event of 

appointment on contract basis, the age should be preferably below 50 

years but not exceeding 55 years. 

5. Educational and other qualification : a) In case of appointment on direct recruitment basis/ contract basis: 

Post Graduate / MBA with a Degree in Law from any UGC recognised 

University with minimum 10 years experience in handling HR/legal 

matters in a large and reputed organization. Persons having knowledge 

of Government rules and personnel policies, experience of dealing with 
Government organizations will be preferred. 

 

b) In case of deputation: Bachelor’s Degree from UGC 

recognized University. Persons possessing a Degree in Law/ 

having attended in-service training courses in 
administration/finance/disciplinary rules etc will be 

preferred. Officer to be selected should have at least 10 

years’ experience of application of rules, regulations and 
procedures in the areas of establishment and administrative 
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rules, financial rules, vigilance matters, legal matters and 

other practices and procedures followed in central 

Government. 

6. Selection Committee : The selection process will include Personal Interview(s) by the 

Selection Committee comprising  

(i) Chairman IIP as its Chairman,  

(ii) One Member of Governing Body,  

(iii) Director IIP and  

(iv) One outside expert in Administration / Legal / HR / Establishment 

from a reputed Institute.  
 

7. Selection Procedure  :  Advertisement for the post may be issued in   newspapers on All India 

basis including the Employment News. The selection committee may 

interview the short listed candidates and provide a panel   of upto 3 

names in order of merit to Department of Commerce, Govt. of India. 

Approval of   Department of Commerce, Govt. of India, may be   sought 

to appoint one among from the panel under Rule   10 of MOA.  

 

8. Duties & Responsibilities :  (i)  All Establishment matters of the Institute.  

(ii)  Secretary of Governing Body of IIP and any other Committee 

constituted by the Governing Body as may be considered necessary. 
(iii) Legal Matters pertaining to IIP.  

(iv) Statutory compliance.  

(v) Liaison with Government agencies.  

(vi) Deputation of Staff/Officers to function as Public Information 

Officer under RTI Act.  

(vii) Monitoring of Periodic return of Court case & RTI, Vacancy 

position.  

(viii) Management Information System of Head Office.  

(ix) To act as a Public Grievance Officer.  

(x) Target setting and monitoring Action Plan of Centres and Head 

Office  
(xi) Custodian of APARs.  

(xii) Any other work assigned by the Director 

 

8. Appointing Authority  :  Governing Body of IIP with the prior approval from Dept. of 

Commerce, Ministry of Commerce & Industry, Govt. of India.  
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