F. No.12/1/2020/MAEF-MoMA
Government of India
Ministry of Minority Affairs

Ministry of Minority Affairs invites applications to fill up the post of Secretary & Chief
Executive Officer of Maulana Azad Education Foundation (MAEF), a Society established under
the Ministry of Minority Affairs to promote education among educationally backward minorities
and other weaker sections, from eligible candidates on deputation basis from Government
Officers and /or from Expert Non official professionals on contractual basis for a tenure of 5
(five) years. The eligibility conditions for appointment to the post of Secretary & Chief
Executive Officer of MAEF are given below:

Name of the Post: - Secretary & Chief Executive Officer

Age Limit: - The maximum age limit shall not be exceeding 56 years as on the
closing date of the receipt of application.

Qualifications in case of recruitment by Deputation:-

Officers of All India or other Central Services or from established academic sectors
fulfilling the following conditions:-

Essential:

i.  Officers of All India or other Central Services with five years of service in the
Pay Scale of Rs. 37,400-67,000 with Grade Pay of Rs. 8,700/- (revised pay
matrix level 13) or above.

OR
ii. Associate Professor or equivalent Officer in an established academic
institution/research centre with at least 5 years regular service in the Pay scale of

Rs. 37,400-67,000 with Grade Pay of Rs. 8,700 . (revised Pay Matrix level 13)
or above.

Qualifications in case of Direct recruitment on Contractual basis -



I.  Post- graduate with preference to MBA with at least 15 years work experience in social
and responsible organization of which at least 3 years in a leadership role as a head of an
organisation or unit.

ii.  Preferably, experience in managing large-scale program implementation.
Desirable:
a. Experience of working the Social Sector Schemes.

b. Experience of working in Operation of Educational Schemes.
c. Sufficient knowledge of educational system.

Pay:-

For Officer on Deputation:

PB-4 - Rs. 37400-67000 + GP Rs. 10,000/- + Rs. 40,000/- (HRA) and other allowance as per DoPT
Guidelines.

For Contractual Officer:

Rs. 1,30,000/- + Rs. 40,000/- (HRA) + Rs. 2,500/- (Medical Insurance) + Rs. 12,000/- (EPF
Contribution) + Rs. 3000/- (Children Education Allowance on submission of claim) Gratuity on
completion of 5 years tenure.

Primary Tasks/Responsibilities:

e To work as Administrative head of the Foundation and to deal with all administrative
matters including management of general administration and staff, guiding operating
methods, monitoring budgets, improving information systems, overseeing human
resources requirements, to update Ministry from time to time etc.

e Ensure delivery of services in all programmes as per standards set by strategic terms.
e Maintain service quality in all programmes.

o Develop measures for process effectiveness (meeting beneficiary needs) and efficiency
(meeting organizational needs).

e Design programmes which are effective and efficient in consultation with strategic
team.



o Developing measures of effectiveness & monitoring beneficiary’s satisfaction with
MAEF’s services.

o Develop processes for pre-approval & post disbursal inspection.

e Conduct periodic review of all programmes and take steps for improvement of efficiency
and effectiveness as required.

e Provide leadership to the team.

Interested candidates may apply to the Under Secretary (MAEF) Ministry of Minority Affairs, R.
No.-1130, 11th Floor, Pt. Deendayal Antyodaya Bhawan, CGO Complex, Lodhi Road, New Delhi
— 110003 with their bio-data as per the proforma available on the websites of Ministry i.e.
www.minorityaffairs.gov.in within 30 days from the date of publishing in Employment News by
speed posts or by e-mail to the email-id: suresh.yadav25@nic.in. Government officials
applying for the post may also forward their advance application to the above address or email
before submitting the same through proper channel. However, the latter would invariably be
required within Thirty (30) days of the closing date.

Sd-
(Suresh Yadav)

US (MAEF)
Tel- 011- 24364310
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PROFORMA BiO-DATA
(For Government Officials applying for Deputation. To be forwarded through
Parent Office)

Post Applied for:
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2 Bl T g et
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3 Present Designation with Office Address

6 PayBEElE .

7 Address for Correspondence

8 Contact Number (Office):

E-mail:
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Certified that the above particulars are correct and complete.

Name & Signature of the applicant

Date:




N s SR et G

PROFORMA BIO-DATA

(Expert/ Non-official Professional applying for the posts of Secretary & CEQ/
Chief Financial officer/ Chief Knowledge Officer)

Post Applied for:

Affix Self
Attested
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3
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Certified that the above particulars are correct and complete.

Name & Signature of the applicant

Date:

Note:- Self attested copies of credentials to be enclosed.
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