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Coal lndia Limited
A Maharatna Company

(A Got.of lndia Enterprisq)
"COAL SHAWAN"

PERSONNEL DIVISION, 2NO FLOOR
PREMISES NO,04 MAR, PLOT NO,AF-III

ACTION AREA-1A.NEW TOWN
RAJARHAT, KOLI(ATA .7OO 156, W.B

CIN No.L23109l /81 973GO1028844
Email: gqpg!.e!!299aludq I

Phone : 033-711U228

Ref No.: CIL/C-5A( lV)/EFl/Adv iso(Sect l)ChairmanSectt/ B-571 Date: 14.07 .2025

C ().\I., I\DIA LIN'IITED

N ation for en ement of Full 'I'inre ,ldviso Secre rial inC irman Sec CIL
on contract basis.

Coal lndia Limited (A Maharatna Companl ) invites application for engagement of one (01) full time

Advisor (Secretarial) in Chairman Secretariat. CIL Kolkata on contractual basis from retired

E5 grade executive or above who have scn'ed in Secretarial discipline from CIL and its subsidiaries-

PSUs/Autonomous organiz-ation of Central/State Govemmenl.

The eligibility criteria, lerms of engagen.rent. pay and allowances, other benefits for the proposed

en ent are mentioned below:
0l (One)

Work
Experience

Consolidated Mo rluqnsation/honorarium

Remunerati
on and other
Benelits

Grade of Retired Executives Consolidated Monthl Com ensation/honorarium

(ii) Conveyance clrarges: ( otllpatrl' shall provide Conveyance for ful

a va i lab ilin I-lowever. ultete conveyance ls not prov ed, they shal

I time Advisor as Per
I be eligible for 5% of

r monlh as conv

c1 frt

Not more than 65 years during the contracl period

The Contract Period will be fbr a period of02 years

No. of posts

Age limir for
eligibilitv

Bachelor's Degree in any discipline

t undertakingblic sector or govemmenLtt'l Ia aa so t onIs a ecS tre Iil0 I IIt'l |ll, lllu rge ppN1 )ea

tacl in handling visitors and callcrs.

d) Plan and olcrsie travel arrangenlents tbr Executives ofChairman's Secretariat'

ej Maintain ollisial documenrari.n. confidential records, briefing materials, and agendas in line

with organ izational Protoiols.
l) Liaisin! with internal departrlenls and external agencies as required - . .j) e"t u. i prorocol facilitator. Lrpholding decorum and functional support at oflicial meetings

and high-level engagements.

idf'u

lll

taS etIM In stri SalndofentmGovernithnaI It ltoooc rddant llooc mrlt nu c lltcIac I taF)
ESuS bs arLI na Id tst1 Ic oI arl1 c ofS CkI'I stIl tcl'l artn]o e rnG eyDep

ASSI SI ctant secretanaven n xece uatlers uilret Ir ta nI Ia nlarm n SS chet hC a req guSb ) portp
dandd I I tariiho ed an es,Ia stakeI scnth o o c gnrs,rnC a II ne tS S.oI Sn t'la daM ll n t ctrac ) age

Nature of
work

Rs.1,50,000/-
Rs.l .20.000/-
Rs. I 00.000/-
Rs.90 000/-

Rs.80 000/-

de ExecLrtiveRetired E-9

Retired E-5

Retired E-8

Retired E-6
Retired E-7

rade ExecLrtive

e ExecutiYe
rade Executive

de Executive

consolidated av ance ch S.

u.

i Tenure of
j Eng"g"."nt

I Educational 
I

lQualification I

C(

II



( iii) Accommodation facili$: r rr rr,r r t..
availability. Houever. if c,,rlparrr .

applicable as per rhe CIL HR.A -rrirs

Company's a

s accommoda
for X. Y and Z

ccomrnodation shal
tion is not availab
class of cities based

lbe provided on
le, HRA shall be
on circular of DoE

(iv) Reimbursement for mobire le rcphorle- Reimbursement for the use of mobire terephonebased on the actual bills or Rs frOrfl_ p", *onitl-*t,r i.fr""".';, l"*(v) Medical - Arl executives or'( ri ..,,' ered under ih" p;;;;J;.] rmedicar benefits scheme wirlconrinue lo govern by the sard .clre'rne. Th"r" 
";;;;;; ;tl u.. no, under the ror of crl

;:1,:: 
rJffJJ:: same coverasc or benenr, if;;t ;." ,;;'*vered under any p",t *ti.r

(vi) Leave 'The Advisor sha, h< enrrrred for paid reave of r5 days in every six months spe, inadditiorr to the paid horidars ,n tne esrabrishmeni ir'" prlid"r" rhourd be regurated as perthe provision of earned reave applicabre to a*""utiu. .'uai" 
"rployee 

under crl ExecutiveLeave Rules'. However the paid leave admissible as Jove is not encashable. The

X:J.^rrnO 
leaves will stancl lapsed on the expirl of 

"""f, 
p..ioa of engagement of

vide OM dated 07.07.201 .

(vii) TA/DA and other boardin -,' shall be pay,able as per entitlement and shall beapplical:le as per CIL,s policr lirr alailing the services of retired CMDs/Directors/Sr. levelExecuti and others as aft time Advisors
a) The selected Advisor woul(t hr .l arroned at CIL He Ko Ikata. He shall report to ExecutiveDirector (Coord ination). Cl I

b) The engagement ofAdvisor u,r be subject to Medical fitness to be certified by CompanyMedica Officer.

full tirne/

c) Notice Period for renri,ari.. (rf contract - one month's notice or consoridatedcompensation amount from erthc,r sicle.
d) Signing of documenrs - Thr"'f 

i:?#T'fi H}x*il:t*fi y*"ti$n{J-fiii:ii;,i?iriliiit;
of the company,"; *;ir ;; ;:ffil :: ;i:Ti1:,J5if,1,[ ffi#:[:,1ffi1:rv 

emp,oyees

e) Secrecy - The Advisor wir ma rn ra rn :i, inrormationl aoc"ui"rr.l ,rt"riurs gathered duringthe course of the engagemenr i, ,r, i.r conr,Jence. il;"ili;';, ."py or make notes of suchinformation/ documenls excrDt r ;.,niunction *ith tt e *ort l.or the Companl. They willnot divulge to anyone oursrde ir)c ( ,;rp";, 
"; ;" ".r'"i,n. information/ documenh/materials gathered durino t't c.trrse of.engagement fo, t"fr"l, o*n or anyone else,s benefit,either during or aFter thelen,^ 

'i 
(lrgagem-en-r *itr trr" compiny. rhe aforesaid obrigationshattatsoapptyroproprietarr.,,rd:.r;;i i;i";;,;;r;:,j';""o"fthirdpartiesreceived

by them or the comoanv in ti,,
0 il ;' ; ; 

"; 
;;;; ilii?, ; i :.,: ri ll ;' l,t il: "i*:, iJ: ffi 5:i:ffi i l, il,lx:,[:1,,il,;, 

";materials (in sofy hard fornrar
concerned HOD. 

) L r, icr their possession. during the engagement period, to the

h

g) Tax - In case payment of GS I r. r.e c

ofprool ofsuch payment
lLrired, then the same shall be reimbursed on production

) Reportirrg Relati onsh ips )l course of their cngagement, Advisor will employthemselves efficiently, di 1() thc bcst of their abiliry shall devore their wholetime and attention to the i ' c Company and generally carry out work as assignedto them and shall comPll lau'fu I orders and d irections given by the CMDs/Directors/ HoDs. They shall rrrnerrir, diligently and laithfu lly serve the Company and useutmost €ndeavor to promor. \ . jstofthe Company.i) Expiry of Terms of Engagelre,,, ljnless the ad-hoc period of engagement is extendedfurther or terminated earlier br grr rng one-month notice or payment in lieu thereo I theengagentent will come to ar autonlatic end on the expt,)' of the period of engagementstipulated in the offer letter and rro notice will be necessaryj) Joining ,)n appointment _ fh .r)r is rcquired to join within l5 days of the offer ofengagement or in excepl Istances, as approved by the concemed FunctionalDirector In the event offa rr ith in the st ipulated peri od. the offer ofengagementshall stand withdrawn auromatica ll\
k) Prohibition on other Ful I .igetnent Advisor shall not accept any full timeappointntent or post. whetlrt . ,rr or admi nistrative, in any other firm or companyduring tle period ofrheir , rr irh (.lL and its subsidiariesr) V igi lance/Depanrnental The rules of plomotion on the matter ofVigilanc:/Departmental/ S ces shall hoid good in the appointment of Advisors.m) Other Terms ind conditi plicable as per CIL,s policy for availing the services

Clearance-

otr

Sr. level

Terms &
Conditions

of retired CMDV Directors,,

rq

s. etc. as fu ll ti tne/ time Adviso rs.



The Application Ironns can be downloaded from cll's website 1yy11.coalindia. in under the caption

"Career with ClL"

on gnt Dr rs,ci I rr coalindia.in

nt should suPer scribe "APPlication for the Post of Advisor(Sectl.) Chairman

Cutoff date for etigibilitv is ?9 107 12025

lnterestedcandidatesfulfiIlingtheabovecriteriamaysubmittheirdetails/informationinthe
Aoolication Formar 1appendeJ"u.to,, I along with following (self-attested) documents:

l. Proof of age (Matriculation Cenillcate)

2. Superannuation/Rctirement noticc'

3. O{fice order/official So.ur.nv..rtin.ation from the respective company/organization

regarding retirem.n, "oL., 
druiriiy puyrn.nt, r"tiral dues and Retirement related documents

+. CJrtificates of Educational qualification'

5. Details of Work Experience & Promotion'

6. Certif'rcate ol scale of PaY

Thesedocumentsalongwithdulytillc<linapplicationformatshouldreachtheofficeofGeneral
Manager(HR-EE). CIL, Coai Bh";;' Action Area lA' Newtown' Rajarhat' Kolkata' Pin-700156'

wesl Bengal latest by zsm)z[iiw o3:00pM by Registered Post/ Speed Post or through Email

The applica
Secretariat,

of
ClL" on the envclop e. In case of APPlication through Ema il "Ap lication

Sectl. Chairman Sec retariat CIL" should be ment ioned in the subject.
for the

o o

Following imPo
App lications received via email

nant points mal also bc noted
/post after 2910712025,03:00PM in the office of

General Manager (IIR-EE) ('11.. Coal Bhawan' Action Area lA, Newtown, Rajarhat'

Kolkata. will not be considered and the company w itl not be responsible for any postal

delay/loss in transit in submission on application within specified tlme.

CIL reserves the right to change the number of \racancle s and cance1/ restricVmodifY/ alter
1I,

lv,

the engagement Process or advertisement not iflcation, if required, without rssurng an,v

further notice or assigning an1' reason thereof. Any modifi cations/ amendments, if anY, in

this notil'rcation rvill bc givcn in CIL website on

iii. AII conesPondence with the candidates shall bc made as Per his address/email' given in

the application. [lowev er, important information will also be available at CIL' s websile.

VRS optees will not be

CIL reserves the right to
considered.
sho(list candidates for Personal Talk for the selection of the Post

of Advisor(Sectl )Chairman Sectt" CIL. No f.A will be Paid to any candidate for

Iy

appearing in Personal talk'

lY. 01
-y'r-)

lRajesh V Nairl .
c-drqdtrs.tffi' wT-Ffdffie{FHD

General Manager (HR'EE)

Coal lndia Limited



Distribution:

l) Dir(HR)rDir(BD)/Di(Fin)/t)ir(Mktg)/Dir(Tech), 
CrL, Kolkara2) CVO, ClL, Kolkata

3) Directo( HR), WCL/ECL/(.(,L /MCLn\rCLlBCCL/SECL
4) Directo(DCRD). CMpDII Rane hi - - -" -' l

)) ED(Coordinarion). CIL, Kolkara6) GM(SYSIEM/ HOD(SVSICM II,N('LIECL/SECL/CCL/BCCL/WCL/MCL/CMPDIL-
with a request for uoloading ttr" ,orification Ir',i.iiri.r*,ire website.7) GM (Svsrem), crl.'Kolkara- 

",,r' u ,.qr.ri'tr;ilJ:l CIL officiar websire.8) General Manager(EE)/ HOI)IFl r_ 
'- -r'vss url

^. ICLECI_/SECL/CCL/BC( L/w(,r./wcL/MCL/cMpDrL9) GM_(MinyTS to Dir(Techr. t II Kolkara
l0) HOD(CC,pR). CIL, kolkara
I l)Sr. Manager(HR)/ TS ro Drn HR r (.tL Kolkatal2) Manager(Secrelarial) to DiKolkata r(Tech)iDir(HR)/Dir(Fin)/Dir(Mktg.)/Dir(BD), 

CIL,



AJPI.rcSrloN FqByAJ

For Advisor (Secrctarial). Chairman Secretariat. CIL

l. Name ( in block letter):

2. Employee No.:

3. Father's Name:

,1. Present address tbr communication:

5. Contact No. a) Telephone:
b) Mobile:

E-mail ID:

Permanent Address:

8. Caste (Gen/ SC/ST/OBC):

9. Date of B irth:

10. Date of Superannuation with Superannuation Notice No.:

I l. Educational Qualification:

Photo

6

7

SI.

No.
Examination Passed

(E.e I 0'h/ l2'h /Graduation/PC/ etc.)

Board/
University

Year of
Passing

Percentage of
Marks

12. Work Experience:
(A) Minimum l0 years in a se0retarial position in a large public sector or govemment

undertaking
(YES / NO)

Period of
work

Nature of work

Iirom

Details ol Posting
(Designatiorr. Place of
posting)

SNo Name of the
Company with

details

(B) If Yes. details thereof:

I

I

\I

I

lro

\_I

I



Name ol
Organisation/ Deptt.
from where the
executive has retired

Last
Helc

Post Grade Basic Pay
with Grade
Pay {where
applicabte) 

I

Discip I tne Period ol
last post
held

Remark

13. Detail oflast employment betbre superannuatioll:

14. Special Achieverrent (if any.l:

l5' Details of any Vigirance/Departmentar/Sat'err,/court case /porice case (if pending):

I 6. Any Other lnformation relevant to the post:

Declaration

l, ..=.-=---_ (Name). hereby certily that the details fumished by me in point no.I to point I 6 are true to rhe best of m\ tinn.n teage IrA U"if"f. 
-

Signature of the Candidate with date

List of Enclosures:


