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ANNEXURE-I 

APPICATION FORM 

(PROFORMA) 

 
 

Affix latest 
passport size 
photograph 

 

I. APPLICATION FOR THE POST OF JUNIOR TRANSLATION OFFICER (JTO). 
II. PLACE(S) OF POSTING APPLIED FOR IN ORDER OF PREFERNCE; 

1.________________, 2._______________, 3.______________ 
  

III. DETAILS;  

1. Name of the Official  
 
Male □                                               Female □ 

2. Address  
3. Present Designation  
4. Category 

 SC/ST/OBC/UR 
 

5. Present Office Address and 
Telephone number 

 

6. Age and Date of Birth 

 (in Christian era) 

 

7. Date of entry into service  
8. Mode of Recruitment/Selection/ 

Entry into Govt. Service 

 

9. Date of retirement under 

Central Government rules 
 

10. Education qualifications  
 Qualification details Year of passing   Percentage of mark/Grade 

a)    

b)   

c)   

d)   

e)   

11. Details of Employment in chronological order: 

Office 
/institution 

Post held   Period Revised pay (7th 
CPC) 

Nature of duties 
(attach separate 
sheet if required) from to 

      

       



12. Whether you 
possess any of 
the following  
qualification for 
the post 

Required Qualification Yes/ No If yes, Details 
(with supporting 
documents) 

(1) Masters degree of a recognized 
University in Hindi with English as a 
compulsory or  elective subject or as 
the medium of examination at the 

degree level; or 

  

 Masters degree of a recognized 
University in English with Hindi as a 
compulsory or elective subject or as 
the medium of examination at the 
degree level; or 

  

Masters degree of a recognized 
University in any subject other than 
Hindi or English with Hindi medium 
and English as a compulsory or elective 
subject or as the medium of 
examination at the degree level; or 

  

Masters degree of a recognized 
University in any subject other than 
Hindi or English, with English medium 
and Hindi as a compulsory or elective 
subject or as the medium  of 
examination at the degree level; or 

  

 Masters degree of a recognized 
University in any subject other than 
Hindi or English, with Hindi and English 
as compulsory or elective subjects or 
either of the two as a medium of 
examination and the other as a 
compulsory or elective subject at 
the degree level; and 

  

(2)  Recognized Diploma or Certificate 
course in translation from Hindi to 
English and vice versa or 

  

  Two years experience of translation 
work from Hindi to English and vice 
versa   in the Central or the 
State Government office, including 
Government of India Undertaking. 

  

13. Nature of present employment 
(Adhoc / Temporary/ 
probationer/ permanent) 

 

 a) Whether cadre or ex-cadre 
post 

 

 b) Date of appointment to the 
present post 

 

14. Present basic pay and pay level  



15. In case of present employment is held on deputation basis, please state: 

a) The date of initial 
appointment 

 

b) Period of appointment on 
deputation 

 

c) Name of the present office/ 
organization to which you 
belong 

 

16. Additional information if any 
which you would like to 
mention in support of your 
suitability for the post. 
(Enclose a separate sheet if the 
space is insufficient with 
signature) 

 

16. Complete details of the cadre 
controlling authority / Parent 
Department of the candidate 
including full address and 
telephone number 

 

 
IV.   The information / details provided by me above are correct and true to the best of my knowledge 

and no material facts having a bearing on my selection has been suppressed/ withheld. 

 
 
Place: 
Date: 
         Signature of the candidate 

         Address: 

         Mobile No: 

         Email –ID: 

 

 

 

 

 

 

 

 

 



Annexure-II 

CERTIFICATE TO BE FURNISHED BY THE FORWARDING AUTHORITY / PARENT DEPARTMENT / CADRE 

CONTROLLING AUTHORITY 

 Certified that the information furnished by Shri/Smt./Km.____________________________ 

________________________  in Annexure- I are found to be correct and he/she possesses the requisite  

eligibility and experience mentioned in the vacancy circular. 

 Also certified that: 

(i)  No vigilance case or disciplinary case either pending or being contemplated against 
him/her. 

(ii) The integrity of Shri/Smt./ Km. _____________________________________ is beyond 
doubt. 

(iii) No major/Minor penalties have been imposed on him /her during the last 10 year 
(Alternatively, penalty statement during the last 10 years may be enclosed – Annexure-
III). 

(iv) This department / Organization/office has no objection that in the event of selection, 
the official will be relieved immediately. 

 
Further, Copies of APAR’s for the last 5 year duly attested on each page & Vigilance Certificate is 

enclosed. 

Place: 

Date:       Signature 

 

        Name and Designation of the 

        Authorized Officer 

        Email ID and Phone Number 

        (With office seal) 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ANNEXURE-III 

VIGILANCE / INTERGRITY CERTIFICATE 
 

 It is certificate that no Vigilance/Administrative case is pending of being contemplated and no 

case is pending in any court of law against Shri/Smt./Kum. ________________________. His/ Her 

Integrity is beyond doubt. 

 

 

 

       Signature _________________ 

         (with office seal) 

 

       Designation________________ 

       Dated:_____________ 

 

 

 

CERTIFICATE 

LIST OF PENALTIES IMPOSED DURING THE LAST 10 YEARS 
 

It is certified that no penalty (Major or Minor) has been imposed during the last ten years on 

Shri/Smt./Kum. ________________________________________________________. 

 

2 The following major/minor penalties have been imposed on 
Shri/Smt./Kum.__________________________________________________________ during the 
last 10 years.   

 

 

         Signature _________________ 

         (with office seal) 

 

                                   Designation________________ 

                                    Dated:_____________ 

 

 

 

 

 

 

 

 


