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Garhwal Mandal Vikas Nigam Ltd.,

(A Govt. of Uttarakhand Undertaking)

74/1, Rajpur Road, Dehradun
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Application format

To,

The Managing Director, 

Garhwal Mandal Vikas Nigam Limited

(An Undertaking of Govt. of Uttarakhand)
74/1, Rajpur Road,
Dehradun, Uttarakhand
Dear Sir,


Please find enclosed my application for the post of ________________________ on prescribed format downloaded from your web site “gmvnl.com”. I have read all the instructions carefully and I accept to abide with the job scope for which I am applying. All the information given by me is true. Any false information given by me is liable to termination and expulsion of my duties.
(Signature)

Name _________________

Date___________________

Important  Instructions:
Please answer each question clearly and completely.  This is a word document so please print with laser printer. Your applications should reach this office by surface mail or by hand latest by 20th April 2010. 

You can edit the document but the broad view of the document should  not be changed. Read carefully and follow all directions. 

Please read the scope of work carefully, and applying for a particular post. Multiple applications for multiple jobs can also be submitted.
Before submitting the applications please fill the checklist and be sure that you submit all the documents.
Job description of various managerial vacancies at GMVN Ltd.
1. job scope- chief audit officer

the selected candidate will be responsible for the following:

· proper functioning of audit system

· all work related with company’s income tax

· conducting internal and tax/vat audit

· handling and management of all taxation related cases

· management and administration of the overall accounting system

· to ensure coordination between internal and statutory/tax audit

· to ensure that proper coordination and support is provided to C&AG and annual AG audit

· to update the accounting and audit system according to the recent changes in the policy and law

· preparation and finalization of balance sheets

· completion of arrears of accounts for pending years

· ensure implementation of newly introduced computer applications of hrms and accounting and salary pacakage in coming 4 months of all employees.

· any other duty or responsibility allotted by the senior officials/ management from time to time

Posting: At Corporate office of GMVN Ltd. at Dehra Dun
2. job scope- manager agriculture & horticulture marketing produce

the selected candidate will be responsible for the following:

· marketing, sales and promotion of herbs, horticulture PRODUCTS AND local food products of garhwal region.

· executing effective promotional initiatives and thereby enhance the business volumes, field promotions, activity management.

· work along with sales team for brand building.

· exploring new agro based products produced in the garhwal region

· implementation system of purchase of flowers and other horticulture products and get them marketed in niche market areas 

· develop products for the organization and management strategies for marketing horticulture products in the region. 

· should liaison with district magistrate and chief development officer from time to time. 

· any other duty or responsibility allotted by the senior officials/ management from time to time

note# this job involves a lot of travelling and meeting with the farmers and market vendors at various locations.
Posting: Anywhere in garhwal region of Uttarakhand
3. job scope- dy. general manager operational tourism

 the selected candidate will be responsible for the following:

· effective management of all tourist rest houses of gmvn 

· promotion and management of adventure tourism section of gmvn, covering following areas:

· bird watching

· paragliding

· water sports

· trekking

· snow skiing

· mountaineering

· panchkarama-yoga and meditation:

development and management of new concept introduced by the gmvn, where all kind of massage therapies and yoga is done under one roof.

· promotion, development and management of char dham yatra, tours and package tours.

· should liaison with various travel and tour operators across the country and international operators and get business for the organisation.

· develop various tourism related products and management strategies for the organisation. 

· any other duty or responsibility allotted by the senior officials/ management from time to time
note # this job involves a lot of travelling and meeting with the field staff.
Posting: Anywhere in garhwal region of Uttarakhand
4. job scope- dy. general manager tourism (administration)

 the selected candidate will be responsible for the following
the nature of job is the virtual management of operational activities with some field work.

· scheduling, booking and track route preparation for the transport fleet-buses, ac coaches and taxies and management there of

· online reservation for

· ltc- leave travel concession

· package tours

· stock and supply chain management of liquor bars at tourist rest houses

· responsible for human resource management of tourism personnel already employed in the organization.

· overall personnel management system for the tourism sector.

· develop various tourism related products and management strategies for the organisation. 

· tourism development in garhwal region.

· any other duty or responsibility allotted by the senior officials/ management from time to time

Posting: Anywhere in garhwal region of Uttarakhand
5. job scope- accounts officer
 the selected candidate will be responsible for the following:
· responsible for maintenance and administration of accounting system of gmvn

· preparation and projection of estimated monthly budget

· maintenance of accounts and records as per company procedures and applicable rules and regulations of various statutes.

· maintenance of cash flows and monthly progress report

· ensuring reconciliation of bank statements of various bankers of gmvn

· any other duty or responsibility allotted by the senior officials/ management from time to time.
Posting: Anywhere in garhwal region of Uttarakhand
6. job scope- chief manager/regional manager

 the selected candidate will be responsible for the following:
· supervision of managers working at different tourist rest houses

· keeping track of monthly sales per tourist rest house

· supervision of regular maintenance checks in all the rest houses

· random inspection of various tourist rest houses from time to time

· preparation of monthly reports

· mis management

· performance appraisal of staff working at various tourist rest houses

· making regular visits and auditing of rest house registers and customer feedback forms, to ensure a comfortable and pleasant  stay at tourist rest houses

· any other duty or responsibility allotted by the senior officials/ management from time to time

note# This job involves a lot of travelling and meeting with the field staff.
Posting: Anywhere in garhwal region of Uttarakhand

7. job scope- manager operational ropeways

 the selected candidate will be responsible for the following
· regular maintenance and repair of ropeway

· sales and service management for passengers

· resolving staff issues at ropeway site

· keeping track of monthly business of ropeway.

· preparation of monthly reports to ensure optimum utilization of the ropeway

· to increase the income generation from ropeway

· any other duty or responsibility allotted by the senior officials/ management from time to time.
Duty Station : Auli

Posting: Anywhere in garhwal region of Uttarakhand
PART- I

JOB/ VACANCY INFO

	S.No
	Designation
	Pay scale
	Vacant posts
	Minimum Essential qualification,  experience etc.
	Desirable qualifications, experience etc.

	1.
	Chief Audit Officer
	10325-15850         Revised pay scale     15600-39100

+ Grade pay

6600/-
	01
	CA / ICWA
	MBA (Finance), regular course from reputed institute like IIM, IRMA, MANAGE etc. Knowledge of MS office, Tally etc.

Experience of finalization of Balance Sheet, handling taxation and Audit work etc. of an organization having turnover of more than Rs. 10 Crore p.a., or member of reputed CA firm.

	2
	Dy. General Manager Operational Tourism
	On Contractual basis for one year at  consolidated pay of Rs. 37000/- p.m. (inclusive of Employers’ Contribution towards EPF) The contract period can be further extended on satisfactory performance at the pay scale of Rs. 15600- 39100 + Grade Pay of Rs. 6600/- on the sole discretion of the appointing authority.
	01
	Graduate, Degree/ Diploma in Travel trade/ Tourism Trade with minimum 5 years experience in Tourism field.
	Regular course in MBA (Tourism) or Masters in Tourism Management or Masters in Tourism Administration or 3 years Degree in Hotel Management alongwith PG Degree / Diploma in Tourism Management from reputed institute.

Knowledge of MS office etc.

3 years experience as supervisory Manager in any of the Four Star or above Hotels and 2 years experience in any of the IITA / PATA recognized Travel Agencies.

	3.
	Manager, Agriculture & Horticulture Marketing Produce
	On Contractual basis for one year at  consolidated pay of Rs. 37000/- p.m. (inclusive of Employers’ Contribution towards EPF) The contract period can be further extended on satisfactory performance at the pay scale of Rs. 15600- 39100 + Grade Pay of Rs. 6600/- on the sole discretion of the appointing authority.
	01
	B.Sc (Agriculture), Degree/ Diploma in Agriculture Horticulture and 5 years experience in the same field.
	Regular course of M.Sc (Agriculture / Horticulture) or MBA or PGABM from IIM, IRMA, MANAGE etc.

Experience at managerial level in marketing field and Knowledge of MS office etc. will be preferred.

	4.
	Dy. General Manager Tourism (Administration)
	On Contractual basis for one year at  consolidated pay of Rs. 37000/- p.m. (inclusive of Employers’ Contribution towards EPF). The contract period can be further extended on satisfactory performance at the pay scale of Rs. 15600- 39100 + Grade Pay of Rs. 6600/- on the sole discretion of the appointing authority.
	01
	Graduate Degree/ Diploma in Travel trade / Tourism Trade with minimum 5 years experience in Tourism & Personnel Administration
	Regular course in MBA (Tourism) or Masters in Tourism Management or Masters in Tourism Administration or 3 years Degree in Hotel Management along with PG Degree / Diploma in Tourism Management from reputed institute.

Knowledge of MS office etc.

3 years experience as supervisory Manager in any of the Four Star or above Hotels and 2 years experience in any of the IITA / PATA recognized Travel Agencies.

	5.
	Chief Manager/ Regional Manager
	On Contractual basis for one year at  consolidated pay of Rs. 34500/- p.m. (inclusive of Employers Contribution towards EPF) The contract period can be further extended on satisfactory performance at the pay scale of Rs. 15600- 39100 + Grade Pay of Rs. 5400/- on the sole discretion of the appointing authority.
	03 General (including one women), 
01 S.C.


	Graduate, Degree / Diploma in Travel Trade/ Tourism Trade & 5 Years experience in Tourism Field.


	Regular course in MBA (Tourism) or Masters in Tourism Management / Hotel Management or Masters in Tourism Administration or 3 years Degree in Hotel Management alongwith PG Degree / Diploma in Tourism Management from reputed institute.

Knowledge of MS office etc.

3 years experience as supervisory Manager in any of the Four Star or above Hotels and 2 years experience in any of the IITA / PATA recognized Travel Agencies.

	6.
	Accounts Officer
	8000-13500 Revised pay scale      15600-39100

+ Grade pay

5400/-
	01
	Commerce graduate, Chartered Accountant (Inter) / ICWA (Inter) & 5 years experience in accounts
	Regular Course in MBA (Finance) from a reputed institute.

Knowledge of Tally, MS ACCESS & MS Office and other prevailing Accounting Packages.

5 years working experience in Tourism / Hotel Management related PSUs / Government Department.

	7.
	Manager Operational Ropeways


	8000-13500 Revised pay scale      15600-39100

+ Grade pay

5400/-
	01
	B.E. in Electrical/ Mechanical/Electronic and 5 years experience.
	Experience in operational & commercial management of passenger ropeways and chair lift projects in any Govt./Public sector undertaking company.


PART- II
PERSONAL INFO

1) APPLICANT’S NAME: 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


 (IN BLOCK LETTERS) (Leave one space blank between two parts of your name.)

2) FATHER’S NAME:

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


3) MOTHER’S NAME:

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


4) DATE OF BIRTH:

	Date
	
	
	Month
	
	
	Year 
	
	
	
	


5) GENDER:  


MALE: 


FEMALE:             

6) CATEGORY: 

GENERAL:                        
SCHEDULED CASTE:

7) MARITAL STATUS:

MARRIED:  


UNMARRIED: 

8) NO. OF CHILDREN:

I have gone through the scope of work and minimum essential and desirable qualifications page mentioned in the prescribed application form and I accept to abide with the job scope f.r which I am applying
Name:

Date:                                                                                                                          (Signature)

PART – III
CONTACT INFO

9) CORRESPONDENCE ADDRESS:

	ADDRESS 1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	ADDRESS 1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CITY
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	STATE
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	PIN
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


10)  PERMANENT ADDRESS:

	ADDRESS 1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	ADDRESS 1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CITY
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	STATE
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	PIN
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


11) EMAIL ID: 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


12)  PHONE NO.

	STD
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


OFFICE:     

	
	
	
	
	
	
	
	
	
	
	

	STD
	
	
	
	


RESIDENCE:     

	
	
	
	
	
	
	
	
	
	


MOBILE



	STD
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


13) FAX NO.       

Name:

Date:                                                                                                                               (Signature)

PART – IV
QUALIFICATION INFO

14)  EDUCATIONAL QUALIFICATION

	EDUCATION
	YEAR OF PASSING
	SUBJECTS
	DIV.
	% OF MARKS
	SPECIALISATION

	HIGH SCHOOL
	
	
	
	
	

	INTER MEDIATE
	
	
	
	
	

	GRADUATION
	
	
	
	
	

	POST GRADUATION
	
	
	
	
	


15)  PROFESSIONAL QUALIFICATION

	EDUCATION
	YEAR OF PASSING
	SUBJECTS
	% OF MARKS
	SPECIALISATION
	REMRKS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


(More rows can be added if necessary)
Name:

Date:                                                                                                                               (Signature)

PART – V

JOB RELATED INFO

16)  COMMUNICATION SKILLS      

	 

Knowledge of languages list mother-tongue first
	READ
	WRITE
	SPEAK

	
	Slight
	Exce- llent
	Good
	Fair
	Slight
	Exce- llent
	Good
	Fair
	Slight
	Exce- llent
	Good
	Fair

	Hindi
	
	
	
	
	
	
	
	
	
	
	
	

	English
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


17)  COMPUTER SKILLS     
	APPLICATIONS
	EXCELLENT
	GOOD
	FAIR
	SLIGHT

	OFFICE APPLICATIONS LIKE M/S OFFICE/ OPEN OFFICE/ ANY OTHER SUIT
	
	
	
	

	TALLY/ ACCOUNTING PACKAGE
	
	
	
	

	ANY COMPUTER LANGUAGE

(Pl. Specify)  ……………………………… ………………………………
	
	
	
	

	ANY OTHER 
PACKAGE (Pl. Specify)  
	
	
	
	

	Presentation skills
	
	
	
	


18)  SPECIAL SKILS OR TALENTS IN TOURISM/ HOSPITALITY

       (MENTION IN MAXIMUM 100 WORDS AND TYPE IN M.S. WORD
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Name:

Date:                                                                                                                               (Signature)

EMPLOYMENT RECORD 
(PLEASE MENTION SINCE COMPLETION OF PROFESSIONAL QUALIFICATION)

	SL
	NAME OF THE
EMPLOYER


	POST HELD
	PERIOD SINCE
	JOB PROFILE
	GROSS PAY DRAWN
	REASON FOR SWITCH OVER

	
	
	
	FROM
	TO
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


(YOU CAN ADD THE ROWS AS PER CONVENIENCE

19) LEGAL CONVICTIONS            YES                    NO            
IF YES, PLEASE EXPLAIN ______________________________________________ _______________________________________________________________________

20)  NAME OF THE PROFESSIONAL REFEREES
1- _____________________________________

2- _____________________________________

Professional/ academic reference form

Instructions to Applicants

Applicants who apply for the post will be required to submit two references – one academic and professional reference each or two professional referees. Professional referee should be your current or past employer or an individual who has known you in a professional capacity. Please ask your referee(s) to complete this form in support of your application. Please note that your application will not be processed further until both references have been received at the office of GMVN.

To be completed by the Applicant

Name _______________________________________________________________________

Name of the Job for which application is being made _____________________________

(Please mention the programme name)

Signature_____________________________ Date: _____________________________

Instructions to Referees

The above applicant is applying for the Garhwal Mandal Vikas Nigam ltd, the Uttarakhand government owned company with experience in Tourism and allied activities. In order to improve our tourism sector as a whole we are aiming at future leaders, opinion formers and decision-makers. We would appreciate your feedback on the applicant’s candidature. Please complete this form and return it to the applicant with your signature in a sealed envelope. You do not need to attach any additional reference on your headed paper and this form signed by you will suffice us. However, should you wish to provide any additional details, you may attach an extra sheet. We would appreciate if you could substantiate your comments with examples. We would like to thank you in anticipation for providing this reference.

Referee’s Report – To be completed by the Referee

1. How long have you known the applicant? ____________________________________

a) No. of years: _____________________________________________________

b) In what capacity: _________________________________________________

Please tick (() the appropriate boxes for questions 2-5

2. How would you rate the applicant as compared to his/her peers?

        Outstanding
        Very good
     Good
        Average
               Below


         Top 5%

        Top 20%
  Top 40%


             Average

3. Please rate the applicant on the following attributes:

	
	Outstanding

Top 5%
	Very Good

Top 20%
	Good

Top 40%
	Average
	Below Average

	Intellectual capabilities
	
	
	
	
	

	Motivation
	
	
	
	
	

	Analytical skills
	
	
	
	
	

	Communication skills
	
	
	
	
	


4. Please rate the applicant’s management skills:

	
	Outstanding

Top 5%
	Very Good

Top 20%
	Good

Top 40%
	Average
	Below Average

	Problem solving ability
	
	
	
	
	

	Leadership qualities
	
	
	
	
	

	Team management skills
	
	
	
	
	


5. Where would you place him/her in your organisation in the next 5 years?


    Top Management
            Senior Management  
      Middle Management

And why? 



6. The Garhwal Mandal Vikas Nigam is looking at future leaders, decision-makers and opinion-formers. In this context, do you feel that the applicant is likely to be a high-flier, a future leader in his/her field of specialisation  or is likely to contribute to the development of the organisation in near future?


7. Based on your interaction(s) with the applicant, please list two key areas of strength and two key areas for improvement. Please give reasons or evidence to support your assessment, wherever possible. 

Areas of strength: 


Areas for improvement:

Referee’s Details – To be completed by the referee

Name of referee: _______________________________________________________________

Post Held/Designation: __________________________________________________________

University/College/Institution/Organisation you represent: ____________________________

Mailing Address: ___________________________________________________________

__________________________________________________________________________

Telephone Number(s): ______________________ E-mail address: ____________________

	Note:     

Please affix the Institution seal in Original.


 Signature: ____________________________ Date: ____________________

Name:

Date:                                                                                                                          (Signature)

PART – VI
APPLICATION FEE INFO

	Name  and address of the issuing Bank
	Name and address of the drawee Bank
	Date of issue
	DD/Bank pay order No.
	Amount (Rs.)

	
	
	
	
	


(Bank demand drafts/Bank Pay Orders may be drawn on any scheduled Bank in favor of “GARHWAL MANDAL VIKAS NIGAM LIMITED” payable at Dehradun, Uttarakhand.   They are to be crossed “A/c Payee Only”

(Fee for the post is Rs.500/- for General candidates and Rs.100/- for SC candidates) Payment by Cash, Cheque, Postal Stamps, Money Order etc. will not be accepted and such applications will be rejected)

Name:

Date:                                                                                                                               (Signature)

Checklist


1. Read the minimum essential and desirable qualification.

2. Read and understood the scope of work and signed the declaration form

3. Attached mandatory certificates as mentioned on 

4. Attached the requisite fee draft/ cheque/ Postal stamp/ money order 

_____________________

In case of any query please contact 

Mr. Krishna Nand Sharma

Company Secretary cum Personnel Manager

Ph: +91-135-2746847, Mob: +91- 9412054479

E.Mail : krishnaacs@gmail.com 

Affix your latest passport size photograph and sign across the same
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