Annexure- |
APPLICATION FORM

Application for the Post of — Advisor - Secretarial A.‘fflx Passport
. . - Size Photo Duly
(Please read the instructions carefully before filing the Form) Signed
1 Name in Full:
2 Date of Birth: Age as on
01.09.2025
Address for Correspondence:
3 [Pincode :
Telephone No:
Mobile No.:
4 Permanent Address:
5 | Telephone No./ Mobile No.:
6 E-mail Id:
1. QUALIFICATIONS (Starting from SSC)
Sl. No Qual Branch University/ Board Year of
B ) Passing
1
2
3
4
5
6

(If any additional information regarding qualification please attached separate sheet.)
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2. DETAILS OF EXPERIENCE: (Starting from Present Position)

Name of the

Organization From To

Designation (date) (date)

Sl.
No.

Total
experience
(years,
months,
days)

Employer
Whether
Private/

Govt./PSU

4

5

Note - Please attach a separate sheet narrating the details of jobs and responsibilities

handled.

3. TOTAL EXPERIENCE:

Years

Months

Total Experience

4. PAY SCALE/GROSS PAY:

Pay Scale:

Gross Pay Per Month: Rs:

Gross Pay Per Annum: Rs

Last Designation Held at the time
of Superannuation:

5.

Have you ever been convicted by any court of law or any
disciplinary proceeding / enquiry is pending against you or
any penalty has been imposed upon you? If yes, give
details.

YES/NO

6.

Have you ever faced any extradition / deportation
proceedings? If yes, give details

YES/NO
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7. JOINING TIME:

How soon can you join if offered
appointment

8. Detalls of certificates Attached:

a) Proof of Date of Birth (X Std. Certificate) Yes/No
b) Education Qualification Certificates Yes/No
¢) Service certificate issued at Superannuation Yes/No
d) Last Salary Slip Yes/No
e) Joining/Release Orders to Indicate Plant Posting Yes/No
f) Any other relevant certificates Yes/No

| state that all the information given above is true and correct. In case any of the details given
above turns out to be false | will make myself liable to lose the candidature.

Date: Signature of the Candidate

Place:
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INSTRUCTIONS

. Affix passport size photo duly signed.

. Fill the form in capital letters only.

. Give true, complete and correct information in the application form. In case the
information is found to be false or incorrect, the candidate will not be

considered for interview/appointment if made will be cancelled.

Enclose attested copies of certificates / documents in support of information
given in the application regarding age, work experience.

. IMPORTANT

(@) Ensure in your own interest that you fulfill the eligibility criteria.

(b) In support of experience you are required to attach service certificate,
appointment letter, relieving letter, etc.

*kkkkkk*
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Rashtriya Chemicals and Fertilizers Limited

(A Government of India Undertaking)
Administrative Building, Chembur, Mumbai- 400 074

Advertisement No.:01092025

& 'V L' /LNy
;‘ﬁ ‘ ng INDIA
Rashtriya Chemicals and Fertlllzers L|m|ted (RCF Ltd) is a Ieadmg profit making “Navratna company in the business of
manufacturing and marketing of Fertilizers and Industrial Chemicals having revenues from operation of around Rs.16933.64
crores. The Manufacturing units are in Maharashtra(at Thal - Dist. Raigad and at Trombay - Chembur, Mumbai) with National
Level Marketing Network. Company provides excellent career growth opportunities.

The Company invites applications for the Post of Advisor (For Ex-Employees of RCF):-

Name Of The Post&
Discipline

Eligibility Criteria as on 01.09.2025

a. Applicant must be a Graduate in any discipline
b. Working knowledge of Shorthand and Microsoft Office (Word, Excel, PowerPoint etc.)
c. Applicant must have superannuated from the position of minimum Manager- Secretarial
and above in RCF.
d. Minimum 10 years of total experience of having worked as Secretary to Senior Level
Executives (Chairman/ Directors/Executive Directors)
Advisor - Secretarial e. Applicant age shall be below 65 years while applying for the post of Advisor.
(No.of post-1) Superannuated employee shall be engaged as an Advisor maximum up to the age of
65 years.
f. Skills desirable:
Ability to take decisions, Ability to monitor, coordinate various activities with senior level
officers, Excellent written and verbal communication skills, Time-management skKills,
Organization skills, Ability to multitask, Interpersonal skills, Well-versed in Etiquettes. Maintain
professionalism and strict confidentiality with all materials is a must.

“RCF strives to have a workforce which reflects gender balance and women candidates are encouraged to apply.” 4




Rashtriya Chemicals and Fertilizers Limited

(A Government of India Undertaking)
Administrative Building, Chembur, Mumbai- 400 074

) DATE OF RECKONING ELIGIBILITY CRITERIA.
The cut-off date for determining eligibility criteria shall be 01.09.2025.

1) NATURE OF JOB :
The post of Advisor - Secretarial is to perform Jobs as described in roles and responsibilities.

The Roles and responsibilities of Advisor shall include following but not limited to:

a. Manage schedule, draft, review and send communications /emails, organize and prepare for meetings, including
gathering requisite documents and attending to meetings, drafting Minutes of Meetings etc.

b. Answer and respond to phone calls, communicate messages and information, prioritize meetings, emails, other
company matters and respond appropriately etc.

c. Coordinate travel arrangements including accommodations, transportation and meals (Domestic & International).

d. Provide administrative and office support, such as typing, dictation, spreadsheet creation, faxing, and maintenance
of filing system, records and documents including office equipment.

e. Handling social media accounts of the company viz. Twitter, Instagram, Facebook etc.
f. Plan of action for addressing the concerns
g. Any other job entrusted.

1) REMUNERATION AND OTHER BENEFITS

Remuneration - Lump sum remuneration of 80% of last drawn Basic Pay + DA.

b. If staying in RCF Township, s/he will be allowed to retain Township accommodation for maximum periodof one
month from the last day of the contract and charged ALF, water charges and electricity charges etc. as per
company’s rules. In such case s/he will be paid lump sum remuneration of 70% of last drawnBasic+ DA.

c. In case s/he is posted at a location where company quarters are not available, but bachelor guest house
accommodation is available, the same shall be provided to him free of charge.

d. Tax implication, if any, on account of accommodation in township and other perquisites shall be borne by
him/her. The payment shall be subject to TDS.

e. Casual leave will get accrued @ 1 day per month and can be availed accordingly. S/he will also be eligiblefor RCF

Holidays.

o

“RCF strives to have a workforce which reflects gender balance and women candidates are encouraged to apply.”



Rashtriya Chemicals and Fertilizers Limited

(A Government of India Undertaking)
Administrative Building, Chembur, Mumbai- 400 074
S/he will not be eligible for any other benefits like PF, Gratuity, Earned Leave, Medical Leave, PRP etc.

g. S/he will be entitled for facilities such as medical, TA/DA, Sports Club etc. as applicable to her/ his last regular
employment in RCF.

=h

h. Her/his appointment can be terminated by giving one month’s notice from either side.
i. The GST, if applicable will be paid by RCF under the Reverse Charge Mechanism (RCM) and Input Tax Credit
will be availed by RCF.

j.  Appointment will not entail in any way for establishing the relationship of employer and employee.
K. The appointment shall be for a period of six months. Initially which maybe further extended for the period of
maximum 6 months at a time, based on requirement and performance during the earlier appointment period.

V) SELECTION PROCESS & PERSONAL INTERVIEW
a. The selection process is through Personal Interview.

b. Candidates will have to submit their application through email to the email id - advisor@rcfltd.com. The subject of
the email send should be “Post applied for - Advisor - Secretarial”.

c. Candidates fulfilling minimum Qualification criteria will be shortlisted for personal interview.

d. The Personal Interview may be conducted through Personal Interview/Video Conferencing/ Online Mode.

V) FINAL SELECTION:
Personal Interview Criteria:

Sr. No. Criteria Marks
i Personality & Communication Skills 15
ii Subject knowledge 50
iii Nature of experience 20
iv General Awareness/Knowledge of Computer/Additional Qualification 15
Total 100

“RCF strives to have a workforce which reflects gender balance and women candidates are encouraged to apply.”
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Rashtriya Chemicals and Fertilizers Limited

(A Government of India Undertaking)
Administrative Building, Chembur, Mumbai- 400 074

Candidates are required to qualify in the Personal Interview with minimum average of 50% marks in interview.

Vi) HOW TO APPLY
1. Candidates are required to apply by sending duly filled application form providing details regarding age, date of

birth,work experience etc. through email only. The format of application form is attached at Annexure - |

2. Candidates are required to attach the application form and scanned copies of the documents in support of age,

date of birth, work experience, service certificate issued by RCF at the time of superannuation etc.

3. Applications will be accepted only through Email. Physical form of application will not be accepted.

VI)  GENERAL INSTRUCTIONS

a. Applicants are advised to go through the advertisement carefully and ascertain their eligibility before submitting
their applications.

b. Minimum eligibility criteria and mere possession of the same by the candidate does not entitle him/her for
participating in the selection process. RCF Ltd’s decision regarding eligibility & shortlisting of applications shall be
final & binding and no queries or correspondence shall be entertained in this regard.

c. Details once submitted in application form will be final and request for any change including change in
correspondence address/email address/mobile number will not be entertained.

d. Candidates should possess a valid email ID. No change in the email ID will be allowed once submitted. All
information/communication regarding participating in the selection process shall be provided through email to

the applicant.

e. Only short listed candidates who are prima facie found eligible based on the information submitted through their

“RCF strives to have a workforce which reflects gender balance and women candidates are encouraged to apply.”



Rashtriya Chemicals and Fertilizers Limited

(A Government of India Undertaking)
Administrative Building, Chembur, Mumbai- 400 074
application form will be called for participating in the selection process and will be intimated through electronic

mode for the personal interview and RCF will not be responsible for any delay or non-delivery of such intimation.

f. Mere admission to the selection process does not imply that Company (RCF Ltd) is satisfied about candidate’s
eligibility. The candidates should ensure that the details mentioned in the application form are correct and are in
conformity with the eligibility criteria for the post applied for.

g. Further, RCF Ltd reserves the right to cancel/restrict/enlarge/modify the appointment/selection process of
advertised posts without any further notice or assigning any reasons whatsoever, if need so arises.

h. Any corrigendum/addendum/errata in respect of this advertisement shall be displayed only on RCF Ltd’s website
www.rcfltd.com under the head “HR-RECRUITMENT". Hence prospective applicants are advised to visit RCF Ltd
website regularly for latest update with regard to this advertisement.

i. Court of jurisdiction for any dispute pertaining to any issue arising out of this appointment process will be at
Mumbai only to the exclusion of all other Courts.

j. Decision of RCF in all matters relating to appointment will be final and binding on the candidate. No
correspondence or personal enquiries shall be entertained by the RCF in this behalf.

k. Canvassing in any form at any stage shall be considered a disqualification for employment in the Company.
. Applications will be accepted only through Email.

m. Physical form of application will not be accepted.

n. Applications sent to any other e-mail id will be rejected.

o. The last date and time of receiving applications is 08.09.2025 at 17.00 hours.

Encl.: -
Annexure | - Application Form

“RCF strives to have a workforce which reflects gender balance and women candidates are encouraged to apply.”
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