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e) Organize meetings of the Governing Body, Steering Council, Executive Committee, and

other committees, including preparation of agenda papers and minutes.

f) Maintain confidential records, documents, and correspondence of the Director

General's office.

g) Monitor important assignments and follow up on action points with various verticals.

h) Assist in protocol arrangements for dignitaries, delegates, and official visitors.

i) Maintain office records, filing systems, and digital documentation.

j) Perform any other duties assigned by the Director General from time to time.

Remuneration 

The selected Executive Assistant shall be engaged on a consolidated monthly remuneration as 
per the NTPC Policy for Engagement of Retired Executives, as adopted by the Power 
Foundation of India from time to time, including other admissible terms and conditions. 

General Terms and Conditions of Staff Consultants: 

a) Normal working hours would be 9.30 AM to 6.00 PM (05 days week) including half an 

hour lunch break. The personnel may be called on Saturdays/ Sundays and other 

gazetted holidays, and required to be present beyond normal working hours in case of 

exigencies

b) In addition to holidays notified by Central Government, the Staff Consultant shall be 

entitled for eighteen (18) days leave in a calendar year (January to December) which 

shall be credited in advance, on quarterly basis, as under. The intervening 

Saturdays/Sundays /holidays, if any, shall not be cou·n ted as leave. Un-utilised leave 

shall not be carried forward to the next calendar year and is not encashable. Leave 

of any other nature is not admissible

(i) 1 st Quarter: (January to March)-05 days 

(ii) 2nd Quarter: (April to June) -05 days 

(iii) 3rd Quarter: (July to September)-05 days 

(iv) 4th Quarter: (October to December)-03 days 

c) The Staff Consultant shall not be entitled to any professional fees for the period of
absence beyond the entitled leave of 18 days as above. Any availed leave during a
calendar year shall not be carried forward to the next calendar year or qualify for
encashment.
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