HINDUSTAN PETROLEUM CORPORATION LIMITED
Regd. Office: 17, Jamshedji Tata Road, Mumbai - 400020.

CIN NO: 1L23201MH1952GO100885

SECTION I
ABOUT US

Hindustan Petroleum Corporation Limited (HPCL) is a Maharatna Central Public Sector Enterprise (CPSE) and a S&P
Global Platts Top 250 Global Energy Company with a ranking of 55. HPCL has a strong presence in downstream
hydrocarbon sector of the country with over 18% share in petroleum product marketing and also has business footprints
across other energy verticals & various overseas geographies. During 2019-20, HPCL recorded Profit after Tax (PAT)
of Rs. 2,637 Crore.

HPCL owns and operates refineries at Mumbai & Visakhapatnam with designed capacities of 7.5 Million Metric Tonnes
Per Annum (MMTPA) & 8.3 MMTPA respectively. HPCL also owns the largest Lube Refinery in the country at
Mumbai for producing Lube Oil Base Stock with a capacity of 428 TMTPA. HPCL holds 48.99% equity stake in JV
company, HPCL-Muittal Energy Limited (HMEL) which operates a 11.3 MMTPA capacity refinery at Bathinda (Punjab)
and also has 16.96% equity stake in Mangalore Refinery and Petrochemicals Limited (MRPL) which operates a 15
MMTPA capacity refinery at Mangalore (Karnataka).HPCL has the second largest petroleum product pipeline network
in India with network length of 3,775 km and supplies petroleum products across the country through a vast marketing
network consisting of 68 depots, 43 terminals/TOPs, 50 LPG bottling plants, 43 aviation fuel stations, 6 lube blending
plants, over 16,400 retail outlets, 240 lube distributorships and over 6,110 LPG distributorships.

HPCL invites talented & motivated Indian nationals looking for exciting career opportunities in energy sector and
willing to contribute towards India’s energy future by being part of our growth journey. Interested and eligible
candidates can apply for the following vacancies ONLINE.

SECTION 1
IMPORTANT DATES, JOB DETAILS, SELECTION ETC.

1. Important Dates

| Commencement of online application: 09" September 2020 | Last date of online application: 16™ October 2020

2. Positions, Eligibility Criteria and Vacancy Snapshot

Position Grade Vacancies MaxAge MinExp | PwBD Eligibility
2.1 Officer — Company Secretary A 2 (UR) 30 3 OA.OL.BL

*Abbreviations Used: UR= Unreserved, PwBD= Persons with Benchmark Disabilities, OA= One Arm, OL= One Leg,
BL= Both legs



3. Job & Eligibility Criteria Details
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Job Responsibilities:

Candidates should possess in-depth knowledge and experience in handling the activities of the Corporate

Secretarial department and understanding of the new Companies Act, Listing Regulations etc.

The job responsibilities include:

1. Compliances under Company Law and its Rules and Regulations, various statutes under SEBI Act namely
LODR, SCRA, Insider Trading, etc., DPE guidelines on Corporate Governance and other applicable

Essential Qualification:

1. Associate Membership (ACS) of the Institute of Company Secretaries of India (ICSI) &

2. Full Time Graduate in any discipline with minimum 60% marks (aggregate marks of all semesters/years),
relaxed to 50% (aggregate marks of all semesters/years) for PwBD candidates from AICTE approved / UGC
recognized University/Deemed University.

Additional Qualification in Law (LLB/LLM), MBA Finance, CFA,CA, ICWA and other certifications post
membership qualification by ICSI is preferred.

Experience (As on 09.09.2020)
Minimum 3 years of Post Qualification work experience (after obtaining Associate membership of the ICSI) in a
Company Secretarial set-up of a Listed Public Limited Company

2. Managing formalities for Public Issue/Right Issue/Bonus Issue/Split/Allotment of Shares/ Dividend

Filing of various Forms and Periodical Returns with Ministry of Corporate Affairs (MCA)

Preparation of Notices of Meetings, Agenda Notes and Minutes in connection with Meetings of the Board
and Board Sub committees, etc.

Drafting of Reports like Notice of AGM, Board Report, Annual Return etc.

Coordinating and anchoring meetings of the shareholders, Board and Board Sub committees in accordance
with the Companies Act, SEBI and other applicable Acts.

7. Coordination and handling of Investor Relationship activities such as Transmission, Transfer, IEPF
process, monitoring the activities of R&T Agents, etc

4. EMOLUMENTS

Scale Of | Approx.
Grade Basic Pay CTC
A %60000- 17.87
%180000 lakhs

The CTC mentioned has been calculated at minimum base level of pay grade and
includes Base Pay, Retirement Benefits, Dearness Allowance, HRA and Cafeteria
Allowance. This also includes Performance Related Pay (calculated at maximum)
as per the Corporation’s policy. It may please be noted that the retirement benefits
are admissible upon separation /retirement as per the Corporation policy
prevailing at that time. CTC is for candidates posted in metro cities and may vary
for other locations.

5. ELIGIBILITY CRITERIA
The last date for reckoning age and all other eligibility criteria will be considered as of 09.09.2020

6. PLACEMENT /POSTING
Posting/ Assignment can be in any SBUs/Division/Department of the Corporation at any place in the country and the
services thereafter will be transferable as per the requirement of the Corporation. Selected candidates may also be posted
/ assigned to any of the subsidiaries/Joint Ventures or any department of Government of India in India or abroad.

7. SHORTLISTING AND SELECTION PROCESS

Candidates fulfilling all eligibility criteria based on scrutiny of the application and resume submitted in the online
application, will be considered for further selection process. The multiple stage process may comprise of one or multiple
shortlisting tools like application screening (on eligibility criteria), resume shortlisting (on basis of no of years of work
experience, educational qualification, academic marks etc), Interview etc. In the event of number of applications being




large, the Company will adopt/modify shortlisting criteria to restrict the number of candidates to be called for the
interview.

8. PROBATION
The Selected Officers will be on Probation for 1 year from the Date of Joining. Upon completion of the Probation period,
the officers will be considered for confirmation subject to satisfactory performance during Probation period, complying
with attendance requirements, verification of antecedents, verification of caste status / certificate, experience certificates
etc. wherever applicable.

9. PRE-EMPLOYMENT MEDICAL EXAM

Candidates selected in interview will be referred for pre-employment medical examination. Reference for a medical
examination does not mean final selection. Offer of appointment would be extended subject to being declared as
Medically Fit by HPCL designated Physician and fulfilment of eligibility criteria w.r.t Academic Qualification, Age,
Work Experience, NOC, Caste Certificate, relieving letter from previous employer etc.as may be applicable.

10. CONCESSIONS & RELAXATIONS

a.

A person who wants to avail the benefit of PwBD reservation will have to submit a disability certificate issued by
a Competent Authority as prescribed in RPwBD Act, 2016. Further to this, according to Notification No: 16-
15/2010 DD.111 DT.29/07/2013 by Ministry of Social Justice & Empowerment, list of positions/disciplines in
which PwBD candidates are eligible to apply for this recruitment drive are given against the vacancies.
Appointment in these vacancies will be offered to PwBD candidates after considering the nature of duties &
responsibilities of the job, location, hazard, strain & other factors, also considering that the condition is not likely
to interfere with the performance of duties of the post with reasonable efficiency and without possible deterioration
of his/her health. The final appointment would be based on candidate’s medical fitness with respect to job profile
of the identified post.

Relaxed standards will be applied for PwBD candidates.

If the PwWBD certificate has been issued in a language other than English/Hindi, the candidates will be required to
submit a self-certified translated copy of the same either in English or Hindi.

Maximum age limit is relaxed by 10 years for PwBD (UR)

Maximum age limit is relaxed by 5 years for candidates domiciled in Jammu & Kashmir between 01.01.1980 and
31.12.1989.

Relaxation by 5 years is applicable for Ex-servicemen & Commissioned Officers (including ECOs/ SSCOs) subject
to rendering minimum 5 years’ service in Armed Forces and fulfilment of other conditions prescribed by Govt. of
India.

11. APPLICATION PROCESS

a.
b.
C.

Online Application will be accepted from 1400 hrs on 9™ September 2020 till 1400 hrs on 16" October 2020.
Candidates are requested to read the complete instructions hereunder before proceeding to the application form.
Apply online only on https://www.hindustanpetroleum.com/hpcareers/current openings after reading
detailed advertisement. No other mean / mode of the application shall be accepted.

STEP 1: Read all the instructions given in the advertisement carefully. Candidate should keep scan copy of Passport
size photo (in jpg / jif format less than 50 kb) ready before filling online application form. (Candidates uploading
any image other than their passport size photo will not be shortlisted)

STEP 2: Candidate has to upload resume in prescribed format (in pdf/word format less than 100kb). Prescribed
format of resume is available on career page of HPCL website.

STEP 3: Fill in the online form with all the relevant details. Upload Scan copy of your latest passport size photograph
and resume along with the online application form.

STEP 4: Click Submit. You will get a system generated 12 Digit Application No. Please note that this Application
No. is important and will be required for all future references throughout the selection process. Take Printout of the
Online Application Form and preserve it for future reference.



Applications with incomplete / wrong particulars or not in the prescribed format will not be considered. The email
id and mobile number provided in online application should remain valid for at least one year. Candidates must use
proper e-mail ids created in their names. Applications with pseudo / fake email ids will attract appropriate action
under the law.

All the details given in the online form will be treated as final and no changes will be entertained.

Resume to be uploaded must be in standard format as given on Official website

In the event of non-receipt/submission of complete application from candidates for reasons whatsoever, his / her
candidature will stand cancelled and no further communication on the same will be entertained.

Candidates will be required to submit documentary evidence of eligibility during the course of the
shortlisting/selection process within stipulated time as advised by HPCL.Any mismatch in name, qualification,
other criteria’s of documents from the data given in application form will lead to disqualification at any stage.
Photo to be uploaded must be of passport size standard and uploading of any other image will result in cancellation
of candidature.

SECTION 111

GENERAL INSTRUCTIONS

12. GENERAL INSTRUCTIONS

a.
b.
C.

[S—

Only Indian Nationals are eligible to apply.

The last date for reckoning age and all other eligibility criteria will be considered as of 09/09/2020.

Before applying, candidates should ensure that they fulfil all the essential requirements of the post and other
conditions stipulated in the advertisement. They are advised to satisfy themselves before applying. No enquiry asking
for advice as to eligibility will be entertained.

Candidates will be required to submit documentary evidence of eligibility during the course of the
shortlisting/selection process. Any mismatch in name, qualification, other criteria of documents from the data given
in application form will lead to disqualification at any stage.

Only the degree’s mentioned in the advertisement will be accepted. No equivalent degree’s will be considered.
Candidates must be in possession of all applicable Degree Certificates and mark sheets at the time of application.
Calculation of Percentage: The percentage marks shall be arrived at by dividing the total marks obtained by the
candidate in all the qualifying subjects in all the semester(s)/year(s) by aggregating maximum marks. The fraction
of percentage so arrived will be ignored i.e. 49.99% will be treated as less than 50%.

Wherever CGPA/OGPA or letter grade in a qualifying degree is awarded, equivalent percentage of marks should be
indicated in the application form as per norms adopted by University/Institute. Please also obtain a certificate to this
effect from University / Institute which shall be required at the time of interview.

The date of passing the eligibility examination will be the date appearing on the final semester mark sheet or the date
of final examination mentioned on the provisional certificate. In case the results of a particular examination are
posted on the website of the university or institute then a certificate issued by the appropriate authority of the
university or institute indicating the date on which the result is declared on the website will be considered as the date
of passing the examination.

Mere issue of interview call letter will not imply acceptance of candidature.

Candidates are not required to send printout of application or any other documents in hard copy to HPCL. Admit
Card for Interview Call Letters, etc. will not be sent to candidates in hard copy. Candidates will be required to
download the same from official HPCL website.

In case of Internal candidates, please note that the finally selected candidates will have to resign from the services of
the Corporation and re-join the services as fresh employees on probation. Regarding transfer of leaves, PF,aaaaaaaa
etc., these cases would be treated on par with candidates joining from other PSUs.

Number of vacancies may increase/decrease at the discretion of the Corporation.

The Corporation also reserves the right to cancel / restrict/ curtail/ enlarge the recruitment process and/or the selection
process thereunder without any further notice and without assigning any reasons.

HPCL reserves the right not to fill any of the above posts advertised at any stage of selection.

HPCL will not be responsible for any loss/ non-delivery of email/call letter sent/ any other communication sent, due
to invalid/wrong email id or contact number.

Candidates are advised to submit only one application. In case multiple applications are identified from a candidate,
the latest one shall be considered as final and the older applications shall be rejected without any notice.
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Candidates presently employed in Government Departments / PSU’s / Autonomous Bodies owned by the
Government, should submit their application as per their company policies. They must produce No Objection
Certificate at the time of interview, failing which they will not be allowed to appear for the interview and their
candidature will not be entertained.

All the details given in the submitted online form will be treated as final and no changes will be entertained.
Reimbursement of 3" AC rail fare by the shortest route to interview centre is admissible for outstation candidates
appearing for interview, provided the distance travelled is not less than 30 km. The candidates will be required to fill
in the Travel Allowance (TA) Form as detailed on HPCL website and submit it along with Travel Proof for travel
undertaken. This reimbursement is not applicable to candidates who are already in Central/State Government
Services/PSUs.

Post qualification work experience (after obtaining associate membership of the ICSI) will only be considered as
relevant work experience.

Queries can be emailed at careers@hpcl.in inkeeping the position (Officer - CS) as the subject of the mail.

All the candidates are requested to remain updated at each step of the selection process by visiting our website
www.hindustanpetroleum.com. Candidates may please note that personal calls and/or interaction with any of the
HPCL’s officials during recruitment drive is discouraged, except when absolutely necessary.

Furnishing of wrong/false information will lead to disqualification and HPCL will not be responsible for any
of the consequences of furnishing such wrong/false information. Since all the applications will be screened
without documentary evidence, the candidates must satisfy themselves of the suitability for the position to
which they are applying. If at any stage during the recruitment and selection process, it is found that the
candidates have furnished false or wrong information or is found ineligible with respect to any of the eligibility
parameters, his/her candidature will be rejected. If any of the above discrepancies w.r.t. to eligibility
parameters, furnishing of wrong intimation and or suppressing of any material fact is detected / noticed even
after appointment, his/her services will be liable for termination without any further notice. Canvassing in
any form during any stage of recruitment process will lead to cancellation of candidature.

Court of jurisdiction for any dispute will be at Mumbai.

The general public is hereby informed that all applications are accepted through our online portal only and
is not outsourced by HPCL to any agency/individual. Applicants are advised to beware such fraudulent
agencies.

Any further corrigendum / addendum would be uploaded only on our website www.hindustanpetroleum.com.
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