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Sub : Selection to the post of Private Secretary (Pay Band PB-2 of Rs.9300-
34800 + Grade pay Rs.4800/-) in DAE Secretariat, Mumbai.
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It has been decided to conduct Examination for the post of ‘Private Secretary’ in the pay
band of Rs.9300-34800 + Grade Pay Rs.4800/- to fill up the vacancies under Departmental
Examination Quota (DEQ) in DAE Secretariat.
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Personal Assistants working in DAE Secretariat/Branch Secretariat who fulfil the conditions
specified below are eligible for consideration:
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Personal Assistants in the Pay Band of Rs.9300-34800 + Grade Pay of
Rs.4200/- with eight years of regular service in the grade.
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The eligibility criteria for deciding the required number of years of service will be
reckoned as on 1st April, 2016.
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Broken periods of service and periods of service during which the post was held
on ad-hoc basis will not count for eligibility.
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Method of selection :
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a. The eligible candidates are required to qualify in a stenography test of 100 words
pet minute of 7 minutes duration to be transcribed in 35 minues. Knowledge of
word processing is compulsory while taking the stenography test.
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b. The candidates who qualify in the stenography test are required to appear for an
objective test for 100 marks, to be answered in one and a half houwrs.
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c.  The candidates who appear for objective test are also required to appear for
personal interview before a duly constituted Departmental Promction Committee.
The marks scored in the objective test and personal interview will be taken into
account for empanelment of the candidates.
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a. Knowledge of Office Procedure and Parliamentary Procedure, Constitution of India
[General Knowledge of the Constitution with special reference to the Chapters on
Articles relating to Services, Property, Contracts, Finance, Comptroller and Auditor
General, Public Service Commission (procedural details will be excluded)].
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. Security instructions, Knowledge of Organisation and Activities of DAE and its
various units, Merit Promotion Scheme for promotion of Scientific and Technical
Personnel, Official Language Act, 1963 (amended as of 1967) and Offtcial

Language Rules, 1976 (amended as on 1987), Atomic Energy Act, 1962, Right to
Information Act, 2005, and questions from the book titled “Atoms and Development”
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Knowledge of Fundamental Rules [Extent of application, Definitions, General
Conditions of Service, Pay, Additions to pay, Combination of Appointment,
Deputation out of India, Dismissal, Removal and Suspension, Retirement, CCS
(Joining Time) Rules, 1979, Fixation of pay of Re-employed Pensioners and Foreign
Service].
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. Knowledge of Supplementary Rules [Travelling Allowance, Medical Certificate of
fitness on first entry into Government Service, Additions to Pay, Fees, Records of
Service, Foreign Service, Delegations, and Rules relating to Government
Residences], CCS (Leave) Rules, 1972, CCS (LTC) Rules, 1988, CS (MA) Rules,
1944/CHS Scheme.
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Knowledge of CCS (Pension) Rules, 1972, including CCS (Commutation of
Pension) Rules, 1981 and New Pension Scheme, Exercise of Financial Powers
(DAE) Rules 1978, Role of Member for Finance, General Financial Rules 2005 with
particular reference to advances, GPF Rules 1960/CPF Rules (Inda) 1962, CCS
(Temporary Service) Rules 1965, CCS (Conduct) Rules 1964, CCS (CCA) Rules
1965.
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Eligible Personal Assistants may submit their applications in the prescribed form (copy
enclosed) to the Section Officer (Admn.), DAE Secretariat Mumbai latest by 31% May 2016.

F@I=/Encl. 3MASH Tad/Application form.

Hax gRIGAUnder Secretary (TITG=/Admn.)

1. uzfa afarera, Ha3 ik arar afamey, 3§ foedr & a3l e Al Offices and Sections in

DAE Secretariat Mumbai & Branch Secretariat, New Delhi.

2. afe" 912 Notice Boards
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Application for the post of PRIVATE SECRETARY (Pay Band Rs. 9300-34800 + Gradle Pay of Rs.480()
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L. | (o shee/early/sht o 3e )
Name in BLOCK letters

Please indicate Smt./ Kum/ Shri)

2. | AT + TS A

Pay Band +Grade Pay
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3. | Whether posted in DAE Secretariat,
Mumbai or DAE Branch Secretariat,
New Delhi.

4, | FQrAA STC S S
T % & Whether SC or ST

FH. RECiel R iF/Date

5 | =EE 9% Wied
Details of post held in the Department
of Atomic Energy right from initial —_—

appointment including the present post.
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6. | TS IS fvmTRy Riem Siol 61 & af
ITET FTAT Details of departmental
examination passed, if any.
7. | B 3 AERT
Any other information
TH/Place:
femis/Date TEEH o FEI/Signature of the applicant:

e T W A ST R R o eredt et argivy e @ fear o

Note  Furnishing of wrong information or suppression of information will disqualify the candidate.



