
mm~/Government of India 

~~~/Department of Atomic Energy 

lP?IIH'l ~/Administration Section 

sl./No.3/3/2012mTT/Admn./ ~o.,_ 4\ \t( 

~/CIRCULAR 

3lOI~ifm 'l:[cf,'l/AnushaktiBhavan, 

~- fu. ::r. -i:wi"tC.S.M. Marg 

1i"fi/Mumbai-400 001. 

fciq,:r ~ +1fil<Ui'i<l, 1io!I -q- f.l;;ft mVcf @A: ob;~- 9300-34800 +n ~A'~- 4800/-1 

~lR<fiT~I 

Sub Selection to the post of Private Secretary (Pay Band PB-2 of Rs.9300-
34800 + Grade pay Rs.4800/-) in DAE Secretariat. Mumbai. 

<T31rcf *1fi:!ql(11.l ~~~~- 9300-34800 +itsctR~. 48001- ~AA~· c1>11G"cfilft:fu;i:if<lil 
~ ffl cfi1Zf ( si~*l) cl> 3lm;f '!ITT cl>~ ffl 3111.llf"'l<'l q>R ct>T f.:!ut<I" ~pp:rr ~ I 

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 u ~der Departmental 
Examination Quota (DEQ) in DAE Secretariat. 

<T31rcf *1fi:lqlMl.l!Wfil *1fi:lqlMl.l ~~;;rt ~l.lfmi:fi *1~11.li:fi f.:it1f~f@a Mcf~,W~t-a:fcr;:rn
~;;;-A"~ 'lT:f t : 

Personal Assistants working in DAE Secretariat/Branch Secretariat who fulfil the conditions 
specified below are eligible for consideration: 

(ii) ~ ~ ~- 9300-34800 + its~~- 42001- c1> its~ f.:i'-lf•rn ~crr c1> 3Tio cl-it i:& <Ii< 

¥ ~l.lfmi:fi *1~11.li:fi I 

Personal Assistants in the Pay Band of Rs.9300-34800 + Grade Pay of 
Rs.4200/- with eight years of regular service in the grade. 

(iii) 1'.!T;@T cl>~ cl>~~ ~ ~ ~ cl> cl-it i:& q)R ~ ~:f f.:!ut<l" ffi ~ l]1JRT 

cfil q>R cfil "<'1lm9 01 an@ 2016 "ITT1TI I 

The eligibility criteria for deciding the required number of years of service will be 
reckoned as on 1st April, 2016. 

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 : 

cfi. "l:lf;f 3A-t°Jt;c;fH1 cfiT 7 ~ ~ <n1 100 ~ "llffi ~ <n1 amffiajtr ffl -d\ut cfiBT 

3-\lcf!?<lcfi t ~ f11c4ctfOI cf;~ 35 ~ cfiT ~ Wl"! ~ I ~ffenq ffl ~ ~ 

cit !.llflf+PI cfiffflm 3-lf.rcw:ttl 

a. The eligible candidates are required to qualify in a stenography test of 100 words 
per minute of 7 minutes duration to be transcribed in 35 minu;:es. Knowledge of 
word processing is compulsory while taking the stenography test. 

"©:. ;;rr a1-1-t11;c11~ 3-11~§11\ti m -dtut c!im t ~ 1 oo 3'fcl;1 <n1 ~ ~ <n1 cf~ m ~ otcr,:rr 

"ITT11T I 

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 hours. 

Tf. ;;rr 31-1-t
0

l<;cfl{ c1*4-1g • ~ ~ t ~ ~ 1""\RIB ~ ~fu ~ * ~ 
~llftticfi ~ ~ 34WQct m tj\- 3-\ lc\!?<lcfi °t I m dl-l-t

0

l<;cf Rl <n1 ~R-~ <RIB~ 
ct'!<{'iSffl~~4ftticfi~~mH~~~ I 

c. The candidates who appear for objective test are also required to appear for 
personal interview before a duly constituted Departmental Promotion Committee. 
The marks scored in the objective test and personal interview will be taken into 
account for empanelment of the candidates. 

Syllabus for objective test : 

cfi. cfil41M4 ~ ~ ,!i,tl{l.q ~. 'l'lTffl * ~ cfiT ffl ~3-11, mf.:r, RT3TI, ffl 
f-1tj,1&, ~ l-\eMi©I ~. fficfi~ 3-\fl.WT~~ 3-\1,i0t;l"cf"ffi ~ifct rcmq~ 
~~cfiT flll-\1.4.l ffl ~~~~~-;:ieftm'l)] 

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)]. 

@. ~ ~-WW'!~~~~~ ~cfi1~4'f ct WTo-'f ~ mm~ cfiT ffl, 

~~lf'lcfi ~ ctcfi..flcf,') cfil\1'1<1,1 ITTj;<llnrctT ~ tJ,;fflRPlFRT, ~ 31M'l<Jl'r 1963 (4V-lT 

~ 1967) ~~f.:r<m. 1976 (<lV,lT~. 1987), WW'!~3'~ 1962, 
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~ cf>T ~ ~. 2005. m.ft 1WITrcrnH ft®<R, rnr ft;ifora ~ \.lcfirillro ~ 

'"WIT'll ~ rcfcfiRr' I 

b. Security Instructions, Knowledge of Organisation and Activitie,s of DAE and its 
various units, Merit Promotion Scheme for promotion of Scientific and Technical 
Personnel, Official Language Act, 1963 (amended as of 1 967) and Official 
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" 

"IT. i:wi-f.:r<ll-flof(vll ~ 3li,ll<ll'I c.tftml-fTlt. ~. W-rrc.f>"T .fill-fl'<l Wff, cm, cf1Rit~. 
~ cfil*1<ll"l'1, 'qffifci) <!ITT \.lfof.:ry;ftli, 4c;i9.J,fa. mrr~ ~ "!"RT ~r f.:i<Aoi.:i. mIT f.:rcffer 
~fufcwrmrr (cfir~!lt;Or ~ mi:r. 1979. '!'1Flli'<fi 1fu.:mcf>TW1',cf>Tf.:r:«R~o1m 

W:fl) cf;f ffl 

c. 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]. 

el. ~ f.:i<ll-ffof('J\ [<!Toll ~ • .fi{cfi1{1 mrr it w:n:r m tJr *4*"-401 ~ w:nur 'T:f, cf1R it 
~. l:!1'ru. mrr cf;f ~. o1m mrr. sii-41<11"1..:r ~ .fi<ifi"'-1 3Ticm:IT ~ ~ f.:i<ll-fror(vllJ, 

~ fufcwr mrr ~ f.:i<ll-flof(vll, 1972. ~ fufcwr mrr cw <!Tm,~ f.:i<1l-f1or(vll. 

1988, ~ mIT (filf<hffil <lofT) f..J<ll-f lof('Ji 1944/ftlQi:lQ.fi "<lFiRT cf>Tffl I 

d. Knowledge of Supplementary Rules [Travelling Allowance, Medic:al 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. 

s ~ fufcwr mrr ~ r.:r<ll-flof('J\ 1972 ~ ~ fufcwr mrr cm, cf;f aj{1-?ncfi.i:01> 

f.:i<1l-fr<4('Ji, 1981 ~ ;,t WR "<lFiRT, ~ ".'(1fu;m cf>T w:ilrr ~ f.:r<p:ilofffi, 1978, fc@ 

~ c.tft ~. +!ll-fl'<l ~ f+4l-ffq('JI, 2005-f<l:/16\il: 3lful-ff cl) ~ it, +!ll-fl'<l ~ 

m f..J<ll-flq(vll 1960 /~ ~ m f..J<ll-ffof('J
0

! ('lWJ{) 1962, cl)~ fufcwr mIT 
(3W'lT<IT W:flJ f.:r<ll-ffq(vll 1965. ~ mm ~ (JITTROT) f.cr<l,1-(lq<A~ 1964. ~~<l 

~ ~ (q•ffifi{Ut, f.cr,:j,iu1 Q"cf .3{$;rJ kl4J.itc'lc>YI 1965 cfiT ~ I 

e. 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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4. 'ITT" ~<l~<i<h flt',l<l<h 3l'lo'IT ~ tP-1" ~ ,;r:i;r (imt ~ ~ ~-~ (~Tmvl). 

~flruq\l'l<l, ~<hT~31 ?:rn: 2016cfq;Jm<l"~<h<~ I 
~ ~ 

Eligible Personal Assistants may submit their applications in the prescribed form (copy 
enclosed) to the Section Officer (Admn.), DAE Secretariat Mumbai latest by 31'1May 2016. 

~/Encl: ~ ,;r:i;r/Application form. 

\~~_,;.\lo 
('),. tft. lffi. :®1

~~\\>~lai ) 

.3f<R" mmf/Under Secretary ~TRr.f/Admn.) 

1. ~ flruq\l'l<l, ~ ~ ~m flruqll'l<l, ~ ~<);-~ <hi<l'll'l<l All Offices and Sections in 
~ 

DAE Secretariat Mumbai & Branch Secretariat, New Delhi. 

2. ~~Notice Boards 



~: ............. 2016cfi~"ff.3/3/2012-mTT. cfi!~:; 

Enclosure to Circular bearing No.3/3/2012-Adm./S.,f~dated 11CIO~ 1, 2016. 

mft~ (clwf fa°~. 9300-34800 + ~clwf ~. 4800) cl;-q;;: ID!;~ 
A11pJkati_Q!l_furJlle 11ost ofl'RIYATE s__EC8-ETARY (Pay Band Rs.'ll00-34800 + Grade Pay of Rs.4800) 

-;:ni:r~ 

1. ~>imm~tmcfil~~ 

2. 

3. 

Name in BLOCK letters 

Please indicate Smt./ Kum/ Shri) 

+ 
Pay Band +Grade Pay 

c!<lT ~ 

~Wfil flfi:ltji(1ll, -;,t~~ 
Whether posted in DAE Secretariat, 

Mumbai or DAE Branch Secretariat, 

New Delhi. 

4. c!<lT 

5. 

6. 

7. 

Details of post held in the Department 

of Atomic Energy right from initial 

appointment including the present post. 

~ m"1T Details of departmental 

examination passed, if any. 

Any other information 

~/Place: 

~/Date: 

~."ff. 

S.No. 

/Date 

~ cfi~/Signature of the applicant: 

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


