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g3 CIRCULAR

fawy: fFas weraF (a7 Agew & d9a-6) & ug & v ol &g
fsmafiar arées wdam)

Departmental qualifying examination for selection to the post of
Personal Assistant (Level-6 in pay matrix)

a3ty wiRErey, gasg/mar sy, 78 el # dafFas v & gg w RygFa g

Sub :

3eafiiat & aaer & fow sl s ol a8 7 Irfaa & # geaE g1 ot e &
3TER, AT hr At AR § -

Departmental qualifying examination for selection of candidates for appointment to

the post of Personal Assistant in the DAE Secretariat, Mumbai / DAE Branch Secretariat,
New Delhi is proposed to be held at Mumbai. As per Recruitment Rules, the eligibility
conditions are as follows:

(i)

(ii)

(iii)

(iv)

(v)

I 3T SHHT TuTH sHhisdl H eI 31/03/2023 & da Ay A dgew 4 # 2
a¥ S e Far gt e arer /R smyfafs;

Stenographers in Level4 in pay matrix with 2 years of regular service as on
31/03/2023 in DAE or its constituent units.

T i Heew sHEal H GaATF 31/03/2023 Fr daw 6 7 1 a¥ it Fafara dar @ ==t
arer Jmefafds.

Stenographers in Level-6 of pay matrix with 1 year of regular service as on
31/03/2023 in constituent units of DAE.

mm/emm@mﬁmmﬁﬁmﬁwﬁmeﬁ
Imeferfte (TATEY rea)

Stenographers (with MACP) in Level-6 of pay matrix in DAE Secretariat / Branch
Secretariat and constituent units of DAE.

I % AYEE & ¥ H AT HaT @ K I QU e & IR H AT a9 g o
FI Sy aE 31/03/2023 g9

The eligibility criteria for deciding the required number of years of service will be
reckoned as on 31/03/2023.

ISTa T FHRSAT H FY 1S Jar W & o g seem|

Service in DAE Units alone will be taken into consideration.



vi)  Ef3a Bar 3 v ae 3nuR W e gerafer s urEar & fore A7 e seem)

Broken periods of service and periods of service during which the post was held on
ad-hoc basis will not count for eligibility.

2. 3ol 81 g 99 % A$/Standard of Passing and Selection:

I% 9, uw fofla oliem 3R 36 a1 @9 arelr v myfafy odew & e W
g faf@a ot & 50-50 3w & aF wReA-uF ght | TR & TodhA Hovd gl i
gl # 0T g F fov, 3lER @ YdF WATT H gead 45% e 3R Fo
fAemT 50% wred #er gieTl quild, qHRa Sfd/seRa Seenial/feear(dssegsiE)
& S et yAw geaT H FgHaH 35% 3 AR Fol AT 40% IHF Tred FW
¥ o ffRa uler F vt ot fFe s

The selection will be based on a written examination followed by a stenography test.
The written examination will consist of two papers carrying 50 marks each. The syllabus for
the examination is enclosed. To qualify in the written examination, a candidate should
secure a minimum of 45% marks in each paper and 50% marks in aggregate. However,

SC/ST/Divyang (PwBD) Candidates who secure a minimum 35% marks in each paper and
40% marks in aggregate will be declared as passed in the written examination.

3. 40% ar 3uW HfOF Remeierar arer feaier srafdat # fuaeger sfages aew G
e | rfafera, €ffe arft sk saor srfera Sofr & Reair sefieart #i axgferss yR &
SrRat arell G{IeTT # daa hr 3rgAfer & STt

Divyang candidates with 40% and more disability will be given compensatory time as per
rules. Further Divyang candidates belonging to Visually Impaired and Hearing-Impaired
Categories will be allowed to appear for the examination having objective type pattern of
questions.

4, fAf@a qfew & réar uied Fa F a, ATt Fr 3 sryar Fl 7 7 e fr
rafer fr 120 req wfar fAete $r myfAR gl et wwh gl s 3Rsh & focdawor &
T 45 AsTe &1 AT BT e srefe By forcaaor & e uve ue o1 ga77 foer Sreem|

After qualifying in the written examination, the candidates will be required to pass in a
Stenography test in English of 120 w.p.m. of 7 minutes duration to be transcribed in 45
minutes or in Hindi of 120 w.p.m. of 7 minutes duration to be transcribed in one hour.
Qualified candidates in the written examination and Stenography test will be empanelled by
a Departmental promotion Committee subject to rules in this regard.

5. g «re fFan st B gl g7 oden Had & aw & srafdiat & fow o el 3, auify
frgfea Faa 93fa aRamwem, da8 s amar aRamea, 7§ R F gef sefae ot azfy
wfearer, Hag/rar afared, 78 e # g 7gor Fa 1 Pufa # 7¢1 §, 3¢ fAf@a adan
F Yo i ST ALY &1 9 AT & AT dRaraT-1l 3 39St 3r2rar ffEr A 3av ot & fashed
BT | SHPT Il et Y9I & HafOd Fred & Far e &1 il a2ags-| (e 33sh)
¥ had Y U9 97 oGt F1 307 G 7 f&ar S aehr |

It may be noted that though the examination is also open to candidates outside
Mumbai, the appointment will be made in DAE Secretariat, Mumbai / DAE Branch
Secretariat, New Delhi only. Therefore, those who will not be in a position to take up the
post in DAE Secretariat, Mumbai / Branch Secretariat, New Delhi need not appear for the
written examination. The eligible candidates will have the option to answer either in English
or Hindi in Paper-Il if they desire so. An indication to this is to be made in the application

form against the relevant column. However, in Paper-l (General English), only Essay and
Letter writing can be answered in Hindi.



6. ﬂl E HAGHY Chance for improvement:

St 3FAeER fewiw 20/09/2019 #r I ff@a afer & dar wroa w9 &
AR el aF deeey w6 fre o § 3 Rl odew F wiffe @ it smavgwar
g g AR 3 IRy ofer & wffw @ sEER we fRar Seem greifR e
I3t g A, 9ge Hr weEest F guR aw & fow 3 A & @ afew & e
T AT 1§ geaATEt F afAe @ aepAfa & sl @@ ofewm F v @
afRe g ¥ 1% vfage NPT s 7, TR FsA F R @ & § 78
ofieT 3R adAe & & 5 qfew F W A F N o 3w 3F N 37w W RAR@a e
& 3! @ 0T e F AT AR R sreem)

The candidates who have qualified in the written examination held on 20/09/2019,
but have not yet been empanelled are exempted from written examination, a chance will be
given to appear for the stenography test. However, these candidates will be allowed to take
up the written examination again if they desire, either in individual paper or in all papers to
improve their chances of selection. In order to ensure that the subsequent appearance in
the written examination does not result in an adverse situation, the marks whichever is
higher i.e. either at the earlier appearance or of the present appearance will be taken into
consideration for computing the written examination marks.

I A frar ST R S ot seiear ge e weadEt 3 g 35 § ot 3R g
/379 Y €T F FET I@T Seen 3R AT 9ET & et A AT I AT 3% SGRT AT
e 3 9o e uX & frem fmar sre |

It may be noted that failed candidates who re-appear in exempted papers will not
retain the exemption/marks and the marks scored by them in the current examination will
only be taken into consideration for computing the written examination marks.

7. fofEa gfew iR Al oder #v smaeer seger, 2023 & fRar s owwar g
&1 e i ARy / Farer / W i e a1g # & e |

The written examination and stenography test will be held tentatively in the month of
October, 2023. The date/venue/time of the examination will be intimated later.

8. ol ol & forw el qeaes i srpafar g g

No books will be allowed for the written examination.

9. 3T Fr qfeT T 7 St weATET F AT qeT F IR g F FH G FA 15 Ree
gl 3UTEY T@AT 89| 3 T8I 3 THRY &Y 39T ugare 9 o @y

Candidates should be present in the examination hall at least 15 minutes before the
commencement of the examination for both the papers. They should also present their
Identity card to the Officer-in-charge of the examination.

10. 7 oRas @it ar Jreaf¥t & carer A arar Se 3R et & Soa & gTgh cAfFadl ¥
fruifa wow (9fe Ferwer) 3 ured 3mdes 97 Hafta TRTE/FUIGeT AT & AT W, 3T
TG, (), TAT] o s, P e, o.Rra. A, H9$-400 001 F 30w &
e 08/09/2023 T 3N FX BT ATE| IRFd aRW & &g & T MG Tar W faw
TET fomar STwe|



This circular may be brought to the notice of all eligible candidates and applications
in the prescribed form (copy attached) received from those desirous of appearing the
examination my please be forwarded to the Deputy Secretary (Administration), Department
of Atomic Energy, Anushakti Bhavan, C.S.M. Marg, Mumbai — 400 001 latest by 08/09/2023

through administration/establishment section concerned. Applications received after

the above date will not be entertained.
%‘“ Vog. €23
{1 . Manoj M. Jagasia)

I Ffed(VRIT) Dy.Secretary(Admin)

Heldah Encl: 31dgsT 95 Application form.

gfafef Copy to:

1. oz & welr Gees sHEal & garaE e

All Administrative Heads of Constituent Units of DAE.
2. 3y ufRg, v oaraEr gfREe, 78 oo

US, DAE Branch Secretariat, New Delhi.

3. u3fy wftarer, Hes & weft o 3mfAfe ador & Areaa @
All eligible Stenographers in DAE Secretariat, Mumbai / Branch Secretariat, New Delhi through
DARPAN.

5 waw, MewamEd a3a- 93 i s WARTT F ATENS e F T & qY
Head, CSID, DAE - with a request to kindly upload the Circular on DAE website.



Hae FIATET 39AT 8
For Office Use only
#.9. Roll No

FzZ Centre

AT FT ATETH (3T / 7N
Medium of Writing (English / Hindi)

RfFas gerRrT daa Afeaw A dae - 6 F ag g
iy st faferd gden 39 e 7

Application for departmental qualifying written examination for the post of
PERSONAL ASSISTANT Level-6 in pay matrix

I3t AiRETed, HEs A e v A wita gg difamad@ :08/09/2023
Last date for receipt of application in DAE Secretariat, Mumbai : 08/09/2023

$IT-H/PART-A (3Tage &aRT T SITW/To be completed by the applicant)

ATH FIST IERT F (FoAT AAA/F /A F7 30T F)
1.|Name in BLOCK letters (Please indicate Smt./ Kum.
/ Shri)

9eTH UF ad+ AfesFd &1 aaa i sael

Designation and existing level of pay matrix.

3. |FTgEX HEA/HHATNT 15 HEAT C.C./E.C. Number

| SeTS T ATH UG gaT
Name of the unit and its address

o g snfa/segiRe serenfa/ 3w Resr a9
> | & § A Ieo@ A
Indicate whether belonging to SC or ST or OBC

Fa1 A (feeegdd) § 2
6. Whether Diyang(PwBD)?
Iy &f, ar geftra Aol & Ieaw W

If yes, mention the relevant category

7. GAT] St faemeT 7 et 9e Afgd IR fgfada & e aei #r fawor
Details of post held in the Department of Atomic Energy right from initial appointment
including the present post.

F.9. qeaTH Ja= Aferw & {ar &r Efer
S.No. Designation T Period of Service
Level in pay & From % To
Matrix




8. |71 vATANY yere @ i &2 IR & =

AgFw & ag TR Owd AT yera @ =i §
Whether MACP has been granted? If yes, Level in
pay matrix in which MACP has been granted.

S |¥ar wge Ao 7. fr T wdar #& 3ol
g § @) IR &, @ olem @ ReRor iR
Igfef ofier & gl A wEEr wwa Wl
Whether qualified in written examination of PA
held earlier (Yes/No). If yes, furnish the details of

exams and no. of attempts of stenography test
already availed.

10. | Aregs #°7 3o FoEe HAEH WA (A 3
3rrar ) #7367 & Y 5TPF §)

Indicate the medium in which the applicant

desires to answer the papers (viz. ENGLISH or
HINDI)

11. |3 3/ SRR Any other information

T Place:
fe=Tis Date : HTAEH &1 gTABIT Signature of the applicant

Al TEd g & rvar guer e o s B sy R & e sireem

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




PART :B

IMagw ¥ Wl Tafas/Furgen AnEl # dgaae AfNFR @Rt et v graniia
LI E o

(To be completed and signed by the Officer dealing with administrative/Establishment
matters concerning the applicant)

& a1 Neg & Fa ;N TG W T

Ao foRar rar & TR

The service records in respect of have

been verified and it is certified that:

1. 3MEEH @R & T GO AT NAlS & AN T ¢

The information furnished by the candidate is correct as per office records.

2. Jdeeh aRuT & Ui wde F Soa Hr arvar & deer F weir erat B o war B
The applicant satisfies all the conditions regarding eligibility to appear for the
examination of PA as stipulated in the circular.

3. 3TagE T ST HeATIe1/SiTer FEIAT (SHAT T3] 8Y) Y17 &Y 71 &

Caste verification/Caste validity (as applicable) of applicant is completed.

Signature:

Name & Designation:

JarH To

39 Afaa(9Ard=) Deputy Secretary(Admin)

9IATI] it 48T Department of Atomic Energy

JoprfEa #7ae, &. R 7. AT Anushakti Bhavan, CSM Marg,

HE Mumbai - 400 001.



Revised syllabus for Personal Assistant (Level - 6 of Pay Matrix)

Passing Criteria: -

General Category — 45% in each paper and 50 % in aggregate
SC/ST Category — 35% in each paper and 40% in aggregate

Exemption criteria for each paper -
General Category — 60% or more;
SC/ST category — 55% or more

PAPER - | Without books

(Marks — 50 marks)
Time — One and half hour (1 % hour)

PAPER - II Without books
(Marks — 50 marks)

Time - One and half hour (1 % hour)

Candidates who qualify in Paper-1 & Il are required fo take a
stenography test

Stenography Test
(Marks — 200 marks)

Percentage of mistakes allowed:
General Category — 10%
SCIST category — 15%

Minimum marks to be achieved after
deducting one mark per mistake
General — 116 marks

SCIST category — 74 marks

English -

1) English grammar, Composition and their power to
write correct English

2) Essay writing

3) Precis writing

4) Drafting

5) Correct use of words, idioms and prepositions,
direct and indirect speech, etc.

6) Official Language Acts & Rules

7) Domain knowledge of Information technology

1) Manual of Office Procedure

2) Domain Knowledge of DAE & AEC activities

3) 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))

4) Security Instructions

5) Personnel Management - Organizational Behaviour
¢ Communication Skills
o Conflict Resolutions
e Emotional Intelligence

Candidates who. qualify in Paper-l & Il are required to take a
stenography test of 120 w.p.m. of 7 minutes duration to be
transcribed in 45 minutes. Transcription of the passage will have fo
be done by Word Processing on PC.
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