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~ .fif"ilqlc>lll , ~t~m flf"ilqlc>lll , ~ ~ ar ~llRc1<h flt;lll<h <), ~ q{ fa:IJ..1Rc1 ~ 
.:> .:> .:> 

m-~ <), ~ <), ~ ~ ~ mim ~ ar 311ll~FJ'.tc1 ~ cf;T ~ ~I ~ ~ <), 
.:> 

31oRm', G'l:RIT cf;'i" ~B fa:! c1-a11 ;;rn 1,< ~ :-
.:> .:> 

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) 

~ 3fmrr ~ ~ $cfil$ll~ ar ~ 31/03/2023 cfiT c@a=ftl~cf.fi * ~ 4 * 2 

q11T cf;'i"fa:IJ..1~c1 ~qi)'~~~~ 3m1Qf?lcfi ; 
~ .:> 

Stenographers in Level-4 in pay matrix with 2 years of regular service as on 
31/03/2023 in DAE or its constituent units. 

~ cf;'i" ~ $cfil$ll1 * ~ 31/03/2023 cfiT ~ 6 ar 1 cl1IT cf;'i" fa:IJ..1~c1 ~qi)'~ 
~ 

~ 3IT~ ffi fcl cf, . 

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

(i ii) ~ flfilqlc>lll /~m flf"ilqlc>lll 'C!"ci" ~ cf;'i" ~ $<hl$ll1 * c@a=f tl~ctfl ar ~ 6 ar 

3ITT I Q fq cf, ( Q J.I Q .fi~ 4~ i;rrc:(-1") 
.:> 

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

(iv) GT:lc1T <), ~ <), ~ * ~ ~ ~ <), cl1IT qt ~ <), ~ * fatdn:r ~ ~ dfUraIT 
~ . .:> 

~ cf;'i-~31/03/2023~1 
The eligibil ity criteria for deciding the required number of years of service will be 
reckoned as on 31/03/2023. 

(v) ~ cf;'i-$cfil$ll1 arcf;'i"-W~G""{tf~~~I 

Service in DAE Units alone will be taken into consideration. 
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vi) ~ *'rr ~ 'Qcf ~ 3mITT" q"{ trrft, ~ ~ ~ t' ~ a,'ffe ~ ~I 

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

2. 3nJUT AA !!cf ~ t' ~/Standard of Passing and Selection: 

~ ~.'IJqi' ~ qfrffl ~ ~ ~ M ~ 1Jqi' 3m@fq qfrffl t- 3mITT" q"{ 
~ 

~I ~ qfrffi * 50-50 3fcfl t' cJ ~Crf-tl:T M I qfrffi ~ q1¢~shcH ~ t1 ~ 
qfrffl * ~ M t- ~. 3R=flc;c:1Ft ~ ~ ~Crfq:r * ..-~afr1cH 45% 3fcfl ~ ~ 
~c>11cfi.( so% ~ m M1 ~. 31ojf(Rlc1 ·~rfc~"131oj~c1 ;,icr1;,i1fc!ltR.c~id1(cfls&(>'~lifls1) 

tf;° .51)' 311-<Jtff ~ ~Crfq:r * cr~alcicH 35% 3fcfl ~ ~ fi!lc>llcfi.( 40% 3fcfl ~ m
~, ~ ~ qfrffl *~~~~I 

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% <TI' 3W ~ fclcfic>tidlcil ~ ~ .m-~ ~ ~~cHloj.fil.( c;ifc!19_~cfi ~ ~ 

~I 31fc!l~cfc1, ~ ~ ~ ~ ~ ~ t' R.c~ia1 3chH"lc.cm1 ~ q.f-(1~~6 t;rcf,f.(' t' 
~ 

~crlT ~ qfrffi * ~ *'° ~ a'r ~I 
~ 

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. ~ tR'lm * 3$,T ~ ~ t' ~ . .m-~ ~ ~ 311rcIT ~ * 7 ~ *'° 
~ *'° 120 ~~ i;rfc!I" ~ *'° 3m@fcr tR'Ta;,r ~~~I ~ ~ t' fficzja,to1 t' 

~ 

~45~cfif~~~~~fficzja,ta1 tf;'~'IJqi'titcfif~~~I 

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. ~ ~ ~ .;rJV ~ ~ ~ tJftffl Jji't i);" ~ i);" 311-~ i);" ~aft_~*· ~ 
r.i1~a ~ 'l3fct .fffila1\'14, ~' ~ ~nm .fffila1\'14, ilf ~ 'ii ~I ~ .51)' G'3'fcr 
.finlqlc>I~. ~/~TTm .finlqlc>I~. crl'$" ~ * ~ ~ ~ *" ~ * a,'ffe t. ~ ~ trt'ra;,r 

~ 

R ~ *'° ~ a,ffe t1 ~ .m-~ t' ~ ~Crfq:r-11 * ~ 311rcIT ~ * 3t'R ~ cfiT ~ 

~I~~ ~rnt'~m*fcf;m~tl ~ . ~Crfq:r-1 (:filcHlcr~ ~) 

* ~ ~ 'Qcf q:r ~ cfiT 3t'R ~ ar ~~~I 
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-II if they desire so. An indication to this is to be made in the application 
form against the relevant column. However, in Paper-I (General English), only Essay and 
Letter writing can be answered in Hindi. 

2 



6. wm-~ m Chance for improvement: 

~ 3J-cl-i"le.cffl ~ 20/09/2019 cfi)' 311.Q~~rl ~ Gi'r!ITT Jr ~ ~ ~ ~ 6 .:, 

~ 3m'r c,cfi' ~cric>l~e.~ cri'ffe ~ ~ 6 3°* ~ Gi'r!ITT * ~~ ~ *'" ~~ 
cri'ffe ~ 3ITT' ~ 3m@fq Gi'r!ITT Jr ~~ ~ -m ~ ~ ~I ~ ~ 

.:, 

.m--m.ff ~ 'rlT, ~ *'" ~3,T * ~ 'c>l'lat ~ ~ ~ ~ * ~ Gi'r!ITT * ~ .:, 

'Qcfi" ~ afCl':l" <IT ~ ~;,q,rr Jr ~IITTIB' ~ ~ tr ~I ~ Gi'r!ITT Jr ~ * .:, 

~TITTl'c>I' ~ * ~ l,IQcfic>I ~ ~ cri' 6T, ~ ~ ~ ~ ~ rr:£, * tr 1T$' ~ .:, ~~ 

trt'r!ITT JW cRrnTcri' * tr 1T$' trt'r!ITT ~ 3fcfiT * ~ '3n' 3fr 3f'cfi" ~ M 3cri' qr ~ trt'r!ITT 
~ 3fcfiT *'" 1fUruIT cfR'ar ~ ~ fcfflr{ ~ ~ I 

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. 

~ aTic: ~ ~ fct;- ~ ~ 3J.-cH"le.cll{ ~ i;ircc=r ~;,q,rr * "<ff: w 6 'rlT ~ ~ 
/3f'cf," cfi)' t-<ITa, * cri'ffe '{ID ~ 3W ~ trt'r!ITT ~ 3fcfiT *'" 1fUruIT m ~ ~ c;:_cl'RT ~ 

Gi'r!ITT * i;ircc=r .3f'cfiT qr tr fcfflIT ~ ~ I 
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. ~ Gi'r!ITT 3ITT' 3m@fq Gi'r!ITT cnT ~ ~. 2023 Jr~~~ t1 .:, ~ 

ti Gi'r!ITT *'" fi:tfil" I~ I~*'"~~ Jr tr~ I 
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. ~ qfr!ffi ~ ~ ~ ~ *'" ~ cri'ffe ~ I .:, .:, 

No books will be allowed for the written examination . 

9. .m-~ cfi)' Gi'r!ITT ITT'c>I" Jr ~ ~;,q,rr ~ ~ Gi'r!ITT ~ ~ ~ ~ cfi1:r * cfi1:r 15 ~ 

~~~~I cf Gi'r!ITT ~ ~ cfi)' 3fqaIT ~ q":f 3fr ~I 
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. 

1 o. ~ qftq:r ~ qr,r .m-~ ~ t-<ITa, Jr mm~ JW Gi'r!ITT Jr~~~ c.a Rc1 .a~ * .:, 

~ i;rq:f (i;rfa ~) * ~ ~ q":f ~ ~Tlt{'ai~ ~ ~ RTt,."',Q'1=1' *· 3"Cf 

~ . (~Tltl"cr1') , ~ ~ fmwr, 31UJ~rfcra ~. U:.iw.R a:rraT, ~-400 001 cfi)' Jm)q; * 
Jm)q; 08/09/2023 c,cfi' ~ ~ tzy ~I 3q{~cfc1 ~ ~ ~ ~ ~ ~ G':rr q'{" fcfflR' 

cri'ffe~~I 
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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 . 

.fi<>1aa-1c1, Encl : ~ tl:f Application form. 

<;;1f?tfc;)fq Copy to: 

1. ~ cfi'r ~ ~ $cfil$~1 c):;- ~11t1fa.lcfi m 
~ 

All Administrative Heads of Constituent Units of DAE. 

2. JrcR~. ~~mt1Rlci1<>1~ . ~~ 
US, DAE Branch Secretariat, New Delhi. 

~~-~-~ ~ ~ -~ ~!oj M. Jagasia) 
~ ~ (\.1~11*11) Dy.Secretary(Admin) 

3 · ~ t1 Rl cl I C'I ~ , ~ cfi" ~ tfT:r 3ITT IR>) fq cfi ~ Cli" mt.-m:f "B". 
~ ~ 

All eligible Stenographers in DAE Secretariat, Mumbai/ Branch Secretariat, New Delh i through 
DARPAN. 

5. m , ~~.~-~ cfi'r a~til$c: q"{ qftq:r cfiT 3-Tcrc>ITs ~ c):;- JramtT c):;-~ 
~ ~ 

Head, CSID, DAE -with a request to kindly upload the Circular on DAE website. 
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c):;qc;r cfi I~~ &l ~ ~ 6<f 
.::, 

sfi.'ff. Roll No 

~ Centre 

For Office Use only 

~ cfiT mt--m:r (~ / ~) 
Medium of Writin 

~;qf.t:o4i .ff51;q4, «ra.r~'R~ - 6 ~%~ 

~. ~ qi}aJT ~ 3mrair q;r 
Application for departmental qualifying written examination for the post of . 

PERSONAL ASSISTANT Level-6 in pay matrix 

tf.3ifcitifil cll&i~ . ~* ~G:fcfi'r~6<I ~~ :08/09/2023 
.::, .::, 

Last date for receipt of application in DAE Secretariat, Mumbai : 08/09/2023 

m-T-cfi"/PART-A (~ ~ 3RT ~IT o be completed by the applicant) 

a=rTR ~ 3,affi * (~ ~q;-.1~ cfiT ~ <fit) 
1. Name in BLOCK letters (Please indicate Smt./ Kum. 

/ Shri) 

2. ~ 'Q'cf ~ A~ctti tfiT ~ ~ 
Desiqnation and existinq level of pay matrix. 

3. ~ ~/cfiAillt'I cfiTs ~ C.C./E.C. Number 
" 

4. ~ cfiT a=rTR 'Q'cf qc,T 

Name of the unit and its address 

~ 31 oitl fil c1 ~/31 oitl fil c1 "1o·h5l I kl/ ~ ~ cl'ir 
...:, C"\ ..:, C"\ 

5. c);t~ ~cfit 
Indicate whether belonqinq to SC or ST or OBC 

cFm R.c~ia1(c?ls.s.c>-:q_~M'J) 6? 

6. Whether Diyang(PwBD)? 

~ ~, ~ ~ -'Mr cfiT ~ <fit 
If yes, mention the relevant cateqorv 

7. tRRJUT n fcrnfdT * ~ qc; ~ ~ ~~Rc1 ~ mite, qcJ tfiT ~ 
.::, .::, 

Details of post held in the Department of Atomic Energy right from initial appointment 
including the present post. 

sfi.R ~ ~A~ctfl * ~ cfi'r ~ 
S.No. Designation ~ Period of Service 

Level in pay ~From c'fcl, To 
Matrix 
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8 . cfm Q J-t Q -Bl Yl ~ cfi)- "JT<ft" t? ~ ITT, c=rr <t,;f 

~ "R ~ "fc=R' ~ QJ-t Q -B"'I Yl ~ cfi)- "JT<ft" 6 
Whether MACP has been granted? If yes, Level in 
pay matrix in wh ich MACP has been granted. 

9. cfm ~ 311 :in~ a ~-"ff. cfi)-~ mm * 3"ifruT 
rr t (ITT~)1 ~ ITT, c=rr mm cfiT fcrcR"uT }ITT" 

3-m@rq- mm ~ ~ cfi)- ~ ~ <R'I 
..:, ..:, 

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. d-tlt-<ral cfiT ~ ~ ~ ~~ (alTJ-t"ci": ~ 

W-lcIT ttcft) cfiT 3'i'R ~ qi)-~ t ) 
..:, 

Indicate the medium in which the applicant 
desires to answer the papers (viz. ENGLISH or 
HINDI) 

11. ~ ~ ;:;!la=!ciil~ Any other information 

~Place: 

~Date : ~ ifiT ~ Signature of the applicant 

me : '1J1i@' ~ ~ JfltqT ~ fu9Jil: 9'I 3JErtff ~ ~ cfmI ~ b ;;m!71TI 
Note : Furnishing of wrong information or suppression of information will disqualify the 

candidate. 
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PART :B 

~ ~ ~ ~11,t,1fi1cfi/.ftiiq;;11 ~ ~ a&ilcm>l ~ ~ 3R.t Vcf ~ 

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

____________ c);- 00 ~ *'" ~ *'" ~ <'fm ~ 

QJ-t1f6'k1 ~ ~ 6 fcli" 
The service records in respect of _________________ ,have 

been verified and it is certified that: 

1. ~~a'!'~ ~ cf>lll'li>lll ~ c);-~ ~ 61 
' ' .:, .:, 

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

2. ~~*~man * w *'" GT:rc,T c);- ~*~~Rn' cfiT ~ ~ 61 
The applicant satisfies all the conditions regarding eligibility to appear for the 

examination of PA as stipulated in the circular. 

3. ~ ct>T ~ tk./.11 qo1ta1Tc1 ~(~~ITT) ~ ITT 7fllT 61 
Caste verification/Caste validity (as applicable) of applicant is completed. 

oo*To 

31:f ~(~Trna:r) Deputy Secretary(Admin) 

tRJ,TUT 3"5IT fcnlm Department of Atomic Energy 
.:, 

Signature: 

Name & Designation: 

3-lUJ~rfctc:r 3rcfoi", U:. fw. R J-IToT Anushakti Bhavan, CSM Marg , 

~ Mumbai - 400 001 . 
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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 - I 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) 

English- 1) Manual of Office Procedure 
1) English grammar, Composition and their power to 2) Domain Knowledge of DAE & AEC activities 

Constitution of India [(General knowledge of the 
Constitution with special reference to the Chapters 

write correct English 3) 
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 

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 
• Conflict Resolutions 
• Emotional Intelligence 

Candidates who qualify in Paper-I & II are required to take a 
stenography test 

Stenography Test 
(Marks - 200 marks) 

Percentage of mistakes allowed: 
General Category-10% 
SC/ST category - 15% 

Minimum marks to be achieved after 
deducting one mark per mistake 
General -116 marks 
SC/ST category - 7 4 marks 

Candidates who qualify in Paper-I & II 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 to 
be done by Word Processing on PC. 
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