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PLATINUM JUBILEE

fRstiw Date: 09.03.2024

HE® Ud Hiass duFde G A #df RECRUITMENT OF ASSISTANT AND JUNIOR PERSONAL ASSISTANT

HNT FIHR, ARaT AT & Heid Tarda vd yoq@ darfare AR segaue §eure sifde eqaer GaemRen(d.am.od.) & @ gaf & fav

AT At H QU H arel gar, Sfasernel, ezl AR URd seleart # @t & S © E

Physical Research Laboratory (PRL), a premier Scientific & Research Institute and an Autonomous Unit under the Department of

Space, Government of India, is looking for young, meritorious, dynamic and motivated candidates fulfilling eligibility conditions, for the

following positions as detailed below: -

ReFa get i d&ar eTor YUY * Reservation Status®
No. of Vacancies 3. UR s#fa osc | semsc | HSSST
He™® / ASSISTANT (d9e LEVEL 4 : ¥25,500 - Z81,100/-)
10
6 2 0 2
(&7 / TEN)
Ffass dufFas @errs / JUNIOR PERSONAL ASSISTANT (3Q@e LEVEL 4 : ¥25,500 - ¥81,100/-)
6
4 1 1 (]
(&% / SIX)
TS AT IIT FT AS
Essential Qualification Mode of Selection
T+ / ASSISTANT CLICK HERE TO APPLY

o foRdT o Fegdr gred favafderery earT gf¥d 60% 3T a1 10-foig Yol oY 6.32 ALSULE. & Y Fid,
$H qENTET 4 & WY EaF aRafacded gant Afése ureumA uiRa sefy & e qu fear g
Graduation with minimum of 60% marks or CGPA of 6.32 on a 10-point scale as declared by any recognized
University, with a pre- requisite condition that Graduation should have been completed within the stipulated
duration of the course as prescribed by the University

T AND
o HTYE & 9PN H YUl /Proficiency in the use of Computers

afea afer
Written Test
+
lerer wdtator
(FTgX wIETam)
Skill Test
(Computer Literacy)

Fiass FafFas gg=® / JUNIOR PERSONAL ASSISTANT

CLICK HERE TO APPLY

o fRdT off AT gred fAeaidedrery garT @if¥d 60% 3 a1 10-Ng dA X 6.32 WSMNAT. & TY FAIch,
30 R o & WY Fide [Jeafacarey qann s ureusma fAuiRa sefr & s o R o gy
Graduation with minimum of 60% marks or CGPA of 6.32 on a 10-point scale as declared by any recognized
University, with a pre- requisite condition that Graduation should have been completed within the stipulated
duration of the course as prescribed by the University

T AND
o 3T AT & 60 orse wf fAsie &1 =geTc# a1fd / A minimum speed of 60 w.p.m. in English Stenography
o Y & 3UTET H FeUTe / Proficiency in the use of Computers

3rgar / OR

o fRdT ot Hegar grcd SS/favafdeared garT Bf¥d 60% 3T o1 10-fdg dAW oY 6.32 drSdT & @y
aiftfSae/aftaredis & 7 Beelar, 38 qanfaia ad & @ fBede eafieare garr Rfése droawma Fufia
3af®r & 3fex qu R I 8 Diploma in Commercial/Secretarial Practice with minimum of 60% marks or
CGPA of 6.32 on a 10-point scale as declared by any recognized Board/University, with a pre- requisite
condition that Diploma should have been completed within the stipulated duration of the course as prescribed
by the University

o TA-CERT/RAIR & I H UH a¥ F 3THT One-year experience as Steno-Typist/ Stenographer

wd AND
o 3T AT & 60 rse wfy fAsie & =geAc# 1T / A minimum speed of 60 w.p.m. in English Stenography
o FTYST F 3UANT H FAUTAT /Proficiency in the use of Computers

afEa e
Written Test
+
lerer Tiator
(FYEX WA
wd
amyfafy)
Skill Test
(Computer Literacy
and
Stenography)

+[37T./UR - 3@Rf&A/Un-reserved, 31.79.9./0BC - 3= fosr g9l/Other Backward Class, 37.3T. /SC - 3 Sifd/Scheduled Caste, 35S, /ST - 3efefad

STeTania/Scheduled Tribe]
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IREFT 16 RiFaai 3 @ 2 9g ogqd et (1.3) & fov amfaa § 3R 1 ug d9as R @afdddl- A6 @fie ((fa-radn) & fov s3mfEa &1 out
of the above 16 vacancies, 2 posts are reserved for Ex-Servicemen (Ex-SM) and 1 post is reserved for Persons with Benchmark Disability-Lower Vision
(PwWBD-LV).

e qr3ee .3 3Flaar el off ggameh a1$ Al (Tandl) & fAT 3vesy g1 §, o 3UFa RfFadt & fov dssegf.dr 3efieart & 3eg Ao @ e
foar STear| I d.secg .31 3eicary 1 37 ATor o sucetr wigT €, o 58 3R & R Swan 3R d.secg .37 HRETOT 1 36T derdn Sven| If PwBD
candidates are not available for any identified category (i.e. LV), other categories of PwBD candidates will be considered against the aforesaid vacancies.
If other categories of PWBD candidates are also not available, it will be filled with UR and the PwBD reservation will be carried forward.

TEEH & UG & AU SRicHS ITaeTehl do=1 (TH), TT gl (VHSY), Tolell (F5¢g), el (Ta), Teal AR e (3IRseey), S@a (THs), gear (vo) 3%
HOR (&) &1 Functional requirement for the post of Assistant is SITTING (S), STANDING (ST), WALKING (W), BENDING (BN), READING & WRITING
(RW), SEEING (SE), HEARING (H) and COMMUNICATION (C).

wfase dufFas Hers & ug & v srificas 3naegshar doa1 (TH), WSl (THAY), gehell (NT=), eal AR fa@ar (IREsey), T (THS), Gl (vH) 3R
HaR () &1 Functional requirement for the post of Junior Personal Assistant is SITTING (S), STANDING (ST), BENDING (BN), READING & WRITING
(RW), SEEING (SE), HEARING (H) and COMMUNICATION (C).

AT Rt s & T & N & ar o

Consideration of CGPA/Percentage in case of Dual/lntegrated Degree Programs:

o STET, QB TS 3l yHT # Erae 3R FAdReR & far @S d e /g & 3t & 3ead B, gl Aed/vehihd B gAToaT
# wras & fov sfeaf@a arshdrr/afasa w AR Far Smem Where a CGPA/Percentage for Graduation and Post-Graduation
is mentioned separately in the Dual/lntegrated Degree Certificate, then CGPA/Percentage mentioned for Graduation in the

Dual/Integrated Degree Certificate will be considered.

o @l agl/Thihd Il JHUTTT & AT & W ISThHA & U o] had Teh FHAT ALS.ULT/ITRIT & Seo@ fohar amm g, ar
aed/vehiha fa gaoeT # sfeai@a sifaw @nshdio/gfaea @ fdar far swem Where a common CGPA/Percentage
applicable for the entire course of study is only mentioned in the Dual/Integrated Degree Certificate, then Final CGPA/Percentage
as mentioned in the Dual/Integrated degree Certificate will be considered.

o Sl w18 faeafacarery Qplrvhia Bl yaoT # #5 dshdie mfderd RuiRa gl #ar &, 98 Q reaaa greasa & fav oy
JifaamaAfha Arbelic & 3R FRlr @ shdo/afaerd X f@ar f&ar smeam Where a University does not prescribe any
CGPA/percentage in Dual/lntegrated Degree certificate, the cumulative CGPA/percentage as per Final/Consolidated Mark Sheet,
as applicable for the entire course of Study, will be considered.

o 3WFd ARCS FAW & § oF] g1, Aar 38 W wue Ru i H1 favafdc@rea/aeae e agdl /Thihd 3 gAody A
EAAH/EATTRR & fow defdiu/safaerd grea & & faw #18 wleer eifRa #ar g ar st The above criteria will apply uniformly
regardless of whether or not a University/Institution prescribes a formula to derive the CGPA/percentage for Graduation/Post
Graduation in its Dual/Integrated Degree certificate;

o g faeafaeae fSoft yAmMT a1 gAfRd ARl & o diT. 3R afderd 3t aiel @ 3ca@ AT §, df A F HH TH ARGS
i ar o @S, O gfderd 3, gAR e & ardr Aeesl & 3R gl @1figvl Where a University mentions both
CGPA and percentage of Marks in Degree certificate or Consolidated Marksheet, then at least one criteria i.e., either CGPA

or percentage of marks should meet the eligibility norms as per our advertisement.

o g facafocarey fEaf weos o1 TAfRd ARl F Fad WSNALT. F Ieo@ FaT §, o Sfedf@d dehdi. et w @
faafia umar Aerest @ g aer @fge) aEar AUiRa we F v @il # afaed e § seee B AT T8 g1 Bl
SAOTYH/AATRT Ahelie & hde Gfaerd 3 1 3@ glel W H1EeTS IRade Afgd AT ARIGs o] g1d 81 Where a University
mentions only CGPA in Degree Certificate or Consolidated Marksheet, then the CGPA so mentioned should necessarily meet
the advertised eligibility criteria. Conversion of CGPA into percentage of Marks is not permitted to determine eligibility. The
same criteria apply mutatis mutandis in cases where only percentage of marks is mentioned in the Degree
Certificate/Consolidated Marksheet.

A. e NOTE:
o 3RIFd RFAAT & dgor & awi $ir depailer 3RT&T RiFaar @ &1 The above vacancies include backlog reserved vacancies of

earlier years.
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FuaT et & o PUiRa degar Sgerad sraegsar § 3R Fad 38 gla ¥ 3FHicar faf@d gdem/stre gdetor & fav g F€ gem
gIelfeh, UTee Hiel-eligal Hdeail & TR W, 3T qfhar & v sedficart & goa & fov grfdes shifder fr S| e degar
#H U 3 T ITAAR HE-30% T JF HF TR IRIEHF Shifeter H qgufd 9T el &1 I§ &= Y@ & 99T &1 3RFd
A1 FHY-HHT W HRT TIHR/IAARET TIHIT & HEATAR deel Fehell &1 Please note that the qualification prescribed is the minimum
requirement and the same does not automatically make candidates eligible for Written test / Skill Test. However, based on the
On-line applications received, initial screening will be conducted for shortlisting the candidates for further processing. PRL may
adopt the method of conducting initial screening by fixing a higher cut-off percentage of marks scored in the essential qualification.
It may be noted that the above mode of selection may change as per Govt. of India/Dept. of Space orders from time to time.

B. 3y & AGE LIMIT:

31.03.2024 # 18 - 28 a¥ (313N / H.FA.S. 3FACART F fow 3sar 33 a¥ vd 3.Mg. 7Rt & v 3wax 31 a¥, Fao
39 997 & fov 3RET ger %Fj)l 18 - 28 Years as on 31.03.2024 (Maximum 33 years for SC/ST Candidates and 31 years for
OBC candidates, against post reserved for these category).

e AR & e gl fAfaer aei/dansit, St d fashelieTdT aTel cafdaal gaRT aROT el & v 3uged g, & Aelr axclf & #Aeer &
ST faseien cafdadl (fissegds)) & 39 g W & 10 a¥ (TEd/vad & fav 15 a¥ 3R 3 sefeart & fav 13 a¥) &
T & S| AT fahelierar drel safdd 9 § el [ashariarr 40% a1 388 3 g1 Age relaxation of 10 years (15 years for
SC/ST and 13 years for OBC candidates) in upper age limit shall be allowed to Persons with Benchmark Disabilites (PwBD) in
case of direct recruitment to all civil posts/services under the Central Government identified suitable to be held by persons with
such disabilities. Persons with Benchmark Disabilities are those whose disability (ies) is/are 40% or above.

fameir 3Ffiear el &g TER/FST T Remi/fivay & dgd 7 ¥ F e arer 1 TR dar vare @ g, d@elr oxcff ganr
g W gel W FgfET & v 39 R/ a. 3eficar & faT ifthas 40 a¥ (S/ASLST. & faw 45 ad) & od w, o
Far i afr g I3 H ge & Awh I GEET o F el & @eg @ & O get WAl o fr om W@ & 3 v & dfea ar
Heey Hadl # g1 AR U HEY T AT S FehaT § B 3 Ug W Yk N IS FaT 3w ATV &GSl W Fcledl F Herel fAdge
% fow 3ugEh gefl  Departmental candidates who have rendered at least three years continuous service under the Central
Government/Central Autonomous Bodies/PSUs are allowed the age relaxation up to the period of such service subject to the
maximum age of 40 years for UR/OBC (45 years for SC/ST) for appointment to Group ‘C’ posts by direct recruitment subject
to the usual condition that the Group 'C' posts to which direct recruitment is being made are in the same line or allied cadres
and that a relationship could be established that service rendered in the post will be useful for efficient discharge of the duties
in other categories of posts.

fatrarail, TeTaRper ARt 3R 7w T A I 9fT A AT @ T AR, el QAT AE R &, & A # 3 amy
e # 35 a¥ i Iy regefaa Sfa/giRd Sesia & Hewdi & fav 40 9§ &1 31y) a ge & Smwell  The upper age limit in
the case of widows, divorced women and women judicially separated from their husbands who are not remarried shall be relaxed
upto the age of 35 years (upto 40 years for members of Scheduled Castes/Scheduled Tribes).

Fe THR # 9 @ vl W RiFad W Fgfaa & fov, v sfaqd dfasw & sqhr aedias 3g @ aedias deg Jar 6 3@ geew
1 ARy & S iR AR oRom 31 3 ge, o ¥ AT g BT @ @ 8, & e RuiRa sfteae s @ ¥ e as @
Jfeeh &gt & ar 38 30g AT @ GO ordl A G e arell AW SMeI| For appointment to vacancies in Group C posts in
Central Government, an ex-servicemen shall be allowed to deduct the period of actual military service from his actual age and
if the resultant age does not exceed the maximum age limit prescribed for the post for which he is seeking appointment by
more than three years, he shall be deemed to satisfy the condition regarding age limit.

C. a4 ud 3 PAY AND ALLOWANCES:

o AT 3FfCERT A T ARFH & Aqe 4 (325,500 - 381,100/-) H "W/ HASS dAfFdh Terdh (A0 & & F Agsd
f&am ST 3R 37 TR Hef A 25,500/ YIAATE FT Il AT S| SHS 3Telral, HES <, ST St fasmeir smarg
Uq qRagel GiAUT 1 o1 AL 30T @ §, 36 HAA: IGEATA T W FEIRA & X Fohrer B oxar [T 3R.v] 3R aRkage
HT T A AT S| FoEr TG el gomrel (TA.HLUH.) @Rt il g fiRee & ASPIR W, 3T iU Sy
T AR nfAat & fov fafeear giawurd, 8w, s amr Ragd, g6qg @97, 3 Fe TWER/ANARTT FIHA & 3FaR 3Teet
g1 Selected candidates will be appointed as ‘Assistant’ / ‘Junior Personal Assistant (JPA) in Level-4 (325,500 - 281,100/-) of

Pay Matrix and will be paid minimum basic pay of ¥25,500/- p.m. In addition, Dearness Allowance, House Rent Allowance
[HRA] and Transport Allowance at the prescribed rates in force at the place of posting will be paid for those who are not
availing Departmental Housing and Transport facility, respectively. The employees will be governed by the National Pension
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System (NPS). On employment in PRL, other facilities are available such as medical facilities for self and dependents,
canteen, Leave Travel Concession, Group Insurance, etc as per Central Government/PRL Rules.

D. 3mdga ew APPLICATION FEE:

3Mdet ook 2.100/- foram Sirwam| ey &, @l 3deshi HI 3Hdet Yoh & & F WA &9 ¥ T.500/- T 3T Herr gham, o &
Yoh-HFd AR (AgeTad/TEd/Mssegdigsayd dfAw) & I3Eflear o wrfAa §1 grelife, e [e AU
(fgenra/Tadl/disscgaidsdayd Afae) & deftd 3efieart & gt e o am| o far sieen, afe ag faf@a oder & smr
A § 3R gIR/Eseegua/3Nddr sEicart #2400/~ a9 R U sned, afy ag fAfed glem F anffe giar g1 3 weft 3efieEnt
FY TS Yob AW AL fhar S, St @ wdew F anfarer wdt g 3 S1s mded aRa wHT Ribs gred e & fAw 3efiant
H JE.TH.CHAL HIS & T TE doh T HT FAGROT TEdd HFAT G| A3 I BIsHt Tl Yooh-HFd A0™T 1 Robs 9ot aweet
& v g gAToTa (THH/TEE/NSsegIE/TFATH) 3els I gl An application fee of 2.100/- shall be charged. Initially,
all applicants have to uniformly pay .500/- as application-fee including candidates belonging to fee-exempted categories
(Women/SC/ST/PwBD/ExS). However, Candidates belonging to fee exemption category (Women/SC/ST/PwBD/ExS) will be
refunded full application fee, if he/she attends the written test and UR/EWS/OBC candidates will be refunded %.400/-, if he/she
attends the written test. The Application fee will not be refunded to all those Candidates, who fail to attend the written test.
Candidates require to furnish correct bank account details with IFSC code in order to get refund while filling online application.
All fee-exempted categories except women require to upload relevant certificate (SC/ST/PwBD/ExS) to get refund.

3FAGAR $eteie AfFasfae Fe/Hfse w8 FMIS/AS TG /AT & Hidasa A PeedA taAIE. arEr ¥ A As ganT
'HBelTgeT 3Tl X Hehdl 8| Yoo ITcllal 1 3Hfde fAfy 31.03.2024 §, T wTelel #H1s CaRT 02.04.2024 T I AT ST Fehell
&1 Candidates may make the payment ‘online’ using Internet Banking/Debit Card/ Credit Card/UPI/NEFT/WALLET or ‘Offline’ by
mode of challan by visiting nearest SBI Branch. The last date for fee payment is 31.03.2024, except for challan mode which
will be 02.04.2024.

q 3FICaR S JHideTssT Yok STHT 6T X Hehdl §, 9 3HN TACHIA HT IYANT Feh THAINS AT & AEIH F HBolge 3Tl s
S O TS &1 P A & B i R o 3T g Ao &9 & ARCE. F g S iR 3 Oa A g W
3Tl 3FAGANT TR faaR =1gr fhar Seem| Those candidates who cannot submit fee online, may also choose the offline payment
mode through SBI Challan using the same platform. Please note that receipt of payment of fees, must reach at PRL before
closing date, failing which the candidature will not be considered.

wft aften sefiear; sgfRa fa (Te)ysemiRa seerfa (Tad), saqd s (vae-rw) 3k Faas Reaer safFa (dssegds))
qot 3maee e Hr At F fAT arF 1 All Women candidates; Scheduled Castes (SC)/ Scheduled Tribes (ST), Ex-serviceman
(ExS) and Persons with Benchmark Disabilities (PwBD) are eligible for refund of full Application Fee.

E. 3ded ¥ H{? HOW TO APPLY?

Fad AdET NhcT & THER T 6| 3FAEaR https://www.prl.res.in/OPAR WX 3&eed oreey &{| 3iiadrss 3mdes
9Icd H¥ H1 @ 09.03.2024 (10.00 s) ¥ 31.03.2024 (24.00 =) d% WiHT WMl Applications will be received ON-LINE ONLY.
The Candidates should register their application on-line at https://www.prl.res.in/OPAR. The link for receipt of online

TSMAOT 3R HTdEeT Thercl qdeh ST el W, HTAEH H Th JHioT-eligel ToNHI0T HEAT (3137 oIS el TaT R EIHT 3HTdee) $-3el
CART YeTel foram ST o #fasT & Heal & fv Araurs qde FRieTd far e =mfgel Upon registration and successful submission
of application, applicant will be provided with an on-line Registration Number (downloadable filled-in application) through e-

mail which should be carefully preserved for future reference.

e Hl 3 $-A SN 3N AlSd doX Hdeed H AT 1 arem| et e = frar Sruen soet fofld/mlere ofer &
Ow gia we/ald oel A $-Ac ganl &1 ST SIIUe 97 &1 8 715 Hidr a7 Sott shueit| A valid Email ID & Mobile number of

the applicant will have to be given in the application compulsorily. Hall tickets/ Call letters for written test/skill test for those who

will be screened-in/shortlisted, will be sent through email only and no hard copy will be sent.

3FACaRT F Tellg & S § F T 39T et AT WA A gl U @RI &of [hT IW T Hies & Jiidansa oig of| 3Fieart
FI TH & UG & TIU TSI 3ded STAT el ¥ g9eT Afigu| Candidates are advised to check all the fields entered by them
online before submitting their applications. Candidates should avoid submission of multiple applications for the same post.
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3TA-aITET 3TdesT & Ay A= 8ft 3maegs § The on-line application has to be invariably uploaded with:

> FgRd SfEEgRa Seaeia/ses o gt seflqan: 39gFd el gar’ SN Sy WAR AleRal & foe @eiRa
AT F Sfd gATOT 9¥ SC/ST/OBC Candidates: Caste certificate in the prescribed proforma for Central Govt. Jobs,
issued by appropriate Authority.

>  dizseg @A 3EficaR: 3ugFT TRERu/ARSHA §1S garr IR AuiRa dwE § dssegdr yAwT 9T (40% F FW A
TeheriaTam) &7 il PwBD Candidates: PWBD certificate (40% and above disability) in the prescribed proforma issued
by appropriate Authority/Medical Board.

> Sfa/drsseg E wHAT 9T gl i gfafaf fiaree dsEse www.prlres.in (S 3@E->RIFAAN) 9T 3uerstr §1 Copy of
Caste / PwBD certificate formats are available at PRL website at www.prl.res.in (= Opportunities>Job vacancies)

> qaqd dfaw seligar: JafFd gAOTT T FEd @d 9fd Ex-serviceman Candidates: Self attested copy of

discharge certificate.

F. 3a% 9&i & fav 3mdesa APPLICATIONS FOR MULTIPLE POSTS:

srigar ot & 3l gt vl & faw, i @erae R WU & T Ahed W THhd §1 37 A F 3FACIRT H Tgrw 3R
W F ug & AT HEET-3eT ST AT FeA g1l R TAF Ug & AT T & et Yok B AT AT g gat @t F
LY e TSAA-37AT #$1 smuaftl Candidates may apply for both the posts, i.e. for Assistant and JPA,

subject to conditions. Candidates in this case have to submit separate Applications each for the post of Assistant and JPA and

pay Application Fee separately for each post. The Written/Skill test for both the posts will be conducted separately.

G. T¥a yfshar SELECTION PROCESS:

eiRa Deaar sgadw 3maeasar § 3R Fad 3HF g ¥ 3FAIGAR I F 3T Hedidad o 1 ffld ademalerer oder & fav
qrT A& g1911 The qualification prescribed is the minimum requirement and possession of the same does not automatically make
candidates eligible for further evaluation for selection viz. Written Test/Skill Test.

HiA-STgeT 3deaT & MUR R IRAS ThifeAar gt Fof 3mdests H FEar a1 NIR.CA. garm iR 37 Aesi W R w<= &
S, TRITAT dT AIGE dF fhU SGIT| There will be an initial screening based on the on-line application. The criteria for screening
will be decided vis-a-vis humber of total applications or any other criteria as decided by PRL.

& SuEl| greite, 3R & 98 AR 9leT T # WEg F/aee IR 3FAGaRT @ R 3w 9w S5 W R @ amafed wa
& AR qiEd g1 ff@d oenm & AU #ia dex Sae 3Fllcart 1 dolld -7 IS W A SN A Written Test will be
conducted at ten venues viz. Ahmedabad, Bangalore, Chandigarh, Delhi, Hyderabad, Kolkata, Lucknow, Shillong,
Thiruvananthapuram and Udaipur. However, PRL reserves the right to cancel/change the written test venue and re-allot the
candidates to any other test centre. The call letters for written test will be sent only to the registered e-mail ID of candidates.

3FAGaR 1 ggelt AR qud wUfAEar & & F Fgl ar qdew F@ H1 TIS FE el Candidate has to choose any two exam

centres as 1st and 2nd preference.

foafla odem o g $r 3afy @ gl greife, 39 PwBD 3wicart & uden & yfa @¢ 20 s & yfaqgs waa fear seen, S
AT ARIRNTF FHT F FROT oy F TEEa/Aist F 339 & v g § 3R 3530 3 § T s F v Trsa 3maas &, s
& T SHFT IUAT T @I AT Agl| U, FRIACT (ST &1 TAAT-a0) 3R Iger qredlt Hr Auft 7 ST R_hererar arer sawaar
& AFS #, I gF OFT WEd & ar 96 Hhsa/AsT i ghawr & fav o @ 3R safave, i@ ader & gfages @@y & v s a7 g,
e d ThST A GIAUT FT STAET F AT AL TIAT FARAIT Tl 3T AN F AFAdl F AFA H, BPgIAIS F graure H
APPENDIX-1 IO & @R TRART 3F0cTel & 7ed Rfehear fary/fafae aoie/fRfshcar sehes & Ja o o TR id R |
AT & ST Fehel § T Fefta oafed & fomar # aiRe w8, 3R 3@ 3R @ qlien fogel & fU ®hise 3aegs g1 The
Written Test will be of two hours duration. However, Compensatory time of 20 minutes per hour of examination is allowed to
those PwBD candidates who are eligible for use of Scribe/reader owing to their physical limitation to write and scribe is essential
to write the examination on their behalf irrespective of whether they use the facility of scribe or not. In case of persons with
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benchmark disabilities in the category of blindness, locomotor (both arm affected-BA) and cerebral palsy, he/she is eligible for
the facility of Scribe/reader if so desired by him/her and hence, eligible for compensatory time in the written examination
irrespective of whether they use the facility of scribe or not. In case of other category of persons with benchmark disability, the
provision of scribe/reader can be allowed on production of a certificate to the effect that the person concerned has physical
limitation to write, and scribe is essential to write the examination on his behalf, from the Chief Medical Officer/Civil
Surgeon/Medical Superintendent of a Government hospital as per proforma at APPENDIX-I.

#ifcen T TR STa fashoierar arel e off 3Fdiear S &hige 1 glawr &1 3udler o & v o § 3 & Bhsy
TaleT 6T N | 3FHICAR H AT TS cAGEAT T SN g AR Bhed T A9ar 39 9 & v smaeds Sgead deddr @
U FCH HH gloll MGV fordsh v 3lcar 9eT & @ ¢ 3R 38 APPENDIX-Il # U 377 9@ & 38R 306l Thisd &l faavor
e e TATTE, FaGTY, HGHACEIG-380009 H Gl H TG ¥ HH & 7 7 el ggel AT Al 9| FAR SERT
TG e & fHT Shisd T GeT HI i@ & FF § F7 7 foeT ggel APPENDIX-IIl & T a0 SiohrAT & €ISl Sl et g
Physical Research Laboratory will not provide scribe to any candidates with benchmark disability who are eligible for use of the
facility of scribe. The candidate has to arrange his own scribe and the qualification of the scribe should be one step below the
minimum qualification required for the post for which the candidate is taking examination and should submit details of the own
scribe as per proforma at APPENDIX-IlI to Physical Research Laboratory, Navrangpura, Ahmedabad-380009 at least 7 days prior
to the date of examination. The scribe is also required to submit declaration in the proforma at APPENDIX-IIl at least 7 days
prior to the date of examination in order to allow us to verify.

et gt & T Af@armlerer wieT &1 regsa 3R ted dur Iua ufshar APPENDIX-IV 7 [3a9er & @y @t &1 The syllabus
and pattern of the written/skill test as well as selection procedure for both the posts are appended to the advertisement at

APPENDIX-IV.

H. Jmar 8«r TRAVELLING ALLOWANCE:

Tl 3FAcart & fov - sl wleT & v
For All candidates - For Skill test

Fierer TlETor & fAT W9y Al 3FANCaR @Y, I & YACT & &9 H Y0d A 99 e TEd A W, 39 TiCerhere A T aw g &
Fiere qUETOT F TUR dh T BIC AN gRT TR Aot &1 &of fRmar a1 AraRoer a6 fRIT &1 fratel fhar S| afg 3eefiear
AR Aol & 3TacR Aol & I 9 &, o 3RETT Yook T BISH hael TR AN & FRAVAAT a8 FRIT H1 $g7cireT fhar
SITQaTT| T $eT STl el AT ¥6T el T fAoTT d.3R.Te. T glam| Outstation candidates qualified for skill test, will be paid to
and fro Sleeper Class train fare or ordinary bus fare by the shortest route from the address given in the web application to the
place of skill test, on production of proof of journey such as the Railway Ticket(s) or Bus Ticket(s), etc. If the candidate travels
in a higher class, then only Sleeper Class train fare excluding reservation charges / Ordinary Bus fare will be paid. Decision to
pay TA or otherwise is reserved with PRL.

. " fA&r GENERAL INSTRUCTIONS:

Al IANME: ST 3FHIGAR FERIST TR, AEAH 8T & 3UhAT, T Hearl i & dgd FRRA §, 376 Hid I8 & JAg
1 S 8 goIrdn ST, FefAa AT & A GO STAT AT gl glelish, 3Ffear i e H gid a3 3 g
FTATT o €1 Ue & T 3MMdee el §1 Ueh 3FAIeAR Sif Ue % [T 3ides el & de VSR Iecl/deel Wehd §, 39 faierar
39 3TdeeT 1 fqaRor FiRd e glem AR wlerer gUeT0T & FHY AR FAOT OF HiAdE T § AT FAT G| FiS 8 3FAeaR,
St alerel GUETOT & HHT Hel AT TATTT AT I F Ahel Tl §, 38 HiMT qUET0T A U gl T AT Agr & e
IR Av F Tl T Thar STwam| No Objection Certificate: Candidates who are employed under Central/State Government,
Public Sector Undertakings, Autonomous Bodies etc. have to submit 'No Objection Certificate’ from the employer concerned, at

the time of Skill Test or as and when called for. However, the candidate should apply for the post only under intimation to and
with the prior permission of the employer. A candidate who may gain/change employment after applying for the post, is required
to inform the employer the particulars of his/her application and shall mandatorily submit NOC at the time of Skill Test. Any
candidate, who fails to submit NOC in original at the time of Skill Test, shall not be permitted to appear in the Skill Test and
TA will not be paid.

3t qulfer (A33-30T) e A IegAfar 78T 81 I area 3w wfaed 3R 10-Rig drshdie. & sremar 3w w9 A €, o 3% wfaerd
# aRafdd & 3R TR F el F FE/faafaearea/as F gue @R FA R Sier anfge ar - 7 sfeatad

ST A1fgel  Rounding - off of marks is NOT allowed. In case the marks obtained are in the form other than percentage or 10-
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point CGPA, please convert them into percentage and the formula of conversion should be certified by the Head of the Institution
/University/Board or should be mentioned in the mark-sheet.

3FfieaRt 1 T GRATREd Fl gl & & urEar Aeest S QR R § AR 58 faeae 7 3R iege drdes aF F HERghaist &
37T QU v A&t T Aree/seare A I gl 3, 3EIRT H FEuE qdeh @A gen 3R T aw gt & eer
HieTemssl 3mdeeT 99 1 fAfad R GEJd el 1 3G AT Sem g1 It is for candidates to ensure that he/she fulfils the
eligibility criteria and the instructions contained in this advertisement and in the online application form are adhered to/complied
with. Candidates are, therefore, urged to carefully read the advertisement and complete the online application form and submit
the same as per instructions given in this regard.

3qOT 3TdeHl UF A e, S 38 AT H TS TS IAIRABN & HJwT Ag1 § R IR g7 far swam) | Applications that are

not in conformity with the requirements indicated in this advertisement and incomplete applications will not be entertained.

Irage # 3FfigaR gaErr wifa snfavdoht S o st seafa snfvsfa seenfard.ssequw. & sifosr wmr smoan sk s@e
F¢ gRadad W =R ¢ 41 SITwem  Caste/Category declared by the candidate in the application such as OBC/SC/ST/EWS
will be considered as final and no change in the same will be entertained.

Tafad sEiigaR # sifas srqaure sahremar & et ot FRiteT a1 seaq/ATSe I fr dwemenst F FR wA F v gaa R
sreen 3R i, § Ra & aRa # #€ ot FF WA F AT TUAGRT FFAT ST TFAT &1 Selected candidate will be posted to
work at any office of Physical Research Laboratory or its observatories at Udaipur / Mt. Abu and is liable to be transferred
to work anywhere in India, in the interest of PRL.

Fierer et & AT goTT AT SFAICaRT 1 3iia-oTs Tdd T 9T e # fow arw @ feruit & gAT F @t gl HoT eEarae
T T | HeA-amee &7 S FIS ¢ TN e FAIOIT gl W A 3T GEArdSt GHIT o g W 3FHIGAR diere gleT &
fore o &gl gler 3R AT 8T T It G fhAT SEAm|  Candidates called for skill test will have to produce all relevant
original documents in proof of details furnished in their applications submitted on-line. If any information furnished on-line is
found to be wrong, false or not substantiated with appropriate documentary evidence, the candidate will not be eligible for skill
test and No TA will be paid.

TSET HRAT JAT (CAHTH.) Gl & g Goliehd 3R UrEar ol & G & arel 3FAIGa NIR.T. T dqarse o 3 sfeatad
37dgel UfhdT & 9Teiel &Ll The candidates registered under National Career Services (NCS) portal and fulfilling the eligibility
conditions may visit PRL website and follow the application procedure as stated.

Had HRCT AFTR & 3desT &<l Only Indian nationals need apply.
ges a5 RfFaat fr @ear 3=faam §] The number of vacancies indicated is provisional.

I MRTS T fAviy A § A 3§ 9 Fo A1 @l uel N o R 1 HUSR AT &1 PRL reserves the right not to fill up

some or all the posts, if it so decides.

wen/fagfdd & fau whifder @g v v sFdigart & | #1§ 3dR#A g @@ fFar Smeam No interim correspondence will be

entertained with the candidates who are not screened in for test/appointment.

Ife; 3Fdlcar arg ar e 7 o faf@a e & I&a gICandidates may appear for the written test in Hindi in case they prefer so.
dfART FT T4 g & AT dqee qU aren Serae F @ @ AR Afen et # e Fa & e sienfea frar smar #)
PRL STRIVES TO HAVE A WORKFORCE WHICH REFLECTS GENDER BALANCE AND WOMEN CANDIDATES ARE
ENCOURAGED TO APPLY.

Y st T F AR F W AT 9T A S CANVASSING IN ANY FORM WILL BE A DISQUALIFICATION.
3Ffigant & A IS A FHYT WAUTA aaal F I fFar Srar @ 3R 3 Faa du/arrafas S@sdt & e w1 O 3

IR sugFafeiRa sramst wor gErt genfia fFar ST w%) HiaaRa AMaeT IR A §HY R AT T9d $AYe / Ted wiafvear
3R W, T4 9fFAT F SRE/ETT F a1g 3FHGaR #Y 3FAIGER) Eg X & Seef
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Candidates are requested to be careful while filling online applications and are expected to give only valid / genuine inputs
which can be authenticated through valid & appropriate / prescribed documentary evidence. Giving false inputs / advertent
wrong entries while filling up online application format, will lead cancellation of candidature of the candidate during recruitment
process / after selection.

o IR} sw AfOgEew F Rl wEwor i Arewm F FRor R o srwsean/Rare fr Rufa #, sEh wEERer # R e fAder sifaer g
In case of any ambiguity/dispute arises on account of interpretation of Hindi version of this notification, instructions detailed
in the English version shall be final.

o A YFR FT TS 3dcT ¥ WS dcFhIel 9T recruit@prl.res.in W A1

Any urgent queries related to online application shall be addr d to recruit@prl.res.in.

o ITA-TTBsT TG AT IRH HleT ¥ Tgd, 3FHIGAR & Ae=faf@d RAavor/eraldsi/SasRl $ 9T I@T 91T Before starting to fill

up the on-line application, the candidate should keep the following details/documents/information ready:

> Y $-AT 31 3R A A9¥| Valid E-mail ID & Mobile Number.

> oA fAfy &1 eFardsh gAmT (Afeargerest/ 1061 /TH. . T d . YA-9E) | Documentary proof of Date of Birth (Matriculation/
10th/ SSLC Certificate).

> e ey 8, Al 38 AR # SelETaR EAlceh/ fSTalaT(3Taedsh JTgdT)/FACROT JH0-97 & v 3ifas/smegrdy yemoroT ar
3 fle & Thet Hr §§ ufd| scanned copy of the Final/Provisional Certificate or Marks sheet for Graduation/Diploma
(Essential Qualification)/Conversion Certificate, if applicable as defined in this advertisement.

> g oy gy, dl, S SATOT-ad S Fhel @ g‘é’ g (100 kb &Y, fr3.ww. widfe )| Scanned copy of Caste Certificate, if
applicable (100 kb size, in pdf. format).

> faseier sFlleart & A # Nsseg 2. gAT-aT B Thet B g$ 9fd (100 kb Y, d.A.TF. BiFHe #)| Scanned copy of
PwBD Certificate in case of Persons with Disability candidates (100 kb size, in pdf. format).

> Haqd-8fae & AE F dar g qHEon-aT B Eher B Ejs’ gfd (100 kb &9, 9 3.u%.)| Scanned copy of the Discharge
Certificate in case of Ex-servicemen (100 kb size, pdf.).

> A YENE SR B P TR Fha gfd (100 kb A9, SPSS 389, 3 A @ HfAs Qe 78 g aifge) sk
FEART (100 kb A9, NS A7) | 3Ffear J5 AT X B ad TR 58 qf sl ufshar & akmet 39T 811 Scanned

copy of the recent passport size color Photograph (100 kb size, jpeg/jog image, not older than 3 months) and Signature
(100 kb size, jpeg/jpg image). Candidates should ensure that the same photograph is used throughout this recruitment
process.

> WIET 3R gEARR 3Tels e gq feunfager Guidelines for uploading Photo and Signature:

ot & Al e €1 No selfies allowed.

q YT TASC ﬁ'@é &dr 8Tl Frontal view of the full face is visible.

Y3 AE/AFE g AT Background should be plain/white.

gl & & Gl IrEuIE HSST BN & 3Telal Gerel a¥dk A1 Bl 38 R 3Teils U S W 3dee @iiket

FT fear Smwaml Application with blurred photograph or any image uploaded other than the recent color

passport size photograph, such applications shall be summarily rejected.

v &d-TH dER &1 A w7 81 Black and white photographs not allowed.

v GEER T IeqArd 7:2 (I we$ 70 el & af 3ui$ 20 Werde) glelt =Tl Signature should have an aspect
ratio of 7:2 (if width is 70 pixel then height should be 20 pixel).

v BREME & FaS 3T 9ieE e & (3 s 100 Redd & dr A 100 Rede) gl @nfgul Height and Width
of the Photograph should be same _(if width is 100 pixel then height also should be 100 pixel).

J. € T@H AT Feeaqer A IMPORTANT DATES TO REMEMBER:

ASEENEE RN

3ot USlieuT URFH gl & faf¥ 3k @#Aw Starting Date & Time of ON-LINE
Registration:

IS GolleRuT AT gl f fafYr 3 @HT Closing Date & Time of ON-LINE

Registration:

09.03.2024@ 1000 Hrs.

31.03.2024 @ 2400 Hrs.

30 3{Tda I 37ed- RUTd B THHRT & [T UYL 3R, T da18e www.prl.res.in 49|

VISIT OUR WEB-SITE www.prl.res.in FOR LATEST UPDATES ON
THE STATUS OF YOUR APPLICATION

TFeR REGISTRAR
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APPENDIX- I

Certificate regarding physical limitation in an examinee to write

This is to  certify that, I have examined  Mr/Ms/Mrs

(name of the candidate with disability), a person

with (nature and percentage of disability as

mentioned in the certificate of disability), S/o/D/o 5

a resident of _ , ___ (Village/District/ State)

and to state that he/she has physical limitation which hampers his/her

writing capabilities owing to his/her disability.

Signature

Chief Medical Officer/Civil Surgeon/ Medical Superintendent of a

Government health care institution
Name & Designation.
Name of Government Hospital/Health Care Centre with Seal

Place:

Date:

Note:
Certificate should be given by a specialist of the relevant stream/disability
(eg. Visual impairment — Ophthalmologist, Lcomotor disability — Prthopaedic

specialist/ PMR).

Page 9 of 19



APPENDIX- II

Letter of Undertaking for Using Own Scribe

1 __, a candidate with (name
of the disability) appcaring for the __ [(name of the
examination) bearing Roll No. at

(name of the centre) in the District

> (name of the State), My

qualification is

I do hereby state that (name of the scribe) will

provide the service of scribe/reader/lab assistant for the undersigned for

taking the aforesaid ecxamination.

I do hereby undertake that his qualification is . In

case, subsequently it is found that his qualification is not as declared by the
undersigned and is beyond my qualification, [ shall forfeit my right to the

post and claims relating thereto.

(Signature of the candidate with Disability)

Place:

Date:
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APPENDIX-III

I STHETST TANTATAT, HEHETETE
PHYSICAL RESEARCH LABORATORY, AHMEDABAD

FLATIMUY SEOnEE

DECLARATION BY THE SCRIBE/WRITER

| S/o,W/o,D/o

Resident of holder of identification
No. have agreed to act as scribe for
Mr./Ms. S/oW/o,D/o

PwBD candidate for the examination for the post of with

Application Registration No.

date

. | declared that my educational qualification as on

is (Tick the box):

Below Metric

Metric 10+2 Graduate Post Graduate

Space for pasting of
recent passport size

If the above declaration is found false, | shall
be solely responsible for the conseqguences
and loss suffered by the candidate.

photograph of
Scribe to be cross
self-attested

Signature of the Scribe

Attestation By Gazetted Officer

Name

Date

Stamp
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APPENDIX-IV

SELECTION PROCEDURE, EXAM PATTERN AND SYLLABUS FOR THE POST OF ASSISTANT

SELECTION PROCEDURE:

1.Written test

Single Objective type paper with a duration of 120 minutes (with compensation time
for PwBD candidates).

Qualifying marks
a) 50% marks (in Part A, B, C & D separately) for UR category;

b) 40% marks (in Part A, B, C & D separately) for reserved categories against notified
reserved vacancies.
2. Skill Test

Based on the performance in the written test, candidates will be shortlisted for skill
test in the ration of 1:5 (maximum) to the category-wise number of vacancies, with an
aggregate minimum of 10 candidates. For reserved vacancies, distinct/additional
candidates will be shortlisted in the ration of 1:5 (maximum), without regard to the
reserved candidates if any, short-listed under UR Category;

Passing Criterion:
60% marks for UR category;

50% marks for reserved categories against notified reserved vacancies.

Final selection will be based on marks scored in the written test from among the
candidates who qualify in the skill test.
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Exam Pattern for Assistant

Part No of
Subject . Marks | Time Details
Questions
A |General English 50 50 Obiecti
B |Quantitative Aptitude 50 50 Jective
C |General Intelligence & 120 type,
. . 50 50 _ +1 & - 0.25
Reasoning ability minutes
pattern of
D |General Knowledge 50 50 marking.

Indicative Syllabus for written test

General English: Questions to test the candidate's understanding & knowledge of the language and

ability to write correctly, precisely & effectively, correct use of words, idioms & phrases, etc.

Quantitative Aptitude : Questions on Number System, Percentages, Profit & Loss, Discount, Ratio

& Proportion, Mixer & Allegation, Averages, Simple & Compound interest, Time & distance, Time
& Work, Pipe & Cistern, Boat & Stream, Partnership, Surds & Indices, LCM & HCF, Simplification,
Geometry (Triangles, Circles, Quadrilateral, Lines & Angles etc.), Mensuration (Area, Perimeter,
Volume etc.), Trigonometry (Trigonometric Identities, Trigonometric Ratios, Circular measures of
Angles, Heights & distance etc.), Algebra (Factorization, Coordinate Geometry, Polynomials,
Sequence & Series, Algebraic identities, Linear equations etc.), Statistics & data interpretation, etc.

General Intelligence & Reasoning ability: Verbal & non-verbal type questions on Missing Number,

Repeated Series, Analogy, Venn diagram, Logical arrangement of Words, Coding & decoding, Sitting
arrangement, ranking arrangement, Dice, Cube & Cuboid, Calendar, Number Series, Coded equation,
Clock, Directions, Counting figures, Problems based on Alphabets, Sequence, Mirror and Water
Image etc.

General Knowledge: Questions to test the candidates' awareness of the environment around him

and its applications to the society, current affairs of National & International importance etc. The
test will also include questions on History, Culture, Geography, Science, Polity, Economy etc.

* ¥ ¥

Page 13 of 19



Skill Test (on Computer) for Assistant

Indicative Syllabus

MS Word (_for 35 marks) : Opening & Saving files, Editing text documents, Inserting, Deleting,

Cut, Copy, Paste, Undo, Redo, Find, Search, Replace, Formatting page & setting Margins,
Converting files to different formats, Importing & Exporting documents, Using Tool bars, Ruler, Using
icons, using help; Formatting documents - Setting font styles, font selection - style, size, color etc,
Type face - Bold, ltalic, Underline, Case settings, Highlighting, Special symbols, Setting paragraph
style, Alignments, Indents, Line Space, Margins, Bullets & Numbering; Setting Page Style -
Formatting Page, Page tab, Margins, Layout settings, Border & Shading, Column break and line
break; Creating Tables - Table settings, Borders, Alignments, Insertion, Deletion, Merging, Splitting,
Sorting and Formula; Drawing - Inserting Clip Arts, Pictures/Files etc., Tools - Spell Checks, Mail
Merge, Templates, Tracking changes, Security; Printing documents; Shortcut Keys etc.

MS Excel (for 35 marks) : Spreadsheet & Its applications, Opening Spreadsheet, Menus - Main

menu, Formula Editing, Formatting, Toolbars, Using help; Working with Spreadsheets - opening,
saving files, setting margins; Spreadsheet addressing - rows, columns & cells, referring cells &
selecting cells, Short-cut keys; Entering & Deleting Data - Entering data, cut, copy, paste, undo,
redo, filling continuous rows/columns, highlighting values, find, search & replace, inserting data,
insert cell, column/row & sheet, symbol, clipart, pictures, files etc., Inserting functions, manual
breaks; Setting formula - finding total in a column/row, using other formulae; Formatting
spreadsheets - Labelling columns & rows, formatting cell, row, column & sheet, Category - Alignment,
font, border & shading, hiding/un-hiding rows/columns, setting row height, column width; Working
with sheets -Sorting, Filtering, Validation, consolidation and subtotal, creating charts - Drawing;
Printing, Error checking, spell checks etc.

MS Power Point (for 30 marks) : Opening new presentation, different presentation templates, setting

backgrounds, selecting presentation layouts; Creating a presentation -Setting presentation style,
adding text to the presentation; Formatting a presentation -Adding style, color, gradient fills,
arranging objects, adding header & footer, Slide background, Slide layout; Adding graphics to the
presentation — inserting pictures, table etc. into presentation etc.

Duration of test: 60 minutes.

* % ¥
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SELECTION PROCEDURE, EXAM PATTERN AND SYLLABUS FOR THE POST OF
JUNIOR PERSONAL ASSISTANT

SELECTION PROCEDURE:

1.Written test

Single Objective type paper with a duration of 120 minutes (with compensation time
for PwBD candidates).

Qualifying marks
a) 50% marks (in Part A, B & C separately) for UR category;

b) 40% marks (in Part A, B & C separately) for reserved categories against notified
reserved vacancies.
2. Skill Test

Based on the performance in the written test, candidates will be shortlisted for skill
test in the ration of 1:5 (maximum) to the category-wise number of vacancies, with an
aggregate minimum of 10 candidates. For reserved vacancies, distinct/additional
candidates will be shortlisted in the ration of 1:5 (maximum), without regard to the
reserved candidates if any, short-listed under UR Category;

Skill Test will comprise:

Computer Literacy Test;
Stenography Test

Passing Criterion:
Computer Literacy Test;

60% marks for UR category;
50% marks for reserved categories against notified reserved vacancies.
Stenography Test

10% mistakes (maximum) for UR category;
12% mistakes (maximum) for reserved categories against notified
reserved vacancies.

Final selection will be based on marks scored in the written test from among the
candidates who qualify in the skill test.
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Exam Pattern for Junior Personal Assistant

Part No of

Subject . Marks Time Details
Questions

English Language &

A Comprehension 100 100
P Objective type,

General Intelligence & 120 +1 & - 0.25
B Reasoning ability 50 50 minutes pattern of

Quantitative Aptitude & marking.
C 50 50

General Knowledge

Indicative Syllabus for written test

English Language & Comprehension: Questions in this component will be designed to test the

candidate's understanding & knowledge of English language such as spot the error, fill in the blanks,
synonyms & antonyms, detecting misspelled words, idioms & phrases, one-word substitution,
sentence improvements, active/passive voice, direct/indirect narration, close paragraph,
comprehension etc.

General Intelligence & Reasoning ability: Verbal & non-verbal type questions on Missing Number,

Repeated Series, Analogy, Venn diagram, Logical arrangement of Words, Coding & decoding, sitting
arrangement, ranking arrangement, Dice, Cube & Cuboid, Calendar, Number Series, Coded equation,
Clock, Directions, counting figures, Problems based on Alphabets, Sequence, Mirror and Water
Image etc.

Quantitative Aptitude : Questions on Number System, Percentages, Profit & Loss, Discount, Ratio
& Proportion, Mixer & Allegation, Averages, Simple & Compound interest, Time & distance, Time
& Work, Pipe & Cistern, Boat & Stream, Partnership, Surds & Indices, LCM & HCF, Simplification,
Geometry (Triangles, Circles, Quadrilateral, Lines & Angles etc.), Mensuration (Area, Perimeter,

Volume etc.), Trigonometry (Trigonometric Identities, Trigonometric Ratios, Circular measures of
Angles, Heights & distance etc.), Algebra (Factorization, Coordinate Geometry, Polynomials,
Sequence & Series, Algebraic identities, Linear equations etc.), Statistics & data interpretation, etc.

General Knowledge: Questions to test the candidates' awareness of the environment around him

and its applications to the society, current affairs of National & International importance etc. The
test will also include questions on History, Culture, Geography, Science, Polity, Economy etc.

* % ¥
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Skill Test (on Computer) for Junior Personal Assistant

Indicative Syllabus

MS Word (_for 35 marks) : Opening & Saving files, Editing text documents, Inserting, Deleting,

Cut, Copy, Paste, Undo, Redo, Find, Search, Replace, Formatting page & setting Margins,
Converting files to different formats, Importing & Exporting documents, Using Tool bars, Ruler, Using
icons, using help; Formatting documents - Setting font styles, font selection - style, size, color etc.,
Type face - Bold, ltalic, Underline, Case settings, Highlighting, Special symbols, Setting paragraph
style, Alignments, Indents, Line Space, Margins, Bullets & Numbering; Setting Page Style -
Formatting Page, Page tab, Margins, Layout settings, Border & Shading, Column break and line
break; Creating Tables - Table settings, Borders, Alignments, Insertion, Deletion, Merging, Splitting,
Sorting and Formula; Drawing - Inserting Clip Arts, Pictures/Files etc., Tools - Spell Checks, Mail

Merge, Templates, Tracking changes, Security; Printing documents; Shortcut Keys etc.

MS Excel (for 35 marks) : Spreadsheet & Its applications, Opening Spreadsheet, Menus - Main

menu, Formula Editing, Formatting, Toolbars, Using help; Working with Spreadsheets - opening,
saving files, setting margins; Spreadsheet addressing - rows, columns & cells, referring cells &
selecting cells, Short-cut keys; Entering & Deleting Data - Entering data, cut, copy, paste, undo,
redo, filling continuous rows/columns, highlighting values, find, search & replace, inserting data,
insert cell, column/row & sheet, symbol, clipart, pictures, files etc., Inserting functions, manual
breaks; Setting formula - finding total in a column/row, using other formulae; Formatting
spreadsheets - Labelling columns & rows, formatting cell, row, column & sheet, Category - Alignment,
font, border & shading, hiding/un-hiding rows/columns, setting row height, column width; Working
with sheets -Sorting, Filtering, Validation, consolidation and subtotal, creating charts - Drawing;
Printing, Error checking, spell checks etc.

MS Power Point (for 30 marks) : Opening new presentation, different presentation templates, setting

backgrounds, selecting presentation layouts; Creating a presentation -Setting presentation style,
adding text to the presentation; Formatting a presentation -Adding style, color, gradient fills,
arranging objects, adding header & footer, Slide background, Slide layout; Adding graphics to the
presentation — inserting pictures, table etc. into presentation etc.

Duration of test: 60 minutes.

* ¥ ¥
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Skill Test (Stenography test) for Junior Personal Assistant

e Shorthand test for 300 words @ 60 words per minutes (Time: 5 Minutes)

e The passage is to be transcribed on computer (Time: 30 minutes, with compensation
time as applicable to PwBD candidates)

e Short-hand dictation work, i.e. strokes etc., need to be as per Pittman’s short-hand
(long hand not permitted), failing which the Transcript will not be evaluated.

Criteria for Evaluation of Transcripts of Stenography Tests

1. FULL MISTAKES: The following mistakes are treated as full mistakes:

a) Every omission of word or figure. In case a group of words is omitted, mark as many mistakes
as the actual number of words omitted.

b) Every substitution of a word or figure. The number of mistakes will be equal to the number of
words/ figures dictated which have been replaced/ substituted by other word(s)/ figure(s).
However, if a figure is written correctly either in numeral or in words, both will be acceptable
and will not be counted as mistake.

c) Every addition of a word or figure or a group of words or figures not occurring in the dictated
passage.

2. HALF MISTAKES: The following mistakes are treated as half mistakes:

a) Wrong spelling, including transposition of letters in a word and also omission of a letter or
letters from a word. Mis-spelling of proper nouns and unfamiliar names are ignored. If the
wrongly spelt word occurs more than once in the passage it will be treated as a single half
mistake.

b) Using singular or plural noun and vice versa.

c) Use of small letter at the beginning of a sentence.

NOTE

a. More than one error in a single word: All the errors are counted but the total mistakes
counted in a single word should not exceed one full mistake.

b. Every passage will be accompanied by a list of words which can be spelt/ written in
more than one form. All the spellings/forms of words will be acceptable and not
counted as error. For example, the word ‘Honorable’ is written as Hon’ble, Hon.,
honourable and hon. — all these forms will be treated as correct.
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C.

CANDIDATES ARE NOT PENALISED FOR ANY TYPE OF ERRORS OR
MISTAKES OTHER THAN THOSE DESCRIBED ABOVE.

Method of calculation of mistakes in Stenography Skill Test:

(Full Mistakes + Half Mistakes/2)
Percentage of Errors = x 100

Number of words in the master passage

Percentage will be rounded off to two decimal places. For example, 5.009 will be
treated as 5.01 and 5.001 will be treated as 5.00.

* % %k %
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