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PLATINUM JUBILEE

fesTis Date: 09.03.2024

WEI® U9 Hfave dqfFas Werae @ sidl RECRUITMENT OF ASSISTANT AND JUNIOR PERSONAL ASSISTANT

HRA TR, icRRel AT & Iqela e v g7q@ dafeed 3R eqaure Geur sifae sreqaens gaemmen(d.3m.od.) # P 9waf & fov

AT Al BN QT FA Tl Jar, Gl Sezel 3R IR Seicant i @ist & ST W@ g

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: -

e ugf i wEar 3mator FUfa * Reservation Status®

No. of Vacancies

3. UR #fag osc | semsc | HSSTST
"B / ASSISTANT (3@« LEVEL 4 : 25,500 - ¥81,100/-)
10
6 2 0 2
(&7 / TEN)
wfass dufFas gerw / JUNIOR PERSONAL ASSISTANT (dae LEVEL 4 : 25,500 - 281,100/-)
6
4 1 1 0
(8% 1 SIX)
ATaegSH AT TJgd FT AXS
Essential Qualification Mode of Selection
Hargs /| ASSISTANT CLICK HERE TO APPLY

o el oY AeaT e favafderery earT | 60% 3 AT 10-Ng dAW WX 6.32 WSMNALT. & Ty Fich,
0 qEnfad od & W was faeafdeare ganr ffdse argmsma FuiRa safyr & e qu far awm oar
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 FTI & 3YANT A YOI /Proficiency in the use of Computers

af@a e
Written Test
+
lerer wiator
(FTgEX wIERaN)
Skill Test
(Computer Literacy)

Hiavs dufFas weras / JUNIOR PERSONAL ASSISTANT CLICK

HERE TO APPLY

o fordr 8 Agar urcd faeafdearerd gart ¥ 60% 3t a1 10-fig dAE w 6.32 WShdLw. & |y Fids,
3 AN o & W Flaw [eafacaes qanr s oA MuiRa safr & sex g fRr e
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

wd AND
o 373G IMYFATT & 60 s Ui fAsie & =geIcd# a1fd / A minimum speed of 60 w.p.m. in English Stenography
o YT & IUAET H ydIorer / Proficiency in the use of Computers

3gar / OR

o fordr o AT grcd aS/faeafdegred garT Bi¥a 60% 3 A 10-fig YA W 6.32 WS & @y
arfofSaes/afaareriier s & fEvehar, w@ﬁ%%ﬁ%mﬁmﬁaaﬁ@mmmmmﬁa
af¥r & 3fex qu far a1 g 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 RA-CHRAT/RAGRR & &9 # Uh a¥ I 3a One-year experience as Steno-Typist/ Stenographer

wd AND
o 3T AT & 60 2se Ui fATe H =gedd a1fd / A minimum speed of 60 w.p.m. in English Stenography
o Y & IUAET H wdoTar  /Proficiency in the use of Computers

fof@a afar
Written Test
+
Hlerer wliator
(FegeT wERaT
L)
amyfafy)
Skill Test
(Computer Literacy
and
Stenography)

«[31@T/UR - 3R @a/Un-reserved, 3.79.3./OBC - 3= fUwsr adi/Other Backward Class, 3.3T. /SC - 3i7qfad sifd/Scheduled Caste, 31515 /ST - g

SteTetia/Scheduled Tribe]
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ST 16 RiFaat & @ 2 95 ogqd et (&) & v arfaa § 3k 1 95 doos feam safadl- sA9Rr e (@.Rem.-tadn) & v smiEd §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
(PwBD-LV).

I frss .S sfgar fREr o ggae o Aol (Tadh) & T 3udey A §, dF 3Wied REadt & fov drseeg dndr sedicant #r e ARt w fEr
R Sreen| o dr seeg ad sEAigart it e A0 off 3uerst 78T €, A 5% IERMIT & #RT SN IR f.35eY A HRETOT B Y FGrm S| f 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.

FEIF & UG & AU FRACHE HERAHAT ST (TH), WST gl (THS), Tefell (S5¢), el (V) Uoall IR fA@ar (3INssey), W (THs), Folall (ve) 3R
FaR () &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).

Hfavs dafFds Hers & ug & AU SicAs Iraeashdr doa1 (TH), Wl (TEE), S (ive), Tear 3R fower (3Rssey), d@= (vas), el (Ta) 3R
FarR (&) &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).

ded/edipa Bt FREAT & awe § Afdeafarg F av

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

o STET, QB T 3l yATOTaT # Ede R AR & fow A AL /i @ 3o @ oo g, 98l algd/udihd St yaoTT
#H Tras & fov sfeaf@a @rshdre/afaera @ faar fRar sreem 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 SfET AE/ThIH B JAOTT F HETAT F R UTHA & AT A6 dhdo Tk AHART WAL /GAT B Seo@ fhar g, o
ared/uhIpd e gaoE # sfedfad sifda d@shdre/mfded « fur f&ar smesm Where a common CGPA/Percentage
applicable for the entire course of study is only mentioned in the Dual/lntegrated Degree Certificate, then Final CGPA/Percentage
as mentioned in the Dual/Integrated degree Certificate will be considered.

o S5 Fs eafaearo agd/edhiad B g # w8 @A e/mfdud e FE aar 8, ag @ eI aeaEA F A ey
JfawEaAfha Arbefic & @R Tl @ shdre/bfad W fdur fRar Swem Where a University does not prescribe any
CGPA/percentage in Dual/lIntegrated Degree certificate, the cumulative CGPA/percentage as per Final/Consolidated Mark Sheet,
as applicable for the entire course of Study, will be considered.

o 3T AWCS FAW T § W] g, e 58 W eue Rw & 5 eafdegrem/aey= 3va el /vdhipd St yawomT &
FAAHFATRR & fov deidie/afaerd gred w1t & AT #i1$ wlaen Huifa #Xar g ar @811 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 ogT favafezmer et yaAmT a1 aafed Andie 7 drshdie. iR gfaerd 3@ a1 3eo@ AT §, aF FH ¥ A TH AWCS
I o ar drSdie. a1 gfderd 3, §AR fAwYs & U AEst & 3ej&9 gler =igul  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 faeafacarem Bl vaAmT a1 gAfRa Akl § dad WA &1 Sea@ a=ar g, a sfeaf@a @shde 3fFed s @
faafa arar Aedst @ qu S ARl aEar RuiRa & & [ @shde. @ afdud st F sgem fr At @ § B
SHTOTI AR AT # Fael TRl 3 &1 e gl W 3MaedF IRade dfgd T AES e 81 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. dle NOTE:
o 3IWFd RFTAT &7 uger & auf T Swelier 3RTET RiFaar enfAer €1 The above vacancies include backlog reserved vacancies of

earlier years.
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Foar et & o AR Jegdr sgaw aegedr § 3R Fad 38d g & 3FAear faf@a adefalerer gdgror & fav are @@ g
gTelifeh, WTCel 3ifel-oTgeT 3Mdeal & 3MUR 9T, 39 A 9fham & fow 3efieart 1 gaa & fv g Shifcer &1 sreel| sraeas Fogdr
F gIed 37l H 3TIAR Fe-3i6 IfAAT dF Feh NIRTS IRIAF BhfAT T geyfa 391 Tohdl &1 I8 &I W F 939 H IRIFd
A1 TAY-HAT T AR THR/ARET IH1T & MeRMFAR Seof 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. 3mx #Hiem AGE LIMIT:

31.03.2024 * 18 - 28 ¥ (3F1.SW. / H.A.SM. 3FHICaRT & T HWwder 33 a¥ vd H.W.g. 3FACaRT & fov 3®Faw 31 I, Fao
38 @91 & fIU IR el &)1 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).

5 WHR & 3T ol e wei/dams, i o e awr st GERT GROT R & T Sww &, # e ol & A
ST [aeheliar safeddl (Mssegdisl) w1 39 g e 7 10 a¥ (vad/Tad & fav 15 a¥ 3R 3l 3#digart & fav 13 a¥) &
P & S| SUHTS fAheATar atel sgfdd  § TSt faenerioTar 40% a1 3HA 3if8F &1 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 Disabilities (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.

fasmier s7iicar gl &g TREAR/AG TR Aeri/dieay & dgd &7 ¥ FA de a1 foler Jar vee 1§, @l orclt gamr
g A gal W Fgfad & v 39 3R/ Ma. 3Eficar & fv sifeda 40 a¥ (31/315S. & fav 45 a¥) & el W), o
Tar & AT T G A g & SN Ig AT O & 3 o weg A & O get o) el orcl o o W@ ¢ F v & dieka ar
Heey Hadl & g1 3R vk Fau TUfd fRar S @hal § Y 58 UG W el i a8 FaT g A & el W aded & Here Hdee
& fow 3l gl 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.

feranait, qomereer Ao 3R FARAE €T F IO 9fd A owT @ IR AR, gl qHdaE g fhar &, % A F 90 30y
AT & 35 a¥ T Y (IR AR S & Fewdl & faw 40 a¥ & 31g) T ge & Smua|  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 WHER A 9 @ ol | RfFaat w Pgfea & v, o gaqd dfFe o 35 aafds g @ aedfas &g dar &1 3@y gew
& A & Sreel 3 Il ool 3y 3w ug, oW & v ag ByiEa 9w @ 8, F fov MuiRa sfeaw g @ @ de av @
st a7t & o 3@ 3Mg W ¥ FSfAd odt H QU F dem AT SEm| 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 ug % PAY AND ALLOWANCES:

o A 3Ffleart # T AfgFd & daed 4 (325,500 - 281,100/-) F g/ Hiecs dAfFdh FEFh (S.AU) & §T H @gFd
faam ST 3R 37 FgeAaH HeT Al ¥25,500/- T T ST [T SITUaTT| S8 3Tellal, HEIMS o7, S wor faemmaiar ey
ug gRaes Giaur F o 7 30T W §, 3w HAU: TEEIIA T W AR o W A o o [veame] iR aRase
I T I fhaT STUaTT| e IeERr Yot gorrel (TA.LUH.) arr Aanfdd giel| fiRee F Aok |, 37 glauw i
TaE AR et & fov fafecar glawurd, &, sasmer amr Rawrd, g AT, e & WHR/NIRTS FTAT & AR 3Terstr
&1 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. 3maed e APPLICATION FEE:

3deat ok Z.100/- forar Swam| uRer A, Hel mdeehl 1 ITdesT Yooh & T H FAG & F T.500/- HT HICE BT gom, 5T &
Yeh-AFd AT (AReTTERCE Asseg i sEed A F 3Elgar s afde ¥ g, gew ge Aoh
(afgen/TEdTEE/dsseg s/sayd dfeieh) ¥ Heftid 3elcaRrt @ qol 3des oeh arod &Y fear seen, afe ag faf@a odem & amr
dd § 3R PIR/SSeogua/3Nal sEicart 1 2.400/- avg X v Sear, Ife ag fofad odem & enfder giar &1 3 wsft sefigant
FY HTAGA Yok AIW g1 a1 smean, N AW adiew F anfAe 7@ g1 it s IdeT I FHT b3 gred A & v sEleant
®I IS TH.CAHL FIS & TTY FET doh WA A [IGROT Tl AT G| AT ' Siseht Tl oeh-Herd ATOTGT T Rt gred awtel
& fow gl v (CEE/ TS/ Aseeg Sl /UFHTH) TS T g An application fee of Z.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.

3Fficar Scteie dffesfae Fs/mfse 18/ I dams/ua s Uh.&/alte ¥ s a1 Fdhcdd Ta.ALIS. A § e Al gaRT
HIBATS' I X Fehel &1 Yoh ATl & 3Hida ARy 31.03.2024 B, W AT H'S ZaRT 02.04.2024 Teh Il AT ST Heel
g1 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.

d 3FAIGAR ST HieTeTSel Yok STAT g P Fehel &, d 3T ClcHIA HT 3TN FXch THAINS ATl & AETH § 3hollge Il AIS
o I T &1 A LA & o 3ifaA AT T Yo I e FfAaE 9 F IR, F 9ET S AiRe I’ @ Tl G |
3eTehT 3FHIGART WX TAOR =1gr fohar Sireem|  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.

Tl Aften sefiear; e anfa (vee)sEgfRa Saenfa (Tad), saqd dfaw (vew-rw) AR daE Reaer afFa (desegEs))
yot 3maeeT e #r araw & fAT arT &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. 3Mdea H& 2 HOW TO APPLY?

Fad AAAST 3HAeT & TeR fhw U 3Ffegar https://www.prl.res.in/OPAR W 3des IoRel Y| Hiddrsd e
9Icd I @1 A% 09.03.2024 (10.00 I=t) ¥ 31.03.2024 (24.00 I=t) d% WHHT WM 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
application will be active from 09.03.2024 (10.00 Hrs.) to 31.03.2024 (24.00 Hrs.).

ﬁwaﬂw&nﬁaﬂwqﬁammw,Wﬁwﬁa—mﬁwm(mmmmmgmm) Aol
ST veTel foam Sireen ford aifasa & weet & faw @raursh qdes wxfara faar s =@nfgwl 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.

3desh @AY SR S 3R ANET A 3desT H FHAaRid: e glem gl S auer fhar s 39 f@a/miere olier &
fow gia ehe/®id oex AT $-Ad gaRT &1 Nl Swen gur A5 o g8 il A87 &ell Swsfi| 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.

3FAEART S Tellg & ST § & J 379 37MdesT ST el ¥ Ugl 3 EaRT gof [y 1T Tl Bles ol iAo Siig of | IFHeart
F TH & I F T THIAF 3NAeT ST e A 997 afig¥]  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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3TeT-oITSsT 3MdesT & Y fAs=T 8 3maIs+ § The on-line application has to be invariably uploaded with:
y

> Fqgfa Sfa/sgRa Saenfasea Reer a9t sEfiear: suged TRl gart S e WER AlREr & foe iR
AT H Sfa wAHOT 93 SC/ST/OBC Candidates: Caste certificate in the prescribed proforma for Central Govt. Jobs,
issued by appropriate Authority.

> dzeeg @l sEfigar: 3ugFd TftERo/ARES A5 garT ol AURa AeET # disseggl AT 99 (40% @ FW A
Tqehererar) @ 9fcrl PwBD Candidates: PwWBD certificate (40% and above disability) in the prescribed proforma issued
by appropriate Authority/Medical Board.

> Sifa/drsseg 1.8 g o gredt H gfafaf fRve dedge www.prlres.in (S 3@ER->RIFTAN) W 39 g1 Copy of
Caste / PwWBD certificate formats are available at PRL website at www.prl.res.in (- Opportunities>Job vacancies)

> qaqd dfaw selicar: damfFd wAo9T fY Fd @cfia ufd Ex-serviceman Candidates: Self attested copy of

discharge certificate.

F. 3% ") &% fow 3mdesr APPLICATIONS FOR MULTIPLE POSTS:

3rAlcar erdl & 31T Sl el & fv, AT FEre IR AWMU & AT 3deT w g &1 58 AHS F 3FHcart # @gre 3R
JART. & 9G F AT IEET-36T e FHT e gt IR TAF g F AT T § G YoF F I FLA gren| gt gal &
v Rf@a/slaa ofian sraer-araer 3mAfoa i sweftl  Candidates may apply for both the posts, ie. 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. =u 9fFar SELECTION PROCESS:

fAeRa Jeaar =geda 3naegedr § 3R Fad 38F gl @ 3FHIGAR T & e Hodishel o8 H faf@a qdematerer qliem & fow
g1 =Téf gt 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.

3Gl 3Mdeat & MUR W YRIFh BRI M| Fol HdeaAl H T&qr I NIHR.Cl. ZaRT AR 377 Afesl R FOR ot &
d1E ThIfAIT FI AEs aI T AMTT| There will be an initial screening based on the on-line application. The criteria for screening
will be decided vis-a-vis number of total applications or any other criteria as decided by PRL.

&I SEetl| gTelifen, T3Rue & 99 fAf@d 986 T #7 Eg FE/aeas 3R 3FAGART H fReT 37T 8T g W i & 3mafed aXe
& AR GRiET &1 fAfld e & fAv #id deX Fad 3efieart fr dofiha $-Ad S W S SMUaT| 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.

3rficar #t ggel 3R qEd TAfAEAr & T A Rt o wdew @b #r TIS FE geml Candidate has to choose any two exam

centres as 1st and 2nd preference.

foafea olem ar a¢ f afer & gl g, 39 PWBD 3ricart & oleT # ufa 8¢ 20 s & vfaqes wag far smeem, S
e MR FAT & FROT @ 7 SRSt & 393eT & T 97 § 3R 396 3R & 9iaT ows & v Sega smawTs g, A
& I SHHT IYART W & AT AL | U, APAR (Gt g Fonfag-ae) 3R NeeT great Hr Aoft 7§ Sgas Rvenrar arer sgfeaar
& HIAS #, I g¢ AT A § o g5 ThigaAsT S giaer & fav g § 3R gafar, fofga oler § giaqes @eg & fov s o g,
qe F HRISE A GREAUT F SUAT W AT A TAAR @RI a3 Ao F cafFadt & AHS A, SRl F wEu H
APPENDIX-1 W7 & 38R THRI 3Eqarel & 7ed fhear sftsly/fAfad ae-/Rfeaar sthes & gamwr oF g qd e
FgAfT & S Fehchl § o Feiftra afera &l forgeal & iR ell 8, 3R 3uh 3R & ode fomer & fov &hrgd 3maegs 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.

IR ITEYT TAERITET STt faeheliardl atel fhell 8t Seflcar St Thisd &1 Flawr &1 3961 3 & fov u § 3o & &higd
eIl gt N | SFAGAR @ U Thigd T cJaE AT FaI FA el IR Thigd H Wdd 38 96 F AU Iaeds wgeiad g ¥
U HeH FH gl MRV e AT 3raliear aderm & T & 3R 38 APPENDIX-Il & T a0 QAT & 3f@R 39 Thige &1 fgagor
$ifreh STHEUT FLITRITC, FaETRT, 3EHCIaE-380009 I Gl&T HI aG & &7 ¥ & 7 & ygal 1 T g9l AR anrT
AT oA o TIT ThIgd I qleT 1 d@ § &7 § F7 7 & ggel APPENDIX-IIl & U I7¢ WIhrAT & alwom geqd et gl
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-Il 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.

At gel & for f@ar/sierer wliem &1 drogsd 3R Yt g agsT 9fshar APPENDIX-IV & 719 & @1 Tofest g1 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. 3m=m %51 TRAVELLING ALLOWANCE:

gl sefeart & fow - Fierer wdieT F fow
For All candidates - For Skill test

Fierer GRETT & T Aoy S1Ed 3FACar H, AET & YA & §7 & {old A1 96 e Tdd A W, a9 Uicorherd & QU aw ga &
I GUETUT & U deh Tl DI AT @RI Tl AUN T o FRIAT T WUROT 58 fARIC 1 3fa7elial fohar Swem| afg 3efigar
fAUiRa Aol & STgar Aol & amr 1 €, A IRET0T Yooh F BIFH el TR AV o BREVAEAT 0 fARIT 1 T fhar
SITTaTT| TS AT ATt IT AeT adat b1 01T dLAR.TS. &1 g9l 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.

I. @AEg A GENERAL INSTRUCTIONS:

HAR gANIE: S 3FAGAR HFGRTST THR, TTdoladh & & 3UhaAl, Tarad el e & dgd FRd €, 306 e WET & g7
1 S 3 gorar SV, Feftd Adedr & iy GHIOTIS STAT FAT M| gTellieh, 3FAGAR T fAdedr d FiEd ae 3R 3ER g
FFATT A g1 UG & AT IdeeT FT g1 T 3FAIGaR S U & fAT 3dee e & 16 ASHIR UIed/Aed Fhd g, 39 o &
e 3TdesT I FaRoT G HT gl AR dierer gleTor & FHAY HART JAOT 97 HiAad § @ FTAT ST gl S 8 3Efiear,
St lerer qHETOT & AT A AN FHAOTIT AT F F G @A §, 30 Herer ofeior F sufa g i segaAfa 7@ & Seeh
IR dT Fr L oeio) AT fohar Seem| 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.

3Rt Y qUlieh (T38-311th) I T AT 7eT &1 Al e 3ok gfderd 3R 10-fdg dshde. & sremar 3 &7 & €, ar 3¢ wfaerd
# aRafda wY 3R TR & Fee H Fea/faafdeae/as & gue gann v R s aiiRe @ siw-eie 7 sfeafea fmr

ST A1gT| 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.

3efieanrt & Tad AT T gl o & ardr Aefest B @ A § 3R 38 AT # iR sidersa e 9F # Aaeghdisi &
3TeY fow v fAEel @ drere/3eaTel fRar I gl 37T, 3FHiGART T FEUEl qEeh e gee R R aw gt & seEr
HieTeMTsel 3Mdest U H fAftad s T o= &7 3ETE fhar St 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.

QT IrdeHl UE A e, St 38 A A 9 719 IAASHABN F ITET A¢T § W FAER AL A Swanm| | Applications that are

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

Jmaea # 3Figar gErT aiia snfavaoht S & st seyfRa sfsegRa saenfars.sseg.wa. #t sifaw @@ s sk 3w
F$ IRadd W A9R & fFAT Swam  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.

Tafaa selicar #t AT s v ¥ Rl off Frfew a1 sEIqUATST g A duemant F 7w F v Gygya e
STeer 3T NIAR.TA. & Ba § 9RT & w¢F ot FF A F AT TGRS FAT 51 FFar &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.

ierel GU&T & fIT Follv 1T FIcaRT &1 Hid-orge Tedd R 71T et & QU 71w @l faaron & g#Amor 7 |el Jrfaeh el aEdrast
T e BT HieT-oIgeT &1 IS HIS 8N SARRY el FHATOIT glel R I 3T SEATdoll JHT o gl W 3FHIGIR Hirer qam &
forw or =gl gler 3R AT o7 & T g1 fhdT Swem|  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.

TG HRAT Jal (TA.H.TH.) U & ol Usiiehd 3R Gl eudl T U A dlel 3FAGaR LIAR.TA. H1 dedrse o AR sfeafaa
3dea 9fshar & el &L 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 HRAT AR & 3Mdge &l Only Indian nationals need apply.
gTs 1S RiFaal v d@ear 3wfad | The number of vacancies indicated is provisional.

e M3Ruer @T A0 AT & A 3§ 9 $o A1 @l el A IR H ISR AT &1 PRL reserves the right not to fill up

some or all the posts, if it so decides.

weT/fagfed & fav hifer #€ v v 3Efieart & @ #15 3aR#A gIaR F@ fFar S No interim correspondence will be

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

gfg 3rdcar arg ar f§ar 7 off faf@a 9diem ¢ a&a §1Candidates may appear for the written test in Hindi in case they prefer so.
fARTT FT T A @ AT ToaT g arar STetaed F1 @1 ¢ 3R Afeen sefigart #) smdea == & faw Newrfea frar smar 8
PRL STRIVES TO HAVE A WORKFORCE WHICH REFLECTS GENDER BALANCE AND WOMEN CANDIDATES ARE
ENCOURAGED TO APPLY.

Pt Y T F AR FS W 3@ AT fFar sreem CANVASSING IN ANY FORM WILL BE A DISQUALIFICATION.
3rfleant § Jfaemse A A TAT AU et 1 Iy Brar snar & 3R F Faw duamalis el & vew w5 O Sy

3R sugFa/feiRa cramsh yamor gart wefa B s wF) sfaersa WaeT TR SR WA RT v Tad gege / Tad whafeat
R W, 9 9iRAT & SReaae & a1 sEficar fr 3Eeart g w0 & Sl
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J.

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.

IR 5w fgEe & R awawor A carew & FRoT B o srewseanfaae B Rufa #, s wwor # Re aw @ sifaw 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.

Rt YR FT JTeTega AdeT ¥ FafAd Tl U recruit@prl.res.in 9T k|
Any urgent queries related to online application shall be addressed to recruit@prl.res.in.

JHTT-ATST MG ST TR FA & Ugd, 3FAGaR FI AFAfai@d RaRor/eraid=i/asierl # 9 I@T 91figT Before starting to fill

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

> Y $-A 3medr 3R AEsd A% Valid E-mail ID & Mobile Number.

> Sd fAf &7 qEarEst yAT (Afegerere/108/TH. tH.Ue . FA-9H)| Documentary proof of Date of Birth (Matriculation/
10th/ SSLC Certificate).

> e @] 8, A 38 TR H Seol@IdR EATsh/ STlaAn(3Taedes A1add)/EicRoT YA & fov 3ifca/3reurt yAor-as a0
3 ofic Fr Thet @Y §€ gfd| scanned copy of the Final/Provisional Certificate or Marks sheet for Graduation/Diploma
(Essential Qualification)/Conversion Certificate, if applicable as defined in this advertisement.

> e oy g, o, Sfd EvaT T 1 g id (100 kb 9, 9ELus. wie )| Scanned copy of Caste Certificate, if
applicable (100 kb size, in pdf. format).

> faseien 3Flleart & A 7 dsseg a8 FHUT-aT i Fhet H g$ Ui (100 kb AW, MELTH. widfe #)| Scanned copy of
PwBD Certificate in case of Persons with Disability candidates (100 kb size, in pdf. format).

> HAYS-HiAR & AHS H dar fAqe JAOL-TT H Fhel H g Uid (100 kb FW, dELTH,)| Scanned copy of the Discharge
Certificate in case of Ex-servicemen (100 kb size, pdf.).

> TAA IO HER H Gl aER A B ufd (100 kb AT, SIS 41, 3 A & 3 Qe AT gl @ifew) IR
gEAER (100 kb &MY, ST 589 | 3Fficar Ig FARHA Y foh o T 5@ G &1t ufshar & @Rl 39T gl Scanned

copy of the recent passport size color Photograph (100 kb size, jpeg/jpg 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.

> I 3R GEARR AU F gq feenmfager Guidelines for uploading Photo and Signature:

el &1 IgAfT 8 &1 No selfies allowed.

QT TS @IS & &1 Frontal view of the full face is visible.

JRIT3E AEI/THeE Bl A1eT| Background should be plain/white.

BT €1 & T ITEOIE WSSl BRI & JHrdl Yueh aEdR a7 fhdl 370 ek 3velis fhu S W 3des @iet
F fear smwem| Application with blurred photograph or any image uploaded other than the recent color

passport size photograph, such applications shall be summarily rejected.
Q@-TH TER HT 3AT el 81 Black and white photographs not allowed.

v GEIRR 1 Iquid 7:2 (I @iss 70 Reder § o Far$ 20 o) gl @mfgul Signature should have an aspect
ratio of 7:2 (if width is 70 pixel then height should be 20 pixel).

HeEme H Fars AR A e & (I iz 100 Rewer § ar Far$ 100 Rewer) e @ifgwl Height and Width
of the Photograph should be same (if width is 100 pixel then height also should be 100 pixel).

AN NN

AN

AN

IE @A AT Ageaqet AT IMPORTANT DATES TO REMEMBER:

3ot UslieuT URF @ fr faf¥ 3k @& Starting Date & Time of ON-LINE

. . 09.03.2024@ 1000 Hrs.
Registration:

3T USlieuT F@ATCT gl AT fAf¥ 3k @#FF Closing Date & Time of ON-LINE

. : 31.03.2024 @ 2400 Hrs.
Registration:

30 3f1dad I 3ed- fRUfd BT THHRT o forg Ul 3R T da1se www.prl.res.in G|

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

ToeR REGISTRAR
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APPENDIX- I

Certificate regarding physical limitation in an examinee to write

This is to certify that, I have cxamined 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 i

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).
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APPENDIX- II

Letter of Undertaking for Using Own Scribe

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

(name of the «centre) in the District

e (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 examination.

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, I shall forfeit my right to the

post and claims relating thereto.

(Signature of the candidate with Disability)

Place:

Date:
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APPENDIX-1II

A IGED agw'tmr YARTRITAT, HEHCTEIE
PHYSICAL RESEARCH LABORATORY, AHMEDABAD

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/o,W/o,D/o

PwBD candidate for the examination for the post of with

Application Registration No.

. | declared that my educational qualification as on

date is (Tick the box):

Below Metric Metric

10+2 Graduate Post Graduate

Space for pasting of
recent passport size
photograph of
Scribe to be cross
self-attested

Attestation By Gazetted Officer

Name

Date

Stamp

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

Signature of the Scribe
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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 ldentities, 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.

* % %
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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, Italic, 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
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 ldentities, 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, Italic, 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.

d. 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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