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The 21st Jaguary 1998 - g . Bt

No. 3797-—5.. E-1-42/97-S T.—In exercise of the powers conferred by tﬁc'proviso to article 309 of the
Constitution of -India, the Governor of Orissa hereby makes the following rules for regulating the recrnitmerit
and conditions of service of persons appointed to the Orissa Secretariat Stenograéphers and Personal

y -. T 5 - z._—--ﬂ‘ -'..'

Assistants Services, namely :—

B0 T A CHAPTER1 . I

. on g ¢

PRELIMINARY

Short title and commencement :

1. (1) These rules may be called the “Qrisza_Secretariat  Stenographers’ and . Personal Assistants’
( Mathod of Recruitment aad Coaditions of Seryice ). Rales, .1997". ; i

iﬁ) They shall come iﬁt_o force On.thc."dnic of théir- pubiication in the Orissa Gazette. T‘
Definitions : | : : o | . :
2. (1) In Lhcse; rules, uniesg the context otherwise requires : ' : ' o S

(a) uAppo_inlting au&ori:y" means the Secretary to the (_Two_vernxﬁc.nt of k_)riﬁs'z,'.Hoc Depal:fménr; : E
) “Cadre” means the cadre of the service of the Junior Stenographers, Senior Sterographers it

Personal Assistants of the Orissa Se.c;et'g_t_iat;' £ o ki :
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as.the case may be; Y. ’

(d) “Department” means a Department of the Government as specified in the First Schedule to the
Orissa Governmznt -Rules of Business framed under claunse (3) of Article 166 of the

Constitution of India:

(&) “GoVvernment” means the Government of Orissa; a

(f) “*S. E. B. C.” means Sccially and Educationally Backward Classes of the citizens other than the
Scheduled Caste: and Scheduled Tribes as mav te specified by the Stute Govermment from

time to time;

(2) “Scheduled Cﬂs(es".aﬂd “Scheduled Tribes” means such castes and such tribes as notified from
time to time by the President of India. under Articles 34]- and 342 respectively of “the

Constitution of India;
(h) “Service” means the Orissa Secretarjat Stenographers’ and Parsonal A ssistants’ Service; and

(1) “Year” means the calendar year in which the recruitment is made;
2 Words and expressions used he:c?n but not defined shall ‘have the same meaning as respectively
‘assigned to them in the Orissa Service Code. ' ' '“‘ ¥

CHAPTER 2

CONSTITUTION OF SERVICE AND METHODS OF RECRUITMENT

Constitution of Service : - .
3. (1) The service shall consist of the following cadres , namely :‘",: o
(i) ‘J'unior Stenographers; ‘ x o ih, B
__@ Séenior s:.Quogréph:m; and - =T

A(ii'i) Personal Assistants.

as may be fixed by the Government in the Home Department from time to time "and shall

(‘ (2) The service shall consist of such. numbers of pérmanent and temporary posts in each cadre,
, training and deputation reserve posts of the total number of

include ten per cent of leave
Posts in such cadre.

(3) The sérvice shall remain under the administrative control of the Home Department.

Method of Rccruit_ment -
4. Recruitment to the posts in the service shall be as'f ollows, namely :—.

(a) The posts of Junior Stemographers in the service shall be filled up by direct recruitment in
~.accordance with the provisions contained in Chapter 3 of these rules; :

(b) The posts of Senior Stenographers shall be filled up by promotion from among the Junior

Stenographers in accordance with the provisions contained in Chapter.4.qf thess rules;

¢) The posts of Personal Assistants hall be filled up by promofion-iff&wmgibé&i_ﬁqr Stenographers:

\/\/} in accordance with the provisions coptained in Cbapter 5 of these rules.

<~ T T e e —.

Determination of vacancies :

_ 9. The appointing authority shall determine the number of existing vacancies together with the
ticipated vacancies arising in the year in each cadre of the servicze cn the first day of January before
itiating process of recruitment/pro.notion to the posts of Junior Stenographers/Sgaior Stzaographers and
‘rsonal Assistants, as the case may be. . :

M

(:;:) .‘Committes” means the Departmental Promotion Committee conpstituted under rules 25 and 30, .

Ty
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\\) i 5. 0 - : CHAPTER 3

APPOINTMENT OF JUNIOR STENOGRAPHERS

Advertissment of vaczncjes *
6. The appointing authority =fter dzterminiaz the vasy: Ciss, iF the c2dze af Fraj - Stenegraphars, 1o be
flled up by direct recruiiment shall jssne advertisemeai in a: l:ast two losal daily newspapars
inviting applications by a tpecified date frcm the ‘€zncidates ¢ligible to zppsar in the eXamination.

Condition of eligibility—

7. In order to be eligiblé to compste for the examination of Junjor Stenographers, a ‘cancidate must
satisfy the following conditions, namely :— '

(a) He/She shall be a citizen of India;

(b) He/She shall be able to speak, read and irite Oriya and shall "pave Oriya as-a subjact in the
H. S. C. or an equivalent eXamibation or has bzen declared 10 have passed a test jn Oriy2 languags
equivalent to Middle English -School standard -conducted by the. Education .Department of the-
Government. : o PHISE . y .o : A Yk '

7st dav of

I=h

 (©) A candidate shall bs under thirty-two years and cver twenty-ons years of 2ge on the
January of the recrpitmeant year in which applications are invited : :

Provided that in case of candidates belonging “to a Scheduled Caste, Scheduled Tribe 2nd Women, L'qc'
upper age-limit shall be relayed be 5 (Gve) yezars, and in case cf candidares of Secia]ly and Edrcziionally
Backward Classes. the Bpper age-imit shall be relaxed py 3 (thrze) Yyears : o

' Provided further thaf in case of Physically handicapped persoms ang CX-servicemen, the rpper 2gelimit
shall—be relaxed as per the instructions jsspad by -Government in the General Ae=miistration
Depar tment. : ; -

NOTE :—Evidence of age accepted by Government i Homs D=partment ghall be the 222 which 35 emrer=gd
In the H. S. C.. Exemination or ‘Matriculation or Secondary School Leaving CoriScar= or a
Certificate equivalent thersto.. * '

7 (d) A candidate must hold 2 Bachelor’s Degree from 2oy Indian University or aam Efacztions]
Insnmtion_ established by an. Act of Parlizment or deemed to be an University yades S0 5 of the
University Grants Commission Acts, 1956 or & Foreign University approyad by the Canrrai Gorememest from

s time’ to time: ;

Notz_:—Copies of onlv Degree Certificate or Provisional Certificates  jsspad by tac Ue==fy duly |

vattssted by a CGazstted Officer as a true copy shall be 2c22pizg as evidanns T =icerjoaal
qualifications. The original shall be produced at ths time of 2ppointment, :

(¢} He/She shal] be of zood ':h.ér::r:r;

(f} He/She shall not have morz tcaa one spouse living: and

(g) He/She must passess a minimum speed of forty words Per minute in epalish TR rwerdy
Words Par minute jn Oriya IV¥pewriting end eighty words D2f minupte in 6ROri5zag == -~ Zaglich

and Oriya.

Eligibility of Government Employeses : -
8. Government servants whether temporary or DPermanent stall be eligible to appear z3
provided they poszass the requisite qualificaticns and are within the prescribeg age-fimig

Notz ! —Applications from Government servanis shall ba rzjected  unpless sudmizmel =g DIigDer
ChannalT. :

Identity -
" 9 Candidates shall submit .two copiss of their passport size 'photographs‘ Gufly st Dy them

2nd  attested by a Gazetted Officer, one. of which shall be fixed on the fArst pages af T= =5pilcatan -
form, and the Temaining one shall be firmly attached to it. S, )
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Examination Fee

10. Candidates, other than those belonging to Scheduled -Caslcs/SChcdpléd Tribes 2pplying to

 @pPear at the cxamination shall be Tequired to pay a non-rzfundabls exzmimation fee

NOTE:—The “amount of fec.2nd the Procedure. of paymenr of such fes shull be as may ps
determinz=d by the Goveramenpt from tim= 15 limz in  ths advertisement p'ubfish-d
undsr rule 6. - &

Disqualification for admission to examinatiop - 0T

i

1). Any attempt on the part of a candidate to obtain ::uppoﬂ for his candidature ‘oy aﬁy means

shall be a disqualification for his/her admission to the Examination, at any stage,

Admission to examination : -

12. The- decision of the. Homs D=partmant relating 1o . the .cli_gibﬂitx of 2 candidate for

admission to the examination shall bz final apg candidate to Whem a certificate of admission has

been issned by the Hom_g__ Department shall b admitted to the eXamination,

NOTE:—The application of a can&i_giatc Shall  be Simmarily  rejected if the s2me is pot
complete in gl © Tespects a5 Provided in thesa Tules, and . not reczived by the. last date
notified for receipt of apolication. : . ; ; Ly %

i
. - )
- . .

Application for the Recrnitment Exam-ination:-

13. ‘A candidate desirous of appsaring at the Recruitment Examination - of * Jumior StCBO_,Sﬂ“;thgr

shzll be required to. submit his/her application Wwith full signatpres in the fellowing form, namely:— )

APPLICATION: FORM:- o o5

(s) Name in full (in block letters) with surneme firsti— ' ; -
‘) Farther's/Husband's fame: I a2 e
(C) P =rmaﬁ:nt Home Addrcs‘s: : '

" (d) Present Address:

(e) Date of birth as recordsd i Hish SShf_’)o] CSFﬁﬁclt-‘./MZtricu!ation ‘or Higher Secondary
Certificate or the Certificate of an cquiva’ent exXzminztion: b

(f) Educational Q;mliﬁt:ztio_n: .

'(g) Whether employed ip any Government Office and, 1.'!' S0, particulars thereof: )
(b) Whether the candidate s 2 member of the Scheduled Casts or Scheduled Tribe orS. E. é C.:
() Whether the candidate has paﬁssd a test in Oriva egaivalent to Midd!s Engiish Schoo] standard:
(d) Perticulars of Education Fee; — : h '

(k) List_of documents enzlosad- - PR *

(1) Additional information, if any:

"Place . ; _ 3 x

Date Bt T ' A Signature of the caodicate inm full;’ ¢
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, Instructions to the Candidate — :
Ll ‘ . -

The application‘ shall be mads in plain paper and shall be accompanied by the following decuments ~
namely:.. - ; , : :
(@) Two recent passport size photographs. of the candidate duly signed by them and attested
by a Gazeued Officer on the reverse, _stating ‘full name of the applicant whase Photograph
is "attested; ——— o ' . ’ :
NO TE:—Th¢é officz seal of the Gazettsd Officer should be affixed below his}'hc_r signature indicating
the designation clearly, in case of artestation;

(b) Attested cop¥ ofthe certificate issued by a recognised institute in support of their paising

typewriting and Stenography;

(c) Attested copy of the certificate of High school Certificate/Matriculation examinztion in support -
: of his/her age and Bachelor’s Deuree orany other Fxamination equivalent thereto;

3(d) Examination fee under rule 10;

(¢) Attested copy of the Caste Certificate obtained from the compstent autherity in proof of the
fact that he/she belongs' to a Scheduled Caste or Scheduled Tribe ( in case- of Scheduled Caste/
Scheduled Tribe candidates only) or S.E. B. C,; ;
(fy Physically handicapped idendtity care issued by the competent authority as per erestwhile
Political and Services Department Resolution No. 16443-13en., dated the 24th July 1978, if

the candidate is a physically handicapped person; : 5

1) A self-addressed plain envelop e together with postal stamp equivalent to registration fes of

the Postal Department. . g -

Scrutiny of application: . .
14, The Home Department of the Govmrnment, on receipt of the applications, shél_l scruﬁﬁié'c
the applications. to find out the eligibility of a candicate to apgesy at the ' examination as per the

conditions laid “down  under these rulés.

Syllabus and Plan of Examination: _ _
15. (1) This Plan of Examination for recruitment to the
provided in- the Schedule appended to these rules.

following three Officers mot below the rank_of
Tecraitment eXamination -

po;t _of Junior Stendgraphers shall be as

(2) An Examination Committee, consisting of the

Deputy Secretary, shall be constituted to conduct and supervise the

» for the post of Junior Stenographers and to prepare the merit list. .

(i) One Officer of the Home Department, not associated with the recruitment process to be
nominated by the Secretary, Finance Denartment.

(i1). An Officer of the Fina.ncc Department to be ﬁominated by the Secretary, Fimance

. Department. e

(i) An Officer of the General Administration D

\ ¢partment to be nominated by the Special
Sécretary, Geuerc_tl Administration Department. -

Admission to the examination:

16. After the setmﬁ_;:y of the applications, the Home Department shall issue intiination by registered -
post to the eligible. caddidates for appearing at the examination of Junior Stenographers mentioning
the place. date aod time of the examination and the time-table thereof alongwith a certificate of
3dmission. )

Results of the examination:

17." The deccision of the Home Department relating to the result of the *Examlnation shall be

final. : .
. S ]
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Prcparanon ot' merit Ixst

‘ .. - "

18 On the basis of the result’ of thc examination, the Examination Committee comstituted undet
b-rule (2) of rule 15 shall prepare a list of sncceasf‘ul ‘candidates, belonging to each category
mely:—General, S. C, S. T, Women, S. E. B. C,, Er-Scrv:ccmem Phynm!]y hzndicapped "f‘ci
orismen found suidbie for appointment in order of merit.

: \-lcthod of pf\.aarauon of the .mersit ist and its validity :

19. (1) While prcparing the metit list of the succsssful czmdldates. the total pumber gof mma.;:-_«,
committed by the candidatz in t¥pewriting test and shorthand test both taken
siail be the criterion for a. sng:m" his posxtmn m the merit it ’

together

Nors—Merit list shall be published by the Home Departmcur for general information.

(2) The list preparsd under rule 18 shall include the 'names of successful candidates

egual to
the nurrber of vacancies notified.

(3) The list :o prcparcd shall remain valid for a period of one 3l'ear from the date of its
’ Publicartion : ' i

Provided tszac the Statz. Governmeat may at any time, for zrave lapsc in the condpct on
the part of any pcrson included in the Ix\t remoVve the name of _such person f‘rom the list.

NartE (1) Fm.ll ranking of the candidates in the merit list s‘.all be made on the  basis of marks
obtamcd in ths rcc-mummt aXaminatjon. -

(2) In case of two or mors candidatss secunng the same marks in aggregate, the candicatzs
securing highest marks in shorthand wntmgs in English and Oriva taken will rank abovc
the other.

(3) In case of cand1dates securing same marks-in the Tcst and  also Hn sharthand writings
final ranking shall be determined on the basis of seniority in age,

Counsideration for apjointment:

20. (1) Cdndidates shall be con:idered for appointment’ SubJeCt to ai_vaitéb‘dity'of vacancies in
the order in which their Dames appear in the merjt list, Y .

(2) Mere succe;s in the - examination and inclusion of name in the merit list confess no
right for appeintment. :

Pcnalty
21 (1) A C:md:date found to be guilty of,—
@) obtamm support for his/her cand:darurc by any means; or
(i1) 1mpersonahon' or
(iii) procuring - impersonation by any person ; or
(iv) submitting fabriéntcd document or documents which have been tampered with ; o

(V) making st:ttc'ne"lts which are incorrect or false or supprwsmo material informmatien ;or

(w) resorting to any other irregtlar or improper means in <connei:t.1'ou. with  his/her candi-
dature for- thc eXamination ; or, : e

(vil) using unfair means during the examination ; or

(vili) writing irrelevant matter including obzcene language or porpographic matter in the
scaft (s); or

(ixX) ‘misbehaving with the feliow examinees cr the iGVigiiatd 1 in any manger in the examibatior hail;
shall be liable to di:qualification for the saic examiraticn eiber Jameorenily er  or
specified period. . ®

=y

ALl
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"(2) () for any misconduct specified m‘ clauses (i) to (ix) of sub-rule _ (1), the Goverament- may -
debar a candidate from appearing in®any’ evamination or selection ‘held” by them ; or _
(i) for entering . into any e;:hﬁibiﬁ:nént under the Government ; or
(iii) if "he i. alresdy in service under ‘Government, disciplinary cction under the aporopriate
rules may be initiated against him :

Provided that no penalty under this rule shall be impoécd.cxcept aft_cr.—- g A

(i) siving the candidate an opportunity of making such representation to

) the Government
I writing as he may wish to make in that behalf ; and '

- (i) taking into consideration the representation, if any, Submitt
the period allowed to him by the -Government.

ed by the candidate within

Appointment of Junior Stenographers' fo the Servicé:

22. Before a candidate from the merit Jist is appointed as a Junior Stenographer, the Government
in the Home Department shall get the antectdents verified and jissue appointmesnt orders
by registered post out of the megt list im- order - of preference giving 2 reaspnable
period to join their . appointments by a specified date. If any candidale fzils to join
, Within the stipulated time, it shall pe open the Home Déepartment to -cancs] ths appoini-

»

* Inter se seniority of Junior Stenographers: ‘ = o ot :

23. The-Inter se  seniority of the candidates appointed as Junior
d=termined in accordance with" the respective  position assigned .
i list drawn up bv the Home Department, — -~ . : .

Stenographers shall be -
10 them in tha merit

N . CHAPTER4  °~ -

APPOINTMENT ' OF SENIOR STENOGRAPHERS BY PROMOTION

v
4T

Appointment of Senior Stenographers :

24, Vacancies in ths posts of Seznjor Stenographers of the service shall bs dli=g
of promotion from among the- Junior Stenographers in accordancs with the remgmrma |
ncations. of the the Depargmental Promotion Committes, - .

TP by way

D. P. C. for Senior Stsnographers:

25, (1) There shall bz a Departmental Promotion Committ=e 1o consider ths casss of afierya

- Junior St;nograph:rs for promotion to the posts of Senjor Stenographers. - SRS =

2) The Commitles shall consist of the following members, pamely 2, - ‘.'
(1) Secretary- to Gov»:rnm:nt,‘ Home Dcpaﬁm:nt gl
{-ﬁ)rom ofizar a5t bolow the rant of Joiat Szerztzry. Geassral Adminiszrzzion S

Dspartment to b2 upminetsd by the Special Szcretasy of that Deparimznt.

. Note—IL Deputy/Joint Secretary to Go\'crnman in the Hﬂm::|l cpartment in Chargs of he awahiich
ment of the Stenographers shall be the Secretary of the Committes, byt ha
pate 1n the s=lection. . .
-

Note—II, The Committee shall ordinarily meet once in z ¥ear in the month of J&ﬂua.’j. L
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E-Ilgﬁnhtyfor 'aﬁpSEiitfﬁ;.:ﬂt as Senior’ Stcﬁo&éﬁﬁérst;'_'“-” ’ R = ray ‘

26. (1) The Committes shall, for the purpose of 'prcﬁ)aring the list of suitable candidates _fér
promotion 1o  Senior Stenographer, consider the .cases of  such Junior Stenographers
who have,— : : t—— ‘ _

(a) rendered at  Jeast three yoars of Continuous s2rvice as Junior Stenographer on ths first day
of January of the yeur in which the Commitrss - mz:ts and have satisfactory record
" of performance and conduct; and .

\/(b) passed the in;sqrvic: training course schificd und=r rule 27.

(2) While considering thé suitability of eligible Junjor Stenographers for promotion, the Depart-
meptal Promotion Committee shall follow the provisions envisiged in the Orissa Civil Services
(Criteria for Promotion) Rules, 1992, Orissa Civil Services (zone of consideraticn for promotion) -

Rules, 1988 and all other instructions issupd from time to time in this‘regard.

Iniscrvicc"I‘x-aining Coursz for Junior -Stén05raphcr,s_: e : S ,
A7 48] In order to be eligible for ‘pfomﬁtion to the pbsis “of Senor ,Stgﬁégrapher, the Junior -
‘ Stenographers shall_have to undergo  a full-time _jn-service training course for z duration of
one month in batches to be conducted by the Orissa Shorthand and Typewriting Institute,
Bubaneswar. , , T ' S :

»

(2) Course contents of the ixi;ssrificc {rai;iil;g' shall be as'j-follows',rné‘msly -
(a')_.Smcd Class in Typswriting—

(i) Typing o.ut ‘an English passage’ .contafniug 450 words in ten ﬁinutcs' @ 45 words per -
minute. Allowed mistakes would be - seven words. o N

(ii) Typing out an Oriya passage cohtaining_ 250 - words in.ten - ;ﬁii:'utcs'@zsn words™ per --
minute.  Allowed mistakes  would - be eight  woedgs 5+ - ' ; ;

(b) S>zed Class in Snorthand— -

-~

=

_(ij English Shorthand dictation for five minutes’ @ 90 words . per minute. The dictétion,sball_

be transcribed in the Typewriter in 25 minutes. Allowed mistake - would be 5 per cent
of the fotal number of words dictated. : : A

m-—-A-'_E]

(ii) Oriya Shorthand dictatjon for four minutes @ 85 Words per- minute, The dictation shall
- be trapscribed in the Typewriter in 34 minutes. - Allowed mistakes would be 2 par cent
,of the total number of words dictated. : At

i
[
:

(¢) Errors— | - S | _ e e o

<

Each of the following shall bs countsd as an ermor in the in-service training course,

(i) Omissions, wropg spellings, in-:gu_lar' spacing between }inas and’ words, striking Of _corrct
characters over incorrect onss, in cass of typswriting. : - ‘

(i) Omissions, wrong spellings, striking off correst charactsrs over incorrect oDeS, wrpng use .
of word instead of the word dictated in cass of shorthand. . e ' ’

(ili) As' regards punctuation marks, omiséion of fulistop onty: weilE b counted as+an error,
" (3) Examination for the.-Junior Stenographers— '

On- completion “of the “training coprse, ths Junior' Sienogrzpher; skall have 1o 22psar 2% ap
“Xamilation 10 bz conducisd by an Examinatiol Commitlee constituted- for the purposs.- Ths
Examination Committee shall consist of the Joint Seoretary/Deputy Secrstary to Governmeni
In the Home Department incharge of Steno Establishment, Superintsndz=pt ° and ex-officio
Dezputy Secretary to Government, Home Deparim=at and a nominse of *General Admini-
_stration Department not belew the rank of Dzputy Secrstary. ) .. :
= L] B 4
Noie:—The Examipation Committes shall set the questions for the examination, conduct the
¢Xamination and submit the results of the sams lo.the Secretary to Government, Homs
Department within the time decided by him for the purpose. '

=
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% " (4) The Junior Stenographers Who will come out successful without mistakes in the examination shall Ge
i . déclared to have passed with distinction and shall be eligible to earn gne advance Increment in
: the pay scale. 23 k . : ? x5 3

.

(5) The unsuccessful candidates shall be given two more chances susbsequently to-appear ar the
examination.’

¥
{6) qu.ior Stenozrapher: who will - not clear the examinttion consecutively in thres g:l_:tance:; shall not 5:_-,
eligible for prome ticn to the post Semior Stencgrapher- ‘
(7) Home Department shall issue a pass certificate to the successful Jurior Stznog:ahpiess baiin: on the -
: re-ults pubiished. 85
Seniority of Senior Stenographers: - ,
28. (1) The inter-se seniority of Senior Stenographers shall be in accordance with their respective positicn in i) .
. the celect list. - Hid
(2) An up-to-date gradation list centaining the names of of all Senjor Stenographers, arrapged in order ‘ A :
o of their seniority shall be m?.intaincd by the Home Department. A copy of such gradatica list \i - .
shall be issued to al] the Senior Stenograpbeﬁ. . _ ,:r
a0 CHAPTER 5 : - : T
- ' T A
APPOINTMENT OF PERSONAL ASSISTANTS BY PROMOTION i S8
Ajapointrn.;ﬁt of Personal Ascistants: ; TLE ¢
" 29 Vacancies in the posts of Personal Assistants of the services shail be filled up by way of promotion: ; ’qﬁ
from among the Senior Stenpographers in accordance with the recommendations of the Departmestal -~ = e
promotion committe. ' — g i s Sl ok
- D'cpa.rtmcnml Promotior Cemmizizs - : - i . ) ¥ _ H‘:‘
Z:  —— [— » . o .'— . i
30. (1) There shall. be Departmental Promotion. Comamittee. to.. consi

- ‘e , ’ Rty
: : der the cases of cligible Senmior = ¢ v
Stenographers for promation to the posts of Personal Assistants.

i
, P - .. - - }.\‘.‘ :
(2) The Commilttee shaii copsists of the fcllowing members, namely:— J[--—-
” (i) Seeretary to Govcmmcnt, Home Depan_ | * : - Chairman’ =
g (ii) One officer Dot below the rank of Joint Secretary of General Administration ‘Member B
roo Department to be nominated by the Special Secretary of that Department.
/ (iii) One Additional Secretary of the Home Department to be nominated by Mcmbcr,-
& the “Chairman. ) : ‘ % =
x : : ' . es R
(3) The Commits::e shall ordinarily meet once in a year in the month of January. : Y ‘
" (4) Deputy/Joint/ Secretary, Homc Department in charge of the Personal Assistan{ establishment shall A 3
function as the Secretary of the Committee, but he shall not participate in the deliberations of the . ° '
"* 7% meetings. / ' - s B ”~ e
. Eliaibility for aﬁ-;:ointmeut as Personal Assistant : ;

MT he Committee shall, for the purpose of preparing the list of suitable candidates for prbmoﬁon to - g
<= Personal Assistants consider the cases of such Senior SteDographsrs who have rendered at least 9 (ninz)

‘ years of continuous service as Senior Stenographer on the first day of January of the year in which

. .. the Committez meets and have satisfactory record of performance and conduct. .

i # . ! . . v '

+ (2) While con.idering the suitability of eligible Senior Stenographers for promoticn, the Departmental RE

~ & -Promotion Committee shall follow the provisions envisaged in the Orissa Civil Services (Criterja S
for Promotion) Rules, 1992, the Orissa Civil Services (zone of cosideration forpromotion) Rules, ‘oo
198g and all other instructions of G. A. Department issued from time in this regard. T e o NERE

. . - . i ® ? [
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D.. -2r5e scmorjty of Personal Ass:stants and their gradation list :

)
32:.(1) The interse “seniority of Personal Assistants shall be in accordancc with their respective position in
the select list. .

(HAﬁugmdﬁcwmmknﬁdmmﬂdm’mcmmqofdlmﬁMMImﬁumimm@Mim order of
hu’r seniority, shall be mwaintained by the HOmL. Department. -A copy of such gradatjon list skall -~
be issued to all tke Personal Assistacts. : i T

CHAPTER 6

GENERAL -
Relaxation:

33. When. it is  considered bv the Ggvernment that it is NecsSsary or cXpedient to do so m
the public intere:t, it may, by order, for reasons to be recorded in writing, relax any of the provisions -
of these rules m respect of any class or category¥ of employess in the service.

Rescrv;ntxon for S. C.iS. T.4 Sportsrnen, Ex-Servicemen; S. E. B C.; Ph}sw:ﬂl" Hanclcapned persobs and
‘Women.

34. thwﬂhstandmu anything contained in thu.se rules, re ervaticn of vacancies for Scieduled
Castes/Scheduled Trfbcs Sportsmen Ex-Servicemen, Phts:c._ll\ Handicapped persins, Women and S. E, B. C.
shall be made under the Orissa Reservation of Vecancies in t=e Services and Posts ( for Scheduled Castes
and Scheduled Tribes) Act, 1975 and the rules framed ther: ..mder, and under such other rules, orders
or instructions issued by - Government fmm time to time.

Probation:

35.(1) Every category of employess in the seryice shall, oo appoictment to a post, be on
probation for a period of two ¥ears in case of appointment made: by direct recruitment and
one y:a.r in case of :momqm..... made by yxumotIOﬂ;SE‘LCCuGﬂ. whmh shall be calculated
from .the - cate " of actual joining In - the - ‘post.’ ; —

(2)_The probation_period shall not include tﬁe_ following:—

- (a) Extraordinary leave ;
(b) Period of uuauthonéé"i absence ;

(c) any other period not on actual duty

(3) Tke appom.mo authomy may tcxmmatc t_hc services of a. person appomtcd on probdation in
ca:e of direct recruitment or revert him/her to hisfher previous peost in case of a person
appointed by promotion during or at the end of the period of his/her probation if the work -
and conul.ct of the person is found unsatisfactory.

(4) The date of completion of probatlon period in each case shall be notified by an Office
Order and shall be recorded in the Service Book.

Confirmation:
36. A Person appei inted to 2 post in any cadre of the . service, ae--suecessful completica of

the probation and training and subject to availability of substantive vacageies, sHaff. be confirmed in the
scrvxce, if he-is considered suitable in all respects. d

Interpretatmu

) If any question arises relating to thc int2 rp.etanon of these rule;, it shall be referred to the
. Govcrnment in the Home Depariment for decision. ‘
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.I_"Sc'-: Rule 15 ()]

~ . . e ' P e : . . = I
( 3¥licdus 20d Plan of ‘ax2mination ) _ e

3 : i
Tue Recruitment Examination ip I23psct of Juaior Stens.grazher shall comprise of the following tests:— :

(I) Languags Test both in English and Oriva 60 marks :
This test shall aim at evaluating candidate’s knowlzdee both in English and -
Oriya languzgs. There shal]l pe a Common question pzper. It shall be e
designed as follows : — . i
2 (a) An Essay in Oriya 10 marks

i
g i
(b) Translation of a passage from English to Oriya a 10 marks i

(c) Translation of a passage from Oriya to English S 10 marks

(d) Questions aimed at assessing ths candidates""workjng ~I:no\7:.?1::(1_5_::: of 30 marks

the English and Orjva langnage. - i .
(Qusstion shzll cgver correct - spelling of words to sclc(_:]t from given words
“and -~ phrases, the . most  apsropriate _for  flling :in blagks in ’ B
- sentences, to correct gfammatica] mistakes in given sentences, to select : e e

from a given group of words thoss with opposite meanings and to punctuate
a-passage), : ’ : ) )
A candidate sccﬂring' less than'33 per cent of marks in the aboye languags test shall ba disgtalified - for
appearing at the Typewriting test. . , n S T T
: R ; : “ P
(I} Typewriting Test in English ; ' : .« °50 marks %
The test shall be heid for 10 (ten) minutes at a speed of 49. (forty} words per - ..
minute from a printed matter Containing 400 words, While aseassine. the ' ~
accuracy of re-production 5 marks wif] be deducted for €ach mistake jp the .
typed 5CIipt. A candidate. whose script - reveals . Inore - than i :
6 mistakes shall be disqualified to sit for the Shorthand Test.
(I1I) Shorthand Test in English | , L . . o i )
The test shall compxise dictation fr-m a Printed matter (240 words) for three’ ) _
minutes at the rate of 80 words Der minute. Time allowsd - for traascription e
shall be fiftesn minntes, i : ' 4 ;

The apportionment of marks for evaluation of answer scripts shall be as follows : l

(2) Dictation in Shorthand Script -+ 25 marks
While assessing the ability 1o taks down dictag onin Shorthang Script, ons mark -'
will b= deductzd for eazh miialke, ) ' 1
(b) Trapscription - 25 marks
While assessing the ability to transcribs, ope mark shall be dedycted for each e
‘mistake. A candidate commiiting more than 24 mistakes skall be disqualified. '
) g5 i L3 : o 5 ) .
(IV) Typewriting Test in Oriya «-. - 50 marks
- The test shall b= hb]é'lfnr 10 (tz=a) mipzies 2t a speed of 20 (twenty) words par .

" minuts {rom 2 Diinied maiter, cemiaiting 200 words. While assessing 1hs ' :
accuracy of reproduction 5 marks will be degucted for each mistake in the
typed script. A ‘candidate whose script reveals ‘mistakes more than 6 shall be
disqualified. - _ ‘ _ :

- L e * ‘ ' i
\V) Shorthand Test in Orjya -50 marks

 The test shall comprise dictation from a printed matter Conlaining 240 wo;dsh . g
for three minutes at the rate of 80 words per minute. - Time allowed for ' .3
transcription shall be 24 minutes. : : ’

A Y
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) The apportionment of marks for evaluation of answer scripts shall be as follows:— .. v '
(2) Dictation in Shorthend Script e .. 25 mars
) Whilz as:essin® the ability to taks down dictatioz in Shorthand ecript, one mark
- ehiall be decucted for each mistke.
(b) Transcription .. 25 maks
g Whilc ass=s»ing the ability to transcribs, one mark sﬁall bs deducted for each .
mistake. A candidate committing ‘more than-34 mistakes shall be declared
disqualifi=d, :
3 ' ' By order of the Governor
’ | o S. C. HOTA.

Principal Secretary to Government

L



