VACANCY NOTICE

RECRUITMENT  EXAMINATION TO THE POSTS OF
STENOGRAPHER (Ordinary Grade) UNDER THE ANDAMAN AND
NICOBAR ADMINISTRATION.

The Andaman and Nicobar Administration with the assistance of the Staff
Selection Commission, New Delhi will hold a “Competitive examination” to fill-up
Group “C”, (Non Gazetted), Ministerial posts of STENOGRAPHER (Ordinary
Grade) in the Pay Band-I (. 5200-20200) with Grade Pay % 2400 in Amalgamated
Stenographic Cadre under the Andaman and Nicobar Administration on Sunday
the 01t September, 2013, for which applications are invited from eligible
candidates BY ONLINE REGISTRATION THROUGH WEBSITE and submit the
uploaded application( in 2 pages) duly putting the thumb impression , Passport
size photographs and signatures at the appropriate space.

The candidates who already registered their candidature in the
Employment Exchange also need to submit their application duly uploading the
requisite information at the website portal irrespective whether their name are
available with the Employment Exchange or otherwise.

02. Details/Categories of Vacancies.

Sl Particulars No. of
No. vacancies Remarks.
(i) Un-reserved (General) category 13 “Local ST candidates covered under

(ii) | Reserved categories the category of “Tribes” as specified

under the Constitution (A&N

(a) | Other Backward Class 08 Islands) Schedule Tribe Order 1959)
(b) | Scheduled Tribes 02 and OBC candidates covered under
the category specified under
Total _ _ 23 Notification 343 /2005 /F.No.8-
Subsequent reservation applicable on all above | 3/2003-TW dt. 16.12.2005 and No.
categories. 75/2006/F.No.8-3/2003-TW  dated
- : 19.04.2006 (A&N Admn.
(i) PHC (Orthopedicaly 01 ( mn.)
Disabled)
(ii) | Meritorious Sports Person 01

NB. The numbers of vacancies shown above in each category or total are
subject to variation.

Eligibility Conditions:-
03. Applicant must be an Indian national.

04. Age Limit: - For Male - 18 to 33 years
For Female - 18 to 38 years

Note: A Candidate for this examination must have attained the age of 18 years
and must not have attained the age of 33/38 years in respect of male/female
candidates respectively as on 30.06.2013 i.e. he/she must have been born not
earlier than 30.06.1980/1975 respectively and not later than 30.06.1995.

(Relaxable for Schedule Tribe candidates and Gout. servants up to 05(five) years
and for OBC candidates 03 (three) years and for PHC (orthopedic) and meritorious
sports persons in accordance with the instructions/orders issued by A&N
Administration/Govt. of India time to time).
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05. Essential Qualifications: -

Sl | For the post of Stenographer (OG)
No.

1 | Must have passed in Senior School Certificate Examination (AISSCE)
(XII Std.) from a recognized Board/University. Should qualify in the
written competitive examination conducted by the A & N Admn with
the assistance of Staff Selection Commission, New Delhi.

2 | Should also qualify in shorthand and typewriting examination with a
speed of 80 words per minute in Shorthand and 45 w.p.m. on Computer
(45 w.p.m. correspond to 13500 KDPH on an average of 5 key
depressions for each word) for becoming eligible for appointment to the
post.

3 | Should qualify in the written examination as well as Skill/ Trade test

conducted by the Administration with the assistance of SSC.

06. Fee Payable: No Fee.

07. Centre of Examination:
The Written Examination will be held at PORT BLAIR only.

08. Scheme of the Examination:

The details Scheme of the Examination is appended under Annexure 1.

09. How to apply.

A. (i) Willing candidate in the first instance should register his/her application

(ii)

through internet at the URL http://Is.and.nic.in/rec by entering all relevant
particulars as sought for in the prescribed form vide item No. 01 to 21 and
take out (down load) a copy of the Application form. Thereafter (a) put
his/her left hand thumb impression in the box provided and paste a copy of
his/her recent passport size photograph at the right hand top in the
Application form. (b) Send/submit his filled in Application form along with
all necessary documents addressed to the “Deputy Secretary (Personnel)
Secretariat Port Blair by post or in person.

The Departmental candidates must submit their application duly filled in all
respect supporting with all necessary documents as asked for through proper
channel only. Applications sent/submit directly from such candidates will
summarily be rejected without intimation.

(iii) The candidates other than departmental candidates duly registered his/her

(iv)

name in Local Employment Exchange as a un-employed must enter his
registration number at the appropriate box of the Application Form and
submit their application duly filled in all respect supporting with all
necessary documents as asked for.

Online registration of application for the aspirant/willing candidates from
Nicobar district only are however be not mandatory. The candidates of
Nicobar group of islands have another option to submit their
application/register their candidature duly filled in, in all respect supporting
with all necessary documents etc in prescribed form Annexure-II of this
Notice directly/by post to the Deputy Secretary (Personnel)

B. Copies of documents to be attached with the downloaded Application:

(i) Two copies of recent Passport size photograph in addition to photograph
pasted in the application. (NB: Must write his/her name on back side of the
photograph).

(ii) Attested copies of certificates in respect of

(@) X Pass Certificate issued by the CBSE or any other Board of School Education
indicating the date of birth. (Provisional certificate etc will not be
entertained)

(b) XII Pass Certificate as essential Educational qualification issued by the CBSE

or any other Board of School Education. (Provisional certificate etc will not
be entertained).
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(c) Marks sheets/Marks Statement in respect of Secondary School (Class-X) pass
certificate issued by the CBSE/NIOS/NOS or any other Board of School
Education.

(d) Marks sheets/Marks Statement in respect of Senior School Certificate
Examination (Class-XII) pass certificate issued by the CBSE/NIOS/NOS or any
other Board of School Education.

(e) OBC/ ST Certificate issued by any Revenue authority competent within the
jurisdiction of A&N Administration in respect of such reserved Category.

(f) Certificate issued by the authority competent (Sports Authority of India or A
& N Sports Council) with relevant documents prescribing field for
Meritorious Sports persons for such category of candidate.

(g) Certificate issued by competent authority with all relevant
documents/certificate issued in support of his/her in capability as a
orthopedically handicapped.

(h) Employment Registration Certificate/Card issued by authority competent
indicating registration number.
Note:

1. Only attested copies of Certificates as are indicated above only required to be
submitted/sent along with the Application Form The original certificates should
not be attached with the Application in any circumstance.

0

2. Un-signed applications or Application submitted without supporting documents
as specified above shall be rejected without any intimation.

3. In no case any extra/additional documents (other than the requisite documents as

asked for) should be attached along with the Application Form which may also
lead for cancellation of the Application.

10. Closing Date:- Completed applications in the “prescribed form” downloaded from net
along with attested copies of certificate should be submitted/sent to the Deputy
Secretary (Personnel), A&N Administration, Secretariat, Port Blair, Pin-744101,
latest by 3.00 P.M. on 14.06.2013. Applications received after the closing date/time
will not be entertained under any circumstances.

11. Admission to the Examination:- (a) Helpdesk:- Candidate may contact over Phone

234335 or email at support rec.and@nic.in to resolve/resort any problem in
registration of online application.
(b) Before submitting his/her application, the candidate must carefully read the
eligibility conditions for the examination and satisfy himself/herself that he/she
fulfills all eligibility conditions and enclose all requisite documents to avoid rejection
of her/his candidature.

Admission Certificate (Admit Card) for the Written Examination (1st phase)
as well as skill test (IInd phase) indicating the Schedule Date, Time Table,
Venue/Centre of the Examination will be made available in the website which
have to be DOWNLOADED/PRINTED OUT by all concerned candidates through
Internet at http://ls.and.nic.in/rec  which the candidates themselves should
generate (download) in hard form and the A & N Administration shall not be
responsible for non-receipt/delay in obtaining the same by the candidate or any
other reason(s).The details of eligible and ineligible candidates will also be
published from time to time and made available in the same website for
information of all concerned.

(Sheo Pratap Singh)
Secretary (Personnel)
A & N Administration
(F.N0.48-6/2012-PW)



Annexure —I

RECRUITMENT TO THE POST OF STENOGRAPHER (OG) UNDER ANDAMAN

AND NICOBAR ADMINISTRATION

SCHEME OF THE EXAMINATION:

The Examination will consist of two parts, viz.:-

Part-1
Part-I1

Written Examination
Skill Test in shorthand and Typewriting
Speed.

Part-I - Written Examination: The subjects of the examination, the time allowed,
the maximum marks for each subject will be as follows:-

Sl Subject No of Time allowed
No, Questions Max. Marks
i. | General 50 50 ~
Intelligence
ii. | English 50 50
Language \ 200 02 (Two hours)
iii. | General 50 Marks
Awareness
iv | Numerical 50 50 )
Aptitude
50

There will be a single paper for all the four subjects having
“Objective-Multiple-Choice-Type” Questions and candidates will be
required to qualify in each of the four subjects separately. The Andaman and
Nicobar Administration will have full discretion to fix the minimum
qualifying marks in either or all the subjects. The question papers in respect
of subject at SI. No. (i), (iii) & (iv) above will be set in English & Hindi. Only
such candidates, who attain in each of the four subjects of the Written
Examination, a minimum standard as may be fixed by the A & N
Administration in their discretion, will be eligible to take the Skill Test in
Shorthand and speed in Typewriting (Part-1I of the Examination)

SYLLABUS:
(i)

(ii)

General Intelligence: It would include questions of both verbal
and Non-verbal type. The test will include questions on analogies,
similarities and difference, space visualization, problem solving
analysis, judgment, decision making, visual memory,
discrimination, observation, relationship concepts, arithmetical
reasoning, verbal and figure classification, arithmetical number
series, non-verbal series etc. The test will also include questions
designed to test the candidate’s abilities to deal with abstract
ideas and symbols and their relationship, and other analytical
functions.

English Language: - Questions in this test will set to assess the
knowledge of English Language, its vocabulary, grammar,
sentence structure, synonyms, antonyms etc. There will also be
questions on comprehension of a passage.
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(iii) General Awareness: - Questions will be designed to test the ability
of the candidates, general awareness of the environment around
him and its application to society. Questions will also be
designed to test the knowledge of current events,
observation/experienced and elementary knowledge of
computers. The test will also include questions relating to India
and its neighboring Countries especially pertaining to History,
Culture, Geography, Economic, Science, General Politic and
Scientific research.

(iv) Numerical Aptitude: - Questions will be designed to test the
ability of arithmetical computation of whole numbers, decimals
and fraction and relationship between numbers. This test will also
includes question on problems relating to percentage, ratio and
proportion, average estimation, use of table and graphs,
mensuration, time and distance, ratio and time etc. etc.

Part-1I: Skill Test in Short- hand and Speed test in Typewriting,.

The candidates qualifying in Part-1 (written test) of the Examination
would be required to qualify the Skill Test with a speed of 80 words per minute
in Shorthand and 45 words per minute in Typewriting on Computer machine
(45 w.p.m. correspond to 13500 KDPH on an average of 5 key depression for
each word) for becoming eligible for appointment to the post.

The Typewriting test will consist of one paper on running matter of 10
minutes duration only.

9. Selection of Candidates:-

(a) Selection for appointment to the post of Stenographer (OG) will be
made on the basis of marks secured in the written examination subject to
the candidates qualifying in the shorthand and Typewriting Test at the
prescribed speed.

(b) Provided that, candidates belonging to the respective reserved category
such as Schedule Tribes or Other Backward Class may, to the extent the
number of vacancies reserved for them cannot be filled on the basis of
general standards, be recommended at relaxed standards to make up for the
deficiency in the reserved quota subject to fitness of such candidates for
selection irrespective of their ranks in the order of merit.

-X=X~
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