NOTICE OF VACANCY

Applications are invited from cligible candidates, who possess the
requisite gualifications, for filling up the following vacant post in the
Department of Environment and Forests, Andaman and Nicobar
Administration,

I. Name of Post Stenographer (Ordinary Grade) |
Number of vacancy | 4 (Four) |
(ategory (ieneral — 2, OBC -2 B |
Pay Band PB-1 Rs. 5200-20200 Grade Pay Rs. 2400/-

Age Limit 18-33 years far male

18-38 years for female

(Relaxable for Govt. servants upto 5 years in
accordance with the instructions or orders
issued by the Central Govt, from time o time),
Note: The crucial date for determining the age
limit shall be the closing date of receipt of
| applications from the candidates.

Educational and other | Essential:
qualification

. Must have passed senior Secondary |
Schioal Certificate (X1 Sid) from a
recognized Board/Institution.

Should pass in  Shorthand and

Typewriting examination with a speed of

B0 words per minute in Shorthand and 40

words per minute in Typewriting on

manual typewriter or 43 wopm. on

Computer {45 w.pan.  correspond 1o

13500 KDPH on an awcrage of 5 key

depressions for each word) for becoming

eligible for appointment {0 the post

Should gualify in the writlen examination

as well as trade test conducted by the |

Department of Environment and Feorests/

Administration/ Staff Selection

Commission.

Desirable
Basic knowledge of Computer solftware
like word processing spread sheet, power

| | poeint ete )

Duties and | 1. Taking dictation in shorthand and its

responsibilitics transcription in the best manner possible;

Receiving all communicationbs brought

by hand which are addressed to the officer

by name or marked “confidential” , *

Secret”, *Top Secret” and all telegrams

and sireless massages, e-mail on. behalf |

of the Officer;

' 3. Screening of telephone calls and visitors
in a tactful manner,

4. Fixing up of appointment and , where

necessary, cancelling them:

Keeping an accurate list of engagement; |

meeting  ete; and reminding the Officer |

well in time:

6. Maintaining in good order the papers
required to be retained by the Officer:

7. Ensuring that the matter dealt with the
Oficers are not lost sight of and are dealt |
with pramptly and in due order:

8. Maintaining Telephone Call Register and

| verifying Call Bills.
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9. Keeping a note on the movement of files
passed by his Officer to other Officer:

10. Keeping track of the progress of the
action taken by the officers concerned an
important matters as required by his
Officer;

I'l. Destroying by burning his/her
stenographic  records  of  classified
documents aftger the communications
have been typed and issued;

. Familiarizing  himsel{hersell with the
practice  and procedure followed in
connection with the tours of Officers:

13. Carrying  corrections to his Officer’s

Reference Bokks: and

Generally assisting the Officer in such

. manner as he may direct.

Application in the enclosed format duly filled in along with attested

copies of certificate! testimonials of educational and  other

qualification, date of birth and ene recent passport size photographs
duly attested by a Gazetted Officer along with one spare copy of
photographs should reach to the office of the Principal Chiel

Conservator of Forests, Andaman and Nicobar Islands, Vansadan,

Haddo on or before 20™ September, 2013,

Candidates are advised to post the application well before the closing

date so that it reaches in the office of the Principal Chief Conservator

of Forests, Andaman and Nicohur Islands, Vansadan, Haddo by
closing date. No application received after (he closing date will he
accepted under any cireumstances,

4 Departmental candidates should send their application through proper
channel to the Principal Chief conservator of Forests Vansadan,
Haddo and the application should reach by due date. Application
received late or incomplete in any respect or not meeting the
conditions of eligibility shall be summarily rejected.

5 Candidates mav note that they should not attach the original
wertificates in support of their education qualification, age along with
their application. These documents will be called for from the
candidates at the time of interview.

a5
Dated 12.082013 (%

Conservator of Forests

(Headquarters)
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FORMAT
APPLICATION FOR THE POST OF STENOGRAPHER (ORDINARY
GRADE) IN THE DEPARTMENT OF ENVIRONMENT AND FORESTS,
ANDAMAN AND NICOBAR ADMINISTRATION,

Paste passport size
photograph duly
attested by a
Gazetted Officer.

(also attach a spare copy of passport size photograph )

1| Post for which application is | (-
submitted

2| Name in block letter
(a5 recorded in educational
certificate) L

3| Father ‘Hushand name

4| Sex

5| a. Date of birth (as recorded in

educational certificate Date month vear
b. Age as on 20,09.2013 DD MM Y'Yy
(Complete year and month) Year manth
6| a. Education qualification 1. igher School
(Start with essential qualifica- Intermidiate
tion as stated in the vacancy Degree
notice)
| b. Other qualification 2
7| Past experience, if any ‘ ‘ ‘ }

8| Employment exchange card No, '
] (if any)
(enclose attested copy of card)

9| Postal address for ' " } [

communication,

I hereby declare that all statements made in the application are true,
complete and correct to the best of my knowledge and belief, | understand
that in the event of any information being false or incorrect or ineligibility |
being detected before or after my selection, my candidature/appointment is
liable to be cancelled.

I have read the provisions in the notice of vacancy of the Department of
Environment and Forests carefully and I hereby undertake to abide by
them.

I further declare that 1 fulfill all the canditions of eligibility regarding
age limit, educational qualification etc. preseribed for the post,

Place (Signature of the applicant)
Date (application not signed by the candidate
Will be rejected)
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