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BUREAU OF INDIAN STANDARDS
(Establishment Department)

CIRCULAR

Subject: Filling up the vacancies in the post of Private Secretary through Limited
Departmental Competitive Examination (LDCE)-2024

In accordance with BIS (Recruitment to Administration, Finance & Other Posts)
Regulations 2020, the method of recruitment for LDCE to the post of Private Secretary, is
given as under:

Private Secretary: From amongst Personal Assistant with three years’
regular service and who have passed the Office Manual Test.

2. Details of vacancies in the post of Private Secretary :
i) Year 2024 (01.01.2024 to 31.12.2024) - 08 [05-UR; 02-SC & 01-ST]

i) Eligibility : As on 01.01.2024. The candidate should have three years’ regular
service as Personal Assistant as on 01.01.2024 and should have passed the
OMT.

3. Procedure of the Limited Departmental Examination :

A. For Private Secretary :
I. There shall be following two tests in the examination:
(The candidates may appear in the test either in HINDI or ENGLISH):
Paper | - Written Examination covering:
(a) General Knowledge; and
(b) Drafting, Essay and Precis

Paper Il - Shorthand test at the speed of 130 w.p.m.

[I. The maximum/pass marks for LDCE will be as under:

Test Maximum Marks Pass Marks
Written examination 100 60 (50 for SC/ST)
Shorthand Test Qualifying

lll.  For determining the merit of the candidates, in addition to 100 marks
allotted to LDCE, 50 marks shall be allotted to Annual Confidential
Reports / APAR.

4. The Limited Departmental Competitive Examination (LDCE) for promotion to the
post of Private Secretary is to be conducted at BIS-HQ, New Delhi, as per the schedule
given below:

Examination Time Day Date
(i)  Written Examination 1000 hrs Friday 17 Nov 2023

(03 hrs duration)

(i) Shorthand Testatthe 1500 hrs Friday 17 Nov 2023
speed of 130 w.p.m.
Contd...2/-



5.

5. To appear in the LDCE, the willing Personal Assistants and who fuffill eligibility
criteria as on 01.01.2024 i.e. ‘who have/will have completed three years regular service in
the post of Personal Assistant (PA) AND have passed the Office Manual Test, ‘on or
before 01 Jan 2024’, are required to apply in the enclosed proforma and send the same
by email at estt@bis.gov.in to Establishment Department through their Departmental
Head(s) latest by 16 Oct 2023.

6. It may please be noted that the options for appearing in the LDCE received other
than on the prescribed proforma or received in Establishment Department after
16 October 2023, shall not be entertained. Therefore, the candidates are required to
send the scanned copy of option proforma by email at estt@bis.gov.in so as to reach
Estt. Deptt. positively on or before 16 October 2023.

: (8 As per SR-130, the Traveling Allowance for appearing in the LDCE for Private
Secretary will be restricted to two occasions only.

8. All the Departmental Heads are requested to ensure that the contents of this
Circular are brought to the notice of all the eligible PAs working in their
Department/Section.

Encl: as above f\ﬁ\uw. -3
[Shodib Akhter]
Director (Establishment)
Our Ref: Estt-1/04:01/01/2024
Dated: 27 Sept 2023

Circulated to:
All Departments at HQ including Central (T&C)/NITS & Regional/ Branch/
Sub-branch Offices and Regional (T&Cs) of BIS through BIS Intranet.



BUREAU OF INDIAN STANDARDS

FORM FOR APPLYING FOR APPEARING IN

Proforma

LIMITED DEPARTMENTAL COMPETITIVE EXAMINATION (LDCE - 2024)
FOR THE POST OF PRIVATE SECRETARY

Ref:

Estt-1/04:01/01/2024 dated 27 Sept 2023

DEPARTMENT/SECTION/RO/BO/Sub-branch office:

Category of

Language of
Shorthand Test
(English / Hindi)

Mobile No.

of the
candidate

Signature
of the
candidate(s)

the
SI. | Employee candidate(s)
No No Name of the employee (s) o hotlier
General/
SC/ST/OBC]
1
5 L
3

Signature of HOD concerned:

Name & Designation of HOD:

Back to: Director (Establishment)

(scanned copy to be sent by email at estt@bis.gov.in)




