BUREAU OF INDIAN STANDARDS
(Establishment Department)

CIRCULAR

Subject: Filling up the vacancies in the posts of Section Officer and Private Secretary
through Limited Departmental Competitive Examination (LDCE)-2021

In accordance with BIS (Recruitment to Administration, Finance & Other Posts)
Regulations 2020, the method of recruitment to the post of Section Officer and Private

Secretary through LDCE, is given as under:

) Section Officer:  From amongst ASOs or PAs with three years’ regular

service and who have passed the Office Manual Test; and

i) Private Secretary: From amongst PAs with three years’' regular service

and who have passed the Office Manual Test.

2. Details of vacancies :
Year-2021 Section Officer Private Secretary

(A) | Category 03 01

of (02-UR; 01-ST) (01-SC)
vacancies

Total Vacancies 03@ o1@

(B) | Place of 01 for BIS HQ

Posting (including CL, NITS, CRO, DLBO)

ﬁirgﬁ"’e 02 for ROS/BOs :

vapaheias ERO, RJBO, BHBO,

are to Kolkata Rajkot Bhuvaneshwar

filled up) NRO, LKBO, PNBO, Pune 01

(for Chandigarh | Lucknow

posting AHBO, JKBO, JDBO,

purpose) Ahmedabad* | Jammu* Jamshedpur
SRO, CTBO, BNBO,
Chennai Coimbatore | Bangalore
*SO posted at these places have requested
for transfer to their previous place of posting.

(C) | Eligibility On or before 1.1.2021, the candidate should | On or before 1.1.2021,
have three years’ regular service as ASO or PA | the candidate should
and should have passed the OMT. have three years’

regular service as PA
and should have
passed the OMT.

The selected candidates can be posted in other offices of BIS also, as per requirement.
@Note: The number of vacancies may increase at the time of filling up of vacancies.

3. Procedure of the Limited Departmental Examination :
A. For Section Officer :

|. There shall be one Written Examination covering the following syllabus
(The candidates may appear in the test either in HINDI or ENGLISH):

i) BIS Act, Rules and Regulations;
ii)  Central Civil Services (Conduct Rules);

iif)  Central Civil Services (Classification, Control and Appeal) Rules;

iv) Drafting, Essay and Precis; and
v)  General Knowledge
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[l. The maximum/pass marks for LDCE will be as under:
Test Maximum Marks Pass Marks
Written examination 100 60 (50 for SC/ST)

[ll. For determining the merit of the candidates, in addition to 100 marks
a!!ctted tC LDCE 5n marlka ahall lha allatiad Lo Amer sl PN S P [ B |

||1a||\a Snaii o€ auCiEld W& Annuai UUIIIIUCIILlaI
Reports / APAR.

B. 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

[ll. 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) is to be conducted at
BIS-HQ, New Delhi, as per the schedule given below:

Time Day Date
A. For Section Officer
(i)  Written Examination 1000 hrs Wednesday 08 Sept. 2021
(03 hrs duration)

B. For Private Secretary

(i)  Written Examination 1000 hrs Thursday 09 Sept. 2021
(03 hrs duration)
(i) Shorthand Test at the *1000 hrs  Friday 10 Sept. 2021

speed of 130 w.p.m.  *1400 hrs.
{*Depending upon arrangements of centre}

i To appear in the LDCE, the willing ASOs and PAs and who fulfill eligibility criteria
as on 01.01.2021 i.e. ‘who have completed three years regular service in the posts of
ASO / PA; and have passed the Office Manual Test, ‘on or before 01 January 2021’,
are required to apply in the enclosed proforma (proforma-1 for SO; proforma-2 for PS)
and send the same by email at estt@bis.gov.in to Establishment Department through
their Departmental Head(s) latest by 04 Aug 2021.
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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
04 Aug 2021, 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 04 Aug 2021.

7. As per SR-130, the Traveling Allowance for appearing in the LDCE for Section
Officer or 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 ASOs and PAs working in their
Department/Section. They are also requested to encourage the eligible SC/ST
category ASOs/PAs to apply and appear in LDCE so that employability of SC/ST
category candidates is increased.

9. In the case of promotion involving transfer, the Joining Time and Transfer TA, as
admissible under the rules, will be allowed.

10.  Efforts will be made to imparting training two days’ immediately before the LDCE,
to the candidates who would apply for appearing in LDCE.

Encl: as above

4

[N. Vittoba]
Director (Establishment)
Our Ref: Estt-1/04:01/01/2021
Dated: 15 July 2021

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



Proforma-1

BUREAU OF INDIAN STANDARDS

FORM FOR APPLYING FOR APPEARING IN
LIMITED DEPARTMENTAL COMPETITIVE EXAMINATION (LDCE - 2021)

FOR THE POST OF SECTION OFFICER

Ref: Estt-1/04:01/01/2021 dated 15 July 2021

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

SL
No

Category of
the

Options for posting
(at least three

Employee Name of the Desig- candidate(s) station in order M(;l;lzf“l:lo. Slg;n:tilt]ure
B employee (s) nation [whether preference from X ol ihe
General/ para 2 (B) of the candidate | candidate(s)
SC/ST] circular)

i)

iii)

Signature of HOD concerned:

Name & Designation of HOD:

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




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

BUREAU OF INDIAN STANDARDS

FORM FOR APPLYING FOR APPEARING IN
LIMITED DEPARTMENTAL COMPETITIVE EXAMINATION (LDCE - 2021)
FOR THE POST OF

PRIVATE SECRETARY

Proforma-2

Category of

Language for

the : :
Sl. | Employee | Name of the | candidate(s) Shc_)l_r;g:md NoMoobf”t(l?le Slg??;gre
No.| ~ No. | candidate(s) | [whether | .. 4Eqolish) | candidate | candidate(s)
General/
SCIST]
1
2
3
4
5
6

Signature of HOD concerned:

Name & Designation of HOD:

Back to: Director (Establishment)

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




HRA AAS s
(FyTgaT farsmar)

TRgx
fave : sgemr SR e @S W gef fr RiFaar @ Remie gfyash e (werdies)-2021
ART T ST
aﬁm(wnﬂﬁ,ﬁaaﬂrmﬁwmﬁf)ﬁﬁaw%%é:w,m@@é%%vmﬁm
ISR 3R S afie & 9t wosrdt fr f_fer «r & a8 &
1) HPHTT HOFRY . AT @rer K AT Far e Werw [T HRSRET a1 e
el # F 3R fSegla 3ifthd Aepsrer Sve o famam @Y, o
1) fasht wfRe . &9 g &1 FEfAa Jar g @ gt § @ 3k Ol siife
AeI37er TEC ar TR B

2. RfFaat s1 faawor :

a¥ -2021 3reToar ST st wfee

@) | RfFaat & 03 01 (g wfa)

affaRor (02-31=TRTET; 01-31Tgfd SIeTaTicy)
For RfFaar 03@ 019
(/) | =T T 01 - MIETH HEAET &

i) (FET gAY, TAITSETY, HIRAM,

(3T STET3N Jigd)

FHETET STt 02 - §THRI/2maET FraTerT &

RFaar #& || Fcwar | ole CEEERS

sl §) 01

(el &) EECI SICCED qor

HEHCTEGs | STFHs STHAAGIY

s 3 TUET W YCEUIOd ST
HERRAT & 39 qd g T
W FIHCRT g 3RIE fohar g

(®) | 9T 01.01.2021 &I A 3&H Tgel, 3#AGAR | 01.01.2021 ' A 3§ g,
& I eI AT IUHRT A1 S | 3FAEaR & o Feh gere &
eI & § H dle Gl & AT dar | §9 7 e @ &7 Fafdg Qar
g TIfeT 3R A HAeger Sk I | @ AR IR o Avgier
gl =g ST U T AR

TIfAT SFAIGART T IARTHAT & TR TNETH & 37 FrAterdr 7 off Jara B s gevar 2
@ Fre : RfFaat #1 ;R & gag RFaat & gear 9 gaar
3. TSl R T wihar
F. Ieoer HOHRY 2 -
. =fef@a woasd i ve @ oler geh:
(3FHIGER fowdt ar 345 & ghwr & g&a &)
i) 8T AT QU U, A vd fafeas
i) W%ﬁﬂﬁm(m)ﬁaﬂ
i) Foary fafder dar (@ O v) Fae
iv) elEs, ey qur 9 forgar
V) AT Al
IRY...2/-



2.
Il. TSNS & v siftiscs/3dol 3% Petegar g

it HHTH 3 Enilufiica
faf@a ol 100 60 (31, SIf @ 3], Siefaial & feU-50)

. 3FAgaRt & Fegar PuiRad =a & P, vedde & v 3efd 100 3@ &
3rermar, aif¥es e RO / ThiusR & 50 3 off 3mefea fpu amean

. @e §iha 8g ¢
. o A7 Arfafea o Swe g GFigar et ar Al & wieT & aad &)
- - e odie
(p) IMATT AT, Jar
(@) 3meEd, ey gur AR o
YR-1l - 130 2rsq gfc Aefe &1 arfr & el adm

Il. TSRs & fav sifede/sdor s Feean gl

et 3w aH 3w 3ol 3
fof@a gdar 100 60 (3. T 37, SFefomliar & fore-50)
TRIfaRy ol ey |

. 3FACERT &I degar g &= & 0T, teosdls & v smefd 100 3@ &
3rermar, aifi¥e MuhTr RE / vfiesmr & 50 31w off smefeq v aroan

4, TSRS fAeT HEmATER fmSTa-gEed, 95 eel 7 ST fr S §:

Eiric) fe= faf
F. T HOFRY 79
() fofea ol 1000 st EUEI 08 f&dsx 2021
(3af®r : 03 ®e)
g fsh afRe g
() fofEa e 1000 st EIRTIN 09 fadsx 2021
(3/af : 03 ®©e)
(ii) 130 g ufay Aee fir +1000 soF NEEIS 10 fAdsY 2021
afa & Imfaf wdem +1400 sor
{+%hg T TTEAT & YR R}
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AR AT GaRT estt@bis.gov.in W 39 el v & A § T T # 04 3nred 2021

aF AT gl
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6. AT A & b versids A 3UTeId gl & fwed, RuiRa e & sremar ar wurger s
H 04 3T 2021 & 916 Wt g9 R fGOR A7 R Swen| s6fon, 3FaR $AT gaRT Rwew
WHTAT 6T Thed ST IS HIAT estt@bis.gov.in T Nt difh TPRIcHS §9 & 04 39€d 2027 Fr AT
309 UgH TUST fqHTeT & 9ed 8 Il

7. UH 3R -130 & AR, 36 YU & G Har @k ar aR g fear s

8. el foemmer yoEt @ dest & f6 9 50 9Rum & @i wws e sfteiat @ el
e & e A AV| gg o fodest § o A9g 3. i @ 3. Sietonta & Vol "l S gdeT
o TolU 3Tdeed eel ddl Y& & 86 & ol Yichligd $il

9. Jeletfc O T R &1 &2l & geqw - A, sasfaer ega nfe Feeeer = s

10.  3Tdesh WEMESh AT RRRAT & AT i o¥wT 97 & e w1 afRemr & # 1 g
fopar STTa|

Ale : IRT & ST oY RSt oW & ATeaw F FHY YR FT AT IcTesT BT F@l U IHAS HIST FT

TR AT g ,
HoleeT: IR V
[vet faeetan]
fders (TgT9em)

§HART TeeT: TAT-1/04:01/01/2021
Reriw: 15 Se$ 2021

afeErfore: o7 &1 sgU & w@elt FRedt A ff 7S vH Seesic ganT
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HRA ATH s

ol afdg & gg &g v ST # § - 2021 A HHeA I & fov IR wid
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fsrmaT/sregsman/asha/enan/3u-amar SRt
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- Ayofy e F | AT F | grapeff &
i | @ et &1 A | [eHEE/ 3. | T s | Al TEATER
Sl ae. | (Redyararst) C Ly
STefetTfal]
.
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5
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