BUREAU OF INDIAN STANDARDS
(Establishment Department)

CIRCULAR

Subject: Filling up the vacancies in the post of Private Secretary through Limited
Departmental Competitive Examination (LDCE)-2018

In accordance with BIS (Recruitment to Administration, Finance & Other Posts)
Regulations 2007, the method of recruitment for the post of Private Secretary is as given
below:

“2/3' by promotion and 1/3"@ on the basis of Limited Departmental Competitive

Examination (LDCE), from among the Stenographers with three years regular

Service in the grade and who have passed the Office Manual Test”

2. After the implementation of the recommendations of the 71" CPC in BIS, the post of
Private Secretary has been placed in the Level-7 [PB-2/Rs.4600 GP]. Further, the post of
Stenographer has been placed in the Level-6 [PB-2/ Rs.4200 GP]. As per GOl OM No.
AB. 14017/61/2008-Estt(RR) dated 24 March 2009, the minimum qualifying service for
promotion from Grade Pay of Rs.4200 [now placed in Level-6] to Grade Pay of Rs.4600
[now placed in Level-7] is five (05) years.

3. As per the directions issued to BIS by the DoCA, promotions are being considered
in various posts in accordance with the eligibility criteria prescribed vide DoPT OM dated
24 March 20089.

4. Accordingly, the Stenographers with five (05) years’ regular service in the grade
and who have passed Office Manual Test on or before 01 April 2018 are eligible for
appearing in the LDCE for promotion to the post of Private Secretary.

5. Sixteen (16) vacancies of Private Secretary (UR-07, SC-06, ST-03) are to be
filled up through Limited Departmental Competitive Examination (LDCE), to be held at
BIS-HQ, New Delhi, as per the schedule given below:

Time Day Date
(1) Written Examination 1000 hrs Thursday 11 Oct 2018

(03 hrs duration)

(i) Shorthand Test at the
speed of 130 w.p.m. 1000 hrs Friday 12 Oct 2018
OR 1430 hrs (subject to availability of Centre)

6. The vacancies shall be filled up in accordance with the procedure as under:

) 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
i) Paper Il - Shorthand test at the speed of 130 w.p.m.
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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)
Shorthand Test Qualifying

V. 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.

7. To appear in the LDCE, the willing Stenographers and who fulfill eligibility criteria
as on 01.04.2018, i.e. who have completed five years regular service in the post of
Stenographer and have passed the Office Manual Test, on or before 01 April 2018, may
apply, in the enclosed proforma, and send the same by email at estt@bis.org to
Establishment Department through their Departmental Heads latest by 18 June 2018.

8. It may please be noted that the options for appearing in the LDCE received other
than on prescribed proforma or after 18 June 2018 shall not be entertained.
Therefore, the candidates are required to send the scanned copy of option proforma by
email at estt@bis.org.in so as to reach Estt. Deptt. positively on or before 18 June 2018.

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

10.  All the Departmental Heads are requested to ensure that the contents of this
Circular are brought to the notice of all the eligible Stenographers working in their
Department/Section. They are also requested to encourage the eligible SC/ST
category stenographers to apply and appear in LDCE so that employability of
SC/ST category candidates is increased.

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

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

Encl: as above Sd/-
[N. Ravi Shankar]
Director (Establishment)

Our Ref: Estt-1/04:01/02/2018
Dated: 24 May 2018

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
LIMITED DEPARTMENTAL COMPETITIVE EXAMINATION (LDCE - 2018)
FOR THE POST OF

PRIVATE SECRETARY

Ref: Estt-1/04:01/02/2018 dated 24 May 2018

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

Category of
the Language for _ _
si. | Emplovee Name of the candidate(s) Shorthand Mobile Signature
' bloy Stenographer Test No. of the of the
No. No. (s) [whether (Hindi/English) | candidate | candidate(s)
General/
SC/ST]
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.org.in)
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