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III. All the candidates for direct recruitment will be required to appear in the interview to adjudge their ability and 

knowledge relating to their work. The selection being based on the performance of the candidates in interview. 

 

 

3 SENIOR PERSONAL ASSISTANT Pay Level-07 (Pay Scale Rs. 44900-142400) 

Total Post: 01 (UR) 

 

Essential: 

1. A Bachelor Degree from a recognized University. 

2. At least 03 years of experience working as Private Secretary/ Personal Assistant/ Stenographer/ Executive 

Assistant/ Executive Secretary in a Government Department/ Universities/ Autonomous Bodies/ PSUs/ 

Educational Institution recognized by the Government. 

3. Skill test norms 
(a) Dictation: 10 minutes at an average speed of 100 w.p.m. 

(b) Transcription: 40 minutes (English) or 55 minutes (Hindi) on computer. 

(c) Computer proficiency viz. Typing Skill, Word Processing, Spread sheet, Internet, E-mail 

communication etc. 

Desirable: 

1. Degree/Diploma in Computer Application/Science. 

2. Diploma in Office Management and Secretarial practice. 

3. Knowledge of service rules applicable for Central Government establishments. 

 

Note: 

1. The incumbent is expected to provide secretarial support services and other duties as may be assigned. The 

incumbent will keep the officers free from routine nature of work by mailing correspondence, filling papers, 

making appointments, arranging meeting and collecting information so as to give the officer more time to 

devote himself to the work in which the officer has specialized. 

2. The incumbent will maintain the confidentiality and secrecy of confidential and secret papers so entrusted. 

The incumbent will exercise his skill in human relations and be cordial with the person who come in contact 

with his boss officially or who are helpful to the boss or who have dealings with the boss as professional 

persons. 

3. Some of the more specific functions are enumerated in the Manual of Office procedure of Government of 

India. 

 

Maximum Age Limit: 35 years (Age relaxation will be allowed as per the guidelines of University of Delhi) 

 

 

4 SR. TECHNICAL ASSISTANT (COMPUTER) Pay Level-06 (Pay Scale Rs. 35400-112400) 

Total Post: 01 (Reserved for H.I. category only) 

 

Essential: 
B.E./ B. Tech in Computer Science/Computer Engineering/ Computer Technology/ Information Technology/ 

Electronics/ Electrical/ Electronics & Communications 

OR 

M.Sc. (Computer Science) or MCA, with 01 year experience in programming and Database management or 

Network administration in a research/ Educational institute or commercial/service industry establishment of 

repute. 

 

Maximum Age Limit: 30 years (Age relaxation will be allowed as per the guidelines of University of Delhi) 

  



 

 

5 SEMI PROFESSIONAL ASSISTANT Pay Level-05 (Pay Scale Rs. 29200-92300) 

Total Post: 01 (UR) 

 

Essential: 
1. Graduate in Arts/Science/Commerce or any other discipline OR any other higher qualification. 

2. B. Lib. Sc./B.L.I. Sc. 
3. Course in computer application at Graduate or PG level or 6 months. Computer course from a 

recognized/registered institution. 
 

Maximum Age Limit: 30 years (Age relaxation will be allowed as per the guidelines of University of Delhi). 

 

 

6 ASSISTANT    Pay Level-04 (Pay Scale Rs. 25500-81100) 

Total Post: 03 (UR) 

 

Essential: 
A Graduate from a recognized University in any discipline with good working knowledge of computers. 

 

Maximum Age Limit: 30 years (Age relaxation will be allowed as per the guidelines of University of Delhi). 

 

 

7 JUNIOR ASSISTANT   Pay Level-02 (Pay Scale Rs. 19900-63200) 

Total Post: 03 (1-UR & 2-OBC) 

 

Essential: 

1. A Senior Secondary School Certificate (10+2) or its equivalent qualification from a recognized Board / 

University / Institution. 

2. Having a typing speed of 35 w.p.m. in English or 30 w.p.m. in Hindi Typewriting through Computers. 

 

Maximum Age Limit: 27 years (Age relaxation will be allowed as per the guidelines of University of Delhi) 

 

 

8 LIBRARY ASSISTANT   Pay Level-04 (Pay Scale Rs. 25500-81100) 

Total Post: 01 (UR) 
 

Essential: 
1. Passed Sr. Secondary or equivalent examination conducted by State Board of Education/University/Govt. 

recognized institutions. 

2. Certificate in Library Science/Library and Information Science from a recognized institution; 

3. Computer Course at Sr. Secondary Level or Basic Course in Computer Science/Word Processing from a 

recognized/registered Institution. 

 
Note: 

1. Secretarial Jobs: Performing the administrative jobs in respective units, like secretarial jobs, dairy, dispatch, 

recording of files, maintenance of files and records; typing and cutting of stencils, data entry work, and 

attending to jobs at Banks, Post Offices, Departments, Administrations, Finance etc. 

2. Display: books, newspapers, periodicals (both loose and bound volumes) and new arrivals, documents in 

other media. 

3. Shelf rectification: Putting and rectifying books, periodicals (both loose and bound volumes), and documents 

in other media, according to classification scheme followed in the Library. 

4. Performing the Data Entry Operation; 
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combined scores of both the papers and interview. However, the candidate must score at 
least 50% in Personality Test/Interview. 

7. In case of bunching/bracketing of candidates in the results of the written test, the 
priority/merit list would be decided as follows: 

a) The candidate having more marks in aggregate in the 
examination/degree/diploma which is defined as the minimum eligibility for the 
respective post will be given preference. 

b) In case of further bunching/bracketing of candidates, candidate senior in age 
will be given preference. 

c) In case option at (a) and (b) is exhausted, it will be decided through draw of lots. 
 
 

Scheme of Examination for Direct Recruitment to the post of Senior Personal 

Assistant: 

 

A. Scheme of the Examination: 

 
 Type of Examination Time: Max. marks: 

Paper-I MCQ Type 2 hours* 300 marks 

(150 questions) 

Paper-II Descriptive Type 3 hours* 200 marks 

Skill Test Skills pertaining to subject matter of 

the concerned post would be assessed. 

(The manner in which the skills are to 

be assessed may be determined by the 

examiner/ group of examiners 

appointed for the purpose) 

Time: 

1/2 hrs. 

The test will be of 50 

marks. To qualify the 

candidate should obtain 

25 marks. 

This will however be 

only be qualifying in 

nature. 

Total Marks 500 

*15 minutes extra per hour would be given to Visually Handicapped, Cerebral Palsy 

candidates or similarly placed candidates from PwBD category. 

B. Test components: 
 
 

 

Paper-I 

 

TEST COMPONENTS 

DURATION: 2 hours 

NO. OF 
QUESTIONS 

MARKS 

(i) 
Questions pertaining to specific area of 

the post concerned 
50 100 

(ii) General Awareness 25 50 

(iii) Reasoning Ability 25 50 

(iv) Mathematical Ability 25 50 

(v) Test of Language English or Hindi 25 50 

 TOTAL 150 300 

 
 

 

Paper-II 

TEST COMPONENTS 
DURATION: 3 hours 

MARKS 

Descriptive Type 200 

TOTAL 200 





 

 
D. Skill Test: 

 

The skill test shall be qualifying in nature and no additional credits for the same shall be allocated. 

 

Note: 

1. The question paper should be bilingual (English and Hindi) and the applicant will have the 
option to respond in either of the languages. However, the same medium of language 
must be used throughout. 

2. The questions in the written test will be of the level of degree/diploma/examination 
which is defined as the minimum eligibility for the respective post. 

3. The minimum qualifying marks for Paper I and Paper II separately shall be 45% for the 
unreserved posts and 40% for the posts reserved for OBC category and 35% for the posts 
reserved for SC/ST/ PwBD category. If the number of candidates qualifying is more than 
30 times the advertised posts, the merit list would be restricted to 30 times the advertised 
posts for the purpose of shortlisting the candidates for skill test. 

4. Answer script of Paper-II of a candidate would be evaluated only if the candidate qualifies 
in Paper- I. 

5. There shall be negative marking for wrong answers in Paper I to the tune of 1/4th of 
marks allocated per question. 

6. Merit list shall be drawn only for candidates who qualify Paper I, Paper II and skill test, 
separately. The Merit list shall be drawn on the basis of combined scores of Paper I and 
Paper II only. 

7. In case of bunching/bracketing of candidates in the results of the written test, the 
priority/merit list would be decided as follows: 

a) The candidate having more marks in aggregate in the 
examination/degree/diploma which is defined as the minimum eligibility for the 
respective post will be given preference. 

b) In case of further bunching/bracketing of candidates, candidate senior in age. 
c) In case option at (a) and (b) is exhausted, it will be decided through draw of lots. 

  











 

3.   The minimum overall qualifying marks for Paper I and Paper II shall be 45% for the unreserved 

posts and 40% for the posts reserved for OBC category and 35% for the posts reserved for SC/ST/ 

PwBD category.  If the number of candidates qualifying is more than 30 times the advertised posts, 

the merit list would be restricted to 30 times the advertised posts. 
4.   Answer script of Paper-II of a candidate would be evaluated only if the candidate qualifies in Paper- 

I. 

5.   There shall be negative marking for wrong answers in Paper I to the tune of 1/4th of marks allocated 

per question. 

6.   Merit list shall be drawn only for candidates who qualify Paper I and Paper II, separately. The Merit 
list shall be drawn on the basis of combined scores of the two papers. 

7.   In case of bunching/bracketing of candidates in the results of the written test, the priority/merit list 

would be decided as follows: 

a)   The candidate having more marks in aggregate in the examination/degree/diploma which is 

defined as the minimum eligibility for the respective post will be given preference. 

b)   In case of further bunching/bracketing of candidates, candidate senior in age will be given 

preference. 
c)   In case option at (a) and (b) is exhausted, it will be decided through draw of lots. 

 

Scheme of Examination for Direct Recruitment to the post of Assistant:  

 
The following shall be the scheme of Examination, components of written test and its syllabus for 

recruitment to the post of Assistant by direct recruitment: 

 

A. Scheme of the Examination: 
 

Written Test 

 Type of Examination Time: Max. marks allowed: 

Paper-I MCQ Type 2 hours* 300 marks (150 questions) 

Paper-II Descriptive Type 2 hours* 150 

Total Marks 450 

*15  minutes  extra  per  hour  would  be  given  to  Visually  Handicapped,  Cerebral  Palsy 

candidates or similarly placed candidates from PwBD category. 

 
B. Test components: 

 
 
Paper-I 

 
TEST COMPONENTS 

DURATION: 2 hours 

NO. OF 

QUESTIONS 

MARKS 

(i) General awareness 30 60 

(ii) Reasoning ability 40 80 

(iii) Mathematical ability 40 80 

(iv) Test of Language English or Hindi 40 80 

 TOTAL 150 300 
 

 

 
Paper-II 

 

TEST COMPONENTS 
DURATION: 2 hours 

MARKS 

Descriptive Type 150 

TOTAL 150 

 
C. Syllabus: 





 

5.   There shall be negative marking for wrong answers in Paper I to the tune of 1/4th of marks allocated 

per question. 
6.   Merit list shall be drawn only for candidates who qualify both the Paper I and Paper II separately. 

The Merit list shall be drawn on the basis of combined scores of the two papers. 

7.   In case of bunching/bracketing of candidates in the results of the written test, the priority/merit list 

would be decided as follows: 
a)   The candidate having more marks in aggregate in the examination/degree/diploma which is 

defined as the minimum eligibility for the respective post will be given preference. 

b)   In case of further bunching/bracketing of candidates, candidate senior in age will be given 

preference. 

c)   In case option at (a) and (b) is exhausted, it will be decided through draw of lots. 
 

Scheme of Examination for Direct Recruitment to the post of Junior Assistant:  

 
The following shall be the scheme of Examination, components of written test and its syllabus for 

recruitment to the post of Junior Assistant and equivalent by direct recruitment: 

 
A. Scheme of the Examination: 

 

Written Test 

 Type of Examination Time:* Max marks: 

Paper-I MCQ Type 3 hours 200 (200 questions) 

Paper-II Essay & Comprehension test 1.5 hour 100 

Total Marks 300 
 

*15  minutes  extra  per  hour  would  be  given  to  Visually  Handicapped,  Cerebral  Palsy 

candidates or similarly placed candidates from PwBD category. 

 
B. Test components: 

 

 
Paper-I 

 
TEST COMPONENTS 

DURATION: 3 hours 

NO. OF 

QUESTIONS 

MARKS 

(i) General awareness 50 50 

(ii) Reasoning ability 50 50 

(iii) Mathematical ability 50 50 

(iv) Language English or Hindi 50 50 

 TOTAL 200 200 
 
 

 

 
Paper-II 

 

TEST COMPONENTS 
DURATION: 1 hour 

MARKS 

Essay, comprehension & letter writing 100 

TOTAL 100 
 

 

 
 
SKILL TEST 

TEST COMPONENTS DETAILS 

On spot typing test Qualifying  speed  shall  be  at  least  35 

words  per  minute  in  English  or  30 

words per minute in Hindi, which will 

be tested on a computer (PC).* 

 















 

 

6.   In case of bunching/bracketing of candidates in the results of the written test, the priority/merit 

list would be decided as follows: 

a)   The candidate having more marks in aggregate in the examination/degree/diploma which is 
defined as the minimum eligibility for the respective post will be given preference. 

b)   In case of further bunching/bracketing of candidates, candidate senior in age will be 

given preference. 

c)   In case option at (a) and (b) is exhausted, it will be decided through draw of lots. 

 

--------------------------------------------------END------------------------------------------------ 


