




3. Amendment to the Schedule II

recognised Board/ University and 
minimum typing speed of 40 
words per minute ( 12000 key 
depressions per hour) in English 
or 35 words per minute ( I 0500 
key depressions per hour) m 
Hindi typewriting on computer. 

Preference will be given to persons 
who qualify in typing tests in both 
English and Hindi languages at the 
prescribed typing speeds. 

Against the post of Secretariat Assistant [SI. No. 11 of Schedule II] for the existing entries 111

Column No.(s) 5 and 6, the following shall be substituted:-

Proportion of vacancies to be filled Methods of Re�ruitment & Qualifications for Appointment 
by 

Promotion Deputation 

25% 

(including 
short term/ 
contract)/ 
Absorption 

(5) 

Direct 
recruitment 

75% 

Provided 

that 

pending 

filling of 

posts of 

Secretariat 

Assistant by 

direct 

recruitment, 

the posts 

maybe 

filled by 

deputation/ 

absorption/ 

foreign 

service. 

(6) 

For promotion-

By selection on the basis of competitive depai1mental examination from 
amongst officials holding a substantive post in the grade of Office Work 
Assistant in Messenger Service of the Secretariat and having a minimum 
service of 5 years m that grade and possessing minimum educational 
qualification of Bachelor's degree m any discipline from a recognised 
University. 

For direct recruitment-

(i) By selection through open competitive examination from amongst
candidates possessing minimum qualification of Bachelor's degree m any
discipline from a recognized University;

(ii) Qualify in a typing test in at least one language, i.e. English or Hindi/
Urdu, with a minimum typing speed of 35 words per minute ( I 0500 key
depressions per hour) m English or 30 words per minute (9000
key depressions per hour) in Hindi/ Urdu on Computer; and

(iii) Possess working knowledge of basic computer operations, viz. MS­
Word, MS Excel and Power Point.

Note- Preference will be given to persons who qualify in typing tests in both 
English and Hindi at the prescribed speeds. 

For deputation/ absorption/ foreign service 

By selection of suitable officer(s) working in the Central or the State/ Union 

Territory Government/ Depa11ments/ Lok Sabha Secretariat/ the Secretariat of 
the Legislature of a State/ Union Territory/ Constitutional Bodies/ 

Autonomous Bodies/ Statutory Organisations/ Central/ State Regulatory 
Authorities or PS Us, holding: 

(i) analogous posts on regular basis in the parent cadre or depai1ment; or

(ii) with a minimum 5 years regular service in the grade rendered after
appointment thereto in post(s) in Pay Level 5/ Pay Level 4 or equivalent in




