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NOTICE

As informed by Examination Section AIIMS Rishikesh, a Limited Departmental Competitive
Examination for the post of Sr. Administrative Assistant is scheduled to be held on third week of June,
2023 (tentatively)' The firm date of examination will be intimated later. The scheme of examination for
the said exam will be as under: -

2' An online application google form has been prepared by Examination Section. All eligible JAAs are
instructed to 8o to the following link and fill the online application form within 30 days from the date of
issudof this notice.

Application Form Link: https://bit.ly/3KLrG9k
t:
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Ad m i nistrative Officer

copv to:

(i)

(ii)

(iii)
(iv)

(v)

PPS to Executive Director
PS to DDA / MS / Dean (A) / Dean (E)/ FA / SE

Registrar / cNo /sAo / pRo /Law officer / Asst. controller of Exam
lT Cell - to upload on Institute,s website
Guard File.

Name & Number of Post senior Administrative Assistant (Erstwhile uDc), 0L (uR)

Eligibility
Junior Administrative Assistant (erstwhile LDC) having 2 years regulai
service

Date of Exam June, 2023 (tentatively)

Exam Language Bilingual (English or Hindi)

Scheme of Examination

Part-l MCQ of 50 marks, 1-hour duration.
Part - llSAqs 3f 100 marks, t%hourduration.
Part - lll Computer Skills: 50 marks, 1-hour duration (English Only).

L. There will be negative marking of 1/3 marks for each answer
in Part-1i.e. MCe.

2. The qualifying marks for part-t, part-il & part-ilt will be 40 %
consolidated.

Syllabus of Examination

Part l& ll: Office procedures, Leave Rules, CCS (CCA) rules, Conduct
Rules, General Finance Rules, pension Rules, Note writing, Letter
drafting, General lntelligence and Reasoning, euantitative Aptitude,
General Awareness etc,

Par-t lll : Preparation of presentation Slide using MS power point,
Typing and Formatting on MS word, Data Entry, Tabulation and
Calculations using Formulae on MS Excel.


