ALL INDIA INSTITUTE OF MEDICAL SCIENCES
(RECRUITMENT CELL)

No. F.2-32/2023-Estt (RCT) Ansari Nagar New Delhi

Dated the: 0 1 AUG 2025

MEMORANDUM

Subject: Filling up vacancies of Private Secretary (under 33.33% of Limited
Departmental Competitive Examination) at the AIIMS, New Delhi.
Applications are invited from eligible P.As who are completed 3 year of services to fill
up 07 posts (UR-5. SC-01 & ST-01) of Private Sectary in level-8 of pay matrix under mode of
Limited Departmental Competitive Examination. The eligibility criteria /method of selection
for the post of Private Secretary as prescribed existing recruitment rules has been attached.

Interested candidates may submit their applications in the attached proforma, along
with one recent passport size photograph, through proper channel, after getting their particulars
verified from the concerned Establishment Section to the Recruitment Cell.

The last date of receipt of application is 30 days from the date of issue of this
memorandum. Incomplete applications and /or those received late and/ or not routed through
proper channel and verified by concerned Establishment Section, would be summarily rejected.

o

[VISHWESH CHATURVEDI]
ADMINISTRATIVE\OFFICER

Copy Encl: Existing Recruitment Rule of the post

Distribution:-

1) All Centres / Department / Sections / Units

2) All Sr. Admn. Officers/Admn. Officers/Asstt. Admn. Officers of Establishment Sections

3) All Notice Boards

4) Professor-in-Charge (Computer Facility)- with the request to upload this on Institute
website.




ALL INDIA INSITUTE OF MEDICAL SCIENCES

ANSARI NAGAR, NEW DELHI - 110029

Application for the post of
Name (Block letter)
Father’s/Husband Name
Date of Birth

Category (UR/SC/ST/OBC)

Complete Office Addres
Office Internal Number
Mobile Number
Educational/ Technical
Qualification

o0 B L —

3 years of service completed on

Qualification

S.N. Educational/ Technical

Photograph
o as P.A.
 Year of Borad/ ~ Subject
passing University

| L r] —

10. Details of post held on regular basis only:-

Section/ Centre

S.N. | Name of the Department/

Post hold

Date of Joining

Place of posting

L | —

Signature Head of the Department

with seal

Signature of the certifying officer
with seal (Establishment Section)

(Signature of Candidate)
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Approval in E-office file No.: 3205733
File No.: 12-02/2023-Estit.(RCT)

RECRUITMENT RULES
1} | Name of post PRIVATE SECRETARY
2) | No. of posts 48 (2024)
3) | Classification Group ‘B’
4) | Scale of pay Level — 08 in Pay Matrix
5) | Method of recruitment + 66.67% post by promotion (Seniority quota)
« 33.33% post by Limited Departmental
Competitive Examination (LDCE)
6) | Age limit for direct recruits Not applicable
7} | Educational and other qualifications for direct recruits Not applicable
8) | Educational and other qualifications for Departmental + Not applicable under 66.67% by promotion
Candidates + Bachelor’s degree from recognized university
under 33.33% by LDCE
9) | Whether benefit of added years of service admissible Not applicable
under rule 30 of the C.C.S. (Pension) Rules, 1972.
10) | In case of recruitment by promotion
fal | Whether by seniority-cum-fitness, i.e., non-selection, Seniority-cum-Fitness
or by merit-cum-seniority i.e., selection
& | Grade from which promotion is to be made and Under 66.67% by promotion:-

eligibility condition

Personal Assistant with 5 years of regular
service in the grade.

Under 33.33% by LDCE:-
Personal Assistant with 3 years of regular
service in the grade having computer literacy
to transcribe shorthand notes on computers
and who possess a bachelor’s degree from a
recognized university

Scheme of examination:-
a.  Written examination carrying maximum

of 500 marks in the subjects as shown

hereunder:
Paper |Subject Typeof  |Max. jduration
No aper marks
1 General studies  {Objective  |150 |2 hrs

& general
knowledge of
constitution of
India and
Machinery of
{Government,
practice and
procedures in
parliament and
knowledge of
RTI Act. 2005

}MMAL BHATT
/Administrative Offic
W{Recruument Cell =

A WL AL W, Srd T, e
ALLM.S., Ansari Nagar, New Daln:;G
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Approval in E-office file No.: 3205733
File No.: 12-02/2023-Esttt.(RCT)

Procedure and bjective  [150 hrs
practice in the
Govi. of India
Secretariat and
attached offices
and general
financial services
rules duly taking
into account the
requirement of
refevant category
of services,

[357

3 Noting and Subjective 200 [3 hrs
Drafting, precis
writing

o Evaluation of 160

record of service

Total Marks[600

A qualifying shorthand test in Hindi or English at
100 w.p.m.

)

Whether age and educational qualifications prescribed
for direct recruits will apply in the case of promotees.

Not applicable

1)

If a DPC exists. what is its composition

(i)

Dean/Chief of a Centre/M.S. (1o be nominated by the
Director).

Chairman

2)

Chief Admin. Officer

Member

One representative of SC/ST to be nominated by the
director from persons of an appropriate status working
at AlIMS or some other organization.

Member

{4}

One representative of minority communities to be
nominated by the director from persons of an
appropriate status working at AIIMS or some other
organization

Member

Administrative Officer/Sr.Administrative Officer

Member - Secretary

In case of deputation grades and sources from which
deputation to be made and period of deputation

Not applicable

13)

Period of probation
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