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SYLLABUS FOR THE WRITTEN TEST FOR SELECTION FOR PROMOTION

TO THE POST OF PRIVATE SECRETARY-I, GP-4800 (Level-08) for General

Guidance.

Total Marks :- 100 Qualifying Marks :-60

01.
02.
03.
04.
0sS.
06.
07.
08.
09.
10.
11.
12.
13.
14.
15.
16.
17.
18.

19,
20.

2

Maintenance of records, Service Book, Personal files etc.

Office procedure — Receipt and Despatch, Docketting, Noting and Drafting.
Writing and Maintenance of Confidential Reports.

Monitoring and Disposal of VIP reference from Ministers, MPs, MLAs etc.
Grievance Handling Machinery and Redressal of Grievances.

Official Language policy and Rules.

Leave Rules.

Classification of Services.

Pay scales and principles of pay fixation.

Recruitment policy.

Rules of Reservation for SC/ST/OBC

Compassionate Appointment.

Policy of Promotion.

Types of pay, Types of allowances, TA Rules.

Pass Rules.

Various types of Advances and their eligibility conditions.

Training of Officers and Staff, Training Institutes, Zonal training schools.
Railway Servants (Discipline & Appeal) Rules, Railway Service conduct Rules,
Schedule of power (Disciplinary)

Schedule of powers in Establishment matters.

Staff welfare, Staff benefit fund, Consumer Co-operative societies, Medical
Assistance, Educational Assistance, Housing etc.

Retirement benefits under SRPF and Pension Rules.

NOTE :-

01.
02.

03.

There will be only one paper. Time allowed for answering shall be 2 hours.

The questions to be set, out of the subjects mentions in the syllabus, should have a
practical bias. i.e. it should be designed to test the knowledge of candidates, which is
required in the day-to-day work as Private Secretaries and their ability to tackle the
practical problems they are likely to face.

10% of the total marks should be set apart for the question(s) on official Language
Policy and rules. While the employees should be encourage to attempt the questions
on official language Policy and rules, the question should not be compulsory.

Questions and officials language Policy and rules may be set by of in consultation
with Mukhya Raj Bhasha Adhikari.
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West Central Railway
INTEGRATED SENIORITY LIST OF PS-II, (Level-07) FOR 100% LGS SELECTION
Steno Cadre-PS-11, Pay Scale-9300-34800+GP- 4600 (Level-7)
Name of employes Dite 08 station
S.No. S/St _.l y DOB DOA Promotion Cor.nm where Remarks
(S/Shri) . unity .
in Grade working
1  |Dhanraj Meena 10.07.1974 | 28.12.2006 | 08.10.2012 ST HQ/Engg | On Deputation
at Kota Const.
2 |Satish Meena 10.03.1978 | 19.07.2007 | 31.12.2012 ST Kota Divi.
3 |Samuel Masih 01.08.1969 | 22.07.1997 | 23.11.2022 ST JBP/Div




