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Enclosure to Mlmstry of Rallway S letter No E(NG)l 2005/PM1/20 dated 7. 06 2000,

Syilabus fov the post of os (7F Ii

| e ?Oéfjfibérprocedure.

(a) Dak handlihg
_ L '(b) Mamtenance of files.
. '(c) Recor_dl keepmg.

(

(d) Maintenance of statistics. - '

2. Writing. skill.
(a) Letter/DO wntmg
: (b) Notlflgatlons

(c) ‘Note wnt\ng
(d) Speakmg orders.

' 'Aw‘ard of works in works programme.
: Procedure for stores procurement.

¢ Railway _Organiz_atidhal structure.

3
4
e ‘ :
6 i Railwa'y' Housing (Rly; Qtrs. ﬁl}qtment) Pg!ic'y. _
7. Uniform policy. e
8 "Bookmg of Running staff cmd non- runmng trave\hng staff.
8. DlSC\p\lnP & Appeal ru!es and Conduct Rules
40.- - Recognition of Trade Umons Facilities to office bearers of recog“wzed
umons/Assocxatlons Deahng with Unrecognized unions/Associations.

ATy Medlcal examination and f acﬂmes available to Railway employees.

;\ 2 _Audit and Accounts narraiwe 1eport Draﬁ P'araq and their disposal.
' 43.  Cannons of financial propriety. L | |

14, C\ass'mcation?ofdeman_d_s ofgrén}tsi i




" | 15 .Mén-PoWer Pl'annl'nig i ' | L | , | ‘ \
e s Vacancy Bank register. S e R
| . Creation of Posts.” - e i
"« Bench Marking..

. Supernumerary posts :

o . e Redeployment of surplus staﬁ.. e

L 6] Pay and allowances:

peseey. 17, passRiles.

' 48. Leave Rules.

A9, Rallway Pension Rules

20, . General Condltlons ol serwce

21.  Hours of Empl_oyme_nt Rogulatlons.

Note: Ques'llons setin thve‘pap'er will be normally to assess the writing and
nalytlcal power of the Candldales W. rt various topics as above whlch
circumscribe various mlnlsterlal staff. Efforts should be not to tilt the

)

balance in favour of; one partlcular dlSClpllne

e
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