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Fnclosure to Boaryrg letter No. E(p) 2000/2/84 dated 2 .07.2001
(RRB No. 138/2001) ; |

Rl - -
SYLLABUS FOR T WRITTEN TEST rop SELECTION $OR propg OTION TO THE -
FOST OF PRIVATE SECRETARY (GRADE 1{3.75{){?-121’}[?(}}
: Total Maziks - 150
Qualifying May kg - 99
Maintenance of tecords, service book. personal file otr,
Office procedure-Receipt' and Despatch, Doketing N oting anc Drafting,
Writing and Maintenance of Confidentjal Reports,

i
S .

Srievance Handling Machinery & Redressal of (3pq evar ces.
Official Language Policy and Rules
Leave Rules.
Classification of Services,
Pay scales afd Principles of Pav fixation
- Recruitme policy.
- Rules of Reservation for SC/ST/OBC,
2. Compassionate Appointment.
- Policy or Promotion,
14, Types of pay, types of allowances, T4 Rules. - %
15. Pass Ruldes. ; :
~ 16. Varioys types of Advances angd thejr eligibility conditions,
17, Training of officers and staff, raining nstitute, Zong! Training  ichools
15, Railway Servants (Discipline & Appeal) Rules, Ratiway Serv o Conduct
Rules, Schedyle of Discipimary Powers.
19. Schedule of Powers in Establishment matters. 1
20. Staff Welfare, staff benefit fund, consumer co-operative Societie s, Medicaj

Assistance, Edr.xcational Assistance, H Ousing, ete, :

27, Retirement berefits under SRPF and Pensjon Rujes. 2

Note .- _ ;

L There will pe only one PAPer. Time allowed #5y ARswarine  chall
(three) hours. _

Z e questions to he 5et, out of the subject mentioned in ¢ e syﬂabus;_
should have g Practical bias je i should be desipmed 1o tes{ the
imow]edge of candidates which is required in the day-to-d 3y work-as
Frivate Secretaries and their ability to tackle and the practic al probiems
they are likely to face. '

3. - 10% of the total marks should be se1 apart for the question &) on Offjcial
Language Policy & Ruies, while the employees should be e ouraged to

“allemipl the questions on Cfficial Language Policy znd Rules, fn
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question should ney be ompulsory. Questions o Officig . Language
Policy and Rules may be gt by or in consultanton with Mg khya Rajya
Bhasha A dhikari,

Mt



