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SYLLABUS FOR THE WRITTEN TEST FOR SELECTION FOR PROMOTION TO THE POST OF
PRIVATE SECRETARY-1 (LEVEL-08)

Total Marks— 100 Time-02 Hrs Qualifying Marks—60
1. Maintenance of records, Service Book, Personal Files etc.
2. Office Procedure— Receipt and Despatch, Docketting, Noting and drafting.
3. Writing and Maintenance of Confidential Reports.
4. Monitoring and Disposal of VIP reference from Ministers, MPs, MLAs etc.
5. Grievance handling Machinery and Redressal of Grievances.
6. Official Language Policy and Rules.
7. Leave Rules.
8.  Classification of Services.
9. Pay scales and principles of pay fixation.
10. Recruitment Policy
11. Rules of Reservation for SC/ST/OBC
12.  Compassionate Appointment
13.  Policy of Promotion.
14.  Types of Pay, types of allowances, TA Rules.
15. Pass Rules.
16.  Various types of Advances and their eligibility conditions.
17. Training of Officers and Staff, Training Institutes, Zonal Training Schools.
18. Railway Servants (Discipline & Appeal) Rules, Railway Service Conduct Rules, Schedule of
Disciplinary Powers.
19. Schedule of Powers in Establishment matters.
20. Staff Welfare — Staff Benefit Fund, Consumer Cooperative Societies, Medical Assistance,

21

Educational Assistance, Housing etc.

Retirement benefits under SRPF and Pension Rules.
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