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1. Controller of | L-17 01 00 00 01 00 00 01
Examination

2. Personal L-14 01 00 00 00 00 00 01
Secretary

3. Section Officer L-12 02 00 00 00 00 00 02

4, Assistant L-12 01 00 00 00 00 00 01
Accounts Officer

5. Personal L-11 01 00 00 00 00 00 01
Assistant

6. Junior L-10 02 00 00 00 00 00 02
Accountant

7. Stenographer L-10 03 00 00 00 00 00 03

8. Assistant L-10 01 00 00 00 00 00 01
Programmer

9. Informatics L-08 03 00 00 00 00 00 03
Assistant

10. Senior Assistant L-08 04 00 00 00 00 00 04

11. Junior Assistant L-05 06 01 01 02 00 00 10

(01 Ex-Ser. Man) (02-W)

12. Vehicle Driver L-05 02 00 00 00 00 00 02

13. Office Attendant | L-01 08 02 01 03 00 01 15
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1. | Controller of
Examination L-17 (10|10 |0|0| O |O|O|lO|O|O|O]|O|lO|O | |O|O]O1
15600—39100(6800)
2. | Personal Secretary L-14 1/0|1|/0|0ol0o| o |0o|OoO|O|O|O| O/ |OlO|lO/ |O|O]|O1
15600—39100(5400)
3. | Section Officer
L-12
9300—34800 (4800) 2/0|2|0|0o|/0| O |O|O|]O|O|O|O]|O|O|O |OflO|O2
4. | Assistant Accounts
Officer L-12 {1|o0|1|0|0|0| 0 |O|O|O|O|O|O]|O|O|O|O|O|O1
9300—34800 (4800)
5. | Personal Assistant
9300—34800 (4200) L-11 {1 |o|1|0|0o|l0O| 0O |O|O|O|O|O|O|O|O| O |O|lO|O1
6. | Junior Accountant
L-10
9300—34800 (3600) 2/0|2|0|0o|l0| 0 |O|O|]O|O|O|O]|O|O| O |O|O|O2
7.
Stenographer L-10 | 3| o |3|o|o]lo| o |o|olo|o|o|o|o|o|o]|o|oO|o03
9300—34800 (3600)
8. | Assistant
Programmer L-10 {1 |{o|1|0|0|lO0O| O |O|O|lO|O|O|O|O|O| O/ |O|O|O1
9300—34800 (3600)
9. | Informatics
Assistant L-08 | 3|o0o|3|0|0|O0O|] O |O|O|O|O|O|O]|O|O|lO | |O|lO|O3
5200—20200 (2800)
10.| Senior Assistant
L-08
5200-20200 (2800) 4|0/|4|0|0|l0] 0 |O0O|O|O|O|O|lO]|O|O|O|O|O|O4
11.| Junior Assistant
5200~20200 (2400) L-05 {6 |0 |60 1|1 1 |01/ 0|2|2|0]|0[{0] 00010
12.| Vehicle Driver
520020200 (2400) L-0O5 |2 |0o|2|0|0o|0| O |O|O|O|O|O|O|O|O| O O|O|O2
13.| Office Attendant 3
(Class IV employee) | L-01 8 (008 |1 |1]2]| 1 o103 0 |0|O| 1 |0|1]|15
4750—7440 (1700)
Abbreviations : — M = Male, F = Female, T = Total
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Important:
Presently advertised posts would be governed by the following rules and conditions -

Controller of Examination :
(Pay Level — L-17, Pay Band of Rs. 15600-39100 with Grade Pay of Rs.6800/- or as amended from
time to time in same pay scale.)

» Eligibility:

(i) Master's Degree in any subject or Post Graduate Diploma in Management with at least 55%
of marks or its equivalent grade of B in the UGC seven-point scale from a recognized

University/Institution. (5% relaxation in marks for SC / ST /Differently-abled category).

(ii) At least 05 yrs administrative experience in supervisory or equivalent cadre in group-B post
in a Government Department / University / Educational or Research Institution/Teaching
and/or Research Experience on a substantive post along with proven administrative
capabilities out of which 04 years experience shall be in examination related work.

Or
03 years experience on the post of Dy. Registrar in Central/State University.
Or
06 years experience on the post of Assistant Registrar in a Central/ State University
(ili) ~ The incumbent should have experience and knowledge of examination work of a University
System.

(iv)  The candidate must acquire I.T. & Soft skills.

Desirable: MBA or CA/ICWA or MCA or LL.B.

1. Mode of Selection
The selection will be based on the performance of the candidate in interview which may
include group discussion or short duration test.

** The applicant or selected person would not make any claim if the scale of Controller of
Examination is revised. The incumbent would remain in the same pay scale or as amended / granted
but would not be entitled to a pay scale, which is sanctioned afresh or is revised upward. The
selection of Officer would remain in the present pay scale only. The selected person can be
transferred to a corresponding post with in the University and may have to work under other Officers
in the Examination office or other offices of University.

NLtil.) The incumbent should possess good communication, logical reasoning, analytical skills, soft
skills and aptitude for drafting/noting in English & Hindi. He/ She should be able to
coordinate/liaise with other divisions/departments and participate in discussions with senior
functionaries and academicians and bureaucrates.

(2) The incumbent is expected to handle most of the functions related to educational

administration/ examinations independently reporting to senior officers.
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Personal Secretary :
(Pay Level — L-14, Pay Band of Rs. 15600-39100 with Grade Pay of Rs.5400/- or as amended from
time to time in same pay scale.)

» Eligibility :

1. A Bachelor Degree from a recognized University.

2. At least three years post qualification experience working as Private Secretary/ Personal
Assistant/ Stenographer/ Executive Assistant/ Executive Secretary in a Governmental
Department/ Universities/ Autonomous Bodies/ PSUs/ Educational Institution recognized
by the Government.

3. Skill test norms
(a) Dictation: 10 minutes at an average speed of 100 w.p.m.

(b) Transcription: 40 minutes (English) or 55 minutes(Hindi) on computer.
(c) Computer proficiency viz. Typing Skill, Word Processing, Spread sheet, Internet, E-
mail communication etc.
> Desirable:

1. Degree/Diploma in Computer Application/Science.
2. Diploma in Office Management and Secretarialpractice.
3. Knowledge of service rules applicable for State/Central Government establishments.

Note :

1. The candidates for Direct Recruitment may be assessed on the basis of Scheme of
Examination as prescribed by the University.

2. The incumbent is expected to provide secretarial support services and other duties as
may be assigned. The incumbent will keep the officers free from routine nature of work
by mailing correspondence, filling papers, making appointments, arranging meeting and
collecting information so as to give the officer more time to devote to the work in which
the officer has specialized. The incumbent will maintain the confidentiality and secrecy
of confidential and secret papers entrusted to him. The incumbent will exercise his skill
in human relations and be cordial with the person who comes in contact with the
authority officially or who are helpful to the authority or who have dealings with the
authority as professional persons.

Section Officer:
(Pay Level — L-12, Pay Band of Rs. 9300-34800 with Grade Pay of Rs.4800/- or as amended from
time to time in same pay scale.)

» Eligibility :

1. Graduate from a recognized University.

> Desirable:

1. Diploma/Certificate of minimum 06 months duration in Computer Application/Office
Management/ Secretarial Practice / Financial Management / Accounts or equivalent
Discipline.

2. Experience in handling educational administration/General Administration/Purchase/Account
& Finance in a University/Research Institution/ Government Department/PSU.

Note :
The candidates for Direct Recruitment may be assessed on the basis of Scheme of Examination
as prescribed by the University.
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Assistant Accounts Officer:

(Pay Level — L-12, Pay Band of Rs. 9300-34800 with Grade Pay of Rs.4800/- or as amended from
time to time in same pay scale.)

> Eligibility :

1. Graduate from a recognized University.
» Desirable:

1. Post qualification experience working as Accountant/Junior Accountant in a Government
Department/ Universities/ Autonomous Bodies/ PSUs/ Educational Institution recognized by
the Government.

2. Diploma/Certificate of minimum 06 months duration in Computer Application/Office
Management/ Secretarial Practice / Financial Management / Accounts or equivalent
Discipline.

Note :
The candidates for Direct Recruitment may be assessed on the basis of Scheme of Examination
as prescribed by the University.

Personal Assistant :

(Pay Level — L-11, Pay Band of Rs. 9300-34800 with Grade Pay of Rs.4200/- or as amended from
time to time).

> Eligibility :

(i) At least second class Graduate degree from a recognised University with proficiency in
English and Hindi and should be able to manage secretarial duties independently.

(i) 05 years experience in case of second class Post-Graduate, 03 years as Stenographer in
Central/State University/ Research Institution / Government Department or an Autonomous
organization.

(iii) 05 years experience in a responsible capacity as Personal Assistant/ Stenographer in
equivalent institutions.

(iv) Should possess pleasing manners and personality should be able to mentain confidence of
officer or authority.

(v) Must know how to communicate with other institutions and must be fluent in drafting all
kind of official letters.

(vi) Knowledge of English Stenography and knowledge of both English and Hindi typing.

(vii) Familiar with working on computer, internet and social media.

Note :- The shorthand transcription test shall be held alongwith stenographer test. Separate
application has to be made and separate fee has to be paid in case a candidate applies for both posts
i.e. Personal Assistant and Stenographer.

Mode of Selection
(a) All candidates would appear in stenography test alongwith applicants for stenographer
posts. Candidates can opt giving shorthand/transcription test in second language also.

Candidate will have to give separate speed test in both languages i.e. English and Hindi.

(b) All successful candidates having applied for P.A. in tests held alongwith stenographer

posts, would be called for further test/interview which may include a short test. The nature
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of test would depend upon number of candidates attending test/ interview which may
include- (i) group discussion (ii) secretarial practice (iii) office procedures and (iv)
University administration. If the test is held it shall be of about 60 minutes duration and

would be part of interview process.

(c) On the basis of performance in above (point b) the candidates may be called for final
interview and/or the selection may be finalized on the basis of (b) this is in the discretion of

Selection committee/Vice-Chancellor and depends on number of candidates.

English, Hindi Shorthand Test would be same as stated in Stenogrpher post and
same computer/ type test would be applicable.

Junior Accountant :

(Pay Level — L-10, Pay Band of Rs. 9300-34800 with Grade Pay of Rs. 3600/- or as amended
from time to time.) Pre-revised
> Eligibility :
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Stenographer :

(Pay Level — L-10, Pay Band of Rs. 9300-34800 with Grade Pay of Rs.3600/- or as amended
from time to time.) Pre-revised

> Eligibility :
Graduate from any University/Institution recognized by Government of Rajasthan/ Others.

1. English Shorthand :

Dictation of 100 words per minute and 40 words per minute in English typewriting.
2. Hindi Shorthand :
Dictation of 80 words per minute and 30 words per minute in Hindi typewriting.

» Candidate can opt a language out of English and Hindi for Shorthand dictation and
transcription. He/she can take test in both languages also, which must be indicated in the
application form. However a candidate must know typing in both languages i.e. Hindi &
English.

» Candidate will have to give separate typewriting test for speed in both languages i.e. English
and Hindi.

Applicant should state clearly about his/her choice for appearing for Hindi or English
or for both, so that necessary arrangements would be made.
» Mode of Selection:

The Competition for the post of Stenographers shall consist of 02 phases. The phase-I shall consist
of 02 papers having objective type questions. Candidate will have to pass phase-lI exams with
minimum cut-off marks to sit in phase-Il tests. Candidate failing in phase-l1 exam shall not be
called for phase-I1 tests.

Phase —I (Compulsory Exam)

Written Examination

S. No. Paper Duration Max. Min.
Marks | Marks
1. Paper-1 (Objective type questions) : 2:30 Hrs. 200 40%

General Knowledge, Everyday Science, Gen.
Maths, Basics of working on computers & G.K.
of Rajasthan

2. Paper-11 (Objective Type questions) : 2:30 Hrs. 200 40%
General Hindi & English.

Note : Candidates shall be allowed to sit in Phase-Il tests based on scrutiny of Phase-lI exam which

includes cut-off. Candidate must secure minimum marks (40%) in both papers separately failing which

he/she will not be eligble to appear in phase-II tests. Although acquiring minimum marks dosen’t

ensure candidate’s call for phase-1I tests. Call for phase-I1 tests will purely be based on merit.

The shorthand and transcription test in two alternative Groups A and B. A candidate shall be required

to pass the subject group of the post applied and required to pass Group C which is typewriting test
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compulsorily :-

Phase — 11
Group — A (English)

English Shorthand Test:

S.No. Test Duration Marks
1. | Dictation of 100 words per minute 06 Minutes
2. | Transcription and typing of dictated passage in English on| 40 Minutes | 100
computer
Group — B (Hindi)
Hindi Shorthand Test:
S.No. Test Duration Marks
1. | Dictation of 80 words per minute 06 Minutes
Transcription and typing of dictated passage in Hindi 40 Minutes 100
2. | on computer
Group — C (Compulsory)
Computer Type & Efficiency Test:
S.No. Paper Duration Marks Min. Marks
1.(i) | Speed Test in English type writing 10 Minutes 25 10
(ii Speed Test in Hindi type writing 10 Minutes 25 10
2. Efficiency Test 10 Minutes 50 20

» Minimum speed should be 8000 key depressions per hour on computer.

» Syllabus for Efficiency Test shall be as follows:

NOTE: The font for Shorthand and Computer Test shall be *"Kruti Dev 010" for Hindi and "*Calibri**

1. The test may be taken on word processing software.

2. It shall include formatting of text, paragraph, page and table using proper methods.

3. Formatting of letter.

for English.

IS fAger—

1. smafed ug 2g rwafff & English Shorthand a1 Hindi Shorthand & vmomas smaead & € | A

o1 iR feaces smenmfRa English Shorthand I Hindi Shorthand Test @aR foar STRIT |
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gHIRIT Rl gd oo widare qMi @ &1 ufa fime weg <fmr ddef ydiorar gl @R & T8 2

P Al ISP SHT YAV < Fhal 2 | 39 ford B H Ugal &l 3ifdhd ¥ |

3. I8 we fdHar o w@r 2 f& Hindi or English Shorthand =1 # diorar @ aret nwiedi &1 aRiaar
& S| AT B AR ((7Sh) @ fore wiegve (@) 7 weAmmR (B @ oy wirdgvs

(fa=)

BT B TR fhaT STe |

gvg CIgY V1T FI4) & A 7 S ey $5% oy qi4) A d g off st/
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Tfdeves g TR # 10 ufoerd oeg /fime @ 8 <1 SQl | 98 8 ol 9erd U wR Al dn]

grfr |
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Assistant Programmer:

(Pay Level — L-10, Pay Band of Rs. 9300-34800 with Grade Pay of Rs. 3600/- or as amended
from time to time.) Pre-revised

> Eligibility :
A vRa ¥ faf grr wenfia el fawafdemem @ @R fO9m /&ex

SIRR) 3|E|§/a$ml€q TATe  /HReR f[AeH iR AifFaT a1 sefaciad a1
SolIFad 3R FAR IT ol HEfe] 3 Fiae a1 ek (Sl a1 SHa Aqdbe
ST |

ar
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aifercfae e a1 dryex fae = iR SAWMAIRS / Prgex Telib e /
arenfrat § 9 aifa el ar S9a awee foufl |

ar
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[AS / HFRER U9 /el Heifidl H§ S a1 396 axad &3] |

T

TR § fafS g verfua fa favafaeneaa & = de | | solaer=ad favmT, vRd
WHR & FI=mmE I SelaiFal td gadr dreifiiel S (13
q) / SRNZUNEN (SIUP) §RT Falferd "3 IT ITdax oldel WHIUT U5 UISashA |

T

ARA # fafy grr wenfua faft favafdene & Wae @ A | aeadris it
TH P TE / I IRYG D AJGH IR HRISR IS Td AT
WES (H.3M1H19H.) /STl YR AR HFYSR AFCRR (STU.H.HL) THTTIH

3R

B. 2= 3k 3ol a1 § 30 ¥rsg ufd fAde <o @) T1f |

> Desirable:

1. Experience in IT field, handling educational administration/General Administration/ Online
Purchase/ a University/Research Institution/ Government Department/PSU.

() < foafd & fordl = # &1 &= &1 99 UF ORI @) WG B S |

Note :
The candidates for Direct Recruitment may be assessed on the basis of Scheme of

Examination as prescribed by the University.
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Informatics Assistant:

(Pay Level — L-8, Pay Band of Rs. 5200-20200 with Grade Pay of Rs. 2800/- or as amended
from time to time.) Pre-revised
> Eligibility :

A9Rg ¥ A grr g fedl Qealderem 9 &er A9/ &er
AFIIFD / PFYR Teeliebe / Frgex faem SR afFaifa ar getagifad a1
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ar
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AT § A9 auiy fewEr a1 a9 qHeer el |

a7
IRa H I grT enfUa fod fowafdeme @ wde 9 4 9Rd # (Y gwo
Rfia fdeafdenred ¥ 1 WeGR gRT Agal ui fodfl SRem 9 dFger
a9 / BPgeR Tl /A Weifie] H fSemr a1 S wwawe (37 |

a7
TR § S gRT venfua faa favafaemeaa & de | § selae=ad famT, wRd
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10.

Senior Assistant :
(Pay Level — L-08, Pay Band of Rs. 5200-20200 with Grade Pay of Rs.2800/- or as amended
from time to time.)

Essential:

1. Graduate or Post-Graduate from a recognized University in any discipline with working
knowledge of computers.

Note:

1. The incumbent is expected to work under the supervision of Section Officer or Assistant
Registrar/ Assistant Controller of Examinations. He/She should possess an aptitude for
drafting/noting in English/Hindi and office procedure in a computerized environmentand is
expected to handle one or more functions related to Educational Administration/
Examinations/ General Administration/Accounts/House Keeping/ Establishment / HR/Legal/
Purchase/Accounts &Finance/Project Management/ Public Relations.

2. The candidates for Direct Recruitment will be assessed on the basis of Scheme of
Examination as prescribed by the University.

3. All direct recruits are expected to work in a computerized environment and required to
qualify a skill test in handling computers within one year from their appointment before
completion of probationperiod.
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11.

Junior Assistant :
(Pay Level — L-05, Pay Band of Rs. 5200-20200 with Grade Pay of Rs.2400/- or as amended

from time to time.)

>

Note: Knowledge of Hindi written in Devnagri script, knowledge of Rajasthan Culture and

ab
>

Eligibility:
gMinir);um gualifications — the applicant must have passed Senior Secondary (10+2)

examination from any Board/Institution recognized by Board of Secondary Education
Rajasthan, Ajmer/ Government of Rajasthan.

and
"O" or Higher Level Certificate Course conducted by DOEACC under control of the
Department of Electronics, Government of India.

or
Computer Operator & Programming Assistant (COPA)/Data Preparation and Computer
Software (DPCS) certificate organised under National/ State Council of Vocational
Training Scheme.

or
Diploma in Computer Science/Computer Applications from a University established by law
in India or from an institution recognised by the Government.

or
Diploma in Computer Science & Engineering from a polytechnic institution recognised by
the Government.

or
Rajasthan State Certificate Course in Information Technology (RS-CIT) conducted by Va
rdhaman Mahaveer Open University, Kota under control of Rajasthan Knowledge
Corporation Limited,"

ility to read and write English.
Mode of Selection

(i) Mode of selection will be on the basis of written test only.

(i) In case of equal marks in the written test the one who has secured higher percentage of
marks in Senior Secondary (10+2) examination will be considered higher in merit.

(iii) In case of equal marks and equal percentage in the Senior Secondary (10+2) Examination
the one born earlier will be considered higher in merit.

(iv) The written test will be held as under :

S. No. Paper Duration Max. Min.
Marks | Marks
Phase — 1 Written Examination
1. Paper-1 (Objective type questions): 2:30 Hrs. 200 40 %
General Knowledge, Everyday Science,
Mathematics, basics of working on computers
Phase — 2
2. Paper-11 General Hindi & English. 2:30 Hrs. 200 40 %
3.a.(i) Speed Test in English type writing 15 minutes | 100 36 %
(i) Efficiency test in computer 15 minutes | 50 36 %
b.(i) Speed Test in Hindi type writing 15 minutes | 100 36 %
(i) Efficiency test in computer 15 minutes | 50 36 %
Note:
(i) The candidate shall have to pass Computer typing test in both English and Hindi
languages.

(if) The standard of papers will be that of the Senior Secondary examination of the Board

of Secondary Education Rajasthan.
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12. | Vehicle Driver :
(Pay Level — L-05, Pay Band of Rs. 5200-20200 with Grade Pay of Rs.2400/- or as amended
from time to time.)
» Eligibility:
Essential:
1. A Senior Secondary School Certificate (10+2) or its equivalent qualification from a
recognized Board/ University/Institution or a Graduate from a recognized University.
2. Possession of a valid driving license of the motor vehicle, knowledge of motor mechanism
(The candidate should be able to remove minor-defects in vehicle by himself)
3. Experience of driving a motor vehicle for at least 3 years.
Desirable:
Possessing a valid license for LMV/HMV.
13. | Office Attendent :

(Pay Level — L-01, Pay Band of Rs. 5200-20200 with Grade Pay of Rs.1700/- or as amended from
time to time).

» Essential Qualifications :
For the post of Office Attendent the candidate must have passed Secondary examination (10™) or
equivalent from a Board recognized by Board of Secondary Education Rajasthan,
Ajmer/Government of Rajasthan.

» Mode of Selection :
Written test (objective type) at the level of 10th standard of the following papers will be held -

Papers :-

S.No. Papers Duration Max. Marks
0] General Hindi & Gen. English (75 Questions) 02 Hrs 150 Marks
(i) Current Affiars & General Knowledge of Rajasthan, 02 Hrs 150 Marks

Day to Day Science and Mathematics (75 Questions)
Note :-

1. In case of equal marks in the one who has secured higher percentage of marks in
10™ Standard examination will be considered higher in merit. In case of equal
marks and equal percentage in the 10" Standard examination the one born earliar
will be considered higher in merit.

2. Each MCQ question shall contain four answer options and the candidate shall be

required to select one option as his /her correct answer and mark in the OMR
answer sheet by darkening. Multiple marks in the OMR sheet will be treated as
wrong answer. Each correct answer will be awarded three marks and one mark

will be deducted for wrong or multiple answers.

Age Criterion (for Posts on S.No. 2to 5) :

» Not Less than 20 years for the posts of Personal Assistant and Stenographer as on last date
fixed for submission of the application form and not exceeding 40 Years.

» Not Less than 18 years for the posts of Junior Assistant and Office Attendent as on last
date fixed for submission of the application form and not exceeding 40 Years.

Relexation of Age : -
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1. 05 years in case of Gen. Women & SC/ ST/OBC/MBC for domicile male candidates of
Rajasthan.

2. 10 years in case of SC/ ST/OBC/MBC for domicile female candidates of Rajasthan.

3. 10 years in case of specially abled candidates of Gen. for domicile candidates of Rajasthan.

4. 13 years in case of specially abled candidates of OBC/MBC for domicile candidates of
Rajasthan.

5. 15 years in case of specially abled candidates of SC/ST for domicile candidates of
Rajasthan.

6. There is no upper age limit for widow & divorced female candidate.
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Every candidate must provide an E-mail address and a mobile number valid at all times.

The University in its discretion can ask for copies of any papers/ certificate or documents from any
candidate at any point of time, in original. Candidates are instructed to furnish the same within a period of
seven days, which the candidate would have to comply with in time frame. The University may state the
consequences of non-supplying the documents which may include the rejection of the application in all
respects.

The Procedure of Recruitment: The Board of Management has approved that the rules of the MS
Brij University are silent, the rules and procedure of University of Rajasthan, Jaipur shall be
applicable for recruitment.

Conditions of Service: The University has adopted conditions of service as that of Rajasthan Government
as of 5 May, 2017. Further amendments would become applicable only after adoption by Board of
Management.
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