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1.

Appendix A-l

Applications are invited for the Group 'C', Non-Gazetted post mentioned below from the
eligible candidates in the prescribed proforma (Appendix A-ll) by Registered / Speed post.
Applications sent by ordinary mail or any other form of mail will not be accepted.

Sl. | Name of | Scale of | Distribution of vacancies Qualification
No. | the post Pay
-
0|l ® | <
5186885
=
| LDC Level-2 01f - | - | - | - |01 | (i) 12th class pass from a recognised
Rs. Board; and
19900- (ii) minimum typing speed of thirty-
63200 five words per

minute in English or thirty words per
minute in

Hindi (on computer).

Provided that,—

(a) a person not possessing the said
qualification in

typewriting may be appointed subject
to the

condition that he or she will not be
eligible for

drawing increments in the pay scale
or for quasi

permanency or for continuation in the
grade till he

or she acquires a speed of 35 words
per minute in

English typewriting or 30 words per
minute in Hindi

typewriting, unless otherwise
exempted from

typewriting test;

(b) a physically handicapped person
who is otherwise

qualified to hold a clerical post but
does not possess

the said qualification in typewriting
may be

appointed subject to the condition
that the Medical

Board attached to the Special
Employment

Exchange for handicapped or where
there is no such

Board, the Civil Surgeon certifies that
the said

handicapped person is not in a fit
condition to type.

Desirable:

Basic knowledge in computers.

Note: The incumb

(@)  Abbreviations used: UR-Unreserved, SC-Scheduled Caste, ST-Scheduled /‘I’ri‘c’:ef~ _-
OBC-Other Backward Class, EWS-Economically Weaker Section. 2

ent on recruitment will be on probation for two years.




(b) Place of Work: Selected candidates will be liable to serve anywhere in India.

However, initial place of posting is likely to be at CQAE (Naval), DGQA Technical Complex,
Manovikas Nagar, Secunderabad, Telangana State - 500 009.

(c) Reservation.  Reservation for SC/ ST/ OBC/ ESM/ PwDs/ EWS categories is as per extant

Government Orders.

2. Qualification & Age.

drawing increments in the pay
scale or for quasi

permanency or for continuation
in the grade till he

or she acquires a speed of 35
words per minute in

English typewriting or 30 words
per minute in Hindi

typewriting, unless otherwise
exempted from

typewriting test;

(b) a physically handicapped
person who is otherwise
qualified to hold a clerical post
but does not possess

the said qualification in
typewriting may be

appointed subject to the
condition that the Medical
Board attached to the Special
Employment

Exchange for handicapped or
where there is no such

Board, the Civil Surgeon
certifies that the said
handicapped person is not in a
fit condition to type.

Desirable:

Basic knowledge in computers.

Name of AGE ELIGIBILITY CONDITIONS / PAY SCALE
| DR Post QUALIFICATIONS
LDC Between 18 - 27 (i) 12th class pass from a Level-2

Years. recognised Board; and Rs. 19900-63200
(Age relaxation | (ii) minimum typing speed of
permitted to | thirty-five words per
Government minute in English or thirty
servants with | words per minute in
minimum three | Hindi (on computer).
years of service, | Provided that,—
Ex-serviceman and | (a) a person not possessing the
Persons with | said qualification in
Disabilities as | typewriting may be appointed
applicable) subject to the
condition that he or she will not
be eligible for




3 Age Relaxation. Permissible relaxations of Upper age limit for different categories are as
under:-

Category Age Relaxation permissible beyond the Upper age limit
SC/ST 05 years in case of vacancy reserved for SC/ST.
OBC 03 years in case of vacancy reserved for OBC.
Persons With Disabilities. 10 years.
Ex-Servicemen. 03 years after deduction of the military service rendered from the

actual age as on the Closing date for receipt of application.

Departmental candidates with not | Up to 40 years of age (UR)
less than 03 years of continuous | Up to 45 years of age (SC/ST)

service.

Up to 43 years of age (OBC)

(b)

Note: Central Government civilian employees claiming age relaxation should be in
possession of Certificate in the prescribed format (Annexure-l) from their office in respect of
the length of continuous service which should not be less than three years as on the
closing date for receipt of application. They should continue to have the status of Central
Government civilian employees from the date of application till the time of appointment, in the
event of their selection.

Age Determination / Crucial Date.

(a) The crucial date of determining the age limit would be the closing date for receipt of
applications from candidates i.e. 21 days from the date of publication of advertisement in the
Employment News in respect of all candidates, irrespective of their place of residence.

(b) The crucial date for determining age limit in case of candidates from Employment
Exchange shall be the last date upto which the Employment Exchange is asked to submit the
names.

Application Closing Date. The closing date for receipt of Applications from candidates will
be 21 days from the date of publication of advertisement in Employment News while the last
date of receipt of application from the candidates residing in Assam, Meghalaya, Arunachal
Pradesh, Mizoram, Manipur, Nagaland, Tripura, Sikkim, Ladakh, Lahaul and Spiti District and
Pangi Sub-division of Chamba District of Himachal Pradesh, Andaman & Nicobar Islands and
Lakshadweep will be 28 days from the date of publication of advertisement in Employment
News.

Mode of Selection.

(a) Short-listing of Applications. Where the number of applications received is too
large in proportion to the vacancies and it is not convenient or possible for the establishment
to call all the candidates for the skill test/written test, establishment at their discretion, may
restrict the number of candidates to a reasonable limit, based on the marks obtained in the
qualifying examination.

Scheme of Written Examination. The question papers of written test (objective type-Multiple

choice question) will be of 12" standard level for and bilingual (except for General English) covering

aspects

as below:-




For LDC-

Wiritten Test.
Part Subject Question Written
Marks
(i) General Intelligence and Reasoning 25 25
(i) General Awareness 25 25
(iii) English Language and Comprehension 25 25
(iv) Numerical Aptitude 25 25
(Only those candidates qualifying in written test will be called for skill test.)
(c) Date of Examination. Exact date, time and venue of examination will be

communicated in the Call letter.

(d) Appointment Letter. The appointment of provisionally selected candidates will be
strictly based on satisfaction of Document Verification, Medical Examination and other
requirement as specified by the Government of India.

(e) Success in the examination confers no right of appointment unless Government is
satisfied after such enquiry as may be considered necessary that the candidate is suitable in
all respects for appointment to the service/post.

(f) The candidates applying for the examination should ensure that they fulfill all the
eligibility conditions for admission to the examination. Their admission at all the stages of
examination will be purely provisional, subject to their satisfying the prescribed eligibility
conditions. If, on verification, at any time, it is found that they do not fulfill any of the eligibility
conditions, their candidature for the examination will be cancelled/services terminated, if
already appointed.

(9) Candidates, who are appointed on the basis of this examination, shall be on
probation for a period of two years and during the period of probation, the candidates would
be required to undergo such training or pass such examinations as prescribed by the
Controlling Authority. On successful completion of the period of probation, the candidates
shall, if considered fit for permanent appointment, be confirmed to their post by the Controlling
Authority.

(h) Drawal of Merit list/Result. Merit list will be drawn and result declared on the basis
of marks obtained in the written test only.

() Resolution of Tie cases. In case where more than one candidate secures equal
marks, tie will be resolved by applying the following methods one after another: - (i) Date of
birth, with older candidates placed higher. (ii) Alphabetical order in which first names of the
candidates appear.

7. How to Apply. The envelope must be clearly super-scribed on the top as APPLICATION
FOR THE POST OF and sent by Registered/ Speed Post only to Chief Quality
Assurance Officer, C Q A E (Naval), DGQA Technical Complex, Manovikas Nagar Post,
Secunderabad — 500 009, Telangana State along with the following documents :-

(a) Duly completed application on the prescribed format as per Appendix ‘A-llI' typed in
English (in A4 size paper) along with admit card as per Appendix ‘A-lll' in duplicate.
Application should be forwarded to “The CQAO, CQAE (Naval), DGQA Technical Complex,
Manovikas Nagar Post, Secunderabad, Telangana State 500 009, so as to reach on or before
closing date.

(b) One self-addressed envelope (size approximately 25cm x 10cm) should be encJose._
with the application form for sending call letter, . L




9.

(c) Three recent passport size photographs, one self-signed photo affixed in appropriate
box on the application form and other two self-signed, one each on the admit cards.

(d) The Government Servants are to produce No Objection Certificate from the Employer
(Annexure-l).

(e) Self attested certificates in respect Ex-servicemen duly indicating the proof of ex-
servicemen issued by competent authority, where applicable (Annexure-il).

(f Self attested copy of certificate showing the Disability for Physically Handicapped
Personnel.

(9) Self attested copy of Caste certificate issued by the Competent Authority.
Nature of duties in brief. Indicative duties and responsibilities of the posts are as follows: -

Lower Division Clerk:

Lower Division Clerks are ordinarily entrusted with work of routine nature, for example -
registration of Dak, maintenance of Section Diary, File Register, File Movement Register,
Typing, comparing, photocopying, faxing, e-mailing, Indexing and Recording, typing,
comparing, dispatch, preparation of arrears and other statements, supervision of correction of
reference books and submission of routine and simple drafts , any other official task assigned
etc. \

Note. The above list of duties is only illustrative and not exhaustive. Section/ Department may
add in the list, duties of similar nature, ordinarily performed by officials at this level.

GENERAL INSTRUCTIONS.

(a) Only Indian nationals can apply for the above posts

(b) Application received after the due date (even due to postal delay) will be rejected
summarily and no correspondence will be entertained.

(c) The following act/ omissions will render a candidate/ applicant disqualified/ application
rejected: -
()  Application not in the prescribed format or incomplete or unsigned or undated or
improperly filled.
(i)  Furnishing of false, inaccurate or tampered or dubious information.

(i)  Application not accompanied by self-attested copies of certificates/ prescribed
certificates in support of age, qualification, caste, disability, discharge etc, as applicable.

(iv)  If more than one application is submitted by the candidate for the
same post latest will be considered.

(v)  Any other deemed irregularity or reason as observed by the Board of Officers.

(vi) Canvassing in any form and/or bringing in any influence, political or otherwise, will
entail disqualification.

(vii) In case the candidate is found using unfair means or adopting any malpractice at
any stage of selection process.

(viii)  If the candidate not found to possess the essential qualification.




(ix) If the Application of candidate who is working in Government Establishment is not
received through proper channel with NOC.

(d) No TA/DA is admissible for the test, duration of the test can be one day or more.
Candidates will make their own arrangement for lodging/boarding during the test.

(e)  Though essential qualification for the post of Lower Division Clerk is 12" standard,
higher qualification, if any, possessed by the candidate is to be disclosed in the
application form.

10. The recruitment process can be cancelled /postponed/ suspended/ terminated without any
notice/ assigning any reasons, at any stage.
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Appendix A-ll
AAEA T
APPLICATION
(T 3T H 9T T
(To be filled in Block Letter only) s S ar
FeaTioT grer &1 § forar
TAT GTHITE ATHTL HT
arde o U 9 #T AR : Frey
Name of the post applied for
s st T 2381/ H72022-23/frdarraTs R & w3 AEROLPRisP/ size
i e photo attested by Serving
Reference advertisement No. 2381/Group ‘C’/2022-23/Secbad dated Gazetted Officer

1 ATATF FT ATH (TF F=21 H)

Name of the Applicant (in Block Letters):
A am T9H 7TH,

Last Name First Name

2. (1) foram / ofdr 7 a1
(a)Father’s / Husband's Name

() |TAT T ATH

(b)Mother's Name
3. TS 9AT

Permanent Address
4, REIEIES:-ARGI

Address of correspondence

5. (1) 57 fAf9r (3 3 orez #)

(a)Date of Birth (in figure & word)

()siferm fafdr & srgame sy

(b) Age as on closing date

T wA_ R
Yrs ___months____ days
(7) arg & ge #7314, AR A Ay : & / T
(c) Age relaxation claimed, if any : Yes/No
(a2 &, a7 fa9rw =7 & Frer F 9 #7 39007 1Y)

(if yes, specifically mention name of quota)




6. ST FTATAA T ATH Tl T &, 7% FE 87

Name of Employment Exchange where Registered, if any

¥ TS FATAT G107 H&4T, A% Ioi15e 8

Employment Exchange Registration No., if registered

8. TgrEar
Nationality

9. AT A.AT/AAAT/H. AT/ 0. F.7./9703 a5 AFamafraaafaag BUGE
(afz &, ar aoft #71 3o F7)
Whether belongs to SC/ST/OBC/EWS/Ex-Serviceman/PH : Yes/No

(if yes, mention the category)

10.  fofw (e / =)

Sex (Male / Female)

1. Frerfors TregAr

Educational Qualification

wHE. | deafirn Tt AT University | YT & & | A o (%)
SI.No. | @raTEducational | /goarg g Subject EIRERIEE]
Qualification Year of Marks (%) and
Passing Division
12. 99, IRk FE A
Experience, if any g
FHE, | TEATH o FaH a4 TFTo | I T ATH F4 i wFA
Sl. Post held Emoluments From 3T T Nature of
No. Name & address | \work
of employer

13.  wfafes Trgar, aR g &

Additional Qualification/s, if any

14. T THTOTIET 7 Faaor

Details of Certificates Enclosed




15.  FTE F=F T AL AL E
Any other details if any

16. T % form £8er g (af2 9 8

Email ID for correspondence (if any)

17. ZEATY/HETEA A
Telephone / Mobile No.

IR

DECLARATION

& gagra o w7t § 3% gy s Rar ma G 39 s s G s a9

a1z # Y oft g % o oy o A fRafy #§ 3 sufiearifaty # far Gl amer F R
T ST Far B

I do hereby declare that the particulars furnished above by me are correct to the best of my
knowledge and belief. In the event of any information being found to be incorrect at a later date, my
candidature / appointment may be cancelled / terminated without any notice.

T IEEATE F 9T S 7 Ao
Left thumb impression of male candidate
wige Iwfream & arfRT o &1 e

Right thumb impression of female candidate

I IE
Place

fafr - (ST F gearEy)
Date : (Signature of Applicant)




afforz vl

Appendix A Il
waer o= (Fwrdt) /
ADMIT CARD (Bilingual)
(Fa T2 AL H 0T T1T)

(TO BE FILLED IN BLOCK LETTERS ONLY)
(T-4 ATHTTF FTIS 9T 99 T4 AT Five 713 14 F 2067 / o 8)

(To be typed / written in double space & font size 14 on A-4 size paper)

HATT 9% FT A9 (T2 F940 H)
Name of the post applied for (in bold letters)

fasTae e 2381/m9E Hi/2022-23/fFFamars A F aeaH H|
Reference Advertisement No. 2381/Group ‘C'/2022-23/Secbad dated
1. HATF FTATH : &1 & ¥ foram
TTHYITE AT T
Name of the Applicant : Friv
i Ay : T AT
- Recent passport size
Last Name ; First Name photo
(T¥ sffT a2 arerst /)

(in full & Block Letters)
2 /et 1 am

Father's / Husband’s Name
3. HERIR AR

Complete postal address :
4, Frerer e / v after £ {7 s awy (FEterftT swm )

Date & Time of Skill Test /Written Test (for official use only)

5. Fyerer wrerr/ forfm o w1 e (@t 3T &)
Venue of Skill Test /Written Test (for official use only)

6. Frerer wite / forfea wéve £ ffr she awe (@wraterfts swim &)
Date & Time of Skill Test/Written Test(for official use only)

T2 IWATEATL & T s &7 e
Left thumb impression of male candidate

wfgar sefigar & o1l & #71 Fam=

Right thumb impression of female candidate

(AT9TF F FEATEY)




frquoft -
Note
1. g a7 # fit 75 afAfeAt F gwdw # aft go wwror o i o o wverer altver / PrfEe e fir
P & v weqa F2A7 21, T 7 F 9 sufteardt w7 g i S9rEAT 2
All original certificates and mark sheets in support of entries made in application form will

have to be produced at the time of reporting of Skill Test /Written Test, failing which the candidature is
likely to be cancelled.

2 AT waer o £t 3 9fF T =, e der 1, 2 vF 3 g3 S v s £ S
Admit card should be submitted in duplicate with SI. 1, 2,& 3 duly filled in by the applicant.




ANNEXURE-|

FORM OF CERTIFICATE TO BE SUBMITTED BY CENTRAL GOVERNMENT CIVILIAN
EMPLOYEES SEEKING AGE-RELAXATION

(To be filled by the Head of the Office or Department in which the candidate is working)

1. It is certified that *Shri/ Smt./ Km. is a Central Government
Civilian employee holding the post of in the pay scale of
Rs with not less than 3 years regular service in the grade as on closing date.

2 There is no objection to his appearing for the Examination and/or skill test of the

Examination. The individual will be relieved on his selection for the post.

Signature
Name
Office seal
Place:
Date :

(*Please delete the words which are not applicable.)




ANNEXURE-II

UNDERTAKING TO BE GIVEN BY THE CANDIDATE WHO IS AN EX-SERVICEMAN

| understand that, if selected on the basis of the recruitment / examination to which the application
relates, my appointment will be subject to my producing documentary evidence to the satisfaction of
the Appointing Authority that | have been duly released/ retired/ discharged from the Armed Forces
and that | am entitled to the benefits admissible to Ex-Servicemen in terms of the Ex-servicemen Re-
employment in Central Civil Services and Posts rules, 1979, as amended from time to time.

I also understand that | shall not be eligible to be appointed to a vacancy reserved for Ex-SM in
regard to the recruitment covered by this examination, if | have at any time prior to such appointment,
secured any employment on the civil side (including Public Sector Undertakings, Autonomous
Bodies/Statutory Bodies, Nationalized Banks, etc.) by availing of the benefits admissible to Ex-SM.

| further submit the following information:

a) Date of appointment in Armed Forces
b) Date of discharge
c) Length of service in Armed Forces
d) My last Unit / Corps
Place:

Date: (Signature of the Candidate)




