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[%T. #. 1(10)/2015-%7.111]

MINISTRY OF ELECTRONICS AND INF()RMATION TECHNOLOGY

NOTIFICATION
New Delhi, the 5th January, 2017

G.S.R. 28(E).—In exercise of the powers conferred by clause (f) of sub-section (2) of section 87 of the

Information Technology Act, 2000 (21 of 2000) and in supersession of the Department of Information Technology.
Ministry of Communications and Information Technology, Controller of Certifying Authorities, Gazetted and Non-
Gazetted posts Recruitment Rules. 2009, in so far as they relate to the posts of Private Secretary, Personal Assistant.
Assistant and Stenographer, except as respects things done or omitted to be done before such supersession. the Central
Government hereby makes the following rules regulating the method of recruitment to the post of Private Secretary,
Personal Assistant, Assistant and Stenographer in the Office of Controller of Certifying Authorities, a statutory body
under the Ministry of Electronics and Information Technology, namely :- :

1. Short title and commencement.-—(1) These rules may be called the Ministry of Electronics and Information
Technology, Office of Controller of Certifying Authorities, (Group ‘B’ and *C’ posts) Recruitment Rules. 2016,

(2) They shall come into force on the date of their publication in the Official Gazette.

2. Number of post, classification and level in the pay matrix.— The number of posts, its classification and level in the
pay matrix attached thereto shall be as specified in the columns (2) 1o (4) of the Schedule annexed to these rules.

3. Method of recruitment, age — limit and other qualifications, etc. ~The method of recruitment, age-limit.
qualifications and other matters relating thereto shall be specified in columns (5) to ( 13) of the said Schedule.
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4. Disqualification.—No person, -

(a) who has entered into or contracted a marriage with a person having a spouse living, or

(b) who, having a spouse living, has entered into or contracted a marriage with any person,
shall be eligible for appointment to the said posts:

Provided that the Central Government may, if satisfied that such marriage is permissible under the persona! s
applicable to such person and the other party to the marriage and that there are other grounds for so doing, exempt =
person from the operation of this rule.

5. Power to relax.—Where the Central Government is of the opinion that it is necessary or expedient so to do, it may. by
order, and for reasons to be recorded in writing, relax any of the provisions of these rules with respect to any class or
category or persons.

6. Saving.—-Nothing in these rules shall affect reservation, relaxation of age - limit and other concessions required to be
provided for persons belonging to the Scheduled Castes, Scheduled Tribes, Other Backward Classes, ex-Servicemen and
other special categories of persons, in accordance with the orders issued by the Central Government from time to time in
this regard.

SCHEDULE
Name of Number of Classification. Level in the pay | Whether Age-limit
Post. Post. matrix. Selection post | for
or non- | direct
Selection recruits.
post.
1) 2) 3 ) . (©) 6
1. Private *4(2016) Equivalent to Group | Level-8 in the pay matrix | Non-selection. | Not
Secretary ‘B> Garetted post in | (Rs. 47600- 151100). applicable.
*Subject to | Central Government.
variation
dependent on
workload.

Educational and | Whether age ‘and  educational | Period of probation, if | Method of recruitment,

other Qualifications prescribed for direct | any. whether by direct
qualifications recruits will apply in the case of recruitment or by
required for | promotees. promotion or by
direct recruits. deputation or absorption

and percentage of the
vacancies to be filled by
various methods.

() L A 9 (10)

Not applicable. Not applicable. Not applicable. By  Promotion, failing
which by  deputation
absorption basis.

In case of recruitment by promotion or deputation or absorption, grades from which promotion or deputation or
absorption is to be made

S ) e )
Promotion: Six years of approved service as Personal Assistant in level-7 in the pay matrix (Rs. 44900- 142400) in the
Office of Controller of Certifying Authorities shall be eligible for promotion.

Note 1: The approved service rendered in the grade, on the 1% day of the Recruitment Year, as the residency period will
be counted for promotion. The expression “Approved Service™ for the various modes of recruitment, shall be as under.-




Note 3: For the purpose of computing minimum qualifying service for promotion, the ice re

service rendered on a regular basis
by an officer prior to 1* January, 2016, the date from which the revised pay structure based on the Seventh Central Pay

Commission recommendations has been extended, shall be deemed to be service rendered in the corresponding level in
the pay matrix extended based on the recommendations of the Pay Commission.

Deputation or Absorption:

Officers of the Central Government or State Government or Public Sector Undertaking or Autonomous bodies,

i) holding analogous post on regular basis in the parent cadre or department: or

i) with six years regular service in the grade of Stenographer Grade O
the pay matrix (Rs. 44900- 142400).

or Personal Assistant or equivalent in level-7 in

X-cadre post held immediately preceding this
overnment shall ordinarily not exceed five

date of receipt of applications.

Circumstances in
which Union Public
Service Commission
is to be consulted in
making

recruitment.

Deputy Controller or Scientist *G’, - Chairman

Office of Controller of Certifying Authoritics

2. Director (Finance and Administration), Office of - Member
Controller of Certifying Authoritics

3 Officer of the level of Deputy Sccretary to the - Member.

Government of India or cquivalent from Ministry of
Electronics and Information Technology or other

Ministry or Department




16

THE GAZETTE OF INDIA:EXTR/\ORDINARY

[P

(1) (2)
2. Personal *6 (2016)
Assistant.
*Subject to
variation
dependent on
workload.

Essential:

1. Graduate from a recognized University.
2. Shorthand speed of 100 word

3.Knowledge of computer
and operation of Personal

processing, internet and e- mailing.

Promotion: ¢

4 in the pay matrix (Rs. 25500-81 100).

per minute and
typing speed of 40 word per minute in English,

operation such as usage
Computer,

grapher in the Office of Controller of Certifying Authoritics with ten y

Note I: The approved service rendered in the

5)
Non-
selection,

Level-7 in the
pay matrix (Rs.
44900-142400).

Equivalent
Group ‘B’
Non-Gazetted
post in Central
Government,

to Betwees 1

years.

(Relaxable
Governmens
servants.
Castes or Sched
Tribes or O
Backward Classes ar .
Physically
handicapped or Ex
Serviceman Ir
accordance with the
instructions or orders
issued by the Central ]
Government from
time to time in this
regard.

Note 1: The crucial
date for determining
the age limit shall be
the closing date for
receipt of
applications from
candidates in India
(and not the closing
date prescribed for
those in  Assam.
Meghalaya,
Arunachal
Mizoram,
Nagaland, Tripura,
Sikkim, Ladakh
Division of Jammu
and Kashmir State.
Lahaul and Spiti
District and Pangi
Sub-Division of
Chamba District of
Himachal  Pradesh,
Andaman and

Nicobar I[sland or
Lakshadweep).

By promotion, failing
which deputation or
absorption, failing
which by  Direct
Recruitment.

Pradesh,
Manipur,

e S,

No Two years
in case of
direct

recruitment.

————

~

word

rade, on the 1% day of the Recruitment Year. as the residency period will
2 y Y i
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promotion. The expression “Approved Service™ for the various modes of recruitment, shall be as under.-

of an officer recruited directly to that grade, period or periods of regular service rendered in that grade,
ing period or periods of absence during which he would have held a post on regular basis in that grade but for
s being on leave or otherwise not being available to hold such post, from the first day of the recruitment year,
Jollowing the year in which the examination for direct recruitment was held:

Provided that where there is delay of more than Ninety days in joining on appointment, in any of the cases
mentioned in the sub-clause above, such delay should not be due to any fault on the part of the officer.

Note 2: Where juniors who have completed their qualifying or eligibility service are being considered for promotion,
their seniors would also be considered provided they are not short of the requisite qualifying or eligibility service by
more than half of such qualifying or eligibility service or two years, whichever is less, and have successfully completed
their probation period for promotion to the next higher grade along with their juniors who have already completed such
qualifying or cligibility service.

Note 3: For the purpose of computing minimum qualifying service for promotion, the service rendered on a regular basis
by an ofticer prior to 1*' January, 2016, the date from which the revised pay structure based on the Seventh Central Pay
Commission recommendations has been extended, shall be deemed to be service rendered in the corresponding level in
the pay matrix extended based on the recommendations of the Pay Commission.

Deputation or Absorption:
Officers of the Central government or State Government or Public Sector Undertaking or Autonomous Bodies :

(a) (i) holding analogous post on regular basis in Parent Cadre or Department; or
(i) in level-6 in the pay matrix (Rs. 35400-112400) with five years of experience on regular basis in the
parent cadre or Department; or
(iii) with ten years regular service in level-4 in the pay matrix (Rs. 25500-81100).
(The above experience in stenography cadre will only be considered).

(b) Knowledge of computer operation such as usage and operations of Personal Computer, word processing, internet and
e-mailing.

Note 1: Period of deputation including period of deputation in another ex-cadre post held immediately preceding this
appointment in the same or other Organization or Department of the Central Government shall ordinarily not exceed five
years.

Note 2: The maximum age limit for appointment on deputation shall be not exceeding fifty six years as on the closing
date of receipt of applications.

(12) : a3)

Group ‘B’ Departmental Promotion Committee (for promotion or confirmation) consisting Not applicable.
of:

1. Director (Finance and Administration), - Chairman
Office of Controller of Certifying Authorities

2. Joint Director, Ministry of Electronics and - Member
Information Technology

3. Officer of the level of Under Secretary - Member.
to the Government of India or equivalent from
Ministry of Electronics and Information
Technology or other Ministry or Department
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(1)

2)

3)

)

3

2. Personal

Assistant.

*6 (2016)

Equivalent
Group ‘B’

*Subject to | Non-Gazetted

variation post

in Central

dependent on | Government.

workload.

to | Level-7

in the | Non-

pay matrix (Rs. | selection.
44900-142400).

- years.

Between 1%

(Relaxable

Government
servants, Scheduliss
Castes or Scheduled
Tribes or Other §
Backward Classes or
Physically
handicapped or Ex- |
Serviceman in
accordance with the
instructions or orders
issued by the Central
Government from
time to time in this
regard.

Note 1: The crucial
date for determining
the age limit shall be
the closing date for
receipt of
applications from
candidates in India
(and not the closing
date prescribed for
those in  Assam,
Meghalaya,
Arunachal  Pradesh,
Mizoram, Manipur,
Nagaland, Tripura,
Sikkim, Ladakh
Division of Jammu
and Kashmir State,
Lahaul and Spiti
District and Pangi
Sub-Division of
Chamba District of
Himachal  Pradesh,
Andaman and
Nicobar Island or
Lakshadweep).

)

()]

(€]

(10)

Essential:

1. Graduate from a recognized University.

2. Shorthand speed of 100 word per minute and
typing speed of 40 word per minute in English.
3.Knowledge of computer

and operation of Personal Computer,
processing, internet and e- mailing.

operation such as usage

word

No

Two years
in case of
direct
recruitment.

By promotion, failing
which deputation or
absorption,  failing
which by Direct
Recruitment.

(1)

Promotion: Stenographer in the Office of Controller of Certifying Authoritics with ten years approved service in level-
4 in the pay matrix (Rs. 25500-81100).

Note I: The approved service rendered in the grade, on the 1* day of the Recruitment Year, as the residency period will
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promotion. The expression “Approved Service” for the various modes of recruitment, shall be as under.-

ct of an officer recruited directly to that grade, period or periods of regular service rendered in that grade,
ing period or periods of absence during which he would have held a post on regular basis in that grade but for
s being on leave or otherwise not being available to hold such post, from the first day of the recruitment year,
Jollowing the year in which the examination for direct recruitment was held:

Provided that where there is delay of more than Ninety days in joining on appointment, in any of the cases
mentioned in the sub-clause above, such delay should not be due to any fault on the part of the officer.

Note 2: Where juniors who have completed their qualifying or eligibility service are being considered for promotion,
their seniors would also be considered provided they are not short of the requisite qualifying or eligibility service by
more than half of such qualifying or eligibility service or two years, whichever is less, and have successfully completed
their probation period for promotion to the next higher grade along with their juniors who have already completed such
qualifying or cligibility service.

Note 3: For the purpose of computing minimum qualifying service for promotion, the service rendered on a regular basis
by an officer prior to 1* January, 2016, the date from which the revised pay structure based on the Seventh Central Pay
Commission recommendations has been extended, shall be deemed to be service rendered in the corresponding level in
the pay matrix extended based on the recommendations of the Pay Commission.

Deputation or Absorption:
Officers of the Central government or State Government or Public Sector Undertaking or Autonomous Bodics :

(a) (i) holding analogous post on regular basis in Parent Cadre or Department; or
(i) in level-6 in the pay matrix (Rs. 35400-1 12400) with five years of experience on regular basis in the
parent cadre or Department; or
(iii) with ten years regular service in level-4 in the pay matrix (Rs. 25500-81100).
(The above experience in stenography cadre will only be considered).

(b) Knowledge of computer operation such as usage and operations of Personal Computer, word processing, internet and
e-mailing.

Note 1: Period of deputation including period of deputation in another cx-cadre post held immediately preceding this

appointment in the same or other Organization or Department of the Central Government shall ordinarily not exceed five
years.

Note 2: The maximum age limit for appointment on deputation shall be not exceeding fifty six years as on the closing
date of receipt of applications.

(12) (13)
Group "B’ Departmental Promotion Committee (for promotion or confirmation) consisting Not applicable.
of:

1. Director (Finance and Administration), - Chairman
Office of Controller of Certifying Authorities

2. Joint Director, Ministry of Electronics and - Member
Information Technology

3. Officer of the level of Under Secretary - Member.
to the Government of India or equivalent from
Ministry of Electronics and Information
Technology or other Ministry or Department
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(1) o

3. Assistant.

ASO

[PART I
*2(2016) Equivalent  to | Level-7 in the
Group ‘B’ | pay matrix
Non-Gazetted (Rs.44900-
post in Central 142400).
Government,

Between 18 and 27 ved

*Subject  to
variation
dependent on

(Relaxable  for Gove
Servants, Scheduled Caste
Scheduled Tribe or Other

workload. Backward Classes or
Physically Handicapped in
accordance with the

instructions or orders issued by
the Central Government from
time to time in this regard).

Note 1: The crucial date for
determining the age limit shall
be the closing date for receipt
of applications from
candidates in India (and not
the closing date prescribed for
those in Assam, Meghalaya,
Arunachal Pradesh, Mizoram,
Manipur, Nagaland, Tripura,
Sikkim, Ladakh Division of
Jammu and Kashmir State,
Lahaul and Spiti District and
Pangi Sub-Division of Chamba
District of Himachal Pradesh,
Andaman and Nicobar Island
or Lakshadwe_gp)._»_

Essential:

Not applicable. Two years in case of

By deputation or
direct recruitment.

absorption, failing which
by direct recruitment.

Bachelor’s Degree from a
recognized University.

Desirable:

Knowledge of operation of
Computer.

g T .

o oL E S e S e ey e R N S
Deputation or Absorption:

Officers of the Central government or State Government or Public Sector Undertaking or Autonomous Bodies:

(i) holding analogous post on regular basis in Parent Cadre or Department; or

(i) in level-6 in the pay matrix
or Department; or

(iii) with ten years regular service in level-4 in the pay matrix (Rs. 25500-81 100).
(The above experience in administrative/clerical cadre will only be considered).

(Rs. 35400-1 12400) with five years of experience on regular basis in the parent cadre

‘ 3 Government shall ordinarily not exceed five
years.

Note 2: The maximum age limit for appointment on deputation shall be not ex

ceeding fifty six years as on the closing
date of receipt of a plications.
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2) 3 ) (6] (6)
*3 (2016) Equivalent to | Level-4 in the | Selection. Between 18 and 27
Group ‘C’ post in | pay matrix years.
*Subject to | Central (Rs. 25500-
variation Government. 81100). (Relaxable for
dependent  on Government servants,
workload. Scheduled Castes or

Scheduled  Tribes or
Other Backward Classes

or Physically
handicapped or  Ex-
Serviceman in

accordance  with  the
instructions or orders
issued by the Central
Government from time to
time in this regard.

Note 1: The crucial date
for determining the age
limit shall be the closing
date for receipt of
applications from
candidates in India (and
not the closing date
prescribed for those in

Assam, Meghalaya,
Arunachal Pradesh,
Mizoram, Manipur,
Nagaland, Tripura,

Sikkim, Ladakh Division
of Jammu and Kashmir
State, Lahaul and Spiti
District and Pangi Sub-
Division of Chamba
District of Ilimachal
Pradesh. Andaman and
Nicobar Island or
Lakshadweep).

Note 2: The crucial date
for determining the age
limit in the case of

candidates from
Employment  Exchange
and for open

advertisement shall be
the last date upto which

the Employment
Exchange and in the
% open advertisement i

asked to submit.

(N . S8)ass i i(d) (10) - :
i) 12" Pass from a recognized Board or Not Two years for | Deputation absorption basis.
University. applicable. | direct recruits. | failing  which by  direct
recruitment
i) Skill Test Norms -

| se il |
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Dictation : 10 minutes @ 80 a) Open Adverti
word per Minute. b) Employment Es
Transcription : 50 minutes (English)
or 65 minutes (Hindi)

(only on Computer).

Note: Knowledge of English or Hindi or both at the
time of recruitment is essential. The option of
English or Hindi is given to the candidates at the
time of recruitment. If at the time of recruitment
candidates do not have knowledge of Hindi. he is
required to acquire the same during his/her
probation period.

11 (12) (13)
Deputation or Absorption.— Group 'C’ Departmental Promotion Committee (for | Not applicable.
promotion or confirmation) consisting of:

Officers holding analogous post in a

regular capacity in other Ministries or | 1. Director (Finance and -Chairman
Departments of Government of India Administration),
or Autonomous Bodies or Public Office of Controller of Certifying
Sector Undertakings. Authorities
Note 1: Period of deputation including | 2.  Joint Director, -Member
period of deputation held against Ministry of Electronics and
another cx-cadre post held Information Technology
immediately preceding this
appointment in the same or other | 3.  Officer of the level of Under - Member.
Organization or Department of the Secretary to the Government
Central  Government  shall  not of India or equivalent from
ordinarily exceed five years. Ministry of Electronics and

Information Technology or
Note 2: The maximum age limit for other Ministry or Department

appointment on deputation shall not be
exceeding fifty six years as on the
closing date of receipt of application.

Note 3: For the purpose of
appointment on deputation basis the
service rendered on a regular basis by
an officer prior to the 1% day of
January, 2016 on the date from which
the revised pay structure based on the
Seventh  Central Pay Commission
recommendations has been extended
shall be deemed to be service rendered
in the corresponding level in the pay
matrix extended based on the
recommendations of the Commission
cxcept where there has been merger
of more than one pre-revised scale of
pay into onc grade with a common
level in the pay matrix and there this
benefit shall extend only for the
post(s) for which that level in the pay
matrix is the normal replacement
grade without any upgradation.




Forces personnel due to
Who are to be transferred to
W hin a period of one year and
the requisite experience and
ions prescribed shall also be
d.  Such persons shall be
2iven deputation terms up to the date
on which they are due for release from
the Armed Forces, thereafter they may
be considered on re-employment.
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