posis of Junior Office Assistant

'.Common necrultment & Promolion Rules Jene the
Departiments of: Hlmarllal :

' (Information Technology), Class-llIl (Mon- (3azetiad) in varions
. Pradesh Government. - g S

Junior tJIfI- e A;smlant (mfmmatwn rechnolngy}

: name of Post:

i . : ’ s

-2 Number of Pasts: . . Az csanc nrme.l h\r1h1-.- Government from Lirne
. B to tims in the concerned Deparhneﬁts‘,

3. Classification ¢ | Clasc-ll (NOn
A Scale of Pay _|:|| P‘d\! ;gggiu for H-‘ﬁ!,_!al njcu_;n_Le_LLs ] .
' Pay Band ¥ 5910-20200/- + ¥ 195 50/- Gradle
Pay
m] L_wr»lmne_n_LsJor' ontm;l_l:mmy__ga
¥ J860/-us par details given in Col. No. 15-A.
50t Whether “Selection” . postor - Mot applicable

"Non-Selection” Post

6. ‘Age for direct recruitment Oerw.:en 18 and 4% years

Provitlet_j'thaf the upper aga limit for direct recruits will nol be
applicable to the candicates already . in service of Lhe Government including

: . ! I.hosr- who have heen auunmletl on adhoc or on contract hasis: . :

I‘rovnclpd furtl.m lh atifa ramlu.lam u]J|JOIl]LPd on adhoc has:s h..ncl

become over rIgF on the date when he was appointed: as such he 5ha|l naot:he
eligible for any relaxation in the prescribed age limit by virtue of his snch a:!hm,

or contract appointmen t:

' Provided , further that upper age lirnit is relaxable for Schecluled
Castes/Scheduled Tribes/Other categories of persans Lo Lhe ‘axtent. hennissfble under

the géneral or special order (s) of the Himachal Pradesh Government:

Provided -fur(hel' timl. S the . employees” of all the Public Sector
Cmpnrations and Aulonorncms Bodies who happened to be G owarnmenl SFNant hefore
“absorption in Public Sector C.n]m.unm|5!Anlonornnus Bodies at the time of initial
constitution of such (,orporatinns/Amnnrmmu. Bodies shall be allowctl age concession

in dJdirect recrurtlment as admissible Lo t:muumnent servants. This concession will not,




e -

e 1

however, he admissible to such ctafl of the Public Sector Corporations/Autonomous
Bodies who were/are subsequently appointed by such Carporation/Autonomnus Bodlies
and who are/were finally abscrbed in the cervice of such Corporatinns/Autonomouns

Bodies afterinilial constitution of the rullic Sector Cnrporalion;/numrwnwus Boclies.,

(1) Age limit for direct recrgizmant will be reckoned on the first clay of the year

in which the posi(s) is/as advertised for inviting applications or nolified Lo

ase may he.

direct res=ipment are relaxable at the

mmission in rase the

CLSENTIAL QUALIFICATION @

102 from a’ recognized Board ol Schoo
Ecucation/University.

One  year Diploma n’ Campuler
Science/Computer ‘Application/ Information
Technology from a recognized University/ -
Institution. i

Computer Lyping speed ol 30 words  per
minute in English or 25 words per minule in
Hindi.
: on

A0+2 from a recognized Board of Schoul

Education/University.

‘0" or 'A" level Diploma from Mational
Institute  of . Electronics. &  Information
Technology (NIELIT). ,

Computer typing speed of 30 words - per
minute in English or 25 words per minute in

Hinddi,

OR

1042 from a recognized Board of School
Education/University. -

Diploma i Information Technalogy (I'T) from
a recognized ITI/Institution. ‘

e S5
‘Notes: -
the Employiment Fxchangies, s the ¢
(2) Age and experience in lhe case wi
discretion of the Himachal Pradesh Puslis Service «
candidale iz atherwise well qualifiedl,
7 Minimum Educational and othe, a)
' rualifications required far direc i)
recruit(s): o
i)
iii)
i)
i)
i)
i)
i)
i)

Computer typing speed of 30 wurds']_':er
minute in English or 25 wards per minule in
Hindi. -

) I)I?SIH.A[HE QUALIFICATION (5):

Knowledge of customs, manner and dinlects o
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Whether age  and educational
qualifications - prescribed  for
direct recruits will apply n U

. case of the promateey:

Perind of Probation, it any

Method(s) of-  recruianeni,
whether hy direct recruianenl o

by promotiion, secandiment,
transfer and the percentage of

a0 -

appointment  in the  peculiar  conditions

prevailing in the Pradesh.

Age Not applicable
Educational Qualification: Not a p;;.!ical;le.

Two years subject Lo such further extension for a
periodd not exceeding one year as may be ordered
by the competent auihority in special ciccumstances

and reacons to be recorded in writing.

100 % Ly clirect recruitment on a regular basis or by
“recruiliment on contract basis, as the case may he.

post(s) to be filled in by vm'i[:{uL'

methods:

In case of recruitment Ly
promotlon seconchnent, transler,
grades from which promotion/
secondment/ tiansfer s o he

made:

It a Departmental: Promotion
Committee - exists, whal is ity

compnsliion ?

Circumstances under which . the

ALPPS.C. is to be consultad in
~ making recruitment:

Essential requirement for a direct

recruitment: -

Mot applicable.

Mot applicable,

v reuirad under the Law,

A candidate for appointment to any service umdst

must ba a Citizen of India.

Himachal -~ Pradeshi  and suilahilflv ‘frJl_'l

p .



o

selection for E‘l]':pointmm'nt to the
pust by direct recruitment:

. ].S-AI- selection for appointrnent tu the

post by cantract recruitment:

(N

(i

~l-

Selectivn for appointment to the post in the case

ul ditect rec nulmeul shall be made on the hasis nf

viva-voce test, if Himachal pradesh Public service

Cormmission or other recruiling authorilty, as the

“ tase may be, 50 consider necessary or expediznt =
Cby A written test or practical Lest, the
standard/syllabus,  etc. of which. will be’

determined by the Cmnmlsmon or other recruiting

autharity, as the case may be.

Matwithstanding anything cculii"lincd in these
rules, contract appointments 10 the post will be

tade suI)JeLt to the terms aml condilions given .

]J"Iflq

CONCEDT,

(a) Wndeay this policy, WM& - iar Office
Assistant(informeign Technology s
pepartment of (Mame of.the
Dep.nrmem] 1.7, wi be engapged On
contracl hasis l'Ill'.lElliV for one year, which
may he extendable on year to year basis:

provided thal for extensinn/
repewal of contract period un year o year
basis, the cancernerd  HOD <hall issue. a
cerliticate that the service and conduc! of the
contract appointee ie salisfactory during Lthe
year and only then his/her period of contract
is to he renewed/extentded.

(b) !

The HOD {Demguallon of the appoinling

“authnrity) after nbhumn;, the approval of the

Government Lo fill 1r|: the v;nc(ml post{s} on

contract bhasis. will place the requisition with

the concerned recruiting agency i.e. Himnachal
o

pradesh  Subordinate cervices Selegtion
foard, Hamirpur.

(¢) The selection will he made in accordance with
) the eligibility conditions prescnhel in these
napr nules.

Thp lunior fflct’-‘ Ass:stant {Information
Technology)’ appointed on contract basis will



Yo

Lot
L_’!?._'_‘
tie paaidd : t','j"’l'r.ﬁrl”\.":‘ltl_i'_l.'| fixed  contractual
Aamounl @ ¥ 7860 per month (which shall be
equal to, minimurn of the pay band + grade
[rav). J\n'amm.ml of T 236/- (3% of ‘the
minimum of. pay band + grade pay af the

" post)  as annual increase in contractual

emualuments for the subsequent year(s) will
ct is extended beyond

e allowed, if contra
one year,
()" ARPOINTING/ DISCIPLINARY AUTHORITY:
The Head u‘f.rhe Department (Designation of
ilie appointing - authotity) H.P.  will be
appointing and disciplinary Aulhority,

(V) SELECTION PROCESS:

Selection for appointment o the post in the
case of Contract Appaintment will Le madle
on the basis of viva-voce test or if considered
necessary or expecient by a written test or

* pracifcal test, the standard/syllabus etc. of
which will be determined by e concerneq
recruiting, . agency je. H.p. Suhordinate
Sevices Selection Board, Hamirpur,

APPGINTMENTS:

(/) . CommiTiEe FOR SELEC QM O CONTRACTUAL

As rmiay be cr:;i'wli(uted by the concerned
recruiting agency i.e. the Himachal Pradesh

Subordinate . Services Selection Boar,

Hamirpur  fram time ta time.

(Vi) AGRE

Alter selection of d cahdirlale_, he/she shail.
sighan agreement as per Annexure-“| 2

appentded to these Rules.

[T ]

(v TERMS AMD CONDITIONS: |

i) The contractyal appointeo will be paid fixed

contractual amount @ T 7860 per month®

{which stall e equal to minimum of (he pay
Tand 4 prade Pay). . The contract appointee
will he entided for increase in contractual
ahount @ ¥ 236/- (3% of minimum of the
hay bard + grade pay of the jrost) for further
edtended years and no other allied benefite
such as senior/selection scales etc. will e

ceip
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- ()_-

gi\f{}r'l.

() The service of the Contract appointee will be
purely on temporary basis. The appointment
is liable to be terminated in case Lhe
perftmnance[cun(lur.l: of the conlracg'
appointee is not found satisfactory. e

; {c) Contract. appointee will be. entitled for one
’ ' - day’s casual leave after putling one manth
service. However, the.contract al':]minlée will
e e entitled for 16 weeks malernily leave,
10 tays medical leave and 5 days special
leave.  hie/-ha chall not be entitled lar
medical re-imbuts ent and ITC etc. o
leave - of any other wwd .. s apove is
acmissible to the contract appoinlee:
Providded that the un-availed casual
leave, inedical leave angl special leave can be
accumulatedl uptn the calendar year and. will
not he carried forward for the next wlemj ar

yeaar,

(d) Unauthorized absence from the duly withoul
the approval of the Controlling Olficer shall
auiomaltically lead Lo the termination of the
contract. However, © in- exceplional  cases
where the circumstances for un-authorized
absence fromi duty were beyond _his/her

. control on medical grounds, such period
i e - shall not be excluded while considering
his/her case [or “regularization hut  the
incumhbent  shall have to intimate the
controlling authority in this regaid well
time. However, the contract appointee shall -
not he entitled for contractual mmount for
this period of ahsance from duty:

provided that he/she shall subemit the
certificate  of “illness/fitness issued by (he
Mecical Officer, as per prevailing instructions
of the Government. ’

(¢) AR official appointed on contract basis
whao has completed three years tenure at
ane place of posting will be eligible for
transfer on need based basis wherever

equired on administrative grounds.

(F) Selerted candidate -will' have to submit a
' certiticate © of  his/her .fitiess from 3



1‘} .
gl E LR~

Crovernimeni/hegistered
Practitioner.. Waornen condidate pregnant
heyoned 12 weeks will stand temporarily tunfit
Lill the conlinement Yis over. The women
candidate will be re-examined . for flitness
' I fioin an :mh‘nm-liéccl. Medical  Officer/

Medical

Mactitioney.

(1) Contract appointee will be entitled to TA/DA®
IF required o go on lour in conneclion with
hi.s/lu?r"ufr’ici;ll cduties at the same rale as
applicable ‘1o regular counterpmt officials at

the minimun of pay scale.

(h)  Pravisions of service rules like 1RSI, Leave
Cules, GItF 'Ilnfeg, Pension ules 8 Conduct
ralzs ete. as ave applicabile in case of 1egular
employees will not be applicable in case of
conlract appointees. They will be entilled for -
emoluments etc. as detailed in this Column.

The appointment (o the sarvice <hall Le aubject 1o
onders vegarding  reservation i the - service  for
Stheduled Castes/ Scheduled 'l'rihes}"(_)thm‘ Backwirtl
Classes/other categories of persons issued by 1he
thirnachal Iiadesh Govermment fram l'in"u_.- Lo time,

16 = Heservation:

. X7 Deparimental Ezarmlnatione . _thl,;-“--l'u.-li.:alale B , .

18 Pawer to itelax: Wlhere ihe Stale Govt. is of the opnion that it s
2 B necessary of expedient (o do so, it-may, by order for
rrasuns fo bis recorded in wiiting and in consultation
wiliv the: Hivaochal Pradesh Public Service Cammission,
vizkiot any af Lhe provision(s) of Lhese rules with respec

z& - _ . oty class or caregory of person(s) or past ().




. Form of contract/agreement to be execuier betwee

(‘omracl appointee {herelnailnr called the

v L

r the lunior Office Assistant (Information
(Designation of -

Technology} and the Government of Hima hal Pradesh through p—
the Appointing Authnrlly]

- This agreenmnl is made on PRI e e ___day  of in the
year " between: ' sh/smt. . S/o/D/o
Shri R/o s et X

FIRST P AITY), AND the Governor af Himachal Pradesh

through
therédn-aﬂer called the SECOND I"ARY).

{Dﬁslbnafll.n of [he Appointing: Authority) Himachal Praclesh

'waxema,, the SECOND PARTY has engagedl the aforesaid FIRST PARTY and the FIRST PARTY

has agreed Lo serve as a Juntor Office Assialani(l[) o contract hasis on {he following Lerms

and conditions:-

1. That the FIRST f'Afﬂ‘r shall rernain i the service of the SECOND PARTY ‘as a Juniar '

Office Assistant(IT) for a period of one year commiencing on. day of
It is specifically

. _ard ending on tha ay B
-~ mentioned and agreed upon by both the par ties that the conwact of the FIRST PAITY
with I’LOND PARTY shall ipse-facto stamd rerminated on the lastwarking ley ie. on

and information nolice shall not e necessary:

Pravi ed that for Imll\m “ ‘twnmnfrwm\.v al of chnlldc_l. periad on year o
year basis the cancer ned HOU shall issue a cerlificate that the service and conduct of
the contract appointee is salisfactory during the year and ‘only then his perind ot

contractis Lo be renewed/extended.
2. The contractual amount of the Flll‘i'i' PARTY will be ¥ 7860/-per month.

3. The service of FIRST PARTY will he gmrww on temporary basis. The appointment is
liahle to be tar nunalecl incase the pe Jformance/conduct of the contract appointee is
not found good or if a regular incumbent is ap;mmled/pnstncl agamst the vacanry

. far which the first party wias ngaged an contract.

4. Contracty .l Junior Office’ Assistant (tnfermalion Technology) will be. enulled for one
day’s casual leave Vter putting one inonth service, However, Lhe contracl appolntpr’
will also he entitle = 16 weelks muternity Jeave, 10 days metilical leave and 5 days
special leave. M-~ ' Jall not he ‘entitlerd For medical re-imbursement and LTC etc.

Mo ._www OF any other kind except above is adimissible to ‘the Junior thce Assistant
(Ir): -
rrovided Lhat tl.t- nncavailad casual leave, medical lcave and special

leave can be accumulated uplo the calendar year-and will not he carried forward for

-+ the next calendar year.



‘Unauthorized alisence from Lthe duty withoutthe approval of the Controlling Officer

shall automatically lead th the permingiion of the contract. However, in exceptionil
cases where the civcurmstances for un-authorized alisence from duly were beyond

© his/her contral en medical grounis, sutch peviord shall not bhe excluded while

considering his/har case for regulagizalion
" thé controlling authority in this repard well in tirne.

bt the incumbent shall have Lo intimate .

However, the contant appointae shall not bhe entitled “for contractual

amount for this seripd of ahsencs frann chuly:
: I v
te of illness/fitness issued Ly

. Provided that. he/she shall subinit the certificate ¢

the Medical Officer; as per prevailing instrnctions of the Government.
am:oinlei! on contract basis who

i Junior Office Assislant "j[']"l.‘-r‘i'l"lﬂliol'l. rechnology)
posting will be eligible-for transfer

has completed three years tenure at one place of

on need based hasis wherever peuirad on administrative g_rlmmrls_

7. Selected candidate will have 10 stdanit a cerlificate of Lis/her titness from @

Guvernmenl-,’negistered pedical E-'namilin'ner. In
her temporarily unfit lill the

case of women candicates

preghant beyond twelve waeks vl render
confinement is over. The women candidate should be re-examined for fitness [rom
an authorized Medical Officer/Prac iiloner. '

he entitled ol n/oA I gruired ta go on tour in connection

8. Contract appointee shall
with his/her official duties al the siime rate as applicable o regular countersparl

official at the minimum ol pay scala. |
- 5 . 9. The Ernpltwées Group Insurance Sl as well 45 ERF/GPE will not he applicable o
= . contractual aln,.mimee{s]. d . ; ' .

AN WITNESS the FIRST PARTY AMO Sl{:".fl)l'-!l] PARTY have herein to set their hands the
day, . ‘onth and year [irst, ahove wrillen. s .
IN THE PRESENCE OF WITNESS: - o

“‘h].l'ﬂff and Full [\(_hiregl,'} {Signai.m'é of the rRST |‘ARTY) .

(Name and Full Address) - [i"iignatm"e of the SECOND pPARTY)



