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entries in register regarding nature and number of papers
received by him for disposal. Studies letters and
correspondence and links connected papers on subject.
Prepares brief notes, reports or draft, replies quoting,
precedent ,rules,regulations and existing orders, if any, puts
them to superior for consideration. Keeps watch over
movement of files. Supervises work of subordinates and
assists them in disposal of case correctly and expeditiously.
Maintains prescribed registers.

Sr. Designation Dept/Office Physical Categories of Nature of Job Working condition /
No. o) foumT / wEterm | Requirement | Disabled suitable TS A 9 SEER-AT Remarks
NINEEDIE | for jobs G b1 Df
ST Hart
? R 3 ¥ ) &
They organise and control all clerical work in the office, | The work is performed
¢ | Section Officer/ | #smerdi fasm | S/RW./SE./ | OL./OA./BL./ mark the dak, allot duties of staff, co-ordinate and supervise | mostly inside.He
Desk Officer i MW./C HH./B./LV work of the clerical staff and look after discipline in | usually works alone
el STHRY / administrative matters including cases of Earned Leave. In | through interaction
AT AR subordination, arrangement of office accommodation | with sub-ordinates 1is
furniture, office equipments etc. Prepare briefs of important | actively required. The
administrative matters and parliament and legislative | work place is well
questions, attend Departmental meetings. lighted . It does not
Study all files, draft letter, notes etc. disposes routines and | involve any hazards.
intermediately matter himself deals with important files and | Incumbents should be
complicated cases personally and puts up notes, reports, | considered with aids &
drafts etc to superiors for orders, ensures that prescribed | appliances.
procedure is followed by staff in dealing with cases, keeps
important, secrets and confidential reports in his personal
custody, supervises preparation of budget estimate,
statement of account, financial bill, payment of wages.
R | Assistant e faamr | SU/ST/W./ OA/OL/BL/OAL/ | Prepares notes, drafts memoranda and summary ,quoting, | The work is performed
RE2ED . AL T MEF./SE./ B/LV/HH precedents, references rules, etc. Draws out reports, | mostly inside as well as
AT RW/C. statements and attends to correspondence. Assists superior | outside. The worker
HRETAAT I in disposal of complicated or important cases. Makes | usually works alone.

Mobility and bilateral
hand activities of the
person  should be
adequate. The
incumbent should be
considered with aids
and appliances.
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General performs variety of clerical duties such as

The work is mostly

employer.

3 | Clerk cum Haerie fgam | S/ST/W/ BL/OL/B/LV/HH | maintenance of records, receipt and dispatch of dak, routine | performed inside as
Typist T FeaTE MF/SE/ correspondence, tabulating data, preparing production | well as outside. The
TAeh-dohei@sh WEHT RW/C. schedules, wage bills, and insurance and provident fund | worker usually works

FHATAITA accounts, keeping record of issue and receipt of library | alone. Mobility and
TERT ATk books, maintaining auction accounts, calculating and | bilateral hand activities
AT releasing octroi, attending to clerical duties of court, | for the person should
FrdREe T allocating and supervising work of process serving staff, | be =~ adequate.  The

receiving application for granting arms licenses, doing | incumbent should be

clerical work for legal practitioner, copying and comparison | considered with aids

work, etc. May do his own typing. May operate office | and appliances.

computing and accounting machine.

Types for manuscripts, reports, statements statistical tables

etc. using Computer and typewriter. Receives material for

typing. Adjusts paper and carbon on Computer / typewriter.

Places material to be typed by side of Computer / typewriter

and types by operating key board with fingers. Manipulates

hand lever to change position of paper when line is typed.

Removes typed papers. Compares typed matter with

manuscript and makes corrections wherever necessary. Cuts

stencils on typewriter for use in duplicating machine.

¥ | Senior Personal | TamerEi fawmm | S/ST/BN/ OL/BL/OA/B/ | They take dictation in shorthand and transcribe them using | The work is performed
Assistants MF/RW. LV. Computer and typewriter. Receive and open mail and | inside in well lighted
IS T Gedh submit it to superiors for information and further action. | rooms. The worker
[TTe-37 TefieT Maintain diary to note time, date and place of meetings and | works  alone.  No
EHESIER other engagement for employer or superior. Remind | hazards are involved.
Selection Grade employer or superior of engagements and accompany him if | Bilateral hand activities
Stenographer require. Attend to routine enquires in person in writing or | should be adequate.
are st TerEs over phone. Receive visitors and arrange their interviews
[Tre-o (3TT=Talae) with superiors. Keep important and confidential records.

PHEGIERE| May attend to routine correspondence on behalf of
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They take dictation in shorthand and transcribe them using | The work is performed
4 | Higher Grade e faamr | S/ST/BN/ OL/BL/ OA/ B/ Computer and typewriter. Receive and open mail and | inside in well lighted
Stenographer T FeaTE MF/RW LV submit it to superiors for information and further action. | rooms. The worker
AT (3= GHT Maintain diary to note time, date and place of meetings and | works  alone. ~ No
Syt FHATAATA other engagement for employer or superior. Remind | hazards are involved.
TERT. AR employer or superior of engagements and accompany him if | Bilateral hand activities
Lower Grade ST require. Attend to routine enquires in person in writing or | should be adequate.
Stenographer FrdRE 0 over phone. Receive visitors and arrange their interviews
agerEs (F= with superiors. Keep important and confidential records.
SoTY) May attend to routine correspondence on behalf of
employer.
The work is mostly
& | Steno-typist e faamr | S/ST/W/L OA/OL/BL/OAL/ | Records dictation in shorthand transcribe them in | performed inside. The
gereagtees T TS MF/SE/ B/LV. typewritten form. Takes dictation in shorthand., dictated | worker usually works
NIEEIR) RW/H/C material from note book, using computer and typewriter. | alone. Mobility and
EARIERIGI) Compares typed matter and submits them to superiors. May | bilateral hand actives
TERTSE TR cut stencil on typewriter/ computer of the person should
ST be  adequate.  the
FrFS T incumbent should be
considered with aids
and appliances.
ABBREVIATIONS USED :

S- Sitting, BN- Bending, SE- Seeing, RW- Reading & Writing, C- Communication, MF- Manupulation by Fingers, pp- Pulling, L- Lifting, KC- Kneeling &
Croutching, ST- Standing, W- Walking, BLA- Both Legs & Arms, BA-Both Arms, OL-One Leg, BL-Both Leg, OA-One Arm, OAL-One Arm & One Leg,
B-Blind, LV-Low Vision, H-Hearing, MW- Muscular Weakness. OH- Orthopaedically Handicapped , CP- Cerebral Palsy , LC- Leprosy Cured, VH- Visually

Handicapped, HH- Hearing Handicapped.
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