
DIRECTORATE OF TECHNICAL EDUCATION.
CHENNAI-25.

03.2021

Sub: Administration - Public Services - Tamil Nadu Secretariat
Service - Filling up of the post of Personal Assistants in
the Departments of Secretariat under one unit under the
method of Recruitment by transfer - Willingness called for
- Regarding.

Ref: Govt., Letter No.4254lH212020-1, Personnel and
Administrative Reforms (H) Department, dated:
23.02.2021.

copy communicated for information ;;;""".sary action.

Sd/- J.S. Nisha
Assistant Director (Admin)

To
The Principals of

1. All Government Engineering Colleges/
Polytechnic Colleges / Special Institutions

2. The Chief Engineer, Technical Education Circle, Chennai
3. The Executive Engineers ,(All divisions)

Copy to:
1.D.T.E's Table
2. Additional Director (Exam),
3. Deputy Director (Admin)
4. Assistant Director (Admin.),.
5. P.A. to DTE,

6. All Unit Officers, DOTE
7. The Technical Assistant (Evaluation), I requested to upload the Government

Computer Centre, DOTE I letter mentioned in the reference cited
8. All Superintendents, DOTE ) in the DOTE Website
9. D4 Stock file

//Forwarded bv order//





Personnel and Administrative
Reforms (H) DePartrnent
Secretariat
Chennai - 6(n 00C't 011197

Letter No. 4254/H2dll'1. dated 23l0Zlll?&11

Frcm
Dr. S. Swama, l.A.S.,
Prtncipal Secretary to Govemment.

To
The Registrar General,
Hlgh Court of Madras,
Ghennai- 600 104. (w.e).

The Deptfty Direcfior,
O/o the Advocate General,
High Goutt of Madns,
Ghennai - 600 1O4 (w.e).

The Assistant Director,
O/o the Govemment Pleader,
High Court of Madras,
Chennai - 600 104 (w.e).

All Heads of Departments (w.e).

Sir/Ufadam,

Sub: Public Services - Tamil Nadu Secretariat
SeMce - Filling up of the post of Personal
Assistants in the Departments of Secretariat

Hll?l n^ffi' d1T".:i"0,": #u1" nT"H*,,$
for - Regarding.

***i*r*r

lt has been proposed to fill up the vacant postg in the cabgory of
of Secretadat under one
of Steno-Typlst Grade ll
Nadu Judicial Ministerial

t by transfer.

2. The level of pay for the post of Personal Assistant in the Tamil Nadu

Secretariat Service is Rs.36400-1 1 5700.

g. Th€ following qualifications are prescribed fior the post of Personal

Assistant for appointnent by recruitment by transfer.

a) Educaffonal Quallficailon: A Bachelo/s Degree. [10+2+3]

\\
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l2l,

b) Servlce ouallflgatlon : The applicant should have put in a minimum
regular seruice of 3 years in the post of Steno-Typist Grade-lt
[calculating the seMce qualification of Steno-Typist Grade-ll, t]e
seruice rendered in the category of Steno-Tlpist Grade{ll shall
also be taken into accountJ.

c) Technleal Qualiflcations: 
.,1

i. A pass in the Government Technical Examinations in
Typevwiting in Tamil and English both by the Higher
Grade;

ii. A pass in the Government Technical Examinations in
Shorthand in Tamil and English both by the Higher Grade.

Provided that if candidates with the qualification
referred to in items (i) and (ii) above are not aailable
candidates who have passed the following examinations in
the order of preferene indicated below may be appointed,
namely:

a) Government Technical Haminations in T)pewiting
. and Shofthand in Tamil both by the Higher Grade and

Typewriting and Shorthand in English both by the
Lower Grade.

b) Examinations in Tynowriting
ish both by)the Hlgher Grade
horthand Y*r, both by the

4. The Registrar General, High Court of Madras and all the Heads of
Depaftnents are requested to obtain and forward the paniorhrs of willing
persons holding frte post of Steno-Typist Grade ll worklng tn the Tamft Nadu
tlnlsterlal SeMcr / Tamll Nadu Judlclal lllnlsterlal Servlce in trte proforma
annexed to ffris leJter along with the attested copies of certificates pertalnlng to
education (l0th, +2 or Diploma (3 years) / l.T.i.1z years), (U.G. Degree) ind
tecfinical quamcatons. The above particulars along with the willingness of the
applicants should reach the Govemment on or before 30.04.2021,

S. lf no suctr particulars are received within the stipulatd time limit
prescribed above, then it will be consffiued that no willing and qualified
Steno-Typists Grade llare available in the rmpective departments.

6. The receipt of the letter be acknowledged immediately.

IFr{-.-lFr ).d,,

for Principal Secretary b Govemment.

.Il
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AI'INEXURE - |

(Brief paficulars aboutthe steno-Typist Grade ll t9. be, considered for appointment

to the post of personat nssistani'u;id ffi method recruitment by transfer)

Iamwi||ingtoconsidermynamebrappoint{nenttothepostofPersona|
Assisrant (c"t"gx;:rxi il td ia|nir r'raou sdireariat seMe by the method of

recruifnent bY transfer.

SIGNATURE OF THE APPLICAI'IT :

NAIIE OF THE APPLICAI{T :

DESIGNATION :

S. SWARNA
PRINCIPAL SECRETARY TO GOVERNiIENT

llTrueCoPV ll
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ANNEEBE.II

PROFORIIA

1. Name

2. Post

2(a). The name of the seMce in which the said
post refierred to Sl.No. 2.

3. Departnent in which now working

4. Age and Date of Birth

5. Date of Retirement

6. Date of Entry into Government SeMce

7; Date of Regular appointment in the post
of

Steno-Typist Grade-l | |

Steno-Typist Grad+ll
(copy of orders should be tumished)

8. Date of completion of probation in the
post of Steno-Tpist Grade-lll

9. Total service in the post of Steno-Typist
Grade-lll and Steno-Typist Grade-ll as on
01.03.2021.

11. Whether the indMdual has acquired the
degree qualification in the regular pattern of
10+2+3.

12. Technlcal Quallllcailons
(Enclose attested coples of GerUfloates)

(a).Tamil Typevwiting in Higher Grade

(b) English Typewrfting in Higher Grade

(c)Tamil Shorthand in Higher Grade

(d) English Shortrand in Higher Grade

13.' Whether the indMdual has acquired all the
qualffietions prescribed for appointment to
the post of Personal Assistant bY

recruitnent by transfer. :

Yes /No

llonill and vear ol

1 0. Educational qualification
(Enclose attested coPles of

Certlflcates)

Specrfy whether
Regular Stream /

OUS

Month & Year of
Passing

(i)xstd
fiD +2
fiiil Dioloma € vears) I lTl (2 rcars)
fiD U.G. Degree (Resular / OUS)
tu) P.G. Deqree (Reoular / OUS)



l5l
14. Whether any charges are pending against

the officer, and il so, indicate the period to
wtrich cfrarges relate, nature of charges and

date from which pending, the present s{age'

Reasons for delay in linalizing the
disciplinary proceedings' Whether any
appeats are pending and if so, the present

sfiage.

15-A Whether any criminal case is pending

against the applicant in the official capaclty
anO it so, indlcate the details thereof; nature

of crime for which he/she is proceeded

against

15-B Wheilrer any cdminal case is pending

against the- applicant in the personal

capacity / prirrate in nature and if so,

indicate the details thereof; nature of crime

for wtrictr he / she is proceedd against

15€ Whether c{rarges have been framed by the
Tdbunal for Disclplinary Proceedings and

the enquiry by the Tribunal br Disciplinary
Proceedings is Pending.

16. Whether any penalties harre been imposed-

on the ind'nrlOiat if so, indicate the nature of
lapses and penalties imposed ard date of
iniposition of the punishment. Copies of
ordlers imposing punishment should be
attached.

a. Whether the Penalties have been
given effect to, if not the reasons
there br.

b. Wheher on susPension or
undergoing punishment anrrently'

17. Whetrer there are any adverse remarks in
his / her record sheet and if so, indicate the

details there for and whether they have been

mmmunicated to the indMidual.

The application may be fururarded to the Govemment for consideration for

+,poiffient to the po.* of Personal Assistant (Category-2A) in the Tamil Nadu

Secretadat SeMce.

SIGNATURE OF THE APPOINTING AUTHORITY/
TIEAD OF OFFIGE.

S. SWARNA
PRINCIPAL SECRETARY TO GOVERNilENT

llTrueCWV tt
SeJrst'1
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