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PUNJAB EDUCATION DEPARTMENT MINISTERIAL AND NON TEACHING STAFF 

(HEAD QUARTER) GROUP C SERVICE RULES 2018 

__________ 

(JYST4, 1940 SAKA) PART In DEPARTMENT OF SCHOOL EDUCATION (Education-5.Branch) 

NOTIFICATION The 10th Wv. 2018 No. G.S.R. 26/Const./Art.309/2018.-ln exercise of the powers 

conferred by the proviso to Article 309 of the Constitution of India and all other powers enabling him in 

this behalf, the Governor of Punjab is pleased to make the following rules, regulating the.recruitment and 

the conditions of Service of the persons appointed to the Punjab EduCation •Department* Ministerial and 

Non-Tcaching Staff (I-leadquarter) Group C Senrice, namé/y.•- 1. (2) (3) 2 

3. RULES Short title, commencement and application.- (l) These rules may Teaching Staff 

(Headquarter) Group C Service Rules, 2018. They shall come into force on and with effect from the date 

of their publication in the Official Gazette. They shall apply to posts specified in Appendix 'A'. 

Definition.-(l) In these rules, unless the context othetN'ise requireR. (a) (b) (c) (d) (2) 'Appendix' means an 

Appendix appended to these rules; 'Director' means the Director of Public Instructions (Secondary. 

Education), Punjab; 'Government' means the Government of the State of Punjab in the Department of 

School Education; and 'Se•rvice' means the Punjab Education Department Ministerial and Non Teaching 

Staff (Headquarter) Group C Service. The words and expressions used, but not defined in these rules, shall 

have the same meaning as assigned to them in the Punjab Civil Services (General and Common Conditions 

of Service) Rules, 1994. Num her and character of posts.- The Service shall comprise the posts specified in 

Appendix 'A': Provided that nothing in these rules shall affect the inherent right of the Government to add 

fff or reduce the number of süch pcßtg or to PUNJAB GOVT. GAZ.. MAY 201 8 (JYST4. 1940 SAKA) 

1065 4 S. 6. 7 

8. PUNJAB GOVT.GAZ.. MAY 25.2018 (JYST 4. 1940 SAKA) create new posts with different 

designations and scales of pay, whether perma nently or temporarily. Appointing authority.— 

Appoinunent (0 the Service shall be made by the [i rector. I'he lnemhers of the Service shall Pay ot 

members of the Service.— be ent tled to such scales of pay as may be authorized by the Deparlment or 

Finance from time to time. scales or pay. at present in force, are given In Appendix • •V. Meth 'd of 

appointment, qualifications and experience.- '(l ) All Appo ntments to he Service shall be tnade in the 

manner as spec ified again: t that post •n Appendix •B' Provided that where thc Govern.ncnt is or the 

opinion that it is expedient to do so, the Govermnent may, in exceptional case, fill in the vacan by making, 

appointment of the persons by transfer from any other State Governtnent or Government of India against 

the direct quota if the )erson holds identical or analogues post. (2) person shall be appointed to any post in 

the Service, unless he posse ;ses the qua and experience specified in Appendix 'B' (3) ippointmen'- to the 

Service bv promotion shall be made on senior ty- cum-; lerit basis, no person shall have any right to claim 

promot•on on tllt basis of senil)rity alone. Depa etmental e_vamination.- A person appointed to the Service 

2ither by w •y of direc- recruitment or otherwise shall have to pass the Departmental exen ination and 

proficiency in computer skills with;n a periu. of two years Crom the dgtc of his initial appoint.nent in 

accordance I syllabi ai'C guidelines framed by the Government from time to to be conducted by the 

Director or any other authority time Ind -vered by th:,• Govermnent in this behalf in addition to fulfil ment 

o: 'h requisite - u d}ifications and specified in Appen dix lowever, till a member of Service passes the 

Departmertal exam' nation, hé not-bé entitled io his annual increments. • Disei pline, puni"raent and 

appeal.: ( l) Irl Itre matters of disco ine. punis Iment and poeal, the members the Service shall be gov• ned 

by th'_• Ptnijab i Seryices (Punishment and•.AppeaI) Rules, I d as 9. (2) The authority empowered to 

impose pena ities as specified in rule 5 of the Punjab Civil Services (Punishment and Appeal) Rules, 1970, 

and the appellate authority thereunder in respect of the niembers of the Service. shall be the Director and 

the Government respectively. Application of the Punjab Civil Services (General and Common Conditions 

of Service) Rules, 1994.- (I) In respect of the matters, which are not specifically provided in these rules, 

the rnembers of the Service shall be governed by the provisions Punjab Civil Services (General and 

Common Conditions of Service) Rules, 1994, as amended from time to time. (2) The Punjab Civil 

Services (General and Common Conditions of Service) Rules, 1994, at present in force, are -•entained in 

Appendix 'C. Assigning of additionRI duties/responsibilities.- Not" ithstanding anything contained in these 

rules, the Govemment or any other authority empowered in this behalf in addition to norrnal duties may 
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assign the members of Service any kind of special duties /responsibilities to be specified trom time to-time 

in furtherance to enhance the efficiency of official functioning and quality of education. Repeai and 

Saving.- The Punjab Education Department (Head Offices) Clerical Service Rules, 1941 in so fir as tlRY a 

•e applicable the member of the Service, are hereby repealed: Provided that any order issued or any act ion 

taken under the rules so repealed, shall be deemed to have been issued c r taken under corresponding 

provisionS of these rules. Interpretation.- If any question arises as to the interpretalion of these rules, the 

Govemment in consultation with the Department of Personnel shall decide the same. amen led from tie to 

time. 4 1066 PUNJAB GOVT. GAZ., MAY 25, 2018 (JYST4, 1940 SAKA) APPENDIX 'A' (See rule I 3 

and 5) PUN] GOVT. GM., MAY 25, 2018 (JYST4, 1940 SAKA) APPENDIX 'B' (See rule 6) 1067 eriat 

Designation of the Post 2 Junior Scale Stenographer Clerk-cum-Data Entry Operator Librarian Steno-

typist Driver Number of Posts Perma-Tempo- Total Serial No. 2 3 4 .5 i Scales of Pay + Grade pay (in 

Rupees) 6 10300-34890+3600 '0300-34800+3200 5910-20200+3000 10300-34800+3200 of the Post 2 

Junior Scale Stenographer Librarian entage for a:pc intment by qualifüions and experience by nent 3 12 

174 02 29 4 o o o 0 5 174 02 29 Direct Twenty five penc It Hune ed Prundion 4 Direct appointmåit 5 

Seventy -five Asper provisions percent contained in the Punjab Civil Services (General and Ccy•nrnm 

Cmditims of Service) Rules, 1994 fix the post of Junior Scale Stenographer as amended from time totime. 

S hould have passed 10+2 examination from a ecognised university institution who have passed years 

Diploma course in Library Science fiom a recognized university' or nstitutim. Prornc*im 6 Fru•n ammgst 

the Sen& typists who have an experience of working as suå for a minimum period ofthree years and 

qualifies a Stenography test in Ptmjabi and English to be held b' authority at a speed specified by the 

Govemment frun time to tilTE. 5 1 068 Clerk-cum- Data Entry Operator PUNJAB GOVT. GAZ.. MAY 

25, 2018 (JYST4. 1940 SAKA) PUNJAB GOVT. GAZ., MAY 25, 2018 (JYST4, 1940 SAKA) Eighty-

five percent Fifteen percent As per provisions ntained in the Punjab Ci it Services (C enerat and Service) 

RI.lles, 1994 f the post fClerk as an ended fmm titne to time. (i) From amongst the Group-C employees 

working un&r the control ofthe Direct« (whose pay scale is less than the pay scale ofCterk) having an 

experience of working as such for a m ininum paiod o? two years or Group-D employees, wc*ing under 

the control ofthe Director having an experience of working as such for a minimum period of five years and 

minimum qualification of Matriculation (with Punjabi); (ii) Qualifies a typing test . in English and Punjabi, 

on computer io conducted by the appointing authority or Department of Information Technoloy at a speed 

of thirty wcxds per Ininu(e; and' (iii) The Örobati09 period shall be cleared only after possessing a course 

of at least one hundred and twenty with iwx:ls excperience in the use of Personal"Computer or In fa•matim 

Technoloy in ()Tfice Productivity applications or Desktop Publishing applications . 4 typist (Yi vet 

Hundred sxrcent Seventy -five percent Twenty patent As per provisions contained in the Punjab Civil 

Services (General and Ccynmm Cmditionsbf Service) Rules, 1994 for the post of.Steno-typist as amended 

from time to tirne. i) Should have passed Matriculation examination or Its equivalent frun a recognized 

Board or Institutim;and ii) Should have valid Driving l.icence for I.?ght Motor Ve.hicles (Ccmmerciai) 

with 1069 from a Government recognised institution a reputed institution, which is 9001 certified. From 

amongst the Group 'D' employees who are wuking undathe ccmtrol ofthe Direct(Y, who have passed 

Matriculation examinatim or its equivalent from a recognized Board or Institution alongwith valid Driving 

Licence for Light MotM Vehicles Commercial with four year experience as Driver. 1070 PO. JAB GOVT. 

GAZ., MAY 25, 2018 (JYST4, 1940 SAKA) four years experience Driver. PUNJAB GOVT. GAZ., MAY 

25, 2018 (JYST4, 1940 SAKA) APPENDIX 'C' (See rule 9) GOVERNMENT OF PUNJAB 

DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE REFORMS (PERSONNEL POLICIES 

BRANCH-I) NOTIFICATION The 4th May, 1994 . — In exercise of the powers No. GS.R. 33/Const./Art. 

309/94 conferred by the proviso to Article .309 of the Constitution of India, and all •tner powers enabling 

in this behalf, the Governor of Punjab is 'leased to make the following rules regulating the recruitment and 

generai and common conditions of service of pesons appointed to Group ' A', Group 'B' and Group •C ' 

services in connection with the affairs of the State of Punjab, namely:- Short title, commencement and 

application.— (l) These cutes may called the Punjab Civil Services (General and Common Corditions of 

Services) Rules, 1994 as amended from time to time. (2) They shall come into force at once. 'l'hey shall 

apply toall the posts in Group •A', Group •B' tnd Group (3) ( ' services in connection with the affairs of the 

State of Punjab. Definitions.— In these rules, unless the context otherwise requires,- (a) (b) (c) (d) (e) 

'appointing authority" means an appointing authoriJ.y sliecified as such in the Service Rules made under 
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Article 309 of the Constitution of Endian in respect of apy service or post in connectioq with The affairs 

•of the. State of Punjab; "BÖard" means the Subordinate Services Selection Boa •d, Punjab or any other 

authority consti2uted to perform its functiö Is; "Ccmmission" means the Punjab Public Service Cornm 

ssion; "direct appointment" means an appointment made otherwise than by promotion or by transfer of a 

persön already ii service of Govemment Qf India or ofa State Government; "Government" means the 

Government of the State. of Punjab in the. Department of Personnel aQd Administrative Refor ns; 3 5 

1072 (f) PUNJAB GOVT. GAZ.. MAY 25.2018 4, 1940 SAKA) "recognised university or institution" 

means,- (i) any university or institution incorporated by taw in any of the State of India; or (ii) any other 

university or institution, which is declared by the aovemment to be recognised university or institution for 

the purposes of these rules; PUNJAB GOVT. GAZ.. MAY 25, 2018 (JYST4, 1940 SAKA) will be 

restiicted only to first generation dependent members/next ot' the kin. Nore:-The Government reserves the 

right to include any other category of Awardees for the purpose of providing employment to the category 

of War Heroes. as may be notified 

3. Nationality, domicile and character of persons appointed to the Service.— (l) No person shall be 

appointed to the Service unless he is, - "Service" means any Group • A' Service, Group 'B' Service or 

Group •C • Service constituted in connection with the affairs of the State or Punjab as per scales given in 

the Appendix; (h) "Service Rules" means the service rules made under Article 309 of the Constitution of 

India rgulating the recruitment and conditions of service other than the general and commom conditions of 

service of persons appointed to any service or post in connection with the affairs of the State of Punjab; 

and (i) "War Hero" means a services personnel or a para- military forces personnel, who is a bonafide 

resident of Punjab Stateand has tren killed or discharged from service on account ofdisabiiity suffered by 

him on or after 1st January, 1999 while fighting in a War declared so by Government of India, in 

operations in Kargil or any other Sector in J. and K. in the on going conflict with Pakistan other operations 

"hich may be notified by the State Govern:uent to have been undertaken for preserving the unity and 

integrity of the Country. or a defence •services personqel or a para-miiitary forces personnel who was a 

bona fide feeident of Puniab State anc was posthumously decorated with ParamvirChakra, Mahav_ir • or 

Vir Chakra : provided that,-. In exceptional instances. the cases of such War Heroes may also be covered, 

•with the prior approval of the Department of Personnel who though, bona fidg residents of Punjab State 

are yet closely connected' to the State of Punjab: (a) (b) (c) (d) (e) a Citizen ot' India ; or a Citizen or Nepal 

; or a Subject of Bhutan ; or a Tibetan retugee who came over to India before the 1st day of January, 1962 

with the intention of permanently settling in India ; or a person ot• India origin who has migrated 

from•Pakistan, Burma, Sri Lanka and East African Countries of Kenya, Uganda and United Republic of 

Tanzania (formerly Tanganyika and Zanzibar), Zamba, Malawi, Zaire, Ethiopia and Vietnam with the 

intention of permanently settling in India: Provided that a person belonging to any orthe categ&ies (b), (c), 

(d) and (e) shall be peyson in whose favour a certificate ef eligibility has been given by the Government of 

Punjab in the Department of Fome Affairs and Justice. (2) A person in whose case d certificate of 

eligibility is necessary may (3) (b) In .the case of War Heroes; failing in the category'(ii) above, the 

benefits to be üiven•by the State Government be admitted to an esamination or interview conducted by the 

Commission or the Board. as the case may be, on his furnishing. proof that he applied for the certificate 

but he shall not-be appointed tQ the service unless the nece•sary certifica_te is given to him by the 

Government of Punjab in the Department •of Home Affairs and Justice. Nö person shall be-recruited to the 

serv ce-by direct appointment, Unless he produces,- (a) a certificate of character frorn the principal-

academic officer 1074 4. (b) PUNJAB GOVT. GAZ., MAY 25, 2018 (JYST 4, 1940 SAKA) of the 

university, college, school or institution last attended, if any, and similar certificates from two responsible 

persons not being his relative, who are well acquainted with him in his private life and are unconnected 

with his university, college, school or institution; and an affidavit to the effect that he was never convicted 

for any criminal offence involving moral turpitude and that he was never dismissec or removed from 

service of any State Govemment or of Government ot' India, or of any Public Sector Undertakings. PUN 

JAB GOVT. GM., MAY 25, 2018 (JYST4. 1940 SAKA) 1075 Disqualification.- (l ) No person,- (a) (b) 5. 

Age. who has entered into or contracted a marriage with a person having spouse living; or who, having a 

spouse living, has entered into or contracted a marriage with any person, shali be eligible for appointment 

to the Service: Provided that the Government, if satisfied that such marriage is permissible undor the 

personal l.aw applicable to such person and the other party to the marriage and tkY t r.here are other 
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grounds for so doing, exempt any Derson from the eperation of this rule. — ( I ) No person shall be 

recruited tp the Service by direct appointment, if he is less than eighteen years or is more than Ylirty years 

of age in the case of non-technical posts and thirt) thfee years in t case of technical posts on the 1st day of 

January ofthe immediately 'receding the last date fixed för submission of applications Fy the Commiss on 

or the Board, as the case may be, or unless he is within range of minirnum and maximyrn age limits as 

may be specifically fixed by the. Governn,ment from time to time : Provided that where diff&ent lower 

ang upp•er age limits have been specifically prescribed for posts in the Service Rules, these limits shall be 

omade applicable for appointment-to such posts:' Proyided further that the ipper age limit may be relaxed 

up to forty-five years in the case of personklréady in thS employment pf the Punjab Government,' other 

State Goveimment or the GQ vernment of India: Provided further that in- t6e of' belonging to Scheduled 

Castes and other Back' vard Class, the upper age limit shall be such as may be fixed by thc Government 

from time to time. (2) In the case ex-servicemen, the upper age limit shall be such as has been prescribed 

in 'he Punjab Recruitment of Ex-servicemen Rules, 1982, as amended from time to time. (3) tn the case Df 

appointment on compassionate grounds on priority basis, the upper age limit shall be such as may be 

specifically fixed by the Govcrnment from time to time. (4) In the case f appointment ofa War-Hera, who 

has been discharged from defence services • 'r para-military forces on account of disability suffered by him 

or his widow c dependent •nember of his family, the upper age limit shall be such as may 'e spccificapy 

fixed by the Govemment from time to SA. Increase in upper age limit.- Notwithstanding anything 

contained in rule 5, on and with effe from the commencement ofthe Punjab Civil Services (General and 

Comr aon Conditions ( EService) Amendment Rules, 20 1 0, where in any other Service n les, or in Go 

lernment instructions, the upper age limit for appointment to ary Service or for any category or persons, if 

different from thirty five it shall be deemed to have been increased by two 6. Qualification et Subject t the 

pmvisions of these rules, the number and character of pests method ofr -'cruiünent and educational 

qualifications and experience for a 'pointment o a post or posts in •a Service and the departmental examini 

lion, if any, Shan he such as may bc specified in the Service Rules made fi •r that Servic e: Provided that 

where appintmeNl and Group ' B' non- technical post is offere to a War-hc ro. who has been discharged 

from defence services or para-m Iliti •y forces on account of disability suffered by him or his widow or 

dependent ember of his gamily. under the instructions issued in this behälfby the Gofern:nent, the 

edL.cational qualification to bc possessed by such person shall be Taduation fom a recognized university. 

Such person• who is offered Gro•JP A' and Group 'B' or Group •C' nan-technical post, shall not, however, 

be réqqi red to possess e.xperience of technical ornon-technical post at the time aitial appoin .ment. 3 1076 

PUNJAB GOVT. GAZ.. MAY 25, 2018 (JYST4, 1940SAKA) 7. Probation.— ( l) A person appointed to 

any post in the Service shall remain on probation for a of three years. if recruited by direct appointment 

and one year if recruited otherwise: Provided that.- (2) (3) (a) any period. after such appointment. spent on 

deputation on a corresponding or a higher post shall count towards the period 01" probation: (b) in the case 

of an appointment by any period of work on an equivalent or higher rank, prior to appointment to the 

Service, may in the discretion of the appointing authority, be allowed to count towards the period of 

probation; (c) any period of officiating appointment to the Service shall be reckoned as pel iod spent on 

probation; and (d) any kind of leave not exceeding six months during or at the end of period of probation, 

shall be counted towards the period of probation. If, in the opinion of the appointing authority, the work or 

conduct of a person during the period of probation is not satisfactory or he has failed to pass the 

de')arttnental exanlination. if any, prescribed in Service Rules within a period not exceeding *one and a 

half years from ihe date of arpointtnent, it tnay, - if such person i recruited by direct apoointment, di»ense 

with his service, ot r:vert him to a poston which he held lien prior to his appointment to the Service by 

direct appointment : and (b) i r such person is appointed otherwise. revert him to his farmer post; or (ii) 

deal him in such other manner as the terms and conditions of the previous appointment permit. On the 

completi(9, of the period of • probation of a person, the appjiffting at:th0Fity may - • it-his work and 

conduct has in its opinion been satisfactory (a) confirni such person, from thé date-of his appointment 

PUNJAB GOVT. GAZ.. MAY 25, 2018 (.1YST4. 1940 SAKA) or from the date he completes his period 

or probation satisfactorily, if he is not already confirmed; or (iii declare that he has cotnpleted his 

probation satisfactorily. if he is already confir•ned•, or If his work or conduct has not been in its opinion. 

satisfactory or it* he has failed to pass the departmental examination, if any, specified in the Service 

Rules- (i) dispense with his services, if appointed by direct appointment or ifappointed otheru•ise reveri 
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him to his fomer post, or deal with him in such other manner as the terms and conditions of his previous 

appointment may permit ; (iii extend his period of probation and thereafter pass such order as it could have 

passed on the expiry of the period of probation as specified in sub-rule(_ I ): Pt ovided that the total period 

ofprobation inchiding extensuon, if any, shall not exceed three years 

8. Scniority.— 'he seniority inter se of persons appointed to posts in each cadre ot' a Service ;hali be 

determined by the length ofcontinuous service on such in that c K}re of the Service: Provided that in the 

case of persons recruited by d.' rect appointment who join within tht period specified in the order 

ofappointment or within such x:riod as may be e.' tended from time to time by the appointing authority IO 

a offi »ur rnonths from the date ororder ofappomtment the order or. merit determined by the Commission 

or the Board, as case may be, shall not bc disturb Provided further that in case a persön perrnitted to join 

the -post after the expiry o:' the said period of four tnonths in consultation •with the Conunission or the 

Board, as the case Inay be. his seniority shall be determiaed from the date he jc ins the post: Provi(Rd 

further that in case any person of the next selection nas joined a post in the cadre of the concerned Service 

be tore the person referred to in lhe preceding proviso joins, the per.sati so referred Shal' be placed beiow i. 

1078 PUNJAB GO IT. GM., MAY 25, 2018 (JYS '4, 1940 SAKA) PUNJAB GOVT. GAZ., MAY 25, 

2018 (JYST 4, 1940 SAKA) by the oppointing authority. 1079 all the persons ofthe next select on, who 

join within the tirne specified in the first proviso: Provided further that in the case of two or more persons 

appointed or. (he same date, their seniorit) shall be deterrnined as follows:- (b) (c) (d) a pcrson appointed 

b: direct appointment shall be senior to a person appoi nt otherwise a person appointed b.' promotion shall 

be senior to a person appoin!ed by transfe , in the -'ase of persi nq appointed by promoticn or transfer, the 

senioriry shall be dr termined according to the seniority cf such persons in the appc .nr.ment from which 

they were promoted or transre•red ; and In the c mse of persol appointed by transfer fro n different eadres. 

their seniority shac be deterrn.ined according to pay, preférence being riven to a pe who was drawing a 

higher rate of pay in his pre .'ious appoin m,ents; and if the rates of Day drawn are also length of service in 

these appoimments•, the saane, then by 1 uch service is also the san•e, an older 2-erson 'he length of shall 

b: senior to a ounger person• : hat-in Ibe case of persons recruited by direct ided further appeir tment in 

the. ime cadre obtaining equal same selection process. t -'e inter-se-seniority shal be determsned on 

Phat•is, an older person shall be senior to the tye basis of their ag your gr person. " Seniority of perso 

appointed on purely pr ovisional basis or 11. Leave, pension and other matters.- In respect of pay, leave 

pension and all other matters not expressly provided for in these rules, a mernber of Service shall be 

governed by such rules and regulations as may have Been or may hereafter be adopted or made by the 

competent authority 

12. Discipline, penalties and appeals.- (l) in the matter of discipline. punish nent and appeals, a member 

of a Service shall be governed bv the Punlab ( ivil Services (Punishment and Appeal) F'.ules, 1970, as 

amended from time to t me. t'he authori:y empowered to impose penalties specified in 5 of the Pu Civil 

Servces (Punishment and AppeaD Rules, 1970, the appellate authority thereunder in respect of the 

Government employee shall such IS may be spe;ified in the Service Rules. 1.3. Liability for vaccination 

and re-vaccination.- Every membet of the Sen ic: shall get hilaself vaccinated and re-vaccinated when 

Punjab Goven taent so directs by a speciål or general o •der. 14. (a lh of apegianee.- Every member ot' a S 

'twice, unless he has liteady done s shall bc req fired to take oath of allegiance to India and the Consti of 

India a by taw established. A. Minimum Educ,ational and o lher Quakifications for appoil t nent to the post 

of Senior Assistant by — C it ect Appointment• No pethon shau be given direct app.'irtrnent to the p DSt 

of Senior Assisi a It ihe Punjab on- adhoc basis *hall be de: as and when ftey are regularly dopointed 

keeping vim* he dates of such regular appointment 

9. Liability ot• members o Service to tran•fer.- A T ember ofa service * be transferred to any po %yhe 

same terms and condi Service Ru:es, Vo}umeqf Liability to, serve.-A ni whether thin or out 9 whetheé 

ineluded in any ther service or not, • N s as are specified in rule 3.17 of the Punjab Part: l'. n.ber of Service 

shall be l. able to sen at anß tne State of P'enjab, on be ng ordered so to do," Goverf raent, unless he (i) 

*sesses Bacheloris Degre« f.æom a recogniged University or Insti :etion•, and (ii) . u.llifies in. thee 

mpetitive test . specifii: by tlie appoirting authority I'rorn ne to time; and Promotion Ft•orn arnongst the 

who have an exper•ence ofW( rking as such for a minim 1m period of five yea-s 4 1081 1080 PUNJAB 

GOVT. GAZ. MAY25,2018 (JYST 4.1940 SAKA) (iii) Possesses at least one hundred and twenty hours 

course with hands on experience in the use of Personal Computer or Information Technology in Office 
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Productivity applications or Desktop Publishing applications from a Government recognised institution or 

a reputed institution, which is ISO 9001 , certified. OR Possesses a Computer information Technology 

course equivalent to 'O' level certificate of Department of Electronics Accreditation of Computer Courses 

(DOE ACC) of Government of India. (2) The person so appointed as Senior Assistant in térms offhe 

Provisions ot' sub-rule (l), shall have. before his appointment, 'l paesed a test in English and Punjabi 

respectively typevaiting on Computer to be conducted by the Board or the appointiag authority orthe 

Department ot' rnformation •rechnolw as the ease may be, at a speed of thirty words per minute. Provided 

hat where appointment ot' Group non-technicai post is offered to a WAr Hero, who has been dscharged 

from Defence Services or dependent fr6m Defence Service' or dependent member of his family under the 

instructiÖns issued in this behalf by the Govénment, the educational PUNJAB GOVT. GAZ.. MAY 

25.2018 (JYST 4. 1940 SAKA) qualifications to be possessed by such person shall be Graduate from a 

recognised University or Institution. However, such person shall not be required to qualify the test in 

Punjabi type-writing as provided in sub-rule (2)". IS. Minimum educational and other qualifications,- (i) 

(ii) No person shall be given direct appointment to the post of Clerk under the Punjab unless he possesses 

the Bachelor's Degree from a recognised university or institution; and Possesses at least one hundred and 

twenty burs course with hands on experience in the uke Personal Computer or Information Technology in 

Oftice applications or Desktop Publishing applications from a Government recognised institution or a 

reputed instityti( n, which is tso 90C I , certified. OR Possesses a Computer infortuation Technology 

course equivalent to 'O' level certificate of Departme t of Electron ics Accreditation of Compurer• Course ( 

DOEACC) of Government of India. (2) The person so appointed as Clerk ir terms of the provisions of sub- 

rule (l ) should hive before his appointment passed "a test in English and Punjabi Typewriting respectively 

on computer, to be conducted by the Board or the appointing authority or the Depantnen • if information 

Technology, as the ense may be, at a.speed of thirty words per :ninute. Prpvided that where appointment of 

(irntp •C non-te.:hnical post is .)fiired to a War Hero, who has been disch, ged from defer-ce services 

lependent memeber of his family under thc instructions.issuéd in this behalf' ny the Goyetnmentt the 

educational qualific lion to oe possessed by such person shai.l be Graduate from a recognised Un érsity cr 

Institu lion. However, 1082 PUNJAB GOV"I'. ( iA/,., MAY 25.2018 (JYS f 4. 1940 SAKA) INJAB 

GOVT. GAZ.. MA 25. (JYST4, [T-writinu, as ton such a •r S •ale hen qvpt sho five . trio test •nog be (ds 

per per . ot. appointment as Senior % •.t. norrapher". .•.scsses at Veast one hundiViI hours course with 

it;uni•. xperienee in rhe use or [nfonnalton It '{Tice Productivin , Desktop Plih'ish"v Possesses a 

Technology course equ:valenl to level certificate ot' Departlnent Electronics Accreditation ofComputet• ti 

)F.ACC) Of Governrnent a nd hltuabt such persor shall not be required to quality the test specified it sub-

rule(2)" * 1 5A. Mivilllt•m Educational and other Qnaiilicatio post of Senior Scale by Direct Appointment 

No perscm shall be giver. direct appointment to the post ofSeni'jr Scale Stenographer under the Punjab 

Government, unless he — i) Possesses thc Ba •helor's Degree •rom a recognised niversity orlns!iütion; and 

ii) Qualities in a Stenog •aphy test iu four oaras (two in Punja "i and two in Eng :isil language) containing 

words •-•ach as follows:- q a) •,ae passage in shall he dirwed at a speed words per .e In Pnniabi !anguo.ge 

required be xanseribed lhese (a7 typew ritcr. com •rutery a; speed words per te•, and (he passage nu 

English shad be Stenograv he experieitc.c is anu ngsl have -•xpene such a mill" vears•, avd in lour in 

English lang words v-'ac.h as (a ) tye oassa directed at a pun A1 inut•.s li to be .-.'„tZ'tionaI and other 

qualifications for appoimn•enl to the post .tunior Scale St;nographer.- No perv.,fl be given enographer Inst 

ituuon. Quallifie.s a the appointitj:• time to tinte i" at least •v \ nenence in in ()fftce from which is iSt teno-

tvplst eolnp the. con . pee words per a speed English 'ant" :aze , ± transcribed these. at typewriter.t 12 word 

< at the speec Ot" pe ',tntnute Uhe i-•andidates onunilting not vre Ilian mistak;s in aggregate a.)d only at' 

ne.• she qualifies senograph_v test in bp the languagc lai! he considered t have qualitied 01 aug per , 

ivot•ds 4 


