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Instruction to the candidates for Stenography test for recruitment of Jr. Stenographer

1,

Computer and shorthand notebook will be provided to the candidates.

Candidates are required to report at the venue at least 30 mins before the reporting time
indicated on their Call Letter. The candidate must bring the Call Letter issued to him/her by
the Institute for securing admission to the test.

Travelling and other expenses must be borne by the candidates themselves.

The candidates will be required to take their seat ten minutes before commencement of the
Stenography Test. If the computer goes out of order during transcription, the candidate
should not shout or disturb others, but should remain seated quietly and inform the
Invigilator. Necessary arrangements will be made for completion of their test.

Candidates should type their Roll No. and password to be provided to them at the venue, in

the appropriate space on the screen and verify personal details on the next screen and press
the button ‘SUBMIT’.

The medium of Test will be in Hindi / English. The candidates will have to opt for the medium
of the Test at the venue. Only "Kruti Dev" font will be used for Hindi transcription.

Candidates shall be given one trial passage of one minute’s duration which need not be
transcribed. Thereafter, the actual passage shall be dictated. The candidates will be given
one dictation for 10 minutes in English or Hindi (as opted by the candidate) at the speed of
80 w.p.m. for the post of Junior Stenographer. As soon as it is over, the candidates shall
return to the transcription room and read their shorthand notes silently for ten minutes. The
time for the commencement of the transcription will be announced by the Invigilator/Venue
Supervisor as soon as the reading time is over., Thereafter, they will have to complete their
transcription including comparison, correction etc. within the stipulated time.

The transcription time is as follows:

Sl. | Language of Skill Test | Time Duration (in minutes) | Time Duration (in minutes)
for the candidates eligible
No for scribe

1. English 50 70

2. Hindi 65 90
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Candidates should not tear any sheet given to them. When the printout of the transcript
typed by him/her is given to him/her, he/she must write his/her roll no. and name on each
page, sign and handover the same to the invigilator along with the Shorthand Note Book
after duly signing and writing roll number on each page.

Candidates should not take either script or any blank typing paper out of the Examination
Hall.

Every candidate will be provided an attendance sheet with his/her Roll Number. He/She will
be required to sign it before the beginning of the Test.

Candidates shall not be permitted to leave the Examination Hall until the expiry of the Test.

On completion of the test, the candidates shall remain seated at their desks and wait for
further instructions. They must not type, write or erase after the expiry of the allotted time.

Silence must be observed in the Examination HALL. Smoking / Chewing tobacco in the
Examination Hall is strictly prohibited.

Candidates must abide by further instructions, if any, which may be given to them by the
Supervisor. If any candidate fails to do so or indulges in disorderly or improper conduct,
he/she will render himself/herself liable to expulsion from the Test.

Any request for change in time/date/centre/medium of the test will not be entertained by
the Institute under any circumstances.

Possession of mobile/cellular phonesor any communication gadgets (whether in use of not)
in the examination hall is strictly prohibited. Candidates are advised in their own interest not
to bring these gadgets to the examination venue as there may be limited facility for safe-
keeping.




