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the posis of Junior Office Assistant

Common necnnlment & Promolion Rule« o
Departments of- Hlma(lnl

(Information I'e«_hnology) Class-lIl {(Non- iazeiizd) in various
». -Pradesh Government.- 2 i B RNt

S aE ’ Name of Post : e Juniar Dfrh © A_.stslant (lnfol manon' rechnology)
2 Eain e s ; i i
Jprra o Number of Pasts : : As ganc tioned by the bovernmenl frorn time
e o ; e K to i:lme in the concerned Departiments.
3. Classificatﬂ)n' . Iase mﬁ{l_\l—on Gavetled) (Ministerial Selwces)
4. Scale of Pay : ——'(]] Pa\! 5cale: for reeular incumbents:
I LA Pay Band ¥ 5610- 20200/- + % 1950/- Grade
Pay
(ii) I:rmdumentsjort _ontract Ernnlovees
' f . 5 }860/ as pear dera:ls gwen in Col. No. 15-A.
5.7 whether “Selection” . ymﬁt or - Mot anplicable
“Non-5election” Post
6. ‘_ ‘Age for direct recruitment : ' Berw.:en 18 and 4% years

Provnded th‘1t the upper aga limit for dnert recruits will nol be

appllcalJle to the candicdates already. in service of LhP Government lncludmg

’rhose who have heen anpmnted on adhoc or on :onlracr |JESIS . :

Prow(led fl.”t]lf‘l th atifa ramllddle appomted on adhoc hasns lmcl

become. over :ugp on lhe (Iatp when he was appulntecl as such he shall not he

eligible for any relaxation in the rjli-S(llilEd age limit by virtue of hm such adhon_ ‘

or contract appomtrnc.nt.

" Provided further that upper age lirnit is relaxable_for Schecluled
Caste‘;/ScheduIed TrllJes/Dther categories of persons Lo the extent Dt’rl‘hlbl;lblt.' uncle:

sr L, ey - the generdl or special order (s) of the Himachal Pracdesh 1.-overnment.

Provided -further ti':al' S the  employees’ of all the . Public Sector
Cmporanons and Autonomous Bodies wlm haprened to he G ovs-rnmenl sr’rvant hefore
'ahsorp_tlon in Puhhc Sector Cr.ar|mratmns/Aulormmous ﬂodles at the time of initial
constitution of such (.orpmallons/ﬁ\lllonomuu. Bodies shall be allowed age concession

in direct recuut.ment as admissible 1o l:-mrL—lnment servants. This concession will not,
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however, be admissible ta sucl, stafl of the Public Sector Corporations/Autononious
Bodies who were/are subsequently appointed by such Corporation/Autonomnus Bodies
and who are/were finally absorbed in the service of such Corporatinons/Autonomous

Bodies afterinitial constitution of the NMulilic Sector Cnrporél_ions//\utonomous Boclies..

"Notes: -

{.1) Age limit for direct recruicment will be rec koned on the first clay of the year
in which the past(s) i5/2> advertised for inviting applrrarlm:s or nolified Lo.
the E mploympm I ):Lhun[ s, 55 the case may be.

(2) /\ge and experience in ihe case vi djrect rLt-.«—-u||ne||[ are relaxable at the
discretion of the Himachal Pradesh Puslic Service « "mmission in rase the
candidate is otherwise well qualified.

7 Minimum Educational and other a)  ESSENTIAL QUALIFICATION :

5 . 2 ; y % . [
qualifications requirerd for direct i) 102 from a recoghnized Board I'Jf‘JChOOt
recruit(s): [c!ucannn/Uluvers‘ly Js i ‘
i ‘i) One _year Diploma in Caompule)

- Science/Computer Application/ Information
Technology from a recognized University/ -

Institution.

iii) Computer Lyping speed of 30 words  per
minute in English or 25 words per minute in
Hindi.
' OR

i) 1042 from a recognized Board of School -
'E(hncation/tlniversity. ‘

A i) 0" oy Al level Diploma from Mational

Institute  of . Electronics. &  Information
“Technology (NIELIT). :

iii) Computer typing speed of 30. words  per
minute in English or 25 words per nllﬁllh’-" in ‘
Hindi, [

B o e

i) “10+2 from a recognized Board of School

Education/University. - : I
i) Diploma in Infmmdtmn Technology (Ir) froim .

! a recagnized ITI/Institution.

iii) Cnmputer typing speed of 30 wurnls per
minute in English or 25 WnuIJ per minute in
Hincli. .

h) DESIRABLE QUALIFICATION (S):
Knowledge of customs, manner and dialects n

-y iy e
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Whether age . and  educational
qualifications - prescribed  for
direct recruits will apply wn the

- case of the promoters:

. Period of Probation, if any :

Method(s) of  recruiuaent,
whether by direct recruicment o

by promaotion, seionchiment,
transfer and the percentage of

post(s) to be filled in by vaiious

methods:

In  case of recruitment by
promotlon” seconcliment, transfer, .
grades from which promotion/
secondment/ transfer is o he

made;

It a Departmentil Promotion
Committee - exists, whal is ity

composltion ?

Circumstances under which. the

ALPPS.C is ta be consultad in
. making recruitment:

Essential requirement for a diredt

e cruitmeht: :

.‘ .,. ;/@0_ ;

Himachal .- Pradesh  and  suitability 1"01_"
appointment  in - the peculiar  conditions

prevailing in the Pradesh.

Apge . Nol applicahle
Educational Qualification:  Not applicable.

Two vears subject to such further extension for a
period net exceeding one year as may he ordered
hy the competent authority in special circunistances

and reacons to be recorded in writing.

100 % by direct recruitment on a regular basis or by -

recruitment on contract basis, as the case may hea.

Mot applicable.

Not applicalile,

as requirad under the Law.,

A candidate for appointment to any service or post
must ba a Citizen of India. . '
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selection for appointment to the

: |5ﬂ:;t by direct recruitrnent:

selection for appointrnent (v the

post by cantract recruitment:

| '/M, I

Selection for appnintment 1o the post in the case

ol diect recruitment shall be made on the hasis of .

viva-voce test, if Himachal pracdesh Public Service

Carnmission or other recruiling authority, as the

* case may be, sO consi:.ler necessary or expecliznt

by A

an

written test  or practical  Lest, the

standard/syllabus,
determined by the Commission or olher recruiting

authority, as the case may he.

Natwithstanding anything contained in these
rules, contract appnintments’ o the post will be

ade subject to the terms and conditions given .

|53|f,|\‘._

CONCEPT.

(a) Undey this po\it'.v.-”“" . e OSUAE
.Assisl‘anl(lnfm’rn'u;r_m' Technology: i

(Name of.the

Department of _ s
engaged ©on

pDepartment), 1.P. wit he
contracl basis initially for one year, which
“may he extendable on year to year basis:

provided thal for extension/
renawal of contract period un, year to year
pasis, the concerned HOD shall issue. 2
certificate that the service and concduch of the
contract appointee is satisfactory curing Lhe
year and only: then his/her period of conlracl

is Lo be renewecl/extemled. }
(b) POSY__F/ 1.5 _WfT!_‘I![\i_TI-jZ

Co5B .

Hadell o

PURVIEW OF HP

The HOD (Designation of the appointing
“authority) after obtaining the approval of the
Government Lo fill up the vacant post{s) on
contract hasis. will place the requisition with
the concerned recruiting agency i.e. Himachal
pradesh  Subordinate services Selegtion
poard, Hamirpur.

(c) The selection will'he made in accordance wilh
the eligibility conditions prescribed in these
R&P Rules. :

 CONTRACTUAL EMOLUMENTS:

The - lunior Office Assistant  (Information
“rechnology)’ appointed on contract basis will

etc. of which. will  be”
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e paid | consolidated  fixed  contractual
amounl @ ¥ 7860 per month (which shall be -
equal to. minimurn of the pay hand + grade
Apay). /\n'amnunt of T 236/- (3'_2-6 of _the
minimum of. pay band + grace pay ofl the
jivet) aﬁ annual .increase in contractual
emaluments for the subsequent yvear(s) will

be allowed, if contract is extended beyond

DNe year. :

() " APPOINTING/ DISCIPLINARY AUTHORITY:
Head Ul"-the Department (Designation of -
: will  be

Thae
©the appointing authorily) H.p,
appointing and discr’plinary authority.

(V) SELECTION PROCESS:

Selection for appointment o the post in the
raze of Crintract Appaintment will e made
0 on the basis of viva-voce test or.if considered
g, & b e necessary or expedient by a written test or
praciical test, lhe_st_arn"mn.f/syl!aml.\; eftc. of
which will he determined by (e concerned
recruiting. . agency ja. .p. Suhordinate
LServices Selécllun_noar‘d, Hamirpur,

() .. COMMITIEE FOR SELECTION OF CoNTRACY UAL

/ £ ' e © APPOINTMENTS: |
) ‘o |
o As niay be conslituted by the concerned

racruiting agency ie. the Himachal Pradesh :
Subordinate | Services Selection Board,
Hamirpur from time to time. '

(VI AGREEMENT:

After selection of a candidate, he/she shall.
signan agreement as per Annex{_rre-"B"_
appended-to these Rules. e

(v TERMS AMD CONDITIONS: .

#) - The contractual appointee will be paid fixed
contractual amount @ T 7860 per maonth:
{which shall he equal to minimum of the pay
hand 4 prade pay). . The contract appointes
wWill be entided for increase in contractual
Bivount @ ¥ 236/~ (3% of rnlhimum of the
pay band + grade pay of the post) for further
extended years and no other allied benefits-
such as senior/selection scales etc. will pe
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giver,

(h)  The service of the Conlract appointee will be
purely on temporary basis. The appointiment
is liable to be terminated in case Lhe
performance/conduct. of the’ conlracg'
appointee is not found satisfactory. i

: () Contract. appointee will be. entilled foi one
. i \ £ day’s casual leave after putting one month
service. However, the.contract appointee will
aen Le entitled for 16 weelks malernily leave,
10 dajs medical leave and 5 days special
leave.  He/f-nag ghall not be entitled [ar
meilical re-imburs.ment and ITC etc.  No
leave - of any Other wuwa .« ahove is
admissible to the contract appointee:
provided that the un-availed ('?]‘Li-ﬂ‘
leave, imedical leave and special leave can e
al,cumulaled upto-the calendar year and. will
not be carried forward for the neM mlmu] ar

year.

(d)  Unauthorized absence from the duly without
the approval of the Controlling Officer shall
automatically lead to the termination ol the
contract.” However, *in- exceplional  cases
where the circumstances for un-authorize:l
absence fromi  duty were beyond his/her
contro] on medical grounds, such period
shall not he excluded while considering
his/her case [or ‘regularizalion bhut the
incumbent  shall have to intimate  the
controlling authority in this regard well in
time. However, the contract appointee shall -
not he entitled for contractual amount for
this period of ahsence [rom duty: '

L

Provided that he/she shall submit  the
cerlificate . of -illness/fitness issued by the
Meclical Officer, as per |J|°le|ll|[; |nsl| uctions
of the Gover nmPnt

(&) Ak official appointed on contract basis

who has completed three years tenure at

: ane place of posting will he eligible for

' AL oy , : transfer on need hased basis wherever
required on administrative grounds.

(f) Selerted candidate - will* have Lo submit a
i certiticate © of  his/her .fitness “from a
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Reservating:

Departmental Eamlnation:

Pawer to Hela:

f" -
o ,}-&@Lz' -

Governmeni/hegistered Medfical
Practitioner.. Wormen candidate pregnant
heyond 12 weeks will stand temporarily anfit
till the confinement is over. The women
candidate will he re-examined . for fitness
authorized  Medical  Officer/

fioin an
PMractitioney.

(2) . Contract appointee will be entitled to TA/DA-
iF required (0 go on tour in connection with
-hi.;/’F'iér'r:nfl'ici;ll duties at the same rale as
;-:g:-i'-n'ical-‘ale‘m reg'uEar' counterpat officials at
Phe minin.lt'_nn ol pay scale.

(h)  Frovisions of service rules like FIUSIE Leave
nles, GPF Rules, Pension Kules & Conduct
milzs ele. as ave applicabile in case of 1epular
employees will not be applicable in case of

contract appointees. They will be entilled for -

emnoluments ete. as detailed in this Column,

The appointment: to the sarvice <hall Le subject o

ouders  regarding  reservation in the - service for

Scheduled Castes/ Scheduled 'l'rihes'/"()tlmr Baclward

Clazses/other categories of persons issued by he
Himachal 'radesh Govermment from time o time,

Mot Applicable "

Where ihe State Govt. is of the opinion that it is
necEssary of expedient to do so, it mavy, I.:v'dn.fr‘.-r for
rrasans to b recorded in wiiting and in consullation
wiliv the Hivaachal Pracdesh Public Service Conimission,
relat any of the provision(s) of Ihese rules wilh respect

Lo aity Class o caregory of person(s) or post (s).



“*Form of cantrart/agteemcnl to be execuie

(’ontrﬂcl appomtee (heremanar called the

- through

ANNUEXURE-"0"

A between (he lunior Office Assistant (Information
Tu_chnology) and the Government of Hima Iml pradesh through —

tlw Appointing Authnnty)

-.Tlgis agreement is made LTAE | AR N SR __day of . in the
VR : i y between ‘ o L | IR S S/o/D/a
Shri _l R/o SR e S f=.. ol

FIRST QANITY), AND the Governor of Himachal Praclesh
(Desubnnln-n of the Appointing: Authority) Himachal Pradesh

(here in-after (_dliecl the \.LC()ND I .l"\l“r')

' Whereas, the SECOND PARTY has engaget [he aforaesaid F IR‘.I PARTY and the l—lﬂ:f PARTY
.has dgleed lo serve as a Junior UIflCP Assistani(l ) on contract hasis on lhe following terms

and conditions:-

1. 'That_‘tl'le FIRST FARYY shall revnain in the service of the S{E(ZOND PARTY as a Junior '

Office ‘Assislant(!T) for a period of one year commencing on. day of

and ending on tha. e|.1\/ [ e

' '“P”“““F""I and agreed upon by both the pnruc; that the conwact of the FIRST PARTY
'wuh S[LOND PARTY shall ipse-facto 5la and terrminated on the ]dSt wrorking Lidy ie. Q.

and IllfoHl]nUL- i notice shall not be nt;cesstuy

, Provi ed thal for |:||l'l|“lf‘|l'1 ,th'[lii(‘lﬂ/l"ﬂf\t_'i\r\if.!l of contract period an year lo
year basis the concer ned HOD s shall issue a cerlificate that the service and canduct of
the contract appointee is salisfactory during the year and’ only then his period uf

contractis Lo be renewed/extended.

2. The contractual amount of 'tl'na: I?IR‘E,‘T PARTY will be .3 7860/-per month.

3. The servlce of FIRST PARTY will he |u|rw|y on tempomly basis. The appointment is

liahle to be ter n.u\:\iecl in cace the IRIETY formance/conduct of the contract appointee is
not found good or if a rezular inc u:r.lmnl in ‘|r||'m|ntec|/|)nste « against'the vacancy

- for which Lh:ﬂ first party was engages on contract.

4. Contractt. 1 Junior Office Assistant (Information rw.hnology) will be. enlltled for one
day’s casual leave . Yter putting one ynonth service. However, ‘Lhe contracl ammlnrc:P
will also be entitle  or 16 weels nternity leave, 10 days medical leave and 5 days

special leave. M- ~hall nut he “entitled for medical re-imbursement and LTC etc. ;
Mo .—wve 0T any other kind except above is arhmfslhle to the Tunior Offlce As:.uslanl

(ir): -

1 Provided that the uncavailzid casual leave, medical lecave and special
leave can be accumulated uplo tha ralendar vear-and will not be carried torward for

'+ - the next calendar year.

__(Designation of -

1t is specifically.
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‘Unauthorized abisence fromi the duty without ihe apprnval of the Controlling Officer

shall automatically lead 1o the lenmln.mon of the (nnhact
foor un- authnrized uhmnre from duly were beyontl

suich |u,||nrl shall not be e).clutlul while

IHowaver, in exceprional

cases where lhe circumstance:
- his/her control on muhuai gn)uml'
considering his/\_\el case for regulaiization but the incumbent <hall have Lo intimate .

" the controlling authority in this rr“}_,all‘ well in tirne.

However, the contract appoint2e shall not be antitled “for contractual

dmounl for tlnr period of abhsence r.\..n (Iul\/

- provided that Ine/slu: shall subnnit the certificate of illness/fitness issued Ly

the 1Vlec1|ca| Officer, as per nr ?V—nlmg instructions of 'ihe Government

6. Junior Office Assistant (1n!"c-rr'nalion Ter'nnoln(;\;) aprujimed on contract basis who
has completed three years tenure at ane place of posting will be eluublp for transfer

on need hased hasis whe;e\rer reuirsed on aclmml*.u ative gr ounds.

o sttt a :':er!ifil‘:zule of his/her titness from &

7. Selected candidate will have
case of women candidates

Govermnent/l{eblslered Medical Fractitioner. In

. preghant beyond twelve weele vill render her”
e should be re- -examined for fitness from

lempnranly unfit lill the

confinement is over. The women «© -andidal
an authorized Medical Officer/Prat L |oner

| ha entided 10 1 ﬂ,/DA if required to go on tour in connection

g. Contract appointee shal
at the same, rate ac applicable o mgula| fOUlllP ropart

with his/her official duties

official at the mlnnnum of pay scala,
' \‘) 9. The meluveer (_nuup Insurance !.inzln.:me as well as FPFE/GIT will not he applicahle Tl
P . contractual appmnteu(s) ; : ' :

C N WITNESS the FIRST PARTY ANMO SECOMD pARTY have herein to set their hands the
day, omh and year first, almve written. : :

|NTIlF|‘RFS[N(‘tOF wnmrcr , T R : =

(signature of the FIRST PARTY)

“(Mame anid Full Address) (Signature of the SECOND PARTY)



