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NOTIFICATION P

Applications are invited from eligible candidates within the ICAR-CAZRI, Jodhpur and
its RRS & KVKs for filling-up 02 (Two) posts (01 _Unreserved, earmarked for RRS, Jaisalmer
& 01 — Reserved for SC, earmarked for RRS, Leh) of Assistant Administrative Officer in the
Pay Level-7 under Limited Departmental Competitive Examination (25% quota) quota..

2. Eligibility: An Assistant/Personal Assistant working at CAZRI (HQ) or its RRS and
KVKs and having at least three years regular service in the grade as on 1% July, 2021 are eligible

to apply.

3. Therefore, all the candidates who fulfil the eligibility as per rules and willing to appear
in the aforesaid examination may apply in the format printed overleaf for the same through
proper channel. The application should be received at Recruitment Cell, CAZRI, Jodhpur by
or before 12-11-2021. Applications received incomplete/unsigned and/or after due date will
not be entertained.

4. The copy of syllabus and scheme of examination is being uploaded on CAZRI INTRA.

i

i
Assistant Administrative Officer (R)

5. This is issued with the approval of the Competent Authority.

Distribution:

1. HoDs of Division-I/I/II/IV/V/VI, AAOs of Admn-I/IVII/IV/V, AFAOs of Audit-
I/I/IIL, , I/c, Rodent, I/c RCMS, Ve Library, I/c Farm Section, Security Section, OIC-
Carg Taker IGH/ Student Hostel for information and circulation.

2. HDs/M/c, CAZRI’s RRS, Pali/Jaisalmer/Bikaner/Bhuj/Leh for information and
circulation. )

3. 1/c of KVK-Jodhpur/Pali/Bhyj for information and circulation.

4. T/c AKMU, CAZRI, Jodhpur for uploading a copy of this notification alongwith
syllabus and scheme of examination on CAZRI-INTRA.

5 PS to Director/CAO/CFAO, CAZRI, Jodhpur for information.

6. Notice Board.

P.T.O.



Application form

{Application form for one post (Un-reserved) of Asstt.Admn.Officer (AAQ) at CAZRI’s RRS, Jaisalmer
and one post (Reserved for SC) of Asstt.Admn.Officer (AAQ) at CAZRY’s RRS, Leh under LDCE quota}

To

The Director,
ICAR-Central Arid Zone Research Institute,
Jodhpur.

(Through proper channel)
. Sub: Application for the post of Asstt. Admn.Officer under LDCE (25% quota) — regd.
Sir,

With reference to CAZRI’s notification No. 4-137/2012-13/Adm.I (Vol. IV) dated
13-10-2021, I am willing to appear in the Limited Departmental Competitive Examination for
the post(s) of Asstt. Administrative Officer (Un-reserved) / (Reserved for SC) in the Pay Level-
7 under LDCE (25% quota).

2. Further, it is also to be mentioned that I will answer all the paper in
(Please fill the appropriate language either English or Hindi (Devanagari)

Yours faithfully,

Signature:
Name:
Dated: Designation as on date:

Place: Place of posting as on date:



Appenﬁg

The eXamination shall be conducied according to the followin

g Plan:-

Parg | Written €Xaminatio) CarTying a maximym of 500 marks ip the subjects ag shown in
. Para 2 be[gw.
Part [] Evaluation of record of service of suc!

2. The Subjects in which the cangdiq
as follows:.

T e—— : —
- Paper No. Subject

_ \\‘_LW\\\

I Noting, Drafting ang Precijs Writing.

ales will be required to take the Written €Xamination, wij| be

2. Office Procedure aqnq practice generally and g)so specifically with
reference 1 the ICAR.
3. General knowledge of the Constitution of India and Machinery of
Govemment Practice ang Procedure in Parliament
4. General Financial apg Service Rujes.
S. Genera| Studies.
(Ohjective Type)

.\_‘_g____..__‘_\-hA —— T — —— ﬁ_.h-\_\-.\\—\_

Each Paper wij} carry a maximum of 100 marky and wiil be of 2 hours and 30 minutes
duration,

Note:- The Paper on Genery) Studies wi| consist of objective lype questions only.

4. Candidates are allowed the oplion 1o answer bapers (2), (3) and (5) either ig English or Hingi

(Devanagri). Papers (1) and (4) must be answered in English, Question papers will be set botp n
EEnglish ang Hindi,

El

Naote 1. The option wil be the same fo; all the three Papers mentioned aboye and not for
different Papers or different questions 1n the same paper.

Note 2, Candidateg desirous of €Xercising the option to answer the aforesaijd Papers in Hindj
(Devanagn) should indicate thej, intention to do SO in the application forip otherwise it woyg be

assumed (hat they would answer all papers ip, Englisk. The option once exercised shall be treated
as final and pq Tequest for alteratjo in the said coiumn shal} pe entertained.
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Note 3. Candidates exercising the option to answer the. paper in Hindi (Devanagri) may, if they

so desire, give English version within brackets of the description of the technical terms, if any, in
addition to the Hindi version.

5. Candidates must write the papers in their own hand. In no circumstances they will be allowed

- the help of a scribe to write the answers for them.

6. The Agricultural Scientists Recruitment Board / ICAR have the discretion to fix qualifying
marks in any or all the subjects of the examination.

7. Marks will not be allotted for mere superficial knowledge.

8.  Ifa candidate’s handwriting is not easily legible, a deduction will be made on this account from
the total marks otherwise accruing to him.

9. Credit will be given for orderly, effective and exact expression combined with due economy
of words in all subjects of examination.



SCHEDULE

Syllabus of the E:xamination

Whcre knowledge of the rules, orders,

expected to be conversant with amendinen
examination,

instructions etc. is required, candidates wiil be
ts issued upto the date of notification of this

!.  Noting, Drafting and Precis writing

iv addition to questions requiring candidates ¢ petpare notes and drafts on specific problems,
passages may also be set for summary or precis.

2.  Office Procedure and Practice

This is intended to be an intensive and detaiied test in methods and procedure of work in the
ICAR specifically and also in the Government of India Secretariat and attached offices generaily.
Some guidance on the subject can be obtained from:-

(i)  Manual of Office Procedure current at the time of Notification.

(i) Notes on Office Procedure issued by the Institute of Secretariat Training and Managemcnt.
(iii) Manual of Adniinistrative Instructions compiled by Shri P.V. Hariharasankaran.

3. General Knowledge of the Constituiion of India and Machinery of Government:
Practice and Procedure in Parliament.

Note: Kaowledge of the following will e expected:

() The main Piinciples of the Constitution of India.

(i) Raules of procedure and conduct of business in the ok Sabha and the Rajya Sabha and

(il The organisation of the machinery of Government of India - designation and allocation of
subjects betwecn Ministeries and Departments and Aitached and Subordinate Offices and their

relation inter-se,

4. General Financial and Sesvice Rules

The following books are recoramended. -
{1)  TFundamentai and Supplemientary Ruies.
(1)  The Central Civil Services Pension Rules, 1972,
(iit) The Central Civi! Services (Conduct) Rules, 1964,
{iv) The Central Civil Services (Classification, Control and Appeal) Rules, 1965.

(v} Compilation of the General Financial Rules

......... contd.2/-



(vi) Delegation of Powers in I.C.A.R.

(vii) R‘u'les and Bye-laws of the 1.C.A.R.

(viii) A.R.S. Booklet brought out by [.C.AR.

(ix) Handbook of Technical Services brought out by Indian Council of Agricultural Research.
(x) CCS (Leave) Rules, 1972.

5. General Studies

The paper will cover subjects of interest and importance at the present day. Questions will be
~ set to test knowledge of broad and salient features of the Five Year Plans and Community
Development Schemes, as also intelligent awareness of current affairs both national and international
which an educated person may be expected to have. Candidates’ answers are expected to show their
intelligent understanding of the questions and not Jetailed knowledge of any text books, report etc.
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