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CSIR — INSTITUTE OF MINERALS & MATERIALS TECHNOLOGY

(Formerly Regional Research Laboratory)

M[ Council of Scientific & Industrial Research

HAT 9aT-751013, TN, o, Bhubaneswar — 751 013, Odisha, INDIA

d/No. 16(82)/2024-31/EI femter/ Date: 13.02.2025
AT NOTIFICATION

Sub : Schedule and instructions for Proficiency Test in Stenography and Written Test for Recruitment to the posts of Junior

Stenographer notified vide CSIR-IMMT Advt. N0.06/2024-Reg.

Attention of all concerned is hereby invited to this Institute Notification No0.16(82)/2024-EI dated 15-01-2025 and dated
31-01-2025 containing list of eligible candidates for recruitment of Junior Stenographer vide CSIR-IMMT Advt. N0.06/2024. In
this regard, the Proficiency Test in Stenography and Written Test for the above positions will be held as per the following
schedule :-

Post Code Test Date of Test Time Venue
Proficiency Test in Stenography 08.03.2025 09:00 A.M.
JS01 (Saturday) Bhubaneswar
Written Test 09.03.2025 10:00 A.M. to 12:00 Noon
(Sunday)

(1) Candidates are required to download the admit card from the link provided http://myadmitcard.immt.res.in/. Link for
downloading of admit card will be active from 18.02.2025 (Tuesday) onwards. (For any technical issue regarding
downloading admit card, contact Help Desk E-mail: recruitment@immt.res.in Contact No.: 0674-2379225, Timing:
10:00 AM to 05:30 PM, Monday to Friday, except holidays). Further, candidates may note that there will be no postal
despatch of hard copy of admit card. Candidates who fail to download the admit card will not be allowed for proficiency
test in stenography and written test.

(2)  Request for change of date, time and centre of Test shall not be entertained under any circumstances.

(3) Candidates are advised to report one hour before commencement of the test. Candidates reporting after the scheduled
reporting time for the test will not be allowed. Other details are mentioned in the Admit Card.

(4) Candidates are required to produce their original admit card in proficiency test and written test, identity proof
i.e. Aadhar Card/Voter Card/PAN Card as mentioned in the admit card for verification before the test failing
which they will not be allowed to attend the test.

(5) The mode and scheme of Examination/Selection for the post is as mentioned in Annexure-A and B of the
Advertisement dated 09.12.2024. (attached).

(6) Candidates will have to appear in the Proficiency test in Stenography in Hindi or English as opted by them and in Written
Test as per schedule mentioned above. The Papers of written test will be evaluated only in respect of the candidates who
will qualify in the Proficiency Test in Stenography.

(7)  The Competitive Written Examination will be OMR based and consist of only one Paper with three parts as already
notified vide Annexure-A to Advertisement dated 09.12.2024. (copy enclosed for reference)

(8) Candidates are advised to attempt questions from all the three parts. The Competent Authority will fix cut off/threshold
mark for the written paper at the time of final selection. However, the threshold to be fixed for written examination shall
not be less than 30% in any case.

(9)  The proficiency test in stenography will only be qualifying in nature. The final merit list will be prepared on the basis of
performance of the candidates in the competitive written examination. The merit list will only comprise of those
candidates who qualify the proficiency test in stenography.

(10) Efforts will be made to declare result of the Proficiency test in Stenography on the same day. Hence, candidates who
don’t qualify in the Proficiency Test, if result declared, will not be allowed to appear for Written Test. In case, the result
of the Proficiency test couldn’t be declared on the same day, all the candidates those who have appeared in the Proficiency
test may attend the written test as per schedule. Admission to the written test is provisional and if it is found later that the
candidate does not qualify in the proficiency test, their written test papers will not be evaluated. The candidates themselves
have to check the result of Stenography test from the Institute website to attend the written test. No separate intimation
will be given to the candidates for appearing in the written test.

(11) Candidates may note that no separate call letter will be issued for Written Test. Candidates are also required to produce
the same admit card, id proof etc. for verification during the written test.

(12) The decision of the Competent Authority, CSIR-IMMT, Bhubaneswar regarding selection or non-selection of candidate
will be final and binding and no representation in this regard will be entertained under any circumstances.
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(13) Candidates are advised to use BLUE/BLACK BALL POINT PEN to darken the ovals and for filling up the boxes on the
OMR Sheet. Pencil is NOT to be used. Ovals must be darkened completely. Candidates should not darken more than one
oval for any particular question. A question with more than one darkened response shall be considered as wrong answer.
No change of option in answering a question is permitted. Whitener or correction pen will not be used. Candidates must
bring with them blue/black point pen. No blue/black point pen will be provided by the Institute.

(14) Smart watches, smart phones or any other electronic gadgets will not be allowed inside the Exam Hall. Possession of
Bluetooth Devices, spy cameras and any other electronic gadgets in the examination hall will invite debarment from the
examination.

(15) Candidates are required to type their Name, Roll No., Post Code, Community, Date of test, Batch No., etc., at the space
provided in the manuscript/transcript/format before commencement of the test.

(16) Each candidate is permitted to attend proficiency test once only. If a candidate appears in proficiency test more than once,
such candidates will be disqualified.

(17) CSIR-IMMT shall provide Shorthand note book, paper for proficiency test, Computer & Keyboard for transcript.
Candidates should bring his/her Pencil/ Writing instruments, eraser, blue/black ball point pen.

(18) Candidates should not leave the examination hall without prior permission. Candidates must return duly signed shorthand
booklet (manuscript), transcript and OMR sheet dully signed to the Invigilator after the examination is over. They should
not take any paper out of the examination hall. They should not tear any sheet given to them. They should remain in their
seats till their transcripts/fOMR are collected. Candidate shall not write/type/erase after the expiry of the allotted time.

(19) Candidates would be required to affix their signature on the manuscripts, print out of their respective
transcript/OMR. If they fail to do so their transcripts/OMRs will not be evaluated and the same will be rejected.

(20) Candidates shall also abide by the other instructions given to them by the Test Supervisor/ Invigilator.

(21) Candidates must maintain silence and are forbidden from talking to/or consulting with other candidates. If candidates fail
to do so or indulge in disorderly or improper conduct, they will render themselves liable for expulsion from the test or
such other action, as may deem fit.

(22) PwBD candidates seeking any relaxation shall be governed by the guidelines laid down by DoPT/CSIR. All such
candidates are required to send their request of relaxation, if any, to this Office by e-mail to
recruitment@immt.res.in on or before 20.02.2025 mentioning their particulars such as name, father’s name,
application no., roll no., post code, category, details of disability, scanned copy of Medical Certificate in prescribed
format, failing which no further request in this regard will be entertained under any circumstances. Only those
PwBD (except both arm affected) candidates who submit proper medical certificate in prescribed proforma
(Appendix-1 and I1) latest by 20.02.2025 may be allowed for availing scribe and/or compensatory time. A
confirmation mail will be sent to the candidates, if found eligible as per rules.

(23) Candidates those who are working in Govt. Departments are required to produce No Objection Certificate from their
present employer, during the test, failing which they will not be allowed to attend the test.

(24) InProficiency test for stenography, 7% mistakes shall be ignored for Unreserved (UR) candidates and 10% of ignorable
mistakes will be allowed in case of all reserved categories (EWS, SC, ST, OBC, ESM, PWD etc) candidates as applicable
as per rules.

(25) CSIR-IMMT reserves the right of ordering re-test in the case of any unforeseen situation for any candidate or all the
candidates.

(26) Candidates will have to make their own arrangement for accommodation, if required, as IMMT will not provide any
accommodation.

(27) No TA/DA or other travelling expenses will be paid to the candidates for attending the proficiency test in stenography
and Written Test.

(28) The list of eligible candidates is provisional and subject to verification of certificates/documents, caste, category,
community certificate, disability etc. Mere calling of a candidate for Proficiency Test and Written Test do not confer any
right for appointment to the post. The decision of the Competent Authority, CSIR-IMMT, Bhubaneswar in regard to the
recruitment process for the above positions, selection, non-selection, filling up or not to fill up any or all the posts,
cancellation of advertisement etc. will be final and binding and no representation in this regard will be entertained.

(29) The date of Test as scheduled above is tentative and subject to change/ postponement due to any administrative reasons
and any unforeseen situation. Any notice regarding postponement or change of date of test, centre will be notified only
on the Institute website. All the candidates are, therefore, advised to frequently check their e-mail (as mentioned in the
application form) and visit CSIR-IMMT website www.immt.res.in for any latest updates.

Sa/-

e =i [ Controller of Administration
yfafafa/Copy to:-

1. Head, CN & IT - For hosting on CSIR-IMMT website.
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HIeddh-A /ANNEXURE-A
Advt. No. 06/2024

A. SCHEME OF COMPETITIVE WRITTEN EXAMINATION FOR JUNIOR STENOGRAPHER

Mode of Examination

OMR Based or Computer Based Objective Type Multiple Choice Examination

Medium of Questions

The questions will be set both in English and Hindi except the questions on English Language.

Standard of examination

10+2/Xi

Total No. of Question 200

Time Allotted

Total 2 hours (2 hours and 40 minutes for the candidates eligible for scribe)

Competitive Written Examination will consist of only one Paper with three parts as detailed below:

Comprehension

Part Subject No. of questions Maximum Marks Negative Marks
| General Intelligence & 50 50 0.25 marks is deducted for every
Reasoning wrong answer
Il 0.25 marks is deducted for every
General Awareness 50 50
wrong answer
11 English Language & 0.25 marks is deducted for every
100 100

wrong answer

B. Proficiency Test in Stenography

The candidates will be given one dictation for 10 minutes in English or Hindi (as opted by the candidates in the Application
Form) at the speed of 80 w.p.m. for the post of Junior Stenographer. The transcription time is as follows:

. . . Time Duration (in minutes) for the candidates
SI. No. Language of Skill Test Time Duration (in minutes) o .
eligible for scribe
1. English 50 70
2. Hindi 65 90

C. Evaluation of Transcripts of Stenography Tests-Nature of Mistakes

The methodology of evaluation of Stenography Test, calculation of mistakes, etc. is enclosed as Annexure-B.

D. Preparation of Merit List

1) The proficiency in stenography will only be qualifying in nature.
2) The final merit list will be prepared on the basis of the performance of the candidates in the competitive written
examination.

3) The merit list will only comprise of those candidates those who have qualified the proficiency test in stenography.
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-8B /ANNEXURE-B
Advt. No. 06/2024

EVALUATION OF TRANSCRIPTS OF STENOGRAPHY TESTS-NATURE OF MISTAKES

1. FULL MISTAKES: The following mistakes are treated as full mistakes: -

a) Every omission of word or figure. In case a group of words is omitted, mark as many mistakes as the actual number
of words omitted.

b) Every substitution of a wrong word or figure. The number of mistakes will be equal to the number of words/figures
dictated which have been replaced/substituted by other word(s)/figure(s). However, if a figure is written correctly

either in numeral or words both will be acceptable and will not be counted as mistake.

c) Every addition of a word or figure or a group of words or figures not occurring in the dictated passage.

2. HALF MISTAKES: The following are treated as half mistakes: -

a) Wrong spelling, including transposition of letters in a word and also omission of a letter or letters from a word.
Mis-spelling of proper nouns and unfamiliar names are ignored. If the wrongly spelt word occurs more than once
in the passage it will be treated as a single half mistake.

b) Using singular or plural noun and vice versa.

c) Use of small letter at the beginning of the sentence.

NOTE

a) More than one error in a single word: All the errors are counted but the total mistakes counted in a single word
should not exceed one full mistake.

b) Every passage will be accompanied by a list of words which can be spelt/written in more than one form. All the
spellings/forms of words will be acceptable and not counted as error. For example, the word ‘Honorable’ is

written as Hon’ble, Hon., honourable and hon. — all these forms will be treated as correct.

c) CANDIDATES ARE NOT PENALISED FOR ANY TYPE OF ERROR OR MISTAKES OTHER THAN THOSE DESCRIBED
ABOVE.

d) The above guidelines will be valid for Hindi Stenography Skill Test also.

e) Method of calculation of mistakes in Stenography Skill Test:-

Percentage of Errors= (Full Mistakes + Half Mistakes/2) X 100

Number of words in the master passage

Percentage will be rounded off to two decimal places. For example, 5.009 will be treated as 5.01 and
5.001 will be treated as 5.00.
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Appendix-I

Certificate for person with specified disability covered under the definition of Section 2 (s) of the RPwD
Act, 2016 but not covered under the definition of Section 2(r) of the said Act, i.e. persons having less
than 40% disability and having difficulty in writing.

This is to certify that, we have examined Mr/MS/MIs .........cccoovveverevecereneeieennns (name of the candidate),
S/o 40 Y £ TSROSO TRRUPPRO , a resident of
.................. (Vill/PO/PS/District/State), aged .......ccceveeveveeen. YIS, @ PErson With ....cccccevvveeeievcciereen,

(nature of disability/condition), and to state that he/she has limitation which hampers his/her writing
capability owing to his/her above condition. He/she requires support of scribe for writing the
examination.

2) The above candidate uses aids and assistive device such as prosthetics & orthotics, hearing aid
(name to be specified) which is /are essential for the candidate to appear at the examination
with the assistance of scribe.

3) This certificate is issued only for the purpose of appearing in written examinations conducted

by recruitment agencies as well as academic institutions and is valid upto (it is valid
for maximum period of six months or less as may be certified by the medical authority)

Signature of medical authority

(Signature & Name) . (Signature | (Signature & | (Signature &
(Signature & Name) & Name) Name) Name)
Orth.op.aedlc /PMR Clinical Psychologist/ . . Other E_xpert,
specialist I Neurologist | Occupational | as nominated
Rehabilitation ) .
. | f therapist (if | by the
Psychologist/Psychiatrist . . .
. available) available) Chairperson
/ Special Educator i
(if any)
(Signature & Name)
Chief Medical Officer/Civil Surgeon/Chief District Medical
OffiCer i, Chairperson
Name of Government Hospital/Health Care Centre with Seal
Place:
Date:
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Appendix-Il

Letter of undertaking by the person with specified disability covered under the definition of
Section 2 (s) of the RPwD Act, 2016 but not covered under the definition of Section 2(r) of the said
Act, i.e. persons having less than 40% disability and having difficulty in writing.

I , a candidate with (nature of

disability/condition) appearing for the (name of the

examination) bearing Roll No. at Name of the

Centre) in the District , (name of the State). My

educational qualification is

2. 1 do hereby state that (name of the scribe)
will provide the service of scribe for the undersigned for taking the aforementioned
examination.

3. 1 do hereby undertake that his qualification is . In case,

subsequently it is found that his qualification is not as declared by the undersigned and is
beyond my qualification. I shall forfeit my right to the post or certificate/ diploma/ degree and
claims relating thereto.

(Signature of the candidate)
Place:

Date:
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