Office of the

Pr. Chief Commissioner of Income Tax,
Andhra Pradesh & Telangana, Hyderabad,
10™ Floor, Income Tax Towers, A C Guards, Hyderabad — 500 004.
Tel. No. 040 — 23425474 | 23241427 Fax:040 23240403

F. No. Pr.CCIT/AP&TS/Estt./2017-18

To

Date: 21/11/2017

All Heads of Departments in Andhra Pradesh & Telengana
ITGOA/ITEF, AP & Telengana

Sir,
Sub: Stenography Skill Test for Non-Stenography cadre Officials for promotion
to the post of Private Secretary in Income Tax Department - Reg.
Ref: CBDT, New Delhi’s letter in F.No. A-12018/1/2014-Ad.VI(A)/4300 dated
14/11/2017.
Kindly refer to the above.
2. Kindly find enclosed herewith the Board’s letter referred above calling for

suggestions in consultation with various stakeholders, on the proposed amendment in

the Recruitment Rules for promotion to the cadre of Private Secretary.

The proposed recruitment rules for promotion to the cadre of Private Secretary

is as under:

Draft Recruitment Rules for
Private Secretary as per
committee for cadre
restructuring of the income
tax

Revised Draft Recruitment rules

for Private Secretary as per
CBDT's letter dated

14/11/2017.

Stenography Cadre
(Steno Grade-l)

1. Qualifying service of
3 years in feeder cadre.

1. Qualifying service of 3 years
in feeder cadre.

Non-Stenography Cadre
(OS, Sr. Tax Assistant)

1. Qualifying Service of
3 years in feeder cadre.

2. Mandatory training
relating to secretarial
training and management

1. Qualifying service of 3 years
in feeder cadre.

2. Mandatory passing of skill
test by Non-stenography
candidates, as per DOPT
guidelines.

Present skill test norms
for SSC direct recruits as

Stenographer is as:

For Steno Gr.D

Dictation 10 minutes
@ 80 WPM
Transcription 50
minutes(English)

65 minutes (Hindi)

For Steno Gr. C
Dictation 10 minutes
@ 100 WPM
Transcription 40
minutes(English)

55 minutes (Hindi)

In this regard, it is requested that feedback/suggestions, if any received from the
Officers/Officials working in your charge, alongwith your comments, if any, on the above
subject matter may kindly be forwarded to this Office by 24/11/2017, so as enable this

Office to furnish the report to the Board.
Yours faithfully,

|
(P. SUMm)”

Dy. Commissioner of Income Tax (Hqgrs)(Admn.)(i/c.)
o/o. Pr.CCIT, AP & Telengana
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To.
All Principal Chief Commissioners of Tncome Tax.

NMadamy/ sir.

Sub:  Stenography Skill Test for Non-Stenography cadre officials for promotivn to the
post of Private Secretary in Income Tax Department- Regarding -

The amendment of Recruitment Rules for Private Secretary is under process. As per
propused Recroitment Rules, teeder cadre for promotion to the grade of Private Secretary will be
Executive Assistant comprising ot Steno Gr.l (Stenography Cadre) and Office Superintendent and
Sr. Tax Assistant (Non-Stenography Cadre). As per DoPT guidelines, officials of Non-Stenography
Cadre are required to pass Stenography Skill Test for promotion to the post of Private Secretary. The
skil) test norms for direct recruit Stenographers conducted by the Staft Selection Commission is as

tollows.
cBes skl Test Norms T
: ! Dictation: 10 minutes @80 w.p.m. |
l' Stenographer Grade D ’ Transcription: 50 minutes (English)
+— o ! 65 minutes (Hindi)
T minutes @ 100w p.m

- Stenographer Grade C franscription. 40 minutes (Englishj
: ) ' 55 minutes (Hindi)

e S _—

2. However, no skill test norms exist for Non-Stenography Cadre officials. 1 am, therefore,
directed to request that skill test norms for Nnn-Stenoemphy Cadre officials for promaotion to the
post of Private Secretary may kindly be suggested in consultation with various stakeholders.
Your suggestions i this regard may kindly be forwarded to this Directorate through email

chdthntomiggniail.com by 21.11.2017 positively.
Yours fax/cham .
W
(Saras Kumar)

Joint Director of Income Tax (CMD-11) (HRD)
New Delhi

Addl. CIT (qus)(Ac% :
Addl. CIT (Tech) &
JD(Systems)

* AO (Exams) \
Respond to Harsby......... /\5 ‘ \
Urgent/Priority/lmportant



