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ANDAMAN AND NICOBAR ;&DMINISTRATION
(DEPARTMENT OF ENVIRONMERT & FORESTS)

NOTIFICATION

Port Blair, dated the 4" June, 2013

“No. 119/2013/F.No. 14(E)/15(A).— In exercise of the powers conferred by the proviso to Article
309 of the Constitution of India read with the Government of India, Ministry of Home Affairs,
New Delhi, Notification No. U-14039/2/83-ANL dated 21* February, 1985 and in supersession of all
pervious Notifications issued to this effect, the Lieutenant Governor (Administrator), Andaman &
Nicobar Islands, hereby makes the following rules to regulating the method of recruitment to the Group
‘B’ (Non-Gazetted) posts of Personal Assistant borne in the Department of Environment &
Forests, Andaman and Nicobar Administration, name =

1. Short Title and Commencement :-

i) These Rules may be called the "Andaman and Nicobar Administration Group ‘B’ Non-
Gazetted/Ministrial posts of Personal Assistant in the Department of Environment and
Forests Recruitment Rules, 2013".

ii) They shall come into force on the date of their publication in the Official Gazette.
2. Number of Posts, Classification and ééalé of Pay :-

The number of posts, its classification and scale of pay attached thereto shall be as specified in
SI. No. 2 to 4 of the Schedule annexed hereto.

3. Method of Recruitment, Age limit and Qualifications etc. :-

The method of recruitment, age limit, qualifications and other matters relating thereto shall be as
specified in SI. No. 6 to 14 of the Schedule aforesaid.

4. Disqualification :-
No person —
i) Who has entered into or contracted a marriage with a person having a spouse living; or
if)  Who, having a spouse living, has entered into or contracted a marrlage with any person,
shall be eligible for appointment to the said post :

Provided that the Lieutenant Governor (Administrator), Andaman & Nicobar Islands may, if satisfied
that such marriage is permissible under the personal law applicable to such persons and the other
party to the marriage and that there are other grounds for doing so, exempt any person from the
operation of this rule.

5. Powerto Relax :-

Where the Lt. Governor (Administrator), Andaman and Nicobar Islands, is of the opinion that it is
necessary or expedient to do so, he may, by order, for reasons to be recorded in writing and whichever
necessary as may be prescribed from time to time, relax any of the provisions of these rules with
respect to any class or category of persons.
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5. Saving :-

Nothing in these rules shall effect reservations, relaxations of age limit and other concessions
required to be provided for the Scheduled Castes, Scheduled Tribes and other special categories of
persons in accordance with the orders issued by the Central Government from time to time in this

regard

. (Name of the post

BHOPINDER SINGH
Lieutenant Governor,
Andaman and Nicobar Islands.

By order and in the name of the Lieutenant
Governor,

Sdi-
(Shashi Kumar)
Principal Secretary (Environment & Forests)
Andaman and Nicobar Administration.

Schedule

2. lNo of posts
\

12 (Twelve), (2013) ]
Subject to variation dependent on workload
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. 3. ’|Classmcauon
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4 Ide Band and Pay Scale/Grade Pay
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| 5. |Whether selection or non- selection |
' *post ?

1
| 6. Age hmit for dlrect recruns

— i

General Central Non- Gazettcd

Ministerial

Services Group™ ‘B,

o e ———r— e i S et )

PB-2 Rs. 9300- 34800+ C\P Rs. 4200 '

Non st,lectmn

Not applicable

| 7. Educational and other quafmcatlons
| |required for direct recruits

| 8. \Nhether age and educational
| |qualifications prescribed for direct
‘ recruits will apply in the case of
‘ |promotees ?

Not applicable

Not appllcable

| 9. |Period of probation, if any

,_ S S —

A E———

02 (Two) years ®

[10.|Method of recruitment, whether by
| direct recruitment or by promotion/
deputation / absorption and
percentage of vacancies to be filled
by various methods

By promotion failing which by deputatlon

11.|In case of recruitment by promotion/
deputation / absorption, grades,
from which promotion/ deputation/
absorption to be made

icadrm.epartment e

|
- —
Promotion : |
From the Stenographer (OG) in PB-1 Rs. 5200-20200+]
G P Rs. 2400 of the Department of Environment and|

Forests with 10 years regular service in the grade. ‘,
Deputation : |

(a) Officers of Central/State Govt. /Union Territories, 'i

(i) Holding analogous posts on regular basis in the parer.t‘l
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12.1f a DPC exists, what s |ts
composition ?
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|13 !ercumsfancps under whlch UPSC is
| (o be consulted in making
|

[recruitment

| (S

|14.|Job Description

e T —

'3/
| OR - |
| (if) With & years regular service in the grade rendered after|
i appointment thereto on regular basis in the Pay Scale in|
\ PB-1 of Rs. 5200-20200 with Grade Pay of Rs. 2800 in the|
| parent cadre/department. !
| OR a
(i) With 10 years regular service in the grade rendered|
after appointment thereto on regular basis in the Pay Scale‘
in PB-1 of Rs. 5200-20200 with Grade Pay of Rs. 2400 in

»the parent cadrefdepartment

|

i(Period of deputation, including period of deputation in!
| another ex-cadre post held immediately preceding this
Iappo‘ntmeﬂt in the same or some other organization/|
| department of the Central Govt. shall ordinarily not exceedJ
3(three) years. The maximum-age limit for appointment by
| deputation shall be not exceeding 56 years as on *hel
closing date of receipt of applications).

i

Note:- For the purpose of appointment on deputation basis!
the service rendered on a regular basis by an Officer prior|
to 01.01.2006 (the date from which the revised pay
structure based on the 6" CPC recommendation has been|
extended) shall be deemed to be service rendered in thec
corresponding Grade Pay/Pay Scale extended based on|
the recommendations of the Pay Commission except |
where there has been merger of more than one pre-revised
Scale of Pay into one grade with a common Grade Pay /i
Pay Scale, and where this benefit will extend only for the|
post(s) for which that Grade Pay/Pay Scale is the normal
replacement grade without any up-gradation.

I
Note-1:- For the purpose of computing minimum qualifying|
service for promotion, the service rendered on a regular
basis by an Officer prior to 01.01.2006/the date from which
the revised pay structure based on the 6" CPC|
recommendation has been extended shall be deemed to
be service rendered in the corresponding Grade Pay/Pay
Scale extended based on the recommendation of the
commission.

l
|
Note-2:- Where juniors who have completed theur‘
qualifying/eligibility service are being considered for|
promotion, their Seniors would also be considered
provided they are not short of the requisite|
qualifying/eligibility service or two years, whenever is less, ]
and have successfully completed their probation period for|
promotion to the next Higher Grade alongwith their Jumors‘
who have already completed such uualifying/e\ig;b‘rlity:
Serv:ce

4
Group ‘B’ DPC (for conStdermq Promotlon) conmstmq!
\
|

of :

1. Chief Conservator of Forests (CZ&FC) - Chairman

2. Conservator of Forests (HQ) - Member
§3 Executrve Engineer, APWD Member :

s . oot Adisellndio S e

L
Not applrcabie

AttaLhed as Annexure to the Schédule
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SI. No. 14-Annexure to the Schedule

JOB DESCRIPTION

The Principle duties and responsibilities of the Personal Assistant are -

Taking dictation in shorthand and its transcription in the best manner possible.

Receiving all communications brought by hand which are addressed to the Officer by name or

- marked “Confidential” “Secret” “Top Secret” and all Telegrams and Wireless Massages,

™ o@ron e oo

10.

11.

T2

13.

14,

e-mail on behalf of the Officer,

Scfeening the Telephone Calls and visitors in a tactful manner.

Fixing up of appointment and, where necessary, cancelling them.

Keebing an accurate list of engagement, meetings etc. and reminding the Officer well in time.
Maintaining in good order the papers required to be retained by the Officer.

Ensuring that the matter dealt with the Officer are not lost sight of and are dealt with promptly
and in due order,

Maintaining Telephone Call Register and verifying Call Bills.
Keeping a note of the movement of files passed by his Officer to other Officer.

Keeping track of the progress of the action taken by the Officers concerned on important
matters as required by his Officer.

Destroying by burning his/her Stenographié Records of classified documents after the
communications have been typed and issued.

Familiarizing himself/herself with the practice and procedure followed in connection with the
tours of Officers.

Carryingout corrections to his Officer's Reference Books, and
Generally assisting the Officer in such manner as he may direct.
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