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EXAMINATION SECTION  
 

NOTICE NO. 151 /2025 
F. No. CCRE-AIIMS/2024/Non-Faculty (Group ‘B&C’)/42                                   Dated: 03.05.2025 
 
Instructions to the candidates for Skill Test Examination (Stage-II) for Group Code 2,3 & 
52 reg… 

 

1. Candidates are advised to read the instructions carefully given on and separately with the 
admit card in order to avoid disqualification, forbidding to appear in Examination hall and 
time loss etc. 

2.  Details about the scheme of Skill Test for Group Code 2, 3 & 52 is mentioned in the Notice 
No. 17/2025 dated 10.02.2025, kindly refer there. 

3. After completion of Physical Verification with admit card & ID proof (mentioned on the admit 
card), Frisking and Biometric / Palm capturing, the candidates will be required to take their 
allocated seat before commencement of the Exam. If the computer goes out of order during 
the typing/dictation/noting & drafting, the candidate should not get up or shout or disturb 
others but should remain seated quietly and inform the invigilator by raising a hand. 
 

4. For Group Code 52, the details of Examination/Skill Test(Stage-II) are as 
follows: - 

 This Examination(Stage-II) is being conducted for the post of Junior Scale 
Steno(Hindi)/Personal Assistant/PA to Principal(S) /Private Secretary 
/Stenographer /Stenographer Grade-III (Group Code-52) 

 All different posts require Stenography/Dictation on different speed and typing 
duration of transcription is also different, accordingly all qualified candidates under 
this Group Post will require to go through different tests as scheduled and mentioned 
in the admit card for consideration of that particular post.  
Example- If a candidate qualifies the speed/dictation test of Stenographer, will be 
considered only for Stenographer not for rest PA/PS or Jr. Scale Steno posts. 

 Dictation will be done through Recorded Audio. After two trial passage of one 
minute each, the actual passage will be played. As soon as it is over, the candidates 
shall read their shorthand notes silently for ten minutes. The time for 
commencement of the transcription will be announced by the Invigilator/Venue 
Supervisor as soon as the reading time is over. Thereafter, they will have to complete 
their transcription including comparison, correction etc. within the stipulated time. 

 Based on the language choice chosen through online link given in email Id, candidates 
will be able to give their test either in Hindi or English. Change of language preference 
will not be entertained. 

 Candidates should enter their particulars (roll number, etc.) in the space provided on 
the screen verify his/her personal details on the next screen and press the button 
“Confirm” He should familiarize himself on the Instruction Manual to Candidates for 
appearing in Skill Test in Typing/Transcription of Stenography’. 

 Candidates will be provided a blank page on computer for Transcription(Typing), 
which will have embedded with English/Hindi typing. Candidates for Hindi 
Transcription (Typing) are advised to choose Mangal Font(Inscript)/Remington 
CBI/Remington GAIL as their keyboard Layout option.  

 VH Candidates who will bring their BRAILLE Typewriter will be allotted an isolated 
Seat to avoid any disturbance to other candidates. 

 Be patient during examination and keep calm. You can contact the invigilator by 
raising hand from the seat for any problem, such: - 



a. Key-board error 
b. Machine automatic shutdown 
c. Software crash 
d. Browser crash 
e. Artificially expiring session 

 After completing the typing of the passage once, candidates are advised not to re-
type the passage. If spare time is available, candidates may utilize the time for 
checking the typescript and making corrections. 

 The Examination Section, AIIMS will provide the Computer and Shorthand 
(Notebook) for the test. No candidates will be allowed to bring his own 
keyboard. 

 Candidates should bring their own Pen/Pencil/Eraser/Sharpener for the test 
in a transparent pouch. AIIMS will not provide any stationary. 

 Candidates will have to write the details on the cover page of the Notebook. 
 Candidates are advised to use both the side of the Shorthand Notebook while taking 

dictation.  
 Candidates should not tear any page from the Notebook given to them. Candidates 

must write their roll no. and name on each page of the Notebook, sign and handover 
the same to the invigilator after the test. Candidates are informed that the Shorthand 
Notebook will be scrutinized by the AIIMS before finalization of the result of the skill 
test. 

 Candidates should not take their Notebook or any blank typing paper out of the 
Examination Hall. 

 Candidate will give his/her attendance on the admit card where space has been 
provided for that. 

 On completion of the test, they shall remain seated at their seat and wait until their 
scripts and attendance i.e. Admit card are collected and accounted for. Candidates 
shall not be permitted to leave the Examination Hall Until the expiry of the Test. 

 They must not type, write or erase after the expiry of the allotted time. 
 This test is only qualifying in nature and marks will not be added for preparation of 

merit. 
 Silence & polite behavior must be observed with the Officer/Staff deputed in the 

Examination Hall. Candidates are not allowed to discuss among themselves. 
 Candidates must abide by further instructions, if any, which may be given to them 

by the Supervisor. If any candidate fails to do so or indulges in disorderly or 
improper conduct he/she will render himself/herself liable to expulsion from the 
Test or such other penalty as the commission may deem fit. 

 
For Group Code-3, the details of Examination/Skill Test(Stage-II) are as follows: - 
 

 This test is being conducted for Data Entry Operator Grade A/ Junior 
Administrative Assistant / Lower Division Clerk / Senior Administrative 
Assistant /UDC/ Upper Division Clerk (Group Code-3). 

 The duration, mode and method of test etc. has already been shared with scheme of 
Examination, Advertisement and various notices. 

 This skill test will be in two parts such as (i) Essay & letter writing (ii) Typing test of 
15 minutes. Both parts will be taken on computer and no hardcopy will be provided. 

 Candidates who give the typing test in Hindi will be considered for Junior 
Administrative Assistant / Lower Division Clerk / Senior Administrative Assistant 
/UDC/ Upper Division Clerk post only. Their candidature will not be considered for 
Data Entry Operator Grade A post where only English test is allowed. If Hindi typing 
candidates want their candidature for Data Entry Operator Grade A must have to 



appear in English typing test separately which will be taken after Hindi Typing test 
in continuation with 5 minutes break.  

 This test is only qualifying in nature and marks will not be added for preparation of 
merit. 
 

For Group Code-2, the details of Examination/Skill Test(Stage-II) are as follows: - 
 This test is being conducted for Assistant (NS)/ Assistant Administrative 

Officer/ Executive Assistant (N.S)/ Junior Administrative Officer/ Office 
Assistant (NS) (Group Code-2). 

 The duration of skill test(Stage-II) will be of 01 Hour (60 Minutes). 
 There will be 04 Questions (02 each from Noting & Drafting and Precise writing) in 

English Medium Only. 
 Indentation using tab or space is required and allowed in platform. Other than 

indentation no other kind of formatting is required and no formatting option will be 
available in software.  

 No separate time frame for any particular questions. Candidate can go and write any 
question within the given time i.e. within 60 minutes. 
Note: Read all notices related to CRE-2024 published on the website 
www.aiimsexams.ac.in  
 

 
 

 
                                                                                             Sd/-   

 ASSISTANT CONTROLLER (EXAMINATION) 


