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General Information

® Age Limit

For Stenographer Grade ‘C’

18-30 years.

For Stenographer Grade ‘D’

18-27 years.

Upper Age limit relaxable as per Govt. Rules.

® Educational Qualifications

Must have passed 12th Standard or equivalent from a recognised Board or University as on or before the
cut-off date.

NOTE-I : As per Ministry of Human Resource Development Notification dated 10.6.2015 published in
Gazette of India, all the degrees/diplomas/certificates awarded through Open and Distance
Learning mode of education by the Universities established by an Act of Parliament or State
Legislature, Institutions Deemed to be Universities under Section 3 of the University Grants
Commission Act, 1956 and Institutions of National Importance declared under an Act of
Parliament stand automatically recognized for the purpose of employment to posts and services
under the Central Government provided they have been approved by the Distance Education
Bureau, University Grants Commission.

NOTE-II : As per UGC (Open and Distance Learning) Regulations, 2017 published in official Gazette on
23.06.2017, under Part-III (8) (V), the programmes in engineering, medicine, dental, nursing,
pharmacy, architecture and physiotherapy etc. are not permitted to be offered under Open and
Distance Learning mode.

NOTE-III : Document Verification (DV) will be conducted by the User Departments/Organizations after
declaration of the final result. Candidates will be required to produce the relevant Certificates
such as Mark sheets, Provisional Certificates etc. for completion of 12th Standard or equivalent
examination in original as proof of having acquired the minimum educational qualification on or
before the stipulated date, when such certificates are sought by Indenting Departments/
Organizations concerned for the purpose of document verification. Otherwise, their candidature
will be cancelled.

NOTE-IV : The candidates who are able to prove, by documentary evidence, that the result of the qualifying
examination was declared on or before the cut-off date and he has been declared passed, will
also be considered to meet the educational qualification. It is reiterated that the result of required
educational qualification must have been declared by the Board by the specified date. Mere
processing of the result by the Board by the crucial cut-off date does not fulfill the EQ
requirement.

NOTE-V : Candidates possessing equivalent educational qualification shall also produce relevant
Equivalence Certificate from the authorities concerned at the time of Document Verification.
However, final decision regarding selection of such candidates will be taken by the User
Departments/ Appointing Authorities concerned.
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® Scheme of Examination

The details of computer based examination are mentioned below :

Part Subject No.of | Maxi- | Total Duration | Total Duration for Visually
Questions| mum for General Handicapped/Cerebral
Marks| Candidates Palsy Candidates
I |General Intelligence & Reasoning 50 50
IT | General Awareness 50 50 2 Hours 2 hours and 40 minutes for

the candidates eligible for
scribe as per Para 7.1,7.2
and 7.3 of the Notice of
examination

IIT |English Language and 100 100
Comprehension

NOTE-I : The Paper will consist of Objective Type-Multiple choice questions only. The questions
except in Part III will be set both in English & Hindi.

NOTE-II : There will be negative marking of 0.25 marks for each wrong answer. Candidates are,
therefore, advised to keep this in mind while answering the questions.

NOTE-III : Marks scored by candidates in the Computer Based Examination will be normalized by using
the formula published by the Commission Vide Notice dated 02-06-2025 and such normalized
scores will be used to determine final merit and cut-off marks.

NOTE-IV : Tentative Answer Keys of Computer Based Examination will be placed on the website of the
Commission after the Examination. Candidates may go through the Answer Keys and submit
online representations, if any, within the time limit given by the Commission, on payment of
T 100/- per question which is non-refundable. Representations on the matter received through
any other modalities; i.e., letter, application, email, etc. will not be entertained. Representation
regarding the Answer Keys will be scrutinized by the Experts before finalizing the Answer Keys
and the decision of the Commission in this regard will be final.

NOTE-V : There shall be no provision for re-evaluation / re-checking of scores of any stage / paper(s) of
the Examination. No correspondence in this regard shall be entertained.

Indicative Syllabus for Computer Based Mode Examination

General Intelligence & Reasoning

It would include questions of both verbal and non-verbal type. The test will include questions on analogies,
similarities and differences, space visualization, problem solving, analysis, judgement, decision making, visual
memory, discriminating observation, relationship concepts, arithmetical reasoning, verbal and figure classification,
arithmetical number series, non-verbal series etc. The test will also include questions designed to test the candidate’s
abilities to deal with abstract ideas and symbols and their relationship, arithmetical computation and other analytical
functions.

General Awareness

Questions will be designed to test the ability of the candidate’s general awareness of the environment around
him and its application to society. Questions will also be designed to test knowledge of current events and of such
matters of everyday observation and experience in their scientific aspects as may be expected of an educated person.
The test will also include questions relating to India and its neighbouring countries especially pertaining to Sports,
History, Culture, Geography, Economic scene, General Polity including Indian Constitution, and Scientific Research
etc. These questions will be such that they do not require a special study of any discipline.

For VH candidates of 40% and above visual disability opting for SCRIBE there will be no component of
Maps/Graphs/Diagrams/Statistical Data in the General Intelligence & Reasoning/General Awareness Paper.

English Language & Comprehension

In addition to the testing of candidates' understanding of the English Language, its vocabulary, grammar,
sentence structure, synonyms, antonyms and its correct usage, etc. his/her writing ability, would also be tested.
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@ Skill Test in Stenography

@

(ii)

(iii)

@iv)
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The candidates who are shortlisted in the Computer Based Examination for the next stage will have to
appear for the Skill Test in Stenography. The candidates will be given one dictation for 10 minutes in
English or Hindi at the speed of 100 w.p.m. for the post of Stenographer Grade ‘C’ and 80 w.p.m. for the
post of Stenographer Grade ‘D’. The matter will have to be transcribed on computer only. The
transcription time is as follows :

Language Time Time Duration (in minutes) for
S.No. Post of Skill | Duration (in | the candidates who are allowed
Test minutes) use of scribe in the CBE
1. Stenographer Grade ‘D’ | English 50 70
2. Stenographer Grade ‘D’ | Hindi 65 90
3. Stenographer Grade ‘C’ English 40 55
4. Stenographer Grade ‘C’ Hindi 55 75

Candidates who opt to take the Stenography Test in Hindi will be required to learn English Stenography
and vice versa after their appointment, failing which their probation may not be cleared by appointing
departments. Candidates have to work as English/Hindi stenographers as per the functional
requirement of the User Office irrespective of the medium of Skill Test of candidate during the
examination.

The SKILL TEST will be held at the Commission’s Regional/Sub Regional Offices or at other Centre(s)
as may be decided by the Commission.

Detailed instructions regarding Skill Test will be sent by the concerned Regional/Sub Regional Offices of
the Commission to the candidates called for the Skill Test.

Standard instructions regarding modality of evaluation of Skill Test is available at the Candidate’s Corner
Section on the Commission’s website.

® Mode of Selection

(a)

(b)

(©

(d

(e

®

(o)

All candidates who register themselves in response to this advertisement by the closing date and time and
whose applications are found to be in order and are provisionally accepted by the Commission as per the
terms and conditions of this Notice of Examination will be assigned Roll numbers and issued Admission
Certificate (AC) for appearing in the Computer Based Examination. Subsequently, qualified candidates
will be issued Admission Certificates for the next stages of the examination.

Admission Certificates for all stages of examination will be issued online on the websites of concerned
Regional / Sub-Regional Office of the Commission. Candidates are therefore advised to regularly visit the
websites of the Commission Headquarters (i.e., https://ssc.nic.in) and concerned Regional / Sub-Regional
office of the Commission under whose jurisdiction the examination centres opted by the candidate are
located (Please see website).

Minimum qualifying marks in Computer Based Examination, are as follows :
(i UR:30%

(i) OBC/EWS:25%

(iii)) All other categories (SC, ST, PwD, ESM, etc.) : 20%

In the online application form, candidate will have to indicate the posts for which they are applying i.e.,
Stenographer Grade ‘C’ or Stenographer Grade ‘D’ or the both.

Based on the marks scored in the Computer Based Examination, candidates will be shortlisted, category-
wise, to appear in the Skill Test(s) for the post(s) they have applied for.

Skill Test is mandatory but qualifying in nature. The Commission will fix category-wise qualifying
standard in the Skill Test for each post. The candidates who qualify the Skill Test will be considered for
final selection on basis of their merit in the Computer Based Examination.

Final selection and allocation of Ministries / Departments will be made on the basis of the performance of

candidates in the Computer Based Examination and the preference of Posts / Departments exercised by
them.
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Once the candidate has been allotted his / her first available preference, as per his / her merit, he / she will
not be considered for any other option. Candidates are, therefore, advised to exercise preference of Posts /
Departments very carefully. The option / preference once exercised by the candidates at the time of
Document Verification will be treated as FINAL and IRREVERSIBLE. Subsequent request for change of
Post / Department by candidates will not be entertained under any circumstances. If the candidate has not
opted for a Post / Department, he / she shall not be considered for selection to such post irrespective of his
/ her merit position. Therefore candidates must exercise due diligence and be very careful while giving
their post-preferences.

The Commission makes final allotment of posts on the basis of merit-cum-preferences of Posts /
Departments given by the candidates and once a post is allotted, no change of posts will be made by the
Commission due to non-fulfillment of any post specific requirements of physical / medical / educational
standards. In other words, for example if a candidate has given higher preference for a post and is selected
for that post; in that case, if he / she fails to meet the medical / physical / educational standards, his / her
candidature will be rejected and he / she will not be considered for other preferences.

SC, ST, OBC, EWS, ESM and PwD candidates, who are selected on their own merit without relaxed stan-
dards, will not be adjusted against the reserved share of vacancies. Such candidates will be accommodated
against the general / unreserved vacancies in the post as per their position in the overall merit or vacancies
earmarked for their category, whichever is advantageous to them. The reserved vacancies will be filled up
separately from amongst the eligible SC, ST, OBC, EWS, ESM and PwD candidates.

SC, ST, OBC, EWS, ESM and PwD candidates who qualifies on the basis of relaxed standards viz. age
limit, experience or qualifications, permitted number of chances, extended zone of consideration, etc.,
irrespective of his / her merit position, is to be counted against reserved vacancies and not against un-
reserved vacancies. Such candidates may also be recommended at the relaxed standards to the extent of
number of vacancies reserved for them, to make up for the deficiency in the reserved quota, irrespective of
their rank in the order of merit. In so far as cases of ex-serviceman are concerned, deduction of the military
service rendered from the age of ex-servicemen is permissible against the reserved or unreserved posts and
such exemption will not be termed as relaxed standards in regard to age. Similarly for PwD candidates,
relaxation of 10 years in upper age limit will not be termed as relaxed standards.

A person with disability who is selected on his / her own merit can be appointed against an unreserved
vacancy provided the post is identified suitable for Persons with Disability of relevant category.

Success in the examination confers no right of appointment unless Government is satisfied after such
enquiry as may be considered necessary that the candidate is suitable in all respects for appointment to the
service / post.

The candidates applying for the examination should ensure that they fulfill all the eligibility conditions for
admission to the examination. Their admission at all stages of the examination will be purely provisional,
subject to their satisfying the prescribed eligibility conditions. If, on verification, at any time before or
after the written examination, it is found that they do not fulfill any of the eligibility conditions, their
candidature for the examination will be cancelled.

Candidates, who are appointed on the basis of this examination, shall be on probation for a period of two
years and during the period of probation, the candidates would be required to undergo such training or pass
such examinations as prescribed by the Controlling Authority. On successful completion of the period of
probation, the candidates shall, if considered fit for permanent appointment, be confirmed to their post by
the Controlling Authority.

Candidates selected for appointment are liable to serve anywhere in India i.e., all these posts carry All
India Service Liability (AISL).

Candidates on final selection may be allotted a State / UT / Zone by the concerned User Ministry /
Department / Organization. Such candidates may be required to acquire the proficiency in local language
of the allotted State / UT / Zone for confirmation of the candidates to the allotted posts by the concerned
User Ministry / Department / Organization.




