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1 Test

, Written Test Multiple Choice Question (MCQ) Pattern
General Clerk Grade- III [T~ i containing 100 questions. Each question
Total -100 marks will carry 01 mark.

Written Test will be conducted on OMR Sheet.

There will be no negative marking for wrong answers.

sheet.

Element of criteria Examination Pattern Marks
Multiple Choice Question (MCQ) 1.Subject Knowledge/Mental
pattern containing 100 questions. ability / Quantitative ability logical & | 40 marks
Each question will carry 01 marks. reasoning skill:
Written test will be conducted on OMR

2. General Awareness & Knowledge | 40 marks
regarding CIL/SECL

3.Computer Based Knowledge 20 marks

Disclaimer: - The marks in each section are subject to increase or decrease.

General Category 40% of Total marks in Written Test.

SC/ST Category 30% of Total marks in Written Test.

Note: -

1.

2.

The merit panel will be prepared based on the marks obtained by the candidates in the written
test as per descending manner.
After examination of eligibility in detail, the applicants shall be empaneled on the basis of merit
based on total marks obtained in written test and in case same marks are obtained by more
than one candidate, their merit shall be decided in the following manners
a) Date of Appointment
In case of tie of marks between two candidates, the applicants who were appointed first
shall be placed above the candidates who were appointed later (Date of Appointment- here
refers to Date of Initial Appointment) '
b) Date of Birth
In case if there is still tie after 2(a), the Date of Birth of applicant will be taken to place them
in merit list further. (Applicants who are older will be placed above the candidate who are
younger) :
¢) In caseif there is still tie, after 2(a) and 2(b), then alphabetically order of the candidate’s
name will be taken to place them in-the merit order.

Note:-  The reference for (a)i.e. Date of Appointment, (b)i.e. Date of Birth & (¢) i.e. Name in alphabetical

order will be fetched from SAP. Candidates are advised to check the correctness of the same
~with concerned officials.
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SL.No Activity Date Time

(*)Opening date for filling the online application for Applicants 11% June,2025 10:00 AM
! Last date for filling the online application for Applicants 10t July,2025 11:59 PM

Opening date for Unit(HR) Officer for Forwarding the 11% June,2025 10:00 AM
2 Applications

Last date for Unit(HR) Officer for Forwarding the Applications 17% July,2025 11:59 PM

Opening date for Applicants for (Submitting Representation 18t July,2025 10:00 AM
3 after rejecting by Unit(HR) Officer)

Last date for Applicants for (Submitting Representation after 215t July,2025 11:59 PM

rejecting by Unit(HR) Officer

Opening date for (Unit(HR) Officer /SO(HR) for Finalization of 22nd June,2025 10:00 AM
4 the list of Applicants

Closing date for (Unit(HR} Officer /SO(HR) for Finalization of 30% July,2025 11:59 PM

the list of Applicants

Opening date for AGM for Forwarding the Application 31st June,2025 10:00 AM
5

Closing date for AGM for Forwarding the Application 5t August,2025 11:59 PM

(*JThe opening date of the portal for the candidates will also include the portal opening date simultaneously
for Unit HR Officers, Staff Officers (HR), and Area General Managers.
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Annexure-1

General Guidelines for Candidates to fill an Online Internal Selection (IS)
Form.

1) Read the Instructions Carefully

o The Internal Selection Portal is LAN based and accessible only within the
organizational network.

* Read the entire notification thoroughly before proceeding.

o Carefully review the eligibility criteria and ensure your eligibility before
proceeding to fill out the online form.

o Carefully note the submission deadlines and other important dates.

o Ensure you have all required documents and information ready before starting
the application process in the Portal.

2) Registration Process
e Before logging in, the applicant must complete the registration process.

Validation with the NEIS number will be done automatically through SAP.

e The applicant must provide a phone number and a valid email ID. These will
be used for all communication and other related purposes of the Internal
Selection. All communications will be sent through the registered email ID
and/or via SMS to the registered phone number.

e The applicant can log in to the portal using the registration details received
through email and/or SMS.

e After registration, the applicant can apply for any notified post.

e One Registration ID can be used to apply for one or multiple posts through
the same portal, as applicable.

e Applicant(s) are strongly advised to ensure the accuracy of their contact
details (phone number and email ID) during registration. Any discrepancies
may result in missed communications and delays. The same will be referred
for making all official communications throughout the selection process.
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In case the applicant forgets the password after registration or at any other
stage , the same can be re-set again and the OTP for setting the same will be
forwarded on the registered mobile number and e-mail ID.

In case of any technical issues with registration or login, applicant(s) should
immediately reach out to the concerned Unit HR Officer or SO (HR)P- for
assistance.

Applicant(s) are encouraged to complete their registration as early as possible
to avoid last-minute delays or server issue.

3) Personal & Service Details

All service-related details, such as Name, Designation, Department, etc, will be
fetched from SAP.

Applicants are advised to carefully review the above-mentioned information
fetched from SAP. If any discrepancies are found, they should contact the
concerned Unit HR Manager or SO (HR) Manager.

Applicants are also advised to check their Date of Appointment, etc., available
in SAP, along with other service-related data . The same information will be
fetched from SAP (as and when required throughout the Internal Selection
process) and will be used for all purposes of Internal Selection, including the
finalization of the merit list.

Applicants must ensure that all details are accurate and up-to-date before
submitting their information. Failure to do so may result in delays or
complications during the selection process.

It is the responsibility of the applicant/s to verify that the information they
provide is complete and correct before final submission.

4) Documents (Scanned copies or images) to be kept Ready and uploaded for Filling
the Online Form

Applicant(s) must upload the scanned copies of self attested educational
qualifications, as mentioned in the notifications. This must be in PDF form and
the size of each document must not exceed 100 KB.

Applicant(s) are also required to upload official permission for any
educational/technical qualifications obtained after the date of appointment.

A recent photograph in jpg/jpeg format must be uploaded. The Applicant’s
signature must also be uploaded in jpg/jpeg format and the size of 01 document
should not exceed 100 KB.
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Applicant(s) are advised to upload a Caste Certificate, as applicable. This must
be in PDF form and the size of each document must not exceed 100 KB

Applicant(s) are advised to upload the Physically Handicapped certificate, as
applicable. This must be in PDF form and the size of each document must not
exceed 100 KB

Applicant(s) should ensure that the documents are clear, legible, and in the
correct format to avoid issues during the verification process.

Applicants are advised to click the 'Save' button on each tab to securely store
their entered details and uploaded documents. This will enable them to continue
the application process from where they left off, if needed.

In case of difficulty in uploading documents, Applicants are encouraged to
reach out to the concerned Unit HR Officer or SO (HR) for assistance.

5) Cross Checking of Filled Details.

Once the form is filled, Applicant(s) are advised to use the “Print Preview”
option to verify that all the details match the information they have entered. In
case of any discrepancies, applicants may use the “Continue Editing” option to
correct the entries before final submission.

Applicant(s) are also advised to cross-check their details in SAP with the
concerned Unit HR Officer or Staff Officer (HR). If any discrepancy that may
affect their eligibility is found, they must immediately contact the Unit HR
Manager of the concerned unit or the SO (HR) of the concerned area for necessary
correction or clarification.

It is the sole responsibility of the applicant to ensure that all submitted details
and uploaded documents are accurate, genuine, and true to the best of their
knowledge. If any information is later found to be incorrect, fake, false, or
fabricated, the applicant will be held accountable, and appropriate action may be
taken as per company rules.

Applicant(s) must read the declaration carefully and confirm their acceptance
by selecting the checkbox before the final submission of the application.

Once the application is finally submitted, no further modifications will be
allowed. Therefore, all Applicants are strongly advised to thoroughly verify all
details and documents before final submission.

Submit the application well before the deadline to avoid last-minute delays or
technical glitches including server issues.

6) Keep Acknowledgement/Receipt:

Once the form has been finally submitted, no further editing will be allowed.
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After final submission, applicants will have the option to preview their
completed application.

Applicant(s) are strongly advised to download and retain a copy of the
submitted application form for future reference.

It is also recommended to save or print the system-generated acknowledgment
or receipt (if available), as proof of successful submission.

7) Personalised Dash-board:

After successful registration and login, each applicant will have access to a
personalised dashboard.

The dashboard will display key information such as all the notifications active
at certain point of time, application forms filled and saved by the applicant,
applications already submitted and other important details regarding ongoing
Internal Selection process.

The status of the application will also be communicated through email and/or
SMS (where applicable). However, in the case of rejection, the status along with
the reason will be reflected only on the applicant’s dashboard.

In such cases, the applicant will have the option to log in to the portal, view the
reason(s) for rejection, and if desired, submit a representation through the portal
itself within the stipulated time period as mentioned in the notification.

The applicant may also upload any relevant supporting documents while
submitting the representation, within the stipulated time period.

Applicant(s) can view and track their application progress through the
dashboard.

Applicant(s) are advised to regularly check their dashboard for updates and
instructions.
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