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~IHA• ~@'11/lnternal Notlflcat1on 

(QJJili'i~• Ji~•.,, ffl (4Fi4ll1Qltlrtf) 1"..-rd«f~ eafil1~4'•~t1 ijj) ~4ftl(l1 ~~~f~1fftwVtR1M.f 1#1 / 
This lntemll Notification is only for ptrmM'lent employNS of Hudquarttr Cadre. Those who are not posted In CCL ar• r..-,ttd not 
to • this form) 

-,!~~ct,~$ Q°G ~ 'lf-'-~-~~-XI $ ~ cflf-1 $ aa1q11 ~ Ai;.Rt~a <Wtraf JfR ~'fq mto ~ Jifflld4 ~ afl(@@-~. 
~~-~.~~~~it>4~1.ft)$~it>¥fil1~4f~~mf~~u!Tatl 
Appliq1tions are invited for the post of Stenographer (Official Language) in the pay scale of Clerk Grade-I of NCWA-XI with the following 
qualifications and experience from the departmental employees of CCL Headquarters (Central Hospital-Ramgarh, Central Hospital-Gandhinagar 
and employees working in Security Department) 

1. ~~/Minimum Qualification: 

~ ~ill~ W<J'!Rl~ ~~ ~~$ mtf ~'QT~~~ 3(tfcfl~.u¥~1ct,1 ~~a; U41UIQ,i ~~ 
~ 
Matriculation or equivalent exam from recognized Board of exam with Hindi as one of the subject OR Matric with certificate 
in Hindi like Prabhakar, Praveshika etc. 

ft-cft,jji~~if> itso~lf.~~~~~ 30~ ~. ~~~ 
Must have a speed of 80 w.p.m. in Hindi Shorthand and 30 w.p.m. in Hindi typing. 

2. ~ a;iaQ' 'Qffifl: ci,q;ft ~qiflffif ~ill~~, 
EJigibility for Promotion: Any permanent employee of the company. 

3. ~qft~:~~~!G!fu~arr 
Mode of Promotion: DPC Test 

ti'lldi@ftfila' / Tentative Vacancy: ~ifufc- 2024-25 $ .Jf$J11'J'qUR PIJ..iljal~ ~/The provision under the Manpower Budget for 
2024-25 is as under: 

WRJ.li. 
SI. No. 

1. 

llQ~ 
Post & Grade 

her (Offkiel 
Cleric Gr. I 

Sanctioned Existin 
01 00 

/ Categories-wise vacancy 

~ .af.~. 
UR SC 
01 00 00 

~~ctftffffllf~;ytf!JThere is no backlog vacancy) 

illcclciof fcft'qi' / Important Dates: 

11.lfJ 
SI.No. 

1 

2 

3 

11ftt~fb/Activlty 

/Opening date for filling the application 

/Cut-off date for the minimum qualification and 

/ ust date for receipt of duly filled applkatlon 

fftflr/Date 

18-02-2025 

15-01-2025 

01-03-2025 
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fliitl◄ \ilM♦lfl 11 '11-Jaltl/Genenl Information and Instructions 

1. ~ iufr * q5rf~1;fl ~ ~ $ "Cffi1 ~~I 
Employees in higher grade are not eligible to apply. 

2. ~~03~~2021-22,2022-23.3'tl2023-24""'~-~~~~"JJUT"ir-rr~t, 
Candidate must have minimum "GOOD" ACR (Annual Confidential Report) rating for immediately preceding 03 years i.e. 2021-22, 2022-
23 &2023-24 

3. ~~ffl"ffl~~vr<aM~1 

4. 

s. 

6. 

Viglance/Departmental dearance of candidates should be "dear·. 

~~~Juflc:c11:t~-~if~~~~liof~~~Jf'CAT~~:01-0J-202s11Sls.oo•~~ 
~ WR ~n~,wit ~ IJ&R1Q .mft ~ 4>~,t) ~ ~'fltl 1l ufm lfR ~ !1 l{Uf ~ ~ ~ ~ ~ fM ~ ~ ll trr ~ ~-=-: 
01-ol-2025 -~~tlllqf ~. ~ ~ 1ff fhR ~~'G1Tqtffl 

Departmental candidates with the above qualifications can submit their application in Annexure-A tiH 5.00 PM of 01-03-2025 through their 
Head of the Department to the Non-Executive Establishment Department of CCL Headquarters, Ranchi. In case of Incomplete formt ffl41• 
applkatlons recetved In the department after 01-03-2025, such 1ppllcatlon1 wfll not be considered. 

ffl~*~tml~~~~qIB~*~clft~~~urinmclft~fMtf*3~*itcRtfl~Qda◄-814c:tR" 
Ucf>l~,a ctft~l l~Hftuif~lft ~. ~ Ucf>i~ld ~$aA (03) ~$\fuR'lflff fcr'4m* tziRllfflt'GfAt~I 
A list of names of the applicants who are found to be eligible and ineligible as per Cadre Scheme will be published on CCL website preferably 
within 3 days of ~ last date of submission of application. Any objection in this regard must be brought to the notice of NEE department 
within three (03) days of publishing such list. 

3(qof ~lil~~$~~ ~ ~ 3Mtff*~~/ Qi~nlct> ~•ttfia~/ ~ Jtltim$~mt<J ~ ~~~~I 
11ftlt;:p'R"~, mft/~ 3fm@~~J:fcNm, mft"ilke1 ct>4ilr~'-if &m~ .. ,~Aer ~ctft~cJ~~-~ll 
~ uTFft - cM Witt'~ ~ ~..-,.,,n,1....,,, cffl utr-fhn~ I ~ 'Q'cm, <t>lfill~ &RI' mw't Mli IOIQ~T/~ ?lft l<f-tt<<U~ Qf<1~~ c,) 
~t'~ ~~~~~~<fR". =a<t11fqa ~'GIRT-I rrttft1'1R JRt@@, ~. ~ 3flt@@, ~ ~W¥fcNir*~ 
~~~«RtR~<t>'l~~<t>'l~~3fR~~rc.;~m~11~~~~~lftlr 
a;~~*~~tl 
Incomplete application or applications received after due date or without signature of candidate/ without relevant documents/ not through proper 
channel will be rejected. In case of employees posted at Gandhi Nagar Hospital, Ranchi/ Central Hospital Ramgarh and Security Department 
Ranchi, the bio data particulars furnished by the employee in the application must be verified & confirmed from the Service Records and certified 
by the Unit Personnel Executive. Similarty, the self-attested copy of the certificates/marks sheets submitted by the employee must be verified from 
its original and attested by the Personnel Executive of the unit. The concerned Personnel Executive at Gandhi Nagar Hospital Ranchi. Central 
Hospital, Ramgarh and Security Department will arrange proper scrutiny of applications at their level and will certify that the applicant is eligible 
for consideration for the post applied in terms of minimum qualification and eligibility for selection as laid down in the cadre scheme. 

~~~a;-~a;-'3tRicf \iJRt hu1ToJ !1 
This issues with the approval of the competent authority. 

C,ogyt.o: 

} w~ 
r~ ,~" ...,\ 
~~.&:~.l'n.) 
General Managw(P/NEE) 

lft:~.~-. mil 
CCL_ Ranchi 

Gefteril Manater (Syttem), CCL, Rar,chl• with a reque1t to up-load this Internal Notification with Annexure-A & AMexur•l ln CCL 
webtke under "Wh1t'1 "•w tab'' 6mmtdl1t:eay for perusal of the employHs/applicants. 

1lfJPtPlf °'"'"''' ~cftqe, lilft,. •af111~an,~ • .314Mcff-i. ftrq ~ JITTfh ~ 'Iii) ifftifftl(" iill-tll,c if --;m .iT t' 
b • ~ ai-Jtt'4•-, win Jtifl~•-• • 1JJlf ifff ~ m • ~u • llNI 
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21Page 



3 | P a g e  
 

अनुलưक -ए/Annexure-A  

 
पद  : आशुिलिपक(राजभाषा) िलिपक वगŊ-I 
Post : Stenographer (Official Language) Clerical Grade-I 

Ţमांक 
Sl.No. 

िववरण (Description) िववरण (उȅर) 
Description (Answer) 

1. नाम एवं पदनाम (Name and Designation) 
 

2. पी.आई.एस. संƥा (PIS No.)  

3. पद̾थापना की जगह (Place of Posting)  

4. जɉ ितिथ (Date of Birth)  

5. 
              

िनयुİƅ की ितिथ (Date of Appointment) 
 

6. वतŊमान Ťेड तथा वेतनमान (Present Grade & Pay)  

7. वतŊमान पद पर योगदान की ितिथ (Date of joining at the present grade) 
 

8. िनयमतीकरण की ितिथ (Date of Regularization)  

9. 
शैƗिणक योƶता (Educational Qualification)  
Ůमाणपũ की सȑािपत छायाŮित संलư करे (Photocopy of duly attested certificates must be 
enclosed)  

 
 

10. िहȽी आशुिलिपक/टंकण मŐ गित (Hindi Stenographer/ Typing speed) 
Ůमाणपũ की छायाŮित संलư करŐ  (Certificate must be enclosed) 

 

11. अनुभव, यिद कोई है (Experience if any) 
 

12. 
Ɛा अनु.जा./अनु.ज.जा. के सद˟ हœ? यिद हाँ तो जाित Ůमाणपũ की सȑािपत छायाŮित संलư करŐ   
(Whether a member of SC/ST? If yes, attested copy of Caste Certificate must be 
enclosed) 

 

 

घोषणा/वचन-पũ/ Declaration/Undertaking 
Ůमािणत िकया जाता है िक ऊपर दी गई जानकारी मेरे सवŖȅम ǒान और िवʷास के अनुसार सȑ एवं सही है। यिद ऊपर दी गई कोई भी जानकारी असȑ/गलत पायी जाती है 
या मेरे Ȫारा समिपŊत कोई Ůमाण-पũ वाˑिवक/Ůामािणक नही ं पाया जाता है या शैƗिणक Ůमाण-पũ मŐ अंिकत जɉ-ितिथ सेवा-अिभलेख से मेल नही ं खाती है अथवा 
कोसŊ/सं̾थान माɊता Ůाɑ/अनुमोिदत नही ंहै तो आवेिदत पद के िलए  मेरी उʃीदवारी रȞ की जा सकती है और सीसीएल Ůबंधन के िनयमानुसार अनुशासनाȏक कारŊवाई 
की जा सकती है। मेरे चयन उपरांत, मœ कंपनी की आवʴकता के अनुसार कंपनी के िकसी भी पįरयोजना मŐ पद̾थापन के िलए तैयार šं और पद̾थापन के ̾थान मŐ पįरवतŊन 
के िलए आवेदन नही ंकŝंगा। 
Certified that the information given above is true and correct to the best of my knowledge and belief. If any of the information as furnished above 
is found to be incorrect/false or any certificate submitted by me is not genuine/ authentic or the date of birth in educational certificate does not 
Match with service record or the course/institute is not recognized/approved, my candidature for the post applied is liable to be cancelled & 
disciplinary action may be taken by the Management of CCL as per rule. On my selection, I am willing to be posted in any Project of the Company 
as per requirement of the Company and will not apply for change of place of posting. 
 
 
 
 
 
 

अनुशंसा करने वाले अिधकारी का हˑाƗर तथा ितिथ 
(Signature of Recommending Officer with Date) 
 

आवेदक का हˑाƗर 
(Signature of Applicant) 
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Ůपũ-ब/Annexure-B  
 

पद   : आशुिलिपक(राजभाषा) िलिपक वगŊ-I 
Post : Stenographer (Official Language) Clerical Grade-I 

यिद कमŊचारी गांधीनगर अ˙ताल, रांची/ सŐटŌ ल अ˙ताल/रामगढ़ एवं सुरƗा िवभाग, दरभंगा हाउस, रांची  मŐ पद̾थािपत हœ तो िनɻिलİखत िववरण भरा जाए।  
The following details to be filled in case of employees posted at Gandhi Nagar Hospital, Ranchi/ Central Hospital Ramgarh and Security Department, Ranchi. 

 

उƅ ̾थान मŐ पद̾थािपत कािमŊक अिधकाįरयो ंसे िनवेदन है िक अपने यहाँ के िवभागीय आवेदको ंका सेवा पुİˑका के अनुसार बायोडेटा िनɻिलİखत फॉमőट मŐ भरकर िदनांक: 01-03-2025 तक अधोहˑाƗरी के कायाŊलय मे अŤसाįरत करŐ । बायोडेटा पूणŊ ŝप से भरे 
नही ंहोने की İ̾थित मŐ अथवा अंितम ितिथ (01-03-2025) के बाद Ůाɑ होने वाले आवेदनो ंपर िवचार नही ंिकया जाएगा। 

Personnel Officers posted in the said department are requested to forward the Bio Data as per service book of the applicants in their respective department, in the following format to the office of the undersigned by 01-03-
2025. In case the Bio Data/ Format is not filled completely or receipt of application after 01-03-2025, the candidate’s application will not be considered.  

 
Ţ. 
सं 
Sl. 
No. 

नाम 
Name 

पदनाम 
(Designation) 

पीआईएस. 
(PIS NO) 

कहाँ 
पद̾थािपत 

है 
 

(place of 
Posting) 

जɉितिथ 
(D.O.B) 

िनयुİƅ की 
ितिथ 

 
(Date of 

Appointment) 

िनयमतीकरण 
की ितिथ  

(Ůित अिनवायŊ 
ŝप से संलư की 

जाए) 
 

Date of 
Regularisation 

(Copy must 
be enclosed) 

वतŊमान पद 
पर योगदान 

की ितिथ 
 

Date of 
coming to 

present 
grade 

शैƗिणक 
योƶता 

(सȑािपत 
Ůमाणपũ 
संलư की 

जाए) 
Educational 
Qualification 

(Attested 
Copy must 

be enclosed) 

िहȽी 
आशुिलिपक/टंकण मŐ 

गित 
(सȑािपत Ůमाणपũ की 

Ůित अिनवायŊ ŝप से 
संलư की जाए) 

Hindi 
Stenographer/Typing 

Speed 
(Attested copy must 

be enclosed) 

अनुभव, यिद 
हो तो 

Experience 
if any 

जाित 
(सȑािपत 
Ůमाणपũ 

अिनवायŊ ŝप 
से संलư की 

जाए) 
Caste 

(Attested 
copy of 
Caste 

Certificate 
must be 

enclosed) 

िवगत तीन वषŖ की 
वािषŊक गोपनीय 
įरपोटŊ संलư की 

जाए (2021-
22,2022-

23,2023-24) 
 

ACR of last three 
years to be 

enclosed (2021-
22,2022-

23,2023-24) 
 

िवभागीय 
अनापिȅ संलư 

की जाए 
 

Departmental 
Clearance to 
be enclosed 

िटɔणी 
Remarks 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 

                

 
 

 
 
 

  
कािमŊक अिधकारी Ȫारा सेवा पुİˑका से सȑािपत (हˑाƗर एवं मोहर) 

Verified from service book by Personnel Officer (signature and seal) 
 

  


