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Dated:
29.06.2017

NOTIFICATION
It is notified for general information that Skill Test (dictation/transcription/typing Test) to the posts of Junior Stenographer advertised vide Advt. No. 01/2016 will be held on 22 July, 2017 at 8.15 A.M. onwards in this Institute. Eligible candidates as notified on Institute Website vide notification dated 24.05.2017, may download their E-Admit Cards from Institute Website “www.imtech.res.in” to appear in the Skill Test.

The detailed instructions for the candidates are as follows :-

Instructions for Qualifying Typing Test:
1. The typing test in English will be held on computers and will be software based. The pre-loaded software will show the matter on the screen of the computer itself and candidates are required to type the same matter. They need to save the file with their name and roll no./ form no.
2. After completion of allowed time, the software will stop automatically and the screen will show the typing speed, errors committed, net typing speed.
3. For candidates who have opted Hindi medium, it will be font based test (in Mangal/ Krutidev Font etc.) on computers and will be evaluated manually, as per details given in advertisement.
4. A print out of typed matter will be taken and signatures of the candidates will be obtained.
5. Only those, who qualify in the typing test will be allowed to appear in Shorthand Test.
Instructions for Shorthand Test

1. Write your name, Roll No/ Form No., at the top of Shorthand Book.
2. Dictation can be written by pen or pencil.
3. First a trial passage of one minute will be given to familiarize  with the pronunciation and speed, which can be written or listened as per choice. If you have written trial passage, do not forget to cancel the same before taking down actual passage.
4. You are required to sign an undertaking that you are comfortable with the dictation arrangements, pronunciation etc.
5. A passage of 400 words  will be dictated @80w.p.m. for the post of Junior Stenographer in five minutes.
6. All punctuation marks will be dictated i.e. Paragraph as Para, Full Stop as Stop, Comma as Comma etc. (English-Hindi both)
7. After completion of dictation, you will have to sign in your dictation book after the last word you have written and hand over your dictation book to the official concerned. 
8. Before transcription, 5 minutes will be given for typing your name, Roll No. at the top of Computer Screen, initial reading and checking your Computer, keyboard mouse etc.
9. Your computer has been provided with pre-set Margins. No change in pre-set Margins, line spacing and Fonts is to be made.
10. Before transcription, save the answer sheet by your roll no./ Form no. {Use Save As command}
11. You are required to sign an undertaking that your Computer Keyboard, mouse  etc. are perfectly in working condition.
12. After you are given ‘Start’ signal, start typing transcription of dictated passage in the timeframe as given/allotted. 
13. On completion of transcription minutes, you will be given ‘stop’ signal. Once again save your work. A print out of the matter will be taken in your presence.
14. At the end of your printed answer sheet, put your signature just after the last word you have typed and attach the same with your dictation book.
15. The result of shorthand test, after evaluation, will be uploaded on our website in due course of time
General Instructions

1. All the candidates are required to bring with them an Identity proof (Like Aadhar Card, Driving License, Passport, Voter Id card etc.) along with its photocopy duly self attested.
2. The candidates have been shortlisted subject to production of originals documents/testimonial in support of their eligibility and  are compulsorily required to show and also has to submit a self-attested photocopy of the same as per demand, failing which their candidature shall be liable for rejection to appear in the test/ or for selection, as the case may be.
3. The candidates are required to mark their attendance on photo attendance sheet at the time of typing as well as shorthand test.
4. Verification of documents submitted along with application form will be done at the time of final selection of those candidates only, who are recommended by Selection Committee.  Such Candidates will be informed separately.
Step to download E-Admit Card:

1. Visit website http://bioinfo.imtech.res.in/finaladmitjunior/
2. Check the eligibility list for registration Id of junior stenographer eligible candidates

3. At Registration ID: enter your registration id as

    Application/1/2016/Junior StenographerA/00____  (i.e your own complete line of      registration including last digits of  id number)

4. Enter Valid E-mail id, which was used at the time of registration.

5. Once submitted registration id and other credential you will see your e-Admit Card &  you can print it or save in your own format e.g pdf/jpg/screen shot etc 

6. Your admit card will show your registration id, name, father's name and venue etc. 

In case, an error/failure occurred during downloading admit card. Try rectify them as:

1. You have to fill valid credentials only, as invalid credentials will not be accepted.

2. Remove any blank space at the start or at the end of the id's if any. 

3. Only valid e-mail id will work that was used at the time of registration no other e-mail id will work 

4. Incomplete Registration ID or wrong pattern id will not work please fill that as proper format as Application/1/2016/Junior StenographerA/00____

5. In case of problem/failure in downloading of E-Admit Card, change different browser/computer.  


In case, any problem still exist to download E-admit card, then take screen shot of error occurred and send it to vl1980@imtech.res.in/jassal@imtech.res.in  before 19.07.2017.  For any server default, this institute will not be responsible, therefore, all are advised to download their e-admit cards immediately well before in time. This Institute reserves all rights to amend the dates etc. of scheduled Test or to cancel it, at any stage, as the case may be.
CONTROLLER OF ADMINISTRATION
