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सीएसआईआर-भारतीय समवेत औषध संस्ाा
CSIR-INDIAN INSTITUTE OF INTEGRATIVE MEDICINE

नहर मार,् जममम, जममम एवं कशममर - 180001
CANAL ROAD, JAMMU, JAMMU & KASHMIR - 180001

सं./No.: A-12024/35/2024-R&A-IIIM दिाांक/Dated: 24.06.2025
सूचाा / NOTICE

Sub: Instructions for Typing Test and Proficiency Test in Stenography for the posts of Junior
Secretariat Assistant (Gen/F&A/S&P) and Junior Stenographer - Advt. Nos. 01R/2024,
01R/2025 & 03R/2025

With reference to the skill tests scheduled on 26th and 27th June, 2025 for the posts of Junior
Stenographer and Junior Secretariat Assistant (Gen./F&A/S&P), respectively, it is hereby informed that
the admit cards for the Typing Test and Proficiency Test in Stenography have been made live on the
Institute’s websitewww.iiim.res.in since the evening of 21.06.2025.

All shortlisted candidates are advised to download their admit cards at the earliest. In case of any
difficulty in downloading the admit card or if any discrepancy is noticed, the candidate must write to
rectt.assmt.iiim@csir.res.in, clearly mentioning their Application Number in the subject line.

The detailed instructions for the Typing Test and Proficiency Test in Stenography are as follows:

SCHEME OF TYPING TEST / SKILL TEST NORMS ON COMPUTER

 Time Allowed: 10 minutes

 Typing Test (English) in Computer: 35 words per minute (w.p.m.) [correspond to 10500 KDPH
(Key Depressions per Hour) on an average of 5 key depressions for each word]

 Typing Test (Hindi) in Computer: 30 words per minute (w.p.m.) [correspond to 9000 KDPH (Key
Depressions per Hour) on an average of 5 key depressions for each word]

Criteria for Evaluation of type-scripts of Typing Test:

The procedure for calculation of typing speed and relaxation to reserved category candidates shall be as
per CSIR Letter Nos. 5-1(116)/2011-PD dated 23.04.2014 and 5-1(116)/2011-PD dated 13.07.2015
(copies enclosed).

Instructions for Typing Test:

1. Candidates must bring two printed copies of their Admit Card with two recent passport-sized
photographs pasted on each. They must also bring a photo identity proof issued by the Central/State
Government in original. Entry to the examination hall will not be permitted without the admit card and
photo ID.

2. The typing test in English/Hindi will be conducted on computers. The test is qualifying in nature.
However, qualifying this test is mandatory for being called for the Written Examination. Qualifying the
typing test does not confer any right to appointment. Final selection will be based purely on merit in
theWritten Examination.

3. The medium of the typing test will be as opted by the candidate in the application form. Requests for
change in the medium will not be entertained under any circumstances.

4. A trial passage of two minutes will be given before the actual test for practice. Candidates should check
and confirm that the keyboard and system are functioning properly. After the trial, candidates must
sign a declaration confirming this and that they agree to abide by all instructions given in the Admit
Card.

http://www.iiim.res.in
mailto:rectt.assmt.iiim@csir.res.in
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5. The duration of the actual typing test will be 10 minutes. The typing passage will be displayed on the
screen.

6. If a computer system malfunctions, the candidate must remain seated and inform the invigilator
without disturbing others.

7. Maximum permissible mistakes:

 5% for UR/OBC/SC/OH/VH candidates

 7% for ST/HH/ESM candidates
Mistakes beyond the permissible limit will result in deduction from the attained speed.

8. The computers will have pre-set margins, line spacing, and fonts. Candidates must not change any of
these settings. Editing tools and functional keys such as Backspace, Delete, Escape, Control, F1-F12,
Auto-Correct, Spell-Check, etc., will be disabled. Candidates are advised to type carefully.

9. Candidates will not be permitted to leave the examination hall before completion of the test.

10. After completion, candidates must remain seated until instructed to leave. Disorderly conduct or
failure to follow instructions may lead to expulsion from the test or other disciplinary action as deemed
appropriate by the Director, CSIR-IIIM, Jammu.

11. Typing test papers will be evaluated in accordance with:

 CSIR Letter No. 5-1(116)/2011-PD dated 23.04.2014 (copy enclosed)

 CSIR Letter No. 5-1(116)/2011-PD dated 13.07.2015 (copy enclosed)

 Other instructions issued by GoI/CSIR from time to time.

12. Instructions for PwBD candidates will follow GoI/CSIR guidelines.

Note: The font for Hindi typing test will be Mangal/Krutidev.

SCHEME OF PROFICIENCY TEST IN STENOGRAPHY

The candidates will be given one dictation for 10 minutes in English or Hindi (as opted by the candidate
in his/her application form) as the speed of 80 w.p.m.

The transcription time is as follows:

Language of
Proficiency
Test

Transcription Time (in
minutes)

Transcription Time (in
minutes) for candidates
eligible for scribe

English 50 70

Hindi 65 90

Evaluation of Transcripts in Stenography Test - Nature of Mistakes:

The percentage of ignorable mistakes allowed shall be as per CSIR Letter No. 5-1(211)/2014-PD dated
01.11.2023. The scheme of the proficiency test and evaluation methodology shall follow CSIR Letter No.
5-1(211)/2014-PD dated 21.12.2021 (copies enclosed).

Note: Qualifying the proficiency test is mandatory for being called for the Written Examination. However,
merely qualifying the test does not confer any right to appointment. Final selection will be based solely
on merit obtained in the Written Examination.
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Instructions for Proficiency Test in Stenography (Shorthand + Transcription):

1. Candidates must bring two printed copies of their Admit Card, each affixed with a recent passport-
sized photograph. A photo identity proof issued by Central/State Government (in original) is also
mandatory for entry.

2. The shorthand skill test will be conducted on a computer. The Institute will provide the computer and
shorthand notebook/sheet. Candidates must bring their own ballpoint pen, pencil, and eraser.

3. The time for beginning the transcription will be announced by the Invigilator/Venue Supervisor.
Candidates must complete their transcription, including checking and corrections, within the
stipulated time.

4. Typing after the allotted time is strictly prohibited. Candidates must remain seated until shorthand
notebooks and typed transcripts are collected. Leaving the hall without permission is not allowed.

5. The shorthand notebook will be scrutinized as part of the evaluation process before the finalization of
results.

Guidelines for Persons with Disability:

1. Instructions for PwBD candidates shall be as per GoI/CSIR guidelines.

2. PwBD candidates who fall under the following categories are eligible for compensatory time of 5
minutes: Visually Impaired (Blindness), Persons with Cerebral Palsy, Orthopedically Handicapped
(both arms affected), and Orthopedically Handicapped candidates with a locomotor disability affecting
the dominant hand (to the extent that it slows down performance). To avail compensatory time, the
candidate must produce the original PwBD certificate issued by a competent authority in the
prescribed format on the day of the test. Failure to do so will result in ineligibility for compensatory
time.

3. Detailed guidelines for PwBDs, including conditions for using a scribe and required undertakings, are
provided in Advt. No. 03R/2025.

4. Visually Impaired (VI) candidates are eligible for a scribe, who must be arranged by the candidate at
their own cost and choice. The passage will not be provided in Braille. The scribe will read out the
passage within the allotted time only.

5. A person acting as a scribe for one candidate cannot act as a scribe for any other candidate in the same
exam.

6. The candidate is responsible for any misconduct or malpractice by the scribe. Both the candidate and
scribe must submit an undertaking in the format provided in Advt. No. 03R/2025.

Sd/-
Administrative Officer
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T
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.
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e
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u
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r
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.
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m
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b
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u
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b
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b
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n
s
p
o
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n
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l
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m
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a
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t
t
e
r
 
o
r
 
l
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r
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o
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n
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l
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n
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c
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s
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s
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r
 
p
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n
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r
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p
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p
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r
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t
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n
'
b
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n
.
,

h
o
n
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b
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.
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O
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R
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I
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h
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v
e
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u
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