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Advt. 3/2007

Reference call letters issued for conducting trade test for the post of Jr. Executive (PA).

Qualifications required for the above post as per the advertisement, 5th sentence in para 4 may please be read as.  The requirement is “Graduate with Diploma in Secretarial Practice or PG Diploma in Pers. Management / HRM from a reputed Institute. Proficiency in windows based computer applications and thorough knowledge of modern office procedures is essential. Should have shorthand speed of 100 w.p.m. and typing speed of 60 w.p.m. on computer or 40 w.p.m. on manual typewriter. Other terms & conditions remain the same.




