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I 5.7 The Skill Test shall be evaluated only:~ of hlee candidates who WCMd 
,I ,aan minimum qualifying mark• In W . Exarnlnation. 

5.1 Only those candidates, whO are shorthfo9tedr .-• 8kll Teet, shall be .... tor 
-- Personal Interview. The dale and venue ~,. -.ne 1h11 be notified lllllr ... ~ 

,·Income Tax Appellate Tribunal * 5.9 Overall merit list &hall be drawn on the b3SIS of combined nwtt acquired .. .. 
Ministry of Law & Justice • candidate In Skill Test and lntervieW. ~ 

5.10 The candidates are not entitled to arry TA/DA tor 11pPear1ng for Wt'tltan Examlnatlon, Government of lndl• ~~ Skill Test and Pertonel lnteMeW- However, the .... hi .. belongiiig to SC/ST 
3rd & 4th Floors, Pratl8htha 111\avan, ~ory, who.,. not etrNdy In serv1ee of eer••~• GcMtni,ieot, Central/ 

0td COO Bulldtng, State Government CorporltiOn, Public Sector U~ Loc:at Govenvnent 
101, Maharahl Karw Marg, Mumblll-400 020 Institute or Pencheyat, etc., shall be reimbursed to,lnel to 2nd Clast Ordi'l8fy 

!men ID· 1'9CNltmentaObt.ntc.ln or Slffper Cius railway fare of btJS fare by the shclleet ,.,_. on production of 
No. F.301-Ad(ATO)ll)R/2021-27 tickets,•• per Government of India guldettnes. . 

I 

\ 
\ 

I 

Online applications are invited from Indian Nationals (citlzehs of India as defined In the 
Constitution d India or under any law made by the Par1Iament to regulate the rights for 
citizenship) for filling up existing as weft as anticipated vacancies In the cadres of Senior 
Private Secretary/ Private Sea'9tary (both Group 'B' Gazetted) It various Benches 
of Income Tax Appellate Tribunal. Online applications can be made & submmed on 
recruitment portal of ITAT i.e. ltllt.gov.lnlrecn,ltmenta. 

9.11 My phyllcel corrMpc,ndence/e-communiC811on/qoerlel hnt~ candldales Vacancy Circular regarding Written Examlnetlon, Sl(ill Test.Personal 1n11:r.., and final '9IUll ,' 
shall NOT be entertained by this office.All ~~nicatione-. ~°" in 
appllcatlons, the admit cardt for wr1tlen exam1natt0n and • • • we1 • can 
letters of personal lnter.1e'ttl sft8II be communicated ~ 1M cene•111a hough 
E-MAIL ONLY, on email addresses provided in application. F""'9, General 
NotiflCatlons regarding Written Examination, Skill Test.Personal ~ end final 
result shall 1110 be uplotlcMd on offldef ..i,,111 of the ITAT. Hence, lif8"1c::a,e 

2. THE DETAILS OF THE POSTS 
~ ~-1 No. of VacandN;-

are advised to regute,ty chlk:k f,elr -... end official website of 11W ITR i.e. 
httpa:Jlwww.ttat.gov.ln. ' 

Senior Private Secretary- 22 (SC- 01, ST- 05, OBC-04, EWS-05, Gen.- 07) 
(Horizontal Vacancy - PWO: 3) 

Private Secretary- 20 (SC- 05, ST-02, OBC-00, EWS-03, Gen.- 10) 

8. General lnetructlons: -..m .. ._ • 
8.1 The applications are to be submitted wtthln 30 days from the eta of SMlblcdl)ft 

'◄ 

(Horizontal VacaRcy - PWO: 2) 
The number of vacancies is likely to further augment resultant to revival of 
vacancies. Bifurcation as per reservation policy of Govt. of India, as Indicated 
above ahaH also change accordingly. 

2.2 Scale of Pay -

• Senior Private Secretary - Rs. 47,600/- to Rs. 1,51, 100/-, Pay Level-8 of the 
Pay Matrix (As per Vllth CPC) 

Private Secretary - Rs. 44,900/- to Rs. 1,42,400/- Pay Level-7 of the 
Pay Matrix (As per Vllth CPC) 

3. EUGIBILJTY ANO OTHER CONDmONS: 
Educational and other qualifications for the posts of Senior Private Secretary & 
Private Secretary are as under:- • 
I) Degree of a recognized University or equivalent 
ii) A speed d 120 w.p.m. in English Shorthand 
Iii) Wondo9 knowledge d computers, having knowledge to operate upon the 
software h Mia'osoft Office, Excel or Page-makers. 

4. AGE LIIIIT 
4.1 
4.2 

For all candidates the age for applying for the posts shall not exceed 35 years. 
Standard relaxation, in accordance with the instructions or orders issued QY the 
Central Government from time to time.for Govt. servants and SC/ST/OBC shall be 
applicable. 

4.3 The crucial date for determining the age limit shall be the 30th day from the 
publication of advertisement in the 'Employment News'. 

4..4 tt may be noted that the crucial date for determining the age limit, as prescribed -
in psa -4.3 above, shall be the same for the candidates residing in Assam, 
~. Arunachal Pradesh, Mizoram, Manipur, Nagaland, Tripura, Sikkim, 
Union Territory of ladakh, Lahaul & Spiti district and Pangi Sub Division of Chamba 
district of Himachal Pradesh, Union Territories of Andaman & Nicobar Islands or 
Lakshadweep. 

5. TEST/ EXARIIN.t\TION SCHEME: 
5.1 The recruitment shaU be through Written Examination; Skill Test followed by 

P9"IOnal lnlemeW. 
5.2 The written examination and skill test shall be conducted at the following 09 

il1Bti<>os, 
(i) .Delhi . - (ii) Mumbai (iii) - Kolkata 
(iv) Chennai (v) Bangalore (vi) Guwahati 
. (vii) u.ic:know (viii) At)medabad (ix) Hyderabad 

5.3 The cardti.._ lhall be required to opt for two centers of their choice as per their 
order ol ~rence. ttowwer, If euflclellt number of appllcatlona. for any 
pa,ticular ....._ .,. not recetYed, the rrAT shall have the sole dlacmfon 
to eanc9I Mdl ..-, and the candidate shall be requlrad to appear at the 

wond ~--... br hlnllher. -
. 5..4 The scheme of Written Examination, Skill Test and Personal Interview shall be as 

under:-

u>.MS: lat P .. tlMPv.TJOH 

II. 
No. 

T-

1. Papw•1: General English 100 

2. Papw•2: General 100 
Knowledge I Reasoning 

IKIJ.TDT 
1. Sk11 tNt 100 

PERSONAL INTERVIEW 

Syllabus 

~ ... y of mloln)um 250 wont., L.-Wr 
Writing, Precis Writing and Grammar. 
General knowlldge/ General Studln, 
Logical RNlonlng, Current Wrs. 

English Shorthand@120 WPM 
English Typing 045 WPM 

1. I Pe,sonal lnteMew I 75 I -

of the advertlHment 1ft the 'Enlpao,tMtlC ..._,, THROUGH ONla ll(JOe 
ONLY. 

6.2 The applicants, who wish to appty for both posts, are required to 9tOnit tingle 
application. A single examination shaft be conducted for both the posts, '-ebe, 
depending on the rank acquired in the consolidated mertt list, the post of Sr.PS/PS 
shall be offered. 

6.3 Alongwith the online. application, self-attested copies of the following ~ 
shall need to be uploaded:-
a) Matriculation certificate as proof of dale of bi1h. 
J>) Graduation Degree Certificate/Graduation Marks Sheets for al aemul II 

years alongwith Provisional Certificate. 
c) Caste certificate in respect of SC/STIMUed by the Compalent Aulhorily, 

wherever applicable. 
d) Latest Non-Creamy Layer certificate in reaped of 08C ieaued by the 

Competent Authority, wherever applicable. 
e) Latest Income & Asset Certificate in respect of EWS ilaued by the Ccrv al\.nt 

Authority, wherever applicable. 
f) Disability certificate, in respect of pef90nS wilt disabilly (PW()) whatwa 

applicable, indicating the nature and percentage of disability isaued bf the 
Competent Authority. 

g) NOC from the parent department in the format provided alcng wilt the 
. Vacancy Circular, wherever applicable. 

7. DISQUALIFICATl9N . • 
7 .1 The applications, which !3re:-
(I) lncomple~. 
(II) Not supported by duly self-attested copies of relevan doc:urrw'lla in~ of age 

and educational qualifications,• 
(iii) Not accompanied by relevant ~rtificate issued by the Compete11t Authority 

. regarding caste, non-creamy layer, disability, EWS categoty. wt.e.e.- ap-,Acable. 
(Iv) Ff'O!Tl the applicants against whom any aiminal case is pending 

snall not be entertained and shall be outrightly rejected. 
7.2· The candidature of candidates, found to be resorting to any sort of malpracticel 

canvassing, will be outrightly rejected. 
8. FINAL AUTHORITY ABOUT ELIGIBILITY - The decision of ITAT in al maners 

relating to eligibility, acceptance or rejection of the application, mode of seledion 
wiH be final and no query or correspondence in this regard shall be .,_,talued . 

9. P~ftlOO OF PROBATION - The selected candidates shall be on probation for a 
period of 02 years from the date of joining the poet 

10 .• POSTING - The selected candidates shall be liable to be poetlld in flt'1 of the 
Benches of the ITAT across the country. 

11. JURISDICTION FOR DISPUTE REDRESSAL- All dillM• --- be subied Ila 
Jurisdiction of courts It Mumbai. • 

(BUUP.K.) 
ASSISTANT R£GIS11Wt 

'NO OBJECTION CERTFICATE' 
TO BE GIV£N BY THe EIIPLOYERI CADM ~ AUTHORITY OF ntl 
APPUCANT 

M la oerlltled that the lnlonndoal ._. provided In "'- abowe 8"tk lMOdl bf 
Mr.,...J .... ______ ___, holdtllg 1he poet°'----- In. 
thla QfftOII Depa,IIW# llllllay on ,.,.._...,,_.a~•--. .,. 
true~~-pert1w.-,1h►ll-.....tWlllepoe1-■M-..callonaland 

•~ ........ •---• • .. vecancy clrcular. 
2. It la •o cer1ltled that; 
(I) nw,e la no vlgllance or dlaclpllna,y caee llllftdlnll contemplatled against 

... J .... ----------~ 
(II). Hie/ Her Integrity la c.rtllled. 
(Ill) No maJorl minor penalty hM been lmpoMd on him/ her during the last 10 

5.5 The WrtMen Examination (papet9 of General En5Jlllh, General Knqwledge & 
Reasoning) end Skill TNl shall be In ~nglleh medium only. 

YMl"I. 
Or 

5.8 The requirement of minimum qualifying marks In individual papers of Written 
Examination and that of Aggregate marks of both papers of Written Examination, 
category wise, shall be aa under:-

Category Minimum quallfylng 

General 

OBCIEWS 
SC,ST/PWO 

marb In each paper of 
Written Examination 

40% 

30% 

Aggl'9gllte marks of 
both papen of Written 

Examination 

45% 

A llat of mejor/ minor penaltlee lmpoMd on hlml her during the lllat 10 years 
la encloHd (H the caM may be). 

3. In the event of hla/hltr Hltctlon for the poet of Senior Private a.cretarylPrty,• 
S.Cretary In the ITAT, Ml9he shall be relMHd lmmed .... ly. 

• Signature - ,/_✓ 1 
Name-
10.lgndon- ' . 

• 
EN 1IIIO (blployw/ Cacn Contronlng Ali/ltllfl!!/ wllll INI) 
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