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ANDAMAN AND NICOBAR ADMINISTRATION

fare /SECRETARIAT

Sri Vijaya Puram, dated the 04th September, 2025.

[PRESS NOTE

‘Draft Recruitment Rules for Group ‘C’ (Non-Gazetted,
Ministerial) posts of Higher Grade Clerk and Lower Grade Clerk of
Amalgamated Clerical Cadre has been hoisted in the website
www.andaman.gov.in.

Claim & objections, if any, on the proposed RRs may be
submitted to the Deputy Secretary (Perl), A&N Administration,
Secretariat’ within within 30 days of publication/uploading in the
website.

(MV Rameshan)
Deputy Secretary (Perl.)

Forwarded to the Manager, Govt. Press, Sri Vijaya Puram with
the request to publish the above press note in two consecutive days
in the Daily Telegram.

Copy to the Assistant Manager(IT) EDP Cell, Secretariat with
the request to upload the draft Recruitment Rules for the posts of
Higher Grade Clerk and Lower Grade Clerk in the website.

Digitally signed by
M.V. Rameshan

Deputy Sateretoy-£82s1.)
18:55:3¢



ANDAMAN AND NICOBAR ADMINISTRATION‘SECRETARIAT
PorcBlae September, 2025

NOTIFICATION
No.  F.No. A-12018/2/2024-Perl Section-Sectt. - In exercise

of the powers conferred by the proviso to Article 309 of the Constitution of
India, read with the Government of India, Ministry of Home Affairs, New Delhi,
Notification No. .14/3/60-ANI dated 11th April 1960 and in supersession of
A&N Admn.s Notification No 13/2010/F.No. 16-6/2006-PW dated 20.01.2010,
Notification 50/2011/F.No.16-6/2006-PW dated 01.02.2011, Notification
No.74/2013/F.No.16-6/2006-PW dated 16.04.2013 and Notification No.
205/2016/F-No.16-17/2016-PW dated 15.12.2016, the Lieutenant Governor
(Administrator), Andaman and Nicobar Islands, hereby makes the following
rules regulating the method of recruitment to the Group ‘C’ post of Higher
Grade Clerk and Lower Grade Clerk of the Amalgamated Clerical Cadre
Recruitment of Andaman & Nicobar Administration, namely:-

Suggestions and objection are invited from the take holders/ persons to be
affected thereby. Suggestions/objections(if any), should reach the Deputy
Secretary(Perl), Secretariat, Andaman & Nicobar Administration, Sri Vijaya
Puram within a period of 30 days of its publication in the website/Portal.
1.8hort title and commencement:
() These rules may be called the Andaman and Nicobar
Administration(Amalgamated Clerical Cadre) Recruitment Rules, 2025.

They shall come into force on the date of their publication in the Official
Gazette.
2. Number of posts, classification, and scale of pay:-

The number of posts, its classification, and the scale of pay attached
thereto shall be as specified in paras 2 to 4 of the Schedule-I & Il annexed to
these rules.
3. Method of recruitment, age limit, and qualifications:-

The method of recruitment, age limit, qualifications, and other matters
relating to the said posts shall be as specified in paras 5 to 13 of the above said
Schedule.
4. Disqualification:

No person,
a Who has entered into or contracted a marriage with any person having a

spouse living, or
b. Who, having a spouse living, has entered into or contracted a marriage

with any person, shall be eligible for appointment to the said posts:

Provided that the Administrator, Andaman, and Nicobar Administration
may, if satisfied, that such marriage is permissible under the personal law
applicable to such persons and the other party to the marriage and there are
other grounds for so doing, exempt any person from the operation of these
rules.



5. Powers to relax:-
Where the Administrator, Andaman and Nicobar Islands is of opinion

that it is necessary or expedient so to do, he may, by order and for the reasons
to be recorded in writing, relax any of the provisions of these rules with
respect to any class or category of persons.

6. Savings:-
Nothing in those rules shall affect reservations, relaxation of age limit

and other concessions required to be provided for the Scheduled Castes, the
Scheduled Tribes and Ex-servicemen and other special categories of persons, in
accordance with the orders issued by the Central Government from time to
time in this regard.

Admiral D.K. Joshi
PSM, AVSM,YSM,NM,VSM(Retd.)

Lieutenant Governor,
Andaman & Nicobar Islands.

By order and in the name of the Lieutenant Governor

( )
Assistant Secretary (Perl)

SCHEDULE-L
RECRY FOR THE POST OF HIGHER GRADE CLERK OF

THE AMATED CLERICAL CADRE OF ANDAMAN & NICOBAR
ADMINISTRATION

1]Name of post [Higher Grade Clerk
2|No. of Post [738 (Seven thirty eight)® 2025

|'Subject to variation dependent on workload|
3 [Classification [General Central Services Group ‘C’, Non-

Gazetted Ministerial
[Pay Band and Pay Level Pay Scalc|[Level-4(Rs. 25500-81100]
5 [Whether Selection post or Non-

Isclection post?
[Non- Selection

[Age limit for direct recruits [Not applicable
7 [Educational and other

faualifications required for direct
recruits

[Not applicable

8 [Whether age and educational
faualifications prescribed for direct
Jrecruits will apply in the case of
romotees?

[Not applicable

9 [Period of probation, if an; [Not applicable



rect recruitment or by promotion
by deputation/ absorption and

lpercentage of the vacancies to be
filled by various methods

es of recruitment, whether by[100% by Promotion

[Tin case of recruitment byPromotion:
[promotion deputation absorption |larades ‘trom ‘whichjFrom amongst Lower Grade Clerk of AC Cadre|
promotion deputation; absorption bf AN Administration in Level:2 {Re 19900]
lto be made. 3200) in the Pay Matrix with 8{Eight) yes

[regular service in the grade.

[Note1: Where Juniors who have completed their
walifying eligibility service are bein
onsidered for promotion, their Seniors would|
150 be considered provided they are not short

[the requisite qualifying/cligibility service by
fmore than half of such qualifying/eligibilty
Jservice, or two years whichever is less, and have
Jsuccessfully completed their probation period
flor promotion to the next Higher Grad
[alongwith their Juniors who have already]

mpleted such qualifying eligibility service.
[12]iTa DPC exists, what is its [Group ©" DPC consist of -[composition? 1. Secretary(Perl.) A&N Admn. — Chairman

[2. Dy. Secretary(Fin -I), A&N Admn. —
[Member

Dy. Secretary (PWD/UD), A&N Admn. -
[Member

T3[Circumstances in which UPSC is [Not applicable
[to be consulted in making
Jrecruitment

“Annexure to Scheduled
JOB DESCRIPTION FOR THE POST OF HIGHER GRADE CLERK

1. To enter all receipts marked to him in his Day Book and to provide file numbers in
the section Diary for each receipt shown therein within 3 days of the receipt;

2. To examine cases in the light of instructions, if any given or line of action
indicated by his Section Officer or Higher Officer;

3. To seck assistance of Section Officer or Higher Officers for the disposal of work
entrusted to him in case of difficulties;

4. To examine promptly all receipts marked to him and to submit them on the dues
required dates;

5. To put up cases after examination to the Section Officer on the dates required and
where no date is specified within 3 days of the receipt of the cases;

6. To submit to the Branch Officer, through the Section Officer, weekly arrear
statements along with details of files and papers which remain pending for more
than 7 days;

7. To remain a Suspense and Reminder Diary for taking action on due dates. It
should be checked by the Dealing Clerk at the beginning of each working day;

8. To take prompt action regarding recording of cases;
9. To keep papers and files in a tidy condition;
10.7 remain a list of files he deals with and watch their movements, if the file is held

up at any level for an unduly long period;
11.To comply with the instructions of the Section Officer or any Higher Officers;
12. To remain properly the standing guard file and other registers;



13.To attend to such other work as ma
any Higher Officers;

14.To utilize computer for office work.
be assigned to him by the Section Officer or

SCHEDULE-II
RECRUITMENT RULES FOR THE POST OF LOWER GRADE CLERK OF THE

AMALGAMATED CLERICAL CADRE OF ANDAMAN & NICOBAR
ADMINISTRATION

T [Name of post Lower Grade Clerk
2 No. of Post 938 (Nine hundred thirty cight)® 2025

Subject to variation dependent on workload
3 [Classification [General Central Services Group C’, Non-

Gazetted, Ministeri
4 [Pay Band and Pay Level /Pay Scale Level-2 (Rs. 19900-63200]

selection post.
[Whether Selection post or NonSelection

ge limit for direct recruits, [18-33 years for male
18-38 years for female.
he upper age-limit is relaxable for
lepartmental candidate upto 40 years in|

laccordance with the instructions or orders
issued by the Central Government)

INote: The crucial date for determining the age
limit shall be the closing date for receipt of
lapplications from candidates in India (and not the
losing date prescribed for those in Assam,
feghalaya, Arunachal Pradesh, Mizoram

[Manipur, Nagaland, Tripura, Sikkim, Ladakh]
[Division of J&K State, Lahaulaspiti District and)
[Pangi Sub-civision of Chamba district of Himachal
[Pradesh, Andaman  & Nicobarlslands or
[Lakshadweep).

[Educational and othe
[qualifications required for direct
lrecruits

Essential:
Must have Passed in Senior School
Certificate Examination (XIith|
sd) from a recognized
Board University.
Should qualify in the written)
competitive examination conducted]
by the A&N Administration/ SSC
A typing speed of 35 w.p.m. in
English or 30 w.p.m. in Hindi only
on Computer”

(35 wp.m. and 30 wpm. correspond
10500 KDPH/9000 KDPH on an average of

y depression for cach word)
[Desirable:
[computer Education



8 [Whether age and educationalrect
lrecruits will apply in the case of
laualifications prescribed for
lpromotees?

fage: No
IEducational Qualification: Yes to the extent
findicated in para 11

5 [Period of probation, i any [2( Two) years.
ote: direct recruits would under gone af
tandatory induction training of at least

ltwo weeks duration is a pre-requisite fo
mpletion of probation.

10] ee of recruitment, whether by

Iilled by various methods

rect recruitment or by promotion)
r by deputation; absorption and

[percentage of the vacancies to bel

{) 90% by direct recruitment.
|6)10% by promotion.

Tifin case of recruitment by[10% of the vacancies shall be filled from]
[promotion /deputation/absorption,
lerades from which]
[promotion deputation absorption
lto be made

ongst the Group ‘C’ staf in Level-1|
(Re. © 18000-56900) of the AGN

\dministration and who possess 12%)
[class pass and have rendered 3 years
regular service in the grade on the basi
f departmental qualifying examination
The maximum age limit for eligibility for

[examination is 45 years(SO years of agel
for the ST)

ote: 1f more of such employees than thel
number of vacancies available under Clause
|i) qualified at the examination such excess|
number of employees shall be considered for
illing the vacancies arising in the subsequent
years so that the employees qualifying at an]
rier examination are considered before

hose who qualify at a later examination.
12[[Ta DPC exists, what is its

mposition?
pC’ DPC for considering Promotion]sist of :

1) Secretary(Perl), A&N Admn. -
(Chairman
I2) Dy. Secretary (Fin -1), A&N Admn. —

ember
) Dy. Secretary(PWD/UD)

A&N Admn. - Member

sist of:
1) Secretary(Perl), A&N Admn.
hairman

2) Dy. Secretary (Fin -I), AGN Admn. -
ember

18) Dy. Seeretary(PWD/UD)
A&N Admn. - Member

fe “C DCC for considering Confirmation|



[Not applicable
lto be consulted in making
Jrecruitment

Cp in which UPSC i

Annexure to Schedule-1l
RIPTION FOR THE POST OF LOWER Gi

The following are the duties of Lower Grade Clerks entrusted with
diarising worki-

1. to place all receipts on the Section Officer's table as and when received;
2. to submit to the officers concerned, files and receipts ‘Dak Pads’ for

perusal at the dak stage, ad directed;
3. to bring to the notice of the Section Officer any papers cases which are not

received back from the officers to whom those papers cases were sent
earlier at dak stage for perusal and return;

4. to enter receipts/ cases to the Section Diary;
5. to distributed the receipt/cases to the Dealing Clerk to whom they have

been marked, after obtaining the initials of the respective dealing clerks in
the Section Diary itself;

6. to enter file number in para 7 of the Section Diary against each entry by
noting them from the Day Books of the Dealing Clerks concerned;

7. to bring to the notice of the Section Officer, all entries in the Section Diary,
against which file number could not be noted for want of information from
the Dealing Clerks;

8. to maintain File Register up-to-date;
9. to maintain File Movement Register;
10. to maintain a list of address of the Staff working in the Section Office;
11. to prepare monthly indent for stationary articles and to arrange for its collection

from the Stationary clerk;
12. to arrange supply of stationary articles to the staff in the Section/Office through

the Daftry/ Peon;
13. to maintain proper maintenance of records kept in the section;
14. to trace out old files records as may be required by Dealing Clerk, with the help

of Dary/ Peon attached to the Section/ Office;
15. to maintain casual leave account of the staff working in the Section/ Office under

the personal supervision of Section Officer;
16.to attend to routine typing and comparison work as may be required by the

Section Officer;
17. to deal with routine receipt and files;
18. to keep Section/ Office Library, if any, in proper order;
19. to maintain a Register of publications receive in the Section/ Office from time to

time and to distribute them (including reference Books) to the Staff/ Officers as
and when required;

20.to initiate action for preparation of weekly Arrears Statements and Monthly
Statements of case pending disposal for over a month;

ulation of papers among the members of the staff in the Section/Office and
its recording;

22. to maintain a list of Departments Offices under the A & N Administration;
23. correction to reference books; and
24. to attend to such other items of work as may be entrusted by the Section Officer

or Higher Officer
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