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Circular
feATa: 20.06.2025

sub: Filling up the post of Medical Record Assistant from Group ‘¢’ ERSTWHILE Group’D’ employees on the basis
of promotion

By the circular of even number dated 30.04.2025, applications were invited for filling the post of Medical
Record Assistant on promotion basis, in which the details of reservation were as follows:

No. of sanctioned posts -16 (Sixteen)
Reservation Unreserved-13, SC-02, ST-01
Revised reservation is as follows:

Vertical Reservation Horizontal Reservation

Unreserved - 13, 2 posts are reserved for the following identified

Scheduled Caste - 02, categories of persons with disabilities:

Scheduled Tribe - 01 OA & OL

Therefore, the only PWBD Candidates of this institute who posses the education /qualifications mentioned in the
circular dated 30-04-2025 (copy enclosed) may apply for the post of Medical Record Assistant through proper
Channel along with self -attested supporting documents.

Note: The application should reach within 07 days from issue of this circular through the Admn-IV Section.

Assistant Administrative Officer
Administration-i}
Attached: As above

Copy:1. Standard Distribution.

2. To In-charge, Server Room with the request to upload the same in the hospital website (under circular).



APPLICATION FOR THE POST OF MEDICAL RECORD ASSISTANT

1 Name of the Applicant
2 Father/Husband Name
3 Designation & Rank No.
4 Date of Birth
5 Date of Regular ‘appointment. : -
6 Category i.e. ST,SC, & PWBD
7 Educational and other Qualification: )
‘ (D) 12th pass Yes/No, if yes please provide:
:year of passing:
Roll Number:
Board:
(i))Diploma/Degree/ Training Course in | Yes/No, if yes please provide
Medical Record Technician year of passing:
Enrolment No./Roll Number:
Board/Training Centre:
Duration of Training/Diploma/Degree:
(iii)Experience as per point 4(3)(LII & | Yes/No. Please provide details:
II1) of Circular. :
Signature of the Candidate
(in running hand)
Verification:

It is certified that the information given by the applicant in S.No. 1 to 7 is verified from the service record

of Sh./Smt./Miss

and found correct.

AO/AAO/Sr.AO

Admn.IV
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Date: 30.04.2025
CIRCULAR

Sub: Filling up the post of Medical Record Assistant

from Group ‘C ‘erstwhile Group‘D’ employees on the
basis of promotion.

Applications are invited, in the prescribed pro-forma
(attached), from Group ‘C’ Staff in Level 1 erstwhile Group
‘D’ employees with three years regular service in level-1 (Rs.
18000-56900) in the pay matrix of this hospital who possess
the following essential education qualification to fill up the
post of Medical Record Assistants, on the basis of promotion.

1.Name of the|Medical Record Assistant (Level-2, Rs.19900-
post 63200).

2.|No. of post|16 (Sixteen)

Sanctioned
3.|IReservation [UR-13, SC-02, ST -01

4.Essential (1), 12th class pass from a recognized Board; and
Education  |(2). (i). Diploma in Medical Record from a recognized
Quallflcatlon |nst|tute or

as per RR (i), Bachelor's degree in Medical Record from .a
recognized university or institute, or

(iii). Certificate training course of at least six months in
Medical records from Central Bureau of Health
Intelligence or Government recognized institute or
university; and

(3). (i) experience of at least one year in the medical
record unit of fifty or more bedded recognized hospital in
case of diploma or certificate training course holders;

(ii) experience of six months in the Medical Record Unit of
fiftty or more bedded recognized hospital in case of
degree holders.

(iii) The experience should have been acquired after the
completion of certificate, diploma or degree.

2. The interested employees who posses the above
education/qualification may apply for the post of Medical



Record. Assistant through proper channel along with self
attested supporting documents. .

Note: The application should reach within 15 days
from issue of this circular through the Admn-IV

Section.

This issue with the approval of the Medical Superintendent.

\f%ﬂw
Assis mn. Officer,

Admn-Il

Encl. As above
Copy to:

1. Standard Distribution.
2. In-charge, Server Room with the request to upload the
same in the hospital website (under Circular).
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