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Historical Development 
 
1.1 The Employment Service came into 
existence in India under the stress of post-
war demobilization.  Towards the end of the 
Second World War, the need for a 
machinery which could handle orderly re-
absorption of civil life, of a large number of 
service personnel and war workers who 
were about to be released as keenly felt.  
Having regard to the complexity of the 
problem and in order to ensure uniformity in 
policies and effective co-ordination of 
efforts it was considered necessary that the 
proposed machinery be directed and 
controlled by the Central Government.  In 
accordance with a scheme that was agreed 
upon by the Central and State Governments, 
the Directorate General of Resettlement and 
Employment (D.G.R.&E) was set up in July 
1945 and Employment Exchanges were 
gradually opened in several parts of the 
country. 
 
1.2 Till the end of 1946, Employment 
Service facilities were restricted to 
demobilized service personnel and 
discharged war workers.  In 1947, 
consequent upon the partition of the country, 
the Employment Exchanges were called 
upon to deal with the resettlement of a large 
number of persons who were displaced as a 
result of partition.  In response to popular 
demands, the scope of the service was 
gradually extended and by early 1948, 
Employment Exchanges were thrown open 
to all categories of applicants. 

 
1.3 This transition of the Employment 
Service from a resettlement agency to an all 
India placement organisation resulted in an 
enormous increase of work, which called for 
long-term measures.  It was felt that the  
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ORGANISATION OF THE NATIONAL 
 EMPLOYMENT SERVICE 

 
organisation which was hurriedly set-up to 
tackle the immediate problem of  
resettlement of released war service 
personnel, required to be restructured if it 
was to function as an effective machinery 
which could facilitate and further the 
employment process.  Accordingly, the 
Training and Employment Services 
Organisation Committee (popularly known 
as Shiva Rao Committee) was appointed in 
1952 (under the chairmanship of Shri B. 
Shiva Rao), to review the set-up and 
functions of the Employment Service and to 
make recommendations for its 
reorganization.  The Committee submitted 
their report in 1954 which was mainly 
responsible for the present structure of the 
organisation and diversification of its 
functions in the field of Occupational 
Research, Vocational Guidance and 
Employment Market Information.  Based on 
the recommendations of the committee, the 
day-to-day administration of the 
organisation was handed over to the State 
Governments with effect from 1st November 
1956. 
 
1.4  The Government of India had also 
appointed in March, 1978, a Committee on 
National Employment Service under the 
Chairmanship of Shri P.C. Mathew 
(popularly known as Mathew Committee) to 
examine the various aspects of the Working 
of Employment Exchanges, and to suggest 
suitable measures to make it more 
responsive to changing circumstances and 
needs.  This Committee submitted its report 
in November, 1978 and made a number of 
recommendations for improvement of the 
Employment Service.  Some of the 
recommendations made by this committee 
have been accepted by the Government for 
implementation. 
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1.5 The Employment Service is now the 
joint concern of the Central and State 
Governments. The respective 
responsibilities of the Government of India 
and the State Government are as under:- 
 
(i)      The Government of India Shall:- 
          

(a) establish in collaboration with State 
Governments national policies, 
standards and procedure to be 
followed by this Employment 
Service in the States; 

 
(b) co-ordinate the work of the 

Employment Service in the States; 
 

(c) plan and formulate programmes for 
expansion and development  of the 
Employment service in consultation 
with State Governments and 
examine local programmes and 
procedure, through appropriate 
officers with a view to ensure that 
agreed policies are being 
implemented, standards maintained 
and programmes followed; 

 
(d) conduct, whenever necessary , 

training programmes for 
Employment Officers and develop 
staff training materials for use by 
the Employment Service in the 
States; 

 
(e) provide a central machinery for 

adjustment surplus and shortages of 
workers in different states; 

 
(f) collect and disseminate information 

concerning employment and 
unemployment and prescribe 
uniform reporting procedure; 

 

(g) plan, develop and carry out a 
continuous programme of employer 
and worker relations directed to 
employers and workers' 
organisation at the national level 
and to employers who maintain 
establishments in several states;  

 
(h) arrange for co-ordination and 

consultation with the Ministries of 
the Government of India whose 
activities affect the employment 
situation in the country; 

 
 
 
(i) carry out at the national level, a 

public relations and information 
programme and develop 
informational material and provide 
Employment Service in the States 
with technical assistance in the 
operation of public relations and 
information programmes; and  

 
(j) carry out a continuous programme 

of evaluation of policies, procedure 
and working practices of 
Employment Exchanges in the 
States with a view to assess and 
advise the State Government on the 
progressive development of the 
service and to ensure that national 
policies, standards, and procedure 
are effectively implemented.  

 
(ii)  The responsibilities of the State 
Government are to:- 
 

(a) exercise full control over the 
Exchange in the States, 
including the power of 
appointment, control,  
promotion and punishment of 
all their staff as well as the staff 
of State Directorates; 
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(b) carry out inspection of 

Employment Exchanges to 
assess the effectiveness of their 
work and take appropriate 
action to bring about necessary 
improvements; 

 
(c) organise and carry out training 

programmes for non-gazetted 
staff in accordance with 
national policies; 

 
(d) organise vacancy and  labour 

clearing in Employment 
Exchanges at the State level and 
co-ordinate with the central 
machinery; 

 
(e) collect, compile, analyse and 

interpret statistical and 
employment market data in the 
prescribed manner and furnish 
such data and information to the 
Government of India as may be 
required; 

 
(f) provide and disseminate 

information to public and 
private bodies in the State 
interested in such information; 

 
(g) plan, develop and carry out at 

State and local levels a 
programme  of employer and 
worker relations in accordance 
with national policies; 

(h) arrange for co-ordination and 
consultation with departments 
of the State Government whose 
activities effect the employment 
situation in the State; 

 
(i) set up, in accordance with 

national policies, Committees 

on Employment at State and 
local levels; 

 
(j) refer to the Government of 

India for consideration 
recommendations of 
Committees on Employment 
involving major changes in 
policy or procedure;' 

 
(k) carry out at State and local 

levels, a public relations and 
information programme in 
accordance with national 
policies; and 

 
(l) provide full facilities to the 

authorised officers of the 
Government of India to evaluate 
the work of Employment 
Exchanges. 

 
1.6 The Employment Exchanges 
(Compulsory Notification of Vacancies) 
Act, 1959 was enacted in 1959 and brought 
into force with effect from 1st May, 1960 
{See Volume III, Appendix 1(1)}.  Under 
the provision of the Act, all establishments 
in the public sector and all establishments in 
the private sector normally employing 25 or 
more workers are required to notify certain 
categories of vacancies and also render 
quarterly and biennial returns in the 
prescribed forms ER-I and ER-II to the 
appropriate Employment Exchanges as 
notified by the State Government. 
 
Directorate General of Employment and 
Training 
 
1.7 In 1960, the name of the Directorate 
General was changed from Directorate 
General of Resettlement and Employment to 
Directorate General of Employment and 
Training (D.G.E&T).  The D.G.E.&T 
constitutes the national headquarters of the 
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Employment Service as well as the 
Craftsmen Training Scheme of the Ministry 
of Labour, Government of India.  The 
Director General is at the apex of both the 
organisations at the national level. 
 
1.8 The Apprentices Act, 1961 was 
enacted in 1961 to provide for regulation 
and control of apprentices in selected trades 
and matters connected therewith {See 
Volume III, Appendix I.(2)}.  The 
D.G.E.&T was made responsible for the 
implementation of the Act and the Director 
of Apprentices Training in the D.G.E&T 
functions as the Central Apprenticeship 
Adviser. 
 
1.9 The first National Commission on 
Labour after reviewing the set-up and 
functions of the Employment Service 
recommended that:- 
 

(i) uniform standards, policies and 
procedure will be needed in all 
states to enable the service to 
work as a well knit and co-
ordinated organisation through-
out the country; 

 
(ii) the national character of the 

service should be fostered and 
strengthened to help efficient 
utilization of manpower 
particularly critical skills 
required for planned economic 
growth;  

(iii) the service should be extended 
to all towns with a labour force 
of ten thousand or more in a 
phased manner so that rural 
workers can take advantage of 
the service; 

(iv) Programmes for Occupational 
Research, Vocational Guidance, 
Employment Market 
Information, Special Surveys & 

Studies and forecasting of 
Manpower supply and demand 
should be  speeded up. 

The second National Commission on 
Labour in its report which was 
submitted in 2002 made the following 
recommendations:- 

  

(i) It is important to redefine the 
role of the employment 
exchanges to meet the new 
challenges. 

(ii) Stress the need to increase the 
coverage and timely release of 
data collected by the National 
Employment Service so as to 
provide a complete picture of 
employment and unemployment 
scenario. 

 
Directorate of Employment Exchanges. 
 
1.10 At the Directorate General of 
Employment and Training, the Director of 
Employment Exchanges is responsible for 
advising Deputy Director General(Emp) and  
the Director-General on matters concerning 
policy, procedure and co-ordination of the 
Employment Service.  It is also responsible 
for the codification of instructions and for 
formulating procedures according to the 
policies agreed upon by the Central and 
State Governments.  It conducts technical 
evaluation of the Employment Exchanges 
and other field units; and advises the State 
Directors on technical matters referred to it 
from time-to-time. 
 
Central Institute for Research and 
Training in Employment Service. 
 
1.11 The Central Institute for Research 
and Training in Employment Service 
(C.I.R.T.E.S) established in 1964 under the 
D.G.E&T, is responsible for imparting 
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professional in service training to the 
officers of the organisation and for 
conducting research on matters concerning 
the Employment Service.  The Career 
Study Centre attached to the Institute is 
responsible for preparation and publication 
of career literature and other occupational 
information materials 

 
Vocational Rehabilitation Centres for the 
Physically Handicapped. 
 
1.12 Vocational Rehabilitation Centres for 
the Physically Handicapped set up under the 
Directorate General of Employment and 
Training, assist physically handicapped 
persons in developing rehabilitation plans, 
depending on their specific needs, aptitudes, 
interests etc. and their placement in 
employment and self-employment etc.  
Facilities for assessing the vocational and 
psychological rehabilitation needs of 
physically handicapped persons are 
available at these centres.  The services of 
these centres are, however, restricted to the 
needs of the blind, the deaf and dumb, the 
orthopedics, cured negative leprosy patients 
and mild mentally retarded for the present.  
The VRCs have been given co-sponsoring 
powers to submit Physically Handicapped 
persons against reserved vacancies. 
 
Coaching-cum-Guidance Centres 
 
1.13 Coaching-cum-Guidance Centres have 
been set-up at selected places to cater to the 
needs of the Scheduled Caste and Scheduled 
Tribe applicants in matters of career 
planning and advice through group and 
individual guidance programmes.  These 
centres aim at enhancing the employability 
of scheduled caste and scheduled tribe 
applicants.  They operate confidence 
building programmes and render assistance 
in preparing them for employment 
interviews. 

 
Committees on Employment 

1.14 The need for formation of Tripartite 
Committee on Employment at various levels 
have been suggested to advise the 
Employment Service at State and District 
level.  To review the employment position 
and assess employment and unemployment 
trends and suggest measures for expanding 
employment opportunities, the State 
Governments are required to constitute State 
Committees on Employment to advise the 
State Governments on such matters.  
Similarly, District level Committees on 
Employment are required to be constituted 
so as to develop the employment potential of 
the District, in addition to usual functions 
relating to matter connected with 
Employment Service.  The composition of 
such Committees and their functions are 
given at Appendix-I(18. 
 
Working Group of the National 
Employment Service 
 
1.15 A Working Group of the National 
Employment Service consisting of the 
representatives of the Central and State 
Governments has been constituted at the 
national headquarters with a view to enable 
it to evolve and formulate policies and 
procedure in consultation with the State 
Governments.  The Working Group meets 
annually and discusses matters relating to 
Employment Exchange policy and 
procedure as have been proposed or raised 
by representatives of the Central or State 
Governments.  Based on the 
recommendations of the Working Group as 
approved by the Government of India, 
necessary amendments, additions or 
deletions to the policies and procedure are 
issued by the D.G.E.&T.  
 
Organisation and Structure of the 
Employment Service in the States. 
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1.16 The State Director will be at the apex 
of the organisation in the States.  In larger 
States, he will be assisted by an Additional 
Director who will also deputise for him. The 
State Directorates will have adequate 
administrative and technical staff to ensure 
efficiency in performance and timely 
collection and publication of data.  The State 
Directorate will also function as a manpower 
organisation and planning agency for the 
State.  Further it will provide leadership, 
guidance and expertise in such technical 
fields as: 
 
(i) Surveys and studies relating to 

employment and unemployment; 
 
(ii) Manpower planning and forecasting; 
 
(iii) Enforcement of Employment 

Exchanges(Compulsory Notification 
of Vacancies) Act, 1959, Collection 
of Employment Market Information 
and Public Relations; 

 
(iv) Vocational Guidance and Career 

advice; 
 
(v) Occupational Research and 

Information; and 
 
(vi) Staff Training. 
 
State Employment Exchange (S.E.E) 
 
1.17 There will be a State Employment 
Exchange at the headquarters of the State.  It 
will deal with applicants of professional and 
executive standard, vacancy and labour 
clearing at the State level, research and job 
development for the Physically 
Handicapped, Ex-servicemen, Scheduled 
Caste and Scheduled Tribe applicants.  The 
staff of the State Employment Exchange will 
be according to the following pattern:- 

 
 
State Employment Officer 
(Assistant Director) 

One 

 Regional Employment Officer 
(Professional and Executive) 

One 

Regional Employment Officer  
( Ex-Servicemen, Sch. Caste and 
Sch. Tribe)                                         

One 

Distt. Employment Officer (Labour 
Clearing)                             

One 

Interviewer                                         One 
Steno-typist                                        One 
Clerk Three 
Typist Two 
Class IV staff-       According to the State' s 
pattern 

 

 Regional Employment Exchange (R.E.E) 
 
1.18 Normally four District  Employment 
Exchanges will be under one Regional 
Employment Officer who  will also be in 
charge of one of the four Exchanges in the 
region which is located centrally and in an 
important town of the region.  The Regional 
Employment Officer will be responsible for 
inspection of the Exchanges in the region, 
Staff training, special problems of the 
Physically Handicapped applicants, Ex-
servicemen, Scheduled Castes and 
Scheduled Tribes applicants, job 
development efforts and enforcement of the 
Employment Exchanges(Compulsory 
Notification of Vacancies)  Act, 1959 within 
the region.  He will also supervise and assist 
in carrying out special studies and surveys 
within the region.  Each Regional 
Employment Exchange will have the staff 
according to the following pattern:- 
 
 
 
Regional Employment Officer 

 
One 

Distt. Employment Officer 
(placement) 

One 

Distt. Employment Officer (Job One 
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Development and Enforcement)  
Asstt. Employment Officer 
(Vocational Guidance and 
Physically Handicapped)                   

Two 

Interviewer  Two 
Statistical Assistant One 
Steno-typist One 
Clerk Six

Class IV staff -    According to the  State' 
pattern 

 
  
 
District Employment Exchange(D.E.E) 
 
1.19 The district will normally constitute 
the basic unit for implementing and co-
ordinating all programmes of employment 
assistance, career advice, employment 
market information and surveys and studies 
in the district.  The District Employment 
Officer will be responsible for inspection 
and enforcement of the Employment 
Exchanges(Compulsory Notification of 
Vacancies)Act, 1959.  He will also be 
responsible for the efficient functioning of 
the Town Employment Exchanges and Rural 
Employment Bureaux in the district.  Each 
District Employment Exchange will have 
staff according to the following pattern:- 
 
Distt. Employment Officer One 
Asstt. Employment 
Officer(Vocational Guidance)                

One 

Interviewer  One 
Statistical Assistant One 
Clerk Four
Class IV staff -    According to the  State' 
pattern 
 
Town Employment Exchange(T.E.E.) 
 
1.20   Town Employment Exchanges will be 
set up in all towns having a labour force of 
10,000or a population of 25,000 or above.  
Each Town Exchange will have the      
following minimum staff- 

 
 

Asstt. Employment Officer                One 
Interviewer  One 
Clerk One
Class IV staff -    According to the  State's 
pattern 

 
Rural Employment Bureau(R.E.B) 
 
1.21  The lowest formation of the 
Employment Service will be the Rural 
Employment Bureau(Presently known as 
Employment Information and Assistance 
Bureau).  These Bureaux will be set up in 
areas where there is a concentration of 
Scheduled Caste or Scheduled Tribe 
population and where rural works 
programme and other employment oriented 
projects are under implementation.  Each 
Rural Bureau will have the following 
minimum staff:- 
 
Asstt.  Employment Officer( Grade II 
in the rank of Interviewer ) 

One 

Clerk One
Class IV staff -    According to the  State' 
pattern 
 
1.22 The staff requirements given in paras 
1.17 to 1.21 are only the minimum.  
Additional staff will be provided whenever 
necessary on the basis of the staffing 
formulae for Employment Exchanges 
developed by C.I.R.T.E.S. 
 
University Employment Information and 
Guidance Bureau (UEI &GB) 
 
1.23 There will be one University 
Employment Information and Guidance 
Bureau in each University.  Each Bureau 
will have the following minimum staff:- 
 
Chief (Part time to be provided by 
the University) 

One 

Deputy Chief(Regional Employment One 
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Officer) 
Research Assistant                                One 
Clerk(Library)  One 
Clerk (General) One 
Steno-Typist One
Class IV staff -    According to the  State' 
pattern 
 
Direction and Control 
 
1.24 Three regions will be placed under an 
Assistant Director whose office will be 
located at a suitable place in his area or at 
the State Directorate.  He will be responsible 
for inspection of the Exchanges in his region 
as also for staff training and job 
development programmes.  He will be 
delegated with adequate administrative and 
financial powers to ensure smooth 
functioning of the offices within the region.  
He will be assisted by one District 
Employment Officer (Staff Training and Job 
Development), one stenographer, one clerk 
and class IV staff according to the State's 
pattern. 
 
1.25   One Deputy Director will be in charge 
of every two Assistant Directors.  His office 
will be located at the State Directorate.  He 
will be responsible for inspection of the 
Employment Exchanges besides functioning 
as a subject matter specialist. 
 
Set-up of Employment Service in 
Metropolitan Areas 
 
1.26 The Employment Service in 
metropolitan areas such as Bombay.  
Calcutta, Delhi and Madras is confronted 
with special problems arising from the large 
population, large number of employment 
seekers, and the sophisticated nature of jobs 
available in these areas.  To meet the 
problems of placement service, career 
advice and of collection of employment 
market information, it is essential to 
organize the Employment Service in these 

areas on special lines.  Employment Service 
in these metropolitan areas will be organised 
as follows:- 
 
(i) There will be one Employment 

Exchange in an area for a population 
of 4,00,000.   These Exchanges will 
be known as Zonal Employment 
Exchanges(Z.E.E.) whose 
responsibilities may be laid down 
either on geographical or functional 
basis; 

(ii) Each Zonal Employment Exchange 
will be under the charge of a 
Regional Employment Officer and 
will have the minimum staff 
prescribed for a Regional 
Employment Exchange.  Additional 
staff will be provided on the basis of 
the staffing formulae for 
Employment Exchange. 

 
(iii) There will be one Assistant Director 

in charge of four Zonal Exchanges.  
He will be responsible for inspection.  
Staff training, job development 
enforcement of the Employment 
Exchanges (Compulsory Notification 
of Vacancies) Act, 1959, etc. 

 
(iv) The Employment Exchanges in each 

metropolitan area will be placed 
under the overall charge of Deputy 
Director. 

 
Evaluation and Implementation Cell for 
the State  
 
1.27 There will be one Evaluation and 
Implementation Cell for Vocational 
Guidance in each State but the States having 
more than 30 Vocational Guidance Units 
will have two such units.  Each unit will 
have the following staff  :- 
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Assistant Director (Evaluation and 
Implementation) 

One 

Steno-Typist One 
Clerk/typist One 
Class IV staff  -        According to the State's 
pattern 
 
 Career  Study Centre 
 
1.28 There will be one Career Study Centre 
in each State for bringing out career 
literature, audio-visual aids, occupational 
information materials and tools for use in 
the career advising programme .  Each 
Career Study Centre will have the following 
staff: 
 
Assistant Director(Career Study) One 
 Employment Officer(Research) One 
Editor                                                  One 
Technical Assistant                            One 
Steno-typist                                        Three 
Clerk One 
Proof Reader One 
Class IV staff-          According to the State' 

pattern 

 
Staffing formulae for Employment 
Exchanges 
 
1.29 The requirements of officers and staff 
of Employment Exchanges for Placement 
Service, Employment Market Information 
and Vocational Guidance programme will 
be assessed on the basis of Staffing 
Formulae developed by CIRTES and revised 
from time to time. 
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2.1  In these instructions, unless there is
anything repugnant in the subject or
context , the following expressions have the
meaning hereby assigned to them:-

"ACT” means Employment Exchanges
(Compulsory Notification of Vacancies)
Act, 1959.

"Act Establishment" means an
establishment coming within the purview of
the Employment Exchanges (Compulsory
Notification of Vacancies) Act. 1959.

"Advertised Vacancy" means a vacancy
which is advertised through various media,
e.g., press, notice board, radio, television,
etc. and which may or may not be notified to
an Employment Exchange.

"Applicant" means a person who having
voluntarily registered at an Employment
Exchange, is eligible for employment and
other assistance in accordance with the
prescribed procedure.

"Applicant Exchange" means the
Exchange which submits an applicant(s)
against a vacancy in another Exchange area.

"Apprentice" means a person who is
undergoing apprenticeship training in a trade
in pursuance of a contract of apprenticeship.

"Apprentices Act" means the Apprentices
Act, 1961 which provides for the regulation
and control of training of apprentices in
trades and matters connected therewith.

"Aptitude" refers to a pattern of a
behaviors and present condition of abilities
that is indicative of an individual's future
attainments, provided appropriate

opportunities of training and expression are
offered.

"Book Register" means a manuscript
record of information pertaining to
applicants, vacancies, employers, etc.,
maintained in accordance with the
prescribed procedure.

"Career Conference” means a meeting or
series of meetings usually organised in joint
collaboration with the educational
authorities, in which various professional
experts in different occupations participate
and make available their intimate knowledge
of the requirements and opportunities in
their fields of work.

"Career Exhibition" means an organised
display of materials of occupational interest.

"Career Literature" refers to publications
containing objective occupational
information relating to various careers and
courses complied for use in career advising
and educational and employment
counselling programmes.

"Career Talk" means a talk on specific
fields of occupations, training etc.,
appropriate to groups of particular
educational levels, emphasizing the
importance of vocational planning.

"Clearing" means the circulation of
information pertaining to vacancies to
selected or all Employment Exchanges in
order to attract suitable applicants, or
circulation of particulars of applicants for
locating suitable job openings.

"Clearing Occupation" means an
occupation for which a shortage of

CHAPTER-II

DEFINITIONS
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applicants generally exists and which has
been declared as such.

"Contract Labour" means persons
employed on work who are not directly paid
by the employer but are paid through
contractors.

"Dead Register" means a systematic
arrangement of Index Cards of applicants
who for various reasons are not entitled to
placement assistance.

"Dead Order Register" means a
systematic arrangement of all those Order
Cards on which all procedural action has
been completed.

"Disabled Ex-Serviceman"  means an Ex-
serviceman who while serving in the Armed
Forces of the Union was disabled in
operations against the enemy or in disturbed
area.

"Discharged Government Employee
(Central)" means a person who was in the
employment of the Government of India for
a continuous period of not less than six
months and who was discharged otherwise
than on reaching the age of superannuation
or completing the period of service
prescribed for retirement and as a result
either of reduction of establishment in an
office or the office itself being wound up.

"Displaced Person" means any person who,
on account of the setting up of India and
Pakistan or on account of civil disturbances
or fear of such disturbances in any area
which formed part of the erstwhile Pakistan
had been displaced from or left his place or
residence in such an area after Ist day of
March,1947, and who has subsequently been
residing in India(Government  of India
Ordnance No. XX of 1948).  Where,
however, a State Government has evolved a

system of registration of Displaced Persons
only those persons who are in possession of
evidence of such registration should be
regarded as "Displaced Persons" by
Employment Exchanges for purposes of
employment under that State.

"Employment Counselling" also called
Brief Counselling aims at helping an
individual in choosing from among the
available job opportunities, openings suited
to his education, training and work-
experience.

"Employment Exchange Minute" means
supplementary instructions issued by the
Directorate General of Employment and
Training on the policies and procedures
adopted in the execution of working of
Employment Exchanges from time to time.

"Employment Market" means a well
defined geographical area having a
concentration of economic activity where
the elements of demand for labour exist and
for which labour force is habitually drawn
from persons living in the area.

"Employment Market Information"
means information concerning the
employment market.

"Employer" means any person who
employs one or more other persons to do
any work in an establishment for
remuneration and includes any person
entrusted with the supervision and control of
employees in such establishment.

"Employers Register" means a systematic
arrangement of employer's cards maintained
at an Employment Exchange and which
contain particulars of establishments in the
public and private sectors in the area served
by the Exchange.
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"Establishment Reporting System" means
the method of collection of employment
information by means of returns (or report)
received from individual establishments.

"Employing Unit" means an establishment
with a separate traditionally accepted  identy
under the control of a single authority.

"Entry Occupation" means an occupation,
the performance of which does not demand
any previous work-experience or vocational
training.

"Ex-Servicemen" means a person who
served in any rank (whether as a combatant
or as non-combatant), in the Armed Forces
of the Union including the Armed Forces of
the former Indian States, but excluding the
Assam Rifles, Defence Security Corps,
Central Reserve , Engineering Force, Lok
Sahayak Sena and Territorial Army, for a
continuous period of not less than six
months after attestation; and

(i) has been released, otherwise than at
his own request or by way of
dismissal or discharge on account of
misconduct or inefficiency or has
been transferred to the reserved
pending such release; or

(ii) has to serve for not more than six
months for completing the period of
service requisite for becoming
entitled to be released  or transferred
to the reserve as aforesaid; or

(iii) has been released at his own request,
after completing five years service in
the Armed Force of the Union.

"Found Work" means an applicant who
has found employment without the
assistance of the Exchanges.

"Fresher" means an applicant who has had
no training or whose experience in the

occupation in which he desires employment
is normally of less than six months duration.

"Group Discussion" means a discussion
with a homogeneous group of applicants or
students involving detailed information on
job opportunities, training facilities and such
other matters pertaining to career planning
or choosing appropriate to the group.

"Group Guidance" denotes all group
activities conducted for guidance purposes.

"Handicapped Person" means a person
who on account of injury, disease or
congenital deformity is substantially
handicapped in obtaining  or keeping
employment or in undertaking work on his
own account of a kind which apart from the
injury, disease or deformity would be suited
to his age, experience and qualifications.

"Individual Guidance or Counselling"
denotes assistance given to an individual to
help him deal with problems relating to
securing employment and making vocational
choices, plans and adjustments.

"Index Card" means a card on which
particulars pertaining to and action in
respect of an applicant are recorded.

"Industrial Classification" means the
classification of establishments or persons in
the labour force in accordance with
predominant economic activity in which
they are, or were engaged.

"Identity Card" means a card given to an
applicant at the time of registration to
identify him as a registrant of the
Employment Exchange.

"Job Development" refers to a programme
planned to locate and obtain job opportunity
matching the education, training, work-
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experience and other relevant characteristics
of an individual applicant.

"Labour Clearing" is the process of
notifying to all Employment Exchanges
availability of certain categories of
applicants suitable for occupations in which
persistent shortages are experienced.

"Labour Force" comprises all persons who
are either gainfully employed or are looking
for gainful employment.

"Lapsed Registration" means a
registration that is declared null and void
because it fails to meet relevant procedural
requirements such as renewal, response to
two consequent call letters etc.

"Live Register" means a systematic
arrangement of Index Cards pertaining to
applicants who are in need of employment
assistance

"Live Order Register"  means a systematic
arrangement of Order Cards pertaining to
vacancies received at an Exchange and in
respect of which action is still outstanding.

"Local Body" means a Municipality,
District Board, Cantonment Board and such
other authority.

"Manpower" means the total human
resources expressed in terms of number of
persons in different occupational categories
available at a specific time to create , design,
develop, manage and operate the various
industries and services.

"Multiple Registration" registration of an
applicant at more than one Exchange at the
same point of time.

"National Classification of Occupations"
means a volume containing the codified

classification of all the identified civilian
occupations in the country giving their
standard and alternative titles with
definitions and guidelines for recording
relevant details about applicants and
vacancies.

"Non-Act Establishment” means an
establishment which does not come within
the purview of Employment
Exchanges(Compulsory Notification of
vacancies) Act, 1959.

"Occupation" is a trade, profession or type
of work performed by an individual
irrespective of the branch of the economic
activity to which he is attached.

"Occupation Information" means
information on a wide variety of topics of
the world of work not only on occupations
and employment but also on education and
training facilities and other matters related to
the choice of and preparation for an
occupation.

"Order Card" means an envelop-patterned
card on which particulars pertaining to and
action in respect of an employer's demand
for workers are recorded and inside which
relevant papers are filed.
"Para Military Forces" means the Border
Security Forces, Central Reserve Police
Force, Indo-Tibetan Border Police, Central
Industrial Security Force, Secretariat
Security Force , Assam Rifles and Railway
Protection Force.

"Parents Meeting" means a meeting
conducted at an Exchange or school with
parents , involving discussion on the
problems of vocational choice of their
wards.
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"Placing" means an employer's acceptance
of a person into a remunerative job through
the Employment Exchange.  This includes:

acceptance by employers of applicants
submitted by Exchanges for
training/apprenticeship  with the object of
their becoming paid employees
on completion of their training
apprenticeship.

"Prescribed Procedure" means the
procedure  agreed upon by the Government
of India and the Governments of States and
laid down in the Manual of Instructions and
such other instructions as may be issued
from time to time by the appropriate
authority.

"Pre-Submission Interview" means a brief
interview with an applicant conducted prior
to his submission against a specific vacancy
for the purpose of explaining the terms and
condition of work, obtaining, willingness,
assessing suitability and for giving guidance
on matters pertaining to selection by the
employer.

"Private Sector" means the economic
activity wholly controlled and managed by
private enterprises.

"Professional and Executive Standard
Applicants and Vacancies" means
respectively applicants possessing and
vacancies requiring, qualification or
experience of an administrative, executive,
supervisory , managerial, higher technical,
scientific or professional nature.

"Proof of Placing" means any
communication, or record or information
(e.g. from X-10, X-83, a signed statement of
an Employment Officer, etc.) which
provides evidence of placing effected by an
Employment Exchange.

"Public Sector" means the activity wholly
or substantially controlled by Government
or regulated by an Act of Parliament or State
legislature. This sector includes
establishments under the Central and State
Governments, Quasi-Government
establishments and Local Bodies.

"Quasi-Government Organisation" means
an autonomous organisation or body which
is controlled by the Government, i.e. an
organisation whether wholly or substantially
financed by Government.

"Registration" means the process of
recording the particulars of an employment
seeker according to prescribed procedure
with a view to rendering him employment
assistance.

"Registration Guidance" means brief
counselling given to an applicant at the time
of registration.

"Renewal of Registration" means the
process of extension of the period for which
registration is valid for purposes of
rendering employment assistance.

"Repeat Registration" means the re-
registration of an applicant placed in
employment in the course of the same
month, the second and subsequent
registrations being considered as repeat
registrations.

“Re-Registration" means the registration of
an applicant who was previously registered
at the same Exchange or at any other
Exchange.

"Shortage Occupation" means an
occupation in which the demand for persons
exceeds the supply.
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"Speculative Submission" means the
submission of particulars of an applicant to a
potential employer,  prior to the notification
of a vacancy, with the expectation that the
employer, will engage the applicant.

"Speculative Vacancy" means a vacancy
which is brought to the notice of an
Exchange other than by notification by the
employer and against which the Exchange
proposes to make speculative submissions.

"Submission" means the introduction of an
applicant or the forwarding of his particulars
to an employer for consideration against a
notified, advertised or speculative vacancy.

"Training Admission" means finding a
person’s admission in a Training
Centre/Institution or in apprenticeship which
does not guarantee remunerative
employment at the end of the training
course.

"Vacancy Exchange" means the Exchange
in whose area the vacancies exist and which
is responsible for raising an Order Card for
them and statistically accounting for them.
NOTE- In the case of vacancies where the
place of work is not known, or is not
definite, the Exchange in whose area the
employer is located will be the vacancy
Exchange.

"Vocational Guidance" means assistance
given to an individual in solving problems
related to vocational planning and to
occupational choice and profess with due
regard for the individual's characteristics and
their relation to occupational opportunities.
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The National Employment Service
Manual

3.1 All instructions of a permanent or
semi-permanent nature will be embodied in
the National Employment Service
Manual(N.E.S.M.).   The Manual is the
primary authority of the National
Employment Service in matters pertaining to
Employment Exchange policy and
procedure.

Employment Exchange Minutes

3.2 In addition to instructions contained
in the Manual, Employment Exchanges are
addressed on incidental matters and
procedural instructions as and when
required.  This is done through the medium
of Employment Exchange Minutes(EEMs).
EEMs contain a reference number at the top
right-hand  corner.

 This indicates the serial number of
the EEM of the year/year of issue/part and
chapter of the manual to which it relates.
The EEMs should be filed chapter-wise in
accordance with the serial number.  All
EEMs are reviewed by the Directorate
General of Employment and Training once a
year and a list of current EEMs issued.
EEMs that are cancelled should be removed
and filed separately for purpose of
emergency reference.

Book Record of Instructions received.

3.3 To check the receipt and proper
distribution of the instructions mentioned
above a 'Record of Instructions received and
Distributed'  should be maintained in the
form given below:-

Record of Instructions Received and
Distributed

Date of
receipt

E.E.M.No. Subject

(1) (2) (3)

DISTRIBUTIONNo. of copies
received By
the Exchange

Name and
Designation of
recipient Date Signature

Of
recipient

(4) (5) (6) (7)

If any instruction is not received, the
Directorate General should be addressed
immediately.

Distribution and Disposal of Instructions

3.4 The E.E.Ms referred to above will be
distributed by the Director of Employment
Exchanges in accordance with the needs of
each Exchange.  Copies distributed to
officers should be regarded as personal
copies and on transfer to another Exchange,
the officer should take his personal set with
him.   In the event, however, of an officer
leaving the Employment Service, these
documents should be handed over to the
head of his office for use by his relief.
Requests for extra copies of instructions
when made of D.G.E.&T. should be
supported by reasons for the demand  and
forwarded through the usual channels.

Responsibility for Maintenance and
Security.

3.5 Officers should see that their
personal sets of instructions are properly
maintained and kept up to date.  The

CHAPTER-III

EMPLOYMENT EXCHANGE INSTURCITONS
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Employment Officer-in-charge of an
Exchange should make it his responsibility
to see that the office copy/copies and those
of his staff are also kept up-to-date.  All
instructions issued by the DGE&T are for
official use only and should not be disclosed
to the public without permission of the State
Director.

Responsibility for Implementation

3.6  It is the duty of the Employment
Officer-in-charge of each Exchange to
ensure that all instructions are fully
understood and implemented by his staff.
Difficulties in the interpretation of
instructions should be referred to the State
Director of Employment.
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Authorised Forms and their Use

4.1 A list of authorized Standard
Employment Exchange forms is given in
para 4.4 below .  Against each will be found
a brief note  indicating the purpose for
which the form should be used.  Improvised
alternative or additional forms should not be
brought into regular use without the
approval of the D.G.E&T .  Specimen copies
of Standard Employment Exchange Forms
are given in Volume II, Appendix I(1).

4.2 While addressing employers or
applicants, forms in English, Hindi or the
regional language should be used as
prescribed by the State Government.  All
forms in English, and/or in any other
language, which are considered appropriate
for printing will be printed and supplied by
the State Director.  No alteration, addition or
amendment to the Standard Forms will be
introduced by any   Government without the
prior approval of the Working Group
referred to in para 1.15.

Procurement of Forms

4.3 All Exchanges should obtain their
requirements of forms according to
instructions issued by the State Directorates.

4.4   List and Description of Standard
Employment Exchange forms   including
Statistical Proformae.

Those Employment Exchanges which are
using Computer for registration purpose, will
make use of X-1 Card.

Employment Exchanges which are not using
Computer for registration will  make use of
following X-1A, X-1B and X-1C Cards
according to level of qualification possessed
by job seekers.

X-1 An 'Index Card' for recording
registration details of jobseekers in
Employment Exchanges which are
using Computer for registration.

X-IA An 'Index Card' issued for
recording registration details of
applicants belonging  to unskilled
category (below Matric/High
School).

X-IB
An 'Index Card' used for recording
registration details of educated
applicants (fresh matriculates/high
school, higher secondary,
intermediate, graduates, classified
in X Division).

X-IC An 'Index Card' used for recording
registration details of professional,
technical and skilled persons, and
post-graduates.

X-2 An 'Order Card' (envelope) used
for recording details of vacancies
notified by employers and filing
correspondence pertaining to the
vacancies.

CHAPTER-IV

STANDARD EMPLOYMENT EXCHANGE FORMS
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X-2A A continuation form for use along
with X-2.

X-10 An ‘Identity Card’ given to the
applicant as proof of registration
by those Exchanges which are
using Computer for registration.

X-10A,
X-10B,
X-10C

An 'Identity Card' given to the
applicant as proof of registration at
the Exchange which are not using
Computer.

X-12 A form for collection of
information concerning
institutional training.

X-13 A form for collection of
information about apprenticeship
training facilities.

X-16 A form used for forwarding
vacancies to other Exchanges or to
the Central Employment Exchange
or to the Employment Co-
ordination   Office for circulation.

X-17 A form used by the Central
Employment Exchange/
Employment  Co-ordination
Office/   Employment Exchange
for notifying amendments/
withdrawals, fillings or
cancellations of vacancies
circulated by them

X-18 A form used by Exchanges for: (a)
notifying to the Central
Employment Exchange/
Employment, Co-ordination Office
amendments, filling or cancellation
of vacancies in circulation; and (b)
advising periodically the Central
Employment Exchange/
Employment Co-ordination Office
that continued circulation of a

vacancy is desired by the
employer.

X-42 A card used to advise an applicant
that a vacancy, for which he
appears suitable, has occurred.
The card can be used either to seek
his consent for submission or to
inform him that his particulars
have been sent to the employer.

X-43 A card used when inviting an
applicant to call at an Exchange for
submission or other type of
interview.

X-45 A card used to acknowledge
receipt of vacancies notified by
employers.

X-46 A letter used for intimation to an
applicant while making postal
submission.

X-47 A reply sent to a Government
employer who either verbally or in
writing requests that his nominee
be submitted against a vacancy
which he has notified.

X-49 A reply sent to a Government
employer certifying that no
suitable applicant is available for
submission against the vacancy
notified by him and also requesting
him to re-notify the vacancy, in
case he decides to relax the terms
and conditions

X-52 A letter addressed to a
Government employer(or a Quasi-
Government employer or Local
Body who desires preferential
treatment to be accorded to an
applicant or to a group of
applicants in contravention of
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article 16(2) of the Constitution.

X-56 A running record of Index Cards
removed from the Live Register.

X-58 A covering letter used when
forwarding a list of applicants to
an employer.

X-59 A follow up letter to X-58 asking
employers for result of
submissions made.

X-62 A covering letter to form X-
10A/B/C when it is sent by post to
an applicant.

X-63 A book register containing a
running record of registrations.

X-64 A book register containing a
running record of orders placed
with the Exchange.

X-66 A letter addressed to an employer
inviting him to consider employing
an applicant whose particulars are
recorded on the reverse of the
form.

X-67 A letter used to advise an
Exchange which is holding a
secondary Index Card regarding
changes in particulars, lapsing of
registration, etc.

X-68 A letter addressed to an employer
reporting inability on the part of
the Exchange to submit suitable
applicants against the vacancies
notified by him and seeking his
concurrence for cancellation of the
vacancies.

X-75 A letter used to advise an applicant
that he has been selected by an

X-76 A letter addressed to an employer
seeking verification of the service
particulars of an applicant who
claims to be his ex-employee but
not in possession of any
documentary evidence.

X-78 A card inviting an applicant to
explain why he declined the offer
of appointment made by an
employer on the recommendation
of the Exchange.

X-78B A letter to an applicant to explain
the reasons for non-response to
call letters twice/declining the
offer of submission three times.

X-79 An acknowledgement card inviting
a persons not yet registered to call
at the Exchange for an interview
with a view to registering him.

X-80 A form used to forward particulars
of applicants, against circulated
vacancies to CEE/Employment
Co-ordination Office/Other
Exchange.

X-82 A covering letter sent along with
the particulars of applicants asking
the employer to indicate which of
the applicants have been selected.

X-83 A proforma on which is recorded
the particulars of applicants
submitted in bulk to an employer.

X-85 A standard letter used for bringing
to the notice of an employer
coming within in the purview of
the Employment Exchange
(Compulsory   Notification of
Vacancies) Act, 1959, the
provisions of the Act regarding
notification of vacancies and
rendition of quarterly/biennial
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returns.
X-87

X-88

A standard letter used, when
reminding the employer coming
within the purview of the
Employment Exchanges
(Compulsory Notification of
Vacancies) Act, 1959, who has
failed to render quarterly/biennial
return.

A standard letter used for bringing
to the notice of the employer
coming under the Employment
Exchanges(Compulsory
Notification of Vacancies)Act,
1959, the omissions/discrepancies
in returns submitted by him.

X-89 A standard second reminder to the
employer coming within the
purview of the Employment
Exchange(Compulsory
Notification of Vacancies) Act,
1959, who fails to render
quarterly/biennial return pointing
out that the failure to render the
return will attract penalty under
Section 3(ii) of the Act.

Form
used for
notifi-
cation of
Vacancies
.

A form used for notification of
vacancies to the Employment
Exchange, both by Act and Non-
Act establishments.  The form is
prescribed under E.E. (CNV)
Rules, 1960.

EM-I An Employer's Card(envelope
used for recording details of
employers and for filling papers
pertaining to them).

EM-IA A continuation form used along
with EM-I for recording details of
contact with employer.

EM-2 A book record of employers
covered under EM-I Programme.

ER-I
Quarterly employment return to be
rendered to the local Employment
Exchange by all establishments in
the Public Sector and all private
establishments covered under the
EM-I programme.

ER-II Biennial occupational return to be
rendered to the local Employment
Exchange by all establishments in
the public sector and all private
establishments covered under the
EM-I programme.

EE
(CNV)-1

Quarterly summary of statistics of
work done in connection with the
EE(CNV)Act, 1959.

EE
(CNV)-2

Annual summary of statistics of
work done in connection with the
EE(CNV)Act, 1959.
.

C.G.R
Form

Annual return regarding Census of
Central Government  employees as
on 31st March of year.

V.G.-I A card envelope used for recording
details of guidance and related
matters and for filing papers
pertaining to them.

V.G.-IA

"Personal Information Form" used
in connection with individual
guidance for recording details
useful for appraising the
applicant’s  vocational fitness.

V.G.-IF A service unpaid card used by
guided applicants for further
assistance or information.

V.G.63
A running record of applicants
guided individually.

V.G.64
A running record of applicants
participating in group discussions.
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participating in group discussions.

V.G.65
A running record of persons
seeking individual information.

V.G.66
A running record of visits of
Employment Officer to
educational institutions.

V.G.67 A running record of training
admission/apprenticeship.

V.G.68
A running record of work done in
Registration Guidance.

V.G.69
A running record of review of old
cases.
Statistical Returns

E.S. I.1
(Monthly)

Registrations, Placements,
Submissions, Live Register,
Vacancies Notified etc.

E.S.1.2
(Annual)

Vacancies notified, filled,
cancelled, outstanding and number
on Live Register by Sex and NCO
in respect of Total, Women, SC,
ST,  OBC & relating to Disabled
persons applicants (Annual).

E.S.1.3
(Annual)

Vacancies notified, filled,
cancelled and outstanding by
sectors.

E.S.1.4
(Annual)

Number of applicants on Live
Register by age, sex and
educational levels.

E.S.1.6
(Annual)

Number of Vacancies reported by
Establishments as unfilled due to
shortage of suitable applicants with
reasons, therefore.

E.S.2.1
(Half
Yearly)

Educated applicants (All
categories, women, SC/ST, OBC)
registered, placed and number on
Live Register by educational level.

E.S.2.2
(Annual)

Trade-wise distribution of Ex-ITI
trainees and full term apprentices
on Live Register together with
registrations and placements made
by N.C.O

E.S.2.3
(Half-
yearly)

Registrations, Placements, Live
Register and Submissions made in
respect of minority communities.

E.S.2.4
(Half
Yearly)

Work done in respect of Scheduled
Caste/Scheduled Tribe/ OBC
Applicants.

E.S.2.5
(Half
Yearly)

Work done in respect of  all
physically handicapped applicants
etc.

E.S.2.6
(Annual)

Work done in respect of displaced
persons(migrants from East
Pakistan  and repatriates from
Burma and Sri Lanka).

E.S.2.7
(Half
Yearly).

Promotion of Self Employment in
rural and urban areas

E.S.3
(Quarterly)

Work done in respect of
Vocational Guidance and
Employment Counselling
programme category-wise (Total
all category, SC, ST, OBC, PH &
Women) .

C.P.-I
(Quartely)

Return for furnishing information
regarding vacancies notified for
Bulletin on Job Opportunities in
India.
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CHAPTER- V

NATIONAL INDUSTRIAL  CLASSIFICATION

Industrial Classification

5.1    In order that information regarding
employment and unemployment in various
sectors of economy be more specifically
known, National Industrial Classification of
all economic activities has been prepared by
the Government of India being used by its
various fact finding agencies.  This
classification is called the "National
Industrial Classification".

5.2    Code numbers have been devised for
each industrial group on what is known as the
'digit' system for use in Employment
Exchange records.  This system is related to
international usage as recommended by the
I.L.O Employment Officers must study the
National Industrial Classification system so
that they may be able to classify the
vacancies industrially.

5.3    It is important that the concept of
industry should not be confused with that of
occupation, 'Industry' means that sector of
economic activity in which the earner is, or
was engaged, e.g., textile industry,
automobile industry etc., whereas the
'occupation' describes the exact function that
an individual performed in that sector, e.g.,
filter, carpenter, etc.

Classification of order Cards/Vacancies.

5.4    The National Industrial
Classification code number, appropriate to
the economic activity of the employer who
notifies the vacancy , should be entered
against, the item N.I.C on the top right hand
corner of the front page of Order Card(X-2).

5.5 The system that has been followed in
the construction of National Industrial
Classification code has been outlined in

the ‘Explanatory Note’ given in the
"National Industrial Classification" .  The
Principles to be observed in the Industrial
Classification of applicants, employers  and
vacancies have also been given there in
detail with illustrative examples.
Employment Officers and other members of
the staff should make themselves fully
familiar with these numbers and ensure that
appropriate and correct industrial codes are
allotted to Order Cards.



 
The N.C.O and its uses 
 
6.1  The performance of the pl
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the N.C.O give the overall functio
operations performed by the 
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(iv) assessing the comparative skill and 
knowledge of workers within the 
same occupation 

 
(v) reporting statistical data concerning 

the employment market; and 
 
(vi) classifying occupational literature. 
 
 
6.2 The occupational classification 
system is also of great importance in the 
analysis of data relating to employment, 
unemployment, under-employment, labour 
force statistics, migration, training, work 
study, occupational hazards, etc. 
 
6.3 Apart from the use made of the 
N.C.O. by the Employment Service, other 
agencies such as the Registrar General of 
India, Planning Commission, National 
Sample Survey Organisation, Central 
Statistical Organisation, Institute of Applied 
Manpower Research, etc. and industrial 
establishments are also making increased 
use of this classification system. 
 
Concept of Occupation 
 
6.4   The following definition of an 
occupation was adopted by the 6th 
International Conference of Labour 
Statisticians:  
 
              "An occupation is a trade, 
profession or type of work performed by an 
individual irrespective of the branch of the 
economic activity to which he is attached." 
 

The same concept of an occupation 
has been adopted in the National 
Classification of Occupations.  The 
Occupation of any person is the kind of 
work, which he performs.  The nature of the 
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factory, business or service in which the 
person is employed has, however, no 
bearing upon the classification of the 
occupation.  It is a person's occupation 
independent of his industrial association that 
is important in an occupational 
classification.  There is, therefore, a clear 
distinction between an occupational 
classification and an industrial classification.  
The former embraces what an individual 
does, in the economic structure of the 
industry.  A man's occupation is the type of 
work he performs.  His industry is the type 
of commodities/services, which his 
employer produces.  For instance, a 
carpenter may work in the shipbuilding 
industry, the food processing industry or a 
steel plant, but by occupation, he will be a 
carpenter.  
 
Principal Technical Terms 
 
6.5 It may be useful to understand the 
following technical terms while learning the 
use of the N.C.O : 
 
(i) Position: A worker performing a 

number of closely related tasks in 
any particular establishment is said 
to be holding a 'position'. 

 
(ii) Job: A number of similar "Positions" 

in a particular industry/establishment 
combine together to form a "Job". 

 
(iii) Occupation: Similar jobs spread all 

over the country in different 
industries/establishments form an 
"Occupation."   In the N.C.O., it 
represents the average picture of 
work performed in that occupation 
throughout the country. 

 
To illustrate, Sri X occupies a 'Position' of 
Assistant Employment Officer in an 
Employment Exchange (performing a 

number of tasks), two other persons who are 
employed in the same capacity in that office 
make it a total of three 'Positions.'   The 
three 'Positions' grouped together are a 'Job.'  
The occupation of an Assistant Employment 
Officer is a group of similar 'Jobs found in 
all Employment Exchanges in India.  The 
term 'separate job' is often used 
interchangeably with the term 'occupation.'  
Thus it may be said that there are about 
three thousand 'separate jobs' or 
'Occupations' in India as classified in the 
N.C.O.  There are of course many more 
times the number of jobs and there are as 
many 'Positions' as there are employed 
workers in the country. 
 
(iv) Family:    A 'Family' is the smallest 
group in the N.C.O  comprising of a number 
of similar or related occupations. 
 
(v) Group:   A number of such families 
which are closely, related or are similar, 
combine together to form a 'Group' of the 
N.C.O. 
 
(vi) Sub-Division: A number of such 
‘Groups’ which are closely related or are 
similar combine together to form a “ Sub-
divisions” of the N.C.O. 
 
(vii) Division:      Similar ' Sub-divisions ' of 
occupations have been arranged together to 
form different   'Divisions' of the N.C.O   A 
Division is the broadest classification of 
allied   occupations. 
 
(viii) Skill Level: This is a function of the 
complexity and range of the tasks and duties 
involved. 
 
(ix) Skill Specialisation – this shows the 
field of knowledge required, the tools and 
machinery used, the materials worked on 
and the kinds of goods and services 
produced. 
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(x) Standard Title:  'Standard Occupational 
Title’ is the name or designation by which 
the Occupation is commonly known in the 
country and is easily understood by 
everyone.  This is indicated in bold letters in 
the N.C.O.  If an occupation is known by 
other names also is some parts of the 
country, these names are regarded as 
alternative names or 'Alternative Titles' in 
the N.C.O which are indicated immediately 
after the standard title. 
 
(ix)   Definition:       A narrative description 
of the content of an occupation giving an 
idea of the  work performed, explaining 
what the worker does, how he does it, why 
he  does it, and what he may perform in 
different positions or in different places            
of work. 

                

6.8 In the N.C.O occupations with 
similar characteristics of work and requiring 
similar level of skill for their performance 
are grouped together and they are more 
closely related to one another in any 
particular Family, Group, Sub-division or 
Division than occupations outside it.  The 

classification of an occupation in a particular 
Division, Sub-division, Group and Family 
gives an idea of the type of tasks and the 
level of skill, which are expected of the 
worker.  That is to say, the very 
classification throws light on the nature of 
work & skill involved in the occupation.  
The classification of the occupations is on 
the basis of the nature of the task performed 
and not on the basis of industry, in which it 
is found.  A carpenter has been defined only 
once along with other carpenters.  In fact a 
carpenter is found in the 'Railways, Ship-
yard, Coach Building Industry, Construction 
Work, etc.  The occupations have not been 
defined by industries.  An effort has, in fact, 
been made to avoid use of titles suggestive 
of particular industry.  Nevertheless, some 
Groups or Families had to be described in 
words similar to these used in the Industrial 
Classification, for want of better 
terminology. 

 
Coverage of  N.C.O and Classification 
System 

6.6 All civilian occupations so far 
identified in the country have been grouped 
in a hierarchic system.  In this system, 
Occupations have been grouped into 
Occupational Families, the families being 
grouped into Occupational Groups, which in 
turn are grouped into Occupational Sub-
divisions and Occupational Sub-divisions 
are grouped together in to Occupational 
Division. 
 
6.7 The basic principle adopted in the 
grouping or classification of occupations in 
the N.C.O is the skill level involved in 
performance of the occupation and 
similarity of the work performed.   
 

 
6.9 Apart from what has been stated 
above, it may be found that two or more 
occupations are sometimes very much 
similar to each other and no significant 
training and /or experience is required for 
transferring a worker from one to the other.  
They, have, therefore, been profitably 
combined together under one occupational 
title and code. 
 
6.10 The occupational hierarchy   in this 
classification system runs upwards from 
Occupations to Families, Groups, Sub-
divisions and Divisions.  A number of 
similar Occupations are grouped under one 
Family.  A number of Families of allied 
occupations are combined into Groups, a 
number of related groups are combined into 
Sub-divisions and a number of related Sub-
divisions assigned to Divisions.  The 
National Classification of Occupations has 
at present 10 Divisions consisting of 30 
occupational Sub-divisions distributed into 
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116 Occupational Groups divided into 439 
Families; under each Family is a number of 
individual occupations, which at present 
come to 2945 occupations. 
 
 
Code Structure 
 
6.11 A numerical coding system is 
adopted in the N.C.O .   The code number of 
each Occupation consists of  5 digits, 
formed in the following manner:- 
 
 

i. Each Division is assigned a single digit 
code number as  1, 2, 3 etc.  In the 
tenth Division, which is a 
supplementary Division for workers 
not classifiable by occupations, the 
code given is 'X' 

 
 

ii. As each Division is divided into a 
number of Sub-divisions, each of these 
Sub-divisions within the Division has a 
two digit code number.  As  the Sub-
divisions have been further divided 
into Groups, each Group has got a 
three digit code number. Each Group 
has further divided into Families, each 
Family has got a four digit code. 

 
 
iii. For occupations within the Family, two 

more digits are added, thus making a 
six-digit code number. The allocation 
of a six-digit code number for an 
occupation is illustrated below:- 

 
 
 
 
 
 
 
 

Aggregation Title Code 
Number

Division   Clerks  4 
Sub-division 
within the 
Division 

Office Clerks 41 

Group within 
the Sub-
division 

Secretaries & 
Key board 
Operating 
Clerks 
 

411 

Family within 
the Group 

Secretaries  
 

4115 

Occupation 
within the 
family 

Private 
Secretary  

4115.10 
 

  
 
iv. The last two digits of the code 
numbers for individual occupations 
within a Family are numbered in 
sequence like 10, 15, 20, 25 etc. usually 
leaving Intervals of five or ten between 
numbers, depending on the number of 
Occupations to be accommodated within 
the family.   Shorter intervals are 
occasionally given between the code 
numbers of two consecutive occupations 
to indicate that the relationship between 
the two occupations is closer than that 
between the other occupations in the 
family.  Similarly larger intervals are 
sometimes left between code numbers to 
indicate that these occupations are less 
closely related than the other occupations 
in the Family.   
 

6.12   There are a few coding conventions 
which are employed to give some indication 
of the nature of the occupations within the 
families concerned.  They are explained 
below:- 
 
 
 
 

NESM/Part.I/Vol.I 27



i)   “Professionals” and “Technicians & 
Associate Professionals” have been included 
in the Division 2 and 3.  They have been 
assigned separate Sub-divisions in the 
appropriate categories. 

 
Professionals: Professionals increase the 
existing stock of knowledge, apply scientific 
or artistic concepts and theories, teach about 
the foregoing in a systematic manner, or 
engage in any combination of these three 
activities. Most occupations in this division 
require skill at the  fourth skill level.      
                  
Technicians and Associate Professionals: 
Technicians and associate professionals 
perform mostly technical and related tasks 
connected with research and the application 
of scientific or artistic concepts and 
operational methods, and government or 
business regulations, and teach at certain 
educational levels. Most occupations in this 
Division require skills at the third skill level. 
 
 (ii)The prefixes A, B and C have been used 
for the classification of Apprentices, 
Foremen/Supervisors and Instructors 
respectively. 
 
 Apprentices, learners and trainees, 
including such of the trainees who have to 
undergo training partly within the enterprise, 
establishment, factory, etc., and partly in a  
school or institution, as in the case of 
apprentices under the Apprentices Act, 
1961,are classified by prefixing 'A' to the 
occupational code,  Apprentices, learners,            
trainees, etc., in professional 
occupations(such as Law, Chartered 
Accountancy,  Engineering, Pharmacy, etc.) 
are to be classified likewise. 

       

 Instructors in charge of in-plant training, 
as distinguished from institutional training 
are classified according to the occupation of 
trainees/apprentices instructed with a               
Prefix ‘C’ Lecturers, Professors, etc.  
teaching in institutions like colleges, 
universities, etc. are  classified under 
Teaching Professionals (Sub-division 23).  
Thus a Surgeon, Mechanical Engineer or an 
Economist engaged in teaching in a 
university or college will be classified under 
Family 2310 and not under the occupational 
families relating to Surgeons, Mechanical 
Engineers    or Economists. 

 
 Foremen/Supervisors whose duties are 
chiefly supervisory, or involve the 
application principally of practical skills 
similar to those of workers supervised, i.e., 
those who participate actively in the same 

work as that performed by the workers                
supervised are classified according to the 
occupation of workers supervised                
with a prefix 'B' .   A few examples of 
workers performing supervisory functions 
 are: head waiter, principal book keeper, 
typing pool supervisor,  principal steward,  
chief information assistant, principal analyst, 
etc.  These workers are all engaged on        
the same type of work as is performed by 
the workers supervised; hence their                 
Occupational code number is the same as 
that for the workers supervised with               
the prefix 'B'.    
 
 Such supervisors are distinct from those 
classified as Clerical Supervisors, like 
Section Officer (3431.10) or as Sales 
Supervisors, Wholesale Trade(5220.10), 
Sales Supervisors, Retail Trade(5220.15). In 
these cases ‘B’ will not be prefixed as these 
supervisors have a independent code 
number. 
 

 
(iii) The N.C.O classifies Shop-floor 
Supervisors and Foremen along with 
Operatives in their particular fields in 
Division 7& 8. All such Supervisors and 
Foremen have been classified in the 
respective occupational groups in a separate 
Family, represented by digit '8' at the unit 
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place in the four digit code numbers.  They 
are all round men, who supervise a number 
of workers engaged on a wide range of tasks 
and functions.  For example Supervisor and 
Foremen Plumbing is allotted independent 
code number 7138.30 as they supervise 
workers engaged in plumbing, Plumber is 
given code number 7136.10 similarly 
Electrical Supervisor, Wiring is allotted 
independent code number 7138.40 whereas 
the code for Wireman whose work is 
supervised by him is 7137.20. These 
personnel are responsible for accomplishing 
a complete job or manufactured article 
requiring one or more production processes, 
etc.  
The latter type of 'Supervisors' are basically 
experienced workers, who often rise to 
supervisory positions. 
 
Occupational Content of the Divisions  
into which Occupations have been Coded 
in the N.C.O. 
 
6.13 (i) LEGISLATORS, SENIOR 
OFFICIALS AND MANAGERS 
(Division-1) 

 
Legislators, Senior Officials and Managers 
determine, formulate, direct or advise on 
government policies, as well as those of 
special- interest organisations, formulate 
laws, public rules and regulations, represent 
governments and act on their behalf, oversee 
the interpretation and implementation of 
government policies and legislation, or plan, 
direct, co-ordinate the policies and activities 
of enterprises or organisations, or their 
internal departments sections. 
 
(ii ) PROFESSIONALS(Division-2) 
 
Professionals increase the existing stock of 
knowledge, apply scientific or artistic 
concepts and theories, teach about the 
foregoing in a systematic manner, or engage 

in any combination of these three activities. 
Most occupations in this division require 
skill at the  fourth skill level.  
 
(iii )   TECHNICIANS AND 
ASSOCIATE PROFESSIONALS 
          (Division-3)  

 
Technicians and associate professionals 
perform mostly technical and related tasks 
connected with research and the application 
of scientific or artistic concepts and 
operational methods, and government or 
business regulations, and teach at certain 
educational levels. Most occupations in this 
Division require skills at the third skill  
 
(iv )  CLERKS(Division-4) 

Clerks record, organise, store, compute and 
retrieve information related to the work in 
question, and perform a number of clerical 
duties especially in connection with money-
handling operations, travel arrangements, 
requests for information, and appointments. 
Most occupations in this division require 
skills at second skill level.  
 
(v) SERVICE WORKERS AND SHOP 

AND MARKET SALES 
WORKERS (Division-5) 

 
Service workers and shop and market sales 
workers provide personal and protective 
services related to travel, housekeeping, 
catering, personal care, or protection against 
fire and unlawful acts, or they pose as 
models for artistic creation and display, or 
demonstrate and sell goods in wholesale or 
retail shops and similar establishments, as 
well as at stalls and on markets. Most 
occupations in this division require skills at 
the second skill level. 
 
(vi) SKILLED AGRICULTURAL AND 

FISHERY    WORKERS 
(Division-6) 
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Skilled agricultural and fishery workers 
grow and harvest field or tree and shrub 
crops, gather wild fruits and plants, breed, 
tend or haunt animals, produce a variety of 
animal husbandry products, cultivate, 
conserve and exploit forests, breed or catch 
fish and cultivate or gather other forms of 
aquatic life in order to provide food, shelter 
and income for themselves and their 
households. Most occupations in this 
division require skills at the second skill 
level.  
 
(vii) CRAFT AND RELATED TRADES 
WORKERS (Division-7) 
 
Craft and related trades workers apply their 
specific knowledge and skills in the fields of 
mining and construction, form metal, erect 
metal structures, set machine tools, or make, 
fit, maintain and repair machinery, 
equipment or tools, carry out printing work 
as well as produce or process foodstuffs, 
textiles, or wooden, metal and other articles, 
including handicraft goods.  
The work is carried out by hand and by hand 
powered and other tools, which are used to 
reduce the amount of physical effort and 
time required for specific tasks, as well as to 
improve the quality of the products. The 
tasks call for an understanding of all stages 
of the production process, the materials and 
tools used, and the nature and purpose of the 
final product. Most occupations in this 
division require skills at second skill level. 
 
(viii) PLANT AND MACHINE 

OPERATORS AND 
ASSEMBLERS     (Division-8)  

 
Plant and machine operators and assemblers 
operate and monitor industrial and 
agricultural machinery and equipment on the 
spot or by remote control, drive and operate 
trains, motor vehicles and mobile machinery 

and equipment, or assemble products from 
component parts according to strict 
specifications and procedures. 
 
(ix) ELEMENTARY OCCUPATIONS 
(Division-9) 
 
Elementary occupations consist of simple 
and routine tasks which mainly require the 
use of hand-held tools and often some 
physical effort. Most occupations in this 
division require skill at the first skill level. 
 
(x) WORKERS NOT CLASSIFIED BY 
OCCUPATIONS    (Division-X)  

 
Workers classified in this Division are those 
persons seeking employment who have not 
received any professional, technical or 
vocational training or work experience; 
persons reporting occupations that can not 
be identified; persons reporting occupations 
not sufficiently described to permit 
classification and workers not reporting any 
occupation. Excluded are those persons 
seeking employment only in specific 
occupations. 
 
How to locate an Occupation in the 
N.C.O. 
 
6.14 To facilitate speedy location of an 
occupation in the N.C.O , it is essential that 
the occupational classification system and 
the code structure should first be mastered.  
It is also necessary that the nature and field 
of work and basic requirements of 
occupations are known, on the basis of this 
knowledge, first the division should be 
located, secondly the sub-division, thirdly 
the group, forthly the family and finally the 
occupation.  For instance, the occupation of 
a Tool Maker who is a skilled craftsman 
would be available under Division 7 (Craft 
and Related Trades Workers), Sub-division 
72(Metal, Machinery and Related Trades 
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Workers), Group 722(Blacksmiths, Tool 
Makers and Related Trades Workers) 
Family 7222 (Tool Makers and Related 
Workers) and finally at the code No. 
7222.20.   The occupation of an Accounts 
Clerk who belongs to the clerical category 
will obviously be under Division 4 (Clerks), 
in Sub-division 41(Office Clerks) in Group 
412(Numerical Clerks) and in Family 
4121(Accounting and Book keeping Clerks) 
at Code No. 4121.20.  The occupation of a 
watchman which is an elementary 
occupation will, therefore, be in Division 9 
(Elementary Occupations) under Sub-
division 91 (Sales and Service Elementary 
Occupations) in  Group 915 (Messangers 
Porters, Door Keepers and Related 
Workers), in Family 9152 (Door Keepers, 
Watchpersons and Related Workers) at 
Code No. 9152.20 Likewise, the Code No. 
of Motor Mechanic Helper which is  low-
skilled worker carrying out routine tasks 
would be available in Division 7 in Sub-
division 72 in  Group 723, in Family 7231 
and since this is operative type of work, they 
would be available at 7231.90. 
 
6.15 There are certain types of unskilled 
workers not elsewhere specifically classified 
in the N.C.O and who may have worked in 
more than one industry.  They should be 
placed, for purposes of classification under 
Sub-division X1 (Workers Reporting 
Occupations Unidentifiable or 
Unclassifiable) in Group X10 (Workers 
Reporting Occupations Unidentifiable or 
Unclassifiable) and being coded in Family 
X100(Workers Reporting Occupations 
Unidentifiable or Inadequately Described).    
 
6.16 The use of the code number in the 
N.C.O meant for residuary occupations 
should only be resorted to after a thorough 
search has failed to locate a code number to 
suit the occupation concerned. 
 

Use of Division X-workers not 
Classifiable by Occupations. 
 
6.17 Applicants are registered on the basis 
of vocational, professional qualifications, 
training or work-experience.  If an applicant 
does not possess significant work-
experience for specific vocational or 
professional training, he cannot be registered 
under Division 1 to 9. Besides, there are 
persons engaged in occupations which are 
unidentifiable unclassifiable and others who 
do not provide information about their 
occupations.  All these types of persons 
should be classified under Division 'X'. 
 
6.18   It will be recalled that a large 
majority of persons seeking employment 
assistance are those who do not possess 
professional or vocational training or 
adequate  work-experience and therefore the 
number of applicants registered under 
Division 'X' will be large.  The resultant 
separation of such applicants and grouping 
them under one Division viz 'X' is 
considered essential so that analysis of the 
Live Register will clearly show the number 
of experienced or occupationally trained 
registrants as distinct from those who are  
untrained.  The following points should be 
noted by Employment officers in matters of 
registration of applicants under Division 
'X':- 
 
(i)        The classification of applicants under 

the Division   'X' should be on the 
basis of educational qualifications.     
They should be registered for 
'General Vacancies' and not for 
specific occupations; that is to say, 
candidates registered for general 
vacancies would form a pool from 
which submission should be made 
against vacancies for which they are 
suitable by virtue of their 
qualifications.   
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(ii) Applicants who possess technical 

qualifications or have  undergone 
vocational or pre-employment 
training should  be registered in the 
appropriate trades and not in the X-  
Division (excepting those who are 
not willing to be considered for the 
occupations for which they are so 
qualified). 

 
(iii)    Applicants who possess job-

experience should be registered in 
the appropriate trades and not in the 
X-Division  (excepting those who do 
not wish to be considered for 
occupations in which they have such 
experience).  While job-experience 
for a period of at least six months 
should normally be necessary to 
consider an applicant as 'experienced 
candidate', even those who have  
worked for less than six months can 
be considered as experienced 
candidates provided, the nature of 
the occupation in which they were 
engaged is such that a shorter period 
of experience is considered adequate 
for reasonable proficiency in that 
occupation. 
 

(iii) Division 'X' is meant for classifying 
applicants and not for classifying 
vacancies or Order Cards. 

 
Importance of Correct 
Occupational Classification 
 
6.19 The importance of correct 
occupational classification on Index Cards 
and Order Cards is the key to effective 
placing and accurate statistical work and 
should be done by careful and intelligent use 
of the N.C.O.  For facilitating work and for 
ready reference an Index giving the titles of 
occupations in alphabetical order indicating 

the code numbers both for the NCO-2004 
and NCO-68 is given at the end of the 
N.C.O.   Care should be taken to see that 
this alphabetical index is used only as an aid 
to the technique of allotment of occupational 
code numbers as given in para 6.14 above.  
 
 
Identification and Classification of 
New Occupations 
 
6.20  The coverage of the N.C.O is by no 
means complete.  New occupations arise and 
changes in existing occupations take place 
from time to time owing to technological 
changes in the economy, Jobs also change 
sufficiently to make definition of 
occupations published in the N.C.O 
unsatisfactory for operating functions of the 
Employment Service.  Employment Officers 
who are in day-to-day touch with the 
applicants and the employers are likely to 
come across a number of occupations, the 
definitions of which are not in conformity 
with those given in the N.C.O .  
Consequently, an accurate classification of 
applicants and vacancies in such 
occupations becomes difficult.  The 
following procedure is, therefore, laid down 
with a view to overcome these difficulties. 
 
6.21     Whenever an Employment Officer 
in the course of interviewing applicants, 
receiving vacancies, visiting employers or 
otherwise comes across an occupation not 
included in the N.C.O, the particulars should 
be forwarded in duplicate to the State 
Director in the form given in Volume II 
Appendix I (2 ).  The State O.I. Unit should 
then examine these details with reference to 
the N.C.O .  In case the appropriate 
classification for the occupation so reported 
exists in the N.C.O., the form should be 
returned to Employment Exchange 
indicating the appropriate code number.  If 
no appropriate classification exists in the 
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N.C.O.,  the State O.I.  Unit should forward 
the forms to the D.G.E.&T.  along with their 
comments under intimation to the 
Employment Exchange  concerned.  The 
D.G.E&T will allocate a specific code 
number for the occupation and also release 
its definition for being incorporated in the 
N.C.O. 
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