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Skill Test Co.pr*rt(-)
Working t "Communication

Noting and Drafting on Office procedures

nSyllabus for the skitl rest / stenography Test / Typing Test for the post
of AccountantlJr. Stenographe r / LDC

(1) Accountant (Group-B, Level_6)

Note:(*)TheskiIltestisaquali$,ingtestonly.Candidateswillberarrkedo,*ffi.
performance only, subject to quariiyirig in skilitest. arr.rr.o as eualified / Not eualified.Instructions:

The candidate is reguilgd to type the Test ?assage in the. Medium.opted by candidate, e.g. ifcandidate opts for English Medium, candidate iJ*q"ii"a.b_-type in English language and ifcandidate opts for Hindi, then required to type in oevnajari (unicode font). The candidates areexpected to type the words/figures and numerical/y.ur, fii the manner as given in the euestionPaper (both in English * Hindi). Mistake will be t..ut.J iru candidate types differently or in otherlanguage. This applies for bothin Engiish a Hinoiu.airrnr.
If candidates fail to follow the instructions (Language / script) of the skill test, they will be disqualified.

Q) h. Stenographer (Group-Co Lever_4)

Note:(*)Theskilltestisaqualifyingtestonly.Candidateswillberankedontheffi

il:Tff:llv 
test performance onlv, subject to qr"rffyire in skill r.rt.-A;;ed as euarified / Not

Instructions:
The candidate is required to type the Test Passage in the Mldium opted by candidate, e.g. if candidateopts for English Medium, .*didut" is required-to type i, unglish i*g*ie. ;o if candidate opts forHindi' then required to type,in Devnagari luni"ooe'forrl. rhe candiiatJs ar" expected to type thewords/figures and numerical/years in the manner as given in the euestion paper (both in English &
il'fll #|S?H,T ffij:#: 

a candidate tvp" oIn 
'.ntrv 

or i, 
"tro, 

r,ii,age. rhis applies ro.

If candidates fail to followthe instructions (Language / script) ofthe skill test, they will be disqualified.

STENOGRAPHY TEST
Stenography Test
(Only for shortlisted
candidates based on

Dictation: tOm@
Transcription: 50 minuies in English
65 minutes in Hindi on ComputJr.

(Marks scored out of 20 will be
counted for final selection, subject
to qualifying in Skill Test.

Skill Test Crrnpon.rt, 19ComputerA**.*rt

lrl*'*:l"i:,:Tit':tilltltT Yt- word, Excef Power point, rauv etc. used in day-to-dayoffice work, Internet, e-mail and various onrine ,oor, ur.i';';;;;;; ffi:j";ffi'H:Management. Noting and Drafting on Office procedures.

eryw*{



t(g) Lower Division Clerk (LDC) (Group{, Level_2)

SKILL TBST

Note:(*) Th. t
performance and Typing test oniy, 

-subject t, qr"iiryiig in skill test. Assessed as eualified / NotQualified.
Instructions:
The candidate is required to type the Test Passage in the Medium opted by candidato, e.g. if he opts forEnglish Medium, candidate ii iequired to type iiEnglish language and if Landidate opts for Hindi, thenrequired to type in Devnagari (Unicode rong. rne ianaiaates are expectecl to type the words/figuresand numerical/yeats in.the manner as given ii, trr. qr.rtion'rup., (both in English & Hindi). Mistakewill be treated if a canclidate types didrently or in ither langrage. This applies for both in English &Hindi Mediums.

If candidates fail to follow the instructions (Language / Script) of the skill test, they will be disqualified.

Mru_{

TYPING TEST
Typing Test (Onffi
shortlisted candidates
based on written test)

]vnins speed;f 35 wpm;
English or 30 wpm in Hindi on (Marks scored out of 20 will be counted

for final selection, subject to qualifying
in Skill Test.

Skill Test Componentr (*)

Computer A*are,

i::::^"']:ig*::'.:,:ta.:-r*er software iir.. nas_ word, Excel, power point, rauy etc. used in, LqtLJ vLtv. LtDE(l lllday-to-day office work, Internet, e-mail and various online tools used in day-to-day office work, FileManagement. Noting and Drafting on Office procedures.
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