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- Syllabus for the Skill Test / Stenography Test / Typing Test for the post
of Accountant/ Jr. Stenographer / LDC

(1) Accountant (Group-B, Level-6)
SKkill Test Components (*)
Working knowledge of MS Word, PowerPoint, Excel, Access, Internet, and E-mail

Communication
TALLY/ e-TDS/ Other Accounting Software, General A
Noting and Drafting on Office Procedures

—

ccounting/ Payroll Reporting

Note: (*) The skill test is a qualifying test only. Candidates will be ranked on the basis of written test
performance only, subject to qualifying in skill test. Assessed as Qualified / Not Qualified.

Instructions:
The candidate is required to type the Test Passage in the Medium opted by candidate, e.g. if

candidate opts for English Medium, candidate is required to type in English language and if
candidate opts for Hindi, then required to type in Devnagari (Unicode font). The candidates are
expected to type the words/figures and numerical/years in the manner as given in the Question
Paper (both in English & Hindi). Mistake will be treated if a candidate types differently or in other
language. 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.

(2) Jr. Stenographer (Group-C, Level-4)

STENOGRAPHY TEST

Dictation: 10 minutes @ 80 wpm 20 marks
Transcription: 50 minutes in English | (Marks scored out of 20 will be
65 minutes in Hindi on Computer. counted for final selection, subject
to qualifying in Skill Test.

Skill Test Components *) ﬁ

Computer Awareness (Fundamentals of Computer, Hardware & Software, Input and Output devices),
Application of Computer Software like MS- Word, Excel, Power Point, Tally etc. used in day-to-day
office work, Internet, e-mail and various online tools used in day-to-day office work, File
Management. Noting and Drafting on Office Procedures. N

Note: (*)The skill test is a qualifying test only. Candidates will be ranked on the basis of written test and
stenography test performance only, subject to qualifying in skill test. Assessed as Qualified / Not
Qualified.

Instructions:
The candidate is required to type the Test Passage in the Medium opted by candidate, e.g. if candidate

opts for English Medium, candidate is required to type in English language and if candidate opts for
Hindi, then required to type in Devnagari (Unicode font). The candidates are expected to type the

Stenography Test
(Only for shortlisted
candidates based on
written test)

both in English & Hindi Medium:s.

If candidates fail to follow the instructions (Language / Script) of the skill test, they will be disqualified.
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R (3) Lower Division Clerk (LDC) (Group-C, Level-2)

TYPING TEST

Typing Test (Only for Typing speed of 35 wpm in | 20 marks
shortlisted candidates | English or 30 wpm in Hindi on | (Marks scored out of 20 will be counted

based on written test) Computer. for final selection, subject to qualifying
in Skill Test.
SKILL TEST
Skill Test Components (*) N

Computer Awareness (Fundamentals of Computer, Hardware & Software, Input and Output
devices), Application of Computer Software like MS- Word, Excel, Power Point, Tally etc. used in
day-to-day office work, Internet, e-mail and various online tools used in day-to-day office work, File
| Management. Noting and Drafting on Office Procedures.

Note:(*) The skill test is a qualifying test only. Candidates will be ranked on the basis of written test
performance and Typing test only, subject to qualifying in skill test. Assessed as Qualified / Not
Qualified.
Instructions:
The candidate is required to type the Test Passage in the Medium opted by candidate, e.g. if he opts for
English Medium, candidate is required to type in English language and if candidate opts for Hindi, then
required to type in Devnagari (Unicode font). The candidates are expected to type the words/figures
and numerical/years in the manner as given in the Question Paper (both in English & Hindi). Mistake
will be treated if a candidate types differently or in other language. 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.
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