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PRIVATE SECRETARY
Indicative Syllabus & Exam Pattern for PRIVATE SECRETARY (Group-B, Level-7)
Paper-1, part-1; Multiple choice question type - 70 Marks; (60 Minutes: 1 Hour)
Paper-1, part-2; 30 marks subjective. (30 Minutes: 1/2 Hours)
Duration of examination; Total 1:30 hrs

Question standard is that of Graduate Level.

PAPER-1 (Part-1)

Area / 89 Indicative Syllabus / i qrETHT Marks / &

General awareness; India and its neighboring
countries-Current events; History, Polity;
Constitution; Sports, Art & Culture; Geography;
Sigmesal Economics; Everyday Science & Scientific Research;
Awareness National/  International organizations, Indian
Educational System, NEP 2020 ..................

A AR TehdT; TR 0 TS 431,

TS SR | i, srtare, OovR Rw, T omEam, agE
/S ETeA, At R soned — T R sone
2020 (NEP-2020) ....vovessivsvensn, 50 Marks in
Simplification; Decimals; Data Interpretation;
Fractions; L.C.M. and H.C.F.; Ratio & Proportion;
Mensuration; Percentage, Average; Profit & Loss, & e 7 50 97
Discount; Simple & Compound Interest; Time &

Work; Time & Distance; Tables & Graphs etc...........
G, QI T <A A, §99 O T, T T 70, dTio
T @ ...

Analogies; Similarities; Differences; Problem Solving;

these subjects

Numerical

Ability

: Analysis; Decision making; Visual Memory;
Reasoning = e : : ;
Discrimination; Observation; Relationship; Concepts;
Ability Arithmetical Reasoning; Verbal and figure

classification; Arithmetical number series

51 SR




HEEYET, TR, R, v qura, s, ft, w29

et v iieRul, SfFTioTdig dea, sawl. ... ..
Cerieral Meaning of the word Veda, Number of Vedas and

Knowledge on

Veda, Sanskrit

Mantras in each Veda, Veda shakhas surviving in oral
tradition, Number of Chief Upanishads, fourteen

vidya-s, six Vedangas, Sanskrit/Veda sentences

and Indian adopted as important mottos of national
Knowledge organisations, Puranas, Ramayana and Mahabharata,
Names of Sanskrit Mahakavyas, their auhtors,
System
Sanskrit Gadyakavyas and poets.
. 98 T2 F Y, qe) ) WA g 98 § U g, Hifew
9%, BEFd T ok i
QU] H STERTE 35 A, §Ed SuiWee)l & G, Sieg [,
: AGH1, Ee/ 39 % AR [ TE ETeA I HEeaq /T
&l |HHT g4 ; ; . 5
T, O, TRV, HETR, @Ehd HETR il G661 09 6,
TEhd 7T 1A T I SEH
Office All office management matters, service matters,

Management etc

Finance and Account Matters in relation to Central

Govt Autonomous Bodies
T FAGd e HIHS | ST Gt ATHe, g AR % e

HTIA T
TR Ee Hedt T fosi A
Correspondence and Public relations, contacting
experts for various meetings making arrangement for
Professional accommodation, ticket booking, Confidential matters,

Areas of PS

etiquettes, manners and procedures, protocol, press
and electronic media, public representatives, etc in the

context Central Govt Autonomous Bodies

fastt e % & 4

QTR O S © T, T dewhi g R | dee, war,
g i s, T A, ReMER, S goaieE
e, STt T, S F TR & @ e e
g

20 Marks
20 3f%

X e
e

A\




PAPER-1 (Part-2)

Time: 30 minutes

Noting and Drafting

(Subjective Noting and Drafting on the given situation o Ko

questions) b eﬁar :

oo 2R ST &t 77 Reaafer o feroqun SR sreqo F

(FATHTRE 94)

PAPER -2 Time: 35 minutes
Shenopraphy Tess A speed of 120 wpm & 50 wpm in shorthand | 50 Marks
o & typing respectively. 50 3%

(Minimum
required speed
in Shorthand &

s o A ST SH0 H 2 120 T1eq Ul frie 3 | Typing is

50 713 gfel firte 1 a1fa mandatory)

e i zmfin
¥ feraiia =g
wifer aafeiard &

e : SRSt et ST & iR e Tt &1 9 Y i SO 30 T |
Marks will be calculated only if there is minimum required speed in shorthand

and typing.
SKILL TEST / iaie qeur
Computer Awareness.-Basics, Data Base, MS Qualifying Test
Skill Test Office, Networking, Internet application etc.
.............................. ST :
P HE AT |-, ST 3, O GiffhE, | e e

AT, IR TERR S v

(

=2

"l




Multi - Tasking Staff

Indicative Syllabus & Exam Pattern for Multi-Tasking Staff (Group-C, Level-1) --—-
One paper- Multiple choice question type -100 Marks, Duration 1 hr.
Question standard is that of 10"Class.

Al STRET W (107} — &, 905 —1) : Sgahiods® 9%, - 100 3tF  3@fy : 1 guey
(FTeATreR — e 109 GHR &),

Area / &

Indicative Syllabus / il e

Marks /

General
Awareness

A SR

General awareness; India and its neighboring countries-
Current events; History, Polity; Constitution; Sports, Art &
Culture; Geography; Economics; Everyday Science &
Scientific Research; National/ International organizations,

Indian Educational System, NEP 2020 ..................

M SIRTEHT; MR O e 221,
AR R gonelt - ugE fien sonet |, 2020 (NEP- 2020)

25 marks

25 ¥+

Numerical Ability

A>T &HdT

Simplification; Decimals; Data Interpretation; Fractions;
LCM. and H.CF,; Ratio & Proportion; Mensuration;
Percentage, Average; Profit & Loss, Discount; Simple &
Compound Interest; Time & Work; Time & Distance;
Tables & Graphs etc.. ..cuiswisinmiiassnis

FHIE, ST, S, S, sied, @ o e, g, amE
T TRl AT, HE O i, G O 70, ATl o @i

25 marks

25 3%

Reasoning Ability

GlEE R

Differences;
Decision making;
Discrimination; Observation; Relationship;
Arithmetical Reasoning; Verbal and figure classification;
Arithmetical number series etc................

Analogies; Similarities; Problem Solving;

Analysis; Visual ~ Memory;

Concepts;

HAEYT; G, e, @ae gama, fas, fa, e o,
WWWWWW@WW

25 marks

25 3+

General
Knowledge on
Veda, Sanskrit
and Indian
Knowledge
System

Meaning of the word Veda, Number of Vedas and Mantras
in each Veda, Veda shakhas surviving in oral tradition,
Number of Chief Upanishads, fourteen vidya-s, six
Vedangas, Sanskrit/Veda sentences adopted as important
mottos of national organisations, Puranas, Ramayana and
Mahabharata, Names of Sanskrit Mahakavyas, their
auhtors, Sanskrit Gadyakavyas and poets.

5 Marks

BT e




92 312 &1 21, A F TS U U 32 H U T, HikEs G0

92, HEFd U WA | H e 99w |, g St #t W, e b, @ agi,
T T A | WA/ 92 F AT (T TEE S8 51 AUl A/ T, g, | 5 s
g T, HETWRd, T AR & 961 U4 5@, S6hd 7T &1
Language Vocabulary; Grammar; Sentence Structure; Synonyms
Comprehension / | Antonyms and their correct usage, etc. 20 marks
English and
Hindi - 20 %
T % EHE / TG AT A F TEE; G T2, Fom T 3
Tl 9 R ST TE wERT S|
SKILL TEST / Hiaies qtemn

Computer Awareness.-Basics, Data B;se, MS

Office, Networking, Internet application etc.
L - o e e Qualifying
e TeTm TR ANTEHA] | -, STET 36, THIE AT, Test




GENERAL CONDITIONS /&M= 31d

A.

(i)

General Instructions / €A a1

This Syllabus is indicative only. The actual questions may be on these points and
also from related /connected/allied subject areas which are necessarily known by
Officers /Officials /staff for successful management of Central Govt. Autonomous
Organization.

T YISTHH FaS YA T Hiehide & | AT 9 g4 gl o i et /g8 / derg e 45
& 21l €1 T & I %2 SR % T @l F Hhes e o fos aifvemtit /i g
SHEEAF &9 H S Sl 2

The examination will consist of written test and skill test (typing & computer
awareness will be on computer). The above syllabus for posts is indicative only.
The questions will be set both in English & Hindi except for Language
Comprehension. Descriptive answers for the questions may be written either in
Hindi or English. Language Comprehension (If any) will be in respective languages
as per instructions in each question. Ability to understand correct English and
Hindji, his or her basic comprehension and writing ability, etc. would be tested. The
Skill test will be according to the duties and responsibilities of each of the posts.
MTS candidates should also have working knowledge on computer for dispatch-
email sending, pen drive attachment, internet switch basics, entry of names &
addresses on computer and using various types of printers, their cartridge setting,
Xerox, office equipment etc in addition to the duties prescribed.
For the post of Private Secretary, Marks scored in Paper- 2 will also be considered
for ranking and selection.
oteqn o fosfeerd oriten S s oten (ZRIU ST FOgRR SARTERAl Ot W ERT )| T8 & fom
IYIh TIETHH HAS TiehTcrh & | W 1 T3 1 SIeF 9 el o7 B g1 | &2 fr ard)
gl % FuiTenE IO Rt srerar el H fod S Twd € | 9o g9 T fail F STgER A #
| (TfE FIE &) Hefere e # €6t Tt ot AT ) v £ e, Ie g e
I A BT I 1 G0 fh ST S gdten (Rea 39) ST 94 & wael A
formierft & ST &N | THETE Iufiearl #1 faiita dedl & el $oed W e 30
oTe, O gTgd T, $eTAe e &1 Hes a1d, Hegel W AT TR 9d &9 F SR A SR
RIe, Sl et BT, S, FTTesd TR ST il ST ot W iR ] 6 resral
FHEET T BTG F &1 AR

fertt af~re U % for, Yokt v e & fosw 9ur 2 # o af=i &1 301 Sier st




(iii)  Number of candidates to be called for skill test will be eight times (8 times) the
number of vacancies in each category in order of merit in the written test result.
I T o o, JRIT T AT IRAIGaR] i & fosfad wlen aRomm & AR % F0 | s
Aot H R4l % €& H1 716 41 ER 1|

(iv)  The skill test/typing test will be of qualifying nature but shortlisting for Skill /
Typing test will be done for Group B & C posts based on marks secured in the
written test as per (iii). Only those candidates who qualify in skill test will be
considered for inclusion in the merit list.
72T TR/ TR T S S SR SO o e o o s/ R e
et fosRaa olien H ST8 ST F IR W TR A A | Frre woe H (S0t dr o &
e &) AT SH FEA AT IFHIGAI Hl & ST G H 2 F =R s

(v)  To qualify in Stenography and Typing test (Wherever prescribed) candidate has to
score required minimum speed / world limit as prescribed in RRs. For the Group
A post, the final merit list will be prepared based on the performance in the written
test and Interview.
strErfesy e EROT ol (SRt W FaiRe &) § SEdl T F 2 aaE B 9 e §
Foniie =geam T / 21 ST STER S ST F ST B | St - gef i e s
T STeE B fosRad T T HieTIehR H S8 S % SR 9X JFR Hi S |

(vi)  There is no negative marking for any wrong answer in the written test.

fosfiaa aiten & et ¥ TTe5d IR F {5, I, AIcH: Hedishe =i ol S |

(vii)  In the event of tie in marks in written test, senior in age will be given preference.
In the event of tie in age also, overall percentage of marks obtained in Graduate
level for Group A & B posts, Higher Secondary level for Group C -LDC posts and
Secondary level for Group C-MTS post will be taken for deciding merit list.
fesRerat ot & afes @ 1 &6 Reafa o wirg o ale & adgar & st g 3§ qqEa (2E)
EM # Rafd & , ordivaar gt 99 & & f6U g9 e Cd7 96 & fou | W@,
g9 “dl”-eeiel 9G] % fore 3 ATt T 3 gY <6 -TREeE 9g % fo Arafi @ | ume
3! 1 Fcb AlazTd TR HAT AW |

(viii) As per the guidelines of the Government of India, only candidates with 40% or
more benchmark disability (PwBD) will be recognized for the PwBD category.
Candidates with benchmark disability (PwBD) less than 40% will be considered
as general candidates.

A G 3 et fAdaTgamr 40% et aifers S fRsasiotar (PwBD) aes 3ngdf & PwBD
SRt F fose AT R ST | 40% 8 F9 SR [AhSTaT (PwBD) a1 Snadl G spadl AH



(vix) As per the guidelines of the Government of India, if the candidates with 40%  or
more benchmark disability (PwBD) want to bring a scribe with them in the
examination, then they should submit the same along with the
name/age/educational qualification etc. details of the scribe to the Pratishthan
latest by 20-01-2024. Inform through email =~ msrvvp.recruitment@gmail.com or

by letter.

TR TR & feam e 40% staan it s fAsaiviar (PwBD) a1 spaell afg s
|19 G H Scribe (@) ST & & dl Scribe H1 AW / AR / Heitrs Qe N Reww &
Y feAiF 20-01-2024 9% SfawE #:t 86% msrvvp.recruitment@gmail.com &al 95 &

" | g 1 | =
B



B. Important Instructions for appearing in Examination/
wlen # uftafa &g Aeaw i
(i) Candidate will be allowed to attend the exam on submission of the Admit Card,
issued by the Pratishthan.
SiSTH g S SeaT Uot SR e O &1 IRfigar 1 ohe & |itnfesa i S e |
(ii) ~ Candidate should bring the photo (same as attached on application form),
qualification documents, Original Identity Card.( Aadhar Card, PAN card). In
absence of Original ID card, candidates will not be allowed to attend the exam.
IRIZEN S SAT4gA 9= § 9TrT 7T B, THI 65 T e 9 (ID) (MR FE, 39 F1E) Fi
T Sl S AT B | s TEIE 95 o IR | qhe & dfaa R o S
(iii)  Candidates are directed to attend 1 hour before to the venue i.e. examination centre.
AN H1 g o s & 6 3 olien e e okten $g W aHa A 1 92 9 I9fed &)
(iv)  Candidates are NOT permitted to bring any electronic gadgets/mobile phones.
IRAGEART il HI3 5o Toie /HIAES Bl 1 1 SFgafel 481 2 |
(v)  If any candidate is found to possess any electronic gadgets or any other means of
Wireless communication, whether working or switched off mode, his/her
candidature shall be cancelled forthwith and he/she will be debarred from the
examination.
Al it IHTIGER ¥ 9T T SO TT9IE 31 1S 31 TG 91 S & | AT i
(91E FH F ET &1 71 R A Hie) o IHizany
A T F & ST I I e @ dfd w2 fan s

(vi)  No TA/DA will be paid to the candidates for attending the examination.

Irfiearl # wite H ftafed &9 % fow FiE /S grram 28 s

(vii) In all the matters of selection process and selection matters, the decision of the
selection committee shall be binding upon all candidates.

TG R ST T A & el ael H, w5t w1 fora el sefieard ¥ fe s
&l

(viii) The center superintendent has the right to frisk or thoroughly check each candidate

to prevent usage of any electronic gadgets for mall-practice.
e Fe TR AR g R SR ¥ ergfa Al (e, st o) F S | aae B
FeRTeHTE & T SRl Fi gUieET: JOTR F SRR SO @ |

~
R
3% o Q) S
Secretary / @@ O
Maharshi Sandipani Rashtriya Vedavidya Pratishthan, Ujjain



