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Q&1 AT (Examination Scheme)

. WA ST (First Phase): fifera e (aegma)

e

S ¥
YUH | WA Aigs | 900 | YO TEABIeTE FeT | LOWTTX R9F ‘

YA AT T TET:

T (MCQ)

. Taf= == (Second Phase): feifaa 9den (fawamma)

e

Wﬁl’oﬁﬂ%ﬂﬂ:{, ?ﬁ—i QR YIAX L AT S
e | @@ 99T | 900 | Yo |
IEI 30 e
TAT FTATT 0T - ¥ WeA X0 IS

3. AFTH - HFYET W QAT T Feaardi (Computer Skill Test & Interview)

o Eult & omett e
FHFIEL GO TUAT (Computer Skill Test) 90 | YANTHS (Practical) R0 fime
SR Saardr (Individual Interview) 30 1ﬂ'i:@Trl'T(Oral) -
e
1. A WEHH A d TdEr (FEm =) X R w1 a9 dEan ) (FFge 99

R.

o

THET T SeqEiat) T AT =R e aRes g |

fofad T TeATAHT WEAH AT TEAHHF] [F0aawq T Ao [RTUHT G, Wl AIMHT AT Faweq
T AT B UF WA A GG | AEqers T T S g e g G g o
ferfre Tt wrezw s SOl A Sl wEEr Fuel ¥ S 39 g |

FEA c{go\obﬂ?qob (Multiple Choice) FITEEH! TTATd I [AUAT Y TeAd I add ar W=
A AFUFT dFF R0 WA A3 FE WG | T, IR AGTA A A3 HgA I T A3
T i T S|

FEENT FIT g TALAHT FAABASK q B 4 THEATH Aegel B, THIE a1, BSHIA qer
970 B A T BT SUBEEE! T T e G |

AE (SEAHouF) T ¥ THAH OMR IEYRAHT TANT g4 | OMR STRUEaHIH! forae
GUSHT ol AT Tl W AP Herd /Sl @l S Al [§guE Haee st Hide
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q0.

19.

9x.

93.

1%.

9.

TNGHT BT THAAT T@EY ATER T AR T Bubble TS 04 | STLIRABTHT <&+
R IR A7 AT TS AT FM AT YA o GERAST g4 | SAdRaBH aw T F
A THT Y e IIARAHT F g |

IR eeeT o AIPUHT AghT HAT UIST 6l Ge o1 U3 UIHHT g5 A1 qewal adl
WRT (Two or more parts of a single question) aT T3aT 99 EREI] g’%‘ a1 7l feoqufie® (Short notes)
e A |

THEATHT AT Y e, AF T APAR TR qearad 94/ e @35y a96r gig |
FIToTe 9o g AT ek WU A gEigs SAueaheE gig | Thardier yoiE @veh
JITHT O W WUEH! JORYRAFIAT equTeg, =g Ith SORYRAHT THEAT g | 90
FHIB! JINT AUHT e U] JTRARAHTH el T 97 |

T ASTHH AT Aeaiias] T/ Huae Hgaeqar g+ U USR] 90 T TSTHEA
T2 B R o ) T e ol A 12 1 s e e o | e R S e i B
BETSUHT a1 99 T FMET WS 1AW WHTATS T MSTHAAT Wbl qFTq I |

YW SR (First Phase) 1 feife qiemene gHle WUl SHigaReEars A Fdd =0 (Second
Phase) T feTfead qd&mT |fFAfId 87 1183 |

fofaa aéemer 9o =R (First Phase) T W6 T WEISHT oq Sfaerd g aor fdr =ro
(Second Phase) T WTHTSE® SISl [olRgd TI&T Aol 1T Mg |

e Tlemr gHle AUhT TFHEAREEds WA A0 ST HEgeL 6 T T deqatara
FreAfed e F |

IR Tem T Afaw =R HFgex W9 060 T Araaidial B A ANEHT ATARAT A-aH
THATRT FHIET A 5 |

TREATSIT A METHH ALA. 053705y I WHRT g Fsaee T @Rl g |

W&THH ] @fd- R053/%/9
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TIH - QT T T QT i TaE

. HT A

1.9

9.]

9.3

9.%

9.4

9.%

q.9

.5

1.2

St

9.9.9 Fraer Siia- weee, HeWRR, AET, I9aE, q6, BEad, a, Seay
e FFardl AT 1

9.9. UIRT - T AFET, TRIAAT TI®T T Hlopi?iob THIET (STeTdld,

Starsted, aEdd, Aiel, WY 9aTd, 9ere)
HEEE)
1.3.9 99H T fafiw faggat ued, FR0 T aRuweE geeedl e S
1.3.3 H@HT ShieEw Fide, Meglh@a T Aeam, amie, depide,
AP U oI Aaed
1.3.3 AgHF AUEH! e (AR THIFRRE  FTAHE), TS
T, QHINE, AiEpias T A aean
Fel, Wiieed, T, Qiebidd FFIET T AMGH Fael (H, IGN, MR, T4,
AT, TER, AHE AN FFedl SHHRT
19N TR AT, WS, Uifiiss, Wieplaes, ATfds werea T Arafaes o
Tqraeedl AT
AT STEATH & TA1E I A6 T ATTHR T Taad Adreeee
TR, Sifee fafEear, B e T R S e, SeE aiea, e
AT, YU, AT, e, qAEe (FEeads), e, w@wed, U,
QT T 10 Tl S
AUATART SMATIZIT T BN AT (e, Aoidss sqaedl, T, Y97 T
T I8
UYH AL, (AT GRATA ST FEANT ST (SAARC) T ferHEc® "l
[THTT SR
e, WIS, Add, AEpas, Gaes, T&ah, TEPR, Hal, e, T
TEEE AT Hecad! TS TdfEiaes

9.90 Tl AT TG STl HepTaeET AR A=eTF A T A ATETHT YEE

Tqrareedl AT

Fuitaeare, ugesld, W, gdaam, Brame, e #e, ama, uweE, wRE T
foafh, =M, weu, foy, FURae® wes, wEaEr e, T anR WG
YeEE®, YT ANR g 9east, A wuX [Aid eeeew, g9 <Y, o, W, 9
TRIAAHT SAHTNA g @ ST H=41d [Hees! e 7
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. T Wfg® ThET
Afg® THET: Mead qMHE THE0, AECHF  (JOICHF a7 dF aval) aies®
THEAT T AMeaH AT AMebd Tq&T

29

R

R.3

YMfeaa qliehd /=TI TUEATHT 3Ty, 68 A, ATHH, THET, TNH, Hies-
Twifes, gicua et (9er, Tha) farsH, fem T g 79 e, a6 faew
FEaed, Hfw (dRhHH), AR, AT geaEgae ees qwE g |

Verbal reasoning such as comprehension, vocabulary, series, analogy,
classification, coding-decoding, insert the missing character, direction and distance

sense test, ranking order, induction, deduction, etc.

AT (FeaTcHe a1 3@ dFardl) i T ATHH (HUHH), FHEI,
TH, LS, BISUH F&dl (AR, Toha) Wars, ar=n [, widaw, qears
S (€9, AHANET Tob/Fhar TFaedl favEEdare Teee aHEe g |

Quantitative aptitude such as series, analogy, classification, coding-decoding, insert
the missing character, common property, matrices, data verification, arithmetical
reasoning /operation, etc

AeMfeash qichd TUETHT ATHH, THE, AMHT, A, FACHD AETTcHE
T FFeel W B, Aigaw, Ps T aigedl WA, B A1 A sEe T
faremT faEEqae TeeE quE g |

Non-verbal reasoning such as series, analogy, classification, Venn diagrams,
matrices, construction of squares and triangles and figure formation and analysis
etc.

TIH I QT [ T 9T Alg® TOET ETaET TR aaT UHREEae Qi TeTeedl

ar ; N
JIAIT =T A T AEH AT

EELIES so 30

THhg 9.9 [ 9.2 [ 9.3 | 9.y |94 | 9.8 ] 3.0 | 9.5 ] 92 | 9.90| .9 R R.3

JYq qedr 3 3 © 3 3 3 3 B & R 'y 'Y 'Y

STEAT 99 SEAT 3Y 9%
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q0.

1.

.

3.

9%.

HAT 9¥E® (Model Questions)

TIH T3~ AT ST < 9T Al TOET
e TSI BT 9T T deee Wl g9 2

A) 930 B) 133 C) 3% D) 93t
T W qAT AANT (BN G97) BT ALAHA T Bl A T AU T T2 g ?

A) 3099 B) 3 =¥ C) ¥o a4 D) ¥y =
RS gt @l HF Siear T 15 ?

A) AN B) dggH C) AR D) gT&d

SUTTRT W T R T SUIE ga ug feh woEn qgeld a1 Seageiaer Fat
WE FHTIMR TIFETCIEE 9 SAa Swiio qEaiaare A 1 Hacl GrirEs T oqaedr g2
A) T TAHT AAE  B) WY FAHT GAHE@  C) TAEHAT D) FaT A
=IETT QAT S FE AT WET (SAARC) TG §31 Tl Fea-1 %! fag?

A) TIEEIET AT B) Wi%=3deigX 92 C) TIgyae Raer D) wieme R 3
qAHT AT T qF §?

A)  HANRIE B) WA C) wFAuRug D) wfFamfcTg
e Fedd qa@! Hed T <A ATASHT TR F?
A) I B) T C) 9Rd D) e
20-20-20 TG & H1 FH-ad g2
A) HIVAIDS  B) dmd@Exe dx&m C) SIerarg R D) COVID-19
AT HAT I B Al ARSI 2
A)  TwEE B) ¥=a1< C) =g D) H
qA® AU T THeE |
16, Y, 3R, 30, ...
A ¥YGe B) ¥% C) ¥& D) ¥o
AT, Bl H2QT T SRS [T G GEdl H WA el adT JH9EE ?
A) B) C) D)
O 5 O
Tas! o Hiaaer B g
A) 28 B) 36 C) 40 D) 48
FoH §F T AT
e e S
Gs><eD G G
A) 25 B) 30 C) 20 D) 15
JEMAM, J, ?
A) M B) J T D) A
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I I AT 3TN,
N ERIRE R
EIRI B 16 11 ol e A 0 S B | 5 e D e e B

) RWT X 90 AF=R0 H§
gve (Section) (A) ¥o IF

¥ W X Y AF=0 AT
9. QEISG T AE AeTTA-

1.9 HOerwT e (Tifers Rafd), oxdeid Ty, gEE, SeeiEar St
HATTHT YA ¥ TFaraTa=dl qraa o1

R Bl yEeET AR, ariee, s, afepias, dids aearersre SHH

13 AUAHI TSHE TS, SRERET GEeE T afedrEr v

1.¥ ARl EEHEET TEaReE (76, T, aamnd, gE w6y, |, BEd
T AT IAHT Aqe®) Bl AT

LY AT GHTHT TFI, AT Hed T AT, F=ied THE 9, SIS, STt
T Wl

1.5 WHEIoE R ¥ [AF(dee ad1 IRt ITuee

1.8 HHINE gl BRI, F T §7§ FICqIAH] ITTe®
THRT TTE SHaed, TR A Tedle SAraRavard aT ST ShTEeesh! qHb

1.2 AR WESE TE T GLAET

.90 AT TaU Frf TS A@TEH AR A ATH

.99 FeEe aaratad e g B, e B, TR e, s
syorelT, Forag. coereeane, fA fe e, STaHA e, g ¥ e e
o, ARl Ju guEEAr i fFew, e aoie e,
TN AT IroT < faemm

9.93 A d=a T [FatemeT 9=, Hewd 997 Jaa™ < AAUET GEIl Qi SR

9.93 SUARHT B AT Tl T AHH

R. LY, SHAEdT T ArqElT

9 AT, 9, AT X AR e
9.9 IR (FF T TG99, T G AETHEE
R4 T, Feqierd WIS (AfE, Hewd) qUr HUl (BRI qur FHIEE)
9.3 gUIH, WEYH T ANUETY SedE: B, FEX T e IUUEE

R TR, TG YRAdT ¥ el eI
R U SHEEd Rutd, SHEe [Faw, SEedr qREadHeT HRIEE
R IHEN FAEAIH, TEAH T TS

23 Sfae fafEar T amEer sgaeade
239 e RfFgdrs d@aRen T S s 99 weed
IR ATCAET IS IRFT T W<
3.3 ATCERT GHET, HR, A T FHEHHT ITEE

3Y¥ RIERHT SHEaeddT
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ER

R34
R

AT qRETT T HTET AR
ATAEITHAT YT

grg (Section) (B) ¥o g

I WET X Q0 FF =30 IF

¥ WA X L A= RO 3F

HHA JLEA AT HBAad e

FHHAN FImET

399 HHIR WMEART GR=T

393 QeSS FITETHT HHAN TLMADT AHET
39.3 HHIAND! AR T ATLEA

39.¥ HHAN JLMETAT G A Hal A-RTH! AT

3.} BRI 99T

33

2.9
2R

3R.3

T e (Office Layout)

RECCHIVACHEE]

3R UREE, 32, FIEET UBR ¢ FART T WAHEar

3.3 T, wam, fevadl <, i Heesdt T HAT (Memo) gFermdt
T BRI

AN T

3.3.3.9 AN SHFeaTIEET UE, 99T T ATIIIE T

3.R.3.% wiEke e IHE

3233 P TICAATHT HFYST YUTCIH! AEIHAT T He<wd Td
AAAdH] Lol cYddq Y- %j\‘i"ll Wﬂ?’ﬁ?@

3..3.% SgRhId TS g4l

*
RY HED SIATIMT T HIGIS AW

A@T AT T TFedl AR

239

3R
3.3.3
3%
3.3.4

3%
330

e O @@ (PFM)- TSA, CGAS, FMIS, LMBIS, RMIS T
NPSAS @1 TUTeAh! TRHM T JUITA! FAT AT Fra=el AT
MART AR, J T T T aeie Bame: aieg T ganT

qoTed T @bl Wicard T gfdee

FaaE S I Yuett (PAMS)

HY YAl Hed AT F (VAT), AH, HER TAqT Ao qvawdr
AT B

TR T T TeHh! Toed AIHR T IR qraedl Fre Sy
e GBI ol BEAA: AR qAT (e SAfEhie qeeedl g
EIEEAL

3Y  gEwHe @NE gyl A STe
.Y gEwHE 99T FaTe
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3.9 GrESHE AT YAl 9iET T Hewd

Y. AT FHATOERT STEER T ATERT

3.3 YAURIEEH AYBR T HAed

3L.Y  WENHE YA FARHT TEAAdH TAREE

3. Y GE9H® F€9A (Public Charter): TR=™, We<d T ATAYAHAT

Y.,  TaeAmAeE, Aifd qur e sgee
¥.q  JUTAHT GEaaHErdl g A
¥.3 YR MOl ¥4 U, 0% (el weer) greedt 9T et
¥.3 YT Ao Er FaAEet, 069 (@l geen) gveedt qee Seetd
¥.¥ T R 94T (T 997 gA1@) U, 050 (Breft gewm)
¥.¥ U A% AT AERT UF, 088 (el JeeT) q¥aeell AT e
¥.% Yoo Aifdw FrifEia gur foxier Saeeiica U, Rows (wieft yeer) @ afEge
q Y UE"E & qFEdl e
¥.\9 OIS AEIRERT UF, 063 q9T JUTd ANl MIAmEel, R0 3
Y, WS T TIHT d8 (F0ag T d=a¥ g¥a=g) Uq, 20006 (qfi=ge R T 3)
¥.¢ T GBI g9 U, R0y (UREgE 3, ¥, W, & T 6
¥.90 YEER MaRor U9, 104 % & GEFT THE (TREgw ?)
¥.qq T QUEA (SHAEAT T4 @A) U, 068 (Hreft wewr) T 4@ H FuwEe,
Q0% FEIET AT SHEHR
¥.93 BT qREETH T THHT A, 2005
|rg (Section) (C) ¥ AT X X AF =0 IS R0 AF
Y. 9T I
4.9 TIqERT ATy PhateE qur Uk | (Unitary Method)
LR &l?r, TIHAT T LT (Fraction, Decimal & Percentage)
4.3 %, e T B (Profit, Loss & Discount )
L. B HHAT T ‘g»']'ﬂ%‘% (Tax, Commission & Depreciation)
Y4 g s (Simple Interest)
W%  @ad/Head T AeaHT (Average/Mean & Median)
T T AT e AT (HEeesie ity TeeEd! qedr FqEr g |
T T3 |ve (A) (B) (c)
fafrar ot ware q R 3 ¥ Y SR
EERNILE % 99 RO RO R0 wen
Frar I qeT ¥ Y ¥ 93
A IAC T o ¥
STEAT 99 FedT & & ¥ 98
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FHFgeT W Tqer (Computer Skill Test)
TEm AT (Examination Scheme)

foar s Ty e EH g
Devanagari Typing R IAZ Y fee
English Typing R AF Y fee
PFI T Word Processing R A5
i (Computer 10 Electronic Spreadsheet q 33
Skill Test) Presentation System q 33 jo fire
Windows basic, Email and :
Internet 192
ST 0 g 0 fiFe
Contents
1. Windows basic, Email and Internet
. Introduction to Graphical User Interface
. Use & Update of Antivirus
e  Concept of virus, worm, spam etc.
e  Starting and shutting down Windows
. Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
e  Concept of file, folder, menu, toolbar
e  Searching files and folders
. Internet browsing & searching the content in the web
e  Creating Email 1D, Using email and mail client tools
. Basic Network troubleshooting (checking network & internet connectivity)
2. Word processing
e  Creating, saving and opening documents
e  Typing in Devanagari and English
e  Copying, Moving, Deleting and Formatting Text
. Paragraph formatting (alignment, indentation, spacing etc.)
e  Creating lists with Bullets and Numbering
e  Creating and Manipulating Tables
. Borders and Shading
e  Creating Newspaper Style Documents Using Column
e  Security Techniques of Document
. Inserting header, footer, page number, Graphics, Pictures, Symbols
o Page setting, previewing and printing of documents
J Mail merge
3 Presentation System
o Introduction to presentation application
o Creating, Opening & Saving Slides
o Formatting Slides, Slide design, Inserting header & footer
e  Slide Show
e  Animation
o Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
4. Electronic Spreadsheet
e  Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,

Worksheet, Workbook and Workspace)
Creating, Opening and Saving Work Book
Editing, Copying, Moving, Deleting Cell Contents
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o Formatting Cells (Font, Border, Pattern, Alignment, Number, Protection, Margins
and text wrap)

Formatting Rows, Column and Sheets

Using Formula with Relative and Absolute Cell Reference

Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc.)

Sorting and Filtering Data

Inserting Header and Footer

Page Setting, Previewing and Printing

IS AT AT Typing Skill Test T AR Aeer:-
1. EFARRI Typing Skill Test 1 TRT SEHATIAR b T&T A :-

Y[g w58 id MAe (Correct Words/Minute) s A%
Y 9T HH g TR U e aia o #g
Y AT AT FE 0% ET HH YF TR T e ad 0.0 F
8.4 AT FMET FET T Q0 WAl HH g o1 Ui e ava 0.8 #F
Qo a1 |WaT FET T 9R.% WG HH F ¥E8 Uid e amad 1.00 g
Q3.4 A1 FWET ET T QY WRRT BH F W Ui Fee amd 9.3% 9§
QY a1 AT e T Q.Y R HH E WeE id Re amd 9.40 ¥
Q.4 a1 FIMET el T R0 WRRT HH YF W Wi FHee amd 9.9% 93
0 AT FWRET T T IR.Y AT HH UF WeE YA e Amad R.00 ¥F
.Y AT WWRET A T Y AT HH U WeE YA e A R AqF
Y AT HET SET IE ¥E8 Wid Fee amad .40 AT

2. English Typing Skill Test %I TIRT TETAATAR 3 TAH TAG:-

€ % Wi e (Correct Words/Minute) TR AF
& WET FH WG ¥E8 U e ama o g
& A AWRRT AT & Wl HH G ¥EE W (A arad 0.40 AT
QAT WWRT FE T (R WAl FHH g ¥ed Ui e ava 0.4 AT
93 A1 WWET ET T Y WRT HH F W Wi [ee amd q.00 AF
QY a1 FWRET FET T 9 WRET HH YF ¥IeE Wi e add 1.}% 4§
9& a1 WMET 9ET T R WRRT HW YE e Ui e ad 1.40 ¥§
QA FWEET AT T Y AT HH UF WeE WA e A Q.04 93
Y AT AT FET T 9 WRRT HH G WER U e arad .00 #F
0 AT FWEET AT T 30 AT HH YF W8 W WA arad RIY AqF
30 91 WET 9¢T F eE Wi (e sva .40 #T

3. SIS AT TN Typing AT fESUHT Text @8 AT AHT T@T 7D Text T WS =
Mg | fRgusr SRl a1 TEEE Text WoSfediad T @I TETdEET AT
Text AT Punctuation TTEY TG TIUAT IGHT IEEAT TUET T é_'fl NIRRT
Formula YT T4 Ag Aeq giar fme (Correct Words/minute) ITOTAT R |

Formula:

Total words typed — Wrong words
‘ﬂ@%‘lﬁﬁ&lﬁ‘d (Correct words/minute) = ( P 9 )

5
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T A T AT,
Fielt vewr, e
HAT YRF8E (Model Questions)
g - awiee Seage, FrEiad S9eT adT Qe 1o
BN YL FEEE T THE e T ! aRHAT GEwAAT aud M6 |
= AZGAH T4D] AT GIEHRIAT A0 TR |
AearAsh] TR &3 T~ AT el T A-IAeE Jooid T |
SUTETHT RIERHAT SAaEd Siee qHEAh] €Al Gge TIEH | TAHT BRI T
FHEMHT IUUBE Joeld@ T |
Y. feoaf s F e fooul Trear eam e $aEE Seo@ THeE |
& @ T @Y WU 9 GAUTET A GIEHAAT THHN T3] 2 |
9. A < B R0 RAAT T e, B Ieh B9 9 Y RAAT T CH GE wW 30 far
T g | AT ¥ T FW T YiSg T B HH I Aedg | B U W faAdrg |r
FH BIgag T CH Ith B Mg W I HH GHH §T B Hid (@7 aANg?
5. P gl WRE R AQEEHT A 96 AEAHT MR W €. GE¥0 g W
HIT Brer?

< W N 0
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