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A. Pattern of Examination & Syllabus for the post of Administrative Officer

Written Test: 50 marks (MCQ) & General Interaction (50 marks)

Syllabus of Written Examination:

S.N. Area Marks
1 Procedure and Practice in the Central 40 Marks
Autonomous Bodies; General Knowledge of
Constitution of India and Machinery of
Government; General Financial and Service
Rules; RTI Act 2005; Litigation Management;
Manual of Office Procedure; Fundamental
Rules Supplementary Rules (FRSR); CCS
(Leave) rules; TA rules; LTC rules; CCS (CCA)
Rules; CCS (Conduct) Rules; CCS Pension
Rules; New Pension Scheme (NPS); Manual
for Procurement of Goods 2017; Arbitration Act;
Prevention of Sexual Harassment; IPR Act and
Patent; Foreign Service; Reservation and
Concession SC, ST, OBC, PH etc. Official
Language Policy and implementation; Other
relevant rules for Government funded
autonomous bodies; Record management and
weeding policies.
2 Basics of Computer Applications word, excel, 10 Marks
Power Point, Internet Browsing, email use etc.
Note: The General Interaction will be taken separately by duly constituted
Committee and will be based on assessment of candidates for the said
post.

B. Pattern of Examination & Syllabus for the post of Senior Clerk

Written Test: 50 marks (MCQ) followed by Typing Test (Skill Test) (50 Marks)

Syllabus of Written Examination:

S.N. Area Marks
1 Procedure and Practice in the Central 40 Marks
Autonomous Bodies; General Knowledge of




Constitution of India and Machinery of
Government; General Financial and Service
Rules; RTI Act 2005; Litigation Management;
Manual of Office Procedure; Fundamental
Rules Supplementary Rules (FRSR); CCS
(Leave) rules; TA rules; LTC rules; CCS (CCA)
Rules; CCS (Conduct) Rules; CCS Pension
Rules; New Pension Scheme (NPS); Manual
for Procurement of Goods 2017; Arbitration Act;
Prevention of Sexual Harassment; IPR Act and
Patent; Foreign Service; Reservation and
Concession SC, ST, OBC, PH etc. Official
Language Policy and implementation; Other
relevant rules for Government funded
autonomous bodies; Record management and
weeding policies.

2 Basics of Computer Applications word, excel, 10 Marks
Power Point, Internet Browsing, email use etc.

Typing Test (Hindi or English) will be conducted in following manner:

Component Requirement

Minimum required Net Typing Speed | Hindi: Minimum 30 WPM or

(on computer) English: Minimum 35 WPM

Maximum Marks Typing Test will carry a total of 50 Marks

Time 10 minutes

Deduction: For Each error/wrong word 1 marks will be
deducted.

Maximum errors/wrong words allowed: 10%
of total words

lllustration of marking system
Details Value
Number of errors/wrong words (Either | 20

in English or Hindi Typing)
Deduction 20x1= 20 marks
Marks Awarded (Out of 50) 50-20 = 30 marks

Note: Evaluation of copies of Typing Test of candidates will only be done if they fulfil
criteria of minimum typing speed (35 wpm in English or 30 wpm in Hindi) and not made
error’s more than 10 percent of total words.

The Typing Test (Skill Test) will be conducted in Hindi or English (Candidates may
choose medium of Typing English or Hindi as per their feasibility). The English Typing
Test will be conducted in Typing Master Software and Hindi Typing Test will be conducted
in India Typing.com (kruti dev font).
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