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Total Marks: 60 Time:60Minutes

GENERAL AWARENESS with special reference of J&K UT.
i) Current Events of National and lntemational importance

ii) Political & Physical divisions of India

iii) Indian Culture, Heritage and Freedom Struggle/lvlovement

i'z) Demography-Census, its feature and firnclions

v) Important Rivers & Lakes in India

vi) Weather, Climate, Crops, Means of Transport of India

vii)J&K UT
a) History

b) Economy

c) Geography- (Weather, Climate, Crops, Rivers, Lakes- Flora' Fautia etc.l

d) Heritage & Culture

e) Important Tourist Destinations

GENERAL ENGLISH & CQMPREIIENSION
i) Tenses

ii) Nanation
iii) Modals

iv) Articles
v) ReadingComprehension
vi) Fill in the blanks with Phrases, Pronouns' homonyms/homophones etc

vii) Clauses

viii) Synonyms and antonyms

ix) Pairs ofwords and their use in meaningfi4l sentences

$ Reananging of jumbled sentences

xi) Idioms and phrases

;<ii)Use of Prepositions

;<iii) Active & Passive Voice

xiv) Error Spotting

:<v) Sentence Correction

' xvi) Spellings Correction

S.No. SubjectslTopic Marks
assigned

I GENERAL AWARENESS with Special reference to J&K UT t0

2. GENERAL ENGLISH & COMPREHENSION 2tr

3. GENERAI. GENCE & REASONING t0

4. COMPUTERAPPLICATIONS 1U

TOTAL 60
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IV.

GEMRAL INTELLIGENCE & REASO^IING
i) Number series, Letter series, Semantic series, Speed, Distance and Time.

Statements and conclusions, Logical Reasoning, Mental Reasoning, Word
Building, Numerical Operations, Semantic Analogy, Symbolic,4.,lumber .\ntilog1.,
Figural Aaalogy, semantic classifi cation, symbolicaJumber classifi cation.
Figural Classifi cation, problem Solving.

ii) Symbolic Operations, Trends, Space Orientation, Space Visualizarior.r, \reur
Diagrams, Drawing inferences, punched hole/pattem_folding & un_ibldirg.
Figural Pattern-folding and completion, Indexing, Address matching, Dare & cirl
matching, Classification of centre codes/roli numbers, Small & Capital lener.s.

CJOMPUTER APPLICATIONS
i) Basic Applications of Computer and its component.
ii) Fundamentals of computer scienees.
iii) Hardware & Software, Concept of Open-source Technologies
i$ Input & Ouhut Devices
v) Knowledge of MS-word, MS-Excel, MS-Access, MS-power point. pDF L.rter..er

and E-mail
vi) Concep of Computer Virus and Latest,Anti-Virus
vii) Terms and Abbreviation used in IT
viii) Role of Information Technology in Govemance

Selection criteria for the post of Steno-Typist shall beiin order of following sequence

Phase-I: Computer Typing Test : 20 Marks

Phase-II: Shorthand and Transcription Test = 20 Marks

Phase-III: Written Test/CBT : 60 Marks

Total = 100 Marks
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Total Marks: 100

I. General English:
o Tenses

o Rearranging ofjumbled sentences

o Articles

. Uses ofPrepositions

IL Mental Ability Test:
r Number series

. Letter series

o Coding/decoding

o Direction Sense

c Blood Relations

o MathematicalReasoning

. Speed, Distance and Time

t Statements and Conclusions

o Logical Reasoning

o Mental Reasoning

IIL ComputerApplications:
o Fundamentals of Computer Sciences

o Hardware & Software

o Input and Output devices

o Operating System

o MS-Word, MS-Excel, MS-Access ald Pgwer Point Presentation

o E-mail & Lrtemet
. Working and Databases

o UPS Functioning
o Essential Security Measures

. Working with Printers, Its installation & [roubleshooting

Selection Criteria for the post of Data Enry Operator.

l. Enrance Test = 80%

2. Skitl Test : 20%

Total = 1007o

The Skill Test shall be based on the following topics:

a) MS-Word, MS-Excel, MS-Access and Power Point Presentation

b) E-mail & [ntemet

c) Working with Printers, Its lnsiallation & Troubleshooting

Duratior.r: 1 :30 liours

l0 }larks

20 Nlarks

70 Marks
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MODE & SYttABUS FOR RECRUIIMENT FOR IHE POST OF JUNIOR ASSISIANT

PART-I Written Test-Objective Type : 100 marks Du ration 02 Hou rs

iii) English Comprehension ( 04 comprehension passages of
05 questions ofone mark each)

Numerical Ability ( 20 questions ofone mark each)
Grammar (Antonyms, Synonyms, prepositions, one
word substitution, fill in the blanks. Correct_lncorrecr & Idiorrsl
(20 questions ofone mark each)

Test ofreasoning (20 questions of one,mark each)
Ceneral knowledge ability (20 questions ofone mark each.1

tv_l

v)

: l0 nrmr.ks

: lu nrar'lis

= 20 rnar.ls

= l0 rntrll.s

= 20 rnarks

for the nert stage of

Qualifying Criteria :- Minimum 40 words per minute with accuracy of minimunr 907u

rhe candidate having minimum speed of 40 words per mipute with accuracy of rninimunr 9u!ij shali beawarded 30 marks and those having type speed over and abfve 40 words per,inure siral be errar.tlcd oneadditional marl': for one word each over and above 40 wordq subject to a maximurn of -r0 nrar.ks rr ithin rheailocated time.

NOTE: Only those candidates who qualify the Courputer Type Test shall be evaluated lbr rh€ r.rr stageof evaluation i.e. part IlI, Computer practical Tesl.

llSll;,1r:t:..:r..:1k" required to pass the writretr tesl and ro be etigible
. .evaluation @ART-II) shall be 40yo of the total marks allotted.

PART-II Computer Type Test : 40 Marks

l

PART- [lI Conrputer practical Test: l0 Marks

Compurcr Based practical/proficiency Test shall cover the aomplere MS Office

,

NorE: overall merit of the candidates shall be detelmined on the basis of comp,sire nrarks

::::Xi:lr^.*l tsl maJr<s.1mprisitrs written Test (100 Marks), Computer rype .r 
cst (J0

rulii't

Marks) and computer Practicar rest (10 marks ). Tf epe sha, be no Interviervs.
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UNIVERSITY OF'JAMMU

bus Tes on Cutter

The Examination shall consist of the

rnlrks of 2 hours duration'
w ritten test of multiple choice fype questions ul 10U

The detailed scheme of as examination will consist of subjects mentioned belor,

Written Objective Type Test

Sections SIJBJECT MAX
Marks/Question

Tinre Dulrrtion

A BASIC MATHEMATICS l5

I houls

B BASIC SCIENCE 20

C BASIC REASONING 15

D BASIC ENGLISH 15

E GENERAL AWARENESS l5

F SKILLKNOWLEDGE 20

INDICATI\'E SYLLABUS FOREXAMINATION EOR THE POST OF SECTIO\

CLITTER (GEOLOGY)

Writlen MCQ TYPe Test

'fhe test shall comprise of 100 objective type questions of I mark each'

q.. BASIC MATHEMATICS.-' 
Au.,ug",; Time, Work and Distance; Ratio and Ploporlions; Problenrs oi Age: PLobabilitl';

LCM, HCF; Mensuration

B. BASICSCIENCE_So*..,ofenergy;Conventional&Non-Conventional;Health.HvgierreatlclSailrlatiotl:

Environmentalpollution;Nutrition,Respiration'ExcretionetciConmluuicablt&\'-rti-
Q6611unicable Diseases.; ; Ecosystem - Its components' Food chains ilrd Foo'l \\ dlls :

Ozone layer, its depletion, Greenhouse Effect'; lmportance of water in life

C. BASIC REASONING
n i",i"r.tttp .onr"p,r; Figure rhe odd one ouu rDirect Sense; Figure Series cot.uLrletiotl;

Venn Diagrans; Number series; Coding/Decoding

D. BASIC ENGLISH
Arlicles; Synonyms; Antonyms; Preposition; Verbs; Reading comprehettsi''l: ir'L!-rtrlol'rs:

Spellings; Sentences
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E. CENERALAWARENESS +!: .. ^,. I,.Ii
curT3nt events of National importance; Histg;r, Economy' culture & Geograpl]l oi lndia;

Honturs alid Awards; The world of sorts; Popular Persor.iaiities: ceoglapi]ical

Discoveries;PrirrcipalLanguagesoflrrdia;CapitalsandCrrrrenciesofCoutrtr.ies:Histor-y,
Geo;3raphy, Culture and Economy of UT of Jammrr and Kashmir

F. SKILL KNOWLEDGE
Rocks, Minerals, Ores, fossils, Moh's

sections, wafers and polished sections,

firnctions of petrological microscope'

scale of Hardness, procedute for rtl'Liiir'g rhin-

equipmgnt used for thin section pr-epall'ri.'n Basic

No. Estab./c&R/NTW 124 I 3&33
Dated: | &.-o3- &r2'{


