ANNEXURE -l

DETAILS ABOUT THE SCREENING & SELECTION PROCESS BY THE INSTITUTE

1. Broad Scheme:
E Initiai Shortlisting Process Selection Process
R Pay Experience N
N Name of the Post | Grp tevel Career and/or Screening Theory | Practical | Personal
0. evel | Evaluat . Test by .
. Desirable Test Test Interview
ion o NTA**
S . Criteria . .
1 | Superintendent B 6 40 -- 60 50 50 --
I 2 | Technician C 2 40 - 60 50 50 -
: —
¢ 3 | Senior Technician C 4 40 -- 60 50 50 --
4 | Junior Assistant C 2 40 - 60 50 50 -
5 1 Senior Assistant C 4 40 - 60 50 50 -
. Multi-Tasking B
‘B - -
| Staff C 1 40 60 50 50

** Total score in the Screening Tes: by NTA will be proportionated to 60 {e.g., if a candidate scores 80 out of
maximurm score of 100 in the NTA exam, his/her points for shortlisting by the Institute as per above table will be
80/100%60 = 48

2. Scheme of evaluation of Career:
st Pay | Eligibility ] uG/ Total
No. Name of the Post | Grp Level | Category X ITI | Dip. | Xl ADCA PG Marks
Diploma | 20 -- 20 -- -- -- 40
B.Sc. 10 -- -- 10 20 - 40
10 | Technician C 2 e
ADC 10 - 10 200 - a0
K 20| 20 | ~ - - - 40
Diploma 20 -- 20 -- -- - 40
B.5c 10 - - 10 20 - 40
11 | Senior Technician C 4 - | R
ADC 10 e 10 20~ e 40
ITH 20 | 20 — - - - 40
16 | lunior Assistant C 2 All 20 - - 20 -~ - 40
17 | Senior Assistant C 4 All 10 -- -- 10 20 - 40
uG 10 - - 10 20 -- 40
19 | Superintendent B 6
PG 05 - - 05 10 20 40
ITI 20 | 20 | ~ - . . 40
21 | Multi-Tasking Staff C 1 R T
10+2/X1E 20 - - 20 - - 40
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ANNEXURE —1l1

DETAILS ABCUT THE SELECTION PROCESS BY THE INSTITUTE

Selection process for all the posts will have two parts, viz. (a) Written "est, and (b) Trade Test.
Candidates shortlisted in the Screening Process will have to appear both parts. Final selection

will be made based on total scare of both the parts.

1. Scheme of Written Test

Pa Max - Type & Time
Name of the Post v ’ Number of Broad Area of Questions
Level | Marks . Allowed
Questions
Eight subjective questions on
the following topics (8x5=40):
1. Govt. Accounts Format
Subjective | 2. General Financial Rules
_ (40) 3. Income Tax/GST 120
Superintendent 6 50 _& . 4, CCS Rules re:atec to minutes
Objective )
(10} Pay/Leave/LTC/CCA/Pension
Twenty Word Test (20x0.5=10:
1. English to Hindi Words - 10
2. Hindito Engish Words - 10
Any one Trade Subject* 60
Technician 2 50 MCQ-50 depending upor E ig bility .
N minutes
Criteria
Any one Trade Subject® 60
Senior Technician 4 50 MCQ-50 depending upor E ig bility .
N minutes
Criteria
1. Typing Test i1 English @ 35
WPM for about 1050 words.
2. Typing Test in Hindi @ 20
WPM for about 200 words.
3. Formatting of the above
Typing Test typed content as directed. 45
Junior Assistant 2 50 in OR .
. T minutes
Computer 1. Typing Test in Hindi @ 30
WPM for about 900 words.
2. Typing Test in English @ 25
WPM for about 250 words.
3. Formatting of the above
typed content as directed.
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sl ' Pay Max Tvpe"g“ Time
No. Name of the Post Level | Marks Numbfar of Broad Area of Questions Allowed
e | Questions |
Eight subjective questions on
the following topics {8x5=40):
1. CCS Rules related to
Subjective Pay/Leave/L.TC/CCA/Pension
) _ (40) 2. General Financial Rules 120
5 | Senior Assistant 4 50 Ob'&t' 3. NPS/EPF/ESIC Scheme minutes
ective
élO) 4, Right to Information Act
Twenty Word Test (20x0.5=10;
5. English to Hindi Words - 10
6. Hindito English Words - 10
1. Application Writing — 15
jecti o 60
6 | Multi-Tasking Staff 1 50 Su,b,Jethe 2. Paragraph Writing — 15 .
{bilingual} . minutes
3. Comprehension - 20

* Details of the Trade Subjects including syllabus will be notified separately for Technician and Senior Technician.

2. Scheme of Trade Test

'wType &
Number of Broad Area of Questions
. Questions |

Time
Aliowed

sl Pay Max.
N f the Post
No. ame ot the Fos Level | Marks

1. Accounting Software (Tally)
[30 marks].

2. Application of MS Excel

Computer [10 marks]. 90

Application | 3. Precis Writing in English minutes
[5 marks].

4. Precis Writing in Hindi
[5 marks].

1 | Superintendent 6 50

1. Laboratory/Workshop set-
up and/or experiment
related to any one Trade
Subject* depending upon 50
Eligibility Criteria (40 minutes
marks)

2. Computer Application in
MS Word/Excel {10 marks)

1. L;Bgratory/Workshop set-
up and/or experiment

Hands on
2 | Technician 2 50 Practical
& Computer

related to any one Trade

_ Hands on Subject* depending upon 90
3 Senior Technician 4 50 Practical Eligibility Criteria (40

minutes
& Computer

marks)
2. Computer Application in
MS Word/Excel (10 marks)
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Type & | .
) P Max. . . T
! Name of the Post ay X Number of Broad Area of Questions ime
No. Level | Marks \ Allowed
__|.. Questions :

1. Preparation and fermatting
of a ietter in English.
2. Preparation and formatting

Computer of a letter in Hind". 90

Application o ) minutes
3. Application of Mail Merge.

4 | Junior Assistant 2 50

4, Application of MS Excel.
5. Designing of Soogie Forms.

1. Preparation and formatting
of a letter in English.

2. Preparation end formatting
of a letter in ind".

3. Note Sheet writing in
Computer English/Hindi. 120

Application minutes
PP 4. Preparation of Office Order

in English/Hindi.

5. Preparation of Circular in
English/Hindi.

6. Application of MS Excel.

5 Senior Assistant 4 50

Reproduction of a given

Computer content 60
_p . (CircularfLetter/Repart) in )
Application minutes

English/Hindi by typing and
formatting as directed.

6 | Multi-Tasking Staff 1 50

* Details of the Trade Subjects including syllabus will be notified separately for Technic an and Senior Technician.

APPENDIX -1

SCHEME OF THE SCREENING TEST BY NTA

[Attached as Separate Document]

APPENDIX -2

SYLLABUS OF THE SCREENING TEST BY NTA

[Attached as Separate Document]
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