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srqere-11: Assistant [/ UDC & fog udten de
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A General English 5o 5o
(FTHT=T 37Tt

Quantitative
B Aptitude 50 50
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D Knowledge 50 50
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Hhdrata eied (Indicative Syllabus)

General English (9= 3itst): 39igar d wrwr deith T0st ga 7, 9al, Géie iR gurdt &1 9 fora= &t &,
LTeaT, TETaR) SfR areraieil ot el TANT 371 ht S et aret U |

Quantitative Aptitude (ATcHeh IdT): TEAT Usgld, UfRrd, A1 Qd g1, ¥, 3uTd Yd FHTTd, fHsor ga
Alligation, 3f¥d, QTRUT T4 Tehqfeg SATST, 99T Q4 g, T9T T4 4, UTSY T ¢ohl, 19 U ©TRT, TTSIaR, ol ga
gTdich, LCM Td HCF, TReften?ur, satfafa (Refer, g1, aqe, ¥amd ud stor o), eafafa (gawhdr, aRem, smaas
3fe), Prenturfafa (Rt adafaed, Bt srura, o s g<iia AToE, 18 Td o Sife), Serfor
(o, Fderien saTfafd, Sgus, S gd 2ioft, disfta gaatieTd, 3Rae wxieor onfe), Tiferdhl gd 3
g anfe |

General Intelligence & Reasoning Ability (9= f A< Ud dehsifert): Hif€en gd R-Aifde TR & U -
& H&AT, TR S0fl, AT, Venn Diagram, Tsai & dlfcher e0aeT, Coding-Decoding, Si&+ ehl egeeT,
Ranking Arrangement, T, € Qd G-, cheiex, T AUft, Theag THicher, g3, f=md, smepfaat i Tor,
FuHTT SR THTITY, Sigeh, TUUT Ud oiet gfafeier amf

General Knowledge (9= I): IFIGAR & ST o TafaR0T 3R TATST J ITh SITTINT  Heifd THTechdT,
TR O SARTE HEed oh THmide v o) wdten # sfagr, TRt i, R, Troteraen ofik srefaraw
anfe @ off uey enfaet g
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srgema-111: JPA [ Stenographer & g uden e

AT o Uy 3 qug 3 Ugfd

English Language
&

A Comprehension 100 100
CUSIRINIRE]
ate)

Genel.*al Objective Type
Intelligence &

B Reasoning Ability 50 50 el 150 e el +1

(@ g TTeldt: -0.25
Qe deharferT)

Quantitative
Aptitude &
General
Knowledge

(ATITcHS T
Td 9E=g 1)

50 50

Thdrata eted (Indicative Syllabus)

English Language & Comprehension (3iSf 9T ga ate): Ieigar i oy dsiet 99e1 Ud 711, Iat, 9l
SR yTelt &1 & o Y era, real, HgTa”t SfiR araian ol Tet T SMfe i Sifd e aret ue|

General Intelligence & Reasoning Ability (9= JfGH<T Ud dehsifert): Hif€en g R-AifGeh TR & U -
e T, GRIg Aoft, AT, Venn Diagram, 27! hl difches egae, Coding-Decoding, si&- &t eae,
Ranking Arrangement, U, 9 Ud 91, holsx, T Ai0fl, heasg THiaor, agl, fmd, simepfaat i o,
JUTATAT STTRA THRITY, STIehd, TUUT Td SieT Ufdfeie 3|

Quantitative Aptitude (HT=TcHeR Ihgar): &A1 Ugld, Ufdsrd, @ gd 814, @e, 3-uTd Ud gaTuTd, fAgor ge
Alligation, 3f¥7d, QTERUT U4 Tehqfeg SATST, 99T Q4 g, T9T T4 4, UT8Y Td ¢ohl, A1d Ud oITRT, TTiaR, ol gd
gTdieh, L.CM Ud HCF, TReftheuT, SATfRfa (e, g4, Iqs, 3@ ud vt onfe), efafa (g, e, smaam
37fe), il (At adafaed, Aauiadta sruTd, o a1 geita J1o=, S g g onfe), oo
(o, Féerie sarfafd, Igus, s ga Soft, dfisia Taafiem, 3Rae Twieor onfe), Tiferdt ga 3o
ZeRIM Infe|

General Knowledge (S I): IFIGAR & STUTH o TATaR0T 3R TATS J ITh STITINT & Heifrd JHTEehdT,
TN U SARIEN A8 o gaames fawa snfe | wdien # sfagra, T3pfa, apna, s, Isteaeawn sk srefegewen
3t & oft sy enfaer gt

srgea-IV: Assistant / UDC [ JPA [ Stenographer & v Computer Skill Test

MS Word - 35 3ich

ThIgd Wi 3R ¥q &, Text Document # Editing; Insert, Delete, Cut, Copy, Paste, Undo, Redo, Find,
Search 3fR Replace; Page Formatting 3fR Margins 9c <-T; thisell hl 3elT-3l T Format H agalT,
Documents &l Import §&d Export T, Toolbars, Ruler, Icons 3R Help @ IUa|

Document Formatting: Font Style, Font Selection, Style, Size, Colour, Typeface - Bold, Italic, Underline;
Case Settings; Highlighting; Special Symbols; Paragraph Style; Alignment; Indent; Line Spacing;
Margins; Bullets Y& Numbering|

1SRO 3MTfARTRER TS Indicative Syllabus <hl %ﬁ Sarg | Hel 3 SITHTT 3d H o



ResultKhabar.com
Page Style: Page Formatting, Page Tab, Margins, Layout Settings, Border ¥d Shading, Column Break 3R

Line Breakl

Tables: Table Settings, Borders, Alignment, Insertion, Deletion, Merging, Splitting, Sorting 3R Formula
Drawing: Clip Art, Pictures/Files 311f¢ Insert <11 Tools: Spell Check, Mail Merge, Templates, Track
Changes 3fR Security; Document Printing; Shortcut Keys 31|

MS Excel - 35 3ich

Spreadsheet 3fR 39k Applications; Spreadsheet @i T, Menus - Main Menu, Formula Editing,
Formatting, Toolbars Q& Help T 39aHT|

Spreadsheet TR &Rf: HIgeT @i 3R ¥ ST, Margins 9 &eT; Spreadsheet Addressing - Rows, Columns
3fRR Cells; Cell Reference Td Cell Selection; Shortcut Keys|

Data Entry & Deletion: Data Enter T, Cut, Copy, Paste, Undo, Redo; Rows/Columns & AR ST 9T,
Values Highlight &3T; Find, Search Ud Replace; Data/Cell/Column/Row/Sheet Insert T, Symbols, Clip
Art, Pictures 3R Files 31if¢; Functions Insert @T; Manual Breaks|

Formula: Column/Row @7 Total fehTel=IT a1 31 Formulae @7 39aRT| Spreadsheet Formatting: Columns
Wd Rows @t Label @<T; Cell, Row, Column 3R Sheet Formatting; Alignment, Font, Border T& Shading;
Rows/Columns @t Hide/Unhide &A1, Row Height 3fR Column Width I¢ &=

Sheets TR &r: Sorting, Filtering, Validation, Consolidation Td Subtotal; Charts sHHT - Drawing; Printing,
Error Checking 3R Spell Check 31fe|

MS PowerPoint - 30 3ich

98 Presentation @IeT; STeRT-37elT Presentation Templates; Background ©€ &<AT; Presentation Layout

g I

Presentation SHT: Presentation Style ¥¢ &A1 3R Text STte-T1 Presentation Formatting: Style, Colour Q&

Gradient Fill Sft&T; Objects @l Arrange &<-T; Header Ud Footer Sfi&-TT; Slide Background 3R Slide
Layoutl

Presentation ® Graphics STI&T: Pictures, Tables 311f¢ Insert &1l
Computer Skill Test & safdr: 75 e

sigera-V: Stenography Test

« Shorthand Test: 300 2T&g, 60 ST&& Ut fAe & 71fd 1 g3 5 A

« Passage ! Computer W Transcribe &A1 gFT §93: 30 fAse; PWBD 3#fiear| & fag o] fRaargar
SifaRea Tu|

« Short-hand Dictation T &R, i€ Strokes 311f¢, Pitman’s Shorthand & ¥R g1 @1f8¢| Longhand <t

3rHfa 78T 8; U1 9 819 IR Transcript el Hedich a1 fhdT ST

Stenography Transcript & Jeich & AMES

(i) gof AT (Full Mistakes): A= Ffeat st guf 3fe A= Smaem:

() foreft 21eg AT ek T B SITHTI 2Tea] T THE P R dRdfdeh U § §e Al chl T&AT o sRTeR Jfedt AT St

(b) forelt <1ec a7 3ich hl GER 21eG/3ich § Saet-T| Jfeat dh T 3 dictated sal/3iehl o SRTeR gt fS=8 g&R
RTe&/3ich T TG TTAT & | gTelifch, g 3ich ol TU T 3ich! AT <1eal A forar 7T g1 af Q1 whenrd gt ofik 3 Ffe 78l
HHET ST

(c) Dictated Passage H HIS[g - g dTet fohelt 21e5, 3ich a7 *recl/3ihl oh THE ohl ST

(ii) smeft Ffear (Half Mistakes): 7 Ffeat at ameft Ffe wmm SIrgem:
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(a) 7T Spelling, fordlt 2reg o 37&RT T VI F&AHT, 3TUAT Ueh AT Ak &R I @ ST Proper Nouns 3R

SR AT Y Teld Spelling ol ToRSIETST fohaT SITQTT| ohls Tod folaT 1% Passage & Teh & 31fdch aR 31 W
3 thad Teh Half Mistake AT ST

(b) Singular & ¥ W Plural Noun 3T Plural & 9 &R Singular Noun &7 T4l
(c) arera <t 3T | Small Letter T U

Eird

(a) T B sa H Uk & 31fdens fear g R ot Ffeat e So, @fch ges 2reg # et Afe Ter Full Mistake &
31feren =gt ghft

(b) Uk Passage & T1Y I eal I gt &t Sg} i U & 91fder U A foran ST HepdT g1 0 ot
Spellings/Forms e gitt 3R FfE 781 A SIT¢7 | I&TeX0T: “Honourable” @t Hon'ble, Hon., honourable
3@t hon. foRd ST9 wR 9ot = gt 7 SITUT

(c) SR aftfa Ffeat & sifaRea frdt s gaR &t 3 & forg Seieart &t &fea gt forar smam|
(d) Stenography Skill Test & 3f¢ ufaerd <t 7omT:

3fe ufasrda = [(gof Ffeat + smeft FfeaT / 2) x 100] + Master Passage ® Tea1 chl T

Ufdsra @t & gMerd W deh Round Off fahar S|

3&T8UT: 5.009 aht 5.01 3R 5.001 @Al 5.00 AT ST

1SRO 3MTfARTRER TS Indicative Syllabus <hl %ﬁ Sarg | Hel 3T SITHTT 3d H o



ResultKhabar.com

e SnfdepTRes SISt ST
ISRO Advertisement - Annexure II to Annexure V (Pages 21-25)

37Tet 5 8 e 3iSH PDF & S o A1 Hord &l

1RO S3TTfARTRE ST Indicative Syllabus <hT fgdt Sdre | Hel 3T STTHTT 3 H e



Annexure-ll
Exam Pattern for Assistant/UDC

Part Subject No. .Of Marks Time Details
Questions
A | General English 50 50
L : Objective type,
B | Quantitative A.\ptltude 50 50 150 +1 & -0.95
c Generall Intelll_g.ence & 50 50 minutes pattern of
Reasoning ability marking
D | General Knowledge 50 50

Indicative Syllabus

General English: Questions to test the candidate’s understanding & knowledge of the
language and ability to write correctly, precisely & effectively, correct use of words, idioms &
phrases, etc.

Quantitative Aptitude: Questions on Number System, Percentages, Profit & Loss, Discount,
Ratio & Proportion, Mixer & Allegation, Averages, Simple & Compound interest, Time &
distance, Time & Work, Pipe & Cistern, Boat & Stream, Partnership, Surds & Indices, LCM &
HCF, Simplification, Geometry (Triangles, Circles, Quadrilateral, Lines & Angles etc.),
Mensuration (Area, Perimeter, Volume etc.), Trigonometry (Trigonometric Identities,
Trigonometric Ratios, Circular measures of Angles, Heights & distance etc.), Algebra
(Factorisation, Coordinate Geometry, Polynomials, Sequence & Series, Algebraic identities,
Linear equations etc.), Statistics & data interpretation, etc.

General Intelligence & Reasoning ability: Verbal & non-verbal type questions on Missing
Number, Repeated Series, Analogy, Venn diagram, Logical arrangement of Words, Coding &
decoding, Sitting arrangement, Ranking arrangement, Dice, Cube & Cuboid, Calendar,
Number Series, Coded equation, Clock, Directions, Counting figures, Problems based on
Alphabets, Sequence, Mirror and Water Image etc.

General Knowledge: Questions to test the candidates’ awareness of the environment around
him and its applications to the society, current affairs of National & International importance
etc. The test will also include questions on History, Culture, Geography, Science, Polity,
Economy etc.
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Annexure-lll
Exam Pattern for JPA/Stenographers

Part Subject No. .Of Marks Time Details
Questions
A Sl lengimoet 0| oo
Objective type,
General Intelligence & 150 +1 & -0.25
B : =, 50 50 :
Reasoning ability minutes pattern of
Quantitative Aptitude & marking
C 50 50
General Knowledge

Indicative Syllabus

English Language & Comprehension: Questions to test the candidate’s understanding &
knowledge of the language and ability to write correctly, precisely & effectively, correct use of
words, idioms & phrases, etc.

General Intelligence & Reasoning ability: Verbal & non-verbal type questions on Missing
Number, Repeated Series, Analogy, Venn diagram, Logical arrangement of Words, Coding &
decoding, Sitting arrangement, Ranking arrangement, Dice, Cube & Cuboid, Calendar,
Number Series, Coded equation, Clock, Directions, Counting figures, Problems based on
Alphabets, Sequence, Mirror and Water Image etc.

Quantitative Aptitude: Questions on Number System, Percentages, Profit & Loss, Discount,
Ratio & Proportion, Mixer & Allegation, Averages, Simple & Compound interest, Time &
distance, Time & Work, Pipe & Cistern, Boat & Stream, Partnership, Surds & Indices, LCM &
HCF, Simplification, Geometry (Triangles, Circles, Quadrilateral, Lines & Angles etc.),
Mensuration (Area, Perimeter, Volume etc.), Trigonometry (Trigonometric Identities,
Trigonometric Ratios, Circular measures of Angles, Heights & distance etc.), Algebra
(Factorisation, Coordinate Geometry, Polynomials, Sequence & Series, Algebraic identities,
Linear equations etc.), Statistics & data interpretation, etc.

General Knowledge: Questions to test the candidates’ awareness of the environment around
him and its applications to the society, current affairs of National & International importance
etc. The test will also include questions on History, Culture, Geography, Science, Polity,
Economy, etc.
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Annexure-lV

Skill Test (on Computer) for Assistant/UDC/JPA/Stenographers
Indicative Syllabus

MS Word (for 35 marks): Opening & Saving files, Editing text documents, Inserting, Deleting,
Cut, Copy, Paste, Undo, Redo, Find, Search, Replace, Formatting page & setting Margins,
Converting files to different formats, Importing & Exporting documents, Using Tool bars, Ruler,
Using icons, using help; Formatting documents - Setting font styles, font selection - style,
size, colour etc, Type face - Bold, ltalic, Underline, Case settings, Highlighting, Special
symbols, Setting paragraph style, Alignments, Indents, Line Space, Margins, Bullets &
Numbering; Setting Page Style - Formatting Page, Page tab, Margins, Layout settings, Border
& Shading, Column break and line break;
Creating Tables - Table settings, Borders, Alignments, Insertion, Deletion, Merging, Splitting,
Sorting and Formula; Drawing - Inserting Clip Arts, Pictures/Files etc ; Tools - Spell Checks,
Mail Merge, Templates, Tracking changes, Security; Printing documents; Shortcut Keys,
etc.

MS Excel (for 35 marks): Spreadsheet & Its applications, Opening Spreadsheet,
Menus - Main menu, Formula Editing, Formatting, Toolbars, Using help; Working with
Spreadsheets - opening, saving files, setting margins; Spreadsheet addressing - rows,
columns & cells, referring cells & selecting cells, Short-cut keys; Entering & Deleting Data -
Entering data, cut, copy, paste, undo, redo, filling continuous rows/columns, highlighting
values, find, search & replace, inserting data, insert cell, column/row & sheet, symbol, clipart,
pictures, files etc, Inserting functions, manual breaks; Setting formula - finding total in a
column/row, using other formulae; Formatting spreadsheets - Labelling columns & rows,
formatting cell, row, column & sheet, Category - Alignment, font, border & shading,
hiding/unhiding rows/columns, setting row height, column width; Working with sheets -
Sorting, Filtering, Validation, consolidation and subtotal, creating charts - Drawing; Printing,
Error checking, spell checks, etc.

MS Power Point (for 30 marks): Opening new presentation, different presentation templates,
setting backgrounds, selecting presentation layouts;
Creating a presentation - Setting presentation style, adding text to the presentation;
Formatting a presentation - Adding style, colour, gradient fills, arranging objects, adding
header & footer, Slide background, Slide layout; Adding graphics to the presentation —
inserting pictures, table etc. into presentation etc.

Duration of test: 75 minutes.
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Annexure-V

Stenography Test

e Shorthand test for 300 words @ 60 words per minute (Time: 5 minutes).

e The passage is to be transcribed on Computer (Time: 30 minutes, with compensation
time as applicable to PWBD candidates)

e Short-hand dictation work, i.e. strokes etc., need to be as per Pittman’s short-hand (long
hand not permitted), failing which the Transcript will not be evaluated.

Criteria for Evaluation of Transcripts of Stenography Tests

(i) FULL MISTAKES: The following mistakes are treated as full mistakes:

(a) Every omission of word or figure. In case a group of words is omitted, mark as many
mistakes as the actual number of words omitted.

(b) Every substitution of a word or figure. The number of mistakes will be equal to the
number of words/ figures dictated which have been replaced/ substituted by other
word(s)/ figure(s). However, if a figure is written correctly either in numeral or in words,
both will be acceptable and will not be counted as mistake.

(c) Every addition of a word or figure or a group of words or figures not occurring in the
dictated passage.

(i) HALF MISTAKES: The following mistakes are treated as half mistakes:

(a) Wrong spelling, including transposition of letters in a word and also omission of a letter
or letters from a word. Mis-spelling of proper nouns and unfamiliar names are ignored.
If the wrongly spelt word occurs more than once in the passage it will be treated as a
single half mistake.

(b) Using singular or plural noun and vice versa.
(c) Use of small letter at the beginning of a sentence.
NOTE

(a) More than one error in a single word: All the errors are counted but the total mistakes
counted in a single word should not exceed one full mistake.

(b) Every passage will be accompanied by a list of words which can be spelt/ written in more
than one form. All the spellings/forms of words will be acceptable and not
counted as error. For example, the word ‘Honourable’ is written as Hon'ble, Hon.,
honourable and hon. — all these forms will be treated as correct.

(c) CANDIDATES ARE NOT PENALISED FOR ANY TYPE OF ERRORS OR MISTAKES
OTHER THAN THOSE DESCRIBED ABOVE.
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(d) Method of calculation of mistakes in Stenography Skill Test:

Percentage of Errors = (Full Mistakes + Half Mistakes/2) x 100

Number of words in the master passage

Percentage will be rounded off to two decimal places. For example, 5.009 will be treated
as 5.01 and 5.001 will be treated as 5.00.
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