Curriculum for Open Competition, Level 5, Senior Account Assistant, Administration Service, Account Group
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1. Comprehension  (1x5=5 Marks)
(Five questions will be asked based on the passage given.)
2. Essay writing (1x15=15 marks)

(Three topics will be given and the candidate should choose any one of them for essay

writing.)

3. Business/Formal Letter or Application Writing (1x10=10 Marks)
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Verbal Reasoning Test: (& %)

Vocabulary, Jumble words, Series, Analogy, Classification, Coding-Decoding, Matrix,
Ranking Order Test, Direction and Distance Sense Test, Common Sense Test, Logical
Reasoning, Assertion and Reason, Statement and Conclusions, Arithmetical
Reasoning/Operation, Decimal, Fraction, Percentage, Ratio, Average, Profit and Loss,
Time and Work

Non-verbal/Abstract Reasoning Test: (¥ 3[%)

Figure Series, Figure Analogy, Figure Classification, Figure Matrix, Pattern
Completion/Finding, Analytical Reasoning Test, Construction of Squares and Triangles,
Figure Formation and Analysis, Rule Detection, Water images, Mirror images, Venn-
diagram
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FegaY dT qQ&T (Computer Skill Test)
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(Computer Skill Test) T IT&AHH

1 Windows Basic

2

1.1 Introduction to Graphical User Interface

1.2 Starting and shutting down windows

1.3 Basic Windows Elements: Desktop, Taskbar, MS Excel, Recycle Bin etc.
1.4 Concept of files and folders

1.5 Searching files and folders

Word Processing/MS Word

2.1 Creating, saving and opening documents

2.2 Typing in Devanagari and English

2.3 Test formatting (Font, size, color, undertake, Italic, Bold etc.) and paragraph formation,
Indentation, spacing

2.4 Inserting header, footer, page number

2.5 Page setting (Margin, page size orientation), previewing and printing of documents

TARTCHS T<IeqT AT (Practical Examination Scheme)
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