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Annexure - |

Syllabus for the post of Assistant (Account)

Cadre
Name

Syllabus

Question

Marks

Exam
Medium

Duration

Assistant
(Account)

ueeo(lal

By

Basic Accounting
Principle, Policies &
Treatment, Income Tax
Act, 1961, TDS Rules,
GST, Tally, Bank
Reconciliation,
Depreciation, Annual
Accounting, Accounting
Standards

125

500

ENGLISH

General Knowledge &
Current Events of National
& International
Importance, Logical
Reasoning

25

100

GUJARATI

One Hour &
Thirty
Minutes

(90 Minutes)

Total

150

600

* General Awareness and General Knowledge” Include questions related to -

1. General Mental Ability and General Intelligence

2. History of India and History of Gujarat

3. Cultural heritage of India and Gujarat

4. Geography of India and Geography of Gujarat

5. Sports

6. Indian Polity and the Construction of India

7. Indian Economy and Planning

8. General Science, Environment and Information & Communication
Technology

9. Current affairs of Regional, National and International Importance

NOTE : The question paper shall be of objective type MCQs (multiple choice

questions).
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Annexure - Il
Syllabus for the post of Typist Cum Clerk (Part-I)

Cadre Syllabus Question | Marks Exam Duration
Name Medium
Typist- General Awareness and 20 280
Cum-Clerk | General Knowledge GUJARATI
Gujarati Language and
20 80 One Hour &
Grammar GUIARATI Thirty Minutes
English Language and 90 Minutes
Grammar 20 | g | encuisH | ¢ )
General Mathematics,
Logical Reasoning 40 160 | GUJARATI
Total 150 600

* General Awareness and General Knowledge” Include questions related to —

1. General Mental Ability and General Intelligence
2. History of India and Gujarat

3. Cultural heritage of India and Gujarat

4. Geography of India and Gujarat

5. Sports

6. Indian Polity and the Construction of India
7

8

Indian Economy and Planning

. General Science, Environment and Information & Communication
Technology

. Current affairs of Regional, National and International Importance

(o]

NOTE : The question papers shall be of objective type MCQs (multiple choice
questions).
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Annexure - IlI

Syllabus for the post of Typist Cum Clerk

[Computer Proficiency Practical Test]

Sr Subject Marks | Duration
T.O Guijarati Typing Test. (25 wpm) 20 Marks
2. | English Typing Test. (40 wpm) 20 Marks
3. | Preparing slides for presentation based on data provided. 15 Marks
(5 slides)
4. | Preparing excel spreadsheet and answering an arithmetic 15 Marks
problem 90
5. | Error check and spelling correction in given word 15 Marks | Minutes
document
-Comment remove —Spelling check
-Margin setting —Table insert
-Text highlight
6. | Writing an E-mail to notified recipient address. 15 Marks
Total - 100

Marks
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