GUIDELINES FOR RECRUITMENT OF ILLOWER DIVISION CLERK (LDC)

SCHEDULE - I11
[see regulationT (3)]

(A) SYLLABUS FOR COMPETITVE EXAMINATION FOR DIRECT RECRUITMENT TO
LOWER DIVISION CLERK GRADE.

Paper-1 Subject Marks Duration
i PART A
General Knowledge (50 questions) 100 3 hours with compensatory
General English (25 questions) 50 time of 20 minutes per hour
Paper-1 PART B for persons with
Essay Writing 20 benchmarked disabilities
English Comprehension 30
TOTAL 200
Computer knowledge (50 questions-see schedule 100 3 hours with compensatory
v : time of 20 minutes per hour
Paper-1I | Simple Arithmetic(25 questions) 50 for persons with
General Intelligence & Reasoning (25 questions) 50 benchmarked disabilities
TOTAL 200
s -
Notes: :

1) For recruitment to Lower Division Clerk Grade, the order of test/examination shall be typing test
written examination, skill test and personal interview.

2) Questions shall be set and answered in English only and of multiple choice questions pattern only
except in Part B of Paper I, each question will carry two marks. The candidates shall be given
probable answers atleast four wherein the candidate has to choose one correct answer for every
objective type question.

3) Questions in Computer Knowledge appeared in Paper II shall be set from Courses specified in
schedule IV of these regulations.

4) Questions will be set in tune with the level of educational qualifications prescribed in the service

rules. :

5) A brief description of the syllabus for direct recruitment to Lower Division Clerk Grade is as follows:
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Paper-I

General Knowledge: Questions will be designed fo test the candidate's knowledge of current events
and of such matters of everyday observation and experience as maybe expected of an educated person.
The test will also include questions relating to Indian history and culture, Indian polity including the
Constitution of India, geography, economy and general science. Questions on Mizo history and culture
will also form part of the syllabus.

General English: Questions will be designed to test the candidates understanding and knowledge of
English language, vocabulary, spelling, grammar, sentence structure, synonyms, antonyms, sentence
completion, phrases and idiomatic use of words etc. There will be questions on comprehension of a
passage also.
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charts and tabulation.

Basic Computer knowledge: Questions in Basic Computer Knowledge shall be set from C ourses
specified in Schedule IV of these regu}tgfions.
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(B) Typing Test.-

1) Typing test as prescribed in schedule III of the service rules for direct recru'itment to the Lower
Division Clerk Grade shall be held before conduct of written examination, skill test and personal
interview., <

2) Typing Test shall be held in a computer laboratory and shal] be qualifying nature only. 3) Marks shall
not be awarded for typing test. All candidates who secure a qualifying speed of minimum 30 words per
minute shall be recorded only as FIT for written examination and below as UNFIT.

3) Candidate who fails to meet the required number of words in the typing test shall not be eligible to
appear in the written examination,

(C) Skill test.-

1) Skill test shall be held in a computer laboratory after written eXamination. The specific skills to be
tested, the weightage to be given to the respective skills, the minimum qualifying marks and the

duration of tests for each skills for direct recruitment to Lower Division Clerk Grade shall be as
follows:- '

Duration

Skills in Microsoft Words
Skills in Microsoft Excel]
Skills in Microsoft PowerPoint

30 minutes
> JHnuie

2) Questions shall be set to asses
above applications. Questions in the skijjs tests shall

objective of skills test is to assess the skills of the candidate to handle the abovye appli
to day office usage

3) Slfnl.l Test shall not pe in the ﬁ;‘mmﬁ’ €Xamination ' byt practical test, Candidates muys; obtain
Minimum 36 marks across the Skmsmescnbcd in these regulations to qualify in the Skijls TFest

e .

30 minutes
30 minutes




4) Skills Test shall be qualifying nature only and any marks whatsoever obiained by the candidates in
these tests shall not be added to determine the final order of merit. Any candidate who fails to obtain
qualifying marks prescribed in the skill test shall not be eligible to appear for personal interview.

S5) Skills Test shall be conducted by the Departmental Promotion Committee after the conduct of
written examination,

6) Skills Test in computer proficiency need not be conducted for direct recruitment to Upper Division
Clerk Grade and Assistant Grade. "
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SCHEDULE IV
[see regulation 7 (3)]

SYLLABUS ON COMPUTER PROFICIENCY (COMPUTER KNOWLE
DIVISION CLERK GRADE

1. FUNDAMENTALS OF COMPUTER (TOTAL- 20 MARKS)

on-2 marks »

&

D. Secondary Storage D
Sequential and Direct-A.
Storage Devices, Data
System (HSS), Flash m

E. Input-output Devices - 2
Input Devices (Keyboard
Electronic-card Reader,



F. Computer Software-4 marks S . 5 Software (Svste
Wi t[’ Sofiware, Relationship bétween Hardware and Software, Types of Software (Systen
aat js S are, ‘ g ftwe )
Software, Application Software.
2 e Rard i i T 4 5 :
G. Classification of Computers-2 marks Mnbifiatie. Systéins,

Notebook Computers (Laptops), Personal Computers (PCs), Workstz}t‘I?l:S; PC. PDA/Pocket PC
Supercomputers, Client and Server Computers, Handheld Computers (Table ’ >

Smartphone)

. Information Technology and Society-2 marks

Indian Information Technology (IT) Act, The Information Technology (Amcnc?mcl.ﬂ Bill),
Intellectual Property Rights (IP‘R) Issues, Information Technology Applications in Air Lincs and
Railway Ticket Rcservati;o'n, Computer in Banks, Inventory Control, Financial System, Hotel
Management, Computers in Education, Video Games, Telephone Exchanges, Mobile Phones,

Information Kiosks, Special Effect'in Movies.

II. OPERATING SYSTEMS (TOTAL -16 MARKS)

A

B.

D.

£

Introduction-2 marks
-What is an Operating System?
-Main Functions of an Operating System

Microsoft Windows 7 & above-2 marks
An Overview of Different Versions of Windows, Main Features of Windows Operating System

Basic elements of opening screen of windows 7 & above - 2 marks
The Desktop, Icons and their Types,he Taskbar, Elements of a Window
v t '

File management in windows 7 & above - 4 marks
File, Folder, Folder Tree, Selecting Files and Folders, Creating Files and Folders, Naming and

Renaming Files and Folders

Windows Start Menu -2 marks
All Programs, My Recent Documents, Control Panel, Printers and Faxes, Help and Support. Scarch,

Run, Log Off, Turn off Computer

Windows Shoricuts-2 marks
Creating a Shortcut, Renaming a Shortcut, Deleting a Shortcut

.l - Q(qn :
Lssentials Windows Accessories-2 mbrks '

System Tools, Entertainment, Calculator, Notepad, Paint, WordPad
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L2 Presenmtion“package: (10 marks)

a)

b)

d)

Introduction to PowerPoint-2 marks

An introduction to presentation graphics, Basic elements of a slide, Different types of slide
layouts, Getting stated, creating a presentation.

Different Views of a Presentation - 2 marks

Opening an existing presentation, switching views.

Editing a Presentation-2 marks

Adding slides, Deletin g slides, Rearranging slides, changing the presentation design,
changing slide layouts, Printing a presentation.

Adding Special Effects in a presentation - 4 marks

Inserting pictures from files, Animating slides, Adding sound effects, setting slide timings,
Rehcarse timings, grouping and ungrouping pictures.

P 'f.
Internet technology: (14 marks) s

a)

b)

Introduction to Internet-4 marks
What is Internet? Growth and Owners of the Internet, Anatomy of Internet, History of World

Wide Web, Basic Internet Terminologies, Netiquette, Internet Applications, Commerce on
the Internet, Governance on the Internet, Impact of Internet on Society, Crime on/through the
Internet (Cyber Crime, Reasons for Cyber Crime, Mode and Manner of Committing Cyber
Crime, Prevention of Cyber Crime)

Services on Internet - 4 marks

What is World Wide Web? HTTPS, Search Engines

Electronic Mail - 6 marks

E-mail Networks and Servers, E-mail Protocols, Structure of an E-mail, E-mail Contents and
Encoding. E-mail Routing, E-mail Clients, E-mail Encryption, Address Book, Signature Tile.
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