
 
Syllabus and Scheme of Examination - Secretary Grade-III 

 
 

(I) Written Examination 
 

 

Part Section Subject/Syllabus of Secretary Gr-III (10th Standard) No. of 

questions 

Maximum 

Marks 

Qualifying 

Marks 

60 180 72 

Part-I 

 
Section ‘A’ General Knowledge & General Knowledge of Rajasthan:  

 

1. Events of State, National and International importance  

2. Geography and Natural Resources of India and Rajasthan  

3. Agricultural, Social and economic development of India 

Rajasthan  

4. Indian Medieval History, Indian struggle for Independence, and 

History of Rajasthan 

5. Cultural and heritage of India and Rajasthan  

 

 

 

30 

 

 

 

90 

 

 

 

 

 

72 

 Section ‘B’ Basic computer Skills: 
 

 

1. Introduction to Computers 

2. Computer Systems  

3. Uses of Computers 

4. Introduction to the Internet & Search Engines, Internet Application 

5. Operating System  

6. MS Word Advance  

7. Database Management System 

8. MS Excel Advance  

9. MS Power Point Basics  

10. Microsoft Outlook Basics 

30 90 



Part Section Subject/Syllabus of Secretary Grade - III (10th Standard) No. of 

questions 

Maximum 

Marks 

Qualifying 

Marks 

60 180 72 

Part-

II 

 

Section ‘A’ lkekU; fgUnh 
 
 

1. laf/k vkSj laf/k foPNsn 

2. lekl] Hksn] lekfld inksa dh jpuk o foxzg 

3. milxZ ,oa izR;; 

4. foykse ’kCn ,oa vusdkFkZd ’kCn 

5. fojke fpUg~~ 

6. /ofu ,oa mldk oxhZdj.k  

7. ikfjHkkf"kd 'kCnkoyh ¼vaxzsth Hkk"kk ds ikfjHkkf"kd 'kCnksa ds lekukFkZd 

'kCn½ 

8. 'kCn 'kqf) ¼v’kqf) okD;ksa dk 'kqf)dj.k½ 

9. okD; 'kqf) ¼v’kqf) okD;ksa dk 'kqf)dj.k½ 

10. Ekqgkojs ,oa yksdksfä;k¡ 

11. Ik= ,oa mlds izdkj & dk;kZy;h i=ksa ds izk:Ik ds fo’ks"k lanHkZ esa   

30 90  

 Section ‘B’ General English  
 
 

1. Use of Articles and Determiners  

2. Tense/sequence of Tenses 

3. Voice: Active and Passive  

4. Narration:  Direct and Indirect  

5. Use of Prepositions  

6. Translation of Ordinary/Common English sentences into Hindi 

and Vice-verse  

7. Synonyms and Antonyms 8 Comprehension of given passage  

8. Glossary of official, Technical Terms (With their Hindi version) 

9. Letter writing: official, Demi-official, Circulars, and Notices  

30 90  



 

(II) Proficiency Test  
 

   

 Section ‘A Dictation of English Shorthand Speed 120 wpm. & Speed of 

English Typing 40 wpm. 

 100 40 

 Section ‘B’ Efficiency test of Hindi typing 30 wpm. 
 
 

Note: Question on letter writing will also be objective 

regarding the structure of a letter 

 50 20 

 

Note – Candidate qualifying written examination shall only be eligible for Proficiency test 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


