Syllabus and Scheme of Examination - Secretary Grade-II1

(I)  Written Examination
Part | Section Subject/Syllabus of Secretary Gr-ITI (10" Standard) No. of | Maximum | Qualifying
questions | Marks Marks
60 180 72
Part-I | Section 1Ai | General Knowledge & General Knowledge of Rajasthan:
1. Events of State, National and International importance
2. Geography and Natural Resources of India and Rajasthan 30 90
3. Agricultural, Social and economic development of India
Rajasthan 72
4. Indian Medieval History, Indian struggle for Independence, and
History of Rajasthan
5. Cultural and heritage of India and Rajasthan
Section iBi | Basic computer Skills: 30 90

. Introduction to Computers

. Computer Systems

. Uses of Computers

. Introduction to the Internet & Search Engines, Internet Application
. Operating System

. MS Word Advance

. Database Management System

. MS Excel Advance

. MS Power Point Basics

10. Microsoft Outlook Basics
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Part | Section Subject/Syllabus of Secretary Grade - III (10* Standard) No. of | Maximum | Qualifying
questions | Marks Marks
60 180 72
Part- | Section iAi | HMMT f&=al 30 90
! 1. wfy s R Rea
2. |HM, WS, GAN® Y&l &l o1 9 fairg
3. IUET UG Uy
4. fdd™ o8 g IMdridh eeq
5. favmM forg
6. & Ud IHDI I HROT
7. ORI SreaTdell QRIS A9 & UIRMIN S Sea] & A S
=)
8. v gfs (QTYfE arardl 1 YfGhro)
9. A Yfg (3431[?5 CIERICARNIC-CaL)
10. HBTAR Td ATRIHAT
11. 99 Ud S99 UHR — SR Tl & Ued & A9y ded H
Section iBi | General English 30 90
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
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and Vice-verse

Synonyms and Antonyms 8 Comprehension of given passage
Glossary of official, Technical Terms (With their Hindi version)
Letter writing: official, Demi-official, Circulars, and Notices




(IT) Proficiency Test

Note: Question on letter writing will also be objective
regarding the structure of a letter

Section {A | Dictation of English Shorthand Speed 120 wpm. & Speed of 100 40
English Typing 40 wpm.
Section iBi | Efficiency test of Hindi typing 30 wpm. 50 20

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




