InaiI
Indian Oil Corporation Limited
(Pipelines Division)
Northern Region Pipelines
PANIPAT-132140 (Haryana)

Special Recruitment Drive for Persons with Disabilities

Advertisement No.: PL/HR/Estb/24
Date of Notification of Advertisement: 23.11.2015

Date: 17.12.2015

Name of the Post : Jr. Office Assistant (OH) (Post Code : 02) for Panipat
Number of Post(s) : 01 (One)
Date & Time of Written Test : 27.12.2015 (Sunday); 10.00 AM — 12.40 Noon

(including Additional 40 minutes of compensatory time)

Venue of Written Test : Arya P.G. College, OPP. Bus Stand, G.T. Road, Panipat
(Phone N0.0180-2695733)

List of shortlisted candidates for written test for Jr. Office Assistant (OH) (Post
Code : 02)

Sr. Roll No. Name of the Candidate Father / Mother name Date of birth of

No. candidate
1 201001 VIVEK KUMAR SHARMA PAWAN KUMAR SHARMA 19-10-1984
2 201002 PREMLAL PANDIT BACHCHU PANDIT 10-05-1985
3 201003 PARVEEN KUMAR SURAJ PARKASH 26-01-1986
4 201004 RAVI KUMAR RAWAL LAKHI RAM 11-11-1983
5 201005 RAJIV KUMAR ISHWAR SINGH 06-10-1984
6 201006 ASHISH KUMAR SINGH ASHOK KUMAR SINGH 31-10-1991
7 201007 DHARMVIR VED PRAKASH 11-11-1979
8 201008 HARISH SHARMA KAILASH SHARMA 30-08-1989
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9 201009 RAVI KUMAR SATPAL SINGH 16-07-1989
10 201010 DINESH SINGH JADON NEPAL SINGH JADON 03-08-1980
11 201011 KRISHAN PAL MEHAR SINGH 05-12-1988
12 201012 SANJAY KUMAR RAM KUMAR 27-04-1981
13 201013 RANJEET KUMAR SINGH ASHOK SINGH 15-02-1989
14 201014 PRAGATI BURMAN AMAR SINGH 15-08-1982
15 201015 BODI LAL YADAV RAMSWAROOP YADAV 01-01-1986
16 201016 AKHILESH KUMAR MAHENDRA SINGH 09-07-1992
17 201017 RAJPAT SINGH BHAGWAN SINGH 22-04-1984
18 201018 DWARIKA SINGH R.B. SINGH 12-11-1992
19 201019 ASHISH KUMAR VERMA KAMLESH KUMAR VERMA 07-06-1989
20 201020 DINESH KUMAR BAIRWA KAILASH CHAND BAIRWA 25-03-1989
21 201021 JASVINDER KUMAR MAM CHAND 07-03-1982
22 201022 BHADUR SINGH BHAGVAN SINGH 15-05-1985
23 201023 RAKESH KUMAR CHHOTE LAL 25-09-1987
24 201024 ANIL KUMAR RAM UJAGIR 10-12-1982
25 201025 IQRA REHMANI RAIS AHMED REHMANI 07-05-1989
26 201026 RAMAN SINGH RAMESH SINGH 25-06-1985
27 201027 RAVINDER KUMAR RAM PHAL 03-03-1981
28 201028 SATISH KUMAR SOHAN LAL 05-04-1976
29 201029 SARITA RAM DAYAL GAUR 06-09-1987
30 201030 KAMAL CHUGH INDER SAIN GHUGH 11-08-1980
31 201031 PAWAN KUMAR SINGH LT. RAJ KUMAR SINGH 23-05-1986
32 201032 RUCHI RANI SAT PAL 31-03-1993
33 201033 RANIJIT SINGH LAL SINGH 27-07-1980
34 201034 RAJU KUMAR PRAMOD KUMAR 21-08-1982
35 201035 KUNAL SHRIVASTAVA PRABHU NATH PRASAD 01-12-1979
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36 201036 UMESH KUMAR BIRI SINGH 10-08-1984
37 201037 RAGHAVENDRA VALIDAS RAMULU 14-06-1985
38 201038 DHEERAJ PRASAD SHIR A PRASAD 01-08-1981
39 201039 VEENA SUBHASH 10-08-1991
40 201040 BALVINDER KUMAR YASH PAL 13-12-1986
41 201041 VIKAS KUMAR RAJENDER SINGH 05-01-1988
42 201042 RAVI KUMAR RATHOUR RAM RATAN RATHOUR 13-07-1992
43 201043 MANOHAR LAL SHYAM LAL 20-06-1993
44 201044 DEVENDER KUMAR MAN MOHAN 08-07-1990
45 201045 MUKESH KUMAR SARJIWAN 20-02-1980
46 201046 SANDEEP KUMAR RANBIR SINGH 01-01-1990
47 201047 PINKI MADAN SINGH 04-11-1990
48 201048 JONI BALBIR SINGH 10-05-1989
49 201049 RAHUL KUMAR SHREE PAL SINGH 15-01-1984
50 201050 RAJA MEHRA RAJESH MEHRA 10-04-1991
51 201051 MAHAVEER KALURAM 10-06-1990
52 201052 INDRAJEET KUMAR SANTOSH CHOUDHARY 08-02-1989
53 201053 SHIV RAJ BAIRWA MOOL CHAND BAIRWA 17-09-1990
54 201054 AMIT KUMAR ISHWAR SINGH 10-06-1989
55 201055 BIJENDER KUMAR SURAJ BHAN 15-05-1987
56 201056 KAMAL ILAM SINGH 15-04-1992
57 201057 ABHIJEET SAXENA RAMESH CHANDRA SAXENA 02-08-1986
58 201058 DHEERAJ BHAT G.B. BHATT 03-01-1984
59 201059 MOHD MAHKAR HAZI MUSTAKEEM 05-04-1991
60 201060 PARMINDER SINGH JASWANT SINGH 05-08-1990
61 201061 NARAYAN SINGH YADAV TALEWAR SINGH YADAV 06-04-1995
62 201062 INDRAJEET KUMAR RAM CH MAHATO 15-01-1983

Page 3 of 13




MAHATO
63 201063 RATAN CHAUDHARY S.S. CHAUDHARY 04-11-1982
64 201064 VISHNU SHARMA GHANSHYAM SHARMA 18-01-1995
65 201065 KANHAIYA SINGH TOMER CHHETRAPAL SINGH TOMAR 05-06-1992
66 202001 SUMAN RANI SHRI RAM 25-11-1980
67 202002 SURESH KUMAR RAM CHARAN 08-09-1983
68 202003 BRIJESH KUMAR MAURYA SHRI RAMRAJ MAURYA 05-08-1984
69 202004 VIPAN KUMAR HARBANS LAL 08-08-1981
70 202005 AMARIIT KAUR GURMAIL SINGH 10-04-1980
71 202006 ROHIT PRITAM KUMAR 05-06-1984
72 202007 MANOJ KUMAR VED PRAKASH 22-09-1984
73 202008 SHAKUNTLA DEVI W/o KRISHAN KUMAR 15-01-1981
74 202009 NEELAM W/o KRISHAN KUMAR 01-04-1980
75 202010 SUNIL KUMAR VIJAY PAL 28-03-1982

General Instructions :

1.

ST rafiaY o AURT S WUar AT ¥ AT fRAT § ¢ US 3&eT H 3US
AT $ ATg ST & ITUR W, Fiess FRATETT TgFF & U & Il g GAN (&alieh
23.11.2015 & ug fds9er ¥. PL/HR/Estb/24 & 3Ryaem & el # faf@a odem &
forT 3t AT encfore foRar I §|

For candidates applied through ordinary post or e-mail : Based on the information
furnished by you in your application form, you have been short-listed for appearing in
Written Test for selection to the post of Junior Office Assistant with reference to our
notification of vacancy Advertisement No. PL/HR/Estb/24 dated 23.11.2015.

OR

o arafial & amr AR teEEe q@rT TR fRAT am ¥ o 9g & faw smud
AT W AOR HEfd AseR Taadel/Tedl ganT & a5 e & MR 9X fRar o
g1 quify, e elrg & ST & 6 vaw 9F & @y 39ded ug & fAv gg v sfgeen #
3B WE A U6 o AR W ug F S Aedan, e H gfawddr, 3y e F FuiRa
ACUS G e 1 RAfT A, Horeel 3mdes v o1 & R fAf@a 9l & G 3oa @y
AU AT Y § 3RF Sfedl@d ala, @89 7 ®e W @O degar @fgw 7 3w
&), Sfa/fasheiearaeeT Self & HfFd JAT g7, ST o o @1, f Fefd gfaar s
T 7|

Page 4 of 13




For candidates sponsored by Employment Exchange: Your candidature for the post is
being considered based on the information furnished by the concerned Employment
Exchange/agency. However, you are advised to go through the notification of vacancy for
the above post attached with the Admit Card and in case you meet the eligibility criteria
of qualification, percentage of marks, age etc. prescribed for the said post, please fill the
attached application form and bring the same on the day of Written Test along with
attested  copies of your educational qualification  (Matric  onwards),
caste/disability/Discharge certificate from Armed forces as applicable on the date, time
and venue mentioned above.

. 39l g & Sl § o 3T 3R 3fedf@a Fad aiE, 6y g Ta« X of@d wer
& U 9ga vl FIIT qhen ke A UG @HT § o €1 g 9gd S0l gl
URFEH gl & geard f@d 9flem & Soa & fav & & 3= arer qdemedt & @
e # Soa 1 AT g & Seat|

You are advised to appear for the Written Test on the date, time and venue mentioned
above. Please reach at the Test Center one hour prior to the scheduled time. Candidates

coming late for the Written Exam shall not be allowed to sit in the Written Exam after the
commencement of the exam.

. 3w, 39 fof@a ofer aur doaeard 93« gfhar # gy AU SEfh 39 ug & T
iR arar & qu aXa gl Tger ufshar & farelt off srawer # afg I8 arr Srar § &
9 ug & fou FURa arar & qu 78 aXa § o 9 IFAGEad 3T SE
fear e

Further, you need to come for Written Test and subsequent selection process only in case
you meet the eligibility criteria for the post. In any stage of selection process if it is found
that you are not meeting the eligibility criteria for the post, your candidature shall be
liable for disqualification.

. B 96T & U AT IFAGANT FATad (Afaserd) § AR d9g & FuRa AT g
3T 9Ear ARGSl B QA W FIR I g TR Haedhen3it w A S
T geer A, I Ig a6 H, IIT gfchar v R 3raTAr 3rUar 3Tk d1g A, IaT JoIdr §
dr g8 39 3FAIGaT A T g Faer QU 39T S @ ScaierRT g

Your candidature for this test is provisional and is subject to your fulfilling the
educational and other eligibility criteria prescribed for the post. Non-fulfillment of the

prescribed requirements, if found later on, at any stage of selection or after that, will
render your candidature liable for disqualification unilaterally without any notice.

. T giehar 7 faf@d adem, SFcged Jeiorar gt (Hd)) 3R cAfeas deilchr Qi
BT el WfhaT & 30Tl TROT # AE-foee g araam & v ademdt & wze yfshar &

Ycdeh TRUT, SHTleh U &1 3TRAEEsr 7 Seol@ fhar 91T §, &I 3cciol &= geml

Selection process shall consist of Written Test, Computer Proficiency Test (CPT) and
Personal Interview. Candidates have to qualify each stage of selection process to be
eligible for short-listing to next stage of selection process as mentioned in the notification
of vacancies.
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6.

10.

fofgd o # dAeg tiegs g {efer, @Aea 3Ee/feedr, ~gARe Teeys,
A AT & el 120 T 9T g1l fAfa e &7 a&dfass 9oR & §g fawed
aeeT (THHFy) fSeTd, v @er [Adhed & A1y Fol 4 fadhed gl alemdf & @gr ey
1 TG AT gn| fAfET e & 120 weal & FHor 60 3k BTl TFedeh e ek
0.5 37 M| AT 3caX & IS ABRICHSD 37 Aal gl

There shall be total 120 objective type questions in Written Test on General Aptitude and
Reasoning, General English/Hindi, Numerical Aptitude, General Knowledge. Written
Test shall be of Objective Type Multiple Choice Questions (MCQ’s) consisting of 4
options with one correct option. Candidate has to choose the correct option. There shall
be 120 questions in the Written Test and Total marks shall be 60. Each correct answer
shall carry 0.5 mark. There shall be no negative marking for wrong answers.

faf@a ofien & srcgex gdorar afien (@) & fav eme-fowe fFu aw ol @
T e & 3wTer G AT & &er oar gem| @i & eafaf@a de smer gier

Candidate who are short-listed from Written Test for Computer Proficiency Test (CPT),
they have to appear in CPT on the next day of Written Test. CPT shall consist of the
following three sections:

a) THTH a8 gdrem MS Word Test (10 3w/ marks)
b) tHATE vFae 9l MS Excel Test (10 3is/marks)
C) THUH diaiearse Gdrem MS PowerPoint Test (5 3i@/marks)

WA SERSIT HFYEX W AT JHifha 7 forar swen| wrcgey ydiorar gdem
For 25 3 g 3R sah Tl it #eEl & 60 fAee & @y dsseggr At & fov
Ay faRed 20 e $r 3af J = geml gdemdt Ft I8 FF geT g3 & far
ST Siifeh 37¢ HFgel W esu/dfafafd weqd (Rosgd) wem gen fSad g &
fr o et & 3eTAR ¢Fe T FEifEEr 3R BhET @ g St enfder greml

CPT shall be conducted in Microsoft Office on a desktop computer. The total marks of
Computer Proficiency Test shall be 25 with duration of 60 minutes with additional 20
minutes of compensatory time to PWD candidates for completing all the three parts. The
candidate shall be given the task in the Question Paper which they have to type/
reproduce in the Computer including formatting of text and use of formulae etc. as per
instructions given in the Question Papers.

Fael IET qeTdl, S Hrcger gfiorar gfem ¥ eme-foee fRu Srdd, SAfFdas weieEr
H AT o & forw arT g

Only those candidate who are short-listed from Computer Proficiency Test, shall be
eligible to appear in Personal Interview.

foaf@a odien, @ 3R AP & gAdH IEdT 3 TUT 3T II Fishar &1 faavor
SIS dearge iocl.com # war fr fegEer #F T I Bl

The minimum qualifying marks in Written Test, CPT and Interview and other selection
process is already detailed in the notification of vacancies in IOCL website iocl.com.
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11.

12.

13.

14.

15.

qET Feg H TE YAA UF AT HETF § 3R FeT qddeis FI AT g9, 3Th foaTT
W& shog H TALT hI AT @ gran|
This Admit Card should be mandatorily brought to the examination center and handed

over to the Room Invigilator failing which entry in the examination hall will not be
permitted.

Ife odieTel &1 A1 ST dedse A faf@d e & fov ury odienfat S g 7
g, fohed 38 99 97 YIed QT 3T § IHUST YA IF A & I g, a e geelehe
JaY UF SIRT dalel & fov FuiRa dRhi@ & 9gareT AN oe RAfET a@7g & 9gar
QA& Feg H qgjr ST

If the name of the candidate is appearing in the list of eligible candidates for written Test
in the IOCL Website, but he has not received the Admit Card, or the admit card has got

misplaced, the candidate should reach at the Examination center on the due date, before
the reporting time along with a proof of ID for issuance of duplicate admit card to him.

qireTeff 9deT dheg H U WY TH FoR BIRIATh, U, dia U (e 372dT rel),
W3, AR 3R Ther 32T W GOt gleT & YEcish 37Ual oAicd, Helheled, Hiaed
T[S, AINSA B, HIS 3 Hrgfahele f3argd, Thfar f3arsd, dueld nfe of e &
AT g Bl RIS 3T ST AR A & WY IYAT Aehel A IYAT eI
TETUAT T JANT HIA IAT I>AT A 3§ 3 GHI AT 9T X fGar smeem

Candidate should carry one passport size colour photograph, Pencil, Ball Pen (blue or
black), Eraser, Sharpener and Scale at the Examination Center. Carrying of notes or
books, calculators, correction fluid, mobile phones, any other communication devices,
scanning devices, laptops etc. in the examination hall are not allowed. Any candidate
found in possession of such unauthorized material or indulging in copying or adopting
unfair means is liable to be summarily disqualified.

3 fof@a wlem/addd qur AfFds a@RiceR & IHT Biel 9gald 99 379« I
AT HETF g1 GeT & NI Aol BT Ugared 95 i S JUr FA9eT faham S|
T adiem 3R TeTcPR & AT Y9 9 & 1Y S TT AAUd Brevfa of o
ST A WIEl Ugd UF o YR @18, U FIS, 3BT ABsEd, dieX 3Sa Fs,
grEare e T gl

You are required to carry a Photo ID Proof for the Written Test//CPT as well as in
Personal Interview. The original Photo ID shall be checked and verified during the Tests.
A self-attested photocopy of the same shall also be collected along with the admit card

after the Written Test and Interview. Valid Photo ID proof like Aadhar Card, PAN Card,
Driving license, Voter ID card, Passport etc. shall be accepted.

WEN/ICY THNN/ATCGSTToIdh 81T & HIod H HIH I arel gLt 91 e 3
AIA F AT YT WRTPR A Sod FAT IAIR GAOT I 3T T A IS
3799t ST et B AT § dr 3HA 3FHCIRT W AR Agr fohar Swwam|

Candidates employed in Government/Semi government/Public Sector Organization must send

their application through proper channel or produce “No Objection Certificate” at the time of
appearing in the Interview. In case the candidate fails to do so, his/her candidature will not be
considered.
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16.

17.

18.

19.

20.

21.

22.

@ odiem & Asuea & 3R W), 39T & AN & v ae-foee faar e 31k
e & fou emé-faffes spafdal & @@ 38 T wdam e # weRla Hi/eers

Sraat|

Based on performance in the Written Test, candidates shall be short listed for CPT and
the list of short-listed candidates for CPT shall be displayed on the same day at
Examination center.

fofea ofier & at-fffes it & g &, 30 e 3y 389 e G,
AT Jearse A AT & TAT  TA & Ay g Afr swen| ngdt #r faf@a
qQ&T & qRomH H ol e T AeIH & 3erer & FqG & Seef)

The list of shortlisted candidates in the Written Test shall also be displayed in the IOCL
website along with Time and Venue of the CPT, either on the same day or the next
working day. No other separate communication shall be sent to the candidates for
informing the results of the written test.

AT (SN SERSIT HFPeX I g FHad: TAfld qQaT & 37t e grem|
CPT (which will be in desktop computer) shall be conducted tentatively on next day of
Written Test.

AN F AsueaT & IR R}, 339t 1 agreneeR & for are-faee far seem 3k
m@%aww%ﬁveﬁ-mmm'ﬁuﬁﬁmmwmmﬁqﬁm
S|

On the basis of performance in the CPT, candidates shall be short-listed for Personal Interview
and the list of short-listed candidates for personal interview shall be displayed on the same day
at the Examination Centre.

AfFds anTerr & fav ac-faffes spafdial & @@ a1, 368 e 3ruar 386 3eme
e, ms3nive degse A ARFds TEfcdr I aT T el Feg Id & AT gmr
ST |

List of candidates short-listed for Personal Interview shall also be displayed in the IOCL
website either on the same day of the CPT or the next working day, specifying the date of
Personal interview and Examination center address.

fof@a oden qur @dé & gRoma &1 gHg Qe Had A qleT gaATd g & qid
gead GI¥d fRar SRem | 3eafdal #r deg & Sar § R 9 e & 91 396
gma:ﬁl'&mmﬂtwsqﬁawwﬁlsﬂmﬁﬁmﬁaﬁaaﬁ
Time of declaration of result of Written Test and CPT shall be announced in the
Examination Hall immediately after the test is over. Candidates are advised to be present/
available in the office gate after the test for their results. No separate communication shall
be sent to the candidates in this regard.

AfFas aeTcer & forw 3Rl & 3o ary e gefr AfSOe Jegant ¥ et
Areelie, wHOOT AT IR (WEased) wEorgE, St scaife, SR g,
SfA/fdeReliaTdT JHATOTIH/fSEaTsl YA (STET el ofl9] g) &l el Fiadl aur e &y
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23.

24,

25.

26.

217.

28.

29.

SoTehl IUT FeATa Blet fafaftat &1 v de 3rava o= glem| Fuar ea & f daer
quUishiferh Eiraeh 3t &1 3uderd ug & fav &A=y gl st e # sfeafad B
Candidates appearing for interview shall be required to produce original documents of all
relevant mark sheets, certificates or provisional certificates, degree etc. of all educational
qualification, Date of Birth Proof, Caste/Disability Certificate/discharge certificate
(wherever applicable) along with one set of photocopy of these documents duly attested
along with them. Please note that only Full Time Bachelor’s Degree shall be eligible for
the above post, as mentioned in the advertisement.

gt i gdieT 3R TreTeER A BEr A1 e F & T faweq g |

Candidates will have the option to take the test and interview either in Hindi or in
English.

qleTTff T GG FAT FETTHR & 39 Bl AR AT ST T Taeqm Tad FE gaf|

Candidates have to make their own arrangement for lodging and boarding for appearing
in Test and Interview.

ol odem & o ®a & a6y ¥ 3 ared Igiad SAid/sieeria & 3t s
aﬁ?ﬂﬂﬂﬂﬁwiﬂwmmé?qchqsu$squcrdWﬁmmw%w@r
?mmqﬁmxmﬁmtrg’r HOA AT F T $ AR W Rebe Tedqd A W A
|

Outstation SC /ST candidates, who appear for Written Test, shall be reimbursed to and fro
fare limited to Second Class Rail/ Bus fare from their mailing address mentioned above
OR from the place of actual journey, whichever is nearer to the place of Test, by the
shortest route, on submission of proof of tickets as proof of journey.

AT Y JeARE A THRAT 1 7S A0S graar ¥ 310 Jegar arer gt
T g & fov arei =1@r gl
Candidates possessing higher qualification than the prescribed as mentioned in the

notification of vacancies published in IOCL website iocl.com shall not be considered for
the respective post.

T eI & gfed &1 gedra Worees g garT SR fohar Swen 3R g3
yafiat fr ifos @ 1, I e & R yar 3a% e e, smsdee
Jedrse & gefidr e 3 aTT T (fasTeter) g 3R gATOTIH/gRETIT
e & HATsT 9T TR grem|

Offer of appointment shall be issued to the selected candidates by registered post and the
list of finally selected candidates shall also be displayed in IOCL website either on the
same day of the Offer of appointment or the next working day. The selection of the
candidate would be provisional and subject to verification of certificates / testimonials
etc.

3a # wafAd nafiEl @ Rfecar Wead AWGEl & @ & gen AR FRTger &
THY qEUSHIR Rfhcr fhead YA ST aem g Sifeh JolR & fov gd-
3R o R

Finally selected candidates need to fulfil the medical fitness criteria and submit pre-employment
Medical fitness certificate at the time of joining which is pre-requisite condition for employment.

ocff & fopely off =0T o 3ryar 3AG gvdd o ARG Ig IRVIAT Term § T 3t g
maaug’ra#rwa'é’rmaﬁtmw 38 Ielc/STET SATABR/THOTTA/GES T U §
ywaﬁéwq?frawm’r) U ¥, O 3EH 3FAGa PREd A st afe
I EEART HIARYA FI & T AARRY 3Uar Gl AR 38F g & Rl o A
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30.

31.

32.

33.

34.

35.

36.

37.

YT d1G H SST YT el RN STl & dl g ITeld-SA/EesT AR Swelr 3R
HIARRAA GART 3%@ JAIU ThcBI FATCT AT ST

In case it is found/ known at any stage of recruitment or thereafter that a candidate does
not fulfill the eligibility norms and / or that he has furnished any incorrect / false
information / certificate / documents or has suppressed any material fact(s), his/her
candidature will stand cancelled. If any of the information or material particulars as
furnished by the candidate to the Corporation are found to be untrue or incorrect at any
stage before or after his/her selection, then the same shall amount to misrepresentation/
fraud and his/her services shall be liable to be terminated unilaterally by the Corporation.

FUAT SH TAL-IT A Th Ui Hiasy & ool & UG U W, Fhifh 3§ gAAw 97 H
Aot 9f ot heg & of o Smeed

Please keep a copy of the admit card for future reference, as this original Admit Card
shall be collected from you at the Test center.

e 8ff & & YA (Canvassing), 3FAIGART I JIATT NN FHLM|

Canvassing in any form shall disqualify the candidature.

qTdl, 37dcs] ol ThIPRA JUAT TRET FA, IIA & AIH 3Ti¢ T Tad T A
ﬁwwﬁmﬁwmﬁmgﬁmﬁawﬁmaﬁmwﬁwaﬁmml
The decision of the Management in all matters relating to eI|g|b|I|ty, acceptance or rejection of
the application, mode of selection etc. will be final and no enquiry will be entertained in this
regard.

?ﬁﬁﬂﬁwmmﬁ/ammﬁﬁaﬁmwﬁrmqma%wqm%m
T AT 3R & Ioek TGl & TIU olgeh (Thisd) 6T eIl ol A6d &, d HUAT dWGh
F AT FooeT OO B & R & 3R GAET Feg H S T AU G@F T Gl
gL EarT el qHe AR YT AT Wy St
Visually handicapped candidates /those candidates whose writing speed is affected by
Cerebral Palsy who wish to avail the assistance of scribe for writing answer on their
behalf may please fill the attached declaration form for Scribe and carry the same to the
Examination centre. The scribe is to be identified by the candidate at own cost as per own
choice.

Tt faare TudiTe A FARTA/RTAHIoT & AR H g

All disputes would be subject to jurisdiction of Courts/Tribunals in Chandigarh.

TIA GfHdT gUr it ufkar @ Wi @ga g edl & fawdd f@evor ameedive @
Wﬁmﬁmﬁmw%‘l mﬁaﬁmaaﬁﬁ%%mﬁ
9g ol

The Selection process and other terms and conditions pertaining to the recruitment
process have been detailed in the Notification of vacancies in the iocl website. Candidates
are advised to go through the same.

el @l gerg & S & R 9 fof@d olen, @did), ARichr udr 3wg fhdr
SRR & T IHEI-GHT 9T jocl.com TTsE FI W|

Candidates are advised to visit iocl.com from time to time for results of Written test, CPT,
interview and any other information.

3 3dl, fSeglel 39 3aed $-Ad & ATEIA § Ao g, fof@a adam, @ iR
HeTlchR 1 @ &l 3ed Fl Fld/AEEe GEadsil & A 379 A $H g5
T T 3799 o 3|

Candidates, who have sent their application through e-mail, should bring the hard copy of
their application form with photograph, along with all relevant documents, on the date of
Written Test, CPT and interview.
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Guidelines for Computer Proficiency Test (CPT)

For Computer Proficiency Test, PWD candidates who qualify in the Written Test shall be allowed to
check Computers one day in advance of CPT, so that any difficulties in the software/system can be
rectified.

The Computer Proficiency Test shall be for 25 marks for duration of 60+20= 80 minutes and consist
of the following three components:

1. MS Word (10 marks)
2. MS Excel Test (10 marks)
3. MS PowerPoint Test (5 marks)

The CPT will be conducted in Microsoft Office 2007 in computer. The candidate shall be given the
matter in the Question Paper which they have to type/ reproduce in the Computer including
formatting of text and use of formulae etc. as per instructions given in the Question Papers.

1.MS Word Test - 10 Marks

This Section will be for 10 Marks. The candidate needs to reproduce the official letter/ Text provided
using MS Word with the Font Type as specified and guidelines given, run the spell check and correct
the spelling mistakes if any and save the file with appropriate name in the correct format . The
candidate needs to write the Text in the desired Font, desired size and also do desired Text
alignment. The candidate may have to use different Font sizes for different sections. The candidate
needs to Align the Text as desired to Left, Right or Centre as expected. The candidate will have to
give Line spacing as advised to single line, double line spacing etc. The candidate will have to Format
the Text as desired to Bold, Italic, Underline etc. at different places in the Text, as asked.

a. Total marks allocated for the Text is 10 marks for the correct reproduction of the sample
content including the formatting parameters

b. There will be 4 words with preprinted incorrect spelling that will be incorporated in the
line/ paragraph of the given text. The candidate needs to identify and correct these errors
by using the spell check facility available in the MS word package. For each of the
corrected spellings, 0.25 marks shall be given subject to a maximum of 1 marks for all the
corrections.

c. Thus there will be positive marking for 1 mark for correcting the spellings. Otherwise
based on the number and kinds of mistakes made by the candidates the marks shall be
deducted out of 9. Minimum score possible out of 9 shall be zero.

Classification of errors in Word processing Test:
Full Mistake: The following shall be treated as full mistake for which 0.25 marks will be
deducted for each mistake:

a. Every omission of word/figure Spelling error

b. Every substitution of a wrong word/figure

C. Every addition of a word/ figure not found in the passage
d Line spacing not done as desired
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e. Formatting in terms of Font Size, Bold, Underline, Italics , Alignment of Text like
Right Align, Left Align, Centre Align, Justify not done as desired for every unique
segment as expected. Even for multiple mistakes in formatting in a unique segment,
maximum 0.5 marks will be deducted for each segment.

Half-Mistake: The following shall be treated as half- mistake, for which 0.125 marks will be deducted
for each mistake:

a. Where no space is provided between two words, eg ‘Thope’ in place of ‘I hope’ or
undesired space is provided between the words or letters of a word eg * T h ave’ in
place of ‘I have’.

b. Wrong use of capital letters for small letters and vice versa (in English typing)

C. Omission of punctuation marks eg. full stop, comma, question mark etc.

2. MS EXCEL TEST — 10 MARKS

In this module, candidate has to work on Microsoft Excel and create a spreadsheet as provided in a
printed sheet. Candidate has to calculate data by using some simple formulas of MS Excel like sums,
difference, percentages etc. The technical proficiency shall be tested on the usage of MS Excel
package, selection of correct font type and size, reproduction of the given data, formatting of the
Text as per sample data and usage of the formula.

Marking Scheme:

a. 9.5 marks will be given for reproducing the correct content as mentioned in the given
Excel sheet including the Formatting parameters.

b. 0.5 mark will be given for opening and naming the excel file in the correct file format
of .xIs.

C. Thus there will be positive marking for 0.5 marks for opening and naming the excel

file correctly. Otherwise based on the number and kinds of mistakes made by the
candidates the marks shall be deducted out of 9.5 . Minimum score possible out of 9.5
shall be zero.

3.MS POWER POINT TEST- 5 MARKS

In this module, candidates have to create a slide similar to the print-out of the slides. For this
module, candidates should have the basic understanding of Microsoft PowerPoint 2007.

The technical proficiency shall be tested on the opening, selection of the sample slide, selection of
correct font type and size, reproduction of the sample text on each of the slide, formatting of the
slide/text with bold, underlining, italics and alignment.

Marking Scheme:

a. The candidate has to prepare one slide.

b. 1 mark will be given for creating the PPT and saving it with the correct name and
extension type like .ppt

c. The Completed slide carries 4 marks.
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Title Text marks- Total 1 mark. (0.5 Marks will be deducted for any of the following: - incorrect
spelling/ addition/ omission of a word/ character/ figure/ change of case (Capital/small) and 0.5
marks will be deducted for not following the formatting instructions. If content is correct but
formatting is not as desired then 0.5 marks will be deducted. If content has any kind of errors
specified above but formatting is as desired then 0.5 marks will be deducted. If the content has
errors as well as formatting is not as desired then 1 marks will be deducted.)

Sub - title text marks- Total 3 marks. (0.25 Marks will be deducted for incorrect spelling, including
punctuation marks, addition/ omission of a word/ character/ figure/ change of case (Capital/small)
and 0.25 marks will be deducted for not following the formatting instructions @ 0.25 marks
deducted for each instance of instruction not followed).

MINIMUM QUALIFYING MARKS IN CPT

Minimum qualifying marks in Computer Proficiency Test (for all 3 Components) shall be 50% i.e.
12.5 out of 25 (40% for SC/ST/PWD Candidates i.e. 10 out of 25) irrespective of marks obtained in
each part.

PRINT-OUT OF CPT & EVALUATION OF ANSWER SHEETS

The candidate has to prepare the spreadsheets; ppt and word file as per the exercise given and then
has to save it with appropriate file name as advised with proper extensions with his Name/Roll
number. Printout of the saved files should then be taken and signed by the candidates on each page
and name clearly written on each page and handover to the Committee.

Additional 5 minutes will be given to the candidate to take Print out of the Test Work done in MS
Word , Excel and PowerPoint, beyond the Test time limit of 80 minutes .

Note : Candidates are advised to appear for the written test only if they are Persons with
Disability (PWD) in the prescribed category and meeting the laid down eligibility criteria as per
our above referred advertisement.

In case of any discrepancy in English and Hindi version of the instructions given the
English version shall prevail.

For further queries, you may please contact at 0180-2578893 or write to
nrplrecruitment@indianoil.in
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