DATE: 17.12.2015

IndianOQil

Indian Oil Corporation Limited

Special Recruitment Drive for Persons with Disabilities
IOCL website Advertisement No: PL/HR/Estb/24 dated 23.11.2015

(Pipelines Division)
Western Region Pipelines
Morbi Road, Gauridad
Rajkot - 360 003 (Gujarat)

FURTHER TO ABOVE ADVERTISEMENT NO. FOR NOTIFICATION OF VACANCIES FOR PWDs, THE FOLLOWING CANDIDATES HAVE
BEEN PROVISIONALLY FOUND ELIGIBLE FOR APPEARING IN THE WRITTEN TEST FOR THE POST OF JUNIOR OFFICE ASSISTANT -
GRADE IV (POST CODE 04) AT WESTERN REGION PIPELINES, GAURIDAD (RAJKOT).
ADMIT CARDS FOR THE WRITTEN TEST HAVE BEEN DISPATCHED TO THE CANDIDATES THROUGH SPEED POST AND A COPY OF THE
SAME HAVE ALSO BEEN FORWARDED TO THEIR E-MAIL IDs (WHEREVER AVAILABLE). ELIGIBLE CANDIDATES WHO DO NOT RECEIVE
THEIR ADMIT CARDS THROUGH POST / E-MAIL, MAY E-MAIL US AT wrpl_recruitment@indianoil.in WITH SUBJECT "NON RECEIPT
OF ADMIT CARD_JUNIOR OFFICE ASSISTANT-GRADE IV" LATEST BY 24.12.2015 (05:30 PM). SUCH CANDIDATES MAY REPORT AT
THE TEST VENUE BY 08:30 AM ON 27.12.2015 ALONGWITH ORIGINAL ID PROOF & A LATEST COLOURED PASSPORT SIZE
PHOTOGRAPH AND COLLECT THEIR ADMIT CARD.

ANY DISCREPANCY IN THE CANDIDATE'S DETAILS MAY BE BROUGHT TO THE NOTICE OF IOCL OFFICIALS AT THE TIME OF WRITTEN
TEST. CORRECTIONS, IF ANY, SHALL BE INCORPORATED IN THE RECORDS UPON VERIFICATION FROM SUPPORTING DOCUMENTS.

NAME OF POST

JUNIOR OFFICE ASSISTANT - GRADE IV (Reserved for VH)

POST CODE 04

WRITTEN TEST DATE : 27.12.2015

TEST TIME 10:00 AM TO 12:40 PM (inclusive of additional 40 minutes of compensatory time )

REPORTING TIME : 9:30 AM

TEST CENTRE ST. XAVIER'S COLLEGE, NAVRANGPURA, BESIDE UNIVERSITY,

GULABAI TEKRA, AHMEDABAD, GUJARAT - 380 009
SL. CANDIDATE'S NAME
ROLL NO. FATHER/MOTHER'S NAME DATE OF BIRTH
NO. (S/SHRI) /

1 220001 KAMBLE SANGHASHIL BHAGYAWAN BHAGYAWAN H KAMBLE 11.08.1983
2 220002 PRASHANT SHEDBALKAR DHANAPAL 04.12.1988
3 220003 GORAKSHNATH GAHENAJI PAWAR GAHENAIJI 25.07.1994
4 220004 CHAUHAN HIREN HASMUKH 27.01.1994
5 220005 SANTOSH KUMAR RAJU J.V.R.RAJU 15.06.1981
6 220006 SHAH KUNAL KUMAR KIRITKUMAR KIRITKUMAR 06.08.1980
7 220007 MUNDHE MANGESH LILABAI BABASAHEB 02.06.1989
8 220008 PATIL ABHISHEK AMRUT PATIL AMRUT PIRAJI 16.12.1987
9 220009 SHINDE RAHUL SUDHAKAR SUDHAKAR SHINDE 09.07.1992
10 220010 UMESH P UNNIKRISHNAN 06.05.1982
11 220011 PATAR ASHISHKUMAR VIRAMBHAI VIRAMBHAI 31.08.1988
12 220012 MS. MANJULA ARSIBHAI GAGLIYA ARSIBHAI PALABHAI 06.07.1987




SL.

CANDIDATE'S NAME

NO. ROLL NO. (S/SHRI) FATHER/MOTHER'S NAME DATE OF BIRTH
13 220013 PARMAR JAYANT MAHENDRABHAI 06.10.1992
14 220014 JIVANI JANAKKUMAR RANCHHOD BHAI RANCHHOD BHAI 05.11.1989
15 220015 BAGDA KAMLESH RAVIIBHAI RAVJIBHAI D. BAGDA 30.06.1992
16 220016 DESHMUKH DNYANESHWAR TEJRAO TEJRAO 01.01.1989
17 220017 MANSURI MAHMAD FARUK ABDUL SATAR 10.08.1987
18 220018 SHEKH MAHAMADRAFIK ABDULRAHIM 10.08.1980
19 220019 CHAUBISA MAHESHBHAI BHAGVATIPRASAD 20.11.1988
20 220020 KOSHTI SAGAR DASHRATHLAL 20.03.1993
21 220021 PARANTE HEMANT GANPATBHAI 08.06.1989
22 220022 PATEL MIHIRKUMAR JITENDRAKUMAR 06.05.1989
23 220023 SADHU RAJENDRAKUMAR KHUMANSINH 17.08.1980
24 220024 BEGADA VINOD MAHENDRABHAI 16.04.1991
25 220025 PARGIN HIREN MAHENDRABHAI 22.10.1989
26 220026 THAKAR KASHMIRA MUKUNDRAY 19.04.1991
27 220027 MAKVANA DIPAK PRAHLADBHAI 08.08.1988
28 220028 OM PRAKASH RAY S/O VISWANATH RAY 30.01.1976
29 220029 RAJPUT KISHOR SINGH BHAGWAN SINGH DETAILS NOT FURNISHED 16.06.1983
30 220030 SOLANKI DHARMESHKUMAR DETAILS NOT FURNISHED 21.02.1990
31 220031 SONARA BHAGYESH VASANTBHAI DETAILS NOT FURNISHED 15.06.1984
32 220032 DASHARATH TRIVEDI DETAILS NOT FURNISHED 25.01.1976
33 220033 PRADEEP KUMAR KHARB DETAILS NOT FURNISHED 12.06.1974
34 220034 RAJPUT BALVANT SINGH JEET SINGH DETAILS NOT FURNISHED 05.03.1985
35 220035 SADANAND VISWAKARMA DETAILS NOT FURNISHED 30.12.1973
36 220036 SHAH BINAL DIPAKKUMAR DETAILS NOT FURNISHED 25.10.1991
37 220037 SUNIL KUMAR HARBANSLAL BAJAJ DETAILS NOT FURNISHED 05.02.1974
38 220038 MANSURI MAHEBUB ABDUL SATAR 12.03.1986




10.

GENERAL INSTRUCTIONS

3FAIGART / V99N wFado / s a5 q@arr & 18 IeeRl F YR W, FAse FEET G§hF - A5 IV F 9§ & 99
g of@a afiar & v sa@ awr aéfawe o r @1 5@ odfew & v 39 seficad seifas 8, S 39% 59 we
¥ fav uifa e 7 3T gEar ANES F @ WA W AR FaT ¥ IR T F SR ag var gdar ¢ R A
fuifa aar & ATeES Ft qu 7E FA §, A A 3P sEEGE F Rer #1§ gEen Re smva s R se |

Based on the information furnished by candidates / Employment Exchange / Sainik Board, they have been shortlisted for
appearing in the Written Test for selection to the post of Junior Office Assistant — Grade IV. Their candidature is provisional
and is subject to their fulfilling the educational and other eligibility criteria prescribed for the post. Non-fulfilment of the
prescribed requirements, if found later, at any stage of selection, will render their candidature liable for disqualification without
any further notice.

sFllgarl & I § A 4 g R g @77 | Rffa war § e ogg a1 | Foan oden 7 A Fud waw @
YT GeT g UEY | T F I A rswdf A odewm # doa iy epAfa verT gt Hr seah |

Candidates are requested to appear for the Written Test on the date and time given above. Please reach at the Examination
Center half an hour prior to the scheduled time. Late comers will not be permitted to appear in the Written Test.

T ik & Affa fen, Fregex vydlorar aften (@ & &) Ak @A aereER aiffd @ Twe afvar & e
WOT # AE-fAve ¥ Iar & v wdamdt B 97w wfEar F 9Q@F o, Swifs a5 A sftgEer # seaw e R,
F Secliol HTr ghm |

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.

e e F swmew vy T d9fAe, w7 R, FaRE Tdiegs, e AW & Fa 120 SEgfese
e g | ﬁr@aﬁmﬁaﬁﬁwma?agfaﬁqma(mmwmﬁ,waﬁﬁmﬁ:mgm4faﬁwgﬁ
| wdeet A 7@ RFew &1 awa Far gew | fAf@a afier & 120 weaAt F F 60 IF gN | TAF W T} # 0.5
IHF QN | TaT Iea¥ & FIF ABRICAF HF g1 gl |

There shall be a total of 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 (MCQs)
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 & Frcgexr ydiorar qfian (@) F v a-fore e v wdareft #r Af@T ofen & e R @i #
T ottt gen | NS F mrafaf@a e smr g

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

a) THTH 93 qfieT MS Word Test (10 3f& / marks)
b) THTH UFAS Y& MS Excel Test (10 3% / marks)
c) THTH Yialcarse qdialr MS PowerPoint Test (5 3% / marks)

ot & IEwelr FEYX W ARHATE AHfrw A fBrar e | Fregex gelorar wlaT F Fo 25 I3F g AR gud weh
At st w60 Fee & Wy fiseeyd At & v wfvard wfaRea 20 Bee @ I@f & wwar g | whandt #r
g F wo 99 H oA e Af 3 FEger W oey / yfafaf wega (Rovsgw) Fem g, st geaas & Ru aw
et & areTaR Sxe A wrfder s wiEEl F1 gAwr nfe anfder g |

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 Paper.

SfFaard WaTeER # #4r A & v whenfiat #r et FEeger gdorar gfien F weara Ruifa #ir smoeh)

The short-listing of candidates to appear for the Personal Interview will be determined after the Computer Proficiency Test.
faf@a ofen, @S ik wfFara weTeER F ~aaw gar IF qur T T wiEar F1 Rewor srgadve dewse
www.iocl.com # gl @ rftrgEer & far mar §

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

e Few # Ig GAY U AT HEAF § A FaT adderE F & Qvem, sHS e odiew Few A waw A qAfa @
gt |

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.

afg aftereff &1 AT Imgave dewse A Rf@T Wan F T o whenfat 7 g F 7, g 3@ @ o7 gea ad
gan%mqﬁarqaalwg’rw%,aﬁﬁﬁﬁﬂgwhﬁrc@rwaﬁmﬁ%mmmﬁmm
mmm@mmmwmmﬁqgam|



http://www.iocl.com/
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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, half an before the reporting time along with a proof of ID for issuance of duplicate admit card to him.

vdemeff e Few A Ao W @ FoR BEETE HR FAT S 9T T 39T W Gl i A qEaF Iyar Ay,
FAFAN, TFUA Fo[3, AASA B, FI§ Heq Frgfaraperel 359, Thfaiar Bawgw, duela fey & & A sqafa 7t
¢l F$ et g el FA & WY FUST AFT IS HYAT AT FAUAT FT AT FS I@T I @ WO
AT AT DR FT f7m e |

Candidate should carry two passport size coloured photographs and black ball pen 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 is 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.

srigart Y Rf@a e / fidd Tar FFaera aRTeFR & THT B g9 99 39S AT I@AT JT9TF § | TheT &
NS A& B TEE 9 A AT J°T Feda A smeen | i@ wdan sk safFana wemeeR & qeara gdw w3 &
WY A TT TG B st o sreelt | der weY ggarer 99 X 3muR FE, ¥ F1E, IR aEdw, Qe nED
H1S, HANE ATy FhEE § |

Candidates 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.

THERY / Y TEHN / w8 F Wroad # FO & ared 37l 3rve 3mdeer s Areasr @ A0 sryar ARTeER
# dod ¥AT FANR TAT g HART GEGA FY | IR e @ der @ e ¥ At @R sElicad W AR ad
raT S |

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
s0, his / her candidature will not be considered.

Afaa e § Fsued & uR ), gt Fr A fF & § [ aE-Pre Fa aeen 3tk AfS F oo ae-[_dfees
st # welt W e wden Few # wefa it / awd arwelt | @ e # ad-Rfees i fr = 7, 4@
RS 3ryar 39& et R, mE3Aver dguse & DN & AT T T & Ty AT Fwer | st Fr @I adan
& qRomeT i gaar R s Areaw & e F aE & Seet |

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. 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.

@ dt & (NfF ST FFgeX W Eem) R FfFaera anreer Ferad: fAf@a wdem & s e (28.12.2015) i g |

CPT (which will be in desktop computer) and Personal Interview shall be conducted tentatively on next day of Written Test, i.e.
28.12.2015.

FqaTa waTedR & v safiat & 3 @ty e ws Af@ifOre Aewant & wefRa Arhelle, wHATOOT 3ryar
el (Wfasreren) wwmor-uE, Bt sefe, sew yeora, Snfer/ Resererar ywToTe / SEETSt FHOTTT (STeT FE AT 8))
A gfaai 41 $F WY sAh TUT WA B yfafafat 1 v de e o g |

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, proof of date of birth, Caste / Disability Certificate /
Discharge Certificate (wherever applicable) along with one set of photocopy of these documents duly attested along with
them.

qiareft a1 adiew 3R SAfFaera FmaeER 1 B 1 33 7 ¢ w1 [Awew @ |

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

wdemdt F Af@a odan, @ & & qur FeTER 3G IUA @A AR HA-T A SqTEAT F@E FEA g |

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

@ ofar & O Ve F ay (eraawr 30 FodAlo glh) ¥ 3 g Iqqiaa snfa / swenfa rsafdat #r gfadr
Aot FT 3T/ 77 AT 390 F GFqaeR F SWFT 9 § A A AT F T4 @, S ool odlew wuw § @A @, el
I F qqT F AR W Rave weqa F W 37 g |

Outstation (minimum 30 kms. distance) 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.

EINATT N JqWZE A YFMAT F 75 AWOF AT ¥ 3™ Aegar ard st RY v vg F v RERohy A
gt |

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.
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Tafaa sl AgfFa #1 gvae WOed s qarr o fhar sen sk wafaa st i sifaw @ @),
ﬁmﬁamﬂ:ﬂﬂmmmﬁa Irésrdive duarse 3 gutar STw | aawaﬁwmaaﬁwmﬁm)
BYT 3 AU / FerTAT R ¥ Weae W SmeRa @e |

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.

¥a ¥ wafaa reafdal # Rt freaw awest M @ F@ gen AR FEaeer § gaw @R Rfrcr feaw
YHATOIYT AT FI@ET g SAMfF oo F e qd-sndfara ot &1
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.

st & forelt off =vor o sruar WS weda st ARy @w wr/gAT "o § & rewdt arar AwEUst HY qu AE Far s/
mmm/wm/m/mmm%mmmawmﬁm% ar sud
sFfeard fred A Se | ﬁa&ﬁmw@mﬁﬁﬁaﬂma@ﬁnﬁm#ﬁw
3 3ryar g # SreT YT I YT ST ¥ ar IF Ta-agrE / grEE AR STl 3t FRes gEaR 3w daw
THATHT FHATST ATl SATC |

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 39 VAU-9T H vH gid afasy A west g 9 uw &, FIfE 3w waw o A Fa gfy odew Few A F o
et |

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

et st T & =R (Canvassing), 3FHGaNY FT 3ATT OIRT F3T |

Canvassing in any form shall disqualify the candidature.

9T, 3Tded H FEFRA FYaT @AET w1, g9 & AIHd e & Gafa @oft Amvet & gaua &1 Aok sifas e
3R 3@ waw # et off qoae W AR @ R smeer

The decision of the Management in all matters relating to eligibility, acceptance or rejection of the application, mode of
selection etc. will be final and no enquiry will be entertained in this regard.

dag Ranr sl / 3 el e drae aifa Affass gamaTd & FROT g § 3R 3 A9El X ¥ Ieaw PEE &
foT dws (FFEe) A geEar AT G §, 3 FIN dGF F AT Foed awon vt A R & AR oden Few F
WY ATC | A@s A ggae 3ot ganr el gwe 3R el amera o dr Smee |

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.

T s, gl 39T 3Aed A F AewHA ¥ AW &, @ qden, @ f & 3k FFaea iR f Tl #
37 gt waftd / yfe graaSl & @Y 39 WAEA AT §1E FAr HY 4TI AFT AT |

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 Personal Interview.

At Y o & I § F 3 RRT adan, @ & O, FFaea aaTeER yar e FH FTEEN F AT gET-
AT W www.iocl.com HTET &Y & |

Candidates are advised to visit www.iocl.com from time to time for results of Written Test, CPT, Personal Interview and any
other information.

3Figart & faw e v @At & e it RS awwor & F1§ Rufa & A &, 33 GFHor AT g |
In case of any discrepancy in English and Hindi version of the instructions given to the candidates, the English version shall
prevail.

gl RaE IEAcEKE § AR / FARIRHOr F aafRsR & g |

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



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



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 xls.

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.

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 .



