Superintendent Pay Level 6
1. Typing skill test (Hindi and English) to test typing efficiency and qualit
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INTRODUCTION CHAPTER- 1

1.4. The prime objective of all public service is to meet the citizens’ needs and to
further enhance their welfare. At the same time, those who are accountable for the
conduct of that business have to ensure that public resources are managed with
utmost care and prudence, as per the laws and the laid down rules & procedures. It
is, therefore, necessary in each case to keep appropriate record not only of what has
been done but also of why was so done.

1.2. The efficiency of Government to a large extent depends on evolution of
adequate processes and procedures and ability of its functionaries to follow them.
Accordingly, the efficiency of persons handling information in a Department is judged
by their ability to dispose of issues with speed and quality following the procedures
prescribed for the purpose. To achieve the twin objectives of efficiency and speed for
public good, various Departments of the Government of India over the last decade or
so have taken a number of initiatives like introduction of eOffice system.

1.3. The procedures prescribed in this manual attempt to balance the conflicting
consideration of speed, quality, transparency and propriety. In a dynamic context, this
balance cannot be rigidly or permanently fixed.

1.4. In order to create awareness about these processes and practices especially.
at the cutting edge level and to sensitize new entrants inducted at various levels in the
Central Secretariat, the Department of Administrative Reforms & Public Grievances,
as a nodal agency in the field of ‘Organisation & Methods', has laid down various
procedures for performance of secretariat work by the functionaries in various
Ministries/Departments of the Government of India in the form of Central Secretariat
Manual of Office Procedure (CSMOP). The First Edition of the Central Secretariat
Manual of e-Office Procedure (CSMeOP), brought out in the year 2012, was a step
forward towards evolving a paperless environment of decision making process while
concurrently achieving speed and accuracy. -

1.5. The procedures laid in earlier manuals (relating sicak paper Iy}vork) have
been dovetailed with the new eOffice appllcatlons thé@ ‘ papeﬁlgsgygff icg. The
procedures laid down in this new edition of manual havé e&n adopted/forouse after
careful examination of methods and procedure followed in
Ministries/Departments/Offices in Government of India. While doing so the
organizational needs of operating functionaries at the initiating level have been the
primary concern. The Departments are expected to proactively adapt and to ensure

that their teams too switch over to the e-Office.

1.6. First published in March, 1955, CSMOP has been updated from time to time in
accordance with the changing scenario. This is the sixteenth revised edition in the
1



series. Newly inducted officials must be trained on the procedures contained in the
CSMOP and Refresher Courses should also be organized.

1.7. This Manual also lays down the essential procedures for efficient information
and file management i.e. processing, handling and control of official information either
on paper or in digital form in the Central Secretariat across Central Ministries and
Departments. To provide sufficient flexibility, the Manual suggests the issue of
Departmental Instructions which could supplement or var, road limits, the
prescribed procedures to suit special conditions an ents. The various
provisions of the Manual which visualize issue of Depa tInstructions are listed
in Appendix 1.1. Each Department may devise s'f d %t ﬁ‘?rtqaments including
inspections to ensure compliance of provisions cgn{%me i this Manual and
Departmental Instructions issued by it.




2. Test Knowledge of MS word, MS Excel, Power Point.

MS Word: Please write the step(s) required for —

i) In any given MS Word text, how can you count the number of pages, words, character
(without spaces), character (with space), paragraphs and lines?

i) How can you find synonym(s) or meaning of any typed word?

iii) How can you include Header, Footer and Page number?

MS Excel: Plot the data on MS Excel and find out (a) the Average Package, (b) Maximum
Package, (c) Minimum Package of the students and (d) plot a 3D graph on the Excel Sheet
for each of the three Departments. Submit the Excel sheet as well through email.

Computer Science & Engineeringy<Sk)

Placement P ormption/

LaePer Annur (LPA)] ded under

the Right to information Act] 2005
Student
CSEO1 15
CSEQ2 18
CSE03 95
CSEO4 23
CSEQ5 28
CSEO6 86
CSEQ7 14
CSEO8 No Placement
CSEQ9 No Placement
CSE10 29
CSE11 78
CSE12 33
CSE13 9
CSE14 8
CSE15 26
CSE16 23
CSE17 21
CSE18 43
CSE19 No Placement
CSE20 44
CSE21 355




CSE22 17
CSE23 12
CSE24 11
CSE25 27
CSE26 22
CSE27 19
CSE28 34
CSE29 No Placement

CSE30 37
Average ?
Maximum ?
Minimum ?

Electronics & Communication Engineering (ECE)

Placement Package [in L

~

er

Annum (LPA)]

Student

ECEO1 23
ECE02 14
ECEO3 15
ECEO4 16
ECEQ5 25
ECEQ6 24
ECEOQ7 16
ECEO8 18
ECEO9 19
ECE10 20
ECE11 No Placement

ECE12 26
ECE13 19
ECE14 11
ECE15 17
ECEl6 19
ECE17 18
ECE18 11
ECE19 No Placement

ECE20 No Placement

ECE21 25.6
ECE22 22.6
ECE23 14

nation/
{ under
ct. 2005



ECE24 No Placement

ECE25 19
ECE26 No Placement

ECE27 15
ECE28 30
ECE29 26
ECE30 29
Average ?
Maximum 2
Minimum ?

Electrical Engineering (EE)

Placement Package [in

t;B inform tion/

NG provided under
rmation Act. 2005

Lac Per Annum (LPA)
' »’,:t:f-erf that
document is bei

Student dight to infd
EEOL No Placement
EE02 18
EEO3 20
EEO4 22
EEO5 25
EEO6 16
EEO7 No Placement
EEO8 21
EE09 19
EE10 18
EE11 No Placement
EE12 19
EE13 17.5
EE14 18.5
EE15 23
EE16 24.5
EE17 14
EE18 18
EE19 20
EE20 14
EE21 13
EE22 14.6
EE23 15.2
EE24 No Placement
EE25 14




EE26 15
EE27 16.5
EE28 17
EE29 14
EE30 19
Average ?
Maximum ?
Minimum ?

Power Point: Based upon the above data and the three (a) the Average Package, (b)
Maximum Package, (c) Minimum Package of the students parameters found out, make a
Power Point Presentation hi-lighting the Placement status of the three Departments. Submit
the Power Point Presentation through email as well.

3. Shorthand (Essential) - 100 w.p.m.

Dictation will be given during the Prificiency Test.

4, Agenda Drafting, Minutes Drafting, and note sheet: wrmng (Hmd‘ or Enghsh for testing

drafting and writing skill. ment S L R

a) Draft an Agenda for the next BoG meeting seekmg sanctlon of 3 posts of Perscnal
Assistant giving the background, justification and the request.

b) Also make a note through which the draft agenda is to be placed for the Director's
approval.

c)Please make a draft minutes of the BoG granting approval on our above proposal.



