Senior Assistant Pay Level 4
1. Typing skill test (Hindi and English) to test typing efficiency and quality.

Please type the matter given in the et dpa SBIYE1thRd left with time, start typing
ocumen

the matter again till the time is OV, pci i izfg:?ng{i%‘;: :cdt ”2”355'



CHAPTER-I
INTRODUCTION

The efficiency of an organization depends largely on evolution of adequate
processes and procedures and the ability of its employees to follow them.
Accordingly, the efficiency of persons handling secretarial work in a government
organization can be judged by their ability to dispose of matters — mostly receipts,
cases etc. with speed and quality, following the procedures prescribed for the
purpose. The ultimate object of all Government business is to meet the citizens’
needs and further their welfare. At the same time, those who are accountable for fair
conduct of business have to ensure that public funds are managed with utmost care
and prudence. It is, therefore, necessary, in each case, to keep appropriate record

not only of what has been done but also of why it was so done.

The procedures prescribed in the Central Secretariat Manual of Office

Procedure (CSMOP), attempt to balance the cting considerations of speed,
quality, transparency and propriety. lf,g, ic ﬂf‘%)gizagl% balance cannot be

rigidly or permanently fixed. Every rule SR Odieiromst BFSBedure must serve a

definite purpose.

The First Edition of the CSMOP was published in March, 1955 and since then
it has been updated from time to time to take care of the changing scenario. The
13" Edition of the CSMOP came in the month of September, 2010. This edition of
the CSMOP is quite voluminous and hence it does not receive the required attention
of Government Employees to read it. The edition of the CSMOP which is being
brought is the 14" in the series. A number of entries which existed in the earlier
CSMOPs and are also available in different documents & manuals specific to the
subject have been removed. The new CSMOP has been prepared with a view to
remove redundancy, duplication and also doing away with a number material which

can easily be taken from the various Government websites.

It is expected that the revised 14" Edition of CSMOP, which has a lesser
number of pages in comparison to the earlier CSMOPs will receive greater attention

by the Government officials and the work will be performed in a systematic and

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

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

i) How to sort the data in a table in ascending and descending orderin a ‘Word File’ from
Keyboard command? ;

ii) How to insert a page break in a ‘Word File'from Keyboard command?

iii) How to reach on a desired page in a ‘Word File’' from Keyboard command? '

b) MS Excel: Plot the data on MS Excel and find out (a) the DA at the rate of 38%, (b) the
HRA at the rate of 27%, (c) the Total Pay including the Basic Pay, DA and the HRA using
the formulae in the Excel sheet. Submit the Excel sheet as well through email.

sl Total

Employee | (Rs) DA@38% | HRA@27% | Pay=Basic+DA+HRA
218200
205600
182700
186200 5
180800 ), . n{/primiation/
ﬁ%@h s being prov|ded under
tAd 5800 Yo informatior] ACt. 2097
1055900
99800
86100
78800
91100
80000
80200
86100
74300
55200
50500
36500
37000
31400
26300
25500
22400
20500
19700




c) Power Point:

Please prepare a Power Point Presentation explaining the expenditure on salary for the 26
employees (A to Z) in the above Table. Presume that the employees A to M are in the
Group ‘A’, employees N to S are in the Group ‘B’, employees T to X are in the Group ‘C’
and the employees Y and Z as the MTS staff. Based on this, prepare the Power Point
Presentation explaining the annual expenditure on the various components of Pay namely
Basic Pay, the DA and the HRA for the 26 employees of the Institute.

Submit the Power Point Presentation through email as well.

3. Letter Drafting and note sheet writing (Hindi or English) for testing drafting and writing
skill. :

A Professor has applied for Ex-India leave for travelling tothe ) SA for presenting a

research paper at an international conferenté!'Pléasé put ﬁa(]fg}r )68al on the notesheet
on the personal file of the Professor for con%ﬁd%{ﬁﬁr{oﬁﬁgﬁgg{% A efms of the relevant
rules including the relevant check points. :

Also put up a draft letter conveying the expected decision of the competent authority.




