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CHAPTER ..I

INTRODUCTION

The efficiency of an organization depends larqely on. evolution of adequate

processes and procedures and the ability of its employees ,to follow them.

Accorclingly, the efficiency of persons hqndling secretarial wock in a goveflllmeot

organization can bejudqed by their ability to. dispose of matters, - mostly receipts,

, oases ,et~': 'with_,,~speed.and ",quality, foUo.\iyi.ngthe procedures prescribed tor the
.. '. - • - , J

-",.,-"~~~E~~n~pl:Jr~ese. ~h(7-ultimate~'0bjecr of all -Govewmen,r.bu,siness is to meet th,e titi_~ens' , .,

needs and fLJrthec:fheirwelfate'. AHne same fime, those,who ~-reaccountaete for-fair
conduct of business h,av,eto ensure that pubfle IfuoGlsare manage.dwith utmost care

,,'. - t
I "', (

aild prudence, It is, therefore, necessary, in :each case, to keep al'proprriate.I\ecora
"I I ~ , -

I')@tonlyof Woo,athas been done but also of wny itwas so done,
, -
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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 ascendinq and descending orderin a "Wor.s File' from
Keybol:tfclcommand'? C

'j).Howjodl'ilsert a page break in a 'Word.File'from Keyboard command?

~--- -~iii) How to'reach on a desired page: in a 'Word File' frern Keyboard cornmarrc?

b) MS E~cel: Plot the data 01') MS Excel and .find out (a) the DA at the rate gf 38%; (0) the
HRA at the rate of 27%, (G) the,Tota! Pay including the Basic Pay,- DA and tb,e,HRA [:Jsil'lg
the formulae in the Excel sheet. SUbmit the Excel sheet as well through email.
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c) P~wer Poi'nt:

Please prepare a Power Point Presentation explalnfng the expenditure on salary for the 26
employees ~A fo Z) in the. above Table. Presume' that the .employees A to M are in the
Grol,JR, ''A\ employees N to'S are ln the Group 'B', emplo~~es T toX ate. it) the, Grou,p 'e'
and the employees Y and Z as the MTS staff. Based on this, prepare, the Power Point
Presentation expla-ining the annual expenditure on the various components of Pay namely
Basic Pay, the DAand fhe HRA forthe '26 employee's of the lnstitute, ,

-""'~ubmit the Power Polnt.Presentanon through email as well,
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3. Letter D.raftipg artq n~te ;he.¢t wtitrng (Hindi or Engli~h) fort§siin9 'dtaftlng and W;iting
skill. - ,

A Professor has applieg,for 6:xilndia leave for trgNellin~.t . I e, . S;A.for presentlnq a
research paper: at an interrlational 'confereme@~j6reJa$'e"Jr:~'~~%r~~r~1'on,-the n'o!esh,eet
onJb~ perS?'Iila:I_fil.eof the Pro.fE!~'~~r"~?rcon lW[~~\tfl,nfb~.~~rlB:~~~llIJ5Sof th~_releyari! '
rules including the relevant check pomts. 9 - -' .' -,,__~- " ~~; ;:,

Also put Up a draft letter conve¥ing the.expected deelslen of tb<e,c.or(;lpef~l"1t:atllh0:lii'y'.
- " .


