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INSTRUCTIONS TO THE CANDIDATES RELATING TO THE PROFICIENCY TEST i.e. TYPING TEST ON
COMPUTER FOR THE POST OF LOWER DIVISION CLERK & JUNIOR CLERK

Scheme of Typing Test / Skill test norms on Computer:

Time Allowed: 10 minutes

Typing Test in English (Fonts : Times New Roman / Arial):
e A minimum typing speed of 35 words per minute (w.p.m.) [for Lower Division Clerk]
e A minimum typing speed of 30 words per minute (w.p.m.) [for Junior Clerk]

Time Allowed: 10 minutes

Typing Test in Hindi (Fonts : Kruti Dev 10 / Mangal):
e A minimum typing speed of 30 words per minute (w.p.m.) [for Lower Division Clerk]
e A minimum typing speed of 25 words per minute (w.p.m.) [for Junior Clerk]

Instructions for Typing Test:

1. The typing test (proficiency test) in English/Hindi will be held on computers, which is actually

qualifying in nature. Merely qualifying for the Proficiency test in computer typing will not confer any
right to claim for appointment to the post. The final selection will be made purely based on merit.

2. Temporary registration on testing portal during the test with a self declaration passage of a

minimum ten minutes duration will be given to all the candidates for practice in computer typing
before the commencement of the actual examination, and candidates should ensure that the
keyboard and system are working properly and are in order.

3. Institute shall provide Computer & Keyboard for Typing test. However, Candidate who are comfortable
in typing on a particular brand of Keyboard, may bring their own keyboard for the proficiency test and
after testing the equipment, permission for use may be granted by invigilator. After typing the self
declaration passage, the candidates must submit the declaration that the keyboard and system are
working properly & are in order and also they are abiding by the instructions given to them by the
invigilator.

4.  The proficiency test (i.e. typing test in computer) shall be of 10 minutes duration for each English &

Hindi typing. The candidates should register themselves and submit self declaration before starting
the test.

5. If the computer goes out of order, the candidate should not disturb others but should remain

seated quietly and inform the invigilator immediatly.

6. The candidate should start typing the test passage from beginning to end i.e. the candidate must

complete the whole paper in the given time duration of 10 minutes.

7. The computer has been provided with pre-set Margins. No change in pre-set Margins, line spacing

and Fonts is to be made. Editing tools/functional keys such as Ctrl + F4, Ctrl + F10, Ctrl +
Esc, Ctrl + C, Ctrl + V, Ctrl + Alt + Delete, Alt + F4, Alt + Tab, Alt + Space, Alt + Esc, Shift +
F7, Shift + F10, Windows key + Function key(s), Right click of mouse, Delete, Backspace, Auto-

correct/spell check shall not be provided on the computer. Therefore, candidates are advised to
type the test passages with extra caution. ﬁ/\vﬁ _
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After the completion of test, Candidates must submit their typed passage before leaving the computer
system.

Candidates shall not be permitted to leave the Examination Hall until the Expiry of the test or
instructed and on completion of the test, they shall remain seated at their desks.

Silence must be observed in the Examination Hall.

Candidates must abide by further instructions, if any, which may be given to them by the Invigilator
and must maintain silence and are forbidden from talking to/or consulting with other candidates. If
any candidate fails to do so or indulges in disorderly or improper conduct he/she will render
himself/herself liable to expulsion from the Test.

Those who qualify in the typing test, their Paper-ll (MS Excel & MS Power Point) will only be
evaluated. However, the merit will be prepared by adding the score of Paper-1 and Paper-Il.

—sGos2b
(Prof. Yatendra Kumar Singh)
Registrar I/c
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