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EXAMINATION SYLLABUS

Examination Scheme/Syllabus for Uttarakhand Subordinate

Office Additional Private Secretary/ Stenographer cum Data

Entry Operator /Personal Assistant Service Exam

Plan of Examination- There will be following tiers of the examinations:-

1. Written Exam- Only One Paper of General Hindi, General
Knowledge and General Studies (Objective Type)

2. Stenography and Typing Test (Qualifying)

1.Written Exam (Gbjective Type)

General Knowledge
and General Studies

Subject Total Number | Maximum | Time
of Questions Marks | (Hours)
General Hindi, 100 100 2

2. Stenography and Typing Test (Qualifying).
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SYLLABUS FOR THE POST OF ADDITIONAL PRIVATE SECRETARY/STENOGRAPHER CUM DATA
ENTRY OPERATOR/PERSONAL ASSISTANT

3iferepas 3fd: 100

(M.M. 100)

HOT0 fawa (suslECT) b | B b

2
01 A= f8<l (GENERAL HINDI) 20

02 I =19 U9 G 3[E0+ 40

2.1 MY §fg URIETO U THATGT (GENERAL

INTELLIGENCE TEST AND REASONING)

22 sfag™ (HISTORY)

2.3 ¥TET (GEOGRAPHY)

2.4 TSI IS (POLITICAL SCIENCE)

2.5 3T (ECONOMICS)

26 IS AR FRIEY Aged P FHAERIS "y

(NATIONAL AND INTERNATIONAL CURRENT AFFAIRS)

2.7 PYCN BT ATIRYT S (FUNADAMENTAL OF

COMPUTERS)

100

2.8 IINIGYS DI HMATT ST (GENERAL KNOWLEDGE OF 40
UTTARAKHAND)

o
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2.1 9= g udterur vd adhefen
(General Intelligence Test and Reasoning)

A. Verbal Reasoning /mm

Alphabetical Test (avi‘nmuﬁ&run
Coding—Decoding (mﬁ—w:f)
Analogy (HIERdd)

Order Arrangement (ShH SIdRJT)
Blood Relations (I3 T&¥)
Classification (HTWUT)

Word Formation (Wﬁ'qu)
Direction & Distance (ﬁ?ﬂ@@)
Venn Diagram (a:T &ﬂi"@)

Calendar (ﬁ?‘\’)

Problem Solving (HHXIT HHIYUTH)
Logical Reasoning (mﬁﬁ)
Data Sufficiency (@ETWT‘?‘HT)

Mathematical Operations (‘Tﬁ]?ﬂq mﬁ)
B. Non-Verbal Reasoning / 3@ qdherfaa

Classification {m)
Figure Counting (Sﬂ?% U

Figure Completion (aﬂ?f%fqpfm?n)

Grouping of Identical Figures (HHTH &@WWW)
Mirror & Water Image (W@WW}

Paper Folding & Cutting (WWEE'W)

Cube & Dice (9 Td UTHT)

Figure Analogy (Wﬁl HerY)
Analytical Figure Reasoning (f[ARISUTEH® &Wﬁﬁ)

2.2 MR 919 U4 9 Igg-—sfagr

o UM HRT (GG HCT I 1206 ST 76) BT Ao, WA, e Td Tipias shigm,
TR AR,

o HHDITH YR BT IAoTden, ATHIID, 1 Ud Wi sfaer, T=maiis waw.

o SMYFH YR D1 3fder- UM HUET BT STHE, JHTed RO U9 AR, o1 ud
v T, e fass, T sififam, g ue e guR sidem, YRd &1 e
HHY, YRd BT fIHTSH Td @car & a1g 3 7 geAy, Ry sfie 3t v gennt—qRig &
QTSITRUT, SFARET T TaaaT 0T, Wi shifer, it wpifdy, e 3 i vy g,

e | B
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General Knowledge and General Studies- History

Political, Social, Economic, and Cultural history of Ancient India (from the Harappan
civilization to 1206 AD). Administrative system.

Political, Social, Economic, and Cultural history of Medieval India, Administrative system.
History of Modern India—Arrival of European Companies, Establishment and Expansion of
Empire, Economic and Administrative policies, Major rebellions, Major Acts, Social and
religious reform movements, India's struggle for independence, Partition of India and major
post-independence events, key events in world history— Renaissance in Europe, American
War of Independence, French Revolution, Russian Revolution, World Wars I and IL.

2.3 MM SM U9 M I3

ARG BT 4Nl —HIiiferd IR, STefarg, JaTe gomell. T SThie aovata) a1, ST,
QS Ud Gofl. 9geqadiia 7 o1dt aRaeHN, wHel, SR, Seeidi, gataReiig
Hadhe: arg, STel Ud T Yguor,
faeg @1 9per Wk He@ 1 S, srT-—duR, Teer. FEE 9RY, IR We STetaTyg

General Knowledge and General Studies- Geography
Geography of India: Geographical introduction, climate, Drainage System. Resources:
Natural vegetation, Soil, Water, Minerals and Energy. Multipurpose River Valley projects,
Crops, Population, Tribes. Environmental Crisis: Air, Water and soil pollution.
World geography: Origin of Solar System, Latitude-Longitude, Rocks, Ocean Currents,
Tides, Climate and Major Atmospheric phenomena. Major Crops, Major Industries,
Population and Tribes.

24 M S U9 9MHR SRIH—ISHIT fasme

URT H I S SR AT 2nfifer GeivRor (Heeyul a1, Sie 8k weart), yRat
TP SHETA P SR He@yuf TR0 &R i sidem.

Tieftare, HRd & Wdur Bt ger Rdivarn, At sifieR, Hite B, 759 F 9 iy
dd, HRd & Ty # srygfed ol ST ST SR o= e ol & daiftr uraem,
Wﬁm,wmﬁﬁaw,mﬁmﬁﬁmeﬁ?mm,wﬁm
P HABR, RIHT WRET F @uRN, ITRES & Tamd A9 GG oy ek
UIaH, SRS H UgE dab-ifd Ugd,

Y MY WY (G HRIGOTE IR At ofm), dsfienvor 1 srquRon, AR, AR
¥ TS 4. Taferur, IRetaRur ofR afRmr el &

General Knowledge and General Studies- Political Science

National Awakening and Socio- Religious Renaissance in India (Important Leaders,
Organizations and Events), Important Phases and Different Movements during Indian
National Movement.

Gandhism, Salient features of the Constitution of India, Fundamental Rights, Fundamental
Duties, Directive Principles of State Policy, Provisions regarding Schedule Caste, Schedule
Tribe and Other Backward Castes in the Constitution of India, Parliament of India,
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Supreme Court of India, Political parties and Electoral Process in India, Right to
Information in India, Concept of Local Self Government, Acts and Provisions related to
Panchayati Raj in Uttarakhand, Major Public Policy Initiatives in Uttarakhand.

e United Nations Organization (Its Functioning and Various Organs), Concept of
Globalization, Public Policy, Issues related to Human Rights, Environment, Armament and
Issues of South -Asia.

2.5 AMNY S U9 9 - —aiiemes

AR Sreferaverr: Ty srefegawen a1 fRydr, v, TRd™ S vd aer,
el grel, 3ienfie e, ga1 g 4w, 7€ anfdfe ify, iy sma, waq Rerma
e (THOSI05H0), FEfTeT, ISR Fripw, TR @) yonel, WRa &1 e @
AT Aqer, dedIehRoT UG WIR arefegaser |

General Knowledge and General Studies- Economics

Features of Indian Economy, Population, Indian Agriculture and Problems, Food Security,
Industrial Development, Money and Banking, New Economic Policy, ‘NITI’ Aayog,
Sustainable Development Goals (SDGs), Poverty, Employment Programmes, Indian Tax
System, Foreign Trade of India, Balance of Payment, Globalisation and Indian Economy.

26 SR SR IR 98cd &1 GRS gAY

YRG: Ied] ¥ efd SR, g e, Grifere SeR), Heayel wiE, U 8-
Wiied, W, REOR, Yol 3R Trefiet § Fefig meayel uwify v die Hifd usd td
3T HITHAS TeThY.

o R meayl Wi R/ae-de! Wi, Teaq 6T W o gERE
YR,

National and International Current Affairs

e India: States -related Information, National Symbols, Geographical Information,
Important Places, Languages and Literature, Sports, Awards, Important Advancements
related to Information and Technology, Major Public Policy Initiatives and other Current
Events.

* International: Important Discoveries/Inventions, Important Organizations and other
Current Events.

2.7 ST T ATYRYA JTH
o HUCR BeMce: P IR, TFeawR, TiRe, TArards auT YR shae.
o JHTTRFET Reew: STRfET Riven ) Hiigy, -9 vd Mmeed sk Rrem, i
& Wiy, FlS Ay, AFedR TRIIRH td Regd, $ora i, Rier oo aur e
EIRESS
o TP SHTCTARM goa: a8 TR, Texfic, tuieem direat
.mmzmﬁwm,%ﬁ$m,mamﬁmwmmam
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* $EIC Ud aF WIFAT: S, 9e8 a1 39, oSt 1Ry, g3md, S 31, 334, 39 S99,
e 35, $eRC TICIoia, d9uTSe Td 3 O, TaeiuHud & Ry Rigid,

o ArgsR R g gaffn etariv: T R, s dog, 1R o e,
FASS BT qUT &1 S, Uot Hrgfer, SeRfed weng, srpiies Raferd), ager faad), i
HAET

Fundamentals of Computers

eComputer Fundamentals: Computer basics, software, algorithms, flowcharts, and

programming languages.

¢ Operating Systems: Operating system concepts, Open-source and Proprietary Operating

systems, Windows features, Keyboard shortcuts, Software installation and removal, Control
Panel, System tools, and Linux basics.

¢ Office Automation tools: Word Processing, Spreadsheets & Presentation software.
e Computer Networks: Characteristics, Types of networks & its components, Network

Topologies, OSI Model.

eInternet & Web Programming: Internet, WWW, IP address, URL, Domain name, email, Web

browser, Search engine, and Internet Protocol, Website & Web page, Fundamentals of HTML.

e Cyber Security & Emerging Technologies: Cyber security, Cyber threats, Indian IT Act,

Firewalls, Cookies, Artificial Intelligence, Data Science, Machine Learning, Internet of Things,
Blockehain, Cloud Computing, and Big Data, Edge Computing, and Generative Al Augmented
Reality and Virtual Reality Green Computing.

2.8 IURES I HN JH

SRS 1 Hifers uivera: FRuf o farr, ada e, fwre, e, it damem - o=, vt
JAM R IRYY, JaT, HiY 3R ST,

STRIGS BT 56T AeayUl Iwas (G, de, UaR SR 7R, fofewr wem, yRd wdzrar
I & IRy H IS, SRS & 7@ Waadl 9 R Ui i, Heaget
HHITD 3G 3R IIRNES I T3 i e,

SIRIGS Bt 3rforawr i ofR Fag &7, 75 I8N, U, Heaquf Sifeyata sifss, IR,
IIRRIS BT GRPHTAD Tgf, IWIRTY 3R Hgaqul Rid,

SRS H HIH ISTHTRIT $7R TS T, R W 3R Ayl ugd.
ITRIES H fR1&7T: Aeayul G4 3R 7 Fford v,

IRES 9 Heftrd Taamfiet,

General Knowledge of Uttarakhand

Geographical Introduction of Uttarakhand: Location and Extent, Mountain peaks, Glaciers,
Rivers, Lakes. Resources: Forest, National parks and Sanctuaries, Soil, Agriculture and

Population. M
\
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History of Uttarakhand: Important Dynasties (Katyuri, Chand, Panwar and Gorkha), British
Rule, Uttarakhand from the perspective of the Indian Freedom Struggle, Prominent Freedom
Fighters and Famous Personalities of Uttarakhand, Important Social Movements and the
Uttarakhand Statehood Movement.

Economy of Uttarakhand: Agriculture and Allied Sectors, Important Industries, Tourism,
Important Statistical Data, Employment, Important Institutions, Major Projects and Schemes.

Cultural Aspect and Traditions of Uttarakhand and Important places.

Bio-diversity, Water Resources, Environment, Ecological Conditions, Pollution and Disaster
Management in Uttarakhand.

General Polity and Administrative System, Local Self Government and Important initiatives
in Uttarakhand.

Education in Uttarakhand: Important Institutions and Major Policy Initiatives.
Current Affairs related to Uttarakhand.
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