Part-B

Part C

Syllabus — Jr. Office Assistant-1 (Gr-lll)

General English-vocabulary, grammar, sentence structure, synonyms,
antonyms and its correct usage,

General Knowledge-India and its Neighbouring countries, Sports,
History, Culture, Geography, Economic scene, General Polity including
Indian Constitution, and Scientific Research, current events, Questions
on Oil India Limited.

Reasoning-analogies, similarities and differences, space visualization,
problem solving, analysis, judgment, decision making, visual memory,
discriminating  observation, relationship  concepts, arithmetical
reasoning, verbal and figure classification, arithmetical number series,
non-verbal series, arithmetical computation etc.
Arithmetic/Numerical/Mental ability: - analogies, similarities and
differences, space visualization, problem solving, analysis, judgment,
decision making, visual memory, discriminating observation,
relationship concepts, arithmetical reasoning, verbal and figure
classification, arithmetical number series, non-verbal series, arithmetical
computation etc.

English Knowledge: Active and Passive Voice, Prepositions, Spotting
Errors, Homophones, Identify the Sentences, Substitution, Spelling Test,
Passage Completion, Adjectives, Nouns, Transformation, Joining
Sentences, Articles, Sentence Pattern, Sentence Completion, Tag
Questions, Para Completion, Sentence Arrangement, Error Correction
(Underlined Part), Error Correction (Phrase in Bold), Fill in the blanks,
Idioms and Phrases, Tense, Sentence Improvement, Gerunds, Identify
the Errors, Odd Words, Prepositions, Plural Forms, Suffix

Computer Knowledge-The questions on basic computer knowledge
will be from Characteristics of Computers, Computer Organisation
including RAM, ROM, File System, Input Devices, Computer
Software-Relationship between Hardware and Software, Operating
System, MS-Office (exposure of Word, Excel/spread sheet, Power
point), Information Technology and Society-Indian IT Act, Digital
Signatures, Application of information technology in Government for E-
Governance, mobile/Smartphone’s, Information Kiosks.



