ANNEXURE — V: Scheme of Skill Test

(1) Group Code : 2. Assistant Administrative Officer/Jr Administrative
Officer/Office Assistants (NS)

Skill Test (Stage-Il): Only for those who qualify in Stage-|
. Nature of Examination:
This will be a Computer based Skill Test Examination. Skill test will be
conducted in CBT mode where candidates have to type answer in Computer
using keyboard.
. Language and Mode of Examination:
English & Computer based Test.
. Duration of Examination:
1hour (60 minutes)

» Description of Examination and Marks for Computer Skill Test:
The questions will be based on Practical Scenario based on syllabus
provided in the qualification published for CBT examination. The computer
based skill test will be of 50 marks and distribution of marks will be as follows:

2 questions from Noting & Drafting: 30 marks
2 questions from Precise Writing: 20 marks

Qualifying Marks for Stage-Il: The candidate will have to score a minimum of 17
marks.
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(2) Group Code : 3. Junior Administrative Assistant (LDC)/ LDC/Upper Division
Clerk/Senior Administrative Assistant

Skill Test Norms as per Essential Qualification:
1. Data Entry Operator Grade A
Should possess a speed of not less than 2000 key depressions per 15
minute (8000 key depressions per hour)
2. Junior Administrative Assistant/Lower Division Clerk
Quialifying Speed for English Typewriting test for 15-minute test:
35 w.p.m. on Computer.
Or
Quialifying Speed for Hindi Typewriting for 15-minute test:
30 w.p.m. on Computer.

3. Senior Administrative Assistant/UDC/Upper Division Clerk

Qualifying Speed for English Typewriting test for 15-minute test:
35 w.p.m. on Computer.
Or
Qualifying Speed for Hindi Typewriting for 15-minute test:
30 w.p.m. on Computer.

Skill Test (Stage-ll): Only for those who qualify in Stage-l. Skill test will be
conducted in two parts which is as follows:

A. Part A: Writing Skill Test (Mandatory for all post in the Group)

a. Type of Examination:
Descriptive Type Examination

b. Duration of Examination:
One Hour (60 Minutes)

c. Mode of Examination: Computer Based Test
Topics will appear on the screen and answers are to be typed through
Keyboard.

d. Language of Paper:
English or Hindi

e. Division of Questions and Marks Distribution:
There will be two types of segment: An Essay and another a letter

writing.

i. Essay 20 Marks

. Letter Writing 10 Marks
Total 30 Marks

f. Syllabus of Examination:
The topics will be for an Essay and a Letter writing on general issues
related to the society, nation or world.

g. Qualifying Criteria:
Each candidate has to secure minimum 10 marks.

B. Part B: Typing Skill Test
a. Nature of Examination
Qualifying Examination only.

b. Mode of Examination
Candidates will be evaluated for their typing proficiency in the
computer as per skill test mentioned as applicable.
The text for typing will be provided in the language chosen by the
candidate
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c. Language of Examination:
English or Hindi (For Data Entry Operator Grade A post, the language
will only be English only.)

Candidates can choose either English or Hindi for the test.

I.  For the English Test conventional QWERTY Computer Keyboard will
be provided.

Il.  For the Hindi Test candidates are required to familiarize themselves
with Mangal on the conventional English QWERTY Keyboard/Inscript
Key Board respectively. There is no provision for any other type of
keyboard or font for this test.

EVALUATION CRITERIA/CONDUCTION GUIDELINES FOR TYPING/DATA

ENTRY SPEED TEST (DEST) [ENGLISH / HINDI]

Basic principle in Typing/Word Processing/Data Entry being replication of the
Master/Test Passage (including any errors found in Master/Test Passage), errors
(i.e. every wrong stroke/effort of input) committed by candidates are classified on
the basis of their nature and treated/penalized as under :

(1)

NATURE OF MISTAKES : The following errors will be marked as Full Mistakes

FULL MISTAKES : The following errors will be marked as Full Mistakes :

(a) Omission of every word/figure. [e.g. ‘Online Advertising is an art’ typed
as ‘Online Advertising is art]. [SGI8<UI - 'MTATET TSARCTS oI UH
HA1 g DI 'ATIATG TSARCIS N Hal ']

(b) Substitution of every wrong word/figure including absurd input (i.e.
illegible, unmeaningful & disjoined group of letters/punctuation
marks/number(s)/signs/characters etc.). [e.g. ‘| shall be grateful’ typed
as ‘I will be grateful’; or ‘Online Advertising is an art’ typed as ‘Astfe
orlin;d o/4’ &L D? “%].[3CTeRU- H Ad SATUHT ATYRT IZT &t F
U ATIHT STHTRY TG, T ' SATTATS T USARCIZIOIT TP Bl g Bl
Rifea sr@a< w® Ad %

(c) Addition/Repetition of every wrong word/figure not found in the
passage. [e.g. ‘| shall be grateful’ typed as ‘I shall also be grateful’
(addition); ‘I shall shall be grateful (repetition)] [3&leRUT — ff%ldd SHUh]
IMHRY I ) H Wed Wad SATTeHT SMTHRY G|

(d) Spelling Errors : Every spelling error committed by way of
repetition/addition/ transposition/omission/substitution of ‘a letter/letters’
or ‘a Matra’/’Matras’ (in case of Hindi). [e.g. ‘spelling’ typed as
‘spellinng’(repetition); ‘spellings’ (addition); ‘seplling’ (transposition);
‘splling’ (omission); ‘smelling’ (substitution) etc.]

[Note : In case of Hindi — grammatically correct alternate spellings will be
exempted due to difference in letters formation/combination of letters
formation (sandhi-vichhed) in case of wuse of different Hindi
Fonts/Keyboards]

[SaTERUI- AR’ DI ST (FeA); SUR(EISAD); SFER(MARITTA);

SRR (RITTARUT); ‘SRR (G8R1a)] |
[ : WW%@&W@@@%WﬁM@%W@WﬁW
& HRU ATHRIE FU I Tg! b U da-t &I ¥e §; IaIgU- TR Il

TR |
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(2) HALF MISTAKES : The following errors will be marked as Half Mistakes :

(a) Spacing Errors : Where no space is provided between two words or a word
and a punctuation mark. Also, every undesired/extra space provided
between two words/letters of a word or a word and a punctuation mark.
[e.g. ‘helpful. | hope’ typed as ‘helpful. lhope, (concatenation); ‘helpful.l
hope,’(concatenation); ‘helpful. | hope’(extra spacing)].

[Note : No mistakes will be counted for extra spaces between words in
case ‘justification of text’ has been done by a candidate/by default in
computer]

[SGTEXUI- HETR' &I Hel TR; 4G Uy &l Hieqaw]| T g fobafl +ft
eg 3R form fag & Teriw & faudia Rad == AT 39 W [SSeRul- T4
81 gid, o &1 U 51 g, b, a1 T =7} g, fob

(b) Punctuation Errors : Every punctuation error committed by way of
repetition/addition/ omission/substitution. [e.g. ‘| hope, typed as ‘I
hope,, (repetition); ‘I,  hope,’(addition); ‘1  hope’(omission); ‘I
hope.’(substitution) etc.]

[Note : Even single space after full stop is allowed]
[SETGRUI- TN el &I, & b1 T el g, fob(Qrera); T, el €,
o (ST1S); QT 781 Biell fob (aita); T e g | fob (wfciuma)) |

(c) Paragraphic Errors : In case of dissimilarity from the Master/Test Passage,

every error of —

() Inclusion/non-inclusion of a paragraph;

(i) Inclusion/non-inclusion of standard indent (i.e. equal to 5 spaces) by
use of ‘Tab Key’ in the beginning of a paragraph;

(i) Non-inclusion of space or inclusion of extra space between
paragraphs.

(d) Wrong Capitalization : Wrong use of capital letter for small letter and vice
versa.
[Note : This does not apply to Hindi Typewriting Scripts]

NOTE 1: Maximum Penalty — 1 Full Mistake for a word. [e.g. ‘hope’ typed as ‘Ho pa’
has 2 Half & 1 Full Mistakes (Capitalisation, Spacing & Spelling Error due
to substitution of a letter), but treated as 1 Full Mistake]. 3algUl —

3ifaRe
@I 3ffa R TT8u R IR 2 3i1eft T 1 qof wrercht &t o 1 ol et 8 A

NOTE 2: No checking of mistakes to be done in case of insufficient gross
input/strokes and “Insufficient Attempt” remark need to be written in
Result. [e.g. For a 35 w.p.m./10 minutes typing test the minimum input is
1750 strokes (35x5x10) or 875 strokes for a 5 minutes test. Similarly, for
a 8,000 kdph/15 minutes DEST a minimum input required is 2,000
strokes (8,000/4) or 1,333/667 strokes for a 10/5 minute test
respectively]. [3aT8R0T — 35 Y.U.f1./30 . T30 ¢ # HH-J-HH 1750
31eR 7 5 T, § 875 3feR AT ST dRE, 8,000 H.81.U1.Ta./15 1. S |

HH-J-HY 2,000 31&R 3R 10/5 1. 7 1,333/667 3HeR =Y |

. QUALIFYING STANDARDS :

The Qualifying Standard required is 35/30 w.p.m. or 12,000/8,000.

.  COUNTING/CALCULATION OF MISTAKES & PENALTY :
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(1) Total No. of Mistakes = Number of Full Mistakes+ 1/2 the Number of Half

Mistakes.

[Note : NO rounding off to be done e.g. FM=4 & HM=7, then Total=7.5]
(2) Standard Average Word length taken as 5 strokes.
(3) For each full mistake the penalty shall be 50 strokes. [e.g. For 20 Mistakes
the Penalty = No. of Strokes — 1,000 i.e. (50x20)]

CALCULATION OF SPEED :

For example of a 10 minutes Typing Test/DEST, the calculation will be :

TYPING TEST (in w.p.m.)

DATA ENTRY SPEED TEST (DEST) (in KDPH)

Total No. of Strokes - Penalty

50

e.g. 3,000-1,000 = 2,000 =
w.p.m.

40

50 50

Total No. of Strokes — Penalty xso0

10

e.g. 3,000-1,000,60 = 2,000,60=200x60=12,000
kdph

10 10

V. CALCULATION OF ACCURACY :

In case of need for checking accuracy, it shall be calculated as follows :

TYPING TEST (in w.p.m.)

DATA ENTRY SPEED TEST (DEST) (in KDPH)

Accuracy = Net Typing Speed

X100

Gross Typing Speed

Accuracy = Net Data Entry Speed X 100

Gross Data Entry Speed

e.g. Accuracy = 40 x10=80% |e.g. Accuracy = 12,000 xi00=80%
50 15,000
Note:
(1) A single skill test examination will be conducted for all post in the group

and qualification criteria will be applicable as per published eligibility.

(ii)

A candidate has to qualify in both part of skill test as mentioned above.

For Part A (written test), common qualifying criteria will be applicable. For
Part B (typing test), qualifying criteria will be applicable as provided for
the respective posts in the Group.

(iii)

Backspace key is allowed.
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(3) Group Code- 34. PA to Principal/ Personal Assistant/ Stenographer/
Stenographer Gr.ll/Stenographers (S)

Skill Test Norms as per Essential Qualification:
1. Stenographer /Stenographer Gr.ll/Stenographers (S)
Skill test:- (Dictation) (English / Hindi) @80 w.p.m. for 10 minutes
Transcription Time : 50 minutes (English) only on computers;
65 minutes (Hindi) only on computers
2. PAto Principal/Personal Assistant
Skill test:- (Dictation) (English / Hindi) @100 w.p.m. for 10 minutes
Transcription Time : 40 minutes (English) only on computers;
55 minutes (Hindi) only on computers

(Stage-Il): Only for those who qualify in Stage-I

For English transcription: QWERTY computer keyboard will be provided.
For Hindi : Mangal. There is no provision for any other type of keyboard or
font for this test.

EVALUATION CRITERIA - STENOGRAPHY/SHORTHAND TEST
[ENGLISH/HINDI] = NATURE OF MISTAKES

I. EULL MISTAKES : The following mistakes are treated as full mistakes :-

(a) Omission of every word or a figure that occurs there in the dictated passage.

(b) Substitution of every word or figure not occurring there in the dictated passage.
[Note : substitution of words with numerals or vice-versa in case of a figure or
financial terms is_allowed e.g. '20,000 tonnes’ typed as ‘Twenty Thousand
tonnes’ or vice-versa, ‘Rs. One Thousand’ substituted as ‘Rs. 1000/- or vice-
versa, but not allowed in case of years e.g. ‘1950’ written as ‘Nineteen Fifty’
or ‘Nineteen Hundred Fifty’].

JETER - ' 20,000 T B! N §OIR T AT 3P [JURIT; TH IR U B! 1,000
FUY/F. 1,000 TT 39 fJuRId); TR=g a6 & A H T d & Srgafd 781 @
(3. - 11950" B IAY T T=IRT)

(c) Addition/Repetition of every word or figure not occurring in the dictated

passage.

[Note : In case of a group of words or figures omitted/substituted
(replaced)/added/repeated, number of mistakes will be equal to actually spoken
number of words/numbers/numerals].

. HALF MISTAKES : The following are treated as half mistakes :-

(a) Wrong Spellings/Mis-spelling/Spelling Errors [Note : In case of Hindi —
grammatically correct alternate spellings will be exempted due to difference in
letters formation/combination of letters formation (sandhi-vichhed) in case of
use of different Hindi Fonts/Keyboards]:

(1) Mis-spelling due to Omission/addition/substitution/transposition of letter(s)
in a word unless that leads to becoming a meaningful word which is treated
as a substitution mistake i.e.Full Mistake [e.g. ‘want’ typed as
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‘waant/wnt/waat/wnat’ (mis-spelling - Half Mistake); but ‘want’ typed as
‘wants’/'wanted’/’'wanting’ etc. (substitution — Full Mistake)].

et @ fufa (s adnt - et e, WA T B 7 ASHdE B
TSTCRT (STCRTI - gof TTefeh)

(i) Mis-spelling of names of popular personalities/leaders/institutions/Govt.
Bodies/Countries [e.g. ‘Lok Sabha’ typed as ‘Lok Sabah’; ‘Dr. Rajendra
Prasad’ typed as ‘Dr. Rajender Prasad’; ‘India’ typed as ‘Indiya’].

IETERYT - AHIHT Bl AlbYar; Sl IAolig UG DI Sl v YIS,

[Note 1 : Repetition of the same spelling mistake is_ignored if with similar
spellings (viz. ‘spelling’ typed again as ‘speling’ but not ignored if typed as
‘seplling’

Note 2 : In case of Hindi — grammatically correct alternate spellings will be
exempted due to difference in letters formation/combination of letters formation
(sandhi-vichhed) in case of use of different Hindi Fonts/Keyboards].

(b) Joining/Disjoining : Joining of two separate words or disjoining of a single
compound word which is written as a single word [e.g. ‘of course’ typed as
‘ofcourse’; ‘in spite of typed as ‘inspite of’; ‘grandparents’ typed as ‘grand
parents’; ‘within’ typed as ‘with in’].

JGIERUI - TEFR' &l HEl TR'; SIAUF' & Sd UM, 'S [daR &l Safdar;

(c) Transposition of words (maximum two consecutive words at a place) in a
sentence (i.e.. the transposed words are not marked as individual mistakes)
[e.g. ‘disconnected from the source’ typed as ‘disconnected the from source’

are counted as one half mistake only]. 3algRUl - T & ﬂ?ﬂ el Aradr B
T U & 8T A

(d) Punctuation Marks : Omission or addition of ‘Full Stop’/’Question Mark’ (i.e. no
other kind of punctuation mark viz. ‘Comma’ etc.). Also, substitution of ‘Full
Stop’/’Question Mark’ with ‘Comma’ or vice versa.

(e) Spacing : Inclusion of space before punctuation marks or non-inclusion of
space after punctuation marks viz. full-stop, comma etc. as per grammar rules.
[e.g.‘Therefore, it is’ typed as ‘Therefore , it is’ or ‘Therefore,it is’; ‘Work has

been done.’ typed as ‘Work has been done ."]. 3algRUT - sqﬁfnz QﬂT % P
'EHI%IQ , ﬁﬂT %‘ g1 g4 ?IQ,W %‘ However, extra space(s) between two words

or after punctuation marks is ignored if Right Justification is done in computer.
[Note : As an exception, even inclusion of space given before Purna-Viram or
Prashn-Chinh is allowed in case of Hindi] SGIgxUI - "&TH g gpl g A B

JH1® I', oFl Wi &

(f) Abbreviations : Use of arbitrary and unfamiliar/non-standard abbreviations
[e.g. ‘R.B. for ‘Rashtrapati Bhawan’; ‘thru’ for ‘through’, ‘hon’bly’ for
‘honourably’, etc]. However, standard abbreviations are acceptable [e.g.
‘Hon’ble/Hon./hon.” for ‘Honourable’, ‘MP’ for ‘Member of Parliament’, ‘Prof.’

for ‘Professor’ etc.]. GEI%TW%%IE Trguﬁua:rﬁﬂ M. g1 HEAT Heled'
aﬁmn@ruwﬁ%mm%ﬁ%[m%ﬁm Sldex & 8.
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(9) Non-Capitalization : Use of small for capital letters (Not applicable in Hindi

Language) :

@ At the beginning of a sentence (where a full stop exists in the master/test
passage) and also in case of a full stop mistakenly added by candidate;

(i) Proper nouns (i.e. specific names of an individual/person, country, place,
designation);

(i) Standard Titles [e.g. Mr., Ms., Mrs., Sh., Dr. etc.];

(iv) Standard Abbreviations [e.g. ‘mp’ for ‘MP’ abb. of ‘Member of Parliament’,
or ‘pm’ for ‘PM’ abb. of ‘Prime Minister’etc.]; and

(v) Parliamentary term(s) viz. Name of a

Committee/Commission/Bill/Act/Motion including the term itself when the
context relates to Legislative Business/Parliament [e.g. ‘Right to
Information Act, 2005’ typed as ‘right to information act, 2005’ — three half
mistakes; ‘President’s Address’ typed as ‘president’s address’ — two half
mistakes].

[Note : Except in (a) above, repetition of same non-capitalization mistake is to be

ignored.]

NOTE 1:

NOTE 2:

NOTE 3:

NOTE 4 :
NOTE5:

Alternate spellings of words in the passage (Oxford/British English
spellings) as available in the ‘Dictionary.com’ are allowed in case of English
Passages (e.g. ‘organisation’” and ‘organization’, ‘program’ and
‘programme’ etc.). 3algXUl & g -+ IR quT RY; T YT R
EIITC

More than one error in a single word : All the different types of errors are
marked but counted as only one full mistake (i.e. maximum penalty can be
One Full Mistake).

No mistake is counted for ‘Wrong paragraphing/Non-paragraphing/Use or
non-use of Tab or 5 spaces for paragraphing.

Even single space given after Full Stops is allowed in case of English Test.
Computation of marks from the Shorthand is essentially marked in terms
of 0% mistakes. A universal criterion of 5% mistake is generally taken as
cut-off for qualifying. But in this exam this has to be converted to marks.
Therefore, 5% mistakes will be equated with 40% marks (usual qualifying
marks in examination) i.e. those who make 5% mistakes will be given 40%
of 100 (40 marks). For every 1% less mistakes an additional 12 marks be
added to 40 in such a manner that those who make 0% mistake will be full
marks (100).

NOTE 6 : To convert the %age of mistakes into marks, 40 marks will be awarded for

Note:
(i)

(ii)

5% mistakes. For every 1% less mistakes, 12 marks on pro-rata basis will
be added in such a manner that full 200 marks will be awarded for 0%
mistakes. [e.g. 58 marks for 3.5% mistakes]

For a candidate provisionally eligible in more than a post in the group
requiring different skill test has to appear separately in respective skill test
as per mentioned norms. Candidate qualifying in respective skill test
associated with the post will be consider eligible only for respective post.
Stenography test including dictation will be conducted in standard
examination hall meant for CBT based examination. AIIMS reserves the
right to use standard public address system for dictation to be decided on
the day of the skill test.
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(4) Group Code- 37. Coding Clerk/Coding Clerks/Medical Record
Assistant/Medical Record Technician/Medical Record Technicians

Stage II: Typing Skill Test
a) Nature of Examination
Qualifying Examination only.

b) Mode of Examination
Candidates will be evaluated for their typing proficiency in the computer as
per skill test mentioned as applicable.
The text for typing will be provided in the language chosen by the candidate

c) Language of Examination: English or Hindi

Candidates can choose either English or Hindi for the test.

I.  Forthe English Test conventional QWERTY Computer Keyboard will be

provided.

Il.  Forthe Hindi Test candidates are required to familiarize themselves with
Mangal on the conventional English QWERTY Keyboard/Inscript Key
Board respectively. There is no provision for any other type of keyboard or
font for this test.

d) Skill Test Norms
Qualifying Speed for English Typewriting test for 15-minute test:
35 w.p.m. on Computer.
Or
Qualifying Speed for Hindi Typewriting for 15-minute test:
30 w.p.m. on Computer.

EVALUATION CRITERIA/CONDUCTION GUIDELINES FOR TYPING [ENGLISH /
HINDI

Basic principle in Typing/Word Processing/Data Entry being replication of the
Master/Test Passage (including any errors found in Master/Test Passage), errors (i.e.
every wrong stroke/effort of input) committed by candidates are classified on the basis
of their nature and treated/penalized as under :

l. NATURE OF MISTAKES : The following errors will be marked as Full
Mistakes :

(3) EULL MISTAKES : The following errors will be marked as Full Mistakes :

(e) Omission of every word/figure. [e.g. ‘Online Advertlsmg is an art’ typed

as ‘Online Advertising is art’]. [SalgRUl - GlT-'-lFITE'-'-T ES'H?ETE‘R:I"T TP
FAT g B AATG TSARETSONT Hal ]

(f) Substitution of every wrong word/figure including absurd input (i.e.
illegible, unmeaningful & disjoined group of letters/punctuation
marks/number(s)/signs/characters etc.). [e.g. ‘| shall be grateful’ typed
as ‘I will be grateful’; or ‘Online Advertising is an art’ typed as ‘Astfe
orlin;d 0/4’ &L D? “%].[3aTERU- ‘H Wad STUST ATHRY IgT BT &
U ATUHT THTRY IR, T ' SATTATS T USARCTZIONT TP Bl g’ Bl
Rifea sra/a< sE Ad %1

(g) Addition/Repetition of every wrong word/figure not found in the
passage. [e.g. ‘| shall be grateful’ typed as ‘I shall also be grateful’
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(addition); ‘I shall shall be grateful (repetition)] [3&lgXUT — T g U]
MR I &) H Ged Gad ST MUY G|

(h) Spelling Errors : Every spelling error committed by way of

repetition/addition/ transposition/omission/substitution of ‘a letter’/letters’
or ‘a Matra/Matras’ (in case of Hindi). [e.g. ‘spelling’ typed as
‘spellinng’(repetition); ‘spellings’ (addition); ‘seplling’ (transposition);
‘splling’ (omission); ‘smelling’ (substitution) etc.]
[Note : In case of Hindi — grammatically correct alternate spellings will be
exempted due to difference in letters formation/combination of letters
formation (sandhi-vichhed) in case of use of different Hindi
Fonts/Keyboards]

Fﬁ'c’ WW%@‘TW@@@?%WﬁG{&@%W@WﬁW
& HRUI HTHAVH FU J Fal dhfedd da-l &l Fe o, IaTeU- TRIT a1
TR |

(4) HALF MISTAKES : The following errors will be marked as Half Mistakes :

(e) Spacing Errors : Where no space is provided between two words or a word
and a punctuation mark. Also, every undesired/extra space provided
between two words/letters of a word or a word and a punctuation mark.
[e.g. ‘helpful. | hope’ typed as ‘helpful. lhope,’(concatenation); ‘helpful.l
hope,’(concatenation); ‘helpful. | hope’(extra spacing)].

[Note : No mistakes will be counted for extra spaces between words in
case ‘justification of text’ has been done by a candidate/by default in
computer]

[SCTERN- HETR' &l Hel TR'; 4G Ie & ueuew]| U9 of foodlt +ft
Teg 3R forme fag & Teriwr & faudia Rad = 39AT 39 W [SSreRul- T4
<761 gIa, fob ol T et g, o, am v et gt fob )|

(f) Punctuation Errors : Every punctuation error committed by way of
repetition/addition/ omission/substitution. [e.g. ‘I hope,’” typed as ‘I
hope,, (repetition); ‘I,  hope,’(addition); ‘1  hope’(omission); ‘I
hope.’(substitution) etc.]

[Note : Even single space after full stop is allowed]
[SETERUI- T el §ieh, fo 1 THT e i, o' (lea); o, =Teff @i,
o (TTg); UET T8 Brell b (e); T &1 Bierl | fob (wferTomD)] |

(g) Paragraphic Errors : In case of dissimilarity from the Master/Test Passage,

every error of —

(iv) Inclusion/non-inclusion of a paragraph;

(v) Inclusion/non-inclusion of standard indent (i.e. equal to 5 spaces) by
use of ‘Tab Key’ in the beginning of a paragraph;

(vi) Non-inclusion of space or inclusion of extra space between
paragraphs.

(h) Wrong Capitalization : Wrong use of capital letter for small letter and vice
versa.

[Note : This does not apply to Hindi Typewriting Scripts]

NOTE 1: Maximum Penalty — 1 Full Mistake for a word. [e.g. ‘hope’ typed as ‘Ho pa’
has 2 Half & 1 Full Mistakes (Capitalisation, Spacing & Spelling Error due

to substitution of a letter), but treated as 1 Full Mistake]. 3algUl —

DI 3 R TTSU HRA TR 2 317eh quT 1 9ol Taclt b1 Soi 1 tpfﬂa?ﬂé’rnﬁr
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NOTE 2: No checking of mistakes to be done in case of insufficient gross
input/strokes and “Insufficient Attempt” remark need to be written in
Result. [e.g. For a 35 w.p.m./10 minutes typing test the minimum input is
1750 strokes (35x5x10) or 875 strokes for a 5 minutes test. Similarly, for
a 8,000 kdph/15 minutes DEST a minimum input required is 2,000
strokes (8,000/4) or 1,333/667 strokes for a 10/5 minute test
respectively]. [$aT8%01 — 35 J.U.f1./30 i1, 180 ¢ & HH-I-HH 1750
&R a1 5 1. T 875 31&R ABTI 3 kg, 8,000 &.81.U.T=./15 . %

HH-T-FHH 2,000 31&R 3R 10/5 . & 1,333/667 31eR =R

Il. QUALIFYING STANDARDS :

The Qualifying Standard required is 35/30 w.p.m. and duration of test to be 15
minutes.

.  COUNTING/CALCULATION OF MISTAKES & PENALTY :

(3) Total No. of Mistakes = Number of Full Mistakes+ 1/2 the Number of Half
Mistakes.
[Note : NO rounding off to be done e.g. FM=4 & HM=7, then Total=7.5]

(4) Standard Average Word length taken as 5 strokes.

(5) For each full mistake the penalty shall be 50 strokes. [e.g. For 20 Mistakes
the Penalty = No. of Strokes — 1,000 i.e. (50x20)]

V. CALCULATION OF SPEED :

For example of a 10 minutes Typing Test, the calculation will be :

TYPING TEST (in w.p.m.)
Total No. of Strokes -
Penalty

50

e.g. 3,000-1,000 = 2,000 =
40 w.p.m.
50 50

V. CALCULATION OF ACCURACY :

In case of need for checking accuracy, it shall be calculated as follows :

TYPING TEST (in w.p.m.)

Accuracy = Net Typing Speed X 100
Gross Typing Speed

e.g. Accuracy = 40 x100=80%
50
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(5) Group Code- 40. Junior Hindi Translator/Junior Translation Officer

(Stage-Il): Only for those who qualify in Stage-I
. Nature of Examination:
This will be a Written Test Examination.
* Language and Mode of Written Examination: Written test
will be conducted in both languages i.e. Hindiand
English language. Pen and Paper mode.
. Duration of Examination: 1%2hours(90 minutes)

» Description of Examination and Marks for Written Test:
The Written test will be of 100 marks and distribution of marks will

be as follows:
. Hindi to English Translation: 15 marks
. English to Hindi Translation : 15 marks
. Letter Writing EHind_i): 10 marks
. Letter Writing (English) ; 10marks
. Essay Writing (Hindi)(200 words): 20 marks
. Essay Writing (English)(200 words): 20 marks
. Medical Terminology English to Hindi: 5 marks
. Medical Terminology Hindi to English: 5 marks

Qualifying Marks for Written Test (Stage-ll): The candidate will have to
score a minimum of 33 marks
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