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Selection procedure for various posts:

1. Tutor = CBT + Interview
2. Assistant Administrative Officer & Medical Record Technician = CBT + Skill

test.
e The detail of skill test is attached below as Annexure I & Annexure II.

3. For remaining posts 2 CBT

e The format of Hand written declaration is attached below as Annexure I11.



Annexure- |

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

¢) 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.

II.  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.

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 :

. 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 Advertising is an art’ typed
as ‘Online Advertising is art]. [SaIERUI - 'MTIATET TSARCTZIoT TP
Fl g Bl 'HTAATS TSSO HaT §]

(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? “%].[3aTERUI- H e TIHT SMURT T[T BI
AT SMTYPT TURY IFIT; AT ' HTAATS USARCIS T TP Hell g
a1 Rifed sra/a< @ A %11

(g) Addition/Repetition of every wrong word/figure not found in the passage.




(addition); ‘I shall shall be grateful (repetition)] [SaTexUT — — T g 3MIehT
MR I 1 H Ted Teg ST ST E]|

(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]

[SETERUI-3IAR’ I ‘agﬁe’(ggc-ﬂ) 31:J,H|J-N(v1|s—u SR (ARITY);
SRR (RITATART); ‘&U@'RT(
W:W-Wﬁwm%%m“ﬁa{&ﬁ%mmﬁwﬁw
& HRUT ATIRIG U J el dhcdd Ia-t B Fe §; SaTeRUI- TRIRr a1
RIEIRL

(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. |hope, (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]

[SETERUL- PR’ & "Hel TR e IG&' &l Yaguawr]| U8 g fovdt off
e 3R form fog & i & faudia Rad =M S9AT 39 W [$e8 - T
Tt g, fobr bt v et g, o, @ g e e fob

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

[Note : Even single space after full stop is allowed]
[SETGRUT- T el Bidl, &' &1 Q& el gier,, fob'(@Texra); T, el g,
fob" (S, "TT =T8T Biell feb(eit); T el et fob (wfruraTy] |

(9) 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]. 3&lexXUl —
DI 3fcl R TRY B W 2 377 qUT 1 g Tt B! Soi 1 tgﬁﬂﬂ?ﬁ%’fnﬁr

STl




NOTE 2: No checking of mistakes to be done in case of insufficient gross

V.

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]. [3aTa%01 — 35 T.U.f1./30 1. @30 ¢ & HH-J-FHH 1750
&R a1 5 1. 7 875 31&R =YTI T ORE, 8,000 . S1.ULTA./15 1. S |

HH-T-FHH 2,000 &R 3R 10/5 1. 7 1,333/667 31&R A1fRy]|

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)]

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

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




Annexure- ||

Scheme of Skill Test

Assistant Administrative Officer
Skill Test (Stage-Il): Only for those who qualify in Stage-|

e 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.

e Language and Mode of Examination:
English & Computer based Test.

e Duration of Examination:
1hour (60 minutes)

e 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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Annexure II1

Hand Written Declaration

The text for the hand written declaration is as follows —

“I, (Name of the candidate), hereby declare that all the
information submitted by me in the application form is correct, true and

valid. I will present the supporting documents as and when required.”

The above mentioned hand written declaration has to be in the candidate’s hand
writing and in English only. If it is written and uploaded by anybody else or in
any other language, the application will be considered as invalid. (In the case of
Visually Impaired candidates who cannot write may get the text of declaration
typed and put their left hand thumb impression below the typed declaration and

upload the document as per specifications.)



