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IV. GENERAL ENGLISH

i. English Grammar (5 Marks)

Types of Sentences and Interchange of Sentences.
Different Parts of Speech.

e Agreement of Subject and Verb.

Articles - Definite and Indefinite Articles.

Uses of Primary and Modal Auxiliary Verbs

Question Tags

Infinitive and Gerunds

e Tenses

Tenses in Conditional Sentences

. Prepositions

The Use of Correlatives

Direct and Indirect Speech
. Active and Passive voice

o Correction of Sentences

Degrees of Comparison

ii  Vocabulary (5 Marks)

- Singular & Plural, Change of Gender, Collective Nouns
® Word formation from other words and use of prefix or suffix
® Compound words
® Synonyms
® Antonyms
® Phrasal Verbs
® Foreign Words and Phrases
® One Word Substitutes
®  Words often confused
® Spelling Test

® Jdioms and their Meanings



® Expansion and meaning of Common Abbreviations
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1) Word Purity / Correct Word

2) Correct Sentence

3) Translation

4) One Word / Single Word / One Word Substitution
5) Synonyms

6) Antonyms

7) Idioms and Proverbs

8) Equivalent Word

9) Join the Word

10) Feminine Gender, Masculine Gender
11) Number

12) Sort and Write

onlg’

1) Correct Word
2)  Correct Structure of Sentence



3) Translation

4)  Single Word

5)  Synonyms

6) Antonyms / Opposite
7)  Phrases and Proverbs
8) Equal Word

9) Join the Word

10) Gender Classification — Feminine, Masculine
11) Singular, Plural

12) Separate

13) Adding Phrases

PART VI : COMPUTER APPLICATION (20 Marks)

Module 1: Computer fundamentals, Windows, Linux & Internet (5 Marks)

Computer system - Concepts of Hardware and Software, Function of motherboard components,
Various Input/ Output devices, Operating System - Main features of Windows OS, Concept of various
shortcut commands, Booting process, Various types of memories and their features, Basic Hardware
and software issues and their solutions, Usage of Application software, DOS - Internal and External
Commands, Open Source Software - Introduction to Linux Operating System, Basic Linux commands,
Internet Concepts - Introduction to www, IP address, URL, HTTP, Firewall, Web Browsers, Internet
servers and search engines, HTML, Domain Name System, E-mail, Video chatting tools, Social

Networking concepts, Cyber Security - SSL, HTTPS, Virus, Antivirus, IT Act, Cyber crimes.

Module 2: Word Processing Software (5 Marks)
MS Word - Word features, Office button, toolbars, Editing documents - Creating, saving, formatting

and printing documents, Various Word shortcut keys, Inser t- Tables & other objects, Page Layout
settings, Working with objects, macro, mail merge, templates, Autocorrect tools, Hyperlink,
Bookmark, Comment, equation, symbols, citation, cross-reference, footnote, translate, synonyms,

thesaurus, spell check & grammar, compare.

Module 3: Spread Sheet Application (5 Marks)
MS Excel - features, Cells - Cell referencing and linking Sheets, Excel functions - Financial, Logical,

Text, date & time, Lookup, Math, Statistical, Data types in Excel, sorting, filtering and validating data,
Various Excel shortcut keys, Analyzing data - static and dynamic charts, data tables, pivot tables,

Importing & exporting excel data, Introduction to VBA features and applications.

Module 4: Image editing, Presentations (3 Marks)



Images - Different formats of images and their uses, Editing of images - using Windows Paint
Photoshop, GIMP, MS PowerPoint - Introduction to PowerPoint, basic application components,
Creating Slide Shows, Insert picture and theme, Add new slide, format text, link with word and excel
documents, slide transitions and objects, Inserting audio & video, Modify slide page setup and print the

slides, Various PowerPoint shortcut keys.

Module 5: Database Management Systems (2 Marks)
DBMS-Concepts of Data and Databases, Database Schema, Triggers, Views, Entity, MS Access-Table,

Field, record, Integrity rules and constraints, Relationships in tables, Normalisation, Structured Query
Language- Data types, Various types of Queries, Data Definition Language, Data Manipulation

Language, Retrieval Queries.

NOTE: - It may be noted that apart from the topics detailed above,
questions from other topics prescribed for the educational qualification
of the post may also appear in the question paper. There is no

undertaking that all the topics above may be covered in the question

paper.



