
Coa 

To, 

No. WCL/IR/MP/Selection/2023-2024 12 

All Area General Managers 

All HODs WCL HOQ 
WCL Areas & CWS Tadali, 

The Principal 

(A Government of India Undertaking) 
Regd. Office: 'Coal Estate', Civil Lines, Nagpur - 440 001. 

Telephone/Fax: 0712-2510439 

WESTERN COALFIELDS LIMITED 

Dear Sir, 

Website: westerncoal.in CIN: U1010OMH1975G01018626 

STI Chhindwara/ WTI Wardha 

Email: generalmanager.ir@gmail.com 

CC to: -

G2 

Date:- 23-12-2023 

Sub:- Syllabus for written test for selection of departmental candidates for the post of Jr. 

Data entry Operator (Trainee) in T&S Grade "E!", Clerk (OL) Grade-l, Translator 

(Trainee) (OL)- Grade-lll. 

In reference to the Notification No. WCL/IR/MP/2023-24/1893 dated 31.10.2023 and subsequent 

Amended Notifications No. WCL/IR/MP/2023-24/1928 dated 03.11.2023 & No. WCL/IR/MP/2023 

24/2411 dated 23.12.2023. The syllabus for written test for the Jr. Data entry Operator (Trainee) in 

T&S Grade "E", Clerk (OL) Grade-lI, Translator (Trainee) (OL)- Grade-ll are enclosed herewith. 

The syllabuses may please be circulated amongst the employees applied for the selection for the 

above said posts and also display a copy of the same on all the Notice Boards. 

It may again be noted and informed to the employees who have applied for above selections that, the 

written exam aptitude test for selection of departmental candidates for the above posts will be 

scheduled in the first or second week of January 2024. 
Your_ faithfuly 

Dy. Genera Menager(p/R) 

1. All Area Personnel Manager, WCL / Manager (P/SE), WCL HQ, Nagpur... for wide 

circulation among the employees. 
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Syllabus for written test for selection of departmental candidates for the post of Jr. Data entry 
Operator (Trainee) in T&S Grade "E". 

Duration of written test 

Pattern 

Syllabus pattern for written test 

1 

3. 

4 

Computer Systems: 

5 

2. Operating Systems: 

One and half hours (90 minutes) 

Objective type 
Part-l ’ 80 Marks. 

Basic definition of computer, features and applications, hardware, software, firmware and liveware. 

Representation of information inside a computer. 

"Generation of Computers classification of computers according to purpose (general and special purpose), 

according to working (analog, digital and hybrid), according to processing capability (Super, mainframe, 

mini, micro, laptop and palmtop). 

Part-ll > 20 Marks. 

"Block diagram of a Computer system - Standard and common input/output devices. 

Total > 100 Marks. 

" Processing � CPU, ALU, CU Memory, unit and different types Bit, byte, kilobyte, megabyte and Gigabyte. 

Semiconductor memories such as ROM, RAM, PROM, EPROM, EEPROM. 

Computer application: 

Part-l 

Secondary storage devices- NTES, Latest removable storage devices, hard disk and pendrives. 

Types of software - system software & application software, functions of operating system, interpreter, 

compiler and assembler. 
Familiarization with MS DOS, Windows and Linux. Booting the computer. 

Data Processing: 

Applications of essential accessories such as notepad, Word Pad, paintbrush, images, calculator, 

calendar, media players and sounds. Multimedia. Setting, using and applications of control panel. 

Display properties, sound properties, different screen savers, and font management. Installation of 

programs. 
Setting hardware such as scanners printers modem and dialup network. Concepts of zipping and 

unzipping and applications. 

6. Internet: 

Knowledge of Microsoft Word, Excel, Power point, Access and Outlook. 

Basics of other data processing tools like Open Office, Libre Office etc. 

Computer networks: 
Networking concepts, LAN, WAN, their applications. 

Basic understanding of networking devices and its applications. 

1. General awareness and aptitude: 

Concept of virus, how computer get affected, Antivirus tools, protection. 

Concept of network, Internet, intranet, ISDN, Broad brand concepts and applications 

Basic concepts of Cyber security, latest trends in cyber security. 

7. Familiarity with the latest IT applications in the organization including e-Office and SAP. Latest trends in 

the field of Information Technology. 

Logical reasoning and analytical ability. 

Part-ll 

Comprehension, verbal and non-verbal reasoning. 

Quantitative aptitude, Basic Numeracy (Numbers and their Relations, Orders of Magnitude, etc.) (Class 

X level). 
Data Interpretation (charts, graphs, tables, data sufficiency etc. - Class X level). 

General awareness regarding current issues of national importance, ClIL, WCL, NCWA etc. 
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The syllabus for Clerk (O) Grade-ill -fafkG UIGHU) ds- II ât fafu uGT ylQUhH(Syllabus): 
Duration of written test 
Pattern 
Syllabus pattern for written test 

1 f HI9T 

2 fas 

One and half hours (90 minutes) 
Objective type 
Part-l > 80 Marks. 

Part-|| ’ 20 Marks. 

Total100 Marks. 

Part-i 

qu fachrR, AIFT, fUT, qt, qhg, HRG, HT, HÁH, faRgUT, fehT, 3A, faeta, 

() THqT 3fafeH, 1963 (TAT HRMAT 1967), 

(ii) TSGT AA, 1976 (qT HRNAA 1987, 2007 FT 2011), 

(iii) TGTHTGT HOnfacp yrqd 

(iv) {IT9T HQT Igqfa 3RT, 1960 

34-fay 

(V) HIT9T HCh¢q, 1968 

(vi) TTST HHáy afafaui 

afA:Tfafaftai. 

Part-2 (JT- 2) 
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Translator (Trainee) OL, Gr. Ill -3qaices (ufRr) YHT VS- |I FT fetfu TTT g YIQUEhH(Syllabus): 
Duration of written test 

Pattern 

Syllabus pattern for written test : 

1 

2 

3 

4 

1 

f TA. 

One and half hours (90 minutes) 
Section 1: -50 Objective type of 01 mark each 

Section 2: -05 Descriptive Type of 10 marks each 
Objective & descriptive type 
Part- > 50 Marks. 
Part-l| ’ 50 Marks. 

Total 100 Marks. 

atgfs N (Objective Type) 

TJT- 1 

) THHTAT 3ÍeuA, 1963 (4T HeNfda 1967). 

(ii) TGHITT fAA, 1976 (qUT HR'fNT 1987, 2007 FUT 2011). 

(iv) IIHTAT HGT Iuf HTRT, 1960. 
(V) IGHIST HH4, 1968. 

(vi) IT9T HH{ HfAfAi. 

(ü) Hqarz (3dst 
(ii) 3aarG (RaT 

& 

HAT- 2 

3rqarz 3TTRd. () 344aIg (fRat s) : A0Rr. 

(iv) 3qG (31dotr 

34-fdyy 

AY 3at TA (Descriptive Type) 

fR): aTF0r. 
30Us) : aiRr (tru5). 

fR): Iaier (�rT5). 
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