WESTERN COALFIELDS LIMITED Gz @

(A Government of India Undertaking) e
Regd. Office: ‘Coal Estate’, Civil Lines, Nagpur — 440 001.
Telephone/Fax: 0712-2510439

Email: generalmanager.ir@gmail.com

Website: westerncoal.in CIN: U10100MH1975G01018626

No. WCL/IR/MP/Selection/2023-2024/ (| 2. Date:- 23-12-2023
To,

All Area General Managers

WCL Areas & CWS Tadali,

All HODs WCL HQ

The Principal

STI Chhindwara/ WTI Wardha

Dear Sir,

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-ll, Translator

(Trainee) (OL)- Grade-lIl.

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

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

Amende
) in

24/2411 dated 23.12.2023. The syllabus for written test for the Jr. Data entry Operator (Trainee
T&S Grade “E”, Clerk (OL) Grade-ll, Translator (Trainee) (OL)- Grade-lll 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.

be noted and informed to the employees who have applied for above selections that, the
ental candidates for the above posts will be

It may again

written exam / aptitude test for selection of departm

scheduled in the first or second week of January 2024.

CCto: -
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 : One and half hours (90 minutes)
Objective type
Syllabus pattern for written test  : Part-| - 80 Marks.

Part-Il = 20 Marks.

Total —>100 Marks.

Part-|

Computer Systems:

eBasic definition of computer, features and applications, hardware,
Representation of information inside a computer.

eGeneration of Computers — classification of computers according to purpose (general and special purpo
according to working (analog, digital and hybrid), according to processing capability (Super, mainframe,
mini, micro, laptop and palmtop).

eBlock diagram of a Computer system — Standard and common input/output devices.

eProcessing — CPU, ALU, CU Memory, unit and different types Bit, byte, kilobyte, megabyte and Gigabyte.
Semiconductor memories such as ROM, RAM, PROM, EPROM, EEPROM.

software, firmware and liveware.

se),

Operating Systems:
e Secondary storage devices — NTFS, Latest removable storage devices, hard disk and pendrives.

e Types of software — system software & application software, functions of operating system, inter

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

Computer application:
e Applications of essential accessories such as notepad, WordPad, paintbrush, images, calculator,

calendar, media players and sounds. Multimedia. Setting, using and applications of control panel.
e Display properties, sound properties, different screen savers, and font management. Installation of

preter,

programs.
e Setting hardware such as scanners printers modem a

unzipping and applications.

Data Processing:

e Knowledge of Microsoft Word, Excel, Power point, Access and Outlook.
e Basics of other data processing tools like Open Office, Libre Office etc.
Computer networks:
e Networking concepts, LAN, WAN, their applications.
Basic understanding of networking devices and its applications.

nd dialup network. Concepts of zipping and

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

e Concept of network, Internet, intranet, ISDN, Broad brand concepts and applications
e Basic concepts of Cyber security, latest trends in cyber security.

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

the field of Information Technology.
Part-ll
General awareness and aptitude:

e Comprehension, verbal and non-verbal reasoning.

e Logical reasoning and analytical ability.

e Quantitative aptitude, Basic Numeracy
X level).

e Data Interpretation (charts, graph

e General awareness regarding current issues of national importance,

(Numbers and their Relations, Orders of Magnitude, etc.) (Class

s, tables, data sufficiency etc. — Class X level).
CIL, WCL, NCWA etc.
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The syllabus for Clerk (OL) Grade-Ili - fRY& [rrsmaT) As- 111 Hr AT & ¥ IISTAHA(Syllabus):

Duration of written test :  One and half hours (90 minutes)
Pattern . Objective type
Syllabus pattern for written test :  Part-l > 80 Marks.

Part-1l > 20 Marks.

Total ->100 Marks.

Part-l (ATIT- 1
& v 3u-favyg
1 | & aot @R, are, R, aue, [, SR, 11, FdE, fdwor, B, s, e,
gAgard), AT, W@, gAE s
2 |gdurfaes (i) TrorameT ifQfATe, 1963 (AT WMRAT 1967),
TSTHTNT UTaaTeT

(i) TroTTeT fATa, 1976 (IUT EMNTAT 1987, 2007 7T 2011),

(iii) TrsteTTaT HdwfAe wraura

(iv) TroTeTaT e Tgafa 3neer, 1960

(v) TSTHATNT Thed, 1968

(vi) TrstaTeT wEE wfAfaar

(vii) FIR TAHTNT FRTaT FRTA TT AT TAAN BT
gfafa : afafaf,

Part-2 (HTIT- 2

o TSHW Ha AU & IO, HAS/REPR, TE-FHIT-ISYTE,
Bic HhAY, TEH vd N, FIA & JRSR HJRfATH, 2005,
T PITAT AdT ARSI, Seog@ITA & TATOTT TARNY EA 317,

o TP FEcT & IAAA Hal, WIHSTA TG
seegdive, nfafafar /suafouar scfg & aR 3 A SPFSAT|
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Translator (Trainee) OL, Gr. Il - m(m TSTHNT V- Illiﬁfmmﬁmﬁyllabus):

Duration of written test

Pattern

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

Syllabus pattern for written test :  Part-l = 50 Marks.

Part-1l = 50 Marks.

Total =100 Marks.

HaT- 1
&8 uA (Objective Type)

3u-fawyg

ao R, are, [, aud, &y, HRE, g1, Jdar#, fadwor, fhar, s,
faear, watard, Feay, J@f, gAW s

JSTHTET UTd4Te.

(i) TrsrermaT AT, 1963 (T HAMAT 1967).

(i) TrsTTeT fATa, 1976 (IUT HMNTAT 1987, 2007 AT 2011).
(i) TrsroITaT FdefAe grayre.

(iv) TrorermaT T Tpafa 3ncer, 1960.

(v) IISTHTET THehed, 1968.

(vi) ISt FHEGE wfAfaar.

(vil) FIR JSTHNT FrATadd FATA Ta DHUAT TSTHTET
sr=aa= aiafa : afafafn.

dr3mdue vd seogdive fafaf/suafsm saare.

Irha, TAEH T N, I w1 HAER 3RfATH, 2005, THT HIr AqT
AN, SecgTTA T YATOT FATA HIEA ST,

HTIT- 2

g 3ada 4T (Descriptive Type)

(i) 3iegare (R & 3irsM) : arararer.

(if) 3rgarg (3l @ ) : arerarer.

(iii) 3rgare (&Y & 3rsM) : Iraier (YRTa).

(iv) 3igare (3l & ) : Iraier (RTn).

(v) 3iare (&Y @ 3N v 3ish @ &) « faemfa smeer ar gaan.

Page 4 of 4




{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }

