IndianOil

Indian Oil Corporation Limited
(Pipelines Division)
Northern Region Pipelines

PANIPAT-132140 (Haryana)
Special Recruitment Drive for Persons with Disabilities

Advertisement No.: PL/HR/Estb/24
Date of Notification of Advertisement: 23.11.2015

Date: 17.12.2015

Name of the Post : Jr. Office Assistant (VH), Post Code : 01 for Panipat
Number of Post(s) : 01 (One)
Date & Time of Written Test : 27.12.2015 (Sunday); 10.00 AM — 12.40 Noon

(including Additional 40 minutes of compensatory time )

Venue of Written Test : Arya P.G. College, OPP. Bus Stand, G.T. Road, Panipat
(Phone N0.0180-2695733)

List of shortlisted candidates for written test for Jr. Office Assistant (VH),
Post Code : 01

Sr. | Roll No. Name of the Candidate Father / Mother name Date of birth of

No. candidate
1 101001 ARCHIT ARYA RAJENDRA ARYA 06-05-1994
2 101002 UPASNA CHHABRA JUGAL KISHOR 26-05-1987
3 101003 SHYAM SUNDER PREET SINGH 23-05-1988
4 101004 VIJAY SAINI LOKESH CHAND SAINI 28-09-1990
5 101005 MUNISH KUMAR SURESH PAL 13-07-1985
6 101006 KUMAR VIVEK RAVINDRA SINGH 05-01-1983
7 102001 AVINASH KUMAR RAM AVTAR 12-08-1988
8 102002 JASPREET KAUR TARSEM SINGH 15-09-1992
9 102003 MAHESH BOHRA INDER BAHADUR 14-01-1989
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General Instructions :

1. O afdal ¥ AR ST IUaT §-AT W AT FAT § ;IS ’WET H IR
CaRT # ATg SR & IUR W, Fiass FRATETT Tg™FF & U & Il g §ARNN featieh
23.11.2015 & ug 79« ¥. PL/HR/Estb/24 & AR & Fesf # fAf@a odam &

T 3muepr At enéforee fnar = g

For candidates applied through ordinary post or e-mail : Based on the information
furnished by you in your application form, you have been short-listed for appearing in
Written Test for selection to the post of Junior Office Assistant with reference to our
notification of vacancy Advertisement No. PL/HR/Estb/24 dated 23.11.2015.

OR

e neafdat & a7 QoIR veEES g TR R T § o9 & faw R
3FACa W TR H@&fd ASRIR TFadel/Usial gany & 918 Selshil & 3R W fhar ar=m
g auf, 39 Felrg & S § 6 vder oF & @y 3uded 9e & fAv g v iftegEer #
I We @ U6 o 3N W UG F HGF A, H A ufderdar, 3 e & Ui
AIEUs QU & &1 fRufa &, derea 3t wet o) & 3R f@a oftem & e 3= @y
AT AT WY 3udEd 3feai@d dRiE, A g e ) A0 Qegar (#@fgw g 3wy
&), Sfc/fasheeTanaeeT Seif & FFd THAT 97, ST o @ey @1, f wetd gfaar e
[Ty AT

For candidates sponsored by Employment Exchange: Your candidature for the post is
being considered based on the information furnished by the concerned Employment
Exchange/agency. However, you are advised to go through the notification of vacancy for
the above post attached with the Admit Card and in case you meet the eligibility criteria
of qualification, percentage of marks, age etc. prescribed for the said post, please fill the
attached application form and bring the same on the day of Written Test along with
attested copies of your educational qualification  (Matric  onwards),
caste/disability/Discharge certificate from Armed forces as applicable on the date, time
and venue mentioned above.

2. 39H Heolrg & S & & 37 IR 3eaf@d Aua afra, 7T 9 T ) Qi@ adeT
& U 9ga Sdl FIT qlen dex A AUIRG @FT F o €1 g 9gd S0l gl
URFH Bl & T fof@d qdem & doa & Qv & ¥ 3 arar gdiemeff = g
qfieT & oot i egAfa g & St
You are advised to appear for the Written Test on the date, time and venue mentioned
above. Please reach at the Test Center one hour prior to the scheduled time. Candidates

coming late for the Written Exam shall not be allowed to sit in the Written Exam after the
commencement of the exam.

3. 3mE, 39 @ 9ew Jur dcuRard Ig«a gfhar # dill 3T SEfeR 39 9g & fov
IR arar & Q@ &ed 811 oer ufshar & forer off 3raeam & Ifg Ig o Sirar ¢ &
39 g & fou FURT gr=ar & 9 g #Xd g dl U 3Eieary @ ey g
fear sream)
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Further, you need to come for Written Test and subsequent selection process only in case
you meet the eligibility criteria for the post. In any stage of selection process if it is found
that you are not meeting the eligibility criteria for the post, your candidature shall be
liable for disqualification.

. 3 qUeT & fIU A IFACany FAfad (Wfasd) § 3R 9g & FuRa AT g
3T UHEdT ARSI QR A R AR I g1 FURT HaThe3i i 7-Q
&1 HaEAT A, I I 1 H, TIT GlhAr T R IaEAT HUAr I8H d1G A, IAT FAdT ¢
dr Ig 3! 3FAIGaY &I ST g FooIr BT 39T Sgel &l Scaiarr glam|

Your candidature for this test is provisional and is subject to your fulfilling the
educational and other eligibility criteria prescribed for the post. Non-fulfillment of the

prescribed requirements, if found later on, at any stage of selection or after that, will
render your candidature liable for disqualification unilaterally without any notice.

. TS ishar A fof@a odietr, sFcge gaiordr qieT (Fe) iR AfFas anfichr afde
BIaTT| T GshaT & 31Tl TROT A AME-Toree & ardm & v qlemdt 1 =aer ufshar &
S ROT, SiETfeh gg T AT # oo fRar @ §, @ Sccdiol e grem
Selection process shall consist of Written Test, Computer Proficiency Test (CPT) and
Personal Interview. Candidates have to qualify each stage of selection process to be
eligible for short-listing to next stage of selection process as mentioned in the notification
of vacancies.

. PfEgd et & gEeg tdiegg g {efer, @A 3Ee/ge, FgARe tlieys,
WA A & Fel 120 aEIASS T gl | ﬁ@aqﬂmﬁaﬁﬁwwasagﬁm
weeT () fSTd, v @EY f[Ahed & A1y Fol 4 fadhed gl olemdf & @@y faswey
T TG YT gl fAfET e & 120 weal & FHor 60 ek BTl TFedeh HWEN ek A
0.5 37 81| I 3cadl & IS dAPRIcHS 37k oTgl 8|

There shall be total 120 objective type questions in Written Test on General Aptitude and
Reasoning, General English/Hindi, Numerical Aptitude, General Knowledge. Written
Test shall be of Objective Type Multiple Choice Questions (MCQ’s) consisting of 4
options with one correct option. Candidate has to choose the correct option. There shall

be 120 questions in the Written Test and Total marks shall be 60. Each correct answer
shall carry 0.5 mark. There shall be no negative marking for wrong answers.

. fof@a ofiem @ Frger gfiorar q@ar (@) F v eme-fore v aw odiemedt @
fof@a odrem & el T e & s o g A & Aeafaf@a 3 amr gy

Candidate who are short-listed from Written Test for Computer Proficiency Test (CPT),
they have to appear in CPT on the next day of Written Test. CPT shall consist of the
following three sections:

a) THTH a8 gdrem MS Word Test (10 3/ marks)
b) wHTE vFde gdrer MS Excel Test (10 3i@/marks)
C) THUH digiearse gdiem MS PowerPoint Test (5 3is/marks)
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8.

10.

11.

12.

13.

AT SERCIT HFYEX W AGHIATGE JHifha 7 fhar Swen| Hrcged ydiordr gdem
Tl 25 3 g 3R sah Tl it st i 60 fAee & @y dsseygdl At & fav
Ay AfaRed 20 Aae $r 3af J§ = geml gdemdt Ft I8 FF geT g3 & far
ST Siifeh 37¢ HFgeX W esu/dfafafd seqd (Rsgd) wem gun fSad geeas &
fuw aw et & 3eTaR ¢Fe T Bl 3R BhET @ ger i enfdEer greml

CPT shall be conducted in Microsoft Office on a desktop computer. The total marks of
Computer Proficiency Test shall be 25 with duration of 60 minutes with additional 20
minutes of compensatory time to PWD candidates for completing all the three parts. The
candidate shall be given the task in the Question Paper which they have to type/
reproduce in the Computer including formatting of text and use of formulae etc. as per
instructions given in the Question Papers.

el agr G, Siifeh HFcged ydorar wlieT @ ene-fowe fehu S, Sfddes Aniear
H AT ot & forw 9T gl

Only those candidate who are short-listed from Computer Proficiency Test, shall be
eligible to appear in Personal Interview.

fof@d adam, @ 3R TR #F FPeAaH el 37 aUT 3T Iq Yiohar & faawor
SIS derarse iocl.com # war & fergEer # fear ar B

The minimum qualifying marks in Written Test, CPT and Interview and other selection
process is already detailed in the notification of vacancies in IOCL website iocl.com.

qET dhog H T YAYU U AT TH g 3R F&T GIdeTH H ST g1, TP foelT
qQeTl deg H wa i 3EgAfa T gl
This Admit Card should be mandatorily brought to the examination center and handed

over to the Room Invigilator failing which entry in the examination hall will not be
permitted.

a7 glemedt & 1A ISIHIve dedse # AfEd weT & fow o wenfar @ g &
g, foheq 38 YA U7 yIed AT €3 & HUST YA UF IA & I §, o qhemedi geelehe
Jder 99 IR e & fov FuiRa al@ @ ggare g dex Raiféer aag & gger
Q&I heg, H trga S|

If the name of the candidate is appearing in the list of eligible candidates for written Test
in the IOCL Website, but he has not received the Admit Card, or the admit card has got

misplaced, the candidate should reach at the Examination center on the due date, before
the reporting time along with a proof of ID for issuance of duplicate admit card to him.

qdiemeft TReT Feg H TS Y TH FoRk BIEEE, U7, stdl 9T (er 3rgar Frem),
W3, AR 3R Thel 37aeT W| GO glel & YEsh 37Ual sAicd, Holholed, HFe
FoS, AlS BI, FIs Hed FFYiheed f3a1sd, Thiae Basy, due e o e &
AT 8T &1 s ITAT 5o IARIRT WHIA F WY YT bl A YT AT
HHAT ST FATT X IRT I-7 df 38 38T AT 39T 9 Y fear Sioer|

Candidate should carry one passport size colour photograph, Pencil, Ball Pen (blue or
black), Eraser, Sharpener and Scale at the Examination Center. Carrying of notes or
books, calculators, correction fluid, mobile phones, any other communication devices,
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14.

15.

16.

17.

18.

19.

scanning devices, laptops etc. in the examination hall are not allowed. Any candidate
found in possession of such unauthorized material or indulging in copying or adopting
unfair means is liable to be summarily disqualified.

et fof@a wWemAder qar AfFas aeficer & AT Bier Ugdlel 99 39 A1
TGAT 3HEeTS ¢ T & eI Hol $lel Ugdlel 95 & Sfid aUT Hedidel fohar S|
T adiem 3R TeTcPR & AT YT 9 & 1Y Sl TqT g wrevfa off o
ST A WEl UgH UF oy 3MYUR 1S, U FIS, B9 asdy, dieX MSE &S,
qraare 3nfe TR 2

You are required to carry a Photo ID Proof for the Written Test/CPT as well as in
Personal Interview. The original Photo ID shall be checked and verified during the Tests.
A self-attested photocopy of the same shall also be collected along with the admit card

after the Written Test and Interview. Valid Photo ID proof like Aadhar Card, PAN Card,
Driving license, Voter ID card, Passport etc. shall be accepted.

WHERYACY THNN/AEAAS 81T & GIoed H FIH I drel gl 379 3mde 3R
ATH F HSl YT ARITHR A Jod THT IAI FAOT T AT T B TG
3799t sHH et 8 AT § dl 3T 3FHGIRT W AR Agr fohar Smwam|

Candidates employed in Government/Semi government/Public Sector Organization must send

their application through proper channel or produce “No Objection Certificate” at the time of
appearing in the Interview. In case the candidate fails to do so, his/her candidature will not be
considered.

@ oliem & Asuea & 3muR W), 39T & AN & v ae-foee fnar e 31k
AN & fov eré-faffes spafdal & @@ 3@ i wdar &g & weRia Hiees
STaatT|

Based on performance in the Written Test, candidates shall be short listed for CPT and
the list of short-listed candidates for CPT shall be displayed on the same day at
Examination center.

fofea ofier & d-fAffes 3pafiat & T &, = e T 3895 e @,
ISINATA qe@rse H NS & TAT I TUH F TTY g e gt s i@
qQetr & aRUTE T Faar R 3T ATIH § 3reeT A & Sean|

The list of shortlisted candidates in the Written Test shall also be displayed in the IOCL
website along with Time and Venue of the CPT, either on the same day or the next
working day. No other separate communication shall be sent to the candidates for
informing the results of the written test.

AT (SNfF SERSIT HFPeT I g FHad: fAfld qam & 3mrer e grem|
CPT (which will be in desktop computer) shall be conducted tentatively on next day of
Written Test.

W F Asued & YR oX, 3T Y dnflch & fov eme-fawe fFar smeem 3k
$d6nHlaﬁlcchu%W%ﬁ-ﬁﬁ?%ﬂ@ﬁﬁ@ﬁﬁ%ﬂqﬁwmﬁm
SITUATT |
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20.

21.

22.

23.

24,

25.

On the basis of performance in the CPT, candidates shall be short-listed for Personal Interview
and the list of short-listed candidates for personal interview shall be displayed on the same day
at the Examination Centre.

AfFas e & fau eme-faffes 3pafdat & @@ &1, 38 & 3rar 38 3rma
e, 3MS3NdIve dease & AfFas TR A dR@ g WRT Feg Id & 1Y AT

SITUT |

List of candidates short-listed for Personal Interview shall also be displayed in the IOCL
website either on the same day of the CPT or the next working day, specifying the date of
Personal interview and Examination center address.

fofed odier aur @ & aRomA &1 FHT qleT Had # qlel AT g & id
ueuld B fRar SR | it @ geng & ot & R 9 adem & S 3&%
w*mmmwm/mwlsﬂm#r&m#aﬁmaﬁ
3|'|'<’3|?‘|T |

Time of declaration of result of Written Test and CPT shall be announced in the
Examination Hall immediately after the test is over. Candidates are advised to be present/
available in the office gate after the test for their results. No separate communication shall
be sent to the candidates in this regard.

AfFds dETcdR & T 3afar &I 39e @ryr 3o @l AfafOes deganst & defa
Aepelle, YAOYT AT IRAR(Nfaede) wAmRuE, B sauife, SeA  geEmomT,
SR JHATOTI/fSEATST YA (T8l el of9] &1) I Hel 9fadl qAT Sfeh Y
SeTehl JYT AT et gfafafoat &1 v de sraea o= glem| Fuar &ar s & f& shaer
quUishifereh Eilaeh 3t &1 3uderd ue & fov &A=y grell, s e # sfeafad

Candidates appearing for interview shall be required to produce original documents of all
relevant mark sheets, certificates or provisional certificates, degree etc. of all educational
qualification, Date of Birth Proof, Caste/Disability Certificate/discharge certificate
(wherever applicable) along with one set of photocopy of these documents duly attested

along with them. Please note that only Full Time Bachelor’s Degree shall be eligible for
the above post, as mentioned in the advertisement.

el & gdeTr 3R Gefcer & Ber a1 3S # e FT [aFeq g !
Candidates will have the option to take the test and interview either in Hindi or in
English.

TQETTT T qdeT AT WETehR g 39 T 3R I ST 1 cqae AT T HEA g

Candidates have to make their own arrangement for lodging and boarding for appearing
in Test and Interview.

@ gl & o & & agT @ 3 arel Iqgiad Sfd/srsid & 3eafdar
aﬁmmwiﬂmmm?}?wwqw(%swq—dﬁﬁmmw%w@r
?mmmxw@ma MWQ?WQ?FﬁTtlTlcq»c ST P W o
|

Outstation SC /ST candidates, who appear for Written Test, shall be reimbursed to and fro
fare limited to Second Class Rail/ Bus fare from their mailing address mentioned above
OR from the place of actual journey, whichever is nearer to the place of Test, by the
shortest route, on submission of proof of tickets as proof of journey.
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26.

217.

28.

29.

30.

31.

32.

ITSINATH ST JgASe H THRT a7 315 A0 arar & 31 Jegar arer 3y &

T 9 & fov TFarei g7 gl

Candidates possessing higher qualification than the prescribed as mentioned in the
notification of vacancies published in IOCL website iocl.com shall not be considered for
the respective post.

Tl IafdEl & AT &1 yeda Woees s qarT SR fhar S 3R Tgied
it i sfas g &, fgfea g & e 3rwar su% e R, smeandve
Jedse A gr S| 3w uge et (WfasTeter) g 3R gATOTIH/gRIETIA
3 & Tl WX 3menfia grem|

Offer of appointment shall be issued to the selected candidates by registered post and the
list of finally selected candidates shall also be displayed in IOCL website either on the
same day of the Offer of appointment or the next working day. The selection of the
candidate would be provisional and subject to verification of certificates / testimonials
etc.

Id A g Al w Rfdcar fheada AWdsT &1 qu &G gem 3R FRwger &

Y qé’uagmﬁﬁmﬁmﬁqmmmmmmﬁ:ﬂwa:ﬁmqj-
I

Finally selected candidates need to fulfil the medical fitness criteria and submit pre-employment

Medical fitness certificate at the time of joining which is pre-requisite condition for employment.

Fdt & e o aoT 7 3ryar 3% gead o A I8 Ir/Aar gedar § & st amEar
HATIGUST T 1T Frz?r AT 3-T\'\"/3-T?F:|T 3 IR/ SATARRI/FAOTIH/EGEAST FEId T &
3rYar g g Erezr(?fr) m%ﬁmﬁaﬁmﬁwmmluﬁ
39l EERT HIARAT N & TS AR IUal Gl AR 38 °ahqeT & el wXor &
3AT 91 H ST UAT T IR AT § ar qG ITed-aA /sy AR S 3R
HIARRI EIRT 3R AT Tehc{thT HHCT AT ST

In case it is found/ known at any stage of recruitment or thereafter that a candidate does
not fulfill the eligibility norms and / or that he has furnished any incorrect / false
information / certificate / documents or has suppressed any material fact(s), his/her
candidature will stand cancelled. If any of the information or material particulars as
furnished by the candidate to the Corporation are found to be untrue or incorrect at any
stage before or after his/her selection, then the same shall amount to misrepresentation/
fraud and his/her services shall be liable to be terminated unilaterally by the Corporation.

FUAT TH TA-IT HI T Ui Hiasy & el & W94 U W, Fifh 3§ gAUw 97 H
Aol 9fd et Feg A o off See

Please keep a copy of the admit card for future reference, as this original Admit Card
shall be collected from you at the Test center.

fRdr ff T A YAR (Canvassing), 3FAIGART I 3ATT GINT M|

Canvassing in any form shall disqualify the candidature.

qTadl, 3des] ol PR JUAT RET A, TIA & AIH 301f¢ § Tatad Tofr #Aa
ﬁwwﬁmﬁﬂmwwmﬁmaﬁmwﬁwaﬁ%mml
The decision of the Management in all matters relating to ellglblllty, acceptance or rejection of
the application, mode of selection etc. will be final and no enquiry will be entertained in this
regard.
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33. AT faehanier 339ef/a 3t oardhr oma aifa AfRRase qatmara & FRoT gerrdr § 3R
d AT 3R A ek oG & AT o@sh (Ghige) H Gerddl d1 Ted 8, 9 FIAT oT@h
& AT Forel BIVOT B H IR & 3R GO deq H NN Y AC| oG B GgHleT
AT GaT 9T qdHe 3R 39el SfETd 9X @ Sree|
Visually handicapped candidates /those candidates whose writing speed is affected by
Cerebral Palsy who wish to avail the assistance of scribe for writing answer on their
behalf may please fill the attached declaration form for Scribe and carry the same to the
Examination centre. The scribe is to be identified by the candidate at own cost as per own
choice.

34. gt Q9 IudlTe A ~AR™ATA/=ITATSI0T & &FhR H gl

All disputes would be subject to jurisdiction of Courts/Tribunals in Chandigarh.

35. TgeT Uishdr Tur &l 9ishar & Hafd f@d @ ol & faEdgd faevor amaedive &
m?ﬁmﬁmwﬁmw%l 3 T Holg & S ¥ FoaAr 38
9e ol
The Selection process and other terms and conditions pertaining to the recruitment
process have been detailed in the Notification of vacancies in the iocl website. Candidates
are advised to go through the same.

36. 379t A e & Sy § & 9 g wdew, AN, aeieer e 3= R
STTRRY & T THT-3F T 9 iocl.com d@BE F T
Candidates are advised to visit iocl.com from time to time for results of Written test, CPT,
interview and any other information.

37.9 3gdf, fSeglsl 39T WA A & AIA § A g, Q@ gdam, N R
HeTlchR I @ & 3eg Fell FfUd/aEie gEaas & A 39e 3ded $H g5
i #T 3aeT ot AT
Candidates, who have sent their application through e-mail, should bring the hard copy of
their application form with photograph, along with all relevant documents, on the date of
Written Test, CPT and interview.

Guidelines for Computer Proficiency Test (CPT)

For Computer Proficiency Test, PWD candidates who qualify in the Written Test shall be allowed to
check Computers one day in advance of CPT, so that any difficulties in the software/system can be
rectified.

The Computer Proficiency Test shall be for 25 marks for duration of 60+20= 80 minutes and consist
of the following three components:

1. MS Word (10 marks)
2. MS Excel Test (10 marks)
3. MS PowerPoint Test (5 marks)

The CPT will be conducted in Microsoft Office 2007 in computer. The candidate shall be given the
matter in the Question Paper which they have to type/ reproduce in the Computer including
formatting of text and use of formulae etc. as per instructions given in the Question Papers.

1.MS Word Test - 10 Marks
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This Section will be for 10 Marks. The candidate needs to reproduce the official letter/ Text provided
using MS Word with the Font Type as specified and guidelines given, run the spell check and correct
the spelling mistakes if any and save the file with appropriate name in the correct format . The
candidate needs to write the Text in the desired Font, desired size and also do desired Text
alignment. The candidate may have to use different Font sizes for different sections. The candidate
needs to Align the Text as desired to Left, Right or Centre as expected. The candidate will have to
give Line spacing as advised to single line, double line spacing etc. The candidate will have to Format
the Text as desired to Bold, Italic, Underline etc. at different places in the Text, as asked.

a. Total marks allocated for the Text is 10 marks for the correct reproduction of the sample
content including the formatting parameters

b. There will be 4 words with preprinted incorrect spelling that will be incorporated in the
line/ paragraph of the given text. The candidate needs to identify and correct these errors
by using the spell check facility available in the MS word package. For each of the
corrected spellings, 0.25 marks shall be given subject to a maximum of 1 marks for all the
corrections.

c. Thus there will be positive marking for 1 mark for correcting the spellings. Otherwise
based on the number and kinds of mistakes made by the candidates the marks shall be
deducted out of 9. Minimum score possible out of 9 shall be zero.

Classification of errors in Word processing Test:

Full Mistake: The following shall be treated as full mistake for which 0.25 marks will be
deducted for each mistake:

Every omission of word/figure Spelling error

Every substitution of a wrong word/figure

Every addition of a word/ figure not found in the passage

Line spacing not done as desired

Formatting in terms of Font Size, Bold, Underline, Italics , Alignment of Text like
Right Align, Left Align, Centre Align, Justify not done as desired for every unique
segment as expected. Even for multiple mistakes in formatting in a unique segment,
maximum 0.5 marks will be deducted for each segment.

®o0 o

Half-Mistake: The following shall be treated as half- mistake, for which 0.125 marks will be deducted
for each mistake:

a. Where no space is provided between two words, eg ‘Thope’ in place of ‘I hope’ or
undesired space is provided between the words or letters of a word eg * T h ave’ in
place of ‘I have’.

b. Wrong use of capital letters for small letters and vice versa (in English typing)

C. Omission of punctuation marks eg. full stop, comma, question mark etc.

2. MS EXCEL TEST — 10 MARKS

In this module, candidate has to work on Microsoft Excel and create a spreadsheet as provided in a
printed sheet. Candidate has to calculate data by using some simple formulas of MS Excel like sums,
difference, percentages etc. The technical proficiency shall be tested on the usage of MS Excel
package, selection of correct font type and size, reproduction of the given data, formatting of the
Text as per sample data and usage of the formula.
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Marking Scheme:

a. 9.5 marks will be given for reproducing the correct content as mentioned in the given
Excel sheet including the Formatting parameters.

b. 0.5 mark will be given for opening and naming the excel file in the correct file format
of .xls.

C. Thus there will be positive marking for 0.5 marks for opening and naming the excel

file correctly. Otherwise based on the number and kinds of mistakes made by the
candidates the marks shall be deducted out of 9.5 . Minimum score possible out of 9.5
shall be zero.

3.MS POWER POINT TEST- 5 MARKS

In this module, candidates have to create a slide similar to the print-out of the slides. For this
module, candidates should have the basic understanding of Microsoft PowerPoint 2007.

The technical proficiency shall be tested on the opening, selection of the sample slide, selection of
correct font type and size, reproduction of the sample text on each of the slide, formatting of the
slide/text with bold, underlining, italics and alignment.

Marking Scheme:

a. The candidate has to prepare one slide.

b. 1 mark will be given for creating the PPT and saving it with the correct name and
extension type like .ppt

c. The Completed slide carries 4 marks.

Title Text marks- Total 1 mark. (0.5 Marks will be deducted for any of the following: - incorrect
spelling/ addition/ omission of a word/ character/ figure/ change of case (Capital/small) and 0.5
marks will be deducted for not following the formatting instructions. If content is correct but
formatting is not as desired then 0.5 marks will be deducted. If content has any kind of errors
specified above but formatting is as desired then 0.5 marks will be deducted. If the content has
errors as well as formatting is not as desired then 1 marks will be deducted.)

Sub - title text marks- Total 3 marks. (0.25 Marks will be deducted for incorrect spelling, including
punctuation marks, addition/ omission of a word/ character/ figure/ change of case (Capital/small)
and 0.25 marks will be deducted for not following the formatting instructions @ 0.25 marks
deducted for each instance of instruction not followed).

MINIMUM QUALIFYING MARKS IN CPT

Minimum qualifying marks in Computer Proficiency Test (for all 3 Components) shall be 50% i.e.
12.5 out of 25 (40% for SC/ST/PWD Candidates i.e. 10 out of 25) irrespective of marks obtained in
each part.
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PRINT-OUT OF CPT & EVALUATION OF ANSWER SHEETS

The candidate has to prepare the spreadsheets; ppt and word file as per the exercise given and then
has to save it with appropriate file name as advised with proper extensions with his Name/Roll
number. Printout of the saved files should then be taken and signed by the candidates on each page
and name clearly written on each page and handover to the Committee.

Additional 5 minutes will be given to the candidate to take Print out of the Test Work done in MS
Word , Excel and PowerPoint, beyond the Test time limit of 80 minutes .

Note : Candidates are advised to appear for the written test only if they are Persons with
Disability (PWD) in the prescribed category and meeting the laid down eligibility criteria as per
our above referred advertisement.

In case of any discrepancy in English and Hindi version of the instructions given the
English version shall prevail.

For further queries, you may please contact at 0180-2578893 or write to
nrplrecruitment@indianoil.in
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