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ifjf’k”V&1 

 

MkVk ,aVªh vkWijsVj ¼lewg ^x*½ 
 

fVIi.kh& iz’u&i= esa cgqfodYih; izd`fr ds 200 iz’u gksaxsA Hkkx Þdß esa 60 iz’u gksaxs] Hkkx Þ[kß esa 90 iz’u 

gksaxs] rFkk Hkkx Þxß esa 50 iz’u gksaxsA izR;sd iz’u leku vadksa dk gksxkA iz’u&i= 200 vadksa dk rFkk 03 ?k.Vs 

dh le;kof/k dk gksxkA  

Hkkx&d 
 

dEI;wVj ls ifjp; %  ifjp;] {kerk,a] oxhZdj.k] dEI;wVjksa ds vuqiz;ksx ,oa ihf<+;ka] dEI;wVjksa dk laf{kIr 

bfrgkl] dEI;wVj vkSj gkbZos;j] buiqV@vkmViqV fMokbZlsl] lsaVªy izkslsflax ;wfuV ¼lh0ih0;w0½] eSeksjh dk 

laf{kIr ifjp;] buiqV MkVk % Lkzksr ,oa vo/kkj.kk,a] dqathiVy] xzkfQdy buiqV fMokblsl % izkslsflax] lh0ih0;w0] 

,0,y0;w0] lh0;w0 eSeksjh] ;wfuV vkSj fCkV ds fofHkUu izdkj] ckbZV] fdyksckbZV] esxkckbZV] vkSj xhxkckbV] dS’ks 

eSeksjht] lsehdaMDVj eSeksjh tSls& jSe] jkse] izkse] bizkse] bbizkseA  

 

vkmViqV fMokbZl vkSj LVksj st fMokbZl% vkmViqV dh vko’;drk D;ksa gksrh gS\] ekWuhVj] fizaVj] bEiSDV] 

ukWu&bEiSDV fizValZ] IyksVlZ] LVksjst fMokbZl] izkbejh fMokbZl] lSdsUMªh fMokbfll] eSXusfVd fMLdA 

 

vkWijsfVax ra=% vkiWjsfVax ra= ls ifjp;] vkWijsfVax ra= dk vkfdZVSDPkj] cwfVax izfØ;k] Qkbyksa ds izdkj] f}rh;d 

Hk.Mkj.k oLrq;sa % ,u0Vh0,Q0,l0] uohure vyx dj ldus ;ksX; Hk.Mkj.k oLrq;sa] gkMZ fMLd] lh0Mh0 vkSj 

Mh0oh0Mh0] Hk.Mkj.k vkSj vkadM+k O;qRiUurk dh vo/kkj.kk,a vkSj VªSDl] lSDVlZ] flyaMlZ] cwV fjdkMZ] fMLd 

ikfVZ’ku vkSj QkbZy vkoaVu Vscy ¼,Q , Vh½] lWk¶Vos;j  ds izdkj% ra= lWk¶Vos;j  vkSj  vuqiz;ksx lWk¶Vos;j 

] vkijsfVax ra= ds dk;Z] baVjizsVj] dEikbyj vkSj ,lsacyj] esuÝse flLVEl] MsLdVkWi flLVEl] eYVhizkslslj 

flLVEl] fMfLVªC;wfVM flLVEl] fj;y VkbZe flLVEl] flLVEl daiksusaV~l] vkWijsfVax flLVe lsok,a] flLVe 

izksxzkEl] izfØ;k dh vo/kkj.kk] MkWl izksEiV] MkWl dekaM~l ls ifjp;A 

 

MkVkcsl flLVe % ewyHkwr vo/kkj.kk,a] MkVkcsl vo/kkj.kk dh fo’ks”krk,a] vkadM+ksa ds Lo:i }kjk vfHkys[k <wa<uk] 

vfHkys[k dk la;kstu@foyksiu] odZ’khV esa fjdkMZ fQYVfjax djuk] Fkzh& Ldhek vkfdZVsDpj vkSj vkadM+ksa dh 

vkRe&fuHkZjrk] MkVk ekWMy] bZ&vkj ekWMy] vkuqikfrd vkadM+k ekWMy] ,l0D;w0,y0 izksxkafeax rduhdsa] 

vkuqikfrd MkVkcsl fMtkbZuA 

 

lapkj usVodZ% dEI;wVj usVodZ ifjHkk”kk] y{; vkSj vuqiz;ksx] usVodZ lajpuk vkSj vkfdZVsDpj] vks,lvkbZ lanHkZ 

ekWMy lsok,a] VksiksykWth] Vªkalfe’ku ehfM;k] DykbaV&loZj ekWMy] vkbZ0bZ0bZ0bZ0 ekud] Vh0lh0ih0@ vk0bZ0ih0 

ekWMyA 
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baVjusV vkSj bZ&esy lsok,a% baVjusV ls ifjp;] lwpuk lqij gkbZos] usVodZ ds izdkj] baVjusV ds ewyHkwr mi;ksx] 

baVjusV iz’kklu] fofHkUu ihf<+;ksa esa iz;qDr izksVksdkWy] Mksesu use flLVe% Mksesu vkSj irk] Mksesu use flLVe 

¼Mh0,u0,l0½] baVjusV vfHkxeu dh fof/k;ka] oYMZ okbM osc ¼MCY;w MCY;w MCY;w½] baVjusV dh vko’;drk] 

baVjusV dh dk;Z iz.kkyh] Mk;y&vi usVodZ fotkMZ ds }kjk baVjusV dk dusD’ku] oYMZ okbM osc ds ckjs esa 

foLr`r tkudkjh] osc czkmtlZ ls ifjp;A  

 

eYVhehfM;k% eYVhehfM;k D;k gS\] eYVhehfM;k lWk¶Vos;lZ ls ifjp;] ,fues’ku ls ifjp; % ,fues’ku ds fofHkUu 

izdkj] ,fues’ku rduhdsa] fMftVy vkfM;ks] ohfM;ks vkSj QksVksxzkQh] xzkfQDl dh vo/kkj.kk,a] xzkfQd midj.k% 

,Mksc QSfeyh] ehfM;k Iys;j ds }kjk lh0Mh0 ifjpkyu] /ofu fjdkMZj ds lkFk dk;Z djukA  

 

Hkkx& [k 
 

foaMkst% vkWijsfVax flLVe ls ifjp;] vkWijsfVax flLVe D;k gS\] bldh vko’;drk D;ksa gS\] vkWijsfVax flLVe 

ds izdkj fdrus gaS\] vkWijsfVax flLVe ds dk;Z D;k gS\] foaMkst ds fy, izk;% iz;qDr ‘kCn] foaMkst ls ifjp;] 

foaMkst dh fo’ks”krk,a] foaMkst esa izk;% iz;qDr ‘kCn] VkWLdckj% VkWLdckj D;k gS\] blds dk;Z D;k gS\] ykafpx iSM 

dh lgk;rk ls vuqiz;ksx vkjEHk djuk] VkbVy ckj rFkk cVuksa dh O;k[;k] vuqiz;ksxksa ds chp fLofpax] VkWLdckj 

dk vkdkj vkSj fLFkfr ifjofrZr djuk] VkWLdckj dh fo’ks”krk,a] MsLdVkWi % MsLdVkWi lss ifjp;] MsLdVkWi ds 

eq[; vkbdkWu] MsLdVkWi dh fo’ks”krk,a] ,DlIyksj foaMks esa usVodZ uscjgqM] ‘ks;fjax] QkbZyksa vkSj QksYMjksa dh 

‘ks;fjax] gkMZ fMLd dh ‘ks;fjax] fizaVjksa dh ‘ks;fjax] fdlh fMokbZl dks vLFkkbZ :i ls tksM+ukA  

 

daVªksy iSuy% daVªksy iSuy ls ifjp;] daVªksy iSuy esa midj.k] xzkg;rk fodYi] u, gkMZos;j tksM+uk] izksxzke 

tksM+uk@ gVkuk] fnukad@le;] izn’kZu] QkWaaVal] dqath iVy] ekml] eYVhehfM;k ikloMZ] fizVlZ] jhtuy lSfVax] 

/ofu;k¡A 

 

vkWfQl vkWVkses’ku% foaMkst D;k gS\] lWk¶Vos;j dk lwV D;k gS\] vkfQl izksxzke es p;u djuk] midj.k vkSj 

eSU;wt dk iz;ksx djuk] izys[k esa dk;Z djuk] dkVuk] izfrfyfi rS;kj djuk vkSj la;kstu] iys[k dks lqjf{kr 

djuk] lgk;rk ysuk] foaMkst ds vUrxZr oMZ izkslsflax ds ykHk] foaMkst ds vUrxZr miyC/k fofHkUu oMZ izkslsljA     

 

oMZ izkslsflax lWk¶Vos;j% u;k izys[k [kksyuk] fo|eku izys[k [kksyuk] gky esa gh [kksyh xbZ QkbZysa] izys[k eSU;w ls 

[kksyuk] QkbZy baiksVZ vkSj ,DliksVZ djuk] viuk i`”B O;ofLFkr djuk] i`”B vkdkj vkSj vkeq[k dk p;u djuk] 

i`”B vkdkj ifjofrZr djuk] vkeq[k ifjofrZr djuk] gkf’k;k lSV djuk] i`”B dsfUnzr djuk] i`”B czsd fu;af=r 

djuk] izys[k esa Vad.k djuk] vkt dk vkadM+k izfo”V djuk] izys[k esa  b/kj&m/kj tkuk] vuqHkkx cukuk] 

vuqHkkx czsd bUlVZ djuk] vuqHkkx dh O;ofLFkr djuk] lSD’ku dks ns[kuk] dkWye dk iz;ksx djuk] i`”B Øekad 
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vafdr djuk] Lo;a ds }kjk] QkbZy dks lqjf{kr djuk] oMZ ls ckgj fudyuk] VSDLV dks O;ofLFkr djuk] gSMj 

vkSj QqVj cukuk] esy etZ] VSEIySV~l] fotkMZ vkSj fizfVax rduhdsA 

 

LizSM ‘khV lkW¶Vos;j& LizSM ‘khV ls ifjp;] ,DlSy ls ifjp;] ,DlSy esa QkbZy izca/ku] ubZ odZcqd cukuk] 

odZ’khV esa b/kj&m/kj tkuk] QkesZfVax] QkewZys vkSj QaD’kal tksM+uk] cMs MkVkcsl] QkesZV MkVk esa vfrfjDr 

lqfo/kka,] pkVZ vkSj eku fp=] cgq odZ’khV esa dk;Z djuk] ,DlSy esa fizfVax] MkVk baiksVZ vkSj ,DliksVZ djukA  

 

izLrqrhdj.k lk¶Vos;j& ifjp;] ikoj IokbZaV dk vuqiz;ksx] ikoj IokbaV esa QkbZy izca/ku] LykbM esa VSDlM vkSj 

vU; lkexzh oLrq;sa tksM+Ukk] VSEiySV vkSj ekLVj LykbM] ,fues’ku izHkko nsuk] fyad~l vkSj ,D’ku cVUl] 

izLrqrhdj.k dh V~;wfuax djukA  

 

MkVkcsl lkW¶Vos;j& ifjp;] ,e0,l0&,Dlsl ‘kq: djuk] fo|eku MkVkcsl [kksyuk] MkVkcsl le>uk] MkVkcsl 

cukuk] MkVkcsl vkCtsDV~l dk izca/ku djuk] Vscy cukuk] tksM+uk] lEiknu vkSj MkVk ns[kuk] lksfVaZx] Dosjh] 

izi= cukuk] izfrosnu cukukA  

 

HkkXk&x  ¼mÙkjk[kaM ls lacaf/kr lkekU; v/;;u½ 

 

¼d½ f’k{kk] laLd`fr] d`f”k] m|ksx] O;kikj ,oa okf.kT;] thou ‘kSyh] HkkSxksfyd] jkTkuSfrd i`”BHkwfe vkSj lkekftd 

jhfr&fjoktksa ds ckjs esa fo’ks”k KkuA 

¼[k½ lkaLd`frd] vkfFkZd] izkd`frd lalk/ku vkSj ,sfrgkfld i`”BHkwfeA 

¼x½ mÙkjk[k.M ds fodkl esa foKku vkSj izkS|ksfxdh dk ;ksxnkuA 

¼?k½ tula[;k vkSj ‘kgjhdj.kA  

¼M+½ xzkeh.k] LFkkuh; iz’kklu vkSj rkRdkfyd ?kVuk,aA 

 

 

iz;ksxkRed ¼dsoy mÙkh.kZ izd̀fr½ 

 

     l{ke izkf/kdkjh }kjk MkVk ,UVªh dk;Z ds fy, vaxzsth esa 9000 dqath&Nki izfr ?kaVk vkSj fganh esa 8000 

dqath&Nki izfr ?kaVk dh bZ-Mh-ih- e’khu ¼e’khuksa ½ ij xfr ijh{kk yh tk;sxhA  
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ANNEXURE-1 

DATA ENTRY OPERATOR (GROUP-C) 

Note: Question Paper will comprises of 200 questions of multiple choice. Section "A" will carry 60 

questions,  Section "B" will carry 90 questions and Section "C" will carry 50 questions. All questions will 

carry equal marks. The question paper will carry 200 marks and will be of 3 hours duration.  

 

PART A 

Introduction to Computers: Introduction, Capabilities, Classification, Application and Generation of 

computers, Brief History of Computers, Computers and Hardware, Input/Output Devices,  Central 

Processing Unit (CPU), Brief Introduction to Memory, Input Data : Sources & Concepts,   Keyboard, 

Graphical Input Devices, Processing: CPU, ALU, CU Memory, Unit and different type of bit, byte, 

kilobyte, megabyte and gigabyte ,Cache Memory, Semiconductor memories such as RAM, ROM, 

PROM, EPROM, EEPROM. 

Output Devices and storage devices: Why output is needed, Monitor, Printer,  Impact, Non-impact 

Printers, Plotters, Storage Device, Primary Devices,  Secondary Devices, Magnetic Disks. 
 

 Operating System: Introduction to Operating System, Architecture of Operating System, Booting 

Procedure, Types of Files,  Secondary storage devices: NTFS, Latest removable storage devices, hard 

disks, CD’s and DVD’s, Storage and Retrieval of data- concepts and tracks, sectors, cylinders, boot 

record, disk partition and File Allocation Tables (FAT), Types of software: System software and 

application software, Functions of operating system, Interpreter, compiler and assembler, Mainframe 

systems, Desktop Systems , Multiprocessor Systems , Distributed Systems, Real time systems, System 

Components, Operating System Services, System Programs, Process Concept, DOS PROMPT, 

Introduction to Dos Commands. 

Database Systems: : Basic concepts, Characteristics of Database approach, Finding Records With Data 

form ,Adding/Deleting records, Filtering records in a worksheet Three-schema Architecture and Data 

Independence, Data Models, E-R Model, Relational Data Model, SQL Programming Techniques, 

Relational Database Design. 

Communication Networks : Computer Network  Definition,  Goals and Applications, Networks 

structure and architecture, OSI reference model, services,  topology, transmission media, Client-Server 

model , IEEE standards, TCP/IP  model.  

Internet & E-mail Services: Introduction to Internet, Information Super Highway,  Types of 

Network,   Basic Uses of the Internet,   Internet Administration, Protocol used in different Generation, 

World Wide Web,   Domain Name System: Domain & Address,  Domain Name System (DNS),   Ways to 

access Internet , World Wide Web(WWW),  Requirement of Internet,  Working of Internet,    Connection 

to Internet Using the Dial-Up Network Wizard,   More about World Wide Web, Introducing Web 

Browsers. 

Multimedia: What is a multimedia ?, Introduction to Multimedia softwares, Introduction to Animation: 

Different types of Animation, Animation Techniques, Digital audio, video and photography, Concepts of 
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Graphics, Graphics tools: Adobe Family, Playing of a CD with Media Player,  Working with a Sound 

Recorder.   

 

PART B 

Windows  : Introduction to Operating System, What is an Operating system ?, Why is it required? What 

are the types of an Operating System ?,  What are the functions of an Operating System ?, Terms often 

used for Windows,  Introduction to Windows, Specialties of Windows , Terms often used in Windows, 

Taskbar:  What is the Taskbar ?,  What are its functions ?, Launching of applications with help of 

Launching Pad, Explanation of title bar and buttons, Switching between  applications, Changing the size 

and position of the Taskbar, Properties of the Taskbar, Desktop: Introduction to the Desktop, Main Icons 

on the Desktop, Properties of the Desktop. Network Neighborhood in Explore window, Sharing,   Sharing 

of files and folders, Sharing of hard disk,    Sharing of Printers, Connecting a device temporarily. 

Control Panel : Introduction to Control Panel,   Tools under Control Panel,  Accessibility Options ,  Add 

new Hardware, Add Remove Programs,  Date/Time,  Display, Fonts,  Keyboard, Mouse, Multimedia   

Passwords, Printers, Regional Settings, Sounds. 

Office automation :What is Windows, What is suite of Software, Selecting in Office Programs, Using 

Tools and Menus, Working in Documents, Cutting, Copying, and pasting,   Saving a Document, Getting 

Help, Advantages of Word Processing under Windows,  Various Word Processors available under 

Windows.  

Word Processing software: Opening a New Document,   Opening an Existing Document,Recently 

opened files, Opening from the Documents menu, Exporting and Importing File,  Setting Up Your Pages, 

Choosing page Size and Orientation,  Changing page Size,   Changing Orientation, Setting Margins, 

Centering Page,   Controlling Page Breaks,   Typing in the Document, Inserting Today's Data, Moving 

Around in the Document, Creating Sections, Inserting a Section break, Formatting a Section,  Viewing 

Sections,  Using Columns, Numbering Pages,   On Your Own,   Saving a File, Quitting Word, Formatting 

Text, Creating Headers and Footers , Mail Merge ,Templates, Wizards and Printing Techniques  

Spread Sheet software : Introduction to spreadsheets, Introduction to excel,    File management in 

excel,  Create a new workbook, Moving around in the worksheet, Formatting, Adding formulate and 

functions, Large databases, Additional facilities to format data, Charts and Maps, Work with multiple 

worksheets, Printing in Excel, Importing and Exporting of data.      

Presentation software: Introduction,  Applications of Power Point,  File Management in Power Point, 

Add text and other objects to slides, Templates and Master slide, Giving Animation effects, Links and 

Action buttons, Tuning up of Presentation.     

Database software: Introduction:  Starting Ms-Access, Opening an existing database, Understanding 

database,    Creating  database,   Managing database objects, Creating Tables, Adding, Editing and 

Viewing Data, Sorting, Query, Creating Forms, Creating Reports. 
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PART C ( General Studies related to Uttarakhand) 

(a) Education, culture, agriculture, industry, trade, and commerce, living habits, geographical,       

      political background, and special knowledge about social customs. 

 

(b) Cultural, economic, natural resources, and historical background 

(c) Contribution of science and technology in development of Uttarakhand 

(d) Population and urbanization 

(e) Rural, local administration, and contemporary events 

 

Practical  (only qualifying) 

The speed of 9000 key depression per hour in English and the speed of 8000 key 

depression per hours in Hindi for Data Entry work will be judged by conducting a speed test on 

the E.D.P. machine (s) by competent authority. 

  


