
O Sri Guru Gobind Singh College of Commerce 
(University of Delhi) AsTY O 

Pitam Pura, Delhi-110034 

SGGSCCIAdmn/PO 27th July, 2021 

Dear Applicant, 

The written test for the post of Administrative Officer reserved for VH category, will 
be held on Friday, 13" August,2021 at 10.00 A.M. in the college premises.

All the eligible candidates are required to report at Examination Centre at the college 
premises one and half hours before the schedule of examination along with original 
testimonials and other essential documents for verification purposes. lIn case of non- 
production of required documents, no representation/request for relaxation will be 
permitted. 

No entry will be entertained after the examination starts. 

No TA/DA shall be paid to any candidate for appearing in written test. 

For any additional information, the college will place corrigendum, on the college 
website, www.sggscc.ac.in. 

For any clarifications,please contact to s. Harbans Singh, Sr.P.A. to the Principal 
Mobile No.9899838528. 

(Dr.Jatinder Bir Singh) 
Principal

Ph:011-27321109, 27321528 | E-mail: sggscc@rediffmail.com | Website: www.sggscc.ac.in
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Appendix-4 to the Schedule 

Scheme of Examination for the posts included in the Schedule (As applicable). 
(The tests as indicated in the Scheme of Examination detailed below may be computer basedd 
or otherwise. For Computer based tests, the candidates will be required to mark/type their 
responses including that for the deseriptive papers on the comput 

41 Scheme of Examination for Assistant Registrar/Assistant Controller of Examination/ 
Administrative Oficer: 

4.11 Scheme of Examination for recruitment to the post of Assistant Registrar/Assistant 
Controller of Examination/ Administrative Officer by direct recruitment: 
The following shall be the Scheme of Examination, components of written test, personality test 
and its syllabus for recruitment to the post of Assistant Registrar/Assistant Controller of 
Examination/ Adminístrative Oficer by direct recruitment 

Scheme of the Examination 

Written Test Interview/ 
Personality Test 
Max. marks 
allowed: 

MCQ Type 
(150 questions) 

Paper I 
Descriptive 
Type 

Paper II 
Total Marks (150 + 150+150) 

15 minutes extra per hour would be given to Visually Handicapped, Cerebral Palsy candidates 
or similarly placed candidates from PwBD category 

Time:2 hours Max. marks allowed: 

150 marks 
150 marks 

Max, marks 
Allowed:150 marks 

Time: 2 hours* 

450 marks 

II. Components of Written Test: 

Duration: 2 hours each 
NO 
QUESTIONS
150 

cOMPONENTS OF MARKS 

Paper I 
Paper II 

| Test of General Studies 
Educational Administration and Management 

150 

150 

TOTAL 300 
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III. Syllabus: 

Paper I: Test of General Studies (MCO Type) 
Questions will be designed to test the ability of the candidate's General Studies viz., General 
Science, current events of national and international importance, History of India and Indian 
National Movement, Indian and World Geography, Indian Polity & Economy, General Mental 

Ability. 
Questions on General Science will cover general appreciation and understanding of science 
including matters of everyday observation and experience, as may be expected of a well-educated 
person who has not made a special study of any particular scientific discipline. 

In Current Events, knowledge of significant national and international events will be tested. 

In History of India, emphasis will be on broad general understanding of the subject in its social, 
economic and political aspects. 

Questions on the Indian National Movement will relate to the nature and character of the 
nineteenth century resurgence, growth of nationalism and attainment of Independence. 

In Geography, emphasis will be on Geography of India. Questions on the Geography of India 
will relate to physical, social and economic. Geography of the country, including the main features 
of Indian agricultural and natural resources. 

Questions on Indian Polity and Economy will test knowledge of the country's political system 
and Constitution of India, Panchayati Raj, Social systems and economic developments in India. 

On General Mental Ability, the candidates will be tested on reasoning and analytical abilities.

Paper II: Educational Administration and Management Descriptive Type) 
The questions will be designed to test the ability of the candidate's knowledge and awareness on 
higher education system in India, its regulatory bodies and recent developments in the field, basic 

concepts and principles of Public Administration including Organization, Hierarchy. Unity of 
command, Span of control, Authority and Responsibility, Co-ordination, Centralization and 

Decentralization, Delegation, Supervision, Line and Staff. 

Personnel Administration including recruitment, training, promotion, pay scale and service 
conditions, Union-Management Relationship. 

Financial Administration including budget, formulation and execution of budget. 

Application of Information Communication Technology (ICT) and other modern technologies in 
the University system. 
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Personality Test/Interyiew 
The interview/personality test shall be conducted in such a manner that the candidates" 

saitability for the post is probed among other things, through academic qualifications, relevant 

perience, extra-curricular activities, general awareness/knowledge, communícation and problem 
solving skills and overall personality etc. 

Note: 
1. The question paper would be bilingual,(English and Hindi) and the applicant will have the 

option to respond in either.oftheuags oweyer, the same medium of language must 
be used throughout. . 

2. The questions in the wtenttestvilecofthe leveliof degree/diploma/examination, 
which is defined as the minimuebigtherrespectivepost. 

3. The minimum qualitying rper andaper sepantely shall be 45% for the 
unreserved posts and 40ortherposts resoryei orOBC categoy and 35% for the posts 
reserved forSCAST/ WBD caterory. If the gumbotof candidateszgualifying is more than 
30 times theradvertse 

posts for shortlistingthe çandig 
Answer soript.ofPaper a candidate oild be evaluated only if the candidate 

meritistot beresteictedTO30 times the advertised 

for orview 
4 

qualifiesintaper-l 
There shallkbe.negative marig for wrong ansRSin Panerltothe tune of 1/4 of marks 

allocatedper guestion 
6. 

. 

5. 

Merit list shall be-dtawatony or candidates ihoqualiboth the Papers I and Il and 
PersonalityTes/ntériewseparate 
combined scores of botiuthNDarS angio oweyere candidate must score at 
least 50% in PersonalityTestAntoor 

7. In case of bunehin 
priority/merit list woú 

MMerist Shall drawn on the basis of 

sults of the written test, the 

no a) The candidate marks 
examination/degree/diplömarwMoh 1s defined as thee minimum eligibility for the 

respective post will be given preference. 

b) In case of further bunching/bracketing of candidates, candidate senior in age will 

be given preference. 
c)In case option at (a) and (b) is exhausted, it will be decided through draw of lots. 

in aggregate n the 
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