
 

 



 

 

PONDICHERRY UNIVERSITY 

PUDUCHERRY 

 

PROPOSED SYLLABI FOR QUALIFYING DEPARTMENTAL TEST 

 

JUNIOR ASSISTANT 

Employees with X/S.S.L.C qualification                             Maximum Marks: 100 

   

1. English Duration: 2 Hrs 

    

(a) Essay in 15 sentences  

(b) Drafting of Official letters,  Eg.  Letter  to  UGC/MHRD, etc.,  reply  to an employee’s 

representation etc. 

     (c) Drafting of notes 

2. General knowledge    

   

4. General Office Procedures & Rules          

 a) Leave      

 b) Medical Claim  

 c) GPF     

 d) LTC          
 

5. Awareness about University and its functioning.        

 

COMPUTER PROFICIENCY (TEST)     Max Marks: 100 

         Duration : 1 Hr. 

1. Knowledge of MS (Office) – Word. 

2. Should be able to type a letter in proper format and a normal office note  

3. Should be able to make corrections, bold, italics, underlining, etc. 

4.  Should be able to take print out.  

  



 

 

PONDICHERRY UNIVERSITY 

PUDUCHERRY 

 

PROPOSED SYLLABI FOR QUALIFYING DEPARTMENTAL TEST 

 
 

JUNIOR ASSISTANT 

(for employees with out S.S.L.C Qualification)    

     

 Maximum Marks: 100 

   

 Duration: 2 Hrs 

1. English 

    Essay, letter writing, simple notes and drafts etc.         
 

2. General knowledge        

3.. Awareness about University and its functioning           

 

 

 

COMPUTER PROFICIENCY (TEST)     Max Marks: 100 

         Duration : 1 Hr. 

 

1. Knowledge of MS (Office) – Word. 

2. Should be able to type a letter in proper format and a normal office note  

3. Should be able to make corrections, bold, italics, underlining, etc. 

4.  Should be able to take print out .  

  



 

PONDICHERRY UNIVERSITY 

PUDUCHERRY 

 

 

 

APPLICATION FOR DEPARTMENTAL TEST  

 

 

1. Name of the employee  :   

 

2. Employee code No.   :                        

 

3. Present Designation  :   

 

4. Scale of pay and basic pay drawn :                     

 

5. Date of joining on regular basis :                   

 

6. Post applied for    :              

 

 

 I hereby declare that, I am willing to appear for the Qualifying Departmental Test prescribed for 

the post of _______________________ and I also assure that, I shall abide by the Rules and Regulations 

prescribed for the Test.  

 

 

 

Place :      Signature      : 

Date  :                                                               Name           :                 

                                                                        Designation   :  

 

 

 

 

 

 

 


