
U R G E N T

T I M E    B O U N D 

B Y   E M A I L

 

HEADQUARTERS OFFICE
              EMPLOYEES' STATE INSURANCE CORPORATION
       PANCHDEEP BHAWAN: C.I.G. MARG: NEW DELHI-02.

 

No.:-A- 12023/2/2023Exam.Comp .No                                   Dated:14.01.2025   

To

         The Regional Director,/

         Joint Director-V, ESIC Hqrs.

                  
S u b : -   Half Yearly Computer Skill Test for employees appointed on compassionate

grounds/under sports quota to be held on 27-02-2025  –  reg.
 

Sir/Madam, 

                   It  is to inform you that Half Yearly Computer Skill Test for employees appointed on
compassionate grounds/under sports quota is scheduled to be held on 27-02-2025 (Thursday).   It is
requested to invite application from eligible candidates and inform requirement of Question Papers in
the following format:-

 
Sl.
No.

Name &
Designation of
Candidate

Whether appointed
on compassionate
ground or under
Sports Quota

Roll
No.

Medium of
language
opted for
CST
(English /
Hindi)

Region Remarks

       

 The Requirement of Question papers in the above format is to be sent to Insurance
Commissioner(Rectt.), Examination Branch, ESIC Hqrs. preferably through email : jd-rectt@esic.nic.in
latest by 31-01-2025.  If no eligible employee for the above test is available in the region, a NIL report
is required to be sent.  Moreover, in case no reply is received from any region by  above stipulated
date, it will be presumed that requirement of question papers in such region is NIL.  The details and
requirement of question papers in respect of candidates posted in SROs, ESIC Model Hospital,
Divisional Offices, ESIC PGIMSR/Medical Colleges/ Dental Colleges etc.  shall be furnished to Hqrs.
only through the Regional Director of the concerned state. 

The scheme and schedule of examination shall be as under:-  

The Scheme of Examination 

The Computer Skill Test shall comprise of following parts:-  
Part A -        Preparation of two Power Point presentations/slides on MS-Power Point                   (10

Marks).
Part B -        Typing a letter/passage/paragraph of about 150-200 words in MS-Word (20 Marks).
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Part C -        Preparation of Table/database in MS-Excel (20 Marks).                   

The total duration of the HYCST comprising all three parts (Part A, B and C) will be 30  
Minutes.  The total marks of the Computer Skill Test shall be 50 Marks.   The qualifying marks in the
Computer Skill Test shall be 17 irrespective of the marks obtained in each part.                                      
                   

The Schedule of Examination 

           Date of Exam                                :    27-02-2025 (Thursday)
Reporting time for candidates         :    10:00AM
Time of commencement of the test :     10:30AM
Duration of Computer Skill Test       :    30minutes
 
Necessary arrangement of venue, computers in good condition, configuration and other

necessary arrangement for the Exam may be made at your level.  The schedule and scheme of the
examination may be brought to the notice of candidates and bilingual admit cards may also be issued
to them. 

 
The Sample Question Paper of HYCST is attached with this letter.   The sample question

paper of HYCST may be circulated to all the candidates who are to be admitted in the above test.
 
Question paper shall be provided to you at your official email in PDF format   30 minutes

before the scheduled time for commencement of the exam by Hqrs. through email.  Confidentiality of
the text of the question paper shall be maintained at your level.  Immediately after conclusion of the
test and test paper are sealed, the candidate’s typed content may be deleted from the system after
retaining a soft  copy in t he safe custody of the Regional Director till declaration of result. Necessary
certificate is to be attached in this regard.

 
Answer sheets of the Computer Skill Test ( Soft Copies & Hard Copies) along with

Attendance Sheets in a sealed envelopes marked confidential and Superscribed as “Computer Skill
Test held on 27.02.2025” addressed to “ Insurance Commissioner(Rectt.), ESIC Hqrs. Panchdeep
Bhawan, CIG Marg, New Delhi-110002” may be sent via Speed Post.

                                                                       
Yours faithfully
 
 
 
(VIJAY BOKOLIA)
Joint Director(Rectt.)
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SAMPLE QUESTION PAPER/नमूना प्रश्न पत्र 
 

COMPUTER SKILL TEST/dEI;wVj dkS”ky ijh{kk 

 

 

 

SAMPLE QUESTION PAPER OF HALF YEARLY COMPUTER SKILL TEST 

OF CANDIDATES APPOINTED ON COMPASSIONATE GROUND 

/APPOINTED UNDER SPORTS QUOTA TO THE POST OF UPPER 

DIVISION CLERK (UDC) IN ESIC 
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General Instructions to Candidates  
  

1. Any candidate found using unfair means/reporting late/without original 

admit card (neither Duplicate Copy/Fax Copy) shall be debarred from the 

examination.  

2. Candidates must hand over the print out of the files created duly signed by 

them and question paper to the invigilator before leaving the examination 

hall.  

3. Candidates will not be allowed to leave the examination hall till the 

completion of time of examination.  

4. Candidates must abide by the instructions given by the supervisor 

/invigilator, failure to do so will make the candidate liable to any action as 

ESIC may decide.  

5. Mobile Phone or any other electronic device is strictly prohibited in the 

examination hall.   
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Instructions about conduct of the Computer Skill Test 

  
  

1. The computer skill test examines the computer proficiency and knowledge of 

computer including usage of office suites and database for which questions 

pertaining to a letter/passage/ paragraph of about 150-200 words in MSword, 

Power Point Presentation slides in MS-Power Point and Table in MSExcel will 

have to be answered within the time limits.  

2. The computer skill test will be of 30 minutes duration of total marks of  

50.    

3. The Qualifying Marks in the Computer Skill Test shall be 17 irrespective 

of marks obtained in each part.  

4. Candidates shall be provided with a system having required specifications 

and they should create the files on the desktop of the PC allocated to the 

candidate.   

5. Candidate should mention their Roll No., Batch time & Date on the top left 

side of each of the page of their individual files pertaining to Power point 

presentation, Letter/passage/paragraph in MS-word and MS- excel 

sheet/work sheet/table.  

6. After the Computer Skill Test is over the candidate must put his signature 

at the end of the Typed Matter in each page typed by him  

7. The Power point file created by the candidate should be saved with file name 

as  “Roll. No.-question- no.” (For Example: 110036-A.ppt).  

8. The Word file created by the candidate should be saved with file name as  

“Roll. No.-question- no.” (For Example: 110036-B.doc).  

9. The Excel sheet  file created by the candidate should be saved with file name 

as  “Roll. No.-question- no.” (For Example: 110036-C.xls).  
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SAMPLE QUESTION PAPER FOR COMPUTER SKILL TEST (ENGLISH)  

 Time: 30 minutes                 Max. Marks- 50  

MS-Power Point  
 Question: A                                             Marks – 10  

  

Create a power point presentation comprising the content as mentioned the 
sample slide with formatting (Bold, Underlining, Italics and Alignment) and 
following guidelines:  
  
a) Two power point slides using the default slide type having 2 sections “Add Title” 

and “Add Subtitle”. The text/content should be aligned as per the sample slide.  
Each of the slides shall comprise of the equal content approximately.  

b) Reproduce the content as mentioned in the sample below by using “Verdana” as the 
font type for both “Title” as well as “Subtitles” along with the font size of “54 Point” 
for the Title and the font size of “24 point” for the “Subtitle (Text)”. The  
title should in “Bold” also.                                                                                                      
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MS-Word  

 Question: B                                                      Marks-20  

  

Reproduce the official letter using MS Word with the font type “Verdana” as per 
the format and guidelines given below, run the spell check and correct the 
spelling mistakes (if any) and save the file in correct format, Perform the 
following as per the sample.  
There are 3 font sizes of “10 point”, “11 point” and “12 point” and the line 
spacing -  single and double used in the sample along with right insertion.   
  
Not to be typed. All text is 
in Font type of “Verdana”   

  
Date: 19th November, 2011   

  
                                

To,                                
  

The Director,  
ESIC-HQ,   
PANCHDEEP BHAWAN,  
NEW DELHI.             
      

  
Subject:  Submission of the Candidature for the 
advertised post in the  September 2011 News daily.   
                          
  

Respected Madam/Sir,             
      
  
This is with reference to the “ADVERTISEMENT” publlished 

in the News Daily on 15th September, 2011 for the 

recruittment of Group “C” Category post.       
              
  
I would like to submit my candidature for the same as per the 
priscribed format of the aplication form.      
                  
  
Further, I have read and understud the eligibillity criteria 
and process involved in the recruitment and at any stage 
during the recruitment process, any of the informetion 
declaraed by myself found incorrect my candidature would 
stand canceled and there would be no claim from my side 
whatsoever.         
  
  
Thanking you with warm regards,                

Font Size “12”  
Double line spacing  

Font Size “12”  
Single line spacing  

Font Size “12”  
  

Double line spacing  

Font Size “10”  

Single line spacing  
Font Size “10”  
Double line spacing  

Font Size “11”  

Single line spacing  

Font Size “10”  

Double line spacing  

Font Size “11”  
  
  

Triple line spacing  

Font Size “10”  
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Triple line spacing                 
   
Yours sincerely                  
Name: ANTONY JOSE              
        

  

Font Size “10”  

Font Size “10”    
Contact address:   
2/8, RESIDENTIAL ENCLAVE,          
NEAR PLAZA CORNER, DELHI-110023.  
Enclosure: Copy of the application form with certificates for 
verification.    

Triple line spacing  

Font Size “10”  

  

  

  

  

  

MS-Excel  
 Question C                                     Marks-20  

  

 Reproduce the following data in the Ms-Excel sheet with Center alignment, Bold  

, Grid line, bold outside border  and Perform the Calculation using formula in Ms 
–Excel sheet.  
  

Name  A  B  Total 
(A+B)  

% age of A 
with the 

total  

Average of A & B  

E  4800  6000        

F  5000  4500        

G  5800  5000        

H  4600  3200        

  

a) Create the Excel sheet using Ms-Excel. Reproduce the heading of each of the 
column as mentioned in the Sample. All the heading should in Bold.                                   

b) Calculate the total of A and B using the formula in the desired cell.                       

c) Calculate the %age of A with the total using the %age formula in the desired 
cell.    

d) Calculate the average of A and B using the formula in the desired cell.                      
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dEI;wVj dkS”ky ijh{kk  

  

 le;% 30 feuV                    vf/kdRke vad &50  

 iz”u % A             ¼,e- ,l-& ikoj IokabV½  
  

uewus LykbM esa bafxr vUrj okra ¼dUVsUV½ ds fy, ,d ikoj IokabV izLrqfrdj.k QkZWesfVax ds lfgr ¼cksYM] 

ckWMfjax] vUMjykbZfuxa ] bVSfyDl½ ,oa fuEufyf[kr ekxZ funsZ”ku ds vUrZxr rS;kj djsa%  

  

v- fMQkWYV LykbZM VkbZi ftlesa 2 [k.M ^^Add Title” ,oa “Add Sub Title” nks ikoj IokabV LykbM 
cuk;saA  vorj.k@ dUVsUV uewuk LykbM ds vuqlkj iafDrc) gksuk pkfg, A izR;sd LykbZM esa yxHkx cjkcj 

dUVsUV gksus pkfg, A    

    

 c- fuEufyf[kr dk iz;kxs djrs gq, VkbfVy ,oa lc VkbZfVy nksuksa] ^^ VkbZfVy gsrq ^^ 54 IokbaV ds QksUV lkbZt 

ds lfgr ,oa lc VkbZfVy gsrq 24 QkWUV lkbZt lfgr ^^Kruti Dev 21” QkWUV dk iz;ksx djds fuEufyf[kr 
n”kkZ;s x;s uewus ds vuqlkj dUVsUV dks  fjizksM~;wt ¼izfr:fir½ djsa A VkbfVy cksYM esa Hkh gksuk pkfg,A   
 

Slide1:  

  
 

 

 

Slide 2:  
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¼,e- ,l- oMZ½  

 iz”u B                           vf/kdRke vad &20  

  

uhps fn;s x;s ekxZfunsZ”kksa ,oa QkWesZV ds vuqlkj Kruti Dev 21 QkWUV VkbZi lfgr ,e- ,l- oMZ dk iz;ksx djrs 

gq, “kkldh; i= dks izfr:fir djsa ,oa QkbZy dks lgh QkWesZV esa lso djsaA fuEufyf[kr uewus ds lkFk fu’iknu djsaA 

^^10 IokabV] 11 IokabV ,oa 12IokbaV ;s rhu QkWUV lkbZtts gSa] ,oa flaxy ykbZu Lisflax ,oa Mcy ykbuZ Lisflax tks 

fd uewus esa mi;ksx fd;k x;k gS tks nkfgu s rjQ balVZ fd;k x;k gSA   

VkbZi ugha fd;k tk;sxkA lHkh VSDlV 

QkWUV VkbZi Kruti Dev 21 esa gSaA  
  

QkUV lkbZt^^12”   fnuk¡d & 19 uoEcj] 2011  
Mcy ykbZu Lisflax        

QkUV lkbZt^^12”   lsok esa] 

flaxy ykbZu Lisflax        

QkUV lkbZt^^12”   lapkyd egksn;] 
bZ- ,l- vkbZ- lh-

&eq[;ky;] iapnhi Hkou] 

ubZ fnYyh  
Mcy ykbZu Lisflax        

QkUV lkbZt^^10”   fo"k;% flrEcj 2011 esa U;wt Msyh esa foKkfir in gsrq vH;FkhZ ds vkosnu ds lanHkZ esa A  

flaxy ykbZu Lisflax        

QkUV lkbZt^^10”   vknj.kh; eSMe@lj] 

Mcy ykbZu Lisflax        

QkUV lkbZt^^11”   ;g xzqi ^^lh” J.s kh in gsrq HkrhZ ds fy, 15 flrEcj 2011 dks ^U;wt Msyh* esa 
izdkf”kr foKkiku ds lanHkZ esa fd;k x;k gSA 

flaxy ykbZu Lisflax        

QkUV lkbZt^^10”   eSa viuk vkosnu fn; sx;s QkWesVZ d svuqlkj viuh ik=rk d sfy, nsuk pkgrk gw¡  

Mcy ykbZu Lisflax        

QkUV lkbZt^^11”   ^^iqu%] eSaus  HkrhZ esa lfEefyr ik=rk ekun.Mksa ,oa izfdz;k dks i<+ vkSj le> fy;k gS 

,oa HkrhZ izfdz;k ds fdlh Hkh Lrj ij esjs }kjk mn~?kksf’kr lwpuk ;fn vlR; ik;h tkrh 

gS rks esjh ik=rk bl n”kk esa fujLr dj nh tk;sxh rFkk esjs rjQ ls fdlh Hkh izdkj 

dk dksbZ Hkh nkok Lohdk;Z ugha gksxkA** 

fViy ykbZu Lisflax     

QkUV lkbZt^^10”   vkidk vfr/kU;okn] 

fViy ykbZu Lisflax     

QkUV lkbZt^^10”   vkidk vkHkkjh 

QkUV lkbZt^^10”   uke% ,UVksuh tksl 

fViy ykbZu Lisflax     
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QkUV lkbZt^^10”  lEidZ djus dk irk% 

2/8] jsftMsUfl;y 

buDyso]  
uh;j Iyktk dkWuZj]  
fnYyh& 110023  
layXu% vkosnu i= dh izfrfyfi izek.k i= lR;kiu d s lkFkA  

  

 

 

 

¼,e- ,l- ,Dly ½  

 iz”u C                 vf/kdRke vad &20  

  

  

fuEufyf[kr vkdM+ksa dks ,e- ,l- ,Dly lhV esa lsUVj ,ykabuesaV] cksYM] fxzMykbZu] cksYM vkmVlkbM ckWMZj 

lfgr fjizksM~;wt ¼izfr:fir½ djsa ,oa ,e- ,l- ,Dly lhV esa lw=ksa dk iz;ksx djds ifjdyu fu’iknu djsaA   

        

  
uke  v  c ;ksx 

v+c  
;ksx dk v ls %  v ,oa c dk vkSlr  

l  
  

4800  6000        

n   5000  4500        

;  
  

5800  5000        

j   4600  3200        

  

1- ,e- ,l- ,Dly dk iz;ksx djrs gq, ,Dly lhV cuk;saA izR;sd LrEHk dk “kh’kZd uewus ds vuqlkj fjizksM~;wt 

djsaA lHkh “kh’kdZ cksYM esa gksus pkfg,A   

2- v ,oa c dk ;ksx okafNr lsy esa lw= dk  iz;kxs djrs gq, ifjdyu djsaA   

3- okafNr lsy esa izfr”kr lw= dk iz;ksx djrs gq, ;ksx dk v ds lkFk izfr”kr dk ifjdyu djsaA  

4- okafNr lsy esa lw= dk iz;ksx djrs gq, v ,oa c ds vklS r dk ifjdyu djsaA  

  

  

  

  

  


