A-12023/2/2023-EXAM 1/2120309/2025

URGENT
TIME BOUND
BY EMAIL
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 Hars.
_S ub :- Half Yearly Computer Skill Test for employees appointed on compassionate

grounds/under sports quota to be held on 27-02-2025 — regq.

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. Name & | Whether appointed | Roll Medium of | Region Remarks
No. Designation of | on compassionate | No. language
Candidate ground or under opted for
Sports Quota CST
(English /
Hindi)

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 Hgrs.
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 Hars. 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

Signed by Vijay Bokolia

(VIVDateO150142025 16:53:20
Joint Director(Rectt.)



Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC
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Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC

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 makesthe candidate liable to any action as
ESIC may decide.

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

examination hall.

ESI CORPORATION Page 3 of 12



Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC

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 durationdof 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
presentationy, 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 pointfile 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 of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC

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 typ ing 2 sections “Add Title”

b) Reproduce the content as mentioned in the as the
font type for both “Title” as well as “Subtitl “54 Point”
for the Title and the font size of “24 poi
title should in “Bold” also.

;.- ﬂ L - P il - dlarAn it Paet | Passd =Rk
EIB) Hame Treweil D=iign dmpwphz e Shaw i whre Ll dry w
= 4 Himout- (i e | Syt M
;:‘I :'.d:ﬁ I L === II.J‘- | | l'lJJ ._IJ 4 2 Ui Suttiie g Nipaee -
C | e e | (Bt e & A [ kg b s T
IClmr . !:w. Fpnt: _'1'_I!'_I.D_“ Dy Eamny

T T—

INDIA

The Republic of India is the seventh-largest
country by geographical area, the secend-most
pepulous country with over 1.2 billion people,
and the most populous democracy in the world.

SLIDE -1 {Not to be typed):

The above title and text is in font type of "Verdana” and the size of
the font is (Title-54point and subtithe -2 4point respectively ). The
formatting {Aold, Normal, Underline and Ttalics] need to carried oot
as per the Text above,

| Clickto add notes ]
it ald mumm-' 5 H‘Er[ius-- - - L
] [ et | et Wt | 3 Mot i, | oer st S et sttt | [ W1 3 o
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Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC

i o LT TS S =
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28 Ly~ - & | ] Hrra
;:i’-':l i —-—J n . E " Il "'l e E L= .l[h ,‘J.ll! ltf "ﬁ '{uu-dmhl | '-L.’I.‘l-l-*l
I “_ ey T Im—x I_ h I a ™ |Eﬁ_ e ..-clu | 1"" mm P: i Tiiaps Py o Seem e

r:m-n- Thiiy pamt i| ] i | Dunmeiy 4 memy |

INDIA

Home to the ancient Indus Valley Civilization and
a region of historic trade routes and vast

empires, the Indian subcantinent was identified
with its commercial and cultural wealth.

SLIDE - (Not to be typed):

The alsowve tithe and text isin font type of “Verdana® and the size of the font
is [ Title-S4point amnd subtitle -24point respectively), The formatting [Bold,
Normal, Underline and Italics) nead to carried out as per the Text abowe,

Click 10 add nates
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Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC

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”

Font Size “1272 Date: 19t November, 2011

Double line spacings

Font Size “12”% To,

Single line spacing#

Font Size “12”¢@ The Director,
ESIC-HQ,
PANCHDEEP BHAWAN,
NEW DELHI.

Double line spacing#

Font Size “10”® Subject: "Submission of the Candidature for the
advertised post in the September 2011 News daily.

Single line spacing#

Font Size “10”# Respected Madam/Sir,

Double line spacings

Font Sizef1”® Thisdis with'reference to the “ADVERTISEMENT” publlished
in' the News Daily on 15% September, 2011 for the
recruittment of Group “C” Category post.

Single line spacing#

Font Size “10”® I would like to submit my candidature for the same as per the

Double line spacing® priscribed format of the aplication form.

Font Size “11”# o, L.
Further, | 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

Triple line spacing® whatsoever.

Font Size “10” % Thanking you with warm regards,
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Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC

Triple line spacing#

Font Size “10”# Yours sincerely
Name: ANTONY JOSE

Font Size “10”#

Triple line spacing# Contact address:
2/8, RESIDENTIAL ENCLAVE,
NEAR PLAZA CORNER, DELHI-110023.

Font Size “10”# Enclosure: Copy of the application form with certificates for
verification.

MS-Excel
Question C Marks-20

Reproduce the following data in'themMs-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 % age of A Average of A& B
(A+B) with the
total
E 4800 6000
F 5000, 4500
G 58001 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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Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC
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Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC
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Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC
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Sample Question Paper of Half Yearly Computer Skill Test of candidates appointed on
Compassionate Ground/appointed under Sports Quota to the post of UDC in ESIC
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