SWAMI SHRADDHANAND COLLEGE
(UNIVERSITY OF DELHI)
ALIPUR, DELHI- 110036

Dated- 17.07.2025
NOTICE

NOTIFICATION OF DATE AND TIME FOR PRELIMINARY WRITTEN
EXAMINATION FOR THE POST OF ADMINISTRATIVE OFFICER

Sr.No. | Name of Post | Day and Date Timing
1 Administrative 27.07.2025 (Paper-I)
Officer (Sunday) 10.30 AMto 12.30 P.M
Note:-

1. Venue of Examination is Swami Shraddhanand College (Old Campus),
University of Delhi, Alipur, Delhi- 110036.

2. Scheme of Examination for the above post is attached herewith.

Admit Cards for the aforesaid examination will be issued in due course.

4. Reporting Time 10.00 A.M.

brad

(Prof. ee g)
Principal

Copy to: - College website: www.ss.du.ac.in
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= Scheme of xamination fin recruitment 1o the post ol Assistant Registrar/ Assistant
Controller ol Bxamination/ r}.l,]l_ll_i_!_l_i_s_l_l‘i_l_l_i_\_s.‘__("Ti;‘_l;lfhU_ll__'_(_‘jll_lg.‘gufi]__l;]l_([c_l' direct
recruitment mode:

1. The process of Reernitment shall be earried in two slagres:

Nage 1 Shortlisting of applicants on - (he basis of g preliminary test (Multiple Choice
Question = MCO based).

slaoe 3. M TR o B . B : - » - H * p

Stage = Selection  of  candidates  based  on  Examination (Main)  followed by
Imenview: Personality Tewt,

L. Stage 1: Preliminary test for shortlisting of applicants
The npplwu!\ls shall be shortlisted for the next stage ol recruitment through an examination
hased on MCQ as per details viven below:

Scheme of the Examination ol Preliminary test

Duration: 2 hours*
Description Svllabus in brief ; NO. OF | MARKS
| ; QUESTIONS
Examination General  Swidies.  Reasoning  and
MCQ based Mathematical ability: Funetioning of | 100 400
- Higher Educational Institutions. etc.
TOTAL : 400

*  This testwill only be lor shortlisting and will have no weightage in the final ussessment.
*  For turther details Section 1 neads to be referred.

*20 minutes per hour extra would be given to Visually Impaired. Cerebral Palsy candidates
or similarly placed candidates lrom PwBD category.

2. Stage 2: Selection of candidaies
2.} Examination (Main)

Scheme of Examination

Duration: 2 hours®

Description Syllabus in hrief
MARKS L
| Caamination [Basic knowledge of the Constitution ol India and Indian ]

polity.,  Educaional  Administration and - Management, 20
Functional aspects ol working o Government Boddies and

Institutions, S . ;
TOTAL . e e
o Lor further details Section 11 needs 1o be relerged. o

230 yminutes per hour estra would be given o Visually lmpaired, Cevebral Palsy candidates
or similarls placed candidites from Pw D category. \
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DY Interview Personality test

Deseription

ST MARKS
Interyiew ] ‘‘‘‘‘ N

Fest the hnow ledge and personality of the candidate 10
W L wosssess saitability or the post, s R
TOTAL 30
*  Shortlisted candidates. wha appear Tor the Examination (Main) as per Stage 2 of the
[ selection process, will only be permitted w appear for Interview Personality Test,
L

¢) Final merit list

Ihe breakup of final merit list will be as Tollows:

Description . Marks
Examination (Min) 170
Interview /Personality Test 30
Total .~ . 100

11. Svilabus:

Preliminary Test MCQ based:

The questions would be MCQ based and designed to test the knowledge of the candidates in
following areas: i

) General Studies — 30 questions o N

Section on General Studies would include other sub units like General Science. current events
of national and international importance, History of India. Indian National Movement,
Constitution of India. Indian Polity. Economy and Geography. ete.

b) Reasoning — 30 questions

Geetion on General Mental Ability would include areas like reasoning. analvtical abilities.
decision making. data analysis and interpretation, ele.

¢) General Mathematical Ability = 30 questions ‘ . .
Seetion o General Mathematical Ability would include wrens concerning MMathematieal
caleulations.  statistical analysis. commercial  mathematies ol Secondary  wnd - Higher
Secondary level,

3y Fupetioning of Higher Lducujopal Institmions - 10 questions _ .
Section on Functioning ol Higher Educational Instimtions would include areas concerning
Rules und Policies concerning funetioning of Higher I-.duummu.ul Institutions in hadia, their
nodal awencies. their fimmeial and - administrative funchioning and  Acle Statutes and
Ordinances of the University o) Delhi. ‘
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Examination (Miin)

The questions would be deseriptive in nature. They will be designed to test the candidate’s
Rnowledge in following arcas:

A Basic knowledpe ol the Constitution of India and Indian Polity

Indian Constitution: Evolution. Features. Amendments. Significant provisions and
Basic structure. Parliament and State Legislatures - structure. functioning. conduct off
business. powers & privileges and issues arising out of these. Structure. organization.
and functioning of’ the Lxecutive and the Judiciary. Ministries and Departments of the
Govermnment, Salient features of the Acts pertaining to Reservation and Transparency.
Appointment to various -Constitutional posts, powers. functions. and responsibilities
of various Cohstitutional Bodies. Statutory. regulatory. and various quasi-judicial
bodies.

‘.

b) Educational Administration and Management

The questions will be designed (o test the candidate’s knowledge and awareness on:

e Higher Education Systemv in India. its Regulatory  Bodies and  recent
developments in the field. '

e Financial Administration in Higher Educational Institutions including budget.
formulation and exccution of budget,

e Application of Information Communication Technology (ICT) and other modemn
technologies in the Higher Education system.

¢) Functional aspects of working of Government Bodies and Institutions
The questions will be designed to test the candidate’s knowledge and awareness ot
e General Financial Rules, :
e Procurement through GEM,
e Pension and Grievance handling, ete.

Interview/ Personality Test:

Inervies/ Personality  Test would .hc cum'lucl.cfl 10 st the Knowledge and
persomality of the candidate 1o assess histher suitability tor the post,

i Note regarding the conduet of recruitment process and finalization of vesult:
1. The question paper Tor Preliminary and Examingtion (Main) as indicated in Section |

and 11 would be bitingual (English and Hindi) and the applicant will have the opion
1 respond in either of the fanguages, However, the same medium of language must be

used throughout,
P«
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3. qi) Al the questions in Preliminary test shill be compulsors . Each question carrics 04
marks. There shall he negative marking of 01 mark for cach wrong answer. e cutoll
for qualitying the Preliminar test will be 50% marks of the average seore ol IIFc top
03% of the candidates. Fhere will be a relaxation of 03%% marks for candidates
belonging to SC. 81 and 10% for PwBD category for deciding the cut off for

qualifing the Preliminary test for the respective category.

(i) Further. against one vacant post, 30 candidates shall be shortlisted for appearing in
Examination  (Main), based on Preliminary test. For more than one vacancy.
additional 13 candidates shall be shortlisted for cach remaining advertised vacancy.
(For ¢.g. lor one vacaney. 30 candidates: for two vacancics. 45 candidates: for three
vacancies. 60 candidates and s0 on). In case of candidales securing same cut-ofl
marks for shortlisting for appearing in Examination (Main) all would be shortlisted
for the Examination (Main).

The Final result and ~merit shall  be based on Examination (Main) and
Interview /Personality: Test as indicated in Section 1 (2)(c).

ad

1. Merit shall be drawn for only those shortlisted candidates who have appeared for both
components of final assessment. i.e. Examination (Main) and Interview/Personality

Test.

-1

'\'6\ W

o\

Page 9 of 16



