NATIONAL INSTITUTE OF TECHNICAL TEACHERS TRAINING AND RESEARCH
TARAMANI, CHENNAI — 600113

SYLLABUS FOR THE OBJECTIVE TYPE TEST
Name of the Post: Senior Secretariat Assistant (Sergeant)

There will be 6 sections in the written test with 100 questions that account for a total of
100 marks. The subject-wise details are given below:

Section Subject No of Questions | Max Marks | Exam Duration

1 General Intelligence 10 10
2 General Awareness 10 10

Quantitative Aptitude
3 | (Basic Arithmetic Skill) 10 10

English Language 90 minutes
4 | (Basic Knowledge) 10 10
5 Computer Proficiency 10 10
6 Security Management 50 50

Total 100 100

1. GENERAL INTELLIGENCE:

The questions are of both verbal and non-verbal types. The questions will be on Semantic
Analogy, Symbolic operations, Symbolic/ Number Analogy, Trends, Figural Analogy, Space
Orientation, Semantic Classification, Venn Diagrams, Symbolic/ Number Classification,
Drawing inferences, Figural Classification, Punched hole/ pattern folding & unfolding,
Semantic Series, Figural Pattern-folding and completion, Number Series, Embedded figures,
Figural Series, Critical Thinking, Problem Solving, Emotional Intelligence, Word Building,
Social Intelligence, Coding and de-coding, Other sub-topics, if any Numerical operations.

2. GENERAL AWARENESS:

Questions are designed to test the candidate's general awareness of the environment around
and its application to society. Questions are also designed about the current events and of
such matters of everyday observation and experience in their scientific aspect as may be
expected of an educated person. The test will also include questions relating to India and its
neighboring countries especially pertaining to History, Culture, Geography, Economic Scene,
General policy and scientific research.

Page 1 of 3



3. QUANTITATIVE APTITUDE:
Number Systems: Computation of Whole Number, Decimal and Fractions, Relationship
between numbers.

Fundamental arithmetical operations: Percentages, Ratio and Proportion, Square roots,
Averages, Interest (Simple and Compound), Profit and Loss, Discount, Partnership Business,
Mixture and Allegation, Time and distance, Time and work.

Algebra: Basic algebraic identities of School Algebra and Graphs of Linear Equations.
Geometry: Familiarity with elementary geometric figures and facts: Triangle and its various
kinds of centres, Congruence and similarity of triangles, Circle and its chords.
Mensuration: Triangle, Quadrilaterals, Regular Polygons, Circle, Right Prism, Right Circular
Cone, Right Circular Cylinder, Sphere, Hemispheres, Regular Right Pyramid with triangular
or square Base.

Trigonometry: Trigonometry, Trigonometric ratios, Complementary angles, Height and
distances (simple problems only).

Statistical Charts: Use of Tables and Graphs: Histogram, Frequency polygon, Bar-diagram,
Pie-chart.

4. ENGLISH LANGUAGE:

Spot the Error, Fill in the Blanks, Synonyms/ Homonyms, Antonyms, Spellings/ Detecting mis-
spelt words, Idioms & Phrases, One-word substitution, Improvement of Sentences, Active/
Passive Voice of Verbs, Conversion into Direct/ Indirect narration, Shuffling of Sentence parts,
Shuffling of Sentences in a passage, Cloze Passage, Comprehension Passage.

5. COMPUTER PROFICIENCY:

Computer Basics: Organization of a computer, Central Processing Unit (CPU), Input/ output
devices, Computer memory, Memory organization, Back- up devices, PORTs, Windows
Explorer and Keyboard shortcuts.

Software: Windows Operating system including basics of Microsoft Office like MS word, MS

Excel and Power Point etc.
Working with Internet and e-mails: Web Browsing & Searching, Downloading & Uploading,

Managing an E-mail Account.

6. SECURITY MANAGEMENT:

a) Physical Security:
Maintenance of Inward/Outward register, installation and Maintenance of metal detector, door
frame, Physical frisking of the Men and Women, checking of baggages.

b) Personnel security:

Maintenance of Registers for outsourced staff such as Housekeeping, Security, Manpower.
Issue of the visitors pass by capturing photos of the visitor.
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c) Security of material:
Verification of the Inward/ Outward goods, issue of the gate passes for returnable and non-
returnable materials.

d) Document security:
Classification of documents such as important, Very important, Confidential, Secret, etc.

e) Fire services/procedures:
Maintenance of Fire extinguishers for controlling fire, Gas, Electricity, etc., Conducting First
aid courses for Faculty, Staff members and Contract workmen.

f) Intelligence/Vigilance:
Gathering of information from internal / external persons

g) Contingency Plans:
Disaster Management Plans, Evacuation drills,

h) Modernization/ Computer Security:
Usage of modern gadgets such as CCTV, Control through monitors, metal detectors, door

frames, barricades, mechanized doors, checking of car / van under chassis through
underground X - ray system, bomb detectors, etc.,

R Do Do
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