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NATIONAL INSTITUTE OF TECHNICAL TEACHERS TRAINING AND RESEARCH 

Taramani, Chennai – 600113 
 

 
SKILL TEST FOR THE POST OF SECTION OFFICER GRADE II (Admin. & Accts.) 

 

Duration: 60 Minutes     Maximum Marks: 100 Marks 

 
The exam shall be of two parts:  
 
Part A: Descriptive type (one or two) (20 minutes)    50 Marks 
 
Case studies related to disputes in Establishment, Pay fixation, audit objection etc. 
 
 
Part B: Computer Proficiency test on MS Office (40 minutes)   50 Marks 

The Syllabus for MS Office broadly covers the following topics: 

MS Word: 
Creating and managing documents, Formatting a document, Customizing Options and Views for 
Documents, Configuring Documents to Print or Save, Formatting Text, Paragraphs, and Sections, 
Creating Tables and Lists, Creating and Modifying a List, Applying References ,Inserting and 
Formatting Objects. 

 
MS Excel: 
Creating and Managing Worksheets and Workbooks: Creating Worksheets and Workbooks, 
Navigating Through Worksheets and Workbooks, Formatting Worksheets and Workbooks, 
Customizing Options and Views For Worksheets and Workbooks and Configuring Worksheets and 
Workbooks to Print Or Save. Cells and Ranges: Inserting Data in Cells and Ranges, Formatting Cells 
and Ranges and Ordering and Grouping Cells and Ranges. Tables: Creating and Modifying Table. 
Formulas and Functions: Applying Cell Ranges and References in Formulas and Functions. Charts 
and Objects: Creating and Formatting A Chart and Inserting and Formatting an Object 

 
MS PowerPoint: 
Create and Manage Presentations: Creating A Presentation, Formatting A Presentation Using Slide 
Masters, Customizing Presentation Options and Views, Configuring Presentations to Print or Save 
and Configuring and Present Slideshows. Inserting and Formatting Shapes and Slides: Inserting and 
Formatting Slides, Inserting and Formatting Shapes and Ordering and Grouping Shapes and Slides. 
Creating Slide Content: Inserting and Formatting Text, Inserting and Formatting Tables, Inserting 
and Formatting Charts, Inserting and Formatting Smart Art 
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