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Syllabus for Written Test to the post of Assistant Resistrar. Pay Level -10

s.
No.

Name of the Topic Contents

1

I

General Knowledge and
Current Aff;rirs

History, Geography and economy of India Economy of India,
Constitution of India; Current National and International
events. Computer Knowledge & PFMS.

2
Maths & Ilumerical Abiltty

Maths & Numerical Ability: Averages, Profit and I",oss, Time
and Work, Simple Interest, Compound Interest, Decimal
Fractions, Problems on Numbers, Square Root and Cube Root,
Time and Distance, Simplifications, Problems on H.C.F and
L. C.M, Numerical Computation, Algebra, Mensuration,
Geometr5r etc.

3 Logical Reasoning

Number Series Compilation, Missing
Continuous Patiern Series, Matching Definitions, Missing
Character Finding, Odd ivlan Out, Blood Relations, Coding and
Decoding, Logical Sequence of Words, Arithmetic Reasoning,
Letter and Symbol Series, Numerical Reasoning, Data
Reasoning and Data Interpretation. etc.

4
Language &

Comprehension

Anton5rms, SSrnonSrms, Spelling Check, Common Error
Detection, one word substitute, correct option, Grammatical
error, Change of voice, Narration, Idioms and Phrases, English
Grammar, Sentence Correction and Completion, Paragraph
Summar5r, Reading Comprehension & Inferences, Spotting
Errors, Senterrce Improvement, Communication Skills,
Sentence Formation

3 Computer Itundamentals MS Word, MS Excel, Power Point, Internet, Email pystem.

4 Letter, Note Drafting, Office Order, Circulars.
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Service Matters

Public Procurement

FR & SR, LTC Rules, Leave Rules, CCS Conauct nutesJelf:.[
Rules, Medical Attendance Rules, Disciplinary & Vigilance, RTI
Act, Office Procedure, etc., DPC, Pay Fixation, Seniority, Legal
Matters, Foreign Service, Deputation, Labour Laws, Service
Rules, New Pension Scheme.

Financial Administration General Financial Rules (GFR), Elementary knowledge of
Income Tax, GST Rules, Knowledge of PFMS, Accountancy,
Receipt & Pa5rrnent, Budget, Commercial Accounts, Roles &
Functions of (CAG), Accounting and Graht in Aid, Financial
Statement of Central and Autonomous Bodies-

Procurement of Goods and Senrices, GeM Rules and
Procedures, Central Public Procurement Portal: Tendering,
Procuring,,t :tc., Contract Management, Inventory Management,
Procurement Manuals.

NIT Acts and Statutes, NITSER Act, Role an
and Works Committee and Senate; NIT Council; Powers and Functions of Director, Registrar.
Recruitment Rules for Faculty and Non-faculty, Reservation in Service Rules.

Admission and Registration procedures; Senate and its powers,
Board of Strrdies (BOS), Unfair Means Cases (UMC), Grade
Poiht System, Curriculum Structure for UG & pG,

Scholarships.
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NATIONAL INSTITUTE OF TECHNOLOGY HAMIRPUR (HP)-177005 

Syllabus for Written Test for the Post of  

MIN IST ERI AL HI GHER  AN D LOWER CADRE POSTS 

Sr. No. Topic Contents 
1. Broad

Administrative
structure of NIT
system.

a) Special reference to NIT Act-2007/NITSER Act-2012;
Statute; Role and Function of Board, Finance
Committee, Buildings and Works Committee, Senate
and NITSER Council.

b) Roles and Responsibilities of Chairman BOG,
Director, Deputy Director, Registrar, Deans etc.

2. Academic
Administration

a) International Ranking, its frameworks etc.
b) Broad idea about Admission, Registration, Credit

System and Academic Programmes offered by
Institute.

c) Examination System.
d) Ordinances for UG, PG and PhD programmes.
e) Conduct and Discipline Rules of Students, Rules for

unfair means in examination, Scholarship, Medal and
Prizes for the students.

f) Senate and Convocation matters
g) Reservation in admissions to UG, PG, PhD programmes

3. Leave/Vacation: a) CCS (Leave) Rules
b) Type of leave and terms & conditions of its grant.
c) Accumulation of Leave.
d) Procedure for grant of leave.

4. Disciplinary
Procedures

a) CCS(Conduct) Rules
b) CCS(CCA) Rules
c) Procedure for disciplinary actions.

5. Pension Rules and Retirement Benefits, Gratuity, GPF, CPF, NPS, MACP, DPC
etc.

6. Purchasing a) Purchasing Principles GFR-2017.
b) Various purchasing Systems etc. GeM Rules and

Central Public Procurement Portal.

7. TA/DA Rules, Income Tax Rules, LTC Rules, Medical Rules, Joining time rules,
Rules of Deputation & Lien, Reservation in appointment, Recruitment Rules in
NITs for faculty and non-faculty members.

8. RTI Act, knowledge of basic laws, Various Policies of the Institute etc.














