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Syllabus for the Post of Assistant Accountant/Office Assistant III
(Accounts)/Cashier/ Data Entry Operator/Junior Store-keeper

Unit -1
Financial Accounting and Computerised Accountihg

Financial accounting

Meaning and Scope of Accounting; Accounting Principles, Accounting Equations,
Conventions and Postulates, Double Entry System of Accounting; Basic
knowledge of Accounting Standards, Basic Accounting Terminologies, Concept of
Capital and Revenue Expenditure, Accounting Process- Journal, Ledger,
Subsidiary Books, Trial Balance and Rectification of Errors; Bank Reconciliation
Statement, , Depreciation Accounting, Provisions and reserves, Bills of Exchange,
Preparation of Final Accounts of Sole Trader with Adjustments, Accounting for
Non-Profit Organizations, Partnership Accounts: Admission, Retirement, Death
and Dissolution; Issue, Forfeiture and Reissue of Shares, Issue and Redemption of
Debentures, Issue of Bonus Shares, Stock Splits and Buy Back of Shares,
Introduction of GST, Contemporary issues in Accounting.

Computerised Accounting

An Overview of Computerized Accounting System and Accounting usage in Data
Base Management System; Use of Computer Software in Accounting and generating
various inventory reports for managerial decision making. Basic knowledge of
Computer: Devices: Input and Output devices; Memory: Primary, secondary and
auxiliary memory; Operating system, Internet; MS Office- Word, Excel and
PowerPoint.

Unit -1I
Financial Management and Financial Statement Analysis

Financial Management: Nature, Scope, Objectives and Significance of Financial
Management, Finance Functions, Capitalization and Theories of Capital Structure,
Cost of Capital, Investment Decisions, Financing Decisions and Dividend
Decisions, Working Capital Management, Contemporary issues in financial

management.
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Financial Statement Analysis

Financial statements of a Company: Meaning, Nature, Uses and importance of
financial Statement. Statement of Profit and Loss and Balance Sheet in prescribed
form with major headings and sub headings (as per Schedule III to the Companies
Act, 2013) Financial Statement Analysis: Meaning, Significance Objectives,
importance and limitations, Tools for Financial Statement Analysis: Comparative
statements, common size statements, Ratio analysis: Meaning, Objectives,
Advantages, classification and computation of various accounting ratios, Cash flow
analysis.
Unit IIT
Money, Banking and Financial Markets

Money and Banking: Meaning, Functions, Importance and Kinds of Money,
various methods of Note Issue with particular reference to their working in India;
Inflation and Deflation, Definition of Banking, Types and Function of Commercial
Banks; e-banking, digital payments, RBI- Functions, Instruments of Monetary and
Fiscal Pohcy, Main features of Monetary Pohcy since Independence; Critical study
of Credit Control.

Financial Markets: Financial Markets: Concept, Money Market: Concept, Capital
market and its types (primary and secondary), Stock Exchange-Functions and
trading procedure, Securities and Exchange Board of India (SEBI) - objectives and
functions, Contemporary issues of financial markets.

Unit IV
Business Organization, Management and Trade

Business Organization: Evolution and Fundamentals of Business, Forms of
Business organizations, Public, Private and Global Enterprises, Business Services,
Emerging Modes of Business, Social Responsibility of Business and Business
Ethics, Small Business and Enterprises.

Business Management: Meaning, nature, significance and process of
Management, Planning, Decision-Making, Organizing, Staffing, Organizational
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Structure, Directing, Motivation and Leadership, Coordination, Controlling, and
Communication- Meaning, Types, process and barriers.

Internal Trade: Meaning and types, services rendered by a wholesaler and a retailer,
Types of retail trade, Large scale retailers.

International Business: Concept and benefits, Export trade -Meaning and procedure,
Import Trade - Meaning and procedure, Documents involved in International Trade;
Indent, Letter of credit, shipping order, shipping bills, World Trade Organization
(WTO) meaning and objectives, Contemporary issues of Internal Trade and
International Business.

Unit V
Business Economics and Statistics

Business Economics: Definition, Nature, Scope and Methodology of Economics,
Micro and Macro Economics. Measurements of Utility, Law -of Diminishing
Marginal Utility, Law of Equi-Marginal Utility, Demand Schedule and Curves,
Elasticity of Demand, Methods of Measurement of Elasticity of Demand and
Elasticity of Supply, Consumer Surplus, Consumer's Equilibrium- Indifference
Curve Analysis. Production function and returns to factor, Different Concept of
Cost of Production, SAC, LAC Curves, Theory of Exchange, Forms of markets
and market equilibrium under perfect competition, Concept of Economic Growth
and Development; Meaning and Measurement of National and State Income,
Employment and Balance of payments, an overview of Economy of Uttarakhand,
Contemporary Issues in Economics.

Statistics: Nature, Scope, Importance and Limitations of Statistics, Statistical
Investigation: Planning a Statistical Investigation, Methods of Collecting Primary
and Secondary Data, Principles and Methods of Sampling; Methods of
Classification 'and Tabulation, Graphical Presentation of Data and its
Interpretation. Measures of Central Tendency- Uses, Limitation and Calculations
of various Averages: Arithmetic Mean, Median, Mode, Harmonic Mean and
Geometric Mean, Dispersion and Skewness: Various Measures; Correlation:
Simple Correlation, Scatter Diagram, Karl Pearson’s Correlation, Spearman’s
Rank Correlation, Index Number, Statistical Organizations of Centre and
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Unit VI
Marketing Management and Business Environment

Marketing Management: Nature, scope and importance of marketing, Marketing
concepts, Marketing Mix, Marketing Environment, Consumer Behaviour,
Marketing Segmentation, Product Classification, Concept of product mix,
Branding, Packaging, Labeling, Product life cycle, Pricing, Factors affecting price
of a product, Pricing policies, Distribution channels, Promotion and its types,
Contemporary issues in Marketing.

Business Environment - Concept and importance, Dimensions of Business
Environment - Economic, Social, Technological, Political and Legal,
Demonetization- concept and features, appraisal of LPG Policies, Consumer
Protection: Concept and importance, The Consumer Protection Act, 2019,
Contemporary issues in business environment.

*Current general knowledge and latest amendments in commerce and trade related

to all the above units is deemed to be included.



gRRC—2(F)
IIRTGUE BT IR iy el g St & forg sifar gos
(Sram & Sowo gTee Siffra™, 2000 & erfa SwR™ETS # @1 B)

T o e & 15 s/ Sl / e
qya /ul /GgAT A " it o
GENISH TR (1|
SARETS DI, it & afdd & R <o (eeegfea o)

3T 1950(S T fF wHu—wwg W HfT gen) Wfium (@™ S Sowo) ey
1967, ST & SwRM@vE I H WM B, B ATAR SYRIT ST/ SN et @
@Y 9 A ) T 2

£ / Sl / FARL. oo TAT/ AT SFDT gRAR
IERRIUS B ITH, GRS TR
Sforem . # gE=ITaT YT B
R — TRIER
fei® — N1
g™,
&R,
Rrenfrert /3rr e afivge /
41 afimge /9u frem afidrge /

TExieeR / e §9TS Searor 3TfRIem |



TRRe—2(@)

TIRIETE &1 IREE APET 57 MuiRa W o-—u=i & o |
A5 BT 09
SRS @ 3 s @t & forg wfer ymo—u=

(St 5 Sovo gfeA M, 2000 @ STa Swv@TS # @1 ©)
wHIfore faar smar & a5 st/ siweht / am)

g9 /il /ggAr A frardy w4
SEGIGH TR e
................... IERIEUE P I B, .foeg wift @ =fdd g1 a8 wfa

J0Y0 e AT Sidl, TR SHedl 9T o g e ot & fog srmefor
TR, 1094) ST 6 TwRETE ST F A ¥, B aEA—1 @ sl AT o
B | S WA, 1994 @ IRIEI—2 # SIERLEET Ww@—22 /16 /92—dH1—2 /1995 LI
e 08 fewwR, 1995 ERT U1 FAIT & 3meoIRT =&l ¥ |

51 / Sl / HHAR qAT /AT JAPT  URER

IERTETS B T SERGIS TR
S e T AT YECT B
WM — BRI,
e — TRT AT

qga™.

&R,

RTeReR) /amR frer afirge /R
Aforge /39 frem afrgie / TedicarR /

e 99 Heamr SIRERY |



gfRfrse—2()

TIRIETS DR
T g el @R 9l Srted & AW gd gd)

(aTTRrgEET ET—64 / XXXVI(3) /2019 / 19(1) /2019 f&=iies o7 A€ 2019 & 3refi)

RF wY ¥ TSR T B RIY I U6 TR TV

YO A W, g A R s

gy fear o & 6 s/ sl /g

REVASIVA:Cl! T / Aol

uRe 3fffths fore s o) A
STRETS T & ol Fardt /et fFardt €, Reer 9998 wier - g @ |

e URaR @ wft Wkl ¥ i af @ ra g i w9 W

FIR g & forg FuiRa 99@ ¥ 8.00 FE(ET 313 @@) | &9 B AR 61 IRaR

e & 9 o W eRa =& axar € —

l.
I.
Ml
V.

SN 4 5 Ywe a1 SEN S, AT

ST 99 1000 T e IT S 31fp, AT

ey RuTferaTell # 100 o T AT SEN IS B ARG TS, AT
R SRRt @ IreTar 3y &F H 200 I ST AT SEA AWD B
YT |

2. /Al /A S & S ¥ 8 SR WRd
WRGBR / SERMEVE WRER B R Sifr / sgefe sonfa /30 et aif = 4
|fefer w8l B |
TRIER Hfed $aierd a1 gav
e Bl A TH | M
YIS |1 T

T Brer T




gRRTe—2(8)
TIRIEVE & Wa=al G Il @ Pl @ forg yH-u=

TSR H&A1-4 /23 / 1982—2 / 1997, fa=i 26 faaw=, 1997
(S 5 Sovo g IR, 2000 @ ST SwkTEvS # A1 )

v favar e ® & s/ il / A
G9A /a1 /GG A eyt v

SR WU e QAT @MRIRG w7 N i, wadaar §um aeal @ e iR g
A e B fore amRern) i, 1093 ST 5 SaRTETE ST H @R B, @ SR s
I /A &R A7/ SRl / i Ent3a)
............... = /g /o /dE(gE @ ) Rafa ar sfierfia) swifa s, 1003 @ €
WAl & R Sad 40t/ A / (Fac=ar W ¥9r) & e 2

I — BRIER

el — ORT
UM
I




TRRME—2(3)
rereaar gH—ux

SR / 3Gl &1 99 3R uar

THTT U3 Ge&T—

freTaTar gHO-u

wHToTT fopar oirem € 6 sit /il / 650

ferrforfRae Aol & wmrlt Avreaar @ o=a B |

%, T favas(eeres) rEr yRawd gereTd(®ifers)

vi.
vii.

T ERIE. Ter) — sF1 9R g e grer wwifda wEl
T TEE. T) — F 9 R (@) g 9w

(@) HHSIR THS
M et Ak 9iE (@ge. v) — SFf e 8k Sl 9 ywifa
& ei(ETe) — e S wald (3t At an)

() et uga

(@) SR s

(1) Ty faym (arcfaa=)

U& 918 (3Y) — U@ 9 yerfdd
() gde vgd
(@) BN B
() wfer fonr (@refaT)

d5 ik g @gm) — 9o 3R fam # semHEs iR g T8 W)
FAGR 7 AR (Ese) — 7 IR FHe R Aifa IRIRS wewefed



. I SRrET oY e —

i, 9L — SR
i, 99 — iR wY | s
T, B G <
i. €L - afR
ii. 99— ol wY ¥ 9
(Sw &l &1 g1 § S AR 7 ')
2. g8 Refer § gl 2 /3R gl 8/ 59H GUR B9 @ RIEAT 8/ gUR 8N B GRIaET T8l
2| T 9l BT qAFERYT B S @ erger 8 @Y Seh—......... aut HEHT @Y Sy
@ R gAERer fhy S @Y e @ ol g1 o+
3. I AW § FeEmar &1 U B | |
4. 57/ 3wt/ AT I Faa @ fdeT @ o
frafeRed IR smems & ox1 wva /el E—
i T%— Ifferdl @Y Fedt B I Hadd / Haeh € | & /el
ii. MA- gder R diem & WRY o X Faa /FHe B | &f / =TEl
iii. To— SoM @ WRY &1 &R A/ Fhal § | EVAE
iv. B - gl B 9 P 3R 9P IR BRI I P /FHe 8 | & /e
V. 9- g% IR I R GHd/qhdl § | gl /8
Vi. TH— 98 R B IR Ghd/Hhal & | & /T8l
vii. TEE- TS EleN B B Fad /Wl © | VAL
viii. S TIeI §Y P P FR T/ Fhal & | & /T80
iX. UHI— 3@ &R B N Fad /FHFH g | g /el
X. Td— g/ & TR s R qahd /Fae & | & /el
Xi. 3RS~ U AR foraw & TRY S R FHad /qaHah & | VAL
(10 ) (S ) (sTo )
e e bikii)
Rrfeen O | e farferear 9
Ffcar sfies /7 fafea aftert/
AT @ gRaar g uf swIERe

(v wfea)
*S AR A B BIE T



gRRre—2(8)

i &t SR ¥ Wefa ygea wftfl o1 fawor
Description Of Abbreviations Used Related To DIVYANG Categories

Fiffexor § wrafa wgad wiemar
S.NO CATEGORY CODE ' ABBREVIATION USED
1 |B. EL0) Blind gfRegIa -
2 |L.V/P.B. geodio /odio [Low Vision/Partially Blind [Fgfe /e gfe
3 |D. 0] Deaf IR
4 |HH/P.D. T07ho /4loSi0 (Hard of Hearing/Partially Deaf  |%@v1 wifder & &1 / @i aferR
One Arm Affected TP B gurfad
1) Impaired reach (1) =Tl
a ( .
N o (2) Weakness of grip (2) g # aryHef
(3) Ataxia (3) Ty geer
6 |O.L. $flogeio One Leg Affected T IR gHifad
Both Arm Affected ST g1 yarfa
7 |B.A. glo70 (1) Impaired (1) =R
(2) Weakness of grip (2) PHSIR UBbg
8 |B.L. dloveio Both Leg Affected Ml 3R ywTfaa
9 |B.LA. dloveroto Both Leg and Both Arm Affected [a1 9% e S141 &19 wofaa
10 BH — Stiffback and Hips (cannot sit or |[Re® 9% tve fewy (@5 =8l
_ stoop) KiEQy)
11 |[O.AL. 30T0YeHo " |One Arm and One Leg Affected [v@ % 3R & grer yarfaa
12 |C.P. wiodlo Cerebral Palsy YHRKTS T
B |LL TEI0%10 Leprosy Cured R GO
14 |Dw. Sreeyp Dwarfism CIGIE]
T0v0dt0 / Acid Attack Victims/Acid TRre ameEwe T /TRie
15 |A.AV/AV. wodio Vietims AR
16 |[A.S.D. TOTHO0SI0 Autism Spectrum Disorder TIURTIOTT
17 - |8L:.D. THOUT0SI0 Specific learning Disability fafafdse sftrm fRairar
18 |LD. argo<io Intellectual Disability Afg® e
19 [MDv/MW THOSIATZ0 / Muscular Dystrophy/Muscular mﬁg et / L
Gl JHOS Y Weakness and limited physical A iR ey
20 [M.L THOTE0 Mental Illness ARG SRR
21 |M.D. THOSI0 Multiple Disabilities ag fRairar
22 |Th. Cg Thalassaemia DERLGR
23 |Hp. T Hemophilia grermiferar




