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DATA ENTRY EXECUTIVE - SYLLABUS

Section A — Computer Knowledge
QFAT A — FYEI AT

. Typing Speed Test s ier arfar adreor

2. MS Excel Basics THUH TeFel I Hel T
3. Google Sheets [Tl MeH

Section B — Data Handling
AFAT B — 37T Yt

. Data Sorting 3TeT &5

2. Data Cleaning STCT 1% T
3. Accuracy Tests HelehdT TLI&ToT

Section C — Communication
¥ C — HOR Flerer

1. Email Drafting $&ef s1ithear / forgar

AW N -
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. Basic English Comprehension ST&e Sf3eTel T#ST / IS hirel

Section D — Office & Documentation Skills

TFUT D — FIATIT U AT FHiere

. File Management HIgel YatleT

. Document Formatting (Word/Docs) gE&dTdet Ta&IUT (Word/Docs)
. PDF Handling & Conversion S18IT% 3Tl UF shoa2lel

. Record Keeping Reps T@w@ra

Section E — Logical & Analytical Ability
AFA E - difeher vF fAeeoneAs a1dar

. Basic Reasoning el deh &THT
. Observation Test37dellehel G107
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3. Pattern/Sequence Identification Yeet/Herdd ggaret
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4. Problem Solving THATIT THTETA ohircl

Section Total Marks Total Questions Remarks

Section A 20 Marks 20 Questions No Negative Marking
Section B 20 Marks 20 Questions No Negative Marking
Section C 20 Marks 20 Questions No Negative Marking
Section D 20 Marks 20 Questions No Negative Marking
Section E 20 Marks 20 Questions No Negative Marking
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