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General English :-
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Tenses/Sequence of Tenses.

Voice : Active and Passive.

Narration : Direct and Indirect.

Use of Articles and Determiners.

Use of Prepositions.

Translations of Simple (Ordinary/Common) Sentences from Hindi to English and vice-versa.
Glossary of official, Technical Terms (with their Hindi Versions).
Synonyms.

Antonyms.

One word substitution.

Comprehension of a given passage.

Knowledge of writing letters: Official, Demi Official, Circulars and Notices.
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° Characteristics of Computers.
e Computer Organization including RAM, ROM, File System, Input & Output Devices.
e MS-Office (Exposure of word, Excel/Spread Sheet, Power Point).
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