Soban Singh Jeena University, Almora
(Advertisement for Recruitment of various non teaching positions)
Advt. No. SSJU/Recruit./2021-22/0 '/3‘]1 Date: 02/08/2021

Online applications are invited from the eligible Indian Citizens in the prescribed format for various
vacant positions of S5J University. For more details i.e Minimum qualification, Experience, Reservation,
Relaxation in Age, Service Conditions, Emoluments, Age of Superannuation etc please visit
wwiw ssju.ac.in. The University reserves the right to change the number of vacancy(ies) of any category
and also to withdraw partial or full advertisement without assigning any reason.
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Fundamental of Computers

Syllabus

Uuitl:mmmmh:mwrmﬂuﬂom Classification and Gensrstions ¢ ot
Disgram of - Computer, Hardware, Software, Firmware, Input devices, Mamory jm
Central Processing Unit, Output devices mnd Computar Ports, Software: System softwars end Applloetion
Softwars, Concapt of Algorithm and Flowchert, Gonerstions of Programming Lenguages,
‘Unit 2: Operating System
wdwmwmlmumﬂmdmrm
of Wiadows Oparating Systam, Windows Desktop, Booting, Shut Down end Standby options,Start Meng,
T;mronuzmmnuwwmmmﬂmMud
ux
Unlt 3: Software Packagss Word Processing: Word processing concepts, Working with word
document: Opening, Closing and ssving options, Editing text, Find and replace taxt, Language checking
and thesauruses, Formatting, spell check, Autocorrect, Autotext; Bullsts and numbering, Parsgraph
Formatting, Indent, Page Formatting; Header and footer; Tables: Inserting and importing of tables, filling
and formatting  table; Plotures and Video; Mail Merge; Printing documents; Keyboard Shortouts

Spreadshost: Spreadshoet conoepts, Managing worksheets, Pormatting of Worksheets end Cells,
Entering data, Bditing; Printing 8 workshest; Organlzing Charts and graphs; Formmlas and
Functions: Handling operators in formule; gensrally used Spreadsheet functions: Mathemastical,
Statistical, Pinancial, Logicel, Date end Times; Keyboard Shortouts

Presentation Software: Introduction and creetion of the presentation, Use of Templates; Adding
new slide, Nevigating across alides, Uso of Master Slids, slide show, Saving and Opening of
prosentation, Text forinatting options, Copy, Move , Delote slides, Applying designs, Using
Animations, SHde Transitions, Insert olip art, Insert sound/movies, Viewing the presentstion;
Taking printout of presentation/Handouts; Keyboard Shortouts.

Unit 4: Worldag with Internet

Basics of Computer Network end Internet, Working with Internet, ISP, Web Browsers, World
Wide Web (WWW), Uniform Resource Locator (URL) and Domain Names, Uses of Internet,
Concept of Search Engines, IP Address, Applications of Internet, Chatting, Video-Conferencing,
GEmall: Manage an E-mall Account, E-mall Address, configure E-mail Acoount, log to an E-madl,
Sending and Rsceiving e-mails, sending files es attachments, Address Book; Uploading/
Downloading Filss, Net Etiguettss, Soclal impact of ICT in Bducation, heaith care and
CGovernance . :
Unit 8 Cyber Security Virus, Worms, Trojen and Anti-Virus software, Spywars, Malwrare,
Spams, Duta Backup and Recovery Tools, Indian IT ACT, Types of Cyber Crime, firewall,
Cooldes, Hackers and Crackers, Cyber Security Techniques: Authentioation, Bnoryption, Digital
Signatures, Antl-Virus, Firewall, Steganography.
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Examination Syllabus for the Post of assistan.t Accountant

Unit-I : Stakeholders in Accounting Information,
° Accounting: Concepts, Conventions and basic knowledge of
Accounting Standards,
. ¢ Basics of Accounting.
s Concept of Capital & Revenue.
Accounting Process: J. ournal ledger, Trial Balance,
e Bank Reconciliation Statement, Bills of Exchange and
Rectification of Eirors.
@ Depreciation Accounting,
e Preparation of Final Accounts with Adjustments.
© Partnership Accounts: Admission, Retirernent, death &
dissolution of partnership.
e Hire Purchase & Installments Payment systen:.
° Computation of Insurance Claims for loss of stock and loss of
- profit. '
Unit-I¥ : Advanced Financial Accounting,

Issue, forfeiture and Reissue of Shares, Issue and Redemption of
Preference Shares and Debentures. :

Valuation of Goodwill and Shares.
Basic of Amalgamation, Absorption and Reconstruction,




Unit-1¥f : Financial Management.

Finance Function, Time Value of Money.
Theortes of Capital Structure.

Working Capital Management.

Cost of Capital.

Dividend Policy.
Security Analysis & Portfolio Management: Computation of

Risk Retuins and Portfolio Risk, CAPM.
Leverage Analysis.

Unit-IV : Cost and Management Accounting.

Unit-V

Cost Reduction and Cost Control.
Target Costing, Benchmarking.
Just-in-Time Approach (JIT). Decision — makings Costs.
Marginal Costing- Meaning and its Practical Application.
Responsibility Accounting.
Ratio Analysis.
Funds Flow & Cash Flow Statements and Cash Budget.

Capital Budgeting.

: MIS. Auditing & Taxation

The concept of MIS; Softwares for MIS and Accounting;

- Types of Softwares; Data Processing: Batch Processing, Real Time
-on Live Pmcessfng; Safeguarding of Information; Internal Control;
Appointment, Powers, Duties & Responsibilities of an Auditor;
Types of Audit Reports of Companies- Unmodified Report,




Modified Report (Qualified Report, Adverse Report, Disclaimer of
Opinion); Heads of Income, Computation of Taxable Income and
Tax Liability of Individuals,




