
SCHEME OF WRITTEN EXAMINATION AND SYLLABUS - Assistant Registrar (Level 10) 

The recruitment to the post of Assistant Registrar shall be made through a Written Examination designed to 
assess the candidate's general aptitude, analytical ability, comprehension, quantitative reasoning, awareness 
of contemporary developments and professional competence in higher education administration and 
institutional governance. 

1. Scheme of Examination 

The Written Examination shall comprise two parts, namely, Part I (General Aptitude) carrying forty (40) 
marks and Part II (Domain Knowledge) carrying sixty (60) marks. 
 

Part Component Type of Questions Marks Duration 

Part I General Aptitude 

Subsection (A1+A2+A3) = 20 Marks 
Subsection (B) = 20 Marks 
40 Multiple Choice Questions (MCQs) 
of  01 mark each 

40 60 Minutes 

Part II Domain Knowledge 

20 Multiple Choice Questions (MCQs) 
of  01 mark each = 20 Marks 
04 Descriptive Questions of 10 marks 
each = 40 Marks 

60 120 Minutes 

Total   100 180 Minutes 

The question paper shall be set in bilingual format, namely Hindi and English. However, questions intended 
to assess proficiency in a particular language, comprehension passages and questions involving technical 
terminology, official drafting or language usage may be set in the concerned language only, as determined by 
the Competent Authority. 

Questions may be well distributed across the entire spectrum of the syllabus enclosed. 

Part I – General Aptitude (40 Marks) 

2. Syllabus 

The questions shall be designed to assess: 

(A1) Reading comprehension, language usage, interpretation of written material and understanding of 
administrative communications. 

(A2) Quantitative aptitude, including elementary arithmetic, numerical ability, interpretation of data, 
elementary statistics and analytical problem-solving equivalent to 10th standard (AISSE). 

(A3) Logical reasoning and analytical ability, including verbal reasoning, analytical reasoning, data 
sufficiency, pattern recognition, decision-making and problem-solving. 

(B) General awareness relating to the Constitution of India, governance, public administration, economy, 
current affairs, higher education, science and technology, digital transformation, sustainability and national 
and international developments of contemporary relevance. 

Part II – Domain Knowledge (60 Marks) 

The questions shall be designed to assess professional knowledge, application of rules and procedures, 
analytical capability and problem-solving ability in the following areas: 

Unit 1 – Higher Education Administration and Institutional Governance 

Governance framework of Institutions of National Importance; provisions relating to higher educational 
institutions; functions of statutory authorities and committees; institutional planning; academic governance; 
contemporary trends and best practices in higher education administration and governance. 
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Unit 2 – Establishment Administration and Human Resource Management 

Recruitment Rules; service conditions; reservation policies and roster management; leave administration; 
conduct and disciplinary matters; performance management; grievance redressal; employee welfare; 
workforce planning and human resource development. 

Unit 3 – Office Administration and Secretariat Practices 

Office procedures; noting and drafting; record management; digital documentation; secretariat practices; 
committee procedures; communication systems; management information systems and administrative 
process management. 

Unit 4 – Financial Administration and Public Procurement 

General Financial Rules; principles of public procurement; delegation of financial powers; contract 
management; inventory and asset management; audit principles; accountability mechanisms; vigilance and 
ethical governance. 

Unit 5 – Digital Governance and Information Management 

e-Office systems; Enterprise Resource Planning systems; workflow automation; electronic records 
management; digital signatures; management information systems; data governance; data analytics; cyber 
security fundamentals; digital transformation in higher educational institutions. 

Unit 6 – Institutional Quality Assurance and Strategic Development 

Strategic planning; institutional performance frameworks; process re-engineering; accreditation and ranking 
systems; quality assurance mechanisms; stakeholder engagement; sustainability initiatives; organisational 
development and change management. 

Unit 7 – Project and Programme Management 

Project planning and implementation; monitoring and evaluation; resource planning; risk assessment; 
institutional reporting; inter-agency coordination; policy implementation and organizational reforms. 

The descriptive component may include case studies, analytical essays, preparation of notes and reports, 
drafting of communications and policy documents, interpretation and application of rules and procedures, 
and problem-solving exercises pertaining to higher education administration and institutional governance. 

 

Note:  The date of exam / interview / DPC is tentatively scheduled for 3rd / 4th week of August 2026. 
 

Sd/- 
Registrar (In-charge)  

 

 


