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THE COTTON CORPORATION OF INDIA LTD. 
(A Government of India Undertaking, Ministry of Textiles) 

KAPAS BHAVAN, Plot No.3 A, Sector-10, CBD Belapur, 

NAVI MUMBAI- 400 614 

 
 

RECRUITMENT AGAINST VARIOUS POSTS ON DIRECT RECRUITMENT BASIS 
 

THE COTTON CORPORATION OF INDIA LTD is a public sector undertaking under 
Ministry of Textile, Government of India extending necessary marketing support to 
the cotton growers in selling their kapas produce at most competitive prices in the 
various market yards in all cotton growing States through timely intervention – 
beginning from day one of the kapas arrivals till the end of season, procurement 
operations spread over in 19 Branches and over more than 400 market yards in the 
country and having its head quarter at CBD Belapur, Navi Mumbai. For further 
strengthening its core competencies, CCI invites applications on direct recruitment 
basis from dynamic, proficient and motivated candidates looking for exciting career 
opportunities and want to be a part of our growth journey. Interested and eligible 
candidates can apply for the vacancies ONLINE, through our website 
www.cotcorp.org.in. 
 
1. Candidates to ensure their eligibility for the Posts: 
 

Before applying, candidates should ensure that they fulfill the eligibility criteria for 
the advertised posts. The CCI would admit to the Examinations all the candidates 
applying for the post with the requisite fee/intimation charges (wherever 
applicable) on the basis of the information furnished in the ONLINE application and 
shall determine their eligibility only at the final stage i.e.  document verification. If 
at that stage, it is found that any information furnished in the ONLINE application is 
false/ incorrect or if according to the Corporation, the candidate does not satisfy 
the eligibility criteria for the post, his/ her candidature will be cancelled and 
he/she will not be allowed to appear for document verification and can be 
removed from service without notice, if he/she has already joined the Corporation. 

 
2. Mode of Application  

Candidates are required to apply online through the Company’s website 
www.cotcorp.org.in. No other mode for submission of application is available. 
 

3. Important Dates  
 
Events  Important 

Dates  
Opening date of online registration form 02.01.2020 
Closing date of online registration form(Last day of Fee payment) 27.01.2020 

** The Corporation reserves the right to make any changes in these dates 
 

4. Help Facility – In case of any problem in filling up the form, application fee 
payment/intimation charges or in downloading of e- admit card, queries may be 
made through email at cotcorphelpdesk@gmail.com and phone number 022-
61306219 from 10 am to 5 pm on working days  
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5. Use of Mobile Phones and other electronic devices banned  

 
a) The use of any mobile phone (even in switched off mode), pager or any 

electronic equipment or programmable device or storage media like pen 
drive, smart watches etc or camera or Bluetooth devices or any other 
equipment or related accessories either in working or switched off mode 
capable of being used as a communication device during the examination 
is strictly prohibited. Any infringement of these instructions shall entail 
disciplinary action including ban from future examinations. 
 

b) Candidates are advised in their own interest not to bring any of the banned 
items including mobile phone/pagers to the venue of the examination, as 
arrangement of safe-keeping cannot be assured. 

 
c) Candidates are advised not to bring any valuable items to the examination 

halls, as safe keeping of the same cannot be assured. The CCI will not be 
responsible for any loss in this regard. 

 
6. Addendum/Corrigendum: Please note that Addendum/corrigendum, if any, issued 

on the above advertisement, will be published only on the Corporation’s website 
www.cotcorp.org.in. 

 
A. DETAILS OF POSTS: 

 
1. The Corporation having its Head Office in Navi Mumbai and branch offices all 

over India invites application for filling up the following post, the details of which 
are as under:- 

 

Sl 
No. 

Post 
Code  

Name of the 
post  

No of 
Posts 

Upper Age 
limit as On 
01.10.2019 

Qualification Experience 

1 11 Assistant 
Company 
Secretary -II 

01 (UR) 32 A Company 
Secretary with 
Degree in law. MBA 
qualification will be 
added advantage.  

Should have minimum 
of one (1) year 
experience as 
company secretary or 
equivalent post in a 
public sector 
undertaking or private 
sector organization of 
repute. 

2 12 Assistant 
Manager 
(Civil) 

01 
(UR) 

32 BE (Civil) from a 
recognized 
university with 
minimum 50% 
marks in aggregate. 

Should have one (1) 
year experience in 
reputed public/private 
sector organization 
holding a responsible 
position in civil 
maintenance work. 

3 13 Assistant 
Manager 
(Legal) 

01 
(UR) 

32 Degree in law (3 
years or 5 years 
integrated law 
course) with 
minimum 50% 
marks in aggregate.  

Should have minimum 
one (1) year 
experience as 
practicing advocate or 
should have 
employees in a legal 
firm or any 
organization of repute. 
Should be well 
conversant with 
Contract Act and other 
service regulation in 
government services. 
MBA qualification will 
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be added advantage 
4 14 Assistant 

Manager 
(Official 
Language) 
 
 

1  
(UR) 

32 Post graduate 
degree in Hindi with 
minimum 50% 
marks in aggregate. 
Should have studied 
English language 
upto graduation and 
should be well 
conversant in Hindi. 
Qualification in 
Hindi translation 
would be added 
advantage. Should 
be well conversant 
with the 
Government of 
India instructions in 
the matter of Hindi 
as official language 
in PSU/Central Govt 
Offices. MBA will be 
an added 
advantage. 

Should have minimum 
of One (1) year 
experience in any 
organization of repute 
 

5 15 Management 
Trainee (HR)  
 

1 
(UR) 

30 MBA /PGDM with 
specialization in HR 
or post graduate in 
any discipline in 
Human Resource 
Management with 
Minimum 50% 
aggregate. 
 
 

 

6 16 Management 
Trainee (Mktg)  

10 
 (1-SC, 
3 OBC, 
1-EWS, 
5-UR) 
 

30 MBA in Agri 
Business 
Management/ 
Agriculture related 
MBA. 

 

7 17 Management 
Trainee 
(Accounts)  
 

10 
(1-SC, 
3 OBC, 
1-EWS, 
5-UR) 

30 CA/CMA/MBA (Fin) 
/ MMS/M.Com. or 
any equivalent Post 
Graduate Degree in 
Commerce 
discipline  

 
 
 
 
 

8 18 Junior 
Commercial 
Executive  

20 
(3-SC, 
1-ST, 4 
–OBC, 
2-EWS, 
11-UR) 

27 B.Sc Agriculture   
from any 
recognized 
University with an 
aggregate of 50% 
marks, 45% marks 
in case of SC/ST/PH 
candidates. 

 
 
Criteria in case of 
employees of Cotton 
Corporation of India 
Ltd. (CCI) is: 
Qualification –Any 
Graduate  (10+2+3) 
Age –The age 
relaxation is only to the 
extent of number of 
years they put in 
service in CCI, 
provided they fulfill all 
other criteria for direct 
recruitment  

9 19 Junior 
Assistant 
(General)  

14 (1-
SC, 1-
ST, 3 
OBC, 1-
EWS, 
08-UR) 

27 B.Sc Agriculture   
from any 
recognized 
University with an 
aggregate of 50% 
marks, 45% marks 
in case of SC/ST/PH 
candidates. 

10 20 Junior 
Assistant 
(Accounts) 

15 (2 -
SC, 1-
ST, 3 
OBC, 1-

27 B.Com from any 
recognized 
University with an 
aggregate of 50% 
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EWS, 
08-UR) 

marks, 45% marks 
in case of SC/ST/PH 
candidates. 

11 21 Hindi 
translator  

01 
(UR) 

27 Graduate in Hindi 
with English as one 
of the subjects.  

a) Desirable: Master’s 
degree in Hindi, 
with English as a 
subject or in 
English with Hindi 
as a subject at 
Degree level. He 
/She should be 
well versed in 
translation work 
from English to 
Hindi and vice 
versa.  
Knowledge of 
Sanskrit and other 
Indian languages  

b) Journalistic 
experience /and 
aptitude in public 
relation work in 
journalism 

 

ABBREVIATION: UR – Unreserved; SC – Scheduled Caste; ST – Scheduled Tribe; 
OBC – Other Backward Class;  EWS – Economically Weaker Sections. 
 
 

IMPORTANT NOTE FOR EWS (ECONOMICALLY WEAKER SECTIONS): 
1. 10% of Vacancies are reserved for the EWS as per the directions of Government of 

India instructions issued vide DoPT OM No. 36039/1/2019-Estt (Res) dated 19th 
January, 2019 

2. Persons who are not covered under the existing scheme of reservations to the 
Scheduled Castes, the Schedule Tribes and the socially and Educationally 
Backward Classes and whose family has gross annual income below Rs. 8.00 lakh 
are to be identified as EWSs for the benefit of reservation. Family for this purpose 
will include the person who seeks benefit of reservation, his/her parents and 
siblings below the age of 18 years as also his/her spouse and children below the 
age of 18 years. The income shall include income from all sources i.e. salary, 
agriculture, business, profession etc. and it will be income for the financial year 
prior to the year of application. Also persons whose family owns or possesses any of 
the following assets shall be excluded from being identified as EWSs, irrespective 
of the family income: 

i. 5 acres of Agricultural Land and above; 
ii. Residential flat of 1000 sq. ft. and above; 
iii. Residential plot of 100 sq. yards and above in notified municipalities; 
iv. Residential plot of 200 sq. yards and above in areas other than the notified 

municipalities. 
3. The income and assets of the families as mentioned in para 2 would need to be  

certified by an officer not below the rank of Tehsildar in the States/UTs. The 
candidates shortlisted for document verification/interview shall be required to 
bring the requisite certificate as specified by the Government of India at the time of 
appearing for the process of document verification. 

4. The instructions issued by the Government of India in this regard from time to 
time shall be adhered to. 
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POST INDENTIFIED SUITABLE FOR PERSON WITH BENCHMARK 
DISABILITY (PwBD) 

 

Name of Post  Post identified suitable for PwBD Physical requirements  

Assistant 
Company 
Secretary II/ 
Assistant Manager 
(Civil)/ Assistant 
Manager (Legal)/ 
Assistant Manager 
(OL)/  
Management 
Trainee 
(HR/FIN/Mktg) 

a)Locomotor disability (OA,OL,BL,OAL) 
including cerebral palsy, leprosy 
cured, dwarfism, Acid attack victims, 
muscular, dystrophy 
b) Blindness and low vision (B,LV) 
c) Deaf (D) and Hard of Hearing (HH) 
 
Multiple disabilities from amongst the 
person under clause (a) to (c) above 
except deaf-blindness 

S,ST,W,SE, RW, C, MF, BN, 
KC, L, H,PP 

Junior Commercial 
Executive  

a)Locomotor disability (OA,OL,BL,OAL) 
including cerebral palsy, leprosy 
cured, dwarfism, Acid attack victims, 
muscular, dystrophy 
b) Blindness and low vision (B,LV) 
c) Deaf (D) and Hard of Hearing (HH) 
 
Multiple disabilities from amongst the 
person under clause (a) to (d) above 
except deaf-blindness 

S,ST,W,MF,SE,RW,H,C 

Junior Assistant 
(Gen)/ Junior 
Assistant (A/c) 

a)Locomotor disability (OA,OL,BL,OAL) 
including cerebral palsy, leprosy 
cured, dwarfism, Acid attack victims, 
muscular, dystrophy 
b) Blindness and low vision (B,LV) 
c) Deaf (D) and Hard of Hearing (HH) 
d)Specific learning disability 
 
Multiple disabilities from amongst the 
person under clause (a) to (d) above 
except deaf-blindness 

S,ST,W,SE, RW, H,C 

Hindi Translator  a)Locomotor disability (OA,OL,BL,OAL) 
including cerebral palsy, leprosy 
cured, dwarfism,Acid attack victims, 
muscular, dystrophy 
b) Blindness and low vision (B,LV) 
c) Deaf (D) and Hard of Hearing (HH) 
 
Mutiple disablities from amongst the 
person under clause (a) to (c) above 
except deaf-blindness 

S,ST,W,SE, RW, C, MF, BN, 
KC, L, H,PP 

ABBREVATION USED - S=SITTING, BN-BENDING, RW-READING AND 
WRITING,C=COMMUNICATION,MF=MANIPULATION WITH FINGERS, PP=PULLIN AND 
PUSHING,L=LIFTING, KC=KNEELING AND CROUCHING,ST=STANDING, W=WALKING, 
BLA=BOTH LEGS AND ARMS, BA= BOTH ARMS, OL=ONE LEG, BL=BOTH LEG, OA=ONE 
ARM, , OAL=ONE ARM AND ONE LEG. B=BLIND, LV=LOW VISION, H=HEARING, 
OH=ORTHOPAEDICALLY HANDICAPPED, CP CEREBRAL PALSY, LC=LEPROSY CURED, 
VH=VISUALLY HANDICAPPED, HH HEARING HANDICAPPED 
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DEFINITION OF PERSONS WITH BENCHMARK DISABILITIES (PwBD) 
 
Under Section 33 of Persons with Disabilities (Equal Opportunities, Protection of Rights 
and Full Participation) Act 1995 only such persons would be eligible for reservation 
who suffer not less than 40% of relevant disability and are certified by a Medical 
Board constituted by the Central/state Govt. Further, one percent reservation in 
addition to existing 3% reservation (total 4%) for the person with benchmark 
disabilities shall be allowed in view of the enactment of “The Rights of Persons with  
Disabilities Rules 2017” dated 15th June 2017 and DoPT OM no36035/02/2017-Estt 
(Res) dated 15.01.2018. The definition of the PwBD shall be as per RPWD Act 2016. 
 
Accordingly candidates with the disabilities identified above are eligible to apply (as 
per GOI guideline issued from time to time. Candidates claiming such benefits should 
produce certificate in original (by the competent Authority issued on or before the last 
date of online submission of application in the prescribed format available at the end 
of this advertisement) in support of their claim at the time of document verification at 
any stage of the process if considered for selection to the particular post. Person with 
disabilities will have to work in field/branch offices / Head Office as identified by CCI.   
 
Note for PWBD: 
 
1) PwBD candidates may belong to any category (i.e. General/SC/ST/OBC/EWS), 

Reservation for PwBD is horizontal and within the overall vacancies for the post 
subject to the posts having been identified suitable for such disabilities. 
 

2) PwBD candidates should posses a valid disability certificate issued by the 
Competent Authority as prescribed by The Rights of Person with Disability 
Act,2016 (RPwD Act, 2016). Such a certificate shall be subject to verification/re-
verification as may be decided by the Competent Authority. 
 

3) Suitable provisions for providing information regarding use of scribes by the blind 
candidates and candidates with locomotor disability and cerebral Palsy where 
dominant(writing) extremity is affected to the extent of slowing the performance of 
function (minimum 40% impairment) have been made in the online application at 
the time of the initial online application itself. 
 

4) Suitable information should be provided  at the time of initially applying for the 
post regarding availing of compensatory time by the blind candidates and 
candidates with locomotor disability and Cerebral Palsy where dominant(writing) 
extremity is affected to the extent of slowing the performance of writing function 
(minimum 40% impairment) requiring the facility of scribe. 
 

5) Guidelines for Person with Disabilities using a Scribe 
i. The visually handicapped candidates and candidates whose writing speed is 

adversely affected permanently for any reason can use their own scribe at their 
cost during the online examination. In such cases where a scribe is used, the 
following rules will apply (as per instruction of Department of Empowerment of 
Person with Disabilities OM No34-02/2015-DD-III dated 23rd August, 2018) 
 

 In case of person with benchmark disabilities in the category of blindness, 
locomotor disability (both arms affected –BA) and cerebral palsy, the facility of 
scribe shall be given, if so desired by the candidate. 

 In case of other category of person with benchmark disability, the provision of 
scribe can be allowed on production of certificate to the extent that the 
candidate  concerned has physical limitation to write and scribe is essential on 
their behalf, from the Chief Medical Officer/Civil Surgeon/Medical 
Superintendent of a Government healthcare institution as per the proforma. 
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Appropriate options in the online application form shall have to be selected 
during the filing of the online application and the filled proforma shall be 
submitted by the candidate at the time of initially applying. 

 The candidate has the discretion of opting their own scribe or request CCI for 
the same. If the scribe is arranged by the Corporation, the candidate shall be 
allowed to meet the scribe two days before the examination. 

 In case the candidate brings their own scribe, the qualification of the scribe 
should be one step below the qualification of the candidate taking examination. 
The person with benchmark disabilities opting for own scribe should submit 
details of their own scribe in the online application form and bring the 
certificate at the time of document verification as per Proforma Both the 
candidate as well as scribe will have to give a suitable undertaking that the 
scribe fulfills all the stipulated eligibility criteria for scribe mentioned above. 
Further in case if later transpires that he/she did not fulfill any laid down 
eligibility criteria or suppressed material facts the candidature of the applicant 
will stand cancelled, irrespective of the results of the online application. 

 Those candidate who use a scribe shall be eligible for compensatory time of 20 
minutes or otherwise advised for every hour of the examination. 

 The same scribe cannot be used by more than one candidate. In addition, the 
scribe arranged by the candidate should not be a candidate for current online 
recruitment for any post in CCI. If violation of the above is detected at any 
stage of the process, candidature for online examination of both the candidate 
and the scribe will be cancelled. Candidates eligible for, and wish to use the 
services of a scribe in the examination, should invariably and carefully indicate 
the same in the online application form. Any subsequent request may not be 
favorably entertained. 

 

ii. Guidelines for candidates with Benchmark disabilities compensatory time of 
minimum of one hour for examination of three hours duration or as otherwise 
advised shall be permitted for all the candidates with benchmark disabilities 
not availing the facility of scribe. The compensatory time shall be on pro-rata 
basis (not less than 5 minutes and in multiple of 5). 

 

iii. Guidelines for Visually impaired candidates 
 Visually impaired candidates (who suffer from not less than 40% of disability) 

may opt to view the test in magnified font and all such candidates will be 
eligible for compensatory time of 20 minutes or otherwise advised for every 
hour of examination. 

  The facility of viewing the contents of the test in magnifying font will not be 
available to visually impaired candidates who use the services of a scribe for 
the examination. 

 These guidelines are subject to change in terms of GOI guidelines /clarifications, if 
any, from time to time  
 

2. SERVICE CONDITIONS: 
 

i) Scale of Pay: (as on date) 
 

Assistant Company Secretary II – Rs 40,000 – 1, 40,000 (IDA) 
Assistant Manager (Civil) – Rs 40,000 – 1,40,000 (IDA) 
Assistant Manager (Legal) – Rs 40,000 – 1,40,000 (IDA). 
Assistant Manager (Official Language) – Rs 40,000 – 1,40,000 (IDA) 
Management Trainee (HR) –  Rs 30,000 – 1,20,000 (IDA) 
Management Trainee (Mktg) –. Rs 30,000 – 1,20,000 (IDA) 
Management Trainee (Accounts) - Rs 30,000 – 1,20,000 (IDA) 
Junior Commercial Executive - Rs 22000-90000 (IDA) 
Junior Assistant (Accounts) - Rs 22000-90000 (IDA) 
Junior Assistant (General) - Rs 22000-90000 (IDA) 
Hindi Translator -Rs 22000-90000 (IDA) 
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(b) Probation Period: 

The selected candidate will be on a probation for a period of 12 months (1 
year) of active service in Corporation from the his /her date of Joining. 
However mere completion of 12 months service in this Corporation from the 
date of joining shall not confer any right for the candidate for permanency. An 
employee is confirmed in service only when Management informs him/her in 
writing. 
  

(c) Service Bond: 
There is a mandatory provision of executing a Service Bond as under: 

“Serve a minimum period of 3 year in the Corporation after joining services or 
in lieu thereof 3 months basic pay (basic pay as on the date of separation)” 
 

 
B. ELIGIBLE CONDITIONS 
 

a) Nationality : A candidate must be a citizen of India.  
 
(i)  Minimum age criteria: The minimum age of the candidate applying for any 

post must be 18 years or above as on 01/10/2019.  
 

(ii) Maximum age criteria: 
(a) For the post of Junior Commercial Executive/Junior Assistant 

(General/Accounts)/ Hindi Translator- Age not more than 27 years as on 
01st October 2019, relaxation of 5 years for SC/ ST and 3 years for OBC 
(excluding creamy layer). With respect to Person with Disabilities 
(PwDs) upper age limit is relaxable by 10 years, which will be over and 
above the relaxation admissible for candidates belonging to SC/ ST/ 
OBC (Non-creamy layer) 

 
(b) For the   post of Management Trainee (Accounts) & (Mktg) & (HR)) - Age 

not more than 30 years as on 01s October 2019, relaxation of 5 years for 
SC/ ST and 3 years for OBC (excluding creamy layer) and for persons 
with disabilities shall be relaxable by 10 years (15 years for SC/ ST and 
13 years for OBC) which will be over and above the relaxation 
admissible for candidates belonging to SC/ ST/ OBC (Non-creamy 
layer) 
  

 
(c) For the post of Assistant Manager (Official Language)/Assistant 

Manager (Civil)/ Assistant Manager (Legal)/ Assistant Company 
Secretary -II- Age not more than 32 years as on 01st October 2019, 
relaxation of 5 years for SC/ ST and 3 years for OBC (excluding creamy 
layer) and for persons with disabilities shall be relaxable by 10 years 
(15 years for SC/ ST and 13 years for OBC). Which will be over and 
above the relaxation admissible for candidates belonging to SC/ ST/ 
OBC (Non-creamy layer) 

 
(iii) RELAXATION IN MAXIMUM AGE LIMIT 

In addition to the maximum age prescribed for a post; following categories of candidates 
shall also be entitled for age relaxation as prescribed: - 

 

Sl. 
No. 

Category Age Relaxation 

1. Scheduled Caste/Scheduled Tribe 5 years 
2. Other Backward Class (Non-Creamy Layer) 3 years 
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3. Persons with Disability (PWD) 10 years 
4. Ex-Servicemen 3 Years (after deducting no. 

of years of military service) 
5.** Persons ordinarily domiciled in the 

State of Jammu and Kashmir 
during the period 1.1.1980 to 31.12.1989)** 

5 years 

Note: Departmental candidates (Regular employees of  CCI ) applying under direct 
recruitment will be entitled only  for age relaxation    subject to the condition  that  they 
should be presently working in one scale/post lower than the post applied for with 
minimum one year experience on lower post/scale 

** - Any applicant intending to avail the relaxation under this category shall have to submit 
a certificate from the District Magistrate within whose jurisdiction she/he had ordinarily 
resided or any other authority designated in this behalf by the Govt. of Jammu & 
Kashmir to the effect that she/he had ordinarily been domiciled in the State of Jammu & 
Kashmir during the period from 01.01.1980 – 31.12.1989 
 

       In all cases of age relaxation, maximum age limit taking into benefit of cumulative age     
        relaxation shall not exceed 47 years as on 01.10.2019 

* For Ex- Serviceman the Upper Age limit shall be relaxed as on 01.10.2019 by 
allowing the deduction of length of actual Military Service from his actual age and the 
resultant age should not exceed the maximum age limit   prescribed for the Post by  
more  than 3 years (8 years in case of SC/ST; 6 years in case of OBC  Candidates). 

i) The upper age limit specified in (A)- “Detail of post” above is applicable to 
General Category candidates 

ii) The relaxation in upper age limit to SC/ST/OBC candidates is allowed on cumulative 
basis with any one of the remaining categories for which age relaxation is 
permitted as mentioned above from (iv) 3 to iv (5) 

iii) Candidates seeking age relaxation will be required to submit copies of necessary 
certificate(s) at the time of Document Verification and at any subsequent stage of 
the recruitment process as required by CCI 

iv) Age concession is not admissible to sons, daughters and dependents of ex-
servicemen. 

v) Candidates belonging to OBC category but coming under Creamy layer are not 
entitled to the benefits of OBC reservation. They should indicate their category as 
“General (Unreserved)” while filling online application. OBC certificate should be 
issued on or after 01/01/2019 with suitable mention about creamy layer / Non – 
Creamy layer status. 

vi) If there are no posts reserved for reserved category candidate belonging to 
SC/ST/OBC/EWS category; these candidates can apply against unreserved 
posts; provided they meet all the norms prescribed for unreserved candidates. 
The SC/ST/OBC/EWS candidates will not be considered for any relaxation in age 
and relaxation in qualifying marks in Online Test or at any stage in the entire 
recruitment process if they apply for unreserved posts.  

 

vii) Age concession to PWD candidates shall be admissible irrespective of the fact 
whether the post is reserved for PWD or not, provided the post is identified 
suitable for the relevant category of disability. 

< 

viii) The above guidelines are subject to change in view of any Government of India 
guideline/clarification from time to time. 
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C. APPLICATION FEE AND INTIMATION CHARGES  

 
  

Sl 
No 

Category Application 
Fee 

Intimation 
Charges  

Total  

1 GEN/EWS/OBC Rs 750/- Rs 250/- Rs 1000 
2 SC/ST/Ex-

Servicemen/PWD 
NIL Rs 250 Rs 250 

*Bank/Transaction charges are to borne by the candidate 
 
Note:  

1. If application is submitted without the prescribed fee/ intimation charges shall 
be summarily rejected. 

2. Fee once paid shall not be refunded under any circumstances nor can the fee 
be held reserve for any other examination or selection   

 
D. Mode of payment  
 Candidates have to make payment through ONLINE MODE only, once the 

payment is done, the confirmation mail will be forwarded subsequently after 
checking payment details. There will not be any other mode of payment of 
application fee.  
 

 The payment can be made using only Debit cards (RuPay/ Visa/ Master card/ 
Maestro), Credit cards or internet banking by providing information as asked 
on the screen. 
 

 After submission of forms the candidates will be redirected to SBI Payment 
gateway wherein they can make payment online. (Only candidates who belong 
to Gen/ OBC/OBC Non-Creamy Layer will be redirected). The payment can be 
made using only debit cards, credit cards and net banking. 
 

 The candidature of applicants submitting fee of lesser amount, other than 
prescribed will be rejected. Application fee once paid will not be refunded 
under any circumstances. Application once submitted cannot be withdrawn 
and application fees once paid will not be refunded on any count nor can it be 
held in reserve for any other recruitment or selection process 
 

 Candidates are required to take print-out of the SBI e-receipt and online 
registration slip and keep for future references. 
 

  Candidates will be solely responsible for filling up the online application 
correctly. In case of invalid applications due to errors committed by the 
applicant no claims for refund of application fee will be entertained by the 
Corporation.  
 

 Without e-admit card & valid Govt. photo ID proof, the candidate will not be 
allowed to appear for computer based test, verification of documents or any 
other stage of recruitment process. Candidates are therefore advised to keep 
photocopies of the same for future use. 
 

 
E. ACTION AGAINST CANDIATES FOUND GUILTY OF MISCONDUCT /USE OF 

UNFAIR MEANS  
 
A candidate who is or has been declared by the Corporation to be guilty of  
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i. Obtaining support for his/her candidature by the following means, 
namely: - 

a. Offering illegal gratification to, or 
b. Applying pressure on, or 
c. Blackmailing, or threatening to blackmail any person connected 

with the conduct of the examination,  
Or 

ii. Impersonating, or 
iii. Procuring impersonation by any person, or 
iv. Submitting document which is fabricated or tampered with, or 
v. Making statements which are incorrect or false suppressing material 

information, or  
vi. Resorting to the following means in connection with his/her candidature 

for the examination, namely 
A. Obtaining copy of question paper through improper means 
B. Finding out particulars of the person connected with secret work 

relating to the examination 
C. Influencing the examiner, or 

vii. Using unfair means during the examination or  
viii. Writing obscene matter or drawing obscene sketches in the scripts or  
ix. Misbehaving in the examination hall including tearing of the scripts, 

provoking fellow examinees to boycott examination, creating a 
disorderly behavior and the like , or  

x. Using a scribe/availing compensatory time in examination despite 
being ineligible, or 

xi. Harassing or doing bodily harm to the staff employed by the 
Corporation  for the conduct of their examination,  

xii. Being in possession or using mobile phone , pager, or any electronic 
equipment or device or any other equipment capable of being used as a 
communication device  during the examination; or 

xiii. Violating any of the instruction issued to candidates along with their 
admission certificates permitting them to take the examination or 

xiv. Attempting to commit or as the case may be abetting the commission of 
all or any of the acts specified in the foregoing clauses ; may in addition 
to rendering himself /herself liable to criminal prosecution, be liable to 
be disqualified by the Corporation from the examination for which 
he/she is a candidate and /or to be debarred either permanently or for 
a specified period (i) by the Corporation from any examination or 
selection held by them; (ii) by the Corporation from any employment  
under them; (iii) dismissal from the service by the Corporation if he/she 
is already in Corporation’s employment; and (iv) if he/she already in 
some other service, the authority writing to his/her employer for taking 
disciplinary action. Provided that no penalty shall be imposed except 
after (i) giving the candidate an opportunity of making such 
representation, in writing as he/she may which to make in that behalf; 
and (ii) taking the representation, if any, submitted by the  candidate 
within the period allowed to him /her into consideration. 

 
 

F. How to apply: 
 

    Interested persons fulfilling the criteria mentioned above can submit the 
application online by logging on to The Cotton Corporation of India website 
www.cotcorp.org.in followed by visiting “Recruitment”  link. Applications 
will not be accepted through any other mode. The online registration will be 
open from 11:00 hrs on 02.01.2020 and closes on 17:00 hrs on 27.01.2020, 
after which the web-link will be disabled.  Candidates are advised to apply 
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online well before the closing date and not to wait till the last day for filling up 
the application to avoid the possibility of inability/ failure to log on to the 
website on account of site congestion, heavy load on the internet. 
Corporation does not assume any responsibility for the candidates not being 
able to submit their applications within the last day on account of aforesaid 
reasons or any other reason. Read the advertisement details carefully & 
verify your eligibility for the said post and click on “Enter” and fill up the 
online application form with your details. 
 

    Candidates should possess a valid e-mail id/mobile number. Candidates are 
advised to keep the e-mail id/ mobile number (to be entered compulsorily in 
the application form) active for at least one year. No change in e-mail id/ 
mobile number will be allowed once entered. Corporation will not be 
responsible for any loss of e-mail/SMS sent, bouncing of e-mail/SMS due to 
invalid/ wrong email ID/ mobile number provided by the candidate or due to 
any other reasons. 

 
    The online application has to be submitted with scanned photo, signature and 

documents related to qualification, experience, case etc (if applicable). 
Hence the candidates are advised to keep scan copy of all the details 
regarding their educational qualifications, Aadhaar card/ Aadhar enrolment 
slip, job experience, photo, signature, appointment letter (if applicable), last 
month salary slip(if applicable) ready with them before starting filling up the 
on-line application.  

 
     Online application once submitted cannot be altered under any 

circumstances.  
 

     The name of the candidate and that of his /her father/husband/spouse name    
       etc should be spelt correctly in the application exactly as it appears in the    
       certificates / mark sheets. Any change /alteration found may disqualify the    
       candidature. 

  
    An Email/sms intimation with the Registration number and password 

generated on successful registration of the application will be sent to the 
candidates E-mail ID /Mobile number specified in the online application form 
as a system generated acknowledgement. If candidates do not receive the 
email and sms intimation at the email ID/ mobile number provided by them, 
they may consider that their online application has not been successfully 
registered. For any queries or clarification, the candidates are requested to 
contact 022-61306219 (Helpdesk number).  

 
    If any information furnished by the candidate in any part of online application 

is found to be false or incomplete or is not found to be in conformity with 
eligibility criteria mentioned in the advertisement including the previous 
experience, the candidature/ appointment will be considered as revoked/ 
terminated at any stage of recruitment process or after recruitment or joining, 
without any reference given to the candidate.  

 
G. CALL LETTER FOR WRITTEN TEST FOR THE POST OF ASSISTANT 

MANAGER (CIVIL/OFFICIAL LANGUAGE/ ASSISTANT COMPANY 
SECRETARY-II/LEGAL) MANAGEMENT TRAINEES 
(MARKETING/ACCOUNTS/HR), JUNIOR COMMERCIAL EXECUTIVE, 
JUNIOR ASSISTANT (GENERAL/ACCOUNT/HINDI) 

 
1. The centre, venue address, post applied for, date and time for examination 

shall be intimated to eligible candidate and the candidate will be required 
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to download the admit card from the website. Please note no hardcopy of 
the admit card will be provided through post or any other means. 
 

2. Short listed candidates list will also be put on Corporation website hence 
candidates are requested to check the website from time to time. 
Intimation will also be sent on email id /SMS provided by the candidate in 
online application form. Corporation will not be responsible for any loss of 
email/SMS sent, bouncing of e-mail/SMS due to invalid/ wrong email ID/ 
mobile number provided by the candidate or due to any other reasons. 

 
3. Necessary information regarding the written test etc. will be hosted on 

Corporation website. Candidates are requested to visit the website from 
time to time to check the same. Any modification/ amendments in the 
advertisement will be given in the Corporation website 
i.e.www.cotcorp.org.in. Any request for change of centre, venue, date and 
time of examination will not be entertained. 
 
 

H. EXAMINATION CITIES: 
 
 
Sl 
No 

City Sl No City  

1 Mumbai/Navi Mumbai 5 Kolkata 
2 Hyderabad  6 Bengaluru 
3 New Delhi 7 Ahmedabad 
4 Chennai 8 Patna  
 

General Conditions: 
 

1. Candidates intending to apply for the said post should ensure that they fulfill 
the minimum eligibility criteria specified : 

 
Please note that the eligibility criteria specified herein are the basic criteria for 
applying for the post. Candidates must necessarily produce the relevant 
documents pertaining to category, age, educational qualification etc in original 
with a   photocopy thereof in support of their identity and eligibility as 
indicated in the online application form at the time of verification of documents. 
Please note that no change of category will be permitted at any stage after 
registration of online application. Merely applying for the said post does not 
imply that a candidate will necessarily offered employment.  

 
2. All educational qualifications mentioned above should be from recognized 

university/ Institute/ Board recognized by Government of India and results 
should have been declared on or before 01.10.2019. 

 
3. Candidate should indicate the aggregate percentage (%) obtained in the 

online application. No rounding off of decimals should be done and it should 
be represented in the online application upto two decimal places. The total 
maximum marks and total marks obtained for all semesters/ years will be 
summed up to arrive at the aggregate percentage. No weightage will be given 
to any particular semester/ year for calculating aggregate percentage.  
 

4. Where CGPA/ OGPA/ Grade is awarded the same should be converted into 
percentage (No rounding off of decimals should be done and it should be 
represented in the online application upto two decimal places). Candidates 



14 
 

will be required to submit a certificate to this effect from the University/ 
Institute at the time of verification of documents. 
 

5. Candidate can apply only for one post. Multiple applications will be 
summarily rejected. 

 
6. Age, qualification and experience stipulated above should be as on 01.10.2019. 

The month of declaration of results indicated in the mark sheet of the Final 
year/ semester will be considered as the date of acquisition of Educational 
Qualification. 
 

7.  Category (SC/ ST/ OBC/ PH) once mentioned in the application form will not 
be changed and no benefit of other category will be admissible later on. The 
Corporation reserves the right to fill/ not to fill all or any of the post herein 
advertised without assigning any reason and without issuing any further 
notice. Number of vacancies can be increased/ decreased, at the discretion of 
the Management, without assigning any reason and without issuing any further 
notice. The Corporation reserves the right to cancel this advertisement either 
partially/ wholly at any time, at its discretion without assigning any reason and 
without issuing any further notice. Management reserves the right to reject the 
application of any candidate without assigning any reason. Any legal 
proceeding arising out of this advertisement shall be subject to the 
jurisdiction of the courts in Mumbai. 

 
8. Candidates will have to appear on their own for written test/ verification of 

documents and no TA /DA will be given.  
 

9. Candidates already working with Government/ Semi-Government/ PSU will 
have to produce a “No objection certificate” from their employer at the time of 
verification of documents. Without NOC his/her candidature will not be 
considered. 
 

10. In all matters regarding eligibility, assessment, the Corporation decision will 
be final and binding on the candidates and no correspondence will be 
entertained in this regard. 
 

11. Work experience certificate which has to be submitted by the candidate at the 
time of verification of documents) should be on the letter head of the Company. 
The letter head of the Company should have details of the Company. If the 
candidate is presently employed then copy of appointment letter and copy of 
latest pay slip in proof of job experience has to be submitted. Only those job 
experiences will be counted where the salary payment is through cheque/ 
NEFT. Job experience where salary is paid in cash will not be counted. The 
proof regarding salary payment (i.e bank passbook) needs to be shown at the 
time of verification of documents. Other statutory deductions like PF should 
also be there. 

 
12. The Corporation reserves the right to shortlist candidates for verification of 

documents. No correspondence will be entertained with the candidates who 
are not shortlisted. Mere fulfillment of qualification will not entitle the person to 
be called for verification of documents.  Management reserves the right to 
raise the Standard of Specifications to restrict the number of candidates to be 
called for verification of documents. Canvassing in any form and /or bringing 
in any influence will be treated as disqualification. 
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13. Candidates should possess a valid e-mail id. Candidates are advised to keep 
the e-mail id (to be entered compulsorily in the application form) active for at 
least one year. No change in e-mail id will be allowed once entered. 

 
14. Candidates need not submit/ send at any address, application printouts or any 

certificates or copies thereof at the time of ONLINE application (No OFFLINE/ 
hard copy of application will be accepted). Their candidature will be 
considered on the basis of the information furnished in the ONLINE application. 
If at any stage, it is found that any information furnished in the ONLINE 
application is false/ incorrect or if according to the Management/ Selection 
committee, the candidate does not satisfy the eligibility criteria, his/ her 
candidature/ appointment will be cancelled/ terminated at any stage of 
recruitment process or after recruitment and joining, without any explanation 
given to the candidate. 
 

15. Candidates should understand thoroughly their eligibility for the post applied 
for. 
 

16. Proof of date of birth: At the time of verification of documents, regarding proof 
of date of birth the candidate will be required to give Birth certificate issued by 
a Municipal Authority or any office authorized to issue Birth & Death Certificate 
by the Registrar of Births & Deaths OR School leaving certificate / Secondary 
School leaving certificate/ Certificate of Recognized Boards from the school 
last attended by the applicant or any other recognized educational institution. 

 
17. Regarding caste certificate to be produced at the time of verification of 

documents: 
  

i. The caste certificate of SC/ST must be issued by any of the following 
empowered authority: 

 

a. Dist. Magistrate/Addl. Dist.Magistrate/ Collector/ Dy.Commissioner/ Addl. 
Dy. Commissioner/ Dy.Collector/ 1st Class Stipendiary Magistrate/Sub 
Divisional Magistrate/ Taluka Magistrate/ Exec.Magistrate/ Extra Asst. 
Commissioner.    

b. Chief Presidency Magistrate/ Addl. Chief Presidency magistrate/   
Presidency Magistrate 

  

c.  Revenue Officer not below the rank of Tehsildar. 
 

  d. Sub-Divisional Officer of the area where the candidate and/or his family 
normally resides. 

ii. OBC candidates have to submit caste certificate issued by the Competent 
Authority in the prescribed form his/her OBC status as well as exclusion from 
“Creamy layer” at the time of verification of Documents. OBC Non-creamy 
layer should be valid as on the date of advertisement OR should have been 
recently obtained (not older than one year as on the date of this 
advertisement). 

iii. EWS candidate have to submit certificate issued by the Competent Authority 
as specified by Government of India  

iv. The Competent Authority to issue Disability Certificate shall be a Medical 
Board duly constituted by the Central or a State Government. The disability 
certificate is to be produced at the time of verification of documents. At the 
time of verification of documents certificate for physically handicapped to be 
produced by the candidate should be in the prescribed format stating that 
person is suffering from not less than 40 % of relevant disability. 
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18. Candidates should submit the declaration stating the number and name of the 
relatives working in the Cotton Corporation of India Ltd, if any at the time of 
verification 

19. Appointment of selected candidates will be subject to their being found 
medically fit. 

20. In case of candidates who have changed their name, they have to produce 
original gazette notification/ their original marriage certificate/ affidavit in 
original, mentioning the changed name. 
 

21. Change in Job-Profile and Posting: 
 
The selected candidates will be posted in different cotton growing areas across 
India.In case of Junior Commercial Executive, posting will be in rural and 
remote areas. The candidate can be posted in any of the offices in India. The 
Management also reserves its right to change the job-profile of the candidate at 
its discretion at any time. 
 

22. Reservation for PH is horizontal and within the overall vacancies for the post. 
 
 

23. Candidates who were dismissed/terminated/removed by any 
PSU/Bank/Government Organization will not be eligible.   
 

 
ANNEXURE –I 

POST: ASSISTANT COMPANY SECRETARY-II 
 
The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 
Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 15 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 15 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 15 
Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 15 
Ques. 

 
Unit-V: Subject Knowledge – Indicative syllabus  01 Mark 60 
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Ques. 
INTERPRETATION AND GENERAL LAWS 

1  Interpretation of statutes Need for interpretation of a statute, Principle of 
interpretation. Aids to interpretation, legal Terminologies. 

2  Limitation Act, 1963 computation of the period Limitation Bar of limitation, 
Effect of acknowledgment, Acquisition of ownership by possession, 
classification of period of limitation. 

3 Indian stamp Act,1899, key  Definitions,  Principles of  Levy of stamp Duty, 
Determination, Mode and timing of stamp duty, person responsible, 
consequences of non-stamping and under-stamping, Adjudication, 
Allowance and Refund, concept of E-Stamping. 

COMPANY LAW  

1  Introduction to company law – Meaning, Nature, Features of a company, 
judicial acceptance of the company as a separate legal entity, corporate veil, 
Applicability of companies Act, Definitions and key concepts. 

2  Incorporation of company and matter incidental thereto. 

3  Prospectus and allotment of securities. 

4 Shares and share Capital, Meaning and types of capital, concept of issue and   
Allotment, issue of share certificates, further, issue of share capital, issue of  
shares on private and preferential basis, Right issue and  bonus  shares, 
sweat Equity  Shares and ESOPs, issue and Redemption of preference shares, 
Transfer and Transmission of securities, Buyback of securities, 
dematerialization and re-materialization  of shares, Reduction of share 
Capital. 

5  Deposits by companies. 

6  Members and shareholders, How to become a member, Register of 
Members, Declaration  of Beneficial interest, Rectification of Register of  
Members, Rights of Members, variation of Shareholders rights, Shareholders 
Democracy, Shareholder agreement . 

7 Charges, creation of charges, Registration, Modification and Satisfaction of 
charges, Register of charges, inspection of charges, Punishment for 
contravention, Rectification by Central Government in Register of charge. 

8  Distribution of profits, Profit and Ascertainment of Divisible profit Declaration 
and Payment of Dividend, Unpaid Dividend Account, investor Education and 
Protection Fund, Right to dividend, rights shares and bonus  shares to be 
held in abeyance. 

9  Corporate Social Responsibility, Applicability of CSR, Types of CSR Activities 
CSR committee and Expenditure, Net Profit for CSR Reporting requirements. 

10 Accounts, Audit and Auditors, Books of Accounts, Financial Statements, 
National Financial Reporting Authority, Auditors- Appointment, Resignation 
and procedure relating to Removal, qualification and Disqualification, Rights, 
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Duties and Liabilities, Audit and Auditors Report, cost  Audit, Secretarial 
Audit, internal Audit. 

11 Transparency and Disclosures Board’s Report, Annual Return, website 
disclosures, Policies. 

12  An overview of corporate Reorganization, Guarantees and Security, Related 
Party Transactions. 

13  Registers and Records, Maintenance and Disposal. 

14  An overview of corporate Reorganization, introduction of compromises, 
Arrangement and amalgamation, oppression and Mismanagement 
Liquidation and winding-up, overview of Registered  valuers, registration 
offices and fees. 

15  Board constitution and its Powers: Board composition, Restriction and Powers 
of Board, Board committees- Audit committee, Nomination and   
Remuneration committee, Stakeholder relationship committee and other 
committees. 

16  Directors, DIN requirement, Types of Directors, 
Appointment/Reappointment, Disqualifications, vacation of office, 
Retirement, resignation and Removal, and duties of Directors, Rights of 
Directors, loans to Directors, Disclosure of interest, Directors remuneration 

17  Inspection, inquiry and  investigation 

18  Key Managerial personnel (KMP’s) and their Remuneration, Appointment of 
Key Managerial personnel, Managing and Whole time Directors, Manager, 
Chief Executive Officer and Chief Financial Officer, Company Secretary-
Appointment, Role and Responsibilities, Company Secretary as a key 
Managerial personnel, functions of company secretary, officer who is in 
default, Remuneration of Managerial Personnel. 

19 Meeting of Board and its committees, frequency, convening and proceedings 
of Board and Committee meetings, Agenda Management, Management 
information system,  Meeting management, Resolution by Circulation, Types 
of  Resolutions, secretarial standard 1- Duties of company secretaries before, 
during and after Board/Committee meeting, General Meeting , Annual 
General Meeting, Extraordinary General Meetings, other General Meeting, 
Types of Resolutions, Notice, Quorum poll, Chairman, proxy, meeting and 
Agenda, Process of conducting  meeting, voting and its types-vote on show of 
hands, poll, E-voting, Postal Ballot, circulation of Members Resolutions etc, 
signing and inspection of Minutes, Secretarial Standard-2, Duties of  
Company  Secretaries before, during and after General Meeting. 

20  Oppression and Mismanagement. 

21  Strike off and removal of company name. 

22 Government  companies  

23 National Company Law Tribunal. 
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LABOUR LAWS 

1  Factories Act,1948  

2 Minimum Wages Act,1948 

3  Payment of Wages Avt,1936  

4  Employees Compensation Act,1923 

5  Maternity Relief Act,1961 

6  Prevention of Sexual Harassment of Women at Workplace (Prevention 
Prohibition and Redressal) Act,2013  

SECURITIES LAW  

1  An overview of SEBI(listing obligations and Disclosure 
Requirement)Regulation,2015 

2  An overview of SEBI (substantial, Acquisition of shares and Takeovers) 
Regulations,2018 

3  SEBI (Prohibition of insider Trading) Regulations,2015 

FOREIGN EXCHANGE MANAGEMENT 

1  Foreign exchange Management Act,1999  

2 Foreign exchange transactions & compliances, current and capital Account 
Transactions, acquisition & transfer of immovable property in India and 
abroad, realization and repatriation of foreign exchange. 

 
POST: ASSISTANT MANAGER (CIVIL) 
 
The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 
Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 15 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 15 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 01 Mark 15 
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and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 15 
Ques. 

 
Unit-V: Subject Knowledge – Indicative syllabus  01 Mark 60 

Ques. 
Engineering Mechanics: System of forces, free-body diagrams, equilibrium equations; 
Internal forces in structures; Friction and its applications; Kinematics of point mass and 
rigid body; Centre of mass; Euler’s equations of motion; Impulse-momentum; Energy 
methods; Principles of virtual work. 
 
Solid Mechanics: Bending moment and shear force in statically determinate beams; 
Simple stress and strain relationships; Theories of failures; Simple bending theory, 
flexural and shear stresses, shear centre; Uniform torsion, buckling of column, combined 
and direct bending stresses. 
 
Structural Analysis: Statically determinate and indeterminate structures by force/ 
energy methods; Method of superposition; Analysis of trusses, arches, beams, cables 
and frames; Displacement methods: Slope deflection and moment distribution methods; 
Influence lines; Stiffness and flexibility methods of structural analysis. 
 
Construction Materials and Management: Construction Materials: Structural steel - 
composition, material properties and behaviour; Concrete - constituents, mix design, 
short-term and  long-term properties; Bricks and mortar; Timber; Bitumen. Construction 
Management: Types of construction projects; Tendering and construction contracts; Rate 
analysis and standard specifications; Cost estimation; Project planning and network 
analysis - PERT and CPM 
 
Concrete Structures: Working stress, Limit state and Ultimate load design concepts; 
Design of beams, slabs, columns; Bond and development length; Prestressed concrete; 
Analysis of beam sections at transfer and service loads. 
 
Steel Structures: Working stress and Limit state design concepts; Design of tension and 
compression members, beams and beam- columns, column bases; Connections - simple 
and eccentric, beam-column connections, plate girders and trusses; Plastic analysis of 
beams and frames. 
 
Soil Mechanics: Origin of soils, soil structure and fabric; Three-phase system and 
phase relationships, index properties; Unified and Indian standard soil classification 
system; Permeability - one dimensional flow, Darcy’s law; Seepage through soils - two-
dimensional flow, flow nets, uplift pressure, piping; Principle of effective stress, 
capillarity, seepage force and quicksand condition; Compaction in laboratory and 
field conditions; One- dimensional consolidation, time rate of consolidation; Mohr’s 
circle, stress paths, effective and total shear strength parameters, characteristics of clays 
and sand. 
 
Foundation Engineering: Sub-surface investigations - scope, drilling bore holes, 
sampling, plate load test, standard penetration and cone penetration tests; Earth 
pressure theories - Rankine and Coulomb; Stability of slopes - finite and infinite slopes, 
method of slices and Bishop’s method; Stress distribution in soils - Boussinesq’s and 
Westergaard’s theories, pressure bulbs; Shallow foundations - Terzaghi’s and 
Meyerhoff’s bearing capacity theories, effect of water table; Combined footing and raft 
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foundation; Contact pressure; Settlement analysis in sands and clays; Deep 
foundations - types of piles, dynamic and static formulae, load capacity of piles in 
sands and clays, pile load test, negative skin friction. 
 
Fluid Mechanics: Properties of fluids, fluid statics; Continuity, momentum, energy 
and corresponding equations; Potential flow, applications of momentum and energy 
equations; Laminar and turbulent flow; Flow in pipes, pipe networks; Concept of 
boundary layer and its growth. 
 
Hydraulics: Forces on immersed bodies; Flow measurement in channels and pipes; 
Dimensional analysis and hydraulic similitude; Kinematics of flow, velocity triangles; 
Basics of hydraulic machines, specific speed of pumps and turbines; Channel 
Hydraulics - Energy-depth relationships, specific energy, critical flow, slope profile, 
hydraulic jump, uniform flow and gradually varied flow 
 
Hydrology: Hydrologic cycle, precipitation, evaporation, evapo-transpiration, 
watershed, infiltration, unit hydrographs, hydrograph analysis, flood estimation and 
routing, reservoir capacity, reservoir and channel routing, surface run-off models, 
ground water hydrology - steady state well hydraulics and aquifers; Application of 
Darcy’s law. 
 
Irrigation: Duty, delta, estimation of evapo-transpiration; Crop water requirements; 
Design of lined and unlined canals, head works, gravity dams and spillways; Design 
of weirs on permeable foundation; Types of irrigation systems, irrigation methods; 
Water logging and drainage; Canal regulatory works, cross-drainage structures, outlets 
and escapes 

 
POST: ASSISTANT MANAGER (LEGAL) 
 
The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 
Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 15 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 15 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 15 
Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 15 
Ques. 

 
Unit-V: Subject Knowledge – Indicative syllabus  01 Mark 60 
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Ques. 
Sl No  
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 

Indian Penal code 
Code of Civil procedure 
Code of Criminal Procedure 
Indian Evidence Act 
Constitution of India 
Transfer of property Act 
Contract Act 
Limitation Act 
Court Fees Act 
Special Relief Act 
Registration Act 
The Negotiable Instruments Act,1915 
The Arbitration and Conciliation Act 1996 

 
 
POST: ASSISTANT MANAGER (OFFICIAL LANGUAGE) 
 

The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 

Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 15 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 15 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 
15 

Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 
15 

Ques. 

 
Unit-V: Subject Knowledge – Indicative syllabus  01 Mark 60 

Ques. 
Sl No  

1  शÞ द ͪवचार उपसग[ Ĥ× यय  
2  शÞ द भेद  
3  ͧलगं, वचन, कारक, काल  
4  शÞ द Ǿपांतर  
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5  शÞ द अथ[, ͧभÛ न-ͧभÛ न अथ[, अनेकाथȸ शÞ द  
6  पया[यवाची, ͪवलोम शÞ द  
7  संͬध, समास  
8  वाÍ य 
9  अनुलोम-ͪवलोम 
10  अनुè वार-अनुनाͧसकता 
11  अå यय  
12  मुहावरे-लोकोÈ× ि◌ा   
13  वाÈ य-संरचना  
14  सं£ा,सव[लाम,ͩĐया ͪवशषेण  
15  छंद,अलंकार,रस, अͧभå यंजना  
16  वाÈ य संरचना,शुɮͬध-अशुɮͬध  
17  Ǒहदंȣ साǑह× य का इǓतहास  
18  पğ,काया[लय आदेश,, काया[लय £ापन,ǑटÜ पणी,सूचना,पǐरपğ कȧ मह× ता और अंतर  
19  राजभाषा संबंधी संवैधाǓनक उपबंध ,राजभाषा अͬधǓनयम  
20  गɮय-पɮय आधाǐरत Ĥæ न  
 
 
POST: MANAGEMENT TRAINEE (HR) 
 
The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 
Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 15 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 15 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 15 
Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 15 
Ques. 
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Unit-V: Subject Knowledge – Indicative syllabus  01 Mark 60 

Ques. 
Unit – I 
Schools of Management thought – Scientific Management School, Human Relations 
School, Behaviour School, System Approach    
Function of Management – Planning : types, steps, organising 
Direction, Control, Coordination, Communication. 
Unit – II  
Personnel Management: Functions, Structure of Personnel Department, Line and 
Staff, Job Analysis, Manpower Planning, New Challenges. 
Recruitment and Selection, Placement and Induction. 
Wage and Salary Administration, Job evaluation, Methods of Wage payment 
linking wages with productivity. 
Grievance handling and Disciplinary action. 
Unit – III 
HRD Concept, Importance, Evolution, Functions, Organisation of HRD Function. 
Performance appraisal, Training and Development, Quality of work life, Career 
planning, Quality circles. 
Training Programmes for workers, Management Development Programmes, 
Evaluation of training. 
Unit – IV 
Organisational Behavior: Concept, Importance, Evolution, Role, Group dynamics. 
Motivation, Leadership, Job satisfaction, Morale, Fatigue and monotony.  
Organisational change and Development, Organisational effectiveness 
Unit – V  
Industrial Relations: Concept, Scope, Approaches, Industrial Relations system. 
Industrial disputes: Causes, Effects, Trends, Methods and Machinery for the 
settlement of Industrial disputes. 
Workers participation in Management, Code of discipline, Tripartite bodies, ILO, 
Industrial relations and the new economic reforms. 
Unit – VI 
Trade Union: Meaning, Objectives, Functions, Theories, Structure of Trade Unions. 
Trade Union Movement in India, Leadership, Finance, Union Politics, Inter and 
rutia-union Rivalry. 
Unit – VII 
Labour legislation, Objectives, Principles, Classification, Evolution of labour, 
legislation in India, Impact of ILO, Labour and Indian Constitution. 
Factories Act, 1948. 
Employees State Insurance Act, 1948: Workmen’s Compensation Act, 1923: 
Maternity Benefit Act, 1961 
 Unit – VIII 
Trade Unions Act, 1926: Industrial Employment (Standing orders) Act, 1946: 
Industrial Disputes Act, 1947. 
Minimum Wages Act, 1948: Payment of Wages Act, 1936: Equal Remuneration Act, 
1976: Payment of Bonus Act, 1965. 
Unit – IX 
Labour Welfare: Meaning, Definition, Scope, Theories, principles and approaches. 
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POST : MANAGEMENT TRAINEE (MARKETING) 
 
The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 
Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 10 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 10 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 10 
Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 10 
Ques. 

Unit V : Language proficiency - paragraph based 
questions  

01 Mark 20  
Ques 

 
Unit-VI: Subject Knowledge – Indicative syllabus  01 Mark 60 

Ques. 
 
 Agricultural & Food Policy 
 Agricultural Finance 
 Marketing of Agricultural Inputs 
 Strategic Food Marketing 
 Management for Agribusiness  Projects 
 Market Research and Information Systems 
 International Agri-Food Trade 
 Value Chain Management – Applications in Agribusiness 
 CINE: Understanding Creativity, Innovation, Knowledge, Networks And 

Entrepreneurship 
 Food and Agri-business International Strategies and Organizations 
 Micro Finance Management 
 Food Supply Chain Management 
 Analyzing and Building Competencies  
 Carbon Finance 
 Public Policy 
 Social Entrepreneurship: Innovating Social Change 
 Sales and Distribution Management For Agriculture 
 Agribusiness Entrepreneurship 
 Agribusiness Leadership 
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 Agricultural Futures and Option Markets 
 Agricultural Markets and Pricing 
 Economics of Food Quality 
 Applied Agricultural Trade and Policy Analysis 
 Managing Sustainability 
 Managing Energy Businesses 
 Agricultural marketing, Trade & Practices 
 Farm Power and Machinery  
 Agricultural Entomology  
 Crop Pest and their Management 
 Agricultural Microbiology 
 Soil Microbiology 
 Principles of Agricultural Agronomy   
 Field crops 
 Weed Management 
 Organic Farming and Sustainable Agriculture  
 Dimension of Agricultural Extension 
 Cotton procurement, cotton area, production, yield and cotton scenario both domestic 

and international cotton. 
 
POST: MANAGEMENT TRAINEE (ACCOUNTS) 
 
The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 
Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 15 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 15 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 15 
Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 15 
Ques. 

 
Unit-V: Subject Knowledge – Indicative 
syllabus  

01 Mark 60 Ques. 

Accounting 
 
Accounting Standards, Introduction to Accounting Standards, Overview of 
Accounting 
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Standard AS 1: Disclosure of Accounting Policies, AS 2: Valuation of 
Inventories 
AS  3:  Cash  Flow  Statements,  AS 6: Depreciation  Accounting,  AS 7:  Construction 
Contracts, AS 9: Revenue Recognition, AS 10: Accounting for Fixed Assets, AS 13: 
Accounting for Investments, AS 14: Accounting for Amalgamation - Financial 
statements of Company- Preparation of financial statements- Cash flow Statement 
(Profit and Loss Account, Balance Sheet and Cash Flow Statement)-Profit/Loss prior to 
incorporation- Accounting for Bonus Issue, Amalgamation and Reconstruction, 
Average Due Date and Account Current, Self-Balancing Ledgers, Financial 
Statements of Not-for-Profit Organizations, Accounts from Incomplete Records, 
Accounting for Special Transactions 
(a) Hire purchase and installment sale transactions 
(b)Investment accounts 
(c) Insurance claims for loss of stock and loss of profit. Issues in Partnership Accounts 
Accounting in Computerized Environment 
 
Business Laws 

The Indian Contract Act, 1872, the Negotiable Instruments Act, 1881, The Payment of 
Bonus Act, 1965, The Employees’ Provident Fund and Miscellaneous Provisions Act, 
1952, The Payment of Gratuity Act, 1972 
 
Company aw 

The Companies Act, 2013, Preliminary, Prospectus, Share and Share capital 
 
Cost Accounting 

Introduction to Cost Accounting, Materials, Labor, Overheads, Non-Integrated 
Accounts, Methods, Job and Batch, Contract, Operating, Process and Operation, 
Standard Costing, Marginal Costing, Budgets and Budgetary Control 
 
Financial Management 

Scope and Objectives of Financial Management, Time Value of Money, Financial 
Analysis and Planning, Financing Decisions, Types of Financing, Investment 
Decisions, Management of working capital. 
 
Tax 

The Income-tax Act, 1961, Basic concepts, Residential status and scope of total 
income, Incomes which do not form part of total income ( Sec 10), 5 Heads of income, 
Provisions of Clubbing, Set-off and carry forward of losses, Deductions from gross 
total income, Computation of total income and tax payable. Provisions concerning 
Advance tax and TDS, Provisions for filing of return of income highlights of Goods 
and Services Tax Act (GST). 

 
Advanced Accounting 

  Conceptual Framework for Preparation and Presentation of Financial Statements 
Accounting Standards 
AS 4: Contingencies and Events occurring after the Balance Sheet Date 
AS 5: Net Profit or Loss for the Period, Prior Period Items and Changes in Accounting 
Policies 
AS 11: The Effects of Changes in Foreign Exchange Rates 
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AS 12: Accounting for Government Grants 
AS 16: Borrowing Costs 
AS 19: Leases 
AS 20: Earnings per Share 
AS 26: Intangible Assets 
AS 29: Provisions, Contingent Liabilities and Contingent Assets 
 
Advanced Issues in Partnership Accounts, Company Accounts, Employee stock 
option plan and Buy back of securities, Amalgamation and Reconstruction, 
Underwriting of shares and debentures, Redemption of debentures, Accounting for 
Special Transactions, Insurance Companies, Banking Companies, Electricity 
Companies, Departmental accounts, Branch accounts including foreign branches 

 
Auditing and Assurance 
Auditing Concepts, Auditing and Assurance Standards, Preparation for an Audit, 
Internal Control, Vouching, Verification of Assets and Liabilities, Company Audit, 
Audit Report, Special Audit 

 
 
POST: JUNIOR COMMERCIAL EXECUTIVE  
 
The paper would be in 6 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 
Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 10 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 10 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 10 
Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 10 
Ques. 

Unit V – Language Proficiency- Paragraph based question 01 Mark 20 Qus 
 

Unit-VI: Subject Knowledge – Indicative syllabus  01 Mark 60 Ques. 
 Agricultural marketing, Trade & Practices 

 Farm Power and Machinery  



29 
 

 Agricultural Entomology  

 Crop Pest and their Management 

 Agricultural Microbiology 

 Soil Microbiology 

 Principles of Agricultural Agronomy   

 Field crops 

 Weed Management 

 Organic Farming and Sustainable Agriculture  

 Dimension of Agricultural Extension 

 Cotton procurement, cotton area, production, yield and cotton scenario both domestic and 
international cotton. 

 
POST: JUNIOR ASSISTANT (GENERAL)  
 

The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 

Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 10 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 10 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 10 
Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 10 
Ques. 

Unit V: Language Proficiency- Paragraph based question 01 Mark 20 Qus 

 
Unit-VI: Subject Knowledge – Indicative 
syllabus  

01 Mark 60 Ques. 

 Agricultural marketing, Trade & Practices 

 Farm Power and Machinery  
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 Agricultural Entomology  

 Crop Pest and their Management 

 Agricultural Microbiology 

 Soil Microbiology 

 Principles of Agricultural Agronomy   

 Field crops 

 Weed Management 

 Organic Farming and Sustainable Agriculture  

 Dimension of Agricultural Extension 

 Cotton procurement, cotton area, production, yield and cotton scenario 
both domestic and international cotton. 

 General Administration 
 
POST: JUNIOR ASSISTANT (ACCOUNTS)  
 
The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
 
Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks 
per item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences 
etc 

01 Mark 15 
Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, 
direction and distance, ordering and ranking, blood 
relation, Data interpretation, coding and decoding, 
deductive logic, data sufficiency, series compilation, 
puzzles, pattern completion etc. 

01 Mark 15 
Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time 
and work, speed and distance, percentages and averages, 
profit, loss and discount, probability, Simple and 
Compound Interest,  etc 

01 Mark 15 
Ques. 

Unit-IV: General Knowledge - Indian geography, Indian 
trade & Economy, current affairs- World & India, scientific 
research, awards, sports , World geography etc 

01 Mark 15 
Ques. 

 
Unit-V: Subject Knowledge – Indicative syllabus  01 Mark 60 Ques. 

 Financial Accounting 
Accounting as a Financial Information System; Impact of Behavioral Sciences. Accounting 
Standards e.g., Accounting for Depreciation, Inventories, Research and Development Costs, 
Long-term Construction Contracts, Revenue Recognition, Fixed Assets, Contingencies, 
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Foreign Exchange Transactions, Investments and Government Grants, Cash Flow Statement, 
Earnings Per Share. Accounting for Share Capital Transactions including Bonus Shares, Right 
Shares, Employees Stock Option and Buy- Back of Securities. Preparation and Presentation of 
Company Final Accounts. Amalgamation, Absorption and Reconstruction of Companies 
 
Cost Accounting 
Nature and Functions of Cost Accounting. Installation of Cost Accounting System. Cost 
Concepts related   to   Income   Measurement,   Profit   Planning,   Cost   Control   and   
Decision   Making. 
Methods of Costing: Job Costing, Process Costing, Activity Based Costing. Volume – cost – 
Profit Relationship as a tool of Profit Planning. 

 
Incremental Analysis/ Differential Costing as a Tool of Pricing Decisions, Product Decisions, 
Make or Buy Decisions, Shutdown Decisions etc. Techniques of Cost Control and Cost 
Reduction: Budgeting as a Tool of Planning and Control. Standard Costing and Variance 
Analysis. Responsibility Accounting and Divisional Performance Measurement. 
 
Taxation 
Income Tax: Definitions; Basis of Charge; Incomes which do not form Part of Total Income. 
Simple problems of Computation of Income (of Individuals only) under Various Heads, i.e., 
Salaries, Income from House Property, Profits and Gains from Business or Profession, Capital 
Gains, Income from other sources,     Income     of     other     Persons     included     in    
Assessee's     Total     Income     . Set    -    Off    and    Carry    Forward    of    Loss. 
Deductions    from    Gross    Total    Income. Salient Features/Provisions Related to VAT and 
Services Tax. 
 
Business Law 
The Indian Contract Act, 1872, The Negotiable Instruments Act, 1881, The Payment of Bonus 
Act, 1965, The Employees’ Provident Fund and Miscellaneous Provisions Act, 1952, The 
Payment of Gratuity Act, 1972 
 
Auditing 
Company Audit: Audit related to Divisible Profits, Dividends, Special investigations, Tax 
audit. Audit of Banking, Insurance, Non-Profit Organizations and Charitable Societies/ 
Trusts/Organizations. 
 
Financial Management 

Finance Function: Nature, Scope and Objectives of Financial Management: Risk and Return 
Relationship. 
Tools of Financial Analysis: Ratio Analysis, Funds-Flow and Cash-Flow Statement. Capital 
Budgeting 
Decisions: Process, Procedures and Appraisal Methods. Risk and Uncertainty Analysis and 
Methods. 
 
Cost of capital: Concept, Computation of Specific Costs and Weighted Average Cost of 
Capital. CAPM as a Tool of Determining Cost of Equity Capital. 
 
Financing Decisions: Theories of Capital Structure - Net Income (NI) Approach, Net Operating 
Income (NOI) Approach, MM Approach and Traditional Approach. Designing of Capital 
structure: Types of Leverages (Operating, Financial and Combined) EBIT- EPS Analysis, and 
other Factors 

 
Dividend Decisions and Valuation of Firm: Walter's Model, MM Thesis, Gordan's Model 
Lintner's Model. Factors Affecting Dividend Policy. Working Capital Management: Planning of 
Working Capital. Determinants of Working Capital. Components of Working Capital - Cash, 
Inventory and Receivables. Corporate Restructuring with focus on Mergers and Acquisitions 
(Financial aspects only) 
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Financial Markets and Institutions 
Indian Financial System: Overview Money Markets: Participants, Structure and Instruments. 
Commercial Banks. Reforms in Banking sector. Monetary and Credit Policy of RBI. RBI as a 
Regulator. 

 
Capital Market: Primary and Secondary Market. Financial Market Instruments and Innovative 
Debt Instruments; SEBI as a Regulator. 

 
Financial Services: Mutual Funds, Venture Capital, Credit Rating Agencies, Insurance and 
IRDA. Organisation Theory and Behaviour, Human Resource Management and Industrial 
Relations 

 
Organisation Theory 
Nature and Concept of Organization; External Environment of Organizations -Technological, 
Social, Political, Economical and Legal; Organizational Goals - Primary and Secondary goals, 
Single and Multiple Goals; Management by Objectives. 

 
Evolution of Organization Theory: Classical, Neo-classical and Systems Approach. Modern 
Concepts of Organization Theory, Organisational Design, Organisational Structure and 
Organisational Culture. 

 
Organisational Design–Basic Challenges; Differentiation and Integration Process; 
Centralization and Decentralization Process; Standardization / Formalization and Mutual 
Adjustment. Coordinating Formal and Informal Organizations. Mechanistic and Organic 
Structures 

 
Designing Organizational structures–Authority and Control; Line and Staff Functions, 
Specialization and Coordination. Types of Organization Structure –Functional. Matrix 
Structure, Project Structure. Nature and Basis of Power, Sources of Power, Power Structure 
and Politics. Impact of Information Technology on Organizational Design and Structure. 
Managing Organizational Culture 
 
Organisation Behavior 

  Meaning and Concept; Individual in organizations: Personality, Theories, and Determinants 
Perception - Meaning and Process. 
Motivation: Concepts, Theories and Applications. Leadership-Theories and Styles. Quality of 
Work Life (QWL): Meaning and its impact on Performance, Ways of its Enhancement. Quality 
Circles (QC)– Meaning and their Importance. Management of Conflicts in Organizations. 
Transactional Analysis, Organizational Effectiveness, Management of Change. 

 
Human Resources Management(HRM) 
Meaning, Nature and Scope of HRM, Human Resource Planning, Job Analysis, Job Description, 
Job Specification, Recruitment Process, Selection Process, Orientation and Placement, 
Training and Development Process, Performance Appraisal and 360° Feed Back, Salary and 
Wage Administration, Job Evaluation, Employee Welfare, Promotions, Transfers and 
Separations. 

 
 
POST: HINDI TRANSLATOR  
 
The paper would be in 5 parts with 120 Objective MCQ type to be attempted in 
120 minutes. 1 mark would be given for each correct answer and 0.25(1/4) 
marks deducted for each wrong answer. 
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Note: The level of the paper will be consistent with the educational qualification 
prescribed for each post  
 

Section name (Nature of Questions) Marks per 
item 

No. of 
Items 

Unit-I: General English- Articles, Prepositions, vocabulary, 
Reading and Comprehension, synonym, jumbled sentences etc 

01 Mark 15 Ques. 

Unit-II: Reasoning - Syllogism, coded inequalities, direction and 
distance, ordering and ranking, blood relation, Data 
interpretation, coding and decoding, deductive logic, data 
sufficiency, series compilation, puzzles, pattern completion etc. 

01 Mark 15 Ques. 

Unit-III: Quantitative Aptitude - Ratio and proportion, Time and 
work, speed and distance, percentages and averages, profit, loss 
and discount, probability, Simple and Compound Interest,  etc 

01 Mark 15 Ques. 

Unit-IV: General Knowledge - Indian geography, Indian trade & 
Economy, current affairs- World & India, scientific research, 
awards, sports , World geography etc 

01 Mark 15 Ques. 

Unit-V: Subject Knowledge – Indicative syllabus – 1) अĒेंजी से 

Ǒहंदȣ अनुवाद (300 शÞ द),2) Ǒहदंȣ से अंĒेजी अनुवाद  (300 शÞ द), 3) अĒेंजी से 

Ǒहंदȣ सार अनुवाद (300 शÞ दɉ) के पैराĒाफ के 100 शÞ दɉ मɅ सार अनुवाद 4) 
राजभाषा अͬधͧलयम, Ǔनयम सबंंधी Ĥæ न, 5) ĤशासǓनक शÞ दावलȣ के अंĒेजी 
शÞ दɉ का Ǒहदंȣ पया[य, 6) ĤशासǓनक शÞ दावलȣ के Ǒहंदȣ शÞ दɉ का अंĒेजी पया[य 

  

a) Point No 1,2 &3 will be in descriptive format 
 

10 marks 3 
items 

b) Point No 1,2 &3 will be in descriptive format 
 

01 mark 30  
Ques 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



































     
 

 

 

Recruitment against various posts on Direct Recruitment basis 

NOTE: 
 

1. CANDIDATES IN THEIR OWN INTEREST ARE ADVISED TO APPLY & SUBMIT APPLICATION PROMPTLY AND NOT TO WAIT TILL THE 
LAST DATE/TIME FOR APPLYING ONLINE. CCIL SHALL NOT BE RESPONSIBLE IF CANDIDATES ARE NOT ABLE TO SUBMIT THEIR 
APPLICATIONS ON ACCOUNT OF THE LAST MINUTE RUSH. 

 

2. PLEASE RETAIN PRINT-OUT OF APPLICATION FORM &PAYMENT ACKNOWLEDGEMENT SLIP(if applicable)FOR FUTURE REFERENCES. 
 

3. PLEASE DO NOT SEND HARD COPY OF THE APPLICATION FORM OR ANY DOCUMENTS TO THE OFFICE OF CCIL. 
 

 
 

Important Dates 
-  Opening Date for On-line Registration of Application 
 

02.01.2020 
- Last Date of submission of Online Application with Fee through Debit/CreditCard/Net Banking  

 

(Payment of Fee  through Net Banking ,Debit Card or Credit Card via SBI) 
 

27.01.2020 
 

 
 
 
 
 
 
 
 
 

INSTRUCTIONS FOR SUBMISSION OF ON-LINE APPLICATION 
 

 

General Instructions 
1. Read the Instructions carefully and select (√) "I Agree" and Press 'START' button to proceed further. 
2. For detailed Notification/Advertisement, click ‘Recruitment against various posts on Direct Recruitment basis’ and read it 

carefully before filling-up the on-line application. 
*Click here to download the detailed advertisement 

3. Before start of filling-up of application through on-line mode, the candidate should keep ready, the following 
details/documents: 
 

a) Valid E-mail ID & Mobile Number. 
b) Scanned copy of the recent passport size color Photograph (not older than 3 weeks). Candidates should ensure that the 

same photograph is used throughout this recruitment process. 
c) Scanned signature. 
d)  

4. Category [General(UR)/SC/ST/OBC/PWD] once filled by candidate in the on-line application form will not be changed and no 
benefit of other category will be admissible. 

5. Only India, Nepal & Bhutan Nationals fulfilling eligibility criteria are eligible to apply. 
 

How to Apply 
I. Candidates should have a valid personal e-mail ID and to ensure that itis active during the entire recruitment process. 

Applicationsequence number, User ID, Password and all other important communication will be sent on the same 
registered e-mail ID (please ensure that email sent to this mailbox is not redirected to your junk/spam folder).  
 

II. Candidates should take utmost care in furnishing/providing the correct details while filling-up the on-line application. YOU 
CAN EDIT THE INFORMATION BEFORE SUBMISSION OF APPLICATION. Once the Form is submitted, it can’t be edited. 
 

III. The process for submitting the application for Recruitment against various posts on direct Recruitment Basis 

at CCIL is given below: 
 

Step-I:  Sign-up by filling-up Discipline opted, Post Applied Name, Mobile No. and E-mail ID. The candidates will receive 
Application Sequence No (User ID) & Password on their registered ID.  

 

Step-II: Re-login and select the category and fill up the Personal Details, Qualification Details, Upload relevant documents 
(photo/signature) and submit Fee online via SBI (if applicable) through net banking, debit cards or credit cards. 

 

IV. Application once submitted cannot be withdrawn and fee once paid will neither be refunded nor adjusted. 
STEP-I: Registration 

a. Candidates agreeing Terms & Conditions of the recruitment may apply by clicking (√) in the Box & press 'START' button. 



b. Sign-up by selecting Post Applied, Name, Mobile No. and E-mail ID. 
c. On completion of Step-I Candidates will receive Application Sequence No (User ID) & Password on their registered email ID. 

 

STEP-II : Filling-up of Application 
d. After registration, candidate may click on “Go to Application Form” icon at top right corner,select his  category and other 

mandatory details and complete Personal Details, Qualification Details, Upload photo/signature/documents and submission 
of Fee (if applicable) through Online mode via Debit card, Credit card or Internet Banking through SBI. 

e. Instructions regarding scanning of Photograph, Signature and Certificates: Candidates should upload the scanned (digital) 
image of their photograph and signature in Jpg/jpeg format and documents in PDF format, as per the process given below: 
 

i. Photograph Image: 
 Photograph must be a recent passport size colour picture on light background (not older than 03 weeks). 
 Look straight at the camera with a relaxed face. 
 The size of the scanned image should be up to 100 kb in jpg/ jpeg format only.  

ii. Signature image: 
 The applicant has to sign on white paper with Black ink pen. 
 The signature must be signed only by the applicant and not by any other person.  
 Please scan the signature area only and not the entire page.  
 Size of file should beup to 100 kb in Jpg/jpeg format only. 

 

f. Once the application is submitted, candidates automatically will be redirected to SBI gateway to deposit total fee of INR 
1000/- (for GEN/EWS/OBC) or INR250/- (for SC/ST/Ex-Serviceman/PWD) through Debit Card/Credit Card/Net Banking. 
Candidate may generate payment acknowledge slip for future reference.  

g. Guidelines for remittance of fee are as under: 
 

  

 Post submission, the candidate will be re-directed to Bill desk gateway to make the online payment of application 
fees. 

 Kindly verify the details and make the payment for application fees via the different payment modes. 
 Post successful payment of application fees, candidate will be redirected to his application form. 
 Candidate may keep the payment transaction no safe with him for future use. 

h. Technical queries/ clarifications relating to the filling up of ON-LINE APPLICATION, please feel free to contact the Helpdesk 
at Email: cotcorphelpdesk@gmail.com or Phone No. : 022 61306219. 

PLEASE REFER ADVERTISEMENT AND ENSURE YOUR ELIGIBILITY FOR THE POST YOU ARE GOING TO APPLY. 
 

I Agree that I have read and understood clearly all the above instructions and eligibility conditions including 
advertisement for the Post/Discipline I am applying and agree to abide by all conditions during the process of recruitment. 

 
 

 

 

START 

ALREADY REGISTERED CANDIDATES – CLICK HERE TO LOGIN 


