




Annexure "T""A"

Syllabus for the post of Assistant Handicrafts Traning Officer and Assistant 
Handlooms Traning Officer (AHTO)



2. GENERAL ENGLISH & COMPREHENSION

(i) Tenses

(ii) Narration

(iii) Modals

(iv) Articles

(v) Reading Comprehension
(vi) Fill in the blanks with Phrases, Pronouns, homonyms/homophones etc
(vii) Clauses

(viii) Synonyms and antonyms
(ix) Pairs of words and their use in meaningful sentences.
(x) Rearranging of jumbled sentences.
(xi) Idioms and phrases.
(xii) Uses of Prepositions.

(xiii) Active & Passive Voice
(xiv) Error Spotting
(xv) Sentence Correction

(xvi) Spellings Correction

3. GENERAL INTELLIGENCE & REASONING

(i) Number series, Letter series, Semantic Series, Speed, Distance
and Time, Statements and conclusions, Logical Reasoning, Mental
Reasoning, Word Building, Numerical Operations, Semantic

Analogy, Symbolic/Number Analogy, Figural Analogy, Semantic
Classification, Symbolic/Number Classification, Figural
Classification, Problem Solving.

(ii) Symbolic Operations, Trends, Space Orientation, Space
Visualization, Venn Diagrams, Drawing inferences, Punched hole/
pattern- folding & un-folding, Figural Pattern- folding and
completion, Indexing, Address matching, Date & city matching,
Classification of centre codes/roll numbers, Small & Capital letters.

4. QUANTITATIVE APPTITUDE

The scope of the test will be computation of

(i) Whole numbers, decimals, fractions and relationships between

numbers, Profit and Loss, Discount, Partnership Business, Mixture
and Alligation, Time and distance, Time & Work, Percentage. Ratio
& Proportion, Square roots, Averages, Interest, Basic algebraic.

(ii) Graphs of Linear Equations, Triangle and its various kinds of

centers, Congruence and similarity of triangles, Circle and its
chords, tangents, angles subtended by chords of a circle, common
tangents to two or more circles, Triangle, Quadrilaterals, Regular
Polygons, Circle, Right Prism, Right Circular Cone, Right Circular
Cylinder, Sphere, Heights and Distances, Histogram, Frequency
polygon, Bar diagram & Pie chart, Hemispheres, Rectangular
Parallelepiped, Regular Right Pyramid with triangular or square
base, Trigonometric ratio, Degree and Radian Measures, Standard
Identities, Complementary angles.
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5. KNOWLEDGE OF COMPUTERS

(i) Basic Applications of Computer and its component.

(ii) Fundamentals of computer sciences.

(iii) Hardware & Software, Concept of Open-Source Technologies.

(iv) Input & output Devices.

(v) Knowledge of MS Word, MS Excel, MS Access, MS PowerPoint, PDF
Internet and E-mail.

(vi) Concept of Computer Virus and Latest Anti-Virus.

(vii) Role of Information Technology in Governance.

2

6



Annexure - "A"Annexure "B"



vi. Synonyms and antonyms.

vii. Pairs of words and their use in meaningful sentences.
viii. Idioms and phrases.

ix. Uses of Prepositions.

x. Active & Passive Voice.

3. General intelligence & Reasoning

a. Basic Arithmetic:

i. Number System.

ii. Percentage.
iii. Average.
iv. Profit & Loss.

v. Ratio & Proportion.
vi. Time & Work.

Marks: 10

b. Reasoning:
i. Number series.

ii. Letter series.

iii. Coding decoding.
iv. Direction sense.

v. Blood relations.

vi. Mathematical reasoning.

vii. Speed, Distance and Time.
viii. Statements and conclusions.

4. General Science

i. Various sources of energy.

Marks: 10

ii. Nutrition and its types, Respiration, Transportation of water, food and

minerals in plants.
iii. Communicable & Non-Communicable Diseases.
iv. Vitamins- Diseases related to vitamin deficiency.

v. Ecosystem - Its components, Food chains and Food webs.
vi. Environmental pollution. Ozone layer, its depletion, Green House Effect.

vii. Vaccines and Immunization.

5. Computer

i. Basic Applications of Computer and its components.

ii. Fundamentals of computer sciences.
iii.

Marks: 10

iv. Knowledge of MS Word, MS Excel, MS Access, MS Power point, PDF Internet an E-

mail.

Input & output Devices.

V. Concept of Computer Virus and Anti-Virus.



vi. Hardware & Software, Elements of Computers Processing System Hardware, CPU,Peripherals, Storage Media, Software Definition, Role and Categories Firmwareand Human-ware.
vii. Role of Information Technology in Governance.

6. Specialization:
60 Marks

UNIT-1

i. Society, Community, Association
ii. Social Stratification: Caste, Class and Social Stratification in Indiaنا Social Institutions: Norms, Values, Folkways and Mores
iv. Marriage, Kinship and family.
v. Social Change: Industrialization, Globalization, Modernization.

UNIT-2

Marks: 10

Marks: 10

i. Gender inequalities and issues.
ii. Gender law & Human rights.

iii. Stages and theories of Human development (Freud, Erikson).
iv. Socialization and its theories.

v. Anxiety disorders: Phobia, OCD, GAD, Panic disorder, PTSD.

UNIT-3
Marks: 10

i. Human Rights: Concept and Evolution

ii. Universal Declaration of Human Rights

iii. Understanding sex, Gender, Sexual division of labour.
iv. Women rights/ Child rights

v. Social evils- Child abuse, Child labour, Female feticide, infanticide and Drug Addiction

UNIT-4

i. Poverty and unemployment

ii. Population explosion, Global warming and Climate Change
iii. Indicators of social development

iv. Trafficking, Beggary, Corruption

Marks: 10



UNIT-5

i. Growth and development

ii. Food, Nutrition, Health and fitness

iii. Physiology and promoting health
iv. Food science and processing
v. Chemical analysis of food

vi. Food and personal hygiene

UNIT-6

Marks: 10

Marks: 10

i. Government and Non Government Programmes- Medical health care, Adoption, Foster
care, Institutional care, children act and children rights

ii. Health and Family Welfare Programmes

ii. Early childhood care and education

iv. Old age and Disability Schemes
v.

vi.

Poshan Abhiyan, Poshan tracker, Poshan vatikas, Supplementary Nutrition Programme

Anganwadi Services, Pradhan Mantri Matru Vandana Yojana (PMMVY), Scheme for

Adolescent Girls (SAG), Janani Suraksha Yojana (JSY), National Health Mission

(NHM)

vii. Paalna- convergence of Anganwadi Centers into crèches

viii. Ladli Beti Schemes, State Marriage Assistance Scheme etc.



Annexure "C" Marks: 120
Time: 02 Hours 



PDF.js viewer

6 of 16

https://eofficejkhod.saccess.nic.in/efile/assets/pdf.js-4.7.76-custo...

Two-wheeler / LMV  / Transport vehicle types. Brake lights, indicators, headlights. Tyre

condition & overloading signs. Horn, mirror, number plate standards. Emission smoke
colour basics.

Reporting & Record Keeping, Daily duty registers, Traffic violation reports, Accident
records, Evidence handling (photos, CCTV references

6. Basics of Road Transport System

Types of road transport: Passenger transport & Goods transport, Public vs private

transport system, Advantages and limitations of road transport. Structure of transport

department, Functions of transport authorities,

7. Driver & Vehicle Fleet Management

Driver training and licensing control, Duty hours and rest regulations, Driver discipline

and conduct, Alcohol, fatigue, and safety awareness. Vehicle scheduling and routing,
Fleet utilization, Preventive maintenance planning, Breakdown management, Record

keeping (log books, service records).

8. Traffic Management & Road Safety

Traffic flow and congestion control, Causes of road accidents, Accident prevention

measures, Road safety rules and signage, Role of enforcement in safety improvement.

9. Road Transport Management

Bus operations and scheduling, Seating capacity control, Fare regulation (conceptual),
Passenger safety and comfort, Special provisions for school buses. Types of goods
vehicles, Loading and unloading practices, Overloading control, Transport of
hazardous goods (basic awareness), Documentation for goods transport.
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Physics of braking, working principle and construction of Hydraulic braking system, Disc
and drum brakes, Parking brake, ABS. Brake pad/shoe replacement; Brake disc/drum
inspection and resurfacing; Brake fluid check and replacement; Brake line/hoses
inspection; Caliper inspection and lubrication.

Manual and power steering, steering linkage types, steering gears. Basic suspension
types, Effect on stability and control. Power steering fluid check and refill; Steering linkage
and tie rod inspection; Shock absorber/strut replacement; Suspension bush and spring
inspection; Wheel alignment and balancing.

Tyre construction, Tyre size and markings, Tyre condition and wear, Load rating and
retreading rules. Tire rotation and balancing, Wheel alignment, Tire pressure check and

inflation, Tire replacement and inspection for wear/damage.

Automotive Electrical Systems

Electrical & Electronic Systems: Battery, working principle and construction of alternator,

and starter motor. Lighting and signaling systems, Horn and warning devices. Lighting
& visibility: Headlamps, tail lamps, indicators, reflectors, mirrors.

Battery terminals and polarity, Fuses and relays, Headlights, indicators, horn wiring,
Starter motor & alternator basics, Using a test lamp or multimeter (basic). Battery

inspection, cleaning, and replacement; Alternator and starter motor check; Lighting
system check (headlamps, indicators, brake lights); Fuses and relays check; Wiper motor

and washer system service.

Workshop Tools & Equipment

Hand tools: Wrenches; torque wrenches, sockets, ratchets, extensions, and breaker bars;

hammers and mallets; screwdrivers; files; pliers; hacksaw; chisels and punches; removers

and screw extractors; gear and bearing pullers; trouble light; creeper.

Power tools: impact wrench; air drill; blow gun; air/electric ratchet; air powered grinder,
bench grinders, bench vice, presses, grease gun.

Jacks and lifts: floor jack; portable crane; lifts; engine stand/bench, Air compressor,
Hydraulic jack & jack stands, Wheel balancer (basic assistance), Tyre changer.
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4. Driveline Service

Grease types and grades, grease gun operation (manual, pneumatic), lubrication

points in chassis, propeller shaft, suspension joints, wheel bearings, U-joints,

importance of periodic greasing, over-greasing vs under-greasing effects.

Gearbox oil types, differential oil grades, checking oil level, oil replacement
procedures, signs of worn or contaminated gear oil, CV joints lubrication basics.

Brake fluid types (DOT 3, DOT 4, DOT 5), brake fluid replacement intervals, bleeding
basics, caliper slide pin lubrication, handbrake cable lubrication, identifying brake oil
leaks, basic brake wear checks.

Power steering fluid types, checking and topping up fluid, fluid replacement, hose and

seal inspection, basic hydraulic leakage identification, EPS vs HPS overview.

5. Battery & Electrical and tyres

Battery types, electrolyte level checking, terminal cleaning, corrosion prevention,
alternator belt inspection, fuse identification, basic warning lights related to lubrication
and maintenance.

Tyre types and construction, tyre pressure checking, tread wear patterns, tyre rotation

methods, wheel nut tightening sequence, use of torque wrench, wheel balancing
basics, spare wheel handling.

6. Car washing and detailing

Visual inspection for damage, covering electrical and sensitive parts, removal of loose

dirt and mud, correct washing sequence planning. Washer Perssonal protection
equipment, Standard car washing procedure.

High pressure washing equipment, manual washing tools, Drying & Finishing Tools,
Interior Cleaning Tools, Washing Chemicals & Liquids, Protection & Finishing

Chemicals. Precautions while washing engine bay, electrical and electronic systems,
brake area.
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Sarety

6. Safety Practices: Safe storage of lubricants, batteries, tyres, and inflammables; Fire
cafotu and environmental norms Rroper stacking and boucokoopina

and write-off procedures.
expenditure control; Audit compliance and stock audit procedures; Loss, shortage,

records. Basic knowledge of bills, invoices, and payments: Budget heads and

5. Documentation & Re ds: Goods Receipt Notes (GRN); Issue vouchers / demand
cline Stock ledgers and consumption statemente Condemnation

puc

dicpocal

Warranty and guarantee clauses.

with purchase orders and invoices; Rejection of substandard / duplicate parts;

4. Inspection & Quality Control: Physical inspection of received spares: Verification

Tendering, quotations, e-procurement (Ge e-Auction basiCS);
specifications of spares: Rate contracts aup sndply erders

3. Procurement & Purchase Procedure: Indent processing from workshops;

Prevention of over-stocking and shortages.

moving, and non-moving items; Periodic stock verification and reconciliation;

lubricants); proper labeling and identification of parts.
2 Inventory Control: Minimum maximum and reorder levels: Fast-movina slowe

Bin card system and stock registers; FIFO / LIFO methods (preferably FIFO for spares

1. Store Management Principles: Receipt, storage, and issue of automobile spares;

SECTION C: STORE M

architecture of Electric types or EVS. ire or les, ley

of bybridization ADAS and its levels

4. New vehicle technologies: Conventional vs hybrid vs electric vehicles, basic

automotive AC systems, components of AC system.

Charging system components, construction of alternator and starter motor. Theory of

s, Drake lamps,

devices Battery parts and operation. Starter devices. starting system components.

construction, monocoque or chassis-mounted body, nomenclature of car body panels.
londiampe toil laррс brao lampc ipdicatorc roflectorc mirrorc Horn andrnina

3. Vehicle Body & Electrical Systems: Vehicle Body dimensions, car Body types &

markings.

Suspension system components, suspension types, Tyre construction, Tyre size and

2. Running gear: Physics of braking, Hydraulic and air brakes, Disc and drum brakes,
Darking brake ARS steerina system comnonents Manual and nower steerina

transmission path to wheels.
types), U-Joints, propeller shaft, final drive and differential, transaxles, Power

mechanisms, need for gearbox, types of gearboxes, (manual types & automatic

Purpose of Clutch components of clutch. types of clutches. clutch operating

of electronically controlled petrol and diesel engines. Bharat Stage (BS) emission
Cote worto EC DDE SCD (copcopt louol DUC rolauapcol
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Needle and thread issues, Preventive maintenance.

Needle replacement, Safe operation practices. Routine cleaning and lubrication,

patching, Vinyl repair, Leather repair (back patching).

Foam collapse and deformation; sagging roof lining. Patch repair techniques: Fabric

Types of fabric damage: Seam failure; Fabric/leather tears; Burns, cuts, abrasions;

7. Upholstery Maintenance

sewing. не est, and doot covers

stretching and shrinkage. Seat cover stitching methods. Door trim and roof lining

Measuring seats and panels. Matching stitching with seat contours. Allowance for

6. Automotive upholstery
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