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Appendix - 'A’
COURT MANAGER EXAM 2025

Examinations Scheme

The Examination shall be conducted by the CGPSC in three parts for the aforesaid post. In the first part Preliminary Examination

shall be conducted to restrict the number of candidates to the reasonable limit for the Main Examination.

Scheme and syllabus for the Preliminary Examination & Main Examination has been published in the advertisement under

Appendix ‘B’. Information regarding Date & Time of Main Examination will be published later on.

Scheme of Preliminary Examination:-

)

@
©)]

“@

3

Note :-

(@)

(b)

©
)

Note:-

The question paper for Preliminary Examination shall be of 100 objective type questions. Each question will have four options for

answer.

Candidates shall have to choose the correct option.

The language of question paper of Preliminary Examination and Main written Examination will be English and Hindi.

The relatively more meritorious candidates from among those who appeared in the Preliminary Examination in the ratio of 1:15
having regard to the number of vacancies shall be declared qualified for appearing in the Main Examination. The candidates
obtaining equal marks as obtained by the last qualified candidates shall also be declared qualified, though, in consequence the
number of candidates declared as qualified may exceed the parameter of 15 times the number of Notified Vacancies. The same
procedure will be adopted for Viva-voce in the Main Examination while declaring the candidates qualified on the basis of merit

possibly three times against the number of vacancies.

The final selection will be on merit on the basis of total marks obtained in the written (Main) Examination and Viva-voce. The
decision of the CGPSC with regard to calling the candidates for Viva-voce will be final. The maximum 15 marks are fixed for

Viva-voce.

There shall be a screening test in the Preliminary Examination to shortlist candidates for the Main Examination. The mark sheet
for Preliminary Examination will not be issued, nor the marks obtained in that Examination will be added while preparing merit
list of the Main Examination.

Considering the number of candidates the commission may conduct computer based test (CBT) instead of the traditional
examination.

The candidates remaining absent in the Viva-voce shall be disqualified for the selection.

Examination Centre:-

For Preliminary Exam For Main Exam
1. Bilaspur 1. Bilaspur

2. Durg-Bhilai 2. Raipur

3. Raipur

It is not necessary that the Examination centre opted by the candidates will be allotted to them. Looking to the

capacity and administrative convenience, the CGPSC will allot the Examination centre even other than mentioned or may

delete any examination centre given in the list. The candidates shall have to appear in Examination at the allotted centre.

000000
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Appendix - 'B'
SYLLABUS

‘ (A) Preliminary Examination No. of Question-100 Time 2:00 Hour, Marks-100 |

The Preliminary Examination shall be of the duration of two hours consisting of 100 objective type questions from the
following:-
(1) Management (2) English (3) Hindi (4) General Mathematics (5) Computer (6) Reasoning (7) General Knowledge (8)
General Knowledge relating to Chhattisgarh.
‘ (B) Main Examination (Written) Time 3:00 Hour, Marks-100 |

For Main Examination, the relatively more meritorious candidates from among those who appeared in the Preliminary
Examination in the ratio of 1:15 having regard to the number of vacancies shall be called for Main Examination (Written) to be
conducted which shall consist of:

1. Indian Legal System and General Awareness (Salient Features of Indian Constitution, Fundamental Rights, Directive
Principles of State Policy, Executive and Legislative of the Union and in the States, the Union Judiciary and the High
Courts in the States; Judicial System in India, the role of lawyers, prosecution, community and police in judicial
administration; Legal Aid System in India. Indian Economic System, Indian Political System, Current Affairs.)

2. Principles of Management (Concepts of General Management/Finance Management; Basic Managerial functions -
Planning Process, Types of Plan, Organizing - Organization Structure, Types of Organization, Span of Control, Staffing,
Directing-Motivation, leadership, Communication, Authority Relationship, Conflict Management, Controlling - Process
and Techniques; Fundamental Areas of Management; Social and Ethical Issues in Management. Accounting-
Accounting Process, Accounting Information System, Generally Accepted Accounting Principles (GAAP), Accounting
Concepts and Policies, Accounting Standards in India. Financial Management - Importance and Organization, Functions
of Financial Manager, Essentials of a good Financial Plan, Financial Plan for new project and for growth and expansion
of an established organization, Management of Fixed Capital, Working Capital and Earnings.)

3. Human Resource Management and Office Management (Concepts of Human Resource Management, Functions of
Human Resource Management, Human Resource Planning, Job Analysis, Role Description, Recruitment and Selection,
Training and Development, Performance Appraisal and Potential Evaluation, Job Evaluation and Wage Determination,
Employee Welfare, Dispute Resolution and Grievance Management, Employee Empowerment. Office Management -
Concepts, Principles of Scientific Office Management, Qualities, Duties and Responsibilities of Office Manager, Basic
Principles of Office Organization, Methods of Promoting Office Productivity. Principles of Materials Management,
Materials Management Manual. Purchasing - Policies, Types, Organization and Methods. Stores Keeping - Importance,
Functions, Organization, Methods and Inventory Control.)

4. Management Information Systems and Computer Applications (Management Information Systems-Definition and
Basic concepts, Managerial decision making process, Problem Solving process. Applications of Information
Technology. Features of Computer Based Information System (CBIS), Decision Support Systems (DSS), Data Based
Management Systems (DBMS). System Analysis and Design. Artificial Intelligence. Data Presentation, Analysis and
Interpretation. Report Writing and Analysis of Reports. Important features of MS Office Software - Word Processing
with MS-Word, Spread Sheet working with Excel, Presentation with Power Point. Working with common Accounting
and Statistical Packages.)

‘ (C) Viva-Voce

Relatively more meritorious candidates from among those who appeared in the Main Examination in the ratio of 1:3

having regard to the number of vacancies, shall be called for viva-voce to be conducted. The Maximum marks for Viva voce

would be 15.
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