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Svllabus for Selection of Receptionist / Librarian Post

1. Classification B Types of Classification — Colon Classification,

Dewey decimal classification, Universal Decimal

Classification.
2. Cataloging
3. Indexing - Subject Indexing, Key word indexing etc.,
4. Information Retrieval
Systems t Online Information Retrieval System, Off-line

Information Retrieval System.

5. Source of Information ; Primary Source of Information, Secondary Source

of Information, Tertiary Source of Information.

6.Basic Computer knowledge

7. Knowledge about basic sources of Information like Government Departments and Information

retrieval skills from these sources.




