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Kff7\oqmd of]hgfnfO{ lgDgfg';f/sf b'O{ r/0fdf ljefhg ul/Psf] 5 M 

k|yd r/0f M–   lnlvt k/LIff      k"0ff{Í M– @)) 

låtLo r/0f M–   ;Lk k/LIf0f tyf cGtjf{tf{    k"0ff{Í M– $) 

 

k/LIff of]hgf (Examination Scheme) 
 

!= k|yd r/0f M lnlvt k/LIff (Written Examination)    k"0ff{Í M– @)) 

kq ljifo k"0ff{Í pQL0ff{Í k/LIff k|0ffnL k|Zg;+Vof ×  cÍ ;do 

k|yd 

;fdfGo 1fg, 

;fdflhs cWoog 

/ ul0ft 

!)) $) j:t'ut 
ax'j}slNks 

k|Zg (MCQ) 
%) k|Zg × @ cÍ 

$% 

ldg]6 

låtLo ;]jf ;DaGwL !)) $) ljifout 

5f]6f] cfpg] 

k|Zg 
!@ k|Zg × % cÍ 

@ 306f 

#) ldg]6 nfdf] cfpg] 

k|Zg 
$ k|Zg × !) cÍ 

 

@= låtLo r/0f M ;Lk k/LIf0f tyf cGtjf{tf{ (Skill Test & Interview)   

laifo k"0ff{Í k/LIff k|0ffnL ;do 

sDKo'6/ ;Lk k/LIf0f !) k|of]ufTds !% ldg]6 

cGt/jftf{ #) df}lvs  

 

b|i6Ao M 

1. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g ;Sg]5 .  

2. k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 .  

3. lnlvt k/LIffdf ;f]lwg] k|Zg;+Vof / cÍef/ oyf;Dej ;DalGwt kq÷ljifodf lbO{P cg';f/ x'g]5 .  

4. j:t'ut ax'j}slNks (Multiple Choice) k|Zgsf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) k|ltzt 

cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g .  

5. j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/ (Capital Letter) A, B, C, D df 

n]Vg'kg]{5 . ;fgf] cIf/ (Small Letter) a, b, c, d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] eP ;a} pQ/k'l:tsf /2 

x'g]5 .  

6. ax'j}slNks k|Zg x'g] k/LIffdf s'g} k|sf/sf] Sofns'n]6/ (Calculator) k|of]u ug{ kfO{g] 5}g .  

7. ljifout k|Zgsf] xsdf Pp6f nfdf] k|Zg jf Pp6} k|Zgsf b'O{ jf b'O{ eGbf a9L efu (Two or more parts 

of a single question) jf Pp6f k|Zg cGtu{t b'O{ jf a9L l6Kk0fLx¿ (short notes) ;f]Wg ;lsg] 5 .  

8. ljifout kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx¿ x'g]5g\ .  k/LIffyL{n] k|To]s v08sf 

k|Zgsf] pQ/ ;f]xL v08sf] pQ/k'l:tsfdf n]Vg'kg]{5 .  

9. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t'df h'g;'s} s'/f n]lvPsf] eP tfklg kf7\oqmddf 

k/]sf sfg"g, P]g, lgod, ljlgod tyf gLltx¿ k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf jf 

;+zf]wg eO} x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\oqmddf k/]sf] ;Demg' kb{5 .  

10. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/x¿nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fO{g]5 .  

11. kf7\oqmd :jLs[t ldlt M– @)*)÷)#÷@% 
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k|yd kq M  

;fdfGo 1fg, ;fdflhs cWoog / ul0ft 

 

gf]6 M o; k|Zgkqdf hDdf %) j6f ax'j}slNks k|Zgx¿ ;f]lwg]5g\ . k|To]s k|Zgsf] cÍef/ @ x'g]5 . 

1. ;fdfGo 1fg -#% × @ = &) cÍ_ 

1.1 g]kfnsf] cfly{s, ef}uf]lns, ;fdflhs, P]ltxfl;s, ;f+:s[lts / /fhg}lts cj:yf tyf k|fs[lts 

>f]t af/] hfgsf/L  

1.2 g]kfnsf] ;+ljwfg -ljz]iftf, ;+j}wflgs c+u, df}lns clwsf/ / cg';"rL %, ^, &, * / (_  

1.3 g]kfnsf] rfn' cfjlws of]hgf -p2]Zo, /0fgLlt, k|fyldstfsf If]q_ 

1.4 g]kfnsf] cfly{s lasf;sf k|d'v cfwf/ 

1.5 jftfj/0f k|b'if0f / hnjfo' kl/jt{gsf sf/s tTj / g]kfndf jftfj/0f k|b'if0f lgoGq0f tyf 

hnjfo' kl/jt{g Joj:yfkgsf nflu ul/Psf] Joj:yf 

1.6 g]kfnsf] ;fdflhs ;+/rgf, hfthftL, efiff, ;flxTo, wd{ rf8kj{  

1.7 dfgj hLjgkof]uL lj1fg tyf :jf:Yo ;DaGwL gjLgtd hfgsf/L  

1.8 g]kfnsf] hg;+Vof / a;fO{ ;/fO{ ;DaGwL ;fdfGo hfgsf/L  

1.9 g]kfnsf] s'6gLlts ;DaGw, ;fs{, lad:6]s / ;+o'Qm /fi6«;+3 ;DaGwL ;fdfGo hfgsf/L  

1.10 ;d;fdlos /fli6«o 36gf af/] hfgsf/L  

 

2. ;fdfGo cÍul0ftLo 1fg -!% × @ = #) cÍ_ 

2.1 c+sul0ftLo lqmof  

2.2 k|ltzt 

2.3 leGGf 

2.4 P]lss lgod 

2.5 gfkmf gf]S;fg 

2.6 cg'kft 

2.7 Aofh 

2.8 cf};t 

 

k|yd kqsf] nflu kf7\os|dsf OsfO{af6 k/LIffdf oyf;Dej b]xfo adf]lhd k|Zgx¿ ;f]lwg] 5 . 

kf7\os|dsf OsfO{ !=! !=@ !=# !=$ !=% !=^ !=& !=* != ( @ 

k|Zg ;+Vof & @ # # $ # # % % !% 
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låtLo kq M ;]jf ;DaGwL 

v08 -s_ — -%) cÍ_ 

1. sfof{no Joj:yfkg  

1.1 sfof{no Joj:yfkg (Office Management)  

1.1.1 sfof{no (Office) : kl/ro, dxTj, sfo{ / k|sf/    

1.1.2 ;xfos sd{rf/Lsf sfo{ / u'0fx¿  

1.1.3 sfof{no ;|f]t ;fwg (Office Resources): kl/ro / k|sf/  

1.1.4 sfof{nodf ;~rf/sf] dxTj, lsl;d / ;fwg 

1.1.5 sfof{no k|d'vsf sfo{ / u'0fx? 

1.2 sfof{no sfo{ljlw (Office Procedure) :  kq Jojxf/ (Correspondence), btf{ / rnfgL 

(Registration & Dispatch), kl/kq (Circular), tf]s cfb]z (Order), l6Kk0fL n]vg / 

l6Kk0fL tof/ ubf{ Wofg lbg'kg]{ s'/fx¿ 

1.3 clen]v Joj:yfkg / Joj:yfkg ;"rgf k|0ffnL 

1.4 j}7s Joj:Yffkg tyf lg0f{o clen]v  

1.5 lhG;L >]:tfsf] ;fdfGo 1fg -dfu kmf/fd, vl/b cfb]z, bflvnf l/kf]{6, vr{ x'g] dfn;fdfg / 

vr{ eO{ ghfg] dfn;fdfg_ 

1.6 ef}r/, gubL lstfa / ;fgf] gubL sf]if af/] hfgsf/L  

 

v08 -v_ — -%) cÍ_ 

 

2. ;fj{hlgs Joj:yfkg  

2.1 sd{rf/L k|zf;gsf] kl/ro 

2.2 sd{rf/L k|zf;gdf ;~rf/ / ;dGjosf] dxTj  

2.3 sfo{ ljj/0f / sfo{ ;Dkfbg d"Nof+sg 

2.4 sd{rf/Ln] kfngf ug'{kg]{ cfr/0f / ljefuLo ;hfo 

2.5 Joj:yfkgdf lgb]{zg, lgoGq0f, ;dGjo, lg0f{o k|lqmof, pTk|]/0ff / g]t[Tj ;DjGwL hfgsf/L 

2.6 ;fj{hlgs ;]jf k|jfxsf] cy{, ;]jf k|jfx ug]{ lgsfo, tl/sf / dfWodx¿  

2.7 ;]jfu|fxL a8fkq / g]kfndf o;sf] k|of]u 

2.8 dfgjLo d"No dfGotf (Human Values), gful/s st{Jo / bfloTj tyf cg'zf;g    

2.9 e|i6frf/ lgjf/0f P]g, @)%( -kl/R5]b ! / @_ 

2.10 hg;Dks{ Joj:yfkg 

2.11 ;do Joj:yfkg 

2.12 u'gf;f] Joj:yfkg  

2.13 g]kfn rf6{8{ PsfpG6]G6\; ;+:yfsf] kl/ro, p2]Zo, kl/ifb\sf] u7g k|lqmof / sfo{x?  

2.14 g]kfn rf6{8{ PsfpG6]G6\; ;+:yfdf sd{rf/L a[lQ ljsf;sf] Joj:yf  

2.15 6«]8 o'lgogsf] sfo{If]q  
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låtLo r/0f M– sDKo'6/ ;Lk k/LIf0f 

 

sDKo'6/ ;Lk k/LIf0fsf] kf7\oqmd  

1. Windows Basic 

1.1. Introduction to Graphical User Interface 

1.2. Starting and Shutting down Windows 

1.3. Basic Windows Elements: Desktop, Taskbar, MS Excel, Recycle Bin, etc. 

1.4. Concept of files and folders 

1.5. Searching files and folders 

 

2. Word Processing/MS Word 

2.1. Creating, saving and opening documents 

2.2. Typing in Devanagari and English 

2.3. Test Formatting (font, size, color, underline, italic, bold, etc.) and paragraph 

formation, indentation, spacing 

2.4. Inserting header, footer, page number 

2.5. Page setting (Margin, page size orientation), previewing and printing of documents 

 

k|of]ufTds k/LIff of]hgf (Practical Examination Scheme) 

 

Laifo k"0ff{Í k/LIff k|0ffnL ljifoj:t' cÍ ;do 

 

sDKo'6/ ;Lk 

k/LIf0f 

 

!) 

 

k|of]ufTds 

Devanagari Typing @=% % ldg]6 

English Typing @=% % ldg]6 

Windows Basic and Word 

Procesing 

% % ldg]6 

 


