&I TR e, TR (A-9) TT/qeeh! AP FTANTATHS JAATHN TETHT TF TAET A0

TG TSTHH ATSHTATS T3 ARIHT (IS TRTHT T

IR RO :— ff@a 9<rem (Written Examination) quTs - 300
fadr =)o .~ sr=Aarar (Interview) quTs - 30
q. 99 =)0 : f@f@aq TA/T (Written Examination) qUIT - 00
™ | quity | SAOTE | TRIeT goren WA x qF | 99T
fersramTe -
ITRAHTT Jaeed ¥ THIhH T [aeeToTeH®
ferepTar (Critical Analysis)
¥ :
(s (Governance and 1oe ? adar LT X R0 g | 3
Development) TUAT qHTITT
(Problem Solving)
fareraTa -
JHITH T [aeToTcHE
i de e qo0 | ¥o ;(.;:ltlcal Analysis) T
RS A
(Problem Solving)
R, f&i =R @ sryatat (Interview) QI :- 30
e quIE T JUITEAT
SR Smard 30 Hifaes

e .

9. A7 IUEITHH ASATATS FIH FRUHAT {Ar@d qe0em T gl =R =aardm T g5 =ROTH

o wfvuerr

R vgw ¥ fgclr vt fafaa wéem ggrgs e e |

3. YT YIS AT GETgE SORIIARE® gaaH | T Icie JIHH I9Y SETEs

SAATHHT AT, |
¥, A9 UEIHH AT At 97/ vt e T Sk AU U AT R e
W HA, U, g, ot qar Aifdes aRierer Mia awr 3 Afeqr semte (Fage quew

A7 FTIT 95 ESTSUHT a1 I T FAGT HS) FIIA TehATs T TSHAAT Tl THHT

95, |

Y. OYH SRUH {Aiad TEETeTe gAle WUkl SFHEaREEdrs HIT (gdid SR A=aaidrl

AT RIS |

%  UTSIHH HEikd T : 08 /9R/0% T




TqH I M9 ya+g ¥ faeg (Governance and Development)

9. TS TFHH fAfay T8
9.9 9EHA (Governance) Fawel AFLRIT ¥ fqeioares
9.3 FUTHT FAATP FaehTashd T TATelehl aarT Hiqam
9.3 TSALHET ASHIE, ith JABIRIT T HrdeAd qAT TATAH] THbB! AT
9.¥  TERFT FEET T AHE
Q.4 FUTTHT FUI AT JOTellh] TR T Hed
9.5  FIAAR A, ATRATAF Hed AT, GATIAA, TAATH 86 T TREIRTAT
9.9 FHEINTE =TT, ATAISEG TR, FiarAiacaed! (g T ATHITE THEALNHITRT fafde
TETEE
9.5 YTl FHS, TFH I ¥ [qeaes

.  qrae FEeas (Public Management)

Ry IR AR, (g1 ¥ FAAaH Jaide® - 941 st aaedarad (NPM),
TAT ArEAE Far (NPS) T 74t am=era gawa (NPG)

.} WA YSIT =&FedId (Human Capital Management)

.3 FAEOAH [afq= J&78% ;| qqcd, IR, FHEa (Morale), Ui atsham, dveArcns
298 (Organizational Behaviour) ¥ &r FEE(T (Work Culture)

R.Y 9l Fa¥aq (Disaster Management)

.Y ufEdd sma=amad (Management of Change)

R.%  Hha FI™IA (Crisis Management)

R.9  faarg =F=ard_ /FHEE (Conflict Management)

R.© ATdl qgT YYRIdTe! TR0, JT T I

R AESE Al TSI, FRATEIT T HedihA

.90 urfde =a=aTa (Strategic Management)

3. fa&ree s X 9E@® (Dimensions & Aspects of Development)

39 TaTEeEr AFURT, JGHT [qiag T8 T A4HaH SUNTHES

3.} fa@rEe@r srames (Dimensions) : ATHE fa®t@ (Human Development), d=maeft
far@ (Inclusive Development), Tt fameer (Poverty Alleviation), wif® TaTe
(Gender Issues), faeazamdrezer (Globalisation), e IERIERT T fsireRor
(Economic Liberalization and Privatization), faeraHT e«RTar (Participation in
Development)

3.3 Sy 9ikadq (Climate Change), FW ATE=aTH T faebT@AT & TATT

3.¥ ot fasr @emes (SDGs) ¥ FUTH! JaTd, JUAed] qaT FAdes

Y B faeraedr Saurn

3% U ASATEG (AT, ITAET ¥ FAe® 9T A AT AT

3.9 OUTSAT ATASIAT/ IRATSTAT TS(HT, FrAFEIT T ATTAT AT HATHA




3.5 afEsET T (Project Cycle), IRATSHT 9@ (Project analysis) TaT TRATSTHT
AT

3.2 FrEwHeE At arsRarT (Public Private Partnership) ¥ fafsa @-mer (Blending
Finance) @l AR T AYTAHT THRT AR

3.90 wftga faeTa®T X ARFRT ARl AT

¥, qY AT T AN fad AaeIT

¥.q  FUTAR! AATH, FHTR! AR T F ATAATAR AHBT

¥} FATART ATIE faFEH Jees (F, IUNT, qded, AR, el [aerd, qamEwe
AT, TAEET, TATSIS)

¥.3 S JUTEAEl Ad, &7, THE FUEE

%% FOTAHT Ieid TSI, HTATIA, ATHA 9T HedTeh

¥ 4 EESIE (A AGATITEd Aagaes T T4 TART

¥.%  Qraae (o FaeqraT (qraiae AT, Arasie g9 I Arasiiae W)

¥.9 AT ATEH, Frasiep faxirg ganaed ¥ e

¥. HUTIRl ArawiiAe Aarhatear @a+1 (Nepal's public accountability system)

¥R JqTeleRt Wtk faeradr J3fird geraar ¥ fasra gednT Sifa (Development Co-
operation Policy)

¥ 0 Mt ATAtAaar ¥ TserEr AR, gwafd qighor darg e (Anti-Money
Laundering) ¥ saRifeaes ®EHAT fa=i @mr fRererr




T WS AqEd, TR (A-9) TF/AeH! ARG FITATRTATHE TUALTD! TSTAHH

fefa o dar ==

1.

afte ffq
9.9 wftga Tfqees! doar, gy, Far=ad, SET T Jedied

1.

AR THE ST ATl HTATEIT AT

9.3 ToHr Arenea Aifa (Evidence based policy) TSTHT T &g+

AP ATEST(FP STHT GYIAST [qepre T ATE G

R

qrsAreHs @r=n (Organisational Design)

R FEEiET deReE (Management Tools)

R.3

R.Y¥
LR
&

R.@

R.5
RR
R.90
499

.9 A qAT FFEIHA dgar (O&M system)

R.R.R FF faeewor (Job Analysis): &1 faazer (Job Description), #& fafirss
faa=ar (Job Specification) ¥ @I Tt (Job Evaluation)

.3 FA qitedRor/Fafgawr (Job Enrichment), &1 fa=qeireeor (Job
Enlargement)

FHAT JATHAHET ofad qees

.39 WAl Bre dar fAgfe (Recruitment selection and placement)
R.3.] d«« ugd gfaem (Remuneration and other benefits)

R.3.3 gua&r (Supervision)

R.3.¥ 3fa fq=%r& (Career Development)

R.3.Y emEe ¥ r=rRvr (Discipline and conduct)

R.3.% rawrer (Retirement)

FI F¥ed A9F (Performance Management) ¥ FH=ITT HeATgH Ol
H\E FEEE FFearas (Human Resource Management) &1 Jeedl T SHTAT

TSI TeTEHT "qca faerd (Leadership Development), idca 9=r&ror (Leader
Assessment) T ITRIIHRT AT (Succession Planning), a@aamd= a<rero

(Management Audit)

A HHEA FGATaTHT a9 g4aia - Competency Mapping, Business Process

Outsourcing, Right Sizing of Workforce

AT FHIEA AT JOIrer

TN TAT HATH I AT

FHATNTAR] TR ¥ Fhiq TRATHHT I, JIETH T AWK

STH FrEIRhT AR, S 4 (Trade Union) T amdfes drararar (Collective

Bargaining)

QEHE AqT, Afqear T sqaquasar

ER

3R

3.3

TSR JaTep! AALRIT, ATIRYT ATaares (Values), Afderar, AT,
SAThReledT, Savaidd, [FaRT ¥ SAaQiiaehare! ATaedEdr g7 TqeH HaRE
HIFh qIT ATATHE S

ANTF FHered, ATATcHEar (Spirituality), FTHET e ¥ ARIAT (Human Values) 4T
T JaATEHT ARTRE FATAdT

ATEsIHeE StaqeT g (Principles of Public Life)




3¥  HRER qAT WA GRATFEE qdT HFAare Jare TR Jaes T el Hedled,
TSSOl AT AT AT, JTeeh T¥Ieh awarad (Customer Relations
Management) ¥ FaTRITET TSl FAETT

3Y IESE daT YATRHT WFR, Sl 6, THETT T ANIKE SEATh A

3% SEATET AT R YATEE, ATl FaLITY, ATARUNHE JLIEeE, THT TRl
SAATATS 4T T ATAHES

3.9 AW FETad/ArEwieE a7 (Public Charter)

3.5 9= A Yuer (E-Governance) @ SR T 3RITH

3.2 FAYTATHT AT gfatd faerEer Faraes (Issues)

390 SHEH# ¥ fafear aw=a

AN B FTE RS T AT FAEe

¥.qQ AU H AT AORUGH qE, I¢¥T T AN

¥R AU FH AT TRTGH] FSATHE GO, FIAET, TAATT AT, A9,
TN GEARFT JATE, FATEAT T FATAT

¥.3 FH A T B qqEea ahwg, Atae du, 9T, Heraesd gevar,
qTHET qAT e

¥.¥ H A=A SAARC, SAFTA, WTO, FAO, IFAD ¥ CGIAR & qfHeT a4r
Food Safety Standards and Codex “Codex Alimentarius”

¥\ Y, Ya9 T WA TEHT B0 AT Rl AR

¥.% A9 F AT GG UA, R0%5

¥.9 UM B ATEA URIE B YA [q7aH 30%%

¥.5 U B AT qNTE FHEART FOTEA faferad R0%

¥R MU H ALEU UNIE (AT gerE) fafaa j0%)

¥ Q0 %y fawra zorifd (Agriculture Development Strategy)

¥ .99 =T ATSTATHT B Hife

¥ QR ATATARTT FREA TH, 09 ¥ ATATARYT FREAT (HAATIAl, 099

¥ .93 wfdes wrEfaty qor fadie Savartac UA, 0% 941 e #ratata qar fama
JIRATE (AT, 2099

¥ Q% ArEWE @RE TF R0%3 ¥ ATESiE @ieE (AaErar, 0%

¥ Y g9 @ HIETEl, 0% %

¥ Q% =R AR UF, [04R

¥ .99 FATEA (ATATIT JIT F=ATA) UA, R0%% AT AT J0%%,

¥ .5 WM IRER FoaTaq U, 09%

¥ 9% AT T Sifge qEataer dAfrER TR STw

¥ .30 FH g gHE ey Aifdes
¥ 09, e Y Hifd, 089
¥ 303, wfted e it 068
¥.R0.3, ftgd 7 Aifd, 045
¥.30.%¥, wftad fear |ifq, 04
¥.R0.4. Tfad F®I AT, 050
¥ 0% T faer if, 0%
¥.20.9, iy Sfaes fafaedar Hifa, 03
¥.0.5. Sifge gfafa Hifd, 083




¥.30.%. fg=mg Aifq, Rov0

¥.0.90. 9QTAN HId,2093

¥.R0.99. IO EEA A, 0%%
¥.R0.9%. ftay drgfasa Hifd, J04%
¥.30.93. FHN ATATRI TaIga Alfed, 09
¥.R0.9%. AMET 99 97 i, 095
¥.R0.9%. ftad 991 @y Hifd, 0%



RS TR HATEHA, T-9 (A-7) US/Ageh! TEAT TAT AT TR TATcHR

forRaa adterrent UTgashA Ta wdrerT Tt
T UISThH ATSHICATS 8 <HOMHT ToTSH TTREH |
o =RoT: fetfad e (Written Examination) qc'\Urfg\T:B
Roo
Tt =rom: StearaTat (Interview) tlg]'f@ﬂ?
30
¢. oo =roT: forfae wfterr (Written Examination) ‘J;Uﬁ'e'@?
Q00
= | qUTigh | 3forieh | o Jomedt T AT x 3 g
T I ST - Th LT x L 3R = oY
g | O ; y THETAS 3h 3
BENSED °° ° I ek = RLra
forrTa T guTe 2. X3 %
I 37
SR - Th W X L 3R = oY
o A AT 3
Al toe e & N 8 T x 4 3k = Y :mzr
37
3. Tgetar =Rt St=aRaTdt (Interview)
qutt
T":F:F: 30
IELR qUTigh eIt guTTet D)
TR STl 30 oiRaeh
EvE2N
8. AN UISTshH AISHICTS T <o feraet wterm T feefter s stwatama odterr T g8 =RomT fersrsit

R.

TRUR B |

STTE T TG g §HT Ua/qeh! ST J1 T TR STE GUE () I IT3asRH T2 Ush
0T Tfhaal & ToalTer g |

ST Tgahieda (Multiple Choice) T3E%ah! TTeTd ST [SUAT Seieh TTerd Ik aTId o SITaRTA 316 gl
TREA | qX IR ASTHT I J19q 3ok oz 9 T 39eh gt 9 T 37|

g T8 B TIETTHT 5 TehIeh! ToRIdTa STeRTUT qelT @ITesheiet (Calculator) SENT T4 T3 &4 |
SRl Tehh THET HToh Seh! AT ok SRRt B | ToTTeTe - SHTeIT HeTeh Sk «AThT Ueh
SHYRAHTEE &5 |

Teieh GUSeh AT PETPe ST Eashres ged | Tliemeict Sedsh GUSeh! Te%sh! 3Tt HIel TUgsh

ST THMT ] TS |




o, T UTGAHH AISHT ST icieh! 0ot/ frrarehT forarareHT Sigeh TRITeRT TUATI( IGAHHHT TLehT i, U,
Ty, farferem qen Hiftree aderrent fife vt 3 AfeaT ol (Temem wueT a1 Henem 9IS §eTsusHT a1 9
T ERIE WS) ST WWHIATS 6 TSTSHAAT TRl HFer] T4 |

¢. ST TR TARad TRieTeTe Ste HUah! IFHGaREeaTs JT f5d e SRureh SF-aRard ial aiuferd T S |

R. o SuTeh! fetfad TieTTeITe Bete YUahT SFHEATEh! THTS S T TS SIuTehT ST=aRadiaT STH Teht 37
ST AATHH STER T s |

§ o, UTGAHH AN ffr:

8%, TW WG SIS AN] T TIZAHH GRS TRTH B |

ARG TITTEhTT TR, T-0 (A-7) TS/AERT TAT TAT A=A TfqaRIdTceHen
e wrarent argasEw

T/ T : AT T T "TNSR S7eaa T 9T araet

TIH T TRITHAA { sqTEATaT

. WA TR

2.2
2R
2.3
R.¥
.4
2.8
.

T e s

ERIKEARSI LIS

IITTURT, THTIUTICART T T TehT Tl el T 37wt Tva]
LIPPRUCER NI

LT TTET

ST TANTIERAT

TSItk A THT, e, STHA T iR

R. WSS TIEA T THHT FAI(A86

R
R
R.3
¥

GISHTCH To&d

RIS e

HHE e foehe

FHHART SRIThT [ [oe T&Tee

R.¥.% ﬂﬁﬁ?ﬂmﬁ'ﬂﬁﬁ (Recruitment selection and placement)
RY¥.R ddd QH{I;%PHT (Remuneration and other benefits)

R.¥.3 Ww (Supervision)



RX¥.Y ?{[%f%lm (Career Development)
.4 IRMEF T AT (Discipline and conduct)
R.¥.& IR (Retirement)

3. TaemTa woreA
3.¢ forerm sremereRT forgT v e
3.3 HUTCTeh! H-aWHT ST T[T, ShiITard, STHA T Hedieh Sisha
3.3 UREISFT =% (Project Cycle)

Y. STIEAYA
¥.8 AT TR0 U fgTeaee
¥.3 TR [T TeTe®: qca, S, ot wfskan, auwae T e
¥.3 HAsI-oh GEATE%h! STTEATIT

4, Tt T uaes
G.8  forehTEmT gEaThiT (Participation in Development)
w.? guTEsft faeR (Inclusive Development)
w.3 fem ferm T oafaron (Sustainable Development and Environment)
WY ST ST (Resource Management)
W4 TS fEReT (Poverty Alleviation)
W& 3TTe IERIsRT T fsfietor (Economic Liberalization and Privatization)
Wlo TR ﬂﬁmt?ﬂﬁ & (Role and Scope of Government)
u.¢ e e (Disaster Management)
4] Graseh Asft @TSIERT (Public Private Partnership)

& TIeha=T T O ATrRT
§&.% Tl T GHTAERTOT
&R T TS
&.3 TMT AR
&Y ﬁﬁEFW(gender Issues)
&4 ST T HhRIcHe favig



&.%

EIUIECRN )

€.\ TN =T Ud AT L& (Social Justice and Social Security)

&.¢

UKD
D

9. Tt THTS T TEhT I

0.2
©.R
9.3

0¥

T GHTSIRT foRTyaTee

S TehaT T TSl

“orerent faforer Stra/sTfc/st/ SHeTaReeh! AmTfSiR, AT, Hiehiden T s sereen
T EER

snifearelt, S, Test, aford, sTare T afeTeeent foemm sTawer, Seamen

JATHTe, GHET LTI

¢. Tafaa

¢.2
¢R
¢
¥
A
¢.8
¢.\9

T forerreeRT @98 (SDGs)
YT & T HIASeh (Henraeh! a1
58 Ufehl EIﬁﬁH'i"UT T form (Post conflict Reconstruction and Development)

STHEEITh! THIE T IHH ﬁﬁqu
st fagrma T amTaTioss Sfaffee

=T ST T HTHTIS ESTeT

S1ftreh WS (Trade Union) ¥ ‘GIT‘EIJ'%EF Hierarsit (Collective Bargaining)

10



Todr u=r: oaT avareeft

X W N

SO D N R U

..
g8,

g el TSI, TR, ST T TS

forshTer SRTTeTaR! TI-arar et T <HIfes

gfderg, 92 Ug \‘rFI'ﬂEI"T rasi ek daT (Committed, Neutral and People oriented
Public Service)

TSI+ SaTT Fagad (Innovation)

RIECREREEIE) (Management of Change) dT foree wmTa (Conflict Management)
aTal qT gEEhar T fTIee (Negotiation and Agrement Skills)

EE HGTQ'HT T oo (Budget Formulation and Control)

SIS+ e SATEATI: STTHRN, IS, FHIAT AT T

. T AT TGO, SR fagr=, Senten ue et e
?2.
R
¢3.
9%,

JaTereR! STTfer foremremT afier weTerdTeRT wftrRT

ftger forehmemT iR TRerRt &ment wffirent

AT Y SO TG U 0% ¢, T FodTe fafRrT 0%R, HHaR! yemed fafm
Ro¥R T ATRfeh T fafam Q0% (Hme wiga)

YETER Hamor U, Q04% (ERTEE Afeaq)

I @ HEHTEE, 08y (HINE GiEd)

11



TR ATEHA, T-§ (A-6) US/TEeh! AT TUT AT eh TfdATTaTcHeh

ferRera werTent UTg@sR Ta alrelT AT
T UISTHH ATSHICATS 8 <HOMHT TeTSH TTRUH |
o =oT: fetfiad et (Written Examination) ENISCIREN
foeftar =oT: (o) fd weaT (Computer Skill Test) EUISCIRE
(@) IT=<RATdT (Interview) qﬂfg\?ﬁ 30
¢. oo =roT: forfae afterr (Written Examination) ‘J;Uﬁ'e!}h‘ Roo
| o qUIig | Iforigh | olier Jomelt | S e x 3 e
T Yo JF x R Hh = oo
T . -
T | GrETieTh T fire
Roo | ¥e S TR TF (MCQs) i
T ©
S e 200 | %o ; LTI XU FH= Yo @RATH) |
Sl 5 & 9 x L0 3eh = &o (A W)

?. fadfiar =roT: armavamat ua faa udteror (Skill Test & Interview) quTigeh: %o

o= qUTigh e JoTedt ey

(‘eﬁ)l:lstnuﬁﬁlﬁq I g0 YIS (Practical) o fime

(IT Skill Test)

(@) FaLarar (Interview) 30 oiRaeh

FLCU N

8. A UTGASHH AISHIATS o =ROTHT et wrvet T feetar =reomT Staeamat oiiedr T g5 <o forsfror
TRER B |

R, TIRTTEM T T HYEeh! HT U/dEeh §TT=T I q4T HHTISE ST @S () o TSR T3¢ HUH
T TR T Foal e &9 |

3. ST Sgashieqa (Multiple Choice) T3TE%ah! TTeTd ST SUAT Seieh TTetd IR aT9d o SfaRTA 31 gt
TR | T ST ACTAT 4 19T 379k fa3 & T 37k ohgl I 71 & |

¥, ST THEE g TIETHT i TehReh! T STehRTuT qeiT FaTedeted (Calculator) SRITT T T3 &5 |

Y. ST TEIHICTR T (MCQs) T AT Ueh SRR g4 | FoIsRTer SFafeht &ohmT g5 92T (Short
Answerﬁ?lT&[QEFH%lT Long Answerﬁﬂﬁ@)ﬁ?ﬂﬁ?ﬁﬂ%ﬁ@ﬁﬁ‘[l

§. U GUSHI I PEe STYRehTee o | Tiemelc! Jedeh Tusehl Te%sh! St HIel TUgsh
ST ] TS |

o, T UTSISHH AISHT S ek T/ forearehT froeareqa T Sigeh TIRITeRT HUATd T JTSHshHHT qUahT I, U,

T, fafeem qe Hiftee wderent fufe w=er 3 afemr owmfe (Gemem wueT a1 Genes 9E gersusT a1 ag
T ERIEA W) FAH TS T TTSTHAAT Tehl TFT] U6 |

¢. T =R TerRad TieTTee B TUehT SFTIREATs AT (5d 19 TRuTeh! ST=alaTd |1 G oId TS © |

Q.

o =XTeRT fTRad TETeTe BHIc YUehRT SFHGERER! STHTS S T Tefal SRuThl ST-aRaTdiHT ITH TEhT 37
STIET ARIATHHRA STTETR i s |

% 0. TGTsHH AT ffer:

12




8 2. I H=T S AN WTHT TGAHH TS T B |
Torear: ora wdveror (Skill Test)

Contents

1. Windows basic and Word Processing (Ms-Word)
2. Devanagari Typing
3. English Typing

JATTeHeR G AT (Practical Examination Scheme)

Devanagari Typing Ry |ufie
English Typing b | ufEe
o wfafa fewdaor | Word Processing R.0
(IT Skill Test) Electronic Spreadsheet 2o | ot
Presentation System g.0
Windows basic, Email and Internet 2.0
S 0.0 | R0ofiE

SIS ar FFAER Typing Skill Test st arfr fAder:

%, IeAwRI Typing Skill Test 1 ATAT {4 o Ireaewah! T3eT Text G5 T I8 HTHR 3iF TEH T B |

fa.7. | & ¥ee ¥fd e (Correct Words/Minute) TS 3T
? Y 13T HH [ 3188 i fie s o 00
R U 3T HT =T G T 0.4 WraT o 16, WG Nl i st 0,40
? 9. 3T T 9= SGT T £ 0 WraT ¥ [ 3168 Wi e 0.lo4
¥ % o ST |l WeAT 91T T § 3.4 W1 A Y[ 71e3 Uit fie g.00
“ 8.4 FTHT V=T TG T {4 2T HH 5 3168 T e 2.4
& {4 ST |1 9T A1 T 810, 4 W1 A I 71e3 Uit T 2,40
N 8.4 3T HT WeaT G T R0 VT A [ W1e3 Uit fie 804
¢ Ro AT HT WRAT AT T 3.4 WeAT A I 7158 Wi e R.00
R RR.Y4 AT HI H=T S@T T 4 AT HH [ 3168 Wi fire R3Y
o | R4 AT HI W1 ! Y[G Xe8 Wi e .40

13




2. English Typing Skill Test ! ST 200 Irsag®an! T3eT Text 5@ T I8 TER 37 FaH A B |

fad, | T& s uid fie (Correct Words/Minute) qI3 3k
% & W31 %A 3], T1o8 N [He aad 0.00
R & ST |1 3T @1 T { Weal 3 I[E X8 Hid e ST o.4o
3 R AT Hl 9T SIeT T &R AT %A Y[ 368 Wl e o9
¥ &3 ST T W 2T T § 4 3T A 3[4 X168 it e 9 .00
4 Q4 ST T =T ST T §¢ WeaT hH 3T X168 Fid e 934
& & ¢ ST T W= @1 T ¢ 2T hH 3[4 318 il e 9 Yo
B RE T T ST T Y WeaT shH [ 3168 Jid e 9 94
¢ Ry ST =T TS T R\ WeaT shH [, 168 Jid e 3.00
? R JTHT W1 FeT T 3o Wral FhH I[E X168 Uid e .34
%0 3o FTHI WAl e T[4 Is8 it fe .60

3. SIS ar qsHTRE Typing AT fguent Text TS ST AT 2189 et Text € e =k s | fagust
ST o7 FETRT Text |7 Sociigd T smrte udereffesel ST Text AT Punctuation 2$a Teht
TSUAT CEeh! IToGHT UM I &5 | Feaeia e Formula et T 31 wfer fire (Correct
words/minute) Frefer & |

Formula:

(Total words typed-Wrong words)
7S 7158 W fie (Correct words/minute)= - R

5
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TITTERT TR, T-§ (A-6) US/TEehT AT TUT ATk TfdaTTaTcHeh
ferfRara wrarment argasEw

=t/ T AT ST T "SR STeaa T 8T araet

T U: ATHTT JT qAT TTATNTR STeaa

pivy

e M £ X

o

g3
¥.
g4,

JuTeTeR! imiferer, Ufderfen, amrfsie, aA1feien T Usfaer sTawm graef ST
UTCTehT YTeh{ceh SITd/ |TeehT fohfem T | STaee

TeteR! ST 3faeT® (s ioshTel T AectehTar) T STY(He: 3IqeTd (faTeieh! TehshioT <Rd
BTAHEH) ol TS Tcieh SISHTsh, TTHTISTh AT STaee
AT S=feTd S G, SIS, TS T HEhid

AT, ferehTash T Te] SATaTeIh ATSHT Healwel] SRR

TUTCToh! TR sote TOTTeAT T sieh qerT forfr weemes

el ferehrer, SITCTeRoT, SENOT, ST, Teiehtor, SETSaus, STerdry Tie, Sifdh
ferferereit, geiw udfer T sredfaes arsrelt STeR

ISRt HEcaul ucifotrgs Hvelee STerrl

T T AL HEcaTehT FHHTH I HEATEE STEd - USIfeh, T, AT, Werhe,
T HfSIe, TR SR HEeaqul A fthed qoT foriengs

. Gferrdr T AuTeTen! Sda gfaa
?%.
R

AT B STLHIH TG Hre=eft SITehrt

forg ofeh, STaRifegar e i, SF=aaifog for &eer, TR foshme oo, fewefa weam
GEATEE FraTef] SR

HYTh UEHH T THH! To1e® (UNO and its Agencies), FAO, IFAD, WFP

o ST EMST (WTO) T A=A SR JorTeft

FAUH F (EU), 3Teror qeff TiRmIedt Tsgeeeh! e (ASEAN), 3faror uiRrmett antar
I TS (SAARC), &R STIR YurTeft SAFTA, BIMISTEC
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Todr u=r: oaT avareeft

9. WTASAoh UITTEA/ STTEATIT
2.2 HIESI=eh TR STTLRUM, 33T T FHIEe
8.3 RIS HAEATIHH! FH1I TI[UTER
2.3 HEIH i T Aefiee
9.¥  SAAEATITHT A, IR, ot Teham T frermsrorent Heea
8.4 RIS, STHA q Hedieh
$.&  SHEATIeRT forf¥e JehR (HEHTRTATHCTe, fHa=roreneh)
2.\ TATER, HeiE SHEUTIH TT ST FeT SUTe!

%.¢  ohie I faferee (Administrative Techniques): F19 farsgmor (Job Analysis),
1 faTor (Job Description), EIFI'QQH@W (Job Evaluation), ST T €A
(Organization and Management)

8. WSSk §T JATE THTESI e ST

9.2 0 FTATTTHT e T TEIEE (578 ATCATI, TS HACATI , T SATEATH, ST
Teh!T SHEATIH, Hohe SASEITI T IREd sIaETo)

8.2 % WHE TIITCTdT, STSTcH e T HEhd

2.2 3 WST(eh SRTEHT ST, TATHT ST, el RIcil, SATETRIe: TaTees qeT §ea,
SHETRIAT, AR, ST T ST, TR T SUS/HST Gl STeRRT

3. TorewTa wemrEe T amTfeles weee
.2 Torerment sraymon T fagr

.3 AISHT AT TIAISHT AT, HrAT-ara, HTHA T qe e Sfsha

2.3 AISHT ARSI HRITEAHT IS 0 Afee

R.Y HEWTRTATHeT ArSHT T forehrd

.4 TR YT HIEeREe: SRR, ST &1, TETh SeeT, HTeTie: SeT T ST H
wEEE

R.& AT yaTERT 37, & T FriEe

.o Feie: TitaTST e foRfem

R.¢ ST AT, T T et TRt

.%  UTCTHT TR @ JUTTeft T o uieqor gorredt

3.9 0 T STarEemue T "HTiSTeh SAeTRica
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3. TorewmmaeT smamEs
3.%  famit forprer: steremom wat ot fo ekt SR e FHtfaee
3.} SHERWTGT T aHTAfITeRtoT
3.3 TS = T fasm
ERR NI E RN e AR I e
3.4 SHEEHT SFTEATIH
3.8 HHd GIMYH Tkt
3. TITTHoT e el faera
3.¢ T Ad UiETe auT e
3.} wiferm, forhmsientor T eI fowe

AT I FTAUTT UREg T At wAes

TYTHT HTeIST(-Ioh TEAThT SR, forehTd, ATarwrehal Ug SNfacy

SIS (eh SEATHR] T3, TS THT, HITeH, ST, ST T Hed T
I AT Ut forehre HeTerIen! FiTTaieh T Ud T, Shded T AR
Tt Y SO TOGeh] TATIThT ST, TAHT ST T TTF (e er qefm iy
FTETTHT FEh! fHeRT THE

T ST ST TG U, R0%¢

AT HTY ST TR (Frd Foarer) fafam, 20%]

AT 1Y STET TG (FHAT FRIe) forfem, 0%

AT 1Y STTET Iig (3ATfeien wmme) faf=m, 03]

TISEehT FHATEE TTeHT U STITE, ST=R0T T AfdehdT

%o, fega v ife

9%, TG HagTieh ok T aaH dieem

9R. YEER FMamur U, Q04R (WY Afed)

3. HESe TlE U, 063 (HINE GlEd) q9r gt @i M, 208y (G
afed)

X W NN

T N LU
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AT ATAH, T-§ US/qgeh! Terl T ATk Tfaaifirareen

ferRara wrarment argasha Ta wdver AT
T UISThH ATSHICATS 8 <HOMHT ToTSH TTREH |
wer =Rer: feTRad iedT (Written Examination) qgl'k?ﬁ Roo
Toefer =ror: Sr=aaTat (Interview) qgﬁg\’% 30
¢. orw =RoT: foTfaa wfielm (Written Examination) quTigeh: R00
o | faw qUiigh | Iforigeh | olier Jomelt | S e x e e
A Lo T x R 3 = oo
X =
U9 | TSI ¥ LT ¥y e
Roo | ¥e L eI T (MCQs) "
STEITH S
i | Qe greh S 00 wo o c;r%rxkailﬁﬁﬂfo(@ldlw) R
& ¥ x L0 37 = §o (A W)
3. fodar =ruT: sr=avamat ue fira udteror (Skill Test & Interview) quTig®: 30
o= qUTigh et ottt ey
SF-ataTal (Interview) 30 oifRaeh

EvE2N

8. AN UTGAShHH AISHICAT o =RorT fetfiere wrtet T feeter =reomm stmatamat adierr T g8 <o fersrer
TRUR B |

R. ST X ST HHEeh! §H Ue/qeeh! HIHT=T JT T |THTISI STERI VS () i TTSHhH T3¢ W
0T Tfhaal & ToalTer g |

3. SRTA SgaeTe (Multiple Choice) T5@%e! Teld I fGUAT Seish Terd Ia€ aTd R0 SwTd 31eh gt
TREA | qE IR AEUHT I I19q 3ok ez 9 T 39eh gt 9 T 37 |

¥. WHW@WW@WWWWW(Calculator)mﬁmﬁ@?|

Y. T TgIHICTR T (MCQs) T AT Teh SRR g1 | IRt Srareht &ehmT g3 e (Short
Answer 3l AT Teh TT Long Answer 3l @THT Uh) Wgﬁ-‘d’%‘l%? ?ﬁ@_{ |

&, cdeh GUSHI TN PEge ITYRehTee g | Tlemeic! Sedeh Tusehl THe%sh! 3T HIel @Ugsh!
ST ] T |

o, T UTSAFH ATSHT S IcrehT Tt/ Frerareht frarsre T Stgeh IRIUshT AT TTSHsRHHAT Tkt 1, U,
T, farfrarm e fifoes ademmsst fife wwet 3 At STl (Hiie YUt o Heiie WE geTsTsht o 9q
T ERIE 3) T WWohTelTs a9 TTSTSHAAT Teh! TFT] TeT |

¢. 9w =T foerflad THETeTe BHte e IFHeaTEsaTs W1 o1 SRueR! STwarard T aftnfad T |

R. ST ST fTRad TTae BHIe WUahT SFHGATEh! STHTS S T f5e T =IUTehT ST=aRaTd e STH TTeh! 37
STIET ARIATHHA STTET i s |

% 0. TGTsHA AT Ffer:

2%, TH HAT IS AN HUH! TTSTHH GRS THUH S |
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AT ATAH, T-§ US/Ageh! GeAT AT ATk TfaaiiareHs
ferRera wdrerrent urgasEw

=t/ T AT ST T "TNSR 3Teaa T 9T araet

TgH U= WWH‘WW eI

2.
R
3.

e L X

o

%o.
g2
gR.

g3
¥.
g4,

JUTeAeh! MIfeteh, UfdeTiaes, ATHTiSTeh, JATIeh T Ui fdeh ST gvaefl SHhRT
STOTCTeRT STehfcieh SITd/ |TeeRT fohfw T T STareen

TeteR! ST faeTe (s ioshTel T AectehTar) T STY(He: 3IdeTd (fuTeieh! TehshiTl <Rd
BICTH) i TSI {cTsh HEATSHH, WTHTISTh ST SR
ITHT S S o, ST, WIS T S

AT, ferehTash T ATe] SATaIerh ATSHT Healwel] SRR

YTETeR! TR SSie JUTTet T sieh qerT fafae geermes

forfereret, gt urdfer T sredfaes wrrelt STeRr

forgTrenT Hecaul Suifotre® gvemell STHehr

T T AL HEcaeh FHATH I HEATEE STEd - TSI Tdeh, HTTH, AT, The,
1 Tfafer, TR TR Hecaqul safthed qT foiehes

GRERIAT T AUTeAehT I Higem

AT B STLHIH TG Hre=eft SITehrt

forg ofeh, STRiTegar o i, SF=aaifog for &eer, TR foshme o, fewefa e
GEATEE Grel-eT SR

HYTh UgHH T THH! To1e% (UNO and its Agencies), FAO, IFAD, WFP

forg SR G (WTO) T A=aUifega Samam ottt

FUUA € (EU), 3feror geff gf¥rarelt Tegesent #1aT (ASEAN), Zf&ror eRmedt &
AT €137 (SAARC), &1 SR Jurelt SAFTA, BIMISTEC
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WW:@HTW%I‘T

No ok~ wbdPRE

© o

10.

Editing (Sub-editing, editor, late night editor, editorial functions: desk work, gate-
keeping, editing techniques: copy editing, The editorial page: editorials, role of editorial
desk, title writing, commentaries, rewriting, headlines, photo-caption, illustrations, page
layout, design, page co-ordination, newsroom leadership, newsroom ethics)

News Writing (planning, clarity and word economy, style, rules of effective writing,
preparing interviews for publication, reporting for newspapers, radio/TV, news agency,
news beats: agriculture, politics, health, environments, education etc

Meaning of research: introduction to mass media research in terms of its history,
procedures, approaches, applications, science and research, research in print and
electronic media, the computer as a research tool

Government controls on the news media, legal and social responsibilities of journalist,
professional ethics and consequence of misreporting

Nepal's Constitution, People's right to information, freedom of the press and autonomy
to state owned print and electronic media

Knowledge/experiences/exposures of print and electronic media for compiling, proof
reading, scanning, formatting, editing, printing and publications
Audience/Viewer/Readers survey

Advertisement

Impact of Mass media

Status of development writing and environmental issues in Nepal

Characteristics of Government and Private media

Burning issues of journalisms

Development of journalisms after the restoration of democracy in Nepal

Translation (English to Nepali and Vice versa)

Essay writing

Summarization

Knowledge of Grammar

"Press Meet/Conference/Interactions™

Knowledge of communication, publication and documentation

Development writing/reporting, fundamental of media lead writing, feature writing,
article writing, editorials, writing skills, style sheet, writing on current issues

Knowledge of Proof reading and their symbols

Abbreviations, Acronyms and Numerals

Mechanics of manuscript preparation (copy editing, words commonly misspelt,
punctuation and capitalisation
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T TETTh, U-4 (A-5) Te/dgeh! Gl Iiaaiiarcreh

forRaa adterrent UTgashA Ta wdrerT Tt
T UISThH ATSHICATS 8 <HOMHT ToTSH TTREH |
T =XOT: ToTfard TieT (Written Examination) Q;Uﬁg\'éﬁ oo
Tt =ron: (&) T 9ot (Computer Skill Test) EUISCIRT
(@) IT=<RETdT (Interview) W Ro
¢. oo =roT: forRaa wdfterr (Written Examination) ‘J;Uﬁ'e'.}h‘ goo0
o | fow gutiges | Shrigs AT T GE&AT x 3 qu
SR S| ottt
Qg (h): .
SRR —— S RUTFx L 3h =14
T | TTHTISG STERA S00 | ¥o EAPICHR 74 (MCQs) ;_a
TUg (Q): 3 U I x Y 3k = Y (Bl IW)
T grareft L T x %0 3 = Yo (AHT IW)
2. Teetar =rot: steavaat ust fia u’teron (Skill Test and Interview) quTiEHh: 30
forear qUTigh RUEIRUIE]] e
(%) e ﬁqq R g0 AT (Practical) gy fime
(Computer Skill Test)
) =Tl (Interview) Ro ofgeh
EvE2N
8. AN UIGThH ATSHICATS T <o feraet wterr T fefter s stmatamat odtert T g8 =RomT fersrsia

R.

3.

TRUHRI B |

STEITA SIgaehicde (Multiple Choice) SE%eh! TTeTd I GUAT Seish TTerd IT€ aT9q R0 SwTd 31eh gt
TIA | T I ATSUAT & 19 3k faga & T 37k ahg i 7T & |

AT ST T TIETHT ol TR Torgfi i STehT0T T FTedetet (Calculator) ST T ATg &4 |
ST g oo F51 (MCQs) T AT Teh STRYEHT &4 | FranTal Sraeht &1 g5 9T (Short
Answer 3l AT Ueh TT Long Answer 3l @THT Uh) Wgﬁ-?@"l%‘é?ﬁ@_{l

T GUSH! AN PETPe STRAHIEE g | Tamellicr Teish WuSah! Feeeh! ot HIel @useh
ST ] TS |

T UTGISHH ATSHT SHTART T/ FrrerehT FrerereHT Sigeh T RITEhT HUATI( TASHHHT TLehT 1, U,
T, fafoem qe ifaes wherent fafa vwer 3 wfem swmfs (demer swuepT a1 der WS gEUeT a1 99
T ERIE WTS) ST TWHITS I8 TSTHAAT TR Fer] TeT |

O, JUH IR TARad THETTeTe S YU SFSINEEATS W T ¥ SuTsh! AT idT GftAferd TS © |

<.
go.

T S0TehT fotfiad TETETe BHte et SFHEETEh! STHTS S T TS SIUTehT ST=aRaTd v STH Teht 37
ST AATEHH STER T s |

Wﬂﬂlﬁlﬁ

TE WET IS AN WUEhT UTSTHH TS T |
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farerar: R wdveror (Skill Test)

Contents

1. Windows basic and Word Processing (MS-Word)
2. Devanagari Typing
3. English Typing

JATTeHeR G AT (Practical Examination Scheme)

L IF | THg

. . Y
Devanagari Typing .4 e

e g adieror %0 ERItIED Enalish Tvoin . Y
(Computer Skill Test) (Practical) glish Typing A fime
Windows basic and Ms-Word .0 %ﬁz

ST T SEATHT Typing Skill Test st ehT fdem:

8. “emTT Typing Skill Test &1 @TRT ¢ 4o reaeen! T3eT Text fi37® T <8/ T8N 3fF TeH TH 3 |

fa.4. | XS e uid e (Correct Words/Minute) qT3 3ok
g Y 13T H Y[ 3168 i fie s 0.00
R U 3T HT =T G T 0.4 WraT o [, WG Nl i st 0,40
? o4 ST HT =T ST T £ 0 WeaT 3 T[4 318 U e 0.lok4
¥ 8 o AT HI W1 QT T § 3.4 AT FH 3G 3168 Jff e 8,00
“ 8R4 AT HN T TG T Y FaT o [ 3168 Wit fire 2.4
& R4 T 93T TR T 80,4 T 5 I W18 W fire 8.0
© 8.4 3T HT WeaT 16T T R0 =T A G W1e3 Uit fie 804
¢ Ro AT HT WRAT AT T 3.4 WeAT A I 7158 Wi e R.00
R RR.Y AT =T TG T 4 =T FH 3G 368 Wit e Y
%0 Y 3T AT 9T S I 168 Wi e .40
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2. English Typing Skill Test I &TfT 200 Irsageh! T3eT Text g T8 TR 37 JaH A B |

fad. | = wee ufd fme (Correct Words/Minute) 1S+ 37
g & W31 FH [, T1o8 N e aTad 0.00
R & 9T |1 =31 @1 T { WeaT W [G X168 Wid fHe sid o.4o
3 R AT |l Wl TGl T & R | A Y[ 368 Wl e 0.9
¥ § 3 ST HT 9T ST T {4 AT % [ 368 Tl e 9 .00
Y QU a1 |l 9T a1 T § ¢ H=T HH TG 118 il e 934
& § ¢ AT HT 9T Q1 T R M1 % [ I8 el e 9 Yo
B 22 T H=T ST T Y WeaT hH TG, 1168 Jid e 9 .94
¢ ¥ T H=T a1 T o WeaT HH TG, 1168 I e 3.00
? R ITET Wl e T 3o Wl A (G X168 Uid e .34
%o 3o T HN Wl e I X8 Ui e .40

3. SIS ar qeHTRY Typing AT feguaht Text TTS STTE Ot 2187 ekt Text T firers =i miews | faguent
SISH a1 ST Text AT SeciRad T sifer wdtemeffeset ST Text ar Punctuation 2T€T F7es!
TSTAT CEeh! IToGHT UM T &5 | Teaeita 1 Formula ST T 37 fer fie (Correct
words/minute) Frefe & |

Formula:
(Total words typed-Wrong words)
7% ¥1eg Wfd fi=e (Correct words/minute)= - e

5
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HA HETAH, T-Y4 (A-5) Ua/qEeh! TET TTaatirareae foriad afterent argasn
Ut/ foreer: AT AT T ATHTTeR 3TeTH T AdT At

HTHTT [T GAT ATHTRT T3 (% 37eh)
TEITA T (RU T x § 3 = W)

2.
R

ITCTeh! WiTTiTeTeR, fcraTiees, |mmTioren, 3TTfeieh T USi-feh STareer Trerefl SITehi
UTCTehT YTeh{ceh HITd/ |Teeh fohfEe T ST ST rer-eft ATHT=T STHehIT

3. AUTereR! STH 3T (s ioshiel T Aecrshien) T SATHe 3iaeTe (faTeieh! Tehshtor <Ra

& e o X

<.
20

BTAGE) ol TSI ITish SIEHTshY, ATHTINTE STTeh STET et AT SIHehRI

AT SafeTd S G, ST, HTSTHTST T EHERTq qraet ST SRR

AISHHTE, forehTershH T Te] STTafereh FISHT Ewal=et |THT=T STHehIT

TqTeTeh! LRI SISIE TUTTeAT T sieh et fafeT deermge

Hh TS T & WTe (T, Taftreess, s, Jufter we) sl e S
forfereret, gt urdeft T sredfaes et STeR

ISRt HEcaul ucifotrgs Hvelre STehrl

T T ST HEcohT THATARI HeATE%: STed TS sk, SATTeleh, ST, Tesa,

T HfSITe, TR SR Heedqul sdfchedl qelT farerishe®

8, UTEeh! JAHT HideTeh! HTHTT SRR
§ . -TAHT SH1Y qAT U[Hal! &iafeh! forshTer Srareell JTHT=T TRt

§ 3.4UTeT 1Y ST TRNE el ST

U

T T (oY 37R)
TororrTe Ter (4 I8t x & 37k = U, 4 T x S0 3k = Yo)
9. Hiag™ THEA

2.2 JUTTeR! HAUTeh ferehTasha T AUTeTshl adHT Gfen ararelt SRt

8.3 S T Ioehl SHHRT qeT el SR

2.3 Terhl ST (GfT) U, R0t Tershi SaHt Iy (wiféaT) U, 206w TR
HISERT FETRT (@) U, R o\oy HT T Ara=emT YUkt oo a2t I |
9.3.% HIIQ, TS GFel-ell
%.3.] STSTCAdR! SATRIHR
9.3.3 G wFe
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9.3.% IR TFee

9.3.4 TG AT Hearet

2.3.% Thue 9 T ufasmt v, fFoeT gt

2.3.9 TET Head! T Hee Tl

8.3.¢ T faed gvemedt st swaeen
9.%  UTCTeR! STETETd! LT qeIT foeht STTereh™ &teht forei
Q.4 AT SR U, R0%¢ T TqE@ sgared
2.6 T WERREAT U, 204y 3T T SareelT

R. AUTET HiW FTET TREE T T f-erd wes:
(3 T2 x & 3R = R4, R I x %0 30k = 20)

R.%. B T uxquElt forehTe He=Terd ol ST HTaT Ud T, shiled T HARhR

R} UT Y TG TITGH! TATITh 35T, TAH ST (T Teres T iy
HTHIT &IFHT TR fHhT T HE

.3 UTH FHIY TG TG WA, 0%¢

R HUTE Y TE-ITH fwg (e Horer) foafmmm, 20%%

.4 T FY STEH TG (FHar wme) fafrm, 20

R.& UK Y HTEH TG (3Tefeh TRTe) forfram, 30%]

R Tfeed iy e Trarelt SRt

R.¢ ISR R U, R04R (HIMER Afd)

R HESIH ElE U, 083 (WRITEH |ied) quT Hiest i+ Tie Fammeed, 208y
GHICEESIRG))

2.8 0 GG (SISRETIT qYT FodTe) UT 08X (BTG Higd) T FramTerel 208y (demed
Hfe)
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THE U9 T8, -4 (A-5) US/Tgeh! T a0 AT Tfaaiiiareaes

forRaa adterrent UTgashA Ta wdrerT Tt
T UISThH ATSHICATS 8 <HOMHT ToTSH TTREH |
T =XOT: ToTfard TieT (Written Examination) qc'\Uﬁ'QEF oo
Tl =reor: () T wdierT (Computer Skill Test) qUiiE: %0
(@) F=agarat (Interview) EI;JTTE}F Ro
¢. oo =roT: forfae wdfterr (Written Examination) Q;Uﬁ?a\?ﬁ go0
o | fow quiigs | 3frigs T T AT x 3k e
SO0 > | Tt
Qg (h): .
SRR —— S RUTF x L 3Th =Y
T | T STERA 300 | ¥o EAFICTH 4 (MCQs) ;_a
TUg (Q): 3 U I x Y 3k = Y (Bl IW)
T grareft L T x %0 3 = Yo (AHT IW)
3. Tt =t sr=avaTat ua o udteror (Skill Test and Interview) quTiEeh: 30
forear qUTigh RUEIRUI]] e
() F+F ﬁ:lq BN g0 TN (Practical) 4 fide
(Computer Skill Test)
) =Tl (Interview) Ro ofgeh
SgY:
8. AN UISThH AISHICATS T <o feraer wterm T fefter s stmatamat odtert T g8 =RomT fersirsi

R.

TRUHRI B |

STETA Sgaehieqe (Multiple Choice) TE%eh! Teld I SUAT s TTeTd IT€ aT9q R0 SwTd 31eh et
TIA | T I ATSUAT & 19 3k faga & T 37k ahg i 7T & |

A [T ST T TIETHT el TR Tl STehT0T T aTedetet (Calculator) SR T W18 &4 |
ST g oo F51 (MCQs) T AT Teh STRYEHT &4 | FranTal Sraeht &1 g5 9T (Short
Answer 3l AT Ueh TT Long Answer 3l @THT Uh) Wgﬁ-‘d’ch"l%? ?ﬁ@_{ |

T GUSH A PETPe STIRAHIEE g | THamellicr Teish WUSHH! Faeeeh! oK HIe! @useh
ST ] TS |

T UTGIHH ATSHT ST T/ [rerehT fraeraregaT Sigh TIRITehT TUATAN T3SHHHT qUahT T, U,
T, fafaem qe Fifaes whement ffa vwer 3 afear swmfs (demer et a1 der WS gEueT a1 9
T ERIE WTS) ST TWHITS I8 TSTHAAT TR Fer] TeT |

©, JH IR TARad THETTSTe S YU SFSINEETS W T ¥ SuTsh! SA=aTdiT G feTd TRIEH S |

<.
go.

T T0TehT fetfad TETaTe BHIe UahT IFEETeh! STHTE S T TS SIUTehT ST=aRaTd T STH TehT 37k
ST AATEHH STER T s |

Wﬂﬂlﬁlﬁ

TE WRT IS AN WUEhT UTSTHH TS T S |
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Toreer: e udteror (Skill Test)

Contents

1. Windows basic and Word Processing (MS-Word)
2. Devanagari Typing
3. English Typing

JATTTeHeh e T (Practical Examination Scheme)

o= quiigeh | odiet Jomedt | ferserereg Rk e | w
Devanagari Typing LN ;ﬁ_{
Wﬁqqﬁ@ %o W English Typing .4 ;ﬁz
(Computer Skill Test) (Practical)
Windows basic and Ms-Word 4.0 ;ﬁ_{

ST AT FFATRT Typing Skill Test st @TRT FAcv:

¥. qemRl Typing Skill Test s ATfT £ 4o Irsae%ahl T3eT Text fagi® T I8Ta HTHR 3k TeH A B |

fad, | s 3ee uid e (Correct Words/Minute) TS 3T
? Y =T % 3[4 3158 il T o 0.00
R U 3T HT =T 9ET T 0. Y WraT i TG, 18 Nl o st 0,40
? 9. 3T T H=T G T £ 0 WraT ¥ [ 31ee A e 0.lo4
¥ % o ST |l WeAT A1 T § 3.4 W1 A I 71e3 Uit fie g.00
“ 8R.4 AT EN T TG T Y TaT A [ 3168 Wit fire 2.4
& {4 ST |1 9T A1 T 810, 4 WeT A I 7163 Uit T 2,40
o 8.4 3T HT WeaT 18T T R0 =T A G W1e3 Uit fie 8.4
¢ Ro AT HT WRAT AT T 3.4 WeAT A I 7158 Wi e R.00
R RR.Y AT =T TG T 4 =T FH 3G 368 Wit e Y
%0 Y ST T AT ST G 168 W e .40
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4. English Typing Skill Test & AT 200 WTeagweh! T32T Text fG5® T @M SFTAR 3k TEH TRA S |

fad. | = wee ufd fme (Correct Words/Minute) 1S+ 37
g & W31 FH [, T1o8 N e aTad 0.00
R & 9T HI w31 &1 T § Wl W J[G X168 WId THe S o.4o
3 R AT |l Wl TGl T & R AT A Y[ 368 Wil e 0.9
¥ § 3 ST HT 9T ST T {4 AT % [ 368 Tl e 9 .00
Y QU a1 |l 9T a1 T § ¢ H=T HH TG 118 il e 934
& § ¢ ST HT 9T ST T R AT A [ 368 el e 9 Yo
B 22 T H=T AT T Y WeaT hH TG, 1168 Jid e 9 .94
¢ ¥ T H=T a1 T o WeaT HH TG, 1168 I e 3.00
? R ITET Wl e T 3o Wl A (G X168 Uid e .34
%o 3o T Hl Wl ST Y[ X8 Ui e .40

&. SIS AT IEAWRT Typing 9T fiSuant Text o1 e 91t 189 et Text T firers 9 s | figunt
ST o7 FETRT Text |7 Soiigd T smrton udermeffegel ST Text st Punctuation 2T$a Teht
TSUAT CEeh! IToGHT UM T &5 | Feaeid fmr Formula ST T 37 fer fie (Correct
words/minute) Frefe & |

Formula:
(Total words typed-Wrong words)
7% ¥1eg Wfd fi=e (Correct words/minute)= - e

5
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THE U9 T8, -4 (A-5) U/qgeh! T a0 AT Tfaaiiiareeh
ferRera wdrerrent urgasEw

=t/ T AT ST T "TNSR STeaa T 8T araet

G
HTHT [T GAT ATHTRTR T3 (% 37eh)
TEITA T (RU T x § 3 = W)

3. STUTcTeh! HiIToTeh, UfaTiaen, WIS, STTeleh T Ueien STaeeT Trawet SR
2. UTCToRT JTehfcieh #Td/ ATEFRT R T ST ST Tre-el | SRR

TeteR! ST 3faeTe (s ioshTel T AectehTar) T 3TY(eh 3IqeTd (faTeieh! TehshidT <Rd
STTHH) ohl TSI Tieh SISHTsH, TTHTIST STTfeh STaree gl |t SIehrl

piy

FITHT A S o, ST, WTHTHTS T Sl arereel JrT=r STehr

AISITE, forehTershH T =Te] STTafereh ATSHT Ewal=et |THT=T STHehIT
TTETeh! TXRRT SIS JOTTET T sieh Qe foIfer Heemee

Hh USgH T &1 E1e (4reh, fafieden, st JUites der) el e Siehr

% forsmeRt el Suctouss wret STHRT

% 0 TS T =TT HecaTeh! FAHETHIIh BEATEE: STed TSI ldeh, ST, ST, TeTshe,
o1 Sfafer, R SR Hecaqul safehed qeT foaiehes

% 8. UTeTeh! SIAHT HITENeh! THT ST

§ . UTHHT SHiY qAT UHed! &isfeh! forshrer Srareell FTHT=T STehit

§ 3.4UTeT 1Y ST TRNE T ST

S e M o X

G

AT TEEE (o 37h)
Toro=Ta ooy (4 T9T x & 37 = U, 4 T x S0 3k = 4o)

2. wETAT sgaEeTaH T fafaer:
(R T x 4 37k = Q0 3K, 3 TH x 20 3k = 30 3{F)
2.2, AT RS (&A1, T, T e, BEae, ool T Sameh)
2.R. FET ATELTITRT TR T Heeel
9.3. IANYIE Fawa T =t e
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.¥.

...

¢.&.

2.,

¢.C.
R

sl g SR

S G SFILATI T a8t faferer verge (i, Su=ri, foerm, TR T o1aehma)
grs-Hl Y= SR

STHRRT

forshTershT qataTE® (1Y, STNT, AN, Tied, AT, TR, Refr, T, faw)
TR HEATE®, TEshil L AT HTSH Hreiwell STehrl

RIS GIESESS iglchI{‘I%H T‘de’l\:‘lTlaﬁ;l_OF RISGIE \‘»IHOhI{ﬁI

forgme T rferferent witar Sffar T EHTSTHT Teh! TTE oI FeT T S S ST T

Hecd ST GTHTT SRR

R. AT HiW FTET TREG T Ta-ef1d e
(3 T2 x 4 3R = R4, R U x %0 30k = 20)

R.2.
R.R

R.3
RY
R4
R.&
R\
R.L
R

SN T IR frehTe HeTerd sl ST HTaT Ud T, shiled T AR
T S ST TRIGehT TATIHTRT IS, TAHT €T T ITfafaferes qorm Hiy
STHT & JEeRT {HHT T HEA

T ST STTH-AT TG U, R0%¢

AT HTY ST TR (e Foarer) fafam, 20%]

AT 1Y STET TG (FHAT FRIe) forfem, 0%

AT 1Y STTET Iig (3ATfeien wmme) faf=m, 03]

Tt iy A Trsedt SRR

AT AT ¥, R0uR (HEie |fe)

HTeISToh TS U, 0&3 (WU Hied) T Arasiien Tlig FRmmee, 208y
GRIEEEEIEG)

2.8 0 FRITEA (SISRETI qYT FodTe) UT 08X (BRIG Higd) T el 208y (Hemed

afed)
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FHII T3, T-¥ (A-4) TS/qgeht Tl Tfaafiaredes

ferfae wdrarent uTeTsRE TE wderT Tt
TE TISHH AISHICATS g8 SHUMHT {orTer TREH B |
o =r: foerfad 9lier (Written Examination) Tﬁ@?ﬁ oo
focftar =om: () fa 9T (Computer Skill Test) W 4o
(@) @i (Interview) qUITE: R0
¢. worm oot TerRae ufterT (Written Examination) tl;Uﬁ's‘\?H goo0
o qUigs | 3fviteew | wlie yonelt | s He x 3 D)
U TF x ¢ Ik =Y
© g (M
Har gFrEt | o0 ¥o @W A (M) R HUeT
b T x 4 37 = Y (B IW)
for=rma .
Y4 T x %0 3 = Lo (AT IN)
3. T =T T=TTeHeR Ue st=aaTat (Practical & Interview)
quTt
gh: To
| fow qUTiEsH furig® ENEIREIK] EEE]
(%) | TANTIcHeR Tiern 4o R4 I TTcHh ¥4 T
@) | =t R0 itk
ELE2K

8. 1 UTGAHH SIS T2H =orHT ferfier wdvert T el =reormr st=earrat wief T g3 =ror
TS TR |

2. ST Sgashicdsh (Multiple Choice) S&I&%eh! TeTd IR [GTHT Tedieh TeTd TR aTdd R0 i
3k T A | T ST AGUAT &8 19 3ieh foge 9 T ik g1 ufy M 7 |

3. a@mgﬁﬁﬁw;ﬁmmmww(Calculator)g?ﬁﬂﬂ’—f
TS & |

¥. SEQA Sghicsh T (MCQs) I AT Ush STYRehT g4 | TSR w7kt gehAT €5 9121 (Short
Answer 3l @TRT T TUT Long Answer 3T ST Tsh) ﬁrgﬁ?ﬁm%%gﬁ@‘—[ I

Y. S GUSHT AT DD I eshres g | Tt Sedsh Guseh Teteh 3Tl die! Tush!
SR The] TS |

&. TE UTGASHH AISHT STTicreht W1/ frearehT feraeareq T Sigeh Tiiaushl HUATAf TTGashHAT Tkt
i, U, Trem, forfaem om fifiree wement fuf v 3 afea swmfe (@mer o av w@eires w8
BTSUSHT o1 Y T ERMG W) SHIFH TohIATS T8 TSIHAAT GLh! TH1] 109 |

. T =0Tk feAfad THTee BHIC WUehT STHGaREEATs AT feia SRUTehT ST=aiaTd T afea et
TS |
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¢. I =R fARad ieTae SHte HUsht SHGEReR! STHTSS T TS SRRl STaTaiaT JTd T
3 SISt Araramshn STET fawTiE TS |

R. UTEHsHA AN ffd:

%0, qH AT IS AT WU TSHHH G THIH B |
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FHTH TTFUE, T-¥ (A-4) TS/ATHR! GAT A RIATcHER TIGAHA T THer aaT

T | gt

1.

Computer Fundamentals

1.1

1.2

1.3
14
1.5
1.6
1.7

Computer:- Definition, History, Generation, Characteristics, Types &
Applications
Overview of a computer system:
1.2.1 Data and data processing
1.2.2 Hardware
1.2.2.1 Definition of Hardware
1.2.2.2 Input Unit: Keyboard, Mouse, Scanner

1.2.2.3 CPU: Arithmetic Logic Unit (ALU), Control Unit (CU), Memory

Unit (MU)
1.2.2.4 Output Unit: Monitor, Printer
1.2.2.5 Storage devices: Primary & Auxiliary Memory (Floppy Disk,
Hard Disk, Compact Disk, Super Disks, Zip Disks, Cartridge
tape)
1.2.2.6 Others: Network card, Modem, Sound card
1.2.3 Software
1.2.3.1 Definition & Types of Software
1.2.3.2 Programming Language
1.2.4 Liveware
1.2.5 Firmware and Cache Memory
Setting & protection of Computer Room and Computer
Concept of Computer Viruses and remedies
Concept of Multimedia
Nepali Unicode, Nepali Fonts
Computer Networking
1.7.1 Introduction to Networking
1.7.2 Types of Network like LAN, MAN, WAN
1.7.3 Concept about E-mail / Internet / Extranet/Intranet

Operating System

2.1
2.2
2.3

Introduction to Operating System
Types of Operating System
Functions of Operating Systems

2.4 Disk Operating System (DOS)

2.4.1 Introduction to DOS

2.4.2 Different versions of DOS

2.4.3 Physical Structure of the disk
2.4.4 Types of DOS commands

2.45 Use of common DOS commands
2.4.6 Concept of File and Directory
2.4.7 Wildcards and Pathname
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24.8
24.9

System files of MS-DOS and their functions
Using AUTOEXEC.BAT and CONFIG.SYS files

2.5 Windows

251
2.5.2

Introduction to GUI
Introduction of Windows Operating System
2.5.2.1 Basic Windows Elements - Desktop, Taskbar, My Computer,
Recycle Bin
2.5.2.2 Starting and shutting down Windows
2.5.2.3 File Management with Windows Explorer
2.5.2.4 Windows applications: Notepad, WordPad, MS Paint, MS-DOS
Prompt, Calculator, Character Map, Control Panel
2.5.2.5 Finding files of folders and saving the result
2.5.2.6 Starting a program by using the Run command
2.5.2.7 Changing window settings
2.5.2.7.1 Adding/Removing programs to/from start menu
2.5.2.7.2 Clearing the contents of document menu
2.5.2.7.3 Customizing the taskbar
2.5.2.7.4 Control panel
2.5.2.7.5 Date & Time
2.5.2.7.6 Keyboard
2.5.2.7.7 Mouse
2.5.2.7.8 Multimedia
2.5.2.7.9 Fonts
2.5.2.7.10 Display
2.5.2.7.11 Printer
2.5.2.7.12 Creating shortcut (icons) on desktop
2.5.2.7.13 System tools: Scandisk, Disk Defragmenter,
DriveSpace, Backup, Format

Word Processing

4.1 Concept of Word Processing
4.2 Types of Word Processing
4.3 Introduction to MS-Word

331
3.3.2

3.3.3

3.34
3.35
3.3.6
3.3.7
3.3.8
3.3.9
3.3.10

Creating, Saving and Opening the documents

Elements of MS-Word Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars, etc.)

Copying, Moving, Deleting and Formatting Text (Font, Size, Color,
Alignment, line & paragraph spacing)

Finding and Replacing Text

Familiar with Devnagari Fonts

Creating lists with Bullets and Numbering

Creating and Manipulating Tables

Borders and Shading

Use of Indentation and Tab Setting

Creating Newspaper Style Documents Using Column.
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3.3.11 Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, file, page
break, section break, Graphics, Pictures, Charts, Word Art & Symbols

3.3.12 Opening & Saving different types of document

3.3.13 Changing Default setting of the MS-Word

3.3.14 Mail Merge

3.3.15 AutoCorrect, Spelling and Grammar Checking, and Thesaurus

3.3.16 Security Technique of Documents

3.3.17 Concept of OLE (Object Linking Embedding)

3.3.18 Setting Page Layout, Previewing and Printing Documents

Electronic Spreadsheet
4.1 Concept of Electronic Spreadsheet
4.2 Types of Electronic Spreadsheet
4.3 Organization of Excel Spreadsheet (Cells, Rows, Columns, Worksheet, Workbook
and Workspace)
4.4 Introduction to MS-Excel
4.1.1 Creating, Opening and Saving Work Book
4.1.2 Elements of MS-Excel Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)
4.1.3 Editing, Copying, Moving, Deleting Cell Contents
4.1.4 Familiar with Devnagari Fonts
4.1.5 Formatting Cells (Font, Border, Pattern, Alignment, Number and
Protection)
4.1.6 Formatting Rows, Column and Sheets
4.1.7 Using Formula - Relative Cell and Absolute Cell Reference
4.1.8 Using basic Functions
4.1.9 Generating Series
4.1.10 Changing default option of the MS-Excel
4.1.11 Sorting and Filtering Data.
4.1.12 Summarizing Data with Sub Totals
4.1.13 Creating Chart
4.1.14 Inserting Header and Footer
4.1.15 Spell Checking
4.1.16 Importing from and Exporting into other Formats
4.1.17 Page Setting, Previewing and Printing

Database System
6.1 Introduction to Data, Database and DBMS
6.2 Basic Concept of Tables, Fields, Records, Relationships and Indexing
6.3 Introduction to Ms- Access
5.3.1 Data Types
5.3.2 Creating Tables and Formatting & Validating Field Data
5.3.3 Creating & Using Simple Queries
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6. Presentation System
6.1 Introduction to PowerPoint
6.1.1 Creating, Opening, Saving Slides
6.1.2 Formatting Slides
6.1.3 Slide Show

7. IT in Nepal
7.1 History of IT in Nepal,
7.2 ICT Policy of Nepal, 2072 B.S.
7.3 Electronic Transaction Act, 2063 B.S.

8.  Others
8.1 NARC Act and Administration and Finacial By-Laws
8.2 Public Procurement Act/Regulations

TTeHeh TTeTT JT-T

. HHI: ¥4 fire

. THTEAT: Y4 I (T AaH)

3. qUTgH: Yo

¥, IuTge: Yo faera

. TRt fmToT, (Weightage) T @0ent faraor:
SN Topics Marks Time (Minutes)
1 English Typing 5 5
2 DevnagarT typing 5 5
3 Word Processing 15 35
4 Electronic Spreadsheet 15
5 Database Management System 6
6 Presentation System 4

Total 50 45

&. English Typing Skill Test I &TRT Y4 ITeegEh! TSI Text 437 TIw™ AN 3ok Y& T

9 |

fad. | S wea uid fie (Correct Words/Minute) q13 37k

? ¢ mwg&wuﬁrﬁﬁz@orrect Words/Minute) smad 0,00

R ¢ ST |1 WRT SET T 48 W31 9 Y6 31s8 Nid e (Correct Words/Minute) | 2.00
Elen)

3 §& ST |1 WeaT 916 T Y M1 A Y[ Wea Ui fie (Correct R.00
Words/Minute) smaa

¥ Ry T HI WeaT 9E1 T 3R Wl & Y5 3% 9id fiee (Correct 3.00
Words/Minute) sad

Y 3 T HI W1 SIET T o Wl W 4 X8 Uid fiee (Correct ¥.00
Words/Minute) sad
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g Yo o1 HI W31 ¢! [ ¥1eq Nfdl fire (Correct Words/Minute) sTad 4.00

. I Typing Skill Test T ATRT Q00 WeqTweh! TIT Text [G51S T I8 TR 3ok YGH TTHA
3

fa.4. | & s ¥fd e (Correct Words/Minute) qr3 3ieh

? \v =T %1 [ W1e3 Ui fie (Correct Words/Minute) s 0.00

2 o T | =T ST T &% a1 1 31 ¥1s8 Wid e (Correct Words/Minute) | 2.0
ELLGH

3 2 I | 93T 9ET T % el & I 3188 i fire (Correct Words/Minute) | R.00
EIECH

X R AT | WeaT 96T T R¢ el &M [ 31s8 Wi fie (Correct Words/Minute) | 3.0
EILGH

4 ¢ AT =T TS T 34 3T 3[4 318 Hid fie (Correct Words/Minute) | ¥.00
ELEGH

g 34 9T HT W1 SET T ¥1s8 Wi fie (Correct Words/Minute) simaa 4,00

Formula for calculation of correct word/minute:

Correct words/minute = (Tatal words typed-worng words)/5

Note: TSIt T =R Typing Skill Test 3T ATRT aaTmT fgUant Text TT8 TR AT 28T
TRT Text T TTeTE <ok A | deaTd AT Seoiiad Criteria sSTHITSTH 37ek fag+s |
foguent STUST a1 TR Text AT Seaiitad T a|ifome qdereffaset ST Text AT
Punctuation 239 TTHeh! YTSTAT cIEeh! ITeGHT TUMET T & |
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T |, T-% (A-4) TS/Ageh! Gt Tfaaifiraredes ferlad udrerreht aTaasha
Ot/ foreer: AT T YT ATHTRTR STEE T oA Tt

FTAT [T qAT ATHTTR TLTTT (Y4 27eh)

TEQIE UL (4 T x § 37k = RW)

ML X W o

l.
R.
2o

JuTereRt iTieTes, UfdeTieen, aTiTen, STTfieh T TSt feh STaer Tl HHT= STHHRT
TR Tehfcieh HATa/HTeeR! foRReH T FaHT STaee reeff JH= SRR

ST SrIfAd S &, STTSTIT, TS T e arareeft ST STeehit

AT, ferehTeshH T <Te] STTafereh ATSHT Ewaf=el AT SRR

YT TS H T &1 TS (Feh, ToIfireesh) Twareelt AHT=T SRR

Tl EeT | SRR

TorTehT Hecaqut Suetod Srsrel ST

AfIATH GHETHRI BeATeE TRt SIHeRRT

TCTeh! S HTeTR! HTH SRR

. T HIY ST THg Tt STHeRRT

G
gwﬁ (o4 3Th)

ToroanTe war (4 78T x 4 37eR = U, & T x S0 3k = Lo)

X W N

.
<.
Q.
g0

FTAT FHRTARIEE (3aT, T, T IER, Br3fers T feuufh)

I T o] et forehTe AeTeren! SeTie e UE e &

T Y ST TG TATTATRT 35T, TAHIT ST TIATCITeIe® T 3 ST &I et
Rt THE

T HT ST TRE U, R0¥¢ - IST, TG TS T HEWIEE Ud TNEGeH! 1, e, R,
FrieRr Tftrfaent s, e T AfR

TS Y ST TG 1 TodTe (oI {-=H T =Ry SR faf—m Q0% % (SRiTe |ied) -

AT e, oraT, STerehre, TISHIHT, HTe0T T SFIRMEH, TS LA, 1 FRITE JeATgah]
Trt SRt

Tfte iy A qrarel STeprd

JUTART SAHT HT T2t STHeRrT

TR o T, 04 (ESMeH dfed)

. ARG TEURINT SFHHIT ST T UL Feehell chesishl IH, sheiod T i & Frsfeil SIehril

8% O QAT HoT ATe ST T HEcaeli 1= ST
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