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v'nf÷cfGtl/s k|ltof]lutfTds lnlvt k/LIffsf nflu kf7\oqmd 

Pj+ k/LIff of]hgf 

 

kf7\oqmd of]hgfnfO{ lgDgfg';f/sf b'O{ r/0fdf ljefhg ul/Psf] 5M 

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

låtLo r/0f M—  -s_ ;Lk k/LIf0f    k"0ff{Í M— !) 

   -v_ cGtjf{tf{     k"0ff{Í M— #) 

k/LIff of]hgf (Examination Scheme) 

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

kq ljifo k"0ff{Í pQL0ff{Í 
k/LIff 

k|0ffnL 
k|Zg;+Vof X cÍ ;do 

k|yd 
zf;g Joj:yf / 

ljsf; 
!)) $) ljifout 

!) k|Zg x  %cÍ Ö %) 

% k|Zg x  !) cÍ Ö %)  

# 306f 

låtLo ;]jf ;DaGwL !)) $) ljifout  

$ k|Zg x  %cÍ Ö @) 

^ k|Zg x  !) cÍ Ö ^) 

! k|Zg x  @) cÍ Ö @) 

# 306f 

 

@= låtLo r/0f M ;Lk k/LIf0f / cGtjf{tf{(Skill Test &Interview) k"0ff{Ë M– $) 

ljifo k"0ff{Í k/LIff k|0ffnL ;do 

-s_ sDKo'6/ ;Lk k/LIf0f !) Kf|of]ufTds @) ldg]6 

-v_ cGtjf{tf{ #) df}lvs  

 

b|i6Jo M 

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

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

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

$= ljifout k|Zgx?sf] xsdf 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 .  

%= ljifout k|Zgdf k|To]s kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx? x'g]5g\ . kl/IffyL{n] k|To]s 

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

^= o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} 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\qmddf k/]sf] ;Demg''' kb{5 . 

&= k|ydr/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

*= o; eGbf cufl8 nfu'  ePsf dfly pNn]lvt ;]jf, ;d"xsf] kf7\oqmd vf/]h ul/Psf] 5 .  

(= kf7\oqmd nfu' ldlt M– @)&%. 
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k|yd kqM— zf;g Pj+ cfly{s Joj:yf 

-k|zf;g÷ljQ b'j} ;]jf÷;d"xsf nflu_ 

v08 -s_ –  ^) cÍ -^ k|Zg  % c+s, # k|Zg  !) c+s_ 

1. zf;g Joj:yfsf ljljw kIfx?  

1.1 ;+ljwfgjfb / g]kfnsf] ;+j}wflgs ljsf; . 

1.2 sfo{kflnsf, Joj:yflksf / Gofokflnsf aLr cGt/;DaGw,  lgoGq0f / ;Gt'ng . 

1.3 ;+j}wflgs c+ux?sf] sfd, st{Jo tyf clwsf/, jt{dfg cj:yf / r'gf}tLx? . 

1.4 dfgj clwsf/ / df}lns xs tyf st{Jo . 

1.5 sfg"gsf] zf;g, nf]stflGqs  d"No / dfGotf, ;dfj]zLs/0f, ;dfg'kflts k|ltlglwTj 

tyf ;sf/fTds lje]b, ;fdflhs Gofo , ;'/Iff ,;'zf;g .  

1.6 ;"rgfsf] xs , kf/blz{tf / hjfkmb]lxtf ,/fhgLlts t6:ytf, k|lta4tf,  . 

1.7 ;fj{hlgs gLlt lgdf{0f k|lqmof, sfof{Gjog, cg'udg, d'Nof+sg . 

1.8 ;fj{hlgs ;]jfsf] cjwf/0ff, ljz]iftf, e"ldsf / ;fj{hlgs ;]jf k|jfxsf r'gf}tL . 

1.9 g}ltstf, ;bfrf/ / cg'zf;g . 

1.10 ljB'tLo zf;g (E-Governance), ljB'tLo ck/fw (Cyber Crime) / r'gf}tLx? . 

1.11 ljsf; of]hgf / rfn' cfjlws of]hgf . 

1.12 ;+3, k|b]z / :yfgLo txaLrsf] ;DaGw . 

1.13 of]hgf th'{df, sfof{Gjog / cg'udg tyf d"Nof+sg .  

1.14 kl/of]hgf ljZn]if0f (Project Appraisal) tyf kl/of]hgf Joj:yfkg .  

1.15 ;+:yfut ;'zf;g / ;+:yfut ;fdflhs pQ/bfloTj . 

v08 -v_ –  $) cÍ -$ k|Zg  % c+s, @ k|Zg  !) c+s_ 

2. cfly{s cj:yf / cGt/f{li6«o ;DjGw 

2.1  ;/sf/L n]vf / n]vfk/LIf0f . 

2.2 cfly{s a[l4 tyf cfly{s ljsf; . 

2.3 cfly{s ljsf;sf kIfx¿ M s[lif, ko{6g, k"jf{wf/,  kof{j/0f ;+/If0f, j}b]lzs /f]huf/L, 

ljk|]if0f, tyf dfgj ;+zfwg . 

2.4 ljsf;df ;fj{hlgs If]q, lghL If]q / ;xsf/L If]qsf] e"ldsf . 

2.5 ul/aL lgjf/0f / /f]huf/L ;[hgf . 

2.6 lbuf] ljsf;, bLUff] ljsf; nIox? Pj+ jftfj/0fLo ;jfnx? . 

2.7 ljsf;df gful/ssf] ;+nUgtf / ;fem]bf/L ljsf; . 

2.8 ljZj j}s, cGt/f{li6«o d'b|f sf]if, cGt/f{li6«o ljQ ;+:yf, PlzofnL ljsf; a}+s, låkIfLo 

;xof]u ;+:yfx? ;DaGwL hfgsf/L . 

2.9 ;+o'Qm /fi6«;+3 / o;sf Ph]G;Lx¿ (UNO and its Agencies), FAO, IFAD, WFP 

2.10 ljZj Jofkf/ ;+u7g (WTO) / cGt/f{li6«o Jofkf/ k|0ffnL .  

2.11 o'/f]k]nL ;+3 (EU),blIf0f k"jL{ PlzofnL /fi6«x¿sf] ;+u7g (ASEAN),blIf0f PlzofnL 

If]qLo ;xof]u ;+u7g (SAARC), SAFTA, BIMISTEC 

2.12 j}b]lzs ;xfotf / cGt/fli6«o ;xof]u –cfjZostf, pkof]u, pknAwL / r'gf}tL . 

2.13 k|ToIf j}b]lzs nufgL (FDI) 
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låtLo kq M ;]jf ;DaGwL  

-k|zf;g ;]jf÷;d"xsf nflu_ 

 

v08 -s_ –  $) cÍ -$ k|Zg   !) c+s_ 

1. dfgj ;+zfwg Joj:yfkg     

1.1 dfgj ;+;fwg Joj:yfkgM cjwf/0ff, cfofdx? / r'gf}tLx? . 

1.2 sd{rf/L Joj:yfkgsf kIfx?M tnj–eQf / ;'ljwf, egf{, 5gf}6, kb:yfkg, 

;fdflhlss/0f / pkof]u . 

1.3 sfo{;Dkfbg d"Nof+sg, sfo{;Dkfbg s/f/ / sfo{;Dkfbgdf cfwfl/t k|f]T;fxg k|0ffnL . 

1.4 u'gf;f] ;'gjfO{ (Grievance Handling) - Concept and Redressal Mechanism 

1.5 jftf{ / ;Demf}tf (Negotiation)- Concepts Skills & Strategies 

1.6 Trade Union and Collective Bargaining 

1.7 cfrf/ ;+lxtf, g}ltstf, ;bfrf/, cg'zf;g . 

1.8 ;+u7gfTds Jojxf/(Organizational Behavior)/ ;d"x ultlzntf (Group Dynamics) . 

1.9 sfo{ ljZn]if0f (Job Analysis) M cjwf/0ff, dxTj, Job description, Job Specification, Job 

Evaluation, Job Enrichment and Job Enlargement , Job Performances standard and 

Structure of Organization). 

1.10 pTk|]/0ff M cjwf/0ff, dxTj, sfo{ ;Dkfbg / pTk|]/0ff, sfo{ ;Dkfbgdf cfwfl/t tnj 

;'ljwf  (Performance based pay system) 

1.11 ;+u7gfTds :j?kM cjwf/0ff, u7gsf cfwf/x?, k|sf/, lgdf{0f tyf ;+/rgf 

1.12 ;'zf;g (Good Governance) M cjwf/0ff, cfwf/e"t tTjx?, g]kfnsf] ;fj{hlgs 

lgsfox?df ;'zf;gsf] cj:yf   

1.13 g]t[Tj, lg0f{o k|lqmof, ;+rf/ tyf k|ltj]bg n]vg  . 

 
 

v08 -v_ –  $) cÍ -@ k|Zg   !) c+s, ! k|Zg  @) c+s_ 

 

2. ;fj{hlgs ;+:yfg / Joj:yfkg  

2.1 ;fj{hlgs k|zf;g, ljsf; k|zf;g / Joj:yfkgsf] cjwf/0ff, p2]Zo, sfo{If]q / gjLg 

k|j[lQx? . 

2.2 g]kfn vfB ;+:yfgsf] Oltxf;, vfB ;+:yfg :yfkgfsf] nIo, p2]Zo, /0fgLlt, ;|f]t 

Joj:yfkg, pkfb]otf tyf jt{dfg cj:yf, ;+:yfut ;'wf/sf k|of;x?, ;+efjgf / r'gf}tLx?  

2.3 g]kfn vfB ;+:yfg / ;/sf/L lgsfox? aLrsf] ;DaGw / ;dGjo . 

2.4 /fli6|o cfk'lt{ sDkgLsf] cfjZostf, dxTj / ;+rfng ljlw 

2.5 g]kfndf vfBfGg pTkfbgsf] jt{dfg cj:yf, dfu cfk"lt{ tyf ahf/Ls/0fsf] Joj:yf . 

2.6 g]kfndf ;fj{hlgs ;:yfgx?sf] cfjZostf / cf}lrTj, ;+efjgf, r'gf}tL / sl7gfO{x? . 

2.7 Gf]kfndf sdhf]/ / hf]lvddf /x]sf hg;+Vofsf] nflu sNof0f of]hgf  

2.8 vfB ;+s6, vfB ;'/Iff tyf vfB ;Dk|e'tf, kf}li6stf ;DjGwL cjwf/0ff / cj:yf 

2.9 ;+s6 Joj:yfkg, hf]lvd Joj:yfkg, åGå Joj:yfkg / k|sf]k Joj:yfkg (Crisis 

Management, Risk Management, Conflict Management, Disaster Management) 
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v08 -u_ –  @) cÍ -$ k|Zg  % c+s_ 

 

3. ;Dj4 sfg"gL cfwf/ M ;+ljwfg, P]g, lgod / gLltx?  

3.1 g]kfnsf] k|rlnt ;+ljwfg  

3.2 ;+:yfg P]g, @)@! 

3.3 g]kfn vfB ;+:yfg sfo{ ;~rfng tyf sd{rf/L ;]jf,  zt{ / ;'ljwf ;DaGwL 

ljlgodfjnL, @)^$ 

3.4 ;'zf;g -Joj:yfkg tyf ;+rfng_ P]g, @)^$ / lgodfjnL, @)^%  

3.5 e|i6frf/ lgjf/0f P]g, @)%(  

3.6 pkef]Qmf ;+/If0f P]g, @)&% 

3.7 ;fj{hlgs vl/b P]g, @)^# tyf ;fj{hlgs vl/b lgodfjnL, @)^$  

3.8 cfly{s sfo{ljlw P]g, @)%% / lgodfjnL, @)^$ -ah]6 lgsf;f / ;/sf/L /sd vr{ 

ug]{ t/Lsf,  lnnfd laqmL ;DaGwL Joj:yf_ 

3.9 cfos/  P]g, @)%* -kl/R5]b !, &, *, !@_ 

3.10 d'n'sL b]jfgL -;+lxtf_ P]g, @)&$ kl/R5]b ^ / !*   

3.11 g]kfn ;/sf/sf] s[lif, pBf]u, jfl0fHo tyf cfk"lt{ ;DjGwL gLlt  

3.12 sDkgL P]g, @)^# 

3.13 s/f/ P]g, @)%^ 

3.14 vfB P]g, @)@# / vfB lgodfjnL, @)@$ 

3.15 k|lt:kwf{ k|jw{g tyf ahf/ ;+/If0f P]g, @)^# 
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sDKo"6/ ;Lk kl/If0f k|of]ufTds k/LIff of]hgf  

(Computer Skill Test Practical Examination Scheme) 

 

ljifo  k"0ff{Í k/LIff k|0ffnL ljifoj:t' lz{ifs 
cÍ 

;do 

sDKo"6/;Lk kl/If0f 

(Computer Skill 

Test) 

!) 
k|of]ufTds 

(Practical) 

Devanagari Typing @=% cÍ 
% ldg]6 

English Typing @=% cÍ 
% ldg]6 

Word Processing @ cÍ 

!) ldg]6 

Presentation System ! cÍ 

Electronic 

Spreadsheet 
! cÍ 

Windows basic, 

Email, Internet 
! cÍ 

 

Contents 

1. Windows basic, Email and Internet 

 Introduction to Graphical User Interface  

 Use & Update of Antivirus  

 Concept of virus, worm, spam etc.  

 Starting and shutting down Windows  

 Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.  

 Concept of file, folder, menu, toolbar  

 Searching files and folders  

 Internet browsing & searching the content in the web  

 Creating Email ID, Using email and mail client tools  

 Basic Network troubleshooting (checking network & internet connectivity)  

 

2. Word processing  

 Creating, saving and opening documents  

 Typing in Devanagari and English  

 Copying, Moving, Deleting and Formatting Text  

 Paragraph formatting (alignment, indentation, spacing etc.)  

 Creating lists with Bullets and Numbering  

 Creating and Manipulating Tables  

 Borders and Shading  

 Creating Newspaper Style Documents Using Column  

 Security Techniques of Document  

 Inserting header, footer, page number, Graphics, Pictures, Symbols  

 Page setting, previewing and printing of documents  

 Mail merge  

 

3. Presentation System  

 Introduction to presentation application  

 Creating, Opening & Saving Slides  

 Formatting Slides, Slide design, Inserting header & footer  
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 Slide Show  

 Animation  

 Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.  

 

4. Electronic Spreadsheet  

 Organization of Electronic Spreadsheet applications (Cells, Rows, Columns, Worksheet, 

Workbook and Workspace)  

 Creating, Opening and Saving Work Book  

 Editing, Copying, Moving, Deleting Cell Contents  

 Formatting Cells (Font, Border, Pattern, Alignment, Number , Protection, Margins and text 

wrap) 

 Formatting Rows, Column and Sheets  

 Using Formula with Relative and Absolute Cell Reference  

 Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)  

 Sorting and Filtering Data  

 Inserting Header and Footer  

 Page Setting, Previewing and Printing 
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c+u|]hL jf b]jgfu/L Typing Skill Testsf] nflu lgb]{zgM– 

1=  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 % eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

 

2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 ^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 

 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 

 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 

 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 

 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 

 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 

 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 

 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 

 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 

 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

3. c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf] Text;Fu le8fO{ r]s 

ul/g]5 . lbOPsf] c+u|]hL jf b]jgfu/L Textdf pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkm\gf] Textdf 

Punctuation6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg Formula  k|of]u 

u/L z'4 zAb k|lt ldg]6(Correct words/minute) lgsflng]5 .  

 Formula: 

 z'4 zAb k|lt ldg]6                       =
                                 

 
 

 

***** 


