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1.4 TDFrRﬁ Wﬁ’ (Grievance Handling) - Concept and Redressal Mechanism
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1.6 Trade Union and Collective Bargaining

17 WEIR GfRT, Afdsdr, e, e

1.8 HIA&AICH® TUFEIX (Organization Behavior) T qHe Tiferefrerar (Group
Dynamics)
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1.12  gMET (Good Governance) - HALRIN, ATIRHA qcaAeE, AR AEASTD
REIRHEEIINICECARECIDl]

113 ¥qca, Fvig YR, 9 a1 Uiddad oEd

qUe (@) — %0 AF

NS eI T HFAT a4l AHHI ¥oAqg (A xq OFE, I TR 0F)

2.1 T EASHE GEAF/BTIAEEER! ATETEHA], JUTeH, WHEET, A
TN SHATATITHT TATAEE

2.2 THAQIUE M TGl aqd daer

2.3 AU W Sl qdl SR HIIh! Sied, A&, Ied, TWHI,
ISHAICHE TLEAT, 9Id cqaedIad, IJUeddl aal Jaur Taedl, SeqnTd
GaRHT FAEE®, GATET T THAEe

2.4 TEAAHS TEIH/EHFIEGH! Taraadr T eaad]

[ = . ~ ~ ~
25 WIEHHAT qUA QT FEIM T A9 ciegg eiivdgd TE ATTHT FEECH
ATHT ST

o
[

Yep dl




Y AT qIqT ATIR H fafes

WX AEHd, Ja1/99E: THA/ AT I, T@ &, 98 Afqad

2.6

2.7

2.8

2.9

2.10

211

2.12
2.13

2.14

2.15

2.16

g1/ s giqairarcrs fafea ot st aregs
FIOR] AR faadiew, ufaeadicas awar AR qar el
ST WA T TAAES
Tl @I STFEdT q SATIR HFIIeh] SAEqides ATe-Th! ATaedehar T
qreq
TATTHT 9% 9T YATHT NEAR. GFaedl AIIUS, FEINT sgaedl, U
=T T JARTeTer
FHFIART o T @R [ooh!, IUSRY, FHerMl Uar, Fves, WHhee,
A gFEedl f[ATEe
HFHC YA <AUHT o0 WHIT UF ATgT [Eeqg qicd
TEIET SHHI
AT ATEE AT T A AL, Bl AT qAT HTEHA TAT FSCHT @TH
IR A-qqFaad [AIIe6
FHEAID] TS TR STACATITRT IIIH WHIEE

(@ haN [alRaN

FHF T WS UF TN dedid el Guiad da86 T Gehiidhl
ASd AT AUHRATET, AEER qA7 qeanill Heee

STCTHT QTeTa IcaG D! aqHT A€l , HRT ATI( qT ST 0T
SEE

@rg b, W YT a1 Gl EAT |, e, qEedl Seeon |
HATAT TAT HFIAD] AHBT

gbd SUFTIATIT, WIY STGEAM, gvg SHAATATIT T Tohiq A€ (Crisis
Management, Risk Management, Conflict Management, Disaster Management)

qFag BT AT Giaeg, U, Faw T Aifdge R0 o3 (v wax ¥ o9F)

3.1
3.2
3.3

3.4

3.5
3.6
3.7
3.8
3.9
3.10

YT YT AT

FHIHIRT Jawegad ¥ FHaaraet

G YT T SUMR FFOA1 [, HHA qal, O T gedr aeaedl
[EIEREIERIMCEICIY

QT SIaedl qdl SaR w1 for, @ie aar e yeme A ommEe,
208

JEA (STIEIOT T FA@T) UF, J08Y T FIAEed, 084

YETER Famer U, 048

IIARBT YT U, 206Y%

[rEdHE GG U, R0&3 TIT Qi+ @R FawmEe, 208y

AAH! <dT) GiRodr 208y HALT Tl DIl sq=ed

FHEAT UF, 063



g FET AT AR FHFAT [@Hee
WX AEHd, Ja1/99E: THA/ AT I, T@ &, 98 Afqad
g1/ s giqairarcrs fafea ot st aregs
3.11 @ U9, R0R3 T Wre HIHmEed, J0%Y

312 U WHRHT FHM, AN, AMST T AT FFa=el i

FFYST QT A TARTHS THEAT FrrT
(Computer Skill Test Practical Examination Scheme)
forer qUITE farrraeq Rive £ L)

Devanagari Typing Y uF Y e
English Typing Rk Y fe

R Word processing L]

(Computer Skill 10 Presentation System q 43
Tesy) Electronic Spreadsheet I K 1o fre

Windows basic, Email and Internet q 95

Contents

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 1D, Using email and mail client tools

Basic Network troubleshooting (checking network & internet connectivity)

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

Presentation System

° Introduction to presentation application

o Creating, Opening & Saving Slides

o Formatting Slides, Slide design, Inserting header & footer
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. Slide Show
. Animation

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

Electronic Spreadsheet

o Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)

J Creating, Opening and Saving Work Book

o 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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S a1 IR Typing Skill Test @r w7 fMeer:-

TaArRT Typing SKill Test &I @RT 40 Tedg@al T3l Text 4278 ¥ @ AT9R dF
TR ;-

g W= 9iq faae (Correct Words/Minute) qrSA A
Y Wl BH 9 9eE 91 e aad o H®
Y AT |1 9T Fel T VY AT FH g ek giq (e aaa 0.40 ¥k
9.y AT Il AT el T 90 9l FH g 958 i A= arad 0.9y ¥k
90 a7 &1 9wl Fel T 9.4 Hwal HH g e’ 9iq e amaa 9.00 ¥
R4 AT |1 AT FqEl T % AT FH qg ek 9iq (A araq Q.34 A®
Y T &1 9= 6l ¥ qOY AT FH g TR 9iq R s .40 3w
9.4 a1 F AT Fel T 0 Wl %A 0@ 9eF 9id fAee arad 9.4 P
0 AT Al 91T FEl T [R.Y 9T FH qg ek Yidq fAee aad .00 &
QY AT FHT FEl T Y 9T FH F 9 iq He arad Y HE
Y AT |l AT 9l g e 9id AR s .40 ¥F

English Typing Skill Test &0 T 200 sregg@adl T3l Text fags ¥ 3| ATAR dF
e A

3§ 1=k i e (Correct Words/Minute) qSH b
& RS FH F R Uiq e aaa o ¥F
& AT |1 AT 961 ¥ & Al &H 9 978 Uid (Hde arad 0.40 ¥F
R AT &I WwaT del T IR Wwal %H 90g 97 9iq fAve arad 0.9y ¥k
R AT |1 We=T 96T ¥ 9% ARl BH 9E TR i e A .00 ¥F
Y AT &1 9T 9GT ¥ 45 9T FH F 9 9iq fHe arad q.]4 F
95 a1 |1 9w=T 967 T Y Wl HH g e Yiq (A arad q.40 P
9 AT &1 9= @l T ¥ ARl HH g e 9iq fHAe aaa Q.9 P
¥ AT |T 9T 9T T R0 Wl FH 0@ R 9iq fAee arad .00 ¥h
9 97 GIHwT ¢l ¥ 30 AWl FH g ek gfd A smaq Y HE
30 97 91 T F¢T 9 9 iq fHe arad .40 ¥eF
SIS AT TFANTT Typing AT fG3UaT Text @8 ATaR AIET 21T T Text 9 9S8 =%

TeAE | fESUHl AUST AT AN Text A1 Jooff@d I FHINH  Geendiesd  ATRAr
Text A1 Punctuation @T12q ek UTSTAT AHHT TEHT TUMHAT MR & | Teq9=rd e
Formula YaRT T 913 w1es 9id fAwe(Correct words/minute) FMeTiaas; |

Formula:

(Total words typed — Wrong words)
5

913 91e% 9iq fAve (Correct words/minute) =




