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sd{rf/Lx?sf] kf7\oqmd -;+zf]wg ;lxt_ – @)&@ 
k/LIff k|0ffnL  

-s_  v'Nnf k|ltof]lutf cGtu{t ;xfos k|zf;s jf ;f] ;/x -clws[t :t/ t[tLo >]0fL_ n]vf 
clws[t, sfg"g clws[t , cfO{ =6L= clws[t / l;len OlGhlgo/ kbx?sf] lnlvt k/LIff -
cGoyf pNn]v eP afx]s_ tf]lsPsf] kf7\oqmd leq /xL b]xfo cg';f/ ;+rfng ul/g] 5 M 

qm=;+= kq ljifo k|Zg ;+Vof k"0ff{Í 
!= k|yd kq ;fdfGo tyf ljifout 1fg -j:t'utk|Zg_ %) %) 
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-ljifout k|Zg_ 

% @% 

                                                      s"n k"0ff{Í                !)) 

 

-v_ sDKo'6/ ;DaGwL 1fg cfjZos x'g] kbx?sf nflu v'Nnf k|ltof]lutf cGtu{t :yfoL kbk"lt{ 
ubf{ sDKo'6/ k|of]u ;DaGwL 1fgsf] k/LIf0f u/L of]Uo 7xl/Psf pDd]bjf/x?nfO{ dfq lnlvt 
k/LIffdf ;lDdlnt u/fO{g]5 . sDKo6'/ k|of]u;DaGwL 1fgsf] k|of]ufTds k/LIffsf] kf7\of+z 
;]jf cfof]un] tf]s] adf]lhd x'g]5 . 

 

k|zf;g÷ cfly{s k|zf;g ;]jf ÷;d"xsf ;j} kbx?sf] sDKo'6/  k|of]u ;DaGwL 1fgsf] tyf 

k|of]ufTds k/LIffsf] kf7\oqmd 

k/Dk/fut sfo{z}lndf cfjZostf cg';f/ kl/dfh{g ub}{ ljZjljBfnosf] b}lgs k|zf;gnfO{ 

kf/bzL{ / a}1flgs k4ltdf ?kfGt/0f ug'{ cfhsf] cfjZostf xf] . g]kfn h:tf] ljsf;f]Gd'v 

d'n'ssf] nflu ;"rgf tyf ;+rf/ k|ljlwsf] cTolws cfjZostf / dxTj t 5 g}, o;sf] kx'r 



ljZjljBfnodf sfo{/t ;j} txsf sd{rf/Lx?nfO{ ultzLn / k|efjsf/L agfpg sDKo'6/sf] 

gljgtd k|of]u ug'{ u/fpg' lgtfGt cfjZos e} ;s]sf] 5 . 

s[lif tyf jg lj1fg ljZjljBfnosf] b}lgs k|zf;lgs sfo{nfO{ ;dofg's"n kl/jt{g u/L 

r':t, b'?:t / k|efjsf/L agfpg] ;Gbe{df ljZjljBfnosf] sfo{ ;Dkfbgdf gljgtd k|ljlwsf] 

k|of]u / o;sf] clgjfo{tfnfO{ dWogh/ ub}{ ;xfos :t/sf kbx? jf ;f] eGbf dflysf 

k|zf;g÷cfly{s k|zf;g ;]jf÷;d"xsf kbx?sf] v'Nnf k|ltof]lutftk{m :yfoL kbk"lt{ ubf{ zt{sf] 

?kdf sDKo'6/ ;DjGwL 1fgnfO{ cfwf/ dflgPsf] 5 . 

;"rgf tyf ;+rf/ k|ljlwsf] ljsf;n] cfh ljZj ;fF3'/f]df l;ldt x'g k'u]sf]  . ;dofg's"n 

o;sf] k|of]un] sfo{;Dkfbgdf r':t, b'?:t / k|efjsf/L x'g] ePsf]n] ljZjljBfnosf] k|zf;lgs 

sfo{nfO{ cem kl/:s[t agfpg sDKo'6/ k|ljlwnfO{ ;]jf k|j]zsf] k"j{ zt{sf] ?kdf lnOPsf] 5 . 

sDKo'6/ k|of]u ;DjGwL 1fgsf] k/LIf0fdf of]Uo ePsf pDd]bjf/x?nfO{ dfq lnlvt k/LIffdf 

;lDdlnt u/fOg] 5 . sDKo'6/sf] k|of]ufTds k/LIffdf k|fKt u/]sf] cÍ u0fgf ul/g] 5}g . sDKo'6/ 

k|of]u ;DjGwL cfwf/e"t 1fgsf] k/LIffsf] k"0ff{Í ;a} kbx?sf nflu %) / pQL0f{fÍ @% x'g]5 . 

 

 

 

 

 

  



 

;xfos k|zf;s jf ;f] ;/xsf] k|zf;g ;]jf÷;d"xsf kbx?sf] nflu sDKo'6/ k|of]u ;DjGwL 
1fgsf] k|of]uftTds k/LIffsf] kf7\oqmd 

                  

1. Knowledge of operating systems: 

 Microsoft Windows & their version 

2. Knowledge to backup data and store them for further use. 

3. Knowledge of essential application programs: 

a) Microsoft office package (MS word, MS excel, MS power point &MS Access) 

b) Data base Programs (Dbase & Fax Pro.) 

c) Photo editing programs (Paintbrush, Adobe Photoshop, Macromedia, freehand 

package etc) programs 

4. Printing & Scanning knowledge 

5. Internet& E-mail uses for official purposes. 

Evaluation Method 

- Typing letters using MS word in Nepali & English scripts 

- Design Pvc  card using appropriate program  

- Maintain the database of AFU staff using MS excel/Access 

Necessary to prepare slides of AFU structure & present them 

 

 

 

 

 

 

 

 

 

 



 
n]vf clws[t jf cfly{s k|zf;g ;]jf÷;d"xsf  kbx?sf] nflu sDKo'6/ k|of]u ;DjGwL 

1fgsf] k|of]ufTds k/LIffsf] kf7\oqmd 
 

1. Knowledge of operating systems: 

 Microsoft Windows & their version 

2. Knowledge to backup data and store them for further use. 

3. Knowledge of essential application programs: 

a) Microsoft office package (MS word, MS excel, MS power point &MS Access) 

b) Data base Programs (Dbase & Fax Pro.) 

c) Photo editing programs (Paintbrush, Adobe Photoshop, Macromedia, freehand 

package) 

4. Printing & Scanning knowledge 

5. Preparation of the balance sheet Using Computer 

6. Statistical Analysis package such as tally 

7. Check any financial data prepared by sub-ordinate staff 

8. Prepare small program packages using: MS Access, MS excel Dbase, Fox Pro. etc. 

9. Knowledge of internet & e-mail. 

10. Knowledge of Printing and Scanning. 

 

Evaluation Method 

- Typing letters using MS word in Nepali & English 

- Prepare the list of the AFU faculty & staff using MS excel & present their- names in 

alphabetical order, status, salary, tax & phone number 

- Preparation of statistical data of the current financial condition of the university using any 

program to generate the data and essential graphs 

- Preparation of a salary sheet of the staff & Faculties of AFU. 

 

 

 



clws[t :t/ t[lto cGtu{t ;xfos k|zf;s jf ;f] ;/x ;j} ;]jf÷;d"xsf kbsf] v'Nnf / 
cfGtl/s k|ltof]lutfTds lnlvt k/LIffsf] kf7\oqmd  

k|yd kq M ;fdfGo  tyf ljifout 1fg -j:t'ut k|Zg_                     k"0ff{Í M%) 
                                                                                                           

g]kfnsf] ef}uf]lns, P]ltxfl;s, /fhg}lts, k|zf;lgs, cfly{s, ;fdflhs, ;f+:s[lts , 

z}lIfs cj:yf ;DjGwL ;fdfGo 1fg, ljZjsf ljljw kIf / dxTjk"0f{ ;d;fdlos 

36gfx? ;DjGwL ;fdfGo hfgsf/L Pj+ kb cg';f/sf] ljifo;+u ;DalGwt ;fdfGo 

1fg . 

l4lto kq M ljifout 1fg v08 -s_  k|zf;g / Joj:yfkg Pj+ ;+ljwfg, P]g lgod / 

ljZjljBfno ;+u7g ;DaGwL  1fg –   k"0ff{Í @%                                        

  != ;fj{hlgs k|zf;g tyf Joj:yfkgsf] cjwf/0ff 

– kl/ro ,p2]Zo, sfo{If]q / dxTj 

– ;fj{hlgs k|zf;g / lghL k|zf;gsf] ;dfgtf / leGgtf 

– k|zf;lso Joj:ykgsf l;4Gt, ljlw Pj+ sfo{x? 

@= ;+u7g / o:sf k|d'v kIfx? 

– ;+u7gsf] kl/ro, k|sf/ / o;sf] :j?k 

– ;+u7g lgdf{0fsf k|d'v cfwf/x? tyf l;4fGtx? 

– ;+u7gfTds Jojxf/ (Organizational Behaviour) 
– ;d"x ultlzntf (Group dynamics) 
– k/fdz{ lbg], lg0f{o lng] tyf sfof{Gjog ug]{ lgsfo (Staff & Line Agencies)  

#= sd{rf/LtGq (Bureaucracy) 
– sd{rf/LtGqsf] k|s[lt / o;sf] cjwf/0ff 
– sd{rf/LtGqsf k|sf/x? 
– sd{rf/LtGqsf ;jn / b'j{n kIfx? 
– ;fj{hlgs k|zf;gdf sd{rf/LtGqsf] e""ldsf 
– lg0f{o lng] k|lqmof 
– sd{rf/Lsf] ;+ul7t x'g] clwsf/ ;sf/fTds÷gsf/fTds kIfx? 
– sd{rf/Lsf] cfr/0f÷ cg'zf;g 

$= ;fj{hlgs k|zf;gsf ;+rfng ljlwx?  

– ;dGjosf] kl/efiff, o;sf] dxTj / tl/sfx? 

– ljs]Gb|Ls/0f / clwsf/ k|Tofof]hg ;DjGwL Joj:yf 



– ;'kl/j]If0f cg'udg tyf d"Nof+sg 
 

– jftf{ ug]{ tl/sf tyf ;Lkaf/] ;}4flGts 1fg 

– u'gf;f] Joj:yfkg 

– clen]vsf] dxTj / o;sf] Joj:yfkg 

– lg0f{o lng] Ifdtf, k|s[of / o;sf cfwf/e"t l;4fGt 

%= of]hgfj4 ljsf;sf cfofdx? 

– ljsf; k|zf;gsf] cjwf/0ff 

– +g]kfndf of]hgfj4 ljsf;qmd 

– ljsf;sf ;Defjgf / r'gf}ltx? 

– rfn' of]hgfsf] gLlt, p2]Zo, k|fyldstf / sfo{qmdx? 

^= tYof+s Pj+ ;"rgfsf] ;+sng, k|zf]wg, ljZn]if0f tyf k|:t'lts/0f  

– ;fj{hlgs k|zf;gdf tYof+s Pj+ ;"rgfsf] dxTj / pkof]lutf 

– tYof+s tyf ;"rgf ;+sngsf ljlwx? 

– tYof+s tyf ;"rgfsf] k|s[lt / >f]t 

– tYof+s tyf ;"rgf k|sfzg, ljZn]if0f / k|:t'lts/0fsf] 1fg 

%= lzIff / z}lIfs k|zf;g  
–  lzIffsf] kl/ro, p4]Zo tyf lzIffsf] ;fdflhs,cfly{s / /fhg}lts e"ldsf  

       –   g]kfnsf] z}lIfs Oltxf; / dxTjk"0f{ z}lIfs 36gfx¿  
 ^=  ;+ljwfg, P]g, lgod / ljZjljBfno ;+u7g ;DaGwL   

• g]kfnsf] ;+ljwfg  
     – k|d'v ljz]iftfx?  
     – sfo{kflnsf, Gofokflnsf / Joj:yflksf ;DjGwL 1fg   
     – g]kfnsf] ;+ljwfgdf lzIff ;DjGwL k|fjwfg  

• ;+ljwfg, P]g, lgod / sfo{Joj:yfkg k|0ffnLsf] cy{ / logLx¿ jLrsf] cGt/;DjGw   
• lzIff k|0ffnLsf] Joj:yfkg ;DaGwL ljleGg P]g lgodx¿  

     – lzIff P]g @)@* / lzIff lgodfjnL, @)%(  
     – ljZjljBfno cg'bfg cfof]u P]g, @)%)  
     – rfn' / ;f] eGbf cl3Nnf] k~rjifL{o of]hgfdf lzIff ;DaGwL Joj:yf  

• lzIff dGqfno, cy{ dGqfno, ljZjljBfno cg'bfg cfof]u / ljZjljBfno jLrsf] 
;DaGwsf ljljw cfofdx¿  

• s[=j=lj=sf] ;+u7gfTds :j?k, ltgsf] cGt/;DaGw Pj+ sfo{If]q  
      – s[=j=lj= P]g @)^& -;+zf]wg ;lxt _ sf] hfgsf/L  
      – s[=j=lj=;+u7g tyf z}lIfs k|zf;g ;DaGwL lgodfjnL @)^( -;+zf]wg ;lxt _ sf]  



        hfgsf/L  
      – s[=j=lj= lzIfs sd{rf/L ;]jf ;DaGwL lgoddjnL @)^( -;+zf]wg ;lxt _ sf] hfgsf/L  
      – s[=j=lj= cfly{s Joj:yfkg ;DjGwL lgodfjnL @)^( -;+zf]wg ;lxt _ sf] hfgsf/L  


