
 
 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

s[lif tyf jg lj1fg ljZjljBfno 

;]jf cfof]usf] sfof{no 

lrtjg, g]kfn 

 

 

          



 
 

ljifo ;"lr 

 

qm=;+=                   zLif{s                                             

!=                    k/LIff k|0ffnL                                                        

@=                    pk k|zf;s jf ;f] ;/x                                    

#=                    ;xfos k|zf;s jf ;f] ;/x                      

$=                    x]8 On]lS6«;Log                                      

%=                    x]8 KnDa/                                           

^=                    Nofj cl;i6]06÷jl/i7 Nofj JjfO{ / x]8 lkmN8Dofg       

&=                    x]8 cl;i6]06                                         

 *=                 n]vfkfn                                             

 (=            e08f/kfn                                            

 !)=                  cl;i6]06                                              

 !!=                  ;xfos n]vfkfn                                      

 !@=                  ;xfos e08f/kfn                                                            

 !#=                  sDKo"6/ ;DalGw 1fg                                   

                              

 

 

 

 

 

 

 

 

 



 
 

 

s[lif tyf jg lj1fg ljZjljBfno 

;]jf cfof]usf] sfof{no 

 

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

k/LIff k|0ffnL  

-s_  cfGtl/s tyf v'Nnf k|ltof]lutf cGtu{t ;xfos jf ;f] ;/x -;xfos :t/ l4tLo >]0fL_  b]lv 

;xfos k|zf;s jf ;f] ;/x -clws[t :t/ t[tLo >]0fL_ ;Ddsf k|zf;g÷cfly{s k|zf;g ;]jf 

÷;d"xsf 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 . 

qm=;+= kq ljifo k|Zg ;+Vof k"0ff{Í 

!= k|yd kq ;fdfGo tyf ljifout 1fg -j:t'utk|Zg_ %) %) 

@= l4tLo kq v08 -s_ k|zf;g / Joj:yfkg Pj+ 

;+ljwfg, P]g,lgod / ljZjljBfno ;DaGwL 

1fg -ljifout k|Zg_ 

 

% 

 

 

 

@% 

 

 

 

v08 -v_;d'x÷ kb ;+u ;DalGwt 1fg  

-ljifout k|Zg_ 

% @% 

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

 

-v_ cfGtl/s tyf v'Nnf k|ltof]lutf cGtu{t O{n]lS6«l;og jf ;f] ;/x -;xfos :t/ l4tLo >]0fL_ 

b]lv x]8 On]lS6«l;og ÷cf]=;L= jf ;f] ;/x -;xfos :t/ k|yd >]0fL_ ;Ddsf ;a} k|sf/sf 

k|fljlws kbx?sf] lnlvt k/LIff tf]lsPsf] kf7\oqmd leq /xL b]xfo cg';f/ ;+rfng ul/g] 5 . 

 

qm=;+= kq ljifo k|Zg ;+Vof k"0ff{Í 

!= k|yd kq ;fdfGo tyf ljifout 1fg -j:t'ut 

k|Zg_ 

%) %) 

@= l4tLo kq ;d'x÷kb ;+u ;DalGwt / ljZjljBfno 

P]g,lgod / ;+u7g ;DaGwL 1fg 

-ljifout k|Zg_ 

!) 

 

 

 

 

%) 

 

 

 

 

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



 
 

 

 

 

 

-u_  cfGtl/s k|ltof]lutf cGtu{t pk k|zf;s jf ;f] ;/x -clws[t :t/ l4tLo >]0fL_ / ;x  

k|zf;s jf ;f] ;/x -clws[t :t/ k|yd >]0fL_ sf] ;j} ;]jf ÷;d"xsf kbx?sf] lnlvt k/LIff  

     -cGoyf pNn]v ePsf] afx]s_ tf]lsPsf] kf7\oqmd leq /xL b]xfo cg';f/ ;+rfng ul/g] 5 . 

 

qm=;+= kq ljifo k|Zg ;+Vof k"0ff{Í 

!= 

 

k|yd kq  

 

v08-s_ k|zf;g / Joj:yfkg Pj+ 

;+ljwfg, P]g,lgod / ljZjljBfno 

;DaGwL 1fg -ljifout k|Zg_ 

 

% 

 

 

 

%) 

 

 

 

v08 -v_ ;d'x÷kb ;+u ;DalGwt  

1fg -ljifout k|Zg_ 

% %) 

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

 

  



 
 

 

!= clws[t :t/ l4lto >]0fL cGtu{t pk k|zf;s jf ;f] ;/xsf ;j} ;]jf ÷;d"xsf kbsf]  cfGtl/s 

k|ltof]lutfTds lnlvt k/LIffsf] kf7\oqmd M 

!= k|yd kq M v08 -s_   k|zf;g / Joj:yfkg Pj+ ;+ljwfg, P]g lgod /  ljZjljBfno ;+u7g  

                         ;DaGwL 1fg –                     k"0ff{Í M%)     

                                                                                                     

 v08 -v_   ;d'x÷kb ;+u ;DalGwt 1fg –                   k"0ff{Í M%)      

                                               

gf]6 M– -!_ lnlvt k/LIffsf] s"n k"0ff{Í !)) sfod ul/Ptf klg pQm k"0ff{ÍnfO {  sfo{ljlwdf  pNn]v 

eP  cg';f/  kl/0ft ul/g]  5 . 

        -@_ k'/f k/LIff cjlw # 306fsf] x'g]5 . 

        -#_ k|yd kq v08 -s_ sf] kf7\oqmd ;a} ;]jf ÷;d"xsf nflu ;dfg x'g]5 , t/ v08 -

v_sf] kf7\oqmd ;]jf÷ ;d"x cg'?k km/s km/s x'g]5 . 

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

        -%_ o; kf7\oqmddf h];'s} n]lvPsf] eP tfklg kf7\oqmddf k/]sf P]g, lgodx? k/LIffsf] 

ldlt eGbf # dlxgf cuf8L -;+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 . 

 

 

  



 
 

clws[t :t/ l4lto >]0fL cGtu{t pk–k|zf;s jf ;f] ;/xsf ;j} ;]jf÷ ;d"xsf kbsf] cfGtl/s 

k|ltof]lutfTds lnlvt k/LIffsf] kf7\oqmd  

-s_  k|yd kq M 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;gsf] ljsf;s|d  

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

– ;fj{hlgs k|zf;gsf] cGo ljwf;Fusf] ;DaGw  

– k|zf;lgs Joj:yfkgsf l;4fGtx? 

– k|zf;g tyf Joj:yfksLo ljlw Pj+ sfo{x?  
@=;+u7g / o;sf k|d'v kIfx¿  

– ;+u7gsf] kl/ro  

– ;+u7gsf] lsl;d / :j¿k  

– ;+u7g u7gsf cfwf/x¿, l;4fGtx? / ltgsf] ;dLIff 

#= sd{rf/LtGq -Bureaucacy_  

– sd{rf/LtGqsf] cjwf/0ff / cfwf/e"t k|s[lt  

– sd{rf/LtGqsf b'j{n / ;jn kIfx¿  

– ;fj{hlgs k|zf;gdf sd{rf/LtGqsf] :yfg  

$= sd{rf/L k|zf;g  tyf ljsf; k|zf;g  

– sd{rf/L k|zf;gsf] cjwf/0ff 

–  sd{rf/L k|zf;gsf] ljljw kIf  

–  k]zfut ;+u7g (Trade Union) / ;fd'lxs ;f}bfjfhL (Collective Bargaining) 
– ljjfb Joj:yfkg (Conflict Management) / tgfj Joj:yfkg (Stress 

Management)  
       –  g]kfnsf] ;Gbe{df ljsf; k|zf;g ( Development Administration) 

– ljsf;  k|zf;gsf r'gf}ltx? 

– of]hgf Pj+ kl/of]hgf th'{df, sfo{Gjog,cg'udg P+j d"NofÍg k|lsof 

– ;x;|fJbL ljsf; nIo  

– ;"rgfsf] xs / ;fj{hlgs lgsfosf] bfloTj 

– hg;+Vof / j;fO ;/fO 

– k|ltlglwTjsf] l;4fGt / ;dfg'kflts k|ltlglwTj 

– ;fdflhs Gofo P+j ;'/Iff  

– df};d kl/jt{g / To;af6 kg]{ k|efj / lg/fs/0f  

 %= 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  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

k|yd kq M v08 -v_ pk k|zf;s jf ;f] ;/xsf] k|zf;g ;]jf÷;d"xsf kbx?sf] ]  

ljifout 1fg  

                                                              k"0ff{Í %)                                                           

!= s]xL k|zf;lgs ljlwx¿ / o;sf k|d'v kIfx? 

– sfo{ ljZn]if0f - Job Analysis _  

– sfo{ ljj/0f - Job Description _  

– sfo{ d"Nof+sg - Job Evaluation _  

– sfo{ lj:t[tLs/0f- Job Enrichment_  

– ;+u7g tyf Joj:yfkg - Organization and Management _  

– sfof{no ;dosf] nrstf - Flexitime _  

– u'0f rs| - Quality Circle _ 

– k|zf;gdf ;+rf/ / ljB''tLo zf;g (Communication and E-Goverance)  
– ;dGjo - Co- ordination)  

– pTk|]/0ff -Motivation)  

– g]t[Tj (Leadership) 
– lg0f{o lng] k|lqmof (Decision making Process) 
– sd{rf/L egf{ b]lv cjsfz ;Ddsf] k|lqmof (Rcruitment to Retirement Process) 

@= ;'zf;g / gful/s clwsf/ 

– ;'zf;g / gful/s clwsf/sf] cjwf/0ff  

– e|i6frf/ lgjf/0f P]g @)%( sf] hfgsf/L  

– g]kfnsf] clVtof/ b'?kof]u cg';Gwfg cfof]u Pj+ ;ts{tf s]Gb|sf] sfd  

          st{Jo / clwsf/jf/] hfgsf/L   

– k|zf;gdf ;+rf/ / ljB'tLo zf;g - e- governance_ sf] cjwf/0ff / dxTj   

#= k|zf;lgs clVtof/,pQ/bfloTj Pj+ hjfkmb]lxtf  

– kl/ro tyf cGt/;DaGw 

– ;fj{hlgs pQ/bfloTjsf ljlwx¿  

– ;fj{hlgs pQ/bfloTjsf r'gf}lt  

– pQ/bfloTj a9fpg] pkfox¿  

$= cfly{s Jooj:yfkg Pj+ lhG;L Joj:yfkg  

– cfly{s k|zf;gsf] cy{, If]q / dxTj  

– jh]6sf] kl/efiff / lsl;d  

– n]vf k|0ffnLsf] l;4fGt / ;/sf/L ;|]:tf k|0ffnLsf] 1fg  

– ;fj{hlgs k|zf;gdf cfGtl/s / clGtd n]vf k/LIf0fsf] cfjZostf 

– lhG;L clen]v ;DaGwL 1fg 

– lhG;L lg/LIf0f÷;Dk/LIf0f ljlw  

– x|f; s§L Pj+ lnnfd ljqmL k|lqmof 

 

 

 

 

 



 
 

 

%= pRr lzIffsf] Joj:yfkgsf ljljw kIf  

–   u'0f:t/, ;fGble{stf, kx' “r / sfo{s'zntf  

–   ;fj{hlgs, lghL, ;fem]bf/L  

–   :jfoQtf / hafkmb]lxtf  

–   pRr lzIffdf b]lvPsf r'gf}tLx¿  

–   pRr lzIffsf] eflj ;f]r  

^= g]kfndf pRr lzIff  

– g]kfndf pRr lzIffsf] ljsf; 

– :jLs[t ljZjljBfnox¿ / pgLx¿sf] jt{dfg cj:yf  

– g]kfndf pRr lzIffsf] ;+j4{gdf s[lif tyf jg lj1fg ljZjljBfnosf] e"ldsf  

– lzIff;Fu ;DjlGwt s]xL ;+:yfx¿ -o'g]:sf]sf lgldQ g]kfn /fli6o cfof]u,  

          ljZjljBfno cg'bfg cfof]u, pRr dfWolds lzIff kl/ifb_ 

 

&= af]w / cleJolQm÷ ;d:of ;dfwfg   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

-v_ k|yd kq M v08 -v_ n]vf lgoGqs kbsf] ljifout 1fg   

                                                        k"0ff{Í M %) 

! cfly{s k|zf;g;DaGwL 1fg  

– cfly{s k|zf;gsf] cy{, If]q / dxTj 

– cfly{s k|zf;gsf k|d'v sfo{x¿  

– cfly{s k|zf;gdf lhDd]jf/L / hjfkmb]xLtf  

@= cfly{s k|zf;g;+u ;+nUg lgsfox? / hgzlQm  

– g]kfn ;/sf/, cy{ dGqfno  

–  dxfn]vf k/LIfssf] sfof{no  

–  ;fj{hlgs n]vf ;ldlt 

–  ljZjljBfno cg'bfg cfof]u 

– g]kfn ;/sf/sf] ;fj{hlgs vl/b P]g / lgodfjnLsf] 1fg 

#= ah]6 th'{df, sfof{Gjog / d"Nof+sg Joj:yf  

– ah]6sf] ;}4flGts hfgsf/L  

– ;fwf/0f jh]6 / k"Flhut jh]6sf] cGt/ ;DjGw   

– ah]6 lgdf{0f, :jLs[lt / lgsf;f Joj:yf  

$= n]vfk|0ffnL  

– n]vf k|0ffnLsf l;4fGt  

– ;/sf/L >]:tf k|0ffnL  

– s[=j=lj=sf] >]:tf k|0ffnL  

%= n]vfk/LIf0f Joj:yf  

– n]vfk/LIf0fsf] cfwf/e"t l;4fGt   

– cfGtl/s÷ afXo n]vfk/LIf0fsf] dxTj / pkfb]otf   

– d=n]=k=sf] sfd st{Jo / clwsf/  

– sfo{d"ns n]vfk/LIf0fsf] dxTj  

– cfly{s cg'zf;g / n]vfk/LIf0f   

– j]?h' km5\of}{6 ug]{ ;DaGwL sfo{ljlw   

– lhG;L lg/LIf0f 

– ef}lts ;DklQsf] ;Dk/LIf0f ljlw 

^= ;fj{hlgs k|zf;g tyf Joj:yfkg  

– kl/ro,p2]Zo / dxTj Joj:yfkgsf l;4fGtx?  

– g]kfnsf] clVtof/ b'?kof]u cg';Gwfg cfof]u Pj+ ;ts{tf s]Gb|sf] sfd  

        st{Jo / clwsf/   

– k|zf;gdf ;+rf/ / ljB'tLo zf;g - E- governance_ sf] cjwf/0ff / dxTj  

– ;DjlGwt kbsf] sfd,st{Jo / clwsf/ 

 

&=   af]w / cleJolQm ÷  ;d:of ;dfwfg 

 

 



 
 

 

@= clws[t :t/ t[lto >]0fL cGtu{t ;xfos k|zf;s jf ;f] ;/xsf] ;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 %)                                                

@= l4tLo kq M ljifout 1fg  v08 -s_    k|zf;g / Joj:yfkg Pj+ ;+ljwfg, P]g lgod /   

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

     

               ljifout 1fg  v08 -v_   ;d'x÷kb ;+u ;DalGwt 1fg –         k"0ff{Í M@%     

                                             

gf]6 M– -!_ lnlvt k/LIffsf] s"n k"0ff{Í !)) sfod ul/Ptf klg pQm k"0ff{ÍnfO{ sfo{ljlwdf  pNn]v 

eP  cg';f/  kl/0ft ul/g]  5 . 

       -@_  6f=æsÆ kbsf] cfGtl/s k|ltof]lutfTds k/LIffdf k|of]ufTds k/LIff x'g] 5}g . 

        -#_ k/LIffsf] k'/f ;do # 306fsf] x'g]5 . h; dWo] j:t'ut %) ldg]6sf] x'g]5 . j:t'ut 

kqsf] pQ/ k'l:tsf a'emfPkl5 ljifout k|Zgkq pknAw u/fOg] 5 . 

       -$_  k|yd kqsf] kf7\oqmd ;a} ;]jf÷;d"xsf nflu ;dfg x'g]5 , t/ l4tLo kqsf] v08 -v_ 

sf] kf7\oqmd ;]jf ÷;d"x cg'?k km/s km/s x'g]5 . 

 

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

 

       -^_  o; kf7\oqmddf h];'s} n]lvPsf] eP tfklg kf7\oqmddf k/]sf P]g, lgodx? k/LIffsf] 

ldlt eGbf # dlxgf cuf8L -;+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 . 

 

  



 
 

 

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  

 

 

 

 



 
 

 

v08 -v_ ;xfos k|zf;s jf ;f] ;/xsf] k|zf;g ;]jf ÷;d"xsf kbx?sf] ljifout 1fg    

                                                                 k"0ff{Í M–@%                                                 

!= gful/s clwsf/sf] cjwf/0ff / ;'zf;g 

– gful/s clwsf/sf] cjwf/0ff / ;'zf;g 

– e|i6frf/ lgjf/0f P]g @)%( sf] ;fdfGo1fg 

– clVtof/ b'?kof]u cg';Gwfg cfof]u / /fli6«o ;ts{tf s]Gb|sf] sd, st{Jo / clwsf/ 

– gful/s j8fkqsf] cjwf/0ff / o;sf] dxTj 

– ;+rf/÷ljB'tLo kIfx? (E-Governance ) sf] cjwf/0ff / k|zf;gdf o;sf] cfjZostf 

  @= k|zf;lgs clVtof/, pQ/bfloTj / hjfkmb]lxtf 

– hjfkmb]lxtf / pQ/bfloTjsf] kl/efiff / o;sf] cjwf/0ff 

– pQ/bfloTjsf r'gf}ltx? 

– pQ/bfloTjsf ljlwx? 

– hjfkmb]lxTffsf] lsl;d 

– pQ/bfloTj a9fpg] pkfox? 

– ;DalGwt kbsf] sfd,st{Jo / clwsf/ 

  #= z}lIfs k|zf;g 

– g]kfnsf] z}lIfs Oltxf; / dxTjk"0f{ z}lIfs 36gfx? 

– z}lIfs k|zf;gsf] kl/efiff, o;sf] p2]Zo / sfo{If]q 

– ljZjljBfnodf z}lIfs k|zf;gsf] pkfb]otf / o;sf] dxTj 

– pRr lzIffdf :jfoQtf, ljs]Gb|Ls/0f / o;sf] dxTj 

$=s]Gb|Ls/0f ljs]Gb|Ls/0f / ;+l3otf 

– s]Gb|Lotf, ljs]Gb|Ls/0f / ;+l3otfsf] cGt/ ;DjGw tyf dxTj 

– ljs]Gb|Ls/0f / ;+l3otfsf] cjwf/0ff 

– ljs]Gb|Ls/0f, clwsf/ k|Tofof]hg, clwsf/ / lgIf]ktf (Devolution) 

%= z}lIfs of]hgf / Joj:yfkg 

– z}lIfs of]hgfsf] p2]Zo, o;sf] cfly{s, ;fdflhs tyf /fhg}lts ;dembf/L  

– z}lIfs Joj:yfkgsf] cjwf/0ff, dxTj / o;sf ;Ldfx? 

– z}lIfs of]hgf lgdf{0f, sfof{Gjog, d"Nof+sg / ;'wf/x? 

– ;]jfu|fxLnfO{ k'¥ofpg] ;]jf (Service Delivery) 

 

 

 

 



 
 

^= z}lIfs cg';Gwfg / ljljwkIfx? 

– z}lIfs cg';Gwfgsf] kl/ro / o;sf] p2]Zo 

– z}lIfs gLlt lgdf{0f tyf of]hgf / sfo{qmdsf] ljsf;df cg';Gwfgsf] dxTj 

–  z}lIfs Joj:yfkgdf tYof+s / ;"rgfsf] dxTj  

– k':tsfno tyf ;"rgf ;DjGwL /fli6«o gLlt 

– ;"rgfk|ljlw ;DjGwL /fli6«o gLlt 

&= k|zf;lgs ljlwx? / o;sf s]xL k|d'v kIfx? 

– sfo{ ljZn]if0f (Job Analysis) 

– sfo{ ljj/0f (Job Description) 

– sfo{ d"Nof+sg (Job Evaluation) 

– sfo{ lj:t[lts/0f (Job Enrichment) 

– ;+u7g tyf Joj:yfkg (Organization & Management) 

– sfof{no ;dosf] nrstf (Flexitime) 

– u'0frqm (Quality Circle) 

– 5l/tf] Joj:yfkg (Lean Management) 

– j[lQ ljsf; (Career Development ) 

– pTk]|/0ff (Motivation) 

– JolQmTj (Personality) 

– g]t[Tj (Leadership) 

– sd{rf/L egf{ b]lv cjsfz ;Ddsf] k|lqmof (Rcruitment to Retirement Process) 

*= cfly{s Joj:yfkg tyf lhG;L Joj:yfkg 

– cfly{s k|zf;gsf] kl/efiff / o;sf] sfo{If]q 

– cfly{s k|zf;g / ;fj{hlgs k|zf;gaLrsf] cGt/;DjGw 

– cfGtl/s / clGtd n]vf k/LIf0fsf] dxTj 

– n]vf k/LIf0f ljlw 

– ah]6sf] kl/efiff, lsl;d / dxTj 

– n]vf÷>]:tf k|0ffnLsf] 1fg 

– a]?h' km5\of}{6 k|lqmof 

– lhG;L clen]v k|0ffnLsf] 1fg 

– lhG;L lg/LIf0f÷;Dk/LIf0f ljlw 

– x|f;s§L tyf lnnfd ljqmL k|lqmof 

 

 

 

 



 
 

(=   af]w / cleJolQm 

 cg'R5]b n]v jf af]w k|Zgx?sf] cfwf/df uxgtd 9+un] af]w / cleJolQm Ifdtfsf] kl/If0f,  

a'Fbf l6kf]6, ;f/f+z l6Kk0fL n]vg, ;+If]kLs/0f / lj:t[tLs/0f 

!)=   ;d:of ;dfwfg 

 ;d:ofsf] klxrfg u/L To;sf] ;dfwfg ug{ ;Sg] Ifdtfsf] kl/If0f pDd]bjfx?sf]   

ljZn]if0ffTds ;Lk, gLltut 1fg / ;dfwfgsf j}slNks pkfox? ;'emfpg ;Sg] Ifdtfsf] 

kl/If0f 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

v08 -v_ n]vf clws[t kbsf] ljifout 1fg                      k"0ff{Í M@% 

                                                                                             

!= cfly{s k|zf;g 

– cfly{s k|zf;gsf] kl/efiff If]q / o;sf] dxTj 

– ;fj{hlgs k|zf;gdf cfly{s k|zf;gsf] cGt/;DjGw 

– cfly{s k|zf;gsf k|d'v sfo{x? 

– ;fj{hlgs vl/b P]g @)^#, lgod @)^$ tyf cfly{s sfo{ljlw P]g @)$% 

– O–ljl8Ë (E-Bidding) ;DjGwL hfgsf/L 

@= n]vf÷>]:tf k|0ffnL  

– n]vf k|0ffnLsf] l;4fGt tyf o;sf] cfwf/e"t cjwf/0ff 

– lhG;L n]vf k|0ffnL 

– cfo Aoosf] df:s]jf/L tyf jf;nt 

– a}+s lx;fj ;dfof]hg 

– gubL sf]if (petty cash) ;+rfng ljlw 

#= ah]6 th'{df, sfof{Gjog / d"Nof+sg Joj:yf 

– ah]6sf] kl/efif,p2]Zo / dxTj 

– ah]6sf] juL{s/0f 

– ah]6 lgdf{0f,:jLs[lt / lgsf;f Joj:yfkg  

$= cfly{s Joj:yfkg tyf lhG;L Joj:yfkg 

– >f]t kl/rfngsf] ljljw kIfx? 

– nfut k|flKt (Cost Recovery) / o;sf] pkfb]otf 

– lhG;L clen]v k|0ffnLsf] 1fg 

– clVtof/ b'?kof]u cg';Gwfg cfof]u / ;ts{tf s]Gb|n] cfly{s Joj:yfkg ug{] sfo{df v]Ng] 

e"ldsf 

– cfly{s k|zf;gdf ;+rf/ / ljB'tLo zf;g (E-Governance) sf] cfjZostf / dxTj 

%= ;fj{hlgs ljQ / cy{tGq 

– k|ToIf tyf ck|ToIf s/sf] cy{ / o;sf l;4fGtx? 

– ljlQo tyf df}lb|s gLlt 

– ;fj{hlgs vr{ / /fli6«o cy{tGqdf To;sf] k|of]u 

^= n]vf k/LIf0f 

– n]vf k/LIf0fsf] cfwf/e"t l;4fGtx? 

– cfGtl/s n]vf k/LIf0fsf] p2]Zo / o:sf] cfjZostf 

– n]vf k/LIf0fsf] ;+j}wflgs tyf sfg"gL cfwf/x? 



 
 

– n]vf k/LIf0fsf] k|sf/ 

– cfGtl/s ÷jfXo n]vf k/LIf0fsf] cfjZostf / dxTj 

– n]vf k/LIf0fsf] bfloTj / st{Jo 

– d=n]=k=sf] sfd st{Jo / clwsf/ 

– ef}lts ;Dk/LIf0f 

&= af]w / cleJolQm 

    cg'R5]b n]v jf af]w k|Zgx?sf] cfwf/df uxgtd 9+un] af]w / cleJolQm Ifdtfsf] kl/If0f, a'Fbf  

l6kf]6, ;f/f+z l6Kk0fL n]vg, ;+If]kLs/0f / lj:t[tLs/0f 

*=   ;d:of ;dfwfg 

;d:ofsf] klxrfg u/L To;sf] ;dfwfg ug{ ;Sg] Ifdtfsf] kl/If0f pDd]bjfx?sf] ljZn]if0ffTds 

;Lk, gLltut 1fg / ;dfwfgsf j}slNks pkfox? ;'emfpg ;Sg] Ifdtfsf] kl/If0f 

 

 

  



 
 

 

x]8 On]lS6«l;og kbsf] v'Nnf tyf cfGtl/s k|ltof]lutfTds lnlvt k/LIffsf] kf7\oqmd       

 -s_ k|yd kq M  ;fdfGo 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 . 

-v_ l4lto kq M ;]jf ;d'x÷kb;+u ;DalGwt / ljZjljBfno P]g,lgod / ;+u7g ;DaGwL 1fg  

               -ljifout k|Zg_                                            k"0ff{Í M%) 

 

!= g]kfn ljB't k|flws/0fsf] :yfkgf, sfd, st{Jo / e"ldsf 

@= g]kfndf ljB't >f]tsf] dfu tyf ljt/0f  k|0ffnL 

#= ljB't ;DalGw cfwf/e"t kl/eflifs zAbfjnL 

 s= ljB'twf/f      !=k|ToIf s/]G6        @= kl/jlt{t s/]G6     

       v= ljB't Ifdtf / zlQm 

       u= cf]xdsf] lgod  

       3= lqm5f]kmsf] lgod 

$= ljB't ;DalGw cfwf/e"t hfgsf/L 

 s= ljB't pTkfbg            v= ljB't oGq            u= kl/If0f ;fwfg              

3= ljB't lgoGq0f            ª= ljB't pks/0f         r= ;'rfns / s'rfns 

%= ljB't ;'/Iff / ;fjwfgL ;DaGwdf 

s lgod / kfngf         v= ;'/lIft /xg] pkfox? 

^= cly{Ë ;DalGw hfgsf/L 

s= cly{Ësf k|sf/         v= p4]Zo           u=pks/0fx? 

&= s/]G6 6«fG;km/d{/sf] e"ldsf / cfjZostf 

*= ljB't h8fg k|ljlw ;DalGw hfgsf/L  !=  3/fof;L   @= cf}wf]lus 

 s= ljB't h8fg ;DalGw lgod        v= ljB't h8fg ubf{ k|of]u x'g] cf}hf/x? 



 
 

       u=ljB'lto tf/ / o;sf k|sf/x? 

(= ljB't pTkfbg, k|zf/0f / ljt/0f k|0ffnL ;DalGw 

  s=;f}o{ zlQm      v=jfo' zlQm      u= h}ljs zlQm       3= hn zlQm  

!)= ljB't rf]/L lgoGq0f ;DaGwdf ckgfpg' kg]{ pkfox? 

!!= ljB't ;fwfgx?sf] k|of]u / dd{t sfo{ 

!@= Ol~hlgo/L 8«fOË, l8hfOg, nfut, O:6Ld]6 cflb 

!#= s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

!$= s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

!%= s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

!^= s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

                

  



 
 

x]8 KnDa/ kbsf] v'Nnf tyf cfGtl/s k|ltof]lutfTds lnlvt k/LIffsf] kf7\oqmd 

 

-s_ k|yd kq M  ;fdfGo 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 . 

-v_ l4lto kq M ;]jf ;d'x÷kb;+u ;DalGwt / ljZjljBfno P]g,lgod / ;+u7g ;DaGwL 1fg  

               -ljifout k|Zg_                                              k"0ff{Í M%) 

!= g]kfndf vfg] kfgLsf] >f]t, dfu / ljt/0f 

@= g]kfndf vfg]kfgLsf] Joj:yf / ;/;kmfO{ 

#= vfg] kfgL ;DalGw cfwf/e"t hfgsf/L 

   s= kfgLsf] >f]t / ljt/0f            v= kfgLsf] z'l4s/0f        u= kfgLsf] kl/If0f  

        3= kfgLdf /x]sf] k|fs[lts ld>0f      ª= kfgLsf] s8fkg 

$= KnlDaË ;DalGw xft] Hjfjn tyf d]l;g/Lsf] k|of]u  

%= vfg]kfgL ;DalGw kfOk tyf eNe cflbsf cTofjZos d]6]l/on; 

 s= hL=cfO{= kfOk tyf lkml6Ë ÷dd{t   v=  Pr=8L=kL= kfOk tyf lkml6Ë ÷dd{t 

       u= eNe ÷lkml6Ësf ;dfgx?       3= OG;'n]l6Ë d]6f]l/oN;        ª= kfgL lkmN6«];g 

^= afy?d÷lsr]gdf k|of]u x'g] lkmSr;{÷d]6f]l/onx? 

&= tftf]kfgL tyf lr;f]kfgLsf] ljt/0f k|0ffnL 

*=jiff{bsf] kfgLsf] ;+sng tyf ljt/0f k|0ffnL 

(= 3/fo;L tyf sfof{no ejgx?sf] 9nsf] Joj:yf 

!)= ljleGg ;fOhsf ;]lˆ6 6}+s÷;slk6÷d]gxf]n ÷r]Da/ ;DalGw l8hfOg÷8«OË÷Oli6d]6 cflb / 

o;sf  sfo{x? 

!!= vfg]kfgLsf] ljt/0f tyf gfk lng] tl/sf 

!@= vfg]kfgL ;DalGw OG6]s÷j]|sk|];/ 6+}sL ÷l/hj{DjfP/ 6}+sL÷ ;fj{hlgs wf/f h8fg ;DalGw  

ljz]if hfgsf/L  

!#= kfgL ljt/0f ;DalGw kDksf lsl;d / u'0fx? 



 
 

!$=  s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

!%=  s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

!^=  s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

!&=  s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

 

  



 
 

 

Nofj cl;i6]06÷jl/i7 Nofj JjfO{ / x]8 lkmN8Dofg kbsf] v'Nnf tyf cfGtl/s                                            

k|ltof]lutfTds lnlvt k/LIffsf] kf7\oqmd 

 

 -s_ k|yd kq M ;fdfGo 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 . 

 

  



 
 

-v_ l4lto kq M ;]jf ;d'x÷kb;+u ;DalGwt / ljZjljBfno P]g,lgod / ;+u7g ;DaGwL                

1fg  

               -ljifout k|Zg_                                     k"0ff{Í M%) 

1. Major Responsibilities in Laboratory  and farm 

- Name of lab equipments, / farm implements/ tools of works or practical 

- Name of activities carried out in lab or farm 

- Cleanliness and creating working environment 

- Duty & Responsibilities of Laboratory boy/ farm assistant / field man 

- Implement &Monitor safe working practice and investigate laboratory accidents 

- Precaution to be taken for handling of lab equipments/ farm implement 

- Inspection for equipment and reagents 

2. Code of Conducts of Professional laboratory boy and field man 

- Professional skill, care and Judgment 

- Quality & Integrity of Laboratory Services 

- Relation between Laboratory boy, field man with students or clients 

3. Record keeping for the management of Lab/ farms: 

- Keeping record of equipments coming from store 

- Issuing the equipments to students for research, practical, laborers or operation 

- Maintenance and management of equipments 

- Student clearance after the end of the degree 

4. Safety in Laboratories 

- Common Laboratory hazards 

- Code of safety Laboratory practice 

- Personal safety measures & its precaution 

- Accident in the laboratories & its prevention method 

5. Importance of Laboratory practice 

- Quality of Laboratory Practice 

- Efficiency in Laboratory practice 

- Cost effectiveness, Planning &Management of health care 

^=  s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

&=  s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

*=  s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

(=  s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

 



 
 

 

x]8 cl;i6]06 kbsf] v'Nnf tyf cfGtl/s k|ltof]lutfTds 

                              lnlvt k/LIffsf] kf7\oqmd  

    

k|yd kq M ;fdfGo 1fg / ;fdflhs cWoog 

!= ;fdfGo 1fg 

– 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 hfgsf/L 

– ljZjsf dxTjk"0f{ ;d;fdlos 36gfx? ;DjGwL ;fdfGo hfgsf/L 

@= ;fdflhs cWoog 

– g]kfnsf] ef}uf]lns ljefhg / o;sf ljz]iftfx? 

– k|fs[lts ;Dkbf, hn>f]t, vfgL / hnjfo' 

– g]kfnsf] cfw'lgs Oltxf; –k[YjLgf/fo0f zfxb]lv xfn;Ddsf dxTjk"0f{ 36gfx? 

– k|d'v, rf8kj{, wd{ / ;+:s[lt 

– ;fdflhs s'/Llt ;dfhdf kf/]sf] k|efj / lgjf/0fsf pkfox? 

– g]kfndf pRr lzIffsf] ljsf; 

– jftfj/0f k|b'if0f, hg;+Vof a[l4 / zx/Ls/0fsf sf/0f, k|efj tyf lgjf/0f 

– g]kfndf pRr lzIff / s[lif tyf jg lj1fg ljZjljBfno 

#= af]w / cleJolQm 

cg'R5]b n]vg jf af]w k|Zgx?sf] dfWodaf6 uxgtd 9+un] af]w / cleJolQm ljifosf] 

Ifdtfsf] k/LIf0f, a'Fbf l6kf]6, ;f/f+z, l6Kk0fL n]vg, lj:t[lts/0f / ;+If]kLs/0f 

$= ;d:o ;dfwfg 

;d:ofsf] klxrfg / To;sf] ;dfwfg ug{ ;Sg] Ifdtfsf] kl/If0f 

 

  



 
 

 

l4lto kq M ;]jf ;DjGwL 1fg / ljZjljBfno ;+u7g 

!=  sd{rf/L k|zf;g / ;fj{hlgs k|zf;gsf] cGt/;DjGw / o;sf l;4fGtx? 

@=  sd{rf/L k|zf;gsf] ljljw kIfx? 

#=  ;fj{hlgs k|zf;gsf] kl/efiff, p2]Zo / sfo{If]q 

$=  z}lIfs k|zf;gsf] cy{, p2]Zo / sfo{If]q 

%=  ah]6, n]vf / lhG;L >]:tfaf/] ;fdfGo hfgsf/L 

^=  sfof{no Joj:yfkg, btf{, rnfgL, /]sl8{Ë, kmfOlnË, l6Kk0fL / hg;Dks{ ;DjGwL cfwf/e"t 1fg 

&=  lhG;L Joj:yfkgsf] l;4fGt 

*=  k|of]udf gcfpg] ;fdfg w'Nofpg,] lnnfd laqmL ug]{ cfwf/e"t 1fg 

(=  s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

!)= s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

!!=  s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

!@=  s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

n]vfkfn kbsf] v'Nnf tyf cfGtl/s k|ltof]lutfTds 

lnlvt k/LIffsf] kf7\oqmd 

 

k|yd kq M ;fdfGo 1fg / ;fdflhs cWoog 

!= ;fdfGo 1fg 

– 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 hfgsf/L 

– ljZjsf dxTjk"0f{ ;d;fdlos 36gfx? ;DjGwL ;fdfGo hfgsf/L 

@= ;fdflhs cWoog 

– g]kfnsf] ef}uf]lns ljefhg / o;sf ljz]iftfx? 

– k|fs[lts ;Dkbf, hn>f]t, vfgL / hnjfo' 

– g]kfnsf] cfw'lgs Oltxf;– k[YjLgf/fo0f zfxb]lv xfn ;Ddsf dxTjk"0f{ 36gfx? 

– k|d'v, rf8kj{, wd{ / ;+:s[lt 

– ;fdflhs s'/Lltn] ;dfhdf kf/]sf] k|efj / lgjf/0fsf pkfox? 

– jftfj/0f k|b'if0f, hg;+ªof a[l4 / zx/Ls/0fsf sf/0f, k|efj tyf lgjf/0f 

– g]kfndf pRr lzIffsf] ljsf; / s[lif tyf jg lj1fg ljZjljBfno 

#= af]w / cleJolQm 

– cg'R5]b n]vg jf af]w k|Zgx?sf] dfWodaf6 uxgtd 9+un] af]w / cleJolQm ljifosf] 

Ifdtfsf] k/LIf0f, a'Fbf l6kf]6, ;f/f+z, l6Kk0fL n]vg, lj:t[lts/0f / ;+If]kLs/0f 

$= ;d:of ;dfwfg 

;d:ofsf] klxrfg / To;sf] ;dfwfg ug{ ;Sg] Ifdtfsf] kl/If0f 

 

  



 
 

 

 

 

l4lto kq M ;]jf ;DjGwL 1fg / ljZjljBfno ;+u7g 

!= cfly{s k|zf;gsf] cjwf/0ff, p2]Zo / sfo{If]q 

@= n]vfsf] cy{, p2]Zo / o;sf] dxTj 

#= cfo / Joosf] ;fdfGo hfgsf/L 

$= bf]xf]/f] n]vf k|0ffnL, hg{n, n]h/, Trial Balance / jf;nft 

%= ah]6sf] cy{, lsl;d / dxTj 

^= lhG;L >]:tf ;DjGwL 1fg 

&= kmfOlnË ;DjGwL k|lqmofx? / o;sf k|sf/x? 

*= dxfn]vf k/LIf0f kmf/d g+= % -a}+s gubL lstfj_, kmf/d g+ * -ah]6 lx;fj_, kmf/d g+= -(= 

uf]Zj/f ef}r/_ / kmf/d g+= @@ -k]ZsL n]h/ ;DjGwL 1fg_  

!)= cfly{s k|zf;g / z}lIfs k|zf;gsf] cGt/;DjGw 

!!= s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

!@= s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

!#= s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

!$= s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

  



 
 

 

e08f/kfn kbsf] v'Nnf tyf cfGtl/s k|ltof]lutfTds 

lnlvt k/LIffsf] kf7\oqmd 

 

k|yd kq M ;fdfGo 1fg / ;fdflhs cWoog 

 

!= ;fdfGo 1fg 

– 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 hfgsf/L 

– ljZjsf dxTjk"0f{ ;d;fdlos 36gfx? ;DjGwL ;fdfGo hfgsf/L 

@= ;fdflhs cWoog  

– g]kfnsf] ef}uf]lns ljefhg / o;sf ljz]iftfx? 

– k|fs[lts ;Dkbf, hn>f]t, vfgL / hnjfo' 

– g]kfnsf] cfw'lgs Oltxf;– k[YjLgf/fo0f zfxb]lv xfn;Ddsf dxTjk"0f{ 36gfx? 

– k|d'v, rf8kj{, wd{ / ;+:s[lt 

– ;fdflhs s'/LltM ;dfhdf kf/]sf] k|efj / lgjf/0fsf pkfox? 

– g]kfndf pRr lzIffsf] ljsf; 

– jftfj/0f k|b'if0f, hg;+Vof a[l4 / zx/Ls/0fsf sf/0f, k|efj tyf lgjf/0f 

– g]kfndf pRr lzIff / s[lif tyf jg ljZjljBfno 

#= af]w / cleJolQm 

cg'R5]b n]vg jf af]w k|Zgx?sf] dfWodaf6 uxgtd 9+un] af]w / cleJolQm ljifosf] 

Ifdtfsf] k/LIf0f, a'Fbf l6kf]6, ;f/f+z, l6Kk0fL n]vg, lj:t[lts/0f / ;+If]kLs/0f 

$= ;d:of ;dfwfg  

;d:ofsf] klxrfg / To:sf] ;dfwfg ug{ ;Sg] Ifdtfsf] kl/If0f 

 

  



 
 

 

l4lto kq M ;]jf ;DjGwL 1fg / ljZjljBfno ;+u7g 

!=   ;fj{hlgs k|zf;gsf] kl/efiff, p2]Zo / sfo{If]q 

@=   z}lIfs k|zf;gsf] cy{, p2]Zo / sfo{If]q 

#=   sd{rf/L k|zf;gsf] ljljw kIfx? 

$=   e08f/sf] kl/efiff, lsl;d / cfjZostf 

%=   e08f/df ;fdfg Joj:yfkg ug{ btf{, rnfgL, /]sl8{Ë, kmfOlnË / l6Kk0fLsf] dxTj 

^=   d;nGb ;fdfgx? / o:sf] cfk"lt{ ug]{ tl/sf 

&=   e08f/df ;fdfg k|fKtL / vr{ ljj/0f /fVg] ljlw 

*=   vKg] / gvKg] ;fdfgsf] leGgtf, o:sf] >]:tf /fVg] ljlw 

(=    lhG;L Joj:yfkgsf] l;4fGt 

!)=   k|of]udf gcfpg] ;fdfg w'Nofpg], lnnfd ljqmL ug]{ ;DjGwL cfwf/e"t 1fg 

!!=   s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

!@=   s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

!#=   s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

!$=   s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

  



 
 

 

cl;i6]06 kbsf] v'Nnf k|ltof]lutfTds 

lnlvt k/LIffsf] kf7\oqmd 

 

k|yd kq M ;fdfGo 1fg / ;fdflhs cWoog 

!= ;fdfGo 1fg 

– g]kfnsf] ef}uf]lns ljefhg, / o;sf ljz]iftfx?  

– ljZjdf 36]sf dxTjk"0f{ 36gfx?sf] ;fdfGo hfgsf/L  

@= ;fdflhs cWoog 

– g]kfn PsLs/0fdf k[YjLgf/fo0f zfxsf] e"ldsf / o;sf] pkfb]otf 

– a9\bf] zx/Ls/0f / hg;+Vof a[l4 x'gfsf] k|d'v sf/0f 

– jftfj/0f k|b'if0f / o;sf] /f]syfd ug]{ pkfox? 

#= af]w / cleJolQm 

cg'R5]b n]vg jf af]w k|Zgx?sf] dfWodaf6 uxgtd 9+un] af]w / cleJolQm ljifosf] 

Ifdtfsf] k/LIf0f, a'Fbf l6kf]6, ;f/f+z, l6Kk0fL n]vg, lj:t[lts/0f / ;+If]kLs/0f 

$= ;d:of ;dfwfg 

;d:of ;dfwfg / o:sf] klxrfg ug{ ;Sg] Ifdtfsf] k/LIf0f 

 

  



 
 

 

l4lto kq M ;]jf ;DjGwL / ljZjljBfno ;+u7g 

!=  ;fj{hlgs k|zf;g / sd{rf/L k|zf;gsf] cGt/;DjGw / o;sf l;4fGtx? 

@=  sd{rf/LtGqsf] cjwf/0ff, cy{ / dxTj 

#=  sfof{no Joj:yfkg btf{, rnfgL, /]sl8{Ë, kmfOlnË, l6Kk0fL / hg;Dks{ ;DjGwL cfwf/e"t 

1fg 

$= lhG;L >]:tf ;DjGwL ;fdfGo hfgsf/L 

%= s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

^= s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

&= s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

*= s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

 

  



 
 

 

;xfos n]vfkfn kbsf] v'Nnf k|ltof]lutfTds 

lnlvt k/LIffsf] kf7\oqmd 

 

k|yd kq M ;fdfGo 1fg / ;fdflhs cWoog 

 

!= ;fdfGo 1fg 

– g]kfnsf] ef}uf]lns ljefhg, / o;sf ljz]iftfx?  

– ljZjdf 36]sf dxTjk"0f{ 36gfx?sf] ;fdfGo hfgsf/L  

@= ;fdflhs cWoog 

– g]kfn PsLs/0fdf k[YjLgf/fo0f zfxsf] e"ldsf / o;sf] pkfb]otf 

– a9\bf] zx/Ls/0f / hg;+Vof a[l4 x'gfsf] k|d'v sf/0f 

– jftfj/0f k|b'if0f / o;sf] /f]syfd ug]{ pkfox? 

#= af]w / cleJolQm 

cg'R5]b n]vg jf af]w k|Zgx?sf] dfWodaf6 uxgtd 9+un] af]w / cleJolQm ljifosf] 

Ifdtfsf] k/LIf0f, a'Fbf l6kf]6, ;f/f+z, l6Kk0fL n]vg, lj:t[lts/0f / ;+If]kLs/0f 

$= ;d:o ;dfwfg 

;d:of ;dfwfg / o;sf] klxrfg ug{ ;Sg] Ifdtfsf] k/LIf0f 

  



 
 

 

l4lto kq M ;]jf ;DjGwL / ljZjljBfno ;+u7g 

!=  sfof{no Joj:yfkg, btf{, rnfgL, /]sl8{Ë, kmfOlnË, l6Kk0fL / hg;Dks{ ;DjGwL  cfwf/e"t 

1fg 

@=  n]vfsf] cy{, p2]Zo / dxTj 

#=  ah]6sf] cy{, th'{df / dxTj 

$=  cfo / Joosf] ;fdfGo hfgsf/L 

%=  lhG;L >]:tf ;DjGwL 1fg 

^=  dxfn]vf k/LIf0f kmf/d g+= ^ -a}+s gubL lstfj_ kmf/d g+ * -ah]6 lx;fj_ kmf/d g+= !) -

uf]Zj/f ef}r/_ kmf/d g+= @@ -k]ZsL n]h/ ;DjGwL 1fg_  

&=  s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

*=  s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

(=  s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

!)= s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

 

  

  



 
 

 

;xfos e08f/kfn kbsf] v'Nnf k|ltof]lutfTds 

lnlvt k/LIffsf] kf7\oqmd 

 

k|yd kq M  ;fdfGo 1fg / ;fdflhs cWoog 

!= ;fdfGo 1fg 

– 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 hfgsf/L 

– ljZjsf dxTjk"0f{ ;d;fdlos 36gfx? ;DjGwL ;fdfGo hfgsf/L 

@= ;fdflhs cWoog 

– g]kfnsf] ef}uf]lns ljefhg / o;sf ljz]iftfx? 

– k|fs[lts ;Dkbf, hn>f]t, vfgL / hnjfo' 

– g]kfnsf] cfw'lgs Oltxf;– k[YjLgf/fo0f zfxb]lv xfn ;Ddsf dxTjk"0f{ 36gfx? 

– k|d'v, rf8kj{, wd{ / ;+:s[lt 

– ;fdflhs s'/Lltn] ;dfhdf kf/]sf] k|efj / lgjf/0fsf pkfox? 

– g]kfndf pRr lzIffsf] ljsf; 

– jftfj/0f k|b'if0f, hg;+Vof a[l4 / zx/Ls/0fsf sf/0f, k|efj tyf lgjf/0f 

– g]kfndf pRr lzIff / s[lif tyf jg lj1fg ljZjljBfno 

#= af]w / cleJolQm 

cg'R5]b n]vg jf af]w k|Zgx?sf] dfWodaf6 uxgtd 9+un] af]w / cleJolQm ljifosf] 

Ifdtfsf] k/LIf0f, a'Fbf l6kf]6, ;f/f+z, l6Kk0fL n]vg, lj:t[lts/0f / ;+If]kLs/0f 

$= ;d:of ;dfwfg 

;d:ofsf] klxrfg / To;sf] ;dfwfg ug{ ;Sg] Ifdtfsf] kl/If0f 

 

  



 
 

l4lto kq M ;]jf ;DjGwL 1fg / ljZjljBfno ;+u7g 

!=   e08f/sf] kl/efiff o;sf] p2]Zo ,dxTj / lsl;d 

@=   e08f/df ;fdfg k|fKtL / vr{ ljj/0f /fVg] tl/sf 

#=   lhG;L Joj:yfkgsf] ;fdfGo l;4fGt 

$=   ah]6sf] cy{, p2]Zo / o;sf] dxTj 

%=   d;nGb ;fdfg / o;sf] cfk"lt{ ug]{ ljlw 

^=   k|of]udf gcfpg] ;fdfg w'Nofpg], lnnfd ljqmL ug]{ ;DjGwL ;fdfGo 1fg 

&=   ;xfos e08f/kfnn] ug'{ kg]{ sfo{x? 

*=   s[lif tyf jg lj1fg ljZjljBfno P]g @)^& 

(=   s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^( 

!)=  s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^( 

!!=  s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

 

 

  



 
 

 

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. 
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1. Basic knowledge of operating: 

Microsoft Windows: 

- Desktop, Taskbar, My Computer, Recycle bin, Briefcase 

- Starting and Shutting down windows. 

- Windows Application 

- Notepad, word pad, point brush, MS Dos promt, Calculator  

& other tools. 

- Customizing windows – installing fonts, display setting, installing &uninstalling 

software. 

- Folders & file management with window explorer 

2. Application Programmes & installation: 

 a) Microsoft Office 

  MS Word 

  - Creating Saving and opening the document 

- MS Word Environment (Menu, tool bars, status bar, Rulers Scroll bar) 

  - Using Various Nepali Fonts 

  - Moving, Coping, Deleting & Formatting Tests. 

  MS Excel 

- Elements of MS excel environment (Menu, Tools bars, Status bar Rulers, 

Work spaces 

- Formatting, editing, Moving, Deleting contents, Setting header and footer, 

sorting and filtering data. 

- Using Formula, Calculating and Creating Charts from excel data and Graphic 

presentation, Using formula 

- Page Setting 

MS Power Point 

- Creating, updating power points slides 

- Inserting graphic in the slides 

- Slide Show 

- Background, Auto Content Wizard & Auto clipart 



 
 

- Custom Animation 

 b) Simple photo editing software 

-            Toolbar Shortcut, Channel Platte, prepare images, JPEG file printing  

 c) Antivirus Programs 

- Scan drives, pen drive etc 

d) Email/internet 

- Create, send &receive emails 

- Attach files to internet emails 

- Manage email in different folders 

- open internet, browser & search different contents in the web 

e) Typing Speed 

- Formatting various Devanagari Fonts / Font changing, typing skill in Nepali & 

English, Colors (Foreground color/ Background color) 

- Insert of objects, images and Graphic etc 

    3.           Knowledge of Print & Printing Documents: 

       - Printing of Document   using different types of printers, scanning of documents. 

Photographs & use of scanned documents and Photos 

      - Setting Printers (for different paper size, layout etc) 

      - Printer /Scanner installation, printer / Scanner, driver default Printer. 


