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I g e (General Mental Ability Test) Q4 &%)
2.1 Verbal reasoning such as series, analogy, classification, coding-decoding,

insert the missing character, common property, matrices, direction and

distance sense test, ranking order, assertion and reason, induction,

deduction, logical reasoning and analytical ability.

(5 x 1 =5 Marks)

2.2 Non-verbal reasoning such as series, analogy, classification, Venn diagrams,

matrices, construction of squares and triangles, and figure formation and

analysis, water images, mirror images, embedded figures. (5 x 1 =5 Marks)

2.3 Quantitative aptitude such as arithmetical reasoning/operation, percentage,

fraction, decimal, ratio, average, loss, profit, date/calendar, time and work,
data interpretation - charts, graphs, tables, data sufficiency.

(5 x 1 =5 Marks)

English Language Competence Test (10 Marks)

3.1 Comprehension: Questions will be asked based on the passage about
200-250 words given. The questions will try to accommodate the following
areas:

- Fact finding, Inferential, Core theme, True/false identification, Issues
raised and Language based (4 x 1 =4 Marks)

3.2 Vocabulary: Questions will be asked to assess their grasp on the English
language vocabulary. The questions will be of the following nature:

- Meaning of the words (literal /figurative/contextual), Single word for
expressions, Synonyms/antonyms, Derivatives and
Homonyms/homophones (3 x 1 =3 Marks)

3.3 Syntactic ability: Questions will be asked to assess the syntactic ability
of the candidates. The questions will be based on the following categories:

-Agreement, Tense aspect, Parallel structures, Clauses, Modifier,

Conditionals, Phrasal expressions, Shifts (tense, number, person),

Transformations, Varieties, Prepositions/conjunctions and Parts of speech

(3 x 1 =3 Marks)
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Information Technology (IT) in office management
3.2.1 Basic knowledge of IT
3.2.2Role of IT in employee and organizational performance

3.2.3Use of IT in Nepal Telecom HRM and accounting system
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Financial Accounting and Financial Management
1.1 Accounting : Concepts and Principles

1.2 Accounting Terminologies

1.3 Accounting Error, its types and methods of Rectification

1.4 Bank Reconciliation Statement- Significance, purpose and method of
preparation

1.5 Financial Statements — Preparation and Presentation

1.6 Financial Statements Analysis and Interpretation of results, Liquidity
Ratios, Leverage Ratios, Profitability Ratios, Assets Management Ratios,
Market Value Ratios, Common-size Statements

1.7 Foreign Exchange Transaction and Accounting Treatment

1.8 Accounting for Grant and Donations

1.9 Capital and Revenue Expenditures

1.10 Reserves, Provisions and Owner's Equity

1.11 Valuation of Shares and Assets

1.12 Prior year adjustments

1.13 Accounting for shares and debentures

Financial Statement Reporting Standards and Nepal Accounting Standards
2.1 Nepal Accounting Standards :

2.1.1 Presentation of Financial Statements(NAS1)
2.1.2 Accounting Policies, Changes in Accounting Estimates and Errors
(NAS 8)

2.1.3 Statement of Cash Flow (NAS 7)
2.1.4 Inventories (NAS 2)
2.1.5 Events after the Reporting Period (NAS 10)
2.1.6 Property, Plant and Equipment (NAS 16)
2.1.7 Revenue (NAS 18)
2.1.8 Borrowing Costs (NAS23)

2.2 International Accounting Standards (IAS)

2.3 Nepal Financial Reporting Standards (NFRS)

Accounting Policy of Nepal Telecom.

Management Accounting
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4.1 Distinction between Financial and Management Accounting

4.2 Application of Management Accounting in Managerial Decision Making
4.3 Valuation of Inventories

4.4 C-V-P analysis

4.5 Capital Budgeting Decisions with analytical tools

4.6 Budgeting and Budgetary Control

4.7 Inventory Management

gug (@) : - (K0T
Taxation in Nepal (Income Tax Act 2058 and Value Added Tax, 2052)
5.1 Calculation of Income from Business / Profession, Employment, Other

Sources

5.2 Provisions relating to Tax Deduction at Source

5.3 Income on which Tax Deducted at Source is considered to be Final Payment
of Tax

5.4 Assessment, Filing of Return, Appeal, Revision and Refund

5.5 VAT provisions relating to Service Sector Industries

5.6 Tax Creditin VAT

5.7 Exemptions and Partially allowed Adjustment in VAT

5.8 Filing of VAT Return and Assessment

5.9 Fine and Penalties in Income Tax and VAT

Auditing

6.1 Meaning and Types

6.2 Functional Distinction between Internal and External Audit
6.3 Risk Based Audit

6.4 Internal Control and Internal Check

6.5 Audit File and Audit Working Notes

6.6 Techniques of Auditing

6.7 Audit Programs

6.8 Distinction between Audit and Investigation

6.9 Nepal Standards on Auditing and its applicability

Banking

7.1 Banking Instruments

7.2 Letter of Credit — Parties to LC and opening & operation procedures
7.3 Letter of guranatee

Application of Computer in Accounting
8.1 Use of Spreadsheet and Accounting Software
8.2 Importance and Benefits of Computerized Accounting System

General Management
9.1 Management: Concept,characteristics, functions, principles and scope
6
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9.2 Modern approaches to management

9.3 Role of manager, managerial functions and managerial ethics

9.4 Managerial skills: Decision Making, Problem Solving and Communication

9.5 Concept and Importance of Human Resource Management

9.6 Management Information System

9.7 Quality management& TQM technique

9.8 Managing Work Force diversity

9.9 Good Governance

9.10 Marketing Management (Basics of Marketing Management, Marketing
Environment, Customer Service, Customer Satisfaction and retention)



