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T ifge gdaw (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. (5x1=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

3.2.2 Role of IT in employee and organizational performance
3.2.3 Use of IT in Nepal Telecom HRM and accounting system
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1 Concepts of Human Resource Management
1.1 Introduction and importance of Human Resource Management
1.2 Difference between Personnel Management and Human Resource
Management
1.3 Human Resource Management issues and challenges in Nepal in the
perspective of Public and Private sector.

2. Human Resource Planning and Recruitment

2.1  Human Resource Planning

2.3  Human Resource Demand and Supply analysis

2.3 Employees recruitment,selection and placement process in the context of
Nepal.

3. Job analysis
3.1  The nature of Job analysis
3.2 Job description
3.3 Job specification

4, Training and Development
4.1  Employee orientation
4.2 Training process and Training methods
4.3 Management development concept and methods
4.4  Knowledge management

5. Performance Appraisal and Reward Management
5.1 Introduction and methods of Performance appraisal
5.2 Role of IT System on Performance appraisal
5.3 Reward management and its importance
5.4  Factors of effective reward management

e @):  ARATL YO
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1 Leadership

1.1  Concept of leadership and its importances
1.2 Types of leadership

1.3  Difference between a leader and a manager
1.4 Qualities of leaders



Aqrer o e

Productivity Management

2.1 Introduction and importance of productivity management
2.2  Total quality management

2.3  Good governance

Organizational Behaviour

3.1 Concept and characteristics of organizational behaviour

3.2 Motivation and its types

3.3 Emerging trends and challenges in organizational bahaviour

Strategic Human Resource Management

4.1 Challenges of Strategic Human Resource Management
4.2  Strategic role of Human Resource Management

4.3  Creating Strategy Oriented Human Resource System
4.4 Human Resource Asset reporting

Labour Belation and Collective Bargaining

5.1 History of labour movement
5.2 Labour relations

5.3  Trade unionism

5.4  Collective bargaining process
5.5 Labour Act 2074

5.6  Handling employee grievance



