
g]kfn ^]lnsd 

-g]kfn b"/;+rf/ sDkgL lnld^]*_ 

;xfos:t/ tx 5 al/i& ;xfos -k|_ kbsf] cfGtl/s k|ltof]lutfTds lnlvt k/LIffsf] kf&\oqmd  

kq laifo  k")fff{° ;do  

k|yd cfwf/e"t !fg  100 3 #)^f 

 

;d"x -s_ M cfwf/e"t !fg      c+sef/ 30 

1 sDkgL P]g, 2063 

2 g]kfn b"/;+rf/ sDkgL lnld^]*sf] k|jGwkq / lgodfjnL  

3 g]kfn b"/;+rf/ sDkgL lnld^]*sf] cfly{s ljlgodfjnL, 2071 sf] efu 2 sf] 

kl/R%]b 7 sf] af]nkq sfo{ljlw ;DjGwL Joj:yf . 

4 g]kfn b"/;+rf/ sDkgL lnld ]̂*sf] sd{rf/L ljlgodfjnL, 2061 sf] labf -kl/R%]b 6_, 

cfr/)f tyf cg'zf;g -kl/R%]b 8, ;hfo+ / k'g/fj]bg -kl/R%]b 10_ 

5 e|i^frf/ lgjf/)f P]gsf] e|i^frf/sf] s;'/ / ;hfo ;DjGwL  

6 cfly{s sfo{ljlw P]gsf] n]vfk/LIf)f tyf a]?h' c;"n km%\of}{^  

7 b"/;+rf/ gLlt  

;d"x -v_ M sfof{no Joj:yfkg       c+sef/ 30 

1 Office Procedure and System. 

 Concept, objectives, importance, types and procedures of filling  

 Concept, objectives, importance, types and procedures of indexing  

 Concept, objectives, importance of records management. 

2. Secretarial Service 

 Concept, objectives and importance of secretarial service. 

 Telephone Handling. 

 Handling of photocopy machine. Fax machine and other importance office equipments. 

3. Communication. 

 Drifting Official Letters. 

 Memo Writing  

 Report Writing 



;d"x -u_ M lx;fj       c+sef/ 30 

1 Unitary Method. 

2 Average  

3 Ratio & Proportion. 

4 Profit & Loss, Percentage 

5 Interest (Simple & Compound) 

 

;d"x -#_ M sDKo'^/       c+sef/  10 

1 Basic knowledge of Computer – Hardware and Software. 

2 Word Processing  

3 Spread Sheet  

4 Power point. 

 

b|i^Ao M 

 

! k|Zgx? c+u|]hL tyf g]kfnL b'j} jf s'g} Ps efiffdf dfq klg ;f]Wg ;lsg]5 . 

@ k/LIffyL{x?n] c+u|]hL jf g]kfnL dWo] s'g} Ps efiffdf pQ/ lbg ;Sg]5g\ . 

# k|Zgx?;+u ;DjlGwt P]g, gLlt, lgod tyf k|rlnt g]kfn sfg"g –g]kfn b"/;+rf/ sDkgL lnld6]8;+u ;DjlGwt 

;d]t_ df k/LIff ldlt eGbf tLg dlxgf cl3;Dddf ;+zf]wg eO{ sfod /x]sf] Joj:yf nfu' x'g]5 . 

$ k/LIffyL{n] Go'gtd $) k|ltzt c+s k|fKt ug'{ kg]{5 . 

5 k|Zg tyf c+sef/ lgDg cg";f/ x"g]% . 

;d'x -s_ 

tLg k|Zgx?               10÷10 c+s 

;d'x -v_ 

tLg k|Zgx?               10÷10 c+s 

;d'x -u_ 

tLg k|Zgx?               10÷10 c+s 

;d'x -#_ 

b"O{ k|Zgx?               5÷5 c+s 

 

 

 

 

 

 

 

 

 

 

 



 

g]kfn ^]lnsd 

-g]kfn b"/;+rf/ sDkgL lnld^]*_ 

;xfos:t/ tx 5 al/i& ;xfos -k|_ kbsf] cfGtl/s k|ltof]lutfTds  lnlvt k/LIffsf] kf&\oqmd  

kq laifo k")fff{° ;do  

låtLo ;]jf ;DaGwL 100 3 #)^f 

;d"x -s_ M Joj:yfkg        c+sef/ 30 

1 Office and Office Management  

 Concept, roles, importance, objectives and functions of office. 

 Concept, importance and functions of office procedures. 

 Concept and importance of office system. 

 Importance of office layout. 

 Concept, objectives and importance of office forms 

2 Communication in Organization. 

 Types, direction and importance. 

3 Motivation 

 Concept, importance and types. 

4 Methods of resolving Disputes. 

5 Personnel administrations. 

 Concept, objectives and importance of personnel administration. 

 Transfer, placement, promotion, recruitment and retirement. 

 Personnel record keeping. 

6 Supervision – Role and function of supervisor. 

;d"x -v_ M n]vf         c+sef/ 30 

1 Accounting concept & principle. 

2 Vouchers, Ledger, Cash Book. 

3 Concept of revenue expenditure and capital expenditures and their difference. 

4 Bank Reconciliation Statement. 

5 General concept and preparation of Trial Balance, Profit and Loss account & Balance Sheet. 

6 Rectification of errors. 

7 Role of Internal Audit in an Organization. 

8 Tax Deducted at Source (TDS), Value Added Tax (VAT) 

9  



;d"x -u_ M ahf/ Joj:yfkg      c+sef/   30 

1 Introduction to marketing. 

2 Markets & Products 

 essential features of a market. 

 Classification of market. 

 Industrial goods. 

3 Buying and Selling  

 Buying methods. 

 Importance of salesmanship. 

 Qualities of a successful salesman. 

4 Marketing Channels & Institutions. 

 Concept of Channels of Distribution. 

 Channels of Distribution for Industrial Goods. 

5 Customer Service. 

 Concept, objective and importance of customer service. 

 Importance of communication skills for effective customer service. 

 Importance of interpersonal skills for effective customer service. 

 Concept, objective and importance of Public relation skills. 

;d"x -#_ M lhG;L Joj:yfkg       c+sef/ 10 

1 kl/ro 

2 :^f]/ /]sl*{é -k|fKtL tyf lgl/If)f kmf/fd –bflvnf l/kf]^{_ ljgsf*{, :^f]/ n]h/, 

dfu kmf/fd, ef}lts kl/If)f l/kf]^{ . 

3 :^f]/ lslké ;fdfgx? /fVg] tl/sf Layout Renovation. 

4 FIFO, LIFO, Weighted Average. 
 

b|i^Ao M 

 

! k|Zgx? c+u|]hL tyf g]kfnL b'j} jf s'g} Ps efiffdf dfq klg ;f]Wg ;lsg]5 . 

@ k/LIffyL{x?n] c+u|]hL jf g]kfnL dWo] s'g} Ps efiffdf pQ/ lbg ;Sg]5g\ . 

# k|Zgx?;+u ;DjlGwt P]g, gLlt, lgod tyf k|rlnt g]kfn sfg"g –g]kfn b"/;+rf/ sDkgL lnld6]8;+u ;DjlGwt 

;d]t_ df k/LIff ldlt eGbf tLg dlxgf cl3;Dddf ;+zf]wg eO{ sfod /x]sf] Joj:yf nfu' x'g]5 . 

$ k/LIffyL{n] Go'gtd $) k|ltzt c+s k|fKt ug'{ kg]{5 . 

5 k|Zg tyf c+sef/ lgDg cg";f/ x"g]% . 

;d'x -s_ 

tLg k|Zgx?               10÷10 c+s 

;d'x -v_ 

tLg k|Zgx?               10÷10 c+s 

;d'x -u_ 

tLg k|Zgx?               10÷10 c+s 

;d'x -#_ 

b"O{ k|Zgx?               5÷5 c+s 

 


