
g]kfn ^]lnsd 

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

;xfos:t/ tx 4 ;xfos -k|=_ kbsf] v'nf 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 b"/;+rf/sf] kl/ro 

2 g]kfn b"/;+rf/ sDkgL lnld^]*sf] k|jGwkq tyf ljlgodfjnL ;DaGwL !fg . 

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

kl/R%]b 7 sf] af]nkq ;DaGwL sfuhft tof/L, ;"rgf / af]nkq k|fKtLsf] ;DaGwdf 

;fwf/)f hfgsf/L . 

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_ ;DaGwL ;fdfGo !fg . 

5 e|i^frf/ lgjf/)f P]g 2059 sf] e|i^frf/sf] s;'/ / ;hfo ;DjGwL kl/R%]bsf] 

hfgsf/L . 

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

 Office Procedure and System. 

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

 Concept, objectives and  importance of records and office management. 

  Concept, objectives and importance of secretarial service. 

 Telephone Handling. 

 Drafting official letters 

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

1 Unitary Method. 

2 Simple rules of mathematics 

3 Profit & Loss  

4 Simple interest 

5 Percentage 

6 Decimal method 

 



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

1 Basic knowledge of Computer . 

2 Simple use of word & excel  

3 Email and internet handling 

 

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'zf/ 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 4 ;xfos -k|=_ kbsf] v'nf 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, objectives and importance of office forms 

2 Communication in Organization. 

 Types, direction and importance. 

3 Meeting 

 Concept, importance and types of meeting 

 Minuting 

 Drafting a minute 

5 Office Personnel  

 Concept and importance of  office personnel  

 Introduction of Personnel Management 

 Functions and duties of Office Assistant 

 Qualities of Office Assistant . 

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

1 Accounting concept 

2 Principles of Debit & Credit 

3 Vouchers 

4 Ledgers. 

5 Cash book 

 



;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 Customer Services. 

 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 lhG;L Joj:yfkg 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. 

 

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 

 


