A ANTRE IESAT TAHW T qARETS faebra qfwfe

AT T TR AT, T/ AfHF T GHE, T /A1 / A9 ITAHE, A TE,

TETIF /AQT FEIF T GAT TTANTATCHS THATH qSTFHH
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A ANTRE IESAT TAHW T qARETS faebra qfwfe

AT T TR AT, T/ AfHF T GHE, T /A1 / A9 ITAHE, A TE,

TETIF /AQT FEIF T GAT TTANTATCHS THATH qSTFHH
999 97 (Paper 1) :-
AT, ArEAWE qaT T T

(Management, Public Service and Mathematics)
gUE (A) - 40 HF (& T X ¥ &F, I T X 90 %)

Section (A) - 50 Marks (6 Questions x 5 Marks, 2 Questions x 10 Marks)

1. wEed sEEE (Office Procedures)
1.1. =T, I, ey ¥ 97eg9eR (Registration and Dispatch, Filing and Official
Correspondence)
1.2. fewouft qor sen, 9w, yea@ T 9fdess «@| (Tippani (Memo) and Orders,
Circulars, Proposals (Agenda) and Report Writing)
1.3. HEAT T HRTAT STAEIITHI ATIRIT T Weged (Concept and Importance of
Office and Office Management)
1.4, S&% saaedqde a9 Fulg aferd (Meeting Management and Minuting)
1.5. HAAT THALATTHT TH-a9%! Hecd (Importace of Coordination for Office
Management)
1.6. Wed T I YARME AN SFa€ame (Customer Satisfaction and Customer
Grievance Management)
1.7. ®AT 9 qaq - 9= T IR (Office Resources: Introduction and Types)
1.8. 9= S&ameer ui=a T Weed (Introduction and Importance of Inventory Ledger)
1.9. T9T SUAEIT T 9 M (Time Management and Team Work)
1.10. GeT9® FHHAH! qHHT T SFHarde® (Roles and Responsibilities of Assistant
Staff)
2. e ew@ede (Financial Administration/Management)
2.1 wurAsl w1 FaEr (Economic System of Nepal)
2.2 WAAH AMAH FFEAT : FHU, IUN, MR, g4 T 992 (Economic Status of
Nepal: Agriculture, Industry, Trade, Aviation and Tourism)
2.3 WHW AE TN : 7Y, L9, Hecd T [ (Government Budget System:
Meaning, Objectives, Importance and Types)
2.4 ATANE AQIAEAT TAT A& @ aaer : fafer, weea, gamar aar f#=rar (Internal
and External Auditing: Methods, Importance, Similiarities and Differences)
2.5 e FIERAT (Financial Virteousness)
gug (B) - 30 AF (%R T X ¥ 9
Section (B) - 30 Marks (6 Questions x 5 Marks)
3. YMEM Ygh, 9fEEe T |Eeme ¥ar (Governance System, Constitution and Public
Service)
3.1 TST Y OHR : U, 9 T Hecd (State and Government: Introduction, Meaning
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3.2

3.3
3.4
3.5

3.6
3.7
3.8
3.9

TETIF /AQT FEIF T GAT TTANTATCHS THATH qSTFHH

and Importance)

TATeTe] FAET : TEATEA, T q IRg 4 9FF T ATE9eE (Constitution of Nepal
: Preamble, Part 1-5 and Schedules)

qraTfees war T garaefiETr (Social Justice and Inclusion)

eI ¥ar 9are (Public Service Delivery)

YAUET T YAMEIHH! AHR T Mcd (Rights and Responsibilities of
Customers and Service Providers)

AR §F 4T ARG (Right to Information and Transparency)

FEIWT Femas (Corporate Governance)

GEINTT WA IAETAca (Corporate Social Responsibility)
fargdta emET (E-Governance)

3.10 HFIT: qf=r, YT T FANT (Computers: Introduction, Types and Applications)

4.1
4.2
4.3
4.4
4.5
4.6
4.7
4.8

gug (C) - R0 IF (¥ YA X 4 %)
Section (C) - 20 Marks (4 Questions x 5 Marks)

T (Mathematics)

Uihs @@ (Unitary Method)
e T eme™ (Fraction and Decimal)
giaeTa (Percentage)

AT T 9@ (Ratio and Proportion)

aga (Average)

IR AT =619 =19 (Simple and Compound Interest)
ATRT T A= (Profit and Loss)

g T g™&er (Discount and Depreciation)
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TETIF /AQT FEIF T GAT TTANTATCHS THATH qSTFHH

i == 9o qd&
BT gheer g8em A (Skill Test Examination Scheme)

forr iy | wder vt | fveeq s o T
D‘?}’;;i?.,%a” Ry Ay | 4 e
> Wqﬁw q0 ¢ English Typing .Y AT Y faee
(Computer Skill Test) (Practical)

Word Processing , o
and Formatting LA .

1. Windows Basic
e Introduction to Graphical User Interface
e Managing Windows
o Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
o Concept of files and folders
e Managing basic hardware

2. Word Processing and Formatting
« Creating, saving and opening documents
o Text formatting (font, size, color, underline, italic, bold etc) and paragraph
formatting (alignment, indentation, spacing etc)
e Inserting (header and footer), indentation, spacing, etc
o Page Formatting (margin, page size, orientation, etc), previewing and printing of
documents
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IS =7 A= Typing Skill Test BT ARE:-

Q. TFAETE Typing Skill Test & AN Q40 weage®l Text gy ¥ @@ ATER I4F &M

9E 58 9id =S (Correct Words/Minute) EIEREEED
Y W1 HH YE T Ui e aaa o &

Y AT |1 ARET FGl T 8.Y WRRT W Y[E We Uid FNe aad 040 9%
©.% a1 |l AT 9l T Q0 WRRl HW Y[F W Wid fee amd .84 ¥H
Q0 a1 |l WeaT el T 9R.% Wl BH YF R Hid [Hee aaa .00 #i®
QR.Y AT & A=aT SET T QY WRRT B E wed Wi Fee amd 9.3% ®
Q% 1 | AT SET T Q8.Y WRET BH E WeE U HHe A q.40 9%
Q6.4 AT AN AT FE T R0 WAl HH G T U e ada 9.4 P
R0 AT A AT FET T RR.Y WRET HH E T U e Amad .00 &
.Y AT | WRET FET T Y WET BHA YF R Wi (e Ad Y R
Y AT A WET A E WeE W FE ada MO ¥F

. English Typing Skill Test®T @M 00 ¥Eaeed!l Text WETg T EHATIR dF YA

-

Y[ W58 9id f8E (Correct Words/Minute) e A%
& WG FHH G Y8 W (e ard o ¥F

& A1 QI WGl 9¢T T R WRRT HH g YT Wid e aad 0.0 ¥H
? AT |I WET Tl T R WET FHH G EE W (e amd 0.8¥ ¥H
QR A AT AT FET T 1% R HH E 9EE Ui e amad 4.00 &
Q% @ M 9=ET 9T T 6 WRRT HH YF ¥R U e ad 1.3% ¥®
1 a1 |l We=T SET T R ARl B YF R Wid R =md q.40 ¥
R A AT AT FET T Y AR HH F 9EE Ui [HAE amad q9.0% &
Y AT AN AT FET T I HET HH YE WEE Ui HAE amad .00 &
0 AT |l WRRT ST T 30 WaT HH F R Wid (A Amd Y HF
30 7 | T 9ET T 33 WRET HA Y[ WeE U A amad MO P

3. SUST a1 TN Typing W fSSUT Text @8 ATIR AT 2129 H! Text 91 M =
TRAg | fRSUST SR a1 I Text W Joiidd €T AT qoemdier ATFr Text
T Punctuation 2129 AT TIEUAT 9! YTETHT AT MR §9 | qea=nd #+ Formula
TIART T g i e (Correct words/Minute) Fatiersg |
3 (Formula) :

@ weg Yid f=e (Correct words/ Minute) =

(Total Words typed—Wrong Words)
5
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A ARE SEAT WADHT
TG AT, T/ A TS G, T // e JTE9e, e e, Gerieb qaeh! Gel
L RRIRRIR: Ca K= Ca R TR e )
i o= (Paper 11):
[T FF (Services related)
g (A) -0 & (T T x ¥ &, { I x q 0¥F)
Section (A) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

TETIE, <@, T9ed qan sqaeam+ (Administration, Account, Revenue and Management)

1.1 GEwHE YemEd: UnEd, 32d T e (Public Administration: Introduction,
Objectives and Scope)

1.2 WEWHE TSI TaEad J@aren (Modern Concepts of Public Administration)

1.3 @faud |ieds! dresie 4ar agraA (Citizenship Charter with Compensation)

1.4 i gemEe: @, &=, YHE % T /ecd (Financial Administration: Meaning, Scope,
Major functions and Importance)

1.5 <T@l FAFEROM, ATIRAT qcd, S5¥d T Hecd (Concept of Account, Fundamentals,
Objectives and Importance)

1.6 wuret foier @M (NFRS) 9¥a=di =g WM& (Fundamentals of Nepal Financial
Recording System)

1.7 oTed GeTE: Y, Amaedshr, Hecd (Revenue Administration: Meaning and Importance)

1.8 ¥UIT AN I3 WAHHT ToeashT Arde® (Revenue Sources of CAAN)

1.9 IMHT/SYAEAITHT GHHhT Hacd, WHR T ATETH (Communication: Importance, Types

and Means)

1.10 wWufts  =gaegmes: 9= ¥ "ecd  (Personnel Management: Introduction and
Importance)

1.11 99 o, 99 Wfaeiiaar T RN ®1©@ (Group Formation, Group Dynamics and
Teamwork)

1.12 sgaegmar HaeH, Fa==m, ISRem T Sgc@ (Instruction, Control, Motivation and
Leadership for Management)

Grg (B) - %0 & (5 I x ¥ &, § T x  0HF)
Section (B) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

FEIRTT AT B (Institutional Knowledge and Laws)

2.1 UITH NG IAAH! [AHTHHH

2.2 IR ARE IgAA ST T WA SAH

2.3 TAHEI WIEHT ATIRIN T HATAT AN Fga ST T

24 X A% A Ie (e giiges) U9, R09Y @1 3T, wRam T R S
AR

2.5 WU AN STAT WHAHIUT U, 043 Bl I, TR, TAHUIHT 1, Haied T
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A ANRE SIS
TG AT, T/ A TS G, T // e JTE9e, e e, Gerieb qaeh! Gel
L RRIRRIR: Ca K= Ca R TR e )

2.6 U ANMNE ITAT VBT ANRE IS HIAATEA, R0YE BT I, AT, U=ea-
Q0 BaTs IS YEATTHS GaTald TFaol saaed T IEgs-1 9 TR T oHmeda gean
EI=dl FqTAT

2.7 SO ANNE I3 TUHT FHANGEHT JaATHT Tl T FradT Feaell Hawmaet, 304 &

2.8 YT AN ITTT WAHLT AMfdb FmaT g¥awel Haamaed, 3019

2,9 WU NG IgAT TMIHI faweder ¥ar od HawmEed, 206g

210 NI I L& FHawmEet, 2003

2.11 grEWHe @RE U9, R0&3 T Faameed, R0y | UAHT I, TR, UR=ge - EiE
FH! FEHar T @ie &ty g saaear| FaamEet, 08y F1 aRm, Tiege-R
GRE HRATEHT TIT, GRE AT T AN ATAA qearwdl sqaedt

2.12 =7 AMAfg HT UA, R04R T FIAERT, 043 AT WUHT T4, HT faawr e, #%
!, B A, F i, B g T T 3 B gaer Taqd) sgawd

2.13 FIAHT & GEAHl UF, R0&Y BT IL v, UG, UR=gR-3 ToAIH! g6 T FoAT JaTe
Tl SUaedT, IEgR-Y qah! GXa qFeaedl saedl ¥ INEga-¥ 99 T afdqard
TEI=dl FFTAT

2.14 YETER FaRT U9, 0%% HT I, IRT, UR=gE-R IEHERHT HX T aod qFa=dr
aEd
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LU SR ECA L (R
TG ¥, T8 Y, GRER 939! Gal WAARIAcas® TOaeh! TETHH
g o= (Paper 11):
Jar T (Services related)

GIE (A) - %0 3F (5 W x X 3, § ¥ x § 0%)

Section (A) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

HRAAT AT

11

1.2

1.3

FATAT T HHAY

1.1.1 wEed: 9=, qewd, H T THR

1.1.2 9eE® HHAS B T TEe

1.1.3 T Fd qree qad T TH6R

1.1.4 FHAEIA TARG! Heed [6Re T qree
ANIeTE =¥ (Record Management)

1.2.1 AN AT IR, ILIT,THR

12.2 AW STAEAITHT ATYHE FalerbT TR
1.2.3 wrers (Filing): 9=, smaeae, [t akwee
1.2.4 FTHAUH(Indexing): T TR=, Hged T THR
i seTa (Public Charter) : 9=, Hegca T ATaedahar

LG e W ST | DB R )

2.1
2.2
2.3

2.4
2.5
2.6
2.7

2.8

2.9

@ ¥ @l YuIedl: Ui, 329 ¥ feerar

qEATE qAT AR Tl (S e, Wig T e wwarg)

AT foE Tv e S

ol sgaea: AT B, Eie ATe9T, g e, el @, e 8
gig ¥ feramw

TLHTY FHIT SFaedmas Yorett( PAMS) TFa=dl e

TG U=, JL9T T THR

e, T Hedle, Ted AT T FEIE

FESHE GRE UF, R0&3 T FawmEel, 308 Y (AEsHe avq qu1 9ar G @y
T gk

it wrtate qur e SaEiica U 068 (3Tdie Fa=A0 aar  <r@madeon
T forf S, Sraar van Sarkefear aea-dl sgaean)
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EURISREEA R IE R
TG ¥, T8 Y, GRER 939! Gal WAARIAcas® TOaeh! TETHH

e (B) - %0 & (T WA x X 3, § T x 9 03%)
Section (B) — 50 Marks (8 Questions x 5 Marks, 1 Question x 10 Marks)

YEAWTT FH T AT The

3.1 T IS fosbra |, (=M e Fhaan geaedh) e, 2007
3.2 ORI WS M iRt FHEE G T 9 AR T Hedee
3.3 U g &

3.3.1 =¥ (Homestay) g 9=, AT qhaTdr a9 T T WEcd
3.3.2 wfqegar/Eee s
3.33 @E/Ug A
3.3.4 ¥E=gar T GE@EE (Hygiene)
3.3.5 HAl/TEH
3.3.6 SrAT/9E
3.4 WhEA &AEe AdE WHIGE T FERAe A O TWE
3.5 TIET UF, R03Y
3.6 Whed i, R05R

BT GFa-dl AT ST

4.1 HEAH T Hged T FHADT Hlqee

4.2 T e T, TeT A, 9IS Qe aieEd

4.3 WE ATHR TIT WE GEAT O0F 06y 9REET Q,7,3

4.4 YEMER FHaRT UF, 3044 - dREgE 9%

45 TATHT TF GEEHT UT 08 Y, UREgE- 3,

4.6 TATET (SATEAEA T GA@) UF, R08Y IEHT 9,3,%,4

4.7 €9 YSY T TIEA G8 (THET T A=A qFEY) UF, 000 dR=gT R
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