AT b AT ATART
TUSHT FeT
T T A, GEH A a8 (Wi qh) B U9 (TR q€) B ger
FAARaIcHS IQETRT TSaHT Td TQEr Juied ()

MSTHAD! TIE:- GIH ¥ Uehadd T Tt (Integrated & Unified Examination System)

T AT (HETgaes! g |

T — 9
g wd@m  (Written Examination):- a8 =R0T
fda ==
T — R

T
UIg:- 00

A =TT (Final Examination):- #¥qe¥ T Q&0 of=qaial ~ quig:- 40
Rifer wem AT (Written Examination Scheme)
q. Toifea 9em— waw swr (First Phase)

et (1)
kK] fow quiE | SxiiE T WO | W < qy | g
Yo | IHET {9 T4 | 100 40 | =€ (Objective): | wo ¥ x R AT | YU
AT GFeT ATIRAT oq% T A
o afer (General (Multiple Choice
Knowledge & Basic Questions)
related to  Office Skills
Test)
R. ferfaa wd&m:- fxfr ==or (Second Phase)
drferssl (R)
RE} o iy | Al e yomed TG x AF | qHd
FRIR Eapicet 100 40 | fITEWA (Subjective): (4R W x WAF | R mver
SALEIT FIET T A I 30 M
(Office Management) (Short &Long Answers)| ¥ T x qO3g
qd | s W e 100 40 | TN (Subjective): |z W x WHg  |R wver
(Job Knowledge E1CURSKSIE A Y 30 e
related subject) (Short &Long & I9 x Qoug
Answers)
ACTH =T — HFEX WY AT T A=qaial (Computer Skill Test & Interview)
et (3)
o g qdEr yomett REp
FHFYT HIT TUET (Computer Skill Test) | q o0 JARTH (Practical) ¥ e
ShITd A=aardr (Interview) YO W(Oral)




Kgeq:

q. AN METHH AAATS TIh T UHidhd THET YUTIh! ATIRHAT AAE 8 T Farel
TG AT, JIEA TGN GYEHT GErE AN qehl Ughl i ferrd wlar
(e =ROT T 3 =R07) qEr Afva| =R07 (FFgel 99 ThE T deqardr) T
T5 9N e ReaT g

3. AT (9) T ARIHT () AT RSUHT ATERSD! foffgd & Ay Ifedrad Jara
T GHEHT i AfHard g |

3. WY Sfeafea Jamr @ wqert i wow, frd T qdm v R Rreeg
T3 (Common) T #fHard g |

Y. Rifed 986! TAAET AegH A A g | X AvERgars. T T
FATATAT FUST 968 HBWA TEL GHT FINT T T |

v, Feifre ot Aresm AT Harelt =1 S e Harelt T et g AEL

&. AEJC ®+§§|¢I(<\M¢(Multiple Choice) TE&®! TAd IAL [GUAT Yedsh TTeld IAT
AT TAH! AT GeATeUH! AFH1 R0 AT AF HET MG | A I AGTAT
I G 9% g G T 9% bE 9 A |

. TgAFTH THEE T TALAH F THH! FeFel (Calculator) TIRT T+ qrgw
Exl

. IXEATAT | e, 9% ¥ A5WR JIEed gFegd 93/ 5y aqear
g |

2. R v gy o/ ueE aved il gEigs SaiuRaset gag |
THETil GU®  @USHT THETH! Iu el WUSH! JTYRABH TGIE |

Q0. I UIGTHH A Araiicabl T,/ et HoEegan Sge Afgusr 9y ara
MESTHAAT THT HI, U, 7| aar Aifdee a0amen ffd w1 3 | e
(GG HUHT a7 FNIANE BSTSUHT ol q9 T GLGWS ) BIIH Ehrels Tq
WEHHAT T ¥ e |

99. WIH =T (First Phase) &t Rt whemae ghle WoaT IFRaReeds A
i =1 (Second Phase) &t feifga 9d&man afFaferd TEAg |

qR. TIfga T8EThr T2 =T (First Phase) /T WTH TLhT WTHTSHT ITAUAeTd 5 74T
fgciar =R (Second Phase) FT WTHISEE WIle el AFHI ATIRHAT g A&
RIGEIREARCRI e

3. Fofed whemr gHle UHT JTHEAREEAS WA AW SRUHT BEgel d
JAEAT T A-qaraiAr  AfFAId g |

QY. Tifgd 98em T Af-aw =R FFIE 9 g0 T Frqaidisnl wa A5 ANH]
ATIRAT ATIATHH ATAR A-aH  THEATRA FHIT A |

Q&. TESTHA AN Hfd—




TR T AT T T BT AT G-el AT 9 T
(General Knowledge and Basic Office Skills Test)

gug (A) : 9T A9 (General Knowledge)
gre (A): 60 AZ I0 YA x R AF = &0 A§

q. QTS T e (& W xR oF = IR ¥F)
9.9 TS T el WEE Qg WEE |
q.R frasl e — HeTe, HeTN, g, AEAT, 9wy, G0, T4, T, Yo, Tarardal,
74, fewed, arer, ety |
9.3 WUl W — A e, qUadid T6q T AHaes qeiET (Ferard, sieed,
Feafd, Are, @i geTy, wee) |
R. 3iE™ (& T xR F = IR %)
2.9 frw®r sfe@ — e =iva, wrasl Tsahiied, SRS Tl au, Td/
FFEET HI+d, TIH T Gl foragg T9n TR Taa==d1 9g3m: FeH T, FRI T ROTHeE
R.3 AT SAE (W IS eTeTas )
3.R.% idee, eege@me T Aeadm: s, Qieswiasd, Aidd Td qoiide daed
R AYEF SeE (AR THFET IR ETeraE); ASE G, A,
WEpTad T AMAD e |
3. D! QHAIE, A STEer T METIEd (& T xR 9F = IR %)
3. TR IS HET, TFIRT, Hed T A=A, g, SIS, STy, Seid, T, e,
T, Wi s FFIaT |
3.} o uigEwee (¥ afy, wet Weed Ieae, wid sty A, i, FefEes aw,
3T qeanT)
3.3 Al saedr (FTW, ST, SR, T, A, 9=, Fam™ aer) grerdr S |
3.¥ U] IMEAIGId T ORI — Alae, TH & YUiedt T s sqaeT |
3. FamEF®! aiEd, e a9 WA T AT GFeedl Qg S

¥ TS wiafe, Seeares T aramE (& ¥ xR 9§ = IR 49)
¥.Q AT SEFH YdE Y9 9 GEET THE AR T AETan Adeitee geeeer
SN |
¥R SEATEEd, I, Wi T 990 qEeEl SHE |
¥.3 e, e fafeen, Rl R, Sty G, ATarERer soeeee, IgueT, S,
TEQH, FEE (AEas) qFeedl THHN |
X. AT Tg T GHEWES et (& ¥ xR 9F =9R 1§
Y. AT wE T /A — 9Uh OEEY ¥ A e (e, AR, AaT
) |

Y.} T T Ay AEcddl GHaHRE TEiee T Wl sk adr faemeee
=4 A |



GUE (B) : HRIGT GAA qFa-4 AU W9 Q& (Basic Office Skills Test -BOST)

IS (B): 40 7§ 0 99 x R AT = YO AF

FEATT TIAT GEHl JTHRAT YT TXET (BOST) A SeTIdh! THAE bl G-

Q. ®S T (Verification test): T8 TUEATHT T, T€AT AT WMeadh FoArells e T a1 Al ol
TS AGAT FHAAT AT AT TN TS (BRHHT TIeC GAIELT S |

3. GIell ¥ AT %A QU T (Completion): I8 THETHT Mieash a1 GEAcHE a1 aelieads (FrETcH)
TR Qs TIAT @Il T, 64, S0 a1 Aidad R T FHEM T4 [6BAST TIee AL
gra |

3. IS T W T (Tabulation & Classification): 9 TOET Mieass a1 EaTcHS =T
aemicass (RETcA®) fEErus! qiffd TIAT afiee T a1 Maar o awnsH [ RwsT 3aee
UL B |

. GFIE U (Analogy): I8 TXEHT WNfeads a1 EaTeHs a1 Aeiees (Frarcas) s afhs
TOHAT FEY T AS [h AT TET FHAL B |

Y. FEle AMER T8& (Filing aptitude test): T8 & WMea® T TEATCHF HISlS a&qd a
ARATETS ATHIATHH, GEATCHEHH A1 BIAHH ATAR FATE T (6D Tee T g |

&. Q¥ SITET T (Follows the instructions): T8 TUEATHT [&gua! e Meemars gag AgaT
T FHGH T [HEHDT TAET FHELT GAaA |

. EATCHS TGadr IG& (Numerical reasoning test): T8 TETITHT AT FHAOT B6ar qeeredr
THEE GHE B |

. Hifee T NS TOAT (Coding & Matching test): I8 TE0ET Mfeas a1 TEATCHE [aTh! DS
T e wrerdl wAET qHIET gE |

e, faawmcHs difbear < qar q{ET (Analytical reasoning & comparative test): I TUEITHT
yfeaes a1 YEaTcHsE a1 eTfeass (Rramcas) R framumcns afdhear arardt wee quraer
g |

qo. faem T & I 98§ (Direction & Distance sense test): 7 THEUHT &7 T T U TS
fepTRAeT THET AT EIa |

FEH:- I I AT FF T AR HEad Q9 qQ@0 A1 weawas theede aidaT

TAEEH! Tl HFTER g5 | WA STAT AU a HH: Level | T §0 Hiaerd T Level 11 T

YO JIIeTd THEe i |

JIH 97 A T HRAAT T GEIET ATETI AT T
I 60 40

THE 1 2.1 3| 4 5 Y% T3 GEM 3 92T T R0 THEe
W e 6 6 1 6 |6 6 e |

SEAT WS | (Level 1 = 18/ Level 11 = 12) S¥#AT 30 20

HRTAT AT T ATURAT W IJEA (BOST) T HEH Ie¥T SHATARGT HIACHIHT FHEE (el
T EF ©IAT GEAEA T4 9o SHAH] Aidbed T ol | SEdl [l el g, Mead T HedrcH®
TAHTH! YEA e T, Goee qadl T ga, fifgd Feemeea! Tod qear 19 e, g
A 3 T SATEAT T o qdl g i o w@ = e WWWWWWW
WW&HW/W%WﬁW@WIWWWl
FEEARET T T YEAH! GHAT Aol A TN qEIRE A U HeATse TEg | AR
WW@W@W%@W AT W 4 @ B e a6 e Far st
e =afher Sor B W TRl g | T TEVE WU e e et Aty A sk
M@Wﬁwwwﬁwﬁwﬁm;ﬁvwwaﬁﬁsﬁ@ﬁﬂ|wﬁwﬁm
e (HUEEd ) STHATTs Heal e eearars Jiaeread M6 |




(In English)
PAPER I: - (General Knowledge and Basic Office Skills Test)

Section (A): General Knowledge
Section (A): 60 Marks 30 Questions x 2 Marks = 60 Marks

1. Solar System and Geography (6 questions x 2 marks = 12 Marks)
1.1 General information on solar system and earth.

1.2 Geography of World - continent, ocean, pole, latitude, longitude, time, distance,
mountains, earthquake, volcano, rivers, glaciers, lakes, climate.

1.3 Geography of Nepal - geographical location, relief features and natural resources
(water resources, animals, plants, soils, minerals, mountains).

2. History (6 questions x 2 marks = 12 Marks)

2.1 History of the World - Industrial revolution, French revolution, American War of
independence, Russian revolution/October revolution, First and Second World wars
and Indian movement for independence: events, causes and effects.

2.2 History of Nepal (From ancient period till now)

2.2.1 Social, economic and political conditions of Kiranti Period, Lichhavi Period
and Malla Period.
2.2.2 Modern history of Nepal (from Nepal’s unification to present day) notable
political events, social, cultural and economic conditions.
3. Social and economical aspect of Nepal and Polity (6 questionsx 2 marks = 12 Marks)

3.1 Information on social aspect including traditions, norms, values, religions, ethnicity,
languages, cultures, arts, literature, music, cultural heritages

3.2 Economic Indicators (economic growth, GDP, per capita income, remittance,
foreign investment, foreign co-operation)

3.3 Economic status (agriculture, industry, trade, tourism, transportation,
communication, development planning) of Nepal.

3.4 Polity and governance of Nepal — constitution, federal system, political system.

4. Science Technology, Public Health and Environment (6 questionsx2 marks= 12
Marks)

4.1 Information on recent scientific activities and major inventions of science which
has direct impact on human life.

4.2 General Information on health, food and nutrition.

4.3 Information on ecology, bio-diversity, sustainable development, climate change,
environment management, pollution, population, urbanization, settlement
(migration)

5. International Relations and Current Affairs (6 questions x 2 marks = 12 Marks)

5.1 International affairs and institutions — the UNO and regional organizations (the
SAARC, ASEAN, EUV).

5.2 Information on current affairs of national and international importance, and noted
personalities and thinkers.



Section (B): Basic Office Skills Test (BOST)
Section (B): 40 Marks 20 Questions x 2 Marks = 40 marks

The Basic Office Skills Test (BOST) includes the following tests:
1. Verification test: This test will include questions that check or find errors or similarities

2.

3.

7.

8.

or differences on data, numbers or verbal information.

Completion: This test will consist of questions on verbal or numerical or non-verbal
(pictorial) details to complete blank space, series, pattern or matrix logically.
Tabulation & Classification: This test will include questions on verbal or numerical
or non-verbal (pictorial) details to classify or differentiate logically.

. Analogy: This test will include questions on verbal or numerical or non-verbal

(pictorial) details to find out relations logically.

. Filing aptitude test: This test will include questions to solve the verbal and numerical

filing items or operation alphabetically, numerically or chronologically.

. Follows instructions: This test will include questions that can be solved by following

the written instructions exactly.

Numerical reasoning test: This test will include questions related to fundamental
arithmetic operations.

Coding & Matching test: This test will include questions relating to coding and
matching of verbal or numerical details.

9. Analytical reasoning & Comparative test: This test will include verbal or numerical

or non-verbal (pictorial) types of analytical reasoning questions.

10. Direction and Distance sense test: This test will include questions to find the

direction and distance.

Note:- The main purpose of the Basic Office Skills Test (BOST) is to assess a candidate’s

ability to perform essential clerical tasks quickly and accurately, i.e. read quickly,
check the accuracy of verbal and numerical information, compare sets of
information, follow written instructions, understand and interpret written material
and make simple decisions.

It assesses a candidate’s ability and reasoning to determine the appropriate
arithmetic operation for solving a problem. It also assesses a candidate’s visual
speed and accuracy as well as space relations aptitude.

The nature and standard of questions in Basic Office Skills Test (BOST) will be
such that an educated Class X level person will be able to answer them without any
specialized study. Focus will be on testing a candidate’s ability to think logically
on the basis of a set of rules and analyze situations using common sense. It will
reflect the candidates' ability to analyze rather than the ability to memories.



- FHrege @a 98@er (Computer Skill Test)

1. Windows Basic
e Introduction to Graphical User Interface
e Starting and shutting down Windows
e Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of files and folders
e Searching files and folders

2. Word Processing/ MS Word
e Creating, saving and opening documents
e Typing in Devanagari and English
e Text formatting (Font, Size, Color, Underline, Italic, Bold, etc) and paragraph
formatting (alignment, indentation, spacing)
e Inserting header, footer, page number
e Page setting (margin, page size, orientation), previewing and printing of

documents

YANTCHS TQ&T 9T (Practical Examination Scheme)

oo QUi | e worrent | fevreeg Wie g T
FFISX AT |90 | wanmeHss | Devanagari Typing | 3.y g |4 fame
TIETIT (Practical) English Typing Y AT | ¥ fme
(Comglyetsetg Skill Windows basic and |y sz |y fime

Ms-Word
qSTHHABT STq—

[N

ATSIRT Ao JFTAT 3o SfewaT AT ARl qHed GHTdabT e o
T FIR AT 9T X gAaH A, 69 T aROT WU Safh g ARG e
T qad 9 HEEET AGTUSH! TIAT Weh! Horadl HHAG AT & AT
FEAS T T G qUBHT eARh gHle T ST g | TIEAT U @RER 9EH
BT HHANEEAS HFA FFdl Ta QAT GHEIEE 8 T ST g9
avEd A | R AW el WemEM, SO qEsl Ughl  gel
LRI ) 20 D 2 B T e R | e e R | B R MR 1 1 2 ol A | B

TR AT TETHH TR TRUHT F |




TARTMCHS HFgeT W TSI T WI8E (Sample Questions)

9. TART Typing Skill Test &7 T 150 ¥eae%a! U3aT Text g | guamt
Text TS AT AH 22T T 94 |

2.5 =g (5 fme)

. English Typing Skill Test &7 SRT 200 eaa®aT ol Text [agg | [TguaT Text
S AT’ A 22T T T |
2.5 a1z (5 )

3. Windows basic and Word Processing:
Perform as follows: 5 a3 (5 fee)

a) Open document containing text typed for question no. 2 and save it with other
name ‘windows basic and ms word'. 1Mark

b) Apply 1.5 line spacing for all text. 1Mark

¢) Insert your name on left side of page and roll number on right side of page as
header. 1Mark

d) Set page margins as follow:
Top: 2" Bottom: 1"  Left: 1.5" Right: 1.25" 1Mark

e) Insert page number as footer with center alignment. 1Mark



SIS a1 Z@AnTr Typing SKill Test @1 @it fHgem:-
1. SN Typing Skill Test &7 TIRT QX 0 ¥8e%a! U3l Text gy T ge
AR A5 YT MR-

913 9Te% viq fawie (Correct Words/Minute) ST HE
Y WS HH g Y8 Wi (A =hd 0 %
Y AT AN HET FET T .Y R HH F eE Ui HHe amad 0.40 #&

©.% AT | WRT AE T 90 HEl HH YF e Ui A A | 0.6% #@F
Q0 A |l WeaT ST T 4R.U Wl FHH F ¥e8 Uid FHe amd | .00 ¥
QR.% A1 A1 98T AT T QY W1 FHH G ¢eE Uid FHE A | .39 ¥
QY AT | AET A T 9.4 IR HH G W U HHe ad | .40 W
Q.% a1 |1 94T FET T 30 WAl FHH G weE Uid FHe aud | .94 #E
R0 A1 |l WRET FGl T IR.Y WRRT HH I ¥eE Wid e A | .00 #@E
IR.Y AT FWEET G T Y G HA PE R U WS ahd | .Y HE
Y AT G WET G qE ER U e Saa .40 ¥H

2. English Typing Skill Test T @RI 00 ¥EEeTHH! T3l Text G5 T 8@
ATAR AF YaH G-

& weg 9id MHe (Correct Words/Minute) I b
& WGl W g e Wi [HAe amad o ¥#FH

& A1 QI A4l el T R WeEl HH YE ¥e8 Uid Fee amed 0.0 ¥F
R AT |l HeaT el T 4R Wl HH g Y7 Uid He amad 0.8Y ¥H
93 A1 |1 97aT AG T Y WRRT DA YE e Wid A = .00 #i&
QY a1 | AT A T 95 AR HH G Wed U e arad .34 9%
9T a1 A WaT et T R WRl HH YE wed Uid [HHE Amad q.40 P
QA AN OWRET G T Y WRRT HH F WEE Y (e A .64 @F
Ry AT AT AET Gl T RS W HH E ¥E8 U e A .00 3H
0 A1 WET FE T 30 WRRT HH [F ¥eE i (e amd Y UqE
30 97 9 WRRT FET (@ ¥e8 Wi A s R.M0 P

3. ST a1 SaRR Typing AT fGSUaT Text @M% ATGR AN 8T WHI Text ¥ M =%
g | fEguwr SR A TEEE T Sedfad T aEitoE gherdieee At Text A
Punctuation T=T TRH! TIETHT T AT AT R & | aeqad =+ Formula SaRT
T U8 R wid e (Correct words/minute) et |

Formula:

A4 A via e (Correct words/minute) = (Total words typed — Wrong words)>




