YeuT i Ja1 AN

MUSHT JaoT
JE9T FOTTRI AT, (AT TIME ¥ @l GHE) Terdeh ardl qeehl Jaehl AT=Aees qaTdreie
TRAETHT AT qTeTHH
TG TSTHH ATSATATS T3 ARIHT (IS TRTHT G
goH == — fafgd wfEm (Written Examination) quITg - 00
fgfra ==t -
FFeR A9 qieeror (Computer Skill Test) quTs - 90
=t (Interview) quiTs - 30
adietr Arsr (Examination Scheme)
g8 =R : fafgd T8Er (Written Examination) quls (= 300
EES farerr quity | 3o TEET JUITedT JeEET XqF | dHT
EESRIK agAHIah T %Y
aY | W e 00 %0 S ° :
B 1 (Objective) (MCQs) LOTAX R | e
BT I
a1 g ELREG] (Short  Answer) IR XL AT R Huar
frcfrr i 400 %0 . Ry :
FTI-FTH (Subjective) AT IR . % 90 7= 30 fHe
(Long Answer) T X0 Y
fgeirar =T © FFgex A1q gfReqr ¥ er=aaran
fererar EMIES TRIET JOTTeAr RED
FFIET {9 & (Computer Skill Test) q0 AR (Practical) Y e
TR A=aaT(Interview) 30 Hifg® (Oral)

aedeyg
9. AT GTSTHHB! ATSTATATS TIH =R ¥ {3 =R T g5 ARTAT fadqre RT3 |

. Wity Sfeafad Farwr @ qHgdr @it gaw T fgcdrar 9/ fawmer faweEeq wgd (Common) ?

AT g |

3. fafed dRIere oA HeaH AT A9l g | Y [uaeasdars T THae Aq@ AT S

9Te7 PG AR THA TANT T IS, |
fefre TereaTept HIEw TS JOTell a7 ST ar qureqr ¥ SRS 39 g |
g 97 ¥ fgira wet fafaa wien ggrgs ane |

X <

%. & agdasieqd (Multiple Choice) Je9ese!l Tad v [aUAT Yede® Tad IR add 0

gfaerd @5 Fer A | A7 IAY AIGUAT A9 ST A5 (92T 7 T AT el 9 T o |

O, FERTT TGABIAE g TILTHT qRIeTdiel I% sl i 3T 9ewes (Capital letters): A, B,

LN

C, D 1 J&qd+g, | At weres (Small letters): a, b, ¢, d T a1 377 % b TPl 9T

T IR T g |
5. TgAHicad YITNEE g ULIATHT F Yehehl HTeshere? (Calculator) TaT T arg= & |
Q. TRILTHT TRIEMST IS a7 TEd TehRehT (qaeird STHUT TET EAHT AT TS ST |

90. FATINT YIHEEH! EHAT AMFTHT Hebebl TIAT ATHT J9F a7 TS FIHHT g% a1 g5 Twal el
AT (Two or more parts of a single question) aT TIaT 997 A= g5 aT del fawuigs (Short

notes) ATeT ATh |
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YeuT i Ja1 AN

MU JauT
JE9T FOTTRI AT, (AT TIME ¥ @l GHE) Terdeh ardl qeehl Jaehl AT=Aees qaTdreie
TRAETHT AT qTeTHH
fAToTa 99T gHhT EHHT TUF GUSH! AMNT GElgs STRYIEIHEe gisn | uRardiel yois
GUGHT JIAEEH I ARMEUSH IUTIAHTHT AT |

.
3.

9%.
94.

TREATHT g TOTE@IT, A ¥ AGHHAR JATFT Frafegd 97/ f[augdr 930 AaR gas |
T ATEIFHH AT A=ATTRT T / FTorrepT (e ar Sk «ifaues! qU qraiT qIEzsmaaT 93
FAA, UF, a8 qa1 Aifqes a<rerer Mia w1 3 Afeqr oEmts (Feirg U a1 Fegd 9
FETSURT AT 99 T AL %) FAH EHAls T TSHAA TH TFhHT 133 |

T TR TS Tl TUH IFHIAREEATS ATA [5aird sRurel Téieqen afeafad mrews)
UTSTHH AN FATT - 2050109198
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YeuT i Ja1 AN

MU JauT
JE9T FOTTRI AT, (AT TIME ¥ @l GHE) Terdeh ardl qeehl Jaehl AT=Aees qaTdreie
TRAETHT AT qTeTHH

JIH 9F . GqrHIY AT

9. FAUTART A (% J9T X 3 9% = R 9%
9.9 SR SR HARIT T ARTAATT T
9.} UTHlde draes ; aH, ITaied ¥ aaHT e
9.3 Arnferer fafaudr, s T STASET FweedT ST
R AT sfaeTE (% 999 X R 97 = R 49)
RQ g gfaer (fhRiderra, foafasrd T Yeuerrel) &1 QrarteTe T Mide AT
R AR AGAF AR T HEAIU HEART
3. AN T AIER(dd qql (% 999 X R 9§ = R o3
3.9 9T ATHINSE FaTT
3 AT qA9T AHA R (FH, TSI, ATITHTS, TR, Fl, Alfecd, TEid T qRIdricds®

HecTshl THIEEY)
Y.  A9TARl AGE dFe (5 999 X 3 AT = % A3
¥.q  enfde afaErees (ot qfg, & weed gaaed, 9fa safd s, fatr, Fafire e,
Jafers wEAm)

¥R AITAR AIF LT (FW, IART, ATIR, U I TAER [ahE)
¥.3  FIHN A YUTAT T MULehl JaLTehl AT AT ST FIeal SATABI
Y. mEAYglq ¥ dfaue (& 999 X R AF = % )
Y.9 FUTdRl SaaT T QAT AT
Y.} drha ¥ AT AfaeR, Aratae fHares T et adiasr
Y.3 W EHAre! q, Heed q9T S9TeTAT el &bl qadTT AT
Y.¥  TUGH I (ASITHAT FATRT TSH, AMST F=AAT, TR T ARHT T GOhaATEs, F@dT,
foar, fawmfrr @=ma, sraeprer UE FHTS GTEAT AT ATEROT ¥ FHASAET FEHT
MU FoT (AT FaT U ¥ MIaamEsdr qusT Taedes
%, ARRINGT qHEg T AR d |9/ qe T (4 999 X R I3 =90 A3
% AIH SHET TEE IR, A\ ¥ A ALeEHH qEEe
%R WA AT Y Y AR fafritasd FwAr ¥ iatafaes
%3 A e Ak, fauwesd T oartaar
9, o= wfaty, @A T araraRe (LT X R 5 = 90 ¥F)
V9 AT SEAHT THE T 9T (ISR THE ATPRee I FoAT 91 goar giatd
9] TH@EH, I, T T G0 FET ATTERR
93 I SAETET WART g9 aXqEe AT, W, T, Hd, T T BT AudT
0¥ fair fawra, Sfae fafawdn, seramg afveads, ardamERe @, ggue SqEearay ¥
TG HFaXTIT I TR
5. GHAHEaE Aaaaes (% 999 X R 7F =9R )
5.9 fted T a=Riftey HEcasl GHAHIS Taiaidges
5.} Hedqu HAfthed q4T faaRees TFwdl SR
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YT |l 9aT ATART
MUSHT F&oT

JE9T FOTTRI AT, (AT TIME ¥ @l GHE) Terdeh ardl qeehl Jaehl AT=Aees qaTdreie

TRAETHT AT qTeTHH

et o ;. Qa1 gt wE-IH

¥ gIAX U qF = R0 A3

gue (A): 40 93
R geAXq0 AF = R0 AF

9,  FAAT FIIT T JrENE FATIT

1.9

1.

9.3

9.%
9.4
9.%
9.9
9.5
9.2

1.90
1.9

9%
1.93
1.9%
1.94

FATAT T FHAT

199 @araa (Office) : 9=, A, &1 T TR

1.9.% eI FHARIH FTF T e

19.3 @I grq argq (Office Resources): 9= T &R

Frarag Fatarg (Office Procedure)

.29 97 =aer (Correspondence): 9=, I¢ed, =T/ 9T T T YRR
9.3.% A ¥ =« (Registration & Dispatch) : =g T #g@,

9.3.3  ufer@ =aeamd= (Record Management)  wTsfag (e ¥ ffam)
1.3.%  fawely, (o T gidqeasd (AR T He)

9.4 HEATAIHAT 59K : Heed, [6faw ¥ Qg

Q& T3 FEAIT a1 v afaer@ (Minuting)

.38  SHAGHE T HATTE! TATET SFALATTHT qreal T fafa

TMUEEHT FIThT ASTHAT FaT T T HAHTIATHT AUHT SETTH] FTEIES

.39 W< (HSITHAT FATRl TSA, MSH FX=AT, G8Y(d T qARE T IHAEs
133 FH=RH i, @@, agar, foq, faania I T @

9.3.3 FHAWIS qTAF THAT AR T FAACE

Fraslaeh JaT JaTgedl A, JaT Yare T A, qleawr ¥ qreaves

qraiae® a8T97 (Public Charter) : W& ¥ ATaYAHAT

R T waAT &ar (Vital Registration)

ftear afe=-a7 (National Identity Card)

fagrdra e 9ot (E-governance) i JmHT afe=

EARITIAAH! ATIRUT AT ATASAAeh HFLITITHT fagem, e, awe=y, o
gfhaT, IR T Fqca FFaedl AT

TXERT YATHT AT FTIT AT T FHATIDT Jriaehr

AT Hed "=ar (Human Values), AT #aeg ¥ aitae (Civil Rights & Duties)
agr semE (Discipline)

QITHA (LTI JAT =) UH, R0%¥ &1 9=z q, 3, ¥ T Y
AT Bk Tl U, R0%Y & Iiewegg 9, R T ¥

Fer=R fFaror T, 04 @1 af=aE 4 T R

Y, Y9 ¥ WM Te (TH=T TIT Iaiasa=) U, 2009 # qR=gg R (T, Ja9T ¥
M TEa=h] AAAFI=IH ATIRES)

¥ IeAX L F = R0 A3

gug (B) : 40 o3
R gIAXq0 o3 = 30 A3
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YeuT i Ja1 AN

MU JauT
JE9T FOTTRI AT, (AT TIME ¥ @l GHE) Terdeh ardl qeehl Jaehl AT=Aees qaTdreie
TRAETHT AT qTeTHH

R, i FYEA T AN

RQ @l ¥ @ YUITell : 9=, 399 ¥ [a9udres

QR AIHN NI ¢ A T HE A qAT IR asie AT gorretr (PLMBIS) FFa=dT ST

.3 A Gdrh™ (TSA), ISed FaIrae =1 Yol (RMIS), FFgergse GeaRl adr
quTeAT (CGAS) T &1l o@r qe=al ATl

.Y YRl @l [Hu=& FETadedl HH T daed

Y FUTTRT TfTETHET Te9T i SHrgorety

& @l TR =, 3¢9 T IFR

R IS T TI hAE

.5 qers 9T Ao JOTel (S dieR, e ¥ faawars), MeaRT SieR, g6 e feare,

R TI=1 HaIMUe © AN BRI, @R AT, afgar e, fa=ir arar, fawr fdvaror,
gfvg, faamm T graaive Twia FEaeqraT ol (PAMS) T T T STHehTe

R90 FESF @RE U, 30%3 T UHATEl, 0%% (ATESqe q& q97 a1 @R [&5g T
TET)

99 FRETET fad ST U, R09Y ] WU qaedl Tl el

4R X TAT TR F FHEAT AT AR

43 AT AWalg & : 9=, TA0 T @ISl GhaT, & [aR0T iadr, &Y FEl aredl e
qAT F AR T FARA T&] ¥l ATABI

QY wifaes wrfaty qar fafqy Savartae UH, 098 ¥ fHommEsr 000 (ar=aie e
TAT AQTITEAT FFIAT ST

RAY ISR TA, 045 B GR=EE 99 (HThTAl FR hel Trl=dl <)

4% TEIE UA, 064 (THRT &- AGIIET T [9)

99 g @ fAEHATEE, 0%

R.4G TUSHN GIUTRT AT AT ATSTAT rI=AT GTHT SRR

gug (C): 20 =3 ¥ g9 X Y ¥F = R0 AF

3. dfqEe T FA

39 Aures qage

3990 W% 8% T Fa, TR WA T AAARHH ATSHIS, T, I T T
TqE ST A ¥ ATIHET

3R BEA T AT FET ATHHN
39 FEAAR AY, HEA T FIAAR AAET
3R A, fraw, fafaam, e emeer ¥ ArSael AT i
3.3 ASTAdHT T8, YIAAT T SRR
3R.Y  FHU, BIHIE, Q¥ AI@ehl =g
34 foEawr g o iq, g4 T e
IRE W A
339 ST @, THIS T, ATl Heobl, AR T IR qHaT8
3kc [T HEAT Feradn
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JoxT |l qar AT
MUSHT F&oT

JE9T FOTTRI AT, (AT TIME ¥ @l GHE) Terdeh ardl qeehl Jaehl AT=Aees qaTdreie

3.3

TRAETHT AT qTeTHH
332 A @Ml FiedT T a1 wratarg dfedre yHe faervaes
3390 HAH AR FigdT T Aol BITIRT HrE Aiedre THa Faudres
3.R.99 "fere wrdfafa @9, 03
TN, AIT AT ATTPR AT, AT UTehiceb Al q4T fad AN, JaoT dreh Har
HATART, UG UG, H@IHAT qd7 AAIRUGH HATAA, TUGhl Ja T JaeT T
FeaTearde! aR=T AT FUES
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YeuT i Ja1 AN

MUSHT JaoT
JE9T FOTTRI AT, (AT TIME ¥ @l GHE) Terdeh ardl qeehl Jaehl AT=Aees qaTdreie
TRAETHT AT qTeTHH
forwa - FrgeR dw qikeror (Computer Skill Test)

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

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

JARTcHe e arsHl (Practical Examination Scheme)

farerar qUITS | 9IET JuITer [EEPEENININES e qHy
Devanagari Typing LRSS Y fe
ao‘(‘t?f; T;qu;fﬁ 10 TR English Typing Y AT Y e
P (Practical) _ -
Test) Windows basic and P Y Frre
Ms-Word

TETHHAD! Se¥A:- ATSIH! IATP FFHT I(eh SATHT AT ATARTF THLT THTLTTHT AT AT T

FER giataeT afefard T =aaw 7, 99 T RO qUET Ak g9 AT W B | 99 397

N o o o

fareprarepT FEaUe @ AT TEdT ST FH=m SATe TET AR FFAEX A T A9 qUH At

o c

AT T STIH &5, | TFHT 9 GRER T80T FERT FHAIEEHATE FFEY GFIT T ATHT

TUAAEE g T &THAT g7 AfTaTd g | HeT ATTATTE THET =aTT, TR, T, FTGTIIET0
T 9T AT, AIA AR [gard o, @RAR AT 6 WXE TEh Gl FTaTNTaTeHe Tererer fgema
SRUH] HFIEY 1T GRIET0T GARTCHSE GAET AT T AT qETHA TR qIRTH G |
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YT |l 9aT ATART
MUSHT F&oT

T FTHA T, (ATHT YUMHA ¥ @l THE) FeTdF T4l T8l TShl ATk FTATNTATcHE

TSR i RICRER]

TANTCHS® FFIER AT TRl TH1 99+98% ( Sample Questions)

1. Z@Amr Typing Skill Test @0 @RT 150 sTeggest Tsar |ext fagvs | faguar Text @rg
AR AT 22T T I, | 2.5 3 (5 fA7e)

2. English Typing Skill Test @ hT 200 sTeae%dr T3aT Text fag+s | fagusr Text @

AR AT 22T T TS, | 2.5 a3 (5 fawa)
3. Windows basic and Word Processing: 5a% 5 fae)
Perform as follows:
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
c) 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
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YeuT i Ja1 AN

MU JauT
JE9T FOTTRI AT, (AT TIME ¥ @l GHE) Terdeh ardl qeehl Jaehl AT=Aees qaTdreie
TRAETHT AT qTeTHH

IS a1 AR Typing Skill Tester ARt fAeT:-

1. aqrTer Typing Skill Test &I @TRT 940 9Teag%hl UZaT Text [427g T @ ATIAR A&

eI TS, -

973 == vid fAwe (Correct Words/Minute) ar3q ek
Y VT BH 9 9eE 91 e aad o ik
Y AT AT HRRT dEl T 9 Y 9T FH F 98 Wid fHe arad 0.40 ¥®
9.y AT A AT gel T 90 9l FH 90 ek Yid fHAee arad 0.9 ¥F
Q0 A1 |l AT Fel T R4 Wl HH g M iq fHee =rad .00 ¥
QR4 AT |1 A=T FqEl T % AT FH qg ek 9iq (A amaq q.]4
U T T 9= 96l ¥ qOY AT FH g ek 9iq A s .40 3w
9.4 a1 F AT Fel T 0 Wl %A 0@ e 9id fAee arad 9.4 3P
R0 A1 F AT FEl T IRY AR BH F =R Tid e A .00 ¥F
JRY AT HWET @l T Y TR BH g 058 9iq e i Y HF
Y AT |1 AT 9l g e Yid AR s .40 ¥F

2. English Typing Skill Test & @RT 00 TeaEwH T3l Text €58 ¥ B ATAR HF

EEG] -

973 == vid fAwe (Correct Words/Minute) I3 ek
& Wl %A g TR 9iq (A Sad o #®
& A1 1 We=T 9l ¥ R 9l A F e i e amad 0o ¥F
R AT Wl Wl ael T 4R A=l %H g e’ Hiq fHee amaa 0.9y F
R a1 &1 9= FE0 X % AT FH g TR Ui e aad .00 ¥®
Y AT |1 9T FET ¥ 45 9T FH F 9 9iq fH e arad 9.3% Ik
Y5 a1 & =T g6l ¥ 9 el H g e 9iq fHAe | .40 HF
9 AT &1 9= @l T ¥ el HH g 9 9 fHAe aaa Q.Y HF
¥ AT | H=T 96T T 9 Wl FH g e 9id fAee arad .00 ¥F
9 9T HIH=T ¢l ¥ 30 9T %H g M8 iq A amad Y HF
30 91 |1 9T 961 98 o= 9iq faie amaq .40 IF

3. ST AT FaAnTr Typing @1 fagUsT Text @8 ATIR AHT 2129 TH Text ¥ e =

Mg | fegUar SUSi a1 SaanTer Text 77 Joodtad 4T aHINH qeTdesd dAThR+r
Text AT Punctuation aTgT =TT ITETHT HHT STZHT TUAT TR S | Teqe=na e
Formula JaRT <7 913 9Te= 9fd fAwe (Correct words/minute) e, |

Formula: ot words yped - N
T'otal words typed — Wrong words
9Tg 9T giq fave (Correct words/minute) = yp - g




