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k|yd r/0f M– lnlvt k/LIff k"0ff{ª\s M– @)) 

låtLo r/0f M– ;Lk k/LIf0f / cGtjf{tf{ k"0ff{ª\s M– %) 

k|yd r/0f M lnlvt k/LIff of]hgf (Written Examination Scheme) 

kq÷ljifokq÷ljifokq÷ljifokq÷ljifo    k"0ff{ªk"0ff{ªk"0ff{ªk"0ff{ª\\ \\ssss    pQL0ff{ªpQL0ff{ªpQL0ff{ªpQL0ff{ª\\ \\ssss    k/LIff k|0ffnLk/LIff k|0ffnLk/LIff k|0ffnLk/LIff k|0ffnL    k|Zg;+Vof k|Zg;+Vof k|Zg;+Vof k|Zg;+Vof x    
cªcªcªcª\\ \\ssss    

;do;do;do;do    

k|yd ;fdfGo 1fg / ;fdfGo 
jf}l4s k/LIf0f 
General 
Knowledge & 
General Mental 
Ability Test) 

!)) $) j:t'ut (Objective)M 
jx'j}slNks k|Zg 
(Multiple Choice 
Questions) 

%) k|Zg x 
@ cª\s 

$% 
ldg]6 

låtLo ;fdflhs cWoog tyf 
sfof{no ;~rfng 
(Social Studies 
and Office 
Practices) 

!)) $) ljifout 
(Subjective)M 5f]6f] / 
nfdf] pQ/ (Short & 
Long Answers) 

!) k|Zg  x 
% cª\s 

% k|Zg x !) 
cª\s 

# 
306f 

s"n k"0ff{ª\s  @))     

låtLo r/0f – sDKo"6/ ;Lk kl/If0f / cGtjf{tf{ (Computer Skill Test & Interview) 

ljifo k"0ff{ª\s k/LIff k|0ffnL   ;do 

sDKo"6/ ;Lk k/LIf0f (Computer Skill 
Test) 

!) k|of]ufTds 
(Practical) 

  !% 
ldg]6 

JolQmut cGtjf{tf{ (Interview) $) df}lvs 
(Oral) 

   

b|i6Jo Mb|i6Jo Mb|i6Jo Mb|i6Jo M    

!= of] kf7\oqmd of]hgf b'O{ r/0fdf ljefhg ul/Psf] 5 .    

@= lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|=hL b'j} x'g]5 .  

#= j:'t'ut ax'j}slNks (Multiple Choice) k|Zgx¿sf] unt pQ/ lbPdf k|To]s unt pQ/ jfkt 
@) k|ltzt cª\s s§f ul/g]5 . t/ pQ/ glbPdf To; jfkt cª\s lbOg] 5}g / cª\s s§f klg 
ul/g] 5}g . 

$= ljifout k|Zgsf nflu tf]lsPsf !) cª\ssf k|Zgx¿sf] xsdf !) cª\ssf] Pp6f nfdf] k|Zg jf 
Pp6} k|Zgsf b'O{ jf b'O{eGbf a9L efu (Two or more parts of a single question) jf Pp6f 
k|Zg cGtu{t b'O{ jf a9L l6Kk0fLx¿ (Short notes) ;f]Wg ;lsg] 5. 

%= k/LIffdf ;f]lwg] k|Zg ;+:yf, cª\s / cª\sef/ kq ÷ ljifosf] ljifoj:t' -kf7\oj:t'_ df lbOPsf 
cg';f/ x'g]5 . 

^= k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/x¿nfO{ dfq låtLo r/0fsf] sDKo"6/ ;Lk 
k/LIf0f / cGtjf{tf{df ;lDdlnt u/fOg]5 . 
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k|yd kq Mk|yd kq Mk|yd kq Mk|yd kq M––––    ;fdfGo 1fg / ;fdfGo jf}l4s k/LIf0f;fdfGo 1fg / ;fdfGo jf}l4s k/LIf0f;fdfGo 1fg / ;fdfGo jf}l4s k/LIf0f;fdfGo 1fg / ;fdfGo jf}l4s k/LIf0f    

!=!=!=!=    ;fdfGo 1fg;fdfGo 1fg;fdfGo 1fg;fdfGo 1fg    cªcªcªcª\\\\s Ms Ms Ms M––––    &)&)&)&)    

!=! ;f}o{d08n / k[YjL ;DaGwL ;fdfGo hfgsf/L . 

!=@ ljZjsf] e"uf]n – dxfb]z, dxf;fu/, w|'j, cIff+z, b]zfGt/, ;do, b"/L, kj{t>[ª\vnf, 
e"sDk, Hjfnfd'vL, gbL, lxdgbL, tfn, hnjfo' cflb . 

!=# g]kfnsf] e"uf]n – ef}uf]lns cj:yf, w/ftnLo :j?k / k|fs[lts ;Dkbf –hn;|f]t, 
hLjhGt', jg:klt, df6f], vlgh kbfy{, kxf8, cflb_ . 

!=$ ljZjsf] Oltxf; – cf}Bf]lus qmflGt, k|mfG;sf] /fHoqmflGt, cd]l/sL :jtGqtf ;ª\u|fd, ?;L 
cS6f]j/ qmflGt, k|yd / låtLo ljZjo'Qm tyf ef/tLo :jtGqtf ;ª\u|fd, e6gf, sf/0f / 
kl/0ffdx¿ . 

!=% g]kfnsf] Oltxf; -k|frLg sfnb]lv xfn;Dd_ 

!=%=! ls/fFtsfn, lnR5ljsfn / dWosfn, ;fdflhs, ;f+:s[lts, cfly{s Pj+ /fhgLlts 
cj:yf . 

!=%=@ cfw'lgs Oltxf; -g]kfnsf] PsLs/0fb]lv xfn;Dd_, /fhgLlts 36gfqmd, 
;fdflhs ;f+:s[lts / cfly{s cj:yf . 

!=^ g]kfnsf] ;fdflhs cj:yf, k/Dk/f, d"No / dfGotf, wd{, hfthflt, efiffefifL, ;+:s[lt, 
snf, ;flxTo, ;+uLt ;f+:s[lts ;Dkbf / cfly{s cj:yf -s[lif, pBf]u, Jofkf/, ko{6g, 
oftfoft, ;~rf/, ljsf; of]hgf cflb_ ;DaGwL hfgsf/L . 

!=& dfgj hLjgdf k|ToIf k|efj kfg{] lj1fgsf k|d'v cljisf/ / gljgtd ultljlwx? ;DaGwL 
hfgsf/L . 

!=* kof{j/0f, h}ljs ljljwtf, lbuf] ljsf;, hnjfo' kl/jt{g, jftfj/0f Joj:yfkg, k|b'if0f, 
hg;ª\Vof, zx/Ls/0f, j;f]jf; -a;fO{;/fO{_, u/LaL, :jf:Yo, /f]u, vfB / kf]if0f cflb 
;DaGwL hfgsf/L . 

!=( g]kfnsf] zf;g k4lt / ;/sf/ – ;+ljwfg, /fhgLlts Joj:yf, :yfgLo ;/sf/, ;'zf;g, 
cflb . 

!=!) cGt/f{li6«o ;DaGw tyf ;+32 ;+:yf – ;+o'Qm /fi6«;+3 / If]qLo ;+u7g -;fs{, cfl;ofg, 
o'/f]lkog o'lgog_ . 

!=!! /fhgLlts, ;fdflhs, cfly{s, ;f+:s[lts, v]ns"b, k':ts, k'/:sf/, snf, ;flxTo, ;+uLt, 
cflb nufot /fli6«o / cGt{/fli6«o dxTjsf ;d;fdlos ultljlwx? / dxTjk"0f{ JolQmTj 
tyf ljrf/sx¿ ;DaGwL hfgsf/L . 
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@=@=@=@=    ;fdfGo jf}l4s k/LIf0f;fdfGo jf}l4s k/LIf0f;fdfGo jf}l4s k/LIf0f;fdfGo jf}l4s k/LIf0f    cªcªcªcª\\\\s M #)s M #)s M #)s M #)    

 jf}l5s k/LIf0f cGtu{t ;fwf/0ftof b]xfosf pkkl/If0fx¿ kb{5g\ . zflAbs tfls{s k/LIf0f, 
dfqfTds -;+VofTds jf c+s ;DaGwL_ tfls{s k/LIf0f / czflAbs cd"t{ tfls{s k/LIf0f . 

@=! zflAbs tfls{s÷rft'{otf k/LIf0fdf jf]w, zAb1fg, cg'qmd, ;d?ktf, juL{s/0f, sf]l8ª–
l8sf]l8ª\ lbzf / b'/L 1fg k/LIf0f, ts{ ljrf/ ;DaGwL, >]0fLqmd –k+lQmqmd_, cfudg, 
lgudg cflb ljifoj:t'af6 k|Zgx? ;dfj]z ul/g]5 . 

@=@ dfqfTds -;+VofTds jf c+s ;DaGwL_ tfls{s k/LIf0fdf cg'qmd ->]0fLqmd_, ;d?ktf, 
juL{s/0f sf]l8ª, 5f]l8Psf ;+Vof –cIf/÷;+s]t_ ldnfpg], ;femf u'0f, d]l6«S;, tYof+s 
JofVof, tYof+s hfFr -?h'+_, c+sul0ftLo ts{÷lqmof ;DaGwL, cflb ljifoj:t'af6 k|Zgx? 
;dfj]z ul/g]5 . 

@=# czflAbs tfls{s k/LIf0fdf cg'qmd, ;d?ktf, Ps?ktf, juL{s/0f lrqfTds ljZn]if0fTds 
ts{ ;DaGwL, d]g lrq, d]l6«S;, lqe'h / ju{x?sf] /rgf, lrq jf cfs[lt jgfj6 / 
ljZn]if0f cflb ljifoj;t'af6 k|Zgx? ;dfj]z ul/g]5 . 

;dfKt 

 

 k|ydkq ;fdfGo 1fg / ;fdfGo jf}l4s k/LIf0f ljifosf kf7\oqmdsf PsfO{x?af6 ;f]lwg] 
k|Zgx?sf] ;+Vof lgDgfg';f/ x'g]5 M– 

k|Zgkqk|Zgkqk|Zgkqk|Zgkq    ;fdfGo 1fg;fdfGo 1fg;fdfGo 1fg;fdfGo 1fg    ;fdfGo jf}l4s ;fdfGo jf}l4s ;fdfGo jf}l4s ;fdfGo jf}l4s 
kl/If0fkl/If0fkl/If0fkl/If0f    

cª\s 70 30 

PsfO 1.1 1.2 1.3 1.4 1.5 1..6 1.7 1.8 1.9 1.10 1.11 2.1 2.2 2.3 

k|Zg 
;+Vof 

1 1 3 1 8 8 1 3 2 2 5 5 5 5 

hDdf 
k|Zg 

35 15 
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låtLo kq ;fdflhs cWoog tyf sfof{no ;~rfng 

 

!=!=!=!=    ;fdflhs cWoog;fdflhs cWoog;fdflhs cWoog;fdflhs cWoog    cªcªcªcª\\\\s M $)s M $)s M $)s M $)    

!=! g]kfnsf] e"uf]n ef}uf]lns l:ylt w/ftnLo :j?k, xfjfkfgL hghLjgdf ef}uf]lns jftfj/0fsf] 
k|efj / gS;f;DaGwL ;fdfGo hfgsf/L 

!=@ g]kfnsf] /fhg}lts ljefhgsf cfwf/ dxTj / ljz]iftf . 

!=# g]kfnsf] ljsf;sf k"jf{wf/x? lzIff, :jf:yo, oftfoft, ;~rf/, vfg]kfgL ljB't tyf cGo phf{sf] 
yf]tx? cflb_ sf] ljsf;sf] cj:yf . 

!=$ g]kfnL ;dfhsf k/Dk/f, ;fdflhs d"No / dfGotf, k|rlnt k|d'v >d, hfthflt, efiffefifL / 
;+:s[lt . 

!=% ;fdflhs ;d:of / ljs[ltx? / To;sf] ;dfwfg . 

!=^ ;fdflhs åGbsf sf/0f c;/ / åGb Joj:yfkgsf pkfox? . 

!=& g]kfnsf] jt{dfg zf;gk4lt – ;+ljwfg -;+j}wflgs cª\ux?, df}lns xs / st{Jo Joj:yfks 
sfo{kflnsf / Gofokflnsf . 

@=@=@=@=    sfof{no ;~rfng tyf ljljwsfof{no ;~rfng tyf ljljwsfof{no ;~rfng tyf ljljwsfof{no ;~rfng tyf ljljw    cªcªcªcª\\\\s M ^)s M ^)s M ^)s M ^)    

@=@ sfof{no ;~rfng 

@=!=! k|qJojxf/ lrl7kq 

@=!=!=! kl/ro p2]Zo lr7Lsf k|sf/ k|of]u / k|fyldstfsf] cfwf/df . 

@=!=!=@ btf{ / rnfgL . 

@=!=@ clen]v Joj:yfkg 

@=!=! clen]v Joj:yfkgsf] kl/ro p2]Zo / cfjZostf 

@=!=@=@ kmfOlnª\u ;DaGwL hfgsf/L . 

@=!=@=# sfof{no Joj:yfkgdf sDKo'6/ k|0ffnLsf] cfjZosstf{ / dxTj 

@=@ n]vf tyf /fh:j ;DaGwL hfgsf/L 

@=@=! bf]xf]/f] n]vf k|0ffnL, ;/sf/L n]vf k|0ffnL / n]vfk/LIf0f ;DaGwL hfgsf/L . 

@=@=@ uf]Zjf/f ef}r/, j}+s gubL lstfj / jh]6 lx;fj kl/ro / k|of]u . 

@=@=# jt{dfg lhG;L ;|]:tf k|0ffnL . 

@=@=$ s/, e+;f/ tyf cGtz'Ns ;DjGwL ;fdfGo hfgsf/L . 



kf6g ;+u|xfno kf6g ;+u|xfno kf6g ;+u|xfno kf6g ;+u|xfno ljsf; ;ldltljsf; ;ldltljsf; ;ldltljsf; ;ldlt    
ck|fljlws tkm{sf, k|zf;g, n]vf, /fhkq cg+lst låtLo >]0fL, vl/bf/ jf ;f] ;/x 

kbsf] v'nf k|ltof]lutfTds k/LIffsf] kf7\oqmd 

5 
 

 

@=# ;]jf;DaGwL P]g lgodsf] hfgsf/L 

@=#=! kf6g ;+u|xfno ljsf; ;ldlt u7g cfb]z, @)%# klxnf] / bf];|f] ;+zf]wg ;lxt 

@=#=@ kf6g ;+u|xfno ljsf; ;ldlt, sd{rf/L -;]jf, ;t{ tyf ;'ljwf_ lgodfjnL, @)^( . 

låtLo ;fdflhs cWoog tyf sfof{no ;~rfng ljifosf kf7\oqmdsf PsfOx?af6 ;f]lwg] k|Zgx?sf] ;+Vof 
lgDgfg';f/ x'g]5 . 

t[tLokqsf PsfO{t[tLokqsf PsfO{t[tLokqsf PsfO{t[tLokqsf PsfO{    !!!!    @@@@    hDdf k|Zg hDdf k|Zg hDdf k|Zg hDdf k|Zg 

;+Vof;+Vof;+Vof;+Vof    

cª\sef/ $) ^)  

5f]6f pQ/ k|Zg $ ^ !) 

nfdf] pQ/ k|Zg @ # % 

hDdf k|Zg ;+Vof ^ ( !% 
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ljifo sDKo"6/ ;Lk kl/If0f ljifo sDKo"6/ ;Lk kl/If0f ljifo sDKo"6/ ;Lk kl/If0f ljifo sDKo"6/ ;Lk kl/If0f (Computer Skill Test)    

1. Windows basic 

 * Introduction to Graphical User Interface 

 * Starting and shurttime down Windows 

 * Basic Windows Elements – 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. 

 

k|of]ufTds k/LIff of]hgfk|of]ufTds k/LIff of]hgfk|of]ufTds k/LIff of]hgfk|of]ufTds k/LIff of]hgf  

(Practical Examination Scheme) 

ljifoljifoljifoljifo    k"0ff{ªk"0ff{ªk"0ff{ªk"0ff{ª\\ \\ssss    k/LIff k|0ffnLk/LIff k|0ffnLk/LIff k|0ffnLk/LIff k|0ffnL    ljifoj:t' zLif{sljifoj:t' zLif{sljifoj:t' zLif{sljifoj:t' zLif{s    cªcªcªcª\\\\ssss    ;do;do;do;do    

sDKo"6/ ;Lk 
k/LIf0f 
(Computer 
skill test) 

!) k|of]ufTds 
(Practical) 

Devanagari Typing @+% cª\s % ldg]6 

   English Typing @=% cª\s % ldg]6 

   Windows basic and MS 
– Word 

% cª\s % ldg]6 
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c+u|]hL jf b]jgfu/L c+u|]hL jf b]jgfu/L c+u|]hL jf b]jgfu/L c+u|]hL jf b]jgfu/L Typing Skill Test    sf] nflu lgb{]zgsf] nflu lgb{]zgsf] nflu lgb{]zgsf] nflu lgb{]zg    

1. b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ cª\s 
k|bfg ul/g]5 M 

    z'4 zAb k|lt ldg]6 z'4 zAb k|lt ldg]6 z'4 zAb k|lt ldg]6 z'4 zAb k|lt ldg]6 (Correct Words/ Minute)    kfpg] cªkfpg] cªkfpg] cªkfpg] cª\\ \\ssss    

 % eGbf sd z'4 zAb k|lt ldg]6 jfkt ) cª\s 

 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 jfkt )=%) cª\s 

 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 jfkt )=&% cª\s 

 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 jfkt !=)) cª\s 

 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ld]6 jfkt !=@% cª\s 

 !% jf ;f] eGbf a9L / !&+% eGbf sd z'4 zAb k|lt ldg]6 jfkt !=%) cª\s 

 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 jfkt !=&% cª\s 

 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 jfkt @=)) cª\s 

 @@=% jf ;f] eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 jfkt @=@% cª\s 

 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 jfkt @=%) cª\s 

2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ cª\s 
k|bfg ul/g]5 M 

    z'4 zAb k|lt ldg]6 z'4 zAb k|lt ldg]6 z'4 zAb k|lt ldg]6 z'4 zAb k|lt ldg]6 (Correct Words/ Minute)    kfpg] cªkfpg] cªkfpg] cªkfpg] cª\\ \\ssss    

 ^ eGbf sd z'4 zAb k|lt ldg]6 jfkt ) cª\s 

 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 jfkt )=%) cª\s 

 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 jfkt )=&% cª\s 

 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 jfkt !=)) cª\s 

 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ld]6 jfkt !=@% cª\s 

 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 jfkt !=%) cª\s 

 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 jfkt !=&% cª\s 

 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 jfkt @=)) cª\s 

 @& jf ;f] eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 jfkt @=@% cª\s 

 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 jfkt @=%) cª\s 
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3. c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf Text ;Fu le8fO{ r]s 
ul/g]5 . lbOPsf c+u|hL jf b]jgfu/L Text df pNn]lvt :yfg jdf]lhd k/LIffyL{x?n] cfˆgf] Text 
df Punctuation 6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg 
Formula k|of]u u/L z'4 zAb k|lt ldg]6 (Correct Words Minute) lgsflng]5 . 

Formula: 

z'4 zAb k|lt ldg]6 (Correct words/minute 
5

)( WrongwordstypedTotalwords −
 

 


