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e JAT AT
T fafae dar, T sEiea fGra Soft, GeTde FFUEY IS TTH GAT ¥ ATARD

TG ITSTHH ATSHTATS T3 ALIHT [F9TSIT TRTHT G

giaaiTarcHs TSR qESTHA

TIH =R - fatad aerar (Written Examination) qUIT3 i~ 300
fecirr =reor - (%) wATTeRe 9=re (Practical Examination) quTs - 40
(@) w=qarar (Interview) quTs - 30
e Asr (Examination Scheme)
¥ =) : fafga arem (Written Examination) quTg :— 00
LE] faa qUis | IArE ThOET gt TWAGET XAF | GO
AT FTH
T e AaEIT
(General Awareness R0 99 XR AF
& Public & TEABIE T ¥y
T Management) 100 ¥0 (Objective) (MCQs) fee
a1 FFEfead -
(Job Based - 30 99 XR A%
knowledge)
L . BIal ST :
AT gEead HI-FT : (Short Answer) RYIT XY AT | R "UL
fgeirar | (Job Based - qo00 ¥0 ¥ 94
knowledge) (Subjective) AT I R
g (Long Answer) | © F¥7 X0 &%
feir <=7 : yATeR® ThET T s=qarar (Practical Examination & Interview) qUTg :— 5O
o7 /fawa quis | e qET TR T
TR qererr (Practical . N
Examination) %0 W gar e (Practical) ¥y fae
F=qardr (Interview) 30 Hif@e (Oral)
ey
9. AT ISTAFHHB! ATSTATATE TIH =R ¥ Gl =R T T8 =0T {97 TRUH 3 |

R. fafEa g¥remer! YeATTEl HIAH AT IETHHG! [qUaae] S ATHTAT [SSURT & "iel AT
STIRHT FITeAT AT ST Hed F U A AT g9 | X [a0aaqelrs T I Ha=dTT
T AT FHA FANT Fih 3 |

3. fafgd TieTer ATea® ST S9Te a7 SRS e Jured ¥ SRS 39 g |

¥, ggqH 97 ¥ fgdr orer fafad aeiem geTgs gve | X ChteaAT 9 fages, |

Y. =T agaseds (Multiple Choice) Tewal TTeid Sar faUAT Yeis eld JaR amad R0
IIqTT 5 FIT MAS, | A SO AGTH AT AIT A3 (G2 S T AF BT I TRA B |

. AT AgABIAE g IR Tl SAY ofeRT SRSl Hr wewes (Capital letters): A,
B, C, D T a&ag | AT #ees (Small letters): a, b, ¢, d SI@ehT aT 37 & b TRl
qT o IATAETH TE &S |

O, FgaHidH T g TRILATHT H YRl RTehere? (Calculator) TaRT T g S |

5. [awoTd gedewdl gFAT AMPUHI bl TIQT ATHT 9 a1 TS YIH g5 a1 Feowal el
AT (Two or more parts of a single question) a7 T3aT Y9+ A= d I5 aT ¢l [cHUiEs
(Short notes) @&t afeh B |

. fauavTa 9ed g EFAT UHE GUSH AN GEIgg SORUIFE® gia | dRardie gos

GUGH TP I AEAUSH IATYEARIHT ACTIE, |
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e AT AT
T fafae dar, T sEiea fGra Soft, GeTde FFUEY IS TTH GAT ¥ ATARD
FITARTATHS TSR TEAHH
9IH 9 (Paper 1) :-
QAT A X AEASAE AT q91 Hal FAad -0
AW (Part 1) :
L O L L e E K L
(General Awareness and Public Management)
gUg (Section - A) : (10 TIAX R AF = R0 yIH)
JqHTT AT (General Awareness)
1.1 ST FRNTTe AERAT, ITehfeh A1 T ATaves
1.2 STl UfqeTias, Aihide T ATHINE ATl redl SATbRl
1.3 TAITAHT AMIF FTLAT T AT ATATIF AT TFAT AR
1.4 Sfae fafqean famr faem, ardmERon gguor, SoEm aivEdy T SEen Eedma
1.5 WAME AT YoFeT JaTa 91 [ T gfataer decael Suatess
1.6 SH@ETEA, I, @I T GO0 JEAT AT ATAERT
1.7 SOl HEGT (AT 9§ 3Rg Y T T AT ES)
1.8 Fgh ACHY T THHT (TR FEAT FFawdl SAAHRT
1.9 & S (AT, [aHedd, Afaard T TWIAT F9) FFaedl Ahnd
1.10 AL T A=RINET HecdeHhl THATHIIE TTalaidess

gUg (Section - B) : (10 T R AF = R0 ATH)
Yrawives FaeA+ (Public Management)
2.1 @@ aamd (Office Management)
2.1.1 wrreEa (Office) : 9=, Hedd, &1 T I6R
2.1.2 WEIF FHANH & T e
2.1.3 @@t Ira arg| (Office Resources): 9= T &R
2.1.4 FIATATAT F=ARH Hed, hiqH T AT
2.1.5 @@t FwEtarr (Office Procedure) @ 99 =@der (Correspondence), I@T T
=1 (Registration & Dispatch), wTsfag (Filing), 9= (Circular), dre®
ameeT (Order), feoquit @@ ? fewoft TaR 9r&l & fodque #Ree
2.1.6 fvel@ zmaeamd= (Record Management)
2.2 TASTHEAr ¥4 U ¥ (AIHTEei| T AUHT ETh] SqadEs
2.2.1 TASITHAT JETHT TSA, WS FI=AT, TG(d T AREN T IERAEE
2.2.2 FHHAWIH Ik, T&aT, aedr, faar, Mania a<ima T daewne
2.2.3 FHHATNA Il T ARV, Afefe qIfaed T Faedes
2.3 U AIHEAT T9T T JEA HeATad FEed] SR
2.4 FATTE TR TERET AT
2.5 TIEN A, AGT T AGTIIET YUITeAT TEI=AT qTHT ST
2.6 WESIE AT FATERl A, AT YaT8 T (Febrd, qAepr T ATHew
2.7 AHE ATPR, QAT T GEAATH §F TFAT AT AR
2.8 ¥rEwiH® @197 (Public Charter)
2.9 IYMUHE FAFIROT qIT ATASh AL HT qaeE, qg=or, queag, [
giRaT, IR0 T Aqca ERAl SATFHT
2.10 \TEE e "rar (Human Values), TR &ded 3 aTed q9T Semas
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1.

3.

A JAT ATERT
T fafae dar, T sEiea fGra Soft, GeTde FFUEY IS TTH GAT ¥ ATARD
giaaiTarcHs TSR qESTHA
AW (Part 1) :-
a1 TR - (Job Based - Knowledge)

(30 IYAX R AF = %O IAIH)
Computer Fundamentals
1.1. Definition, History, Generation, Characteristics, Types & Applications of Computers
1.2. Overview of a computer system
1.2.1. Data and data processing
1.2.2. Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices:Primary
& Auxiliary Memory
1.2.3. Software: Definition; Types of Software; Programming Language& its types
1.2.4. Firmware and Cache Memory
1.3. Concept of Multimedia
1.4. File Management
1.4.1. Physical Structure of the disk
1.4.2. Concept of File and folder
1.4.3. Type of files and file extensions
1.5. Introduction to ASCII and Unicode standards

Operating System
2.1. Introduction to Operating System
2.2. Types of Operating System
2.3. Functions of Operating Systems
2.4. Command Line operation (e.g. copy command, move command, command to view
and set different file attributes, etc.)
2.5. Windows Operating System
2.5.1. Introduction to Graphical User Interface (GUI)
2.5.2. Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin,
2.5.3. Starting and shutting down Windows
2.5.4. File Management with Windows Explorer
2.5.5. Windows applications: (Control Panel, Character Map, Paint)
2.5.6. Finding files of folders and saving the result
2.5.7. Starting a program by command line operation
2.5.8. Changing window settings: Adding/Removing programs; Clearingthe contents
of document menu; Customizing the taskbar; Control panel items
2.5.9. Creating shortcut (icons) on desktop
2.5.10. System tools:disk scanning, disk defragmenter, backup, restore, format

Word Processing

3.1. Concept of Word Processing

3.2. Creating, Saving, Opening, Previewing and Printing documents; Changing Default
settings

3.3. Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

3.4. Copying, Moving, Deleting and Formatting text (Font, Size, Color, Alignment, line
& paragraph spacing); Finding and Replacing text; Setting Page Layout

3.5. Creating lists with Bullets and Numbering

3.6. Creating and Manipulating Tables; Borders and Shading

3.7. Use of Indentation and Tab Setting; Creating Newspaper Style Documents using
Column
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T fafae dar, T sEiea fGra Soft, GeTde FFUEY IS TTH GAT ¥ ATARD
TR TR TETHH
3.8. Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break,
Section break, Graphics, Pictures, Charts, Word Art, Symbols &Organization Chart
3.9. Mail Merge
3.10. AutoCorrect, Spelling and Grammar Checking, and Thesaurus
3.11. Security Technique of Documents
3.12. Familiarity with Devanagari fonts

. Electronic Spreadsheet
4.1. Concept of Electronic Spreadsheet

4.2. Organization of Electronic Spreadsheet application (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)

4.3. Creating, Opening, Saving, Page Setting, Previewing and Printing Work Book;
Changing default options

4.4. Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar,
Rulers, Scrollbars)

4.5. Editing, Copying, Moving, Deleting Cell Contents; Formatting Cells (Font, Border,
Pattern, Alignment, Number and Protection); Formatting Rows, Column and Sheets

4.6. Using Formula - Relative Cell and Absolute Cell Reference

4.7. Using basic Functions

4.8. Generating Series; Sorting and Filtering Data; Summarizing Data with Sub Totals

4.9. Creating Charts

4.10. Inserting Header and Footer

4.11. Spell Checking

4.12. Importing data from and Exporting into other formats

4.13. Familiarity with Devanagari fonts

. Database System
5.1. Introduction to Data, Database and DBMS
5.2. Basic Concept of Tables, Fields, Records, Relationships and Indexing
5.3. Introduction to database application
5.3.1. Data Types
5.3.2. Creating, Modifying & Deleting Tables
5.3.3. Establishing relationships among tables
5.3.4. Formatting and validating field data
5.3.5. Inserting, Modifying, and deleting data
5.3.6. Creating, Modifying, Deleting and Using simple Queries/Forms/ Reports

Presentation System

6.1. Introduction to presentation application

6.2. Creating, Opening & Saving Slides

6.3. Formatting Slides

6.4. Slide Show

6.5. Animation

6.6. Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.

. Computer Network

7.1. Basic Networking: definition, types, and topologies

7.2. Connectivity and media: Network cables and connectors

7.3. Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)
7.4. Network cabling and cable testing
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TR TR TETHH
7.5. Familiarity with IP Addressing, subnet mask, gateway, DNS, static and dynamic
address assignment
7.6. Application of Network utilities (e.g. IPCONFIG, PING, TRACERT, NSLOOKUP)
7.7. Concept of E-mail / Internet / Extranet/Intranet, World Wide Web (WWW)
7.8. Familiarity with internet browsers (Internet explorer, Firefox, Opera, Safari, Google
Chrome, etc.)

8. Cyber Security

8.1. Introduction to Cyber Security

8.2. Common security threats: Social engineering; Distributed Denial of Services;
Malwares: Phishing, Spyware, Viruses, Worms, Trojans, etc.

8.3. Security Mechanisms
8.3.1. Identity and Access Control
8.3.2. Use of Firewalls, IDS and IPS
8.3.3. Email Filtering
8.3.4. Use of antivirus software

9. Relevant Legislations and Institutions
9.1. Major objectives and goals of ICT Policy, 2072
9.2. Introduction and important provisions of Electronic Transaction Act, 2063
9.2.1. Preamble
9.2.2. Provisions related to electronic record and digital signature
9.2.3. Provisions relating to Controller and Certifying Authority
9.2.4. Electronic records and Government use of Digital Signature
9.2.5. Offence Relating To Computer
9.3. Roles of related Institutions:
9.3.1. Ministry of Communication and Information Technology
9.3.2. Department of Information technology
9.3.3. National Information Technology Center / Government Integrated Data
Center

UqH TRl AN AR TR J9e® g 3 |

TIH T (TR

| *) ?(;?rirmwareness) R0 90 Y9 X 3 ¥F = R0
(B) mManagement) qms) R0 90 999 X 3 ¥F = R0

! ] ?Ebmk?:v;mge) %0 30 Y99 X X #F = O

TIH TFH] WA (Part |1) T@1 FFaf=aa ®E-A9 (Job based -knowledge) T ITETHHFT THZATE

GIETHT TATERTE 8TT TAITH J9AeE® g o |
ThIe 1 2 3 4 5 6 7 8 9

g9 F&T 4 4 5 5 3 2 2 3 2
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fgfa 9 (Paper 11) :-
a1 grIfa -1 (Job Based -knowledge)
gue (Section) (A) : - 4O AgH
1. Computer Fundamentals

1.1. Definition, History, Generation, Characteristics, Types & Applications of Computers
1.2. Overview of a computer system

1.2.1. Data and data processing

1.2.2. Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices:Primary

& Auxiliary Memory

1.2.3. Software: Definition; Types of Software; Programming Language& its types

1.2.4. Firmware and Cache Memory
1.3. Concept of Multimedia
1.4. File Management

1.4.1. Physical Structure of the disk

1.4.2. Concept of File and folder

1.4.3. Type of files and file extensions
1.5. Introduction to ASCII and Unicode standards

2. Operating System

2.1. Introduction to Operating System

2.2. Types of Operating System

2.3. Functions of Operating Systems

2.4. Command Line operation (e.g. copy command, move command, command to view
and set different file attributes, etc.)

2.5. Windows Operating System
2.5.1. Introduction to Graphical User Interface (GUI)
2.5.2. Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin,
2.5.3. Starting and shutting down Windows
2.5.4. File Management with Windows Explorer
2.5.5. Windows applications: (Control Panel, Character Map, Paint)
2.5.6. Finding files of folders and saving the result
2.5.7. Starting a program by command line operation
2.5.8. Changing window settings: Adding/Removing programs; Clearing the

contents of document menu; Customizing the taskbar; Control panel items

2.5.9. Creating shortcut (icons) on desktop
2.5.10. System tools:disk scanning, disk defragmenter, backup, restore, format

3. Word Processing

3.1. Concept of Word Processing

3.2. Creating, Saving, Opening, Previewing and Printing documents; Changing Default
settings

3.3. Elements of Word Processing Environment (Menu, Toolbars, Status bar, Rulers,
Scrollbars)

3.4. Copying, Moving, Deleting and Formatting text (Font, Size, Color, Alignment, line
& paragraph spacing); Finding and Replacing text; Setting Page Layout

3.5. Creating lists with Bullets and Numbering

3.6. Creating and Manipulating Tables; Borders and Shading

3.7. Use of Indentation and Tab Setting; Creating Newspaper Style Documents using
Column
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3.8. Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break,
Section break, Graphics, Pictures, Charts, Word Art, Symbols &Organization Chart
3.9. Mail Merge
3.10. AutoCorrect, Spelling and Grammar Checking, and Thesaurus
3.11. Security Technique of Documents
3.12. Familiarity with Devanagari fonts

. Electronic Spreadsheet
4.1. Concept of Electronic Spreadsheet

4.2. Organization of Electronic Spreadsheet application (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)

4.3. Creating, Opening, Saving, Page Setting, Previewing and Printing Work Book;
Changing default options

4.4. Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar,
Rulers, Scrollbars)

4.5. Editing, Copying, Moving, Deleting Cell Contents; Formatting Cells (Font, Border,
Pattern, Alignment, Number and Protection); Formatting Rows, Column and Sheets

4.6. Using Formula - Relative Cell and Absolute Cell Reference

4.7. Using basic Functions

4.8. Generating Series; Sorting and Filtering Data; Summarizing Data with Sub Totals

4.9. Creating Charts

4.10. Inserting Header and Footer

4.11. Spell Checking

4.12. Importing data from and Exporting into other formats

4.13. Familiarity with Devanagari fonts

gug (Section) (B) : - L0 ASH
. Database System
5.1. Introduction to Data, Database and DBMS

5.2. Basic Concept of Tables, Fields, Records, Relationships and Indexing
5.3. Introduction to database application

5.3.1. Data Types

5.3.2. Creating, Modifying & Deleting Tables

5.3.3. Establishing relationships among tables

5.3.4. Formatting and validating field data

5.3.5. Inserting, Modifying, and deleting data

5.3.6. Creating, Modifying, Deleting and Using simple Queries / Forms/ Reports

Presentation System

6.1. Introduction to presentation application

6.2. Creating, Opening & Saving Slides

6.3. Formatting Slides

6.4. Slide Show

6.5. Animation

6.6. Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.

. Computer Network

7.1. Basic Networking: definition, types, and topologies

7.2. Connectivity and media: Network cables and connectors

7.3. Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)
7.4. Network cabling and cable testing
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7.5. Familiarity with IP Addressing, subnet mask, gateway, DNS, static and dynamic
address assignment
7.6. Application of Network utilities (e.g. IPCONFIG, PING, TRACERT, NSLOOKUP)
7.7. Concept of E-mail / Internet / Extranet/Intranet, World Wide Web (WWW)
7.8. Familiarity with internet browsers (Internet explorer, Firefox, Opera, Safari, Google
Chrome, etc.)

Cyber Security
8.1. Introduction to Cyber Security
8.2. Common security threats: Social engineering; Distributed Denial of Services;
Malwares: Phishing, Spyware, Viruses, Worms, Trojans, etc.
8.3. Security Mechanisms
8.3.1. Identity and Access Control
8.3.2. Use of Firewalls, IDS and IPS
8.3.3. Email Filtering
8.3.4. Use of antivirus software

Relevant Legislations and Institutions
9.1. Major objectives and goals of ICT Policy, 2072
9.2. Introduction and important provisions of Electronic Transaction Act, 2063
9.2.1. Preamble
9.2.2. Provisions related to electronic record and digital signature
9.2.3. Provisions relating to Controller and Certifying Authority
9.2.4. Electronic records and Government use of Digital Signature
9.2.5. Offence Relating To Computer
9.3. Roles of related Institutions:
9.3.1. Ministry of Communication and Information Technology
9.3.2. Department of Information technology
9.3.3. National Information Technology Center / Government Integrated Data
Center

fgdira o= AT FeraeTd MEATER Teaes Qi |

ESIRIRERIEEE U]
CEl faea gue | JPIR A TN ATAT IR
e AT qEad HA-FTT (A) Yo R YYT X Y AT =30 | R YA X Q0 AF = R0

(Job Based-Knowledge) (B) Yo T YIT X Y T =30 | YA X 90 AT = R0

TANTCHE TIEATH] JeTHedT MFER 898 |

Topics No. of Marks Time (Minutes)
Questions

1 | Devnagari Typing 1 10 5
2 | English Typing 1 5 5
3 | Word processing 1 12
4 | Electronic Spreadsheet 1 12 35
5 | Database Management System 1 6
6 | Presentation System 1 5

Total:- 7 50 45
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FITARTATCH® TR TETHH
ST a1 3R Typing Skill Test @0 iRt fAder:-
TEARI Typing SKill Test &7 T 00 TeEew®l T3l Text 4578 T @ AR ®
e RS-
g = 9faq fae (Correct Words/Minute) TS AF
3.4 9T FH g R 9iq AR ardd o 3F
3.9 97 9 AR 96T ¥\ Heal % g e’ 9iq A S q.00 #H®
@ FT |1 9T o9&l T 90.%, Wl FH g e’ id [Ave =maq .00 HF®
Q0.% a1 & WwaT oGl ¥ 9% 9=l HH G o8 Yid A= aradq 3.00 &
Q¥ a1 |1 T o6l ¥ 9.4 WeRT %A g e 9id fAee arad ¥.00 3®
Q9.4 AT |7 AT Fel T R\ 9T FH G e Ui Aee arad 4.00 ¥
Rq A1 |1 ARET Gl ¥ R¥.Y WRRT BH F 58 9iq (HAe | .00 b
¥.Y AT AT g¢l T 5 9l FH 0 e i Hee arad 9.00 b
5 a1 ¥Rl 96l ¥ 3.4 WeRT B g e 9iq e aad 5.00 &
3.4 AT HIW=T 96T ¥ 3 AR BH E TR Tid e A %.00 &
3Y AT |9l del g 9 9iq fAe ada 90.00 ¥F

English Typing Skill Test & @i 3% Te@a@al T3er Text f6gg ¥ @ ATAR b
EEERITE e

¢ = ya fAe (Correct Words/Minute) TS F
¥ Va1 FH 9 9 9iq fHe Frad o F
¥ F1 Gl 94l 9¢l T & WAl A F 9 i e aad 0.0 ¥F
S a1 A =T 96l ¥ 4R Wl FH g ek 9fq A s 9.00 3®
QR AT AT AT Fel T 9§ 9T FH F 958 Yiq Fe arad .40 ¥®
9% a1 &1 AT F@l T 0 Wl FH g e 9id fAee arad .00 ¥
0 9T 91 9T FEl T ¥ AR HH g ek gfq e araq Y0 HF
¥ 97 9 AT 961 ¥ 5 Wl FH G e Yid fHee arad 3.00 ¥®
5 A1 9l AT Fel T IR 9T FH G 9058 Yid fHee arad 340 ¥F
3R A1 |7 9= 96T ¥ 3% WeRT FH g e 9fd fAee arad ¥.00 &
3% AT HI9waT ¢l ¥ ¥0 Wl %H g e 9id fAee amad ¥ .40 ¥
¥O a7 A=l a6l g ek Yid A= arad 4.00 &

ST A1 FAARTT Typing T faguerr Text @5 ATdR /AT 2130 WH Text ¥ fHee =%
g, | feguedr SR a1 TEANRD Text AT Jedf@d T FHEINH  qerendiese Arh«r
Text W Punctuation 2139 =TT TTETHT AHep! ITGAT TUAT TR G | qacqe=ra et
Formula 9IRT I1<r 91 9re8 wid fAve(Correct words/minute) fetfars |

Formula:

ed — Wrong words)
5

N Total d
97g 9Te% 9iq fA-e (Correct words/minute) = (Total words typ
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