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T AT, TIMEA, q@r ¥ (0.0 THE, eTaa&R (@ ¥) T8 AT FGaINTarcHeE THeTe!
qeAHH
IIH 97 (Paper 1) -
AT, T T oA ety
(Management, Mathematics and Information Technology)
GUE (A) — 40 F (& WA X ¥ &F, I WA X 90 9
Section (A) - 50 Marks (6 Questions x 5 Marks, 2 Questions x 10 Marks)
T (Management)

1.1. HEAT T HAT TFedd=Hh] ATGRIT T Heged (Concept and Importance of
Office and Office Management)
1.2. fRg =3 (Office Layout)

1.3. =@l T I (Registration and Dispatch)

1.4. TTElely TAT ARCr@ egaedm+ (Filing and Record Management)

1.5, feoauly, sreer, 9fkg= T Giddgs </@= (Tippani, Order, Circular and Report
Writing)

1.6. HIAIIAT g =R (Office Communication)

1.7. =8 =@a€am= (Inventory Management)

1.8. AN =<9 (Citizen Charter)

1.9. 9resi=e ¥ar 9are (Public Service Delivery)

1.10. M FaE STAEATIT: S+, Meh Ui, Wesh Jar T Wedh a=qie
SPIEIIS  (Customer Relation Management: Public Relations, Customer

Identification, Customer Service and Customer Satisfaction Management)
1.11. {ﬁT&ﬁ I (Grievance Management)

1.12. /= MY sga€am99 (Human Resource Management)
1.13. UM T FHE HH (Motivation and Group Work)

1.14. IR 9| (Marketing Management)

1.15. 3T <g9&89- (Knowledge Management)

1.16. IARETICA T WAThatedr (Responsibility and Accountability)
1.17. §=ER T Afdsar (Virtue and Ethics)

1.18. FEIWIT FImE (Corporate Governance)

1.19. ﬁ'ﬂ‘cﬁﬁ rE (E-Governance/Digital Governance)

1.20. A9TETHT A eI T famer Weca (Public Enterprises in Nepal and their
Importance)

gug (B) — 30 ¥ (kR WH X ¥ #Y)
Section (B) - 30 Marks (6 Questions x 5 Marks)
T (Mathematics)

2.1 Ufe® = (Unitary Method)

2.2 Wiaerd (Percentage)

2.3 JUId T AT (Ratio and Proportion)

2.4 YT 34T T Fokadi =4t (Simple Interest and Compound Interest)
2.5 ATHT T A& (Profit and Loss)
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T AT, TIMEA, q@r ¥ (0.0 THE, eTaa&R (@ ¥) T8 AT FGaINTarcHeE THeTe!

2.6
2.7
2.8
2.9

qITHH

X T HHYE (Tax and Commission)
75T faf\a (Currency Exchange)

EREZIIES T (Sequence and Series)
AR (Area)

2.10 o [egsd, AfedsT T qq (Average: Mean, Median and Mode)
2.11 T¥EIAr (Probability)
2.12 UT® T A (Graph and Chart)

gug (C) — R0 F (¥ A x ¥ %)
Section (C) - 20 Marks (4 Questions x 5 Marks)

T 9t (Information Technology)

3.1

3.2
3.3
3.4
3.5

3.6
3.7

3.8

HFEIIX JOTTedT, ERNSS IECIER ELS{SA A fewrga (Computer System, Input Device,
Output Device)

FFIeT AT RFew (Computer Operating Systems)

EE 9T T Utelioh e d¥edax (Hardware and Application Software)

ZeeIe, sch',IQd, I{okt;,h\ki T T-HA (Internet, Intranet, Extranet and E-mail)

AR TATHS ; 9, Q?@H T EdETe (Office Package: Word, Excel and

PowerPoint)

STaTad HHsH+e {Eed (Database Management System-DBMS)

ST ST GO Wit T B Aifgshdrb! W (Use of Information Technology
and Artificial Intelligence in Insurance Sector)

YT TP [l STaEATI T &AAT ITARTHT <ATUHT UCadhaxehl AT I

S (General Information on Applications Introduced by Government of Nepal
in the Field of Financial Sector)
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T AT, TIMEA, q@r ¥ (0.0 THE, eTaa&R (@ ¥) T8 AT FGaINTarcHeE THeTe!

qITHH

i s e gdE

AT q&&r ad&Er e (Skill Test Examination Scheme)

forrr g | wher et | feeeg fefe qF T
Devan_agarl Y a9 w fre
HFYAT T qAEAT TARTCHS Typing
> ) q0 ) English Typing .M ¥ y faee
(Computer Skill Test) (Practical) :
Word Processing W e v firre
and Formatting

1. Windows Basic

e Introduction to Graphical User Interface

e Managing Windows

o Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
e Concept of files and folders

e Managing basic hardware

Word Processing and Formatting

o Creating, saving and opening documents
o Text formatting (font, size, color, underline, italic, bold etc) and paragraph

formatting ( alignment, indentation, spacing)
« Inserting header, footer, indentation, spacing)
o Page Formatting (margin, page size, orientation), previewing and printing of

documents
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TYMEA J4T, TIMEA, AGT T 4.0 9, MEhEER (@8 ¥) TGH AT TTAINTdeds® Tatrer
qTSTHH

ST a7 A Typing SKill Test &7 @ifil:-

. @R Typing Skill Test H1 @M Q40 weaea! Text [ieig ¥ @@ AR &% Y&H
-

Y@ 958 Wid FHE (Correct Words/Minute) EIEREEED
Y =31 HH g e Wid FHe aaa O uH

Y AT |l WRET FG T 8.Y WRRT W Y[E We Uid fee aad 0.40 ¥h
©.% a1 AN HaT 9l T Q0 WRRl HW YF W Wid fee amd 0.84 ¥h
Q0 A | AT FET T (.Y WET HH {E T U e amad 9.00 ¥®
Q.4 A1 | 9RT 9ET T Y T BA YF R Wi (e amd 9.3% 9P
Q% 1 M AT 9ET T 8.4 WRET HH E TEE U Hee amad q.40 ¥
Q8.4 AT AN AT FE T R0 WA HH G ¥R U e ada .Y P
R0 AT | WET FEN T RR.Y WRET HHA E T U e Amad .00 &
.Y AT | WRET FET T Y WET BHA YF R W (e Ad Y R
Y AT A WET A F WeE W FAE ada .40 #F

3. English Typing Skill Test & @M 200 ¥eaewa! Text FEHg T TWHATAR #F Ya

MR-

Y W58 Wid e (Correct Words/Minute) e a9
& WG FHH G W8 U (e ard o ¥F

§ A1 A AeRT Al T & A7l BA YF R Y (A ada 0.40 ¥&
Q AT |1 WET A&l T R HET HH @ W8 Wd A amad 0.9% ¥F
QR A1 AN AR ST T 94U WET HA E TR Wi e Amd 9.00 &
Q% A AT 9ET FET T 16 Rl HH F 9EE i e amad 9.3% 9®
1 a1 |l 9= ST T R ARl B F R Wid e =md q.40 ¥
39 A A AT FEN T RY WRRT HH F e Wi [e add .Y P
Y AT AN AT FET T 0 AR HH F 9EE Ui S amad .00 &
0 AT |l WRET ST T 30 WAl HH F e Wid (A Amd Y HF
30 a1 |l WeRT el T 33 WaT HBH F W Wi (A A .40 dF

3. SUST a1 TEANT Typing AT fESUaT Text e #ATIR AT 22T Wb Text T M= o
TRAg | Rgue FUSH o1 TN Text AT Fealidd €A SHIGH qOendigee AT Text
W Punctuation 22T TRIXGHT IEUAT <TGH! STEEHT T TRT & | dea=d =+ Formula
WINT T [ 9id e (Correct words/Minute) et s |
93 _(Formula) :

=

@ ¥e8 Yid e (Correct words/ Minute) =

(Total Words typed—Wrong Words)
5
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