YEIT <Ah AT ATANT, HUNAT Te2T

FRT RO ¥ T T AR JIE WA, WET WA T ol G, WeTdsh e St g, T
TEAHATE Gedd a1 Al TEHT TG Gl FTARAeH® iad T Tea=HH T TU&r Ao

m @ qIH T Qﬁﬁﬁﬁr TET YUet (Unified and Integrated Examination System) T
ARHAT TS g1 A TGAHH ASAICATS A =AU 5 |

TEATRT =T werr R e Tt quiy
JIH = YR ® T8&r (Preliminary Examination) TELTT TEAFITE T q00
fad = | e 98&m (Written Examination) feroerTa e R00

FHFeX Y0 7@ (Computer Skill Test) JATICHE q0
ATH =T
g=aarar (Interview) S Fraadi 30
wder Ao (Examination Schedule)
Q. TIH FT: YREAH 94T (Preliminary Examination) qUiig: 400
LKl T TR X AIH | T | Sy TEEAT JOTTeAt BEp]
AT 20x2 = €0 L
(General Knowledge) TEIA FEARIAD T |y
TIH | W g T 00 | Y% (Multiple Choice e
(General Mental ROXR= ¥O Questions)
Ability Test)
R. ferr =or: o ovear (Written Examination) s 00
EE] fam GEAEEAT X ASH | g | A TEAT I A
forraa
13X4 = &0 Subjective):
FTAT SHAEATIT (Subj ' 3 =er
Foipt ¥Xq0 = YO 00 X0
(Office Management) ! Gl T el ST 30 fe
(Short and Long
Answers)
ferraTa
FHEAA TFI=eT eX4 = ¥O (Subjective): 2 gvar
SRR (Job Knowledge &Xq0 = &0 100 ¥ 0 Grar T AT T 30 fifre
related subject) (Short and Long
Answers)
3. AqH TN HFS W TUEAT T d=qaral (Computer Skill Test and Interview) qUiE: Yo
S I Y9 a0 (Computer Skill Test) TANTCH q0
g=aarar (Interview) A€ A=aqarar 30




Fecey:

9.

I IETHH AHIATE GIH T UHIHd THET TUTeiish! ATEIREr oad =1, e = T sfeqn =R
forret wifwaT 5 |

Gl T A GUEHT UIS JIATAH] HIETHAS T T g |

TOEATHT HEAH SIOT AT 9 SN 91 AT T SN 34 5 gy |

AEIT TgaF(aH FITeeh! Teld I ATAT Tcish Ted gL a1ad R0 FeTd dgh Fal Mg | &«
IOR ARTAT G AT AgH g G T AGH BT G A G |

STEAF(CUF IHEE g THEAHT FAlepaIed TANT T & G |

§. FwETe eeeHl BHAT AU ATHAT UIST WA Y9 A1 UGS RN g2 A1 §% Heal el 9 (Two

<.

or more parts of a single question) a1 TIET WA A=Wid g a1 ¢l [coqviige (Short notes) HTeT
BIEREY

g ol Jaw =RoT IRENE T8 g | a9 TRENE TS ghe Ted TR w o
T GUEAHT ACATSATS ATH Aol AGHAT FHEL A ST |

TOET AT ArATgel o1 T YT HgAT U, (e, Hagsh, Sl TaEH] Teqes qo g
Exl

TEATHT AT JITEEA, dgF T ATHHRL JAEeHd Fearead o/ G50 78R gg |

qo. faTad W g TARmEET TAE AETeHET it gergs Souawet gagal qdardier gcas

AR/AUSHT TEAEEH I el A/EISH IAYRAHA eI |

9. 79 TETFH ATAH] TA/ETIHT FATEEdq GG U AU HY AU TESTHEHT G B,

U, o aur Aftee qderer @y wwer 3 AR wa Geied 9 wEW Wl HuEeqes |
TEAHHAT Wbl TF1] e |

9. o =R07 (First Phase) 1 YREW& TO&MEE gile WUHT IFHEaREEars WM BdT =10 (Second

Phase) %1 foifga ademar afeaferd Tagag |

93. g =R (Second Phase) AT FAIC WUHI IFHARATS HIA AAH RS HFIX AT THEAT T

FeqararAT greaerd g |

y.fdm =or T afaw SR (FFgeX A9 q4en T Feadidl) B pA AIH ANH] ATERAT AdH

AR THIAT TS |

4.7 TETHH T TUET AT AR] AU AT W=aT ST TEAHH T T A GRS g |
&, METHH AN B [fd: 2059199 104



T WM AT AR, HUITAl TS9T
YT RO e T T AAET JE A, WA GG T ol G, eI Sl g, T
TETAF/ATEl WETIH a1 Al TEHT Uah! Gl WAANAcHE [RIT THETH! TEIAHH T T AT

WIH - AT AE I AT aitg® 98T (General Knowledge and General Mental Ability Test)
= A1 (General Knowledge)

q. 9EEY AT
1.9 T Tl AT TSR I, FIEe, T, TREAT, G
1.3 HErh! Wew:- A A€, BEME, qUaes TIed T WHde weEl (e, s,
FAEAT, HIeT, |, ffHe)
1.3 TUeH! SfiEE
q.3.% fdasa, feegfaem, geasey e I IHE
q.3.% FHUC D] HEAHIAT @F T T A Tvgar
1.3.3 g% sidem™
1.3.3.9 wmEaei Sfie
1.3.3.% U@HT 1008 IR FAGEH HUHT Hewaqll ASHId% HSATHH
1.¥ ! FEwEE @aree (e, wawe, 986, aaed, $9R, e, |, e g,
forga aur s S F A dEear
Q.4 IR ATEF e
9.%.9 FW, IART, AR, T, AR Feeed AT
9.%.R BT FILHT B, TYAT, SASIL, @Y, WHidad Ad T FFIaT
L4.3 T T FUC USUH A AAEE A AiE, Ie¥d, W T AREICHS
AEYET Ll DR
.& TUCH WET GUTA T THR:- GHIAT, TGET G JOTAl, T, T, L T TS T@
9. e, S Bl R fem, seg aiEds, sedwar e e
1.c ¥IH TE Y, W T fowecsd qFerdl Qg S
1.2 &9, T= gEfy T EER
1.%.9 Wifds TRATTEEH! AT T THTE, WaT FHAT T A TEqEER Afiw
1.%.} YH@ A, A5HF AFwhR T oefeeer qa siaar a)eT gure
1.2.3 T WA T 99 GO UEge G, Fade ahcr, i areasene. aEse
A YATE, WEeR YL
Y Sligs qae (General Mental Ability Test)
3. AT AAifgE gl
2.9 wfee® dlieb®d IQ@AT- ATHA (Sequence), M (Series), FHEUM (Analogy), aTHIT
(Classification), #IEe-R#®IRE (Coding-Decoding), M T T& (Direction and Distance)
.} WEATHS dlifed gaeu: ags o & (Mathematical Work), 3% (Area), ATaa
(Volume), Wiierd@ (Percentage), #A9d (Ratio), aaq (Average), =ams (Interest), TI-
At (Profit — Loss)
3.3 WETfed® qMHa TUAE:- ATHH (Sequence), THET (Analogy), @& (Classification),
UAT SRIT AT (Mirror Image), Tiem af@s smatd (Water Image), ¥9 =& (Venn

Diagram), ®f¢@@ (Matrix), =& a1 @@fd s@@e T fawemor (Image Formation and
Analysis)




YH A WHFASE T WHET Ags GQEn BT weahusT UHTgeEde | aeqid

TITEEH GEAT FAEEE FATaR g |

faer AT Y Mg T
EECRIN &0 Y0
Teblg LUy 2] 9.5 98] 9.9 ] 9.2 | RA9 R R.3
99T He q 3 ¥ | ¥ ¥ 3 ¥ R El & c &
STEAT O 30 0




T A FAT AN, FHOCAl G20
TR ST T T T AR GG T, WS JE T ol WHE, ST el Sl qg, Weee
TEIFHATE qes a1 b GEdh! T8Hh! Gl WadiideH® offad Tem®! qMea=ha T T9ar A
o w=- e sgEaeaIH
(Fve-+) X0 ¥h

q. FAT TIEIIH
9.9. FEAT T HHA
1.9.9. FATET: 9R=T, Hewd, FA T THR
1.9.3. GEIEH FHHAH B T [0Ee
9.9.3. HATAT AT T IRETT T THR
9.9.%. BTATATAT FSTRHT Wewd, BT T AT
q.R. HEafed wHrdEf
9.R.9.99 ¥d8X
1..9.9. W=, I X = ee
1.2.9.3. = R
9.2.9.3. Al T =A™l
1.3.9.%. G AROA T AH AT
.33 ool Tree ¥ ool dom =t e g peee
1.3.3. dfieed dEe: ey TR T TR TRl e R e
q.3. sAf¥erg sgaEam_
9.3.9. sherE: 9RET, ITT T UHR
1.3, AMCTE ATEAITAT ATGHP FieieDbl FAN
9.3.3. wEfrE: 9=, dmavgswar, f&fy ua akewree
9.%.%. W (Indexing) &1 UR=T, He<d T YHRK
.%. 95% TAEAT qAT [T g T Aferd
9.4, SFEETE T HAUTET AT SqFeqThl qiept T fafer

(gve-9) 30 IF
R. Wag T AR ferer

R.9. TersRT Gferem

29.9. Wif® g% T B

9.3 IR Faesw Rgra, i aar T
R.R. TEEHT TEAH! UR=T TN H1Ie®

9. ARTAR TEWINT AFE- AN

R VR GHEAFHH HRAT

3 AH A AN

3%, FamEE s

Y. e AFE AfTHR AN

& WS T,

3.0 WEIHA T A-ATRIGHT Hraad

4



3.5, YA A HAT AEN
R, TE/TR &
R.R.90. TS /TR HrAIraHT
2.3, Wi e Afae e Fatm @ amd ger wrga i wde T wifiea aur SEmEE <
BEINREAI ]
(gue-1) 30 WgP
. o
3.9. TUQHT AR Fraree qur Uhsw Faw
3.3, =, Terwer, widerd T Aqar
3.3, I, A@FEE T ge
3.%. T, HAYE T gEHL
3.4, QrERY, = T W s
ERNEI
3.9, TRFE AZHAOC: [aefelt, Ol T ekt wege adr W3l fafwa g
3.5, gt awarg, e, RER, dea T wmEa

e e sgaedT oaE Uhigeeare it [Eud geeEs] el [MErgE g |

kCAS] gre-& gre-g gugr
REE 9 R 3
Frer ged e ¥ 3 &
A G e R R
AT 9 e T 1%




YEIT <Ah AT ATANT, HUNAT Te9T

TR ST T T T AR GG T, WA JE T ol WHE, ST el Sl qg, Feee

9.

TEAHATEl Tedd a1 Al TEHT TG Gl FAARAeH® iad T Tea=HH T TUar Ao
ke k2 i e A B R
(Fre-=) X0 b

et qar =gaemad (Public Service Management)
9.9. FUITE YT Fwdr a1 U T ST 94T (TS 99 goee) AT MUST STacaEe

1.9.9. M FETHT TEA, WS G, TR I ANHT T AHARE

1.9.3. HHAH! Fafs, T, agan, foer, amr, favmie aem T sEemr
9.R. WENHE AT YAES! FF, JaT YA T FH, Al T Weaee
9.3, QAT T GEATH! B FFAl QAT B
9.%. Qre® qEMIA: Hewd T AEaeaahdl
1.4, FeeER FERe U9, 04 B UREgE 4 T R gEEd e
9.%. 99 Ye9 T THT 98 (GG 997 A-q@va=4) U, J00 B UR=ge R geavel AT
1.9, @ ATFR T G TEAAT T AABT
q.5. SARKIA " Tl
q.%,. TNIGAT ¥ qfeed TRaga qFaedl e ST

1.90. e ET WA WA SHHRT
1.99. AET Hed A, ANNE Haed T qied a9 ATemET
(gvg-9) 30 J&H

Q. @ yuedt ¥ e genE

2.

R.9. @l T @ YO Uied, 399 T [Fevdee

R}, AT ATAM T FEIHA, LMBIS, PLMBIS T SuTRA F¥e-el S

.3 G g, UHAE B (TSA), TSEd sqaeeds G= Yoredt (RMIS) T FFgedsss awi
<@ gt (CGAS) T aid <

.Y, ARy WER, q% A (B, see B9, Aehar, @9aT wiedd, 3% Bar fEwe, e
o grardt SHw

Jreive @i aar = cgaeaaT

3.9. wdvHE @Re saeaed: 399, We<d, f&f T utean

3.3. grEnH® @Re UF, 1053 (@RE f&fy) gveedr qme see

3.3, Ol coaegmos: W s, @iw A, sifeer A, et @, e A, i T e

3.¥. WHN GV SaeraT Yoell (PAMS) SFaeell Seery

Y. AN [T SHEea T TETIUEToT JoTred

¥.q. TEIQEAT: IR, 9T T THR

¥ R, AT, TGS A, o9 A T TR

¥.3. W AWAlg H aEE, Td T @G WA, e aiee, #R wE gEedl sqaedr a9l #Y
AR T TANA & GFdl bRy

¥ ¥, BT YT AT BrEtd UF, 108y T HIHEl, 06y, GrEr qrig WS

¥ 4. AEHT T, 04T B U= 10 FFeel THai

)



¥.%. @I U, R08Y, THT & gEdl S

¥. 9, TIMIT GHR oA U, 00y FEI=dl qrar A-err

. B T U W] B
Y.q. BS99, Wewd T Mo

Y.R. 19, T, BfFEw, o9 AR T 9IAR] 9T SEay
Y.3. ARTATHT d8, G T SATARTT

(gue-1)

Y.¥. THIA, BIFIE, VAR ¥ @ G

Y. Y. RrEqdr =18 W9 Oq, a1 T EE

Y.%. TE arHer

Y., el TX@Ed, TS Toll, SRWal Heed!, AMIARTS T YREHE qIaTs

4.5, MIe® B gera

4., B A AT < A P SR v R

Y.90. Werh! duTY GfeAT T HH! wisrEr HrEfy diearsr yga HEdee
AT I B GEeell [T Uhigeeare Qg @ geqess! el FHrgar 45 |

30 9%

g epcica qUg-g GreT
REJEY 9 R
Frar ged gedr ¥ R
IEI RE e R 3 3
STEAT 99 e T 1Y




3. AfFaw =T FHFGeX 99 90&@ (Computer Skill Test)
o #wFegex Ao wd&w (Computer Skill Test)

ELp] Ty EERERIIEED qgH e
Nepali Typing RL AT Y e
Sy i TR English Typing Y A | v e
(Com\;)uter Skill Test) q0 Word processing/Ms Word RY ¥uE 40 firre
Electronic Spreadsheet RY g
Eizl 0 @3 | Ro e
Contents
1. MS Word (0.5x3=1.5 Marks and 1x1=1 Mark)

a. Creating, saving and opening documents

b. Typing in Nepali and English

c. Text formatting (Font, Size, Color, Underline, Italic, Bold, etc.) and paragraph formatting
(alignment, indentation, spacing)

d. Inserting Header, Footer, Page Number, Table, Pictures, Shapes, Hyperlink, Bookmark, Text
Box, Symbol and Equation.

e. Page Layout (margin, page size, orientation, Watermark, Page Borders, Columns)
previewing and printing of documents

2. Electronic Spreadsheet (0.5%x3=1.5 Marks and 1x1=1 Mark)

a. Text formatting (Font, Size, Color, Underline, Italic, Bold, etc.)

b. Page setting (margin, page size, orientation) previewing and printing of documents

c. Formatting the data

d. Using Basic Functions (SUM, MAX, MIN, AVERAGE)

e. Using charts

S ¥ A9l Typing Skill Test &1 T Hee
q. W9l Typing Skill Test & @R 4.0 ¥eaa! U3ET Text [Heg T 6@ ATOR AFH YA A |

¥F ¥e8 giame (Correct Words/Minute) I3 AZH
3 WAl HH G e WM arad 0 ATH
3 A1 A ARl AGT T & HRET HH YE WeE YdAS ardd 0.3% ¥TH
& A1 |l HeET 9ET T % WAl HH G YT WIS ardd 0.0 ¥gH
% AT |l WET AT T 4R WAl FHH @ YR YW arad 0.8% ATH
QR A1 |1 AT G T 4% WSl HH g T WIS ardd .00 AFH
4 A1 AT AT FE T 96 WS HH G ¥ER U amd .4 qTH
1% a1 |1 AT FE T R WE HH YE TR A amd 1.40 AgH
Rq A A WRRT ST T RY HRT BH YFUEE YA AT .04 AFH
Y AT Al HET SET T 0 WRRT HH UG e WdHAE Arad .00 ITH
0 AT A 9T FET T 30 ARl HH Y WeE WA aArad Y ATH
30 A1 |l WGl 9L YF Weg YIS add .0 ATH
3. English Typing Skill Test &1 @Rl 300 gl T3l Text &3 T WWHAATEOR AFTH YaH A |
F eg iawAe (Correct Words/Minute) I ATH




& 93] HH Y[ ¥E8 WdH-e arad o ATH
& A1 |l HeET FET T % WAl HH G T WIS ardd 0.3% ¥IH
2 AT |l AET AT T 4R HET FHH @ 8 YW arad 0.40 ¥gH
QR A1 AN AT FE T 9% WS HH YF TR WS amd 0.9% WgH
4 A1 AT AT FE T 96 ARl HH G ¥ER Ui ard .00 ¥TH
9& a1 |1 AT G T 9 Wal HH g WeE WIS ardd .34 WEF
QA A WD AT T Y AT BH F WeE YIS AT 1.40 WgF
Y AT Al HET ST T 6 WRRT HH UF T WA Arad 1.0% AEF
0 AT | WA AT T 30 WRT HH [ e WS A .00 WTH
30 1 W el 9ET T 33 WRRT BH YF Wed WA Add Y AqTH
33 A G AT 9L YF WeE WS SId .40 UITH

3. AU fREUA Text @rg Afard T a@e AAMESS a1 Sieae) A ey THug |

Y. S T A Typing AT fXgUaT Text &g AR A a2 MH! Text 1 fer wdem nfers |
feguar ST a1 JUel Text W SJeclted T AT qdemdie®e a1 Text AT Punctuation 2139
TGHT UIEUAT AT AT TN TRA G | deae=d, e Formula WINT 18 /g 9% gifi+e

(Correct words/minute) HaTiere |

(Total words typed—Wrong words)

Formula: ¥[g ¥1e% Wid e (Correct Words/minute) =
AT

90




