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(General Knowledge and Basic Office Skills Test) 
 

(A) : (General Knowledge) 
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× 
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(B) : (Basic Office Skills Test -BOST) 

(B): 40 

(BOST) 
(Verification test) : 

(Completion): 

(Classification) : 

(Analogy): 

(Filing aptitude test): 

(Follows the instructions) : 

(Numerical reasoning test): 

(Coding & Matching test): 

(Analytical reasoning test): 

(Direction & Distance sense test): 

 

Level I   Level II 

 

6 6 6 6 6 

(Level I = 18 Level II = 12)  30 20 
 

(BOST) 
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1.         Windows Basic

(Computer Skill Test)

               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

(Practical Examination Scheme)

(Computer Skill 
Test)

(Practical)

Devanagari Typing

English Typing

Windows basic and
Ms-Word
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låtLokq(Paper II): - 

sfof{no Joj:yfkg(OfficeManagement) 

v08 (A): 40 cÍ 

Section (A): 40Marks 
$kZg× % cÍ Ö @) cÍ 

@ kZg×!) cÍ Ö @) cÍ

 

1.  sfof{no Joj:yfkg 

1.1 sfof{no / sd{rf/L 

1.1.1 sfof{no(Office) : kl/ro, dxTj, sfo{ /k|sf/ 

1.1.2 ;xfos sd{rf/Lsf sfo{ / u'0fx? 

1.1.3 sfof{no ;|f]t ;fwg(Office Resources): kl/ro / k|sf/ 

1.1.4 sfof{nodfz~rf/sf dxTj, lsl;d / ;fwg 

1.2 sfof{no sfo{ljlw(Office Procedure) 

1.2.1 kq Jojxf/ (Correspondence) 

1.2.1.1 kl/ro, p2]Zo / lr7\L÷kqsf u'0fx? 

1.2.1.2 lr7\Lsf k|sf/ -k|of]u / k|fyldstfsf cfwf/df_ 

1.2.1.3 btf{ / rnfgL(Registration & Dispatch) 

1.2.1.4 ;"rgf(Information/Notice): kl/kq(Circular), tf]s cfb]z(Order) 

1.2.2 l6Kk0fL n]vg / l6Kk0fL tof/ kfbf{ Wofg lbg'kg]{ s'/fx? 

1.2.3 k|ltj]bgn]vg – kl/ro, tof/ kfb{f Wofg lbg'kg]{ s'/fx¿ / k|sf/ 

1.3 clen]v Joj:yfkg(Record Management) 

1.3.1 clen]v(Record) : kl/ro, p2]Zo / k|sf/ 

1.3.2 clen]v Joj:yfkgdf cfw'lgs k|ljlwsf k|of]u 

1.3.3 kmfOlnª(Filing): kl/ro, cfjZostf, ljlw Pj tl/sfx? 

1.3.4 cg'j|mdl0fsf(Indexing) sf kl/ro, dxTj / k|sf/ 

1.4 a}7s Joj:yfkg tyf lg0f{o clen]v (Minuting) 

1.5 hg;Dks{ / ;]jfu|fxL u'gf;f Joj:yfkgsf] tl/sf / ljlw 

 
 

v08 (B): 30 cÍ 

Section (B): 30 Marks 

@ kZg× % cÍ Ö !) cÍ 

@ kZg×!) cÍ Ö @) cÍ

 

2.  ;+ljwfg / gful/s ;r]tgf 

2.1 g]kfnsf ;+ljwfg 

2.1.1 df}lns xs / st{Jo 

2.1.2 /fHosf lgb]{zs l;¢fGt, gLlt tyf bfloTj 

2.2 b]xfosf ;+u7gsf kl/ro tyf sfo{x? 

2.2.1 clVtof/ b'?kof]u cg';Gwfg cfof]u 

2.2.2 dxfn]vf k/LIfssf sfof{no 

2.2.3 k|b]z nf]s ;]jf cfof]u
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v08 (C): 30 cÍ 

 

2.2.4 lgjf{rg cfof]u 

2.2.5 /fli6«o dfgj clwsf/ cfof]u 

2.2.6 k|wfgdGqL tyf dlGqkl/ifbsf sfof{no 

2.2.7 ;+3Lo dfldnf tyf ;fdfGo k|zf;g dGqfno 

2.2.8 ;+3Lo ;+;b ;lrjfno  

@=@=(   k|b]z g+=@ d'VodGqL tyf dGqL kl/ifb sf] sfof{no tyf dGqfnox? 

 k|b]z n]vf lgoGq0f sfo{no 

 d'Vo Gofolwstf sf] sfo{no  

 gLlt tyf of]hgf cfof]u 

 k|b]z ;ef tyf ;+;b ;lrjfno 

2.3 gful/s ;r]tgf(Civic  Conscience)  M rfl/lqs ljsf; (Character  Development), 

dfgjLo d"No dfGotf (Human  Values),  gful/s st{Jo / bfloTj (Civil  Rights  & 

Duties) tyf cg'zf;g / ;sf/fTds ;f]r (Discipline & Positive Thinking) 
 
 
 
 

Section (C): 30 Marks                               
^ k|Zg× % cÍ Ö #) cÍ

 

 
 

3.  ;fdfGo ul0ft 

3.1 ul0ftsf cfwf/e"tlj|mofx¿ tyf P]lsslgod (Fundamental Operations in Mathematics 

& Unitary Method) 

3.2 leGg, bzdnj, k|ltZft / cg'kft (Fraction, Decimal, Percentage& Ratio) 

3.3 Gffkmf, gf]S;fg / 5'6 (Profit, Loss & Discount) 

3.4 s/, sld;g / x|f;s§L (Tax, Commission & Depreciation) 

3.5 ;fwf/0f Aofh / ldl>t Aofh(Simple Interest& Compound Interest) 

3.6 cf};t(Average) 

3.7 3/fo;L cªsul0ft (Household/Home Arithmetic) : lah'nL, kfgL / 6]lnkmf]gsf] dx;'n 

tyf d'b|f ljlgdo ;DaGwL (Simple problems related electricity, water and telephone 

bills and money exchange) 

3.8 If]qldlt (Mensuration): nDjfO, rf}8fO{, kl/ldlt, If]qkmn / cfotg(Length, Breadth, 

Perimeter, Area & Volume) 
 

 

======== 

b|i6Jo M plNnlvt ljifo;Fu ;DalGwt ;+j}wflgs Joj:yf / ;DalGwt P]g tyf lgodfjnLsf af/]df ;fdfGo 

hfgsf/L /fVg kg]{5 . 
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t[tLokq (Paper III) M sfo{ 1fg ;DjGwL (Job Knowledge related) 

v08 (A): 35 cÍ 

Section (A): 35 Marks 

# kZg× % cÍ Ö !% cÍ 

@ kZg×!) cÍ Ö @) cÍ

 

1.  ;fj{hlgs ;]jf Joj:yfkg 

1.1 lghfdtL ;]jf P]g / lgodfjnLdf ePsf b]xfosf Joj:yfx? 

1.1.1 lghfdtL ;]jfsf u7g, kbk"lt{ ug{ tl/sf / k|lqmofx? 

1.1.2 sd{rf/Lsf] lgo'lQm, ;?jf, a9'jf, labf, ljefuLo ;hfo / cjsfz 

1.1.3 sd{rf/Ln] kfng ug'{kg cfr/0f / st{Jox? 

1.2 ;fj{hlgs ;]jf k|jfxsf cy{ / dxTj tyf ;]jf k|jfx ug{ lgsfo, tl/sf / dfWodx? 

1.3 ;fj{hlgs a8fkq (Public Charter) : dxTj / cfjZostf 

1.4 ;'zf;g -Joj:yfkg tyf ;+rfng_ P]g, @)^$ sf kl/R5]b !, @, $ / % 

1.5 ;"rgfsf xs ;DaGwL P]g, @)^$ sf kl/R5]b !, @ / $ 

1.6 e|i6frf/ lgjf/0f P]g, @)%( sf kl/R5]b ! / @ 

1.7 ;+3, k|b]z / :yfgLo tx -;dGjo tyf cGt/;DaGw_ P]g, @)&& sf kl/R5]b @ -;+3, k|b]z / 

:yfgLo txaLrsf cGt/;DaGwsf cfwf/x?_ 

1.8 vfB clwsf/ tyf vfB ;Dk|e'tf P]g, @)&% kl/R5]b !, @ / # 

1.9 JolQmut 36gf btf{ (Vital Registration) 

1.10 /fli6«o kl/ro–kq (National Identity Card) 

1.11 ljB'tLo zf;g k|0ffnL (E-governance) sf ;fdfGo kl/ro 

1.12 ;"rgf tyf ;~rf/ k|ljlwsf dxTj / k|of]u ubf{ ckgfpg kg]{ ;fjwfgLx? 

!=!#  k|b]z g+=@ k|b]z lghfdlt ;]jf P]g, @)&& 

!=!$  k|b]z g+=@ k|b]z nf]s ;]jf P]g, @)&^ / k|b]z nf]s ;]jf lgodfjnL, @)&*   

 
 

v08 (B): 35 cÍ 

Section (B): 35 Marks 

# kZg× % cÍ Ö !% cÍ 

@ kZg×!) cÍ Ö @) cÍ

 

 

2.  n]vf k|0ffnL / cfly{s k|zf;g 

2.1 n]vf / n]vf k|0ffnL M kl/ro, p2]Zo / ljz]iftfx? 

2.2 ah]6 cg'dfg / :jLs[lt tyf dGqfnout ah]6 ;"rgf k|0ffnL (LMBIS) ;DaGwL hfgsf/L 

2.3 vftf ;'rL (Charts  of  Accounts),  Psnvftf sf]if (TSA),  /fhZj Joj:yfkg ;"rgf 

k|0ffnL (RMIS) / sDo'6/fOH8 ;/sf/L n]vf k|0ffnL (CGAS) / w/f}6L n]vf 

2.4 uf]Zjf/f ef}r/, a}s gubL lstfa, ah]6 lx;fa, df:s]af/L, vr{sf kmf6af/L, a}Fs lx;fj 

ljj/0f, cfly{s ljj/0f ;DaGwL hfgsf/L 

 

 

3.  ;fj{hlgs vl/b tyf lhG;L Joj:yfkg 

3.1 ;fj{hlgs vl/b Joj:yfkg M p2]Zo, dxTj, ljlw / k|s[of 

3.2 lhG;L Joj:yfkg M dfu kmf/fd, vl/b cfb]z, bflvnf l/kf]6{, lhG;L vftf, lhG;L lg/LIf0f, 

vl/b / lnnfd 

3.3 ;/sf/L ;DkQL Joj:yfkg k|0ffnL (PAMS) ;DaGwL hfgsf/L
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4. ;fj{hlgs ljQ Joj:yfkg / n]vfk/LIf0f k|0ffnL 

4.1 n]vfk/LIf0fsf kl/ro, p2]Zo / k|sf/ 

4.2 a]?h', a]?h' km5of}{6, j]?h' nfut / ;Dk/LIf0f 

4.3 d"No clej[l¢ s/ M kl/ro, btf{ / vf/]hL k|lqmof, s/ ljj/0f bflvnf, s/ s§L ;DjGwL 

Joj:yf tyf s/ nfUg] / gnfUg] j:t' ;DaGwL hfgsf/L 

4.4 cfly{s sfo{ljlw tyf ljlQo pQ/bfloTj P]g, @)&^ -cfGtl/s lgoGq0f tyf n]vfk/LIf0f / 

ljlQo pQ/bfloTj, lhDd]jf/L P+j hjfkmb]lxtf ;DjGwL Joj:yf_ 

4.5 cfos/ P]g, @)%* sf kl/R5]b !& -e'QmfgL s/ s§L ;DaGwL Joj:yf_ 

4.6 n]vfk/LIf0f P]g, @)&% -bkmf *– n]vfk/LIf0f ug ljifo_ 

$=&   k|b]z g+=@ cfly{s tyf ljlto ;+u ;DjlGwt P]g, lgod, lgb]{lzsf dfkb08 

v08 (C): 30 cÍ 

Section (C): 30 Marks 

@ kZg× % cÍ Ö !) cÍ 

@ kZg×!) cÍ Ö @) cÍ

 

5.  sfg"g / Gofo ;DaGwL hfgsf/L 

5.1 sfg"gsf cy{, dxTj / sfg"gsf ;|f]tx? 

5.2 P]g, lgod, ljlgod, u7g cfb]z / /fhkqsf ;fdfGo kl/ro 

5.3 cbfntsf tx, ;+/rgf / If]qflwsf/ 

5.4 xsb}of, xbDofb, Dofb / tfl/vsf] kl/ro 

5.5 lnvtdf k'/ofpg k'g /Lt, btf{ / b/kL7 

5.6 Dofb tfd]nL 

5.7 hfx]/L b/vf:t, kqmfp k"hL{, a/fdbL d'r'Nsf, cleof]ukq / k|f/lDes ;'g'jfO 

5.8 lgMz'Ns sfg"gL ;xfotf 

5.9 d'n'sL b]jfgL ;+lxtf / b]jfgL sfo{ljlw ;+lxtfsf k|d'v ljz]iftfx? 

5.10 d'n'sL ck/fw ;+lxtf / d'n'sL kmf}hbf/L sfo{ljlw ;+lxtfsf k|d'v ljz]iftfx? 

%=!!  k|b]z g+=@ sfg"gsf] cj:yf tyf sfg"g lgdf{0f k|s[of 
 

 

======== 

 
b|i6Jo M plNnlvt ljifo;Fu ;DalGwt ;+j}wflgs Joj:yf / ;DalGwt P]g tyf lgodfjnLsf af/]df ;fdfGo 

hfgsf/L /fVg kg]{5 . 
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Typing Skill Test
 

1 Typing Skill Test Text 

 

 Correct Words/Minute
 

 

 

 

 

 

 

 

 

 

 

2. English Typing Skill Test Text 

 

 Correct Words/Minute
 

 

 

 

 

 

 

 

 

 

 

3.         Typing Text Text 
Text  Text  

Punctuation Formula  
(Correct words/minute) 

 

Formula: 
 

= 


