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I YIETHH TAAeg g5 FLTHT [aqTeq TRUHT 5 . 0

TIH 9T TeTigd G801 (Written Examination) SPTE " qo00
fedfi = - () WANcHSE 9T (Practical Examination) quilg ¢ Y
(@) A=qard (Interview | m " RO
qﬁﬁT '&lTJFIT (Examinat_i_on §chem_g)
FIW FT ¢ felf@d qQ&r (written Examination) UIiE : R00
qF o : ﬁ.q.q, . .. L a6 L e o ' m
HIHIT FT9 T
BIEEIRE?
SPIEIMIT (General RO g “R
Awareness & Az
Public . » TG | AgAHouE ¥4
Management (Objective) | 9 (MCQs) e
Y4aT g¥E-4q
W?j—ﬁﬂ?f (JOb 30 T n?
Based - Ag
knowledge )

ew) T’ﬁ? " o

YURCHE qer (Practical

- %Y 934 YANIeHE (Practical) Y e
Examination )
aﬂ*dq‘i‘d{[ﬁ (Interview) ¥ 0 ﬁ% (Ora”

q. AT YEAHAET ASAETE FIH 007 T e =0 w8 7€ =Twomn R afiwsr g

v, fafad w@ern wrerm a9l ar sEeh ggar e s 73 gy
3. WH ST T A v w@e gEgs vy |
¥, dEGUd qgAHidE (Multiple Choice) WH#! Teld IaR RRUHT Weid Ted € =I9d 30 Wierd

93 Fg MRAY | T IO AGUA 9 A9 A3 gH G9 T 93 Fr 9 AT 29 |

4. qET FTgABE g1 ThAH aderdier Jo e S gell AEREE (Capital letters): A, B

C, D HI QUG | WAl HHEE (Small letters): a, b, ¢, d QI 4T AT F G3d WH! WU
T3 IARAH T G |
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. UM WG yuded, 95 T ATAR 449w wEattad g,/ Ry feu AR g7 |
C. WIH R GAErEE A TURT SERERErs 1 Rl Sy ghemmr aftate RS
T99 99 (Paper 1) :-
1021622 001 AL 5 O e O O R s G B 2
ART (Part 1 ) :
31612 | G O E | G G G e L
(General Awareness and Public Management)
GUE (Section - A) : (90 WH“ R HF = R0 ¥F)

1. 9T A9 (General Awareness)

1.9 Aqre@! AR de@edr, wEfE 9 T areHee

1.y it R, R e, @@, squ, seEn afedT © e saaed
1.4 WA SHETHT Yl wiid uH @3 T vl weeaqt syafuegs
1.% SHEERY, W, G T 99T geaedl Qe SHEa
1. Tarere Gfar (w4 wfE w w7 geEee)
1.6 4y WEHY T a8 [AfdiEa dear e amard
1.2 & Ged (Wi, Bwees, aftae @ e gy el S
1.90 UEF T F=a BT Wecas wwamiE Thakee
QU (Section - B) : (90 WH“ R AZ = R0 ¥F)
R, HHEWME gqeg_ (Public Management )
.9 BT gIEgqH (Office Management)
9.9  FHERHE (Office) : U=, AeEed, F1F T YFKR
R4 HREE FHAE B T UEE
9.3 FHUET 9T 9rI9 (Office Resources): U= T YBIT
R.9.¥  EAEIHT HIHT Hecd, [HEH T grae
.9.Y FEET FwHraEly (Office Procedure) : 9o SUFER (Correspondence ), gdl T

HATAT (Registration & Dispatch), FIEllE (Filing ), qig (Circular), dleF HATS9
(Order), Tevavil er@™ T fAvwrll ar et cam faus #wee

X.9.% AWTE STIELNY (Record Management
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.3 Hwdr & v T FuwEsr quET e suasaE L
R A FrEl 1Ed, §0EH 9=, yguld e dlE T T uiEuee

L ]

R FHEAE gl wearn agan BEn faef gwe © sewn
R3O HHAE G T AR, Afe# 2 T Faeuse

.3 UM HIHET 91 G WA HATAT 9FERE ST

.Y UauiR® FErg aveedr sErd

R G TN, @l T A@IYET YUIredl greedl QrHeT SeaETh

R.& WEWME AT YRS 94, YAT YAE T MEH, dANET T WEAHEE

R.© WA AFER, GIET T GIAR TF qFa=d AT SER

.G HEWH[E F€YA (Public Charter)

.8 HAEIAR] FFGRON 41 WEAHE cqaeaqar e, Faeau, gaeay, fofy gt
IR T Aqcd graedll AHHT

RAOHFEAT Hed WG (Human Values), TN Fded T g1fded qur Aeqema
AT (Part 11 ) :-
qar G BEA—FA (Job Based - Knowledge )

(30 UHx R Mg = &o 3g)

Computer Fundamentals
I.1. Definition, History, Generation, Characteristics, Types & Applications of Computers
1.2, Overview of a computer system
[.2.1. Data and data processing

|.2.2. Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices: Primary & Auxiliary
Memory

1.2.3. Software: Definition; Types of Software; Programming L.anguage& its types
[.2.4. Firmware and Cache Memory
1.3.  Concept of Multimedia
1.4, File Management
|.4.1. Physical Structure of the disk
1.4.2. Concept of File and folder
1.4.3. Type of files and file extensions
[.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)
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2.5.2. Basic Windows Elements - Desktop, Taskbar, My Computer, Re%?glg Bin,
2.5.3. Starting and shutting down Windows

2.3.4. File Management with Windows Explorer
2.3.5. 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
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

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. Famiharty 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. Tmporting data from and Exporting into other formats

4.13. Familianity with Devanagari fonts

Database System

2.1,

Introduction to Data, Database and DBMS
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>.2. Basic Concept of Tables, Fields, Records, Relationships an&lndexing
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
0.4. Slide Show
0.5.  Animation
6.6. Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.
Web Designing and Social Media
7.1. Introduction to Web Page and CMS (Content Management System)
/.2, Designing Simple Webpage with HTML
7.2.1. HTML Document
1.2.2. HTML Tags
1.2.3. Working with Text, Hyperlinks, Images, Lists, Forms, Tables, Frames, etc.
7.3. Familiarity with Cascading Style Sheet, Rich Site Summary and social networking
7.4.  Use of Social Media in governance
7.4.1. Introduction to Social Media
7.4.2. Social Media Platforms
7.4.3. Applications in government organizations
7.4.4. Operating and Managing Social Media
Computer Network
5.1. Basic Networking: definition, types, and topologies
5.2, Connectivity and media: Network cables and connectors
5.3.  Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)
8.4.  Network cabling and cable testing
8.5. Familiarity with [P Addressing, subnet mask, gateway, DNS, static and dynamic address assignment
8.0.  Application of Network utilities (e.g. IPCONFIG, PING, TRACERT, NSLOOKUP)
8.7.  Concept of E-mail / Internet / Extranet/Intranet, World Wide Web (WWW)
8.8. Famuliarity with internet browsers (Internet explorer, Firefox, Opera, Safari, Google Chrome, etc.)
8.9.  Familiarity with Cloud-based services (Dropbox, Google Cloud, iCloud, etc.)
Cyber Security
9.1.  Introduction to Cyber Security

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

9.3.  Security Mechanisms
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9.3.1. Identity and Access Control

9.3.2. Use of Firewalls, IDS and IPS
9.3.3. Email Filtering

9.3.4. Use of antivirus software

Input/output devices,

9.4.  Digital Signature: Concept and Applications
10.  Hardware Maintenance and Troubleshooting
10.1. Configure Power Supply, Motherboard and System Devices, BIOS settings,
UPS
10.2. Types and features of display devices (CRT, LCD, LED, Plasma)
10.3. Connector types (BNC, RJ45, HDMI) and associated cables
10.4. Troubleshooting of computer and its peripherals (keyboard, mouse, printer, scanner, speaker)
10.5. Troubleshooting of connectivity (cables, network. etc)
10.6. Installation and Troubleshooting of operating system (Windows, Linux etc.)
10.7. Installation of Device Drivers, Configuration and Install

11.

Restore.
10.8. Data Backup: Concept and Methods
Relevant Legislations and Institutions
[1.1. ICT Policy, 2072

| 1.2. Electronic Transaction Act, 2063

L1.5. Information Technology Emergency Response Team
Directive, 2075

ation of Application Programs and System

(ITERT) Operation and Management

1.4, Government Website Development and Management Directive, 2078

11.5. Roles of related Institutions:
[1.5.1.

13.5.2. Department of Information technology

Ministry of Communication and Information Technology

- 11.5.3. National Information Technology Center / Government Integrated Data Center

11.5.4. Security Operation/Monitoring Center
TIH YAE! M garEeda FHaR gaee 9w g
HIHT AT
(A) R0 90 U “ 3 #T = R0
(General Awareness)
I !
RIEEIEE RN ELD I CREEAEES L
(8) R0 90 ¥ “ R AT = 0
(Public Management) T4 (MCQs)
gar grafyq FTA—FATH " 2
[ - €0 30 Y “ 3 P = £O
(Job Based -knowledge
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1. Computer Fundamentals 053 3

A

. Operating System

. Word processing

. Electronic Spreadsheet

M 1ol | A

. Database Management System

on

. Presentation System

9. Web Designing and Social Media

&. Computer network

“.. Cyber security

10. Hardware Maintenance and Troubleshooting

< |V |w | 0|0 o|w| w|

19. Related Legislations and Institutions

Total:

)
O

S.N. o e ot | Mg _ T
- Qu'éstlons“"f L (Mmutes) _

. Uee

Devnagari Typing 9 4 4

English Typing 9 - § q

Electronic Spreadsheet 9 q0 90

e | M | & | SO

Presentation System 9 4 4

Total:- ¥ R4 R Y

AU ql :G'"Gl—'l'l'ﬂﬂ‘ Typing Skill Test ﬁ' 1R ﬁ:é?ﬁ:—

9. TEANT Typing Skill Test &I T R00 YEEEEH! UIET Text H2AE T T2M AR A%
Aol Tliiﬁ%g:—

3.y W W ﬂ«d 915 q'f%ﬁ‘ ﬁFrd q9d 0 &

3.9 AT G 9T Al T 8 e FH Y 9TsE yid e A 0.0 &

S dr 9T 9=eT el T 90.4 9=a FH F 9T yid e =g 9.00 HF

10.4 1 |1 9war 7l T Y 9T FH g 9eg ufd e amva Q.40 &

1y a1 | 9=aT 961 T 0.4 W=aT FH 91g weg uid fee awa .00 #F
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1.4 91 9 si7ar 981 T 39 9721 #0917 wew wiy e A .40 #F
I G SRR 2 B P ot e e e 3.00 %%
wimmrrﬁz‘wu—wmmraﬁﬁﬁﬁ?w 3.0 #FH
RG AT WML 9T T 39,9 T W g e ui e A ¥.00 %@
9.4 A1 HEET 9T T3 W B O e i e A ¥.40 HF
R AT "R I 9 weE uiy frie ag 4.00 3%

. English Typing Skill Test HI I RIY YT H| U3dl Text ﬁgﬁ?ﬁ” < é_E?TlT ATHIR qk

YETH TR—

Y€ 5% qid fAe (Corrgct Words/Minute) - - TS F
¥ WG FH g =g yfd fiee ame o &%

¥ Al H 9= A X 6 9eET W YE vieE uie e A 0.0 ¥F
L:mﬁrwaﬁt‘i?wwg?smﬁﬁﬁama .00 #&
9% ar @ s @ T 1& 99T ®H g vsg yid e a9q .40 4%
14 91 91 971 91 T 30 9721 FH NERE gid e =g .00 &
0 ar W R A T Ry W g 95€ Yid fee g .40 ¥F
XY A1 W Sl TG WRET FH yE OeE i e s 3.00 %F
R AT F W= S T 3R N1 FH 4G R WY e s 3.40 @®
3 AT HI WSl 9l T 3§ WRRT kW YE WEE U e e ¥.00 W&
3& AT WMET 9l T YO SRl HH g WEE Wi e sda ¥. 40 &
Yo q v T '%:Jl'ﬁ'_ seg Yid e amud .00 &

3. MWWTypingﬁfmTextwWﬁmwhxtﬁﬂﬁgﬁ;%ﬁ
Mg | Gguat dUsH a1 IqAETE Text W Ierd w9 AW TSRS ATF Text
T Punctuation ET8Y9 FIEHT YIQUHT GYFT TG HT U] MRA 3? | qe9Ed ¥ Formula
WART T4 Ug Asq gid e (Correct words/minute) ﬁaﬂf@iﬁ |

Formula:

(Total words typed — Wrong uiards_)

4 g 9id 9T (Correct words/minute) = - :
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