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Part A: General Management (20 Marks)

1. Fundamentals of Management
1.1 Concept, Characteristics and Functions
1.2 Behavioral Perspective
1.3 Quantitative Perspective
1.4 Planning, Organising, Controlling and Co-ordinating
1.5 Types of manager, basic qualities of manager, role of manager and managerial ethics
1.6 Manageria skills: Decision Making, Problem Solving and Communication
1.7 Human Resource Management: acquisition, devel opment, utilization and maintenance

Part B: Marketing Management (40 Marks)

2. Marketing Management

2.1 Fundamentals of Marketing Management
2.1.1 Understanding of marketing
2.1.2 Evolution of marketing
2.1.3 Marketing tools and concepts/ philosophies
2.1.4 Need, importance and scope of marketing
2.1.5 Marketing decisions

2.2 Customer Satisfaction, Value and Retention
2.2.1 Meaning of customer value and satisfaction
2.2.2 Delivery of customer value and satisfaction
2.2.3 Attracting and retaining customers

2.3 Designing, Managing and Marketing of Services
2.3.1 Nature of services
2.3.2 Designing new services
2.3.3 Marketing mix in services
2.3.4 Marketing of services

2.4 Sales Management
2.4.1 Concept, types, effectiveness and plans of Sales Management
2.5 Marketing Environment

2.5.1 Scanning the marketing environment
2.5.2 Internal environment and controllable factors
2.5.3 Externa environment and uncontrollable factors
2.5.4 Emerging business environment in Nepal

2.6 Societa, Ethical and Customer Issues
2.6.1 Societal responsibility and ethics
2.6.2 Consumerism

Part C: Promotional Management (20 Marks)

3. Promotional M anagement

3.1 Role of Advertising and Promotion in Marketing
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3.1.1 Integrated marketing communications
3.1.2 Promotiona mix
3.1.3 Promotional management
3.1.4 Promotional planning process
3.2 Role of Advertising and Promotion in Marketing Process
3.2.1 Developing the Marketing Programme
3.2.2 Environmental influences on marketing and promotion
3.3 Mediaand Promotion
3.3.1 Role of media (including electronic media) in market promotion
3.3.2 Programme design for electronic media
3.3.3 Management of advertisement and promotiona programmesin NTV

Part D: Global and Nepalese Per spective of Management (20 Marks)

4. Global Context of Management

4.1 Globalization: concept, nature, forms and effects

4.2 Methods of globalization, changing global business scenario
5. Practices and Problems of Management in Nepal

5.1 Existing management practicesin Nepal

5.2 Magjor problems in Nepal ese corporate sectors
6. Emerging Management Concepts

6.1 Time management
6.2 Stress management
6.3 Conflict management
6.4 Crisis management

TR TG TAH] TAAEIT ISTFHHABT THGEEHT ABFUH AFAR AR T & YT L AFH, 4
9T QO ATHT T q YT RO AFTH[ TN STHAT 4R ATeT JIAEs T |
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AT et (Skill Test)

# JARTTcH & Qe drerar (Practical Examination Scheme)

T quITS fawasy Rive qF T
Devanagari Typing Y IF Y fqe
English Typing R A3 | 4 fae
FFIEY {9 I %0 Word processing R A3
(Computer Skill Test) Presentation System q I3 G0 fie
Electronic Spreadsheet q &%
Windows basic, Email and Internet Nk
STHT 0 7§ | o fme

oo - wraEr g ofser (Computer Skill Test)

Windows basic, Email and I nter net

Concept of file, folder, menu, tool

Word processing

Security Techniques of Document

Page setting, previewing and print
Presentation System

Introduction to Graphical User Interface
Concept of virus, worm, spam etc.
Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.

bar

Internet browsing & searching the content in the web
Creating Email 1D, Using email and mail client tools
Basic Network troubleshooting (checking network & internet connectivity)

Creating, saving and opening documents

Typing in Devanagari and English

Copying, Moving, Deleting and Formatting Text
Paragraph formatting (alignment, indentation, spacing etc.)
Creating lists with Bullets and Numbering

Creating and Manipulating Tables, Borders and Shading
Creating Newspaper Style Documents Using Column

Inserting header, footer, page number, Graphics, Pictures, Symbols

ing of documents

« Introduction to presentation application
e Creating, Opening & Saving Slides
« Formatting Slides, Slide design, Inserting header & footer

¢ Slide Show Animation

« Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart

Electronic Spreadsheet

e Organization of Electronic Spreadsheet applications (Cells, Rows, Columns,
Worksheet, Workbook and Workspace)

Sorting and Filtering Data

Creating, Opening and Saving Work Book
Formatting Cells (Font, Border, Pattern, Alignment, Number, Protection, Margins)
Formatting Rows, Column and Sheets
Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc)

Inserting Header and Footer, Page Setting, Previewing and Printing
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YANTCHE FFYLX AT TAEAHT THAT JLAGE
(Sample questions of Computer Skill Test)

1. T a2 TAANRT Text T TR AT 22T TR | [2.5 &5 ] (5 fqe)
(FHEIET 150 9TeqE% YUl =T Text fegas 1)
2. T fasuar e Text @S R AT 289 THEE | [2.5 ¥73] (5 fre)

(FFIHET 200 9TeEEs UHT T Text fegas 1)

(I 7. 3, ¥, L T & T ATRT STHAT 10 fHAQ)

3. Perform the following in Word Processing: [0.5x4 =2 5 ]
a. Using the English text of Q.No. 2 create a file named NepalTelevision.
b. Insert header and footer in that word document.
c. Create a watermark in the document.
d. Apply page margin 1.5" at bottom and save it.
4. Prepare a presentation about Nepal television (at least 2 slides). [0.5x2 =1 3]
5. Prepare worksheet as below and insert suitable formula to calculate the sum of the
square of the width. [0.5x2 =1 T3]
S.No. Device Width
1 Computer 40
2 Computer table 100
3 Laptop 30
Sum
6. Perform the following: [137%]

Set www.ntv.org.np as home page in your internet browser.

K
e Word Processing, Presentation system, Electronic Spreadsheet ¥ Windows basic,
Email and Internet s=rider feature 8¢ FHEL WU 0 [AHEHT AT Y@

rias |
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FUST a1 T Typing Skill Test @t @it faer:-

TEARI Typing Skill Test & AT 940 Teewal TSl Text fegag ¥ @@ dER 3%

EEERIE RS
g =k yiq M (Correct Words/Minute) qS #E
Y 9T FH 0F 9% Yid fHAee arad o #H®
Y AT | AT Fel T Y 9T FH g e qiq A aad 0.40 ¥®
9.y 97 1 AT 96T ¥ 90 AWl HH g ek uid fAde smaq 0.9y ¥k
90 AT |1 W1 Fel T R4 ARl FH F = Uid e ava .00 #®
9.4 AT |7 AT Fel T Y AR FH g ek 9fq (A aaq q.]4 ®
9 AT AT AT FET T 90y, Wl FH g M i fHee srad .40 ek
.Y AT AT AT el T R0 Heal HH g =R 9iq fHe aaa 9.9 P
0 9T |1 9wl F@l T .4 9T FH g Uk Uid fHee araq .00 A&
QY AT FFT FEl T W TRT FH F 9 Uiq He arad Y HE
Y AT TR g¢l 9 95 i fHRe arad .40 e

English Typing Skill Test &I @RT 00 TeEe%whl TIT Text 4gag ¥ @ IAaR #F

EEERIE RS
g =k yiq fAe (Correct Words/Minute) qS #E
% WvaT % g ek gfq (A smaq o %
% A1 Al a1 96l ¥ R 9wl BH 9F 9% id fHee arad 0.40 ¥F
R 9T |1 WwaT del T IR WAl %H g 9eF 9iq A arad 0.9y ¥h
93 a7 &1 A= g¢1 T 94 9T BH 0 958 i fHAee arad q.00 #H®
Y AT |7 9T F&l T 45 9T FH 90g 58 Ui A+ arad q.]4 AF
95 AT |7 AT 9l T 34 AT HH g ek 9iq e araq .40 3P
1 AT AT AT Gl T ¥ TRl HH G e Yiq fHee arad 9.4 e
¥ 97 9l AT 961 ¥ 9 9wl FH g R Ui fAee arad .00 A&
9 3T AIWRT 96l ¥ 30 T %A g e’ Uid A amaq Y HE
30 a1 |1 9T F¢0 G U= Yiq HHe aaa .40 Hk

SIS a7 FEARTr Typing AT fesUal Text @5 ATaR AT 2189 Tl Text T fere =%

TRAE | fESURT S AT TEANRT Text §1 Jeodfgd I FHIH  Gendigsd  sTRAT
Text |1 Punctuation 2139 T GIEUAT FAFeET AT AT TR G | qeqe=nd e
Formula YaRT <1 91g wTes 9fd fAve(Correct words/minute) FeTans; |

Formula:

{Total words typed — Wrong words)
5

973 == ¥id fAee (Correct words/minute) =
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