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n]vf clws[t tx ^, v'nf k|ltof]lutfTds k/LIffsf] kf7\oqmd 
 

!= kbsf] ljj/0f   
  

kbsf] gfd M n]vf clws[t 

;]jf M ck|fljlws 

;d"x M cfly{s k|zf;g 

pk;d"x M – 

tx M  ^ -5_ 

 
@= cfjZos Go"gtd z}lIfs of]Uotf 
   

 
dfGotf k|fKt lzIf0f ;+:yfaf6 jfl0fHo zf:qdf :gftsf]kflw k|fKt u/]sf] x'g' kg]{ . 

 
 

#= k/LIff of]hgf / kf7\oqmd 
 

k/LIffsf] lsl;d lnlvt, k|of]ufTds / cGtjf{tf{ x'g]5 . k"0ff{Í @)) sf] lnlvt k/LIff, k"0ff{Í #) sf] 
;Lk k/LIf0f / k"0ff{Í #) sf] cGtjf{tf{ lgDgfg';f/sf r/0fdf lnOg] 5 . 

k/LIff of]hgf (Examination Scheme) 

k|yd r/0f M–  lnlvt k/LIff (Written Examination)                                         k"0ff{Í M— @)) 

kq ljifo k"0ff{Í ptL0ff{Í k/LIff k|0ffnL k|Zg;+Vof x cÍ ;do 

k|yd 
k|zf;g / 
Joj:yfkg 

100 40 ljifout  
5f]6f] pQ/ 

nfdf] pQ/ 

!) k|Zg x % cÍ 

% k|Zg x !)cÍ 
# 306f         

låtLo ;]jf ;DjGwL 100 40 ljifout  
5f]6f] pQ/ 

nfdf] pQ/ 
$ k|Zg x % cÍ 
* k|Zg x !)cÍ 

# 306f              

låtLo r/0f M–  ;Lk k/LIf0f / cGtjf{tf{ (Skill Test & Interview)                          k"0ff{Í M— $) 

sDKo'6/ ;Lk k/LIf0f 10  # k|of]ufTds  @) ldg]6 

JolQmut cGtjf{tf{ 30  df}lvs   

 

b|i6Jo M 

!= lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .  
@= k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/x? dfq låtLo r/0fsf] k/LIffdf ;lDdlnt x'g 

kfpg]5g\ . 
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ck|fljlws ;]jf, cfly{s k|zf;g ;d"x, ^ -5_ tx, n]vf clws[t kbsf] k|ltof]lutfTds lnlvt k/LIffsf] 
kf7\oqmd 

k|yd kq M k|zf;g / Joj:yfkg 

1. ;fj{hlgs k|zf;g          @) cÍ  
1.1 kl/ro, p2]Zo tyf sfo{If]q 
1.2 ;fj{hlgs k|zf;g / lghL k|zf;gsf] ;dfgtf / leGgtf 
1.3 k|zf;lgs ljlwx? -sfo{ ljZn]if0f, sfo{ ljj/0f, sfo{ d"NofÍg, sfo{ lj:t[lts/0f, sfo{ 9fFrf, 

;+u7g tyf Joj:yfkg k4lt_  
1.4 ;fj{hlgs k|zf;g ;+rfngsf ljlwx?   

1.4.1 ;dGjo M cy{, dxTj / ;dGjosf tl/sfx? 
1.4.2 clwsf/ k|Tofof]hg 
1.4.3 clwsf/ lgIf]k0f  
1.4.4 ;'kl/j]If0f 
1.4.5 cg'udg tyf d"Nof+sg 

1.5 ;fj{hlgs k|zf;gdf lg0f{o lng] k|lqmof 
1.6 ;fj{hlgs k|zf;gdf hgzlQmsf] :yfg, pTk|]/0ff, u'gf;f] ;dfwfg, g]t[Tj z}nL, Joj;flos 

:jf:Yo tyf ;'/Iff, Joj;flostf, g}ltstf, cfr/0f / cg'zf;g, k'/:sf/ / b08÷;hfo ;DaGwL 
Joj:yf    
 

2. ;+u7g / Joj:yfkg         @) cÍ  
2.1 ;+u7g 

2.1.1 kl/ro, lsl;d tyf :j?kx? 
2.1.2 ;+u7g u7gsf cfwf/x? 
2.1.3 ;+u7gsf l;4fGtx? -cfb]zsf] PsfTdstf, lgoGq0fsf] l;df, kbzf]kfg_  / g]kfnsf] 

;fj{hlgs If]qdf To;sf] k|of]u  
2.1.4 ;+u7gsf ljleGg :j?kx? 
2.1.5 ;+u7gsf s]xL k|d'v kIfx?M ;+u7gfTds Jojxf/, ;d"x ultlzntf / ;d"xut sfo{  

2.2 Joj:yfkg  
2.2.1 Joj:yfkgsf] cjwf/0ff / cfwf/e"t l;4fGtx?  
2.2.2 s'zn Joj:yfkssf sfo{ / u'0fx?  
2.2.3 Joj:yfksLo ;Lk / z}nLx? 
2.2.4 Joj:yfkgsf ljleGg k|sf/ -;xeflutfd"ns, lgoGq0ffTds_  
2.2.5 ;fj{hlgs ;+:yfgx?sf] Joj:yfkg 
2.2.6 >lds ;+u7g (Trade Union) / ;fd"lxs ;f}bfjfbL (Collective Bargaining) 

 
3. ljsf; k|zf;g          @) cÍ  

3.1 ljsf; k|zf;gsf] cjwf/0ff / l;4fGtx? 
3.2 g]kfndf ljsf; k|zf;gsf k|of;, cj/f]w, r'gf}lt tyf ;Defjgfx? 
3.3 of]hgfa4 ljsf;sf] cjwf/0ff, g]kfndf of]hgfa4 ljsf;sf k|of; / rfn' cfjlws of]hgf -

p2]Zo, k|fyldstf, gLlt, /0fgLlt, ;|f]t ;fwgsf] kl/rfng tyf af8FkmfF8 / k|ult_ 
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3.4 ljsf;sf k|d'v ;fem]bf/x?M ;/sf/, lghL If]q, u}/;/sf/L ;+:yf, ;fd'bflos ;+:yf / pkef]Qmf 
;d"xx? 

3.5 kl/of]hgf rqm (Project Cycle)  
3.6 ;xeflutfd"ns of]hgf / ljsf; 
3.7 lbuf] ljsf;M cjwf/0ff Pj+ g]kfndf lbuf] ljsf;sf k|of; tyf r'gf}tLx? 
3.8 ljsf;df ;"rgf–;~rf/ k|ljlwsf] e"ldsf 
3.9 ljZjJofkLs/0f / pbf/Ls/0f 

4. ;fj{hlgs ;]jf, ;fj{hlgs ;+:yf / ;fj{hlgs ;]jf k|jfx     @) cÍ  
4.1 ;fj{hlgs ;]jfsf] cjwf/0ff, sfo{, ljz]iftf / e"ldsf 
4.2 g]kfndf ;fj{hlgs ;+:yfsf] pTklt, ljsf; / cfjZostf Pj+ cfly{s ljsf;df logsf] 

of]ubfg 
4.3 ;fj{hlgs ;+:yfgsf] u7g, cfof]hgf th'{df, sfof{Gjog, pknlAw, cg'udg / d"Nof+sg 
4.4 g]kfn ;/sf/sf ;+u7Lt ;+:yf / u}/;/sf/L If]q aLrsf] ;DaGw 
4.5 g]kfndf 6]lnlehg k|;f/0fsf] Oltxf; 
4.6 g]kfn 6]lnlehgsf] :yfkgfsf] p2]Zo, ljsf;, lj:tf/, jt{dfg cj:yf / ultljlwx? 
4.7 g]kfndf 6]lnlehgsf] ;+u7gfTds :j?k  
4.8 k|;f/0f Joj:yfkg (Broadcasting Management) sf] dxTj / cfjZostf 
4.9 ;fj{hlgs ;]jf k|jfx 

4.9.1 cy{, dxTj tyf ;]jf k|jfx ug]{ tl/sf÷dfWodx?  
4.9.2 ;fj{hlgs ;]jf k|jfxsf] k|efjsfl/tf  
4.9.3 ;fj{hlgs ;]jf k|jfxdf ;]jf k|bfossf] e"ldsf / ;]jfu|fxLsf] clwsf/ tyf bfloTj  
4.9.4 /fi6« lgdf{0f / ;fdflhs kl/jt{gsf] ;+jfxssf] ?kdf ;fj{hlgs ;]jfsdL{x? 
4.9.5 ;fj{hlgs ;]jf j8fkq 

 
5. ;fGble{s sfg"gL 1fg         @) cÍ 

5.1    g]kfnsf] jt{dfg ;+ljwfg  
5.2    ;~rf/ ;F:yfg P]g, @)@* 
5.3    /fli6«o k|;f/0f P]g, @)$( 
5.4    /fli6«o k|;f/0f lgodfjnL, @)%@ -;+zf]wg ;lxt_ 
5.5     ;~rf/ gLlt, @)$( 
5.6     g]kfn 6]lnlehgsf] k|rlnt sd{rf/L ;]jf zt{ ljlgodfjnL tyf cfly{s k|zf;g ;DaGwL  

ljlgodfjnL / Jofkf/ lgb]{lzsf 
5.7     g]kfnsf] k|rlnt ;fj{hlgs vl/b P]g / lgodfjnL   
5.8     ;"rgfsf] xs ;DaGwL P]g,@)^$ 
5.9     k|ltlnlk clwsf/ ;DaGwL P]g, @)%( 
5.10     e|i6frf/ lgjf/0f P]g, @)%(  
5.11    ;'zf;g -Joj:yfkg tyf ;~rfng_ P]g, @)^$ 
5.12    ;'zf;g -Joj:yfkg tyf ;~rfng_ lgodfjnL, @)^% 
5.13    ;fj{hlgs ;]jf k|;f/0f P]g, @)*! / lgodfjnL @)*@ 

 
b|i6Jo M o; kqdf oyf;Dej kf7\oqmdsf PsfO{x?df tf]lsPsf] cÍef/ cg';f/ g} !) k|Zg % cÍsf  / % 
k|Zg !) cÍsf u/L hDdf !% cf]6f k|Zgx? ;f]lwg]5 . 
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låtLo kq M ;]jf ;DaGwL 

1. cfly{s k|zf;g          #) cÍ 
1.1 cfly{s k|zf;gsf] cjwf/0ff, If]q, dxTj / k|d'v sfo{x? 
1.2 jh]6M kl/efiff, lsl;d, lgdf{0f / lgoGq0f 
1.3 g]kfn ;/sf/sf] ah]6 lgdf{0f, :jLs[lt / lgsf;f Joj:yf  
1.4 g]kfn ;/sf/sf] cfly{s sfo{ k|0ffnL 
1.5 /fh:j k|zf;g -s/, e+;f/, cGtM Zf'Ns_ ;DaGwL ;fdfGo hfgsf/L  
1.6 g]kfn ;/sf/sf] vftf ;"rL / /fh:j jlu{s/0f Pj+ JofVof 
1.7 g]kfndf ;fj{hlgs ;+:yfgsf] ljlQo clwsf/, cj:yf, ;d:of / r"gf}tLx? 
1.8 cfly{s k|zf;g ;+rfngdf k]ZsLsf] Joj:yf, k]ZsL km5\of}{6df ckgfpg' kg]{ gLlt / k|of]hg 
1.9 cfly{s k|zf;gdf a}+s tyf ljQLo ;+:yfsf] e"ldsf  
1.10 ljQLo / df}lb|s gLlt tyf cy{tGqdf logsf] k|efj 

 
2. n]vf / n]vfk|0ffnL         $) cÍ 

2.1 n]vfsf] cjwf/0ff, n]vfsf dfgb08, cfwf/e"t tTj / l;4fGtx? 
2.2 Psf]xf]/f] / bf]xf]/f] n]vf k|0ffnLM kl/ro / laz]iftfx? 
2.3 ;/sf/L / Jofj;flos n]vfk|0ffnLsf cfwf/e"t l;4fGt, t'ngf / dxTj  
2.1 ;/sf/L n]vf k|0ffnLsf l;4fGtx? / g]kfndf logsf] k|of]u 
2.2 ljlQo Pj+ Joj:yfklso n]vfsf] dxTj / pkfb]otf 
2.3 uf]Zjf/f ef}r/, a+}s gubL lstfj / ah]6 lx;fasf] kl/ro / k|of]u  
2.4 k"hL / cfout cfDbfgL tyf vr{  
2.5 x|f; (Depreciation) M cfjZostf, dxTj / x|f; sl6[sf tl/sfx? 

2.6 a}+s lx;fa ldnfg (Bank reconciliation)M cy{, cfjZostf / ldnfgsf tl/sfx? 
2.7 n]vfdf q'6L klxrfg tl/sfx? 
2.8 ljQLo ljZn]if0fsf tl/sfx?  
2.9 ;Gt'ng k/LIf0f, ljQLo l/kf]6{ 
2.10 jf;nft / gub k|jfx ljj/0f 
2.11 z]o/ lgisfzg / C0f kq lgisfzg ljlw 
2.12 nfut n]vf / cfly{s n]vfjLr leGgtf 
2.13 Accounting Software ;DaGwL 1fg  

 
3. n]vfk/LIf0f          @) cÍ 

3.1 n]vfk/LIf0fsf] cjwf/0f, cfwf/e"t l;4fGt, k|sf/, dxTj Pj+ pkfb]otf 
3.2 cfGtl/s n]vfk/LIf0f / jfXo÷clGtd n]vfk/LIf0f 
3.3 n]vfk/LIf0f l6kf]6 / Joj:yfkg tyf sfo{d"ns n]vf kl/If0f 
3.4 n]vfk/LIfsx?sf] clwsf/, bfloTj tyf ljZj;gLotf  
3.5 cfly{s cg'zf;g / ljQLo Joj:yfkg / n]vfk/LIf0f 
3.6 a]?h' / a]?h' km5of}6{ ;DjGwL Joj:yf  
3.7 n]vfk/LIf0f dfkb08,  
3.8 s/ n]vfk/LIf0f (Tax Audit) 
3.9 hfn;fhL cg';Gwfgsf t/Lsf 
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4. Jofj;flos ul0ft tyf tYofÍ / ;"rgf      !) cÍ 
4.1 ljQLo ljZn]if0fsf nflu cfjZos ul0ftLo 1fgM P]lss lgod, k|ltZft, leGGf, cg'kft, Gffkmf, 

gf]S;fg, 5'6, Aofh, cf};t, ld>x|f;, sld;g, s/ / nfefFz  
4.2 tYof+s tyf ;"rgfsf] k|s[lt / ;|f]t, dxTj / pkof]lutf 
4.3 tYof+s tyf ;"rgf ;+sngsf ljlwx?, tYof+s k|zf]wg, ljZn]if0f tyf k|:t'lts/0f 
4.4 ;dfgfGt/ dWos (arithmetic mean), dlWosf (median) / jx'ns (mode) sf] u0fgf / pkof]u 
4.5 Measures of Dispersion  and Correlation Analysis sf] 1fg 
 

;dfKt 

b|i6Jo M o; kqdf oyf;Dej kf7\oqmdsf PsfOx?df tf]lsPsf] cÍef/ cg';f/ g} $ k|Zg % cÍsf  / * 
k|Zg !) cÍsf u/L hDdf !@ cf]6f k|Zgx? ;f]lwg]5 . 
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;Lk k/LIf0f (Skill Test) 

# k|of]ufTds k/LIff of]hgf (Practical Examination Scheme) 

ljifo  k"0ff{Í ljifoj:t' lz{ifs cÍ ;do 

sDKo"6/ ;Lk k/LIf0f  
(Computer Skill Test) !) 

Devanagari Typing @=% cÍ % ldg]6 
English Typing @=% cÍ % ldg]6 

Word processing @ cÍ 

!) ldg]6 
Presentation System  ! cÍ 

Electronic Spreadsheet ! cÍ 
Windows basic,  Email and Internet ! cÍ 

hDdf !) cÍ  @) ldg]6 

ljifoM– sDKo"6/ ;Lk k/LIf0f (Computer Skill Test) 

1. Windows basic, Email and Internet 
 Introduction to Graphical User Interface 
 Concept of virus, worm, spam etc. 
 Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc. 
 Concept of file, folder, menu, toolbar 
 Internet browsing & searching the content in the web 
 Creating Email ID, Using email and mail client tools 
 Basic Network troubleshooting (checking network & internet connectivity) 

2. Word processing 
 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 
 Security Techniques of Document 
 Inserting header, footer, page number, Graphics, Pictures, Symbols 
 Page setting, previewing and printing of documents 

3. Presentation System 
 Introduction to presentation application 
 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  

4.  Electronic Spreadsheet 
 Organization of Electronic Spreadsheet applications (Cells, Rows, Columns, 

Worksheet, Workbook and Workspace) 
 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) 
 Sorting and Filtering Data 
 Inserting Header and Footer, Page Setting, Previewing and Printing 

----- 
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k|of]ufTds sDKo"6/ ;Lk k/LIf0fsf gd'gf k|Zgx?  
(Sample questions of Computer Skill Test) 

 
 
1. tn lbOPsf] b]jgfu/L] Text  nfO{ cfwf/ dfgL 6fOk ug{'xf];\ .   [2.5 cÍ ]   -5 ldg]6_ 

-sDtLdf 150 zAbx? ePsf] b]jgfu/L] Text lbOg]5 ._ 

2. tn lbOPsf] c+u]|hL Text  nfO{ cfwf/ dfgL 6fOk ug{'xf];\ .   [2.5 cÍ]   -5 ldg]6_ 

-sDtLdf 200 zAbx? ePsf] c+u]|hL  Text lbOg]5 ._ 

 
-k|Zg g+= #, $, % / ^ sf nflu hDdf      10 ldg]6_ 

3. Perform the following in Word Processing:   [0.54 = 2 cÍ ] 
  
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).   [0.52 = 1 cÍ]    
 
 

5. Prepare worksheet as below and insert suitable formula to calculate the sum of the 
square of the width.        [0.52 = 1 cÍ]    
 

S.No. Device Width 
1 Computer 40 
2 Computer table 100 
3 Laptop 30 

Sum  
  
 

6. Perform the following:      [1 cÍ]   

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

 
b|i6Jo M 

 Word Processing, Presentation system, Electronic Spreadsheet / Windows basic, 
Email and Internet cGtu{tsf feature x? ;dfj]z ePsf !) ldg]6df ;lsg] k|Zgx? 
;f]lwg]5 . 
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c+u|]hL jf b]jgfu/L Typing Skill Test  sf] nflu lgb]{zgM– 

1=  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s 
k|bfg ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 % eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 
 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 
 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 
 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 
 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 
 !% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 
 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 
 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 
 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 
 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

 
2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s 

k|bfg ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 ^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 
 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 
 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 
 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 
 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 
 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 
 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 
 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 
 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 
 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

3. c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf] Text ;Fu le8fO{ r]s 
ul/g]5 . lbOPsf] c+u|]hL jf b]jgfu/L Text df pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkm\gf] 
Text df Punctuation 6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg 
Formula  k|of]u u/L z'4 zAb k|lt ldg]6(Correct words/minute) lgsflng]5 .  

 Formula: 

 z'4 zAb k|lt ldg]6 =  
 


