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v08  ! 

!= k[i7e'dL M§ 

;+:yfut ?kdf ;+rfng ePsf sfo{x?sf] ;do ;dodf ;/f]sf/jfnx?ljr ;dLIff u/L k[i7kf]if0f k|fKt ug]{ 

/ pQm k[i7kf]if0fsf] cfwf/df ;+:yfut ;'wf/sf pkfox? klxrfg ug]{ ul/G5 . oBlk o; lsl;dsf ;dLIffaf6 /fd|f 

c;n / k|efjsf/L l;sfOx?nfO k|rf/ k|;f/ ug]{, cjnDjg ug]{ / b]vfk/]sf sdL sdhf]/L s]nfO ;'wf/sf nfuL 

;'emfjx? ;d]t u|x0f ug]{ tyf cfof]hgfx?sf] ljleGg r/0fdf  k|ult eP u/]sf sfdsf/jfxLx?sf] lg/LIf0f, tyf 

cg'udg ug]{ ;xefuLtf d'ns ljlw o;nfO dflgG5 . 

:yfgLo :jfoQ zf;g P]g @)%% df bkmf @!! ;fy} :yfgLo lgsfo ;|f]t kl/rfng tyf Joj:yfkg sfo{ljlw @)^( 

sf] kl/R5]b % bkmf #^ df ;dLIff / d'NofÍg ;DjGwL Joj:yf pNn]v ul/Psf] 5 .  lhNnf ljsf; ;ldltn] lhNnf 

ljsf; of]hgfsf] ;dLIff b]xfo adf]lhd ul/Psf] ;DjGwdf ;do ;dodf cfof]hgfx?sf] k|utL, k|efj, dd{t ;}ef/, 

nfefGjLt ;d'bfosf] lsl;d / kl/df0f, pTkfbg, /fhuf/L tyf aftfj/0fdf k/]sf] k|efj ;d]tsf] d'NofÍg u/L 

lh=lj=;=sf] lgoldt j}7sdf ;dLIf ug]{ / ;ldIff j}7sdf ;/sf/L, u}x|;/sf/L / bft[ ;+:yfsf k|ltlglwx?nfO ;d]t 

cf§cf¢gf] If]qaf6 ;+rflnt lhNnf:t/Lo sfo{qmdx?sf] k|utL ljj/0f ;lxt ;ldIffsf nfuL cfdGq0f ug{'kg]{ 

Joj:yf pNn]v ePsf] 5 eg] pQm ;ldIf j}7sdf k|fKt ;'emfj ;d]t /flv To;sf] k|ltj]bg  ;DjGwLt cfof]hgf 

;+rfng ug]{ lgsfodf k7fpg] / To:tf] k|ltj]bg lhNnf kl/ifbdf k]z ug{' kg]{ ;fy} cf¢gf] If]qleq cfof]hgf af 

sfo{qmddf s'g} lsl;dsf] clgoldttf ePsf] hfgfsf/L x'g cfPdf lh=lj=;= n] cfjZos sfo{aflxsf] nfuL 

;DjGwLt lgsfodf l;kmfl/; ug]{ Joxf/f] pNn]v ePsf] 5 . 

lhNnf tyf ufp  ljsf; of]hgf -@)&@÷)&#_ sf] sfof{Gjog cjlw e/df ufp ljsf; ;ldltx?n] ;Dkfbg u/]sf  

cfly{s Pj+ ef}lts ultljlwx?sf k|utL ljj/0f, sfo{ ;Dkfbgsf] qmddf cEof; ul/Psf c;n l;sfOx? Pj+ 

cfOk/sf] ;d:of Pj+ ;d:of ;dfwfgsf nfuL rflnosf k|of;x? ;d]tsf ljj/0fx? ;j} ufp ljsf; ;ldltsf 

;lrjx?nfO Powerpoint Presenation af6 k|:t't ug{ nufO ;xeflutfd'ns 5nkmn / cGt/lqmofsf] 

dfWodaf6 ufp ljsf; ;ldltx?sf] aflif{s ;ldIff ul/Psf] lyof] .  

 

!=@= pB]Zo M§ 

!_ aflif{s ?kdf eP u/]sf cfly{s tyf ef}lts k|utLsf] cj:yf klxrfg ug{' . 

@_ c;n l;sfOx?sf] klxrfg ug]{ . 

#_ b]vf k/]sf ;d:ofx? / cfufdL jif{ ckgfpg' kg]{ pkfox?sf] vf]hL ug{' . 

 

!=#= dxTj M§ 

!_ ufp ljsf; ;ldltx?sf] ;du| k|utL cj:yfsf] hfgfsf/L x'g] . 

@_ cfufdL jif{sf] aflif{s of]hgf  sfo{fGjog ug{ ;3fp k'Ug] . 

 

!=$= ;xefuLx?M§ 

        :yfgLo ljsf; clwsf/LHo'sf] cWoIftfdf ljz]if pkl:yltdf dfggLo ;f+;b >L l;tf lu/LHo', ;x§If]qLo k|Zff;s 

>Ldfg lbjfs/ jf:tf]nfHo', k|d'v lhNnf clwsf/L >Ldfg x/L k|;fb d}gfnLHo", k|x/L pkl/Ifs >Ldfg 3gZofd 

cof{nHo',,k|=lh=O{=>L gf/fo0f k|;fb >]i7Ho', of]=c=tyf k|=c= >L v]d/fh b]jsf]6fHo'sf] pkl:ylt /x]sf] lyof] . 

;fdflhs ljsf; clws[t >L ch{'g g]pkfg]Ho'n] sfo{qmd ;+rfng ug{' ePsf] lyof] . /fhg}lts bnsf k|ltlglw, 

;+rf/sdL{x?, u}=;=;= sfo{jfxs pkfWoIf,kqsf/ dxf;+3sf cWoIf, k|d'v lhNnf O{GhLlgo/Ho', of]=c=tyf k|= c=, 

;fdflhs ljsf; clws[tHo', of]hgf zfvfsf sd{rf/Lx?, uf=lj=;=;lrjx? / cGo sd{rf/Lx? ul/ &! hgfsf] 

pkl:ytL /x]sf] lyof] . cNkmfj]6 cg';f/ uf=lj=;=sf] ;ldIff k|:t'tLs/0f ePsf] lyof] . u]fi7L !)M#)  jh] b]lv z'? 

eO{ ;fem %M#) jh] ;DkGg ePsf] lyof] . 

 

!=%= ljlw M§ 

lglZrt kmf/dx? pknAw u/fO ;f]xL adf]lhd k|utL ljj/0fx? Power point af6 ;d]t  k|:t't ug{ 

nufOPsf] lyof] . cfly{s tyf ef}lts k|utLsf] l:ylt k]ZsL tyf a]?h'sf] pkfox?, cg's/0fLo sfdx?sf] 

ljj/0f, cfOk/]sf] ;d:ofx?sf] jf/]df k|:t't ug{ nufO{ ;f] dfly 5nkmn u/L ;'emfj lbg] lng] k|s[ofaf6 

uf]i7L ;+rfng ul/Psf] lyof] . pQm format ljZn]if0fsf cfwf/df of] k|ltj]bg tof/ ul/Psf] 5 . 

 

 

!=^= ;Ldf M§ 



!_ ;fdfGo ult0f{o ljlwx?sf] k|of]u ul/Psf] 5 . 

@_ a9L 5nkmndf p7]sf ljifoj:t' / ;f] sf] lg?k0fsf nfuL ePsf ;xdtLsf] cfwf/ lnOPsf] 5 .  

#_ k|:tfljt kmf/d adf]lhd ;j}  uf=lj=;=x?sf] k|:t't gePsf] sf/0fn] oy]i7 ?kdf tYout ljZn]if0f ug{ 

;lsPsf] 5}g .  

v08 @  

 

uf=lj=;=x?sf] ;ldIff ubf{ lgl:sPsf] lgrf]8 tyf lgisif{ M§ 

¶ #@ j6} uf=lj=;=x? ;ldIffdf pkl:yt ePsf] 

¶ #@ a6} uf=lj=;=;lrjx?n] computer Training lng' kg]{ 

¶ @( uf=lj=;=n] ;ldIffdf power point af6 k|:t't u/]sf] / c? jfsL # j6f uf=lj=;= ;lrjx?n] klg computer 

Training lnO power point  af6 ;ldIff k|:t't ug{' kg]{  

¶ Ps uf=lj=;=n] cg's/0fLo sfo{ u/]sf] 5 eg] csf]{ uf=lj=;=df n] ;f] sfo{ l;Sg] cj;/ k|fKt ePsf]  

¶ Uff=lj=;=sf] cfGtl/s cfo,ko{6g k|j4{g, computer  Account softwear ,Internet k|of]udf 5nkmndf s]lGb|t 

ePsf] 

¶ s]lx uf=lj=;=n] ;fdflhs ;'/Iff eQfsf nfeu|fxLx?sf] ljj/0f v'Ng] kmf]6f] ;lxtsf] Kn]S; tof/ u/L sfof{nodf 

6f;L  ;f=;'= eQfsf] kf/blz{tf k|jw{g u/]sf]df o; cf=j=df c? ;j} uf=lj=;=n] pQm c;n cEof;nfO cjnDjg 

ug]{ . 

¶ ;8s of]hgf;+u ;DjlGwt cfof]hgfx? ;+rfng ubf{ e'§w/ftlno :j?k Pj+ jftfj/0fLo cj:yfnfO{ dWo]gh/ u/L 

hf]lvd Go'lgs/0fsf pkfox? ;lxt cfof]hgf sfof{Gjog ug]{ . ;+/rgfut lgdf{0fsf sfo{x?df hf]8 lbg] . 

of]hgfut dd{t ;+ef/ sf]if v8f ug]{ . 

¶ w]/} v'b]| of]hgf :jLs[t gug]{ . 

¶ pkef]Qmf ;ldltnfO{ of]hgfsf] ljj/0f v'Ng] u/L xf]l8ª jf]8{ /fVg] nufpg] . 

¶ lh=lj=;=af6 :jLs[t # nfv ;Ddsf :jLs[t of]hgfsf] /sd ;DjGwLt uf=lj=;=sf] vftfdf /sd lgsf;f u/L 

of]hgf sfof{Gjog ug]{ . 

¶ pkef]Qmf lgb]{lzsf jgfpg]  

¶ Uff=lj=;=df ;+rfng x'g] ljifout lgsfosf cfof]hgfx?df uf=lj=;=sf] ;xhLs/0f / ;dGjo stf{sf] e'ldsfnfO{ 

lh=lj=;= ;+usf] ;xsfo{df cem} ;zQm jgfpb} n}hfg] . 

¶ 36gf btf{nfO{ k|f]T;fxg ug]{ s[ofsnfkx? ;+rfng ug]{ . 

¶ Uff=lj=;=df ;'zf;g ;DjGwL dxTjk'0f{ sfo{x? ePsf]  

¶ g]kfn ;/sf/af6 k|fKt lgb{]lzsf, gLlt adf]lhd sfo{x? ug{ pTk|]l/t x'g hf]8 lbO{Psf] 

¶ % a6f uf=lj=;= w'jf l/xt / s]lx uf=lj=;= k'0f{ vf]k d'Qm  / s]lx uf=lj=;= ;fIf/tf 3f]if0ff 

¶ !))Ü uf=lj=;=x?sf] k|f]kmfOn tof/ ePsf]  

¶ LFLG,EFLG,CFLG ;DjGwL  uf=lj=;=x?nfO{ hfgsf/L ePsf]  

¶ k|fKt kmf/fdx? a's jgfO{  /fVg] . 

 

;'emfax? M dfggLo ;f+;b l;tf lu/L cf]nLHo'af6 

 

¶ Uffpsf] ln8/ uf=lj=;= ;lrj g} ePsf]n] ;lrjn] g} ln8/ l;ksf] e'ldsf lgjf{x u/L ljsf;df cuf8L j9fpg] . 

¶ ;dfj]zL nlIft ju{sf] jh]6n] Result lbg ;Sof] sL ;s]g ;f] Wofg lbg] . 

¶ 6's]| of]hgf w]/} ljlgof]hg eof] cfufdL jif{df 36fpb} hfg] . 

¶ ljkb Joj:yfkgdf / dd{t ;Def/ sf]ifdf jh]6 5'§f pg' kg]{  

 

;'emfax? M :yf=lj=c=Ho'af6 

 

¶ ;8s of]hgf;+u ;DjlGwt cfof]hgfx? ;+rfng ubf{ e'§w/ftlno :j?k Pj+ jftfj/0fLo cj:yfnfO{ dWo]gh/ u/L 

hf]lvd Go'lgs/0fsf pkfox? ;lxt cfof]hgf sfof{Gjog ug]{ . ;+/rgfut lgdf{0fsf sfo{x?df hf]8 lbg] . 

of]hgfut dd{t ;+ef/ sf]if v8f ug]{ . 

¶ w]/} v'b]| of]hgf :jLs[t gug]{ . 

¶ pkef]Qmf ;ldltnfO{ of]hgfsf] ljj/0f v'Ng] u/L xf]l8ª jf]8{ /fVg] nufpg] . 



¶ lh=lj=;=af6 :jLs[t # nfv ;Ddsf :jLs[t of]hgfsf] /sd ;DjGwLt uf=lj=;=sf] vftfdf /sd lgsf;f u/L 

of]hgf sfof{Gjog ug]{ . 

¶ pkef]Qmf lgb]{lzsf jgfpg]  

¶ s]lx uf=lj=;=n] ;fdflhs ;'/Iff eQfsf nfeu|fxLx?sf] ljj/0f v'Ng] kmf]6f] ;lxtsf] Kn]S; tof/ u/L sfof{nodf 

6f;L  ;f=;'= eQfsf] kf/blz{tf k|jw{g u/]sf]df o; cf=j=df c? ;j} uf=lj=;=n] pQm c;n cEof;nfO cjnDjg 

ug]{ . 

¶ Uff=lj=;=df ;+rfng x'g] ljifout lgsfosf cfof]hgfx?df uf=lj=;=sf] ;xhLs/0f / ;dGjo stf{sf] e'ldsfnfO{ 

lh=lj=;= ;+usf] ;xsfo{df cem} ;zQm jgfpb} n}hfg] . 

 

;s/fTds kIfx?÷l;sfOx? 

 

ü Uff=lj=;=sf] sfo{df ;xh xf]; egL lh=lj=;=af6 ;f]nf/ jlQ h8fg ul/Psf]  

ü k|To]s uf=lj=;=x?n] gful/s j8fkq, ph'/Lk]6Lsf clgjfo{ ?kdf /fVg] u/]sf]  

ü ;j{blno cg'udg ;ldltsf] ls|oflzntf÷;ls|otfdf of]hgf tyf sfo{qmdsf] lgoldt cg'udg sltko 

uf=lj=;=df ;f] ;ldltsf] l;kmfl/;df clGtd ls:tf e'QmfgL ug]{ ul/Psf] . 

ü cfO k/]sf ;d:of ;dfwfgsf nfuL ;j{blno ;+oGq dfkm{t ;dfwfg vf]Hg] ul/Psf]  

ü nlIft ju{sf] nfuL /sd ljlgof]hg tyf sfo{qmd ;+rfng ug]{ tkm{ ;hutf a9]sf] . 

ü kf/blz{tfsf] nfuL kqklqsf ;fj{hlgs n]vf k/LIf0f j}7s, e]nf dfWodaf6 ;fj{hlgs ug]{ ul/Psf] . 

ü uf=lj=;= cg'bfg÷cfGtl/s cfo af6 x'g] sfo{ r':t kfg{ cfGtl/s >f]t / uf=lj=;= cg'bfgsf] slGh]G;L s§f x'g] 

/sd af6  kfl/>lds lbg] u/L ltg b]lv rf/ uf=lj=;= ldln Ps k|fljlws cf]e/l;o/ /fv]sf] kfOof] . 

ü ;j}  uf=lj=;=x?df sfof{nosf] sfd r':t kfg{ sDKo'6/ 4f/f n]vf ;¢6j]o/ k|0ffnL h8fg ul/Psf] . 

ü !)) Ü uf=lj=;=x?n] uf=lj=;= k|f]kmfOn tof/ u/]sf] . 

ü uf=lj=;=sf] sfo{ k|efjsf/L agfpg s]lx uf=lj=;=n] OG6/g]6 h8fg u/]sf] . 

ü uf=lj=;=sf] sfo{sf] ultljlw :yfgLo hgtf ;dIf k'uf]; eGg] pB]Zon] kqklqsf,/]l8of] sfo{qmdaf6 ;ldIff / 

k|utL k|ltj]bg k|;f/0f ug]{ u/]sf] . 

ü of]hgf z'? x'g' k'j{ g} ;+rfng x'g] of]hgfsf] ljifodf ;dod} hfgfsf/L u/fpbf k|efjsf/L x'g] l;sfO . 

ü ;fj{hlgs n]]vfkl/If0f dfkm{t ;/f]sf/jfnfx?sf] rf;f] j9]sf], ;fdflhs n]vfkl/If0fsf] z'?jft ePsf]  . 

ü uf=lj=;=sf] cfGtl/s cfo >f]t j[l4 ug{ ;+sfo tkm{ ;ls|otf .  

ü ko{6g If]q 3f]if0ff uf=lj=;= 3fGb|'s, wDk';, x+;k'/, kfr]{, ?kfsf]6 h:tf uf=lj=;=x?df ko{6g k|j4{g ug]{ x]t'n] 

cfof]hgf ul/Psf]   

ü s]lx uf=lj=;= df ljB't cfk'lt{nfO{ Wofg lbO{ n3' hnljB't pTkfbg ug{ o; sfof{noaf6 cfly{s ;xof]u 

ul/Psf] 

;'wf/ ug{]' kg]{ kIfx? 

 

ü k'0f{ ?kdf ;/n / ;xh? kdf k|fljlws ;]jf pknAw u/fpg g;lsPsf] . 

ü cfGtl/s cfo j[l4df ljz]if kxn ug{' kg]{ . 

ü uf=lj=;= cg'bfg ;+rfng sfo{ljlw )^( adf]lhd /sd ljlgof]hg ug{ kl/ifbn] Wofg k'¥ofpg' kg]{ . 

ü nlIft ju{ ;DjGwL k|efjsf/L ?kdf sfo{qmd ;+rfng x'g g;s]sf] . 

ü s]lx uf=lj=;=sf sfd sf/jfxLx?sf] kf/blz{tfsf pkfox? ckgfpg' kg]{ . kqklqsf, Pkm=Pd,/]l8of] cflb ;d]t 

ü u|fdL0f ;8ssf] lgdf{0flwgdf cWoflws d]lzg/L k|of]u ubf{ jftfj/0fLo k|efjnfO Wofg k'¥ofpg' kg]{ . 

ü sfof{Gjog sfo{tflnsf jgfO{ sfo{qmd ;+rfng ug{' kg]{ . 

ü of]hgf 5gf]6sf] ;dodf tfgftfg x'g] t/ sfof{Gjogdf lgis|Lotf b]lvg] cj:yfnfO ;/f]sf/jfnfx?sf] cy{k'0f{ 

;xefuLtf / hjfkm b]xLtfdf sfo{qmd ;+rfng ug{' kg]{ b]lvG5 . 

ü p=;= nfO{ tflndsf] cfjZostf dxz'; ul/Psf] . 

ü k]ZsL ljj/0f 36fpg kxn ug{' kg]{ / ;fdflhs ;'/Iff /sdsf] k]ZsL ;dod} km5of}{6 ug{' kg]{ 

ü b08, k'/:sf/ lbg] gLlt cjnDjg ug'{ kg]{ . 

ü uf=lj=;=n] ;DjlGwt lgsfodf l;kmfl/; ul/;s] kl5 uf=lj=;=n] s] k|fKtL eof] < ;f]sf] clen]v /fVg' kg]{ . 

ü uf=lj=;= ;lrj nufot uf=lj=;=sf sd{rf/Lx?n] ;]jf u|fxLnfO /fd|f] Jojxf/ ;fy} gj'em]sf] s'/f k|i7 a'emfO 

sfdsf/afO ug]{ . 

ü ;DjlGwt uf=lj=;=d} j;L ;]jfu|fxLnfO{ k|efjsf/L ;]jf k|jfx ug]{ . 

 

 



 

g]kfn ;/sf/ 

;+3Lo dfldnf tyf :yfgLo ljsf; dGqfno 

lhNnf ljsf; ;ldltsf] sfof{no, 

sf:sL, kf]v/f  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

uf=lj=;=:tl/o aflif{s ;dLIff uf]i7L 

k|ult k|ltj]bg 

cf=j= @)&@÷)&# 
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