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| - 9
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fafga 9ram A= (Written Examination Scheme)
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HrHT A G4
AR HATT AT FETA (Objective):
T TEABIAE TIT
gOH 00 %0 QA _ 0 | ¥y fAee
(General Knowledge & 1 (Multiple Choice 10 T X R 97 | 9%
Basic Office Skills Questions)
Test)
R. fafea odem - fecfrar ==or (Second Phase)
UKEINGY)
LKl ELp] qUiTy | I AT JorTely YAEET X qF | qHT
fae@ T (Subjective):
FATAT ATLATIH el T AT 99 9 99T X L A5 | R "Uar
fgdr . 00 ¥ 0
(Office Management) 1 (Short &Long ¥ g9 X 90 &g | 30 fHe
Answers)
. faea T (Subjective):
HI ST FTFT :
adr (Job Knowledge q00 | ¥o @Egh? f‘;f ST 5 T X i 3]_? 3—\; oot
related subject) ( Aor ong & 9T X0 9% c
nSWers)

Ffraw RO - FFgER W9 g 3 =t (Computer Skill Test & Interview)

et (3)
s quiy & Ut T
FHFEY AT qe9 (Computer Skill Test) q0 JANTcHE (Practical) Y foe
R A=aaTT(Interview) %0 Hifg® (Oral)

T

9. AT YISTHA ANATAS Fqh T THlEd TUET GUTAld] ATERAT AUMalgd % A, TR,
I, FETIIEAT T TG el G GHeH! ot fafga a8er (q=w = T gl =) qar
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ity Sfeafad Famhr @ FHeH AT gaw, fgdm T ogam o/ favmer fawwesq usd
(Common) ¥ aAfaT g7 |

fafad qRrameRr TeATEEr AT AT AUl g% | AR [Auasqers T T AaeaTHT SRS
9757 PG TER U FANT T IS, |

fefa TeTeTepr AT TS SOTeAl a7 SIS A=T TUTeAT ¥ SIS 39 g |

JETT dgdehieds (Multiple Choice) TeHe%ehl Tdd SO¥ [GUHT Y Tad IR aT9d R0
giqeTd A3 el KD, | AR I ACCHT I A9q A7 Gz W T AF bl G TRA G |
TEABIAE JITEE g UL F Teheehl FTeshere? (Calculator) T T aTg & |

TEATHT I TeAHEd, A5 ¥ AFAR I Frategaaq / fauaer fe5u oar g7 |

ARt 9e9 & T /favge Y @ueet AT gETgy STREIHES A | TS yoid
GUGH JIAEEH! AT Alel GUSH! ITRYEAHHT AT, |

T UTSIHH AT Araidenras / faoae faua<qar S Afgusl qU qraiT IR HET g
FAA, UA, a9 qur Aiqes 9qerer fMiq 9w 3 Afeqr ote (Feiad AUHT a1 Heades
FETSUHT T 99 TR HUNGANS) HIAH WLhAls TH TEHAAT bl THH T8 |

oH W)W (First Phase) # fafgq qdiemane Srie WUH IHEIRESAE AT G =R
(Second Phase) # feafaa wdramam afafaa R |

ferfee afremrer ga| =R (First Phase) | 9T I¥ehT YTeATgehl Teme Wiera 1§ oo fgira =
(Second Phase) %I IT<iTge® SIS &l Agehl SATATTAT (ARG TLATHT ATl FepTiera e |
fafad TlemaT SHe TUHT SFEaREsaTE AT AfvdH RO HEAER AT THE T Feqardrar
girafaa WrEas |

fafeaa ofem ¥ afm =R FFger G qR0 T A=Al FA A3 ANTH ATARAT AfTH
AR eI TR |

Sleaafgd q=1& AT AR] AUl AT W=l S hl GRIET STl @RS geg |

qreaRe @r fafq - HTF. 099/Oz T BRI AIEATHAT THIATA WTHT fqama
afe
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AN I - AT T qAT ATEIRAT P G 870
(General Knowledge and Basic Office Skills Test)

gug (A) : qE™ A9 (General Knowledge)

gus (A): 60 ¥ 30 TRAX R AF = %O ¥

QA T sEi & 99 X R 9F = R %)

1.9 WEHIEA T G GEERAT AT ST |

9.} faedsl A - HETReT, HeldNR, g4, Aefiel, Ie=ie, I9d, 4, Taas@dl, o, Sararadr,
a1, ferar, ard, Sdary |

9.3 FUTSART SIS - FRNTCA AT, GRIAAT T T YTehicTeh TFIET (STSAGI, ST, aeaie,
HTar, @i gy, 9ere) |

SR & T X R AF = IR A9

9 favaer gfaem - dfe wif, wrger Tsuwi, dARET @dedr ggumy, w4/
HHR A FHI, 999 T G [qeagg q97 ARATT FaedT GUTH: HeAdT, HRI I TRUTHES |

R AR SATETH (YT FlANg BTATH)
Ry fiae, fa=afasrd T Heasdhre: ArATie, qiehiae, AMfds Td ATl dqaeT |
IR g TR (AT THERW 3f@ ETAEEH): ASHIqE  HeATRH, ITHTSE,

IRl T ATfdE AT |

AUTAHT QTATSE, AT AALAT T MEAIGIA & T X R AF = R A9

3.9 AUTCIh! ATHINTR FEET, TFRT, Hed T AT, O, ST, STITHTS, FEhid, &ar, e,
ST, AqiERiaed FTHET |

3R s aRwEwes (@fds afg, ®w e Ioew, uiq @fw o, faywr, Jefire @@,
FRTe TEATT)

3.3 AT SFRT (F, JURT, ATIR, e, ATAA, FHAR, [deHTa A1) Teedl A |

3.¥  FHUTAR! SMEAIGIT T REBR - JFdrd, FHI AT YUITedl T ATAI(ceh ST |

fasme gfafl, StreaTe T ATERY & T3 X R ¥ = IR AY)
¥q HEE SEdH qAE YA 9| GeEel IHE diashR ¥ Ataaan iarataes geeer
ST |

¥.3 AT, A, G T G0 ERET AN |
¥.3 uarerw, Afaew fafagar, fair faera, Sorarg aidd, arareeer SqeEwdrad, Yqu, e,
ITELERY, FAAT (AATSATS) TFI=AT AR |

ARG T T THATHNIS TATAraes & 99 X R AT =9R )

4.9 oI=ifteT F e 9T §9/9T - <k AT ¥ A WA (AT, Artaard, I
o) |

YR AT T A=RIeT AEcadl qHATHIE Mdidides T Aecaqu Afthed qdT f[eRees TFwdl
ST |
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gug (B) : SMERHA FAWA 49 TU&W (Basic Office Skills Test -BOST)
gug (B): 40 3% RO YRAIX R AF = ¥O AF

ATURAA FTA@T T TAAT (BOST) =TT TETTHT IRIAVEE Tehl B

9.

R.

<.

0.

& 7 (Verification test) : T IITTAT TATF, FEAT a7 oMfedd FadreTs A= T a7 T I
TS AGAT FATACT A1 (AT IAT M3 [BqHBT TIAEs AL FAe |

el ™M a1 A [ T (Completion): 79 TV oMfeqd a7 F@aTcHe® a1 ALMeEF
feraTcHe) faa=urel difber TOHT @Tell 4, F¥, =T a1 Hida R TN FGATEE T (hiaee
eAEE AL gASA |

Fifteor T (Classification) : 7€ TEeTorAT ofedsr ar d@arcds a1 Aemtese (Feramede) faavorer
qifehe FTAT AR T AT F=Tar T ars fhfaes qedes qHmEeT gaa |

T QO (Analogy): I THIEUET i a1 F@TcHE a1 AeMieas (Fearene) faavore
qTicher THHT TFI TAT TS [FITHEBT TeAEs THELT gAS |

wEiAe atwers qaew (Filing aptitude test): 9 T8&roraT eTfeas ¥ H@aTcHe wIgfdg a&q a1
IFRATATS AUHIATRH, SRITCHEHA a1 FIART AR FHE T [HaHE! Tedee qHEe e
™ sFERW T (Follows the instructions) : 7@ a&ieorr feguer fafed fademems gag
FAALOT T FHATAT T [ THPT qees FTHEL ga |

gercRs AEar gaer (Numerical reasoning test): 9 RISTOIT ATAT steaTforra BRam
TrERAT YT GHTEL S |

Fitee T e Q& (Coding & Matching test): I a<rerorT onfeas a1 F@aTcHes faavore
FITeT ¥ WS ¥l TeA8s FHAT S |

T aifeerar TET (Analytical reasoning test): o= W<TeTUHT WnfeRs AT HEATCHSE AT
HTieash (FeraTcHer) [RiaHeT faeeTuTcHe qTichehdT T¥a=dl JeAes THTA GG |

faem T g S 9 (Direction & Distance sense test): & TIEOAT faerm ¥ g I AW
{ePleHeT TeEs FATAL gia |

T -9 7 T AW T AERHA FEET T GO0 [qugET qegmaEr FReede |itay
Jedeedl @l MHMAR g | = JaT J9r9e9a HAe Level | &1 %o giqera T Level 11 &
¥0 GIaeTd FeAes Qi |

PRLRE] T A AR BT QT T
FFAR %0 ¥0

Rk q R 3 ¥ Ed gcdeh ghIg GHTH R Fal TR 0 YeAEE
TY Gl 6 6 6 6 6 It |

ST | (Level | =187 Level 11 =12) 5#1 30 20

AT FTA@T AT A& (BOST) # A& Ievd IFHEARS FIATATH FIHeE [@al T Tl
BIAT GEEA T G AR AThas T 81 | ST (80 f@el ueH, «isdd ¥ F@aTcHb
STAERIE EAT Ao o, adee qadl T4 G, fdafgd aeress! TR aradr T da,
fafgq T g ¥ e T 9 qd9T WA Wug a9 @ & | 39
TETETUTS qHATH! THTATAHRT AN ITIH AT AT/ IRar ek 19 I¥HEaRE! &HaT ¥
AFFATHT AT eS| TG FFHGARE! T T SFATHT SHAT oAb a1 T qeaed
ETHATEH! I HedThd T4S | ATIRET AT AT THEAH Jeed  (qaTaa®T Heaae T &l
g faueEr arivd A9 IO FAT Iar Rifda i SR faT e e g | I
e AEd aAesdl ATaRAT FesTdig qd Afthd JehdId Areia=r T GHEAT FHIE
T o A A1 G TG G967 SIS (675 | TqA SATheb! G (FIGET TH) SHArers A=l
forgeroor erraTeTs lafafrrd wEw |
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(In English)
PAPER I: - (General Knowledge and Basic Office Skills Test)

Section (A) : General Knowledge

Section (A): 60 Marks 30 Questions x 2 Marks = 60 Marks

Solar System and Geography (6 questions x 2 marks = 12 Marks)
1.1 General information on solar system and earth.

1.2 Geography of World - continent, ocean, pole, latitude, longitude, time, distance,
mountains, earthquake, volcano, rivers, glaciers, lakes, climate.

1.3 Geography of Nepal - geographical location, relief features and natural resources (water
resources, animals, plants, soils, minerals, mountains).

History (6 questions x 2 marks = 12 Marks)
2.1 History of the World - Industrial revolution, French revolution, American War of

independence, Russian revolution/October revolution, First and Second World wars and
Indian movement for independence: events, causes and effects.
2.2 History of Nepal (From ancient period till now)
2.2.1 Social, economic and political conditions of Kiranti Period, Lichhavi Period and
Malla Period.
2.2.2 Modern history of Nepal (from Nepal’s unification to present day) notable
political events, social, cultural and economic conditions.

Social and economical aspect of Nepal and Polity (6 questions x 2 marks = 12 Marks)
3.1 Information on social aspect including traditions, norms, values, religions, ethnicity,

languages, cultures, arts, literature, music, cultural heritages

3.2 Economic Indicators (economic growth, GDP, per capita income, remittance, foreign
investment, foreign co-operation)

3.3 Economic status (agriculture, industry, trade, tourism, transportation, communication,
development planning) of Nepal.

3.4 Polity and governance of Nepal — constitution, federal system, political system.

Science Technology, Public Health and Environment (6 questionsx2 marks = 12 Marks)
4.1 Information on recent scientific activities and major inventions of science which has

direct impact on human life.

4.2 General Information on health, food and nutrition.

4.3 Information on ecology, bio-diversity, sustainable development, climate change,
environment management, pollution, population, urbanization, settlement (migration)

International Relations and Current Affairs (6 questions x 2 marks = 12 Marks)
5.1 International affairs and institutions — the UNO and regional organizations (the SAARC,
ASEAN, EU).

5.2 Information on current affairs of national and international importance, and noted
personalities and thinkers.
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Section (B) : Basic Office Skills Test (BOST)

Section (B): 40 Marks 20 Questions x 2 Marks = 40 marks

The Basic Office Skills Test (BOST) includes the following tests:

1.

2.

3.

10.

Verification test: This test will include questions that check or find errors or similarities or
differences on data, numbers or verbal information.

Completion: This test will consist of questions on verbal or numerical or non-verbal
(pictorial) details to complete blank space, series, pattern or matrix logically.

Classification: This test will include questions on verbal or numerical or non-verbal
(pictorial) details to classify or differentiate logically.

Analogy: This test will include questions on verbal or numerical or non-verbal (pictorial)
details to find out relations logically.

Filing aptitude test: This test will include questions to solve the verbal and numerical filing
items or operation alphabetically, numerically or chronologically.

Follows instructions: This test will include questions that can be solved by following the
written instructions exactly.

Numerical reasoning test: This test will include questions related to fundamental arithmetic
operations.

Coding & Matching test: This test will include questions relating to coding and matching of
verbal or numerical details.

Analytical reasoning test: This test will include verbal or numerical or non-verbal (pictorial)
types of analytical reasoning questions.

Direction and Distance sense test: This test will include questions to find the direction and
distance.

Note:- The main purpose of the Basic Office Skills Test (BOST) is to assess a candidate’s ability

to perform essential clerical tasks quickly and accurately, i.e. read quickly, check the accuracy
of verbal and numerical information, compare sets of information, follow written instructions,
understand and interpret written material and make simple decisions.

It assesses a candidate’s ability and reasoning to determine the appropriate arithmetic
operation for solving a problem. It also assesses a candidate’s visual speed and accuracy as
well as space relations aptitude.

The nature and standard of questions in Basic Office Skills Test (BOST) will be such that an
educated Class X level person will be able to answer them without any specialized study.
Focus will be on testing a candidate’s ability to think logically on the basis of a set of rules
and analyze situations using common sense. It will reflect the candidates' ability to analyse
rather than the ability to memorise.

Page 6



A /AT ATANT
AT TR =T, TIEA, AQIIAA T GG J4T, A9 stepa g Sofi, GRIR a1 91 98 I3 gar
YRTARTATcHe® qRETRT IISTHH

forea - e dra afkaror (Computer Skill Test)

1. Windows Basic
o 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
o Creating, saving and opening documents
o Typing in Devanagari and English
o Text formatting (Font, Size, Color, Underline, Italic, Bold, etc) and paragraph
formatting (alignment, indentation, spacing)
o Inserting header, footer, page number
o Page setting (margin, page size, orientation), previewing and printing of documents

YARTCHS TRI&T T (Practical Examination Scheme)

fere iy | ofem wwer | e wi ¥ ——-
Devanagari Typing Y Y e
FFR W qAAT ; : :
(Computer Skill 0 (Pract?cal) English Typing R4 Y Y e
Test) Windows basic and Y y P
Ms-Word
KICUE IR

ATH AAMAF T SF SEATAT ATZAA ATIRTRE AHT FHATHER AT =1 T F4AR
grafd T aikfad ¥ =aae 76, W9 T 9RIT AURT ATth g9 AUREEAT Tedl B | a9 I
[T HIIUSH! FAAT TEH Al HHART GAlE TaT AR FFIEX A T AT AR
It BAlE T IIIh &8 | IGAT I @RER YTH FERT FHENEEATS FEII qEeed]
I ATHT GHEEE g T4 &9dT g9 diard sfawg | & AuTiatasd TheT =7, TR,
JEH, @IS ¥ F9g FAT, ASIT AAfhd fgcdra Zo, @ReR a1 91 938 9Shl gl
gfqaiiTarcHs  aereTeRl fEdrr =R e di9 qOew YANcHE  GE FHEE Y At
TEAHH TAR ATRTHT S |
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TARTCHE HFeR {9 I 191 939es ( Sample Questions)

AT Typing Skill Test @1 @fT 150 Tegeeal usar Text fagag | faguar Text AT &R
AT 23T T 974 |

2.5 73 (5 o)

English Typing Skill Test @1 @Rt 200 sTezesar T3 Text fagag | fagua Text @5 omar
AT 3T T 973 |

2.5 a5 (5 e
Windows basic and Word Processing:
Perform as follows: 5 a5 (5 )
a) Open document containing text typed for question no. 2 and save it with other name
'windows basic and ms word'. 1Mark
b) Apply 1.5 line spacing for all text. 1Mark
C) Insert your name on left side of page and roll number on right side of page as header.
1Mark
d) Set page margins as follow:
Top: 2" Bottom: 1"  Left: 1.5" Right: 1.25" 1Mark
e) Insert page number as footer with centre alignment. 1Mark
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SIS A1 IFERTT Typing Skill Testert @it fHae:-
TaqrRT Typing Skill Test &I &R Yo 9Tedgsel T3l Text fagds ¥ S8 AT9R % Y
S

g =% 9fq fae (Correct Words/Minute) TS A
Y 9T BH E 9TeE i e drad o ik
Y AT |1 9T del T VY AT FHH g ek giq (A smaq 0.40 ¥k
@Y a7 91 AT g6l ¥ 90 Wl BH g e’ Wid A saq 0.9y ¥k
Q0 AT |1 9T Fel T QR4 W=l &H g =R 9iq fHe ava q.00 H®
QR4 AT |1 H=T @l T QY el HH g ek Uid fAee saq .34 ¥
Q¥ T &1 9= 96l ¥ qO.Y AT FH g o) Uid fAee sad .40 P
Q.Y A & AT Fel T 0 WeRT FH UG e iq (HAe arad 9.4 3P
0 9T |1 9T F¢l T .Y 9=l FH g 0% Yidq e arad .00 &
JRY AT AT FEl T Y AT FH F TR Uiq e A Y P
Y AT |1 AT 961 908 e’ 9iq e e .40 e

English Typing Skill Test & @7 200 Te@es®l T3 Text €eg ¥ T ATAR A& Y&
M-

g W= faq fae (Correct Words/Minute) TS &P
& =1 FH g R Uiq e aaa o #F
& 1 I HeaT g6l ¥ % Rl A 9E 9ed 9iq e aad 0.40 &
R AT |1 WeaT del T 4R Weal %H g «eF 9iq fAve amd 0.9y ¥k
QR a7 Il AT Fel T Y WeaT HH F 9eF 9iq e aad q.00 #H®
¥ T &1 9T 960 ¥ 95 WRT FH g 9 9iq fHee ada q.]4 ¥
Y5 1 |1 93T 961 ¥ 39 9=l HH qg 98 Yiq fAve arad .40 ¥®
BRI A e [ IS A CA e N AN el N E A IR | 9.4 ¥
¥ AT |l 9T 961 T 9 Wl FH g e 9id fAee arad .00 ¥F
9 a7 ¥Rl 96l ¥ 30 ARl FH g MR Uid fAee arad Y HF
30 a7 A1 AT del 9F 9 9iq fHe amd .40 eF

ST AT TAANRT Typing A7 fagUar Text @8 ATaR AIHT 2129 TRl Text I feme = s
| fegusr RS ar FEARRI Text AT Jedfgd TATH FHINTH qRIeTdiesd  ATHAT Text AT
Punctuation 2139 =Tkl ITUAT HTHT STGAT TUHT TR G | qeqe=nd =7 Formula ¥amT
T 9@ 9Te= 9iq faee (Correct words/minute) fepTiers; |

Formula:

ed — Wrong words)
5

N Total d
9Tg 9Te% 9iq fA-e (Correct words/minute) = (Total words typ
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