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FITATATCHE TR TSTHH
T qIEIHH AT g5 AX0HT faered TRu g -
TIH =R - fatad aerar (Written Examination) qUITS :— 300
fecirr =r=eor - (%) wATTeRe 9=re (Practical Examination) quTs - 40
(@) sr=qarar (Interview) qUTs - 30
e d@er (Examination Scheme)
gIH =R : fafaa aem (Written Examination) quitg :— 00
LE] fererar quis | Sty Q& TR TAEE XAF | 9
AT FTH
T e AaEIT
(General Awareness R0 9 XR AF
& Public T TEAFTF T ¥y,
aa Management) 100 ¥0 (Objective) (MCQs) e
a1 FFEfead -
(Job Based - 30 999 XR A%
knowledge)
L . BIar IR :
AT gEead HI-FT : (Short Answer) PRYIT XY AT | R "UL
fgcira | (Job Based - q00 ¥ 0 o 9y
knowledge) (Subjective) AT I ..
9 (Long Answer) | ¢ ¥¥7 X410 ¥
fachr ==wr : yAmTeRS Thiem ¥ swaarar (Practical Examination & Interview) qUTg -~ O
T /fawa quis | e qET TR I
TaTTeRe qrerr (Practical . N
Examination) Y0 W gareRe (Practical) ¥y fe
F=qardr (Interview) 30 Hifge (Oral)

weY

9. AT ITSTFHTRT ATSTATATE TIH AR ¥ e == 7 8 =Rordr faarer et @ 1

R. fafEa Tdietmes! ATl HIAH ATHT IEAHHG! [qUaae] S ATHTAT [GSUT & |iel AT

HTITRAT TATAT AT S HeH FHA Teb WA WINT g9ag | Y fauaaeqars T Ta G

T AT FHT FANT FiepT 3 |

fefae TeTeTepT HIe TS FOTeAl a7 ST AT FUTeAT ¥ S 39 g7 |

¥, ggH o ¥ fgdr oe fatad aeieT geTgs ge | X CheaHT 9 fages |

Y. I&FTa agaseds (Multiple Choice) Tewal TTid Sar fAUAT Yeis Tefd IaR amad R0
JITeT 3 FET UG | TR I AGUAT G AT A3 (T2 S T AT b 9T A S

%. AL AgAHIAF g TUETAT TRl IR oIl s gar Aewes (Capital letters): A,
B, C, D T a&g | AT #ees (Small letters): a, b, ¢, d SI@eT aT 37 & b TRl
qT o IATAETHT TE &S |

O, FgaHidH T g TRILATHT H YRl RTehere? (Calculator) TaRT T g S |

5. TaWERTT GeHewd! EHHT IPUH el TIAT ATHT TIF a7 Ugd FIHHT 33 aT eowal el
AT (Two or more parts of a single question) a7 T3aT Y9+ A= d I5 al ¢l [CHUiEs
(Short notes) @&t afeh B |

. fauavTa 9ed g EHAT YHE GUSHT AN GEIgg SORUTFE® gia | dRardiel gos
GUSHT JIAH! IR AE@USH] IUTLAHBTHT ACTIE |

TQAJ
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e JaAT AR
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TR qAETR! TTESTHH

TREATHT g TeTE@IT, A T AGHHAR JATHFE Frafedd 97/ faugHT {980 dar g |
T qIGIHE AT it 97/ faugerr faugeeqar sge afgusr qu qrafq qresheEr
EECANCIGCH W,ﬁwawﬁﬁmﬁwﬁaﬁrwaw&mwﬁg mﬂa—rr%q@?rm
q&ﬂaﬁﬂswmwnﬁmwww ) HTIAH TEHATs T TMETHAAT T THFT T8, |
JIH TR0 GRIETTETE BATE WUl ITHEARATS HTT [gd FRUTeh! YLI&THT AT TR, |
Jg =T IS AN FUHN /T IeAidd qaT, GHehl TETHH @RS TS 3 |

qrea®H @ fAfq : - Ro50/90/33
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Aarer fafaer Jam, ToT SEiET Tuaw AfY, FHAE AR/ TTETENE ISR TIehl Gl
FITANTATHS TSR TEAHH

9IH 9 (Paper 1) :-
R O e L e s s e 2 K MG L L
AW (Part 1) :
g O s L o e e R LG
(General Awareness and Public Management)
gUug (Section - A) : (10 TIAX R AF = R0 yIH)

JqHTT AT (General Awareness)
1.1 ST FRNTTe AERAT, ITehfeh A1 T ATaves
1.2 STl UfqeTias, Aihide T ATHINE ATl redl SATbRl
1.3 ST AMIF AT T AT ATATIH TS GEA] AR
1.4 Sfae fafqean famr faem, ardmERon gguor, SoEm aiEds 7 SHEen EedTa
1.5 w\a SfEawr yoer gara 9 fas 7 gfafuer geet syafaes
1.6 SH@ETEA, I, @I T GO0 JEAT AT AT
1.7 SO HEGT (AT 9§ 3G Y T T AR
1.8 Hgh ACHY T THHT [ATLEIRd F&dT FFedl SRR
1.9 &A™ FeH (AT, [aHedd, Afaard T AT F9) FEEedl AThd
1.10 AL T A=RINET Hecdshl THATHIEF Tiadides

gUeg (Section - B) : (10 T R AF = R0 ATH)
YT FaeA+ (Public Management)
2.1 @@ EamEd (Office Management)
2.1.1 @t (Office) : i=ra, A, &1 T I6R
2.1.2 FEIF FHAWIH HTF T U6
2.1.3 @@t gra argq (Office Resources): 9= T &R
2.1.4 FATATAT =ARH Hed, [hiqH T AT
2.1.5 @@t Frtatg (Office Procedure) @ 99 =@aer (Correspondence), I@T T
=1 (Registration & Dispatch), wTsfag (Filing), 9= (Circular), dre®
#meer (Order), fewauit @@ ? fewoft TaR qr&l & fodque #ReEe
2.1.6 fver@ zmaeamd= (Record Management)
2.2 TSTHEAT ¥4 U9 ¥ (AIHTEe| T AUHT TETR] SqadEs
2.2.1 TASITHAT JETHT TSA, TS FI=AT, GG(d T AREN T IERAEE
2.2.2 FHHAWIH Ik, T&aT, aedr, faar, Mania a<id T dqaemne
2.2.3 HHATA Il T ARV, Afeqe qIfaed T Faedes
2.3 U AT T9T AT JEA AT F¥eed] S
2.4  FATE TTHT TERET AT
2.5 TIEN A, AGT T AGTIIET YUITeAT TEI=AT qTHT ST
2.6 WESIE AT FATERl A9, AT YaT8 T (Febrd, qepr T ATHes
2.7 HEE ATIPR, ATAA T GAATH &b Gl AT SATAHIL
2.8 ¥rEwiH® @197 (Public Charter)
2.9 IYMUHE FAFIROT qIT ATASh AL HT qaeE, qg=or, queag, [
giRaT, IR0 T FAqca HERAl SATHT
2.10 \EE e "rar (Human Values), TR &ded 3 aTed q9T Semas
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HAWT (Part 1) :-
a1 gHIEa - (Job Based - Knowledge)

(30 Y¥AX R AF = %O ATH)

. Computer Fundamentals
1.1. Definition, History, Generation, Characteristics, Types & Applications of Computers
1.2. Overview of a computer system
1.2.1. Data and data processing
1.2.2. Hardware: Definition; Input Unit, CPU, Output Unit; Storage devices: Primary
& Auxiliary Memory
1.2.3. Software: Definition; Types of Software; Programming Language& its types
1.2.4. Firmware and Cache Memory
1.3. Concept of Multimedia
1.4. File Management
1.4.1. Physical Structure of the disk
1.4.2. Concept of File and folder
1.4.3. Type of files and file extensions
1.5. 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)
2.5.2. Basic Windows Elements - Desktop, Taskbar, My Computer, Recycle Bin,
2.5.3. Starting and shutting down Windows
2.5.4. File Management with Windows Explorer
2.5.5. 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
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3.7.

3.8.

3.9.

3.10.
3.11.
3.12.

PSRRI CAE N GO U E |

Use of Indentation and Tab Setting; Creating Newspaper Style Documents using
Column

Inserting Header, Footer, Footnotes, Endnotes, Page Numbers, File, Page break,
Section break, Graphics, Pictures, Charts, Word Art, Symbols &Organization Chart
Mail Merge

AutoCorrect, Spelling and Grammar Checking, and Thesaurus

Security Technique of Documents

Familiarity with Devanagari fonts

Electronic Spreadsheet

4.1.
4.2.

4.3.
44.
4.5.

4.6.
4.7.
4.8.
4.9.
4.10.
4.11.
4.12.
4.13.

Concept of Electronic Spreadsheet

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

Creating, Opening, Saving, Page Setting, Previewing and Printing Work Book;
Changing default options

Elements of Electronic Spreadsheet Environment (Menu, Toolbars, Status bar,
Rulers, Scrollbars)

Editing, Copying, Moving, Deleting Cell Contents; Formatting Cells (Font, Border,
Pattern, Alignment, Number and Protection); Formatting Rows, Column and Sheets
Using Formula - Relative Cell and Absolute Cell Reference

Using basic Functions

Generating Series; Sorting and Filtering Data; Summarizing Data with Sub Totals
Creating Charts

Inserting Header and Footer

Spell Checking

Importing data from and Exporting into other formats

Familiarity with Devanagari fonts

Database System
5.1. Introduction to Data, Database and DBMS
5.2. Basic Concept of Tables, Fields, Records, Relationships and Indexing
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

6.4. Slide Show

6.5. 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)
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7.2. Designing Simple Webpage with HTML

7.2.1. HTML Document

7.2.2. HTML Tags

7.2.3. 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

8.1. Basic Networking: definition, types, and topologies

8.2. Connectivity and media: Network cables and connectors

8.3. Introduction to Network Devices (Hub, Switch, Router, Gateway etc.)

8.4. Network cabling and cable testing

8.5. Familiarity with IP Addressing, subnet mask, gateway, DNS, static and dynamic
address assignment

8.6. 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. Familiarity 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
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
9.4. Digital Signature: Concept and Applications

Hardware Maintenance and Troubleshooting

10.1. Configure Power Supply, Motherboard and System Devices, BIOS settings,
input/output devices, 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 Installation of Application
Programs and System Restore.

10.8. Data Backup: Concept and Methods
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11. Relevant Legislations and Institutions

11.1.
11.2.
11.3.

11.4.
11.5.

ICT Policy, 2072

Electronic Transaction Act, 2063

Information Technology Emergency Response Team (ITERT) Operation and

Management Directive, 2075

Government Website Development and Management Directive, 2078

Roles of related Institutions:

11.5.1. Ministry of Communication and Information Technology

11.5.2. Department of Information technology

11.5.3. National Information Technology Center / Government Integrated Data
Center

11.5.4. Security Operation/Monitoring Center

TqH AR AT AR TR Y976 9l g |

TIH T (TET)

U e T TN | AR | TN GO X A§
AT A —

| A (General Awareness) 0 90 Y9 X R ¥F = R0
AT FaLITIT e e -

(B) (Public Management) ‘TQTF(MCQS) 0 90 999 X R &F =0

I | e g - " o v x % e = 20
(Job Based -knowledge) 7 =

TIH TFAH] | (Part |1) @1 Fafeaa ®E-A9 (Job based -knowledge) T ITETFHAFT IhTsald
TEATHT JATIEE 2T THIH JeTes i 3 |

Topics No. of Questions

1. Computer Fundamentals 3
2. Operating System 2
3. Word processing 4
4. Electronic Spreadsheet 3
5. Database Management System 3
6. Presentation System 2
7. Web Designing and Social Media 2
8. Computer network 2
9. Cyber security 3
10. Hardware Maintenance and Troubleshooting 2
11. Related Legislations and Institutions 4

Total: 30
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