
sfof{no ;+rfng bIftf clea[l4 sfof{no ;+rfng bIftf clea[l4 sfof{no ;+rfng bIftf clea[l4 sfof{no ;+rfng bIftf clea[l4 tflndtflndtflndtflnd    
!= kl/rokl/rokl/rokl/ro,    tflndtflndtflndtflndsf] pb]Zosf] pb]Zosf] pb]Zosf] pb]Zo    
 

ck/fwsf] cg';Gwfg tyf lgoGq0f u/L ;dfhdf zflGt ;'Joj:yf / cdg 
rog sfod ug'{ k|x/Lsf] d"ne"t bfloTj eP h:t} ;f] ;DalGw clen]vnfO{ r':t, 
b'?:t agfpg', k|efjsf/L kq Jojxf/ ug'{ / sfof{no Joj:yfkgnfO{ yk 
Jojl:yt, a}1flgs Pj+ k|efjsf/L agfpb} n}hfg'  cfhsf] 68\sf/f] cfjZostfsf] 
?kdf b]vf kl//x]sf] 5 . o; cfjZostfnfO{ dWogh/ u/L sfof{no ;xfossf] 
e"ldsf lgjf{x ug]{ k|=x=÷k|=hx?nfO{ pNn]lvt Joj;foLs 1fg k|bfg ug]{ p2]Zon] 
o; tflndsf] kf7\oqmd lgdf{0f ul/Psf] xf] .   

o; tflnd kZrft ;xefuL k|lzIffyL{ x? n] ;Ifd sfof{no ;xfossf] 
e"ldsf lgaf{x ug{ ;Ifd x'g]5g .   

g]kfn k|x/Ldf sfo{/t k|x/L sd{rf/Lx?nfO{ sfof{no ;+rfngdf 
;Ifd / bIf agfpg' ;+u7gsf] lgs} 7"nf] e"ldsf x'G5 . ;f]xL cg'?k ;do 
;fk]If sfof{no ;+rfng z}nLdf kl/jt{g ul/ sfof{no ;xfosn] b}lgs 
;Dkfbg ug]{ sfo{sf] nfuL cfjZos kg]{ 1fg, l;k, snf sf}zndf 
;xof]ufTds / ;sf/fTds e"ldsf clej[l4 u/fO{ ;+u7gsf] nlIft p2]Zo 
kl/k'lt{ ug{ ;Sg] bIf hgzlQm lgdf{0f ug'{ o; tflndsf] d'nd"t p2]Zos 
/x]sf] 5 .   
 

@= k|lzIf0fk|lzIf0fk|lzIf0fk|lzIf0f    laifo a:t' Pj+ c+s laefhglaifo a:t' Pj+ c+s laefhglaifo a:t' Pj+ c+s laefhglaifo a:t' Pj+ c+s laefhg  
 
   pk/f]St pb]Zo k"lt{sf lgldQ k|lzIfs k|lzIf0f ;DaGwL cTofjZos kg]{ 
laifoj:t'  ;dfj]z u/L tflnd sfo{s|dnfO{ b'O{ efudf laefhg ul/Psf] 5 .
      ----s_ s_ s_ s_ c+s laefhgc+s laefhgc+s laefhgc+s laefhg M 
-s_ sfof{no ;+rfng==========================$)  
-v_  sDKo'6/ k|lzIf0f==========================$)  
-u_ Joaxfl/s tyf zf=cEof; ==============!)  
-3_ ;dfb]zs d"Nof+sg =======================!) 
                              hDdfM  !))  
-v_ ;}4flGts;}4flGts;}4flGts;}4flGts    tyf k|of]ufTdstyf k|of]ufTdstyf k|of]ufTdstyf k|of]ufTds    k|lzIf0f k|lzIf0f k|lzIf0f k|lzIf0f tkmtkmtkmtkm {{ {{ M  
    o; k|lzIf0fdf lgDg d"No laifox?df ;}4flGts tyf k|of]ufTds k|lzIf0f 
k|bfg ul/g] 5 .    
• sfof{no ;+rfng tyf ;+rfng pks/0f   
• sfof{no k|d'vsf] bfloTj   
• ;+u7gdf sfof{no ;xfossf] e"ldsf  
• btf{ rnfgL   
• kq Jojxf/,;f/f+; n]vg, l6Kk0fL, ;+rf/  

• clen]v 
• kmfO{lnª 
• /f]hgfDrf 
• a}7s Joj:yfkg tyf dfO{Go'l6ª 
• ;hfo tyf k'/:sf/ sfo{ k|0ff{nL /   
    /flhgfdf n]Vg] cEof; 
•  lhDdf hdfgL tyf a'ema'emf/y  
• 7f8f] sfuh tyf ldnfkq n]vg cEof;  
• Dofb tfd]nL 
• k|x/L cfr/0f tyf Jojxf/ 
• ;do Joj:yfkg 
• tgfj Joj:yfkg 
• dfgj clwsf/ 
• ;fd'bflos k|x/L 
• ;dGjo 
• blgs e|d0f eQf tyf dfu kmf/d 
• k|aGw Pj+ e08f/ Joj:yfkg 
• k':tsfno Joj:yfkg 
• sfof{no aftfa/0f 
• 6]lnkmfg] x|08lnª 
• sfof{no ;'/Iff cflb  
• Good Governance & E-      
     Governance 

• Introduction of computer 

• windows operating System &  
     MS word 

• MS-Excel 

• MS-power Point 

• Unicode 

• Data Inpute Retrieving 

• Internet/Email 

 
 
 
 



----u_  u_  u_  u_  zfl//Ls cEof;zfl//Ls cEof;zfl//Ls cEof;zfl//Ls cEof;    tkmtkmtkmtkm{ M 
 
zfl//Ls cEof; tkm{ lgDg laifodf k|lzIf0f k|bfg ul/g] 5 . 

• zfl//Ls Jofod  
• v]ns'b 

----3_ 3_ 3_ 3_ sIff laefhgsIff laefhgsIff laefhgsIff laefhg M   
-s_ sfof{no ;+rfg===================!)@ lkl/o8 
-v_ sDKo'6/ k|lzIf0f============= =====(^ sIff 
-u_  zfl//Ls Jofod====================#) sIff 
-3_ v]ns'+b ================================@% sIff 
-ª_ lalaw - pb\3f6g,;dfkg, 
lg/LIf0f,kl/Iff cGt/s[of,lkm8Jofs_=#@ sIff 
 {{                        hDdfM== @*% sIff 
#=  k|lzIffyL{x?k|lzIffyL{x?k|lzIffyL{x?k|lzIffyL{x? M  
     g]kfn k|x/Ldf sfo{/t k|x÷k|=h=-dlxnf_ x?nfO{ o; tflnddf ;dfj]z 
u/fO{g]5 .  
$=  k|lzIf0f cjwLk|lzIf0f cjwLk|lzIf0f cjwLk|lzIf0f cjwL M  
     o; tflndsf] cjwL #) sfo{ lbgsf] x'g]5 . cGo ;a]} lbg lbgdf !) sIff 
/ ;'s|af/ & sIffsf b/n] s'n sfo{ sIff @*% sIff ;+rfng x'g]5 . 
 
 
%= k|lzIf0f lalwk|lzIf0f lalwk|lzIf0f lalwk|lzIf0f lalw M 
-s_ k|jrg 

-v_ ;fd'lxs 5nkmn 
-u_ k|of]ufTds 
-3_ >|Jo b[Zo ;fdfu|Lsf] k|of]u 
 
 
 
 
 
 
 
 
 
   

^= d"Nof°gd"Nof°gd"Nof°gd"Nof°g M 
   

      tflndsf] cjlwdf r/0fut / clGtd kl/Iff lnO{ d"Nof+sg ul/g] 5 . 
h;df r/0f ut kl/Iff k"0ff{ªssf] $) k|ltzt /  clGtd kl/Iff ^) k|ltztdf 
d"Nof+sg ul/ c+s u0fgf ul/g]5 . ;f] cg';f/ r/0fut / dlGtd d"Nof+sg ubf{  
laifout plt0ff{ªs $% / s"n k|fKtfªsdf %) k|ltzt c+s k|fKt u/]df dfq 
k|lzIffyL{ plt0f{ ePsf] dflgg] 5 .   
 

>]0fL laefhg>]0fL laefhg>]0fL laefhg>]0fL laefhg    
    

            >]0fL>]0fL>]0fL>]0fL                k|fKt k|ltztk|fKt k|ltztk|fKt k|ltztk|fKt k|ltzt 
!= s  >]0fL M           &% %  eGbf dfyL 
@= v  >]0fL M           ^) %  b]lv &$=( % ;Dd 
#= u  >]0fL M            %) % b]lv %(=( % ;Dd 
  

*= kf]zfskf]zfskf]zfskf]zfs , 
    k|lzIf0f cjwLdf k|lzIffyL{x?n] laleGg  
cj:yfdf lgDg kf]zfs k|of]u ug'{ kg]{5 . 
 
----s_ s_ s_ s_ zfl//Ls Jofofdzfl//Ls Jofofdzfl//Ls Jofofdzfl//Ls JofofdMMMM  r':tf,j]e j]N6, a'6,  
                       lgnf] df]hf, 
  

----vvvv_ _ _ _ v]ns'bv]ns'bv]ns'bv]ns'b M lk=6L= h'Qf, P]/L e]i6, r':tfsf]  
      kfO{G6 . 
 

----uuuu_ _ _ _ lg/LIf0f sjfhlg/LIf0f sjfhlg/LIf0f sjfhlg/LIf0f sjfhMMMM df};d cg';f/sf] jls{ª    
    8«];df . 
 

----ª_ ª_ ª_ ª_ cfGtl/s sIffcfGtl/s sIffcfGtl/s sIffcfGtl/s sIffMMMM df};d cg';f/sf] jls{ª 8\|]; 
 

----r_ r_ r_ r_ /f]nsn 8|/f]nsn 8|/f]nsn 8|/f]nsn 8|\\ \\ ];];];];    MMMM ;6{, kfO{G6, h'Qf, df]hf  
  

----5+_ 5+_ 5+_ 5+_ d]; 8|d]; 8|d]; 8|d]; 8|\\ \\ ];];];];    MMMM    
     c= laxfg M u]d 8|\];df  
     cf= j]n'sf M u]d 8|\];df  
 

----h_ h_ h_ h_ cfp6 8|cfp6 8|cfp6 8|cfp6 8|\\ \\ ];];];]; M ;6{, kfO{G6, h'Qf df]hf    

    
    
    
    
    

    


