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1. lnlvt k/LIffdf k|Zgkqsf] dfWod efiff g]kfnL / c+u|]hL b'j} x'g]5 . k/LIffyL{x¿n] g]kfnL jf c+u|]hL 

cyjf g]kfnL / c+u|]hL b'j} dfWodaf6 pQ/ lbg ;Sg]5g\ . 

2. k|yd / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 . 

3. lnlvt k/LIffdf ;f]lwg] k|Zg;+Vof / cÍef/ oyf;Dej ;DalGwt kq÷ljifodf lbO{P cg';f/ x''g]5 . 

4. ljifout k|Zgdf k|To]s kq÷ljifosf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx¿ x'g]5g\ . k/LIffyL{n] 

k|To]s v08sf k|Zgx?sf] pQ/ ;f]xL v08sf pQ/k'l:tsfdf n]Vg'kg]{5 .  

5. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] ePtfklg kf7\oqmddf 

k/]sf sfg"g, P]g, lgod, ljlgod tyf gLltx¿ k/LIffsf] ldlteGbf # dlxgf cufl8 -;+zf]wg ePsf 

jf ;+zf]wg eO{ x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\oqmddf k/]sf] ;Demg''' 

kb{5 . 

6. k|yd r/0fsf] k/LIffaf6 5gf}6 ePsf pDd]bjf/x¿nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt 

u/fOg]5 . 

7. of] k/LIff of]hgf tyf kf7\oqmd nfu" eP kZrft o;cl3 sfod /x]sf] kf7\oqmd tyf k/LIff of]hgf 

vf/]h x'g]5 . 
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k|yd kqM cfly{s, Joj:yfkg tyf ;+:yfut !fg 

v)* -s_M cfly{s -40 c°_ 

1=  g]kfnsf] cfly{s cj:yf M g]kfnsf] cy{tGqsf] ljif]ztf, k|d"v ;dli^ut cfly{s 

kl/;'rsx?  

2=  /fli^«o cfo, art, nufgL, /f]huf/L, d"b|f:kmLlt 

3=  s[lif, pBf]u, ko{^g, phf{, j}b]lzs ;xfotf, j}b]lzs Jofkf/ / j}b]lzs nufgL 

4=  cfjlws ljsf; of]hgf / ljQLo If]q ljsf; /)fgLlt 

5=  ljQ gLlt / df}lb|s gLlt 

6=  cfly{s ljsf; / ul/aL lgjf/)f ;DaGwL sfo{qmdx? 

v)* -v_M Joj:yfkg tyf ;+:yfut !fg -60 c°_ 

-c_ Joj:yfkg -Management_ 

1=  Joj:yfkgsf l;$fGt tyf sfo{x? 

2=  ;+:yfdf ;'rgf tyf ;+rf/ k|)ffnLsf] e'ldsf  

3=  ;+:yfut ;"zf;g, g]t[Tj / ;dGjo  

4= lg)f{o k|lqmof (Decision Making Process) 

5=  ;du| u")f:t/ Joj:yfkg -Total Quality Management _ 

6=  ;xeflutfd'ns Joj:yfkg (Participative management) 

-cf_ dfgj ;+zfwg Joj:yfkg (Human Resource Management)  

1=  dfgj ;+zfwg Joj:yfkgsf] kl/ro tyf p@]Zo  

2=  sfo{ ljj/)f (Job Description), sfo{ ljZn]if)f (Job Analysis) / sfo{ ljlzi^Ls/)f 

(Job Specialization) 

3=  egf{, %gf}^ tyf kbf]Gglt k|lqmof 

4= sd{rf/L tflnd / pTk|]/)ff 

5=  sfo{ ;Dkfbg d'Nof+sg, b)* / k"/:sf/ 

6= Joj:yfkg / sd{rf/L ;+u&gaLrsf] ;DaGw tyf åGb Joj:yfkg 

-O_ sfof{no Joj:yfkg (Office Management) 

1=  kq Jojxf/M lr&Lkq, lr&Lkqsf] btf{ / rnfgL 

2=  l^Kk)fL (Tippani) 

3=  clen]v Joj:yfkgM Filing, Indexing, digitization of record management 

4= sfof{no ;+/rgf -Office Layout) 

5 a}+&s Joj:yfkg -Meeting Management) 

6= ;]jfu|fxL ;DaGw (Public Relation) 

7= cg"zf;g, cfr/)f tyf Jojxf/ 

-O{_ ;+:yfut !fg 

1=  g]kfn /fi^« a}+s, sd{rf/L ;]jf ljlgodfjnL, 2068 -;+zf]wg ;d]t_ 

2=  g]kfn /fi^« a}+ssf] ;+u&gfTds ;+/rgf 

3=  g]kfn /fi^« a}+ssf ljefu, sfof{no tyf OsfO{x?n] ;Dkfbg ug{"kg{] d"Vo d"Vo 

sfo{x?  

4= g]kfn /fi^« a}+ssf] cGo lgsfox?;+u ;DaGw M  

-s_ ;/sf/L sfof{nox? 

-v_ /fli^«o tyf cGt/fli^«o a}+s tyf ljQLo ;+:yfx? Pj+ bft[ lgsfox? 
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låtLo kqM a}+lsé / n]vf 

v)* -s_M a}+lsé -60 c°_ 

1=  g]kfn /fi^« a}+ssf] sfd, st{Jo / clwsf/  

2=  g]kfnsf] ljQLo k|)ffnL M  

 -s_ cjwf/)ff tyf ljsf;qmd, 

 -v_ a}+s tyf ljQLo ;+:yfx?sf] juL{s/)f / sfo{x? 

 -u_ k|d"v ljQLo pks/)fx? 

 -#_ a}+lsé If]qsf r"gf}tL tyf cj;/x?   

3= ;fv ;[hgf tyf shf{ lgoGq)fsf] dxTj  

4=  a}+s ;"kl/j]If)f ;DaGwL sfo{x?  

5=  ;kmf gf]^ gLlt tyf gf]^ sf]if ;~rfng ;DaGwL ljlw  

6=  ljb]zL d"b|fsf] sf/f]af/ tyf ;~rfng . 

7=  ljQLo ;fIf/tf, ljQLo kx"¤r tyf ljQLo ;dfj]zLs/)f  

8=  a}+s tyf ljQLo ;+:yf ;DaGwL P]g, lgod tyf ljlgodx? 

-s_ g]kfn /fi^« a}+s P]g, 2058 

-v_ a}+s tyf ljQLo ;+:yf ;DaGwL P]g, 2073  

-u_ ;DklQ z"$Ls/)f -dlg nfpG*l/é_ lgjf/)f P]g, 2064 

-#_ a}+lsé s;"/ tyf ;hfo ;DaGwL P]g, 2064  

-ñ_ sDkgL P]g, 2063  

-r_ ljb]zL ljlgdo -lgoldt ug]{_ P]g, 2019 

-%_ ;fj{hlgs vl/b P]g, 2063 

-h_ g]kfn /fi^« a}+s vl/b ljlgodfjnL, 2071 -;+zf]wg ;d]t_ 

v)* -v_M n]vf -40 c°_ 

1=  n]vfsf] ;}$flGts kIfaf/] ;fdfGo !fg  

2=  gubL lstfj, ;Gt"ng k/LIf)f, gub k|jfx ljj/)f, gfkmf gf]S;fg vftf tyf jf;nft   

3=  a}+s tyf ljQLo ;+:yfx?sf k|d"v kl/;'rsx?  

4=  cfGtl/s tyf afX\o n]vfk/LIf)f  

5=  lx;fa ldnfgsf] ;fdfGo l;$fGt, ljlw / dxTj   

6=  tYof° ;+sng, k|zf]wg tyf clen]v ljlw  

7=  g]kfn n]vfdfg dfkb)* (NAS) 

8= g]kfnsf] kmfOgflG;on l/kf]l^{é l;:^dsf ljz]iftfx?  


