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Tz %: amra 7= (General Knoledge)
o farfaa forrres wedame R4 2T SEQTa Toe®E |t © T ycis Ykl At fafie =) faseuss fagis | 3
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seRrt (Geographical, Economic, Social, Political, Historical Development and Contemporary
Issues)

AT ST, foshTaeRt sTaumen, yseadte qur Greafa s et st (Concept of
Planning in Nepal, Five Years and Tri-Annual Plans)

JuTeteR! Gaenfer fasm T AurereR! i s1=atd swridTTeRT, suaweushT, =maTfraRt, T daT
STRINT, HETeRdT Tdietsh Ud 317 Gaenfes fHemmr wareft srerrr (Constitutional Development in
Nepal and Executive, Legislative, Judiciary, Public Service Commission, Auditor General and
other Constitutional Bodies in the Constitution of Nepal)

oTeTHT ST e SifeRe anent farashe st sHeR (Development Phases of Banking and
Insurance in Nepal)

ST T GEATEw: HGh U HHia4 o, T=qureed grh (International Agencies: United
Nation, World Bank, International Monetary Fund)

&AAa gieTes: TRme fawm o, fameesw Tk (Regional Agencies: Asian Development
Bank, BIMSTEC, SAARC)



e @: wrgex (Computer)
o ferfaa forares wediame Ru T SRqITd YeIe® T B T I Teeh! AT faf=T = fashoues fage | g4
T forsheqdT g @eg oo |

+* Introduction (afcerr)

+* Hardware (er€s=r)

+s* Software (erea=r)

+s* Setting and Protection of Computer (sFragewnt afegm)
+s» Computer related Threats (st awrfit Siifam)
+* Multimedia (wfeefirfean)

+* File Management (stfirera srereer)

+s» Computer Networking (et Jeafshg)

+* Operating System (srdtfeg fireen)

+* Word Processing (s/€ sréfrgm)

+%* Electronic Spreadsheet (serifer iefire)

+%* Presentation System (e woreh)

T : iura (Mathematics)
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+%* @z (Set), wfererar (Percentage), ¥fsrer = (Unitary Method)

+%* wftre, st i (Commission, Tax and Bonus), =t rererr (Profit and Loss)
+%* wremor sart (Simple Interest), =rsperett sarst (Compound Interest)

** awa (Mensuration), sgara Tawmgara(Ratio and Proportion)

* rrearat (Probability), @eamss (Statistics),

* gitertor (Equation)
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+%* it seuft T fererrer (Evolution and Development of Insurance)
+%* sftmrert wferr e & (Introduction and Scope of Insurance)




+o» it et (Types of Insurance)
+s* it frgreaee (Principles of Insurance)

/

*4* STeTeRT BTeTeR! ST srsent et (Current Insurance Market of Nepal)

*8% it TreareereRd: shar srfirend, sfar @t qe sfam gemer (Insurance Mediators: Insurance Agent,
Insurance Surveyor, Insurance Broker)

+%* s, R0%) (Insurance Act, 2049)
+%* ftmn framrarett, 202 (Insurance Regulation, 2049)

oo . st saaeamaa T e (Office Management and Accounting)
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T &: sratera saaeerrad (Office Management)
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+%* af, st (Registration and Dispatch)
+%* i saareemT o wisfers (Record Keeping Management and Filing)
*%% ot e, wive qen feoqoft (Letter Writing, Circular and Memo)

o e wefag dor wewe geey sgawemad (Telephone Handling and Public Relation
Management)

*+* GiaTe s a9 S8 saawmad (Secretariat Handling and Meeting Management)
¢ TETIRel T o deriena sries(Other Clerical Jobs of Assistant)

¢ e syaeemaaRT fagr=a (Principle of Office Management)

+8% s, we=r e waw (Leadership, Communication and Coordination)

+o* gudtareoy Forrror qem srgeE (Supervision, Control and Monitoring)

+%* rferm TeptaT e (Boss-Subordinate Relationship)

** =1 qT B a9 s eran (Recruitment, Selection and Job Design)

* UG, STQRl UkTeHRar qor o =i (Hierarchy, Chain of Command and Span of
Control)
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g @: @@t (Accounting)
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+%* 2R e worredt tyf e s (Double Entry Accounting System and Journal Voucher)
+%* e qderor(Trial Balance)

+%% 11 e feae @ (Profit and Loss Account)

+%* arerera (Balance Sheet)

+%* Sfirer e sFaree (Reserve and Provision)

+&* gsfia sifez (Capital Budgeting)

+s* wra (Depreciation)

+ =ie (Budget)

+%* it samariees deerment o (Accounting for Non Trading Concern)

s ny/f ;Dabwl kG px? (Accounting Softwares)

gera o= & (Insurance)
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T &: st (Insurance)
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+%% sftareht Seafr T fererrer (Origin and Development of Insurance)
+%* sftarert uferr qem weea (Introduction and Scope of Insurance)
+o» it et (Types of Insurance)

+o* it frgreaee (Principles of Insurance)

J/

*4* SuTeTeR! BTereR! ST srsent Rt (Current Status of Nepal's Insurance Market)

oo Ttz srefamreht foepram sfimm e syfirser (Role of Insurance in Development of National
Economy)

+3% sftT sHaTEHT ST Feredshdtsh Yt st sifiverdt, e @t qen st e (Role of Insurance
Mediators: Insurance Surveyor, Insurance Surveyor and Insurance Broker)

+%* s, R0%% (Insurance Act, 2049)
+%* ftmn forammrarett, 20%< (Insurance Regulation, 2049)
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