
सनु्दरहर ैँचा नगरपालिका 
दर्ाा सहायक पदको पाठ्यक्रम 

    kf7\oqmdsf] ?k/]vf M— ;+o'Qm ?kdf k/LIff k|0ffnL lgDgfg';f/sf] x'g]5 .  
k|yd r/0f M— lnlvt k/LIff k"0ff{Í M— !)) 
låtLo r/0f M— sDKo'6/ ;Lk kl/If0f / cGtjf{tf{ k"0ff{Í M— %) 

 
 

k|yd r/0f — lnlvt k/LIff of]hgf (Written Examination Scheme) 

kq ÷ ljifo k"0ff{Í ptL{0ff{Í k/LIff k|0ffnL k|Zg;+Vof  cÍ ;do 
 ;fdfGo 1fg / ;fdfGo 

Aff}l¢s kl/If0f 
(General Knowledge 

& General Mental 
Ability Test)) 

 
100 

 
40 

j:t'ut (Objective): 
ax'j}slNks k|Zg 

(Multiple Choice 

Questions) 

 
 %) k|Zg × @ cÍ 

 

$% ldg]6 

s"n k"0ff{Í 100  

lnlvt k/LIffdf ptL0f{ ePkZrft\ dfq clGtd Pj+ bf]>f] r/0fdf ;dfj]z u/fO{g]5 . 
låtLo r/0f — sDKo"6/ ;Lk kl/If0f / cGtjf{tf{ (Computer Skill Test & Interview) 

ljifo k"0ff{Í k/LIff k|0ffnL ;do 
sDKo"6/ ;Lk kl/If0f 

(Computer Skill Test) 
20 k|of]ufTds (Practical) @% ldg]6 

JolQmut cGtjf{tf{ (Interview) 30 df}lvs (Oral)  

yk hfgsf/Lsf] nflu M 
!. ;+o'Qm k/LIff k|0ffnL cGtu{t k|yd r/0fdf lnlvt k/LIff / l4tLo r/0fdf sDKo'6/ ;Lk k/LIf0f / cGt{jftf{  

u/L b'O{ efudf laefhg ul/Psf] 5 . 
@. lnlvt k/LIffsf] k|ZgfjnL a:t'ut dfq x'g]5 / lnlvt k/LIffsf] dfWod efiff g]kfnL x'g]5 . 
#. a:t'ut ax'j}slNks (Multiple Choice) k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) k|ltzt 

cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 
$. k/LIffdf ;f]lwg] k|Zg;+Vof, cÍ / cÍef/ kq÷ljifosf] ljifoj:t' kf7 \oj:t'df lbO{Psf] cg';f/ x''g]5 . 
%. k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/nfO{ dfq bf]>f] r/0fsf] clGtd r/0fsf] sDKo'6/ ;Lk 

k/LIf0f / cGt{jftf{df ;lDdlnt u/fO{g]5 . 
^. lnlvt k/LIffsf] k|yd r/0fdf k|fKt u/]sf] k|fKtf+ssf] zt k|ltzt c+s tyf bf]>f] r/0fsf] k|fKtf+s hf]8L s"n 

c+ssf] cfwf/df clGtd k/LIffkmn k|sflzt ul/g]5 . 
&. kf7\oqmd, k/LIff of]hgf nufot ;Dk"0f{ clwsf/x? kbk"lt{ ;ldltdf lglxt x'g]5 . s'g}klg lajfb / c:ki6tf 

ePdf kbk"lt{ ;ldltsf] lg0f{o clGtd x'g]5 . 
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k|yd r/0f M– ;fdfGo 1fg / ;fdfGo Aff}l¢s kl/If0f ;DaGwL hfgsf/L 
 
 

efu – !. ;fdfGo 1fg                                                #% k|Zg × @ cÍ = &) c+s 
!.! ljZjsf] e"uf]nM– dxfb]z, dxf;fu/, ;fu/, cIff+z, b]zfGt/, kj{t>[+vnf, gbL, tfn, ;do, b'/L,hnjfo', cflb . 
!.@ g]kfnsf] e"uf]nM– w/ftnLo :j?k, k|fs[lts >f]tx?, xfjfkfgL hg;+Vofsf] agf]6 / ljt/0f, ;fdflhs / cfly{s 
s[ofsnfkx? . 

!.# g]kfnsf] Oltxf;M– ls/fFtsfn, lnR5jLsfn, dWosfn / cfw'lgs sfn (;fdflhs, cfly{s Pj+ /fhgLlts 36gfqmd, sf/0f    
 / kl/0ffdx? . 

!.$ g]kfnsf ;fdflhs cfly{s, Pj+ ;fF:s[lts kIfx?M– 
!.$.! ;fdflhs d"No–dfGotf, k|yf, k/+k/f, wd{, hfthflt, efiffefifL, ;+:s[lt,snf, ;flxTo, ;+uLt, ;fF:s[lts  
 ;Dkbf, cflb . 
!.$.@ cfly[s cj:yfM– cfly{s ljsf;sf ljleGg kIfx? s[lif, pBf]u, Jofkf/, ko{6g, ;]jf If]q, cflb .  

 ljsf;sf k"jf{wf/x? lzIff, :jf:Yo, oftfoft, ;~rf/, ljB't, vfg]kfgL, l;+rfO{, cflb 
!.% :jf:Yo, lj1fg / k|ljlwM– lgDglnlvt ljifodf ;fdfGo hfgsf/L 

!.%.! h}ljs k|ljlw, j+zf0f', :jf:Yo, /f]u, vf]k, vfB, kf]if0f, ;/;kmfO{, sL6gf;s ljiffbL, cflb 
!.%.@ dfgj hLjgdf k|ToIf k|efj kfg]{ j}1flgs vf]h, cfljZsf/x?, ;"rgf tyf ;+rf/ k|ljlw, j}slNks phf{, 
 cflb . 
!.%.# kfl/l:ylts k4lt, jftfj/0fLo tTjx?, h}ljs ljljwtf, b'n{e k|f0fL / ag:klt, hnjfo kl/jt{g, 
 ljZjJofkL pi0ftf, cf]hf]g tx, jftfj/0f k|b'if0f, cflb . 

!.^ cGt/f{li6«o ;DjGw tyf ;+3–;+:yfx?– 
!.^.! g]kfnsf l5d]sL b]zx? tyf ltgLx?;Fusf] ;DjGw . 
!.^.@ ;+o'Qm /fi6«;+3, cGo lalzli6s[t ;+:yf tyf ltgsf ultljlwx?, If]qLo ;+u7gM ;fs ljd:6]s, cflzog, 
 o'/f]lkog o'lgog, cflb . 

!.& ;d;fdlos hfgsf/L– /fli6«o tyf cGt/f{li6«o /fhgLlt, ;dfh cy{Joj:yf, ;+:s[lt, v]ns'b, snf, ;flxTo, ;+uLt, 
 k'/:sf/ cflb;Fu ;DjlGwt ;d;fdlos tyf gjLgtd hfgsf/L . 
!=* ;+ljwfg, P]g, lgod, dxTjk"0f{ b:tfj]hx? tyf ;]jf;Fu ;DjlGwt ljifox? 
      !=*=! g]kfnsf] at{dfg ;+ljwfg 

  !=*=@ g]kfn :jf:Yo ;]jf P]g, @)%# tyf g]kfn :j:Yo ;]jf lgodfjnL, @)%% . 
  !=*=# :jf:Yo aLdf P]g, @)&$ , :jf:Yo aLdf lgodfjnL, @)&% tyf :jf:Yo aLdf sfo{qmd ;DjGwL ;fdfGo 
  hfgsf/L 

      !=*=$ rfn" of]hgfdf ;dfj]z ePsf :jf:Yo ;DjGwL ljljw sfo{qmd tyf hfgsf/Lx? . 
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bf]>f] r/0f M– sDKo"6/ ;Lk kl/If0f / cGt{jftf{ 

     ljifo M– sDKo"6/ ;Lk kl/If0f (Computer Skill Test) 

kf7\oqmdsf] p2]Zo M– gu/ c:ktfndf lj/fdL btf{ ;xfos ;"rgf / ;~rf/ k|ljlw;Fu kl/lrt / Go"gtd 1fg, ;Lk / wf/0ff 
ePsf] JolQm x'g ckl/xfo{tf /x]sf] 5 . k|ToIf ?kdf k|ljlwdf cfwfl/t /x]/} sfdsfh ug'{kg]{ ePsf]n] sd{rf/L 5gf}6 ubf{ 
cfwf/e"t sDKo"6/ 1fg / ;Lk ePsf] JolQm 5gf}6 ug'{ pko'Qm dfq geO{ clgjfo{tf 5 . To;df klg btf{ ;xfossf] kbdf 
sfo{/t sd{rf/Lx?nfO{ sDKo"6/ ;DaGwL ug'{kg]{ ;fdfGo ;d:ofx? xn ug]{ Ifdtf x'g clgjfo{ b]lvG5 . o;sf/0f tkl;n 
adf]lhdsf] btf{ ;xfos kbsf] v'nf k|ltof]lutfTds k/LIffsf] låtLo r/0fdf sDKo"6/ ;Lk kl/If0f k|of]ufTds k/LIff klg ;dfj]z 
ul/Psf] xf] . 

1. Windows basic 

• 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. MS Word/MS Excel/MS Power Point Presentation 

• Creating, saving and opening documents 

• Typing in Devanagari and English 

• Text formatting (Font, Size, Color, Underline, Italic, Bold, etc) and paragraph 

formatting (alignment, indentation, spacing) 

• Inserting header, footer, page number 

• Page setting (margin, page size, orientation), previewing and printing of 

documents 

k|of]ufTds k/LIff of]hgf (Practical Examination Scheme) 

 

ljifo k"0ff{Í k/LIff k|0ffnL ljifoj:t' lz{ifs cÍ ;do 
 
 

sDKo"6/ ;Lk kl/If0f 
(Computer Skill 

Test) 

 

 

@) 

 

 
k|of]ufTds 
(Practical) 

Devanagari Typing % cÍ % ldg]6 
English Typing % cÍ % ldg]6 

Windows basic and 

Word Processing 

Electronic 

Spreadsheet & 
Prestation System,  

Word, Excel Setting 

!) cÍ  
!% ldg]6 

 
    sDKo'6/sf] k/LIf0f Formula lgDgfg';f/ x'g]5 M 

      z'4 zAb k|lt ldg]6 = (Total Words typed - Wrong Words) 

                          5 

;dfKt 


