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TYMEA qAT <@l AIHA TTHT

fofga whemr werww
T 97
o T AET IO (Administrative Aptitude Test)

qUiigeh: %0 JAE: R0 qqyg: Yo faee

(RTRIT T oo T3HT F&qia qgadﬂ?% 9T q bRl YO FaT qifeg | )
E F - WA Fea ELEEF ]

q. AR W« AT, TBTE T qWE, TE A, a9 5, AT WA T AREAEE,

TG T TS WS, G b <o, G |

=N ~
3. SUTETh! SR ATEY Y TIEE, HUTeTsh! I, G e, FeT-ar e,

AT AR FAT W, TATABT TATTT, SR TEIE, TgIeNT Ta€T, T 375
T 9, foeqa anifea i, T0Ta==ehT T, WM 991 T 9! T |

3. GRS, WA, Tareey

Y. AEET JUIA: Teh] Saaee, Ggiad), Toiide qaedes, [Hae Jume,
= TesT T TR, (98, T T TIME d8) T Uhd a1 drell AdasR
g7eE, A qedT ST TEEEE A" AT 9Feey T GEhdE] dAE

o

Y. I 9 T T Yo el i Gt IUeliee UaH AT

T DT THE TSl sAithcdg®d! AT JAT e |

&. THAMUS: W, Qiiecd, T, Hel T [EHR: A@vas, g 9 (Fead T o),
AF GAFT GFIdl AHHE, AR TG GACEeDh AT D, T
dligcd, Hell T G TaH ARFAERHT [EBR FFa=dl AHHH |

9. TATATYT F=AT : Bureaucratic theory (Max weber), Scientific Management Principles

(FW. Taylor), Principles of Administrative Management (Henri Fayol), Hierarchy of Needs
(Abraham Maslow), Theory X and Y (Douglas McGregor), Human Relation Theory (Elton
Mayo), Contingency Management (Fred Fiedler), Classical Management Theory, Modern
Management Theory, Matrix management, POSDCORB (Luther Gulick), ISO (International
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Standard), Gantt chart, Critical Path Method (CPM), PERT Chart, SWOT Analysis, Collective
Bargaining, Cost Benefit Analysis, Net present Value, Internal Rate of Return, Economies
of Scale.

YUs 9 - Aptitude Test — 10 Marks

C. Verbal reasoning such as series, analogy, classification, coding-decoding, insert the
missing character, common property, matrices, direction, and distance sense test, ranking
order, assertion and reason, induction, deduction, course of action, etc.

%. Non-verbal reasoning such as series, analogy, classification, Venn Diagrams, matrices,
construction of squares and triangles, and figure formation and analysis, dot situation,
water images, mirror images, embedded figures, etc.

Q0. Quantitative aptitude such as arithmetical reasoning/operation, percentage, fraction,
decimal, ration, average, loss, profit, date/calendar, time, and work, etc.

9 9. General mental ability, logical reasoning, and analytical ability.

9 R. Data interpretation- Charts, graphs, tables, data sufficiency.

U T ARG TEl : Aqredt T AUt Y g

13, T EE GFEEl T
9%. English proficiency: Comprehension, Vocabulary and Syntactic Ability questions

0-0-0
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TYMEA qAT <@l AIHA TTHT
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(Ifealead TsTFaE! GUE-F o ¥ dFH & 9T Fial IAT AT T T Q0 AHHT 3

AT AN IJAL ATIT T T @Ue-T a1 Y Al & aa1 el Ia¥ A+ ¥ T 90
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JALIRAHT JANT §g)
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R, THAEAITH! AT T HEA
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AIHR T T e, gaiEen, AT 99 Hedigd I T /A6,
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SHATATI, GEAT  SUAEAIH, ATl @ qer aikerew, Fuir T B, fRrd
T (conflict of interest)dT STATATIT

Y. HHAN JeEAST Ay usee: qardt e, gAe [y T ume, Faks T
TEEATIAT, GodT, Ualad, aad a1 qad dig, 1 @630, H1 GFIET qedTse,
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HAGFET HI, AT T AqEA, fdrfia HREm, @ar T daswer aweedt
EZERRIFESN

RIEEIEEACE IR

Y. @I, GRS a9l Taegdl died 1 Hriee: [FuAd, e gveedr &,
qeaTy AeATATH qTAT TLE, AT T, HA-aIT T AAT |

§. WENME HaT YAE Frdl FHCId 81T HITTHT Eh] Agcdql] Haedee:
STHRRT TXEAT U, R 00Y,; GoATh] ghara=dl UF, R0 (JNTHAT Y97, qrasi-s,
it et Freery U, R0 & (SIRTHAT Fe9T); drdraur 93& U, 2088 (SRTHAT
T39T) Y97 {98 SHawddT UH, 200y (SN T&ET) , T 98 9 U,
01y

©, TAFTE TRAMTHTRT GHIHT, TR qI Taegdl STaedd_ g UA, B
FAA GFE=ell B, HHA TG FIHEAH WhT HecaqU] sTaedae

C. WEANHS YAl FAEHT HFYE, TELAC, QTS FH, Gor-ga Jafesml T,

FAEC AN TANEE |

qug-g

A TLMEET GF~ad @9

(Ifecaiaa qreT=hHae ¥ FFHHT & 9T Pl IAT ATIT W T 0 bl 3 FaT Al

JAT ATIT W qirerHgg | )

q. WOMRAIA FH: SUTRA, CGAS, RMIS, LMBIS, PLMBIS, NAMS, PAMS

3. TNE GFFH AE: A5ie, IHAAR, B, aee oAl Y&aT, aie R
e At |

3. ATl QR W MTEF, MTRF,ITSHT S, ATafees A1 AT A qel
FREoT | ArStar Feeret S |

Y. el GEE I S @ JuIedt, o, R T gl e o
UYehl, T qEhl ATdd BT |
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=T JoTedt, e, SV wyie |

9. DY TFEFH FA: I FI, FWeT i, 9T FRIER HeeeT 2088
AU TAHT TEHT G g [ HIUee |

G, qoed GFedl SH: Toied, TqTeAeh! &< YUt (VAT, EXCISE DUTY), =i =i,
e ifa T Al AT

Q. HIIT TEA HT: Fasiid @ig U7 2063 FuHEed 208y (ANG ATA,
WRMheE @Re AT, aie a9 aie, Rieer aeieT T
AT ) |
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TYMEA qAT <@l AIHA TTHT
HFYL W9 QDT T&THA
faw: wvge @
qUigd: Y
RLUGLCANERRERS

1. Nepali and English typing -5 Marks

2. Word processing -2 Marks

¢ Creating, saving and opening documents

¢ Typing in Devanagari and English

¢ Copying, Moving, Deleting and Formatting Text

¢ Paragraph formatting (alignment, indentation, spacing etc.)
¢ Creating lists with Bullets and Numbering

¢ Creating and Manipulating Tables

¢ Borders and Shading

¢ Creating Newspaper Style Documents Using Column

e Security Techniques of Document

¢ Inserting header, footer, page number, Graphics, Pictures, Symbols
¢ Page setting, previewing and printing of documents.

¢ Mail merge

3. Presentation System -2 Marks

¢ Introduction to presentation application

e Creating, Opening & Saving Slides

¢ Formatting Slides, Slide design, Inserting header & footer.
e Slide Show

¢ Animation
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¢ Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc.

4. Electronic Spreadsheet -5 marks

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

Creating, Opening and Saving Workbook

Editing, Copying, Moving, Deleting Cell Contents

Formatting Cells (Font, Border, Pattern, Alignment, Number, Protection, Margins
and text wrap)

Formatting Rows, Column and Sheets

Using Formula with Relative and Absolute Cell Reference

Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc.)

Sorting and Filtering Data

Inserting Header and Footer

Page Setting, Previewing and Printing

5. Windows basic, Email and Internet -1 marks
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Introduction to Graphical User Interface

Use & Update of Antivirus

Concept of virus, worm, spam etc.

Starting and shutting down Windows

Basic Windows elements - Desktop, Taskbar, My Computer, Recycle Bin, etc.
Concept of file, folder, menu, toolbar

Searching files and folders

Internet browsing & searching the content in the web

Creating Email ID, Using email and mail client tools

Basic Network troubleshooting (checking network & internet connectivity)

0-0-0
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