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s[lif tyf jg lj1fg ljZjljBfno 

;]jf cfof]usf] sfof{no 

 

jl/i7 a'sr]s/ -v'Nnf k|ltof]lutf_  

lnlvt k/LIffsf] kf7\oqmd 

s'n k"0ff{ÍM !)) 

;doM # 306f 

   k|yd kq 

                 a:t'ut k|Zg                  -k"0ff{ÍM %) ;doM %) ldg]6_ 

 

!= g]kfnsf] ;+ljwfg / o;sf] ljsf;qmd 

@= hg;+Vof tyf e"uf]n– g]kfn tyf blIf0f Pl;ofnL d'n'sx?sf] hg;+Vof tyf If]qkmn 

#= Oltxf;, ;+:s[lt / ;fdflhs Joj:yf 

➢ g]kfnsf] k|frLgsfn tyf dWosfnsf] /fhg}lts cfly{s ;fdflhs ;f+:s[lts / cfw'lgs Oltxf; 

➢ g]kfnsf k|rlnt wd{, ;+:s[lt, hghflt, efiff ;flxTo / snf 

➢ g]kfnsf] ;+ljwfg / o;sf] ljsf;qmd 

$= cGt/f{li6«o dfldnf tyf cGt/f{li6«o ;+3 ;+:yf 

➢ blIf0f Pl;ofnL If]lqo ;xof]u ;+u7g -SAARC_ ;b:o /fi6«x¿ tyf cGo d'n'sx¿;Fu g]kfnsf] 

;DaGw 

➢ ;+o'Qm /fi6« ;+3 / g]kfn 

%= /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos 36gf tyf gljgtd ultljlwx¿M 

➢ /fhg}lts, ;fdflhs, ;f+:s[lts, cfly{s, j}1flgs, v]ns'b, k':ts, k'/:sf/, snf 

➢ ;flxTo / ;+uLt nufot dxTjk"0f{ JolQmTj tyf ljrf/sx? 

^= cfly{s ljsf; 

➢ g]kfndf ljsf;sf k"jf{wf/x? -s[lif, pBf]u, Jofkf/, ko{6g, oftfoft, ;+rf/, lzIff, :jf:Yo / ljB't_ 

➢ g]kfnsf] ljZj;Fusf] cfly{s ultljlwx¿ 

&= ;fj{hlgs k|zf;g  

➢ ;fj{hlgs k|zf;gsf ljz]iftfx¿, ;fj{hlgs ;+u7g / ;f+u7lgs cfwf/x¿ 

➢ sd{rf/L k|zf;gsf ljljw kIfx? 

➢ sfof{no Joj:yfkfg ;DaGwL cfwf/e"t 1fg 
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➢ lzIff;Fu ;DalGwt lgsfo tyf ljleGg ;+3, ;+:yfx? 

➢ g]kfnsf] z}lIfs Oltxf; 

*= ;+ljwfg, P]g, lgod / ljZjljBfno ;+u7g ;DaGwL  

• g]kfnsf] ;+ljwfg, k|d'v ljz]iftfx¿  

• sfo{kflnsf, Gofokflnsf / Joj:yflksf ;DjGwL 1fg  

• g]kfnsf] ;+ljwfgdf lzIff ;DjGwL k|fjwfg  

• ;+ljwfg, P]g, lgod / sfo{Joj:yfkg k|0ffnLsf] cy{ / logLx¿ jLrsf] cGt/;DjGw  

• lzIff k|0ffnLsf] Joj:yfkg ;DaGwL ljleGg P]g lgodx¿  

• ljZjljBfno cg'bfg cfof]u P]g, @)%)  

• rfn' / ;f] eGbf cl3Nnf] k~rjifL{o of]hgfdf lzIff ;DaGwL Joj:yf  

• lzIff dGqfno, cy{ dGqfno, ljZjljBfno cg'bfg cfof]u / ljZjljBfno jLrsf] ;DaGwsf ljljw 

cfofdx¿  

• s[=j=lj=sf] ;+u7gfTds :j¿k, ltgsf] cGt/;DaGw Pjd\ sfo{If]q  

• s[=j=lj= P]g @)^& -;+zf]wg ;lxt_, ;+u7g tyf z}lIfs k|zf;g ;DaGwL lgodfjnL, lzIfs 

sd{rf/L ;]jf ;DaGwL lgoddjnL,cfly{s Joj:yfkg ;DjGwL lgodfjnL 

       (= ljifout ;DjGwL 1fgaf6 j:t'ut k|Zgx¿ ;f]lwg]5 .  

 

 

l4lto kq 

k"0ff{Í M %)  

;doM @ 306f !) ldg]6  

laifout 1fg  

v08 …sÚ  

k|zf;g, Joj:yfkg, ;+ljwfg, P]g, lgod / ljZjljBfno ;DjGwL 1fg  

 

!= sd{rf/L k|zf;g / ;fj{hlgs k|zf;gsf] cGt/;DjGw / o;sf l;4fGtx¿  

@= sd{rf/L k|zf;gsf] ljljw kIfx¿ 

#= ;fj{hlgs k|zf;gsf] kl/efiff, p2]Zo / sfo{If]q  

$= z}lIfs k|zf;gsf] cy{, p2]Zo / sfo{If]q  

 %= g]kfnsf] ;+ljwfg / ;Da}wflgs ljsf;qmd  
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 ^=g]kfnsf] ;+ljwfgsf k|d'v ljz]iftfx¿, sfo{kflnsf, Gofokflnsf / Joj:yflksfsf] u7g k|s[of, Ps csf{aLr 

cGt/;DjGw  

 &= g]kfnsf] ;+ljwfgn] Joj:yf u/]sf df}lns xs / gful/s clwsf/, gful/sx?sf] df}lns xs sfof{Gjog ;DaGwL 

Joj:yf / gful/ssf] st{Jo 

 *= lzIff / pRr lzIffsf] ;Da}wflgs Joj:yf  

 (=g]kfndf ljZjljBfnosf] :yfkgf / ljsf;qmd 

 !)= s[lif tyf jg lj1fg ljZjljBfno P]g @)^&  

 !!= s[lif tyf jg lj1fg ljZjljBfno ;+u7g / z}lIfs k|zf;g lgodfjnL @)^(  

 !@= s[lif tyf jg lj1fg ljZjljBfno lzIfs sd{rf/L ;]jf lgodfjnL @)^(  

 !#= s[lif tyf jg lj1fg ljZjljBfno cfly{s k|zf;g lgodfjnL @)^( 

 !$= pRr lzIff Joj:yfkg 

 

 

v08 …vÚ  

;d"x kb;Fu ;DjlGwt 1fg  

          != k':tsfnosf] kl/ro  

s= g]kfndf k':tsfnosf] Oltxf; / ljsf; 

v= s]Gb|Lo k':tsfno  

         @= k':ts ;+sng -Collection_ / btf{  

         #= k':ts jlu{s/0f (Library Classification)  

s= jlu{s/0fsf] kl/ro / p2]Zo  

 $= k':ts ;"lrs/0f -Catalogue_  

s= k':ts ;'lrs/0f dxTj / cfjZostf  

 %= k':tsfnosf k|sf/x¿ 

 ^= n]gb]g -Criculation_ tl/sf  

&= k':ts ;+/If0f  

s= afOG8LË -Binding_ sf] kl/ro / k|sf/  

v=;/;kmfO{, lgoGq0f, /]vb]v 

u= k':tsx?sf] zq' o;jf6 jrfpg] cGo pkfox? 

       *= g]kfnsf k':tsfnodf k|of]u x'g] software x¿  

s= WTNISIS sf] kl/ro  

v= KOHA sf] kl/ro  
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u= PMB sf] kl/ro  

3= MITRA EMIS sf] kl/ro 

ª= sDKo'6/sf] -Computer_ sf] dxTj  

(= k':tsfno lbj; / To;sf] dxTj  

!)= k':tsfno Joj:Yffkg / k|zf;g  

s= ejg  

v= kmlg{r/  

u= sd{rf/L  

3= ah]6  

    !!= k':tsfno ah]6 lgdf{0f ;DjGwL ;fdfGo hfgsf/L  

    !@= kq klqsf, hg{n, k':ts ;+sng, e08f/0f, / ;+/If0f o;sf] lhDd]jf/L 

    !#= k':tsfno Joj:yfkg ;ldlt÷ k':tsfno ljsf; ;ldlt ÷k':tsfno ;ldlt  

    !$= k':tsfnodf k|of]udf gcfpg] ;fdfg w'Nofpg,] lnnfd laqmL ug]{ ;DjGwL cfwf/e"t 1fg  

    !%= k':tsfno tYofÍ, pkl:ylt, ;"rgf, l/kf]6{, k':tsfnosf :nf]ug tyf egfO{x¿sf] ;fdfGo hfgsf/L 

     !^= k':tsfnodf, ;fdflhs tyf /fhg}lts k|efj . 

 

 

sDKo'6/ k|of]u ;DjGwL 1fgsf] k|of]uftTds k/LIffsf] kf7\oqmd 

1. Knowledge of operating systems: Microsoft Windows & their version  

2. Knowledge to backup data and store them for further use. 

 3. Knowledge of essential application programs: a) Microsoft office package (MS word, MS excel, MS 

power point &MS Access) b) Data base Programs (Dbase & Fax Pro.) c) Photo editing programs 

(Paintbrush, Adobe Photoshop, Macromedia, freehand package etc.) programs  

4. Printing & Scanning knowledge  

5. Internet& E-mail uses for official purposes.  

Evaluation Method  

- Typing letters using MS word in Nepali & English scripts  

- Design Pvc card using appropriate program 

 - Maintain the database of AFU staff using MS excel/Access 

 Necessary to prepare slides of AFU structure and present them. 
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