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s[lif tyf jg lj1fg ljZjljBfno 

;]jf cfof]usf] sfof{no 

 

;xfos nfOj|]/Log -v'nf 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 g]kfnsf] 

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¿ 
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➢ sfof{no Joj:yfkg ;DaGwL cfwf/e"t 1fg 

➢ n]vf / lhG;L ;DaGwL cfwf/e"t 1fg 

➢ 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  

• ;fj{hlgs vl/b P]g lgodfjnL 

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

– lzIff P]g @)@* / lzIff lgodfjnL, @)%(  

– 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 Pj+ sfo{If]q  

– s[=j=lj= P]g @)^& -;+zf]wg ;lxt_ sf] hfgsf/L  

– s[=j=lj=;+u7g tyf z}lIfs k|zf;g ;DaGwL lgodfjnL @)^( -;+zf]wg ;lxt _ sf] hfgsf/L  

– s[=j=lj= lzIfs sd{rf/L ;]jf ;DaGwL lgoddjnL @)^( -;+zf]wg ;lxt _ sf] hfgsf/L  

– s[=j=lj= cfly{s Joj:yfkg ;DjGwL lgodfjnL @)^( -;+zf]wg ;lxt _ sf] hfgsf/L 

(= kb;Fu ;DjlGwt ljifout 1fgaf6 a:t'ut k|Zg ;f]lwg] 5 .  
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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  

                      

  ;fj{hlgs k|zf;g, ;+u7g / Joj:yfkg 

    != ;fj{hlgs k|zf;gsf] cjwf/0ff M 

• ;fj{hlgs k|zf;gsf] kl/ro / o;sf If]qx? 

• ;fj{hlgs k|zf;g / ;fj{hlgs gLlt lgdf{0f Pj+ gLlt sfo{Gjog 

• ;fj{hlgs k|zf;g / ;fj{hlgs lghL ;fem]bf/L 

• ;fj{hlgs k|zf;g / ;fj{hlgs bfloTj 

• ;fj{hlgs Joj:yfkg / ;'zf;g 

• ;fj{hlgs k|zf;g / ;+u7g k|0ffnL / Joj:yfkg M 

• ;fj{hlgs ;+u7g, o;sf] clwsf/ / bfloTj 

• ;fj{hlgs ;+u7g / o;sf] cfw'lgs :j?k 

• ;fj{hlgs ;+u7g / ;+u7g lgdf{0fsf cfwf/x¿ 

• ;fj{hlgs Joj:yfkgdf lgb]{zg, lgodg, kb;f]kfg, lg0f{o k|lqmof, g]t[Tj, eflifs k|Tofof]hg / lgl/If0f, 

;'kl/j]If0f, cg'udg tyf d"NofÍsg 

• ;+u7g / Joj:yfkg (O & M) 

#= ;fj{hlgs k|zf;g / sd{rf/LtGq (Bureaucacy): 

• sd{rf/LtGqsf] cjwf/0ff / o;sf cfwf/e"t tTjx¿ 

• sd{rf/LtGqsf k|sf/x¿ 

• ;fj{hlgs k|zf;gdf sd{rf/LtGqsf] :yfg / k|zf;g ;'wf/ 

• sd{rf/LtGq / 6«]8o'lgog, sd{rf/L ;+u7gsf] clwsf/ clwsf/ / o;sf] ;s/fTds tyf gs/fTds kIfx? 

• sd{rf/L tGqsf ;jn / b'j{n kIfx¿ 

• sd{rf/Lsf] cfr/0f, cg'zf;g / s[lif tyf jg lj1fg ljZjljBfnodf /x]sf] o;;DaGwL Joj:yfx¿ 

$= pRr lzIff Joj:yfkg 
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• g]kfndf pRr lzIffsf] ljsf;sf] Oltxf;, b]lvPsf r'gf}ltx¿ 

%= z}lIfs cg';Gwfg / ljljw kIfx¿  

• z}lIfs cg';Gwfgsf] kl/ro / o;sf] p2]Zo  

• z}lIfs gLlt lgdf{0f tyf of]hgf / sfo{qmdsf] ljsf;df cg';Gwfgsf] dxTj  

• z}lIfs Joj:yfkgdf tYof+s / ;"rgfsf] dxTj  

• k':tsfno tyf ;"rgf ;DjGwL /fli6«o gLlt  

• ;"rgfk|ljlw ;DjGwL /fli6«o gLlt  

• ;]jfu|fxLnfO{ k'¥ofpg] ;]jf (Service Delivery) 

&= sd{rf/L k|zf;gsf ljljw kIfx¿ 

• sfo{ ljZn]if0f -JobAnalysis_ 

• sfo{ ljj/0f -Job Description_ 

• sfo{ d"Nof+sg -Job Evaluation_ 

• sfo{ lj:t[tLs/0f -Job Enrichment_ 

• ;+u7g tyf Joj:yfkg -Organization and Management_ 

• sfof{no ;dosf] nrstf -Flexi Time_ 

• u'0frs -Quality Circle_ 

*= ;fj{hlgs k|zf;gsf] ;~rfng ljlwx¿ M 

• g]t[Tj / ljsf; 

• pTk|]/0ff– ;fj{hlgs k|zf;gdf o;sf] dxTj 

• ;fj{hlgs k|zf;gdf ;~rf/ / o;sf] cfjZostf 

• ;dGjosf] kl/efiff, ;dGjosf tl/sfx? / o;sf] dxTj 

• clwsf/ k|Tofof]hg -Delegation of Power_, ljs]Gb|Ls/0f -Decentralization_, clwsf/ 

lgIf]k0f (Devolution of Power), :jfoQtf -Devolution_ / o;sf] sfof{Gjog 

• ;'k/Lj]If0f,cg'udg tyf d"Nof+sg 

• clen]v Joj:yfkg 

• lg0f{o lng] k|s[of -Decision Making Process_ / o;sf] cfwf/e"t l;4fGt 

(=  g]kfnsf] ;+ljwfg  

– k|d'v ljz]iftfx?  
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– sfo{kflnsf, Gofokflnsf / Joj:yflksf ;DjGwL 1fg  

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

!)= ;d:of ;dfwfg ;d:ofsf] klxrfg u/L To;sf] ;dfwfg ug{ ;Sg] Ifdtfsf] kl/If0f pDd]bjfx?sf] ljZn]if0ffTds 

;Lk, gLltut 1fg / ;dfwfgsf j}slNks pkfox? ;'emfpg ;Sg] Ifdtfsf] k/LIf0f 

 

v08 …vÚ  

;d"x kb;Fu ;DjlGwt 1fg  

1. Sources and Types of Information 

a. Formal and Informal Sources 

b. Conventional and Non-Conventional Sources 

c. Researching and Delivering Information 

2. Library and Society 

a. Library as a social Institution 

b. Types of libraries 

c. Normative Principles and laws of library sciences 

d. Library Legislation: Need and Essential Features, Library 

e. Legislation in Nepal, Property Right Act of Nepal, Advocacy in library 

3. Library Collections 

a. Selection and Acquisition 

b. Processing 

c. Serials Management 

4. Library Management 

a. Managers and Their Roles 

b. Recruitment and Personnel Policies, Staff Skills, Technology, Budgets 

c. Government Policies and Their Impact on Managers 

d. Security Issues: Job description, Design, Training, Equipment; Users: A Safe Environment, 

e. Appropriate Systems, Accommodation of Differences 

f. Time Management, Working with People and Helping Yourself, Active Listening 

g. Maintenance: Responsibility, stacking shelving-methods, guides, repairs, binding and its types 

h. Preserving the intellectual content: Conservation and preservation method, wedding, 

rectification, dusting and cleaning 

5. Library Cataloging 
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a. Need, Purpose and Functions of Library Catalogs 

b. Types of Catalogs, Elements of a Bibliographic Record 

c. Tools used for Cataloging:  

d. Copy Cataloging:  

e. Cataloging on Computers, The Authority File,  

6. Library Classification and Information Processing with Reference to Dewey Decimal Classification 

(DDC) 

a. Introduction to the text of three volumes of DDC 

b. Basic Plan and Structure of DDC 

c. Procedure of Assigning Class Numbers in the DDC  

d. Practical Number Building in the DDC 

7. Reference Works and Services 

a. Reference Services: Meaning and Need for Reference Service, 

b. Reference Books: Bibliographies and Guides, Indexes, Dictionaries, Encyclopedias, 

c. Handbooks and Manuals, Year Books and Annals, Atlases, Professional Journals, 

d. Abstract Journals 

e. Ready vs. Long Range Reference Service 

f. Reference Service in Different Libraries 

g. Awareness Service, Selective Dissemination of Information (SDI), Referral Service 

8.   Library Statistics   

a. Annual report 

b. Library statistics and their compilation 

c. Preparation of library brochures 

 

9.   Library Authority:  

a.  Needs, purpose, Importance and function: Librarian and library committee, Types of library 

committees 

b. Library rules and regulation 

10. Library Automation:  

a.Definition of Library automation and ILS (Integrated Library System), Advantages and features 

of ILS,  

      b. The Acquisition, Cataloguing, Circulation and Serials Module, Potential difficulties of LIS. 
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      c. Library software and its types with different features 

11. Computer Networking 

a. Introduction to Computer Networks: 

b. Network types 

      c. Network Devices: NIC, Modem, Amplifier, Repeater, Hub, Bridge, Switches, Router, Wi-Fi 

devices 

12. Information and Communication Technology 

     a. Introduction, Information Technology (IT), its components and its role in the library 

     b. Multimedia:  Introduction, Building blocks of multimedia, system, data compression, 

multimedia application. 

 

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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