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cGt/jf{tf{ @% df}lvs 

1= dfly pNn]lvt ;]jf cGtu{tsf ;d"xx?sf] v'nf÷cfGtl/s k|ltof]lutfTds lnlvt k/LIffsf] kf7\os|d pko'{St adf]lhd 
x'g]5 . 

2= lnlvt k/LIffsf] dfWod efiff g]kfnL jf cª\u|]hL cyjf g]kfnL / cª\u|]hL b'j} x'g ;Sg]5 . 
3= o; kf7\os|ddf h] ;'s} n]lvPsf] ePtfklg kf7\oqmddf k/]sf P]g, lgodx¿ k/LIffsf] ldlteGbf # -tLg_ dlxgf cufl8      

-;+zf]wg ePsf jf ;+zf]wg eO{ x6fOPsf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\os|ddf /x]sf] ;Demg' kb{5 . 
4= laifout pQ/ cfjZostf cg';f/ lgDg rf/ efudf ljefhg u/L k|:t't ug'{kg]{5 .  

-s_ klxnf] efudf ;d:of klxrfg  
-v_ bf];|f] efudf ;d:of ;dfwfgsf nflu df}h'bf ;/sf/L gLlt / sfo{qmd 
-u_ t];|f] efudf ;d:of ;dfwfgsf nflu ;'emfj  
-3_ rf}yf] efudf ;'emfj sfof{Gjog, cg'udg / d"Nof+sg ug]{ 7f]; tl/sf 

5= k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/x?nfO{ dfq låtLo r/0fsf] cGt/jf{tf{df ;lDdlnt u/fOg]5 .  
6= k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/sf] k|fKtfª\s / låtLo r/0fsf] cGt/jf{tf{df k|fKt u/]sf] cª\s hf]8L 

of]Uotfj|md cg';f/ l;kmfl/; ul/g]5 . 
7= kf7\os|d nfu' ldlt M @)&! a}zfv @# ut] . 
8= o; eGbf cufl8 nfu' ePsf] dfly plNnlvt ;]jf÷;d"x÷pk–;d"xsf] kf7\os|d vf/]h ul/Psf] 5 . 
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pDd]bjf/x?sf] lnlvt k/LIffsf] pQL0ff{Í kl/ifb\sf] sd{rf/L ;]jf zt{ tyf ;'ljwf ;DaGwL ljlgodfjnL @)^( sf] ljlgod 
@( df pNn]v eP jdf]lhd x'g]5 . 
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1= g]kfnsf] ef}uf]lns P]ltxfl;s, cfly{s, ;fdflhs, ;f+:s[lts, /fhg}lts cj:yf / v]ns'b ;DaGwL 

hfgsf/L 
2= ljZjsf dxTjk"0f{ ;d;fdlos 36gf ;DaGwL hfgsf/L 
3= lj1fg k|ljlw ;DaGwL dxTjk"0f{ pknlJw ;DaGwL hfgsf/L 
4= g]kfnsf] nf]stGqsf nflu ePsf dxTjk"0f{ cEof;x? 
5= g]kfnsf] z}lIfs ljsf;sf k|of;x? 
6= ef}uf]lns cfwf/df g]kfnsf] ljefhg / k|To]s efusf ljz]iftfx¿, g]kfnsf] k|fs[lts ;Dkbf, 

hn;|f]t, kxf8x?, vfgL, hnjfo' 
7= g]kfnsf] Oltxf; k|flrgsfn, dWosfn / cfw'lgs sfn;Ddsf] hfgsf/L 
8= g]kfndf of]hgfa4 ljsf; / g]kfnsf] ;/sf/L ah]6 k|0ffnL 
9= jftfj/0f k|b"if0fsf sf/0fx¿ / o;af6 x'g] vt/fx¿, jftfj/0f :jR5 / ;Gt'lnt /fVg] pkfox¿, 

zx/Ls/0f / hg;ª\Vof j[l4 tyf jftfj/0fsf] ;DaGw  
10= g]kfnsf] k//fi6« ;DaGw, ;fs{, ljd]:6]s / ;+o'St /fi6«;ª\3 ;DaGwL hfgsf/L 
11= ;dfj]zLs/0f, ;zlQms/0f / ;sf/fTds lje]b 
12= g]kfnsf] zf;g k|0ffnL / zf;g ;DaGwL hfgsf/L, sfg"gL zf;g, c;n zf;g, nf]stflGqs d"No 

/ dfGotf, ax'bnLo k|hftflGqs Joj:yf, nf]stGq, nf]stflGqs u0ftGq, ;dfj]zL nf]stGq, 
;dfj]zLs/0f, ;dfg'kflts k|ltlglwTj, ;sf/fTds lje]b, n}+lus ;dtf, dlxnf z;lQms/0f, 
gful/s lzIff, ;+3Lotf . 
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!= ljBfno txsf] lzIff != ljBfno txsf] lzIff != ljBfno txsf] lzIff != ljBfno txsf] lzIff     

!=! k|f/lDes afn ljsf;÷k"j{ k|fylds lzIff  
!=@ cfwf/e"t lzIff -sIff ! b]lv * ;Dd_   
!=# dfWolds lzIff  
!=$ pRr dfWolds lzIff 

    
@= pRr l@= pRr l@= pRr l@= pRr lzIff zIff zIff zIff     

@=! g]kfnsf ljZjljBfnox¿ / To;sf ;ª\sfox¿ 
@=@ z}lIfs k|lti7fgx¿ 

    
#= #= #= #=     g]kfndf lzIff ljsf;sf] Oltxf; g]kfndf lzIff ljsf;sf] Oltxf; g]kfndf lzIff ljsf;sf] Oltxf; g]kfndf lzIff ljsf;sf] Oltxf;     

#=! z}lIfs Oltxf; / dxTjk"0f{ z}lIfs 36gfx¿ 
#=@ lzIffsf of]hgfx? / g]kfnsf] cfjlws ljsf; of]hgfx¿df lzIffsf of]hgf tyf sfo{qmdx¿  
#=# rfn' cfjlws of]hgfdf lzIff . 
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$$$$=  =  =  =  k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifbk|fljlws lzIff tyf Jofj;flos tfnLd kl/ifbk|fljlws lzIff tyf Jofj;flos tfnLd kl/ifbk|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\\ \\    ;DaGwL hfgsf/L k[i7e"ld / dxTj;DaGwL hfgsf/L k[i7e"ld / dxTj;DaGwL hfgsf/L k[i7e"ld / dxTj;DaGwL hfgsf/L k[i7e"ld / dxTj    
$=! k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\sf] k[i7e"dL / dxTj 
$=@ k|fljlws lzIff / ;fwf/0f lzIffsf] t'ngfTds cWoog 
$=# k|fljlws lzIff tyf Jofj;flos tfnLddf u/Lj / lk5l8Psf ju{x?sf] kx'Fr 
$=$ k|fljlws lzIff tyf Jofj;flos tfnLdsf cj;/, r'gf}lt / ;Defjgfx? 
$=% k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\ ;]jfdf j[lQ ljsf; (Career Development) / 

sfo{Ifdtfsf] k|lt:kwf{Tds ljsf; 
$=& k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\sf] ;+:yfut ;+/rgf / Joj:yfkg 
$=* k|fljlws lzIff tyf Jofj;flos tfnLd kl/ifb\sf] u'0f:t/Lotf / k|efjsf/Ltf 
 

5. Training Design: 
5.1 Training needs analysis with customers and the participants 
5.2 Training courses and training packages in child/adult friendly environment 
5.3 Training materials such as reading materials, projected and non-projected visuals 
5.4 Training sessions for child /adult learning environment 
5.5 Training follow-up 
 

6. Training Delivery and Evaluation: 
6.1 Training session management 
6.2 Participants; knowledge, skills and attitude prior to training 
6.3 Participants' gain in knowledge and skills. 
6.4 Training Evaluation 
 

7. Writing Documentation: 
7.1 Writing reports 
7.2 Filling system and communicate accordingly 
7.3 Documentation system of trainings 

 
8. Others 

8.1 Training follow-up and report to concerned authorities 
8.2 Customer care agent to various technical schools and other customers 
8.3 Consultancy services to INGOs 
8.4 Facilitate workshops / meeting 
8.5 Monitor training programs 
8.6 Perform consulting and continuing trainings tasks 
8.7 Yearly plan of operation 
8.8 Planning and estimating organizational budget 
8.9 Maintenance system of the organization 

 
9. Physical abilities 

9.1 Physically and mentally fit to work 
 
10. Instructional Skills        

10.1 Develop a lesson plan 
10.2 Develop a session plan (5D method) 
10.3 Develop PowerPoint slides 
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1. Manage Office:-  

♦ Definition of Office and Office management  
♦ Types of Office 
♦ Important functions of office  
♦ Prioritize work of office,  
♦ Handle inquiries and request,  
♦ Participate in required meeting (national, regional, local) arrange for internal 

support service,  
♦ Arrange for outside contract services,  
♦ Adhere to safety and security regulation,  
♦ Plan office layout and work flow,  
♦ Maintain/develop office procedures manual,  
♦ Evaluate office procedures. 

2. Secretarial Work Science:-  
♦ Dictation with a minimum speed of 60 wpm  
♦ Dictation transcribtion from recorded media,  
♦ Writing different types of letters,/memos with accuracy,  
♦ Proofreading, Editing, Composing correspondence,  
♦ Collection of data for reports,  
♦ Preparation type tables and graphs,  
♦ Preparation minutes of meeting,  
♦ Completion of related forms & questionnaires 
♦ Preparation and duplicating of materials on copying machines,  
♦ Assemble documents and materials for distribution. 

3. Perform Scheduling Activities for Employer:-  
♦ Scheduling appointments and meeting,  
♦ Maintaining appointment calendars,  
♦ Making travel arrangements,  
♦ Making accommodation reservations,  
♦ Preparation of travel expense vouchers,  
♦ Preparation an itinerary,  
♦ Obtaining travel tickets,  
♦ Assembling travel confirmations, notices, tickets,  
♦ Canceling and reschedule appointments,  
♦ Making meeting arrangement, e.g. room, equipment,  
♦ Issuing activity reminders, e.g. appointments, meeting,  
♦ Arrangement for social activities. 

4. Process Mail:-  
♦ Inspection of incoming materials for completeness and damage, screen incoming 

mail,  
♦ Sorting incoming mail, prepare route mail, maintain mail log, maintain mailing 

lists, processing outgoing mail, preparation of specialized mail, e.g. registered 
mail, certified mail, insured mail,  

♦ Fax: receiving, sending,  
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♦ Electronic mail: receiving, sending, collecting / sorting voice mail, sending voice 
mail. 

5. Perform communication activities for callers and visitors:-  
♦ Telephoning, telephone massages taking, screening telephone calls/visitors, 

routing telephone calls, placing telephone calls, recording outgoing long distance 
calls,  

♦ Maintaining list of frequently called numbers,  
♦ Receiving, directing visitors to destination, making introductions, delivering 

massages, updating answering machine information. 
6. Perform Financial Activities:- 

♦ Preparation of itemized bills, invoices of statements,  
♦ Processing requisitions/purchase orders,  
♦ Requesting or issuing checks,  
♦ Preparation of payroll reports,  
♦ Maintaining petty cash fund,  
♦ Preparation of petty cash voucher,  
♦ Preparation of expense accounts,  
♦ Processing expenses accounts,  
♦ Performing accounts payable/receivable,  
♦ Accessing donation and gifts. 

7. Maintain office equipment and supplies:-  
♦ Ordering process of supplies and forms,  
♦ Storing process of office supplies and forms,  
♦ Maintaining adequate inventory level,  
♦ Maintaining inventory reports,  
♦ Scheduling regular maintenance on equipment,  
♦ Servicing office equipment, e.g. ribbons, toner, paper,  
♦ Placing equipment and failure service calls,  
♦ Maintaining office equipment repair/maintenance records. 

8. Conduct Records Management Activities:- 
♦ Definition of record management 
♦ Types of record management 
♦ Importance of record management 
♦ Definition of filing system 
♦ Importance of filing system 
♦ Types of filing system 
♦ Establishing process of filing system,  
♦ Maintaining different types filing system (alphabetical, numerical, subject & 

regional)  
♦ Sorting materials for filing,  
♦ Retrieving materials form files,  
♦ Securing classified or confidential files,  
♦ Managing & maintaining index file,  
♦ Managing & maintaining cross reference system,  
♦ Managing & maintaining electronic file,  
♦ Managing & maintaining file log,  
♦ Managing & maintaining ticket file,  
♦ Managing & maintaining minutes file,  
♦ Managing & maintaining employee records,  
♦ Managing & maintaining personnel records for legal purposes, e.g. affirmative 

action, immigrants, union matters, etc,   
♦ Managing & maintaining company/agency policies and procedures,  
♦ Managing & maintaining technical manuals, close or achieve inactive files,  
♦ Destroying procedure of various types documents, 
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9. Conduct Supervisory and Training Activities:-  
♦ Procedure and importance of work assigning, Managing & maintaining employee 

attendance records, Managing & maintaining personnel training records,  
♦ Preparation of employee evaluation reports,  
♦ Interview procedure and its management for recruitment  
♦ Orientation new employee evaluation reports,  
♦ Orientation new employees,  
♦ Management procedure of various training for employees,  
♦ Management of software training.  

10. Secretary  
♦ Introduction, Function, importance  of Executive Secretary,  
♦ Introduction, Function, importance  of Office Secretary  
♦ Introduction, Function, importance of Personals Secretary.  

    
!!!!!!!!= = = = sfof{nodf sDKo"6/sf] k|osfof{nodf sDKo"6/sf] k|osfof{nodf sDKo"6/sf] k|osfof{nodf sDKo"6/sf] k|of]uf]uf]uf]u    

• sDKo"6/ ;DjGwL cfwf/e"t 1fg 

• Microsoft Office (Ms Word, Ms Excel, Ms PowerPoint)    ;DjGwL hfgsf/L    
 
b|i6JoM M låtLo kq ;]jf ;DaGwL k|fljlws ljifoaf6 %) c+s ef/sf] j:t'ut jx'pQ/sf] k|Zgx? tyf !)) c+s 
ef/sf] laifout k|Zgx? ;f]lwg]5g\ . 

 
.. ;dfKt .. 


