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efu – @ 
clGtd r/0fsf] k/LIff (Final Stage Examination ) M 

;Lk k/LIf0f, ;fd"lxs k/LIf0f / cGtjf{tf{ (Skill Test, Group Test & Interview) 
ljifoM– ;"rgf k|ljlw ;Lk k/LIf0f (Information Technology Skill Test) 

k|of]ufTds k/LIff of]hgf (Practical Examination Scheme) 
ljifo  k"0ff{Í ljifoj:t' lz{ifs cÍ ;do 

;"rgf k|ljlw ;Lk k/LIf0f 
(IT Skill Test) !) 

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

Word processing @ cÍ 

!) ldg]6 
Presentation System  ! cÍ 

Electronic Spreadsheet ! cÍ 
Windows basic,  Email and Internet ! cÍ 

hDdf !) cÍ  @) ldg]6 
 

Contents 
1. Windows basic, Email and Internet 

 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) 
 

2. Word processing 
 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 
 Security Techniques of Document 
 Inserting header, footer, page number, Graphics, Pictures, Symbols 
 Page setting, previewing and printing of documents 
 Mail merge 

 
3. Presentation System 

 Introduction to presentation application 
 Creating, Opening & Saving Slides 
 Formatting Slides, Slide design, Inserting header & footer 
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 Slide Show 
 Animation 
 Inserting Built-in picture, Picture, Table, Chart, Graphs, and Organization Chart etc. 

 
4.  Electronic Spreadsheet 

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

 Creating, Opening and Saving Work Book 
 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 

 
----- 
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k|of]ufTds ;"rgf k|ljlw ;Lk k/LIf0fsf gd'gf k|Zgx¿  

(Sample questions of Information Technology Skill Test) 
 
1. tn lbOPsf] b]jgfu/L] Text  nfO{ cfwf/ dfgL 6fOk ug{'xf];\ .   [2.5 cÍ ]    -5 ldg]6_ 

-sDtLdf 150 zAbx? ePsf] b]jgfu/L] Text lbOg]5 ._ 

2. tn lbOPsf] c+u]|hL Text  nfO{ cfwf/ dfgL 6fOk ug{'xf];\ .   [2.5 cÍ]    -5 ldg]6_ 

-sDtLdf 200 zAbx? ePsf] c+u]|hL  Text lbOg]5 ._ 

-k|Zg g+= #, $, % / ^ sf nflu hDdf      10 ldg]6_ 

3. Perform the following in Word Processing:   [0.54 = 2 cÍ ]   
a. Copy and paste the English text typed in question no. 2 in a new document. 
b. Insert a table with 3 columns and 5 rows below the text. 
c. Insert a picture. 
d. Apply Page Border and save it. 

 

4. Prepare a presentation for the following information. [0.52 = 1 cÍ]    
 

(PSC: Independent Constitutional Body,  
Established: 15 June 1951,  
Functions: selecting meritorious candidates for civil service) 
 

5. Prepare the worksheet as below and insert suitable formula to calculate average salary.  
        [0.52 = 1 cÍ]     

S. No. Name Post Salary 
1 X JS    32,000.00  
2 Y US    27,500.00  
3 Z SO    24,500.00  

Average Salary:  
 

6. Perform the following:      [1 cÍ]   

Set www.psc.gov.np as home page in your internet browser. 
 
 
b|i6Jo M 

 Word Processing, Presentation system, Electronic Spreadsheet / Windows basic, Email and 
Internet cGtu{tsf feature x? ;dfj]z ePsf !) ldg]6df ;lsg] k|Zgx¿ ;f]lwg]5 . 

 

 

 

 

http://www.psc.gov.np/


nf]s ;]jf cfof]u 

ck|fljlws -k//fi6«, k|zf;g, n]vfk/LIf0f / ;+wLo ;+;b ;]jf_, /fhkqf+lst t[tLo >]0fL, zfvf clws[t jf ;f] ;/x kbsf] v'nf 

k|ltof]lutfTds k/LIffsf] kf7\oqmd  

Page 30 of 31 
 

c+u|]hL jf b]jgfu/L Typing Skill Test  sf] nflu lgb]{zgM– 

1=  b]jgfu/L Typing Skill Test sf] nflu !%) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 
ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 % eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 
 % jf ;f] eGbf a9L / &=% eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 
 &=% jf ;f] eGbf a9L / !) eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 
 !) jf ;f] eGbf a9L / !@=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 
 !@=% jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 
 !% jf ;f] eGbf a9L / !&=% eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 
 !&=% jf ;f] eGbf a9L / @) eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 
 @) jf ;f] eGbf a9L / @@=% eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 
 @@=% jf ;f]eGbf a9L / @% eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 
 @% jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

 
2. English Typing Skill Test sf] nflu @)) zAbx?sf] Pp6f Text lbOg]5 / b]xfo cg';f/ c+s k|bfg 

ul/g]5M–  

 z'4 zAb k|lt ldg]6 -Correct Words/Minute_ kfpg] c+s 

 ^ eGbf sd z'4 zAb k|lt ldg]6 afkt ) c+s 
 ^ jf ;f] eGbf a9L / ( eGbf sd z'4 zAb k|lt ldg]6 afkt )=%) c+s 
 ( jf ;f] eGbf a9L / !@ eGbf sd z'4 zAb k|lt ldg]6 afkt )=&% c+s 
 !@ jf ;f] eGbf a9L / !% eGbf sd z'4 zAb k|lt ldg]6 afkt !=)) c+s 
 !% jf ;f] eGbf a9L / !* eGbf sd z'4 zAb k|lt ldg]6 afkt !=@% c+s 
 !* jf ;f] eGbf a9L / @! eGbf sd z'4 zAb k|lt ldg]6 afkt !=%) c+s 
 @! jf ;f] eGbf a9L / @$ eGbf sd z'4 zAb k|lt ldg]6 afkt !=&% c+s 
 @$ jf ;f] eGbf a9L / @& eGbf sd z'4 zAb k|lt ldg]6 afkt @=)) c+s 
 @& jf ;f]eGbf a9L / #) eGbf sd z'4 zAb k|lt ldg]6 afkt @=@% c+s 
 #) jf ;f] eGbf a9L z'4 zAb k|lt ldg]6 afkt @=%) c+s 

3. c+u|]hL jf b]jgfu/L Typing df lbOPsf] Text nfO{ cfwf/ dfgL 6fOk u/]sf] Text ;Fu le8fO{ r]s ul/g]5 . 
lbOPsf] c+u|]hL jf b]jgfu/L Text df pNn]lvt :yfg adf]lhd k/LIffyL{x?n] cfkm\gf] Text df Punctuation 
6fOk gu/]sf] kfOPdf To;sf] zAbdf u0fgf ul/g] 5}g . tTkZrft lgDg Formula  k|of]u u/L z'4 zAb k|lt 
ldg]6(Correct words/minute) lgsflng]5 .  

 Formula: 

 z'4 zAb k|lt ldg]6 (Correct words/minute) =  (Total words typed − Wrong words)
5  
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;fd"lxs k/LIf0f (Group Test) 

;fd'lxs k/LIf0f JolQmTj k/LIf0f (Personality Test) sf] Ps c+z xf] . lghfdtL ;]jfsf] If]q lj:tf/ tyf 

sfo{ k4lt kl/jt{g ;d]t e}/x]]sf] ;Gbe{df g]kfn ;/sf/sf gLlt, of]hgf, sfo{qmd cflb dfly ljrf/–ljdz{, 5nkmn 

u/L ltgsf] cem} a9L k|efjsf/L tyf sfof{Gjog of]Uo ;dfwfg klxNofpg] ;DaGwdf pDd]bjf/x?sf] Ifdtf klxrfg 

ug'{ o; k/LIf0fsf] d"n dd{ xf] . . o;sf] nflu 5nkmn, ljrf/–ljdz{ u/L kl/l:ylt a'‰g ;Sg], lg0f{o lbg], hgtfnfO{ 

lqmofzLn agfpg], lrQ a'emfpg], lgwf{l/t nIo cg';f/ sfd ug]{÷u/fpg], h:tf sfdsf nflu n]vg Ifdtfsf 

;fy;fy} ;d:ofnfO{ oyfy{k/s 9+un] klxrfg ug{ ;Sg], jfsk6'tf, lzi6tf, ts{zlQmsf] klg cfjZostf kb{5 . 

 To;}n] o; k/LIf0fdf pDd]bjf/x?sf] jf}l4s Ifdtf, ;+rf/ ;Lk, ;d"x ultlzntf, Jojxf/, JolQmTj, dgf]j[lt, 

lqmofzLntf, lg0f{ozlQm, ;d:of ;dfwfg Ifdtf, g]t[Tj Ifdtf, ;do Joj:yfkg tyf JolQmTjdf ePsf cGo u'0fx?sf] 

cf+sng cyf{t k/LIf0f / d"NofÍg ug{sf] nflu pDd]bjf/x?nfO{ s'g} ;d;fdlos ljifo÷;jfn÷;d:ofdf ;fd"lxs 

5nkmn u/L k|efjsf/L / sfof{Gjog of]Uo ;dfwfg lgsfNg lbOG5 .  

 

;fd"lxs 5nkmn (Group Discussion) 
 

o; k|of]hgsf] nflu ul/g] k/LIf0f !) k"0ff{Í / #) ldg]6 cjlwsf] x'g]5 h'g g]tfljlxg ;fd"lxs 5nkmn 
(Leaderless Group Discussion) sf] ?kdf cjnDjg ul/g] 5 . lbOPsf] k|Zg jf Topic sf ljifodf kfn}kfnf];Fu 
lglb{i6 ;doleq ;d"xjLr 5nkmn ub}{ k|To]s pDd]bjf/n] JolQmut k|:t'lt (Individual Presentation) ug'{ kg]{5 
. o; k/LIf0fdf d"NofÍgsf] nflu b]xfo cg';f/sf] # hgfsf] ;ldlt /xg]5 .  

cfof]usf cWoIf jf ;b:o   – cWoIf 
dgf]lj1     – ;b:o 
bIf÷lj1 -! hgf_    – ;b:o 
 

;fd"lxs 5nkmndf lbOg] gd'gf k|Zg jf Topic 
 

pbfx/0fsf] nflu – phf{ ;+s6, u/LaL lgjf/0f, :jf:Yo aLdf, vfB ;'/Iff, k|ltef knfog h:tf Topics  dWo] s'g} 
Ps Topic dfq lbOg]5 . 
 

 

 

 

 


