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Hkksiky fnukad 28-4-10
izfr]



dysDVj@ftyk dk;ZØe leUo;d]

ftyk -------------------------- ¼leLr½ 

e/;izns'k
fo"k; %&
ftys esa 2013 ckjgeklh lM+d ;kstuk gsrq MkVk ,UVªh vkijsVj de dk;kZy; lgk;d dh lafonk fu;qfDr fd;s tkus ds laca/k easA




fo"k;karxZr ys[k gS fd 2013 ckjgeklh lM+d ;kstuk gsrq izR;sd ftys esa dk;Zikyu ;a=h] xzkeh.k ;kaf=dh lsok ds dk;kZy; esa 1 MkVk ,UVªh vkijsVj de dk;kZy; lgk;d rFkk ifj"kn ds vkns'k Ø- 3314 fnukad 3-4-2010 }kjk Lohd`r 14 izkstsDV eSustesaV ;wfuV ¼jktx<+] lruk] flouh] mefj;k] iUuk] neksg] ckyk?kkV] lkxj] fofn'kk] tcyiqj] jk;lsu] gksa'kxkckn] fNanokM+k ,oa ujflagiqj ftyk½ esa 2&2 MkVk ,UVªh vkijsVj de dk;kZy; lgk;d dh lafonk ij fu;qfDr dh tkuk gSA 


p;u ds fy;s laiw.kZ dk;Zokgh ftyk dk;ZØe leUo;d dh vksj ls izkf/kd`r vf/kdkjh dk;Zikyu ;a=h xzkeh.k ;kaf=dh lsok }kjk dh tkosxhA vH;fFkZ;ksa ds lk{kkRdkj vkfn ds mijkar esfjV ,oa izrh{kk lwph dk uLrh esa vuqeksnu ftyk dk;ZØe leUo;d ls izkIr dj ifj.kkeksa dh ?kks"k.kk dh tkosxhA esfjV lwph rFkk izrh{kk lwph dks dysDVj dk;kZy;] ftyk iapk;r dk;kZy; rFkk dk;Zikyu ;a=h] xzkeh.k ;kaf=dh lsok ds dk;kZy; esa lwpuk iVy ij iznf'kZr fd;k tkosxkA vH;FkhZ ds inHkkj xzg.k djus ij lafonk 'krksZ dk vuqca/k ftyk dk;ZØe leUo;d ,oa vH;FkhZ ds e/; laikfnr fd;k tkosxkA

MkVk ,UVªh vkWijsVj de dk;kZy; lgk;d dh fu;qfDr ds laca/k esa fuEukuqlkj fn'kk&funsZ'k izlkfjr fd, tkrs gS %&

1-1
lacaf/kr ftyksa esa gh MkVk ,UVªh vkijsVj de dk;kZy; lgk;d ds inksa ij 
fu;qfDr dh dk;Zokgh dh tkuk gSA 
1-2
MkVk ,UVªh vkijsVj de dk;kZy; lgk;d in gsrq U;wure vk;q fnukad 1-6-2010 
dks 
21 o"kZ ls de rFkk 40 o"kZ ls vf/kd ugha gksuk pkfg;saA
1-3
inksa ij fu;qfDr iw.kZr% lafonk ij 2 o"kZ ds fy, dh tkosaxhA lafonk dh vof/k 
vH;FkhZ }kjk inHkkj xzg.k djus ds fnukad ls ekU; gksaxhA 

1-4
lafonk gsrq fu;qfDr dh 'krsZa ,oa vuqca/k i= dk izk:i layXu gSA 
1-5
jkstxkj xkjaVh ;kstuk ds varxZr izR;sd ftys esa MkVk ,UVªh vkijsVj ds 2&2 in 
Lohd`r gS rFkk iniwfrZ gsrq ftyk dk;ZØe leUo;d dks vf/kdkj izR;k;ksftr fd;s x;s 
gSA p;u gsrq ftyk Lrj ds vkj{k.k jksLVj dk ikyu fd;k tkuk gSA ckjgeklh lM+d 
;kstukarxZr ih,e;w ftys esa vH;fFkZ;ksa ds ekfld lafonk ikfjJfed dk  Hkqxrku 
jkstxkj xkjaVh ;kstuk ls gksus ds dkj.k p;u gsrq ftyk Lrj ij jksLVj iz.kkyh 
vuqlkj] vkj{k.k O;oLFkk jgsxhA blds fy;s jkstxkj xkjaVh ;kstuk rFkk ckjgeklh 
lM+d ;kstuk ds varxZr MkVk ,UVªh vkijsVj ds dqy fjDr inksa ij ftyk Lrj dk 
vkj{k.k jksLVj ykxw gksxkA
1-6
MkVk ,UVªh vkijsVj de dk;kZy; lgk;d ij iz'kklfud fu;a=.k dk;Zikyu ;a=h dk 
gksxkA osru dk Hkqxrku dk;Zikyu ;a=h }kjk fd;k tkosxkA

1-7
MkVk ,UVªh vkijsVj de dk;kZy; lgk;d ds inksa ij gksus okys O;; ftys ds 
egkRek xka/kh jk"Vªh; xzkeh.k jkstxkj xkajVh Ldhe&e-iz- varxZr 6 izfr'kr 
iz'kklfud 
en ls fodyuh; gksxkA

1-8
p;fur vH;FkhZ ,oa dysDVj@ftyk dk;ZØe leUo;d ds e/; vuqca/k fd;k tkosxkA

2-
p;u lfefr %& 


v/;{k %& eq[; dk;Zikyu vf/kdkjh] ftyk iapk;r


lnL; %& dysDVj }kjk ukekafdr izfrfuf/k tks fMIVh dysDVj ds in ls vU;wu Lrj 
dk u gks] ftyk lwpuk vf/kdkjh] jk"Vªh; lwpuk dsUnz  ¼MhvkbZvks&
,uvkbZlh½] 
dEI;wVj lkbaZal@vkbZVh fo'ks"kKrk izkIr fo'ofo|ky; vFkok dkyst ds nks izksQslj ,oa 
dk;Zikyu ;a=h ¼xzk-;k-ls-½
3-
vH;fFkZ;ksa dh fu;qfDr mijkar muds vuqHko izek.k i= dk lR;kiu ,oa iqfyl }kjk 
pfj= lR;kiu vko';d :i ls djk;k tkosaA ;fn lR;kiu esa izfrdwy fVIi.kh izkIr 
gksrk gS rks lafonk lsok lekIr dj nh tkosaA
4-
MkVk ,UVªh vkijsVj de dk;kZy; lgk;d gsrq lafonk ekfld ikfjJfed dh 
x.kuk osrueku 4000&6000 ds U;wure ij eagxkbZ osru ,oa eagxkbZ HkRrk tksM+dj 
fn;k tkosxkA 

¼tSls & 4000 $ 2000 ¼50 izfr'kr eagxkbZ osru½  $ 2820 ¼47izfr'kr eagxkbZ HkRrk½ = 
:i;s 8]820@& izfrekg
5-
jkT; 'kklu ls ekU;rk izkIr laLFkk ls dEI;wVj ijh{kk mRrh.kZA bl laca/k esa 
lkekU; iz'kklu foHkkx ds Kki Ø- lh@3&11@08@3 ,d] Hkksiky fnukad            
12-6-09 esa mYysf[kr laLFkkvksa esa fdlh ,d laLFkk ls dEI;wVj ijh{kk mRrh.kZ djuk 
vko';d gksxk%&


(I)  
Diploma from all Universities recognized by UGC.


(II) 
Diploma from all open Universities recognized by UGC.


(III) 
Diploma level examination from DOEACC


(IV)
Modern office management course from Govt. Polytechnic college.
6-
MkVk ,UVªh vkWisjVj ds in gsrq fuEukafdr vfuok;Z ;ksX;rk,a gksuh pkfg,A ftyk Lrj 
ij vU; ;ksX;rkvksa dks Hkh vko';drkuqlkj tksM+k tk ldrk gSA 
	in la[;k
	'kS{kf.kd ;ksX;rk
	vuqHko

	izR;sd dk;Zikyu ;a=h] xzk-;k-ls-] dk;kZy; gsrq 1 in

izR;sd PMU dk;kZy; gsrq 2 in 
	fdlh Hkh fo"k; esa U;wure 50 izfr'kr vadks lfgr Lukrd ,oa dEI;wVj ,Iyhds'ku esa ikWyhVsfDud fMIyksek DCA / PGDCA / DOEACC Level izek.k i= gksuk vfuok;Z gSA e-iz-'kklu ds fgUnh 'kh?kzys[ku ,oa eqnzys[ku ijh{kk esa fgUnh eqnzys[ku ijh{kk mRrh.kZA vaxzsth eqnzys[ku ds Kku dks izkFkfedrk nh tkosxhA 
	fdlh foHkkx@fuxe@   e.My@miØe@vk;ksx@ QeZ vFkok 'kkldh; vFkok v'kkldh; laLFkk esa MkVk ,UVªh ds dk;Z ,oa bUVjusV dk;Z dk U;wure 03 o"kZ dk vuqHko vfuok;Z gSA


p;u izfØ;k %&

dEI;wVj dkS'ky ijh{kk gsrq fuEu ekin.M dk ikyu djrs gq, lHkh vkosndksa dks fuEukuqlkj vad iz.kkyh ls p;fur fd;k tk,xkA

1-
lk{kkRdkj






10 vad

2-
dEI;wVj fLdy





45 vad


Obejctive Type Questions (10 Que)


10 vad


MS - Excel





15 vad


Internet





10 vad


Power Point Presentations



10 vad

3-
fgUnh Vk;fiax






20 vad

4-
vaxzsth Vk;fiax





15 vad

5-
,dsMfed fjdkMZ





05 vad

6-
vuqHko







05 vad


dqy







100 vad


mijksDr vadksa dks iznk; djus ds fy, foLr`r iz.kkyh fuEukuqlkj fu/kkZfjr dh xbZ gS &


lk{kkRdkj & lk{kkRdkj lfefr ds izR;sd lnL; }kjk 10&10 vadks esa ls vad fn; tkosaxssA lk{kkRdkj mijkar izR;sd vH;FkhZ dks lk{kkRdkj lfefr }kjk fn;s x;s vadks dk vkSlr ds vk/kkj ij vafre vad fn;s tkosaxsA

dEI;wVj fLdy & dqy le; & 45 fefuV


Objective Tpye Questions (10 Que) & dqy 10 iz'u gksaxsA izfr iz'u 1-0 vad gksaxsA


MS - Excel & bl gsrq MS Excel esa ,d MkVk Vscy rS;kj dh tkosxhA ftlesa 03 dkWye esa MkVk fn;k x;k gSA 'ks"k 06 dkWye esa MkVk Hkjus gsrq QkewZyk dk mi;ksx fd;k tkuk gS] ftldk fooj.k funsZ'kksa ds :i esa MkVk Vscy esa fn;k x;k gSA

vad iznku djus ds fy, MkVk Vsfcy cukus ,oa 03 dkWye esa] tks MkVk fn;k x;k gS mls lgh&lgh Hkjus ij 1-0 vad izfr dkWye fn;k tkosxkA 'ks"k 06 dkWye esa QkewZyk dk mi;ksx dj lgh MkVk Hkjus ij 2 vad izfr dkWye fn;k tkosxkA bl izdkj ¼1 X 3 + 2 X 6 = 15½ 15 vadksa esa ls izkIrkad fn, tkosaxsA


Internet & vH;FkhZ dks fn, bZesy irk ij tkdj okafNr tkudkjh dks MkmuyksM dj fizVvkmV nsuk gksxkA bl gsrq 10 vad fn, tk,axsA


Power Point Presentations & izLrqfrdj.k gsrq 04 LykbZM cukuk gksaxh izR;sd LykbZM ds fy, 2-5 vad gksaxsA bl izdkj dqy 10 vad iznk; fd, tkosaxsA

fgUnh Vk;fiax & bl gsrq 400 'kCnksa dk ,d vkys[k rS;kj fd;k x;k gSA ftls Vkbi djus gsrq 10 fefuV dk le; fn;k tkosxkA fu/kkZfjr le; esa iwjs 400 'kCnksa dks =qfVghu VkbZi djus ij 20 vad iznku fd, tk,axsA bl gsrq igys iwjs 400 'kCn Vkbi djus ij 20 vad iznku fd, tk,axsA vU;Fkk 400 'kCn ds vkuqikfrd vad iznku fd, tk,axsA blds vykok xyfr;ka djus ij] dh xbZ xyfr;ksa vkSj VkbZi fd, x, 'kCnksa ds vuqikr esa izkIrkad dks de fd;k tk,xkA mnkgj.kkFkZ fdlh vH;FkhZ }kjk fu/kkZfjr le; esa 300 'kCn Vkbi fd, vkSj 20 xyfr;ka dhA rks mls 300 'kCn Vkbi djus ds fy, 300@400 X 20 ¾ 15 vad iznku fd, tk,axsA rFkk 20 xyfr;ksa ds 20@300 X 15 ¾ 0-99 vad de fd, tk,axsA bl izdkj vH;FkhZ dks 15&0-99 ¾ 14-01 vad iznku fd, tk,axsA

vaxzsth Vk;fiax &  bl gsrq 150 'kCnksa dk ,d vkys[k rS;kj fd;k x;k gS] ftls Vkbi djus gsrq 05 fefuV dk le; fn;k tk,xkA fu/kkZfjr le; esa iwjs 150 'kCnksa dks =qfVghu VkbZi djus ij 15 vad iznku fd;s tk,axs vU;Fkk igys iwjs 150 'kCnksa Vkbi djus ij 15 vad iznku fd, tk,axs vU;Fkk 150 'kCn ds vuqikr esa vad iznku fd, tk,axsA blds vykok xyfr;ka djus ij] dh xbZ xyfr;ksa vkSj VkbZi fd, x, 'kCnksa ds vuqikr esa izkIrkad dks de fd;k tk,xkA


mnkgjk.kkFkZ fdlh vH;FkhZ }kjk fu/kkZfjr le; es a120 'kCn Vkbi fd, vkSj 10 xyfr;ka dh rks mls 120 'kCn Vkbi djus ds fy, 120@150 X 15 ¾ 12 vad iznku fd, tk,axs rFkk 10 xyfr;ksa ds 10@120 X 12-99 ¾ 0-50 vad de fd, tk,axsA bl izdkj vH;FkhZ dks 12-00 & 0-99 ¾ 11-01 vad iznku fd, tk,axsA

,dsMfed fjdkMZ &  bl gsrq dqy 05 vad j[ks tk,axsA ftlesa ls 02 vad xzstq,'ku ds izkIrkadks ds izfr'kr dks 02 vad ls xq.kk dj iznku fd;k tkuk gSA 'ks"k 03 vad rduhdh f'k{kk ds fy, gksaxsA 03 vadksa esa ls 2-5 vad PGDCA/DCA/Polytechnic Diploma/DOAEC Level ds vH;fFkZ;ksa dks iznku fd, tkosaxsA e/;izns'k 'kklu] 'kh?kzys[ku ,oa eqnzys[ku ijh{kk mRrh.kZ vH;FkhZ dks 0-5 vad vaxzsth Vk;fiax ds fy, fn, tkosaxsA

vuqHko &  bl gsrq dqy 05 vad j[ks tk,axsA vadksa dk forj.k fuEukuqlkj gksxk &



0 ls 3 o"kZ rd 

&

0 vad



3 ls 4 o"kZ rd

&

2 vad



4 ls 5 o"kZ rd

&

4 vad



5 ls vf/kd rd

&

5 vad



mijksDrkuqlkj izR;sd vH;FkhZ dks 45 fefuV dh izk;ksfxd ijh{kk ,oa lk{kkRdkj esa izkIr vadksa ds vk/kkj ij vH;FkhZ dk p;u fd;k tkosaA



d`i;k mijksDr funsZ'kksa dk ikyu lqfuf'pr fd;k tkosaA
¼f'ko 'ks[kj 'kqDyk½

eq[; dk;Zikyu vf/kdkjh

e-iz-jkT; jkstxkj xkjaVh ifj"kn

Hkksiky
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Hkksiky fnukad 28-4-10
izfrfyfi%&

1-
dfe'uj] leLr laHkkx dh vksj lwpukFkZA

2-
eq[; dk;Zikyu vf/kdkjh@vfr-ftyk dk;ZØe leUo;d] ftyk iapk;r ¼leLr½A

3- 
lapkyd] egkRek xka/kh jkT; xzkeh.k fodkl izf’k{k.k laLFkku] vk/kkjrky tcyiqj] dh vksj lwpukFkZA
4-
dk;Zikyu ;a=h] xzkeh.k ;kaf=dh lsok] ftyk ¼leLr½


-
eq[; dk;Zikyu vf/kdkjh

e-iz-jkT; jkstxkj xkjaVh ifj"kn
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