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låtLokq(Paper II): - 

sfof{no Joj:yfkg(OfficeManagement) 

v08 (A): 40 cÍ 

Section (A): 40Marks 
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1.  sfof{no Joj:yfkg 

1.1 sfof{no / sd{rf/L 

1.1.1 sfof{no(Office) : kl/ro, dxTj, sfo{ /k|sf/ 

1.1.2 ;xfos sd{rf/Lsf sfo{ / u'0fx? 

1.1.3 sfof{no ;|f]t ;fwg(Office Resources): kl/ro / k|sf/ 

1.1.4 sfof{nodfz~rf/sf dxTj, lsl;d / ;fwg 

1.2 sfof{no sfo{ljlw(Office Procedure) 

1.2.1 kq Jojxf/ (Correspondence) 

1.2.1.1 kl/ro, p2]Zo / lr7\L÷kqsf u'0fx? 

1.2.1.2 lr7\Lsf k|sf/ -k|of]u / k|fyldstfsf cfwf/df_ 

1.2.1.3 btf{ / rnfgL(Registration & Dispatch) 

1.2.1.4 ;"rgf(Information/Notice): kl/kq(Circular), tf]s cfb]z(Order) 

1.2.2 l6Kk0fL n]vg / l6Kk0fL tof/ kfbf{ Wofg lbg'kg]{ s'/fx? 

1.2.3 k|ltj]bgn]vg – kl/ro, tof/ kfb{f Wofg lbg'kg]{ s'/fx¿ / k|sf/ 

1.3 clen]v Joj:yfkg(Record Management) 

1.3.1 clen]v(Record) : kl/ro, p2]Zo / k|sf/ 

1.3.2 clen]v Joj:yfkgdf cfw'lgs k|ljlwsf k|of]u 

1.3.3 kmfOlnª(Filing): kl/ro, cfjZostf, ljlw Pj tl/sfx? 

1.3.4 cg'j|mdl0fsf(Indexing) sf kl/ro, dxTj / k|sf/ 

1.4 a}7s Joj:yfkg tyf lg0f{o clen]v (Minuting) 

1.5 hg;Dks{ / ;]jfu|fxL u'gf;f Joj:yfkgsf] tl/sf / ljlw 
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2.  ;+ljwfg / gful/s ;r]tgf 

2.1 g]kfnsf ;+ljwfg 

2.1.1 df}lns xs / st{Jo 

2.1.2 /fHosf lgb]{zs l;¢fGt, gLlt tyf bfloTj 

2.2 b]xfosf ;+u7gsf kl/ro tyf sfo{x? 

2.2.1 clVtof/ b'?kof]u cg';Gwfg cfof]u 

2.2.2 dxfn]vf k/LIfssf sfof{no 

2.2.3 k|b]z nf]s ;]jf cfof]u
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2.2.4 lgjf{rg cfof]u 

2.2.5 /fli6«o dfgj clwsf/ cfof]u 

2.2.6 k|wfgdGqL tyf dlGqkl/ifbsf sfof{no 

2.2.7 ;+3Lo dfldnf tyf ;fdfGo k|zf;g dGqfno 

2.2.8 ;+3Lo ;+;b ;lrjfno  

@=@=(   k|b]z g+=@ d'VodGqL tyf dGqL kl/ifb sf] sfof{no tyf dGqfnox? 

 k|b]z n]vf lgoGq0f sfo{no 

 d'Vo Gofolwstf sf] sfo{no  

 gLlt tyf of]hgf cfof]u 

 k|b]z ;ef tyf ;+;b ;lrjfno 

2.3 gful/s ;r]tgf(Civic  Conscience)  M rfl/lqs ljsf; (Character  Development), 

dfgjLo d"No dfGotf (Human  Values),  gful/s st{Jo / bfloTj (Civil  Rights  & 

Duties) tyf cg'zf;g / ;sf/fTds ;f]r (Discipline & Positive Thinking) 
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3.  ;fdfGo ul0ft 

3.1 ul0ftsf cfwf/e"tlj|mofx¿ tyf P]lsslgod (Fundamental Operations in Mathematics 

& Unitary Method) 

3.2 leGg, bzdnj, k|ltZft / cg'kft (Fraction, Decimal, Percentage& Ratio) 

3.3 Gffkmf, gf]S;fg / 5'6 (Profit, Loss & Discount) 

3.4 s/, sld;g / x|f;s§L (Tax, Commission & Depreciation) 

3.5 ;fwf/0f Aofh / ldl>t Aofh(Simple Interest& Compound Interest) 

3.6 cf};t(Average) 

3.7 3/fo;L cªsul0ft (Household/Home Arithmetic) : lah'nL, kfgL / 6]lnkmf]gsf] dx;'n 

tyf d'b|f ljlgdo ;DaGwL (Simple problems related electricity, water and telephone 

bills and money exchange) 

3.8 If]qldlt (Mensuration): nDjfO, rf}8fO{, kl/ldlt, If]qkmn / cfotg(Length, Breadth, 

Perimeter, Area & Volume) 
 

 

======== 

b|i6Jo M plNnlvt ljifo;Fu ;DalGwt ;+j}wflgs Joj:yf / ;DalGwt P]g tyf lgodfjnLsf af/]df ;fdfGo 

hfgsf/L /fVg kg]{5 . 

  


