
¼30½VªsM & Vad.k fgUnh ,oa vaxzsth   
d{kk& 12 

 
 dksfoM&19 egkekjh ds dkj.k “kSf{kd l=&2021&22 esa fo|ky;ksa esa iBu&ikBu dk dk;Z u gks ikus 
dh fLFkfr esa lE;d fopkjksijkUr fo’k; fo”ks’kKksa dh lfefr }kjk fuEuor~ 30 izfr”kr ikB~;dze de fd;s tkus 
dh vuq”kalk dh x;h gS %& 

izFke iz'u&i= 

3&Hkkjrh; cgh[kkrk i)fr ds lS)kfUrd v/;;u vkSj cfg;ksa dk iz;ksxA  

f}rh; iz'u&i= 

1&dEiuh ds vfUre [kkrs ¼dEiuh vf/kfu;e] 1956 ds vuqlkj½ 

rr̀h; iz'u&i= 

3&chtd ¼ns'kh rFkk fons'kh½ rFkk fcØh fooj.k rS;kj djukA         

prqFkZ iz'u&i= 

bdkbZ&2&   

 eqfnzr izk:iksa dk Vad.k tSls chtd] fcy] fu[kZ] Vs.Mj] rkj vkfnA 

 Vkbi e'khu ij lkspdj Vkbi djuk] Vsi fd;s gq;s fo"k; ls Vkbi djukA 

iape iz'u&i= 

(b) personal habits and work habits, Personal appearance, willingness, promptness, 
initiative, Trust worthingess, Punctuality etc. 

 Following instructions/directions. 

mi;qZDr ds vuqdze esa 70 izfr”kr dk ikB~;dze fuEuor~ gS&  

izFke iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&I½ 

vf/kdre vad&60 

U;wure vad&20 

 1&izs"k.k] la;qDr lkgl [kkrs] pkyw fglkc vkSj vkSlr Hkqxrku fof/kA 30 

 2&lk>snkjh QeZ ds [kkrs&izos'k fuof̀Rr] èR;q rFkk lk>snkjh lekiu dh n'kk esaA 30 

f}rh; iz'u&i= 

¼cgh[kkrk rFkk ys[kk'kkL=&II½ 

vf/kdre vad&60 

U;wure vad&20 

1&dEiuh [kkrs&va'kksa dk fuxZeu rFkk vkgj.k] cksul va'k] _.k&i=ksa dks fuxZeu ,oa 'kks/kuA 40 



2&bdgjk ys[kk iz.kkyh m/kkj] Ø; ,oa foØ; fudkyuk] ns; fcy ,oa izkIr fcyA 20 

rr̀h; iz'u&i= 

¼O;kolkf;d ,oa dk;kZy; laxBu½ 

vf/kdre vad&60 

U;wure vad&20 

1&dk;kZy; miØe&Je] cpr] midj.kA 30 

2&foi.ku ds ek/;e&Fkksd O;kikj] QqVdj O;kikj] Jà[kyk nqdkusa] foHkkxh; Hk.Mkj] Mkd }kjk O;kikjA 30 

prqFkZ iz'u&i= 

¼Vad.k fgUnh rFkk vaxzsth½ 

vf/kdre vad&60 

U;wure vad&20 

bdkbZ&1& 20 

LVsfUly dkVuk&fjcu dks gVkuk vFkok fjacu lsV esa ifjorZu djuk] fo"k;oLrq dks Bhd :i ls O;ofLFkr 
djuk] izwQ jhfMax ,oa la'kks/ku nzO; }kjk lq/kkj] fofHkUu izdkj ds midj.kksa dk iz;ksx tSls&LVkbYl isu] Ldsy] 
LysV ,oa gLrk{kj IysVA 

bdkbZ&3& 20 

Vkbi fd;s gq;s izi= dh xfr x.kuk] xfr izfr;ksfxrk ,oa Nk=ksa dks Hkkjrh; ,oa fo'o Vad.k ds fjdkMZ dk Kku 
djkukA 

bdkbZ&4& 20 

Vadd ds O;fDrxr dk;Z ,oa vknrsa] O;fDrxr xq.k&LosPNk] 'kh?kzrk ,oa vkns'kksa dk ikyuA 

uksV&bl iz'u&i= esa dsoy lS)kfUrd ¼fyf[kr½ iz'u iwNs tk;asxs  Vkbi e'khu dk iz;ksx iz;ksxkRed ijh{kk esa 
gh fd;k tk;sxk gSA 

 

iape iz'u&i= 

¼Vad.k fgUnh ,oa vaxzsth½ 

vf/kdre vad&60 

U;wure vad&20 
 

 Unit 1--(a) Typing on printed for like invoices, bills quotations tenders indexcards telegrams 
etc.   20 

 (b) Composing at the typewriter (using type writing as a writing tools), drafting the 
subject matter at type writer directly. 

 Typing from recorded tapes. 



 Unit 2--(a) Producting Typing. Typing of simple and confuse manuscript. 20 

 Typing of orders circulars notice memoranda notes, advertisements interview letters 
appointment letter etc. Typing of bibliography. 

 Type on graph papers. 

 (c) Care and maintenances of typewriter, oiling and cleaning of the machine change of 
ribbon, minor repair work. 

 Unit 3--(a) Calculation of speed straight copy typing (GWAM, CWAMJ and NWAM and 
production typing G-PRAM and N-PRAM) and MWAM. 20 

 speed competition, Indian and word records in typing. 

 


