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Secretary
Introduction, Ethics, Qualities, Characteristics, Functions of a Secretary
Office
Introduction, Types, Functions, Location, Layout.
Office Management
Introduction, Need, Important, Elements
Office Equipment
Introduction, Different Types (computer, photocopy, Lamination, fax, telephone,
duplicating machine, typewriter / computer, and spiral binding machine),
Uses of office equipment
Safety handling of office equipment
Procedure of office equipment uses
Typing/computing procedure and skill
Record management
— Record, Definition, types, Importance, -
— Record Management, definition, importance,
—  Procedure of record Management
Filing: definition, system, types, importance, procedure
Indexing: definition, system, types, importance
Computer
Definition, types, history, uses, characteristics, Dos, Windows NT, M S Office (Excel,
Word, Excel, Power Point, Access) Adobe PageM aker, Adobe Photoshop, Graphics,
Email and Internet
Communication
Introduction, Types, Use, Importance, and means of Communication, Effects of
communication gap, Email and Internet
Account and I nventory management
Account: Definition, single & double entry system, Journal, PL account, Trail account,
Government account system, Different account system used in Nepal (Bank, hotel),
I nventory management: Definition of Inventory, Management of inventory.

Instructional Skills
* Develop a lesson plan
e Develop a session plan (5D method)
* Demonstrate a skill
* Use basic platform skills
* Give an illustrated talk
* Prepare wall charts / flip charts
» Develop PowerPoint slides
» Develop performance guide
* Develop product rating instrument
» Construct knowledge test
» Develop multiple -choice test items.
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