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1.

2.

Introduction, identification, handling procedure and uses of different types of materials and
formats, which a secretary uses in his/her profession safely.

Introduction, identification, handling procedure and uses of different materials and formats,
which a secretary uses while managing an office.

Introduction, identification, handling procedure and uses of different types of office
equipment (computer, computer printer, photocopy, Lamination, fax, telephone,
duplicating machine, and spiral binding machine).

Introduction, identification, handling procedure and uses of different types of record
management.

Introduction, types and uses of computer.

Introduction, types and uses of operating system of Dos, Windows NT, MS Office (Word,
Excel, PowerPoint, Access), Photo Editing Software, Graphics, Basic Webpage, Email and
Internet

Communication

Introduction, Types, Use, Importance, Effect of communication gap, Email and Internet
Account and Inventory management

Account: Definition, Identification and uses of different formats

Inventory management: Definition, Identification and uses of different formats
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Contents
1. Windows basic
& Introduction to Graphical Unser Interface

& Starting and shutting down Windows
& Basic Windows elements — Desktop, Taskbar, My Computer, Recycle Bin, etc
& Concept of files and folders
& Searching files and folders
2. Word Processing
& Creating, saving and opening documents
& Typing in Devanagari and English
& Text formatting (font, size, color, underline, italic, bold, etc) and paragraph
formatting (alignment, indentation, spacing)
& Inserting header, footer, page number
& Page setting (margin, page size, orientation), previewing and printing of documents.
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