


ATgR I FOAT qAT Ul I B | TS FACS LATAT T
frgformereent Sfes TomEeTs UrEst T TR SIS U TSR ATIYHHAT B
| TIHA HeAUTeHTSTe Tt ShRiRd hiuRIgeaTs vt T T9TahRT
SIS HTeget Gfaferent SATTTaehdl g Td HelT TavTehl To ITdehl HUAT hIg
Fr-E T ATE TUR HIHURT S |

w.9.f& wETres ST A AYE T AT oSt ATeRT UEEs (TTfofereh Ueg%dateeh) i
T TP TANT ral=eft UTGashiehl STTEUT TRUHT T | TEqd UTGASHART TANT
Ui frafoemeaaers IemEe i SrTEaeT A HaW ikl TN T 98w
FAVTHRT ITCTSUAT S | TH TEIT UTGATHATS SHAT: HaT- TAIehT Ta9Td
Pre-requisite T EIHT TI'F@'QEIﬁ‘ B

HEF TART Frarell Fenl THeor W arg 3ERUHT IWEaRAs A4
g e afEAfeTa TWEAD | 99 ThRTEmehT TieimdT Hreet TanT dvarell
ATYRTA [ gare fo freafa afear 30 fimearaent whan swgawe
FHFIR TE A7 D | HFIR TART et Aeh! THAUIRT AT afteqrent
YUITER A UgEGeRT HIHT Yo T ITIUIGH R0 TS | Ih THATHT R0 FgH TH
T T TEEARETE forRaw wheT wftafE TS | zrﬁasmﬁm'a
mmnﬁmwm%ﬁaﬁmﬁﬁamqﬁwwmﬂﬁﬁﬁq
|



Essential Computer Knowledge and Skill for MWU Staff
(Assistant and Head assistant or equivalent)
Full Marks : 50
Pass Marks : 20

1. Basic Knowledge of Operating

a)Microsoft Windows
-Desktop, Taskbar, My Computer, Recycle bin, Briefcase -Starting and
shutting down windows
- Folders and file management with Windows Explorer
- Customizing windows - installing fonts, display setting, installing and
un-installing software
-Windows application
-Notepad, Word pad, Paint brush, MS DOS Prompt, Calculator and
other tools.

2. Application Programs and Installation
a) Microsoft Office

e MS Word

— Creating, saving and opening the document.

— MS Word Environment (Menu, Toolbars, Status bar, Rulers, Scroll bar
etc.)

— Coping, Moving, Deleting and Formatting Texts — Using various Nepali

fonts

e MS Excel
— Organization of excel spreadsheet (cells, rows, columns worksheet)

— Elements of MS Excel environment (Menu, Tools bars, Status bar,
Rulers, Workspace)
- Formatting, editing, coping, moving, deleting cell contents, setting
header and footer, sorting and filtering data.
— Using formula, calculating and creating charts from excel data and
graphic presentation.
— Page setting.

* MS Power Point

— Creating, updating power point slides.

— Inserting graphic in the slides.

— Slide show

— Background, Auto content wizard and Auto clipart
— Custom Animation



b) Simple photo editing software
— Toolbar shortcut, Channel Platte, Prepare images, JPEG file, printing

¢) Email / Internet

- Create, send and receive emails

— Attach files to internet emails

— Manage e-mail in different folders.

— Open Internet browser and search different contents in the web.

d) Antivirus programs
— Scan drives, pen drive etc.

3. Typing Speed

- Formatting various Devanagari fonts |/ Font changing, typing skill in
Nepali and English, Colours (Foreground colour, Background color)

- Insertion of Objects, Images and Graphs etc.

- Use Typeshala Software Package.

4. Basic Knowledge of Print and Printing Documents

- Printer /Scanner Installation: Printer / Scanner Driver, Default Printer

- Printing of documents using different types of printers , scanning of
document, photographs and use of scanned documents and photos.

- Setting printers (for different paper size, layout etc).

Evaluation Methods
Practical work of all the units.




Essential Computer Knowledge and Skill for MWU Staff
(Officer Level) General Administration
Full Marks : 50
Pass Marks : 20

1. Basic Kowledge of Operating System.
- Microsoft Windows and their versions.

2. Detailed knowledge of essential application programs
Example

a) Microsoft office package (Ms Word, Ms Excel, Ms Power Point and MS
Access)

b) Data base programs

c) Essential photo editing programs (Paint brush, Abobe Photoshop,
Micro media freehand package etc.)

3. Knowledge to backup data and store them for further uses.
4. Printing and scanning knowledge.
5. Internet and E-mail uses for different official purposes.

Evaluation Methods
Practical test of all the topics.

Example:
-Type letters using MS Word in Nepali and English scripts.

-Maintain the database of MWU staff using Ms Excel [ Access.
-Design Pvc card using appropriate program.

-Prepare slides of MWU structure and present them.



Essential Computer Knowledge and Skill for MWU Staff
(Officer Level) Account Officer

Full Marks : 50
Pass Marks : 20

1. Basis Knowledge of operating systems.
— Microsoft Windows and their versions.

2. Detailed knowledge of essential application programs
Example

a) Microsoft office package (MS Word, MS Excel, MS Power Point and
MS Access.

b) Data base programs (D base and FoxPro)

c) Essential photo editing programs (Paint brush, Adobe Photoshop,
Macromedia, Freehand package etc.)

3. Knowledge to backup data and store them for further uses.
4. Printing and scanning knowledge.

5. Preparation of the balance sheet using computer.

6. Knowledge of statistical analysis package such as tally. 7.
Check any financial data prepared by sub-ordinate staff.

8. Prepare small programs packages using
(a) Ms Access (b) Ms Excel
(c) Dbase (d) FoxPro, etc

9. Printing and scanning knowledge.
10. Knowledge of Internet and e-mail.
Evaluation Method
Practice test of all the topics

Example
-Typing letters using MS Word in Nepali & English.

-Prepare the list of the MWU faculty and staff using Ms Excel and present
their

(a) names in alphabetical order (b) status (c) salary

(d) tax and (e) phone number.



-Type an invitation letter to the VC and the Registrar of the university to
attend the campus day ceremony.

-Preparation of statistical data of the current financial condition of the
campus/ university. Using any program to generate the data and
essential graphs.

-Make a salary sheet of the staff and faculty of a campus. -Develop a
small program to prepare the salary sheet and get a person's detailed
status.
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1. Sources and Types of information
a. Documentary sources

b. Non-Book materials.

¢. A/v and Electronics sources

d. Human and institutional sources

2. Library and Society

a. History and development of libraries and their role in modern society
b. Types of libraries, their aims, objectives and functions.

c. Laws of Library Science

d. Library activities of UNESCO & IFLA

e. Book Publishers Association & Books Development Council.

3. Library Management
a. Definition of library management, nature, purpose and functions.
b. Planning :

1. Library Building

2. Library Space

3. Library Furniture

4. Library Staff

5. Library Budget
c. Library House Keeping Functions

1. Collection Development



2. Book Selection & Acquisition

3. Maintenance: Book Binding (Book Preservation)
4. Book Circulation and Charging System

5. Library Committee & Library Rule

4. Library Cataloguing & Indexing Systems

a. Need, Purpose and Functions of Library

b. Types of Catalogue & Physical Forms of Catalogue

c. Data elements in different types of entries

d. Indexing Systems: Chain Procedure, PRECIS and POPSI
e. Card Filing:

5. Library Classification & Information Processing
a. Definition, Need, Purpose & Functions
b. History & Theory of Classification
¢. Knowledge of DDC, CC & UDC
Analytic - Synthetic scheme of classification
- Postulation Approach
- Fundamental Categories
- Call Number

6. Information & Services

a. Reference & Information Services

b. Definition and Types of Reference Services
¢. Current awareness services

d. Selective dissemination of information (SDI)
9T AT
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Bibliography and Documentation

. Needs, Functions and Types of Bibliographies

. Bibliographic Service

. Definition Scope, Functions of Documentation

. Abstracting Techniques and Types of Abstracts
. Tools and Techniques of Indexing & Abstracting

. Library automation

. Definition, Need, Purpose and Functions

. Designing Bibliographic Databases

. Integrated Library Automation Software and different modules
. OPAC

. MARC and OCLC

. Information and Communication Technology (ICT)
. Need and Purpose of ICT in Libraries

. Online Database, Webpage Design

. Free and Open Source Software (FOSS)

. Open Access and Digitization

. Role of Libraries in Research & Education

. Academic libraries and Formal Education

. Informal Education and Role of Public Libraries

. Research Methodology and Library Science Education
. Role of user education in research

Open Access and Research



5. Library and Information Service of Nepal
a. History of libraries and library Science Education in Nepal.
b. National Library and Academic Libraries of Nepal
c. Bibliographic Control Mechanism in Nepal
- National Union Catalogue
- Nepalese National Bibliography
- ISBN System in Nepal
d. Information Literacy in Nepal
e. Copy Right Act implementation in Nepal .

6. E. Libraries

a. Need, Importance and justification of e. libraries

b. Different Component needed to establish e. libraries
c. State of e. libraries in Nepal.

d. Free e-resources

- AGORA

- HINARI

- OARE

- DOAJ
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o) @'IHTHC\?I"\‘ (Chart of Account)

m TETHT TR U2 Tt ATa= (Income Recognition and Measurement)

Y) AITd MOTAT (Costing Technique)

$) WWW%@;&W (Cost Volume Profit Analysis)

) Fa=ueT AT soaedTUsha SETeRl ST (Managerial Accounting

Techniques for Control)

2. Torgforener™ orar avare fawr

=) fergferamesr @mﬁ (University Chart of Account)
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1. Introduction to Library Sciences
® Meaning and Definition of Library Science
® Laws of Library Science
® History and development of Libraries

® Documentation, Human and Institutional Sources

2. Library Management and Planning
® Nature and Significance of Library Management
® Library Planning (Building, Space, Furniture, Staff and Budget)
® Books Selection and Acquisition

® Books Binding, Book Preservation, Circulation and Charging
System

® Functions of Library Committee

3. Library Cataloguing and Indexing System
® Nature and Types of Cataloguing
® Data Elements in different types of Entries
® Indexing System :Chain Procedure, PRECIS and POPSI
® (Card Filing



4. Information and Communication Technology (ICT)
® Need and Importance of ICT in Nepalese context
® Online Database and Webpage designing
® Free and Open Source Software (FOSS)

® Open Access and Digitization

5. Bibliography and Documentation
® Bibliographic Services
® Definition, Scope and Functions of Documentation
® Nepalese National Bibliography
® [ISBN System in Nepal
® Copy Right Act Implementation

® E-Libraries in Nepal
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1. Health and safety in laboratories
a. Accident in the laboratories

b. Common laboratory hazards

¢. Code of safe laboratory practice

d. Personal safety measures and safety precaution

2. Quality control in laboratory

a. Quality assurance in laboratories

b. Standard operation procedure (SOP)
¢. Quality control in laboratories

3. Important responsibilities of laboratory assistant.

a. Assist in the establishment, integration , and management of laboratories.
b. Prepare, apply, and update standard operating procedures for (SOPs) for
laboratories.

¢. Implement and monitor safe working practices and investigate laboratory
accidents.

d. Inspection for equipment and reagents

e. Help students in practical

4. Importance of laboratory practice in Nepal .



a. Quality
b. Efficiency
c. cost-effectiveness

d. Planning and management of health care.

5. Code of professional conducts of laboratory Assistant.
a. Quality and integrity of laboratory services

b. Professional judgment, skill, and care.

c. Good student relationship .
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6. Introduction to Library Sciences
® Meaning and Definition of Library Science
® Laws of Library Science
® History and development of Libraries

® Documentation, Human and Institutional Sources

7. Library Management and Planning
® Nature and Significance of Library Management
® Library Planning (Building, Space, Furniture, Staff and Budget)
® Books Selection and Acquisition

® Books Binding, Book Preservation, Circulation and Charging
System

® Functions of Library Committee

8. Library Cataloguing and Indexing System
® Nature and Types of Cataloguing
® Data Elements in different types of Entries

® Indexing System :Chain Procedure, PRECIS and POPSI



® Card Filing

9. Information and Communication Technology (ICT)
® Need and Importance of ICT in Nepalese context
® Online Database and Webpage designing
® Free and Open Source Software (FOSS)

® Open Access and Digitization

10.Bibliography and Documentation
® Bibliographic Services
® Definition, Scope and Functions of Documentation
® Nepalese National Bibliography
® [ISBN System in Nepal
® Copy Right Act Implementation

® E-Libraries in Nepal
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