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1. COURSE INFORMATION

During the one-year duration of “Stenographer Secretarial Assistant (Hindi)” trade, a
candidate is trained on Professional Skill, Professional Knowledge and Employability Skill. In
addition to this, a candidate is entrusted to undertake project work, extracurricular activities
and on-the-job training to build up confidence. The broad components covered related to the
trade are categorized in two semesters each of six months duration. The semester wise course
coverage is categorized as below:

1% Semester — In this semester the trainee gets the idea about the computer hardware & its
peripherals, classify the consonants & its direction /joining the consonants, distinguish between
long & short vowels & use of punctuation marks. Understand Diphthong, Prepare Windows
operating system on computer, Compare all types of alternative forms & recognize the finger
positioning on the computer keyboard, Observe curved hooked strokes and compound
consonant, Recognize Final Hooks, Identify the monetary units & use it. This semester also
includes shorthand, translation, and note taking techniques and applies on computer for speed
typing in MS-Word.

2" Semester — In this semester the trainee will be able to explore the MS-Excel, MS- Word, etc.
Understand the office layout, importance of cleanliness, safety and security etc. Process of
diary — dispatch register, various office documents, file management, job and responsibilities of
a secretary. He learns to maintain computer security and ways to keep away virus and malware.
Prepares and demonstrate MS-Power point Presentations, Create E-Mail ID, correspondence
through mail, filling up online forms and documents for registration etc., booking tickets for rail,
bus, air and hotels. Identify all types of official tools, equipment and observe all types of postal
services. The Trainee prepares all types of letters, notices, agenda, minutes, reports, circular &
memorandum, etc.
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2. TRAINING SYSTEM

2.1 GENERAL

The Directorate General of Training (DGT) under Ministry of Skill Development &
Entrepreneurship offers a range of vocational training courses catering to the need of different
sectors of the economy/ labour market. The vocational training programs are delivered under
the aegis of National Council of Vocational Training (NCVT). Craftsman Training Scheme (CTS)
and Apprenticeship Training Scheme (ATS) are two pioneer programs of NCVT for propagating
vocational training.

‘Stenographer Secretarial Assistant (Hindi)’ trade under CTS is delivered nationwide
through a network of ITls. The course is of one year (02 semester) duration. It mainly consists of
Domain area and Core area. In the Domain area (Trade Theory & Practical) impart professional
skills and knowledge, while the Core area (Employability Skill) imparts requisite core skills,
knowledge, and life skills. After passing out the training program, the trainee is awarded
National Trade Certificate (NTC) by NCVT which is recognized worldwide.

Candidates broadly need to demonstrate that they are able to:

e Read and interpret technical parameters/documents, plan and organize work processes,
identify necessary materials and tools;

e Perform tasks with due consideration to safety rules, accident prevention regulations
and environmental protection stipulations;

e Apply professional skill, knowledge & employability skills while performing jobs.

® Document the parameters related to the task undertaken.

2.2 CAREER PROGRESSION PATHWAYS

e Can join as stenographer (Hindi), secretarial assistant, private secretary, receptionist,
computer operator, etc. in various government/ private organizations.

e Can join Apprenticeship programs in different types of industries leading to a National
Apprenticeship certificate (NAC).

e Can join Crafts Instructor Training Scheme (CITS) in the trade for becoming an instructor
in ITls.
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2.3 COURSE STRUCTURE

Table below depicts the distribution of training hours across various course elements
during a period of one year (02 semesters): -

S No. Course Element Notional Training

Hours
1. Professional Skill (Trade Practical) 1260

2. Professional Knowledge (Trade Theory) 252

3. Employability Skills 110

4, Library & Extracurricular activities 58

5. Project Work 160

6. Revision and Examination 240
Total 2080

2.4 ASSESSMENT & CERTIFICATION

The trainee will be tested for his skill, knowledge and attitude during the period of the
course and at the end of the training program as notified by the Government of India (Gol) from
time to time. The employability skills will be tested in the first two semesters itself.

a) The Internal Assessment during the period of training will be done by Formative Assessment
Method by testing for assessment criteria listed against learning outcomes. The training
institute has to maintain an individual trainee portfolio as detailed in assessment guideline. The
marks of internal assessment will be as per the template (Annexure —lI).

b) The final assessment will be in the form of summative assessment method. The All India
Trade Test for awarding NTC will be conducted by NCVT at the end of each semester as per the
guideline of Government of India. The pattern and marking structure is being notified by Govt.
of India from time to time. The learning outcome and assessment criteria will be the basis for
setting question papers for final assessment. The examiner during final examination will also
check the individual trainee’s profile as detailed in assessment guideline before giving marks for
practical examination.

2.4.1 PASS REGULATION

The minimum pass percentage for practical is 60% & minimum pass percentage of
theory subjects is 40%. For the purposes of determining the overall result, 50% weightage is
applied to the result of each semester examination.
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2.4.2 ASSESSMENT GUIDELINE

Appropriate arrangements should be made to ensure that there will be no artificial

barriers to assessment. The nature of special needs should be taken into account while
undertaking the assessment. Due consideration should be given while assessing for teamwork,
avoidance/reduction of scrap/wastage and disposal of scrap/waste as per procedure,
behavioral attitude, sensitivity to the environment and regularity in training. The sensitivity
towards OSHE and self-learning attitude are to be considered while assessing competency.

Assessment will be evidence based comprising the following:

e Job carried out in labs/workshop

e Record book/ daily diary

e Answer sheet of assessment

e \Viva-voce
e Progress chart

e Attendance and punctuality

e Assighment
e Project work

Evidences of internal assessments are to be preserved until forthcoming semester
examination for audit and verification by examining body. The following marking pattern to be

adopted while assessing:

Performance Level

Evidence

(a) Weightage in the range of 60%-75% to be allotted during assessment

For performance in this grade, the candidate
should produce work which demonstrates
attainment of an acceptable standard of
craftsmanship with occasional guidance, and
due regard for safety procedures and practices

Demonstration of good skill in the use of
hand tools, machine tools and workshop
equipment.

Below 70% tolerance dimension achieved
while undertaking different work with
those demanded by the component/job.
A fairly good level of neatness and
consistency in the finish.

Occasional support in completing the
project/job.

(b) Weightage in the range of 75%-90% to be allotted during assessment

For this grade, a candidate should produce
work which demonstrates attainment of a
reasonable standard of craftsmanship, with
little guidance, and regard for safety

Good skill levels in the use of hand tools,
machine tools and workshop equipment.
70-80% tolerance dimension achieved
while undertaking different work with

4
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procedures and practices

those demanded by the component/job.
e A good level of neatness and consistency
in the finish.
e Little support in completing the
project/job.

(c) Weightage in the range of more than 90% to

be allotted during assessment

For performance in this grade, the candidate,
with minimal or no support in organization and
execution and with due regard for safety
procedures and practices, has produced work
which demonstrates attainment of a high
standard of craftsmanship.

e High skill levels in the use of hand tools,
machine tools and workshop equipment.
e Above 80% tolerance dimension achieved
while undertaking different work with
those demanded by the component/job.
e A high level of neatness and consistency in
the finish.
e Minimal or no support in completing the
project.
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3.JOB ROLE

Stenographer Secretarial Assistant (Hindi); takes dictation in shorthand and reproduces it on
paper using computer and performs various other clerical duties to assist superiors. Maintain a
good mannerism and professional approach with the boss.

Private Secretary-cum-Stenographer; Personal Assistant takes dictation in shorthand and
reproduces it on paper using typewriter and performs various other clerical duties to assist
superiors. Takes dictations in shorthand and transcribes them using typewriter. Receives and
opens mail and submits it to superiors for information and further action. Maintains diary to
note time, date and place of meetings and other engagements for employer or superior.
Reminds employer or superior of engagements and accompanies him if required. Attends to
routine enquiries in person, writing or over phone. Receives visitors and arranges their
interviews with superior. Keeps important and confidential records. May attend to routine
correspondence on behalf of employer.

Personal Secretary; performs routine clerical and administrative functions such as drafting
correspondence, scheduling appointments, organizing and maintaining paper and electronic
files, or providing information to callers. Operates office equipment such as fax machines,
copiers, and phone systems, and use computers for spreadsheet, word processing, database
management, and other applications. Answers telephones and give information to callers, take
messages, or transfer calls to appropriate individuals. Greets visitors and callers, handle their
inquiries, and direct them to the appropriate persons according to their needs. Sets up and
maintains paper and electronic filing systems for records, correspondence, and other material.
Locates and attaches appropriate files to incoming correspondence requiring replies. Opens,
reads, routes, and distributes incoming mail and other material, and prepares answers to
routine letters. Completes forms in accordance with company procedures.

Secretaries, Other; include secretaries who use typewriters or word-processing equipment to
check and transcribe correspondence and other documents, deal with incoming and outgoing
mail, and deal with routine correspondence on their own initiative not elsewhere classified.

Secretary/Back Office Support; Stenographers; Steno-typist records dictations in shorthand
and transcribe them in typewritten form. Takes dictation in shorthand. Transcribe dictated
material from note book, using typewriter. Compares typed matter and submits them to
superiors. May cut stencil on typewriter for use on duplicating machine.

Reference NCO-2015:

(i)  4120.0100 - Private Secretary
(ii)  4120.0200 - Personal Secretary
(iii)  4120.9900 - Secretaries, Other
(iv)  4131.0100 - Secretary/Back Office Support
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4. GENERAL INFORMATION

Name of the Trade STENOGRAPHER SECRETARIAL ASSISTANT (HINDI)

NCO - 2015 4120.0100, 4120.0200, 4120.9900, 4131.0100

NSQF Level Level 4

Duration of Craftsmen

. . One Year (2 Semesters)
Training

Entry Qualification Passed 10" class examination under 10+2 System of education.

Ul BERTErs 0 (2 G 20 (Max. supernumeraries seats: 6)

Student)
Space Norms 48 Sq. m
Power Norms 4 KW

Instructors Qualification for:

HAI=IT 9Ted fa2afaearery @ Heftd saaary & TATde i 3arfer
(i) Stenographer Waﬂum?ragrmm%?r

Secretarial Assistant
(Hindi) Trade

qr1
Gaftd saqd & AIdr e e 1§ ganT Jeed fSeelaAr
ar Ity Fafd egwa afed

R21)
IR va Fiearery @grgs  (Bedn)# wer.érdr /v dr.
ot affer et 31e79ra afed

JIfST Z7Iar :
PTFC ZECFEN Flefhabe &NF I GrIfHFAT Tgid I STt/

(ii) Employability Skill MBA OR BBA with two-year experience OR Graduate in Sociology/
Social Welfare/ Economics with two-year experience OR Graduate/
Diploma with two-year experience and trained in Employability Skills
from DGT institutes.

AND
Must have studied English/ Communication Skills and Basic
Computer at 12"/ Diploma level and above.

OR
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Skills from DGT institutes.

Existing Social Studies Instructors duly trained in Employability

List of Tools and
Equipment

As per Annexure — |

Distribution of training on hourly basis: (Indicative only)

Total Hrs/ . Employability Extra-curricular
Week Trade Practical Trade Theory Skills Activity
40 Hours 30 Hours 6 Hours 2 Hours 2 Hours
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5. NSQF LEVEL COMPLIANCE

NSQF level for ‘Stenographer Secretarial Assistant (Hindi)’ trade under CTS: Level 4

As per notification issued by Govt. of India dated- 27.12.2013 on National Skill
Qualification Framework total 10 (Ten) Levels are defined.

Each level of the NSQF is associated with a set of descriptors made up of five outcome
statements, which describe in general terms, the minimum knowledge, skills and attributes that
a learner needs to acquire in order to be certified for that level.

Each level of the NSQF is described by a statement of learning outcomes in five domains,
known as level descriptors. These five domains are:

Process

Professional knowledge
Professional skill

Core skill

Responsibility

oo o

The Broad Learning outcome of ‘Stenographer Secretarial Assistant (Hindi)’ trade under
CTS mostly matches with the Level descriptor at Level- 4.

The NSQF level-4 descriptor is given below:

of clear choice

narrow range of
application, using
appropriate rule
and

basic Arithmetic
and algebraic
principles, basic
understanding of

tool, using social political
quality and natural
concepts environment

Level Proc-ess Professional Professional Skill Core Skill Responsibility
Required Knowledge
Level 4 |Work in Factual Recall and Language to Responsibility
familiar, knowledge |demonstrate communicate for own work
predictable, of field of practical skill, written or oral, and learning
routine, knowledge |routine and with required
situation or study repetitive in clarity, skill to
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6. LEARNING/ ASSESSABLE OUTCOME

fraror faswd qdeneft A Fo ewanet F gfaRe @d § qur mwes
fauiRa Ameust & e fFar smeem

6.1 AT fAaor fAsh¥ (GENERIC LEARNING OUTCOME)

eI FRIGhed & 37T

TATERONY [AGATAT Td eqaE AT T ITeTATereT |

HFAT UF doheilehl HYYOT T JAT T fAdTa|

3cUles T I0Tdcdl Sel & fav fea-aidfesT & # & 3cules, 3Tashiie AR

Td HH hedror fafer & 3auRom $T FHAS TH I

5. 3ol HIETUT, $AUSCIY AUVl UG HeNUT &l IEdT Ud 39elet] HHATHSAT &
meyﬁﬂ-ﬁﬁﬂ$mﬁm|

6. HIHS fdcd, 3cIALMAdT HI T, FFAI TF ATATGS 3T & v a-

gfafed & FI H FEIT S ST JG8=1/ ISl

W=

6.2 fafrse fAraTor fAs¥ (SPECIFIC LEARNING OUTCOME)

fafdrse fraror fAsmdaaTeT-1

7. YA (AMCEUS) H AU el Td FYeX HT FANT Y 3§ ST W Il Xel
(CTEShISE) el H G&TT |

8. HTY FISAA T 58S YR & AT Ud Hged W 3T I ST H Gt

9. T~ YR & THl dI ShRY, STTEATTAS Tl A Adode Td Aol &
gfdel@s] el I GaTdT|

AAT-2

10. Y TCAlhle HIFCAAT; UH TH Tardel, g3, GlaRUISe Tolele 3cdiie W
HTT Tl UG SeIeIc T TN Pd H T&TH |

11. FRTEAT ardaraRvl, dRe gellde, THS, J&T & Hged HT AT Td HRIT
Jeeh & PRI TF shacdl T IR

10
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12. ST # S - 3, TCUe, SEdrdell wisfeldl Yt dUT Sy akg
% FET U9 daeal ¥ gk

13. e FTaRAA 3UOI FI TgaTAR 3oTch Tal T U9 IWEET F 3G9

14. [affiest srper a3t @ aRfFa)

15. gl JehR o AT T JH[AAST TR Hld H Fa&TH|

11
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7. LEARNING OUTCOME WITH ASSESSMENT CRITERIA

GENERIC LEARNING/ ASSESSABLE OUTCOME
LEARNING / ASSESSABLE

OUTCOME ASSESSMENT CRITERIA
1. IRiaT srdgicad &1 | 1.1 & HAAATA3T T ATGRThcI3it HT IFTE0T H:d
3T gU dIsT qiferdl vd Uishan3il & TR Weerh
ATATT UG Uerdt &l Ygdleledl, THTIAT Ud HUSRUT/

fgersT |

1.2 & 3l o Félehal & TgTele|

1.3 IFAINT 3cUIceh 3UTHI DI Ggdlelall TG Solohl
T S aRAY & AR T |

1.4 ol IS i eI A Ggiletall Td fofdies

gRfEafaal & g |
2. qTeRol AAfAdar 2.1 arareRoi YeNUT @I 9gHlelell Ud aTdrearoi YguoT @
Uq caEATAHT &l g3l &l T gl ¢ & JRTE |
37T | 2.2 aIdEReig EXE&0T faur g S|

2.3 araraoiig A <91 H FAT U9 HAT HT 9T |
2.4 H9cHY 1 GRTSNT AT TUT YT HT YishdT HT&T
Ager|

3. HFYAT UG deheitenr | 3.1 urafAe Rfecd ggraar &1 yei= |
TUYOT T GAT U | 3.2 THS H T SAled alell FI&T Jleadl &l el |
g 3.3 FAId TX&TH U HI T&AeT |

3.4 3HhiEAS AR 9T FI ggATA=AT|

3.5 aﬁmmaﬂqﬁwaﬂﬁgﬁrwqﬂsﬁﬁmw
T&eTeT e

4. 3cUle UG AUTAcdT | 4.1 FIAT & Gl 1 Il T Td FAT GgaTeta |
g & AU faT- |42 zrade, Mue vd cuga ge grawnEt s g
gfafed & &7 &7 4.3 3=g WRSRY Td dH & 3eX o 3T vd oey 3

12
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3cqTeed, 3Tadhlfe AT |

IR W T 4.4 gFoATT d2¥ v gRfEufaar, gufaa go va B

i ﬁ:jﬁ eGTdell T TART HleAT|
. | 4.5 fIaf@a G9Y0T )
5. Foll HIE&ToT, 5.1 Foll HIETUT, HAUSHIY dIYeh0T TG HGNUT &1 Fle |
HAUSOIT ATIehIIT
T FET 1 ST 5.2 3MTcholel ey fosehy & forsures & a1 3ot 3eToiaT
Ud 39elsY TATYAT T JTeherel fha S |
HT ISCAH TINT Hcd
gU feeT-ufdfes &
F H IEIEH
6. @Ifee facd, 6.1 wIfAs facd, SegaMerdr &1 e |
Segaeferdar & 6.2 3MTcholel Aeg faseny & forsurest & aRIT 3ot 3T
ITET, TFdad Ug T 3Teholel TohAT SATTIM|
HIATSS 3T &
fov fea-ufafea &
P H gEftd
FT g/ TS|

13
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SPECIFIC LEARNING/ ASSESSABLE OUTCOME

LEARNING/ ASSESSABLE
OUTCOME

ASSESSMENT CRITERIA

FATR-1

7. 3nyfafd (ATEgus) #
fder ot va Fge
T JIRT AT 3T HETST
W LIS
(Eraswse) & &
&I T |

7.1

cgoTeAl <Al qd‘lq’mgw{ U7 UG chofel @13l &l A
T IV

7.2

&Y vd oy T FT gAeT |, g Td S TR HT 9T
ATEATAS T FcAG &I JANT| G TF T F

7.3

eree sy gfeicarey Ud areaielt T ,QreereiT AT §
fopar fTaufeaar &1 ver 3nfe| ;v § &1 9T

7.4

GfaEay/ & TR FT AT gfawax va e &1 g

ciaeary vd BFEaX geelt |, PR Redl W 3eER

AT T arerdiRll Scarie # gfaeal d  AUsaler
ﬁ?—?:lﬂ-:ﬁﬂml

7.5

d T HT GAT T STSTeAT hI depfodeh QI3 &E,T
AT |

7.6

TR TF & 3ged g4 |/

1.7

BIC Jocll & GATATE RS Td 3HTAA 3RFHE ged &,
o & g LT Fod H

7.8

3T Jcd [ TLATAH FA/IRFHIF T TAUT ACITAS -G
371 1 S|

7.9

3TN Jed AT BICT oY 37 3EHR Jod T T &,
T & FANT /&R

7.10

&ogdlmch I TR ) aogdlféch T 31o3o1|'|3crq

T FANT|

7.11

TsTel WM T ARTFHAF o (37pR), 3RIFHF T AT
o & g3

7.12

fas gh gﬁ FT gAET|/a/% 0T/

7.13

Hﬁﬂ&?@ﬁmam H'gcrd STSTAT T |, 0T &l JAeT |
YT T 37eccd T AT G T T3

7.14

3refaoT RAgia - cOoteT @13 FI ATUROT €s & 3Ter

14
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T TG 3T ol SNSaAT|

7.15 Efaqor fAEld - STt YWIT T gIT X 3oTH
H/PR/EI/ER/AR/AR/EI/ET ScATE SToTaAT T 1T |

7.16 3983, 9T &1 gfafaf™ @it &1 99T, e @it
T hrea 1 fafe, deansi, Fart &1 v u
arFgTRI T Y|

8. YN FISAW Td | 8.1 HTY HT JTURHT A |

g IR HT AT | 8.2 HTYX F FISAA AP T 3T AN I AFARR |

Td v W 3zd | 8.3 (3819 UHFAUaRISTHR TR Blosl Td ®Igalr &1 fAaT o7,
i THUT FH & I AT THAEYS S YT AT Td U el &
SR, helheleT eIl HT T3

8.4 HI-dIS F Ygdlelall Td 31T MURA ST @l
qgTeeT|

8.5 UH UH g5 & 3iddld BISal &l AT T ¥l Td FHeged
eBiar |

8.6 UH UH g5 & 3iddid affiea Aaedl & gaver |

8.7 Taffiest TAMR Al ASial Ta gi=hi3it & & Fogex
W 3T AT hHT|

9. fAffied ghR & Tal | 9.1 AGEIRAF Tl HT HdolEe G Td 3¢ BT A &
T SRR, foas, aa 3nfe |
AAHRES 5 H 9.2 Afde @ wideas #tel & IH, adel, saeor e
HogeT Td Afderd HI AT |
q fdel@d 3 B | 9.3 FHgeX W Gfdol@e T el & AT |
GaTdT|
JAAER-2
10. T TTAHAT 10.1 TH UH THASl @9 U4 deheeh STl - IoT: WIS el
AW, TH TH ghefle ST Ta f3elle e
JoieeT SR W 10.2 TFHST H AT F JIAT 75 , AT AT BIFHC AT
ghefic 3¢ |

15
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P Il UG Sc¥eie | 10.3 TH TH UIGRUISE - FTASS ST, Torss uisfeer, ua
HI TAET A H BRATEIT FLEAT, TASS TATHLA, TS Toic AT |
ETH| 10.4 FYX R 3T aIfd THUT TF MY 1 9797 |
10.5 SeIoic &7 WIANET U9 IRATeeT |
10.6 éaﬁtwqwmgc%fﬁmmﬁm
S - ¥, 99 U9 gdrs I g fehe o e ud
SEX g Taffieel glcell @I e geh e |
11. FrATRNT ardraRer, | 11.1 FHATT T T U9 e & YhR |
3R Hollae, 11.2 gorr vd Al $rife &1 A |
THTS, FI&T & HAged | 11.3 FRATT Jatish & H Hoed qur [Avar|
T AT Td HEATGT | 11.4 HRETT dA@ROT 30T ,dIHT  Jehlel [ ded Hged -
Yeteh & Al Ud TRETT |, HHTS , FooTT-3MTcIRe 1ol AR ,§aT 1 3TaaTHeT
waedl & aRfad|
12. e 7 sl - | 121 3 U9 3 ISex &1 W |
et Ty, 12.2 3% vg 3ty o & ufafse & garelr A |
GEdrdolt Frsforer 12.3 RAfFe R I wEdr Hr ggar|
YU TAT ST | 12.4 GG & S U6 Haed |
gfkig & @t v
waedl & aRfad|
13. AT FRTRNT 13.1 JAffeT IR & FRTIT 3UHON T IgdTTeT |
3UOTT T TgDTAR | 13.2 FATRT ITHOT FoArd & i |
3oTeh TET YA UF | 13.3 FHATelT IUUT TG S[eh 3YH0T & Y |
IEEE ¥ 3799 d| 13.4 PICIHURR TF WYUT 3UHI0T |
13.5 31 39NN IYRIOT- Feoliehiear HaMA, Sehie,
s i d.uarg. sogciiale T HeX, had, Ried
scanicl
14. [AffiesT sTReR Fansit | 14.1 ¥ g 3iiftha dav va e FIs &1 AT |
o aRfal 14.2 YREHS IS |, STHATRT 3 |, ATYROT 316 TSIy |

16




i

Industrial Training Institute

Stenographer Secretarial Assistant (Hindi)

It scarfe | saraaERe SO AEews

14.3 il | Aifgew Qardeds 9Fe Td HFRIQ qaW |

14.4 SHH & YR TG g 39AENT S/ AT ST 9IEe
g9 U9 UIEC &7 3S |

15. T GehR & Hef3rel
Td S AR

A H FeIH|

15.1 memymﬁmﬁw,iﬂ;
Ud EaTS AT & Racgice 1 Red g F |

15.2 dEsd 9 oI@d ,CollBhld ,@Tdl @iclel TSaloll shalarde -
el gcdmie AR TRl gl

15.3 faffiea cem3il & Ry g3 @9 -ars gfafaar |
e |

15.4 g 99 3 3=EoaRe 99 sus | f@Eaor 97 |
eieh TG 4egdiG U9 T 5cdifG |

15.5 AT dfheT TR |
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8. SYLLABUS

e - AT vd wfarera #grr) R

TYH FATET - 06 HAGT

Week | Reference Learning Professional Skills Professional Knowledge

No. Outcome (Trade Practical) (Trade Theory)

12 e amerfafd . TS T FIHAETER gaay IRy &I ud
(arcgus) A A, AT Y@t A | el @, AseIR 3R
forger ol v foretrer 1 3r3gd | 3, 387 U4 Hgcayfaa o
P FIIA | 2. AY UF ofg TR H1 farm A favg & yg@
X 3H TS Iy fig vd S T, | AT gl @1 oRa A
IR Tl el U4 U9 9T, @ IFEAE | Tl 3|
REIECIERG TIATET A TR 3mefaf geelr aRemme ,
H 87dT | SIS ol 37| ST 3fe| &IoT g Y@

3 INYfs & o7 :
deretten TS| or@er ufreTor
Tl dffer st 3nfe & r
[ 9AET| IR sdStATar
guTATer et @it & s,
Taeafy &, Sgofer & gar
3TER IEY TG goohl 1@
eIateT @3t Fr feend va
STSTel |, SoTehl 3ThR AT FeATdC
@3t @ e
T U9 3% Red 3101 I1-
geT IT S TR, g TN
& Ud Y TR T 3elh
@3t & qdadt vd [ EATT
@3t & &, geardddl &Y
3 aTel AT AT RS TR
TRI & 3HTAR @13t H1
A I@I3T & T T
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AT T, Fe, P
Td UEC AT, Heged &
TFAEST o Ue, §19T,
heIpeley sl T g
Td 37T AT

8. &S & UgdTT Ug
3= IMURST Hiordr Hr

freRoT|
3-4 F FEAW |3, FYX & IR H U | FI gSaq -
Td 3% AT YTl AT HISIS AR ,39¢ Ud
aRedT 4. FYX & FSAW 3m3eye fEargdst R
T TF HYLX AFedR TT 3T A9 & | FBasasr
9 3T A IR H SR gred qiFedaX -
CHhUT H SaTdT| AT e dircaR Tl
e |
-56 EINICIE) 5. gregided, UGN, ersG, TIEST Td AsGIER :
(arcgus) A HigrcaeR vd areriel F | agaee | wfddmnnt @1 fwor
fAéeror ta 3F, § UG g 1 99T, | vd e e &1 gaer |
HTYEN T AT forar Qe 1 e
T 3H HETS e HY-
W FledRd 6. GfaEay/ ar TRT & g, | f&EeT - AR e ,
PRGEIESIERG gfaeay |, BEIT &1 9T | | i dEe gRey
H 8Tdr | g AT feal W | [9er RasfGer g gaas
IR AT vd |, | FfHT vd ATAATSSEr
FY gTSAW freay detl erecreR | gof SR S Ay Fafoter
Ud 3Th Qrsc e U araanell | Afear ,Teré dead e ar
gfief=at ahr scaIfe 7 gfawar a | fasiar ,3%heiv 313 fdsr
A Td Feg BERT FT TI9T T |, TFACARR Shelel Yelol | 3TeT |
W 3= Ifd 37| I IS ST |
ChUT H GETAT| | YR cfaFa a1 & T & R
7. O3 veaueRy, et glatay et & e
W Blesdl T BIgell &l ﬁR-_dTZIT ATl W IFTAR

il TR FT T TTT TAT
AR Rl W 3egEr
B RGRE B U B

g AT
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UgATAAT|

10-7

mefert™
(2MTCeUs) H
GGG RG]
T T JANT
HT 3 I
9 Tl Il
(SIS ) Fad
H & |

HTY BISaT
Tq 3H%
gt r

9. T g F 3AEIH, I,
STl FI qepfods @3l
H 3FI |

10. 9ER T T /3T
AT Uq 37|

11. B¢ gedl & v,
IRFAF god 4,
areafAs vd 3fAA god
g, o, ST & 9T Uq
FEITH |

12. eI yedie, argel Us

AT U9 cinbu‘\a
R 3Tg g
THUT | TeTdT|

heTshorlet, 3TRIfgaT I
IAUTAT TG ITfed IT0TaAT,
gIeT0T UG 3ieh fTYRoT
ISt FT JFI4 |

13. 93T e 3RFF & -
[ JUr AregtAe  AfaH
g9 9T i &1, H,
T Td AT |

14. 3SR Jcd AT BT 9
/ gcd TR T & GAET
Td 3|

SISTeT YWTAT & dehfedsdh
ggeT o T I, d i
STl T depfeddh Y@ &l
g |
HIFR T - F 3H&ded FAWT
IRfFHwaAreaf@e va 3ifaa,
forar fastfeaat & faferse
TAET U 3eIch aTerdrer
IGE N
BIC ol & T AR
aAredfAS vd HfAH , god H
ST & AT A, Fed F
X - PR w5 e
AT T8 U Raeq g
,  TNE Herpelre e Cry
mr._o.fa-q‘rﬁwmmtraaﬁr
IUTATIIETOT U 3 feRoT |
IS
§9T gcd  IRIFeh & dAT -
o g9, dAfaA qa/AeafAs
el
38R Jecd AT BT o9 &
/93T 378TR Jed TR T T

T & FANT| AT

15. ATl STl HATAR
Td AR T
TS T GAWT T
3|

FIR

16. T Igid & 3dITd ITE
gferd, 3T 9fFd va

ST 3AEIR T 3T
T IHAATAFT I JANT T
39H #gl

FYX

N

- gy ,deT S -

dieh 3I8C ,Ferel ,JH7 dich |
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forrel afea &1 3
ScaTfeater & aRToe
Td Follued H 37
GiFaar I 37T |

17. UH ©H 98 & Hd9rd
WISl T [HAATOT T T
hTYX TSI T |

18. UH TH g8 & 3iddd
Rt Aehedr Fr gATeT
AT

19. YR W 3= A
CHUT|

- AR Hr Ug| HasS
AR HYEX T EHT -
T, P T faffa b
ug el 9fFd |
TH T a5 [affest Aegel -
Wamh |, JelcH Td AT
BRATET

-1112

amyferta
(2MTCEUs) H
GGG RG]
T T JANT
HT 3 I
R Sl Rd
(SIS ) Fad
H &I |

HTPEX GISAI;
we g
gt r
A T HePI
W) 3= fd
CHUT H S&TdT|

cTotel W3 W ARTFHS

F(@ar),mﬁz

agr of o YT Ud

AT |

Y

21. Affe AR
HISAT Tg 9 J F
3=d Afd SHUT AT
RIES g

22.3 U1 gHI F WA DI
god T GAET FYFAERT |

&I AIAFTER J2eT v

3 |

23.34‘1%3?@%3 g/a/e o1/
@wml

24. AfAA 93 g AT AT AT,

20.

STl YW1 T IRFHS §h
(37F2T), IRFHFH T T T &
AT TH&TH@?W,
BIC Jec N FAMET

TIFd ol IRIFHH §3 -
T q Folel dlel HYFA ol |
3ifaA g A §$T HI/a/® o1/
g

3TH 93 g AT AT AU HT
, GF ST & FIIT 2T
I STl Pl & gIT o JTA/T
o O YT T I, du I
3iged T TUT T & T
goleT |

HgF 1 TR ehatal
T A TG Hged T

FTYY
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aur T Fr JFAH|
FAX
25. Affest FATARYAT
HISiAT Tg g3t J
3= Afd SHUT HI

Uq UF PidH  &Fel  9TIer
AT FLT TS, SAHC el
g2l U9 379 UH U9 d5 &
el

Horehat g g3t 7 4
3T Ifd THUT T
JHTH|

HFTH|
el 3 26. 3T TGl gl | TUHROT TAgicT edsfel @3t -

(AAMEgUs) A @At I YR oES o T WTUROT ST O 3
fAéer o ua 3T &Y UG 3T <holel | el Ud 3 cIolell &l IS
HTYET T YT st &l 34| cfadqoT faegid {@i3f &
Y 3W FETS | 27. efaor Agrd- <aetT GIAT Fh FS holedl $O
9 Tl Il @13 Y GIAT A 3o STl I AT |FIACATER Td
(SIS Fad HY/PR/EI/ER/R/AR//X | [afdrse afgearert & =g
H GaTeT | gcaIfe, SHStaAl &l AT qUT 91a7 I ¥

hadT|

FIX
28. [affee FATIRYAT

Hreialt va g eEt & O

3T Afd THUT AT

ATy |

16-18 | o amerfaf 29. 395, YoIg & gfafAf® | 3gwet @A g I &

(AMELUs) H @A H AT Tt | ST Gl Sy
e Ta @37 ST FIeaT T AT g A &
HTYEN T AT faferat, awansit, At TART FT SATHThRT
X 3 TS T FATH UG arergielt hr
X ST T g 37| ST JWT3T T HICaA
(CTHShISE) A | Y fafrat qgerst w1 @Eansi
H &1 | 30. RAfed FARRYAT IR 7 foea & s

JUT 378 dlet Tl USATH
qrFATA |
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21-19 | o AT YR & | 31. TGS U7 & SATAHIAh THT T Yo Ge
g4t fr HaGe fomet va 30¢ | fo@el vd 3¢ <9 e &
SR, TBY el & IH, U | [IHAweT 3fe 1 3|
ST It 3nfe &1 3|
& HAIGA TH | 32. oG ¥ FicToldsl el | ol § Ficoldsl et &
Ao | & fAud, ade, caeRer | AT nfe Fr ,ader
giae@sT e 3G &1 AT TF HYX AT TF FYXR Fider@st
I gaTdT| W e wT MY | FX IRFAT 1 fAreRor

T TARTROT|

FYX

33. fafded FHAARYA
HIeiar va gt 7 O
3g Ifd THUT &1
FEITH |

22-23 | gioige S/ BT HHOT: -
g9 8
a) FY GISaT Td HYE TCellhleT HIFEAAX
b) arerrer faATOT
Cc) STIGdTAeh TAT FT Hdel@el
d) #fdela & Fiderae

24-25 TARTEST

26 e

feroquor:

1. $T A Wotde HE (AT 3T a1 & o) gds A # v v
2. 3eICRIh YT TG & Golare IfABCIT H Tohd § AT W AT HislFe &l

AT & T TR FETET / 35A9T § T o d96d 6l

3. Moige H Al dt W =aga AV & 31f¥haq Sierdt &1 gAY g arfse
U FHT TAEAT T Hlel ATl IR AR gloAl TRV| SR EeAgsh T gler
a@mwﬁaﬂwﬂﬁmﬁmﬁmﬁgy,ﬂm«aﬂs (FH O HA
IR FRIETOTAT 1 Tog) H @I wE Aiee| FHg H AfRT o a8 drer,

23




i

Industrial Training Institute

Stenographer Secretarial Assistant (Hindi)

forsares, FTere vd RAGTOT 39T &1 TS Jeded | Wiolde & d1g 306
T Yoo ROAIE STHAT T 3aTH ¢ |

4. I IIEAF 3eqerd T ¢ [ dioiee @9 & fasuresr & fav sifts gy
T ST § 9 dE T/ IUFHIST HT Sk FHT W IEJT I & T
MEARIRATEAR ATl FAT Hehell & S8 foh Toel @A & a1 i G
gaary HfFedra & e & S|
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ST - IRITATY vd FiRarery dgraeh) e

gfadlT AAFET - 06 AT

Week | Reference Learning Professional Skills Professional Knowledge
No. outcome (Trade Practical) (Trade Theory)
27 o HYX 34. UH TH U dendh HATeT AT IRTI-
T Ieh el AT, 9 T4 Yel: YTed HIATITT FHT Hged PRATAT &
P TH AT, gohefic goTer g | fasmer)
g5 T TR aeheie f3elie el HY
qraRdise 35. UerHel H Bell T TANT, | TH TH T Terdel [ ORe=y -
goleeld Scanie ,  gpT P BHC BT | ghefic ar TsMe TR HeT
T I et IS gheflic SAHC FLATI |, SFHC TS el , Pl FHSTEA
Td g A , 8¢ UF TRHA P A
JINeT el A greflic @ieer Td A9 eT|
HETH|
28-30 | e FHATeRNT 36. YT W 3T I THUT | HATeT & AT 3T &
JTATaROT | FT 375ITT FIEAT gell Td fAsl Sred| [ JeR
3aR&E Felae, | 37. I 31 Fl SHC 6T, | FRATTT JaeF & H haed |
QT & G5 | HeRled Td Bl i CERIREREGH
Hgcd T 3T YT AT TG Ieeh] FIATET ATATaRoT ,ded |, Fged -
Td HEITOT HFATH FHIAT| gar &1 3EAT |, JT9HTT el
s & Al | 38. TH UY UaRUISe - TASS | - 3dRe Arel 2R, 3TdRTH
Tq Soledl ° a1, Terss ufsféer, ud | G| HHIS "o
g™ HRATEIT HeT, TollSs
TATHRIE, T3S Tolerel| | gl
UCollohelel HEAT Ao Thee Hl TfsT
AIFedIX TH FT  3rer Bofle 3 sae
ds U TFAd U UG HIH P STE el
qraiuise g f3elic ae|
goic el Scrie o Iadelic i &f @
W HE A 3 faAY el @I gANT A
T FeTeic ol 9T U aeq|
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AT A H IofidT drfehes U9 30
a1 | HIHCAT o JAET |, IAIC Folell |
TGl YHH &l UG d1E
Uf3c FLAT U Fafad gIeT
UH T 9aR9isc  Joicee -
Ud TSsd & gk H AT
Al | STARRITSICT IR
T 3T Hee oS ua
fBomsa feomsa doe @
Fieelel dR el |
goiceld Ufse &dT  Tass
Ul e, | e & AT
Ud ST g & JAT
3T BEdl Hf gaidise 9
Sod¢ FLAT ,TATSS TTARRAT |
THFRIAASHFE S|
I &l e
31-36 |e AT H 39. 3T U9 38w WIFeX | 3T WYl 319 3 U4 -
sl e, T @I Td gfafse SiTaeh 8T &l Jaeel
ECA e gaely AT HATT TCAAIANHRT B |
gEdat 40. AfFeT JpR Fr BIEal AT He3TeT| HRATIT oI
FrsiolaT Tt $! UgdTeTaAT UG 3olehl HAN & YhR @ grEdT |
quT FATAT AT T =T & RAgial
g & sf | 41, TH U9 graRUiSe TAss - | ARl #r 3Y GREOT 99T
Td haedi ¥ Tiféar TiE et &1 99T |, |, FeffReoT| wIsfeler &1 Agca
g ctole gedTie @l 33N | e BISfalal & LT om|
T WIScll T Jaffertur -
HY 42. HYET W 3T I THUT |, 3hl & AR GUTATATER
TCeehereT Uq AT &7 eIrE |, FUTATST UG 3l & 3ER
ATFcdW TH AT sienfoe FHRATHAGTAR a4
ds , T UFAd | 43. Sedaie I 99T Tg fawareaR | wosfeer #
qreRdise Ifiarelst FgeX W 39 | FAT UF o
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Jolceld ScaniG T EhoT U IRITATT 7 | SrdTery afa
W HA A IATH AT qRETEEIOT T regdy
Tq Sclalc &l kg & 9eR Y TT
T A H Hacy|
qeTA| EI
ge¥elc 3ciele aRTAYT -
TFHCARI T JATdes dIss
ad, Shegel FIETTTE IR’y -
T SATeThRT|
37-40 |e AP 44 JfFeT YR & AT | FATAT 3T
TR 3UIUIT I GgHTelell Ud | AT 3UIUT YeATd o
39RO Sl fafeea I dica W) R{ga FRTET 39aor T
qgdldehl 3elh STeTehRT Td gl 9o | ST 3YPI0T & ThR
& 9ANET Ud LT | PICIHIURIT T GUYUT IYHI0T
IEET 4 45. HY W 3T I THUT | g 3R 3YT -
37| Tq YA T 3T | FeThlA FTelichiear alleT
Soldciole . TFH.a.dS
THAT S [ F AT el
S FeXAcoried Al
gcanic |
41-44 | e AT STFER | 46. UrEe JHiftha &0 aree AHifthg Qard T s -
Jqan3it & 47. FPeX W I A Shol | AAETS | QFChTs T HAged
RINECT Td IR #T 3AE |, NATKT 36, HYUROT STk
AT SAIGEI s AT 9ol
Alfged Farw
CAlA & YR U4 3
394 3/ daU o 9T
g9 U9 UaIEe §97 3|
45-47 |e T YFR & 48. Y W 3T I THUT | AT TR
HJ3el T Td MA@ 33y e 97 of@d  [AffieT -
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v

3TeTellSeT
TR et &

JaTH|

T

SeXAT T FANT A g
e 3ol i
G S - Y, 99 U9
gars I g feshe g
AT |

e g faffieT gieel
T R g T |
feeafata a8 &t
scaife o [Affea gamait
H prdr 97 forgar |
Mk, Yegdlg 9 HGAU
He 3G AT 99
o= |

49.

50.

51.

52.

JhR & 3dcel 99 SidfeoTell
aRfeufaat &q |

AffeeT gams3tt # fRradr o

scaife Al TTATSS 99 ol
, fTeEor o3 | 3=igaRe ux
e , YegdlG 99 |, dUS TGl
HeASATTE |

AT dfher AR |

48-49 | Yrolee S/ AHifthd HFHAUT: -
g9 81

a) UH UH Uslol/ 93/ UTaRUsSe Joielled

b) STATERNA 3YHIUN T T Td IE@RETT

c) HIsTeldT JaYe/ 9¥e 3fthd TATV/ Seieic HI JANT / TaAR
50-51 gmqf?a
>2 adietr
feroquor:

1. $T A Wolde HE (AT 3T a1 & o) gds daee # v v

2. IS AT TGT T YlolFe HARCTT T Tehd & dUT T AT Woae Hr
3fAFeTr & T TR FETET / 39T § T o d6d 6l

3. Moige H Al dt W =aga (A & 31f¥haq Fierdl &1 gAY g arfse
AT $T FAEAT T Hlel ATl HIRAST AR gl TRV| SR EAdeh T gler
W:mlwﬂﬁmﬁmﬁmﬁgmmWHH@ (FHF T HA
IR FRITOTAT 1 Tog) # @Fd w Aiee| FHg AT o a8 drer,
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forsares, FTere vd RAGTOT 39T &1 TS Jeded | Wiolde & d1g 306
T Yoo ROAIE STHAT T 3aTH ¢ |

4. I IIEAF 3eqerd T ¢ [ dioiee @9 & fasuresr & fav sifts gy
T ST § 9 dE T/ IUFHIST HT Sk FHT W IEJT I & T
MEARIRATEAR ATl FAT Hehell & S8 foh Toel @A & a1 i G
gaary HfFedra & e & S|
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9. SYLLABUS - CORE SKILLS

CORE SKILL — EMPLOYABILITY SKILL

First Semester

Duration : 20 hrs
Marks :09
Pronunciation Accentuation (mode of pronunciation) on simple words,
Diction (use of word and speech)

1. English Literacy

Functional Grammar Transformation of sentences, Voice change, Change of tense,
Spellings.

Reading Reading and understanding simple sentences about self, work and
environment

Writing Construction of simple sentences Writing simple English

Speaking/ Spoken Speaking with preparation on self, on family, on friends/ classmates,
English on known people, picture reading, gain confidence through role-
playing and discussions on current happening, job description, asking
about someone's job, habitual actions.

Cardinal (fundamental) numbers, ordinal numbers.

Taking messages, passing on messages and filling in message forms,
Greeting and introductions, office hospitality, Resumes or curriculum
vita essential parts, letters of application reference to previous
communication.

Duration : 20 hrs
Marks :09

Basics of Computer Introduction, Computer and its applications, Hardware and
peripherals, Switching on-Starting and shutting down of the
computer.

2. IT Literacy

Computer Operating Basics of Operating System, WINDOWS, The user interface of

System Windows OS, Create, Copy, Move and delete Files and Folders, Use
of External memory like pen drive, CD, DVD etc. Use of Common
applications.

Word Processing and Basic operating of Word Processing, Creating, Opening and Closing

Worksheet Documents, Use of shortcuts, Creating and Editing of Text,

Formatting the Text, Insertion &Creation of Tables. Printing
document. Basics of Excel worksheet, understanding basic
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commands, creating simple worksheets, understanding sample
worksheets, use of simple formulas and functions, Printing of simple
excel sheets.

Computer Networking
and Internet

Basic of Computer Networks (using real life examples), Definitions of
Local Area Network (LAN), Wide Area Network (WAN), Internet,
Concept of Internet (Network of Networks),

Meaning of World Wide Web (WWW), Web Browser, WebsSite, Web
page and Search Engines. Accessing the Internet using Web Browser,
Downloading and Printing Web Pages, Opening an email account and
use of email. Social media sites and its implication.

Information Security and antivirus tools, Do's and Don'ts in
Information Security, Awareness of IT - ACT, types of cyber crimes.

3. Communication Skills

Duration : 15 hrs
Marks :07

Introduction to
Communication Skills

Communication and its importance

Principles of effective communication

Types of communication - verbal, non-verbal, written, email, talking
on phone.

Non-verbal communication -characteristics, components-Para-
language

Body language

Barriers to communication and dealing with barriers.

Handling nervousness/ discomfort.

Listening Skills

Listening-hearing and listening, effective listening, barriers to
effective listening, guidelines for effective listening.

Triple- A Listening - Attitude, Attention & Adjustment.

Active listening skills.

Motivational Training

Characteristics essential to achieving success.
The power of positive attitude.

Self awareness

Importance of commitment

Ethics and values

Ways to motivate oneself

Personal goal setting and employability planning.

Facing Interviews

Manners, etiquettes, dress code for an interview
Do's &don'ts for an interview
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Behavioral Skills Problem solving
Confidence building
Attitude

Second Semester

D ion :15h
4. Entrepreneurship Skills uration : 15 hrs

Marks :06
Concept of [Entrepreneur - Entrepreneurship - Enterprises: Conceptual issue
Entrepreneurship Entrepreneurship vs. management, Entrepreneurial motivation.

Performance &record, Role &function of entrepreneurs in relation to
the enterprise & relation to the economy, Source of business ideas,
Entrepreneurial opportunities, The process of setting up a business.

Project Preparation &|Qualities of a good entrepreneur, SWOT and risk analysis. Concept
Marketing Analysis &Application of PLC, Sales &Distribution management. Difference
between small scale &large scale business, Market survey, Method
of marketing, Publicity and advertisement, Marketing mix.

Institution’s Support Preparation of project. Role of various schemes and institutes for
self-employment i.e. DIC, SIDA, SISI, NSIC, SIDO, Idea for financing/
non-financing support agencies to familiarize with the policies /
programmes, procedure & the available scheme.

Investment Project formation, Feasibility, Legal formalities i.e., Shop act,
Procurement Estimation &costing, Investment procedure - Loan procurement -
Banking processes.

Duration :10 hrs
5. Productivity uratt

Marks :05
Benefits Personal/ Workman - Incentive, Production linked Bonus,
Improvement in living standard.
Affecting Factors Skills, Working aids, Automation, Environment, Motivation - How it
improves or slows down productivity.
Comparison with Comparative productivity in developed countries (viz. Germany,

Developed Countries Japan and Australia) in select industries, e.g. Manufacturing, Steel,
Mining, Construction etc. Living standards of those countries, wages.

Personal Finance Banking processes, Handling ATM, KYC registration, safe cash
Management handling, Personal risk and insurance.

Duration : 15 hrs

. i g Envi E i
6. Occupational Safety, Health and Environment Education Marks : 06
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Safety & Health

Introduction to occupational safety and health

Importance of safety and health at workplace.

Occupational Hazards

Basic hazards, chemical hazards, vibroacoustic hazards, mechanical
hazards, electrical hazards, thermal hazards. occupational health,
occupational hygiene, occupational diseases/ disorders & its
prevention.

Accident &Safety

Basic principles for protective equipment.
Accident prevention techniques - control of accidents and safety
measures.

First Aid

Care of injured &sick at the workplaces, First-aid &transportation of
sick person.

Basic Provisions

Idea of basic provision legislation of India.

Safety, health, welfare under legislative of India.

Ecosystem Introduction to environment. Relationship between society and
environment, ecosystem and factors causing imbalance.
Pollution Pollution and pollutants including liquid, gaseous, solid and

hazardous waste.

Energy Conservation

Conservation of energy, re-use and recycle.

Global Warming

Global warming, climate change and ozone layer depletion.

Ground Water

Hydrological cycle, ground and surface water, Conservation and
harvesting of water.

Environment

Right attitude towards environment, Maintenance of in-house
environment.

Duration 05 hrs
7. Labour Welfare Legislati
abour Welfare Legislation Marks  : 03
Welfare Acts Benefits guaranteed under various acts- Factories Act,

Apprenticeship Act, Employees State Insurance Act (ESI), Payment
Wages Act, Employees Provident Fund Act, The Workmen's
Compensation Act.

8. Quality Tools

Duration : 10 hrs
Marks :05

Quality Consciousness

Meaning of quality, Quality characteristic.

Quality Circles

Definition, Advantage of small group activity, objectives of quality
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circle, Roles and function of quality circles in organization, Operation
of quality circle. Approaches to starting quality circles, Steps for
continuation quality circles.

Quality Management Idea of ISO 9000 and BIS systems and its importance in maintaining
System qualities.

House Keeping Purpose of housekeeping, Practice of good housekeeping.

Quality Tools Basic quality tools with a few examples.
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ANNEXURE-I
LisT oF TooLs & EQUIPMENT
STENOGRAPHER SECRETARIAL ASSISTANT (HINDI) (for Batch of 20 Candidates)
S No. Name of the Tools and Equipment Specification Quantity
HET T Feia

1. Sl SEh 15 &%

2. | doqex twe Raifed WK F @y 21 a¥

3. HISshIhlA faEcH 01 AR

4. HYX 3mefeieh Hisel 21 s

5. Jgerg 01 AR

6. o X 01 sk

7. Bex ¢aar 02 =X

8. Toles cglse Afafes a5 8 x 4 Feet 02 s}

9. sefdeg S5 01 dAsX

10. | gferonfiat g e gTedr arell afgd 02 R

11. | g% & 02 AT

12. | ¥ AeART 02 AT

N ATl Brad BICIRUARN Heila 01 iR

gigd

4. | g9 g (FH &) 500 @ T 21 X

15. | %g AT 3mefoieh HAsel 01 sk

16. co e 85 Tod 02 s

17. | T3 HERER (@G afgd) 2 02 =X

18. | §iS 35 Shelohdel 37U AISHIS Fiaen 01 =X

19. | TS Wioleex 01 R

20. Tossr A 36” 01 =sR

)L W»ﬁ\ﬁarrr Qﬁq—‘dém THUH e RIS ATTHR

TSlehlelel Joted
22. TearRy AdlddH IMIIYHATTAR
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23. | &R 01 sk
fafaer 3wl aeqU vd of@e el (e #ERTer) gRieoniiEr gq
24. | etégus ufeme 40 Eotel
25. AMMCEUS Al 40 goteT
26. | 3N 20 gotef
27. | IR 20 sfeR
28, Thot 12" 3 Yohe
29. | T 40 AR
30. cglse W T4, T3 U9 T2 10 R 93+
31. | e wefs e 16 =T
32. | &Y SEX 12 goiet
33. gyele 9 20 s}
34, LT~ THATS TS 24 X
35. | IS WieaY 48 AR
36. AR 60 =TsX
37. | gBe a5 3T 12 AR
38. e Ffes 04 s
39. | et colTfeesh 200 #s}
40. | TAffie 3MHRT & T 200 9h
41. FloileT 10 drdel
42. | SiFq HEA 24 X
43, | A&/ S Few 4 Yae
44, Fdr 9 ST 2 T
45, SEcidel 4 a7
46. HdIfEeHh 24 X
47. EICIE] 50 sls}
48. | AIEY (S15903N) 50 =fsX
49. e 1 galel
50. i BIARCECE] 2 o7
51. | gTSelisel 20 X
52. THT Ue- FoR 48 T
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53. TdlleT [ST3e1ca 12 deR 9Ah
54. 3T3cas PREUSH o 1 a7

55. 3198 HRTAISH ol LR

56. 3Th U4 T ol IToree LG EL

57. qw Je 2 gl

58. gigeT g 2 Ype

59. TR O 24 X
sAlcaile- A Td 3UHOT SR H 3Uclet] HTYfdeh HleTehl & YR T & HT fHT V|

37



i

Industrial Training Institute

Stenographer Secretarial Assistant (Hindi)

TooLs & EQUIPMENT FOR EMPLOYABILITY SKILLS

S No. Name of the Equipment Quantity
1. Computer (PC) with latest configurations and Internet connection with 10 nos.
standard operating system and standard word processor and
worksheet software.
2. UPS - 500VA 10 nos.
3. Scanner cum Printer 01 no.
4. Computer Tables 10 nos.
5. Computer Chairs 20 nos.
6. LCD Projector 01 no.
7. White Board 1200mm x 900mm 01 no.

Note: Above Tools & Equipments not required, if Computer LAB is available in the institute.
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ANNEXURE-II

FORMAT FOR INTERNAL ASSESSMENT

Name & Address of the Assessor: Year of Enrollment:

Name & Address of ITI (Govt./Pvt.): Date of Assessment:

Name & Address of the Industry: Assessment location: Industry/ ITI
Trade Name: Semester: Duration of the Trade/course:

Learning Outcome:

Maximum Marks (Total 100 Marks) 15 | 5 10 5 10 10 5 10 15 15
. z 7 <] 2 g
2 v © c © “ = % T 6| =
qC) 5 =2 S 0 Y— o - 2 & < E <
7] 4 5 0 £ u ) o 1) = © = <
o 8 20 c 8 = g c 3B : 1= 3w oo g 9 = >
— > —
z . Father's/Mother’s | 3 | & o L2528 |se|wS| 5 5 <|E9| =
v Candidate Name P g ~ 238 83 |csal|l g o = > |= € S
Name (e} © It - 5 2 3 T 5 E © p S8 w g
] o c 236 ac|T o o> = £ [} 3 o
> ~ © =—c W Q X~ O w c © = v
D o e L2 © < = o 4] 4? ]
5| 2 o = = o al = E
. g % 7 ol
1
2
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