
                  kf]v/f ljZjljBfno 
 

                   :s|"n ckm lahg]; 
 

         lzIfssf] sfd, st{Jo / clwsf/ 
 

 

lzIfssf] d'Vo lhDd]jf/L tf]lsPsf] laifox?sf] sfo{ of]hgf tof/ u/L ;f]xL adf]lhd 
cWofkg ug]{, laBfyL{x?sf] cfGtl/s d"Nof+sg ug]{, cfjZostf cg';f/ clGtd d"Nof+sg 
klg ug]{ / d"Nofsgsf] c+s jf u|]8 ;DalGwt AolQm jf lgsfodf tf]lsPsf] ;do leq k]z 
ug]{, cWofkg afx]s sfo{qmd ;+of]hs, lgb]{zs jf ;DalGwt kbflwsf/Lx?n] lbPsf] lhDd]jf/L 
;DkGg ug]{, cfjZostfg';f/ ljleGg ;ldltdf /xL sfd ug]{, ljBfyL{x?nfO{ gLhx?sf] 
cfjZostf cg';f/ jf gLhx?sf] dfu adf]lhd ;Nnfx tyf k/fdz{ lbg] /x]sf] 5 .  

!= cfkm\gf] lhDdfdf /x]sf] ljifox?sf] sfo{ of]hgf tof/ u/L ljBfyL{nfO{ pknAw u/fpg], ;fy} 
k|zf;gnfO{ pknAw u/fpg] .  

@= tf]lsPsf] z}lIfs Sofn]08/nfO{ cfwf/ dfgL ;dodf cfkm\gf] lhDd]jf/Ldf /x]sf sf]if{ cWofkg ;DkGg 
ug]{, laBfyL{x?sf] d"Nofs+g ug]{ . 

#= sf]if{sf cfjZostf cg';f/ / ;+ej eP ;Dd sfo{qmd ;+of]hs;+u ;dGjo u/L u]]i6 n]Sr/sf] 
Aoj:yf ug]{,  

$= laBfyL{x?nfO{ ;}4flGts 1fgsf] ;fy ;fy} Aojxfl/s 1fg lbgsf] nflu laBfyL{x?s} ;xeflutfdf 
laleGg ;]ldgf/, uf]i7L cflbsf] cfof]hgf ug]{,  

%=  laleGg ;ldlt tyf ;+of]hsx?;+u ;dGjo u/L laBfyL{x?sf] rf}tkmL{ 1fgsf] lasf;sf nflu 
cfjZos sfo{ ug]{,  

^= laBfyL{x?nfO{ sf]if{ leqsf] ljifoj:t'sf] 1fg lbg'sf] cnfjf g}lts lzIff, b]zelQm, OdfGbfl/tf, 
cg'zf;g, >dk|ltsf] ;Ddfg ;DaGwL 1fg lbg], :s"n / ljZjljBfno k|lt cg'u|lxt x'g clek|]l/t 
ug]{, 

&= ;do ;dodf Ps} ;]d]i6/ jf 6«fOd]i6/df cWofkg ug]{ lzIfsx?;+u k/fdz{ u/L cfkm\gf 
5fq5fqfx?sf] cfgLafgL / d"Nof+sgsf] af/]df cGo lzIfsx?sf] wf/0ff a'em\g], 

*=  sdhf]/ 5fq5fqfx?nfO{ cnUu} k/fdz{ lbO{ pgLx?nfO{ k|f]T;fxg ug]{, 

(= k|f]h]S6 jS;{, lkmN8 jS;{, u|'k jS;{, k|]h]G6];g h:tf ultjlwdf ;+nUg u/fO{ gLhx?nfO{ hLjg 
pkof]uL lzIff k|bfg ug]{, / eljiodf /f]hfu/L kfpg jf /f]huf/L l;h{g fug{ ;Ifd agfpg k|oTg 
ug]{,  

!)= cltl/Qm lqmofsnfkdf efu lng / l;h{gfTds sfddf ;lqmotfsf ;fy efu lngsf nflu     
clek|]l/t ug]{, 

!!= sIff sf]7df jf hxf+ sxL+ k|of]u ul/Psf cfkm\gf] cWofkgdf k|of]u ul/Psf z}lIfs ;fdu|L 
dN6Ld]l8of k|f]h]S6/, Nofk6k nufotsf ;fdfgx?sf] lhDd]jf/L lng], htg ug]{ / ;xL cj:yfdf 
a'emfpg], jf cfjZostfg';f/ c?af6 jf k|zf;gaf6 a'ema'emf/y ug]{,  



!@=  laBfyL{x?;+u Joj;flos ;DaGw /fVg], d"Nof+sgdf lgikIftf / kf/blz{tf, cWofkgdf k]zfut 
OdfGbfl/tf / ;IfdtfnfO{ x/bd canDag ug]{, Ps s'zn k|fWoksdf x'g' kg]{ lalzi6 u'0fx?sf] 
lasf;df x/bd cfkm"nfO{ ;dlk{t ug]{,  

!#=  km|ofsN6L ldl6u+x?df efulng], cWofkgsf l;nl;nfdf cfPsf ;d:ofx? k|zf;gnfO{ hfgsf/L 
lbg], 5nkmnaf6 ;dfwfg lgsfNg],  

!$= cfkm\gf] cWofkgsf] If]q jf ?rLsf] If]qdf gof+ gof+ laifosf af/]df hfgsf/L /fVg], laifoa:t'df 
cBfjlws x'g], vf]h cg';GwfgnfO{ ;b}j s]Gb|df /fv]/  sfo{ ug]{, laBfyL{x?nfO{ klg cg';Gwfgdf 
;xof]u ug]{, 

!%=  laZjlaBfnon] v6fPsf] 7fp+df hfg] / lhDd]jf/L lbO{ lbPsf] sfo{ ;DkGg ug]{, uf]Kotf sfod 
/fVg], ljZjljBfnosf] gsf/fTds ljifodf hyfefjL gaf]Ng], af]Ng' k/]df ;DalGwt kIfsf] cg'dlt 
lng], jf hfgsf/L lbg], 

!^= :s"nsf] cWofkg sfo{nfO{ k|efljt x'g] u/L jf afwf kg]{ u/L cGo lgsfosf] lhDd]jf/L axg gug]{, 
axg ug'{ kg]{ afWotf cfPdf ;DalGwt kbflwsf/LnfO{ k"j{ hfgsf/L lbg] jf k"j{ cg'dlt lng],  

!&= laBfyL{sf] d"Nof+sg k/LIffdf tf]lsPsf lhDd]jf/L k"/f ug]{, 

!*= s'g} sfd ug{sf] nflu k]ZsL lng' kg]{ ePdf lng] / tf]lsPsf] ;dodf km5\of]{6 ug]{, cfjZostf 
k/]sf] cj:yfdf :ynut e|d0fdf hfg] jf s'g} ;ldltdf /x]/ sfd ug]{ jf laz]if ;df/f]xdf s'g} 
lhDd]jf/L k|fKt ePdf k"/f ug]{, 

!(=cfkm\gf] ?rLsf jf laz]if1tfsf] laifo a:t'df s'g} sfo{qmd ePsf] cj:yfdf AolQmut jf ;+:yfut 
?kdf efu lng, cfkm\gf] larf/ k|:t't ug{ jf sfo{kq k]z ug{ kg]{ cj:yfdf labf jf sfhdf 
To:tf sfo{df efu lng], k|fl1s pGgog / k|fl1s lasf;sf] sfddf bQlrQ eP/ x/bd nflukg]{ 

@)= cfkm"n] ;DkGg u/]sf k|fl1s tyf z}lIfs sfo{ jf pknAwLx?sf] ;dodf g} k|zf;g ;dIf lnlvt 
hfgsf/L lbg], cfkm\gf] jolQms laa/0f cWojlws ug]{ / k]z ug]{,  

@!= :s"nsf] cfjZostf adf]lhd ljleGg ;ldltx?df /xL sfd ug]{, tyf k|d'vsf] lgb]{zgdf cGo 
sfdx? ug]{ .  

 

 

 



                     kf]v/f ljZjljBfno     

     :s|"n ckm lahg]; 
 

 

 

gfd M >L 3gZofd ltjf/L  

kb M sfo{qmd ;+of]hs 

sfo{qmd M :gftsf]Q/ sfo{qmd 

 

sfo{qmd +;+of]hssf] sfd, st{Jo / clwsf/ 
 

sfo{qmd +;+of]hssf] d'Vo lhDd]jf/L lzIfssf] sfd st{Jo / clwsf/ adf]lhdsf] sfo{ ;Dkfbg ug'{sf] 
cnjf ;DalGwt sfo{qmdnfO{ Aojl:yt ?kdf ;+rfng ug{sf nflu lzIfsx?sf] Joj:yf ug]{, tf]lsPsf] 
sfo{ef/ adf]lhd lzIfsx?nfO{ laifo laefhg ug]{, ?l6g agfpg], ;dodf cfGtl/s d"Nof+sg ug]{, 
z}lIfs ultljlwnfO{ Aojl:yt agfpgsf nflu Sofn]08/ tof/ u/L l:js[t u/fpg], km\ofsN6L ldl6u+ 
/fVg] / laleGg ljifox?df lg0f{o ug]{, ljBfyL{x?sf] 8f6fa]; l;:6dnfO{ sfo{Gjog ug]{, laBfyL{x?nfO{ 
cg'zf;g sfod ug]{, / ljleGg ;]n / ;ldltsf ;+of]hsx?, cfGtl/s k/LIff ;+of]hs;+u ;dGjo ug]{, 
laBfyL{ egf{ tyf cf]l/oG6]zg ug]{ / :s'nsf] sfo{ ;DkfbgnfO{ k|efjsf/L agfpgsf nflu lgb]{zsnfO{ 
;xof]u ug]{ /x]sf] 5 .  

!= lzIfsx?nfO{ cWofkg ug]{ laifo tf]Sg], ?l6g tof/ ug]{, / ;f] sf] hfgsf/L lbg], cfjZostfg';f/ lgb]{zs 
/ lzIfsx?;+u k/fdz{ ug]{, a}7sdf 5nkmn ug]{, z}lIfs Sofn]08/ adf]lhd cfGtl/s lqmofsnfkx?sf] 
Sofn]08/ tof/ ug]{, / sfo{Gjog ug]{, ;a} km\ofsN6Lx?af6 sfo{ of]hgf dfu ug]{,  

@= cfGtl/s k/LIffnfO{ Jojl:yt / dof{lbt agfpg], tf]lsPsf] ;dodf g} ;DkGg ug]{, cfGtl/s k/LIff 
;+of]hsnfO{ ;xof]u ug]{, 

#= laBfyL{x?sf] cltl/Qm lqmofsnfknfO{ Aojl:yt ug{sf Sjfln6L Snax? u7g ug{ k|]l/t ug]{, u7g  ePsf 
Snax?nfO{ lgoldt ?kdf k/fdz{ lbg], gLhx?nfO{ ;lqmo agfpgsf nflu cfjZos ;xof]u ug]{, 

$= x/]s ;]S;gaf6 sIff k|ltlglwx?sf] 5gf}6 ug]{, sIff k|ltlglwx?sf] a}7s /fvL pgLx?nfO{ cfkm\gf] 
bfloTjsf] af/]df hfgsf/L lbg], laBfyL{x?df cg'zf;g sfod /fVg],  

%= ;a} sIff sf]7fx?sf] cjnf]sg ug]{, s'g} ;d:of b]lvPdf k|zf;g zfvfdf hfgsf/L lbg], tTsfn 
;dfwfg ug{ ;lsg] cj:yfdf ;DalGwt zfvfdf ;Dks{ /fVfL ;dfwfg ug]{,   

^= laBfyL{x?nfO{ ;}4flGts 1fgsf] ;fy ;fy} Aojfxfl/s 1fg lbgsf] nflu laBfyL{x?s} ;xeflutfdf ul/g] 
laleGg ;]ldgf/, uf]i7L cflbdf ;xof]u ug]{, pkl:yt eO{ xf};nf a9fpg]{, 

&=  laleGg ;ldltdf a;L sfo{ ug]{ tyf tf]lsPsf] cGo lhDd]jf/Ldf k"/f ug]{, 

*= u]i6 sIffsf] nflu ;DalGwtx?;+u k/fdz{ u/L la1x?sf] ;"rL tof/ ug]{, km\ofsN6Lx?af6 cg'/f]w eO{ 
cfP adf]lhd u]i6 n]Sr/sf] Aoj:yf ug]{, gLhx?sf] kfl/>lds e'QmfgL ug]{,    

(= laBfyL{sf] s'g} ;d:of ePdf gLhsf] cleefjsx?;+u e]6 ug]{, k/fdz{ ug]{, 

!)= lgoldt ?kdf ;a} lzIfsx?af6 xflh/L k\'l:tsf dfu u/L clgoldt x'g] laBfyL{nfO{ e]6L k/fdz{ lbg], 
/ nfdf] ;do cg'kl:yt x'g] laBfyL{x?sf] cleefjs;+u ;Dks{ u/L ;f] cj:yfsf] hfgsf/L u/fpg]  

!!= 6«fOd]i6/ ;dfKt eP kZrft laBfyL{x?4f/f lzIfsx?sf] d"Nof+sg kmf/fd eg{ nufO{ /fVg] / k|f];]; ug]{, 



!@= laBfyL{x?nfO{ cltl/Qm lqmofsnfkdf efu lng / l;h{gfTds sfddf ;xefuL x'g clek|]l/t ug]{, ;dfh 
;]jfsf] sfo{sf nflu cfjZos Joj:yf ldnfpg], 

!#= cfufdL ;];gsf nflu cfjZos kg]{ z}lIfs ;fdu|Lx?M dN6Ld]l8of k|f]h]S6/, Nofk6k nufotsf 
;fdfgx?sf] cfjZostf ePdf ;dodf g} vl/b zfvfnfO{ cg'/f]w ug]{, 

!$= laBfyL{sf] nflu l;kmfl/z kq agfpg] / pknAw u/fpg], k/LIff kmd{df x:tfIf/ ug]{ 

!%= laleGg sfo{qmddf km\ofsN6L k7fp+bf jf 5gf}6 ug'{ kbf{ lgb]{zsnfO{ ;xof]u ug]{ jf l;kmfl/z ug]{, ;fy} 
laleGg sfo{qmddf laBfyL{ k7fpgsf] nflu tf]lsPsf] qmfO6]l/of adf]lhd 5gf}6 u/L l;kmfl/z ug]{, 

!^= :s"nsf] tkm{af6 k|ltlglwTj u/L cGo lgsfo jf kf]=la= leqs} lgsfox?df hfgsf] nflu lgb]{zg ePsf] 
cj:yfdf efu lng] 

!&= lgb]{zssf] cg'kl:yltdf cfkm"nfO{ lhDd]jf/L k|fKt ePsf] cj:yfdf lgldQ eO{ sfo{ ;DkGg ug]{ / c? 
s;}nfO{ lhDd]jf/L cfPsf] cj:yfdf gLhnfO{ ;xof]u ug]{, 

!*= laBfyL{x?nfO{ cf}Bf]lus e|d0fdf n}hfg' kg]{ cj:yfdf e|d0f ;DaGwL ;Dk"0f{ Aoj:yf ldnfpg] / :jLs[ltsf] 
nflu k]z ug]{,  

!(= laBfyL{x?4f/f cfof]hgf x'g] v]ns'b / cltl/Qm lqmofsnfknfO{ ;xof]u ug{sf nflu cltl/Qm 
lqmofsnfksf] ;+of]hs tf]Sg],  

@)= laBfyL{x?nfO{ oftfoftsf] Aoj:yf ug'{kg]{ cj:yfdf ;f] sf] Joj:yf ug]{,  

@!= cfjZostfg';f/ s'g} sfd ubf{ k]ZsL lng], sfd ;DkGg eP kZrft k]ZsL km5\of}{6 ug]{, 

@@= :s"nsf] k|f]:k]S6;\, a|f];/, aflif{s k|ltj]bg nufotsf k|sfzgx? k|sfzg ug{] sfddf ;xof]u ug]{, 

@#= cfkm\gf] sfo{qmd cGtu{t ;DkGg ePsf lqmofsnfkx?sf] dfl;s tyf aflif{s k|ltj]bg tof/ u/L lgb]{zs 
;dIf k]z ug]{, 

@$= cfufdL jif{sf] nflu ul/g] z}lIfs ultljlwsf] of]hgf tof/ ug]{ / ;f] sf] nflu cg'dflgt ah]6 tof/ 
cf=j= z'? x'g' sDtLdf # dlxgf klxn] g} k]z ug]{, 

@%= tf]lsP adf]lhd cWofkg eP gePsf] af/]df cg'udg ug]{, s'g} lzIfs cg'kl:yt ePsf] cj:yfdf sIff 
vfnL g/fVg] u/L cGo lzIfsx?nfO{ cg'/f]w ug]{, 

@&= z}lIfs k|zf;g cGtu{t sfo{/t sd{rf/Lx?n] cfkm\gf] lhDd]jf/L cg'';f/ sfd eP gePsf] cg'udg tyf 
;'kl/j]If0f ug]{,  

@*= cfjZostfg';f/ k/LIff lgoGq0f sfof{no, k':tsfno nufotsf lgsfox?;+u ;dGjo ug]{,  

@(= :s"nsf] cfjZostf adf]lhd ljleGg ;ldltx?df /xL sfd ug]{, tyf :s"n k|d'vsf] lgb]{zgdf cGo 
sfdx? ug]{ . 

 



                   kf]v/f ljZjljBfno 
 

                   :s|"n ckm lahg]; 
 

 

gfd M >L /fds[i0f rfkfufO{+  

kb M sfo{qmd ;+of]hs 

sfo{qmd M :gfts sfo{qmd (BBA and BBA-BI) 

 

sfo{qmd +;+of]hssf] sfd, st{Jo / clwsf/ 
 

sfo{qmd +;+of]hssf] d'Vo lhDd]jf/L lzIfssf] sfd st{Jo / clwsf/ adf]lhdsf] sfo{ ;Dkfbg ug'{sf] 
cnjf ;DalGwt sfo{qmdnfO{ Aojl:yt ?kdf ;+rfng ug{sf nflu lzIfsx?sf] Joj:yf ug]{, tf]lsPsf] 
sfo{ef/ adf]lhd lzIfsx?nfO{ laifo laefhg ug]{, ?l6g agfpg], ;dodf cfGtl/s d"Nof+sg ug]{, 
z}lIfs ultljlwnfO{ Aojl:yt agfpgsf nflu Sofn]08/ tof/ u/L l:js[t u/fpg], km\ofsN6L ldl6u+ 
/fVg] / laleGg ljifox?df lg0f{o ug]{, ljBfyL{x?sf] 8f6fa]; l;:6dnfO{ sfo{Gjog ug]{, laBfyL{x?nfO{ 
cg'zf;g sfod ug]{, / ljleGg ;]n / ;ldltsf ;+of]hsx?, cfGtl/s k/LIff ;+of]hs;+u ;dGjo ug]{, 
laBfyL{ egf{ tyf cf]l/oG6]zg ug]{ / :s'nsf] sfo{ ;DkfbgnfO{ k|efjsf/L agfpgsf nflu lgb]{zsnfO{ 
;xof]u ug]{ /x]sf] 5 .  

!= lzIfsx?nfO{ cWofkg ug]{ laifo tf]Sg], ?l6g tof/ ug]{, / ;f] sf] hfgsf/L lbg], cfjZostfg';f/ lgb]{zs 
/ lzIfsx?;+u k/fdz{ ug]{, a}7sdf 5nkmn ug]{, z}lIfs Sofn]08/ adf]lhd cfGtl/s lqmofsnfkx?sf] 
Sofn]08/ tof/ ug]{, / sfo{Gjog ug]{, ;a} km\ofsN6Lx?af6 sfo{ of]hgf dfu ug]{,  

@= cfGtl/s k/LIffnfO{ Jojl:yt / dof{lbt agfpg], tf]lsPsf] ;dodf g} ;DkGg ug]{, cfGtl/s k/LIff 
;+of]hsnfO{ ;xof]u ug]{, 

#= laBfyL{x?sf] cltl/Qm lqmofsnfknfO{ Aojl:yt ug{sf Sjfln6L Snax? u7g ug{ k|]l/t ug]{, u7g  ePsf 
Snax?nfO{ lgoldt ?kdf k/fdz{ lbg], gLhx?nfO{ ;lqmo agfpgsf nflu cfjZos ;xof]u ug]{, 

$= x/]s ;]S;gaf6 sIff k|ltlglwx?sf] 5gf}6 ug]{, sIff k|ltlglwx?sf] a}7s /fvL pgLx?nfO{ cfkm\gf] 
bfloTjsf] af/]df hfgsf/L lbg], laBfyL{x?df cg'zf;g sfod /fVg], kf]zfssf] k|of]u clgjfo{ ug]{ u/fpg],   

%= ;a} sIff sf]7fx?sf] cjnf]sg ug]{, s'g} ;d:of b]lvPdf k|zf;g zfvfdf hfgsf/L lbg], tTsfn 
;dfwfg ug{ ;lsg] cj:yfdf ;DalGwt zfvfdf ;Dks{ /fVfL ;dfwfg ug]{,   

^= laBfyL{x?nfO{ ;}4flGts 1fgsf] ;fy ;fy} Aojfxfl/s 1fg lbgsf] nflu laBfyL{x?s} ;xeflutfdf ul/g] 
laleGg ;]ldgf/, uf]i7L cflbdf ;xof]u ug]{, pkl:yt eO{ xf};nf a9fpg]{, 

&=  laleGg ;ldltdf a;L sfo{ ug]{ tyf tf]lsPsf] cGo lhDd]jf/Ldf k"/f ug]{, 

*= u]i6 sIffsf] nflu ;DalGwtx?;+u k/fdz{ u/L la1x?sf] ;"rL tof/ ug]{, km\ofsN6Lx?af6 cg'/f]w eO{ 
cfP adf]lhd u]i6 n]Sr/sf] Aoj:yf ug]{, gLhx?sf] kfl/>lds e'QmfgL ug]{,    



(= laBfyL{sf] s'g} ;d:of ePdf gLhsf] cleefjsx?;+u e]6 ug]{, k/fdz{ ug]{, 

!)= lgoldt ?kdf ;a} lzIfsx?af6 xflh/L k\'l:tsf dfu u/L clgoldt x'g] laBfyL{nfO{ e]6L k/fdz{ lbg], 
/ nfdf] ;do cg'kl:yt x'g] laBfyL{x?sf] cleefjs;+u ;Dks{ u/L ;f] cj:yfsf] hfgsf/L u/fpg]  

!!= ;]d]i6/ ;dfKt eP kZrft laBfyL{x?4f/f lzIfsx?sf] d"Nof+sg kmf/fd eg{ nufO{ /fVg] / k|f];]; ug]{, 

!@= laBfyL{x?nfO{ cltl/Qm lqmofsnfkdf efu lng / l;h{gfTds sfddf ;xefuL x'g clek|]l/t ug]{, ;dfh 
;]jfsf] sfo{sf nflu cfjZos Joj:yf ldnfpg], 

!#= cfufdL ;];gsf nflu cfjZos kg]{ z}lIfs ;fdu|Lx?M dN6Ld]l8of k|f]h]S6/, Nofk6k nufotsf 
;fdfgx?sf] cfjZostf ePdf ;dodf g} vl/b zfvfnfO{ cg'/f]w ug]{, 

!$= laBfyL{sf] nflu l;kmfl/z kq agfpg] / pknAw u/fpg], k/LIff kmd{df x:tfIf/ ug]{ 

!%= laleGg sfo{qmddf km\ofsN6L k7fp+bf jf 5gf}6 ug'{ kbf{ lgb]{zsnfO{ ;xof]u ug]{ jf l;kmfl/z ug]{, ;fy} 
laleGg sfo{qmddf laBfyL{ k7fpgsf] nflu tf]lsPsf] qmfO6]l/of adf]lhd 5gf}6 u/L l;kmfl/z ug]{, 

!^= :s"nsf] tkm{af6 k|ltlglwTj u/L cGo lgsfo jf kf]=la= leqs} lgsfox?df hfgsf] nflu lgb]{zg ePsf] 
cj:yfdf efu lng] 

!&= lgb]{zssf] cg'kl:yltdf cfkm"nfO{ lhDd]jf/L k|fKt ePsf] cj:yfdf lgldQ eO{ sfo{ ;DkGg ug]{ / c? 
s;}nfO{ lhDd]jf/L cfPsf] cj:yfdf gLhnfO{ ;xof]u ug]{, 

!*= laBfyL{x?nfO{ cf}Bf]lus e|d0fdf n}hfg' kg]{ cj:yfdf e|d0f ;DaGwL ;Dk"0f{ Aoj:yf ldnfpg] / :jLs[ltsf] 
nflu k]z ug]{,  

!(= laBfyL{x?4f/f cfof]hgf x'g] v]ns'b / cltl/Qm lqmofsnfknfO{ ;xof]u ug{sf nflu cltl/Qm 
lqmofsnfksf] ;+of]hs tf]Sg],  

@)= laBfyL{x?nfO{ oftfoftsf] Aoj:yf ug'{kg]{ cj:yfdf ;f] sf] Joj:yf ug]{,  

@!= cfjZostfg';f/ s'g} sfd ubf{ k]ZsL lng], sfd ;DkGg eP kZrft k]ZsL km5\of}{6 ug]{, 

@@= :s"nsf] k|f]:k]S6;\, a|f];/, aflif{s k|ltj]bg nufotsf k|sfzgx? k|sfzg ug{] sfddf ;xof]u ug]{, 

@#= cfkm\gf] sfo{qmd cGtu{t ;DkGg ePsf lqmofsnfkx?sf] dfl;s tyf aflif{s k|ltj]bg tof/ u/L lgb]{zs 
;dIf k]z ug]{, 

@$= cfufdL jif{sf] nflu ul/g] z}lIfs ultljlwsf] of]hgf tof/ ug]{ / ;f] sf] nflu cg'dflgt ah]6 tof/ 
cf=j= z'? x'g' sDtLdf # dlxgf klxn] g} k]z ug]{, 

@%= tf]lsP adf]lhd cWofkg eP gePsf] af/]df cg'udg ug]{, s'g} lzIfs cg'kl:yt ePsf] cj:yfdf sIff 
vfnL g/fVg] u/L cGo lzIfsx?nfO{ cg'/f]w ug]{, 

@&= z}lIfs k|zf;g cGtu{t sfo{/t sd{rf/Lx?n] cfkm\gf] lhDd]jf/L cg'';f/ sfd eP gePsf] cg'udg tyf 
;'kl/j]If0f ug]{,  

@*= cfjZostfg';f/ k/LIff lgoGq0f sfof{no, k':tsfno nufotsf lgsfox?;+u ;dGjo ug]{,  

@(= :s"nsf] cfjZostf adf]lhd ljleGg ;ldltx?df /xL sfd ug]{, tyf :s"n k|d'vsf] lgb]{zgdf cGo 
sfdx? ug]{ . 

 



 



School of Business 
Pokhara University 

 
JOB DESCRIPTION FORM 

 

      
Name of Employee: 

 
Job Title: Student Counselling and Professional Development Cell 

 
School: School of Business, Pokhara University 

 
Immediate Supervisor: Director, School of Business 
 
Job Objective/Summary: Under the eventual direction of the Director, School of Business 

and, initially, under the office of the Internal Quality Assurance Committee (IQAC), organize, 

maintain and operate a Counselling and Career Guidance Unit and provide a wide variety of career 

information and materials; communicate with students, alumni, faculty, and university 

representatives and community representatives concerning career planning, counseling and 

guidance. 

 
Educational requirements: Minimum Qualifications: Master’s degree in any of the helping 

professions (preferably in psychology); basic and essential individual and group counseling skills. 

 
Experience: Prior experience with students, involvement with student leadership preferable.  
The cell coordinator should have basic computer knowledge and excellent communication skills, 

and should be able to interact with a variety of people, in addition to the following required 

abilities: 
 

 Operate PCs in a Windows environment using various office productivity 

software applications


 Operate modern office equipment and audio/visual equipment.


 Work independently using effective public relations skills with little direction.


 Meet schedules and time lines.


 Plan and organize work.


 Work confidentially with discretion.


 Communicate effectively both orally and in writing.


 A reasonable command of English


 Telephone techniques and etiquette.


 Basic research methods.



Duties & Responsibilities:  
Main routine duties: 

 
1. Provide career information, assistance, support and counselling services to students, 

alumni, faculty, and counselors; coordinate day-to-day operations and schedule activities. 
 
2. Obtain, organize, file and display career education and instructional materials and develop 

and maintain a current and comprehensive occupational library including information on careers and 

career clusters, employment prospects and trends and employment requirements and opportunities. 

3. Collaborate and maintain close working relations with several Pokhara University 

divisions, committees and units involved with students, alumni, and career events including: the Dean 

of the Faculty, the Student Counselors, Advisory Committee pertaining to career events, the Research 

Management Cell, and with the Alumni Relations Office, and with the University, where relevant, 

especially in the planning, organizing and conducting Career Days and Job Fairs. 
 
4. Provide information concerning career tests, interpret test data and communicate findings 

in concurrence with the Counselling Office. 

5. Maintain a current inventory of CG equipment and materials. 
  
6. Stay current with the latest job postings and market needs. 
 
7. Operate a variety of office equipment and maintain an attractive and organized career 

guidance office. 
 
8. Adhere to known ethical standards of counseling. 

 

Periodic duties: 
 
1. Attend meetings, conferences and workshops regarding career trends and those designed 

to maintain and upgrade career guidance and counseling. 
 
2. Complete reports as required and maintains records of every consultation, activity and 

service rendered. Maintain log book of student counseling.  

 
 
 

 

Signature of Supervisor  Date 

Signature of Employee   Date  
 
 

This job description may be reviewed annually or as the need arises 
 
 



kf]v/f ljZjljBfno 
 

             :s|"n ckm lahg]; 
 

s_ sfo{ laa/0f 
sd{rf/Lsf] gfd M >L cfgGb s'df/ kf}8]n 
;]jf M k|zf;g 
zfvf M k|zf;g 
>]0fL M >]0fL laxLg 
kbgfd M sfof{no ;xfof]uL 
lhDd]jf/L M sfof{no ;/;kmfO{ tyf sfof{nodf kl/cfPsf] sfd  
;'kl/j]Ifs M k|zf;g zfvf k|d'v 

 
v_ sfd, st{Jo / clwsf/ 
d'Vo lhDd]jf/L :s"nsf sIff sf]7fsf kmlg{r/ ;km fug]{, vfg]kfgLsf] Aoj:yf ug]{, sfof{nosf] lr7Lkq, r]s 
tyf cGo sfuhft csf]{ sfof{no;Dd k'¥ofpg], cltyL ;Tsf/ ug]{, kmlg{r/ ldnfpg], k/LIff ;DaGwL sfddf 
;xof]u ug]{, ljleGg sfo{qmddf ;xof]u ug]{ / sfof{nosf] cfjZostf cg';f/ cfO kg]{ sfdx? ug]{ . 
!= sfof{no ;do leq sfof{nosf] cfjZostf cg';f/ lzIfs tyf sd{rf/Lx?nfO{ ;xof]u ug]{,   
@= s]lGb|o sfo{no, cGo lgsfo, a}+s, vfg]kfgL, laB't sfof{no nufotsf lgsfox?df lr7L kq n}hfg], 
#= :s'n ckm ljhg];sf kbflwsf/L, sfo{qmd ;+of]hs, lzIfs tyf sd{rf/Lx?sf] 6]jn s'lr{ / sDKo'6/ 

Nofjsf 6]jn s'lr{ ;kmf ug]{ . 
$= sfof{no v'Ng' cl3 ‰ofn 9f]sf vf]Ng] / sfof{no ;do kZrft ;a} em\ofn 9f]sf aGb ug]{, wf/f aQL 

cflb aGb ug]{ / ;DklQsf] ;'/Iffsf] nflu cfjZos sfo{ ug]{ . 
%= laBfyL{x?nfO{ lkpgsf nflu z'4 vfg]kfgLsf] Joj:yf ug]{,  
^= lzIfs tyf sd{rf/LnfO{ lkpg] kfgL hudf /fVg], 
&= cfjZostf cg';f/ lzIfs tyf ljBfyL{sf] 6]jn, sDKo'6/ tyf s'lr{ Ps 7fpFaf6 csf]{ 7fpFdf n}hfg] 
*= k/LIffsf] ;dodf kmlg{r/ ldnfpg],  
(= lbjf ;dodf lgb]{zsHo' ;dIf cfpg] kfx'gfx?nfO{ cfjZostf cg';f/ lrof kfgLsf] Joj:yf ug]{ . 
!)= lzIfs sd{rf/Lx?n] nfP cx|fPsf] sfdx? Ufg]{ . 
!!= a+}+sdf b}lgs ?kdf /sd hDdf ug]{, r]s ;f6\g], / ;do ;dodf kfgL, laB'tsf] aLn ltg]{  
!@= lzIfs sd{rf/Lx?sf] 6]an, sDKo'6/ nufot ‰ofnx? ;/;kmfO{ ug]{ 
!#= kmfOn, Go'hk]k/ ldnfpg], lr7Lkq kmfOlnu+ ug]{,  
!$= lhG;L Joj:yfkg zfvfdf ePsf lhG;L ;fdfgx? ldnfP/ /fVg]  . 
!%= cfjZostf k/]sf] cj:yfdf d6/ rnfO kfgLsf] cfk"lt{ ug]{, h]g]/]6/ rnfpg], 
!^= :s"n k|d'v Pj+ k|zf;g k|d'vsf] lgb]{zgdf /xL sfof{nodf cfpg] cGo sfdx? ug]{ .  



kf]v/f ljZjljBfno 

 

:s|"n ckm lahg]; 

 

 

s_ sfo{ laa/0f 
 

sd{rf/Lsf] gfd M >L afa'/fd cof{n 

;]jf M k|zf;g 

zfvf M vl/b k|zf;g 

>]0fL/tx M ;xfos k|zf;s 

lhDd]jf/L M vl/b k|zf;g k|d'v 

;'kl/j]Ifs M lgb]{zs 

;'kl/j]If0f ug'{kg]{ M vl/b zfvf cGtu{tsf sd{rf/L 

 

v_ sfd, st{Jo / clwsf/ 

vl/b k|d'v lgsfosf] aflif{s vl/b of]hgf agfpg] / ;f] sf] sfo{Gjog ug]{, / lhG;L Aoj:yfkg sfo{nfO{ 

Aojl:yt ub}{ lgsfosf] ef}lts ;DklQsf] ;+/If0fdf ug]{ AolQm xf] . gLhsf] d'Vo lhDd]jf/L vl/b;+u ;DaGwL 

sfo{ cfkm" :jo+ jf dftxtsf sd{rf/L dfkm{t ug]{ / :s"n ;+rfngdf :s"n lgb]{zsnfO{ ;xof]u ug]{ /x]sf] 5 . 
 

!= ljleGg zfvf / AolQm;+u ;dGjo / 5nkmn u/L jflif{s ?kdf cfjZos kg]{ ;fdfg / ;]jfsf] kl/df0f to ug]{ / 

;f] sf] sfo{Gjogsf] nflu vl/bsf] of]hgf tof/ ug]{, dd{t ;+ef/sf] of]hgf agfpg], ah]6 tof/ ug]{ / :jLs[ltsf 

nflu lgsfo k|d'v ;dIf k]z ug]{, 

@=  x/]s cf=j= df j:t' tyf ;]jfsf] cfk"lt{ ug]{ sfg"g ;Ddt 9+uaf6 :yflkt ;+:yfx? -cfk"lt{stf{x?sf]_ ;"lr 

cBfalws (Update) u/L /fVg] . 

#=  :s"nnfO{ cfjZos kg]{ ;fdfgx?sf] pTkfbg ug]{ /fli6«o tyf cGt/fli6«o  sDkgLx?sf] 7]ufgf, 6]lnkmf]g, km\ofS; 

gDa/x?sf] /]s8{ /fVg] . ltlgx?af6 d'No;'rL /  Sof6nu dufO{ ;+sng ug]{ .  

$=  ljleGg dfn;fdfgsf Jofkf/Lx?;+u l;t /fd|f] ;DaGw /fVg] . 

%= :s"nsf] :jfldTjdf ePsf ;Dk"0f{ crn ;DklQsf] clen]v b'?:t eP gePsf] olsg ug]{ . 

^= cfjZos ;dfg vl/b ug{sf nflu vl/b lgodfjnL adf]lhd vl/b k|lqmof cufl8 a9fpg], 6]G8/ ÷ af]nkq ;DaGwL 

sfuhftx?, Specification  tof/ u/L 6]08/  8s'd]G6 tof/ agfpg] . 

&= 6]G8/ ÷ af]nkqsf] sfo{ cufl8 a9fpgsf nflu b//]6 d"Nof‚g ;ldltsf] l;kmfl/z adf]lhd, ;KnfP;{ 5gf}6 ug]{, 

;Demf}tfkq tof/ ug]{ / s/f/ ug]{ . 



*= dfn;fdfg k|fKt ePkl5, lgdf{0f sfo{ tof/ eP kl5 ;fj{hlgs P]g tyf lgodfjnLsf] clwgdf /xL hfFra'em ug{ 

nufO e'QmfgLsf] nfuL l;kmf/L; ug]{ u/fpg] . 

(= v/Lb cfb]z p7fpg] Pj+ ;fdfg vl/b cfP kZrft\ dfn;fdfg k|flKt (Receive) agfO{ :6f]/ zfvfdf bflvnf ug{ 

k7fpg] . 

!)= 6]08/ k|s[ofaf6 vl/b ug{ gkg]{ ;fdfgx?sf] nflu aflif{s vl/b of]hgf d'tflas vl/b ;ldltsf] lg0f{o adf]lhd 

lznjGbL ?kdf /]6 lni6 dfu u/L vl/b tyf dd{t ;DaGwL k|s[of cuf8L j9fpg] . 

!!= lgsfo k|d'v, n]vf k|d'v, vl/b ;ldtL tyf :6f]/ k|d'v ;Fu ;dGjo u/L sfo{ cuf8L a9fpg] . 

!@=;+emf}tf adf]lhdsf] sfd 7]s]bf/af6 ;DkGg x'g g;s]sf] cj:yfdf Ifltk"lt{sf] nflu k|lqmof cufl8 a9fpg],  

!#= ;do ;dodf pkNnf] lgsfodf k]z ug'{ kg]{ vl/b ;DaGwL, crn ;DklQ ;DaGwL k|ltj]bgx? tof/ ug]{ . 

!$= sfd ;DkGg eP tf]lsPsf] ;do kl5 7]s]bf/n] /fv]sf] w/f}6L lkmtf{sf] l;kmfl/z ug]{, / tf]lsP adf]lhd sfd 

gePsf] cj:yfdf w/f}6L /f]Ssf u/L sfd ;DkGg u/fpg], 

!%= vl/b k|zf;g ;DalGw ;Dk"0f{ sfo{ ug]{, 

!^= ;ef ;df/f]x, tfnLd, cled"lvs/0f h:tf laleGg sfo{qmdsf nflu sfo{qmd:yn 5gf}6 ug]{, 

!&+ cltyLx?sf] :jfut tyf af;sf nflu af;:yfg 5gf}6 ug]{, vfgkLgsf] aGbf]a:t ug]{,  

!*= P]g, lgod / sfo{lalwsf] clwgdf /xL vl/b ;DaGwL sfd ;DkGg ug]{, 

!(= vl/b ePsf a:t' tyf ;]jfsf] ;+/If0f tyf dd{t ;+ef/sf nflu k|lqmof k'/ofO{ sfo{ ;DkGg ug]{, 

@)= dfly pNn]lvt afx]ssf cGo cfjZos sfo{ ;DkGg ug]{, :s"nsf] cfjZostf adf]lhd ljleGg ;ldltx?df /xL 

sfd ug]{, tyf k|d'vsf] lgb]{zgdf cGo sfdx? ug]{ .  

 

 

 



kf]v/f ljZjljBfno 
 

:s|"n ckm lahg]; 
 

 
s_ sfo{ laa/0f 
sd{rf/Lsf] gfd M >L aGbgf uf]bf/ yfkf 
;]jf M k|zf;g   
zfvf M lhG;L Joj:yfkg -:6f]/_ 

>]0fL/tx M d'Vo ;xfos  

kbgfd M d'Vo ;xfos 
lhDd]jf/L M lhG;L Joj:yfkg -:6f]/_ 
;'kl/j]Ifs M k|zf;g k|d'v 

 

v_ sfd, st{Jo / clwsf/ 
d'Vo sfd :s"nsf] gfddf /x]sf vr{ eP/ hfg] / ghfg] :yfoL tyf c:yfoL vfnsf ;a} ;DklQx?sf] 
clen]v /fVg], vl/b eO{ cfPsf ;fdfg bflvnf ug]{, k|of]usf] nflu lgsf;f ePsf] ;fdfgsf] clen]v 
/fVg], lzIfs sd{rf/LnfO{ cfjZos ;dfg pknAw u/fpg] jf :6f]/df gePsf] cj:yfdf vl/bsf] nflu 
;DalGwt zfvfdf k7fpg], lhG;L ;fdfg, :yfoL ;+/rgfsf] dd{t ;+ef/ sfo{df ;xof]u ug]{ / cfufdL 
aif{sf] nflu cfjZos kg]{ ;fdfgsf] laa/0f tyf kl/df0fsf] ;"rL tof/ ug]{ sfddf vl/b zfvfnfO{ 
;xof]u ug]{ . 

!= :s"ndf /x]sf ;Dk"0f{ lhlG; ;fdfgx?sf] clen]v ljZjljBfno¢f/f lgwf{l/t n]h/df clen]v 
/fVg], vKg] lhG;L dfn;fdfgx?sf] juL{s/0f ul/P cg';f/ sf]8 gDa/ nufpg] Joj:yf ug]{ . 

@= v/Lb eO{ cfPsf vKg] / gvKg] b'j} lsl;dsf dfn;fdfg bflvnf ug]{ / To;sf] /]s8{ /fVg] 
.  

#= v/Lb eO{ cfPsf] ;fdfg tf]lsPsf] u'0f:t/ / kl/0ffddf gePsf] cj:yfdf ;f] sf] hfgsf/L 
lgsfo k|d'vnfO{ u/fpg] / To:tf ;fdfg :6f]/ bflvnf gug]{ { .  

$=  lzIfs tyf sd{rf/Lx?af6 dfu kmf/fd ;+sng ug]{, dfu kmf/fd :jLs[t ePdf ;fdfg 
lgsf;f lbg], :6f]/df ;fdfg gePdf ;f] sf] hfgsf/L vl/b zfvfnfO{ lbg],  

%=  lhG;L ;fdfgx?sf] jflif{s k|ltj]bg tof/ u/L tf]lsPsf] JolQm jf ;ldlt4f/f ?h" u/fpg], 
lhG;L n]vf k/LIf0f u/fpg] . 

^=  ;fdfgsf] df}Hbftsf] ljj/0f v/Lb zfvfnfO{ hfgsf/L u/fpg] / lautsf] ;fdfgsf] vktsf] 
b/sf] cfwf/df cfufdL jif{sf] vktsf] b/ cg'dflgt tYof+s tof/ ug]{,  

&= v/Lb OsfO;+u ;dGjo u/L aif{e/L :s""nnfO{ cfjZos dfn;dfgx? v/Lb sfo{ ug{ ;xof]u 
ug]{ . 

*=  lhG;L ;fdfg ldgfxf ug'{kg{] ePdf To;sf] sf/jfxL rnfpg] . 



(=  s;}sf] nfk/jfxLaf6 ;+sfosf] ;DkQL xfgL gf]S;fgL ePdf To;sf] Ifltk"lt{ u/fpg cfj:os 
sf/jfxL ug]{ 

!)= jif{sf] cGTodf lgoldt ?kdf :6f]/sf] df}hbft tof/ ug]{ . 
!!= k|zf;g zfvf k|d'v / vl/b zfvf k|d'vnfO{ cfjZos sfddf ;xof]u ug]{, 
!@= x/]s cfly{s jif{sf] cGTodf jif{e/L vkt ePsf] ;fdfg / df}hbft ;fdfgsf] ljj/0f tof/ 

u/L k]z ug]{ . 
!#= x/]s jif{ dd{t ;+ef/ ug{' kg]{ lhG;L tyf :yfoL ;DklQsf] laa/0f tof/ ug]{ 
!$= :6f]/df /x]sf ;fdfgx?sf] plrt ;'/Iff / dd{t ;+ef/df Wofg lbg], 
!%= sfof{nosf] k|of]hgdf k|of]u ul/Psf pks/0fx? ;lx ?kdf /x] g/x]sf] olsg ug]{, ;do 

;dodf cg'udg ug]{, dd{t ;+ef/ ug'{kg]{ cj:yf ePdf ;f] sf] nflu lnlvt ?kdf hfgsf/L 
lbg], lgb]{zg cg';f/ sf/jfxL cufl8 a9fpg], 

!^= cfly{s k|zf;g zfvf;+u ;dGjo u/L sfd ug]{, 
!&= laBfyL{x?nfO{ cfjZos kg]{ v]ns'bsf ;fdfgx?sf] ;DalGwt v]nf8L, jf Snasf] 

kbflwsf/Lx?sf] lhDdfdf lbg] / ;f] sf] clen]v /fVg], 
!*= vl/b eO{ cfPsf] ;fdfg :6f]/ bflvnf ug'{ cufl8 ul/g] sfo{x? ;fdfgsf] lg/LIf0f tyf 

e]l/lkms]zgdf ;xof]u ug]{,   
!(= lhG;L Joj:yfkg sfo{df cfjZos kg]{ laleGg kmf/fd, sfuhft tof/ ug]{, k]z ug]{, :jLs[t 

u/fpg] / cfjZostf cg';f/ ;DalGwt zfvfdf k]z ug]{, / cfkm';+u clen]v /fVg],  
@)= sfof{no k|d'vsf] lgb]{zg adf]lhd sfof{nodf e}kl/ cfpg] cGo sfdx? ug]{ . 



kf]v/f ljZjljBfno 

 

:s|"n ckm lahg]; 
 

gfd M >L lbks cf]emf  

kb M cfGtl/s k/LIff ;+of]hs 

sfo{qmd M :gfts sfo{qmd (BBA and BBA-BI Program) 

 

cfGtl/s k/LIff ;+of]hssf] sfd, st{Jo / clwsf/ 

 

cfGtl/s k/LIff ;+of]hssf] ] d'Vo lhDd]jf/L ljBfyL{x?sf] d"Nof+sgsf nflu lnlvt k/LIffsf] Sofn]08/ 
tof/ ug]{, k/LIffsf] lgDtL cfjZos tof/L ug]{, dof{lbt 9+uaf6 k/LIff ;+rfng ug]{, lzIfsx?af6 
x/]s laifosf] d"Nof+sg c+s jf u|]8 k|fKt u/L k/LIff lgoGq0f sfof{nodf k]z ug]{, k/LIffnfO{ Jojl:yt 
agfpgsf nflu cfjZos sfd ug]{, :s'nsf] sfo{ ;DkfbgnfO{ k|efjsf/L agfpgsf nflu lgb]{zsnfO{ 
;xof]u ug]{ /x]sf] 5 .  

!= :gfts txsf laBfyL{x?sf] d"Nof+sgsf nflu ;+rfng x'g] k/LIffnfO{ Jojl:yt 9+uaf6 ;+rfng ug{sf 
nflu cfjZos sfo{ ug]{ 

@= lzIfsx?;+u 5nkmn u/L, k/LIff lgoGq0f sfof{no;+u ;dGjo u/L cfGtl/s k/LIffsf] aflif{s Sofn]08/ 
tof/ ug]{, k|sfzg ug]{, / ;f]xL cg';f/ sfo{Gjog ug]{, 

#= k|Zgkqx? ;dodf g} lzIfsx?af6 lng], k/LIff ;+rfng kZrft pQ/k"l:tsf ;DalGwt lzIfsnfO{ lhDdf 
lbg] 

$= pQ/k"l:tsf k/LIf0f u/fO{ pQ/ k"l:tsf ;lxt cfkm"n] lng], laBfyL{nfO{ lat/0f ug'{ kg]{ ePdf lat/0f 
ug]{, uf]Ko /fVg' kg]{ pQ/k"l:tsfsf] xsdf tf]lsPsf] ;do ;Dd uf]Ko /fvL To; kZrft l8;ld; ug]{ jf 
w'Nofpg], 

%= ;DalGwt lzIfsnfO{ tf]lsPsf] ;dodf pQ/k"l:tsf k/LIf0f u/fO;Sgsf nflu kmnf]ck ug]{, k/LIffdf 
k/LIffkmn ;DalGwt lgsfodf k]z ug]{ jf lgb]{zsaf6 :jLs[t u/fO{ k|sfzg ug]{, 

^= sfo{qmd ;+of]hs;+u ;dGjo u/L OlGelhn];g tfnLsf tof/ ug]{, 

&= z}lIfs k|zf;gdf sfo{/t sd{rf/L;+u ;dGjo u/L k/LIff ;DaGwL sfdnfO{ Aojl:yt ug]{, 
pQ/k"l:tsfx?sf] k'g{of]u jf k'gM k/LIf0f ug'{ kg]{ cj:yfdf ;f] ;d]t ug]{, 

*= k/LIffsf] uf]Kotf sfod ug{sf nflu x/;+ej k|of; ug]{,  

(= sfo{qmd ;+of]hsnfO{ cfjZos ;xof]u ug]{, gLhsf] cg'kl:ytdf gLhsf] lhDd]jf/L axg ug]{, 

!)= :s"nsf] cfjZostf adf]lhd ljleGg ;ldltx?df /xL sfd ug]{, tyf :s"n k|d'vsf] lgb]{zgdf cGo 
sfdx? ug]{ . 

 
 
 
 



kf]v/f ljZjljBfno 

 

:s|"n ckm lahg]; 

 

s_ sfo{ laa/0f 

sd{rf/Lsf] gfd M >L wg axfb'/ u'?Ë 

;]jf M k|zf;g   

zfvf M k|zf;g 

>]0fL/tx M >]0fL lalxg    

kbgfd M ef/L ;jf/L rfns, 

lhDd]jf/L M ;jf/L rnfpg] 

;'kl/j]Ifs M k|zf;g k|d'v 
 

v_ sfd, st{Jo / clwsf/ 

d'Vo sfo{ ljZjljBfnosf] a; -ef/L ;jf/L_ rnfpg],]{ laBfyL{x?nfO{ tf]lsPsf] :yfg b]lv tf]lsPsf] :yfg;Dd 

Nofpg] tyf n}hfg], cf}Bf]lus e|d0fdf n}hfg], ljZjljBfnosf] cfjZostf cg';f/ ;jf/L ;fwg rnfpg], ;do 

;dodf ;jf/L ;fwgsf] ;'/Iff ug]{, ;le{l;Ë tyf dd{t ;+ef/ ug]{,  

!=  b}lgs ?kdf cfkmgf] kfnf] k/]sf] ;dodf laBfyL{x? lng tyf k''¥ofpgsf] nfuL a;sf] Aoa:yf ug]{ .  

@=  b}lgs ?kdf cfkmgf] kfnf] k/]sf] ;dodf lzIfs sd{rf/Lx? lng tyf k''¥ofpg hfg] . 

#=  laBfyL{sf] cf}wf]lus e|d0f k/]sf] a]nfdf cf}wf]lus e|d0fdf nfg] / Nofpg] . 

$= cfaZostf cg'';f/ lzIfs sd{rf/L tyf laBfyL{x?nfO{ tf]lsPsf] 7fpF;Dd n}hfg] / Nofpg] . 

%= a;sf]  lgoldt ?kdf ;/;kmfO{ tyf To;sf] x]/larf/ ug{sf] nfuL x]Nk/nfO{ c¥xfO l;sfO ug]{ . 

^=  cfk""m''n] hfg]] ;Ddsf] a; dd{t u/L To;sf] lxkmfht ug]{ . 

& a;df s''g} ;d:of cfOk/]df To;sf] dd{tsf] nfuL ;DalGwt 7fpFdf t'?Gt hfgsf/L lbO{ dd{tsf nflu 

Aoj:yf ldnfpg ;xof]u ug]{ . 

*= a;df k|of{Kt dfqfdf t]nsf] Joj:yf ldnfO{ /fVg] . 

(= b}lgs ?kdf a;sf] nua's /fvL ;DalGwt zfvfdf k]z ug]{ . 

!)= afl{{{{{if{s ?kdf a;sf] An''a's l/Go'' ug{sf] nfuL ;DaGwLt 7fpFdf hfgsf/L u/fO To;sf] cfjZos Aoj:yf 

ug]{ . ;fy}, cfkm\gf] nfO;]G; klg ;dodf g} glj/s0f ug{], 

!!= laBfyL{x? ;+u cleefjssf] ?kdf k|:t't x'g], ;Eo Jojxf/ ug]{, / pgLx?nfO{ ;xof]u ug]{, 

!@= cfkm"" eGbf dflysf kbflwsf/L, lzIfs tyf sd{rf/Lx?n] nfP cx|fPsf] sfdx? Ufg]{ . 



kf]v/f ljZjljBfno 

 

:s|"n ckm lahg]; 
 

gfd M >L lbk]z /fgfef6  

kb M cfGtl/s k/LIff ;+of]hs 

sfo{qmd M :gftsf]Q/ sfo{qmd 

 

cfGtl/s k/LIff ;+of]hssf] sfd, st{Jo / clwsf/ 

 

cfGtl/s k/LIff ;+of]hssf] ] d'Vo lhDd]jf/L ljBfyL{x?sf] d"Nof+sgsf nflu lnlvt k/LIffsf] Sofn]08/ 
tof/ ug]{, k/LIffsf] lgDtL cfjZos tof/L ug]{, dof{lbt 9+uaf6 k/LIff ;+rfng ug]{, lzIfsx?af6 
x/]s laifosf] d"Nof+sg c+s jf u|]8 EMIS dfkm{t k|fKt u/L k/LIff lgoGq0f sfof{nodf k]z ug]{, 
k/LIffnfO{ Jojl:yt agfpgsf nflu cfjZos sfd ug]{, :s'nsf] sfo{ ;DkfbgnfO{ k|efjsf/L agfpgsf 
nflu lgb]{zsnfO{ ;xof]u ug]{ /x]sf] 5 .  

!= :gftsf]Q/ txsf laBfyL{x?sf] d"Nof+sgsf nflu ;+rfng x'g] k/LIffnfO{ Jojl:yt 9+uaf6 ;+rfng ug{sf 
nflu cfjZos sfo{ ug]{ 

@= lzIfsx?;+u 5nkmn u/L, k/LIff lgoGq0f sfof{no;+u ;dGjo u/L cfGtl/s k/LIffsf] aflif{s Sofn]08/ 
tof/ ug]{, k|sfzg ug]{, / ;f]xL cg';f/ sfo{Gjog ug]{, 

#= k|Zgkqx? ;dodf g} lzIfsx?af6 lng], k/LIff ;+rfng kZrft pQ/k"l:tsf ;DalGwt lzIfsnfO{ lhDdf 
lbg] 

$= pQ/k"l:tsf k/LIf0f u/fO{ pQ/ k"l:tsf ;lxt cfkm"n] lng], laBfyL{nfO{ lat/0f ug'{ kg]{ ePdf lat/0f 
ug]{, uf]Ko /fVg' kg]{ pQ/k"l:tsfsf] xsdf tf]lsPsf] ;do ;Dd uf]Ko /fvL To; kZrft l8;ld; ug]{ jf 
w'Nofpg], 

%= ;DalGwt lzIfsnfO{ tf]lsPsf] ;dodf pQ/k"l:tsf k/LIf0f u/fO;Sgsf nflu kmnf]ck ug]{, k/LIffdf 
k/LIffkmn ;DalGwt lgsfodf k]z ug]{ jf lgb]{zsaf6 :jLs[t u/fO{ k|sfzg ug]{, 

^= sfo{qmd ;+of]hs;+u ;dGjo u/L OlGelhn];g tfnLsf tof/ ug]{, 

&= z}lIfs k|zf;gdf sfo{/t sd{rf/L;+u ;dGjo u/L k/LIff ;DaGwL sfdnfO{ Aojl:yt ug]{, 
pQ/k"l:tsfx?sf] k'g{of]u jf k'gM k/LIf0f ug'{ kg]{ cj:yfdf ;f] ;d]t ug]{, 

*= k/LIffsf] uf]Kotf sfod ug{sf nflu x/;+ej k|of; ug]{,  

(= sfo{qmd ;+of]hsnfO{ cfjZos ;xof]u ug]{, gLhsf] cg'kl:ytdf gLhsf] lhDd]jf/L axg ug]{, 

!)= :s"nsf] cfjZostf adf]lhd ljleGg ;ldltx?df /xL sfd ug]{, tyf :s"n k|d'vsf] lgb]{zgdf cGo 
sfdx? ug]{ . 

 
 
 



kf]v/f ljZjljBfno 
 

:s|"n ckm lahg]; 
 

s_ sfo{ laa/0f 
sd{rf/Lsf] gfd M >L hf]uL/fd ;fsL{ 
;]jf M k|zf;g 
zfvf M k|zf;g 
>]0fL M >]0fL laxLg 
kbgfd M s'lrsf/ 
lhDd]jf/L M ;/;kmfO{ 
;'kl/j]Ifs M k|zf;g zfvf k|d'v 
;'kl/j]If0f ug'{kg]{ M k|zf;g zfvf cGtu{tsf ;Dk"0f{ sd{rf/L 

 

v_ sfd, st{Jo / clwsf/ 
d'Vo lhDd]jf/L :s"nsf sIff sf]7f, sfof{no sf]7f, zf}rfno, sl/8f]/, e¥ofË, / kl/;/ 
;/ ;kmfO{ ug]{, zf}rfnodf kfgLsf] Aoj:yf ug]{, ;do ;dodf d6/ dfkm{t kfgL tfGg], 
h]g]/]6/ ;+rfng / aGb ug]{, / ;f]sf] km\o'n / sfof{nosf] cfjZostf cg';f/ cfO kg]{ 
sfdx? ug]{ . 
 

!= :s'n ckm lahg];df /xL ;/;kmfO ;DaGwL ;Dk'0f{ sfo{ ug]{ . 
@= :s'n ckm ljhg]; ejgsf] ;/;kmfO , ;/;kmfOsf nfuL cfjZos kg]{ ;fdfgx?sf] ;"lr 

tof/ ug]{ / k|zf;g zfvfdf cg'/f]w ug]{, jf :6f]/ zfvfaf6 dfu kmf/fd e/L lng],  
#= :s'n ckm ljhg]; ejgsf] ;j} tnfdf /x]sf sIffsf]7f tyf e/\ofËdf s'rf] tyf kf]5f 

nufO{ ;/;kmfO ug]{ tyf kmf]xf]/ ;+sng tyf Joj:yfkg ug]{,  
$= ejgsf] ;j} tnfdf /x]sf clkm; sf]7f, sIff sf]7f, zf}rfno tyf Efmofnsf l;;fx?sf ] 

;/;kmfO ug]{ . 
%= k/LIff rn]sf] a]nfdf cfjZos ;xof]u ug]{, uf]Ko sfuhftsf] lxkmfht ug]{, hnfpg' kg]{ 

sfuhft hnfpg] / cGo sfuhft k|zf;gsf] lgb]{zg cg';f/ laqmL lat/0f ug]{,  
^= lzIfs tyf ljBfyL{sf 6]jn, sDKo'6/ tyf s'rL{ tyf sfof{nosf ;dfgfx? Ps 7fpFjf6 

csf]{ 7fpFdf n}hfg  ;xof]u  ug]{ . 
&= lhG;L Joj:yfkg zfvfdf ePsf lhG;L ;fdfg tyf ejg leq jf aflx/ /x]sf :s"nsf 

;fdfgx? ldnfP/ /fVg] / tLgsf ;'/Iff ug]{ 
*= kfgL tfGg] d6/sf] ;'/Iff ug]{, ;do ;dodf kfgL nufpgsf nflu rnfpg] / aGb ug]{, 
(= lzIfs tyf sd{rf/Lx?n] nfP cx|fPsf] sfdx? Ufg]{ . 
!)=  h]g]/]6/ rnfpg] tyf aGb ug]{, / ;f] sf] ;f] ;'/Iff ug]{, t]nsf] Joj:yf ug]{ / nua's /fVg],  
!!= :s"n k|d'v Pj+ k|zf;g k|d'vsf] lgb]{zgdf /xL sfof{nodf e}k/L cfpg] cGo sfdx? ug]{ . 



kf]v/f ljZjljBfno 
 

:s|"n ckm lahg]; 
 

 
s_ sfo{ laa/0f 

sd{rf/Lsf] gfd M >L nId0f af:tf]n 
;]jf M k|zf;g  
zfvf M k|zf;g 
>]0fL M ;xfos 
kbgfd M sDKo'6/ ;xfos 
lhDd]jf/L M sDKo'6/, cfOl6, / Information Access Centre 
;'kl/j]Ifs M k|zf;g k|d'v 

 

v_ sfd, st{Jo / clwsf/ 
d'Vo sfd :s"nsf] sDKo'6/ Nofax?sf] /]vb]v, dd{t;+ef/ ug]{, Nofk6k, sDKo'6/, dN6Ld]l8of k|f]h]S6/, lk|G6/, l;l;l6eL, 
Sofd]/f, 6]lnkmf]g, EMIS system, Webstes h:tf ;"rgf k|ljlw;+u ;DalGwt ef}lts cef}lts ;fdfgx?sf] ;+/If0f 
ug]{, clen]v /fVg], ;"rgf k|ljlwnfO{ r':t /fVb} z}lIfs k|zf;g, k|zf;g / lgb]{zsnfO{ cfjZos ;xof]u ug]{ .  

!= :s"nsf] sDKo'6/ Nofax?sf] /]vb]v, dd{t;+ef/ ug]{ tyf IAC Hall df /x]sf ;Dk"0f{ ;fdfgx?sf] /]vb]v ug]{, 
;/;kmfO ug{ nufpg] . 

@= sDo'6/ ljifosf] Practical sIff tyf IAC Seminar hall, computer hall df ;+rfng x'g] laleGg 
sIffx?df ;DalGwt km\ofsN6L tyf k|lzIfsnfO{ ;xof]u ug]{ . 

#= sDKo"6/sf] :ofxf/ ;+ef/ lxkmfht ug]{ / dd{tsf] cfjZostf k/]df ;f] sf] Joj:yf ug]{ . 
$= :s"n cGt{utsf ;Dk"0f{ sDKo"6/, kmf]6]fskL d]lzg tyf dlN6ld8Lof k|f]h]S6/x?df s'g} ;d:of ePdf ;f] sf] ;dfwfg 

ug{ k|of; ug]{ tyf pQm ;fdfgsf] cfjZos dd{t ;+ef/ Pj+ lxkmfht ;DaGwL Joj:yf ldnfpg] . 
%=Internal Network df cfPsf] ;d:ofsf] ;dfwfg ug]{ ;fy} ;d:ofsf] ;dfwfg gePdf ;d:ofsf] ;dfwfg ug]{ 

Joj:yf ldnfpg] .  
^= Internet  df ;d:of cfPdf Internet service Provider ;+u Follow-up u/]/ ;d:ofsf] ;dfwfg ug]{ .  
&= Technical ;fdfgx? / IAC ;]G6/sf] nfuL cfj:os ;fdfg vl/b ubf{ vl/b sfo{df v/Lb OsfO{ k|d'vnfO{ 

cfjZos ;xof]u ug]{ . 
*= Biometric attendance machine sf] /]vb]v ug]{ ;fy} Biometric attendance set ug{ / /]s{8 lgsfNg 

k|zf;gnfO{ ;xof]u ug]{ . 
(= IAC ;]G6/ ;DalGw kqfrf/x?sf] clen]v /fVg], xn pknAw u/fPsf] /]s8{ /fVg], dfl;s tyf aflif{s nu a's 

tof/ ug]{ / lgsfo k|d'v ;dIf k]z ug]{, 
!)= IAC ;]G6/ ;DalGw cGt/f{li6o kqfrf/x? hfgsf/L lgsfo k|d'vnfO{ lbg] / cfjZos ;Nnfx lbg] 
!!= IAC ;]G6/sf] nfuL ;fdfg vl/b ubf{ vl/b sfo{df v/Lb OsfO{ k|d'vnfO{ cfjZos ;xof]u ug]{ . 
!@= IAC ;]G6/df sfo{qmd x'+bfsf] cfj:yfdf lgoldt ?kdf laB't cfk"lt{, Po/ slG8;g nufotsf ;]jf ;'ljwf 

pknAw u/fpg], dN6Ld]l8of k|f]h]S6/, / cGo pks/0fx?sf] ;+/If0f ug]{, clen]v /fVg], dd{t ;+ef/ ug]{, 
!#= IAC ;]G6/df sfo{qmddf efu lng cfpg' x'g] kfx'gf, ;xefuLx?nfO{ a:gsf] nflu cfjZos :yfg pknAw u/fpg], 

!$=Information, Communication and Technology sf laifodf ;dfg tyf ;]jf vl/b, dd{t ;+ef/ 
sfo{df sfof{no k|d'vnfO{ ;Nnfx lbg],  

!%= sfof{no k|d'vsf] lgb]{zg adf]lhd sfof{nodf e}kl/ cfpg] cGo sfdx? ug]{ . 



kf]v/f ljZjljBfno 
 

:s|"n ckm lahg]; 
 

s_ sfo{ laa/0f 
 

sd{rf/Lsf] gfd M >L lgd{nf ;fsL{ 
;]jf M k|zf;g 
zfvf M k|zf;g 
>]0fL M >]0fL laxLg 
kbgfd M sfof{no ;xfof]uL 
lhDd]jf/L M sfof{no ;/;kmfO{ tyf sfof{nodf kl/cfPsf] sfd  
;'kl/j]Ifs M k|zf;g zfvf k|d'v 

 
v_ sfd, st{Jo / clwsf/ 
d'Vo lhDd]jf/L :s"nsf sIff sf]7fsf kmlg{r/ ;km fug]{, vfg]kfgLsf] Aoj:yf ug]{, sfof{nosf] lr7Lkq, r]s 
tyf cGo sfuhft csf]{ sfof{no;Dd k'¥ofpg], cltyL ;Tsf/ ug]{, kmlg{r/ ldnfpg], k/LIff ;DaGwL sfddf 
;xof]u ug]{, ljleGg sfo{qmddf ;xof]u ug]{ / sfof{nosf] cfjZostf cg';f/ cfO kg]{ sfdx? ug]{ . 
!= sfof{no ;do leq sfof{nosf] cfjZostf cg';f/ lzIfs tyf sd{rf/Lx?nfO{ ;xof]u ug]{,   
@= s]lGb|o sfo{no, cGo lgsfo, a}+s, vfg]kfgL, laB't sfof{no nufotsf lgsfox?df lr7L kq n}hfg] . 
#= :s'n ckm ljhg];sf kbflwsf/L, sfo{qmd ;+of]hs, lzIfs tyf sd{rf/Lx?sf] 6]jn s'lr{ / sDKo'6/ 

Nofjsf 6]jn s'lr{ ;kmf ug]{ . 
$= sfof{no v'Ng' cl3 ‰ofn 9f]sf vf]Ng] / sfof{no ;do kZrft ;a} em\ofn 9f]sf aGb ug]{, wf/f aQL 

cflb aGb ug]{ / ;DklQsf] ;'/Iffsf] nflu cfjZos sfo{ ug]{ . 
%= laBfyL{x?nfO{ lkpgsf nflu z'4 vfg]kfgLsf] Joj:yf ug]{,  
^= lzIfs tyf sd{rf/LnfO{ lkpg] kfgL hudf /fVg], 
&= cfjZostf cg';f/ lzIfs tyf ljBfyL{sf] 6]jn, sDKo'6/ tyf s'lr{ Ps 7fpFaf6 csf]{ 7fpFdf n}hfg] 
*= k/LIffsf] ;dodf kmlg{r/ ldnfpg],  
(= lbjf ;dodf lgb]{zsHo' ;dIf cfpg] kfx'gfx?nfO{ cfjZostf cg';f/ lrof kfgLsf] Joj:yf ug]{ . 
!)= lzIfs sd{rf/Lx?n] nfP cx|fPsf] sfdx? Ufg]{ . 
!!= a+}+sdf b}lgs ?kdf /sd hDdf ug]{, r]s ;f6\g], / ;do ;dodf kfgL, laB'tsf] aLn ltg]{  
!@= lzIfs sd{rf/Lx?sf] 6]an, sDKo'6/ nufot ‰ofnx? ;/;kmfO{ ug]{ 
!#= kmfOn, Go'hk]k/ ldnfpg], lr7Lkq kmfOlnu+ ug]{,  
!$= lhG;L Joj:yfkg zfvfdf ePsf lhG;L ;fdfgx? ldnfP/ /fVg]  . 
!%= cfjZostf k/]sf] cj:yfdf d6/ rnfO kfgLsf] cfk"lt{ ug]{, h]g]/]6/ rnfpg], 
!^= :s"n k|d'v Pj+ k|zf;g k|d'vsf] lgb]{zgdf /xL sfof{nodf cfpg] cGo sfdx? ug]{ .  



kf]v/f ljZjljBfno 

 

:s|"n ckm lahg]; 

 

 

s_ sfo{ laa/0f 
 

sd{rf/Lsf] gfd M >L /fwf k/fh'nL 

;]jf M k|zf;g 

zfvf M k|zf;g 

>]0fL/tx M clws[t t[tLo 

kbgfd M ;xfos k|zf;s 

lhDd]jf/L M k|zf;g zfvf k|d'v 

;'kl/j]Ifs M lgb]{zs 

;'kl/j]If0f ug'{kg]{ M k|zf;g zfvf cGtu{tsf ;Dk"0f{ sd{rf/L 

 

v_ sfd, st{Jo / clwsf/ 
k|zf;g k|d'vsf] d'Vo lhDd]jf/L ;fdfGo k|zf;g, sd{rf/L k|Zff;g, lhG;L Joj:yfkg, ;df/f]x tyf 
cltyL ;Tsf/ ;DaGwL sfo{ cfkm" :jo+ jf dftxtsf sd{rf/L dfkm{t ;DkGg ug]{ tyf dftxtsf zfvf, 
pkzfvf jf kmf+6df sfo{/t sd{rf/Lx?sf] ;'kl/j]If0f ug]{ / :s"n ;+rfngdf :s"n lgb]{zsnfO{ ;xof]u 
ug]{ .  

!= lzIfs sd{rf/Lx?sf] JolQmut kmfO{n v8f ug{ nufpg] . 

@= lzIfs tyf sd{rf/Lx?sf] xflh/L ljj/0f dfl;s ?kdf tof/ kfg{ nufO Ps k|lt cfly{s k|zf;g 
zfvfdf k7fO{ d"n slk ;'/lIft lsl;dn] kmfO{lnË u/]/ /fVg] . 

#= lzIfs tyf sd{rf/Lx?¢f/f pkef]u ul/Psf] / ;l~rt ljbfsf] lx;fj cWofalws ug]{ / ;f] sf] 
/]s8{ /fVg] tyf ;+lrt ljbfsf] /sd e'QmfgL lbg l;kmfl/; ug]{ . 

$= :s"nsf] tkm{af6 ul/g] s/f/, ;+emf}tf, tyf Memorandum of Understanding tof/ ug]{ 
tyf ;+emf}tfsf] nflu cfjZos tof/L ug]{,  

%=  lzIfs tyf sd{rf/L ljj/0f cBfjlws ug]{, gof+ cfpg]nfO{ :jfut / labfO{ eP/ hfg]nfO{ labfO{ 
ug]{,  

^=  s]lGb|o sfof{no tyf cGo lgsfoaf6 cfpg] kqx?, lg0f{o tyf kl/kqx?sf] d'n k|lt (Master 
Copy) ;'/lIft /fVg] / cfjZostf cg';f/ ;DalGwt zfvf jf JolQmnfO{ To;sf] hfgsf/L lbg] . 



&=  :s"n leq cfpg] / aflx/ hfg] lr7L kqx?sf] btf{ rnfgL Jojl:yt ug]{, a}1flgs kmfOln+u k|0ffnL 
agfpg] / clen]v /fVg],  

*=  ;+sfosf ;"rgf tyf lg0f{ox? lzIfs, sd{rf/L, ljBfyL{ tyf ;DalGwt ;a}df l56f] 5l/tf] t/Lsfaf6 
k'¥ofpg cfjZos Joj:yf ldnfpg] . 

(=  lzIfs, sd{rf/Lx?nfO{ tflnd, ;]ldgf/, uf]i7L cflbdf efu lng, laBfyL{ tyf sd{rf/L e|d0f, ;ef 
;df/f]x, cled"lvs/0f nufotsf sfo{qmdsf] nflu cGo zfvfx?;+u ;dGjo u/L l6Kk0fL p7fO{ 
sfof{no k|d'v ;dIf k]z ug]{, dg]fgogsf] nflu l;kmfl/; ug]{ . 

!)= lzIfs, sd{rf/Lx?sf] cWoog ljbf, cWoog sfh, a]tnaL ljbf ;DaGwdf l;kmfl/;sf nflu kq 
tof/ ug]{, 

!@=  cfjZostf adf]lhd ;ldlt u7g ug{ l6Kk0fL ;lxt l;kmfl/z ug]{ . 

!#=  s/f/sf lzIfs tyf sd{rf/Lx?sf] lgo"lQm glas/0f ug]{  jf gug]{ eGg] s'/f clwsf/ k|fKt 
clwsf/Laf6 oyf ;dodf cfb]z k|fKt u/L sf/afxL cuf8L a9fpg] . 

!$= k|To]s cfly{s jif{df :6f]/ e]l/lkms]zg ;ldlt,  :s""nsf ljleGg sfo{ ;Dkfbgsf nflu cfjZos 
;ldlt, sfo{bnsf] u7gsf nflu ;Nnfx lbg] tyf l6Kk0fL k]z ug]{,  

!%  IQAC sf] ;b:osf] ?kdf /xL  cfjZos sfo{ ug]{ . 

!^= :s"nsf] ef}lts ;DklQsf] ;+/If0fsf] nflu cfjZos Joj:yfkg ug]{, :s"n ejg tyf j/k/sf] 
jftfjt/0f ;kmf /fVgsf nflu cfjZos k|aGw ldnfpg], 

!^= cfly{s k|zf;g, vl/b k|zf;g, z}lIfs k|zf;g zfvfx?;+u ;dGjo ug]{, tyf lzIfs tyf 
sd{rf/Lsf] a}7ssf] k|aGw ldnfpg], 

!&= :s"ndf cfpg' x'g] cltyLx?nfO{ ;Tsf/ ug]{, gLhx?nfO{ a;f]af; jf e|d0fsf] Joj:yf ldnfpg' 
kg]{ ePdf ;f] sf] Aoj:yfsf] nflu ;DalGwt zfvfx?;+u ;dGjo ug]{ ,  

!*= sfo{qmd ;+of]hsx?, tyf lalelGg ;ldlt, OsfO{ jf zfvfsf ;+of]hsx?;+u ;dGjo ug]{, ;"rgfsf] 
cfbfg k|bfg ug]{ 

!(= s]Gb|df ;do ;dodf k]z ul/g] k|ltj]bg tof/ ug]{ / ;f] sf] nflu cfjZos ;"rgf ;"rgf clwsf/L 
dfkm{t ;+sng ug]{ tyf cfkm";+u ePsf ;"rgfsf] e08f/0f / clen]vgsf nflu ;"rgf clwsf/LnfO{ 
;xof]u ug]{, 

@)= alQ, kfgL, 6]nLkmf]gsf] h8fg, gjLs/0f, z'Ns e"QmfgLsf] lhDd]jf/L lng] s;}nfO{ lhDd]jf/L tf]Sg], 
h]g]/]6/ ;+rfng / ;f] sf] t]nsf] lgoldt cfk"lt{, uf8Lsf] t]nsf] s'kgsf] lhDd]jf/L lng],  

@!= k|zf;g;+u ;DalGwt dfly pNn]lvt afx]ssf cGo cfjZos sfo{ ;DkGg ug]{, :s"nsf] cfjZostf 
adf]lhd ljleGg ;ldltx?df /xL sfd ug]{, tyf k|d'vsf] lgb]{zgdf cGo sfdx? ug]{ .  

 

 



kf]v/f ljZjljBfno 
 

:s|"n ckm lahg]; 
 

s_ sfo{ laa/0f 
 

sd{rf/Lsf] gfd M >L zfGtf ltjf/L 
;]jf M k|zf;g 
zfvf M k|zf;g 
>]0fL M >]0fL laxLg 
kbgfd M s'lrsf/ 
lhDd]jf/L M ;/;kmfO{ 
;'kl/j]Ifs M k|zf;g zfvf k|d'v 
;'kl/j]If0f ug'{kg]{ M k|zf;g zfvf cGtu{tsf ;Dk"0f{ sd{rf/L 

 
v_ sfd, st{Jo / clwsf/ 
d'Vo lhDd]jf/L :s"nsf sIff sf]7f, sfof{no sf]7f, zf}rfno, sl/8f]/, e¥ofË, / kl/;/ ;/ 
;kmfO{ ug]{, zf}rfnodf kfgLsf] Aoj:yf ug]{, ;do ;dodf d6/ dfkm{t kfgL tfGg], / 
sfof{nosf] cfjZostf cg';f/ cfO kg]{ sfdx? ug]{ . 
 

!= :s'n ckm lahg];df /xL ;/;kmfO ;DaGwL ;Dk'0f{ sfo{ ug]{ . 
@= :s'n ckm ljhg]; ejgsf] ;/;kmfO , ;/;kmfOsf nfuL cfjZos kg]{ ;fdfgx?sf] ;"lr 

tof/ ug]{ / k|zf;g zfvfdf cg'/f]w ug]{, jf :6f]/ zfvfaf6 dfu kmf/fd e/L lng],  
#= :s'n ckm ljhg]; ejgsf] ;j} tnfdf /x]sf sIffsf]7f tyf e/\ofËdf s'rf] tyf kf]5f 

nufO{ ;/;kmfO ug]{ tyf kmf]xf]/ ;+sng tyf Joj:yfkg ug]{,  
$= ejgsf] ;j} tnfdf /x]sf clkm; sf]7f, sIff sf]7f, zf}rfno tyf Efmofnsf l;;fx?sf] 

;/;kmfO ug]{ . 
%= k/LIff rn]sf] a]nfdf cfjZos ;xof]u ug]{, uf]Ko sfuhftsf] lxkmfht ug]{, hnfpg' kg]{ 

sfuhft hnfpg] / cGo sfuhft k|zf;gsf] lgb]{zg cg';f/ laqmL lat/0f ug]{,  
^= lzIfs tyf ljBfyL{sf 6]jn, sDKo'6/ tyf s'rL{ tyf sfof{nosf ;dfgfx? Ps 7fpFjf6 

csf]{ 7fpFdf n}hfg  ;xof]u  ug]{ . 
&= lhG;L Joj:yfkg zfvfdf ePsf lhG;L ;fdfg tyf ejg leq jf aflx/ /x]sf :s"nsf 

;fdfgx? ldnfP/ /fVg] / tLgsf ;'/Iff ug]{ 
*= kfgL tfGg] d6/sf] ;'/Iff ug]{, ;do ;dodf kfgL nufpgsf nflu rnfpg] / aGb ug]{, 
(= lzIfs tyf sd{rf/Lx?n] nfP cx|fPsf] sfdx? Ufg]{ . 
!)=  h]g]/]6/ rnfpg] tyf aGb ug]{, / ;f] sf] ;f] ;'/Iff ug]{, t]nsf] Joj:yf ug]{ / nua's /fVg],  
!!= :s"n k|d'v Pj+ k|zf;g k|d'vsf] lgb]{zgdf /xL sfof{nodf e}k/L cfpg] cGo sfdx? ug]{ . 
 



kf]v/f ljZjljBfno 

 

:s|"n ckm lahg]; 

 

 

s_ sfo{ laa/0f 
 

sd{rf/Lsf] gfd M >L ;Ltf b]jL 9sfn 

;]jf M n]vf 

zfvf M cfly{s k|zf;g 

>]0fL/tx M pk k|zf;s 

lhDd]jf/L M cfly{s k|zf;g k|d'v 

;'kl/j]Ifs M lgb]{zs 

;'kl/j]If0f ug'{kg]{ M cfly{s k|zf;g zfvf cGtu{tsf sd{rf/L 

 

v_ sfd, st{Jo / clwsf/ 

cfly{s k|zf;g k|d'v lgsfosf] ;Dk"0f{ cfly{s lqmofsnfksf] sfo{Gjog ug]{, clen]v tof/ 
ug]{ lhDd]jf/ AolQm xf] gLhsf] d'Vo lhDd]jf/L cfly{s k|zf;g;+u ;DaGwL sfo{ cfkm" :jo+ 
jf dftxtsf sd{rf/L dfkm{t ug]{, dftxtsf sd{rf/Lsf] ;'kl/j]If0f ug]{ / :s"n ;+rfngdf 
:s"n lgb]{zsnfO{ ;xof]u ug]{ /x]sf] 5 . 

!= lzIfs sd{rf/Lx?sf] tnaL laa/0f tof/ ug]{ / dfl;s ?kdf tna eQfsf] e'QmfgL ug]{, tyf 
ljZjljBfnon] pknAw u/fpg] egL lg0f{o ePsf cGo ;'ljwfsf] /sd pknAw u/fpg], 

@= :s"naf6 x'g] sf/f]af/sf] lx;fa lstfa tf]lsPsf] 9f+rfdf tof/ kfg]{, cfDbfgL af+Wg], e'QmfgL lbg' kg]{ 
lgsfo tyf AolQmnfO{ lgodfg';f/ s/ sl§ ug'{ kg]{ cj:yfdf s/ sl§ u/L e'QmfgL lbg], / vr{sf] 
laa/0f /fVg] sfo{ cfkm\" dftxtsf sd{rf/Laf6 u/fpg] / ;f] sf] ;'kl/j]If0f ug]{,  

#= lgoldt ?kdf s/sf] laa/0f tyf s/sf] /sd ;DalGwt s/ sfof{nodf k]z ug]{, ;+ro sf]if, gful/s 
nufgL sf]if, s]lGb|o sfof{nodf hDdf ug'{ kg]{ /sd hDdf ug]{, u/fpg] .  

$= jflif{s of]hgf, gLlt tyf sfo{qmdsf] cfwf/df ;DalGwt zfvfx?af6 k|fKt laa/0f, ut jif{x?sf] 
cfwf/df :s"nsf] aflif{s ah]6 -k|If]lkt cfo Joo laa/0f_ tof/ ug]{ sfo{df sfof{no k|d'vnfO{ 
;xof]u ug]{,    

%= ;do ;dodf pkNnf] lgsfodf k]z ug'{ kg]{ cfly{s k|ltj]bgx? tof/ ug]{ . 



^= cfly{s lx;fa lstfasf] cfGtl/s tyf afx\o n]vf k/LIf0f u/fpg], s}lkmotx?sf] hjfkm tof/ ug]{ 
sfddf lgsfo k|d'vnfO{ ;Nnfx lbg],  

&= cfly{s kIf;+u ;DalGwt ;Dk"0f{ lg0f{o, kl/kq tyf lgodx?sf] d"n slk ;'/lIft /fVg],   

*= e'QmfgLsf nflu laleGg zfvf tyf AolQmaf6 cg'/f]w eO{ cfPsf lgj]bg tyf tf]s cfb]zx? e'QmfgLsf] 
nflu lgod ;Ddt eP gePsf] tyf cfjZos sfuhftx? k"0f{ eP gePsf] olsg ug]{, sfuhft k"/f 
gePsf] cj:yfdf ;DalGwt zfvfsf] e'QmfgL lng] lgsfonfO{ hfgsf/L lbg] / cfjZos sfuhftx? 
k|fKt eP kl5 dfq} e'QmfgL lbg] . 

(= cfo tyf Aoosf] gub k|jfxsf] k|If]k0f ug]{ / ;f]xL cfwf/df d'2tL vftfdf /fVg] /sd / d'2tL 
cjlwsf] cg'dflgt laa/0f ;lxt sfof{no k|d'vnfO{ ;'emfj lbg], lgoddf Joj:yf u/] adf]lhd 
sfof{no k|d'vsf] cfb]zdf vftfdf /sd /fVg], vftfaf6 /sd lemSg] /  sfo{Gjojg ug]{, 

!)= a}+ssf laleGg vftfx?sf] laa/0f, d'2tL vftfsf] cjlw, gljs/0f ;DaGwL ldlt nufotsf] laa/0f 
tof/ ug]{ / cBfjlws ug]{, ;fy}, ;do ;dodf a}+s vftfsf] l/slG;lnPzg u/L k|ltj]bg tof/ ug]{, 

!!= h]x]Gbf/ 5fqj[lQ afkt ;DalGwt JolQmn] kfpg' kg]{ /sd, w/f}6L lkmtf{ /sd, egf{ /4 u/] afkt 
kfpg' kg]{ /sdx? ;DalGwt kIfnfO{ pknAw u/fpg], 

!@= vl/b zfvfn] vl/bsf] nflu k]z u/]sf] vl/b cfb]zsf] /sd Joj:yf u/]sf] ah]6 leq ePdf l;kmfl/z 
ug]{, vl/b cfjZos ePsf] t/ /sd kof{Kt gePsf] cj:yf l;h{gf eO{ /sdfGt/ ug'{ kg]{ cj:yf 
cfPdf /sdfGt/ lzif{s, /sd / :jLs[t ug]{ clwsf/L olsg u/L sfof{no k|d'vnfO{ hfgsf/L lbg],  

!#= cfDbfgL lzif{s cGtu{tsf] c;'n ug'{ kg]{ lkm tyf tyf ljZjljBfnon] lng' kg]{ /sd cGo cfDbfgL 
;dodf g} c;"n eP gePsf] olsg ug]{, lgodfg';f/ tf]lsPsf] ;dodf k]ZsL km5of}{6sf] nflu 
tfs]tf ug]{, 

!$= ljZj ljBfno cg'bfg cfof]u, s]lGb|o sfof{no, tYff cGo sfof{noaf6 lng'\ kg]{ /sd tf]lsPsf] 
;do leq k|fKt gePdf k|fKt ug{sf] nflu cfjZos sbd rfNg], 

!%  IQAC sf] ;b:osf] ?kdf /xL cfjZos sfo{ ug]{ . 

!^= ;do ;dodf cfly{s k|ult laa/0f tof/ ug]{, cfly{s nIf / k|ult lar t'ngfTds laa/0f sfof{no 
k|d'vnfO{ cjut u/fpg],   

!&= cfly{s k|zf;g k|d'vn] k|ltlglwTj ug'{ kg]{ 7fp+df lgsfosf] tkm{af6 pkl:yt x'g], efu lng], 
5nkmn ug]{, / cfjZos sfo{ ug]{, 

!*= cfly{s Joj:yfkgnfO{ r':t / b"?:t agfpgsf nflu k|zf;g, z}lIfs k|zf;g, lhG;L Aoj:yfkg, 
vl/b Joj:yfkg zfvf tyf cGo zfvf tyf lzIfs, sd{rf/L, laBfyL{x?nfO{ ;d]t cfjZos 
hfgsf/L lbg],  

!(= cfly{s k|zf;g ;DalGwt dfly pNn]lvt afx]ssf cGo cfjZos sfo{ ;DkGg ug]{, :s"nsf] 
cfjZostf adf]lhd ljleGg ;ldltx?df /xL sfd ug]{, tyf k|d'vsf] lgb]{zgdf cGo sfdx? ug]{ .  

 



     POKHARA UNIVERSITY 
 

      School of Business 
 
 

JOB DESCRIPTION FORM 
 

Name of Employee: 
 

Job Title: Student Counselling and Professional Development Cell 
 Coordinator 

 
School: School of Business, Pokhara University 

 
Immediate Supervisor: Director, School of Business 
 
Job Objective/Summary: Under the eventual direction of the Director, School of Business 

and, initially, under the office of the Internal Quality Assurance Committee (IQAC), organize, 

maintain and operate a Counselling and Career Guidance Unit and provide a wide variety of 

career information and materials; communicate with students, alumni, faculty, and university 

representatives and community representatives concerning career planning, counseling and 

guidance. 

 
Educational requirements: Minimum Qualifications: Master’s degree in any of the helping 

professions (preferably in psychology); basic and essential individual and group counseling skills. 

 
Experience: Prior experience with students, involvement with student leadership preferable.  
The cell coordinator should have basic computer knowledge and excellent communication 

skills, and should be able to interact with a variety of people, in addition to the following 

required abilities: 
 

 Operate PCs in a Windows environment using various office productivity 

software applications


 Operate modern office equipment and audio/visual equipment.


 Work independently using effective public relations skills with little direction.


 Meet schedules and time lines.


 Plan and organize work.


 Work confidentially with discretion.


 Communicate effectively both orally and in writing.


 A reasonable command of English


 Telephone techniques and etiquette.


 Basic research methods.



Duties & Responsibilities:  
Main routine duties: 

 
1. Provide career information, assistance, support and counselling services to students, 

alumni, faculty, and counselors; coordinate day-to-day operations and schedule 

activities. 
 

2. Obtain, organize, file and display career education and instructional materials and 

develop and maintain a current and comprehensive occupational library including 

information on careers and career clusters, employment prospects and trends and 

employment requirements and opportunities. 

3. Collaborate and maintain close working relations with several Pokhara University 

divisions, committees and units involved with students, alumni, and career events 

including: the Dean of the Faculty, the Student Counselors, Advisory Committee 

pertaining to career events, the Research Management Cell, and with the Alumni 

Relations Office, and with the University, where relevant, especially in the planning, 

organizing and conducting Career Days and Job Fairs. 
 

4. Provide information concerning career tests, interpret test data and communicate 

findings in concurrence with the Counselling Office. 

5. Maintain a current inventory of CG equipment and materials. 
  

6. Stay current with the latest job postings and market needs. 
 

7. Operate a variety of office equipment and maintain an attractive and organized 

career guidance office. 
 

8. Adhere to known ethical standards of counseling. 

 

Periodic duties: 
 

1. Attend meetings, conferences and workshops regarding career trends and those 

designed to maintain and upgrade career guidance and counseling. 
 

2. Complete reports as required and maintains records of every consultation, activity 

and service rendered. Maintain log book of student counseling.  

 
 
 

 

Signature of Supervisor  Date 

Signature of Employee   Date  
 
 

This job description may be reviewed annually or as the need arises 



kf]v/f ljZjljBfno 
 

:s|"n ckm lahg]; 
 

 
s_ sfo{ laa/0f 
sd{rf/Lsf] gfd M >L tf]/0f laZjsdf{ 
;]jf M k|zf;g   
zfvf M n]vf 

>]0fL/tx M ;xfos  

lhDd]jf/L M cfly{s k|zf;g 
;'kl/j]Ifs M cfly{s k|zf;g k|d'v 

 

v_ sfd, st{Jo / clwsf/ 
d'Vo sfo{ cfly{s k|zf;g ;DaGwL sfddf ;xof]u ug]{, z'Ns p7fpg], cfDbfgL af+Wg], vr{sf] aLn ekf{O{ 
?h" ug]{, ef}r/ p7fpg] / ;'kl/j]Ifs ;dIf k]z ug]{, r]s sf6\g] / ;DalGwt kIfnfO{ e"QmfgL lbg], a}+s 
vftfx?sf] l/slG;lnPzg ug]{, x/]s dlxgf cfly{s sf/f]jf/sf] laa/0f tof/ u/L k]z ug]{ / cfly{s 
sf/f]jf/sf] clen]v Aojl:yt ?kdf /fVg] sfddf cfly{s k|zf;g k|d'vnfO{ ;xof]u ug]{ .  

!= lgwf{l/t z'Ns lnO{ /;Lb lbg], / ;f] sf] ef}r/ p7fpg], n]h/ / PsfplG6u+ ;km\6j]o/df r9fpg] . 

@= e'QmfgL lbg' kg]{ aLn ekf{O{x? ?h" ug]{, sfuhftx? k'u] gk'u]sf] olsg ug]{ / cfjZos sf/jfxLsf] 
nflu n]vf k|d'v ;dIf k]z ug]{, 

#= dlxgf e/L s/ sl§ ul/Psf] /sd ;DalGwt s/ sfof{nosf] gfddf a}+sdf hDdf ug]{, ;+ro sf]if, 
gful/s nufgL sf]if, nufotsf lgsfodf hDdf ug'{ kg]{ /sd hDdf ug]{ ] .  

$= cfly{s kIf;+u ;DalGwt ;Dk"0f{ lg0f{o, kl/kq tyf lgodx?sf] d"n slk ;'/lIft /fVg],   

*= e'QmfgLsf nflu laleGg zfvf tyf AolQmaf6 cg'/f]w eO{ cfPsf lgj]bg tyf tf]s cfb]zx? e'QmfgLsf] 
nflu lgod ;Ddt eP gePsf] tyf cfjZos sfuhftx? k"0f{ eP gePsf] olsg ug]{, sfuhft k"/f 
gePsf] cj:yfdf ;DalGwt zfvfsf] e'QmfgL lng] lgsfonfO{ hfgsf/L lbg] / cfjZos sfuhftx? 
k|fKt eP kl5 dfq} e'QmfgL lbg] . 

(= cfo tyf Aoosf] gub k|jfxsf] k|If]k0f ug]{ / ;f]xL cfwf/df d'2tL vftfdf /fVg] /sd / d'2tL 
cjlwsf] cg'dflgt laa/0f ;lxt sfof{no k|d'vnfO{ ;'emfj lbg], lgoddf Joj:yf u/] adf]lhd 
sfof{no k|d'vsf] cfb]zdf vftfdf /sd /fVg], vftfaf6 /sd lemSg] /  sfo{Gjojg ug]{, 

!)= a}+ssf laleGg vftfx?sf] laa/0f, d'2tL vftfsf] cjlw, gljs/0f ;DaGwL ldlt nufotsf] laa/0f 
tof/ ug]{ / cBfjlws ug]{, ;fy}, ;do ;dodf a}+s vftfsf] l/slG;lnPzg u/L k|ltj]bg tof/ ug]{, 

!!= h]x]Gbf/ 5fqj[lQ afkt ;DalGwt JolQmn] kfpg' kg]{ /sd, w/f}6L lkmtf{ /sd, egf{ /4 u/] afkt 
kfpg' kg]{ /sdx? ;DalGwt kIfnfO{ pknAw u/fpg], 

!@= vl/b zfvfn] vl/bsf] nflu k]z u/]sf] vl/b cfb]zsf] /sd Joj:yf u/]sf] ah]6 leq ePdf l;kmfl/z 
ug]{, vl/b cfjZos ePsf] t/ /sd kof{Kt gePsf] cj:yf l;h{gf eO{ /sdfGt/ ug'{ kg]{ cj:yf 
cfPdf /sdfGt/ lzif{s, /sd / :jLs[t ug]{ clwsf/L olsg u/L sfof{no k|d'vnfO{ hfgsf/L lbg],  



!#= cfDbfgL lzif{s cGtu{tsf] c;'n ug'{ kg]{ lkm tyf tyf ljZjljBfnon] lng' kg]{ /sd cGo cfDbfgL 
;dodf g} c;"n eP gePsf] olsg ug]{, lgodfg';f/ tf]lsPsf] ;dodf k]ZsL km5of}{6sf] nflu 
tfs]tf ug]{, 

 @)= sfof{no k|d'vsf] lgb]{zg adf]lhd sfof{nodf e}kl/ cfpg] cGo sfdx? ug]{ . 
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