Nepal Administrative Staff College
Open Competitive Examination

Class: Assistant- I
Post: Senior Assistant 

	Examination
	Subject
	Full Marks
	Time

	Written
	Paper-I: Rachana (Nepali and English)
	100 
	3 hrs.

	
	Paper- II: Management, Finance and Accounting
	100 
	3 hrs.

	Practical
	A. Performance Test
	200 
	4 hrs.

	
	a. Task performance
	100 
	2.5 hrs.

	
	b. Presentation
	50
	30 min.

	
	B. Psychometric Test
	50
	1 hr.

	Interview
	 Situational and Structured (Issue- based on Paper- I and II)
	100
	

	Total
	500
	



Paper: I 	
Subject: Rachana (Nepali and English)							100
1. Essay (English)									15
2. Letter / Memo (Tippani) (Nepali and English)					20
3. Translation from Nepali to English and English to Nepali				20
4. Comprehension (English)								10
5. Grammar (English)									15
6. Summary writing (Nepali and English)						20

Paper: II											100
Subject: Management, Finance and Accounting	    

Management											50
· Management: Concepts, principles, approaches, development of management theories (history) and emerging trends. 
· General understanding of OB: concepts, trends, motivation
· Interpersonal relations and communication
· Office Management: Concept and importance of offices and office management, office layout, etc.
· Records management: concept, importance, principles and types of records
· Filing system and Indexing: concept, objectives, importance, and classification of files; indexing: concept, purpose, types, etc.
· Means, types and importance of communication in office
· MIS: Needs and importance in office
· General understanding of training: Concept, process, approaches and training management




Finance and Accounting									50
· Financial management: Concept and process,
· Accounting: Concept and principles. 
· General understanding of procurement and inventory management
· General understanding of accounting with special focus on accrual system of accounting, accounting records, financial statements, cost account and management accounting.
· Depreciation 
· Budgeting: Principles and practices in Nepal
· Audit: Concept, process, and types  

Computer Skills:  (Practical)		
· Microsoft Office applications, email and internet
