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Knowledge of operating systems: Microsoft Windows & their version
Knowledge on backup data and store them for further use.

Knowledge of essential application programs:

a) Microsoft office package (MS word, MS excel, MS power point &MS Access)
b) Data base Programs (Dbase)

c) Photo editing programs (Paintbrush, Adobe Photoshop, Macromedia, freehand package)
Printing & Scanning knowledge

Preparation of the balance sheet Using Computer

Statistical analysis package such as tally

Check any financial data prepared by sub-ordinate staff

Prepare small program packages using: MS Access, MS excel Dbase, etc.
Knowledge of internet & e-mail.

. Knowledge of Printing and Scanning. Evaluation Method - Typing letters using MS word in Nepali

& English - Prepare the list of the GU faculty & staff using MS excel & present their- names in
alphabetical order, status, salary, tax & phone number - Preparation of statistical data of the
current financial condition of the university using any program to generate the data and
essential graphs - Preparation of a salary sheet of the staff of GU.



