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Syllabus for the 1% E.B Examination

Name of the .
. f Duration Syllabus
Question Paper

1. Office Systems 01 Hours | This paper shall be designed to test the candidate’s basic knowledge on
office systems adopted in government offices and practical use of that
knowledge, proper understanding of official documents and the ability
of presenting the ideas / observations in clear and brief minutes and the
ability of drafting a letter according to an order given to the officer.

2. Accounting 01 Hours | It is expected to test candidate's knowledge in basic accounts adopted in

Systems government office, functions of cash control books.

3. Computer Test 01 Hours | (i) Basic Concepts of Information Technology

(ii)
(iii)
(iv)

(v)

(vi)

(vii)

(viii)

(ix)

Windows Operating System

File Management

Word Processing
Basic skills, screen familiarization, editing texts, aligning text,
fonts and attributes, indenting paragraphs, paragraphs, change of
line spacing, Tab setting, finding and replacing text, spelling and
grammar, thesaurus, working with columns, page setup, printing
documents, creating tables, sorting texts, file management, mail
merging, working with macros

Spreadsheets
Basic skills, formatting, editing, columns and ranges, insertion and
deletion, sorting data, creating charts, printing, @ function
working with macros, file management

Database
Basic skills of introduction, Creating and using a database Forms,
Linked forms, popup forms, Dialog and message boxes Queries,
Sorting, Obtaining reports, Working with macro

Presentation / lllustration
Basic skills, editing, formatting, Applying designs, inserting images
clip art and graphs, slide transition, and effects, animations using
presentation tools, preparing, masters, printing slides and notes

Internet
Introduction to internet, World Wide Web, How to Navigate,
Internet Practical

E-mail
Introduction, basic skills, receiving e-mails, sending e- mails,
replying, using attachments, creating and using nick names,
Composing messages
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Syllabus for the 2" E.B Examination

Name of the Question Paper Duration Syllabus
Chapters VI, VII, VI, X, X, XIV, XVII,
01. Establishment Code and Establishment XXIV, XXV, XXVI, XXVII, XXVIII, XXX, XXXIII,
Procedural Regulation for Eastern 02 Hours | XLVII, XLVIII and Establishment
Provincial Public Service. Procedural Regulation for Eastern
Provincial Public Service.
02. Financial Regulations and Procurement Chapters I, II, Ill, IV, V and procurement
02 Hours

Procedure of Government

procedure of the government

rsment  QUTHIFCFema




3eugl elemesFpenwatan SenLLiufieng (Hyb 1)

I QewWBHLL (PBHTMDSHHIOID - (03 wewlidgHwmeod - 100 Leitefasei)

1. QFwWBFHLL (PSBTENLDSHHIEULD
. QewBHl LD aI8USBE cUMI6TE0EHSHEMILD
il. QFUBAL L (PpBHTMIDSHHIRID
i, QewBg L e Lib
IV. QewBHLLHms SHWTleHHe0 BHBID UGLUTUIR QFU15H60
V. QFugdlL waHiip
o  FHHUIF QFVIHSHID SHTEVID
o GBaxrw sBEUTMSHW GLMIDI
* 9 GileNd AIMHAITUI &iHLD
o  (QFeve) UHTU QIHID
®  QIMBLTHS GUMHLDTEN 6IHID
Vi. QFUBEH L @pBISMIOIL
Vii. Blipsd ellemev LiwsTUITH

Syllabus for the 3" E.B Examination

Name of the Question Paper Duration Syllabus

I. Defining a project
Il. Project Management
lll. Project Cycle
IV. Preparation and Analysis a project
V. Project Evaluation
e Payback period
e Net present value
e Internal rate of return
e Cost benefit ratio
e Annual average return ratio
VI. Project organization
VII. Adopting shadow price

01. Project Management 03 Hours
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