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			   	ghH$mar g§ñWoMm {MQ>Urg
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àñVmdZm : 
^maVr¶ AW©ì¶dñWm hr PnmQ>çmZo {dH${gV hmoV Amho Am{U OJmVrb gdmªV doJmZo dmT>Umar godm joÌmVrb EH$ AJ«JÊ¶ 

AW©ì¶dñWm åhUyZ AmoiIbr OmVo. gÜ¶mÀ¶m AW©ì¶dñWoV {d{dY àH$maÀ¶m ì¶dgm¶ g§KQ>Zm§À¶m g§»¶oV dmT> Pmbobr Amho. 

Aem ì¶dgm¶mMr ñWmnZm, AmYw{ZH$sH$aU, {dñVmarH$aU, {d{dYVogmR>r n¡emMr ({dËV) Amdí¶H$Vm AgVo. H$m°nm}aoQ> joÌmV 

Am{W©H$ ì¶dñWmnZ ‘hËËdmMo Amho. ì¶dgm¶mMm {dH$mg H$aÊ¶mgmR>r {deof kmZ, j‘Vm Am{U VÁk Agboë¶m ì¶³Vr ¶m 

^maVmgmR>r ‘hËËdmÀ¶m R>aë¶m AmhoV. "{MQ>{UgmMm ì¶dgm¶' hm Agm EH$ ì¶dgm¶ Amho Omo ì¶dgm¶ Am{U g§ñWm§À¶m ~XbË¶m 

‘mJÊ¶m§Mr nyV©Vm H$aVmo. 

{MQ>{UgmMr H$m¶©nX²YVr hm {df¶ {d{dY àH$maÀ¶m {MQ>{UgmMo ‘hËËd, d¡{eîQ>ço, JwU, àH$ma, nmÌVm, H$m¶o©, H$V©ì¶o Am{U 

g§¶w³V ^m§S>dbr g§ñWoMr H$m¶©àUmbr B. hmVmiVmo. H$m¶©nX²YVr åhUOo EImXo {d{eîQ> H$m‘ H$aUo hmo¶. ¶mV {eH$Uo d Hw$eb ~ZUo. 

1.1	"{MQ>Urg' eãXmMr ì¶wËnËVr : 
	 EH$mo{Ugmì¶m eVH$mÀ¶m CËVamYm©V X¡Z§{XZ nÌì¶dhma Am{U {dËV{df¶H$ H$m¶m©‘Ü¶o Jw§Vboë¶m ì¶³Vr åhUOo "g{Md' 

({MQ>Urg) hmo¶. 

 	 b°{Q>Z ^mfoVrb goH«o$Q>‘ qH$dm goH«o$Q>g ¶mMm AW© JmonZr¶. goHo«$Q>ar ¶m B§J«Or eãXmMr CËnËVr b°{Q>Z ^mfoVrb "goH«o$Q>arAg' 

¶m eãXmnmgyZ Pmbr. Á¶mMm AW© Aer ì¶³Vr H$s Or Xþgè¶m ‘hËËdmÀ¶m ì¶³VrgmR>r H$m‘ H$aVo. 

	 {MQ>Urg hr AË¶§V ‘hËËdmMr ì¶³Vr åhUyZ AmoiIbr OmVo, H$s Or A{V H$m¶©‘½Z Agboë¶m ‘hËËdmÀ¶m ì¶³VrMo 

‘hËËdmMo XñVEodO JmonZr¶ R>odÊ¶mMo d gm§^miÊ¶mMo H$m‘ H$aVo.  

	 amo‘Z gm‘«mÁ¶mV "ñH«$mB©~' EH$ ì¶mdgm{¶H$ nÌ boIH$ hmoVo. àmMrZ ^maVr¶ B{VhmgmV {MQ>{UgmMo H$m‘ H$aUmè¶m 

ì¶³Vrbm A‘mË¶, g{Md qH$dm {MQ>Urg åhUyZ AmoiIbo OmV Ago.

	 AbrH$S>rb H$mimV amÁ¶ Am{U H|$Ð gaH$maÀ¶m {d{dY ImË¶mVhr {MQ>Urg {Z¶w³V Ho$bo OmVmV Vo g{Mdmb¶mVrb ‘§Ìr 

‘hmoX¶m§À¶m {Z¶§ÌUmImbr H$m‘o H$aVmV.   

{MQ>Urg 1
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CËnËVr g{MdmMr ({MQ>{UgmMr) ‘yi Zmdo AW©

b°Q>rZ ^mfm goH«o$Q>arAg JmonZr¶ boIH$ qH$dm A{YH$mar Á¶mbm Ë¶mÀ¶m ‘mbH$mZo 
JmonZr¶VoMr gyMZm {Xbr Amho.

amo‘Z gm‘«mÁ¶ ñH«$mB©~ ì¶mdgm{¶H$ nÌ boIH$

^maVr¶ B{Vhmg A‘mË¶/g{Md/{MQ>Urg JmonZr¶ Zm|Xr R>odUmar ì¶³Vr

	   B. g. 1870 ‘Ü¶o ga AmB©O°H$ {nQ>‘Z ¶mZo EH$ emim ñWmnZ Ho$br. {OWo {dXçmWu ì¶mdgm{¶H$ boIH$ åhUyZ  nmÌ 
hmoD$  eH$Vrb. 1888 ‘Ü¶o Q>mB©nam¶Q>a/Q>§H$boIZ ‘{eZMm emoY bmJë¶mZo g{MdmMr ^y{‘H$m dmT>br.

	   ì¶mdgm{¶H$Vobm àmoËgmhZ XoÊ¶mgmR>r 1942 ‘Ü¶o A‘o[aHo$V amîQ´>r¶ g{Md g§K (National Secretaries Association) 

V¶ma Ho$bm. Ë¶mZ§Va EH$ {deof g{Md {XZ V¶ma H$aÊ¶mV Ambm. Vmo {Xdg E{àb ‘{hÝ¶mÀ¶m eodQ>À¶m AmR>dS>çmV 
Agob. hm AmR>dS>m AmVm àemgH$s¶ ì¶mdgm{¶H$mMm AmR>dS>m åhUyZ AmoiIbm OmVmo.

1.2	ì¶m»¶m Am{U AW© :
	 1)	 Am°³g’$S>© eãXH$moemà‘mUo (Oxford Dictionary) ""Xþgè¶mÀ¶m dVrZo {b{hÊ¶mMo H$m‘ H$aUmar ì¶³Vr, {deofV: Or 

Xþgè¶m ì¶³Vr, g§ñWm, ‘§S>i ¶m§Mm nÌì¶dhma gm§^miUo, Zm|Xr R>odUo Am{U BVa {d{dY H$m‘o H$aÊ¶mgmR>r {Z¶w³V Ho$br 
OmVo {Vbm {MQ>Urg Ago åhUVmV.''

	 2)	 H§$nZr H$m¶Xm 2013 H$b‘ 2 (24) Zwgma ""H§$nZr {MQ>Urg qH$dm {MQUrg ¶mMm AW© H§$nZr goHo«$Q>arO² A°³Q> 
1980 À¶m go³eZ 2 À¶m CnH$b‘ (i) ‘Yrb (gr) ‘Ü¶o n[a^m{fV Ho$ë¶mà‘mUo Á¶mMr {Z¶w³Vr H§$nZrZo ¶m 
H$m¶XçmImbr H§$nZr {MQ>{UgmZo H$amd¶mMr H$m‘o H$aÊ¶mgmR>r Ho$br Amho Aer ì¶³Vr hmo¶.''

		  H§$nZr goH«o$Q>arO A°³Q> 1980 Zwgma H§$nZr {MQ>{UgmMr ì¶m»¶m ""Or ì¶³Vr BpÝñQ>Q>çyQ> Am°’$ H§$nZr goH«o$Q>arO²Mr gXñ¶ 
AgVo.''

		  darb ì¶m»¶m§dê$Z Ago åhUVm ¶oB©b H$s, {MQ>{UgmMr {Z¶w³Vr g§KQ>ZoMo H$m‘ gwairV MmbÊ¶mgmR>r Am{U nÌì¶dhma, 
g^m, XßVa R>odUo d àemgH$s¶ H$m‘H$mOmV ghmæ¶ {‘iÊ¶mgmR>r Ho$br OmVo.   

1.3	{MQ>{UgmMr d¡{eîQ>ço (Features of Secretary) :

{MQ>{UgmMr d¡{eîQ>ço

	 1)	ì¶³Vr (An Individual) : 
		  {MQ>Urg hr EH$ ì¶³Vr Amho. gmd©O{ZH$ g§ñWm, H§$nZr qH$dm BVa g§ñWm ¶m§Mr {MQ>Urg åhUyZ {Z¶w³Vr Ho$br OmD$ 

eH$V Zmhr. {MQ>{UgmMr H$m‘o H$aÊ¶mgmR>r ì¶³VrMr {Z¶w³Vr Ho$br OmVo.

	 2)	H$m¶}/H$V©ì¶o (Duties) : 
		  {MQ>{Ugmbm X¡Z§{XZ Am{U àemgH$s¶ H$m‘o H$amdr bmJVmV. CXm. nÌì¶dhma gm§^miUo, g^m§Mo Am¶moOZ H$aUo, 

H$mJXnÌo gm§^miUo (OVZ H$aUo), ‘m{hVr nwa{dUo, à‘wIm§À¶m gyMZoà‘mUo qH$dm g§ñWoÀ¶m AmXoemà‘mUo H$maHw$Zr 

ì¶³Vr

H$m¶©
nmÌVm

{Z¶w³Vr nJmar ZmoH$a/
godH$

{dídmgy 
A{YH$mar

à{V{ZYr

JwU

A[V[aŠV _m[hVr :
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ñdê$nmMr H$m‘o nma nmS>Uo. CXm. {Z¶w³Ë¶m XoUo, ñ‘aUnÌo nmR>{dUo, H$‘©Mmè¶m§À¶m àíZm§Zm CËVao XoUo B. {MQ>{UgmMo 

H$V©ì¶ ho g§ñWm qH$dm à‘wImZwgma ~XbUmao AgVo. gXçH$mimV g{MdmZo H$m¶Xoera AZwnmbZmMr ImÌr  Ho$br  nm{hOo.

	 3)	nmÌVm (Qualification) : 
		  àË¶oH$ {MQ>{Ugmbm ì¶mdgm{¶H$ g§KQ>ZoÀ¶m àH$mamZwgma {d{eîQ> nmÌVm YmaU H$aUo Amdí¶H$ AgVo. Oa {MQ>{UgmMr 

{Z¶w³Vr gmd©O{ZH$ qH$dm ImOJr H§$nZrZo Ho$br Agob Va Ë¶mZo H§$nZr H$m¶Xm 2013 Zwgma {d{hV nmÌVm YmaU Ho$bobr 

Agbr nm{hOo. VgoM gaH$mar ImË¶mÀ¶m {MQ>{UgmgmR>r gaH$mar {Z¶‘mà‘mUo Ë¶mZo nmÌVm YmaU Ho$bobr Agmdr. 

	 4)	Zo‘UyH$ (Appointment) : 
		  {MQ>{UgmMr Zo‘UyH$ ì¶³Vr, ì¶mdgm{¶H$ g§ñWm, ghH$mar g§ñWm, gmd©O{ZH$ g§ñWm, H§$nZr, gaH$mar ImVo ¶m§MoH$Sy>Z 

Ho$br OmVo. WmoS>³¶mV {MQ>Urg hm ì¶p³VJV qH$dm g§ñWmË‘H$ Agy eH$Vmo.$

	 5)	nJmar ZmoH$a/godH$ (Paid Employee) : 
		  {MQ>Urg hm nJmar godH$ Amho. Ë¶mbm Ë¶mÀ¶m ‘mbH$mH$Sy>Z qH$dm g§ñWoH$Sy>Z Xa‘hm doVZ {Xbo OmVo qH$dm Ë¶mÀ¶m 

H$m‘mMm ‘mo~Xbm åhUyZ R>amdrH$ ‘mZYZ {Xbo OmVo.{MQ>Urg hm nJmar ZmoH$a Agbm Var Vmo ‘hËËdmMm A{YH$mar åhUyZ 

ì¶mdgm{¶H$ g§KQ>ZoV AmoiIbm OmVmo. 

‘mZYZ : àXmZ Ho$boë¶m goodogmR>r ì¶mdgm{¶H$ ì¶³Vrg {Xbobr ’$s qH$dm ‘mo~Xbm.

	 6)	{dídmgy A{YH$mar (Confidential Officer) : 
		  {MQ>Urg hm g§ñWoMr JmonZr¶ ‘m{hVr gwa{jV R>odUmam n[aajH$ (Custodian)  åhUyZ H$m‘ H$aVmo. {MQ>{UgmMm g§ñWoVrb 

CÀM ì¶dñWmnZ Am{U YmoaUmMr A§‘b~OmdUr ¶m§À¶mer OdiMm g§~§Y AgVmo.

	 7)	à{V{ZYr : 
		  {MQ>Urg hm g§ñWoMm à{V{ZYr åhUyZ ^y{‘H$m nma nmS>Vmo.

		  {MQ>Urg XmoZ àH$maMo AgVmV. (A) ì¶p³VJV {MQ>Urg (~) g§ñWmJV {MQ>Urg. 

		  ì¶p³VJV {MQ>{UgmMr {Z¶w³Vr ì¶³VrH$Sy>Z Ho$br OmVo, Va g§ñWmJV {MQ>{UgmMr {Z¶w³Vr hr g§ñWm, gaH$mar ImVo 

qH$dm g§ñWoMo à{V{ZYr ¶m§À¶mH$Sy>Z Ho$br OmVo. {MQ>Urg ‘mbH$mMm qH$dm g§ñWoMm à{V{ZYr åhUyZ H$m‘ H$aV AgVmo.

	 8)	JwU >(Qualities) : 
		  X¡Z§{XZ Am{U àemgH$s¶ H$m‘o ¶eñdr[aË¶m nma nmS>Ê¶mgmR>r {MQ>{UgmZo H$mhr JwU A§JrH$maUo Amdí¶H$ Amho. CXm. 

EH$mJ«Vm, ì¶dhmaMmVw¶©, ~wX²[Y‘ËVm, {ZîR>m, ghH$m¶© ̂ mdZm, gm¡OÝ¶, ZoV¥Ëd, gwì¶dñWm Am{U Z‘«Vm B. JwU Amdí¶H$ 

AgVmV. ¶m JwUm§‘wio H$m¶©j‘Vm dmT>Ê¶mg ‘XV hmoVo.

1.4	{MQ>{UgmMo ‘hËËd (Importance of a Secretary) :

VÁk gëbmJma Am{U ‘mJ©Xe©H$

àemgH$

JmonZr¶ ‘m{hVrMm n[aajH$

nÌì¶dhma H$Vm©

H$m¶Xoera ~m~tMr nyV©Vm H$aUmam A{YH$mar

g^m g§¶moOZ

ì¶dñWmnZ Am{U H$‘©Mmar ¶m§À¶mVrb Xþdm 

g{Mdr¶ ‘mZH$ d g{Mdr¶ A§Ho$jU

‘
h

ËËd
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	 AmYw{ZH$ H$mimV H$moUË¶mhr ì¶dgm¶ g§KQ>ZoV {MQ>{Ugmbm {deof ‘hËËd Am{U XOm© àmßV Pmbobm Amho. H$maU AmOÀ¶m 

ì¶mdgm{¶H$ OJmV gmVË¶mZo hmoUmao ~Xb Am{U Z g§nUmar ì¶mdgm{¶H$ ‘mJUr ¶m‘wio {MQ>{Ugmbm ‘hËËd àmßV Pmbo Amho.

	 Imbrb ‘wX²Xçm§dê$Z Vo A{YH$ ñnîQ> hmoVo : 

	 1)	VÁk gëbmJma Am{U ‘mJ©Xe©H$ (Expert Advice and Guidance) : 
		  {MQ>Urg hm {d{dY {df¶m§da d[aîR>m§Zm gëbm XoV AgVmo Am{U Ë¶m§Zr KoVboë¶m {ZU©¶mMr A§‘b~OmdUr H$aVmo. 

ì¶dgm¶m~m~VMo YmoaU R>a{dVmZm d {ZU©¶ KoVmZm Ë¶mMo ‘V Zoh‘rM {dMmamV KoVbo OmVo. AMyH$ YmoaUmË‘H$ {ZU©¶ 

KoÊ¶mgmR>r Vmo ¶mo½¶ ‘mJ©Xe©Z H$aVmo. 	Ë¶m‘wio ì¶dgm¶mMm Ano{jV {dH$mg hmoÊ¶mg ‘XV hmoVo.

	 2)	n«emgH$ (Administrator) : 
		  àemgH$s¶ A{YH$mar åhUyZ {MQUrg gd© àH$maMr X¡Z§{XZ ì¶dñWmnZmMr H$m‘o H$aVmo. Á¶m‘Ü¶o H$m¶m©b¶ ì¶dñWmnZ, 

nÌì¶dhma, ZñVrH$aU H$aUo, Aä¶mJVm§Mo ñdmJV H$aUo B. H$m‘o H$amdr bmJVmV. Vr gd© H$m‘o {MQUrg H$aV Agë¶mZo 

d[aîR>m§Zm ‘hËËdmÀ¶m H$m‘mda bj H|${ÐV H$aVm ¶oVo. Á¶m‘wio Ë¶m§Zm ì¶dgm¶mMr YmoaUo AmIUo, {Z¶moOZ H$aUo, 

{Z¶§ÌU R>odUo, Ë¶m§Mr A§‘b~OmdUr H$aUo B. H$m‘o H$m¶©j‘nUo nyU© H$aVm ¶oVmV.

	 3)	JmonZr¶ ‘m{hVrMm n[aajH$ (Custodian of Secret Information) : 
		  {MQ>Urg hm ì¶dgm¶mVrb ‘hËËdmMr ‘m{hVr JmonZr¶ R>odUmam n[aajH$ åhUyZ AmoiIbm OmVmo. Ë¶mÀ¶mda JmonZr¶ 

ñdê$nmMr H$m‘o gmon{dbr OmVmV. Ë¶m‘wioM Ë¶mbm g§ñWoMm {dídmgy A{YH$mar åhUVmV. g§ñWoMo ‘hËËdmMo {ZU©¶ 

KoÊ¶mgmR>r Am{U Ë¶mMr A§‘b~OmdUr H$aÊ¶mgmR>r g{Md g§MmbH$ ‘§S>img ‘XV H$aVmo. KoVbobo {ZU©¶ JmonZr¶ 

am{hbo nm{hOoV ¶mMr gd© O~m~Xmar {MQ{UgmMr AgVo åhUyZ Ë¶mbm JmonZr¶ ‘m{hVrMm n[aajH$ Ago åhUVmV.

	 4)	nÌì¶dhmaH$Vm© (Correspondent) : 
		  {MQ>Urg hm nÌì¶dhmaH$Vm© åhUyZ ^y{‘H$m nma nmSVmo. Ë¶m‘wio AmdH$, OmdH$ nÌì¶dhma nmhUo, VgoM g^mgX, ~±H$, 

{d‘m H§$nZr, Zm|XUr A{YH$mar, gaH$mar A{YH$mar, J«mhH$ BË¶mXt~amo~a nÌì¶dhma H$aVmo.

	 5)	H$m¶Xoera ~m~tMr nyV©Vm H$aUmam A{YH$mar (Legal Compliance Officer) : 
		  g§ñWoÀ¶m dVrZo {d{dY H$m¶XçmVrb VaVwXtMr nyV©Vm H$aÊ¶mMr O~m~Xmar {MQ{UgmMr Amho/AgVo. Ë¶mbm AZoH$, 

H$m¶Xoera H$m‘o nyU© H$amdr bmJVmV. H$m¶XçmÀ¶m VaVwXrZwgma {Z¶m‘H$ nwñVHo$, Zm|Xdhçm V¶ma H$amì¶m bmJVmV d 

OVZ H$ê$Z R>odmì¶m bmJVmV. VgoM H§$nZr H$m¶Xm 2013 Zwgma R>adyZ {Xboë¶m ‘wXVrÀ¶m AmV g§~§{YV A{YH$mè¶mH$S>o 

{ddaUnÌo, Vnerb, XñVEodO gmXa H$amdo bmJVmV.

	 6)	g^m g§¶moOZ (Conducting Meeting) : 
		  àË¶oH$ ì¶dgm¶ g§ñWobm ‘hËËdmMo {ZU©¶ g^oVM ¿¶mdo bmJVmV. Ë¶mgmR>r {d{dY àH$maÀ¶m g^oMo Am¶moOZ {MQ{Ugmbm 

H$amdo bmJVo. Ë¶mbm g^onydu, g^m Mmby AgVmZm Am{U g^oZ§VaMr H$m‘o H$amdr bmJVmV. g^onydu H$m¶©H«$‘n{ÌH$m 

V¶ma H$aUo, g^oMr gyMZm nmR>{dUo, g^m gwê$ AgVmZm {Q>nUo {b{hUo d g^m g‘mßVrZ§Va g^oMo B{Vd¥ËV V¶ma H$aUo 

B. H$m¶} {MQ{Ugmbm nma nmS>mdr bmJVmV.

	 7)	ì¶dñWmnZ Am{U H$‘©Mmar ¶m§À¶mVrb Xþdm (Link between Management and Staff) : 
		  {MQ>Urg ì¶dñWmnZ g{‘Vr Am{U H$‘©Mmar ¶m§À¶mVrb ‘hËËdmMm Xþdm åhUyZ AmoiIbm OmVmo. {d{dY nmVirda 

H$‘©Mmar Am{U ì¶dñWmnZ ¶m§Mm ¶mo½¶ g§dmX d g‘Ýd¶ KS>dyZ AmUVmo. Ë¶m‘wio H$m‘mMo gmVË¶, gwairVnUm d 

ì¶dñWmnZmZo KoVbobo {ZU©¶ n[aUm‘H$maH$ R>aÊ¶mg ‘XV hmoVo.

	 8)	g{Mdr¶ ‘mZH$ d g{Mdr¶ A§Ho$jU (Secretarial  Standards and Audit) : 
		  g{Mdr¶ ‘mZH$ (S. S.) Am{U g{Mdr¶ A§Ho$jU ¶mMm à‘wI CX²Xoe H§$nZr H$m¶Xoera ~m~tMr nyV©Vm H$aVo qH$dm Zmhr 

¶mMr VnmgUr H$aUo hmo¶. ¶m AZwf§JmZo g{MdmZo Amdí¶H$ nyV©Vm H$amdr. (g{Mdr¶ ‘mZH$ Am{U g{Mdr¶ 
A§Ho$jU ¶m§Mr àH$aU 6 ‘Ü¶o A{YH$ ‘m{hVr {Xbr Amho.)
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1.5	{MQ>{UgmMo àH$ma (Types of Secretary) : 
	 Am¡Xçmo{JH$sH$aU Am{U AmYw{ZH$sH$aUmV dmT> Pmë¶mZo {d{dY àH$maÀ¶m g§ñWm CX¶mg Amë¶m Am{U Ë¶m§À¶m g§»¶oV 

PnmQ>çmZo dmT> Pmbr Ë¶m‘wio AZoH$ g§ñWm§Zm Aem EImXçm ì¶³VrMr JaO (Amdí¶H$Vm) ^mgy bmJbr. Á¶mda ì¶³Vr 
Am{U g§ñWm {dídmg Am{U O~m~Xmar Q>mHy$ eH$Vo.

 	  g{MdmMr ({MQ>{UgmMr) g§H$ënZm hr {dñVmabr Jobr Amho Am{U Odi Odi gd© àH$maÀ¶m g§ñWm§Zr Vr ñdrH$mabr Amho. 
{MQ>Urg hm g§ñWoÀ¶m AWdm ‘mbH$mÀ¶m gd© O~m~Xmè¶m nma nmS>Vmo.

	 {MQ>{UgmMo Imbrbà‘mUo dJuH$aU (àH$ma) Ho$bo Amho.

		

	 1.5.1	ImOJr {MQ>Urg (Personal Secretary) : 
		  ImOJr {MQ>Urg qH$dm ì¶p³VJV {MQ>Urg hm gdmªV OwZm àH$ma Amho. Á¶mMr {Z¶w³Vr Amnë¶m ì¶dgm¶mV 

A{Vì¶ñV Agboë¶m ì¶³VrH$Sy>Z Ogo CXçmoJnVr, ì¶mnmar, ì¶mdgm{¶H$ ¶m§À¶mH$Sy>Z Ë¶m§Mm nÌì¶dhma H$aÊ¶mgmR>r/

gm§̂ miÊ¶mgmR>r d BVa X¡Z§{XZ H$m‘o H$aÊ¶mgmR>r Ho$br OmVo.

		  {Z¶w³Vr : g‘mOmVrb A{Vì¶ñV ì¶³Vr Amnbr BVa H$m‘o H$aÊ¶mgmR>r ImOJr {MQ>{UgmMr {Z¶w³Vr H$aVmV. 

Á¶m‘wio Ë¶m§Zm Amnë¶m ‘hËËdmÀ¶m H$m‘mda A{YH$ bj H|{ÐV H$aVm ¶oUo e³¶ hmoVo. åhUyZ A{V ì¶ñV 

AgUmè¶m ì¶³Vr H$‘r ‘hËËdmMr H$m‘o H$aÊ¶mgmR>r ì¶p³VJV {MQ>{UgmMr Zo‘UyH$ H$aVmV.

		  àm‘w»¶mZo S>m°³Q>a, B§{O{ZAa, dH$sb, MmQ>©S>© AH$m¢Q>§Q>, {gZo A{^ZoVo, amOH$s¶ nwT>mar B. H$Sy>Z ImOJr {MQ>{UgmMr 

Zo‘UyH$ Ho$br OmVo.

		  nmÌVm : ImOJr/ì¶p³VJV {MQ>{UgmMr H$m¶XçmZo H$moUVrhr {ZpíMV Aer nmÌVm YmaU H$aUo Amdí¶H$ Zmhr. 

na§Vw, Ë¶mZo H$moUË¶mhr emIoMr nXdr g§nmXZ (YmaU) H$aUo Amdí¶H$ Amho. Ë¶mMn«‘mUo Ë¶mMo ^mfoda à^wËd d 

Ë¶mbm g§JUH$mMo kmZ AgUo Amdí¶H$ Amho.

	 1.5.2	g§ñWmË‘H$ {MQ>Urg (Institutional Secretary) : 
		  g§ñWoX²dmao Zo‘UyH$ Pmboë¶m {MQ>{Ugmbm g§ñWmË‘H$ {MQ>Urg åhUVmV. 

		  Ë¶m§Mo H$mhr àH$ma nwT>rbà‘mUo -

		  1)	 Z’$m hoVy Zgboë¶m g§ñWoMm {MQ>Urg (Secretary of Non Profit Association) : 
			   Z’$m {da{hV g§ñWm åhUOo Aem g§ñWm H$s Á¶m§Mm hoVy / CX²Xoe Z’$m {‘i{dUo ZgyZ gm‘mÝ¶ OZVoÀ¶m {hVmgmR>r 

gm‘m{OH$, e¡j{UH$, gm§ñH¥${VH$ H$bm H«$sS>m, Amamo½¶ ¶m§Zm àmoËgmhZ XoUo d {dH$mg H$aUo hm à‘wI hoVy AgVmo.

			   {Z¶w³Vr : Z’$m {da{hV g§ñWoÀ¶m {MQ>{UgmMr {Z¶w³Vr (Zo‘UyH$) hr ì¶dñWmnZ g{‘VrX²dmao Ho$br OmVo. Vmo 

ì¶dñWmnZ g{‘VrMm g^mgX (gXñ¶) AgVmo. g§ñWoMo AmH$ma‘mZ, ñdê$n ¶mdê$Z nyU© doi qH$dm AY© doi 

nJmamda AWdm ‘mZYZmda Ë¶mMr {Z¶w³Vr Ho$br OmVo.

			   CXm. amoQ>ar ³b~, bm¶Ýg ³b~, H«$sS>m ‘§S>io, gm§ñH¥${VH$ ‘§S>io, M|~a Am°’$ H$m°‘g©, emim, ‘hm{dXçmb¶o B.

{MQ>{UgmMo àH$ma

ImOJr/ì¶p³VJV {MQUrg g§ñWmË‘H$ {MQ>Urg

1) Z’$m hoVy Zgboë¶m g§ñWoMm {MQUrg

2) ghH$mar g§ñWoMm {MQ>Urg

3) g§¶w³V ñH§$Y à‘§S>imMm {MQ>Urg

4) gaH$mar ImË¶mMm {MQ>Urg

5) BVa {ZJ‘ {ZH$m¶ (Body Corporate)
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			   nmÌVm : Z’$m{da{hV g§ñWoÀ¶m {MQ>{UgmMr H$moUVrhr {ZYm©[aV nmÌVm Zmhr. na§Vw {MQ>Urg g§ñWoÀ¶m 

g§H$ënZoer n[a{MV Agbr nm{hOo. Ë¶mbm nÌì¶dhma, ZñVrH$aU, g§JUH$ B. Mo ‘yb^yV kmZ AgUo 

Amdí¶H$ Amho.

	 	 2)	 ghH$mar g§ñWoMm {MQ>Urg (Secretary of Co - Operative Society) : 
			   {H$‘mZ 10 (Xhm) qH$dm Ë¶mnojm OmñV ì¶³VtZr/g^mgXm§Zr EH$Ì ¶oD$Z ñWmnZ Ho$bobr Am{U ghH$mar 

H$m¶XçmA§VJ©V Zm|X{dbobr g§KQ>Zm åhUOo ghH$mar g§ñWm hmo¶. ghH$mar g§ñWoMr ñWmnZm (Zm|XUr) ‘hmamîQ́> 

amÁ¶ ghH$mar g§ñWm H$m¶Xm 1960 Zwgma H$aÊ¶mV ¶oVo. g§ñWoMm à‘wI CX²Xoe hm g^mgXm§Zm godm CnbãY 

H$ê$Z XoUo d Ë¶m§À¶m {hVg§~§Ym§Mo ajU H$aUo hm AgVmo. CXm. ghH$mar ~±H$m, ghH$mar J¥h {Z‘m©U g§ñWm, 

ghH$mar J«mhH$ ^m§S>ma B.

			   {Z¶w³Vr : ghH$mar g§ñWoÀ¶m {MQ>{UgmMr {Z¶w³Vr hr ì¶dñWmnZ g{‘VrVrb gXñ¶m§‘YyZ Ho$br OmVo. Agm 

{MQ>Urg gmYmaUnUo ‘mZYZmda H$m‘ H$aVmo. na§Vw ghH$mar g§ñWoMo AmH$ma‘mZ ‘moR>o Agob Va ì¶dñWmnZ 

g{‘VrH$Sy>Z ñdV§Ì ì¶³VrMr ghH$mar g§ñWoMm {MQ>Urg åhUyZ Zo‘UyH$ H$aÊ¶mV ¶oVo. Vmo g§ñWoMm nyU© doi 

nJmar ZmoH$a AgVmo.

			   nmÌVm : ghH$mar g§ñWoÀ¶m {MQ>{UgmgmR>r H$moUË¶mhr {d{eîQ> nmÌVoMr AQ> Zmhr. na§Vw Ë¶mbm ghH$mar 

g§ñWm A{Y{Z¶‘mMo (H$m¶XçmMo) kmZ Agmdo bmJVo. VgoM Vmo H$moUË¶mhr emIoMm nXdrYa Agmdm.

		  3)	 g§¶w³V ñH§$Y à‘§S>imMm {MQ>Urg (Secretary of Joint Stock Company) : 
			   g§¶w³V ñH§$Y à‘§S>i hm EH$ ì¶dgm¶ g§KQ>ZoMm àH$ma AgyZ Or ‘moR>çm à‘mUmda ì¶dgm¶ H$aÊ¶mgmR>r gdmªV 

¶mo½¶ ‘mZbr OmVo.

			   H§$nZrMm g{Md hm ‘w»¶ A{YH$mar ‘mZbm OmVmo. AmYw{ZH$ ì¶mnma g§KQ>ZoV Vmo ‘hËËdmMm KQ>H$ Amho.

			   {Z¶w³Vr : g§¶w³V ñH§$Y à‘§S>imÀ¶m {MQ>{UgmMr {Z¶w³Vr hr Á¶mdoir H§$nZrMr ñWmnZm Ho$br OmVo 

Ë¶mdoirM Ho$br OmVo. àm‘w»¶mZo X¡Z§{XZ Am{U H$m¶©H$mar H$m‘o nma nmS>Ê¶mgmR>r Ë¶mMr {Z¶w³Vr Ho$br OmVo. 

Ë¶mbm g§MmbH$ ‘§S>imÀ¶m {Z¶§ÌUmImbr H$m‘ H$amdo bmJVo.

			   H§$nZr H$m¶Xm 2013 Zwgma H§$nZr g{Mdm§Zm ‘w»¶ ì¶dñWmnH$s¶ H$‘©Mmar (Key Managerial Personnel) 
(KMP) À¶m ì¶m»¶oV g‘m{dîQ> Ho$bo Amho. H§$nZr H$m¶Xm 2013 ‘Ü¶o "‘w»¶ ì¶dñWmnH$s¶ H$‘©Mmar' hr 

g§H$ënZm ‘m§S>Ê¶mV Ambr. g§MmbH$ ‘§S>imbm H§$nZrMm X¡Z§{XZ H$ma^ma H$m¶©j‘nUo nma nmS>Vm ¶mdm ¶mgmR>r 

H$mhr ì¶dñWmnH$ d H$m¶©H$mar A{YH$mar ¶m§Mr {Z¶w³Vr Ho$br OmVo. (Ho$E‘nr ~m~V àH$aU> 6 ‘Ü¶o 

A{YH$ ‘m{hVr {Xbr Amho).

			   nmÌVm : H§$nZr H$m¶Xm 2013 Zwgma H§$nZrMm {MQ>Urg (g{Md) hm BpÝñQ>Q>çyQ> Am°’$ H§$nZr goH«o$Q>arO Am°’$ 

B§{S>¶m - ICSI (^maVr¶ H§$nZr {MQ>{Ugm§Mr g§ñWm - Am¶grEgAm¶) ¶m g§ñWoMm g^mgX Agbm nm{hOo.

		  4)	 gaH$mar ImË¶mMm {MQ>Urg (Secretary of Government Department) : 
			   gaH$mar ImVo åhUOo Oo ImVo H§o$Ð Am{U amÁ¶ gaH$maÀ¶m {Z¶§ÌUmImbr {d{dY ‘§Ìmb¶m§‘m’©$V H$m‘H$mO H$aV 

AgVo. ¶m ImË¶mMm àemgH$s¶ à‘wI åhUyZ {Z¶w³V Ho$boë¶m ì¶³Vrg gaH$mar ImË¶mMm {MQUrg Ago åhUVmV.

			   {Z¶w³Vr : ^maV gaH$ma Am{U amÁ¶ gaH$ma X²dmao àemgH$s¶ H$ma^ma (H$m‘H$mO) Mmb{dÊ¶mgmR>r 

ImË¶mMm à‘wI åhUyZ {MQ>{UgmMr {Z¶w³Vr H$aÊ¶mV ¶oVo. Ë¶m ImË¶mMo {MQ>Urg àemgH$s¶ à‘wI åhUyZ 

H$m‘ H$aVmV. CXm. AW© ImË¶mMm {MQ>Urg, g§ajU ImË¶mMm g{Md, J¥hImË¶mMm g{Md B.
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			   nmÌVm : gaH$mar ImË¶mÀ¶m {MQ>{UgmgmR>r H$moUË¶mhr emIoMr nXdr g§nmXZ H$aUo Amdí¶H$ Amho. VgoM 

Ë¶mZo bmoH$godm Am¶moJmX²dmao Am¶mo{OV Ho$boë¶m ZmJar ({gìhrb) godm narjm CËVrU© AgUo Amdí¶H$ Amho. 

^maVr¶ àemgH$s¶ godoVrb (IAS) A{YH$mar g{Md hmoD$ eH$Vmo.

 naamîQ́> ì¶dhma ‘§Ìmb¶ ¶mgmR>r ^maVr¶ {dXoe godoVrb A{YH$mar (IFS) g{Md hmoD$ eH$Vmo.

1.6	{MQ>{UgmMr H$m¶} (Functions of a Secretary) : 
	 {MQ>{Ugmbm ‘ybV: H$maHw$Zr d H$m¶m©b¶rZ O~m~Xmè¶m nma nmS>mì¶m bmJVmV.

	 ì¶dgm¶ g§KQ>Zoog ‘XV H$aÊ¶mgmR>r Ë¶mbm Imbrb H$m¶} nma nmS>mdr bmJVmV.

	 1)	nÌì¶dhma (Correspondence) : nÌì¶dhma H$aUo ho {MQ>{UgmMo ‘hËËdmMo H$m¶© Amho. Vmo H$m¶m©b¶mVrb AmdH$-

OmdH$ nÌì¶dhma gm§^miVmo. VgoM Amboë¶m nÌm§Zm CËVao XoUo, Mm¡H$etZm CËVao nmR>{dUo VgoM gaH$mar {d^mJmH$Sy>Z 

(H$m¶m©b¶mH$Sy>Z) Amboë¶m nÌm§Zm CËVao XoUo d gd© H$mJXnÌo Zm|Xr H$ê$Z OVZ H$aUo.

	 2)	H$m¶m©b¶ ì¶dñWmnZ (Office Management) : H$m¶m©b¶ d H$m¶m©b¶rZ H$m‘H$mOmMr H$m¶©j‘Vm dmT>{dÊ¶mMr 

O~m~Xmar {MQ>{UgmMr AgVo. {MQUrg H$‘©Mmè¶m§da XoIaoI d {Z¶§ÌU R>odVmo d H§$nZrÀ¶m {hVmgmR>r {d{dY CnH«$‘ 

am~{dVmo. ¶mgmR>r H$‘©Mmè¶m§Zm à{ejU XoUo, nXmoÝZVr d EH$m {d^mJmVyZ Xþgè¶m {d^mJmV ~Xbr H$aUo B. H$m¶} 

{MQ>{Ugmbm H$amdr bmJVmV.

	 3)	ñdmJV{df¶H$ H$m¶© (Reception Functions) : ImOJr {MQ>Urg ‘mbH$mMo ¶oUmao XÿaÜdZr (’$moZ) ñdrH$maVmo, 

‘hËËdmÀ¶m XÿaÜdZrMr ‘m{hVr XoVmo qH$dm ‘mbH$mg OmoSy>Z XoVmo. ‘mbH$m§H$S>o ¶oUmè¶m Aä¶mJVmMr Amnë¶m ‘mbH$mÀ¶m 

gmoB©Zwgma ^oQ>rMr VmarI, doi, {ZpíMV H$aVmo.

	 4)	Am{W©H$ H$m¶} (Financial Functions) : {MQ>Urg ~°§Ho$Mo gd© Am{W©H$ ì¶dhma gm§^miVmo. ~°§H$s¨J ì¶dhmamÀ¶m 

g§X^m©V Amdí¶H$ Agbobr gd© nwñVHo$ hmVmiVmo, VgoM CËnÝZ d IMm©da XoIaoI R>odVmo. Amnë¶m ‘mbH$mg, 

ì¶dñWmnZmg, ~±Ho$g d gaH$mabm ‘m{hVr nwa{dÊ¶mgmR>r ‘XV hmoVo. 

	 5)	g^m§Mo Am¶moOZ H$aUo (Arranging Meetings) : {MQ>Urg g^m§Mo Am¶moOZ H$aV AgVmo. ImOJr {MQUrg, 

‘mbH$ Am{U BVa Ì¶ñW ì¶³Vr ¶m§À¶m ~¡R>H$m§Mo Am¶moOZ H$aVmo. VgoM H§$nZr H$m¶XçmÀ¶m VaVwXrZwgma H§$nZrV {d{dY 

g^m§Mo Am¶moOZ {MQ>{Ugmbm H$amdo bmJVo. CXm. dm{f©H$ gd©gmYmaU g^m, {deof gd©gmYmaU g^m B. ¶mgmR>r g^oMr 

H$m¶©H«$‘n{ÌH$m V¶ma H$aUo, g^oMr gyMZm ^mJYmaH$m§Zm nmR>{dUo, g^m Mmby AgVmZm g^oMr {Q>nUo {b{hUo Am{U g^m 

g‘mßVr Z§Va g^oMo B{Vd¥ËV V¶ma H$aUo. B. H$m‘o g^oÀ¶m ~m~VrV {MQ>{Ugmbm H$amdr bmJVmV. 

	 6)	d¡Ym{ZH$ H$m¶} (Statutory Functions) : {MQ>{Ugmbm {d{dY {Z¶m‘H$ H$m¶} H$amdr bmJVmV. àm‘w»¶mZo Ë¶mÀ¶m 

g§ñWoer g§~§{YV Agboë¶m gd© H$m¶Xoera VaVwXtMo nmbZ Ho$bo nm{hOo, Ë¶mM~amo~a Ë¶mZo Am¶H$a H$m¶Xm, ‘wÐm§H$ 

H$m¶Xm (‘wÐmewëH$ H$m¶Xm)  XþH$mZo H$m¶Xm, OrEgQ>r B. H$m¶XçmMo nmbZ Ho$bo nm{hOo.

d¡Ym{ZH$ : H$m¶XçmZwgma Amdí¶H$, {Z¶m‘H$, A{Y{Z¶{‘V 

	 7)	YmoaU R>a{dÊ¶mg ‘XV (Assist in Formulating Policies) : {d{eîQ> {df¶m~X²XbMr gd©gmYmaU ‘m{hVr 

Am{U g§»¶mË‘H$ ‘m{hVr Jmoim H$aUo g§»¶oÀ¶m {hVmgmR>r ‘hËËdmMr AgVo H$maU ¶m ‘m{hVrÀ¶m AmYmao g§ñWoÀ¶m 

ì¶dñWmnZmg YmoaUo {ZpíMV H$aVm ¶oVmV. C{MV YmoaUmË‘H$ {ZU©¶ {ZpíMV H$aÊ¶mgmR>r d KoÊ¶mgmR>r {MQ>Urg 

ì¶dñWmnZmg ‘XV H$aVmo.

A[V[aŠV _m[hVr :
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	 8)	‘m{hVr nwa{dUo (Providing Information) : {MQ>Urg ì¶dñWmnZmer g§~{YV Agboë¶m {d{dY {d^mJmg 

AMyH$ ‘m{hVr nwa{dVmo. Ë¶mM ~amo~a g§MmbH$ ‘§S>i, ~±H$m, gaH$mar {d^mJ, ^mJYmaH$ Am{U H$‘©Mmar ¶m§Zm Amdí¶H$ 

AgUmar ‘m{hVr nwa{dÊ¶mMo H$m¶© XoIrb {MQ>{Ugmbm H$amdo bmJVo.

	 9)	àemgZ{df¶H$ H$m¶} (Administrative Function) : àemgH$s¶ A{YH$mar åhUyZ {MQ>{Ugmbm Imbrb H$m¶} 

H$amdr bmJVmV. H$‘©Mmè¶m§Mr {Z¶w³Vr H$aUo, H$m¶m©b¶rZ H$m‘H$mOmMo dmQ>n H$aUo, H$m‘mda XoIaoI R>odUo, H$‘©Mmè¶m§Zm 

à{ejU XoUo, Ë¶m§Zm ~T>Vr XoUo B. àemgH$s¶ H$m‘o H$aUo. VgoM d¡Ym{ZH$ nwñVHo$ ñdV:À¶m Vmã¶mV ì¶dpñWV OVZ 

H$ê$Z R>odUo.

1.7	{MQ>{UgmMo JwU (Qualities of a Secretary) : 
	 {MQ>{Ugmbm Ho$di e¡j{UH$ nmÌVm Amdí¶H$ ZgyZ ¶m ì¶{V[a³V BVa H$mhr JwU Ë¶mÀ¶m A§Jr AgUo Amdí¶H$ AmhoV H$s 

Á¶m‘wio Ë¶mbm H§$nZrÀ¶m/ì¶dñWmnZmÀ¶m Ü¶o¶ YmoaUmMo nmbZ H$aÊ¶mg ‘XV hmoB©b. 

	 åhUyZ {MQ>{UgmÀ¶m A§Jr Imbrb JwU AgUo Amdí¶H$ AmhoV. 

	 1)	AMyH$Vm (Accuracy) : AMyH$Vm åhUOo {~ZMyH$nUm hmo¶. åhUOoM H$moUVrhr MyH$ Z H$aVm H$m‘ nyU© H$aUo 

hmo¶. {MQ>{UgmZo H$moUVohr H$m‘ H$aVmZm {~ZMyH$nUo Ho$bo nm{hOo. CXm. nÌì¶dhma H$aVmZm ^mfoÀ¶m, ì¶mH$aUmÀ¶m, 

{bImUmÀ¶m MwH$m H$ê$ Z¶oV. {hemo~ nwñVH$m§‘Ü¶o Zm|Xr H$aVmZm AmH$S>çmÀ¶m MwH$m H$ê$ Z¶oV. {~ZMyH$nUm hm AmXe© 

{MQ>{UgmMm ‘hËËdmMm JwU Amho.

	 2)	 OwidyZ KoÊ¶mMr d¥ËVr (Adaptability) : ~XbË¶m n[apñWVrZwgma VS>OmoS> H$aUo qH$dm ñdV:À¶m H¥$VrV ~Xb 

H$aUo åhUOo OwidyZ KoÊ¶mMr d¥ËVr hmo¶. ~XbVo gaH$mar YmoaU, ì¶dñWmnH$s¶ YmoaU BË¶mXt‘wio g§ñWoVrb n[apñWVr 

~XbV AgVo. Ë¶m‘wio {MQ>{UgmMr H$m¶} Am{U O~m~Xmè¶m§V ~Xb hmoVmo åhUyZ {MQ>{UgmZo ~XbË¶m n[apñWVrV 

ñdV:bm OwidyZ KoVbo nm{hOo.

	 3)	 ghH$m¶© (Co-operation) : {MQ>{UgmMr BVam§Zm ‘XV H$aÊ¶mMr V¶mar Agbr nm{hOo. gm§{KH$ ̂ mdZoZo H$m‘ Ho$ë¶mg 

H$m‘mMm VmU (~moOm) H$‘r hmoÊ¶mg ‘XV hmoVo. VgoM EH${ÌVnUmMr ^mdZm {dH${gV hmoVo. {MQ>{UgmZo ghH$mè¶mer 

ghH$m¶© (‘XV) H$aÊ¶mMr d¥ËVr gX¡d R>odbr nm{hOo.

	 4)	 Z‘«Vm (Courtesy) : Z‘«Vm åhUOo gm¡OÝ¶erb dV©Z hmo¶. doJdoJiçm ì¶³Vt~amo~a ì¶dhma H$aVmZm {MQ>{UgmZo 

gm¡OÝ¶mZo dmJmdo. ¶m JwUm§‘wio g§ñWoMr g‘mOmV Mm§Jbr à{V‘m (Mm§Jbo ‘V) {Z‘m©U hmoÊ¶mg ‘XV hmoVo åhUyZ 

{MQ>{UgmÀ¶m A§Jr Z‘«Vm hm JwU gX¡d AgUo Amdí¶H$ Amho. 

	 5)	 nwT>mH$ma (Initiative) : nwT>mH$ma åhUOo H$m¶m©Mr ñdoÀN>oZo nyV©Vm H$aÊ¶mMr d¥ËVr hmo¶. d[aîR>mÀ¶m (‘mbH$mÀ¶m) 

AmXoemMr dmQ> Z nmhVm ñdV: nwT>mH$ma KoD$Z H$m‘ H$aUo qH$dm ‘mbH$mÀ¶m J¡ahOoarV {MQ>{UgmZo {ZU©¶ KoÊ¶mMr V¶mar 

(nwT>mH$ma) Xe©{dUo hmo¶. 

		  åhUOoM ¶mo½¶ doir ¶mo½¶ {ZU©¶ KoÊ¶mMm ({ZU©¶ VËnaVm) JwU {MQ>{UgmH$S>o Agbm nm{hOo. 

	 6)	 ZoV¥Ëde³Vr (Leadership) : {MQ>{Ugmbm g§ñWoÀ¶m YmoaUmË‘H$ {ZU©¶mMr A§§‘b~OmdUr H$amdr bmJVo åhUyZ 

Ë¶mÀ¶m A§Jr ZoV¥Ëde³Vr hm JwU AgUo Amdí¶H$ Amho. ¶m JwUm‘wio ghH$mè¶m§Zm ‘mJ©Xe©Z, àmoËgmhZ d àoaUm XoD$Z 

Ë¶m§À¶mH$Sy>Z A{YH$ j‘VoZo H$m‘ H$ê$Z KoUo. ¶mbmM ZoV¥Ëde³Vr Ago åhQ>bo OmVo. ¶m JwUm‘wio g§K^mdZm {Z‘m©U 

hmoÊ¶mg ‘XV hmoVo Am{U {Xbobr CX²{XîQ>o doioV gmÜ¶ hmoÊ¶mg ‘XV hmoVo.

	 7)	 {ZîR>m (Loyalty) : {ZîR>m åhUOo {dídmgmh©Vm hmo¶. {MQ>{UgmMo H$m¶© ho JmonZr¶ ñdê$nmMo Amho. g§ñWoMm {dídmgy 

(JmonZr¶) A{YH$mar åhUyZ Ë¶mZo g§ñWoMr ‘m{hVr JmonZr¶ R>odbr nm{hOo. Vr Ë¶mZo Ì¶ñW ì¶³VrH$S>o CKS> H$ê$ Z¶o. 

Vmo Amnë¶m g§ñWo~X²Xb {ZîR>md§V Agbm nm{hOo. {MQ>{UgmZo Amnë¶m g§ñWoÀ¶m CX²{XîQ>m§Zm àW‘ àmYmÝ¶ {Xbo nm{hOo.
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	 8)	 ì¶dpñWVnUm (Oderliness) : {MQ>{UgmÀ¶m Amdí¶H$ AgUmè¶m H$mhr ‘hËËdmÀ¶m JwUm§n¡H$s EH$ JwU åhUOo 

ì¶dpñWVnUm hmo¶. åhUOoM àË¶oH$ H$m‘ ì¶dpñWV nma nmS>Uo hmo¶. ¶mgmR>r g‘moa {Xgob Vo H$m‘ {MQ>{UgmZo Vm~S>Vmo~ 

nyU© Ho$bo nm{hOo.

	 9)	 AmH$f©H$ ì¶p³V‘ËËd (Pleasing Personality) : {MQ>{UgmMm AZoH$ ì¶³Vt~amo~a g§nH©$ ¶oV AgVmo. {MQ>Urg 

AmH$f©H$ ì¶p³V‘ËËdmMm Agbm nm{hOo. ì¶p³V‘ËËd åhUOo Ho$di emar[aH$ gm¢X¶© Zìho Va AmZ§XXm¶r ñd^md, 

Mm[aÍ¶, AmË‘{dídmg, g§¶‘rnUm, AmìhmZo Am{U n[apñWVr B. em§VVoV ñdrH$ma H$aUo hmo¶.

		  åhUyZ AmH$f©H$ ì¶p³V‘ËËd hm JwU {MQ>{UgmH$S>o AgUo Amdí¶H$ Amho.

	10)	 kmZ{nnmgy (Knowledge Seeker) : d¡Ym{ZH$ H$m‘o MmoInUo nma nmS>Ê¶mgmR>r {MQ>{UgmZo Amnbo kmZ AXç¶mdV 

R>odbo nm{hOo.

	11)	 d³VeranUm (Punctuality) : d³VeranUm åhUOo {Z¶moOZmZwgma doioV H$m¶© nyU© H$aÊ¶mMm JwU hmo¶. {Z¶moOZmà‘mUo 

H$m‘o nyU© Pmbr ZmhrV Va g§KQ>ZoMr CX²{XîQ>o gmÜ¶ hmoÊ¶mg {db§~ hmoVmo. Ë¶m‘wio g§ñWoMr à{V‘m H$‘r hmoD$ eH$Vo.

		  åhUyZ {MQ>{UgmH$S>o d³VeranUm hm JwU Agbm nm{hOo.

	 12)	 ¶mo½¶ {ZU©¶ (Sound Judgement) : {MQ>{UgmZo Ý¶m¶mYremMr ^y{‘H$m nma nmS>br nm{hOo Am{U AMyH$ {ZU©¶ 

KoVbm nm{hOo. OoUoH$ê$Z Vmo n[aUm‘H$maH$ R>abm nm{hOo. 

	13)	 ‘wËgX²XrnUm (Tactfulness) : ‘wËgX²XrnUm åhUOo ¶mo½¶ {R>H$mUr ¶mo½¶ doir ¶mo½¶ JmoîQ> H$aUo hmo¶. àm‘w»¶mZo 

{MQ>{UgmÀ¶m A§Jr hm JwU AgUo Amdí¶H$ Amho. H$maU Ë¶mMm doJdoJiçm ì¶³Vr Am{U g§ñWm ¶m§À¶mer g§nH©$ ¶oV 

AgVmo Ë¶m‘wio Ë¶mÀ¶mH$S>o Xþgè¶mÀ¶m ^mdZm Z XþImdVm H$m‘o H$ê$Z KoÊ¶mMm JwU Agbm nm{hOo.		

			   Imbrb ~m~tMm emoY ¿¶m.
			   ‘qhÐm Am{U ‘qhÐm H§$nZr {MQUrg

			   ^maVmÀ¶m n§VàYmZm§Mo ‘w»¶ g{Md

			   ‘hmamîQ´> amÁ¶mMo ‘w»¶ g{Md

			   ‘hmamîQ´> emgZmÀ¶m embo¶ {ejU {d^mJ g{Md.

			   AmË‘mam‘ {^S>o ho JmoHw$iKa J¥h{Z‘m©U g§ñWoMo {MQ>Urg AmhoV. {MQ>Urg 
åhUyZ Ë¶m§Zr H$amd¶mÀ¶m H$m‘mMr ¶mXr V¶ma H$am.

1.8	’$aH$	 VwbZmË‘H$ Aä¶mg

A.
H«$.

’$aH$mMm
‘wX²Xm

ImOJr/d¡¶p³VH$ 
{MQ>Urg

Z’$m hoVy Zgboë¶m 
g§ñWoMm {MQ>Urg

ghH$mar g§ñWoMm 
{MQ>Urg

g§¶w³V ñH§$Y 
à‘§S>imMm {MQ>Urg

gaH$mar ImË¶mMm 
{MQ>Urg

1) AW© A{V H$m¶©‘½Z 
Agboë¶m 
ì¶³VtH$Sy>Z 
Ë¶m§Mr ImOJr H$m‘o 
H$aÊ¶mgmR>r {Zw¶³V 
Ho$bobr ì¶³Vr hmo¶.

Z’$m {da{hV g§ñWoMr 
H$m‘o H$aÊ¶mgmR>r 
{Z¶w³V Ho$bobr 
ì¶³Vr hmo¶.

ghH$mar g§ñWoMo 
H$m‘H$mO 
nmhÊ¶mgmR>r 
g^mgXm§VyZ 
{Z¶w³V Ho$bobr 
ì¶³Vr hmo¶.

g§¶w³V ñH§$Y à‘§S>imMo 
X¡Z§{XZ H$m¶} H$aÊ¶mgmR>r 
g§MmbH$ ‘§S>imH$Sy>Z 
{Z¶w³V Ho$bobr ì¶³Vr 
hmo¶.

gaH$mar ImË¶mMm 
{MQ>Urg åhUOo 
Agm A{YH$mar H$s 
Omo ‘§Ìr ‘hmoX¶m§À¶m 
‘mJ©Xe©ZmImbr 
{d{eîQ> ImË¶mMm 
H$ma^ma nmhÊ¶mgmR>r 
{Z¶w³V Ho$bm OmVmo.

H¥$Vr 1 :

H¥$Vr 2 :



10

A.
H«$.

’$aH$mMm
‘wX²Xm

ImOJr/d¡¶p³VH$ 
{MQ>Urg

Z’$m hoVy Zgboë¶m 
g§ñWoMm {MQ>Urg

ghH$mar g§ñWoMm 
{MQ>Urg

g§¶w³V ñH§$Y 
à‘§S>imMm {MQ>Urg

gaH$mar ImË¶mMm 
{MQ>Urg

2) hoVy A{Vì¶ñV ì¶³Vrbm 
X¡Z§{XZ H$m‘mV ‘XV 
H$aUo.

g§ñWoÀ¶m CnH«$‘mbm 
àmoËgmhZ XoUo.

g^mgXmÀ¶m 
{hVmMo ajU 
H$aUo d nañna 
ghH$m¶© H$aUo.

g§MmbH$ ‘§S>img 
X¡Z§{XZ Am{U ‘hËËdmMo 
{ZU©¶ KoÊ¶mg ‘XV 
H$aÊ¶mgmR>r {Z¶w³Vr.

g§~§{YV ImË¶mÀ¶m 
‘§Í¶m§À¶m {Z¶§ÌUm-
Imbr àemgH$s¶ 
H$m‘o H$aÊ¶mg ‘XV 
H$aUo.

3) Zo‘UyH$ A{Vì¶ñV ì¶³Vr 
Ogo S>m°³Q>a, dH$sb, 
A{^ZoVm, ì¶mnmar, 
amOH$s¶ nwT>mar, ‘§Ìr, 
B. H$Sy>Z {Z¶w³Vr.

Z’$m {da{hV 
g§ñWoÀ¶m ì¶dñWmnZ 
g{‘VrH$Sy>Z Ho$br 
OmVo.

ghH$mar g§ñWoÀ¶m 
ì¶dñWmnH$s¶ 
g{‘VrH$Sy>Z Ho$br 
OmVo.

H§$nZrÀ¶m g§MmbH$ 
‘§S>imH$Sy>Z Ho$br OmVo.

H|$ÐgaH$ma qH$dm 
amÁ¶gaH$maH$Sy>Z 
{Z¶w³Vr Ho$br OmVo.

4) H$m¶Xoera 
XOm©

H$moUVmhr H$m¶Xoera 
XOm© Zmhr.

Z’$m {da{hV 
g§ñWoÀ¶m 
{MQ>{Ugmbm 
H$moUVmhr H$m¶Xoera 
XOm© Zmhr.

ghH$mar g§ñWoÀ¶m 
{MQ>{Ugmbm 
ghH$mar H$m¶XçmZo 
H$m¶Xoera XOm© 
{Xbm Amho.

H§$nZr H$m¶XçmZwgma 
H$m¶Xoera XOm© 
{MQ>{Ugmbm {‘iVmo.

gaH$mar ImË¶mÀ¶m 
{MQ>{UgmMr {Z¶w³Vr 
hr ImË¶m‘m’©$V Ho$br  
Joë¶m‘wio Ë¶mbm
H$m¶Xoera XOm© 
{‘iVmo.

5) nmÌVm ImOJr {MQ>{UgmÀ¶m 
{Z¶w³VrgmR>r 
H$moUVrhr {ZpíMV 
Aer nmÌVm Zmhr.  

Z’$m hoVy Zgboë¶m 
g§ñWoÀ¶m {MQ>{Ugm-
gmR>r H$moUVrhr 
nmÌVm {ZYm©[aV 
Ho$bobr Zmhr.

H$m¶XçmZo 
H$moUVrhr 
e¡j{UH$ nmÌVm 
{ZYm©[aV Ho$bobr 
Zmhr.

H§$nZr {MQ>Urg hm 
{X BpÝñQ>Q>çyQ> Am°’$ 
H§$nZr goH«o$Q>arO Am°’$ 
B§{S>¶m ¶m g§ñWoMm 
g^mgX Agbm nm{hOo.

gaH$mar ImË¶mMm 
{MQ>Urg hm ^maVr¶
àemgH$s¶ godoVrb
A{YH$mar (IAS)
Agbm nm{hOo.

6) ñWmZ ImOJr {MQ>Urg hm 
Amnë¶m ‘mbH$mMm 
godH$ AgVmo.

ì¶dñWmnZ g{‘VrMm 
gXñ¶ AgVmo.

ghH$mar g§ñWoMm 
g^mgX AgVmo. 

H§$nZr {MQ>Urg hm 
‘w»¶ ì¶dñWmnH$s¶ 
H$‘©Mmè¶m§n¡H$s (KMP) 
AgVmo.

gaH$mar ImË¶mMm 
àemgH$s¶ A{YH$mar
AgVmo. Vmo ‘§Ìmb¶m-
Vrb ImË¶mMm à‘wI 
åhUyZ AmoiIbm 
OmVmo.

7) A{YH$ma ImOJr {MQ>{Ugmbm 
‘mbH$mH$Sy>Z ‘¶m©{XV 
A{YH$ma {Xbobo 
AgVmV.

H$m¶m©nwaVo ‘¶m©{XV 
A{YH$ma {Xbobo 
AgVmV.

ghH$mar H$m¶XçmZo 
A{YH$ma àXmZ 

Ho$bobo AmhoV.

H§$nZr {MQ>{Ugmbm 
H$m¶Xoera d 
ì¶dñWmnH$s¶ A{YH$ma 
AgVmV.

gaH$mar ImË¶mÀ¶m  
{MQ>{Ugmbm 
‘§Ìmb¶mX²dmao 
H$m¶Xoera A{YH$ma 
àmßV hmoVmV.

8) H$V©ì¶ ‘mbH$mZo {Xboë¶m 
A{YH$mam§VJ©V Ë¶mbm 
H$V©ì¶ nma nmS>mdr 
bmJVmV.

A{YH$ma d H$V©ì¶ 
g§ñWoÀ¶m ì¶dñWmnZ 
g{‘VrZo {ZYm©[aV 
Ho$bobr AgVmV.

A{YH$ma d 
H$V©ì¶ ghH$mar 
H$m¶XçmZo {ZYm©[aV
Ho$bobr AmhoV.

H$V©ì¶ H§$nZr 
H$m¶XçmV {Xbobr 
AmhoV VgoM AZwnmbZ 
A{YH$mar åhUyZ H$V©ì¶ 
nma nmS>Vmo.

gaH$mar ImË¶mMm 
{MQ>Urg Ë¶mÀ¶m 
ImË¶mMr àemgH$s¶ 
O~m~Xmar (H$V©ì¶) 
nma nmS>Vmo.

9) Zo‘UwH$sMr 
g³Vr

Zo‘UyH$ g³VrMr 
Zmhr.

g§ñWoMm CX²Xoe 
Am{U AmH$ma‘mZ 
¶mda Adb§~yZ 
Amho.

ghH$mar 
H$m¶XçmZwgma 
{Z¶w³Vr g³VrMr 
Amho.

5 H$moQ>r qH$dm Ë¶mnojm 
OmñV dgyb ^mJ 
^m§S>db AgUmè¶m 
H§$nZrZo nyU© doi 
{MQ>{UgmMr {Z¶w³Vr 
H$aUo Amdí¶H$ Amho.

àË¶oH$ gaH$mar 
ImË¶mV 
{MQ>{UgmMr {Z¶w³Vr 
H$aUo g³VrMo Amho.
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A.
H«$.

’$aH$mMm
‘wX²Xm

ImOJr/d¡¶p³VH$ 
{MQ>Urg

Z’$m hoVy Zgboë¶m 
g§ñWoMm {MQ>Urg

ghH$mar g§ñWoMm 
{MQ>Urg

g§¶w³V ñH§$Y 
à‘§S>imMm {MQ>Urg

gaH$mar ImË¶mMm 
{MQ>Urg

10) ‘mZYZ/
‘mo~Xbm

ImOJr {MQ>Urg hm 
nJmar ZmoH$a Amho.

Z’$m hoVy Zgboë¶m 
g§ñWoÀ¶m 
{MQ>{Ugmbm 
R>amdrH$ ‘mZYZ 
AWdm nJma {Xbm 
OmVmo.

‘moR>çm AmH$mamÀ¶m 
ghH$mar g§ñWm§Vrb 
{MQ>Urg hm nJmar 
godH$ AgVmo. 
g§ñWoÀ¶m {Z¶‘m-
Zwgma Ë¶mMo doVZ d 
^ËVo {Xbo OmVmV. 
‘mÌ ~hþg§»¶  
g§ñWmV g{MdnX 
gÝ‘mZZr¶  
Agë¶mZo Ë¶mbm 
‘mZYZ {Xbo OmVo.

H§$nZrMm {MQ>Urg 
hm nyU© doi H$‘©Mmar 
AgVmo Am{U 
H§$nZrH$Sy>Z  Ë¶mbm 
nJma {Xbm OmVmo.

gaH$mar ImË¶mMm 
{MQ>Urg hm nyU© 
doi H$‘©Mmar Amho. 
Ë¶mbm gaH$mar 
{Z¶‘mZwgma doVZ d 
^ËVo {Xbo OmVmV.

gmam§e

	 	goH«o$Q>ar hm eãX b°Q>rZ ^mfoVrb goH«o$Q>arAg ¶m eãXmnmgyZ V¶ma Pmbobm Amho. amo‘Z gm‘«mÁ¶mV ñH«$mB©~ Am{U àmMrZ 

^maVr¶ B{VhmgmV {MQ>Urg "A‘mË¶' åhUyZ AmoiIbm OmV Ago.

	 	{MQ>Urg hr ì¶³Vr AgyZ Vmo doVZmda H$m‘ H$aUmam H$‘©Mmar Amho. Ë¶mbm ‘mbH$mMm/g§KQ>ZoMm JmonZr¶ A{YH$mar åhUyZ 

AmoiIbo OmVo.

	 	{MQ>{Ugmg VÁk gëbmJma åhUyZ AmoiIbo OmVo Ë¶m‘wio ì¶dñWmnZmÀ¶m g^oV {ZU©¶ KoÊ¶mgmR>r ‘hËËdmMr ^y{‘H$m nma 

nmS>Vmo.

	 	{MQ>{UgmMo àH$ma - ImOJr qH$dm ì¶p³VJV {MQ>Urg hm gdmªV OwZm àH$ma Amho. g§ñWmË‘H$ {MQ>Urg ho Z’$m hoVy 

ZgUmè¶m g§ñWm, ghH$mar g§ñWm, g§¶w³V ñH§$W à‘§S>i Am{U gaH$mar ImË¶m‘m’©$V {Z¶w³V Ho$bo OmVmV.

	 	{MQ>{UgmÀ¶m A§Jr {d{dY JwUm§Mm g‘mdoe Amdí¶H$ Amho. CXm. OwidyZ KoÊ¶mMr d¥ËVr, ghH$m¶© ^mdZm, ^mfoda à^wËd, 

H$V©ì¶{ZîR>m, A§V‘w©I d¥ËVr B. JwUm§‘wio g§KQ>ZoMr CX²{XîQ>o gmÜ¶ hmoÊ¶mg ‘XV hmoVo. 

ñdmÜ¶m¶

àíZ 1 A) Imbr {Xboë¶m n¶m©¶m§‘YyZ ¶mo½¶ n¶m©¶ {ZdSy>Z dm³¶ nwÝhm {bhm.
	 1.	 goH«o$Q>ar hm B§J«Or eãX b°{Q>Z ^mfoVrb ..............¶m eãXmnmgyZ Pmbm AgyZ Á¶mMm AW© {dídmgy boI{ZH$ hmo¶. 

		  (A) A‘mË¶	 (~) ñH«$mB©~	 (H$) goH«o$Q>arAg

	 2.	 Ho$di ........................ Mr {ZdS> g{Md åhUyZ Ho$br OmD$ eH$Vo. 

		  (A) ì¶³Vr	 (~) ^mJrXmar g§ñWm	 (H$) g§¶w³V ñH§$Y à‘§S>i

	 3.	 {MQ>Urg hm ........................ ‘m{hVr R>odUmam n[aajH$ Amho.

		  (A) JmonZr¶	 (~) ì¶p³VJV	 (H$) AÝdofH$

	 4.	 g§¶w³V ñH§$Y à‘§S>imMm {MQ>Urg hm ..................... Mm gXñ¶ Agbm nm{hOo.

		  (A) Am¶ nr Eg      (~) Am¶ gr Eg Am¶	 (H$) Am¶. E. Eg.
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	 5.	 ........................ hm {MQ>{UgmMm gdmªV OwZm àH$ma Amho.

		  (A) H§$nZr {MQ>Urg     (~) ImOJr {MQ>Urg    (H$) gaH$mar ImË¶mMm {MQ>Urg

	 6.	 ghH$mar g§ñWm§Mo à‘wI CX²{XîQ> g^mgXmÀ¶m {hVmMo ........................ H$aUo Amho. 

		  (A) Xþb©j          (~) nwT>o OmUo	 (H$) g§ajU

	 7.	 gaH$mar ImË¶mMm {MQ>Urg hm ........................ Mm gXñ¶ Agbm nm{hOo.

		  (A) Am¶ gr Eg Am¶    (~) Am¶ E Eg       (H$) Am¶ gr S>ãë¶y E

	 8.	 ........................ åhUOo H$moUVrhr MyH$ Z H$aVm H$m‘ H$aUo.

		  (A) AMyH$Vm        (~) {ZîR>m           (H$) Z‘«Vm

àíZ 1 ~) OmoS>çm Owidm.

JQ> "A' JQ> "~'

	 A)	 A‘mË¶

	 ~)	 AW© ‘§Ìmb¶

	 H$)	 ì¶p³VJV {MQ>Urg

	 S>)	 {ZîR>m

	 B)	 Am{W©H$ H$m¶}

	 ’$)	 {MQ>Urg

	 1)	 gaH$mar ImVo

	 2)	 nJmar ZmoH$a

	 3)	 A{Vì¶ñV ì¶³VrH$Sy>Z {Z¶w³Vr

	 4)	 amo‘Z gm‘«mÁ¶

	 5)	 H$mJXnÌmMo OVZ

	 6)	 {dídmgynUm

	 7)	 ‘m{hVr CKS> H$aUo.

	 8)	 ghH$mar g§ñWoH$Sy>Z {Z¶w³Vr

	 9)	 àmMrZ B{Vhmg

	 10)	 nÌì¶dhma

	 11)	 ‘mo’$V godm

	 12)	 g§¶w³V ñH§$Y à‘§S>i

àíZ 1 H$) Imbrb àË¶oH$ {dYmZmgmR>r EH$ eãX qH$dm eãX g‘yh qH$dm g§km {bhm.
	 1.	 amo‘Z gm‘«mÁ¶mV ì¶mdgm{¶H$ nÌì¶dhma H$aUmar ì¶³Vr.

	 2.	 H«$sS>m ‘§S>i ho ¶m àH$maÀ¶m g§ñWoMo CXmhaU Amho.

	 3.	 ì¶³VrgmR>r Zo‘bobm g{Md.

	 4.	 {MQ>{UgmMm Agm JwU Omo {MQ>Urg Amnë¶m g§ñWoer {dídmgy Agë¶mMo Xe©{dVmo.

	 5.	 b°Q>rZ ^mfoV g{Md åhUyZ AmoiIbr OmUmar ì¶³Vr.

	 6.	 H§$nZr {MQ>Urg ¶m g§ñWoMo gXñ¶ Agbo nm{hOoV.

	 7.	 ‘hmamîQ´>mVrb ghH$mar g§ñWoÀ¶m g{Mdmg ¶m H$m¶XçmMo kmZ AgUo Amdí¶H$ Amho.

	 8.	 g^mgXm§À¶m {hVmMo ajU H$aÊ¶mMm hoVy Agbobr g§ñWm.

àíZ 1 S>) Imbrb {dYmZo ~amo~a H$s MyH$ Vo {bhm.
	 1.	 {MQ>Urg Ho$di nÌboIZmMo H$m‘ H$aVmo.

	 2.	 gaH$mar ImË¶mMm {MQ>Urg hm gdmªV OwZm {MQ>{UgmMm àH$ma Amho.

	 3.	 {MQ>{UgmZo g§ñWo~X²Xb JmonZr¶Vm ~miJbr nm{hOo.
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	 4.	 {MQ>Urg hm X¡Z§{XZ Am{U àemgH$s¶ H$m¶} nma nmS>Vmo.

	 5.	 {MQ>Urg hm nJmar ZmoH$a AgVmo.

	 6.	 {MQ>Urg hm àmMrZ H$mimVrb amo‘Z eãX Amho.

	 7.	 {MQ>{Ugmbm g§JUH$mÀ¶m kmZmMr JaO ZgVo.

	 8.	 gm§ñH¥${VH$ ‘§S>i ho gaH$mar ImË¶mMo CXmhaU Amho.

àíZ 1 B) JQ>mV Z ~gUmam eãX emoYm.
	 1.	 goH«o$Q>arAg, ñH«$mB©~, Am¶ gr Eg Am¶, {MQ>Urg

	 2.	 ZoV¥Ëde³Vr, Am¶EEg, ‘wËgX²XrnUm

àíZ 1 ’$) Imbrb {dYmZo nyU© H$am.
	 1.	 b°Q>rZ ^mfoV JmonZr¶ ñdê$nmMr ‘m{hVr {b{hUmè¶mg ................... åhUVmV. 

	 2.	 {MQ>{UgmMm gdmªV OwZm àH$ma ................... hmo¶.

	 3.	 H§$nZr {MQ>Urg hm ................... Mm g^mgX Agbm nm{hOo.

àíZ 1 J) H§$gmVrb AMyH$ n¶m©¶ {ZdS>m.

JQ> "A' JQ> "~'

     1)	
______________________

     2)   gaH$mar ImË¶mMm {MQ>Urg

     3)	 Am¶. gr. Eg. Am¶. 

     4)   
______________________

	       ì¶p³VJV {MQ>Urg

        
______________________

    	    
______________________

	       ñH«$mB©~

		  (Am¶.E.Eg., A{Vì¶ñV ì¶³VrH$Sy>Z {Z¶w³Vr, amo‘Z gm‘«mÁ¶, H§$nZr {MQ>Urg)

àíZ 1 h) EH$m dm³¶mV CËVao {bhm.
	 1.	 ImOJr {MQ>{UgmMr {Z¶w³Vr H$moUmH$Sy>Z Ho$br OmVo?

	 2.	 H$moUË¶m H§$nÝ¶m§Zr nyU© doi {MQ>{UgmMr {Z¶w³Vr Ho$br nm{hOo?

	 3.	 gm§ñH¥${VH$ ‘§S>i ho H$moUË¶m ì¶dgm¶ g§KQ>ZoMm àH$ma Amho?

	 4.	 ghH$mar g§ñWoÀ¶m {MQ>{Ugmbm H$moUË¶m H$m¶XçmMo kmZ AgUo Amdí¶H$ Amho?

àíZ 1 B©) Imbrb dm³¶mVrb AYmoao{IV eãX XþéñV H$ê$Z dm³¶ nwÝhm {bhm.
	 1.	 ImOJr {MQ>{UgmMr {Z¶w³Vr g§¶w³V ^m§S>dbr g§ñWm H$aVo.

	 2.	 A{Vì¶ñV ì¶³Vr H§$nZr {MQ>{UgmMr {Z¶w³Vr H$aVmV.

	 3.	 gaH$mar ImË¶mMm {MQ>Urg hm Am¶ gr Eg Am¶ Mm gXñ¶ Agbm nm{hOo.

	 4.	 "{MQ>Urg' hm eãX amo‘Z gm‘«mÁ¶mV dmnabm OmV hmoVm.

àíZ 2)	 Imbrb g§km/g§H$ënZm ñnîQ> H$am.

	 1.	 {MQ>Urg

	 2.	 {dídmgy A{YH$mar (Confidential Officer)

	 3.	 H$m¶Xoera ~m~tMr nyV©Vm H$aUmam A{YH$mar (Compliance Officer)
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	 4.	 ‘wËgX²XrnUm (Tactfulness)

	 5.	 {ZîR>m (Loyalty)

àíZ 3) Imbrb KQ>Zm/n[apñWVrMm Aä¶mg H$ê$Z Amnbo ‘V {bhm.
	 1.	 amOrd Am{U g§Ord ¶m§Zr ’$m‘m© B§{S>¶m àm. {b. ‘Ü¶o H§$nZr {MQ>Urg nXmgmR>r AO© Ho$bm Amho. amOrdbm ì¶p³VJV 

{MQ>{UgmMm 10 dfmªMm AZw^d Amho. Ë¶mZ§Va Ë¶mZo ìhrZg H$mo-Am°nao{Q>ìh ~±Ho$Mm g{Md åhUyZ 2 df} H$m‘ Ho$bo. 

g§Ord grEg narjm CËVrU© Amho Am{U Am¶ gr Eg Am¶ Mm gXñ¶ Amho. Ë¶mbm H$m‘mMm H$moUVmhr AZw^d Zmhr.

		  amOrd hm ’$³V dm{UÁ¶ emIoMm nXdrYa Amho. 

		  (A)	 Cnamo³V nXmgmR>r H$moU A{YH$ ¶mo½¶ Amho? H$maU {bhm.

		  (~)	 g§MmbH$mMm ì¶p³VJV {MQ>Urg åhUyZ amOrdMr {ZdS> Ho$br OmD$ eH$Vo H$m?

		  (H$)	 amOrdMr ’$m‘m© B§{S>¶m àm. {b. gmR>r {MQ>Urg åhUyZ {Z¶w³Vr Ho$br OmD$ eH$Vo H$m?

	 2.	 hf©Xm gr Eg narjm CËVrU© Pmbr Amho. {VMr gaH$mar ImË¶mV {MQ>Urg åhUyZ H$m‘ H$aÊ¶mMr BÀN>m Amho.

		  (A)	 gaH$mar ImË¶mÀ¶m {MQ>Urg nXmgmR>r AO© H$ê$ eH$Vo H$m?

		  (~)	 {VMr {Z¶w³Vr A~H$ H§$nZrMr {MQ>Urg åhUyZ H$aVm ¶oB©b H$m?

		  (H$)	 hf©Xmbm H§$nZr {MQ>Urg åhUyZ H$‘©Mmar g‘Obo OmB©b H$m? 

àíZ 4) ’$aH$ ñnîQ> H$am.
	 1.	 ImOJr {MQ>Urg Am{U H§$nZr {MQ>Urg.

	 2.	 ghH$mar g§ñWoMm {MQ>Urg Am{U gaH$mar ImË¶mMm {MQ>Urg.

	 3.	 H§$nZr {MQ>Urg Am{U gaH$mar ImË¶mMm {MQ>Urg.

	 4.	 Z’$m hoVy ZgUmè¶m g§ñWoMm {MQ>Urg Am{U ghH$mar g§ñWoMm {MQ>Urg.

àíZ 5) WmoS>³¶mV CËVao {bhm.
	 1.	 {MQ>{UgmÀ¶m A§Jr AgUmao H$moUVohr Mma JwU dU©Z H$am.

	 2.	 {MQ>{UgmMr H$moUVrhr Mma H$m¶} {deX H$am.

	 3.	 {MQ>{UgmMr H$moUVrhr Mma d¡{eîQ>ço Z‘yX/ñnîQ H$am.

àíZ 6) Imbrb {dYmZo gH$maU ñnîQ> H$am.
	 1.	 {MQ>UrgmMo ì¶p³V‘ËËd {dZ‘« Am{U AmZ§Xr AgUo Amdí¶H$ Amho.

	 2.	 {MQ>Urg hm nJmar ZmoH$a Amho.

	 3.	 ì¶³VrMrM {Z¶w³Vr {MQ>Urg åhUyZ Ho$br OmVo.

	 4.	 {MQ>Urg H$‘©Mmar Am{U ì¶dñWmnZ ¶m§À¶mVrb Xþdm Amho.

	 5.	 ImOJr {MQ>{UgmMr Zo‘UyH$ A{Vì¶ñV ì¶³VrH$Sy>Z Ho$br OmVo.

àíZ 7) Imbrb àíZm§Mr CËVao {bhm.
	 1.	 "{MQ>Urg' g§H$ënZm Am{U {MQ>{UgmMo ‘hËËd ñnîQ> H$am.

	 2.	 {MQ>{UgmMr d¡{eîQ>ço ñnîQ> H$am.

	 3.	 {MQ>{UgmÀ¶m A§Jr AgUmao JwU dU©Z H$am.

	 4.	 g§ñWmË‘H$ {MQ>{UgmMo {d{dY àH$ma WmoS>³¶mV {bhm.
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