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Council for Technical Education and Vocational Training 

School of Health Science 
Bharatpur-10, Chitwan, Nepal 

 

Human Resource Development Unit  
Job Description 

Position: Admin Asst. 
Level: Asst. 
Department: Administration &Exam 
     

1= lzIffnosf] sd{rf/Lx?sf] kl/rfng tyf Joj:yfkg ug]{ . 

2= sd{rf/Lx?sf] sfo{ ;Dkfbg d'Nofsg tyf ;DklQ ljj/)f Jojl:yt ug]{ . 

3= ljleGg ;ldltx?sf] a}+&s ;+rfng tyf Joj:yfkg ug]{ . 

4= sd{rf/L tyf k|lzIffyL{x?sf] kl/rokq Joj:yfkg ug]{ . 

5= lzIffnosf] afifL{s sfo{of]hgf tyf sfo{qmd th{"df, sfof{Gjog, k|ult k|ltj]bg tof/ ug]{ . 

6= xn, u]:^xfp; tyf cGo Joj:yfkgdf ;xhLs/)f ug]{ . 

7= ljleGg lj!Fkg, ;'rgfx? k|sflzt ug]{ / c fjZos Joj:yfkg ug]{ . 

8= lr¶Lkqx?, sd{rf/Lx?sf] xf+lh/L tyf JolQmut kmfOln¶ Jojl:yt ug]{ . 

9= lzIffnosf] ;/;kmfO{, ;"/Iff Joj:yf ldnfpg] . 

10= lzIffnosf] cGo cfjZos k|zf;lgs sfo{x? ug]{ . 

11=  sfof{no ;dodf cTofjZos sfd k/L aflx/ hfg" kg{] ePdf k/LIff k|d"vsf] l:js[lt 
lnO{ k|zf;g zfvfdf c len]v hgfO{ dfq hfg" kg{] . 

12=  lzIffno k|d"v ¶ pk-k|d"vn] nfP c fx|fPsf] sfd ug{] . 
sfo{ ljj/)f a"em\g]     /f]xa/      sfo{ ljj/)f a"emfpg]  

gfdM      gfdM     gfdM 
kbM      kbM     kbM 
x:tfIf/M    x:tfIf/M     x:tfIf/M 
zfvfM  
ldltM  


