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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: Office Asst (Kamdar) 
Level: O 
Department: Admin 

1. o; :s"n ckm x]Ny ;fO{G;,e/tk"/df /x]sf ljleGg ejg / ltlgx?sf sf]&fx?sf] 
;/;kmfO{ ug]{ . 

2. kl/;/ leqsf] af^f] jl/kl/sf] #f+; s^fg / ;/;kmfO{ ug]{ . 
3. :s"n leq /x]sf ?vlj?jfx? :s"nn] lbPsf] lgb]{zg cg";f/ sf+̂ %F ^ ug]{ . 
4. :s"nsf] (n tyf gfnfx?sf] ;/;kmfO{ ug]{ . 
5. ;fj{hlgs ljbf afx]s k|To]s lbg laxfg sIff;"? x"g"k"j{ c fkm"n] lhDdf lnPsf] Nofj, 

sIffsf]&f tyf ejgsf] em\ofn(f]sf vf]Ng], ;/;kmfO{ ug]{ / cWofkg ;lsPkl% lgl/If)f 
u/L aGb ug]{ . 

6. :s"nn] c fkm"nfO{ lhDdf lbPsf] sfdx? tf]lsPsf] ;dPdf ;DkGg ug]{ . 
7. kl/;/ leq /x]sf km"naf/Lx?sf] lgdf{)f, ;+/If)f, /]vb]v / l;+rfO{ c flb h:tf sfo{x? 

ug]{ . 
8. sfo{nosf] :jfut sIfsf] sfdsfh ug]{, l/;]K;lgi^ tyf ]̂nLkmf ]g ck/]̂ /sf] sfd ug]{ 
9. ^]lnkmf]g tyf law"t lan e"Qmflg, lr¶kq Nofpg]÷k"/\ofpg], kmlg{r/ tyf ;/;dfg 

cf];f/k;f/ c flb sfdx? ug]{ . 
10. aflif{s tyf c fGtl/s k/LIffx?df ;xof]lusf]?kdf c fj:ofs sfdx? ug]{ . 
11. c fkm"n] sfo{ug]{ ejg, sIff sf]&f, k|of]uzfnf tyf ;/;dfgdf s"g} lsl;dsf] "̂̂ km"̂  

tyf xflggf]S;flg ePdf t"?Gt k|zf;gdf hgsf/L u/fpg] . 
12. k/LIff zfvfaf^ k|fKt k|j]z kq, dfs{l;^, /lhi «̂];g sf*{,k/LIff kmf/d cflb ljt/)f ug]{  
13. n]vf÷k|zf;g zfvfaf^ k|fKt ;"rgf, lr¶Lkqx? ;DalGwt AoflQm tyf s'l/o/nfO{ 

a"emfpg]. 
14. sfo{no k|d"v tyf pk k|d"vnfO{ e]̂ \g c fpg] c fuGt"sx?nfO{ cj:yfj"emL e]̂ \g] ;do 

ldnfO{lbg].  

sfo{ ljj/)f a"em\g]     /f]xa/      sfo{ ljj/)f a"emfpg]

ldltM  
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