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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: Secretarial Asst. 

Level:  

Department:  

     

1= aflx/af^ cfPsf cfuGt"sx?sf] hfgsf/L lnO{ sfof{no k|d"v÷ pkk|d"vsf] cg"dltdf dfq 
e]̂ #f^ ug]{ Joj:yf ldnfpg] . 

2= aflx/af^ cfPsf] ]̂lnkmf]g sn l/l;e ug]{ . 

3= dxTjk')f{ va/ tyf ;'rgfx? gf]̂  u/L ;DalGwt &fp+df hfgsf/L lbg] . 

4= : F̂kmx?n] dfu]sfhfgsf/L tyf ]̂nLkmf]g gDa/x?df ;Dks{ u/fO{ lbg] . 

5= ljBfyL{x?sf] kmf]g cfPdf l^kL ;DalGwt ljBfyL{nfO{ hfgsf/L lbg] . 

6= lzIffnosf] sfo{qmd ;DalGw kmf]gaf^ ;]fwk"% u/]df hfgsf/L lbg] . 

7= xndf aflx/sf] sfo{qmd ePsf] a]nf kmf]g cfPdf ;DalGw JolQmnfO{ va/ ul/lbg] . 

8= lzIffnosf] ljleGg sfo{qmdx? tyf cltl/Qm lqmofsnfkx?df ;xefuL x"g] . 

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

10= lzIffno k|d"v ÷ pk-k|d"vn] nfP cfx|fPsf] sfd ug{] . 
 

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

gfdM      gfdM     gfdM 
kbM      kbM     kbM 
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