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1. Sources, Typesof I nformation and Déelivery of I nfor mation
a.Formal and Informal Sources of Information

b. Conventional and Non-Conventional Sources
b.1 Conventional Sources. Book, Journals, Proceedings,
Reports, Reference works, Indexes and Abstracts
b.2 Non-Conventional Sources: The Internet, Database and
other electronic sources

c. Analyzing and Organizing Information : Introduction; Information
Skills; The Information Process: defining, locating, selecting,
organizing, presenting and evaluating;

2. Library and I nformation Society
a. Information Society: Origin of the Concept, Components of
Information Society, Characteristics of an Information Society
b. Information Society to Knowledge Society: Definition, Implicit and
Explicit Knowledge, Knowledge Based Society, Information
Technology and Knowledge, Knowledge Revolution, The Nepalese
Scenario
c. Information Management and Knowledge Management:
Information Management, Knowledge Management and its need,
Objectives of Knowledge Management, Information Managers and
Knowledge, Knowledge Technologies
d. Sociology of Librarianship and Information Work: Man and
Society, Classification of Knowledge, Sociology of Knowledge,
Sociology of Librarianship, Sociology of Information, Information
and Globalisation



3. Library Management
a. Managers and Their Roles
b. The External Environment : Government Policies, Social Values,
Demographies and Geography, Tradition, The Market, Changesin
Technology, Competition, Suppliers
c. The Internal Environment : Management Planning Systems,
Policies and Practices, Organizational Structure, Union Presence,
Service or Product, Management Style, Recruitment and Personnel
Policies, Staff Skills, Technology, Budgets
d. Organizational Structure and Design
e. Planning : Strategic, Operational and Event Planning
f. Government Policies and Their Impact on Managers
g. Security Issues : Job Design, Training, Equipment; Users. A Safe
Environment, Appropriate Systems, Accommodation of Differences
h. Human Resource Management: Introduction, Recruitment,
Orienting New Staff, Evaluation and Assessment
I. Building Effective Teams: Introduction, Characteristics of an
Effective Team, Role of a Good Team Leader, Coping with Problems
in the Team
j. Financial Management : Introduction, Public Funding, Discretionary
and Nondiscretionary Funding, Fixed and Variable Costs, Forms of
Budgeting: incremental budgeting, program-based budgeting, zero-
based budgeting, Maintaining Financial Records, Purchasing and
Procedures.
k. Marketing : Introduction, Moving Consumers to Customers :
Analyze the Environment, Develop a Service, Test the Service,
Package, Distribute and Promote, Monitor Program; Strategic
Marketing: Market Opportunities, Market Segments, Competition,
Marketing Mix
|. Managing Change: Introduction, Negotiation, Planning for Change,
Resistance to Change, | mplementing Change
m. Managing Self : Understanding Persona Strengths and
Weaknesses, Managing Stress, Time Management, Working with
People and Helping Y ourself, Active Listening, Networking,
Belonging to Professional Organizations, Working with Y our Boss.



4. Library Cataloging
a. Need, Purpose and Functions of Library Catalogs
b. Types of Catalogs, Elements of a Bibliographic Record
c. Tools used for Cataloging : Anglo American Cataloging Rules 2™
edition, 1998 Revision, Library of Congress Subject Headings, Sears
List of Subject Headings, C. A. Cutter’s Three Figure Author Table
d. Copy Cataloging : Sources of Copy Cataloging
e. Cataloging on Computers: The MARC 21 Format, Origina and
Copy Cataloging on Computers
f. The Cataloging Department : Organization, The Authority File,
Cataloging Routines, Processing Routines, Filing
g. Issues and Trends : Reclassification, Recatal oging, Closing the
Card Catalog, Retrospective Conversion, Outsourcing, Cooperation,
The Dublin Core, Trends in Cataloging.
5. Library Classification and I nformation Processing with Reference to
Dewey Decimal Classification (DDC)
a. Introduction to the text of three volumes of DDC
b. Basic Plan and Structure of DDC
c. Procedure of Assigning Class Numbers inthe DDC
d. Practical Number Building in the DDC



6. Reference Worksand Services
a. Reference Services: Meaning and Need for Reference Service,
b. Reference Books : Bibliographies and Guides, Indexes,
Dictionaries, Encyclopedias, Handbooks and Manuals, Y ear Books
and Annals, Atlases, Professional Journals, Abstract Journals
c. Ready vs. Long Range Reference Service
d. Initiation of a Freshman
e. Reference Service in Different Libraries
f. Information Services and Products: Information Service, Alerting
Services: Current Awareness Service, Selective Dissemination of
Information (SDI), Referral Service
g. Evauation of Information Service
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1. INTRODUCTION TO COMPUTER
What is Computer ?
History of Computer
Characteristics of Computer System
Basic Applications of Computer
Components of Computer System
Centra Processing Unit
Input devices
Output devices
Computer Memory
Concept of Hardware and Software
Hardware
Software
Application Software
Systems software

2. OPERATING SYSTEM
- Operation system
Popular operating system (WINDOWS)
The User Interface
Task Bar
Icons
Start Menu
Running an Application
Operating System Simple Setting
Changing System Date And Time
Changing Display Properties
To Add Or Remove A Windows Component



Changing Mouse Properties
Adding and Removing Printers
File and Directory Management
Types of Files

3 WORE PROCESSING
Word Processing Basics
Opening Word Processing Package
Menu Bar
Using the Help
Using the Icons Below Menu Bar
Opening and closing Documents
Opening Documents
Save and Save as
Page Setup
Print Preview
Printing of Documents
Text Creation and manipulation
Document Creation
Editing Text
Text Selection
Cut, Copy and Paste
Font and Size selection
Alignment of Text
Formatting the Text
Paragraph Indenting
Bullets and Numbering
Changing Case
Table Manipulation
Draw Table
Changing cell width and height
Alignment of Text in cell
Delete/ Insertion of row and column
Border and Shading

4. SPREAD SHEET
Elements of Electronic Spread Sheet



40pening of Spread Sheet
Addressing of Cells

Printing of Spread Sheet

Saving Workbooks

Manipulation of cells

Entering Text, Numbers and Dates
Creating Text, Number and Data Series
Editing Worksheet Data

Inserting and Deleting Rows, Column
Changing Cell Height and Width
Function and Charts

Using Formulas

Function

Charts

5. COMPUTER NETWORKS AND INTERNET
Local AreaNetwork (LAN)
Wide Area Network (WAN)
Concept of Internet
Basics of internet Architecture
World Wide Web and Websites
Internet Service
| SPs (Broadband/Dia up/WiFi
Internet Access Techniques

6. DATABASE SYSTEM
Data and database and DBM S
Concept of tables, fields, records, relationship and indexing

Database applications such as data types, creating modifying, deleting
tables/forms/reports

7. PRESENTATION
- Opening A PowerPoint Presentation
Saving A Presentation
Creation of Presentation
Creation a Presentation Using a Template
Creating a Blank Presentation
Entering and Editing Text
Inserting and Deleting Slidesin a Presentation



Inserting Word Table or An Excel Worksheet
Adding Clip Art Pictures

Inserting other Objects

Resizing and Scaling an Object
Enhancing Test Presentation
Working with Color and line Style
Adding Headers and Footers
Printing Slides and Handouts
Running a Slide Show

Transition and Slide Timings
Automating a Slide Show

Q0 9T X 90 ¥ 400
I gees Afard gae |

(W Iifgd Ycie Tehls aTd U+ T [TUIMT FHAHT ATHT AMBUR! ATHT JITETeh! TIaT
ATHT 99 a7 T3¢ FOTHT g% a1 g% 9waT a&l 9T ( two or more parts of a single question )
a7 T3aT Y9 =Id g5 a7 del fewuiig® (Short notes ) &TeT dfd 1 )




yifafis erd  (FFgEY) TaHl Geol IQAMNTTRr [dfga  aeremer

RIERIN
AT AT T
quITE 900
AT : } 9T
9 FrAATE TIMAART TTIROT: AT I¢9T T FIIET |
.. FHAT - FHARTAAD! ATLRI T GRATHT, FHARTTART THRE®,
. b FIMAAHT FHATRAADR] TITH
3. qUEA ¥ ANIE AIHR
(%), FEEd T ANE AlIRR
(@) FEETEAR FaRe T [04%
() ATIR TEIANT ATH=TT ATANT Td FAbAT  brsehl HIH,
FAeT T ATHR
(9)  JETEFHT F=R ¥ faegd orad (e governance)
(F) e IATRNIA
¥ HATAT AT ATIRAT AH - Idl, FqAI, IH(Sg, RIS,
T FEER, [CWu ¥ A9 E |
Y. BT FATT TRl @l ¥ [T JEaraea=l qrarTd SAreel |
. fr.fa g wifsre afews, s afvue, faam aivwe T a1 ATTRTERT FTH T
T ATTHRATE ATTHI |
9 Rrere FHERT Jargea=dl MaH 040 (FegT Aied ) Bl ATTHRT
5. A FALITIT T FoATRTaFI=dl (a7 040 (g qfed ) &
ST

Q0 9T X 90 ¥ 400
I gees Afard gae |

(W Itfgd Ycier Tehls aTd I+ T [TUIMT GBI ATHT ANBUHR! ATHhT JITETeh! TIaT
ATHT 99 a7 T3¢ JOTHT g% a1 g% 9waT a&l 9T ( two or more parts of a single question )
a7 T3aT Y9 =Id g5 a7 del fewuiie® (Short notes ) &Ted dfd 1 )




[EIHIAT WETAd qbl AT ITANTATen! foiae Tovete! qreamsT

EAHIA Geldedh qaehl ATd Faarmrarel fafga aeren fa=er i qoo quiges
% TT WA B | QU 00 AT gadH Yoll @3 (watd qoo ¥3) W WY

IFEAREES ARTATG= TAR TR 3 |

999 97 - [I9a9IT gHEiead {1

Q. TAFHAIB A=A
. TITAHT TEABTATR] ST
g 1 fa9. &= wdweg
R =% g&waq (Collection) ¥ zat
3. g% atteer (Library Classification)
. ANTHIUIHT T=T
. ANTHITH g9
¥, g% graeo (Catalogue)
%, TEAh G0 Heed T ATATH
Y. TEIRTAIR] ThRET
% o9eq (Criculation ) afwr
O, &I FIE
&. argrery (Binding) #1 af=ra ¥ g
5. SaTerHT 94T gq saftware g%
%. WTNTSTS %1 qfe=ra
@. KOHA &1 9=
T. PMB &1 9=
", HFFETH (Computer) ®l Hecd
R. THIHAY {¢ad ¥ AGH Heed
90. YKIFAT FIHTIT T I+
®. Had
9. ®iHeR
T FHHART
CRNEE I

90 9¥H X 90 ¥ 400

I TIAE® ATE S |

U q00

qHY } "1

(W Iifgd Ycie Tehls aTd U+ T [TUIMT FHAHT ATHT AMBUHR! ATHhT FITETeh! TIaT
ATHT 99 a7 T3¢ JOTHT 3% a7 g% 9wl a&l 9T ( two or more parts of a single question )

a7 T3aT Y9 =1Id g5 a7 del fewuiie® (Short notes ) &red did B 1 )



QAT GETAF TGehl ATAKF FTANTATR fAfaa q<remmesr qraaieT
AT AT T
quiig 900

qHY : ’ 9uda
q FTAATE TMAAR TTIRUT. AT I¢9T T FIIET |
.. FHAIAA - FHARIAAAD! TTURI T GRATHT, FHARTAART THRE®,

R, MEA T ANRS AR
(%), FTEH T ANTE ATIRR
(@) TR AR T 04
() ATIR TEIANT ATH=TH ATANT Td AAbAT  Brsehl HIH,
FAA T ATHR
(°) JTETAT F=R ¥ 9= amE (e governance)

c

(F) ISl Iaenacd

T AFeNR, fawu T JTHae |

¥ HATAT AT &bl @l ¥ [T JEqraea=l qraTg ATl |

Y. fr.fa gar witste afews, swrderr afkus, fa=m gfvee T & AEeTa #19 Fde
T AIHRAT ATTHRT |

% et FHART ATl MIH 040 (FNgT dfed ) Bl AHweT

9. T XTI T Gvg I¥adT oy 040 (Fegw afedq ) &
STl ) |

90 ¥99 X 90 ¥ 400
I TIAE® AEr ge |
WY Feifgd T THTE ard U9 T [aTaiTd YeHehT AT qifbUeh] ATHT THe®md] T3l

ATHT 99 a7 T3¢ YOTHT 3% a7 g% 9waT & 9RT ( two or more parts of a single question )
a7 T3aT Y9 F=Nd g5 a7 del fewuiig® (Short notes ) dTed di B 1 )







