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Computer Area: ComputerFundamentals, Operating System, Word Processing,

Electronic Spreedsheet, Database Management System, Presentation System,
Devanagiri/English Typing, E-mail, Internet, Web Based Reporting System, Web
Based Management System K

Management Area: Importance of Personal Assistant-PA, Activities of PA,
Characteristics of a good PA, Office Management, Daily Tasks of Head/ Deputy
Head of Rural Municipality, Office Correspondence, Contemporary Issues of

Local Governments
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Surveying, Construction Materials, Mechanics of Materials and Structures,
Hydralics, Soil Mechanics, Structural Design, Building Construction Technology,
Water Supply and Sanitation Engineering, lrrigation Engineering, Highway

Engineering, Estimating and Costing, Construction Management, Airport
Engineering
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