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PART A — THEORY (English + Hindi)

Unit 1: Fundamentals of Information Technology

English:
e Introduction to computers
e Types of computers and devices
o Operating systems: functions and types
« File management and storage concepts
o Computer security basics

Hindi:
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Unit 2: Digital Office Tools

English:

Word processing: formatting, tables, templates
Spreadsheet basics: formulas, functions, charts
Presentation tools: slides, layouts, animations
Email writing and etiquette



o U SUDHRL: WEE, AH3T, THHTH
. 300 O R RIPER

Unit 3: Internet & Web Technology

English:
o Internet concepts: browser, search engine, URLS
e Online communication tools
o Cloud services: storage, sharing
o Cyber safety and responsible use
Hindi:
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Unit 4: IT Enabled Services (ITES) Sector Overview

English:

e Introduction to ITES
e BPO, KPO, LPO concepts
e Customer service basics
e Remote support process

. ARISUY &1 uREg

o ST, HUtel, TAUIS BT SGURUM
gD YT B gdl aTd

. e oo ufgan

Unit 5: Communication for IT & ITES

English:
o Verbal and non-verbal communication
o Professional communication skills
e Telephone and chat communication
e Workplace behavior and ethics



Hindi:
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Unit 6: Data Handling & Documentation
English:

Data entry basics

Accuracy and speed improvement
Database introduction

Report writing and documentation

Hindi:
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PART B — PRACTICAL SYLLABUS (English + Hindi)
1. Computer Operations
English:

e Booting, shutdown, file management
e Using OS features

Hindi:

o PR IGEG BT, BIgd Taed
. OS gfaursfi &1 IuanT

2. Office Applications Practice
English:

e Word, Spreadsheet, Presentation
o Email drafting and sending



Hindi:

3. Internet Operations
English:

e Browsing, searching, downloading
e Cloud storage tasks

Hindi:
. TASS TR BRI

4. Customer Service Simulations

English:

« Handling calls and chats
e Mock BPO/KPO tasks

Hindi:
. P 3R e FHTET
. Hie Stefi/eutet ori

5. Data Entry & Documentation
English:

e Typing speed improvement
« Data accuracy exercises

Hindi:

o TRUT A gUR
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PART C — PROJECT WORK (English + Hindi)
Project (Any One)
English:

o Prepare a digital office file

« Create a customer support process flow

o Make a presentation on ITES services

Hindi:

PART D — EXAMINATION PATTERN (English + Hindi)
Theory Exam: 70 Marks / ﬁl?x'lﬁq'\&&ﬂ 70 3P

e MCQ
e Short answer
e Long answer

Practical Exam: 20 Marks / m‘eﬂmqﬁ&n 20 3P
Project/Assignment: 10 Marks / m/mﬁ?: 10 3iF

Final Note

This curriculum is designed to empower learners with knowledge, skill, and
ethical values — nurturing them into responsible citizens and competent
professionals who contribute meaningfully to society and the nation.



