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JOB ROLE: STENOGRAPHER/ EXECUTIVE ASSISTANT

CLASS - XII

The students are enabled to complete the Shorthand course. Shorthand writers are
employed on the various posts such as Stenographers, Personal Assistants (PAs), Senior
Personal Assistants (SPAs). Private Secretaries (PSs), Reporters in State Legislatures
and in both the Houses of Parliament, and Press Reporters all over the world. Shorthand
knowing persons are employed in large numbers and this subject has been recognized in

every part of the world.

SCHEME OF STUDIES:

This course is a planned sequence of instructions consisting of Units meant for developing

employability and Skills competencies of students of Class XlI and Xll opting for Skills

subject along with other subjects. The unit-wise distribution of hours and marks is as

follows:




SHORTHAND - HINDI (Subject Code-826)

CLASS -XII (SESSION 2021-2022)

Total Marks: 100 (Theory - 60 + Practical - 40)

TERM

UNITS

NO. OF HOURS
for Theory and
Practical

MAX. MARKS
for Theory and
Practical

Employabi

lity Skills

ga—1
(TERM 1)

Communication Skills-1V

10

Unit 2 : Self-Management Skills- IV

10

Unit 3 : ICT Skills- IV

10

qa-2

Unit 4 : Entrepreneurial Skills- IV

15

(TERM 1)

Unit 5 : Green Skills- IV

05

50

Subject Specific Skills

Practical

qa—1

gfe 1: Syl wd yxm

10

(TERM I)

e 2: ARa Wad (FAgaRE), &l P
faRly g vd g@n

10

gfe 3: wsl H @l JAI (3eX da@F)

06

q34-2
(TERM I1)
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feriia vee, woal v @ wedl, W)
el & M dn v fumel 9 fowfaa afeq
w9 qrqien @ g |

gf1e 5: Tl ST YdolW {d DT
feraraxor

gfiie 6: AEIRIS U3 U9 Sd1 foramavor

Total

Practical Work

Practical Examination

Written Test

Viva Voce

Project Work / Field Visit /
Practical File / Student Portfolio

Total

GRAND TOTAL




DETAILED CURRICULUM FOR CLASS Xii

PART A: EMPLOYABILITY SKILLS

Units

Duration in Hours

Unit 1: Communication Skills-1V

10

Unit 2: Self-management Skills-1V

10

Unit 3: Information and Communication Technology Skills-IV

10

Unit 4: Entrepreneurial Skills-IV

15

Unit 5: Green Skills-1V

05

TOTAL DURATION

50

NOTE: Detailed Curriculum/ Topics to be covered under Part A: Employability

Skills can be downloaded from CBSE website.

PART B: SUBJECT SPECIFIC SKILLS:
> e 1: Suad U9 gy

IfT 2: Gla WDd (Fg9eM), WKl B faRy Al vd gy

Ife 3: W=l 4 HIC FAN (Fe dFH)
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If7e 5: W] $T YAci@ TG TP ferraror
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UNIT/ TOPICS/ SUB-TOPICS

e 1. Sual wd yen
1-1 SUE UG gy &1 ek

Ifie 2. Wit dad (Fg M), vl &) faRiy gt vd =AY
2-1 dftra daa vd sue fam
2-2 ¥l @I faely gfl—ToRI® qAT 3 ¥
2-3 wegral &1 Imferf 4 fow yoR fawr wmar 2

e 3. wskl A dIe YA (32X d9wer)
3 ®Ie & fm
32 OlS dIcdl ¥sc AT & IR YINT ¥ 3 drel e

e 4: M ugaM, W41, gATed, faun, furia e, oAl wd yge wesl,  wel,
fet & am don v fuwel 9 fawfaa wfea wdarl 9 arearal & g |

Ifre 5. ATWIT &1 Ydod@ U4 ST feraiavvr

e 6. @@Ele v3 td ST foa@rave
6-1 <AEHEIe A

6-2 wEuife 3 & faff=r W

6-3 carauifie uAl @t fafr= e
6-4 carauie uAl &1 fer@iaor

TOTAL MARKS




wWen ygfa: dgifas war dis gr1 off sl o fay FeiRa wreaes 4@ ae g8
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U$ sddad 5 e @1, 80 ¥es Ufd fFe & 1y 9 Hd 400 ¥l &1 Hddd (deA 9
HFACY R <IY &+ 9 fawrdvor & fag fafRa wwa —s0 fire)

U$ AEYIA® U9 Sl 9T 180 ¥egl &I g, 3 fisie ¥ qiar Wem, 60 g ufa fise &1 fy
q (feraarvr |94 : 30 f¥Fe)
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