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lfpo] jk"Vªh; 'kSf{kd vuqla/kku vkSj 
izf'k{k.k ifj"kn] Jh vjÇcnks ekxZ] ubZ 
fnYyh 110 016 }kjk izdk'ku izHkkx 
esa izdkf'kr vkSj jkl VsDuksfizaV] ,&93] 
lsDVj&65] uks,Mk & 201 301 ¼m-  
iz-½ esa eqfnzrA 
 

vkbZ,lch,u 978&93&5292&vkbZ,lch,u 978&93&5292&vkbZ,lch,u 978&93&5292&vkbZ,lch,u 978&93&5292&126126126126&3&3&3&3 

lokZf/kdkj lqjf{kr lokZf/kdkj lqjf{kr lokZf/kdkj lqjf{kr lokZf/kdkj lqjf{kr     

•••• bl izdk'ku dk dksbZ Hkh fgLlk izdk'kd dh iwoZ vuqefr ds fcuk] 
fdlh Hkh :i esa ;k fdlh Hkh rjg ls] bysDVªkWfud] eSdsfudy] 
QksVksdkWih] fjdkWÉMx ;k vU;Fkk fdlh iquizkZfIr iz.kkyh esa laxzghr ;k 
izsf"kr fd;k tk ldrk gSA 

•••• bl iqLrd dks bl 'krZ ds v/khu iznku fd;k tkrk gS fd bls O;kikj] 
fdjk,] iqu% fcØh esa ;k vU;Fkk izdk'kd dh lgefr ds fcuk ugha mi;ksx 
fd;k tk,xk] ;fn ;g ml ckbafMax ;k vkoj.k ds :Ik esa gS ftlesa bls 
izdkf'kr fd;k x;k gSA 

•••• bl izdk'ku dk lgh ewY; bl ist ij eqfnzr ewY; gSA jcj dh eqgj ;k 
fLVdj }kjk ;k vU; fdlh rjhds ls dksbZ ewY; la'kksf/kr djuk xyr gS vkSj 
bls Lohdkj ugha fd;k tk,A 

izdk’ku izHkkx] ,ulhbZvkjVh dk dk;kZy; izdk’ku izHkkx] ,ulhbZvkjVh dk dk;kZy; izdk’ku izHkkx] ,ulhbZvkjVh dk dk;kZy; izdk’ku izHkkx] ,ulhbZvkjVh dk dk;kZy;     
,ulhbZvkjVh ifjlj 
Jh vjfcanks ekxZ  
ubZ fnYyh 110016        ubZ fnYyh 110016        ubZ fnYyh 110016        ubZ fnYyh 110016                                                    Qksu % Qksu % Qksu % Qksu % 011&26562708011&26562708011&26562708011&26562708    
108] 100 QhV jksM  
gkslnkdsjs gYyh ,DlVsa’ku  
cuk’kadjh 3 LVst  
csaxyq# 560 085                     Qksu % csaxyq# 560 085                     Qksu % csaxyq# 560 085                     Qksu % csaxyq# 560 085                     Qksu % 080&26725740080&26725740080&26725740080&26725740    
uothou VªLV fcfYMax  
ih- vks- uothou 
vgenkckn 380 014                  Qksu % vgenkckn 380 014                  Qksu % vgenkckn 380 014                  Qksu % vgenkckn 380 014                  Qksu % 079&27541446079&27541446079&27541446079&27541446    
lhMCY;wlh ifjlj  
/kkudy cl LVkWi ds lkeus  
iuhgkVh  
dksydkrk 700114                    Qksu % dksydkrk 700114                    Qksu % dksydkrk 700114                    Qksu % dksydkrk 700114                    Qksu % 033&25530454033&25530454033&25530454033&25530454    
lhMCY;wlh dkWEIysDl  
eyhxkao  
xqokgkVh 781021                     Qksu % xqokgkVh 781021                     Qksu % xqokgkVh 781021                     Qksu % xqokgkVh 781021                     Qksu % 0361&26748690361&26748690361&26748690361&2674869    

 

izdk'ku ny izdk'ku ny izdk'ku ny izdk'ku ny     

izeq[k] izdk'ku izHkkx           %    Jh fljkt vuoj 

eq[; laiknd      %    ‘osrk mIiy 

eq[; mRiknu vf/kdkjh         %    v#.k fprdkjk 

eq[; O;kikj izca/kd      %    vfouk’k dqYyq  

laiknd                      %    fcKku lqrkj 

mRiknu vf/kdkjh              %    vCnqy ube     
    

doj vkSj ysvkmV doj vkSj ysvkmV doj vkSj ysvkmV doj vkSj ysvkmV     
MhVhih izdks”B] izdk’ku izHkkx 



izLrkoukizLrkoukizLrkoukizLrkouk 
 

jk"Vªh; ikB~;p;kZ :ijs[kk] 2005 ¼,ulh,Q&2005½ esa ikB~;Øe ds iz{ks= esa dk;Z vkSj f’k{kk dks tksM+us] bUgsa 
vf/kxe ds lHkh {ks=ksa esa vkil esa feykus ds lkFk laxr pj.kksa ij viuh ,d igpku nsus dh flQkfj’k dh 
xbZ gSA blesa le>k;k x;k gS fd dk;Z ls Kku vuqHko esa ifjofrZr gksrk gS rFkk blls egRoiw.kZ O;fDrxr 
vkSj lkekftd ekU;rk,a iSnk gksrh gS] tSls vkRe fuHkZjrk] jpukRedrk vkSj lg;ksxA dk;Z ds tfj, O;fDr 
lekt esa viuh txg cukuk lh[krk gSA ;g ,d ‘kSf{kd xfrfof/k gS ftlesa lekos’k dh varfuZfgr 
laHkkO;rk gSA vr%] ,d ‘kSf{kd O;oLFkk esa mRiknd dk;Z esa ‘kkfey gksus ds vuqHko ls O;fDr lkekftd 
thou ds egRo dks le>rk gS vkSj lekt esa fdldk egRo gS vkSj fdls egRo nsuk gS] bls tkurk gSA 
dk;Z esa lkexzh ;k vU; yksxksa ¼vf/kdka’kr% nksuksa½ dk esy tksy ‘kkfey gS] bl izdkj izkÑfrd inkFkksZa vkSj 
lkekftd laca/kksa dh xgjh O;k[;k ,oa mUur izk;ksfxd Kku dk l`tu gksrk gSA 

 

dk;Z vkSj f’k{kk ds ek/;e ls Ldwy ds Kku dks cM+h vklkuh ls Nk= ds Ldwy ls ckgj ds thou ls tksM+k 
tk ldrk gSA blls fdrkch fo|k ls gVdj Ldwy] ?kj] leqnk; vkSj dk;ZLFky ds chp dk varj feV tkrk 
gSA ,ulh,Q&2005 esa mu lHkh cPpksa ds fy, O;koklkf;d f’k{kk vkSj izf’k{k.k ¼ohbZVh½ esa Hkh cy fn;k 
x;k gS tks ;k rks viuh Ldwyh i<+kbZ chp esa jksd dj ;k bls iwjk djus ds ckn O;kolkf;d f’k{kk ds 
ek/;e ls vfrfjDr dkS’ky gkfly djuk pkgrs gSa vkSj @ ;k vkthfodk dekuk pkgrs gSaA ohbZVh ls ,d 
vafre ;k ^^vafre vkJ;** fodYi ds LFkku ij ,d ^^ojh;rk izkIr vkSj izfrf”Br** fodYi iznku djus dh 
mEehn dh tkrh gSA 

 

blds vuqorZu ds :Ik esa] ,ulhbZvkjVh us fo”k; {ks=ksa esa dk;Z dks ‘kkfey djus dk iz;kl fd;k gS rFkk ns’k 
ds fy, jk”Vªh; dkS’ky ;ksX;rk :ijs[kk ¼,u,lD;w,Q½ ds fodkl esa Hkh ;ksxnku fn;k gS] ftls 27 fnlacj 
2013 dks vf/klwfpr fd;k x;k FkkA ;g xq.koÙkk vk’oklu :ijs[kk gS ftlesa Kku] dkS’kyksa vkSj eukso`fÙk ds 
Lrjksa ds vuqlkj lHkh ;ksX;rk,a gkfly dh tkrh gSaA ;s Lrj] ,d ls nl rd xzsM fd, x, gSa] ftUgsa 
vf/kxe ds ifj.kkeksa ds lanHkZ esa ifjHkkf”kr fd;k tkrk gS] ftUgsa Nk= dks lh[kuk vfuok;Z gS] pkgs os bls 
vkSipkfjd] xSj&vkSipkfjd ;k vukSipkfjd rjhds ls gkfly djrs gSaA 

 

,u,lD;w,Q esa Ldwyksa] O;kolkf;d f’k{kk rFkk izf’k{k.k laLFkkuksa] rduhdh f’k{kk laLFkkuksa] egkfo|ky;ksa vkSj 
fo’ofo|ky;ksa dks ‘kkfey djrs gq, jk”Vªh; rkSj ij ekU;rk izkIr ;ksX;rk iz.kkyh ds fy, lkekU; fl)kar 
vkSj fn’kkfunsZ’k rS;kj fd, x, gSaA        

 

bl i`”BHkwfe ds rgr] jk"Vªh; 'kSf{kd vuqla/kku vkSj izf'k{k.k ifj"kn~ ¼,ulhbZvkjVh½ dh ?kVd bdkbZ] iafMr 
laqnjyky ‘kekZ dsanzh; O;kolkf;d f’k{kk laLFkku ¼ih,l,llhvkbZohbZ½] Hkksiky] }kjk d{kk 9 ls 12 ds fy, 
O;kolkf;d fo”k;ksa gsrq ekWM~;wyj ikB~;p;kZ vk/kkfjr vf/kxe ifj.kkeksa dk fodkl fd;k gSA bls ekud 
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lalk/ku fodkl ea=ky; dh ek/;fed vkSj mPprj ek/;fed f’k{kk ds O;kolk;hdj.k dh dsanzh; iz;ksftr 
;kstuk ds rgr fodflr fd;k x;k gSA 

 

bl ikB~;iqLrd esa O;kid rjhds ls fofHkUu tkWc jksy esa fufgr tSufjd dkS’kyksa dks fopkj esa fy;k x;k gS 
rFkk Nk=ksa dks vf/kd volj vkSj foLrkj iznku djus ds lkFk mUgsa bu lkekU; vkSj vfuok;Z dkS’kyksa esa 
layXu fd;k x;k gS] tSls lapkj] rdZ laxr lksp vkSj fofHkUu tkWc jksy ls lacaf/kr vyx vyx 
ifjfLFkfr;ksa esa fu.kZ; ysukA 

 

eSa blds fodkl ny] leh{kdksa vkSj lHkh laLFkkuksa ,oa laxBuksa ds ;ksxnku ds izfr vkHkkj O;Dr djrk gwa] 
ftUgksaus bl ikB~;iqLrd ds fodkl esa leFkZu fn;k gSA 

 

,ulhbZvkjVh Nk=ksa] v/;kidksa vkSj vfHkHkkodksa ds lq>koksa dk Lokxr djrh gS] ftlls gesa vxys laLdj.kksa 
esa bl lkexzh dh xq.koÙkk ds lq/kkj esa enn feysxhA     

 

âf"kds'k lsukifr   

                                            funs'kd  

jk"Vªh; 'kSf{kd vuqla/kku vkSj izf'k{k.k ifj"kn~  

 

ubZ fnYyh]  

twu] 2018  
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    ikB~;iqLrd ds ckjs esaikB~;iqLrd ds ckjs esaikB~;iqLrd ds ckjs esaikB~;iqLrd ds ckjs esa        
 

jkstxkj ds dkS’kyksa dks mu lkW¶V dkS’kyksa ds :Ik esa ifjHkkf”kr fd;k tk ldrk gS tks fu;ksDrk vius 
laHkkfor deZpkjh esa ikuk pkgrs gSaA ;s dkS’ky deZpkfj;ksa dks viuh loksZÙke {kerk vkSj xzkgd dh larqf”V 
ds vuqlkj viuk dke djus ds fy, rS;kj djrs gSaA mnkgj.k ds fy,] vki tks dguk pkgrs gSa mls ,d 
Li”V vkSj laf{kIr rjhds ls fyf[kr vkSj cksyus ds tfj, le>kus dh {kerk] blls xzkgd ;k miHkksDrk ds 
lkFk ,d csgrj laca/k curk gSA blh izdkj] ruko ls fuiVuk tks dk;Z iwjk djus dh le; lhek ds lkFk 
iSnk gksrk gS rFkk ;g lqfuf’pr djuk fd vki le; lhek ds vanj dke dj ldrs gSa] blds fy, izHkkoh 
Lo izca/ku izf’k{k.k vko’;d gSA ;g fofHkUu fo”k;ksa] i`”BHkwfe;ksa vkSj fo’ks”kKrk okys vU; yksxksa ds lkFk 
dke djrs gq, Hkh fd;k tk ldrk gS fd dk;Z ;k y{; dks le; ij iwjk fd;k tk,A vkt ds fMftVy 
;qx esa fu;ksDrk mEehn djrs gSa fd deZpkjh lwpuk vkSj lapkj izkS|ksfxdh ds vkjafHkd dk;ksZa dk mi;ksx 
djus esa l{ke gksus pkfg, rkfd os baVjusV ds ek/;e ls lg;ksxkRed usVodksZa ls lwpuk iqu% izkIr] igqap] 
HkaMkj] mRiknu] izLrqfr vkSj vknku iznku djus esa l{ke gks ldsaA Nk=ksa dks m|e’khyrk ds dkS’ky 
fodflr djus dh t:jr gS rkfd os vius O;kikj dks ‘kq: djus dk vfuok;Z Kku vkSj dkS’ky fodflr 
dj ldsa] bl izdkj ukSdjh ikus ds bPNqd O;fDr dh txg ukSdjh nsus okys cu ldsaA laHkkfor deZpkfj;ksa 
esa gfjr dkS’kyksa ds fodkl dh t:jr gS] tks gSa rduhdh dkS’ky] Kku] ekU;rk,a vkSj O;kikj] m|ksx rFkk 
leqnk; esa vkfFkZd vkSj Ik;kZoj.k laca/kh ifj.kkeA bl izdkj ,d Nk= ds :Ik esa vkils mEehn dh tkrh gS 
fd vki ;s lHkh dkS’ky gkfly djsa rkfd vki laxBu dh dkS’ky ekaxksa dks iwjk dj ldsa ftu ij vki 
dk;Z djsaxs ;k vki viuk Lo;a dk O;kikj LFkkfir djsaxs vkSj mls pyk,axsA 
 

;g ikB~;iqLrd ^jkstxkj dkS’ky* lapkj] Lo&izca/ku] lwpuk vkSj lapkj izkS|ksfxdh] m|e’khyrk vkSj gfjr 
dkS’kyksa ij rS;kj dh xbZ gSA bls vf/kxe ifj.kke vk/kkfjr ikB~;p;kZ ds vuqlkj fodflr fd;k x;k gSA 
jkstxkj ds dkS’ky jk”Vªh; dkS’ky ;ksX;rk :ijs[kk ds rgr fofHkUu {ks=ksa esa vyx vyx tkWc jksy ds 
;ksX;rk iSd esa fufgr fd, x, gSaA ikB~;iqLrd dk y{; ikB~; vkSj ohfM;ks vk/kkfjr var%fØ;kRed 
bZ&vf/kxe ikBksa ds feys tqys rjhds ls vf/kxe dk vuqHko iznku djuk gSA d{kk esa bu bZ&vf/kxe ikBksa 
dks pykus ds fy, baVjusV dusD’ku ds lkFk daI;wVj] izkstsDVj vkSj lkmaM flLVe dh t:jr gksxh] tks 
Ldwy }kjk v/;kidksa vkSj Nk=ksa dks iznku fd;k tk,xkA v/;kid vkidks d{kk esa lfØ; :Ik ls Hkkx ysus 
ds fy, ekxZn’kZu nsaxs & iz’u iwNus vkSj mÙkj nsus rFkk vuqns’kksa dk ikyu djus ds lkFk vki vH;kl vkSj 
xfrfof/k;ka iwjh djasxsA          

 

fou; Lo:i esgjks=k  

izksQslj vkSj izeq[k  

ikB~;p;kZ fodkl vkSj ewY;kadu dsanz vkSj jk”Vªh; dkS’ky ;ksX;rk :ijs[kk izdks”B]  

ia- laq- ‘k- dsanzh; O;kolkf;d f’k{kk laLFkku] Hkksiky  
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 vkHkkjvkHkkjvkHkkjvkHkkj    
 

jk"Vªh; ‘kSf{kd vuqla/kku vkSj izf’k{k.k ifj”kn~ ¼,ulhbZvkjVh½ ifj;kstuk vuqeksnu cksMZ ¼ih,ch½ ds ny ds 
lHkh lnL;ksa rFkk Hkkjr ljdkj ds ekuo lalk/ku fodkl ea=ky; ¼,e,pvkjMh½ ds vf/kdkfj;ksa }kjk bl 
ikB~;iqLrd ds fodkl esa fd, x, lg;ksx ds izfr gkfnZd vkHkkj O;Dr djrh gSA ifj”kn Jh jkts’k ih- 
[kEck;r] la;qDr funs’kd] ia- laq- ‘k- dsanzh; O;kolkf;d f’k{kk laLFkku ¼ih,l,llhvkbZohbZ½] Hkksiky ds izfr 
/kU;okn izsf”kr djrh gS] tgka bl ikB~;iqLrd ds fodkl ds fy, leFkZu vkSj ekxZn’kZu feykA   

 

ifj”kn Jh fou; Lo:i esgjks=k] izksQslj vkSj izeq[k] ikB~;p;kZ fodkl vkSj ewY;kadu dsanz vkSj jk”Vªh; 
dkS’ky ;ksX;rk :ijs[kk izdks”B] ih,l,llhvkbZohbZ] Hkksiky ds izfr vkHkkj O;Dr djrh gS ftUgksaus bl 
ikB~;iqLrd ds fodkl vkSj izdk’ku esa vius vFkd iz;kl dkS’ky ;qDr ekxZn’kZu vkSj lgk;rk iznku 
dhA    

 

ifj”kn lqJh ljkst ;kno] izksQslj vkSj Mhu ¼,½] ,ulhbZvkjVh] vkSj lqJh jatuk vjksM+k] izksQslj vkSj izeq[k] 
ikB~;p;kZ v/;;u foHkkx] dh vkHkkjh gS ftUgksaus bl iqLrd dks vafre :Ik nsus ds fy, vius fu”Bk iw.kZ 
iz;kl fd, vkSj leh{kk dk;Z’kkykvksa dk leUo; fd;kA   

 

ifj”kn bl ikB~;iqLrd dh leh{kk ds fy, Ikh,l,llhvkbZohbZ ds fuEufyf[kr leh{kk lfefr lnL;ksa ds 
;ksxnku ds izfr vkHkkj O;Dr djrh gS & Jh vfHkthr uk;d] izksQslj vkSj izeq[k] LokLF; vkSj iSjkesfMdy 
foHkkx] Jh nhid ‘kq)yokj] ,lksfl,V izksQslj vkSj izeq[k] vfHk;kaf=dh vkSj izkS|ksfxdh foHkkx] Jh dqynhi 
flag] izksQslj vkSj izeq[k] Ñf”k vkSj Ik’kq ikyu foHkkx] lqJh e``nqyk lDlsuk] izksQslj] x`g foKku vkSj 
vkfrF; izca/ku foHkkx] Jh ih- ohjS;k] ,lksfl,V izksQslj vkSj izeq[k] O;kikj vkSj okf.kT; foHkkx] lqJh fiadh 
[kUuk] izksQslj vkSj izeq[k] x`g foKku vkSj vkfrF; izca/ku foHkkx] Jh jktho ikBd] izksQslj] Ñf”k vkSj Ik’kq 
ikyu foHkkx] Jh lkSjHk izdk’k] izksQslj] vfHk;kaf=dh vkSj izkS|ksfxdh foHkkx] Jh vkj- ds- ‘kqDyk] izksQslj] 
O;kikj vkSj okf.kT; foHkkx] vkSj Jh fofiu ds- tSu] ,lksfl,V izksQslj vkSj izeq[k] ekufodh] foKku] f’k{kk 
vkSj vuqla/kku foHkkxA          

 

ifj”kn Ekksuky t;jke] izfr”Bk baxsy dh dksj ny lnL;] dk;ZØe izca/kd] va’kq nqcs] dk;ZØe funs’kd] 
HkkLdj ykB] dSoY; ,tqds’ku QkmaMs’ku ls dk;ZØe yhMj vkSj euh”kk nkrs] funs’kd & yksd fodkl vkSj 
thou dkS’ky vkSj vUusrs Ýkafll ijDdy] dk;ZØe ,lksfl,V & vuqla/kku] izFke ,tqds’ku QkmaMs’ku }kjk 
bl ikB~;iqLrd ds lq/kkj ds fy, fn, x, ewY;oku ;ksxnku dks Hkh Lohdkj djrh gSA   

 

Ikfj”kn us bl iqLrd dks ladfYkr djus ds fy, Jh vkd"kZ.k pkSgku] dk;ZØe izca/kd] ok/kokuh QkmaMs’ku] 
Jh vkdk’k lsBh] eq[; dk;Zdkjh vf/kdkjh] DosLV ,yk;al] lqJh vfnrh dqekj] ifj;kstuk izca/ku] DosLV 
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,yk;al] Jh vfer flag] lykgdkj] jk”Vªh; m|e’khyrk vkSj y?kq O;kikj fodkl laLFkku] Jh vkWLVhu 
FkkWel] mik/;{k] ok/kokuh QkmaMs’ku] lqJh nhfIr Hkksejk] ikB~;p;kZ izca/kd] ok/kokuh QkmaMs’ku] Jh Ñ”.kk 
,l] ofj”B dk;ZØe izca/kd] lsaVªy LDos;j QkmaMs’ku] Jh esfdu egs’ojh] eq[; dk;Zdkjh vf/kdkjh] m|e 
yfuZax QkmaMs’ku] lqJh fuf/k lkguh] ikB~;p;kZ izca/kd] ok/kokuh QkmaMs’ku] lqJh fufdrk osaxkuh] ofj”B 
dk;ZØe izca/kd] DosLV ,yk;al] lqJh iwue flUgk] la;qDr funs’kd] jk”Vªh; m|e’khyrk vkSj y?kq O;kikj 
fodkl laLFkku] Jh jksfgr eslh] lykgdkj] jk”Vªh; m|e’khyrk vkSj y?kq O;kikj fodkl laLFkku] Jh lR; 
ukxjktu] lykgdkj] ok/kokuh QkmaMs’ku] lqJh f’kokuh xka/kh] dk;ZØe izca/kd] m|e yfuZax QkmaMs’ku] 
lqJh lksuy tSu] lykgdkj] ok/kokuh QkmaMs’ku] lqJh lksfu;k dDdM+] lykgdkj] ok/kokuh QkmaMs’ku] Jh 
fot; fl)kFkZ fiYybZ] ifj;kstuk izca/kd] lsaVªy LDos;j QkmaMs’ku ds izfr vkHkkj O;Dr djrh gSA  

 

lqJh gseyrk c?ksy] lykgdkj ¼lafonkRed½] lqJh lquhrk dksyh] daI;wVj vkWijsVj ¼xzsM 3½ vkSj Jh fi;w”k 
nsojadj] daI;wVj vkWijsVj ¼lafonkRed½] ih,l,llhvkbZohbZ] Jh jkgqy jktiwr] lykgdkj vkSj Jh vkdk’k 
‘kekZ] lykgdkj] ysaM&,&gSaM bafM;k ds iz;klksa dks ekU;rk nh tkrh gSA lqJh jhek ukFk lykgdkj] ok/kokuh 
QkmaMs’ku }kjk bl ikB~;iqLrd ds fy, fp= iznku fd, x, ftuds fy, fof/kor vkHkkj O;Dr fd;k tkrk 
gSA bl ikB~;iqLrd esa bLrseky fd, x, fp= fØ,fVo dkWeUl ykblsal }kjk fn, x, gSaA  

 

Jh vk'kh”k dksgyh] jkT; ifj;kstuk funs’kd] fgekpy izns’k vkSj fgekpy izns’k ds O;kolkf;d v/;kidksa 
}kjk Nk=ksa dks csgrj vf/kxe vuqHko iznku djus ds fy, l=ksa esa fd, tkus okys cnyko gsrq nh xbZ 
izfrfØ;k ds fy, vkHkkj O;Dr fd;k tkrk gSA fuEufyf[kr O;kolkf;d v/;kidksa ds ;ksxnku ds fy, Hkh 
ge vkHkkjh gSa & Jh ih;w”k lsoky] Jh nhid dqekj] lqJh jkf/kdk pkSgku] Jh lanhi ‘kekZ] Jh vadqj pkSgku] 
Jh izohu es?krk] Jh jfo dqekj] Jh ;knq ‘kekZ] lqJh jhfrdk xqIrk] lqJh iwtk nsoh] Jh fjrq jkt] lqJh 
pkanuh egar vkSj Jh n;k jkeA  

 

ifj"kn lqJh f'kYik eksgu] lgk;d laiknd ¼lafonkRed½ vkSj lqJh xfjek l;ky] izwQjhMj ¼lafonkRed½ 
izdk’ku izHkkx] ,ulhbZvkjVh }kjk bl iqLrd dks vkdkj nsus ds fy, izfr laiknu vkSj ewY;oku ;ksxnku 
ds fy, Hkh vR;ar vkHkkjh gSaA MhihVh vkWisjVj Jh iou dqekj cfj;kj] Jh lkfnd lbZn ¼lafonkRed½] vkSj 
Jh fufru xqIrk ¼lafonkRed½] izdk’ku izHkkx] ,ulhbZvkjVh }kjk =qfV jfgr ysvkmV fMtkbu gsrq fd, x, 
iz;kl Hkh iz’kalk ;ksX; gSaA  
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Lk= 1 % lapkj dk ifjp;Lk= 1 % lapkj dk ifjp;Lk= 1 % lapkj dk ifjp;Lk= 1 % lapkj dk ifjp;    (Introduction to Communication) 
 
laHkor;k vkius yksxksa dks ges’kk lapkj ds ckjs esa ckras djrs lquk gksxkA izR;sd dks bldh vko’;drk gksrh 
gS vkSj ,slk djuk pkgrk gS] ijarq okLro esa lapkj D;k gS\ vkb, bls le>us dk iz;kl djsaA   
  

 
 
 
 
 
 
 
 
 
 

 

 
fp= 1-1 % lapkj dh izfØ;k 

 
 
fp= 1-1 esa vki ns[k ldrs gSa fd lapkj nks vFkok nks ls vf/kd yksxksa ds chp vFkok fdlh lewg esa 
lkekU; le> igqapkus ds fy, lwpuk dk vknku&iznku djuk gSA ^lapkj ¼Communication½* ‘kCn ySfVu 
‘kCn dE;qfuds;j ¼commūnicāre½] ls fy;k x;k gS ftldk vFkZ gS lwpukvksa dk vknku&iznku djukA  
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1 lapkj dkS'kylapkj dkS'kylapkj dkS'kylapkj dkS'ky    
(Communication 

Skills)         
 

tkudkjh ekaxuk 

vki dgka 
tk jgs 
gSa\ 

eSa ?kj tk 
jgk gwa 
 

tkudkjh 
izkIr djuk 

tkudkjh nsuk 
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lapkj dk egRo lapkj dk egRo lapkj dk egRo lapkj dk egRo (Importance of communication) 

Li”V :Ik ls lapkj djus vkSj fopkjksa vFkok Hkkoukvksa rFkk Hkkoksa dk vknku&iznku djus dh vkidh ;ksX;rk 
vU; yksxksa ds lkFk vkids lHkh fj’rksa dks csgrj cukus esa lgk;d fl) gksxhA ,d Nk= ds :Ik esa] vki 
fdlh Hkh Hkk”kk dk v/;;u dj ldrs gSa] ijarq ;g egRoiw.kZ gS fd leqfpr :Ik ls lapkj djus gsrq vki esa 
i<+us] fy[kus] cksyus vkSj Bhd ls lquus dh ;ksX;rk gksuh pkfg,A ,d ls vf/kd Hkk”kk,a cksyus ls vki dks 
nqfu;k Hkj ds yksxksa ds lkFk lEizs”k.k (communicate) djus esa enn fey ldrh gSA vaxzsth lh[kus ls 
vkidks vaxzsth le>us okys yksxksa ds lkFk & lkFk ml Hkk”kk ftls vkids ifjokj esa cksyk tkrk gS ml 
Hkk”kk] mnkgj.k ds fy, vkidks viuh ekr`Hkk”kk esa vius ifjokj ls Hkh lapkj djus esa lqfo/kk gksxhA  
 

lapkj dkS’kyksa dh vko’;drk % 
• lwfpr djuk %lwfpr djuk %lwfpr djuk %lwfpr djuk % mnkgj.k ds fy,] cSBd ds le; ds ckjs esa ckrphr djukA   
• izHkko Mkyuk izHkko Mkyuk izHkko Mkyuk izHkko Mkyuk (Influence) %%%% mnkgj.k ds fy,] ewY; de djus ds fy, nqdkunkj ls eksyHkkoA  
• Hkkoukvksa dks O;Hkkoukvksa dks O;Hkkoukvksa dks O;Hkkoukvksa dks O;Dr djuk %Dr djuk %Dr djuk %Dr djuk % mnkgj.k ds fy,] ;g dguk ;k fn[kkuk fd vki viuh lQyrk ds ckjs esa 

;k fdlh fn, x, dk;Z ds ckjs esa mRlkfgr gSaA 
 

lapkj ds rRo lapkj ds rRo lapkj ds rRo lapkj ds rRo (Elements of communication) 

lapkj fp= 1-2 ds :Ik esa fn[kk, x, :Ik esa lwpuk dks lk>k djus dk nks & rjQk vknku iznku gS( vFkkZr 
nsuk vkSj izkIr djukA 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

tSlk fd vki ns[k ldrs gSa] lapkj lwpukvksa dk nks & rjQk vknku iznku gS( vFkkZr nsuk vkSj izkIr djukA 
fdlh dks cksyuk vFkok fy[kukcksyuk vFkok fy[kukcksyuk vFkok fy[kukcksyuk vFkok fy[kuk] mls lwpuk nsusnsusnsusnsus dk mnkgj.k gSA i<+uk vFkok i<+uk vFkok i<+uk vFkok i<+uk vFkok fdlh dh ckr dks lquuklquuklquuklquuk 
lwpuk izkIr dizkIr dizkIr dizkIr djusjusjusjus ds mnkgj.k gSaA 

3- ek/;e ¼;k ekxZ½ 
tSls Qksu @ vkeus 
&lkeus ¼ckr djuk @ 
fy[kuk½ lans’k nsus ds 
fy, bLrseky gksrk gSA 

2- izs”kd ,d lans’k 
Hkstrk gS ¼tkudkjh nsus 
;k iwNus ds fy,½ 

1- Hkstus ds lkFk 
lapkj dh izfØ;k 
‘kq: djuk 

5- izkIrdrkZ }kjk 
izs”kd ds fy, mÙkj 

4- lans’k izkIrdrkZ }kjk izkIr 
gksrk gS 

ek/;e 

ek/;e 

tkudkjh nsuk 

Ikzs”kd 

tkudkjh izkIr 
djuk 

eSlst 
¼,udksfMax½ 

izs"kd dks 
mÙkj nsuk\ 
¼MhdksfMax½ 

izkIrdrkZ 
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lapkj ds Lo:Ik lapkj ds Lo:Ik lapkj ds Lo:Ik lapkj ds Lo:Ik (Perspectives in communication) 
 

Lo:Ik fopkj] n`f”Vdks.k vFkok fopkj djus ds fy, fuf’pr rjhds gksrs gSaA ;s dHkh & dHkh gekjs lapkj dks 
izHkkfor djrs gSaA mnkgj.k ds fy,] ;fn vkius igys ls gh ;g /kkj.kk cuk j[kh gS fd vkids f’k{kd 
vFkok firk l[r gSa] gkykafd os fe= dh rjg gksrs gSa( vki ,slk lksp ldrs gSa D;ksafd os vkidks MkaVrs gSaA 
blh izdkj ls] vU; yksx Hkh vkids ckjs esa iwoZ/kkj.kk j[k ldrs gSa] blls og lc izHkkfor gksrk gS tks dqN 
Hkh vki muls dgrs gSaA 
 

lapkj ds Lolapkj ds Lolapkj ds Lolapkj ds Lo:iksa dks izHkkfor djus okys dkjd :iksa dks izHkkfor djus okys dkjd :iksa dks izHkkfor djus okys dkjd :iksa dks izHkkfor djus okys dkjd (Factors affecting perspectives in 

communication) 

dHkh & dHkh] ge mu ck/kkvksa ds dkj.k Li”V :Ik ls lapkj ugha dj ikrs gSa tks gesa lans’kksa dk 
vknku&iznku djus vFkok le>us ls jksdrs gSaA rkfydk 1-1 esa buesa ls dqN dk laf{kr :Ik ls o.kZu fd;k 
tk jgk gSA 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----1 % lapkj ds Lo:iksa dks izHkkfor djus okys dkjd1 % lapkj ds Lo:iksa dks izHkkfor djus okys dkjd1 % lapkj ds Lo:iksa dks izHkkfor djus okys dkjd1 % lapkj ds Lo:iksa dks izHkkfor djus okys dkjd        
 

dkjddkjddkjddkjd     dkjd fdl izdkj ls ck/kd gks ldrs gSadkjd fdl izdkj ls ck/kd gks ldrs gSadkjd fdl izdkj ls ck/kd gks ldrs gSadkjd fdl izdkj ls ck/kd gks ldrs gSa 
Hkk”kkHkk”kkHkk”kkHkk”kk     xyr ‘kCnksa] vifjfpr Hkk”kk ds mi;ksx vkSj fooj.k dh deh ds ekeys esa Hkk”kk ml 

lans’k ds lapkj esa ck/kd ds :Ik esa dke dj ldrh gS ftls dksbZ O;fDRk lapkj djuk 
pkgrk gSA mnkgj.k ds fy,] Hkk”kk ml le; ck/kd curh gS tc ,d Hkkjrh; tks 
dsoy fganh tkurk gS vkSj ,d phuh ukxfjd tks dsoy eUnkfju Hkk”kk tkurk gS] ,d 
nwljs ls ckrphr djuk pkgrs gSaA   

n`’; vuqHkwfrn`’; vuqHkwfrn`’; vuqHkwfrn`’; vuqHkwfr     

 

yksxksa ;k ifjfLFkfr;ksa dks fn[kkoV ds vk/kkj ij ij[kuk fd os dSls fn[kkbZ nsrs gSaA 
mnkgj.k ds fy,] QVs diM+s iguus okyk vkneh xjhc gSA 

iwoZ vuqHkoiwoZ vuqHkoiwoZ vuqHkoiwoZ vuqHko    Past 

Experience 
 

gekjs fiNys vuqHkoksa dh ;knsa gesa le>us vFkok lapkj dks Li”V :Ik ls lEizsf”kr 
djus ls jksdrs gSaA mnkgj.k ds fy,] bl nqdkunkj us fiNyh ckj gesa ywVk FkkA eq>s 
lko/kku jguk pkfg,A  

iwoZ/kkj.kk iwoZ/kkj.kk iwoZ/kkj.kk iwoZ/kkj.kk 
Prejudice  
 

iwoZ fu/kkZfjr fopkj] tSls fd ;g lkspuk fd ^^d{kk esa eq>s dksbZ ilan ugha djrk** ;g 
/kkj.kk fdlh Hkh Nk= dks d{kk esa lkoZtfud :Ik ls lapkj djus ls jksd ldrh gSA  

Hkkouk,a Hkkouk,a Hkkouk,a Hkkouk,a Feelings  

 

gekjh Hkkouk,a vkSj Hkko] tSls fd #fp dh deh vFkok vU; yksxksa ij Hkjkslk u djuk 
lapkj dks izHkkfor djrs gSaA mnkgj.k ds fy,] ^^eSa nq[kh gwaA eq>ls ckr ugha djsa**A 

Ik;kZoj.k Ik;kZoj.k Ik;kZoj.k Ik;kZoj.k 
Environment 

vkl&ikl ‘kksj vFkok minzo gksus ls lapkj eqf’dy cu ldrk gSA mnkgj.k ds fy,] 
lM+d ij pybnnrs le; cksyukA  

O;fDrxr dkjd O;fDrxr dkjd O;fDrxr dkjd O;fDrxr dkjd 
Personal 
factors 

vkidh viuh Hkkouk,a] vknrsa vkSj lkspus ds rjhds ‘kkfey fd, tkrs gSa ¼mnkgj.k ds 
fy,] Mj vkSj vkRefo’okl esa deh½ lapkj dks eqf’dy cuk ldrs gSaA  

laLÑfr laLÑfr laLÑfr laLÑfr Culture 

 

ladsr] ftuds vyx & vyx laLÑfr;ksa esa vyx vyx vFkZ gksrs gSa] tSls fd dqN 
yksxksa ds fy, vaxwBk fn[kkus dk vFkZ gS ^cf<+;k dke* ijarq dqN yksxksa ds fy, ;g 
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viekutud gks ldrk gSA  

    

izHkkoh lapkj izHkkoh lapkj izHkkoh lapkj izHkkoh lapkj Effective communication 
 

izHkkoh lapkj rHkh laHko gS tc ge O;kogkfjd lapkj dkS’kyksa ds ewyHkwr fl)karksa dk vuqikyu djsaxsA bUgsa 
7lh vFkkZr Li”V] laf{kIr] ;FkkFkZiw.kZ] Bhd] lqlaxr] iw.kZ vkSj f’k”V (Clear, Concise, Concrete, Correct, 

Coherent, Complete and Courteous) ds :Ik esa laf{kIr esa crk;k tk ldrk gSA 
 

Li”V  laf{kIr ;FkkFkZiw.kZ Bhd lqlaxr iw.kZ f’k”V 

vki tks 
dguk pkgrs 
gSa] mlds ckjs 
esa Li"V jgsa 

laf{kIr 'kCnksa dk 
mi;ksx djsa vkSj 
dsoy ogh dgsa 
tks vko';d gS 

;FkkFkZiw.kZ 'kCnksa 
vkSj okD;ka'kksa 
dk mi;ksx 

djsa] rF; vkSj 
fp= dk 
mi;ksx djsa 

lgh orZuh] 
Hkk"kk vkSj 
O;kdj.k dk 
mi;ksx djsa 

vkids 'kCnksa dk 
vFkZ gksuk pkfg, 
vkSj eq[; fo"k; 

ls lacaf/kr gksuk 
pkfg, 

vkids lans'k 
esa lHkh 
vko';d 

tkudkjh 
gksuh pkfg, 

lEekutud 
fe=or vkSj 
bZekunkj jgsa 

 

fp= 1-3 % izHkkoh lapkj ds 7 lh 
 

lapkj dh dbZ fof/k;ka gSa( xSj & ‘kkfCnd] ‘kkfCndxSj & ‘kkfCnd] ‘kkfCndxSj & ‘kkfCnd] ‘kkfCndxSj & ‘kkfCnd] ‘kkfCnd vkSj n`’;n`’;n`’;n`’; (non-verbal, verbal and visual)A ge 
vxys l= esa buds ckjs esa vf/kd tkusaxsA  
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA   
 

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     

bl fo”k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] fuEufyf[kr Ikz’u dk mÙkj nsa % Li”V 
vkSj Li”V :Ik ls lapkj djuk D;ksa egRoiw.kZ gS\ 
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
 

lewg vH;kl & lapkj izfØ;k ij Hkwfedk fuHkkuk 
 

lkexzh dh vko’;drk lkexzh dh vko’;drk lkexzh dh vko’;drk lkexzh dh vko’;drk     
    

dksbZ ugha  

    
izfØ;kizfØ;kizfØ;kizfØ;k     

1- izR;sd lewg esa rhu Nk=ksa dks lkFk j[ksaaA 
2- fLFkfr ;g gS fd vkidks ,d cM+h mez ds ifr iRuh dks dqN lkeku cspus dh t+:jr gS tks ,d nqdku ij 
vk, gSaA 
3- ,d O;fDr foØsrk ds :i esa vkSj vU; nks ,d cw<+s O;fDr vkSj mldh iRuh ds :i esa dk;Z dj ldrs gSaA 
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4- rhu yksxksa ds chp ckrphr dk dk;Z djsaA  
5- bl ckr ij ppkZ djsa fd vkius blls D;k lh[kkA 
 
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
 

lewg vH;kl & lapkj esa n`f"Vdks.k dks izHkkfor djus okys dkjd 
 

lkexzh dh vko’;drk lkexzh dh vko’;drk lkexzh dh vko’;drk lkexzh dh vko’;drk     
    

dksbZ ugha  
 

izfØ;kizfØ;kizfØ;kizfØ;k     

1- izR;sd lewg esa rhu Nk=ksa dks lkFk j[ksaaA  
2- izR;sd lewg dks vkB dkjdksa esa ls fdlh ,d dk p;u djuk gS ¼tSlk fd rkfydk 1-1 esa fn;k x;k gS½ tks 
lapkj ds fy, ck/kkvksa ds :i esa dk;Z djrs gSaA 

3- ppkZ djsa fd ;g Ldwy esa ;k fjVsy LVksj ij ifjokj] nksLrksa ds lkFk vPNs lapkj esa dSls izHkkoh ;k ck/kk 
cu ldrk gSA 
4- izR;sd lewg vkB dkjdksa esa ls ,d ls lacaf/kr vius vuqHko lkÖkk djrk gS tks lapkj vojks/kd ds :Ik esa 
dk;Z dj ldrs gSaA 
 

    
xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3 

d{kk esa ppkZ & izHkkoh lapkj ds 7lh 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka     

isu vkSj isafly 
 

izfØ;kizfØ;kizfØ;kizfØ;k     

izR;sd Nk= viuh uksVcqd esa lapkj ds 7lh ds mnkgj.k fyf[k,A 7lh esa ls izR;sd ds fy,] Nk= Lo;alsod 
dks vPNh rjg ls laokn djus dk viuk mnkgj.k nsuk gksxkA vU; Nk= ¼f'k{kd ds ekxZn'kZu ds lkFk½ dgrs 
gSa fd D;k ;g lgh gS ;k xyr gSA   
 

    

xfrfof/k 4xfrfof/k 4xfrfof/k 4xfrfof/k 4    
lkSais x, dk;Z & lapkj ds rRoksa ij pkVZ cukuk  
 

vkvkvkvko’;d lkefxz;kao’;d lkefxz;kao’;d lkefxz;kao’;d lkefxz;ka        
 

pkVZ isij] jax vkSj isafly  
 

izfØ;kizfØ;kizfØ;kizfØ;k    
 

lapkj pØ ;k lapkj izfØ;k esa lapkj ds rRoksa dks n'kkZus okyk pkVZ cuk,a ¼d{kk ds nkSjku de le; gksus 
ij] gkseodZ ds :Ik esa fd;k tk ldrk gS½A  
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viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa        
 

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u        
 

uhps fn, x, iuhps fn, x, iuhps fn, x, iuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaA  
1- lapkj dk mÌs'; D;k gS\ 
¼d½ lwfpr djsa ¼fdlh ds ckjs esa dqN crk,a½ 
¼[k½ izHkko ¼fdlh ds ckjs esa dqN crkuk½ 
¼x½ lksp] fopkjksa] Hkkoukvksa dks lkÖkk djsa 
¼?k½ mijksDr lHkh 
 

 

2- izs"kd ls tkudkjh izkIr djus ds fy, fuEu esa ls fdl fof/k dk mi;ksx fd;k tkrk gS\ 
¼d½ lquuk 
¼[k½ cksyuk 
¼x½ dguk 
¼?k½ ys[ku 
 

 

3- fdl dkjZokbZ ls ,d izs”kd vius lans’k Hkst ldrk gS\ 
¼d½ lqudj 
¼[k½ cksydj 
¼x½ lks dj 
¼?k½ mijksDr esa ls dksbZ ugha  
 

    

[k[k[k[k----    dkWye dk feydkWye dk feydkWye dk feydkWye dk feyku djsa ku djsa ku djsa ku djsa   
 

dkWyedkWyedkWyedkWye d d d d   dkWyedkWyedkWyedkWye [k [k [k [k  

lapkj dh ck/kk,alapkj dh ck/kk,alapkj dh ck/kk,alapkj dh ck/kk,a mnkgj.kmnkgj.kmnkgj.kmnkgj.k 
1- Hkk"kk d- vius eksckby ij vkf/kdkfjd dkWy djuk tgka eksckby Qksu dk fjlsI’ku [kjkc 

gSA  

2- HkkoukRed [k- fdlh fons’kh ns’k esa fdlh O;fDr dks xys yxkuk tgka bl rjg dk ÑR; vlH; 
vkSj viekutud gSA 

3- i;kZoj.k x- Çgnh esa ckr djuk tc vU; yksx dsoy teZu Hkk”kk tkurs gSaA 

4- lkaL—frd ?k- f’k{kd cgqr xqLls esa gS vkSj ,d Nk= ls fdlh Hkh dkj.k dks dejs esa vkus nsus 
ds fy, rS;kj ugha gS tks ijh{kk ds fy, nsj ls vk;kA 

 

xxxx----    y?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’uy?kq mÙkj okys iz’u     

1- lapkj esa n`f"Vdks.k dks izHkkfor djus okys lkr dkjdksa dks fy[ksaA mnkgj.k nsrs gq, crk,a fd izR;sd 
dkjd lapkj dks dSls izHkkfor djrk gSA 
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vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs   

• lapkj ds rRoksa dh igpku djsaA 
• lapkj ds lHkh rRoksa dks fn[kkrs gq, ,d lapkj pØ cuk,aA 
• lapkj esa gekjs n`f"Vdks.k dks izHkkfor djus okys dkjdksa dh igpku djsaA 

 
 

Lk= 2 % ekSf[kd lapkjLk= 2 % ekSf[kd lapkjLk= 2 % ekSf[kd lapkjLk= 2 % ekSf[kd lapkj  (Verbal Communication) 
 

ekSf[kd lapkj 'kCnksa dk mi;ksx djds tkudkjh lkÖkk djuk gSA ;g ogh rjhdk gS tks T;knkrj yksx lapkj 
dh ,d fof/k ds :i esa mi;ksx djrs gSaA ge vxys l= esa xSj&ekSf[kd vkSj n`'; lapkj ds ckjs esa tkusaxsA 
ekSf[kd lapkj egRoiw.kZ gS D;ksafd ;fn vki lgh 'kCnksa dk mi;ksx ugha djrs gSa] rks vki Hkze iSnk djsaxs vkSj 
vki tks pkgrs gSa og laokn ugha dj ik,axsA ekSf[kd lapkj ds egRoiw.kZ :i rkfydk 1-2 esa fn, x, gSaA 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----2 %2 %2 %2 % ekSf[kdekSf[kdekSf[kdekSf[kd lapkjlapkjlapkjlapkj  

ekSf[kdekSf[kdekSf[kdekSf[kd lapkjlapkjlapkjlapkj dkdkdkdk izdkjizdkjizdkjizdkj mnkgj.kmnkgj.kmnkgj.kmnkgj.k    
ekSf[kdekSf[kdekSf[kdekSf[kd ;k;k;k;k cksyuscksyuscksyuscksyus okykokykokykokyk 
lapkj %lapkj %lapkj %lapkj % lapkj ftlesa ckr 
djuk 'kkfey gS 

vkeus&lkeus dh ckrphr % tc vki lquus okys dks ns[k 
ldrs gSaA mnkgj.k ds fy,] lewg ppkZ] ?kj ij ifjokj ds 
lnL; ls ckr djuk] cksyus ds ek/;e ls yksxksa ls 
ckrphr vkfnA 

 

Qksu ij ckr djuk % ;g O;fDrxr vkSj vkf/kdkfjd 
lapkj ds fy, gSA Qksu ij ckrphr ,d vfHkoknu 
¼ueLrs½ ds lkFk 'kq: gksuk pkfg,] ,d nwljs ls ckr 
djuk vkSj lquukA ckrphr ^/kU;okn* vkSj ^ck;* ds lkFk 
lekIr gks ldrh gSA 

 

d{kk f'k{k.k] O;kolkf;d ppkZ vkSj lkoZtfud Hkk"k.k 
ekSf[kd lapkj ds vU; mnkgj.k gSa] tgka ,d O;fDr ,d 
lkFk dbZ yksxksa ls ckr djrk gSA   

fyf[krfyf[krfyf[krfyf[kr lapkj %lapkj %lapkj %lapkj % lapkj ftlesa 
fyf[kr ;k Vkbi fd, x, 
'kCn 'kkfey gksrs gSaA 

isij ij fy[kuk % i=] uksV~l vkfnA 

 
,l,e,l ¼y?kq lans'k lsok½ % bUgsa fdlh O;fDr ;k lewg 
dks Qksu ds ek/;e ls Hkstk tk ldrk gSA  

 lekpkj] lksp] nLrkost vkSj Qkbysa ¼QksVks] ohfM;ks] 
laxhr] vkfn lfgr½ lkÖkk djus ds fy, bZ esy dk 
mi;ksx djukA fdlh O;fDr ;k lewg dks lans'k Hkstus ds 
fy, mi;ksx fd;k tk ldrk gSA  

 

 iqLrdsa vkSj lekpkj i= dk eqnz.kA  
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ekSf[kd lapkj ds ykHkekSf[kd lapkj ds ykHkekSf[kd lapkj ds ykHkekSf[kd lapkj ds ykHk     

;g ljy vkSj ‘kh?kz gksrk gSA vki tks dguk pkgrs gSa og dg ldrs gSa vkSj ‘kh?kzrk ls tokc izkIr dj 
ldrs gSaA tc vki fopkjksa dk vknku&iznku djuk pkgrs gSa rc ;g lapkj dk ljyre Lo:Ik gksrk gSA 
vki vU; O;fDr ds tokcksa ds vuqlkj viuk lapkj cnyrs jgrs gSaA  
 

ekSf[kd lapkj ds uqdlku ekSf[kd lapkj ds uqdlku ekSf[kd lapkj ds uqdlku ekSf[kd lapkj ds uqdlku     
pwafd ekSf[kd lapkj 'kCnksa ij fuHkZj djrk gS] dHkh&dHkh vFkZ le>us esa Hkze gks tkrs gSa vkSj ;g leÖkuk 
eqf'dy gks tkrk gS fd D;k lgh 'kCnksa dk mi;ksx ugha fd;k x;k gSA 
 

lkoZtfud :Ik ls cksyuklkoZtfud :Ik ls cksyuklkoZtfud :Ik ls cksyuklkoZtfud :Ik ls cksyuk     

yksxksa ds cM+s lewgksa ds lEeq[k cksyus ij vf/kdka’k yksx ?kcjkgV dk vuqHko djrs gSaA vius Mj ls NqVdkjk 
ikus ds fy, vU; 3ih ¼rS;kj djuk] Hkkx ysuk] izn’kZu djuk½ fof/k dj ldrs gks] vkSj vkRefo’okl ls 
Hkjiwj izHkkoh oDrk cu tk,aA ;s fcanq rkfydk 1-3 esa n’kkZ, x, gSaA  

 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----3 % lkoZtfud :Ik ls cksyus ds 3ih3 % lkoZtfud :Ik ls cksyus ds 3ih3 % lkoZtfud :Ik ls cksyus ds 3ih3 % lkoZtfud :Ik ls cksyus ds 3ih 
 

lkoZtfud :Ik ls cksyus ds 3ihlkoZtfud :Ik ls cksyus ds 3ihlkoZtfud :Ik ls cksyus ds 3ihlkoZtfud :Ik ls cksyus ds 3ih  
rS;kjh Prepare vius fo”k; ds ckjs esa fopkj djsaA 

;g fopkj djsa fd vkids Jksrk bu fo”k; ds ckjs esa D;k tkuuk pkgrs gSaA ml mRÑ”V 
rjhds ds ckjs esa fopkj djsa ftlls vki vius Jksrkvksa dks viuk fo”k; le>k ldsaA ;s 
fy[ksa fd vki D;k dgus dh ;kstuk cuk jgs gSaA 

vH;kl Practice igys [kqn ls vH;kl djsa] ‘kh’ks ds lkeus vH;kl djsa] vius ifjokj vkSj fe= ds lkeus 
vH;kl djsa vkSj muls iwNsa fd oks D;k lksprs gSaA 

Li”V :Ik ls vkSj Åaph vkokt esa vkSj lgh xfr ¼u cgqr rst ls vkSj u gh cgqr /khek½ 
ls cksysaA  

izn'kZu Perform xgjh lkal ysa ;fn vki cspSuh eglwl dj jgs gSa] vkius D;k rS;kj fd;k gS mlds ckjs 
esa fopkj djsa vkSj vkRefo’okl ds lkFk cksyuk vkjaHk djsaA  

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, 
ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k 
bl fo"k; ds fy, bZ&vf/kxe ikB esa ohfM;ks ns[kus ds ckn fy[ksa fd vkidks D;ksa yxrk gS fd Vhuk ds funsZ'kksa 
dks ugha leÖkk x;k\ vki Qksu ij fn'kk&funsZ'k dSls nsaxs\     
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
 

lewg vH;kl % Qksu ij ckrphr dh Hkwfedk fuHkkuk (Role play) 
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vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1-  izR;sd lewg esa rhu Nk=ksa dks ysdj lewg cuk,aaA vius f'k{kd }kjk fn, x, n`'; ds vk/kkj ij] Qksu 

ij ckrphr fy[ksaA mfpr okD;ksa dk mi;ksx djsaA  
2-  ,d Nk= ,d dkWy djus okys ds :i esa vkSj nwljk dkWy izkIr djus okys ds :i esa dk;Z djrk gSA 

okrkZyki tksj ls cksysaA rhljk Nk= izfrfØ;k nsA Nk= lapkj ds 7lh ds vk/kkj ij izfrfØ;k nsrs gSaA 

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lewg vH;kl % lkoZtfud :Ik ls cksyuk Public speaking 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu 

    
izfØ;kizfØ;kizfØ;kizfØ;k    
1- cgqr la{ksi esa cksyus ds fy, ,d fo"k; pqusaA 

2- fo”k; ij vius fopkj iSjkxzkQ esa fy[ksaA 

3- Nk= Lo;alsod vkSj d{kk ds lkeus Hkk”k.k nsaA 

4- Hkk”k.k lquus okys Nk=ksa dks Hkk”k.k nsus esa lq/kkj ds fy, lq>ko nsuk gksxkA 
    
 

 

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa        
 

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u        
 

uhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaA  
 

1- ekSf[kd lapkj dk lgh mnkgj.k pqusaA 
¼d½ fjiksVZ 
¼[k½ lekpkj i= 

¼x½ vkeus&lkeus dh ckrphr 
¼?k½ fVIif.k;ka 
 

2- tc ge ekSf[kd :i ls lapkj djrs gSa] rks gesa fdu ‘kCnksa dk mi;ksx djuk pkfg,A 
¼d½ lh/ks 'kCnksa dk mi;ksx djsa 
¼[k½ ljy 'kCnksa dk mi;ksx djsa 
¼x½ lVhd 'kCnksa dk mi;ksx djsa  
¼?k½ fu;r 'kCnksa dk mi;ksx djsa 
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3- ge bZ&esy D;ksa Hkstrs gSa\ 
¼d½ lapkj lwpuk ds fy, 
¼[k½ nLrkostksa vkSj Qkbyksa dks lkÖkk djus ds fy, 
¼x½ ,d&nwljs ls ckr djus ds fy, 
¼?k½ ¼d½ vkSj ¼[k½ nksuksa 
 

[k[k[k[k----    fo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’u 

1- izR;sd ds mnkgj.k ds lkFk fofHkUUk izdkj ds ekSf[kd lapkj fyf[k,A 
    

 
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs     

• lapkj dh ekSf[kd fof/k dh O;k[;kA 
• ekSf[kd lapkj ds fofHkUu izdkjksa dh lwphA 
• lapkj ds 7lh dh lwphA 
• lapkj ds 7lh dk mi;ksx djds lkoZtfud :i ls vkRefo'okl ls cksyukA 

 

Lk= 3 % xSj ekSf[kd lapkjLk= 3 % xSj ekSf[kd lapkjLk= 3 % xSj ekSf[kd lapkjLk= 3 % xSj ekSf[kd lapkj (Non-Verbal Communication) 

 

xSj&ekSf[kd lapkj og lans'k gS tks ge fcuk fdlh 'kCn dk mi;ksx fd, nwljksa dks Hkstrs gSa tSlk fd fp= 1-
4 esa fn[kk;k x;k gSA ge Hkko] gko&Hkko vkSj 'kkjhfjd eqækvksa ds ek/;e ls nwljksa dks ladsr vkSj lans'k Hkstrs 
gSaA bl l= esa] vki lapkj ds xSj&ekSf[kd rjhds] blds izdkj vkSj egRo ds ckjs esa tkusaxsA  
 

vki lgh 'kkjhfjd gko&Hkko dk mi;ksx djuk lh[ksaxs] tSls fd ladsr] vk¡[k ls laidZ] gkFk feykuk vkfnA  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

fp= 1-4 % xSj&ekSf[kd lapkj Non-verbal Communication 

Li'kZLi'kZLi'kZLi'kZ        
 

txgtxgtxgtxg    
    

vk¡[kvk¡[kvk¡[kvk¡[k lslslsls 
laidZlaidZlaidZlaidZ 

iSjk&iSjk&iSjk&iSjk&    
Hkk"kkHkk"kkHkk"kkHkk"kk 

vfHkO;fDrvfHkO;fDrvfHkO;fDrvfHkO;fDr    

eqækeqækeqækeqæk    
 

ladsrladsrladsrladsr        
 

xSjxSjxSjxSj 
ekSf[kdekSf[kdekSf[kdekSf[kd     
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xSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kd lapkjlapkjlapkjlapkj dkdkdkdk egRo egRo egRo egRo Importance of non-verbal communication 

gekjs fnu&izfrfnu ds lapkj esa] ;g ns[kk tkrk gS fd vf/kdka'k lapkj 'kjhj dh xfrfof/k;ksa ¼psgjs ;k gkFk 
dh xfr vkfn½ vkSj vkokt fu;a=.k ¼vkokt] Vksu] Bgjko] vkfn½ dk mi;ksx djds fd;k tkrk gS vkSj 10 
izfr’kr ls de ‘kCnksa dk mi;ksx fd;k tkrk gSA 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

fp= 1-5 % lapkj ds rjhds 
 

tSlk fd ge fp= 1-5 esa ns[k ldrs gSa] vf/kdre lapkj xSj&ekSf[kd gSA ge 'kCnksa] Loj dh xfr vkSj 
'kkjhfjd gko&Hkko dk mi;ksx djrs gq, lapkj djrs gSa] tSlk rkfydk 1-4 esa fn;k x;k gSA 

 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----4 %4 %4 %4 % xSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kd lapkjlapkjlapkjlapkj dsdsdsds izdkjizdkjizdkjizdkj    
    

xSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kd lapkjlapkjlapkjlapkj 'kCnksa'kCnksa'kCnksa'kCnksa dsdsdsds fcukfcukfcukfcuk tkudkjhtkudkjhtkudkjhtkudkjh dkdkdkdk vknku&iznkuvknku&iznkuvknku&iznkuvknku&iznku gSgSgSgS    
 

gkFk dk ewoesaV ¼ladsr½ 
vkSj 'kkjhfjd gko&Hkko  

• gkFk mBkdj vfHkoknu djuk 
• viuh vaxqyh dks xqLls esa ladsr djuk 

 
Hkko • [k+q'kh fn[kkus ds fy, eqLdqjkuk 

• ijs'kku gksus ij mnkl psgjk cukuk  
 

    

xSj&ekSf[kd lapkj gekjs lans’k dks vf/kd l’kDr cukrk gSA  
• Lkgh gko&Hkko vkSj ‘kkjhfjd eqnzk ls gesa dk;ZLFky ij is’ksoj gksus esa enn feyrh gSA  

• cksyrs le; lgh gko&Hkko dk mi;ksx gekjs lans’k dks vf/kd izHkkoh cukrs gSaA 

• xSj & ekSf[kd lapkj dh tkudkjh ls gesa Jksrkvksa dh izfrfØ;k dks le>us esa lgk;rk feyrh gS vkSj 
mlh ds vuq:Ik gekjs O;ogkj dks O;ofLFkr djus esa enn feyrh gSA 

• ;fn ‘kksj vFkok nwjh vkfn ds dkj.k ekSf[kd lans’k vo#) gks tkrs gSa] vius lans’k dk vknku&iznku 
djus ds fy, ge gkFkksa dh xfr;ksa dk mi;ksx dj ldrs gSaA gksBksa ij vaxqyh j[kdj pqi jgus dk 
b’kkjk vkSj vkxs dh vksj flj fgykdj gka dgk tk ldrk gSA  
 

ge dbZ rjhdksa ls xSj&ekSf[kd lapkj djrs gSaA vkvks rkfydk 1-5 esa mfYyf[kr :Ik esa buesa ls dqN ds 
ckjs esa lh[krs gSaA  
 

Hkko]Hkko]Hkko]Hkko] xfr]xfr]xfr]xfr] fp=fp=fp=fp=    
¼xSj& ekSf[kd¼xSj& ekSf[kd¼xSj& ekSf[kd¼xSj& ekSf[kd 
vkSjvkSjvkSjvkSj n`';½n`';½n`';½n`';½ 

'kCn 'kCn 'kCn 'kCn 
¼ekSf[kd½¼ekSf[kd½¼ekSf[kd½¼ekSf[kd½  

 

vkoktvkoktvkoktvkokt dkdkdkdk fu;a=.k fu;a=.k fu;a=.k fu;a=.k     
¼xSj ekSf[kd½¼xSj ekSf[kd½¼xSj ekSf[kd½¼xSj ekSf[kd½ 
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rkfydk 1rkfydk 1rkfydk 1rkfydk 1----5 % xSj&ekSf[kd lapkj ds izdkj5 % xSj&ekSf[kd lapkj ds izdkj5 % xSj&ekSf[kd lapkj ds izdkj5 % xSj&ekSf[kd lapkj ds izdkj    
    

izdkj izdkj izdkj izdkj     bldk vFkZ D;k gksrk gS bldk vFkZ D;k gksrk gS bldk vFkZ D;k gksrk gS bldk vFkZ D;k gksrk gS     xSj&ekSf[kd lapkj dks dSls izHkkoh xSj&ekSf[kd lapkj dks dSls izHkkoh xSj&ekSf[kd lapkj dks dSls izHkkoh xSj&ekSf[kd lapkj dks dSls izHkkoh 
cuk,a cuk,a cuk,a cuk,a     

psgjs dh vfHkO;fDr 

 

gekjs Hkko gekjh Hkkoukvksa dks n’kkZrs gSa % 
[kq’kh] mnklh] Øks/k] vk’p;Z] Hk; vkfnA  
 

• Tkc vki fdlh ls feyrs gSa rks 
eqLdqjkrs gSaA 

• vius psgjs dks ‘kkar j[ksaA  
• tks vki dg jgs gSa mlds lkFk 

vius gko&Hkko feyk,aA 

‘kkjhfjd eqnzk 

 
 

eqnzk,a ‘kjhj dh fLFkfr;ka gksrh gSaA tks gekjs 
vkRefo’okl vkSj Hkkoukvksa dks O;Dr djrh 
gSaA  

• vius Åijh ‘kjhj dks f’kfFky j[ksa] 
vkSj da/kksa dks lh/kk j[ksaA     

• lh/ks cSBsa] gkFkksa dks vkjke nsa vkSj 
iSjksa dks vkjke dh eqnzk esa j[ksaA     

• [kM+s gksrs le; gkFkksa dks ‘kjhj ls 
lVk dj j[ksaA     

gko&Hkko vFkok ‘kkjhfjd 
Hkk”kk 

 
 

gko&Hkko ;k ‘kkjhfjd Hkk”kk ds ladsr] ‘kjhj 
ds vax] fo’ks”k :Ik ls gkFk vFkok flj] 
fdlh fopkj vFkok eryc dks n’kkZus ds 
fy, mi;ksx fd, tkrs gSaA  
cksyrs le; blesa gekjs gkFkksa dk fgykuk] 
ladsr djuk vkfn ‘kkfey fd;k tkrk gSA 
mnkgj.k ds fy,] ,d gkFk mBkus dk vFkZ 
gS iz’u iwNukA uk[kwu dkVuk ?kcjkgV dks 
n’kkZrk gSA  

• yksxksa dh vksj vaxqyh mBkdj 
ladsr djus ls cpsaA  

• vki /;ku ns jgs gSa ;g n’kkZus ds 
fy,] cksyrs vFkok lqurs le; 
vius ‘kjhj dks FkksM+k >qdk,aA   

Li’kZ 

 

ge vius Li’kZ ds ek/;e ls cgqr vf/kd 
lapkj djrs gSa] tSls fd gkFk feykuk vkSj 
ihB FkiFkikukA mnkgj.k ds fy,] etcwrh 
ls gkFk feykuk vkRefo’okl dks n’kkZrk gSA 
f[kykfM+;ksa dks mRlkfgr djus ds fy,] [ksy 
dksp f[kykfM+;ksa dh ihB Fki&Fkikrs gSaA  

• Tkks’k ds lkFk gkFk feyk,aA     
• vkSipkfjd lapkj djrs le; vU; 

txg Li’kZ djus ls cpsa    
• cksyrs le; ,d mfpr Loj vkSj 

Lrj dk mi;ksx djsaA    
• ckr djus dh ,d e/;e nj ¼xfr½ 

cuk, j[ksaA    
‘kkjhfjd nwjh 

 

nwjh lapkj djrs le; nks yksxksa ds chp 
‘kkjhfjd nwjh gSA fdlh ds lkFk ckr djrs 
le; mfpr nwjh cuk, j[kuk egRoiw.kZ gSA 

• vki ftl O;fDr ls ckr dj jgs 
gSa mlds lkFk ekSf[kd vFkok xSj 
ekSf[kd lapkj djrs le; ml 
O;fDr ds lkFk laca/k ds vuq:Ik 
mfpr nwjh cuk,a j[ksaA     

vka[kksa ls laidZ 

 

ftl rjg ls ge fdlh dks ns[krs gSa] og 
#fp ;k Øks/k tSls phtksa ds ckjs laokn dj 
ldrk gSA vka[k ls laidZ rc gksrk gS tc 
nks yksx ,d nwljs dh vka[kksa esa lh/ks ns[k 
jgs gksaA ;g n’kkZrk gS fd ge O;fDr ij 

• Ckksyus okys O;fDr dh rjQ ns[ksaA     
• ‘kkar vkSj [kq’k eqnzk cuk, j[ksaA     
• izR;sd lsdsaM ut+j gVkrs jgsaA     
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/;ku ugha ns jgs gSaA b/kj&m/kj ns[kus ls 
nwljk O;fDr misf{kr vuqHko dj ldrk gSA  

iSjk Hkk”kk Paralanguage 

 

iSjk Hkk”kk dk vFkZ gS fd ge dSls cksyrs gSaA 
gekjh vkokt dk ygtk] xfr vkSj ek=k dk 
Loj ml vFkZ esa varj yk ldrk gS ftls 
ge fn[kkuk pkgrs gSaA cgqr rst cksyus ls 
[kq’kh] mÙkstuk ;k ?kcjkgV fn[kkbZ ns ldrh 
gSA cgqr vf/kd /kheh xfr ls cksyuk 
xaHkhjrk] mnklh dks n’kkZrk gSA  
 

• Ckksyrs le; mfpr Loj vkSj 
vkokt dk mi;ksx djsaA    

• cksyus dh e/;e nj ¼xfr½ cuk, 
j[ksaA     

    
n`’; lapkj n`’; lapkj n`’; lapkj n`’; lapkj Visual communication 
 

lapkj dh ,d vU; egRoiw.kZ fof/k gS n`’; lapkj ftlesa lans’k Hkstus vkSj le>us ds fy, dsoy izfrfcacksa 
vFkok fp=ksa dk mi;ksx fd;k tkrk gSA bl izdkj ds lapkj dk eq[; ykHk ;g gS fd bls le>us ds fy, 
vkidks fdlh fo’ks”k Hkk”kk dh vko’;drk ugha gksrh gSA ;g le>us esa ljy vkSj vklku gksrh gS vkSj gj 
txg ,d tSlh gh jgrh gSA rkfydk 1-6 esa n`’; lapkj ds dqN lkekU; izdkj n’kkZ, x, gSaA  
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----6 % n`’; lapkj ds mnkgj.k6 % n`’; lapkj ds mnkgj.k6 % n`’; lapkj ds mnkgj.k6 % n`’; lapkj ds mnkgj.k        
n`’; lapkj % best ds ek/;e ls lwpuk dk vknku&iznku n`’; lapkj % best ds ek/;e ls lwpuk dk vknku&iznku n`’; lapkj % best ds ek/;e ls lwpuk dk vknku&iznku n`’; lapkj % best ds ek/;e ls lwpuk dk vknku&iznku     

 

VªSfQd Çlcy tks gkWuZ u 
ctkus ds fy, ladsr djrk 
gS  

VªSfQ+d ykbV~l & LVkWi ds 
fy, yky( izrh{kk ds fy, 
ihyk vkSj pyus ds fy, gjk  

ysMht vkSj tsaV~l VkW;ysV ds 
fy, lkbu  

 

jsyos ØkWÇlx ij n'kkZ, x, 
lkbu  

Toyu'khy inkFkks± ds fy, 
lkbu 

 

fQlyu lrg ds fy, 
lkbu   

LekVZ Qksu ;k daI;wVj esa 
ohfM;ks ;k vkWfM;ks Q+kby dks 
jksdus ds fy, mi;ksx fd, 
tkus okys lkbu 

 

lkbu tks crkrk gS fd {ks= 
,d /kweziku {ks= ugha gS 

 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
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lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     

bl fo”k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] fyf[k, fd jksfgr dSls leÖk ldrk Fkk 
fd vej ds lkFk dqN xyr Fkk\ D;k vki leÖk ldrs gSa fd tc os vkidks dqN ugha crkrs gSa rc Hkh vkids 
nksLr dSlk eglwl dj jgs gSa\ 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
 

xSj&ekSf[kd lapkj dk mi;ksx dj Hkwfedk fuHkkuk 
vvvvko’;d lkefxz;kako’;d lkefxz;kako’;d lkefxz;kako’;d lkefxz;ka 
uksVcqd] isu   
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- izR;sd lewg esa rhu Nk=ksa ds lewg cuk,aA 
2- vius f'k{kd }kjk fn, x, ifjn`'; ds vk/kkj ij] Hkwfedk fuHkkus ds fy, fLØIV rS;kj djsaA 
3- bls vius lewg ds lkeus is'k djsaA 
4- lewg ds Lo;alsodksa esa ls ,d iwjh d{kk ds lkeus is'k djsaA 
5- ppkZ djsa fd Nk=ksa us xSj&ekSf[kd lapkj dk mi;ksx dSls fd;kA 

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lewg vH;kl & 'kkjhfjd gkoHkkoksa dh xyfr;ksa ls cpus ds fy, D;k djsa vkSj D;k u djsaA 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- xfrfof/k 1 esa] rhu Nk=ksa ds ,d gh lewg esa] ppkZ djsa fd lapkj esa xyfr;ksa ls cpus ds fy, vkidks D;k 

djuk pkfg, vkSj D;k ugha djuk pkfg,A 
2- izR;sd Nk= dks ^D;k djsa vkSj D;k u djsa* dh ,d lwph fy[kuh pkfg,A 
 

xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3 
 

lewg vH;kl & lapkj ds rjhdksa dh rqyuk djuk 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- xfrfof/k 2 esa] rhu Nk=ksa ds ,d gh lewg esa] lapkj ds rhu rjhdksa ¼ekSf[kd] xSj&ekSf[kd vkSj n`';½ ij 

ppkZ djsaA 
2- f’k{kd vkSj Nk=ksa }kjk lapkj esa mi;ksx fd, tkus okys fofHkUu izdkj ds xSj&ekSf[kd b’kkjksa dks 

igpkusa ¼tSls fd nwljksa ls ckr djrs le; nwj ns[kuk] fdlh nksLr ls ckr djrs le; twrs dh ysl 
cka/kuk vkfn½A 
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viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa     
    

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u        
 

uhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaA  
1- buesa ls psgjs dh dkSu lh ,d vfHkO;fDr ldkjkRed ¼vPNh½ gS\ 
¼d½ dM+h esgur djuk 
¼[k½ lqurs le; flj fgyk nsuk 
¼x½ ekFks ij f'kdu 
¼?k½ cksyus okys ls ijs ns[kuk 
 

2- ,d [kM+h ¼lh/kh½ 'kjhj eqæk O;Dr djuk @ ns[kuk D;k n'kkZrk gS\ 
¼d½ 'keZ 
¼[k½ Mj 
¼x½ vkRefo'okl 

¼?k½ cqf)eŸkk 
 

3- buesa ls dkSu lk dke ij ,d xSj&ekSf[kd lapkj ugha gS\ 
¼d½ ,d lgdehZ ds da/ks ij gkFk j[kuk 
¼[k½ gkFk etcwrh ls feykuk 
¼x½ cksyus okys dks eqLdjkrs gq, ns[kuk 
¼?k½ ,d lh/kh eqæk ds lkFk [kM+s gksuk 
 

4- tc vki ,d izLrqfr dh rS;kjh dj jgs gksa] rks vkidks djuk pkfg,A 
¼d½ lans’k ij /;ku dsafær djuk 
¼[k½ gkFk ds b’kkjksa dk vH;kl djuk 
¼x½ cksyus ds fofHkUu rduhdksa dks vktekuk 
¼?k½ mijksDr lHkh 
 

[k[k[k[k----        vc vkidks xSj&ekSf[kd lapkj }kjk le>h xbZ ckrksa dks iqujkoyksdu djuk pkfg,A uhpsvc vkidks xSj&ekSf[kd lapkj }kjk le>h xbZ ckrksa dks iqujkoyksdu djuk pkfg,A uhpsvc vkidks xSj&ekSf[kd lapkj }kjk le>h xbZ ckrksa dks iqujkoyksdu djuk pkfg,A uhpsvc vkidks xSj&ekSf[kd lapkj }kjk le>h xbZ ckrksa dks iqujkoyksdu djuk pkfg,A uhps fn, x,fn, x,fn, x,fn, x, 

dk;ks±dk;ks±dk;ks±dk;ks± dsdsdsds lkeuslkeuslkeuslkeus ,d xyr dk,d xyr dk,d xyr dk,d xyr dk     fpºu fpºu fpºu fpºu × yxk,ayxk,ayxk,ayxk,a tkstkstkstks xSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kdxSj&ekSf[kd lapkjlapkjlapkjlapkj dsdsdsds fy,fy,fy,fy, xyrxyrxyrxyr gSagSagSagSa    
 

• vkSipkfjd lapkj ds nkSjku galuk 
• flj [kqtykuk 
• nksLr ls ckr djrs le; eqLdqjkuk 
• tc vki fdlh ckr ls lger gksrs gSa rks flj fgykrs gSa 
• lh/ks [kM+s gksuk 
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• lqurs le; tEgkbZ ysuk 
• lh/ks cSBuk 
• cksyrs le; vka[kksa dk laidZ cuk, j[kuk 
• uk[kwu pckuk 
• dkQh etcwrh ls gkFk feykuk 
• tcM+s pckuk 
• tc dksbZ vkils cksy jgk gks rks nwj ns[kuk 
• vR;f/kd ?kwjuk 

 

xxxx----    fo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’u 

1- n`'; lapkj ds fy, mi;ksx fd, tkus okys fdlh Hkh nks lkekU; ladsrksa dks MªkW djsaaA 
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa bl l= ds iwjk gksus ds ckn] vki ;g djus esa bl l= ds iwjk gksus ds ckn] vki ;g djus esa bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl{ke gksaxsl{ke gksaxsl{ke gksaxs 
• xSj&ekSf[kd vkSj n`'; lapkj ds egRo dks leÖkk,aA 
• fofHkUUk izdkj ds xSj&ekSf[kd lapkj dh igpku djukA 
• dke ij lgh xSj&ekSf[kd lapkj dk mi;ksx djsaA 
• xSj&ekSf[kd lapkj esa vke xyfr;ksa ls cpsaA 
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SESSION 4: PRONUNCIATION BASICS  

 

Pronunciation is the way you say a word or a language is 

spoken. If we do not say (or pronounce) words correctly, 

others cannot understand what we are saying (Figure 1.6). 

In this lesson you will learn about the common ‘sounds’ 

used while speaking in English. You will learn and 

practice how to say common words correctly.  

 

To communicate well when you speak, you need to know 

how to pronounce words correctly. Correct pronunciation 

will help you express yourself in a clear and confident 

manner. It will also help others to understand your words 

easily.  

 

Speaking properly  

A common mistake that people make is when they are not able to pronounce words. Therefore, it 

is important to clearly and correctly pronounce the words. Say the following words aloud.  

 

Your World Chair Wear 

 

Also try saying these words aloud.  

 

Fall Fail Sail Sale Tail Tale 

 

What did you notice? Sometimes words, which have similar spellings are pronounced 

differently. Sometimes words, which have different spellings may be pronounced in the same 

way. The best way to learn correct pronunciation of words is to listen carefully.  

 

Phonetics  

How do we pronounce words? We use sounds to speak. Every word is made up of one or more 

sounds. We put these sounds together to pronounce words. Phonetics is the study of the sounds 

that we make when we speak.  

 

For example, the word dog is made of three sounds put together: d-o-g. Speak the word aloud as 

shown in Hindi to help you pronounce it correctly:  

 
 

The word cat is made of three other sounds: c-a-t. Speak the word aloud as shown in Hindi to 
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help you pronounce it correctly:  

 
 

The English alphabet has 26 letters, from A to Z. But each of these letters can be pronounced in 

different ways in different words. We use 26 letters to write in English. But, we use more than 26 

sounds when we speak English. This is why a word’s spelling does not always match its 

pronunciation.  

 

Let us take the letter ‘a’ for example. Read out the words below aloud. ‘a’ is pronounced 

differently in different words as shown in Table 1.7.  

 

Table 1.7 Different Sounds of Letter ‘a’ 
 

 
 

Pay attention to the sound of each word while listening, you will be able to pronounce it clearly.  

 

Types of Sounds  
 

We have now seen how the letters of the alphabet are not enough to exactly match the many 

different sounds we make when we speak. Let us take a closer look at the sounds we use. All 

English words are made of three basic types of sounds as shown in Table 1.8.  

 

Table 1.8 Different Sounds in English  

Vowels Diphthongs (combination 

sound of two vowels) 

 

Consonants 

 

The English alphabet has 5 vowels 

(a, e, i, o and u) but 12 vowel 

sounds. This means most vowels 

can be pronounced in different 

ways. We make a vowel sound 

when we read a vowel in a word.  

 

We make a diphthong sound when 

we combine two vowels. 

Diphthongs start as one vowel 

sound and go to another.  

 

A consonant sound is any sound 

that is neither a vowel nor a 

diphthong sound.  

 

Example: We pronounce the letter 

‘i’ in the word ‘bit’ by using a 

vowel sound. In Hindi it is: �बट  

 

Example: The sound ou in the 

word ‘house’ is a diphthong or a 

combination. In Hindi, it is: हाउस  

 

Example: We use consonant 

sounds to say the letters ‘p’ and 

‘t’. Pot. In Hindi is: पौट 
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Say the word ‘bit’ aloud and listen 

to how you are saying the vowel 

sound.  

 

Say the word ‘house’ aloud and 

listen to how you are saying the 

diphthong.  

 

Say the word ‘pot’ aloud and listen 

to how you are saying the 

consonant sounds.  

 

 

Some more examples are given in Table 1.9. Say these words aloud (also given in Hindi to assist 

pronunciation), listen carefully when others say these words and repeat what you hear.  

 

Table 1.9 Examples of Different Sounds 

 

 

    
Practical Exercises 

The teacher will facilitate these activities by showing you the e-learning module for this lesson via 

http://www.psscive.ac.in/ Employability_Skills.html. The module will include videos and e-content for the above 

topics as well as detailed instructions for some activities below.  
 

Activity 1 

Group Exercise — Pronouncing Words  

Material Required  

Notebook, pen  
 

Procedure  

1. Form groups of four students each.  

2.  Make a list of five things in the classroom (for example, desk, table, pen, garden, ground, water, floor, duster, 
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etc.)  

3.  Each student speaks each word aloud and the teacher says if it is the right pronunciation.  

4.  One group volunteers to speak their list. The other students will give feedback on the pronunciation of the 

words.  

 

Activity 2 

Pair work — Pronouncing Words  

Materials Required  

Notebook, pen  

Procedure  

1.  Form pairs of students.  

2.  Your teacher will now give you a list of words.  

3.  Practice saying these words aloud with your partner, who says if correct or not.  

4.  A volunteer reads out two words for the whole class which will give feedback on the correctness of the 

pronunciation.  
 

 

 Check Your Progress  
 

A. Multiple choice questions  

Read carefully all the options given below the question and choose the correct option(s).  

1. What is phonetics?  

(a) It is the study of how we write words in English.  

(b) It is the study of how people understand sentences.  

(c) It is the study of how many words the English language has.  

(d) It is the study of the sounds we make when we speak.  
 

2. What are the different types of sounds we use in English pronunciation?  

(a) Vowel sounds  

(b) Diphthong sounds  

(c) Consonant sounds  

(d) All of the above  
 

 

What Have You Learnt?  
After completing this session, you will be able to  

• explain the meaning of Phonetics.  

• differentiate between Vowel, Diphthong and Consonant.  

• pronounce simple words properly.  
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Lk= 5 % lapkj dh ‘kSfy;ka & eq[kjrkLk= 5 % lapkj dh ‘kSfy;ka & eq[kjrkLk= 5 % lapkj dh ‘kSfy;ka & eq[kjrkLk= 5 % lapkj dh ‘kSfy;ka & eq[kjrk         
 

vkius fofHkUUk izdkj ds lapkj ds ckjs esa lh[kk gSA bl ikB esa ge ,d ubZ vo/kkj.kk ^lapkj 
'kSyh* ds ckjs esa lh[ksaxsA lapkj dh ,d ^'kSyh* esa ekSf[kd vkSj xSj&ekSf[kd dkS'ky 'kkfey gSaA 
lapkj dh lgh 'kSyh dk mi;ksx djus ls vkidk lapkj vf/kd izHkkoh gks tkrk gS D;ksafd vU; 
yksx Li"V :i ls leÖk ik,axs fd vki D;k dgrs gSa vkSj csgrj rjhds ls vkidks tokc nsrs 
gSaA 

 

egRoiw.kZegRoiw.kZegRoiw.kZegRoiw.kZ lapkjlapkjlapkjlapkj 'kSfy;ka'kSfy;ka'kSfy;ka'kSfy;ka 
 

D;k vkius dHkh lkspk gS fd dqN ckrphr djus ds ckn vkidks vPNk D;ksa yxrk gS ysfdu dqN 
ckrphrsa djus ds ckn vkidks xqLlk vkrk gS\ bldk mi;ksx fofHkUUk lapkj 'kSfy;ksa ds dkj.k gks 
ldrk gSA rkfydk 1-10 lcls vf/kd bLrseky dh tkus okyh lapkj 'kSfy;ksa esa ls dqN dks 
fn[kk;k x;k gSA  

 

Rkkfydk 1-10 lapkj 'kSfy;ka 
 

vkØkedvkØkedvkØkedvkØked Aggressive    fuf"Ø;fuf"Ø;fuf"Ø;fuf"Ø; @@@@ fouezfouezfouezfouez 
Passive/ 

Submissive 

vkØkedvkØkedvkØkedvkØked fuf"Ø;fuf"Ø;fuf"Ø;fuf"Ø; 

Passive-Aggressive 
eq[kjeq[kjeq[kjeq[kj Assertive 

    

                
bldkbldkbldkbldk D;kD;kD;kD;k vFkZvFkZvFkZvFkZ gSgSgSgS\\\\                 
• fdlh Hkh dher 

ij thruk 
• nwljksa dk lEeku 

ugha djuk 

• la?k"kZ ls cpuk 
• nwljksa dks fu;a=.k 

djus nsuk 
• LokfHkeku [kksuk 

• fcuk ft+Eesnkjh fy, 
viuk jkLrk fudkyus 
dh dksf'k'k djuk 

• vius vki dks vkSj 
nwljksa dks pksV 
igq¡pkuk 

• nwljksa dk lEeku 
djuk vkSj 
vkRe&lEeku cuk, 
j[kuk 

mnkgj.kmnkgj.kmnkgj.kmnkgj.k                 
• nwljs ds fopkjksa ;k 

t:jrksa ds ckjs esa 
ijokg ugha djuk 

• nwljksa dks udkjuk] 
vuns[kh ;k vieku 
djuk 

• fpYykuk] etcwr 

• pqi jguk vkSj [kqn 
dks O;Dr ugha djuk 

• nwljksa ls Hkh xyr 
fVIi.kh Lohdkj 
djuk 

• xyrh ugha gksus ij 
Hkh ekQh ekaxuk 

• xqLlk fn[kkus ds 
vizR;{k rjhds]    tSls 
fd dksbZ dk;Z u 
djuk vkSj mlds ckjs 
esa ÖkwB cksyuk 

• vkØks'k 
• nwljs yksxksa dh 

• nwljksa dh ckr lqurs 
gq, [kqn dks O;Dr 
djuk 

• nwljs ds fopkjksa vkSj 
leL;kvksa dks 
leÖkuk 

• nwljksa dks pksV 
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Hkk"kk dk mi;ksx 
djuk] vkSj nwljksa 
dks ugha lquuk 

vuqifLFkfr esa muds 
ckjs esa cqjk cksyuk 

igqapk, fcuk 
vlger ;k ^ugha*    
dguk 

ifj.kkeifj.kkeifj.kkeifj.kke          
• cqjk eglwl djuk] 

Øks/k] lapkj dk 
VwVuk 

• Hkkoukvksa dks pksV 
igqapkuk]    
vkRefo'okl dh 
deh]    xyrQgeh 

• lapkj ls vkids 
eupkgs ifj.kke u 
feyuk]    gj fdlh ds 
fy, cqjh Hkkouk,¡ 

• izHkkoh lapkj 
• vki nwljksa dks 

csgrj <ax ls 
leÖkus esa l{ke gSa 
vkSj os Hkh vkidks 
leÖk ldrs gSa 

 

tSlk fd vki ns[k ldrs gSa] eq[kj lapkj lcls izHkkoh gSA vkb, bl 'kSyh dk mi;ksx djus ds 
ckjs esa vkSj tkusaA 
 

vf/kdkjiwoZdvf/kdkjiwoZdvf/kdkjiwoZdvf/kdkjiwoZd cksyukcksyukcksyukcksyuk 
eq[kj gksuk ,d LoLFk lapkj 'kSyh gSA blesa 'kkfey gS 
• nwljksa ;k [kqn dk vuknj fd, fcuk vius fopkj O;Dr djuk] 
• nwljksa dk lEeku djuk] 
• viuh jk; vkSj bPNkvksa dks Li"V :i ls crkuk] 
• vU; Çcnqvksa ds fy, [kqyk gksuk] vkSj 
• viuh vko';drkvksa vkSj vU; t:jrksa ds chp larqyu [kkstukA 
 

eq[kjeq[kjeq[kjeq[kj lapkjlapkjlapkjlapkj dsdsdsds ykHkykHkykHkykHk 
tksj nsdj dguk 
• vkRefo'okl curk gS] 
• LokfHkeku dk fuekZ.k gksrk gS] 
• vkidks ,ssls 'kCn dgus ;k dkjZokbZ djus ls jksdrk gS ftl ij vkidks ckn esa iNrkok gks 

ldrk gS] 
• vkidks vkSj nwljksa dks ldkjkRed eglwl djkrk gS] 
• ;g lqfuf'Pkr djrk gS fd gj dksbZ vius fopkjksa dks O;Dr djs vkSj lHkh dh t:jrksa dks 

iwjk djs] vkSj 
• vkidks ,d vf/kd fo'okl dk;ZdrkZ vkSj ,d csgrj lapkjd cuus esa enn djrk gSA 
 

eq[kjeq[kjeq[kjeq[kj lapkjlapkjlapkjlapkj dkdkdkdk vH;klvH;klvH;klvH;kl djukdjukdjukdjuk 
vius lapkj esa vf/kd eq[kj gksus ds fy, rkfydk 1-11 esa fn[kk, x, lkr dk;ks± dk mi;ksx 
djds vH;kl djsaA 
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rkfydk 1rkfydk 1rkfydk 1rkfydk 1----11111111 eq[kjeq[kjeq[kjeq[kj lapkjlapkjlapkjlapkj dkdkdkdk vH;klvH;klvH;klvH;kl djukdjukdjukdjuk 
    

eq[kjeq[kjeq[kjeq[kj lapkjlapkjlapkjlapkj dsdsdsds fy, 7fy, 7fy, 7fy, 7 dk;Zdk;Zdk;Zdk;Z    
 

vkRefo'okl cuk,vkRefo'okl cuk,vkRefo'okl cuk,vkRefo'okl cuk, j[ksaj[ksaj[ksaj[ksa 
tc dksbZ pqLrh vkSj vkRefo'okl ds lkFk ,d dejs esa vkrk gS] rks ml ij vklkuh ls nwljksa dk 
/;ku vkdÆ"kr gks tkrk gSA 

lqÖkkolqÖkkolqÖkkolqÖkko 
• vius cSBus] [kM+s gksus ;k pyus ds rjhds esa vkRefo'okl fn[kk,aA 
• vius da/kksa dks lh/kk j[ksa vkSj viuh BqM~Mh dks Åij mBk,aA 
• vka[k ls laidZ cuk, j[kus dk vH;kl djsaA 
• uk[kwu dkVus tSls 'kkjhfjd ?kcjkgV ds y{k.kksa dks fu;af=r djsaA 
 

    

/khjs/khjs/khjs/khjs vkSjvkSjvkSjvkSj lkQ+lkQ+lkQ+lkQ+ cksysacksysacksysacksysa 
cgqr rst+h ls ckr djus ls yksxksa dks vkidh ckr lquus vkSj leÖkus dk le; ugha feysxkA ;fn 
dksbZ vki ij xyr rjhds ls vkjksi yxk jgk gS ;k fpYyk jgk gS vkSj vkØked O;ogkj dj 
jgk gS rks 'kkar jgsa vkSj /khjs&/khjs vkSj n`<+rk ls tokc nsaA 

lqÖkkolqÖkkolqÖkkolqÖkko    
• Li"V] 'kkar vkokt+ dk mi;ksx djsaA    
• lqukbZ nsus ;ksX; Lrj ij ckr djsa] ysfdu fpYyk,a ughaA    
• ;fn yksx vkidks uksfVl ugha dj jgs gSa] rks dgsa ^eqÖks ekQ djsa*A    
• tc vki dqN Hkh xyr ugha djrs gSa rks {kek ;kpuk ugha djsaA    
• NksVh vkSj lgh ckrsa djsaA    

    

lghlghlghlgh <ax<ax<ax<ax lslslsls iks'kkd igusaiks'kkd igusaiks'kkd igusaiks'kkd igusa 
ge dSls fn[krs gSa] blds vk/kkj ij gh yksx gekjs ckjs esa fu.kZ; ysrs gSaA txg vkSj ekSds ds 
fglkc ls cM+s djhus ls] cqf)ekuh ls vkSj lgh <ax ls Mªsl djsaA 

lqÖkkolqÖkkolqÖkkolqÖkko 
• vkRefo'okl lfgr vkSj vkd"kZd fn[kkbZ nsus ls nwljksa ds eu dks cnyk tk ldrk gS 
• ;fn vki Bhd ls diM+s ugha igus gSa rks yksx vkidh ckr dks xaHkhjrk ls ugha lqu ldrs gSa 
• tc vki Bhd ls diM+s igurs gSa rks yksx vkidk lEeku djrs gSa 
    

bZekunkjbZekunkjbZekunkjbZekunkj cukscukscukscuks 
bZekunkj gksus ls fo'okl iSnk gksrk gS vkSj ifj.kke Lo:i [kqyk lapkj gksrk gSA 

lqÖkkolqÖkkolqÖkkolqÖkko 
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• vius fopkjksa dks Li"Vrk vkSj bZekunkjh ls O;Dr djsaA 
• vius vki ls iwNsa fd vki okLro esa D;k pkgrs gSa ;k tks pht lqfo/kktud ugha gS] mlls 

lger gksus ls igys vkids fy, lcls vPNk gksxk] bls tku ysaA 
    

vkØkedvkØkedvkØkedvkØked ughaughaughaugha gksukgksukgksukgksuk    
xqLlk djuk] fpYykuk] cqjh Hkk"kk dk bLrseky djuk vkSj ncko Mkyuk eq[kj lapkj ugha gS 
lqÖkkolqÖkkolqÖkkolqÖkko 
• vkØkedrk dks eq[kjrk le>us dk Hkze ugha djsaA 
• vuqfpr fLFkfr dk lkeuk djus ij] 'kkar jgsa vkSj okLrfod leL;k dks leÖkus dh dksf'k'k 

djsaA 
• rdZ vkSj fouezrk dk mi;ksx djds vius vf/kdkjksa ij tksj nsaA 
    

CkksysaCkksysaCkksysaCkksysa    
vU; yksxksa dh izfrfØ;kvksa dh Çprk fd, fcuk vius fopkjksa] lksp vkSj jk;ksa dks O;Dr djsaA 
lqÖkkolqÖkkolqÖkkolqÖkko 
;fn vkids ikl dqN dgus ds fy, ugha gS rks pqi jgsa 
• viuh Hkkoukvksa dks lkÖkk djsa 
• viuh jk; O;Dr djus dk vH;kl djsa 
    

^uk*^uk*^uk*^uk*    dgukdgukdgukdguk lh[ksalh[ksalh[ksalh[ksa 
;fn vkidks dqN djuk Bhd ugha yxrk gS] rks ,slk u djsaA euk djuk Bhd gSA 

lqÖkkolqÖkkolqÖkkolqÖkko 
• [kqn dk lEeku djsaA 
• nwljksa dks vkidk Qk;nk ugha mBkus nsaA 
• ftu phtksa ds ckjs esa vkidks irk ugha gS muls lger gksuk gj fdlh dks uqdlku igqapk 

ldrk gSA 
    
 

 

ge vxys ikB esa vPNk lapkj cuk, j[krs gq, ^ugha* dgus ds rjhds ds ckjs esa vf/kd tkusaxsA 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, 
ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
  

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     
lapkj 'kSfy;ksa ij bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] fuEufyf[kr iz'u ds fy, mŸkj fy[ksa & 
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D;ksa eq[kj lapkj egRoiw.kZ gS\ 

 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

lewg ppkZ & lapkj 'kSfy;ka 
vko';dvko';dvko';dvko';d lkexzhlkexzhlkexzhlkexzh 
dksbZ ugha 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- f'k{kd dqN Nk=ksa dks lapkj 'kSfy;ksa ij muds }kjk ns[ks x, ohfM;ks ds fy, mudh fVIif.k;ksa 
ij ppkZ djus ds fy, dgsaxsA 
2- Nk= lapkj 'kSyh ds izdkjksa dh igpku djsaxsA 
3- Nk= ;g crk,axs fd os ,d fo'ks"k lapkj 'kSyh dks D;ksa ilan djrs Fks ;k ilan ugha djrs 
FksA 
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lewg vH;kl & lapkj 'kSfy;ka 
vko';dvko';dvko';dvko';d lkexzhlkexzhlkexzhlkexzh 
dksbZ ugha 
izfØ;kizfØ;kizfØ;kizfØ;k 
1- rhu Nk=ksa ds lkFk izR;sd lewg cuk,aA 
2- bl ikB esa ftu lkr vH;kl O;ogkjksa ij ppkZ dh xbZ gS] muls eq[kj assertive O;ogkj ds 

fdlh Hkh mnkgj.k dk p;u djsaA 
3- iwjh d{kk ds lkeus eq[kj O;ogkj fn[kkus ds fy,] ,d Hkwfedk fuHkk,aA 
4- ppkZ djsa] tks vkius lh[kk vkSj leÖkk,a fd eq[kj gksuk D;ksa egRoiw.kZ gSA 

  

xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3 

lewg vH;kl & voyksdu vkSj lkÖkk lapkj 'kSfy;ka 
vko';dvko';dvko';dvko';d lkexzhlkexzhlkexzhlkexzh 
dksbZ ugha 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1-  xfrfof/k 2 ds fy, xfBr fd, x, lewgksa dk mi;ksx djsaA 
2-  izR;sd lewg esa dqN nksLrksa] f'k{kdksa vkSj ifjokj ds lnL;ksa dk p;u djsa] blds ckjs esa ppkZ 

djsa vkSj tks fofHkUUk izdkj dh lapkj 'kSfy;ksa dk mi;ksx djrs gSa] tSlh fd bl ikB esa ppkZ 
dh xbZ gSA 
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3-  lewg vkil esa lcls izHkkoh mnkgj.kksa ij ppkZ dh tk,xh % 
  

(i) fuf"Ø; Passive lapkj & tks yksx vius vkSj vius vf/kdkjksa ds fy, cksyus esa foQy 
jgrs gSaA 

(ii) vkØked Aggressive lapkj & os tks viuh Hkkoukvksa vkSj fopkjksa dks nwljs ds vf/kdkjksa 
vkSj vkRe&lEeku dk lEeku fd, fcuk O;Dr djrs gSaA  

 (iii) eq[kj Assertive lapkj & os tks nwljksa ds vf/kdkjksa dk mYya?ku fd, fcuk viuh 
Hkkoukvksa] fopkjksa vkSj vf/kdkjksa dh odkyr djrs gSaA 

4-  f'k{kd dqN lewgksa ds Lo;alsodksa ls iwNsaxs vkSj mudh fVIif.k;ksa ij ppkZ djsaxsA  
    

 

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa        
 

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u        
 

uhps fn, x, iz’u ds lHuhps fn, x, iz’u ds lHuhps fn, x, iz’u ds lHuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaA  
1- vki ,d fQYe ds fy, fVdV [kjhnus ds fy, ,d drkj esa yacs le; ls [kM+s gSaA ,d 

vkneh vpkud vkrk gS vkSj ckjh ds fcuk vki ds lkeus [kM+k gks tkrk gSA vkidks D;k 
djuk pkfg,\ 
¼d½ O;fDr ij fpYyk,a rkfd og dHkh xyrh u nksgjk,A 
¼[k½ mls fouezrk ls lwfpr djsa fd ;gka ,d drkj gS vkSj gj dksbZ viuh ckjh dk bartkj 
dj jgk gSA 
¼x½ 'kkar jgsa vkSj O;fDr dks vkxs c<+us nsaA 
¼?k½ lh/ks rkSj ij dqN ugha dguk pkfg, ysfdu mlds ckjs esa vU; yksxksa ls f'kdk;r djsaA 

 

2- rqEgkjk ,d vPNk nksLr cgqr ijs'kku gS D;ksafd mlds lcls vPNs nksLr ds lkFk ,d Hk;kud 
nq?kZVuk gqbZ gSA vki fnu Hkj ds dke ls Fkd x, gSa Qksu dh ?kaVh ctrh gS vkSj dkWyj 
vkbZ-Mh- ;g fn[kkrk gS fd ;g mlh dk dkWy gSA vkidks D;k djuk pkfg,\ 
¼d½ dkWy dks vuns[kk djsa D;ksafd vki Fkds gq, gSa 
¼[k½ dkWy dk mŸkj nsa vkSj tc rd og pkgrk gS] mlls ckr djsa 
¼x½ mls crk,a fd vki cgqr Fkd x, gSa vkSj mls fdlh vkSj mls fdlh vksj dks Qksu djuk 
pkfg, 
¼?k½ dqN le; ds fy, mldh ckr lqusa vkSj fQj mlls dgsa fd vki dy fQj ckr djsaxs 

 

3- vkidk nksLr pkgrk gS fd vki mlds lkFk ckLdsVckWy [ksysa] ysfdu vkius viuk gkseodZ iwjk 
ugha fd;k gS tks dy fn;k tkuk gSA og tksj nsdj dgrk gS fd ;fn vki ugha vk,axs rks 
os ugha thrsaxs vkSj ;g vkidh xyrh gksxhA og ftn djrk jgrk gS vkSj ;gka rd fd nwljs 
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yksxksa dks vkidks eSp [ksyus ds fy, eukus ds fy, dgrk gSA vkidks D;k djuk pkfg,\ 
¼d½ eSp [ksysa D;ksafd vU;Fkk vkidk nksLr ijs'kku gksxk 
¼[k½ eSp [ksysa vkSj vius f'k{kd ls gkseodZ ds ckjs esa dqN cgkuk cuk,a 
¼x½ ,d cgkuk cuk,a fd vki chekj gSa vkSj eSp [ksyus ls cpsa 
¼?k½ Li"V :i ls crk,a fd vkidks viuk gkseodZ iwjk djus dh vko';drk gS blfy, vki 
[ksy ugha ldrs  

 

[k[k[k[k---- fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz’uiz’uiz’uiz’u    
1- lwph 3 & izHkkoh lapkj 'kSfy;ksa ds 4 mnkgj.k tks vkius vius ifjokj] nksLrksa vkSj f'k{kdksa dks 

vke rkSj ij bLrseky djrs ns[kk gSA 
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• eq[kj] vkØked] fuf"Ø;& vkØked vkSj lapkj dh fouez 'kSfy;ksa ds chp varj djukA 
• eq[kj lapkj ds mnkgj.k nsukA    
    

 

SESSION 6: SAYING NO — REFUSAL SKILLS  

 

You have learnt about assertive communication styles in the previous lesson. One of the 

important ways of being assertive is learning to say ‘no’ without upsetting others. Have you 

faced situations where you wanted to say ‘no’, but found it difficult to say so as you did not want 

to be rude or upset the other person. An example is shown in Figure 1.7.  
 

 

 
 

Figure 1.7 Saying No 

 

It is often difficult to say ‘no’ to your family, friends, colleagues and seniors. You may find it 

difficult to say ‘no’ for various reasons —  

• You may not want to make the other person upset or angry  



28                  jkstxkj dkS'ky & d{kk 11 

• You may not want to start an argument or seem unhelpful  

• You may not want to be left out of a group or a team  
 

But it is important to say no in many situations. For example, when you cannot do what is being 

asked, or you do not want to do what is being asked, or it is against the rules or your own values. 

Let us learn how to say ‘no’ politely.  
 

How to Say ‘No’?  

Remember the vowels AEIOU? You can follow the steps for saying ‘No’ politely by using the 

AEIOU model. Table 1.12 explains these steps using two situations where you need to say ‘no’, 

with examples of possible responses.  
 

Table 1.12 Steps for Saying No — The AEIOU Model 
 

 Situation 1 Someone asks you to 

leave school (or work) early so 

that you can go to a friend’s 

house together. You think it is 

wrong.  
 

Situation 2 A friend asks you to 

do his or her school assignment 

(or work) for him or her.  

 

A - Ask questions Ask questions to 

find how important a task is before 

saying no  
 

Why do we need to leave school or 

work early? Why can’t we go after 

school or work?  
 

Why aren’t you going to do it? Is it 

correct for me to do it?  

 

E- Engage by using polite 

statements If you are sure that you 

need to say ‘no’ to the request, you 

must refuse politely  
 

I would like to go with you to his 

or her house but... (give your 

reason)  

 

I would be glad to help you but ... 

(give your reason)  

 

I- Include a reason for saying no 

Two points to remember when 
you are refusing someone’s 

request:  

Give an explanation of your 

feelings  

Give an explanation of your 

reasons  
 

I don’t like to ...  

I can’t come because ....  

I would like to go to your house 

but I feel it is not the right thing to 

do  

 

It doesn’t feel right to ...  

I can’t do it because I will not have 

the time....  

 

O- Offer other options You may —  

• Suggest a different time  

• Suggest a different place  

• Direct them to someone else who 

can help immediately  

 

I would like to go to your house 

but I feel it is not the right thing to 

do. Can we go after school or 

work?  

 

I would be glad to help you with 

the assignment, but, I am still not 

done with mine. But, if you want, 

we can work on it together  

 

U- Thank the person Thank the 

people for understanding your 

situation  
 

Thank you for agreeing to my 

suggestion  

 

Thank you for understanding  

 

 

Some more examples of different ways of saying ‘no’ politely are listed here:  

•  I’m sorry I cannot come as I have other plans.  

•  I’m sorry but I have a meeting to attend.  
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•  I have made other plans so I won’t be able to join you.  

•  I have an important meeting to attend so I won’t be able to join you.  

•  Thanks for asking, but I have to attend an important meeting.  

•  I would love to come, but I cannot miss the meeting with my manager.  

 

Connecting Words (Conjunctions)  

Did you notice a few words, such as — ‘and’, ‘but’, ‘or’, ‘because’ and ‘so’ which have been 

used in the examples? Such words are called ‘conjunctions’ and are used to connect two 

sentences. Conjunctions are often used in sentences where you say no. Table 1.13 shows some 

examples.  

 

Table 1.13 Connecting Words (Conjunctions) 

AND ‘And’ is used to connect two words 

or sentences of equal importance  

‘No, my brother won’t be able to come. No, I won’t be 

able to come’ can be written as ‘No, my brother and I 

won’t be able to come.’ 

BUT ‘But’ is used to join two sentences 

that suggest different ideas  

 

‘I would love to come to your party. I can’t come 

because of other plans’ can be written as ‘I would love 

to come to your party, but I can’t come because of 

other plans.’  

 

OR ‘Or’ is used when we need to show a 

choice between two words or 

sentences  
 

‘No, you can go with Dia. No, you can go with Ali.’ 

can be written as ‘No, you can go with Dia or Ali.’  

 

SO/ AS/ 

BECAUSE  

 

‘So’, ‘As’, and ‘Because’ are used to 

join two sentences, when one 

sentence acts as a reason for the 

second sentence  

 

‘I have a meeting. I can’t come.’ can be written as ‘I 

have a meeting, so I can’t come.’  

 

 

Practical Exercise 
 

The teacher will facilitate these activities by showing you the e-learning module for this lesson via 

http://www.psscive.ac.in/ Employability_Skills.html. The module will include videos and e-content for the above 

topics as well as detailed instructions for some activities below.  
 

Initial thinking activity After watching the initial video in the e-learning lesson on ‘saying no’ think on the 

following and write your answer  

(i) Have you ever had to say no to your parents?  

(ii) If the answer to point no. 1 is yes, then what was the reason.  

 

Activity 1 

Group Discussion — Communication Styles  

Material Required  

None  

Procedure  

1. Form groups and based on the initial video of the lesson, discuss with each other —  
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•  Is it rude to say ‘no’?  

•  How would you respond in a similar situation?  

2.  The teacher will ask some groups to volunteer and discuss their observations (for example, what did you learn 

from the lesson?).  

 

Activity 2 
 

Group Exercise — Effective Communication — Saying No  

Material Required  

None  

Procedure  

1.  Form even number (2/4/6) of groups with five students in each group.  

2.  Two groups will perform the activity together. One person each from Group 1 and Group 2 should come 

forward one by one.  

3.  The members of Group 1 have to ask questions to Group 2 members. The person from the second group has to 

say ‘no’ to each question, politely. Use all the sentences and connectors you have learnt about.  

4.  After everyone has asked and answered a question, switch roles so that Group 2 asks questions and Group 1 

gives answers.  

5.  At end of the activity, the teacher should share the best answers with the whole class.  

 

 
 

Check Your Progress  
 

A. Multiple choice questions  

Read carefully all the options given below the question and choose the correct option(s).  

1. One of your friends is taking a leave and wants you to tell the teacher that he is sick. What should you tell your 

friend?  

(a) Yes, I can do that.  

(b) No, I cannot do that because I don’t want to lie to the teacher.  

(c) I understand that you want to take leave but why don’t you tell the correct reason?  

(d) No. I cannot help you.  
 

2. Select the option which completes the sentence correctly — I have to go to the doctor____ I will not be coming to 

school on Monday.  

(a) and  

(b) but  

(c) so  

(d) because  
 

B. Match the requests with the correct responses  

Request Response 

1. Can I borrow your notebook?  

 

A. No, I feel that is wrong. You should do it yourself but I 

can help if you have doubts.  

 

2. Please come with us for the movie. B. I’m sorry but I didn’t get my Notebook today  

 

3. Can I copy your homework?  

 

C. I can’t come because I need to complete my homework.  

 

4. Come to my party on Tuesday.  

 

D. I would love to, but I will be going to Delhi.  
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What Have You Learnt?  
After completing this session, you will be able to  

• demonstrate the knowledge of using refusal skills.  

• make use of appropriate sentences for saying no to requests that are not acceptable to you.  
 

 

SESSION 7: WRITING SKILLS — PARTS OF SPEECH  

 

When we talk or write in English, we use sentences to express ourselves. Sentences are 

important because if you do not clearly write sentences then, the meaning of the same cannot be 

understood clearly. A sentence is a group of words that communicate a complete thought (for 

example, Raju goes to school). A group of words, which does not make complete sense, is 

known as a phrase (for example, Raju goes). A sentence always begins with a capital letter, and 

it always ends with a question mark, full stop or exclamation mark. Read aloud the examples 

given below.  

• Did you work on your project?  

• I completed it yesterday.  

• That is good!  

 

Using Capitals  

We know that all sentences begin with capital letters. Do you know at what other points in a 

sentence we should use capital letters?  
 

It is easy to know what to capitalise if you remember the word ‘MINTS’. MINTS is a set of 

simple rules that help you capitalise words correctly. Each letter in the word MINTS refers to 

one capitalisation rule as shown in Table 1.14.  

 

Table 1.14 Capitalisation Rules 

Alphabet M I N T S 

What it shows:  

 

Months word ‘I’ Names Titles Starting letter of 

sentences 

Rule Capitalise the 

first letter in all 

the names of 

months  

 

Capitalise the 

letter ‘I’ when it 

is used as a 

word  

 

Capitalise the 

first letter in the 

names of 

people, places 

and days  

 

Capitalise the 

first letter in the 

titles used 

before people’s 

names  

 

Capitalise the 

first letter in 

every sentence  

 

Example I will go to 

college in June.  

 

Every day, I 

play tennis with 

him.  

 

This Tuesday, 

Vidya will be in 

Rajasthan.  

 

Dr Shah and Mr 

Patel work 

together.  

 

The cat ran out 

of the house.  

 

 

Punctuation  

Punctuation is a set of marks, such as the full stop and the comma, which help us separate parts 
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of a sentence and explain its meaning. Like capitalisation, punctuation is also a very important 

part of sentences and has some rules. Some common punctuation marks are shown here in Table 

1.15.  

       

Table 1.15 Punctuation 

Punctuation 

name  

 

Sign Use Example  

 

Full stop . Shows the end of a sentence. Also used to 

show short form of long words, for 

example, ‘doctor’ can be shortened when 

we use it as a title before a name.  

This is a sentence. This is another 

sentence. Sanjay is a doctor. His 

patients call him Dr Sanjay.  

 

Comma , • Sometimes, we use a comma to indicate 

a pause in the sentence.  

After the waiter gave me a menu card, 

I ordered food.  

  • We can also use a comma to separate 

items when we are listing out more than 

two items in a row. 

I bought apples, oranges and grapes.  

 

Question mark  

 

? We use a question mark at the end of a 

question.  

What is your name? How old are 

you?  

Exclamation 

mark  

 

! We use an exclamation mark at the end of 

a word or a sentence to indicate a strong 

feeling, such as surprise, shock or anger.  

What a pleasant surprise! You are 

late!  

 

Apostrophe (‘ ) We use an apostrophe followed by an ‘s’ 

to show that something belongs to 

someone.  

That is Divya’s pen. Are these 

Abdul’s books?  

 

  We also use an apostrophe to indicate the 

shortened form of some words in informal 

speech.  

Let’s go. (Instead of Let us go.) He 

isn’t here. (Instead of He is not here.)  
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The different types of words we use in sentences are called parts of speech. Some examples are 

nouns, pronouns, adjectives, verbs and adverbs as shown in Figure 1.8. Let us read more about 

them in Table 1.16.  

 

Table 1.16 Parts of Speech 

Parts of Speech What they do Example sentences Example words 

Noun Nouns are words that refer to a 

person, place, thing or idea. 

These are ‘naming words’  

 

In the sentence, “Reema 

wrote a letter.” both Reema 

and letter are nouns.  

 

Dog  

Kindness  

India  

Sanjay  

Pronoun A pronoun is a word used in 

place of a noun  

 

In the second sentence, 

“Reema wrote a letter. She is 

tired.” ‘She’ is used in place 

of the noun Reema, and it is 

a pronoun  

I 

They  

He 

You  

Adjectives Adjectives are words that 

describe other words  

 

In the sentence: “Reema 

wrote a long letter.” ‘Long’ 

is an adjective that describes 

the noun ‘letter’.  

Small  

Blue  

Sharp  

Loud  

Verbs Verbs are words that show 

action  

 

In the sentence: “Reema 

wrote a letter.” ‘ Wrote’ is 

the verb. It tells what action 

Reema did.  

Run  

Eat  

Think  

Sit  

Adverbs Adverbs are words that add 

meaning to verbs, adjectives, or 

other adverbs. They answer the 

questions — How? How often? 

When? and Where?  

 

In the sentence: “Reema 

quickly wrote a letter.” 

‘Quickly’ is an adverb. It 

tells us how Reema did the 

action (writing)  

 

Easily  

Always  

Inside  

Before  

 

 

Let us now see how these words are used. Read aloud the sentence given below.  

 

Wow! Reema went to the studio and met a famous actor.  

We already know that Reema, studio and actor are nouns. Famous is an adjective here because it 

describes the noun ‘actor’ and the words ‘ went’ and ‘ met’ are verbs because they describe an 

action.  

 

What about the remaining words in this sentence: wow, to, the, and? What are these words 

called? We use such supporting words to join the main parts of speech together and to add 

information to the sentences we make. Let us now look at some types of these supporting words.  

 

Supporting Parts of Speech Types  

Along with the main ‘Parts of Speech’, there are some more words we need for making a 

sentence. These are shown in Figure 1.9. Let us learn more about them using Table 1.17.  
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Figure 1.9 Supporting Parts of Speech 

 

Table 1.17 Supporting Parts of Speech 

Supporting Parts 

of Speech 

Use Example  

 

Articles The words ‘a’, ‘an’ and ‘the’ are known as 

articles. Articles are generally used before 

nouns.  

An is used before words beginning with a 

vowel (a.e.i.o.u) sound  

A is used before nouns with a consonant (all 

other alphabets) sound  

The is used to refer to specific or particular 

words  

The car stopped suddenly because a 

cat ran in front of it.  

A book  

An apple  

An umbrella  

The sun  

 

Conjunctions Conjunctions are words that join two nouns, 

phrases or sentences. Some common 

conjunctions are ‘and’, ‘or’ and ‘but’.  

 

Instead of: Sheela went to the market. 

I went to the market. Sheela and I 

went to the market. Instead of: Do 

you want oranges? Do you want 

apples?  

Do you want oranges or apples?  

Prepositions  

 

Prepositions connect one word with another to 

show the relation between them. They usually 

answer the questions ‘where’, ‘when’ and 

‘how’.  
 

Some common prepositions are ‘on’,  

‘at’, ‘under’ and ‘in’.  

The cat is on the roof.  

The shop is at the end of the road. 

Rahul is standing under the tree. 

 I live in Delhi.  

Interjections These words express strong emotions, such as 

happiness, surprise, anger or pain. They have 

an exclamation mark at the end.  

 

Wow!  

Oh!  

Oh no!  

Thanks!  

Help! 

 

Practical Exercises 
 

The teacher will facilitate these activities by showing you the e-learning module for this lesson via 

http://www.psscive.ac.in/ Employability_Skills.html. The module will include videos and e-content for the above 

topics as well as detailed instructions for some activities below.  
 

Initial thinking activity  

After watching the initial video in the e-Learning lesson for this topic can you identify the parts of speech.  

 

Activity 1 
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Group Exercise — Identifying Parts of Speech  

 

Material Required  

Notebook, pen  

Procedure  

1. Form groups of four students each. One by one, the students read aloud the paragraph given below.  

“on sunday, i have an appointment to meet dr.patel in delhi.  

my house is near mr patels shop i went to his shop on friday to buy vegetables I bought potatoes onions carrots 

and a cabbage mr patel is a friendly man have you met him”  

2.  This paragraph contains examples of the parts of speech you learnt about in this lesson.  

3.  Each group discusses and identifies as many of these parts of speech as they can and mark them.  

4.  They re-write the paragraph with proper punctuation.  

 
Activity 2 

Group Exercise — Constructing Sentences  

Material Required  

Notebook, pen  
 

Procedure  

1.  Form pairs of students.  

2.  List out five parts of speech that you learnt in the lesson. Select one of them and create two simple sentences 

which use these parts of speech. For example, if you have chosen adjectives, create two sentences that have 

adjectives.  

3.  For each part of speech, a volunteer reads out their sentences. The other students say if it is correct.  

 

Activity 3 

Group Exercise — Identify Name, Place, Animal, Thing  

Material Required  

Notepad and pens  

Procedure  

1.  Number yourselves from 1 to 5. One set of 1– 5 is in one group and so on.  

2.  Each member of a group has to say a word that is either a name, place, animal or thing; the fifth member has to 

do an action.  

3.  Each group gets 30 seconds to think what they are going to say and do.  

 
 

Check Your Progress  
 

A. Multiple choice questions  

Read carefully all the options given below the question and choose the correct option(s).  

1. What is a sentence?  

(a) A group of ideas that forms a complete paragraph.  

(b) A group of words that communicates a complete thought.  

(c) A set of rules that we must follow to write correctly.  

(d) A set of words that contains all the basic punctuation marks.  

 

2. Which of these sentences is capitalised correctly?  



36                  jkstxkj dkS'ky & d{kk 11 

(a) I am Hungry.  

(b) Divya and sunil are reading.  

(c) The bucket is Full of water.  

(d) She lives in Delhi.  

 

3. Which of these sentences are punctuated correctly?  

(a) Where are you going.  

(b) I have a pen a notebook and a pencil.  

(c) I am so happy to see you!  

(d) This is Abdul’s house?  

 

B. Write the following sentences in your notebook and mark the nouns, pronouns, adjectives, verbs and 

adverbs in these sentences.  

(a) Sanjay plays football everyday.  

(b) Divya gave him new books.  

(c) I opened the red box carefully.  

 

C. Fill in the blanks  

1. Fill correct nouns and verbs from the table to complete the sentence in the table given below.  

 
 

C. Subjective question  

1. Identify the conjunctions and prepositions (Remember, conjunctions join two sentences while prepositions help 

answer the words ‘where’, ‘when’ and ‘how’.).  

 

Write the conjunctions and prepositions from the list given below in the correct box.  

• Under, And, In, At, Or, Up  
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After completing this session, you will be able to  
 

• use capitalisation and punctuation rules in writing sentences.  

• identify the basic parts of speech, such as nouns, pronouns, adjectives, verbs and adverbs.  

• explain the usage of the parts of speech.  

• identify the supporting parts of speech, such as articles, conjunctions, prepositions and interjections.  
 

 

SESSION 8: WRITING SKILLS – SENTENCES  

Parts of a Sentence  

As you have learnt in English classes, almost all English sentences have a subject and a verb. 

Some also have an object. A subject is the person or thing that does an action. A verb describes 

an action. Object is the person or thing that receives the action. For example, read aloud a simple 

sentence “Divya reads a book”. Let us see the different parts of the sentence in Figure 1.10.  

 
Figure 1.10: Parts of a Sentence 

 

Read aloud the example sentences shown in Table 1.18 and understand which is the subject, verb 

and object.  

Table 1.18 Parts of a Sentence 
 

Sentence Subject Verb Object 

I ate an apple. I ate an apple. 

He cooked dinner. He cooked dinner. 

She kicked the football. She kicked the football. 

Dia and Sanjay broke the bottle.  
 

Dia and Sanjay broke the bottle.  
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Types of Objects  

The object in a sentence can be either direct or indirect. Direct objects are the ones directly 

‘acted on’ by the action word (verb). If the verb is ‘reads’ and we ask “What does Divya read?” 

The answer is ‘book’ which is the direct object.A direct object answers the question ‘what?’  
 

 An indirect object answers questions, such as ‘to whom’ 

and ‘for whom’.  

 

For example, in the sentence “Abdul gave a gift to his 

mother.” The verb is ‘gave’. As you can see in Figure 

1.11, there are two objects here — ‘gift’ and ‘mother’ What 

did Abdul give? A gift. To whom did Abdul give a gift? To 

his mother. Here, ‘gift’ is the direct object and ‘his mother’ 

is the indirect object. Some sentences only have direct objects while some have both direct and 

indirect objects.  
 

Read aloud the examples given in Table 1.19 and practice finding the direct and indirect objects.  

 

Table 1.19 Direct and Indirect Objects 
 

Sentence Verb Verb + 

What? 

Verb + By 

whom/to 

whom?  

Direct 

Object  

 

Indirect 

Object  

 

Reema bought vegetables. bought vegetables  vegetables  

Fatima and Sonia played tennis.  

 

played tennis  tennis  

 

 

He offered me a chocolate. offered chocolate me chocolate me 

The teacher gave us homework.  gave homework us homework us  

 

 

Types of Sentences 

Active and Passive Sentences 

Read aloud the sentence shown in Figure 1.12. What is the 

difference between the two sentences?  

1. Sanjay broke the glass.  

2. The glass was broken by Sanjay.  
 

 

The action (verb) in both sentences is 

breaking of the glass. But the ‘subject’ 

of both sentences is different. In the 

first sentence, the subject (Sanjay) does 

the action. In the second sentence, the 

subject (the glass) receives the action.  
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Read the sentences in Figure 1.13 again. Sentences where the subject does an action are known 

to be in the Active voice.  

 

Sentences in which the subject receives an action are known to be in the Passive voice.  

 

Read aloud some more examples given in Table 1.20.  

 

Table 1.20 Example of Active and Passive sentences  

Active Voice Passive Voice 

She wrote a letter. A letter was written by her. 

He opened the door. The door was opened by him. 

Mohan played the flute. The flute was played by Mohan.  
 

 

Types of Sentences (according to their purpose)  

Read aloud the sentences in Figure 1.14. How do you think they differ from each other?  
 

 
 

Each of these sentences has a different purpose. Also, notice how each sentence in Figure 1.15 

ends.  

 
Read the examples in Table 1.21 to practise the different types of sentences.  

 

Table 1.21 Types of Sentences 
 

Types of Sentences 

Statement or 

Declarative Sentence  

 

Question or 

Interrogative Sentence  

 

Emotion/Reaction or 

Exclamatory Sentence  

 

Order or Imperative 

Sentence  

 

This is the most common 

type of sentence. It 

provides information or 

This type of sentence 

asks a question. It always 

ends with a question 

An exclamatory sentence 

expresses a strong 

emotion, such as joy, 

These sentences show an 

order, command, request, 

or advice. It can end with 
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states a fact. It always 

ends with a ‘full-stop’ 

(‘.’).  

 

mark (‘?’).  

 

sadness, fear or wonder. 

It always ends with an 

exclamation mark (‘!’).  

 

a full stop or an 

exclamation mark (‘.’ or 

‘!’).  

 

Read aloud the examples given below 

I go to school. Did you go to school?  

 

I came first in class! Go to college today.  

 

It is very cold. How is the weather? Oh, it’s so cold! Wear your sweater.  

 

I completed my project. Did you complete your 

project?  

 

I completed my project!  

 

Complete your project.  

 

 

Paragraph  

You have learnt about sentences. A group of sentences forms a paragraph. While writing a 

paragraph, make sure the sentences have a common idea. When you want to write about a 

different idea, make a new paragraph.For example, if you are writing about your school, the first 

paragraph can be of sentences about the name, location, size and other such details. In the next 

paragraph you can use sentences to describe what you like about your school.  

 
 

I go to Government Higher Secondary School, Balachadi. It is not a very big school, but it has many good 

teachers. There are about 100 students in my school. My school is on the main road, very close to the city 

Railway Station.  
 

I love going to school and learning about new things. My school has a small playground where I play 

cricket with my friends after the classes are over. It has a library also. I love my school.  
 

 

Practical Exercises 
 

The teacher will facilitate these activities by showing you the e-learning module for this lesson via 

http://www.psscive.ac.in/ Employability_Skills.html. The module will include videos and e-content for the above 

topics as well as detailed instructions for some activities below.  

 

Initial thinking activity  

After watching the initial video in the e-learning lesson for this topic, think of the different types of sentences which 

were used in the story presented through the video. Classify the sentences as declarative, interogative, exclamatory 

or imperative.  

 

Activity 1 

Pair-work — Making Sentences  

Material Required  

Notebook, pen  

 

Procedure  

1.  Form pairs. First, write down three sentences that contain direct objects.  

2.  Now, write down three other sentences that contain both direct and indirect objects.  

3.  Use different colours to mark the different parts of each sentence. (Subject, Verb, Object).  
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Activity 2 

Pair-work — Active and Passive Voice  

Material Required  

Notebook, pen  

 

Procedure  

1.  With the same pairs as Activity 1, write a paragraph on any topic. The paragraph should have at least two 

sentences in active voice and two sentences in passive voice.  

2.  One volunteer from each group reads out their paragraph to the class.  

 

Activity 3 

 

Assignment work — Types of sentences  

Material Required  

Notebook, pen  
 

Procedure  

1.  Write eight sentences. These should have two sentences each of the following type: declarative, interrogative, 

exclamatory and imperative.  

 

Check Your Progress  
 

A. Multiple choice questions  

Read carefully all the options given below the question and choose the correct option(s).  

1. Identify the subject in the sentence, “The children played football.”  

(a) The children  

(b) Children played  

(c) Played  

(d) Football  
 

2. Identify the object in the sentence, “The children played football.”  

(a) The children  

(b) Children played  

(c) Played  

(d) Football  
 

3. Which of these sentences has both indirect and direct objects?  

(a) I am watching TV.  

(b) She bought a blue pen.  

(c) The girls played cricket.  

(d) He wrote his sister a letter.  
 

4. Which of these sentences is in passive voice?  

(a) They are watching a movie.  

(b) The clock was repaired by Raju.  
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(c) He is sleeping in the room.  

(d) My pet dog bit the postman.  
 

B. Subjective question  

1. Write one sentence of each type — statement, question, exclamatory and order.  

2. Which is your favourite festival? Write two paragraphs about your favourite festival.  

3. Each paragraph should have a minimum of four sentences. Make sure you follow all the rules about sentences and 

paragraphs you have learnt.  

4. Practice work: Practice speaking correct sentences with your classmates. Try and find the parts of sentences 

which you use commonly.  
 

 

What Have You Learnt?  
 

After completing this session, you will be able to  

• identify the different parts of a sentence.  

• differentiate between active and passive voice.  

• identify and compose different type of sentences.  
 

 

Lk= 9 % vfHkoknu vkSj ifjp;Lk= 9 % vfHkoknu vkSj ifjp;Lk= 9 % vfHkoknu vkSj ifjp;Lk= 9 % vfHkoknu vkSj ifjp; (Greetings and Introductions) 

 

ge vius fe=ksa] ifjfpr O;fDr;ksa] ;k ftu O;fä;ksa ls ge igyh ckj fey jgs 
gSa] muls ckrphr 'kq: djus ls igys dqN fuf'pr 'kCnksa dk ç;ksx djrs gSa 
ftUgsa ^vfHkoknu* dgrs gSaA blds vykok] tks O;fä gesa ugÈ tkurs gSa] mUgsaa 
vius ;k nwljksa ds fo"k; esa crkus ds fy, ge dqN fuf'pr okD;ksa dk ç;ksx 
djrs gSaA ;g ifjp; dgykrk gSA 
 

vfHkoknuvfHkoknuvfHkoknuvfHkoknu 
 

fdlh O;fä dk vfHkoknu djus ds dÃ rjhds gSaA dk;ZLFky ij vfHkoknu 
vkSj vfHkoknu dk mÙkj fe= dks fd, x, vfHkoknu vkSj mlds mÙkj ls 
vyx gksrk gSA blh rjg tc ge fonk gksrs gSa rks vyfonk dgus ds Hkh dÃ 
rjhds gSaA  
 

ge fdlds lkFk vkSj ;gka rd fd fnu ds fdl le; ckr dj jgs gSa blds vuqlkj vfHkoknu cny tkrs 
gSaA vfHkoknu gesa ckrphr dks vPNh rjg ls çkjaHk djus esa lgk;rk djrs gSa tSlk fd fp= 1-16 esa n'kkZ;k 
x;k gSA  
 

vfHkoknu ds çdkjvfHkoknu ds çdkjvfHkoknu ds çdkjvfHkoknu ds çdkj     
 

fp= 1-17 esa n'kkZ, x, vuqlkj vfHkoknu ds nks rjhds gSaA uhps fn, x, vfHkoknuksa dks t+ksj ls i<+dj 
lqukb,A  

fp= 1-16    vfHkoknu vkSj 
ifjp; 
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fp= 1-15 % vkSipkfjd vkSj vukSipkfjd vfHkoknu 

 

;fn vki fdlh O;fä dks ugÈ tkurs gSa rks vkSipkfjd vfHkoknuvkSipkfjd vfHkoknuvkSipkfjd vfHkoknuvkSipkfjd vfHkoknu fd;k tkrk gSA ;g ofj"B] cqtqxZ O;fä 
;k ftuds lkFk gekjs vkSipkfjd lacaèk gSa] tSls f'k{kd ;k xzkgd dk vfHkoknu djus ds fy, ç;ksx fd;k 
tkrk gSA bldk ç;ksx çk;% Ldwyksa] d‚ystksa] dk;kZy;ksa] cSBdksa esa vkSj dk;Z LFky esa fd;k tkrk gSA  

 

rkfydk 1-22 esa fn, x, vkSipkfjd vfHkoknu vkSj mŸkjksa dks tksj ls cksysaA 

 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----22222222 %%%% vkSipkfjdvkSipkfjdvkSipkfjdvkSipkfjd vfHkoknuvfHkoknuvfHkoknuvfHkoknu    
  

vfHkoknuvfHkoknuvfHkoknuvfHkoknu mÙkjmÙkjmÙkjmÙkj 

ueLrs! ueLrs eSe 

ueLrs] lj! vki lHkh dks ueLrs 
ueLrs ljA vki dSls gSa\ cgqr vPNk] /kU;okn! vki dSls gSa\ 

Vhuk dSlh gks eSa vPNh gwaA lj vki dSls gSa\ 

 

vukSipkfjd vfHkoknu Informal greetings dk mi;ksx rc fd;k tkrk gS tc vki nksLrksa] ifjokj 
;k fdlh cgqr vPNs ifjfpr O;fDr ls ckr djrs gSaA rkfydk 1-23 esa fn, x, vukSipkfjd vfHkoknu @ 
mŸkj dks tksj ls dgsaA 

 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----23232323    %%%% vukSipkfjdvukSipkfjdvukSipkfjdvukSipkfjd vfHkoknuvfHkoknuvfHkoknuvfHkoknu     
  

vfHkoknuvfHkoknuvfHkoknuvfHkoknu mÙkjmÙkjmÙkjmÙkj 

dSls gks ueLrs ;k gk; 

vki dSls gSa\ gk;! eSa vPNk gwa! 
gk; vkils feydj vPNk yxkA 

 
tc ge yksxksa ls feyrs gSa rks ge fnu ds le; ds vuqlkj mudk Lokxr dj ldrs gSaA rkfydk 1-24 esa fn, 
x, vfHkoknu dks t+ksj ls dgsaA 

 

gSyks ueLrs dSls gks 

D;k py 
jgk gS\ vkSj D;k 

py jgk gS\ 

xqM ekWfuZax 

XkqM bofuax xqM 
vk¶Vjuwu 
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;g esjk fe= lksuw gSA ge 
,d gh d{kk esa i<+rs gSaA og 
,d vPNk laxhrdkj gSA  
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----24 % le;24 % le;24 % le;24 % le; dsdsdsds vuqlkjvuqlkjvuqlkjvuqlkj vfHkoknuvfHkoknuvfHkoknuvfHkoknu 
 

le;le;le;le; 'kqHkdkeuk,a'kqHkdkeuk,a'kqHkdkeuk,a'kqHkdkeuk,a 
lqcg ls lqcg 11-59 cts rd xqM ekWÉux 

nksigj 12 ls 'kke 5 cts 
¼nksigj dk le;½ 

xqM vk¶+VjuwuA  

'kke 5 cts ls vk/kh jkr rd xqM boÇux ¼ge vke rkSj ij yksxksa dks 'kqHk jkf= ugha dgrs gSa Hkys gh jkr 
gksA ge ckrphr ds var esa 'kqHkjkf= dgrs gSaA½ 

    
viuk vkSj nwljksa dk ifjp; nsukviuk vkSj nwljksa dk ifjp; nsukviuk vkSj nwljksa dk ifjp; nsukviuk vkSj nwljksa dk ifjp; nsuk     
 

tc vki igyh ckj fdlh ls fey jgs gSa vFkok ;fn nwljs O;fä vki ds fo"k; esa tkuuk pkgrs gSa] rc 
vkidks viuk *ifjp;* nsus dh vko';;drk gksrh gSA vki viuk uke vkSj dqN lkekU; tkudkjh tSls 
vius x`guxj] viuh ukSdjh ;k ,d Nk= ds :i esa vkids fo"k;ksa] viuh #fp;ksa vkfn ds lacaèk esa crk 
ldrs gSaA ;kn j[ksa fd viuk ifjp; nsrs le; nwljs O;fä dh rjQ ns[kdj vkSj eqLdqjkdj ckr djsaA 
;gk¡ fp= 1-18 esa dqN mnkgj.k n'kkZ, x, gSaA 

 
fp= 1-18 % vius ckjs esa crk,a 

 

ge fdlh dks muds uke crk dj] os D;k djrs gSa] ge mUgsa dSls 
tkurs gSa] ;k muds fo"k; esa dqN fnypLi ckr crkdj Hkh nwljksa ls 
feyok ldrs gSaA ;gka ,d mnkgj.k fp= 1-19 esa n'kkZ;k x;k gSA  
 

 

 
 

 
    fp= 1-19 % nwljksa dk ifjp; nsuk 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, 
ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 

 

eSa veu gwa  
eSa vkxjk ls 
jkgqy gwaA  esjk uke Vhuk 

gSA eSa d{kk 8 esa 
gwaA  

ueLrsA eSa 
vuw gwaA eq>s 
fØdsV ilan 
gSA 
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lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     

D;k vkids le{k dHkh ,slh fLFkfr esa vkÃ gS\ bl fo"k; ds lacaèk esa Ã&yÉux ikB ds çkjafHkd ohfM;ks ds 
vkèkkj ij uhps fyf[k, fd vkids fopkj ls ge fe=ksa vkSj iM+ksfl;ksa ls ckrphr dSls 'kq: djrs gSa\ ge 
fouezrk ls ckrphr dSls 'kq: dj ldrs gSa\   
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
 

vkSipkfjd vkSj vukSipkfjd vfHkoknu dh Hkwfedk fuHkk,a 
vko’;d lkefxz;vko’;d lkefxz;vko’;d lkefxz;vko’;d lkefxz;kakakaka 
uksVcqd] isu 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- Nk=ksa ds tksM+s cuk,aA 
2- izR;sd tksM+s dks nks okrkZykiksa ds ckjs esa fy[kuk pkfg, & ,d vkSipkfjd vfHkoknu ds lkFk vkSj nwljk 

vukSipkfjd vfHkoknu ds lkFkA 
3- ,d Lo;alsod tksM+h volunteer pair d{kk ds lkeus ;g xfrfof/k djrh gSA 
4- d{kk crkrh gS fd D;k blesa vkSipkfjd vkSj vukSipkfjd vfHkoknu dk lgh mi;ksx fd;k x;k gSA   

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 
 

fdlh ls feyokus dh Hkwfedk fuHkk,a 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- xfrfof/k 1 ds :Ik esa Nk=ksa ds mlh tksM+s dk mi;ksx djsaA 
2- izR;sd tksM+s dks vke rkSj ij vius nksLrksa vkSj ifjokj ls fdlh dks feyokus ds okrkZyki dks fy[kuk 

pkfg,A 
3- ,d Lo;alsod tksM+h volunteer pair bls d{kk ds lkeus iznÆ'kr djrh gSA d{kk ds Nk= fujh{k.k djrs 

gaS fd D;k ifjp; lgh <ax ls fd;k x;k gS ;k ughaA 

 

xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3 

vH;kl vkSj ppkZ & vfHkoknu  

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- dYiuk dhft, fd vki ?kj ij gSaA njokts dh ?kaVh ctrh gS vkSj vki njoktk [kksyrs gSaA bls fy[ksaA 

• tc vki vius pkpk dks njokts ij [kM+s ns[krs gSa rks vki D;k dgsaxs\ 

• tc vki vius nksLr dks njokts ij [kM+s ns[krs gSa rks vki D;k dgsaxs\ 

2- ,d Lo;alsod bls d{kk ds lkeus bls izLrqr djrk gSA v/;kid dh mifLFkfr esa d{kk esa ppkZ djsa % 
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• vius nksLrksa vkSj v/;kidksa dks ueLdkj djus ds rjhds esa D;k varj gS\ 

• nksLrksa dks ueLdkj djrs le; fofHkUUk fdu okD;ka'kksa dk mi;ksx fd;k tkrk gS\ 

• cM+kssa dks ueLdkj djrs le; fofHkUUk fdu okD;ka'kksa dk mi;ksx fd;k tkrk gS\ 

• dk;kZy; esa vius cM+ksa dks ueLdkj djrs le; fdu okD;ka'kksa dk mi;ksx fd;k tkrk gS\ 
    

 

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa     
    

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u     

uhps fn, x, iz’u ds lHkh fodYiksa dks lko/kuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAkuhiwoZd i<+sa vkSj lgh fodYi pqusaAkuhiwoZd i<+sa vkSj lgh fodYi pqusaAkuhiwoZd i<+sa vkSj lgh fodYi pqusaA  
1- buesa ls dkSu lk vkSipkfjd vfHkoknu gS\ 
¼d½ xqM ekWfuZax 

¼[k½ xqM bofuax 
¼x½ xqM vk¶Vjuwu 

¼?k½ mijksDr lHkh 
 

2- vki buesa ls fdl fLFkfr esa ^gk;* dg ldrs gSa\ 
¼d½ tc vki d{kk esa vius v/;kid ls feyrs gSaA 
¼[k½ tc vki fdlh ofj"B ls feyrs gSaA 
¼x½ tc vki ?kj ij viuh cgu ls feyrs gSaA 
¼?k½ tc vki vius nksLrksa ls fdlh nqdku ij feyrs gSaA 
 

3- fdl le; vki *xqM ekWÉux* dgrs gSa\ 

¼d½ lqcg 11 cts  
¼[k½ lqcg 9 cts 
¼x½ nksigj 2 cts  
¼?k½ lqcg 7 cts 
  

4- fdlh O;fDr dk ifjp; djkrs le; vki buesa ls dkSu lk fooj.k crk ldrs gSa\ 
¼d½ O;fDr dk uke 
¼[k½ vki O;fDr dks dSls tkurs gSa 
¼x½ O;fDr ds ckjs esa dqN fnypLi ckrsa 
¼?k½ mijksDr lHkh 
 

[k[k[k[k----    fo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’u 

1- nks ls rhu iafDr;ka fyf[k, ftudk mi;ksx vki viuk ifjp; nsus ds fy, djsaxsA 
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vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• vkSipkfjd vkSj vukSipkfjd :i ls yksxksa dk Lokxr djukA 
• viuk ifjp; vU; yksxksa dks nsaA 
• vU; yksxksa dks vius nksLrksa ls feyok,aA 
    

 

Lk= 10 % vius ckjs esa crkukLk= 10 % vius ckjs esa crkukLk= 10 % vius ckjs esa crkukLk= 10 % vius ckjs esa crkuk (Talking about Self) 

 

vkidks dÃ voljksa ij Lo;a ds fo"k; esa ckr djuh iM+ ldrh gS fo'ks"k :i ls rc tc vki u, O;fä;ksa 
ls feyrs gSaA vkidks vius fo"k; esa tkudkjh ds lkFk Q‚eZ Hkjus dh Hkh vko';rdrk iM+ ldrh gSA bl 
l= esa vki lh[ksaxs fd vius fo"k; esa dSls crkuk ¼;k *ifjp;* nsuk½ gS vkSj vius fo"k; esa dSls fy[kuk gSA 
 

 
 
 
 
 
 
 
 
 

fp= 1-20 vius ckjs esa ckr djuk 
 

viusviusviusvius ckjsckjsckjsckjs esaesaesaesa ckrckrckrckr djukdjukdjukdjuk 
 

tc vki igyh ckj fdlh ls feyrs gSa] rks os vkids ckjs esa vf/kd tkuuk pkgrs gSaA vkidks fp= 1-20 esa 
fn[kk, x, vuqlkj mUgsa vius ckjs esa crkdj *ifjp;* djkus dh vko';drk gksxhA 
 

vki lkekU;r% viuk uke crkdj çkjaHk dj ldrs gSaA blds ckn vki vU; fo"k;ksa ij ckr dj ldrs gSa] 
tSls fd vki D;k djrs gSa] vkidh mez] tgka vki jgrs gSa ;k fQj mu ckrksa ;k xfrfofèk;ksa ds fo"k; esa Hkh 
tks vki ilan djrs gSa ;k ukilan djrs gSaA bu lHkh okD;ksa ds fy, vki laKk vkSj fØ;k dk mi;ksx 
djsaxsA 
 

Noun ¼laKk½ ,d *naming* 'kCn gS ftldk ç;ksx fdlh O;fä] LFkku] oLrq ;k fopkj ds fy, fd;k tkrk 
gSA laKk ds dqN mnkgj.k Ali, Delhi, football vkSj music gSaA  

 

esjk uke 
vfer gSA 

eSa d{kk 9 esa 
i<+rk gwaA 

Ekq>s xf.kr 
ilan ugha gSA 

Ekq>s bfrgkl 
ilaan gSA 
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Verb ¼fØ;k½ ,d *doing* 'kCn gS tks gesa crkrk gS fd laKk dk deZ D;k gSA fØ;k ds dqN mnkgj.k 
play, like, eat vkSj write gSaA è;ku nsa fd *ing' ls lekIr gksus okyh dqN fØ;k,a laKk ds :i esa Hkh dk;Z 
dj ldrh gSaA bldk ,d mnkgj.k Swimming gSA ge ilan vkSj ukilan ds fo"k; esa ckr djus ds fy, 
laKk vkSj *ing* ls lekIr gksus okyh fØ;kvksa dk Hkh mi;ksx dj ldrs gSa tSls  Cycling  vkSj Swimming 
 

rkfydk 1-25 n’kkZrh gS fd yksx vius ckjs esa dSls ckr djrs gSaA tksj ls i<+saA  

 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----25 % vius ckjs esa ckr djuk25 % vius ckjs esa ckr djuk25 % vius ckjs esa ckr djuk25 % vius ckjs esa ckr djuk 
 

 

uke  eSa gjh'k lsBh gwaA esjk uke vuq gSA eSa ywlh ihVj gwaA esjk uke vyh gSA 

oks D;k 
djrs gS 

eSa gkbZ Ldwy esa gwaA eSa ,d Nk= gwaA eSa fØdsV [ksyrk 
gwaA 

eSa djkVs dk vH;kl 
djrk gwaA 

vk;q esjh mez iaæg o"kZ gSA esjh mez 16 lky gSA eSa ukS lky dk gwaA 

 

eSa tYn gh 17 lky dk 
gks tkÅaxkA 

x`guxj eSa vkxjk esa jgrk gw¡A eSa eqacbZ esa jgrk gw¡A eSa xksok ls gwaA eSa iVuk ls gw¡A 

ilan eqÖks 'krjat [ksyuk 
ilan gSA 

eqÖks rSjuk ilan gSA eqÖks c<+bZxhjh ilan 
gSA 

eqÖks laxhr ilan gSA 

ukilan 

 

eqÖks xÆe;ksa dk ekSle 
ilan ugha gSA 

eqÖks xqfM+;k ilan 
ugha gSA 

eqÖks 'kksj ilan ugha 
gSA 

eqÖks QqVckWy [ksyuk 
ilan ugha gSA 

rkdrsa 
 

eSa cgqr vPNh dgkfu;ka 
fy[k ldrk gw¡A 

eSa ,d vPNk 
lkoZtfud oDrk gwaA 

eSa igsyh dks tYnh 
ls gy dj ldrk 
gwaA 

eSa Vhe dk vPNk 
f[kykM+h gwaA 

detksfj;ka 
 

eSa dk;ks± dks v/kwjk NksM+ 
nsrk gwaA 

eqÖks vklkuh ls 
xqLlk vkrk gSA 

eSa viuk le; Bhd 
ls izcaf/kr ugha dj 
ldrkA 

,d cM+s lewg ds lkeus 
cksyrs le; eSa uoZl gwaA 

 

Q‚eZ HkjukQ‚eZ HkjukQ‚eZ HkjukQ‚eZ Hkjuk     

 

dÃ ckj ckr djus ds ctk; vkidks vius fo"k; esa ,d Q‚eZ esa fy[kuk iM+rk gSA Q‚eZ Vkbi fd;k ;k 
eqfær i`"B gksrk gS ftlesa tkudkjh ds fy, fjä LFkku gksrs gSaA  

 

çR;sd Q‚eZ fHkUu gksrk gS] vr% bls Hkjus ls igys vkidks Bhd ls i<+uk pkfg,A lgh orZuh dk è;ku j[krs 
gq, lkQ v{kjksa esa QkeZ Hkjuk pkfg,A fdlh QkeZ esa O;fäxr tkudkjh ds fy, lkekU;r% rkfydk 1-22 esa 
n'kkZ, x, vuqlkj fuEu QhYM gksrs gSaA 
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Rkkfydk 1Rkkfydk 1Rkkfydk 1Rkkfydk 1----26 % QkWeZ Hkjuk26 % QkWeZ Hkjuk26 % QkWeZ Hkjuk26 % QkWeZ Hkjuk  
ukeukeukeuke ;gka vki viuk uke ntZ djsaA dHkh&dHkh vkidks igyk] e/; ¼;fn dksbZ gks½ vkSj 

miuke fy[kuk iM+ ldrk gSA 

tUetUetUetUe dhdhdhdh rkjh[krkjh[krkjh[krkjh[k ;g vkids iSnk gksus dh rkjh[k gSA bls vke rkSj ij vadksa esa fnu] ekg] o"kZ ds :i esa 
fy[kk tkrk gSA 

iriririrkkkk ;g Mkd irk gS ftlesa vkids ?kj dk uacj vkSj lM+d] {ks= vkSj 'kgj dk fooj.k 
'kkfey gSA 

fiufiufiufiu dksMdksMdksMdksM ;g ,d {ks= dh igpku djus ds fy, Mkd?kj }kjk mi;ksx dh tkus okyh la[;kvksa dk 
,d lewg gSA ;g ,d irs dk ,d egRoiw.kZ fgLlk gSA 

gLrk{kjgLrk{kjgLrk{kjgLrk{kj ¼;k NksVs¼;k NksVs¼;k NksVs¼;k NksVs 
gLrk{kj½gLrk{kj½gLrk{kj½gLrk{kj½ 

;g ,d fof'k"V rjhds ls ¼tks fdlh vkSj ds fy, dkWih djuk eqf'dy gS½ vkids uke 
;k gkFk ls fy[ks x, izkjafHkd v{kj gSaA  

 

vU; tkudkjh QkWeZ dh vko’;drkvksa ds vuqlkj Hkjh tkuh gSA 
 

mnkgj.kmnkgj.kmnkgj.kmnkgj.k 
gjh'k lsBh dk tUe 5 fnlacj 1999 dks gqvk FkkA og vkxjk esa lq[k fuokl uked ,d ?kj esa jgrs gSaA jktk 
uxj esa mudk edku uacj 13 gSA mudk iksLVy dksM 282001 gSA gjh'k us bl rjg dh O;fDrxr tkudkjh 
ds fy, ,d QkWeZ HkjkA 
 

igyk uke gjh'k  
vafre uke lsBh  
tUefrfFk 5 fnlacj 1999 ¼;k 05-12-1999½ 
irk lq[k fuokl] uacj 13] jktk uxj] vkxjk  

fiu dksM 282001 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, 
ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 

 

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     

bl fo"k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn vius ckjs esa lkspsa vkSj vius ckjs esa de 
ls de rhu okD; fy[ksa\ 

 

    
xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
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tksM+ksa esa dk;Z & viuk ifjp; nsuk vkSj QkWeZ Hkjuk 
    
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  

    
izfØ;kizfØ;kizfØ;kizfØ;k 
1- Nk=ksa ds tksM+s cuk,aA    
2- ,d QkWeZ Hkjus ds fy, vko';d fooj.k nsrs gq,] vius lkFkh ls viuk ifjp; nsaA vkids lkFkh dks viuh 

uksVcqd esa vius fooj.k ds lkFk QkWeZ Hkjuk pkfg,A tc lHkh Nk=ksa us QkWeZ Hkjuk 'kq: dj fn;k gS] rks nh 
xbZ tkudkjh dks /;ku ls i<+sa vkSj tkapsa fd D;k fooj.k lgh gSA 

3- vc] vkids lkFkh dks mlds ;k mlds fooj.k ds lkFk viuh uksVcqd esa QkWeZ Hkjrs le; mlds ckjs esa 
ckr djuh pkfg,A     

4- blds iwjk gksus ds ckn vkidks] vius lkFkh ds QkWeZ esa nh xbZ tkudkjh dh tkap djuh pkfg,A    
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lewg vH;kl & vius ckjs esa crk,a 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- izR;sd lewg esa pkj Nk=ksa dks j[ksaA 
2- Nk=ksa ls ckjh&ckjh ls iwNsa vkSj ,d&,d djds lewg esa nwljs Nk=ksa dks viuk ifjp; nsaA  
3- ikB esa lh[ks x, pj.kksa vkSj Hkkoksa dk mi;ksx djsaA ;kn j[ksa vkidks mudh ilan vkSj ukilan Hkh izLrqr 

djuh gS! izR;sd O;fDr ds ikl [kqn ds ckjs esa crkus ds fy, ,d feuV gSA 

4- tc ,d O;fDr ckr djrk gS] rks nwljksa dks mls lgh ekxZn'kZu nsuk pkfg,A 
 

    
vH;kl dk;ZvH;kl dk;ZvH;kl dk;ZvH;kl dk;Z 
vius f'k{kd dks vlkbuesaV fn[kkus ds fy, ,d Mk;jh cuk,aA vlkbuesaV esa fuEufyf[kr ‘kkfey gks ldrs 
gSa % 
• u, yksxksa ls feyus ij viuk ifjp; nsaA 
• vius nksLrksa dks viuh ilan&ukilan ds ckjs esa crk,aA 

• vkids }kjk Hkjs x, dqN QkWeZ fn[kkus ds fy, vius ifjokj ds lnL;ksa ls iwNsaA 
• vius fy, ,d gLrk{kj cuk,aA 
• ,d ljy QkWeZ cuk,aA vius nksLrksa dks dkWih nsa vkSj mUgsa QkWeZ Hkjus ds fy, dgsaA ;fn os ugha tkurs fd 

bls dSls Hkjuk gS rks mudk ekxZn’kZu djsaA  
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viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa     
    

dddd----    [kkyh LFkku Hkjsa[kkyh LFkku Hkjsa[kkyh LFkku Hkjsa[kkyh LFkku Hkjsa     

1- uhps fn, x, QkWeZ dks iwjk djus ds fy, fuEufyf[kr 'kCnksa dk mi;ksx djsaA QqVckWy vkSj rSjkdh] lkr 
o"khZ;] glu] ;kLehu] csaxyq# esaA 

¼d½ esjk igyk uke ----------------------------- gSA 

¼[k½ esjk miuke ----------------------------- gSA 

¼x½ eSa ----------------------------- gwaA 

¼?k½ eSa ----------------------------- jgrk gwaA 
¼M½ eqÖks ----------------------------- ilan ugha gSA 

 

[k[k[k[k----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u     

uhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lguhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lguhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lguhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAh fodYi pqusaAh fodYi pqusaAh fodYi pqusaA  
1. fuEufyf[kr iz’uksa ds fy, lgh mŸkj pqusa %  
,d iksLVy dksM ----------------------------- gSA  

¼d½ ljdkjh Hkou dh igpku djus ds fy, mi;ksx fd, tkus okys la[;kvksa ;k v{kjksa dk lewgA 

¼[k½ ,d dksM tks ,d ?kj dh la[;k dks crkus ds fy, mi;ksx fd;k tkrk gSA 

¼x½ fdlh {ks= dh igpku djus ds fy, Mkd?kj }kjk mi;ksx fd, tkus okys la[;kvksa ;k v{kjksa dk lewgA 

¼?k½ fofHkUUk Mkd?kjksa dh igpku djus ds fy, iz;qDr ,d dksMA 
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• mu lokyksa ds tokc nsa tks nwljs vkids ckjs esa iwNrs gSaA 
• vius nksLrksa ds lkFk viuh ilan&ukilan ds ckjs esa ckr djsaA 
• dqN cqfu;knh O;fDrxr fooj.kksa ds lkFk ,d QkWeZ HkjsaA 
    

 

Lk= 11 % iz’u iwNuk Lk= 11 % iz’u iwNuk Lk= 11 % iz’u iwNuk Lk= 11 % iz’u iwNuk (Asking Questions) 
 

ç'u ,d okD;] okD;ka'k] ;k 'kCn gS tks ;k rks tkudkjh ds fy, ;k fdlh ds Kku dh ijh{kk ysus ds fy, 
iwNk tkrk gSA ge ç'u ds var esa lnSo ,d ç'u fpà ¼\½ dk mi;ksx djrs gSaA nwljksa ds lkFk gekjs 
nSfud laidZ esa tkudkjh çkIr djus ds fy, gesa çk;% ç'us iwNus iM+rs gSa vkSj ç’uksa ds tokc nsus iM+rs 
gSaA lgh ç'u iwNus ls gesa og tkudkjh çkIr djus esa lgk;rk fey ldrh gS tks ge pkgrs gSa] tSlk fd 
fp= 1-21 esa fn[kk;k x;k gSA 
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nks vFkZ okys iz'u D;k gSanks vFkZ okys iz'u D;k gSanks vFkZ okys iz'u D;k gSanks vFkZ okys iz'u D;k gSa 
nks cqfu;knh izdkj ds iz'u gSa % laf{kIr mÙkj okys ç'u vkSj foLr`r mÙkj okys ç'uA 
 

,sls ç’u ftuds mÙkj dsoy ÞgkaÞ ;k ÞugÈÞ esa fn, tk ldrs gSa] laf{klaf{klaf{klaf{kIr Ir Ir Ir mÙkj okys mÙkj okys mÙkj okys mÙkj okys ç'uç'uç'uç'u dgykrs gSaA bldk 
dkj.k gS fd mÙkj ds fodYi lhfer ;k laf{kIr gksrs gSaA tSls] tc ge iwNrs gSa fd Þ D;k vki Hkw[ks gSa\Þ] 
mÙkj ;k rks ÞgkaÞ ;k ÞugÈÞ gks ldrk gS ¼fp= 1-22 ns[ksa½A  

 

 
fp= 1-22 % [kqys iz'u 
 
 

dÃ ckj] tc ge dksÃ ç'u iwNrs gSa] rks gesa vfèkd fooj.k ds lkFk mÙkj dh vis{kk gksrh gSA tSls fp= 1-
23 esa tc ge iwNrs gS fd Þ vki D;k [kkuk ilan djsaxs \Þ] bldk mÙkj gks ldrk gS ÞeSa ,d lsc  [kkuk 
ilan d:axkAÞ bUgsa foLr`r foLr`r foLr`r foLr`r mÙkj okysmÙkj okysmÙkj okysmÙkj okys    ç'uç'uç'uç'u dgk tkrk gS D;ksafd buds mÙkj ds fodYi laf{kIr ;k ,d 
'kCn esa ugÈ gksrs gSaA bl ekeys esa O;fä [ksy] lekpkj ;k dqN vkSj Hkh dg ldrk FkkA 
 
    
    
    

 

iz'u 

 

tkudkjh 

fp= 1-21 % iz'u vkSj tkudkjh 

D;k vki Hkw[ks
gSa 

gka 
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fp= 1-23 % foLr`r mÙkj okys ç'u 

    
    
ç'u dSls rS;kj djuk ¼;k cukuk½ç'u dSls rS;kj djuk ¼;k cukuk½ç'u dSls rS;kj djuk ¼;k cukuk½ç'u dSls rS;kj djuk ¼;k cukuk½    gSgSgSgS    
 

laf{kIr ¼laf{kIr ¼laf{kIr ¼laf{kIr ¼can fljscan fljscan fljscan fljs½½½½    okysokysokysokys    ç’u rS;kj djukç’u rS;kj djukç’u rS;kj djukç’u rS;kj djuk     
 

ge helping verbs ¼bUgsa lgk;d fØ;k,a dgk tkrk gS½ tSls be, do vkSj have dks tksM+dj laf{kIr mÙkj 
okys ç'u cuk ldrs gSaA ;s time vkSj mood ds :i esa vfrfjä tkudkjh] çnku djrs gSaA buds vykok] 
vU; auxiliary verbs ¼bUgsa modal verbs dgk tkrk gS½ Hkh gSa] tSls can, may, should tks laHkkouk vFkok 
vko';drk n'kkZrh gSaA laf{kIr mÙkj okys ç'u rS;kj djus dh ,d fofèk ;g gS fd mi;qZä 'kCnksa ds fcuk 
dksÃ okD; ysa vkSj subject ds igys ,sls 'kCn j[ksaA 
 

tSls] ‘I like it’ okD; ‘I’ subject ls igys ‘do’ 'kCn tksM+dj bls ,d laf{kIr mÙkj okys ç'u esa cnyk  tk 
ldrk gSA ;g laf{kIr mÙkj okyk ç'u curk gS% ‘Do I like it\” 
 

vU; mnkgj.k tksj ls i<+sa tks rkfydk 1-27 esa fn[kk, x, gSaA  
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----27 % laf{kIr 27 % laf{kIr 27 % laf{kIr 27 % laf{kIr mÙkj okysmÙkj okysmÙkj okysmÙkj okys    ç'uç'uç'uç'u  
okD;okD;okD;okD; fØ;kvksafØ;kvksafØ;kvksafØ;kvksa dksdksdksdks tksM+ustksM+ustksM+ustksM+us dsdsdsds cknckncknckn laf{kIr laf{kIr laf{kIr laf{kIr mÙkj okysmÙkj okysmÙkj okysmÙkj okys    ç'uç'uç'uç'u  
os gj fnu Qksu ij ckr djrs gSaA D;k os gj fnu Qksu ij ckr djrs gSa\ 

vki viuk nksigj dk Hkkstu vius nksLrksa ds lkFk 
lkÖkk djrs gSaA 

D;k vki viuk nksigj dk Hkkstu vius nksLrksa ds lkFk 
lkÖkk dj ldrs gSa\ 

 

————i;k è;ku nsai;k è;ku nsai;k è;ku nsai;k è;ku nsa %%%% subject ds vkèkkj ij helping verb ifjoÆrr gks tkrh] Çdrq main verb vifjoÆrr jgrh 
gSA tSls uhps fn, x, ç’uksa vkSj okD;ksa esa main verb ‘cook’ vifjoÆrr jgrh gS] Çdrq lgk;d fØ;k ¼do½ 
fo"k; ds vkèkkj ij ifjoÆrr gks tkrh gSA  
 

rkfydk 1-28 esa n'kkZ, x, vU; mnkgj.kksa dks tksj ls i<+dj lquk,aA  

 

    

vki D;k 
[kkuk ilan 
djsaxs 

 ,d lsc 
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rkfydk 1rkfydk 1rkfydk 1rkfydk 1----28282828    %%%% lgk;d fØ;kvksalgk;d fØ;kvksalgk;d fØ;kvksalgk;d fØ;kvksa ds lkFkds lkFkds lkFkds lkFk laf{kIr laf{kIr laf{kIr laf{kIr mÙkj okys mÙkj okys mÙkj okys mÙkj okys     ç'uç'uç'uç'u  

okD;okD;okD;okD;  lgk;d fØ;kvksalgk;d fØ;kvksalgk;d fØ;kvksalgk;d fØ;kvksa ds lkFkds lkFkds lkFkds lkFk can iz'ucan iz'ucan iz'ucan iz'u 

eSaus jkr dk [kkuk cuk;kA D;k eSa jkr dk [kkuk cukrk gw¡\ 

og jkr dk [kkuk cuk ldrh gSA D;k og jkr dk [kkuk cuk ldrh gS\ 

os jkr dk [kkuk cukrs gSaA D;k os jkr dk [kkuk cukrs gSa\ 
 

dqN ekeyksa esa ge laf{kIr mÙkj okys  ç'u cukus ds fy, subject vkSj verb dh position dks vkil esa 
ifjoÆrr nsrs gSaA ge ,sls okD;ksa ds fy, Hkh leku fofèk dk ikyu dj ldrs gSa ftuesa igys ls gh 
auxiliary verbs gSaA rkfydk 1-29 esa fn, x, vU; mnkgj.kksa dks i<+dj lquk,aA 

 

RkkfyRkkfyRkkfyRkkfydk 1dk 1dk 1dk 1----29292929    %%%% laf{kIr laf{kIr laf{kIr laf{kIr mÙkj okys mÙkj okys mÙkj okys mÙkj okys ç'uç'uç'uç'u ¼fo"k;¼fo"k;¼fo"k;¼fo"k; @@@@ fØ;kfØ;kfØ;kfØ;k dkdkdkdk vknku&iznku½vknku&iznku½vknku&iznku½vknku&iznku½ 
 

okD;okD;okD;okD;  fo"k;fo"k;fo"k;fo"k; vkSjvkSjvkSjvkSj fØ;kfØ;kfØ;kfØ;k dhdhdhdh fLFkfrfLFkfrfLFkfrfLFkfr dkdkdkdk vknku&iznkuvknku&iznkuvknku&iznkuvknku&iznku djusdjusdjusdjus dsdsdsds cknckncknckn can iz'ucan iz'ucan iz'ucan iz'u  
og ogka gSA D;k og ogka gS\ 

os vius dejs dh lQkbZ dj jgs FksA D;k os vius dejs dh lQkbZ dj jgs Fks\ 

vki esjh enn dj ldrs gSaA D;k vki esjh enn dj ldrs gSa\ 
    

foLr`r foLr`r foLr`r foLr`r mÙkj okys mÙkj okys mÙkj okys mÙkj okys ç’u cukukç’u cukukç’u cukukç’u cukuk    % ç'u okpd 'kCnksa dk ç;ksx djds% ç'u okpd 'kCnksa dk ç;ksx djds% ç'u okpd 'kCnksa dk ç;ksx djds% ç'u okpd 'kCnksa dk ç;ksx djds 
 

dqN ç’uksa dks foLr`r mÙkj okyk dgk tkrk gS D;ksafd muds tokc laf{kIr ;k ,d 'kCn esa ugÈ gksrs gSaA 
muds mÙkj esa dsoy ÞgkaÞ ;k ÞugÈÞ ls vfèkd tkudkjh nsuh iM+rh gSA ge ç'u okpd 'kCnksa tSls what, 

why, who, how, when vkSj where dk mi;ksx djds foLr`r mRrjh; ç'u cuk ldrs gSaA ;gk¡ rkfydk 
1-30 esa n'kkZ, x, vU; mnkgj.kksa dks i<+ dj lquk,aA è;ku nsa bu ç’uksa ds mÙkj dsoy ÞgkaÞ ;k ÞugÈÞ esa 
D;ksa ugÈ fn, tk ldrs gSaA 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----30 %30 %30 %30 % iz'uokpdiz'uokpdiz'uokpdiz'uokpd 'kCn'kCn'kCn'kCn dsdsdsds lkFklkFklkFklkFk [kqys iz'u[kqys iz'u[kqys iz'u[kqys iz'u  
 

foLr`r foLr`r foLr`r foLr`r mÙkj okys mÙkj okys mÙkj okys mÙkj okys     ç’uç’uç’uç’u okD;okD;okD;okD; esaesaesaesa mŸkjmŸkjmŸkjmŸkj  
rqeus D;k fd;k\ eSa ikdZ esa x;kA 

rqe ogka D;ksa x,\ eSa vius nksLr ls feyus x;k FkkA 

vki dSls x,\ eSa lkbfdy ls x;k 
    

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
 

tksM+s esa dke djuk % laf{kIr vkSj foLr`r iz'uksa dk fu/kkZj.k djuk 
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vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
  

izfØ;kizfØ;kizfØ;kizfØ;k 
1- Nk=ksa ds tksM+s cuk,aA  
2- izR;sd tksM+s ikap [kqys vkSj ikap can iz'uksa ds lkFk lHkh 10 iz'uksa ds mŸkj fy[krs gaSA 
3- tc lHkh tksM+ksa us xfrfof/k iwjh dj ysrs gSa rks ,d Lo;alsod tksM+k iwjh d{kk ds fy, vius iz'u vkSj 

mŸkj i<+rk gSA 
4- d{kk bl ij viuh izfrfØ;k nsrh gS fd D;k iz'u lgh <ax ls rS;kj fd, x, gSa ;k ughaA 
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lewg & vH;kl % iz’uksa ds mÙkj nsuk 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
uksVcqd] isu  
    

izfØ;kizfØ;kizfØ;kizfØ;k 
1- izR;sd lewg esa pkj Nk=ksa dks j[ksaA 
2- de ls de Ng iz'uksa ¼can vkSj [kqys iz'uksa lfgr½ ds lkFk pkj yksxksa ds chp ,d okrkZyki fy[ksaA  
3- ,d lewg Lo;alsod d{kk ds lkeus bl dk;Z dks djrk gSA  
4- ,d Nk= vU; Nk=ksa dks crkrk gS fd D;k iz'u lgh <ax ls rS;kj fd, x, Fks ;k ughaA 

    

    

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa     

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u     

uhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaA  
1- laf{kIr mÙkj okys  iz'u D;k gSa\ 
¼d½ ,sls iz'u ftuds dksbZ mŸkj gks ldrs gSa 
¼[k½ ,sls iz'u ftuds mŸkj ugha gSa 
¼x½ gka ;k ugha ds mŸkj okys iz'u 
¼?k½ ,sls iz'u ftuds dbZ mŸkj gSa 
 

2- buesa ls dkSu&ls foLr`r mÙkj okys  ç’u    gSa\ 
¼d½ vki dgka jgrs gSa\ 
¼[k½ D;k vki Hkw[ks gSa\ 
¼x½ vkidks dSlk yxrk gS\ 
¼?k½ D;k vki muls feys Fks\ 

 

3- buesa ls dkSu ls iz'u okpd 'kCn ugha gSa\ 
¼d½ D;k 
¼[k½ pkgrs gSa 
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¼x½ dkSu lk 
¼?k½ dSls 
 

4- Þvki i<+ jgs gSaÞ bl okD; dks ,d iz'u esa cnyus dk lgh rjhdk dkSu lk gS\ 
¼d½ vki i<+ jgs gSa\ 
¼[k½ i<+ vki jgs gSa\ 
¼x½ D;k vki i<+ jgs gSa\ 
¼?k½ i<+ jgs vki gSa\ 
 

[k[k[k[k----    fo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’u  

1- vkids fe= vkids }kjk iwNs x, 10 iz'uksa ij /;ku nsaA foLr`r mÙkj okys  ç’u    fdrus Fks\ vkids }kjk 
iwNs x, 10 laf{kIr mÙkj okys  iz’uksa dh lwph cuk,aA 

    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{kbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{kbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{kbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxse gksaxse gksaxse gksaxs 
• vius lansgksa dks gy djus ds fy, ljy iz'u iwNukA 
• laf{kIr vkSj foLr`r mÙkj okys  iz'uksa dh igpku djukA 
• foLr`r vkSj laf{kIr iz'u iwNus ds fy, lgh iz'u 'kCnksa dk mi;ksx djukA 
    

 
 

Lk= 12 % ifjokj ds ckjs esa ckr djukLk= 12 % ifjokj ds ckjs esa ckr djukLk= 12 % ifjokj ds ckjs esa ckr djukLk= 12 % ifjokj ds ckjs esa ckr djuk    
 

ifjp;ifjp;ifjp;ifjp; 

vkidk ifjokj fdruk cM+k ;k NksVk gS\ tc dksbZ vkils vkids ifjokj ds ckjs esa iwNrk gS rks 
D;k gksrk gS\ vkidk D;k dguk gS\ D;k vki vius ifjokj ds lHkh lnL;ksa dks vaxzsth esa crk 
ldrs gSa\ 
 

vkb, dqN 'kCnksa dks tkusa tks vkidks vius ifjokj ds lnL;ksa dk ifjp; nsus esa enn djsaxs 
vkSj crk,axs fd vki muls dSls lacaf/kr gSaA 

 
fp= 1-24 ifjokj 

 

u,u,u,u, 'kCn'kCn'kCn'kCn &&&& fj'rsnkjksafj'rsnkjksafj'rsnkjksafj'rsnkjksa dsdsdsds fy,fy,fy,fy, ukeukeukeuke 
D;k vki ifjokj ds fofHkUUk lnL;ksa ds vaxzsth uke tkurs gSa\ vkids ekrk vkSj firk vkids 
ekrk&firk gSaA fp= 1-24 esa vkids ,d ;k vf/kd HkkbZ ;k cgu gks ldrs gSaA 
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• vaxzsth esa] ekrk vkSj firk nksuksa ds ekrk&firk dks xzSaMiSjsaV~l ¼xzSaMQknj vkSj xzSaMenj½ dgk tkrk 
gSA 

• firk vkSj ekrk nksuksa dh cgusa Øe’k% cqvk vkSj ekSlh ¼vkaVh½ dgykrh gSaA 
• firk vkSj ekrk nksuksa ds Hkkb;ksa dks Øe’k% pkpk vkSj ekek ¼vady½ dgk tkrk gSA 
• lHkh pkph vkSj pkpk ds cPpksa dks dft+u dgk tkrk gSA 
• ifr ;k iRuh ds ifjokj ds lnL;ksa dks Øe’k% lkl llqj ¼^bu&ykW* ½ ds :i esa tkuk tkrk 

gSA 
& mnkgj.k ds fy,] ifr ds HkkbZ&cgu] iRuh ds fy, cznj&bu&ykW vkSj flLVj&bu&ykW gksaxsA 
& iRuh ds HkkbZ vkSj cgu HkkbZ gksaxs& ifr ds fy, cznj&bu&ykW vkSj flLVj&bu&ykWA 
& iRuh ds ekrk&firk ifr ds fy, Qknj&bu&ykW vkSj enj&bu&ykW gksaxsA 
& ifr ds ekrk&firk iRuh ds fy, Qknj&bu&ykW vkSj enj&bu&ykW gksaxsA 
 

fp= 1-25 esa n'kkZ, x, 'kCnksa dks i<+sa vkSj vH;kl djsa 
 

 
fp= 1-25 fj'rsnkj 

 

u,u,u,u, 'kCn'kCn'kCn'kCn &&&& 'kCn'kCn'kCn'kCn tkstkstkstks laca/klaca/klaca/klaca/k fn[kkrsfn[kkrsfn[kkrsfn[kkrs gSagSagSagSa 
 

D;k vkius 'kCnksa dks uksfVl fd;k\ ¼esjs] firk] ekrk] muds½ 
 

^firk dh cgu* esa ^'kCn* firk dh laKk ¼noun½ ^cgu* ds lkFk laca/k dk o.kZu djrk gSA ;fn 
vkidks ;kn gS] tks 'kCn fdlh laKk ¼noun½ ;k loZuke ¼pronoun½  dk o.kZu djrs gSa] mUgsa 
fo'ks"k.k dgk tkrk gSA fo'ks"k.k ds izdkj tks laca/kksa ;k LokfeRo ¼dCts½ dk o.kZu djrs gSa] mUgsa 
Possessive Adjectives ds :i esa tkuk tkrk gSA 
 

yksxksa vkSj pht+ksa ds ekfyd ds chp laca/k fn[kkus ds fy, Possessive Adjectives dk mi;ksx 
fd;k tk ldrk gSA 
 

lkekU; laca/k 'kCn rkfydk 1-31 esa fn, x, gSaA 'kCn tksj ls dgsa vkSj i<+saA 
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rkfydk 1-31 laca/k fn[kkus okys 'kCn & Possessive Adjectives 

‘kCn ‘kCn ‘kCn ‘kCn     vFkZvFkZvFkZvFkZ    mnkgj.k 1mnkgj.k 1mnkgj.k 1mnkgj.k 1    mnkgj.k 2mnkgj.k 2mnkgj.k 2mnkgj.k 2    
esjs 
 

eq>ls lacaf/kr @ lacaf/kr gS esjh ek¡ f'kf{kdk gSA ;g esjh fdrkc gSA 

vki 
 

vkils lacaf/kr @ lacaf/kr gS vkidh cgu dgka gS\ 
 

D;k ;s vkidh fdrkc 
gS\ 

mls 
 

mlls lacaf/kr @ lacaf/kr gS mlds ppsjs HkkbZ 
fØdsV [ksyrs gSaA 

ogh mldk ?kj gSA 

vki 
 

vkils lacaf/kr @ lacaf/kr gS og vius firk ls 
I;kj djrh gSA 

eqÖks vkidh Mªsl ilan 
gSA 

bldk 
 

blls lacaf/kr @ lacaf/kr gS cPpk viuh eka dh 
ryk'k dj jgk gSA 

xsan dks bldh txg 
ij j[ksaA 

gekjh 
 

gekjs lkFk @ ls lacaf/kr gS gekjs nknk&nknh 
f'keyk esa jgrs gSaA 

ge vius Ldwy ls 
I;kj djrs gSaA 

muds 
 

muls lacaf/kr @ lacaf/kr gS ekrk&firk muds cPpksa 
dh ns[kHkky djrs gSaA 

geus muds ?kj dk 
nkSjk fd;kA 

 

ge ekfyd ;k lacaf/kr O;fDr dks fn[kkus ds fy, lkbu ¼*½ vkSj 's' dk Hkh mi;ksx djrs gSa] 
tSlk fd rkfydk 1-32 esa fn[kk;k x;k gSA 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----32323232 LokfeRoLokfeRoLokfeRoLokfeRo ;k;k;k;k laca/klaca/klaca/klaca/k fn[kkus okysfn[kkus okysfn[kkus okysfn[kkus okys 'kCn'kCn'kCn'kCn ;s;s;s;s ggggSaSa S aS a 
‘kCn ‘kCn ‘kCn ‘kCn     vFkZvFkZvFkZvFkZ    mnkgj.k 1mnkgj.k 1mnkgj.k 1mnkgj.k 1    mnkgj.k 2mnkgj.k 2mnkgj.k 2mnkgj.k 2    
firk firk ls lacaf/kr @ 

lacaf/kr gS 
esjs firk dh cgu 
gels I;kj djrh gSA 

esjs firk dh dkj dk 
jax yky gSA 

eka eka ls lacaf/kr @ 
lacaf/kr gS 

esjh eka dh eka esjh 
ukuh gS 

esjh eka dk dke dHkh 
[kRe ugha gksrkA 

jfo jfo ls lacaf/kr @ 
lacaf/kr gS 

jfo dh cgu esjh 
nksLr gS 

jfo dk ?kj cgqr nwj 
gSA 

Jh 'kekZ Jh 'kekZ ls lacaf/kr 
@ lacaf/kr gSa 

Jh 'kekZ pkpk cgqr 
cw<+s gSaA 

Jh 'kekZ dk dk;kZy; 
vPNh rjg ls txexk 
jgk gSA 

 

bu iafDr;ksa dks if<+, D;ksafd Vhuk vius ifjokj ds ckjs esa ckr djrh gSA mu 'kCnksa dks uksfVl 
djsa ftUgsa js[kkafdr fd;k x;k gS vkSj ftu laca/kksa dks js[kkafdr fd;k x;k gSA 
• esjk uke Vhuk gSA 
• esjh ek¡ f'kf{kdk gSA 
• esjs firk ,d gksVy esa dke djrs gSaA 
• esjs HkkbZ dk uke jkt gS vkSj esjh cgu dk uke vatw gSA 
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• esjs rhu pkph vkSj nks pkpk gSaA 
• f'keyk esa gekjs nknk&nknh jgrs gSaA eqÖks muds ?kj tkuk cgqr ilan gS ysfdu ;g gekjs 

Ldwy ls cgqr nwj gSA 
 

vki vius ifjokj dk dSls o.kZu djasxs\ 
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

xfxfxfxfrfof/k 1rfof/k 1rfof/k 1rfof/k 1 

tksM+s esa dk;Z & ifjokj ds ckjs esa ckr djuk 
vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
dksbZ ugha   
    

izfØ;kizfØ;kizfØ;kizfØ;k 
1-  Nk=ksa ds tksM+s cuk,aA 
2-  vius lkFkh ls mlds ;k mlds ifjokj ds ckjs esa dksbZ ikap loky iwNsaA lkFkh dks mlds ;k 

mlds ifjokj ds lnL;ksa ds ckjs esa ckr djds vkids lokyksa dk tokc nsuk gksxkA 
3-  fQj lkFkh vkils vkids ifjokj ds ckjs esa dksbZ Hkh ikap loky iwNsxk vkSj vkidks vius 

ifjokj ds ckjs esa ckr djuh gksxhA  
xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

ifjokj ds laca/kksa dh Hkwfedk fuHkk,a  

vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
isu vkSj isij   
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1-  izR;sd lewg esa ikap ls vkB Nk=ksa dks ysdj lewg cuk,aA 
2-  ifjokj ds lnL;ksa ds uke] tSls fd firk] ekrk] pkpk] HkkbZ] ppsjs HkkbZ] vkfn ds lkFk fpV 

cuk;saA ,d fpV [kkyh NksM+ nsaA 
3-  lHkh dks ,d Hkwfedk pquuh pkfg, vkSj ml Hkwfedk ds vuqlkj dk;Z djuk pkfg,A ftl 

O;fDr dks [kkyh fpV feyh gS] og ifjokj esa mudh Hkwfedk ds ckjs esa ckdh lHkh ls loky 
iwNsxkA 

4-  gj dksbZ ,d nwljs ls vius laca/kksa ds ckjs esa ckr djsaxsA mnkgj.k ds fy,] eSa vkidk firk 
gwaA ;s rqEgkjs pkpk gSaA 

5-  fQj [kkyh fpV okys O;fDr dks d{kk esa ^ifjokj* dk ifjp; fn;k tk,xkA    
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viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa     

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u     

uhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaA  
1- vkidh eka ;k firk dh cgu vkidh ------------------------------------------- gS 
¼d½ ekrk&firk 
¼[k½ cgu 
¼x½ pkpk 
¼?k½ cqvk @ekSlh 
 

2- vkids pkpk ds cPps vkids --------------------------------- gSaA 
¼d½ ekrk&firk 
¼[k½ ppsjs HkkbZ 
¼x½ HkkbZ&cgu 
¼?k½ cgu 
 

3- ,d llqj esjk ----------------------------------- gSA 
¼d½ eka ds firk 
¼[k½ ppsjs HkkbZ ds firk 
¼x½ pkpk ds firk 
¼?k½ ifr ;k iRuh ds firk 
 

4- vkids firk ;k ekrk dk HkkbZ vkidk -------------------------------------- gS 
¼d½ ppsjs HkkbZ 
¼[k½ pkpk @ekek 
¼x½ ekrk&firk 
¼?k½ HkkbZ 
 

[k[k[k[k----    fo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’u     
1- vius ifjokj dk o.kZu 5&8 okD;ksa esa djsaA 
 

vkius D;k lh[vkius D;k lh[vkius D;k lh[vkius D;k lh[kkkkkkkk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• vius ifjokj ds ckjs esa ckr djsa vkSj fj'rksa dk o.kZu djsaA 
• mu phtksa ds ckjs esa ckr djus ds fy, ^izHkko'kkyh fo'ks"k.kksa* dk mi;ksx djsa tks vkids ;k 

vU; ds gSaA 
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Lk= 13 % vknrsa vkSj fnup;Lk= 13 % vknrsa vkSj fnup;Lk= 13 % vknrsa vkSj fnup;Lk= 13 % vknrsa vkSj fnup;kZ dk o.kZu djukkZ dk o.kZu djukkZ dk o.kZu djukkZ dk o.kZu djuk    
 

,d vknrvknrvknrvknr ¼fp= 1-26½ ,d vH;kl gS ftldk ge ikyu djrs gSa] fo'ks"k :i ls ,d ftls jksduk 
;k NksM+uk cgqr dfBu gSA mnkgj.k ds fy,] fdlh fo'ks"k le; ij mBuk ,d vknr gSA 

 

 
fp= 1-26 vknrsa 

 

,d fu;r le; ij xfrfof/k;k¡ djus dk ,d fu;ferfu;ferfu;ferfu;fer] Øec) rjhdk gSA dqN okD;ka'k gSa ftudk 
mi;ksx vkidh fnup;kZ dk o.kZu djus ds fy, fd;k tk ldrk gSA dqN 'kCn tSls gj fnu] 
vke rkSj ij ¼;k lkekU; rkSj ij½] ges'kk] dHkh&dHkh] dHkh ugha] vkfn] dk gekjh vknrksa vkSj 
fnup;kZ dk o.kZu djus ds fy, mi;ksx fd;k tk ldrk gSA 

 

vkvkvkvknrnrnrnr vkSjvkSjvkSjvkSj fnup;kZfnup;kZfnup;kZfnup;kZ dhdhdhdh vo/kkj.kkvo/kkj.kkvo/kkj.kkvo/kkj.kk &&&& fiz;kfiz;kfiz;kfiz;k dk dk dk dk fnfnfnfnuuuu 
fiz;k viuh nSfud fnup;kZ dk o.kZu ,d nksLr ls dSls djsxh\ rkfydk 1-33 esa fn, x, okD;ksa 
dks tksj ls i<+saA 

 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----33333333 fiz;kfiz;kfiz;kfiz;k dhdhdhdh fnup;kZfnup;kZfnup;kZfnup;kZ 
esjhesjhesjhesjh fnup;kZfnup;kZfnup;kZfnup;kZ ;g;g;g;g gSgSgSgS 

gj fnu] eSa lqcg 7 cts mBrh gwaA 
eSa lqcg 7-30 cts Luku djrh gwaA 
lqcg 8 cts esjk uk'rk djrh gwaA 
eSa lqcg 8-30 cts Ldwy tkrh gwaA 
eSa nksigj 2-00 cts ?kj okil vkrh gwaA fQj eSaus vius 
diM+s mrkjs vkSj mUgsa QksYM fd;kA  
eSaus vius ifjokj ds lkFk 'kke 7 cts fMuj fd;kA 
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fQj eSa crZu /kksus esa enn djrh gwaA 
eSa jkr 8 cts Vhoh ns[krh gwaA  
eSa jkr dks 9-00 cts lks tkrh gwaA 

  

mijksDr lHkh pj.k] ,d ds ckn ,d] fiz;k dh fnup;kZ cukrs gSaA og mUgsa jkstkuk] mlh Øe esa 
djrh gS! dqN vknrsa gSa ¼tSls Luku djuk] Vhoh ns[kuk½ vkSj dqN dke ;k dk;Z ¼tSls crZu 
/kksuk½ gSaA 
 

vkb, ns[krs gSa fd fiz;k viuh lgsfy;ksa dks jhuk dh vknrksa ¼vke rkSj ij og tks dke djrh 
gS½ ds ckjs esa crkrh gSA rkfydk 1-34 esa fn, x, okD;ksa dks tksj ls i<+sa ¼igys fiz;k ds laokn 
i<+sa vkSj fQj jhuk ds laokn i<+sa½A 
 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----34343434 fiz;kfiz;kfiz;kfiz;k dhdhdhdh vknrsavknrsavknrsavknrsa 

fifififiz;kz;kz;kz;k    jhukjhukjhukjhuk    
gk; jhuk! gk; fiz;k] rqEgkjs cky fdrus vPNs yx jgs gSaA 
/kU;okn jhuk thA eSa ges'kk rsy vkSj da?kh 
djrh gwaA 

;g ,d vPNh vknr gSA eSaus dHkh vius ckyksa 
esa rsy ugha yxk;kA 

vkidks djuk pkfg, jhukA D;k vkius foKku 
dk gkseodZ iwjk dj fy;k gS\ 

gka eSaus fd;k gSA eSa ges'kk viuk gkseodZ le; 
ij iwjk djrh gwaA 

;g ,d vPNh vknr gSA eSaus gkseodZ iwjk ugha 
fd;k gSA eSa dHkh&dHkh viuk gkseodZ [kRe 
djuk Hkwy tkrh gwaA  

Çprk u djsa] vkb, eSa gkseodZ esa vkidh enn 
djrh gwaA 

 

,sls 'kCn tks cksYM gSa & ges'kges'kges'kges'kk]k]k]k]    dHkhdHkhdHkhdHkh ugha]ugha]ugha]ugha]    dHkh&dHkhdHkh&dHkhdHkh&dHkhdHkh&dHkh & tc vki ,d xfrfof/k djrs gSa] rks 
bldk o.kZu djus ds fy, mi;ksx fd;k tkrk gSA mUgsa vko`fŸkvko`fŸkvko`fŸkvko`fŸk dhdhdhdh fØ;kfØ;kfØ;kfØ;k dgk tkrk gSA ;s crkrs 
gSa fd fdruh ckj dqN gksrk gSA os vknrksa dk o.kZu djus esa mi;ksxh gSaA bl rjg ds 
fØ;kfo'ks"k.k ds vU; mnkgj.k rkfydk 1-35 esa fn[kk, x, gSaA 

 

rkfydk 1rkfydk 1rkfydk 1rkfydk 1----35353535 fØ;k fo’ks”k.k fØ;k fo’ks”k.k fØ;k fo’ks”k.k fØ;k fo’ks”k.k vko`fŸkvko`fŸkvko`fŸkvko`fŸk ¼¼¼¼ Adverbs of Frequency½½½½    
fu;fer xfrfof/k;ksa ds fy, lkIrkfgd] nSfud] okÆ"kd] ges'kk eSa lkIrkfgd :i ls eafnj 

tkrk gwaA 
vfu;fer xfrfof/k;ksa ds fy, dHkh&dHkh] vDlj] 'kk;n gh 

dHkh 
eSa dHkh&dHkh eafnj tkrk gwaA 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    

 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
  

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
 

tksM+h esa dke & vknrksa vkSj fnup;kZ ij ppkZ djuk 
vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
uksVcqd] isu 
izfØ;kizfØ;kizfØ;kizfØ;k    
1-  Nk=ksa ds tksM+s cuk,aA  
2-  nksuksa lkFkh bl izk:Ik esa dh rkfydk cuk,a ¼vki fooj.k cny ldrs gSa½A 
 

Lke;Lke;Lke;Lke;    blblblbl le;le;le;le; eSaeSaeSaeSa D;kD;kD;kD;k d:ad:ad:ad:a\\\\ 
lqcg 6 & lqcg 6-30 eSa mBrk gwa vkSj fnu ds fy, rS;kj gks tkrk gwaA 
lqcg 6-30 & lqcg 7-00 cts eSa ugkrk gw¡A 
 --- vkSj blh rjg --- 

 

3-  viuh uksVcqd esa viuh nSfud xfrfof/k;ksa ds ckjs esa bl rkfydk dks Hkjus ds fy, 5 feuV 
dk le; ysaA vius lkFkh ls mudh fnup;kZ ds ckjs esa iwNsaA /;ku ls lqusaA vc vkidk 
lkFkh vkils vkidh fnup;kZ ds ckjs esa iwNsxkA muds fy, viuh fnup;kZ dks i<+saA 

4-  viuh uksVcqd esa ,d rkfydk cuk,a vkSj bls vius lkFkh ds fu;fer fooj.k ds lkFk HkjsaA 
5-  viuh uksVcqd dks ,Dlpsat djsa vkSj izR;sd lkFkh ;g tkap djsxk fd lkFkh us lHkh fooj.k 

lgh Hkjs gSa ;k ughaA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
lewg&vH;kl & fnup;kZ dk o.kZu djuk 
vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
uksVcqd] isu 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- izR;sd lewg esa ikap yksxksa ds lkFk lewg cuk,aA 
2- ,d usrk pqusaA lewg ds usrk izR;sd Nk= dks ,d Hkwfedk lkSaisaxs % fQYe LVkj] f[kykM+h] 
jktuhfrK] f'k{kd] MkWDVj vkfnA fQj] vius pfj= dh nSfud fnup;kZ ds ckjs esa lkspsaA 
3- usrk Nk= dk lk{kkRdkj djsxkA igyk Nk= nwljs Nk= dk lk{kkRdkj ysxk bR;kfnA 
4- var esa] ik=ksa dh fnup;kZ ds ckjs esa ppkZ djus ds fy, dqN le; ysaA 
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viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa        
 

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u     

d- lgh fodYi dk mi;ksx djds fjDr LFkku Hkjsa 
1- vko`fŸk ds lgh fØ;kfo'ks"k.k fyf[k, ftudk mi;ksx izR;sd okD; ds fo#) fuEufyf[kr okD;ksa 
esa fd;k tk ldrk gS ¼fodYi & 'kk;n gh dHkh] vkerkSj ij] ges'kk] dHkh ugha½ 
¼d½ eSa gj fnu uk'rk djrk gwa A ---------------------------------------------- 
¼[k½ eSa dkWQh fcYdqy ugha ihrkA ---------------------------------------------- 
¼x½ ,d ckj tc eSa leqæ rV ij tkrk gwaA ---------------------------------------------- 
¼?k½ eSa vke rkSj ij Ldwy ds ckn fØdsV [ksyrk gwaA ---------------------------------------------- 
¼³½ eSa nksigj esa 'kk;n gh lksrk gw¡A ---------------------------------------------- 
 

2- fuEufyf[kr esa ls dkSu lk dke ¼;k dke½ gS vkSj dkSu lh vknrsa gSa\ dkeksa dks ^lh* vkSj 
vknrksa dks ^,p* ds :i esa fpfºur djsaA 
¼d½ eSa gj fnu vius diM+s /kksrk gwaA ---------------------------------------------------- 
¼[k½ jkr ds [kkus ds ckn] eSa crZu /kksrk gwaA ---------------------------------------------------- 
¼x½ jfookj dks eSa viuk ?kj lkQ djrk gwaA ---------------------------------------------------- 
¼?k½ eSa jkr 10 cts lks tkrk gwaA ---------------------------------------------------- 
¼M½ eSa gj lqcg vius nkar cz'k djrk gwaA ---------------------------------------------------- 
 

[k[k[k[k----    lgh Øe esa lgh Øe esa lgh Øe esa lgh Øe esa O;ofLFkrO;ofLFkrO;ofLFkrO;ofLFkr djsadjsadjsadjsa        
1- ^gj le;* ls ^gj le; ugha* ds Øe esa vko`fŸk ds fuEufyf[kr fo'ks"k.kksa dks O;ofLFkr djsaA 
2- 'kk;n gh dHkh ¼;k 'kk;n gh dHkh½( dHkh ugha( vDlj( dHkh dHkh( vke rkSj ij( ges'kk 
 

xxxx----    fo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’u  

1- mu vknrksa dks fy[ksa ftUgsa vki cukuk pkgrs gSa ;k ftUgsa vki NksM+uk pkgrs gSaA 
2- viuh vafre ijh{kk ds ,d eghus ckn esa vki tks :Vhu viuk,axs] mls fy[ksaA 
    

 

vkius vkius vkius vkius D;k lh[kkD;k lh[kkD;k lh[kkD;k lh[kk\\\\    
 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• viuh fu;fer xfrfof/k;ksa vkSj dk;ks± dk o.kZu djsaA 
• lgh Øe esa] gj fnu vkidh vkSj vU; yksxksa dh xfrfof/k;ksa dk o.kZu djsaA 
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Lk= 14 % fn’kk ds ckjs esa iwNukLk= 14 % fn’kk ds ckjs esa iwNukLk= 14 % fn’kk ds ckjs esa iwNukLk= 14 % fn’kk ds ckjs esa iwNuk    
 

ifjp;ifjp;ifjp;ifjp;    
 

D;k vki dHkh [kks x, gSa vkSj fp= 1-27 ds :i esa vU; yksxksa ls fn'kk iwNh gS\ D;k vkius 
dHkh&dHkh nwljksa dks fn’kk crkbZ gSa\ bl ikB esa] vki fdlh LFkku dks Li"V djuk vkSj Li"V 
funsZ'k nsuk lh[ksaxsA 

 
fp= 1-27 fn'kk,a 

 

dSlsdSlsdSlsdSls iwNsaiwNsaiwNsaiwNsa ;k;k;k;k fn'kk&funsZ'kfn'kk&funsZ'kfn'kk&funsZ'kfn'kk&funsZ'k nsansansansa 
 

tc vkidks fdlh ubZ txg ij tkus dh vko';drk gksrh gS rks vki D;k djrs gSa\ vki fdlh 
ls iwNrs gSa ;k uD'ks dk mi;ksx djrs gSaA tc vki fdlh ls iwNrs gSa rks vki fouezrk ls iwNrs 
gSaA ^ekQ dhft,* dgdj ;k mudk vfHkoknu djds 'kq#vkr djsaA 
 

ml LFkku ds fy, Li"V :i ls iwNsa tgka vki igqapuk pkgrs gSa ¼mnkgj.k ds fy,] dsaæh; 
fo|ky;] jktk uxj] jsyos LVs'ku] dfo uxj Mkd?kj] ,d Hkou ds vanj izos'k dk;kZy;½ tSlk fd 
rkfydk 1-36 esa fn[kk;k x;k gSA 
 

rkfydk 1-36 fn'kkvksa ds fy, iwNuk 
ekQ dhft,] D;k vki eqÖks us'kuy cSad dk jkLrk crk ldrs gSa\ 
ekQ dhft,] jsyos LVs'ku dkSu lk jkLrk gS\ 
ekQ dhft,] D;k vki xka/kh jk"Vªh; laxzgky; dk jkLrk tkurs gSa\ 
D;k vki eqÖks Vkmu gkWy ls vius ?kj igqapus dh fn'kk crk ldrs gSa\ 
 

nwljk O;fDr vke rkSj ij vkidks crk,xk fd vkidks fdl fn'kk esa tkuk pkfg,] fdruh nwj] vkSj 
tgka vkidks eksM+ ij tkus dh vko';drk gSA fn'kk crkus ds fy, dqN 'kCn fp= 1-28 esa fn[kk, 
x, gSaA 

 

fp= 1-28 fn'kk crkus ds fy, ‘kCn  
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;fn dksbZ vkils fn’kk iwNrk gS] rks vkidks mlh fof/k dk mi;ksx djuk pkfg,A ;g lqfuf'Pkr 
djus ds fy, fn’kkvksa dks nksgjk,a fd vkius lgh rjhds ls leÖkk gSA  
 

tkus ls igys vkidks ml O;fDr dk /kU;okn djuk pkfg, ftlus vkidh enn dhA nwljksa dks 
/kU;okn nsus ds fy, mi;ksx fd, tkus okys dqN 'kCn ;k okD;ka'k rkfydk 1-37 esa fn, x, gSaA 
 

rkfydkrkfydkrkfydkrkfydk 1111----37373737 nwljksanwljksanwljksanwljksa dksdksdksdks /kU;okn/kU;okn/kU;okn/kU;okn    nsuknsuknsuknsuk 
okD;ka'kokD;ka'kokD;ka'kokD;ka'k    dcdcdcdc bLrsekybLrsekybLrsekybLrseky djsadjsadjsadjsa 

vkidk /kU;okn tc dksbZ vkidh enn djrk gS rks ;g tokc nsus dk fouez rjhdk gSA 
/kU;okn ;g mŸkj nsus dk ,d vkSj fouez rjhdk gS] ysfdu vf/kd lgt gS ¼dsoy 

nksLrksa ;k ifjokj ds lkFk mi;ksx fd;k tkuk pkfg,½A 
eSa ljkguk djrk gwa ;g tokc nsus dk ,d vkSj fouez rjhdk gS tc dksbZ vkids fy, dqN 

djrk gSA 
eSa okLro esa mldh 
ljkguk djrk gwa 

vki bldk mi;ksx fdlh ,sls O;fDr ds fy, dj ldrs gSa tks vkidh 
fdlh rjhds ls enn djrk gSA 

 

tc nwljs vkidk /kU;okn djrs gSa] rks vkidks ^osyde* ;k ^;w vkj osyde* dguk pkfg,A 

 

vf/kdvf/kdvf/kdvf/kd ySaMekDlZySaMekDlZySaMekDlZySaMekDlZ dkdkdkdk mi;ksxmi;ksxmi;ksxmi;ksx djrsdjrsdjrsdjrs gq,gq,gq,gq, fn'kk&funsZ'kfn'kk&funsZ'kfn'kk&funsZ'kfn'kk&funsZ'k 
 

;fn vki mfYyf[kr    ySaMekdZySaMekdZySaMekdZySaMekdZ ¼LFkkuksa tks vPNh rjg ls tkuk tkrk gS ;k vklku irk yxkus ds 
fy,½ ,d cl LVSaM] ,d Ökhy] ,d iqy] cM+s dk;kZy;ksa vkSj Ldwyksa] vkfn tSls fn’kk funsZ’kksa dk 
mYYys[k djrs gSa rks cgqr mi;ksxh gSA 
 

izfl) LFkkuksa esa ls LFkku dk mi;ksx dj fn'kk&funsZ'k nsus ds fy,] ge ^iwoZ LFkku* 
¼‘prepositions’½ uked LFkku ;k fLFkfr esa 'kCnksa dk mi;ksx djsaA ¼lqÖkko% iwoZlxZ fLFkfr fn[kkrs 
gSa½A dqN vU; izLrko gSa tks le; fn[kkus ds fy, mi;ksx fd, tkrs gSa] ysfdu bl ikB esa ge 
fLFkfr ds 'kCnksa dk mi;ksx djds vH;kl djsaxsA 
 

buesa ls dqN 'kCn gSa & ij]ij]ij]ij]    dsdsdsds ikl]ikl]ikl]ikl]    foijhr]foijhr]foijhr]foijhr]    dsdsdsds lkeusAlkeusAlkeusAlkeusA 
 

 
fp= 1-29 fLFkfr dk o.kZu 
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fp= 1-30 fdlh LFkku ¼dkWlekWl ekWy½ dks fn'kk nsus ds mnkgj.k fn[kk;k tkrk gSA ikl ds LFkyksa 
ds vk/kkj ij fn'kk nsus ds fy, fofHkUUk izLrkoksa dk mi;ksx fd;k x;k gSA 
 

 

fp= 1-30 ySaMekdZ ds vk/kkj ij LFkkuksa dk o.kZu djsa 
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewg & vH;kl % Hkwfedk fuHkkuk  

vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
uksVcqd] isu  
 

izfØ;k 
1- izR;sd lewg esa rhu Nk=ksa dks ysdj lewg cuk,aA 
2- vyx&vyx txgksa ds fy, fn’kk crkus dk vH;kl djsaA vkids f'k{kd dqN LFkkuksa dk lqÖkko 
ns ldrs  gSa ;k vki mnkgj.k ds :i esa vius 'kgj ds LFkkuksa dk mi;ksx dj ldrs gSaA 
3- ppkZ djsa fd D;k izR;sd O;fDr lgh fn'kk&funsZ'k nsus esa l{ke FkkA 
4- bl xfrfof/k ls vkius D;k lh[kk] bl ij ppkZ djsaA 
 
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111    
lkSis x, dk;Z & uhps fn, x, izrhdksa }kjk fn[kkbZ xbZ fn'kk dks fy[ksaA 
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viuh izxfr tkviuh izxfr tkviuh izxfr tkviuh izxfr tkapsaapsaapsaapsa        
 

dddd----    okD;ksaokD;ksaokD;ksaokD;ksa dksdksdksdks iwjkiwjkiwjkiwjk djusdjusdjusdjus dsdsdsds fy,fy,fy,fy, fn,fn,fn,fn, x,x,x,x, izLrkoksaizLrkoksaizLrkoksaizLrkoksa ¼¼¼¼ikj] ds]ikj] ds]ikj] ds]ikj] ds]    esa]esa]esa]esa]    ls½ls½ls½ls½ dkdkdkdk mi;ksxmi;ksxmi;ksxmi;ksx djdsdjdsdjdsdjds fjDrfjDrfjDrfjDr LFkkuLFkkuLFkkuLFkku 
HkjsaAHkjsaAHkjsaAHkjsaA 
1- iqy ls ------------------- tk,a vkSj nwljh rjQ vkidks ,d ikdZ fn[kkbZ nsxkA 
2- ck,¡ eqM+sa ------------------------------ ,dsfl;k ysuA 
3- v[kckj dh nqdku ij tk,a vkSj rc rd pysa tc rd fd vki ,d iqy ------------ u vk tk,aA 
4- bekjr ------------------------- ckgj tk,a vkSj ck,a eqM+saA 
 

[k[k[k[k----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u     

uhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaAuhps fn, x, iz’u ds lHkh fodYiksa dks lko/kkuhiwoZd i<+sa vkSj lgh fodYi pqusaA  
1- fuEufyf[kr esa ls dkSu lk fdlh dks /kU;okn nsus dk lgh rjhdk gS\ 
¼d½ vkidks /kU;okn 
¼[k½ /kU;okn 
¼x½ eSa okLro esa bldh ljkguk djrk gwa 
¼?k½ mijksDr lHkh 
 

xxxx----    fo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’u  

1- vkids lgikBh vkids ?kj vk jgs gSaA fn’kk,a fy[ksa rkfd os vkids fo|ky; ls vkids ?kj 
rd igqap ldsaA 

    
vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• fouezrk ls fn'kk iwNsaA 

• lgh okD;ka'kksa dk mi;ksx djds fdlh O;fDr dks fofHkUUk rjhdksa ls /kU;okn nsaA 

• lgh izLrkoksa dk mi;ksx djrs gq, funsZ'k nsaA 
    

 



 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 

 
 

Lk= 1 % rkdr vkSj detksjh dk fo’ys”k.k Lk= 1 % rkdr vkSj detksjh dk fo’ys”k.k Lk= 1 % rkdr vkSj detksjh dk fo’ys”k.k Lk= 1 % rkdr vkSj detksjh dk fo’ys”k.k  (Session 1: Strength and Weakness  

Analysis) 
 

D;k vkius dHkh lkspk gS fd vkidks fdlh ,d fo"k; esa vPNs vad D;ksa feyrs gSa vkSj nwljs fo"k; esa mrus 
vPNs vad D;ksa ugÈ feyrs gSa\ vki D;k vPNh rjg ls djrs gSa ;k D;k bruh vPNh rjg ls ugÈ djrs gSa 
bldh tkudkjh gksus ls vkidks viuh dfe;ksa dks ;ksX;rkvksa esa vkSj ;ksX;rkvksa dks vlkèkkj.k izfrHkk esa 
cnyus esa lgk;rk feysxhA ;ksX;rkvksa vkSj dfe;ksa dk fo'ys"k.k djus ls bl çfØ;k esa vkidks lgk;rk 
feyrh gSA ;ksX;rkvksa vkSj dfe;ksa dk fo'ys"k.k loZçFke Lo;a dks tkuus vkSj le>us ds lkFk çkjaHk gksrk 
gSA vkb, igys dqN 'kCnksa dks leÖksa tks bl esa vkidh enn dj ldrs gSaA 
 

dqNdqNdqNdqN egRoiw.kZegRoiw.kZegRoiw.kZegRoiw.kZ 'k'k'k'kCnksaCnksaCnksaCnksa dhdhdhdh ifjHkk"kkifjHkk"kkifjHkk"kkifjHkk"kk 
    

ekU;rk,aekU;rk,aekU;rk,aekU;rk,a Beliefs  

fo'okl fuf'Pkrrk dh Hkkouk gS fd fo'ks"k :i ls tks dqN fcuk izek.k ds ekStwn gS vkSj lp gSA 
mnkgj.k ds fy,] fe=rk esa fdlh dk fo'okl ;k va/kfo'oklA 
 

eeeewY;wY;wY;wY; Values 

ewY; fdlh Hkh fl)kar ;k O;ogkj ds ekud gSa( thou esa D;k egRoiw.kZ gS] bldk ,d fu.kZ; dgs 
tk ldrs gSaA mudk fdlh O;fDr ds O;ogkj vkSj joS;s ij cM+k izHkko iM+rk gS vkSj lHkh 
ifjfLFkfr;ksa esa O;kid fn'kkfunsZ'kksa ds :i esa dk;Z djrk gSA dqN lkekU; vPNs ewY; bZekunkjh] 
lekurk] lkeqnkf;d Hkkxhnkjh vkfn gSaA 
 

ilanilanilanilan Like 

bldk lh/kk lk vFkZ gS fd ftu phtksa dk vki vkuan ysrs gSa ;k dj jgs gSaA mnkgj.k ds fy,] 
xf.kr dh leL;kvksa dks gy djuk ;k [ksy [ksyukA 

ukilUnukilUnukilUnukilUn Dislike 

;g blds foijhr gS( vki bls vLohdkj djrs gSa ;k bls djus dk vkuan ugha ysrs gSaA 
 

bb bb d
kb
Z

d
kb
Z

d
kb
Z

d
kb
Z 2 Lo&izca/ku dkS’kyLo&izca/ku dkS’kyLo&izca/ku dkS’kyLo&izca/ku dkS’ky 

(Self-Management 

Skills) 
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mnkgj.k ds fy,] fdlh ds izfr v#fp tks yksxksa ds lkFk leku O;ogkj ugha djrk gSA 

jk;jk;jk;jk; Opinion 

bldk vFkZ gS fdlh pht ds ckjs esa xfBr ,d n`f"Vdks.k ;k fu.kZ;] tks t:jh ugha fd rF; ij 
vk/kkfjr gksA mnkgj.k ds fy,] fdlh ds dsfj;j fodYi ds ckjs esa ,d jk;A  

i`"BHkwfei`"BHkwfei`"BHkwfei`"BHkwfe Background 

;g ,d O;fDr ds vuqHkoksa] izf'k{k.k vkSj f'k{kk dks lanÆHkr djrk gSA i`"BHkwfe cpiu] f'k{kk ;k 
izdkj ;k ifjokj] vkfn ls mHkj ldrh gSA 

igpkuigpkuigpkuigpku Identity 

fdlh dh igpku mlds O;ogkj ;k O;fDrxr fo'ks"krkvksa dk ,d lewg gS ftlds }kjk ,d O;fDr 
,d lewg ds lnL; ds :i esa igpkuus ;ksX; gksrk gSA O;fDr dh ukxfjdrk] /keZ ;k tkfr ls 
igpku mHkj ldrh gSA vkidh igpku vkidh jk;] fo'okl] ewY;] ilan] ukilan] /keZ vkfn dk ;ksx 
gSA ;g tkuuk egRoiw.kZ gS fd vki dkSu gSa] D;ksafd rHkh vki viuh rkdr vkSj detksfj;ksa dks 
eki ldrs gSaA 

Lo;a dks tkuuLo;a dks tkuuLo;a dks tkuuLo;a dks tkuuk k k k Knowing Yourself 

Lo;a dks tkuus dk vFkZ ;g le>uk gS fd vki dkSu gSa] vkidks D;k ilan gS] vkidks D;k ilan ugÈ gS] 
vkidh ekU;rk,a D;k gSa] vkids fopkj D;k gSa] vkidh i`"BHkwfe D;k gS] vki D;k vPNh rjg ls djrs gSa 
vkSj D;k vPNh rjg ls ugÈ djrs gSa\ ;g tkuuk egRoiw.kZ gS fd vki dkSu gSa] D;ksafd rHkh vki viuh 
;ksX;rkvksa vkSj dfe;ksa dks eki ldrs gSa ¼fp= 2-1 ns[ksa½A 

 
 

 
 
 

 
 

 
 
 

 
 

fp= 2-1 % Lo;a dks tkuuk 
 

rkdr vkSj detksjh dk fo’ys”k.krkdr vkSj detksjh dk fo’ys”k.krkdr vkSj detksjh dk fo’ys”k.krkdr vkSj detksjh dk fo’ys”k.k Strength and Weakness Analysis 

^vkRecksèk* gksuk ;k *eSa dkSu gwa\* bldk Kku gksus dk vFkZ gS] gekjh lkekU; fo'ks"krkvksa tSls gekjk uke] 
'kSf{kd ;ksX;rkvksa vkSj nwljksa ds lkFk gekjs lacaèkksa ls ijs ns[kukA okLro esa bldk vFkZ gS gekjs vanj dh 
'kfä] fNih gqÃ çfrHkk] dkS'ky vkSj ;gka rd fd dfe;ksa dks tkuukA vkb, ns[ksa fd gekjh rkdr vkSj 
detksfj;ka ¼fp= 2-2½ D;k gSaA 

fo'okl ilan 

ewY;  
 

jk;  

ukilan i`"BHkwfe 

eSa 
dkSu 

gwa 
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rkdr vkSj {kerk,arkdr vkSj {kerk,arkdr vkSj {kerk,arkdr vkSj {kerk,a os gSa tks ge 
vPNk djrs gSa vkSj bls vPNh 
rjg dj ldrs gSaA lHkh esa dqN 
rkdrsa gksrh gaSA mnkgj.k ds 
fy,] ,d O;fDr xf.kr dh 
leL;kvksa dks gy djus esa 
vPNk gS ;k fØdsV dks vPNh 

rjg ls [ksyrk gS] vkfnA 

detksfj;ka]detksfj;ka]detksfj;ka]detksfj;ka] ftUgsa ^lq/kkj 
ds {ks=* ds :i esa Hkh 
tkuk tkrk gS] tks dqN Hkh 
ge vPNk ugha djrs gSa 
vkSj og vPNk ugha gSA 
lHkh dh dqN detksfj;ka 

Hkh gksrh gSaA mnkgj.k ds fy,] dksbZ O;fDr 
le; ij ugha mB ldrk gS ;k ncko 
vkfn dk lkeuk djus esa l{ke ugha gSA 

fp= 2-2 % rkdr vkSj detksjh 
 

 

 

viuhviuhviuhviuh rkdrrkdrrkdrrkdr vkSjvkSjvkSjvkSj detksfj;ksadetksfj;ksadetksfj;ksadetksfj;ksa dksdksdksdks igpkuusigpkuusigpkuusigpkuus dhdhdhdh rduhdrduhdrduhdrduhd 

rkdr vkSj detksjh dh igpku djus ds fy, mu xfrfof/k;ksa ds ckjs esa lkspsa] ftUgsa vki djus 
esa vkuan ysrs gSa vkSj mu dkeksa dks djuk pkgrs gSa ftUgsa vki djuk ilan ugha djrs gSa ¼fp= 
2-3½A 

viuh rkdrksaviuh rkdrksaviuh rkdrksaviuh rkdrksa dk irk yxkukdk irk yxkukdk irk yxkukdk irk yxkuk 
• ;g lkspus ds fy, le; fudkysa fd vki D;k vPNk dj ldrs gSa 
• ,slk dqN vkSj Hkh lkspsa ftlesa vki ges'kk vPNs gksa 
• bl ckjs esa lkspsa fd nwljs vkids ckjs esa D;k lksprs gSa 
 

viuh detksfj;ksaviuh detksfj;ksaviuh detksfj;ksaviuh detksfj;ksa dk irk yxkukdk irk yxkukdk irk yxkukdk irk yxkuk 
• mu {ks=ksa dks bafxr djsa tgka vki la?k"kZ djrs gSa vkSj tks djuk vkidks 

eqf'dy yxrk gSA 
• nwljksa ls Lo;a ds ckjs esa feyus okyh izfrfØ;k dks ns[ksaA 
• blds ckjs esa [kjkc eglwl fd, fcuk izfrfØ;k,a [kqysiu ls ekusa vkSj viuh 

detksfj;ksa dks Lohdkj djsaA bls lq/kkj ds {ks= ds :i esa ns[ksaA 

 

 

;gka dqN iz'u fn, x, gSa ftuls vkidks viuh rkdr vkSj detksfj;ksa ¼fp= 2-4½ 
dk irk yxkus esa enn fey ldrh gSaA 

Lo;a dks leÖkdjLo;a dks leÖkdjLo;a dks leÖkdjLo;a dks leÖkdj    gegegege    djdjdjdj    ldrsldrsldrsldrs    
gSagSagSagSa 
• tkuuk fd ge D;k dj ldrs gSa 

vkSj D;k ugha 

mlmlmlml    tkudkjhtkudkjhtkudkjhtkudkjh    dsdsdsds    vk/kkjvk/kkjvk/kkjvk/kkj    ij] geij] geij] geij] ge    
djdjdjdj    ldrsldrsldrsldrs    gSagSagSagSa 

• [kqn dks csgrj cukus ds fy, ge 
D;k dj ldrs gSa 

lq/kkjlq/kkjlq/kkjlq/kkj    djdjdjdj    gegegege    bls djsaxsbls djsaxsbls djsaxsbls djsaxs 
• vius ckjs esa vkRefo'okl 

eglwl djsa 

fp= 2-3 % rkdr vkSj 
detksfj;ksa dk irk 

yxkuk 
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fp= 2-4 % rkdr vkSj detksjh dk irk yxkus ds fy, iz’u 

    
#fp;ksa#fp;ksa#fp;ksa#fp;ksa vkSjvkSjvkSjvkSj {kerkvksa{kerkvksa{kerkvksa{kerkvksa dsdsdsds chpchpchpchp varjvarjvarjvarj 
 

#fp;ka ,slh phtsa gSa ftUgsa djus esa gesa vkuan vkrk gSA #fp;ksa esa 'kkfey gks ldrs gSa % 
• ,slh xfrfof/k;ka tks vki Ldwy esa vkSj vius [kkyh le; esa djuk ilan djrs gSa tks vkidks [kq'kh nsrh gSaA 
• ,slh xfrfof/k;ka ftuds ckjs esa vki mRlqd gSa ;k ,slk dqN djuk ftls djus ds fy, dksbZ vkidks ugha 

dgsxkA 
• ,slh xfrfof/k;ka tks vki lh[kuk pkgrs gSa ;k Hkfo"; esa djuk pkgrs gSaA 
 

dÃ ckj #fp;ka ;ksX;rkvksa ls esy ugÈ [kkrh gSaA ,sls ekeyksa esa] vki ;k rks viuh {kerkvksa esa lqèkkj dj 
ldrs gSa ;k dksÃ vU; ekxZ viuk ldrs gSaA tSls] vkidks fØdsV ilan ¼#fp½ gks ldrk gS] ysfdu vki 
[ksy [ksyus esa vPNs ugha gks ldrsA ml ekeys esa] cl et+s ds fy, [ksysa ysfdu fØdsV esa 
dsfj;j cukus dk y{; u j[ksa! 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

lkspus dlkspus dlkspus dlkspus dh izkjafHkd xfrfof/kh izkjafHkd xfrfof/kh izkjafHkd xfrfof/kh izkjafHkd xfrfof/k 

bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ^QkbafMax n jkbV tkWc* ns[kus ds ckn] mu Çcnqvksa dks fyf[k, ftudk 
mi;ksx vki ohfM;ks ls viuh rkdr vkSj detksfj;ksa dks leÖkus ds fy, djsaxsA 
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

tksM+s esa dk;Z djuk & thou esa y{; 

vko’;d lkvko’;d lkvko’;d lkvko’;d lkefxz;kaefxz;kaefxz;kaefxz;ka 
isu @ isafly] uksViSM ;k dkxt dh 'khV 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- Nk=ksa ds tksM+s cuk,aA     
2- vki lHkh mu dk;ks± ;k xfrfof/k;ksa dh lwph cuk,a ftUgsa vki vPNh rjg ls dj ldrs gSaA    vius thou 

• eSa nwljksa ls vyx dSls gwa\    
• eSa nwljksa ls csgrj D;k dj ldrk gwa\    
• vU; yksx eqÖkesa D;k iz'kalk djrs gSa\ 
• eqÖks D;k djuk pkfg,\ 

• eqÖks dgka Çprk vkSj la?k"kZ djuk gS\ 
• vU; yksx dgka] dSls vkSj D;ksa eqÖkls csgrj 

izn'kZu djrs gSa\ 
• eqÖks vDlj nwljksa ls lq/kkj ds fy, D;k lykg 

feyrh gS\ 
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ds eq[; mÌs'; fy[ksaA    vius lkFkh ds lkFk vius fVIi.kh lkÖkk djsa vkSj viuh O;fDrxr fo'ks"krkvksa ij 
ppkZ djsaA    

3- ,d Lo;alsod vkrk gS vkSj d{kk ds lkeus i<+rk gSA 
 

;gka vkids Hkjus ds fy, QkWesZV gS % 
• ^eSa* ¼mnkgj.k ds fy,] eSa ,d laosnu'khy O;fDr gwa½ ds lkFk okD; 'kq: djds vki ,d O;fDr ds :i esa 

D;k ekurs gSa] bldh lwph cuk,aA 

• vkxs mu lHkh dks lwphc) djsa tks ^eSa dj ldrk gwa* ds lkFk okD; 'kq: djds vPNk dj ldrs gSa ¼mnkgj.k 
ds fy, ]eSa lqj{kk igyqvksa dh igpku dj ldrk gwa vkSj tc xokgh nsuh gks ;k Çglk vkSj nqO;Zogkj dk 
lkeuk dj jgk gks rks leFkZu ekax ldrk gwa½A 

• ^eSa d:axk* ¼mnkgj.k ds fy,] eSa [kqn dks ;ksx esa izf'kf{kr d:axk½ ds lkFk okD; 'kq: djrs gq, vki tks 
djuk pkgrs gSa mls lwphc) djsaA  

• var esa thou esa viuk mÌs'; crk,aA ^esjk mÌs'; gS* ds lkFk okD; 'kq: djsa ¼esjk mÌs'; ,d dq'ky f[kykM+h 
cuuk gS½A 

• ,d lwph cukus ls vkidks vkRe&tkx:d gksus esa enn feysxhA 
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 
 

lkSais x, dk;Z & #fp;ka vkSj {kerkvksa dh odZ’khV rS;kj djuk 
vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
Nk= ikB~¸kiqLrdsa] isu 
[ 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- izR;sd Nk= dks nks odZ’khV iwjh djuh gksrh gSa] ftuesa ls izR;sd esa dFkuksa dh lwph gksrh gSA igyh 

odZ’khV #fp;ksa ds fy, gS vkSj nwljh {kerkvksa ds fy, gSA  
2- izR;sd Nk= dks nks odZ’khV esa dFkuksa dks fpfUgr djrs le; okLrfod vkSj bZekunkj gksuk pkfg, tSlk 

fd ;g mudh [kqn dh leÖk ds fy, gS ;fn og okLrfod vkSj bZekunkj ugha gS] rks mUgsa vius 
Lo;a dh #fp;ksa vkSj {kerkvksa ds ckjs esa xyr ifj.kke feysaxsA 

3- viuh #fp;ksa ds vk/kkj ij] ,d ,sls dSfj;j ds ckjs esa lkspsa tks vki djuk pkgrs gSaA vc 
ns[ksa fd D;k vki bl dSfj;j dks QkWyks djus dh {kerk j[krs gSaA blls vkidks ;g 
igpkuus esa enn feysxh fd vkids fy, dkSu lk dSfj;j loZJs"B gSA  

    

 

odZ’khV 1 %odZ’khV 1 %odZ’khV 1 %odZ’khV 1 % esjhesjhesjhesjh #fp;ka#fp;ka#fp;ka#fp;ka D;kD;kD;kD;k gSagSagSagSa\\\\    
ØØØØ----    lalalala----        lewg 1 % #fp;kalewg 1 % #fp;kalewg 1 % #fp;kalewg 1 % #fp;ka    gkagkagkagka        ughaughaughaugha        

1- 
2- 
3- 

eqÖks yksxksa ds lewg ds lkFk dke djus esa et+k vkrk gSA 
eqÖks u, nksLr cukuk cgqr ilan gSA 
eSa u, yksxksa ds vklikl lgt eglwl djrk gwaA 
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4- 
5- 
 
6- 
7- 
8- 

eqÖks ,sls yksxksa dks lquuk ilan gS] tks eq>ls vyx fopkj j[krs gSaA 
eSa vius bykds dh leL;kvksa dh fjiksVZ uxj ikfydk @ iapk;r dks nsuk 
ilan djrk gw¡A 
eqÖks yksxksa dks mRlkgiwoZd tokc nsuk ilan gSA 
eqÖks dk;ZØe vk;ksftr djuk ilan gSA 
eSa yksxksa ds chp ds fooknksa dks gy djuk pkgrk gwaA 

 

ØØØØ----    lalalala----     

lewg 2 % #fp;ka lewg 2 % #fp;ka lewg 2 % #fp;ka lewg 2 % #fp;ka  

gkagkagkagka     ughaughaughaugha     

1- 
2- 
3- 
4- 
 
5- 
6- 
7- 

eqÖks VwYl ¼vkStkjksa½ ds lkFk dke djuk ilan gSA 
eqÖks vius gkFkksa ls phtsa cukus esa etk vkrk gSA 
eqÖks ?kweuk cgqr ilan gSA 
tc eSa laokn djrk gwa rks b'kkjksa vkSj xSj&ekSf[kd ladsrksa dk mi;ksx djuk 
ilan djrk gwaA 

eqÖks djds lh[kuk ilan gSA 
eqÖks izfrfnu [ksy [ksyuk ilan gSA 
eqÖks funsZ'kksa dk mi;ksx djds midj.kksa ;k e'khu ds dqN fgLlksa dks tksM+uk 
ilan gSA 

  

 

ØØØØ----    lalalala----     

lewg 3 % #fp;ka lewg 3 % #fp;ka lewg 3 % #fp;ka lewg 3 % #fp;ka  

gkagkagkagka     ughaughaughaugha     

1- 
2- 
3- 
4- 
5- 
6- 
7- 

eqÖks la[;kvksa ds ckjs esa tkuus esa et+k vkrk gSA 
eqÖks ?kj ij iz;ksx djuk ilan gSA 
eSa pkgrk gwa fd esjh phtsa O;ofLFkr jgsaA 
eqÖks vius vklikl gksus okyh phtksa esa ,d iSVuZ ;k rdZ ns[kuk ilan gSA 

eqÖks viuh ikWdsV euh cpkuk ilan gSA 
eqÖks flDds @ Mkd fVdV bdV~Bk djus esa et+k vkrk gSA 
eqÖks Iyku cukuk vkSj mldk vuqikyu djuk ilan gSA 

  

 

ØØØØ----    lalalala----     

lewg 4 % #fp;ka lewg 4 % #fp;ka lewg 4 % #fp;ka lewg 4 % #fp;ka  

gkagkagkagka     ughaughaughaugha     

1- 
2- 

eqÖks yksxksa dks funsZ'k nsuk ilan gSA 
eSa ubZ vo/kkj.kkvksa dks lh[kuk pkgrk gwa vkSj vius fopkjksa dks n`f"Vxr :i ls 
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3- 
4- 
5- 
6- 
7- 
8- 

O;Dr djuk pkgrk gwaA 
eqÖks u, mRikn fMtkbu djus esa etk vkrk gSA 
eSa if=dk esa ikB ds fp=ksa dks ilan djrk gwaA 

eqÖks Mªkbax djus esa et+k vkrk gSA 
eqÖks igsyh @ fot+qvy it+Yl gy djuk ilan gSA 
eqÖks ekSt&eLrh ds fy, dejs dks ltkuk ilan gSA 
eqÖks vyx&vyx jaxksa ds lkFk dke djus esa etk vkrk gSA 

 

odZ’khV odZ’khV odZ’khV odZ’khV 2222    %%%% esjhesjhesjhesjh {kerk,a{kerk,a{kerk,a{kerk,a D;kD;kD;kD;k gSagSagSagSa\\\\ 

ØØØØ----    lalalala----     

lewg 1 % {kerk,a lewg 1 % {kerk,a lewg 1 % {kerk,a lewg 1 % {kerk,a     

gkagkagkagka     ughaughaughaugha     

1- 
2- 
3- 
4- 
5- 
6- 
 

eSa nksLrksa ds chp leL;kvksa dks gy dj ldrk gwaA 
yksx esjh lykg ysrs gSaA 
eSa dk;ZØeksa ds vk;kstu vPNh rjg djrk gwaA 
yksx eqÖks ,d vPNk Jksrk dgrs gSaA 
eSa u, nksLr vklkuh ls cuk ysrk gwaA 
eSa yksxksa ds lewg ds lkFk dke dj ldrk gwaA 

  

 

ØØØØ----    lalalala----     

lewg 2 % {kerk,a lewg 2 % {kerk,a lewg 2 % {kerk,a lewg 2 % {kerk,a  

gkagkagkagka     ughaughaughaugha     

1- 
2- 
3- 
4- 
5- 
6- 
7- 
8- 
9- 
 

eSa ,FkysfVDl @ LiksV~lZ esa vPNk gwaA 
eSa 'kkjhfjd :i ls lfØ; gwaA 
eSa csgrj rjhds ls lh[krk gwaA 
eqÖks larqyu vkSj leUo; dk vglkl gSA 
eSa funsZ'kksa dk ikyu djds ,d midj.k ;k e'khu ds dqN fgLlksa dks tksM+ ldrk gwaA 

eSa midj.kksa ds lkFk vPNh rjg ls dke djrk gwaA 
eSa lapkj djus gsrq cgqr lkjs gko Hkko vkSj xSj&ekSf[kd ladsrksa dk mi;ksx djrk gwaA 
eSa vius gkFkksa dk mi;ksx djds phtsa cuk ldrk gwaA 
eSa cgqr ?kwerk gwaA 

  

 

ØØØØ----    lalalala----     

lewg 3 % {kerk,a lewg 3 % {kerk,a lewg 3 % {kerk,a lewg 3 % {kerk,a     
 

gkagkagkagka     ughaughaughaugha     

1- 
2- 
3- 

eSa fnu ds fy, viuh xfrfof/k;ksa dh ;kstuk cukrk gwaA 
eSa viuh phtksa dks ,d lgh Øe esa j[krk gwaA 
eSa vius vkl&ikl ?kVus okyh phtksa esa rdZ ns[krk gwaA 
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4- 
5- 
6- 
7- 
 

eSa viuh ikWdsV euh ls dqN izfr'kr cpk ysrk gwaA 

eSa ?kj ij dbZ rjg ds iz;ksx djrk gwaA 
eSa tYnh ls ,d lwph ds dqy dh x.kuk dj ldrk gwaA 
eSa leL;kvksa dks gy djus ds fy, pj.k&nj&pj.k n`f"Vdks.k dk ikyu djrk gwaA 

 

ØØØØ----    lalalala----     

lewg 4 % {kerk,a lewg 4 % {kerk,a lewg 4 % {kerk,a lewg 4 % {kerk,a  

gkagkagkagka     ughaughaughaugha     

1- 
2- 
3- 
4- 
5- 
6- 
7- 
 

eSa ftxlkW @ fotqvy igsyh dks gy djus esa vPNk gwaA 
eSa Li"V vkSj lVhd funsZ'k ns ldrk gwaA 
eSa vPNh rjg ls vkdÆ"kr djrk gwaA 
eSa if=dk esa ikB~; lkexzh i<+us dh rqyuk esa fp=ksa dks vf/kd ns[krk gwaA 

eSa vo/kkj.kk,a lh[krk gwa vkSj vius fopkjksa dks n`f"Vxr :i ls O;Dr djrk gwaA 
eSa QqVckWy vPNk [ksy ldrk gwaA 
eSa ekWMy cuk ldrk gwaA 

  

 

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa        
 

1- uhps nh xbZ rkfydk dks Hkjsa tks vkidh detksjh dks nwj djus ds fy, ,d dk;Z ;kstuk rS;kj djus esa 
vkidh enn dj ldrh gSA mu xfrfof/k;ksa dks igpkusa vkSj lwphc) djsa ftUgsa vki viuh detksfj;ksa ij 
lq/kkj djus ds fy, djuk pkgrs gSa vkSj viuh rkdr dk fuekZ.k djuk tkjh j[ksaxsA 

 

rkdrrkdrrkdrrkdr detksfj;kdetksfj;kdetksfj;kdetksfj;k vkidhvkidhvkidhvkidh ddddetksfj;ksaetksfj;ksaetksfj;ksaetksfj;ksa dksdksdksdks nwjnwjnwjnwj djusdjusdjusdjus dhdhdhdh dk;Zdk;Zdk;Zdk;Z 
;kstuk;kstuk;kstuk;kstuk 

mnkgj.k % eSa dbZ Hkk"kk,a cksy 

ldrk gwa 
mnkgj.k % eSa daI;wVj ugha 
leÖkrk 

Ldwy ds ckn vfrfjDr d{kkvksa ls daI;wVj 
dkS'ky esa lq/kkjA 

   
   

 
 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gkbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gkbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gkbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxssaxssaxssaxs 
• viuh [kqn dh rkdr vkSj detksfj;ksa dks lwphc) djsaA 
• vius #fp;ksa dks lwphc) djsa vkSj viuh rkdr vkSj detksfj;ksa ds fpf=r djsaaA 
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Lk= Lk= Lk= Lk= 2222    % rS;kj gksuk% rS;kj gksuk% rS;kj gksuk% rS;kj gksuk  (Grooming) 
 

Mªsflax vkids }kjk igus tkus okys diM+ksa dks lanfHkZr djrk gSA rS;kj gksuk 
[kqn dks lkQ lqFkjk vkSj lkQ ¼fp= 2-5½ fn[kkus dh izfØ;k gSA ftl rjg ls vki 
iks'kkd vkSj rS;kj gksus ls ;g lans'k feyrk gS fd vki vk'oLr vkSj LekVZ gSaA 
rS;kj gksuk grooming egRoiw.kZ gS D;ksafd os bu ckrksa esa gekjh enn djrs gS 
• lkQ lqFkjk vkSj lkQ fn[kusA 
• vius ckjs esa vkRefo'okl eglwl djusA 
• xzkgdksa lfgr nwljksa ij [kqn dh ,d vPNh lk[k cukus esaA 
 

 
 

vPNhvPNhvPNhvPNh iks'kkdiks'kkdiks'kkdiks'kkd vkSjvkSjvkSjvkSj rS;kjrS;kjrS;kjrS;kj    gksusgksusgksusgksus dsdsdsds mnkgj.kmnkgj.kmnkgj.kmnkgj.k 
 

MªsÇlx vkSj xzwÇex ds fy, dqN lkekU; ekunaM vkSj fn'kkfunsZ'k gSa] tks gj is'ks ;k O;olk; ds 
lkFk fHkUUk gksrs gSaA mnkgj.k ds fy,] ;fn vki ,d fcØh ls tqM++s ¼lsYl ilZu½ O;fDr gSa rks vkidks 
vkSipkfjd :i ls ,Dlslsjht+ ds fcuk iks’kkd igu ldrs gSa ;k esdvi ds fcuk jg ldrs gSa] ysfdu 
;fn vki ,d C;wVhf'k;u gSa] rks vkidks QS'kuscy diM+s iguuk vkSj esdvi djuk iM+ ldrk gSA 
 
 

ge vPNs ls rS;kj gksus ds fy, dqN O;kid fn'kk funsZ'kksa ¼fp= 2-6½ ij utj Mkyrs gSaA 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

fp= 2-6 rS;kj gksus ds fy, fn'kkfunsZ'k 
 
 

 

diM+sdiM+sdiM+sdiM+s 

fp= 2-5 MªsÇlx 
vkSj rS;kj gksuk    +s+s +s+s 

ckyckyckycky psgjkpsgjkpsgjkpsgjk 

• diM+s lkQ] lqFkjs vkSj 
vk;ju diM+sA     

• twrs lkQ vkSj ikWfy'k 
fd, gq, gksaA    

• jkst eksts cnysa vkSj 
ges'kk lkQ eksts igusaA    

• csYV] Tosyjh vkfn lkeku 
dks Çliy j[ksa vkSj 
vkd"kZd ughaA    

• VSVw vkSj Nsn djus ¼ukd 
;k dku esa cqans½ djus ls 
cpsaA    

 

• ckyksa dks vPNs ls da?kh 
djsa 

• bls lkQ j[kus ds 
fy, ckyksa dks fu;fer 
:i ls /kks,a 

• fu;fer :i ls cky 
dVok,a 

• lk/kkj.k gs;j LVkby 
cuk,a  

 

• fu;fer varjky ij psgjk 
/kks,a vkSj bls ukWu&vkW;yh 
j[kus ds fy, iksaNsa 

• nkarksa dks lkQ j[kus ds 
fy, fu;fer :i ls cz'k 
djsa] blesa fdlh rjg ds 
nkx vkSj muesa Qalk dksbZ 
Hkkstu ugha gksuk pkfg, 

• iku ;k xe u pck,a 
• yM+dksa dks Dyhu 'ksOM ;k 

vPNh rjg ls NaVh gqbZ 
nk<+h ;k ewaNksa ds lkFk 
gksuk pkfg, 

yM+fd;ksa dks esdvi ds fcuk 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 
 

lkspus dh izkjafHkd lkspus dh izkjafHkd lkspus dh izkjafHkd lkspus dh izkjafHkd xfrfof/kxfrfof/kxfrfof/kxfrfof/k        
 

bl fo"k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ^, MªsÇlx fMtkLVj* ns[kus ds ckn] ;g fy[ksa fd ohfM;ks esa 
D;k xyr gqvk gSA 
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

Hkwfedk fuHkkuk % MªsÇlx vkSj rS;kjh ekudksa dk mi;ksx djuk 
 

vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
isu @ isafly] uksViSM ;k dkxt dh 'khV  

 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- izR;sd lewg esa rhu Nk=ksa dks j[ksaA 
2- izR;sd lewg fuEufyf[kr fLFkfr;ksa esa ls fdlh ,d ij ,d Hkwfedk fuHkkrk gSA izR;sd lewg ds vanj] nks 

lnL; fLFkfr ds vuqlkj Hkwfedk fuHkkrs gSa vkSj rhljk lnL; voyksdu djrk gS vkSj uksV djrk gS fd 

MªsÇlx vkSj rS;kjh dk izn'kZu djus dh Hkwfedk fuHkkus esa D;k vPNk gqvk] D;k csgrj gks ldrk FkkA 
 

fLFkfrfLFkfrfLFkfrfLFkfr     

¼d½  vkidks ,d baVj Ldwy okn&fookn izfr;ksfxrk esa Hkkx ysuk gksxkA vius nksLr ds lkFk ppkZ djsa fd 

,d vPNk igyk izHkko cukus ds fy, vki D;k djsaxsA 
¼[k½  vkius ns[kk gS fd vkidk lgikBh Ldwy esa mfpr diM+s ugha igurk gSA vkidks mls MªsÇlx vkSj rS;kjh 

ekudksa ds ckjs esa f'kf{kr djuk gksxkA 
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

MªsÇlx vkSj vPNh rjg ls rS;kj grooming gksus ij vkRe&izfrÇcc Self-reflection 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
isu ;k isafly 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
2- ^gka* ;k ^ugha* okys dFkuksa dk mÙkj nsaA ;fn vkidk mÙkj ^gka* gS] rks vki igys ls gh rS;kjh ds okafNr 

ekunaMksa dk ikyu dj jgs gSaA ;fn vkidk mÙkj ^ugha* gS] rks vkidks O;fDrxr rS;kjh ds fofHkUu 
igyqvksa ij dke ‘kq: djuk gksxkA  

3- fn, x, LFkku esa ^ugha* okys mŸkjksa ds fy, lq/kkj djus ds fy, viuh ;kstuk fy[ksaA 
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dFkudFkudFkudFku     gkagkagkagka @@@@ 

ughaughaughaugha  
lq/kkjlq/kkjlq/kkjlq/kkj dsdsdsds fy,fy,fy,fy, esjhesjhesjhesjh 
;kstuk;kstuk;kstuk;kstuk 

,sls diM+s igusa tks vkidks fQV gksa 
  

lqfuf'Pkr djsa fd vkids diM+s lkQ vkSj bL=h fd, x, gSa 
  

cky lkQ vkSj ges'kk da?kh gksrs gSa 
  

nkar ges'kk lkQ vkSj cz'k fd, gq, gSa 
  

,sls twrs igusa tks lkQ vkSj ikWfy'k gksa 
  

^ugha* okys mŸkjksa ds LFkku ij lq/kkj djus ds fy, viuh ;kstuk fy[ksa 
  

    

 

 

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa        
 

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u    
    

lHkh fodYi pqus tks lgh gSaAlHkh fodYi pqus tks lgh gSaAlHkh fodYi pqus tks lgh gSaAlHkh fodYi pqus tks lgh gSaA     

1- dk;kZy; ;k dk;ZLFky ij tkrs le; fuEufyf[kr esa ls dkSu ls fp= esa mi;qDr MªsÇlx 
fn[kkbZ xbZ gS\ 

 
    ¼d½  ¼[k½        ¼x½       ¼?k½ 
 

2- tc vki lkekftd :i ls nksLrksa ls feyus ds fy, tkrs gSa] rks fuEufyf[kr esa ls dkSu lk 
iks’kkd dk fodYi vPNk gS\ 
¼d½ Ldwy ;wfuQ+kseZ 
¼[k½ vkSipkfjd 'kVZ vkSj iSaV 
¼x½ dStqvy 'kVZ vkSj thal 
¼?k½ lyokj deht 

 

3- MªsÇlx vkSj laokjuk nwljksa ij vkids lexz izHkko dks izHkkfor ugha djrk gSA 
¼d½ lgh  
¼[k½ xyr 
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• vPNh rjg rS;kjh ds ykHkksa dks lwphc) djsaA 

• rS;kjh ds fn’kkfunsZ’kksa dk ikyu djsaA 
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Lk= 3 % O;fDrxr LoPNrkLk= 3 % O;fDrxr LoPNrkLk= 3 % O;fDrxr LoPNrkLk= 3 % O;fDrxr LoPNrk  (Personal Hygiene) 

 

O;fDrxr LoPNrk [kqn dks lkQ j[kus dh vknr ;k vH;kl gSA LoPNrk gesa vius LokLF; vkSj dY;k.k 
dks cuk, j[kus esa enn djrh gSA LoLFk jgus ls vki Ldwy] dkWyst ;k dk;Z ¼fp= 2-7½ ij fu;fer :Ik 
ls mifLFkr jg ldrs gaSA 
 

  
jf'e ,d C;wVhf'k;u gS vkSj bl ckr dk fo'ks"k /;ku j[krh gS 
fd mldh lkal esa cncw u gks] D;ksafd og xzkgdksa ds utnhd 

tkdj dke djrh gSA 

iz'kkar ,d pkj flrkjk gksVy esa ,d fjlsI'kfuLV gSA og 

lqfuf'Pkr djrk gS fd mlds diM+s ges'kk fcuk fdlh ilhus ;k 
[kkus ds nkx ds fcuk vkSj lkQ gksaA 

fp= 2-7 % O;fDrxr LoPNrk ds mnkgj.k 
 

O;fDrxrO;fDrxrO;fDrxrO;fDrxr LoPNrk LoPNrk LoPNrk LoPNrk Personal Hygiene    dk egRo dk egRo dk egRo dk egRo     
O;fDrxr LoPNrk egRoiw.kZ gS D;ksafd] ;g  
• LoLFk jgus esa gekjh enn djrh gSA 
• [kqn dh ,d vPNh Nfo cukrh gSA 
• gesa viuh cncwnkj lkal] 'kjhj dh nqx±/k vkfn ds dkj.k lkoZtfud :i ls 'keZ eglwl djus ls cpkrh gSA 

 

O;fDrxrO;fDrxrO;fDrxrO;fDrxr LoPNrkLoPNrkLoPNrkLoPNrk dsdsdsds fy,fy,fy,fy, rhurhurhurhu dnednednedne 
 

ns[kHkky djukns[kHkky djukns[kHkky djukns[kHkky djuk    rS;kjrS;kjrS;kjrS;kj    gksukgksukgksukgksuk    /kks/kks/kks/kks,a ,a ,a ,a lkQ j[ksalkQ j[ksalkQ j[ksalkQ j[ksa cpsacpsacpsacpsa    LoLFk jgsaLoLFk jgsaLoLFk jgsaLoLFk jgsa 

  
 

fp= 2-8 ns[kHkky fp= 2-9 /kks,a fp= 2-10 cpsa 
• vius ckyksa dks :lh ls 

eqDr j[ksa    
• viuh Ropk ij 

vko’;drkuqlkj rsy ;k 
Øhe yxk,a    

• vius nkarksa dks jkstkuk 
cz'k djsa    

• tc vkidk VwFkcz'k [kjkc 

• vko';drkuqlkj vius gkFkksa dks dbZ 
ckj /kks,a & [kkus ls igys vkSj ckn 
esa] tc xank gks] vkfnA 

• ckj&ckj gkFk /kks,a    
• izfrfnu Luku djsa    
• vius diM+s fu;fer :i ls /kks,a    
• vius ckyksa dks de ls de gj nwljs 

fnu /kks,a    

• vLokLF;dj Hkkstu ls 
cpsa 

• dhVk.kq QSykus ls cpus 
ds fy, viuh ukd ;k 
dQ dks :eky esa lkQ 
djsaA    

• mi;ksx ds ckn vius 
:eky dks /kks ysa 
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gks tk, rks bls cny ysa    
• vius uk[kwuksa dks fVªe 

j[ksa & vius uk[kwuksa dks 
fu;fer :i ls dkVsa 

• iSj vDlj /kks,a    
• lqcg vkSj 'kke dks Luku djsa ¼;fn 

vki ilhus ls rj ;k xans gSa½ 

• vius iSjksa dks lw[kk j[ksa 
vkSj gj fnu vius eksts 
cnysa 

 

 

gkFkgkFkgkFkgkFk /kksus/kksus/kksus/kksus dsdsdsds vko';dvko';dvko';dvko';d pj.kpj.kpj.kpj.k    
 

vius gkFkksa dks vPNh rjg ls lkQ djus ds fy, uhps fn, vuqØe esa fn[kk, x, pj.kksa dk 
ikyu djsaA 
 

gkFkgkFkgkFkgkFk /kksus/kksus/kksus/kksus dsdsdsds fy,fy,fy,fy, 7777 dnednednedne 

 

 
gFksfy;ksa dks vkil esa 
jxM+sa 

 
nksuksa gkFkksa ds ihNs 
jxM+sa 

 
vaxqfy;ksa dks feyk,a 
vkSj gkFkksa dks vkil 
esa jxM+sa 
 

 
vaxqfy;ksa dks vkil esa 
jxM+sa vkSj nksuksa gkFkksa 
dh vaxqfy;ksa ds fiNys 
fgLls dks jxM+sa 

 
nksuksa gkFkksa ds fy, 
rtZuh vkSj vaxwBs ds 
chp ds fgLls esa vaxwBs 
dks ?kqek,a 

 

 
nksuksa gkFkksa dh vaxqfy;ksa 
dks gFksyh ij jxM+sa  

 
nksuksa dykbZ dks ?kqekrs 
gq, jxM+sa  

 

  

 

izk;kizk;kizk;kizk;ksfxd vH;klsfxd vH;klsfxd vH;klsfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, ohfM;ks rFkk 
bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     
bZ&vf/kxe ikB esa ^O;fDrxr LoPNrk dk egRo* ds 'kq#vkrh ohfM;ks dks ns[kus ds ckn] ns[kHkky] /kksus vkSj ijgst+ ds 
ckjs esa ,d jsLrjka deZpkjh dks viuh lykg fy[ksaA 
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xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
Hkwfed fuHkk,a & O;fDrxr LoPNrk pj.kksa dk ikyu djuk 
 

vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
isu ;k isafly] uksViSM ;k dkxt dh 'khV 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- de ls de izR;sd rhu Nk=ksa dk lewg cuk,aA  
2- izR;sd lewg fuEufyf[kr fLFkfr;ksa esa ls fdlh ,d ij ,d Hkwfedk rS;kj djrk gSA 
3- izR;sd lewg ds vanj] nks lnL; bl ifjfLFkfr dh Hkwfedk fuHkkrs gSa vkSj rhljk lnL; voyksdu djrk gS 

vkSj uksV djrk gS fd D;k vPNk gqvk] D;k csgrj gks ldrk Fkk vkSj D;k ns[kHkky] /kksus vkSj ijgst djus D;k ns[kHkky] /kksus vkSj ijgst djus D;k ns[kHkky] /kksus vkSj ijgst djus D;k ns[kHkky] /kksus vkSj ijgst djus ds 
dqN fgLlksa ij Hkwfedk fuHkkus dks iznÆ'kr fd;k x;k FkkA 

4- ,d Lo;alsod lewg bls d{kk ds lkeus izLrqr djrk gS vkSj os izfrfØ;k nsrs gSaA 
 

ifjfLFkfr;kaifjfLFkfr;kaifjfLFkfr;kaifjfLFkfr;ka 
• dYiuk djks fd vkidk ,d lgikBh vDlj Ldwy esa gksus okyh xfrfof/k;ksa vkSj [ksyksa ls ckgj gks tkrk gSA mlds 

ikl 'kjhj dh xa/k ¼[kjkc xa/k½ vkus dh fnDdr gS] blfy, vU; lgikBh d{kk dh xfrfof/k;ksa vkSj [ksyksa esa mls 
'kkfey djus ls cprs gSaA vkius O;fDrxr LoPNrk vkSj rS;kjh ds ckjs esa mlls ckr djds enn djus dk fu.kZ; 

fd;k gSA 
• vkius gky gh esa O;fDrxr LoPNrk vkSj LoPNrk ds ikB dks i<+k gS vkSj blds egRo dks leÖkk gSA vkids ikl 

,d iM+kslh gS tks vDlj lkoZtfud {ks=ksa esa dpjk Qsadrk gS vkSj vki mls LokLF;] LoPNrk vkSj lQkbZ ds egRo ds 

ckjs esa fl[kkus dk fu.kZ; djrs gSaA  
• vki d{kk ds ekWfuVj gSaA vkids lgikfB;ksa esa ls ,d cgqr chekj gS vkSj dHkh&dHkh d{kk esa dhVk.kq QSykrk gSA 

vkidks vius lgikBh ls mldh O;fDrxr LoPNrk vkSj LoPNrk izFkkvksa ds ckjs esa ckr djuh gksxhA 

 
xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lkSis x, dk;Z & O;fDrxr LoPNrk vH;kl 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
isu ;k isafly 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
^gka* ;k ^ugha* okys dFkuksa ¼bZekunkjh ls½ dk mŸkj nsaA ;fn vkidk mŸkj ^gka* gS] rks vki igys ls gh O;fDrxr LoPNrk 
ekudksa dk ikyu dj jgs gSaA ;fn vkidk mŸkj ^ugha* gS] rks vkidks rqjar O;fDrxr LoPNrk ekud dk ikyu djuk 
gksxkA fn, x, LFkku esa lHkh ^ugha* mŸkjksa ds fy, lq/kkj djus gsrq viuh ;kstuk fy[ksaA 
 

esjsesjsesjsesjs dFkudFkudFkudFku  

 

gka @gka @gka @gka @ 
ughaughaughaugha 

lq/kkjlq/kkjlq/kkjlq/kkj dhdhdhdh ;kstuk;kstuk;kstuk;kstuk 
cuk,acuk,acuk,acuk,a 
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eSa gj ckj 'kkSpky; dk mi;ksx djus ds ckn lkcqu ls gkFk /kksrk gwaA   
eSa vius uk[kwu ugha dkVrkA os ges'kk lkQ vkSj dVs gq, jgrs gSaA   
lkoZtfud LFkkuksa ij [kkalh ;k Nhad vkus ij eSa gj ckj viuk eqag <d ysrk gwaA   
'kjhj dh cncw ls cpus ds fy, eSa fu;fer :i ls ugkrk gwaA   
esjs ckyksa esa MSaMªQ ugha gSA   
eSaus dHkh xans diM+s ugha igurkA   
esjs iSj fpdus gSaA   
esjs cky lkQ] fpdus @ rSyh; ugha gSa vkSj ;g gj le; lkQ jgrs gSaA   

    

 

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa        
 

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u     
1- vkius vHkh ,d tho foKku iz;ksx'kkyk esa ,d d{kk esa Hkkx fy;k gSA vkidks vU; d{kkvksa ds 

fy, viuh d{kk esa okil tkuk gksxkA ySc ls ckgj vkus ds ckn] D;k vkidks vius gkFk /kksus 
pkfg,\ 
¼d½ okLro esa ugha] vkius okW'k:e dk mi;ksx bl rjg ugha fd;kA 
¼[k½ vki cgrs ikuh ds uhps vius gkFk lkQ dj ldrs gSaA 
¼x½ vkidks vius gkFk /kksus dh fnup;kZ dk ikyu djuk pkfg, & /kksuk] dqYyk djuk vkSj lq[kkukA 

 

2- D;k vkidks yxrk gS fd fgy LVs'ku esa jgus okys yksx dbZ fnuksa rd Luku djus ls cp ldrs gSa\ 
¼d½ ugha] tyok;q ds ckotwn] ,d fu;fer :i ls Luku djuk pkfg,A 
¼[k½ dbZ fnuksa rd Luku ugha djuk BaMs okrkoj.k esa jgus okys yksxksa ds fy, Lohdk;Z gSA 
¼x½ vxj os [kqn dks xhys diM+s ls iksaNrs gSa] rks ;g Bhd gSA 

 

3- jk/kk vius ckyksa dks mxkuk pkgrh gS vkSj og ckyksa ij cgqr lkjk rsy yxkrh gSA og vius ckyksa dks fnuksa rd 
ugha /kksrh gS vkSj dHkh&dHkh blls cncw Hkh vkrh gSA mlds fy, vkidk D;k lqÖkko gksxk\ 
¼d½ og vius ckyksa esa rsy NksM+ ldrh gS] vkf[kjdkj mls vius ckyksa dks c<+us esa enn feyrh gSA 
¼[k½ og jkr dks bls yxk gqvk NksM+ ldrh gS vkSj ?kj ls ckgj tkus ls igys gj fnu vius cky /kks ldrh gSA 
¼x½ mls rsy ugha yxkuk pkfg,A 
¼?k½ og rsy yxk ldrh gS vkSj xa/k dks de djus ds fy, ?kj ls fudyus ls igys vius ckyksa ij FkksM+k ikuh Mky 

ldrh gSA 

[k[k[k[k----    y?kq mÙy?kq mÙy?kq mÙy?kq mÙkj okys iz’ukj okys iz’ukj okys iz’ukj okys iz’u  
1- LoPN j[kus ds fy, izR;sd ns[kHkky] /kksusns[kHkky] /kksusns[kHkky] /kksusns[kHkky] /kksus vkSjvkSjvkSjvkSj cpsacpsacpsacpsa esa izR;sd phtksa dks djus ds fy, rhu phtsa lwphc) djsaA 
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• O;fDrxr LoPNrk cuk, j[kus ds ykHkksa dh lwph cukukA 
• ,d vPNh LoPNrk cuk, j[kus ds fy, vkidks ftu vknrksa ls cpus dh vko';drk gS] mUgsa lwphc) djsaA 
• vius gkFk /kksus ds fy, rduhdksa dk izn'kZuA 
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Lk= 4 % Vhe esa dk;Z ¼Lk= 4 % Vhe esa dk;Z ¼Lk= 4 % Vhe esa dk;Z ¼Lk= 4 % Vhe esa dk;Z ¼Team Work½½½½      

tjk lksfp, fd vkids ?kj esa dksbZ lekjksg gksA ifjokj ds lHkh lnL; ,d lkFk vkrs gSa] dke 
dks vkil esa ckaVrs gSa vkSj NksVs lewgksa esa dke djrs gSa rkfd ;g lqfuf'Pkr gks lds fd lekjksg 
lQy gksA fdlh Hkh xfrfof/k dh lQyrk ;k foQyrk Vhe ds leUo; vkSj dke djus ds rjhds 
ij fuHkZj djrh gSA 
 

;gka fp= dks ns[ksaA pkoy ds ,d nkus dks jksy djus ds fy, ge pkj 
phafV;ksa dks ,d lkFk dke djrs gq, ns[krs gSaA D;k vkidks yxrk gS 
fd ;g laHko gksxk ;fn os ,d Vhe esa dke ugha dj jgs Fks\ ;g 
n'kkZrk gS fd tc ge O;fDr;ksa dh rkdr dks tksM+rs gSa] rks ge cM+s 
dk;ks± dks vklkuh ls iwjk dj ldrs gSaA 
Vh & ,d lkFk 
bZ & gj dksbZ 
, & gkfly 
,e & vf/kd 

 
fp= 2-11 Vhe esa dk;Z 

 
 

,d Vhe ,d lkekU; y{; izkIr djus dh fn'kk esa ,d lkFk dke djus okys yksxksa dk ,d 
lewg gSA gj Vhe ds ikl y{; gkfly djus dk ,d lsV gksrk gSA ,d lewg esa ,d lkFk 
dke djus dh izfØ;k Vhe esa dk;Z ¼Vhe odZ½ djus dh gSA Vhe ds dke ds ,d vkSj mnkgj.k ij 
utj Mkyrs gSaA 
 

,d QqVckWy Vhe dk xBu 11 Vhe ds lnL;ksa ¼fp= 2-12½ ds 
lkFk fd;k tkrk gSA vdsys dIrku ;k loZJs"B QkWjoMZ ;k 
loZJs"B xksydhij vdsys xse ugha thr ldrsA izR;sd f[kykM+h 
dh Hkwfedk gksrh gS vkSj os lHkh feydj Vhe dh lQyrk esa 
;ksxnku nsrs gSaA 

 
fp= 2-12 Vhe esa dk;Z djus 

dk mnkgj.k 
 

,d Vhe esa izR;sd O;fDr ,d egRoiw.kZ Hkwfedk fuHkkrk gSA 
Vhe esa izR;sd O;fDr dks Vhe dk lnL; dgk tkrk gSA 
Vhe ds izR;sd lnL; dks Vhe esa mldh Hkwfedk dks leÖkuk gksxkA 
 

mnkgj.k ds fy,] best ds uhps dk ikB i<+sa vkSj lkspsa fd ,d vPNk Vhe f[kykM+h] t; ;k 
v'kksd dkSu gSA 

 

    
t;t;t;t;    

• t; dks Vhe dk fgLlk cuuk ilan gS vkSj 

    
v'kksdv'kksdv'kksdv'kksd 

• v'kksd dks xksy djuk ilan gSA 
• og loksZPp xksy Ldksj djus okyk f[kykM+h gS 
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viuh Vhe ds lnL;ksa dks vius dkS'ky esa 
lq/kkj djus esa enn djrk gSA 

• mUgksaus lkeqnkf;d lQkbZ vfHk;ku esa Hkkx 
ysdj vius vkl&iM+ksl dks lkQ j[kus ds 
fy, Lo;alsok ds dk;Z fd, gSaA 

vkSj bl ij xoZ djrk gSA 
• og viuh Vhe dh gkj dh dher ij Hkh 

xsan dks ikl ugha djrk gSA 
• ;fn dksbZ vU; O;fDr xksy djrk gS rks og 

bZ";kZ djrk gSA 
    

                                                                                                                        VheodZVheodZVheodZVheodZ dsdsdsds ykHkykHkykHkykHk 
 

    

• ,d Vhe esa lHkh dh Hkwfedk gksrh gS] blfy, lQy gksus dk 
ncko fdlh ,d O;fDr ij ugha gksrk gS 

• ;g vkidks ,d leFkZu iz.kkyh cukus esa enn djrk gS] 
D;ksafd Vhe ds lHkh lnL; ,d Vhe ds lnL; }kjk dh 
xbZ fdlh Hkh xyrh dks Bhd djus esa enn djrs gSa 

• vkidks vPNk yxrk gS tc Vhe lQyrk izkIr djrh gS 
vkSj ;g vkids vkRefo'okl dk fuekZ.k djrh gS 

• dke rsth ls gks tkrk gS 
    
    

,d,d,d,d VheVheVheVhe esaesaesaesa dSlsdSlsdSlsdSls O;ogkjO;ogkjO;ogkjO;ogkj djsadjsadjsadjsa\\\\ 
 

 
  

• Vhe esa viuh Hkwfedk dks 
Li"V :i ls leÖksa 

• ges'kk lkspsa & Vhe dh 
lQyrk ds fy, lcls 
vPNk D;k gS\ 

• viuh xyfr;ksa dh 
ftEesnkjh ysa 

• vius lkfFk;ksa ds lkFk 
[kqydj ckr djsa 

• Vhe ds lkFk eqÌksa dks 
lkÖkk djsa 

• vius Vhe ds lnL;ksa ds 
izfr lEekuiw.kZ jgsa 

• dM+h esgur djsa vkSj nwljksa 
dks Hkh ,slk djus ds fy, 
izksRlkfgr djsa 

• viuh Vhe ds lkFkh dh 
lQyrk ds fy, [kq'k gkas 

• ,d Vhe ds :i esa 
lQyrk dk t'u euk,a 

 

 

fp= 2-13 ,d Vhe dh rjg dke djus ds fy, ;qfDr;ka 
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
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lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k        
    

bZ&vf/kxe ikB esa ohfM;ks ns[kus ds ckn] vkidks yxrk gS fd ,d Vhe dks vius y{; dks gkfly 
djus ds fy, dkSu ls igyw egRoiw.kZ gSaA 
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

lkSis x, dk;Z & Vhe esa dk;Z djuk 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
isu ;k isafly] uksViSM ;k dkxt dh 'khV] pkVZ isij  
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1- lewgksa esa dk;Z djsaA pkVZ isij dk mi;ksx djrs gq,] izR;sd lewg ,d iksLVj cuk,xk ftlesa 

fuEufyf[kr fo"k;ksa esa ls fdlh ,d ds ckjs esa tkudkjh gks % 
¼d½ i;kZoj.k dks cpkus ds fy, ikS/ks yxkuk 
¼[k½ ?kj ij ftEesnkjh lkÖkk djuk 
¼x½ [ksy [ksyuk 
¼?k½ vkink izca/ku 
¼³½ cPps ,d ?ksjs ds pkjksa vksj [kM+s gksrs gSa vkSj bls maxyh ls idM+rs gSaA 

 
    

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222    
Lo izfrÇcc 
    

vko';dvko';dvko';dvko';d lkexzhlkexzhlkexzhlkexzh 
isu ;k isafly 
    

izfØ;kizfØ;kizfØ;kizfØ;k 
vki ,d Vhe dk fgLlk gSa ftls [ksy izfr;ksfxrk esa vius Ldwy dk izfrfuf/kRo djuk gSA vki 
dSls lqfuf'Pkr djsaxs fd vki og dj jgs gSa tks ,d vPNs Vhe ds f[kykM+h ds fy, vko';d gS\ 
 

1- rkfydk ds ckbZa vksj mfYyf[kr izR;sd Çcnq ds fy, fy[kdj uhps nh xbZ rkfydk dks iwjk 
djsaA 

 

VheVheVheVhe esaesaesaesa dSlsdSlsdSlsdSls O;ogkjO;ogkjO;ogkjO;ogkj djsadjsadjsadjsa\\\\ eSaeSaeSaeSa dSlsdSlsdSlsdSls n’kkZÅaxkn’kkZÅaxkn’kkZÅaxkn’kkZÅaxk\\\\ 

Vhe esa viuh Hkwfedk dks Li"V :i ls leÖksa  

ges'kk lkspsa fd Vhe dh lQyrk ds fy, lcls vPNk D;k gS  

viuh xyfr;ksa dh ftEesnkjh ysa  

vius lkfFk;ksa ds lkFk [kqydj ckr djsa  

Vhe ds lkFk eqÌksa dks lkÖkk djsa  

viuh Vhe ds lnL;ksa ds izfr lEekuiw.kZ jgsa  

dM+h esgur djsa vkSj nwljksa dks Hkh ,slk djus ds fy, izksRlkfgr djsa  

viuh Vhe ds lkFkh dh lQyrk ds fy, [kq'k gksa  

,d Vhe ds :i esa lQyrk dk t'u euk,a  
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viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa    
    

dddd----    fo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’ufo”k; laca/kh iz’u     

1- lewg dk;Z ¼Vhe odZ½ D;k gS\ 
2- tc vki fdlh Vhe esa dke djrs gSa rks viuh lcls cM+h miyfC/k crk,aA 
3- ,d Vhe esa dke djus ds D;k Qk;ns gSa\ 
4- ,d vPNs usrk ds ikl D;k xq.k gksus pkfg,\ 
    

 

vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\    

 
    

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• Vhe dk vFkZ leÖkk,aA  

• ,d Vhe esa dke djus ds ykHkksa dk o.kZu djsaA 

• Vhe ds y{;ksa dks izkIr djus ds egRo dk o.kZu djsaA 
    

 
 

Lk= 5 % usVofdZax dkS’kyLk= 5 % usVofdZax dkS’kyLk= 5 % usVofdZax dkS’kyLk= 5 % usVofdZax dkS’ky ¼¼¼¼Networking Skills½½½½ 

u, yksxksa dks tkuuk fdruk egRoiw.kZ gS\ vki vius nksLrksa ds ldZy esa cgqr lgt gks ldrs 
gSa] ysfdu vius O;fDrxr vkSj dke ds thou esa c<+us ds fy, vf/kd ls vf/kd yksxksa dks tkuuk 
vko';d gSA ;gh lc usVoÉdx gSA 

 

usVoÉdx dk vFkZ gS yksxksa dks tkuuk] le; ds lkFk muds laidZ esa jguk vkSj muds Kku ;k 
dkS'ky dk bl rjg mi;ksx djuk fd ;g nksuksa i{kksa dh enn djsaA 

 

usVoÉdx dkS'ky esa nks cgqr egRoiw.kZ dkS'ky 'kkfey gSa & bZekunkjh ls lquuk vkSj fopkj'khy 
iz'u iwNukA 
 

/;ku ls lquus ls irk pyrk gS fd vki ml O;fDr dk lEeku djrs vkSj egRo nsrs gSa tks 
nwljk O;fDr dg jgk gSA fopkj'khy iz'u iwNus ls irk pyrk gS fd vki nwljs O;fDr dh jk; 
esa #fp j[krs gSa vkSj ;g fj'rs esa fo'okl cukus esa enn djrk gSA 
 

,d vPNk fj'rk ¼O;fDrxr ;k O;olk;½ cuk, j[kus ds fy, nksuksa i{kksa dks ykHk mBkuk pkfg,A 
vkb, ge usVoÉdx dkS'ky j[kus okys yksxksa dk ,d mnkgj.k ns[ksaA 
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usVoÉdxusVoÉdxusVoÉdxusVoÉdx dkS'kydkS'kydkS'kydkS'ky dsdsdsds ykHkykHkykHkykHk 
 

usVoÉdx vkidks Hkjkslsean vkSj fo'oluh; nksLr cukus esa enn djrh gS ftuds lkFk vki ;s 
lqfo/kk,a gkfly dj ldrs gSa 
• fo'ks"kKrk vkSj dkS'ky lk>k djuk & mnkgj.k ds fy,] vki ,d lk{kkRdkj ds fy, rS;kj 

djus esa enn djus ds fy, daiuh esa fu;qDr vius nksLr ;k iM+kslh ls ckr dj ldrs gSaA 

• dfBu le; esa lgk;rk ysuk vkSj lgk;rk nsuk & mnkgj.k ds fy,] vki vius nksLrksa dks 
vkidh enn djus ds fy, dg ldrs gSa fd D;k vki Ldwy tkus esa nsj dj jgs gSa ;k 
Ldwy izkstsDV iwjk djus tk jgs gSaA 

• u, voljksa ds ckjs esa ekax djsa vkSj lwfpr djsa & mnkgj.k ds fy,] vki vius ekrk&firk 
ds nksLrksa ls muds dke ds LFkku ij xÆe;ksa esa ukSdjh ikus esa enn djus ds fy, dg 
ldrs gSaA 

 

usVoÉdxusVoÉdxusVoÉdxusVoÉdx dkS'kydkS'kydkS'kydkS'ky dSlsdSlsdSlsdSls cuk,acuk,acuk,acuk,a\\\\ 

 

vius usVoÉdx dkS'ky cukus esa vkidh lgk;rk ds fy, ;gka Ng pj.k gSaA bls ge dusDV 
¼CONECT½ ekWMy ¼fp= 2-14½ dgrs gSaA 
 

    

Ckkrphr djukCkkrphr djukCkkrphr djukCkkrphr djuk 
,d lq[kn O;fDrRo j[uk pkfg,A mnkgj.k 
ds fy,] eqLdqjk,a vkSj vkRefo'okl ls 
O;fDr dks ns[ksaA ,d loky ds lkFk 'kq: 
djksA mnkgj.k ds fy,] vkids 'kgj esa 
VªSfQ+d dSlk gS\ 

    
[kqyuk[kqyuk[kqyuk[kqyuk 
mUgsa tkuus esa #fp fn[kk,aA mnkgj.k ds fy,] 
muls iwNsa fd os [kkyh le; esa D;k djrs 
gSaA mudh ckr /kS;Z ls lqusa vkSj ckrphr dks 
vkxs c<+k,aA mnkgj.k ds fy,] ;fn os mYys[k 
djrs gSa fd mUgsa fdlh ikVhZ dks vk;ksftr 
djus dh vko';drk gS] rks fdlh ifjfpr 
O;fDr ds lkFk laidZ lkÖkk djus dh is'kd'k 
djsaA 

usVoÉdxusVoÉdxusVoÉdxusVoÉdx dkS'kydkS'kydkS'kydkS'ky okysokysokysokys yksx %yksx %yksx %yksx % dkÆrd ,d u, 
iM+ksl esa pys x,A og gj fnu u, cPpksa ls 
feyrk gS] mUgsa feyus ij ,d nksLrkuk eqLdku nsrk 
gS vkSj Ldwy ds le; ds ckn muds lkFk ckr 
djrk gSA vU; cPps mls fudVre fdjkus dh 
nqdku] [ksy dk eSnku] fLoÇex iwy vkfn [kkstus 
esa enn djrs gSaA og vDlj vius nksLrksa dks 
uk'rs ds fy, ?kj vkeaf=r djrk gSA    

usVoÉdxusVoÉdxusVoÉdxusVoÉdx fLdyfLdyfLdyfLdy uuuu j[kusj[kusj[kusj[kus okysokysokysokys yksx %yksx %yksx %yksx % ydh cgqr 
'kkar yM+dk gSA og yksxksa ds lkFk T;knk ?kqyfey 
ugha ikrk gSA d{kk esa Hkh og vdsys cSBrk gS 
vkSj fdlh ds lkFk ckr ugha djrk gSA og 
nksigj dk [kkuk Hkh vdsys gh [kkrk gSA og 
vDlj lewg xfrfof/k;ksa vkSj [ksy ds nkSjku Ldwy 
esa la?k"kZ djrk gSA blls mls ruko gksrk gS vkSj 
og Ldwy tkuk ilan ugha djrk gSA    
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LekVZLekVZLekVZLekVZ rjhdsrjhdsrjhdsrjhds lslslsls usVodZusVodZusVodZusVodZ    
muls mu phtksa ds ckjs esa ckr djsa tks 
nksuksa ds chp lkekU; gSaA mnkgj.k ds 
fy,] Hkkstu ;k fdlh Hkh lkekU; 'kkSd esa 
,d leku #fpA muds lkFk vius vuqHko 
lkÖkk djsaA mnkgj.k ds fy,] vki vius 
gky ds vodk'k ds ckjs esa ckr dj ldrs 
gSaA 

    

layXulayXulayXulayXu 
mi;ksxh tkudkjh lkÖkk djsaA mnkgj.k ds 
fy,] vkidh ckr lrgh izrhr ugha gksuk pkfg,A 

    
fu;ferfu;ferfu;ferfu;fer :i:i:i:i lslslsls laoknlaoknlaoknlaokn djsadjsadjsadjsa    
laidZ esa jgsaA mnkgj.k ds fy,] vius 
lewg ds yksxksa ls fu;fer :i ls ckr 
djsaA mUgsa ikÆV;ksa ds fy, vkeaf=r djsa 
vkSj ,d lkFk feysaA 

    
dgukdgukdgukdguk 
mu ?kVukvksa ;k xfrfof/k;ksa ds ckjs esa 
tkudkjh lkÖkk djsa ftUgsa vki tkurs gSaA 
mnkgj.k ds fy,] vius bykds esa ,d etsnkj 
esys ds ckjs esa nwljksa dks crk,aA 

 

fp= 2-14 dusDV ekWMy dk mi;ksx djrs gq, usVoÉdx dkS'ky cukus ds fy, dne 

    
izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    

 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k        
    

bl fo"k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] jkstxkj vkSj usVoÉdx dkS'ky 
izkIr djus esa mudh Hkwfedk ij fQYe esa fofHkUUk ik=ksa dh Hkwfedk ij ppkZ djsaA    
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

lewg vH;kl & dk;Z esa usVofdZax 
    

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
isu ;k isafly] uksViSM ;k dkxt dh 'khV 
 

izfØ;kizfØ;kizfØ;kizfØ;k 
1-  rhu Nk=ksa ds lewg cuk,aA 
2-  fuEufyf[kr fLFkfr;ksa esa ls fdlh ,d dks pqusa vkSj dusDV ¼ckrphr] [kqyuk] LekVZ rjhds ls 

usVodZ] layXu] lapkj djuk] cksyuk½ ekWMy dk mi;ksx djds vkids }kjk usVodZ ij mBk, 
tkus okys dneksa dks fy[ksaA 

3-  fLFkfr;ksa esa ls fdlh ,d dks pqusaA 

• vki ,d u, Ldwy esa 'kkfey gq, gSaA u, nksLr dSls cuk,axs\ dusDV ¼ckrphr] [kqyuk] 
LekVZ rjhds ls usVodZ] layXu] lapkj djuk] cksyuk½ ekWMy ls dkSu ls Çcnq lh[ks tk,axs\ 

• vkids HkkbZ dh csdjh dh nqdku gSA mldh csdjh Hkh Bhd ugha py jgh gSA mldh 
csdjh esa fcØh dks csgrj cukus ds fy, dqN usVoÉdx ;qfDr;ksa dk lqÖkko nsaA   
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4-  vius lewg esa ppkZ djsaA /;ku ls lquas vkSj D;k fd;k tk ldrk gS] bl ij viuh izfrfØ;k 
nsaA 

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lkSis x, dk;Z & usVofdZax dkS’ky 
    

vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
isu ;k isafly 
 

    

izfØ;kizfØ;kizfØ;kizfØ;k 
1- rkfydk ds ckbZa vksj mfYyf[kr izR;sd Çcnq ds lkeus usVoÉdx dkS'ky iznÆ'kr djus ds fy, 
vki D;k djsaxs] ;g fy[kdj uhps nh xbZ rkfydk dks iwjk djsaA 
 
 

usVoÉdxusVoÉdxusVoÉdxusVoÉdx dkS'kydkS'kydkS'kydkS'ky dsdsdsds fy,fy,fy,fy, dnednednedne eSaeSaeSaeSa ;g;g;g;g dSlsdSlsdSlsdSls d:axkd:axkd:axkd:axk\\\\ 

lkFkZd ckrphr 'kq: djsa  

bZekunkjh ds lkFk yksxksa ds fy, [kqykiu j[ksa  

LekVZ rjhds ls usVodZ cuk,a  

eS=hiw.kZ laca/kksa esa O;Lr jgsa  

fu;fer :i ls laokn djsa  

yksxksa dks voljksa vkSj vU; tkudkjh ds ckjs esa crk,a  
 

    

 

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa    
    

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u     

1- vkidk ifjokj ,d u, ?kj esa pyk x;k gSA vkidk iM+kslh vkids ?kj vk;k gSA vkidks D;k 
djuk pkfg,\ 
¼d½ mUgsa crk,a fd vki lkeku ds LFkkukarj.k esa O;Lr gSa vkSj vHkh ckr ugha dj ldrs gSaA 
¼[k½ fp<+ tkrs gSa vkSj mUgsa crkrs gSa fd os fcuk crk, vk, gSaA 
¼x½ mUgsa ,d lgt eqLdku nsa vkSj mUgsa tkus ds fy, dgsaA 
¼?k½ mudk Lokxr djsa] vius ifjokj dk ifjp; nsa vkSj vkus ds fy, mUgsa /kU;okn nsaA 

 

2- dfork vius iM+ksl esa ?kj ds ikuh ds fnDdrksa dks Bhd djus esa enn djus ds fy, nku 
bdV~Bk dj jgh gSA vtuch O;fDr;ksa dks iSls nku djus ds fy, dgrs le; mls D;k djuk 
pkfg,\ 
¼d½ o`)kJe dh iwjh dgkuh crkuh pkfg, 
¼[k½ lh/ks nku ds iSls ekaxuk pkfg, 
¼x½ ,d NksVh lh ckrphr 'kq: djus ds ckn fQj ml ifj;kstuk ds ckjs esa ckr djuh pkfg, 
ftlesa nku dh vko';drk gS 
¼?k½ mijksDr lHkh 
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vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
 

• vU; yksxksa ds lkFk tks’k] eS=hiw.kZ laca/k cukus ds Kku dks iznÆ'kr djrk gS A  
• vU; yksxksa ds lkFk ckrphr vkSj lkekftd esy tksy ds fy, ckrphr 'kq: djus ds voljksa dh 

igpku djukA  
• vius vklikl ds yksxksa dk usVodZ cukus ds rjhdksa dh lwph cuk,aA 
 

 

Lk= 6 %Lk= 6 %Lk= 6 %Lk= 6 %    Lo&izsj.kk ¼Lo&izsj.kk ¼Lo&izsj.kk ¼Lo&izsj.kk ¼Self-motivation½½½½    

D;k vkius [kjxks’k vkSj dNq, dh dgkuh lquh gS\ /kheh xfr ls pyus ds ckotwn ml nkSM+ dks 
fdlus thrk\ dNqvk! D;k vkius lkspk D;ksa\  
 

dNqvk dHkh Hkh vius dks de ugha lksprk Fkk vkSj fiNM+us ds ckotwn izsfjr jgrk FkkA 
 

Lo&izsj.kk cl vkids vanj dk cy gS tks vkidks phtksa dks djus ds fy, izsfjr djrk gSA 
Lo&izsj.kk og gS tks gesa vius y{;ksa dks izkIr djus] [kq'k eglwl djus vkSj gekjs thou dh 
xq.koŸkk esa lq/kkj djus ds fy, izsfjr djrh gSA nwljs 'kCnksa esa] ;g mu phtksa dks djus dh gekjh 
{kerk gS tks gesa fdlh dks izHkkfor fd, fcuk djus dh vko';drk gS ;k gesa izHkkfor dj jgh gSA 
vkb, ge Lo&izsj.kk ¼fp= 2-15½ ds dqN mnkgj.kksa dks ns[ksaA 
 

Lo&izsj.kkLo&izsj.kkLo&izsj.kkLo&izsj.kk gesagesagesagesa ennennennenn djrhdjrhdjrhdjrh gSgSgSgS 
• fdlh Hkh dk;Z ;k dk;Z dks 

iwjk djus ds fy, 'kfDr 
dk fuekZ.k djukA 

• eqf'dy le; esa Hkh gekjs 
liuksa dks NksM+uk ughaA 

• gekjs liuksa dks iwjk djus 
;k dk;ks± ;k dke dks iwjk 
djus ds fy, izfrc) vkSj 
opuc) jgsaA    

 
usgk vf/kd ls vf/kd uewuk 
iz'u i=ksa dk vH;kl djus ds 
fy, vius Ldwy ds ckn iwjk 
le; i<+kbZ djrh gSA og vius 
lHkh fo"k;ksa esa de ls de 97 
izfr’kr izkIr djuk pkgrh gS 
rkfd og 'kgj esa vius 
eupkgs dkWyst esa izos'k ys 
ldsA 

js[kk lqcg 5 cts mBrh gSa vkSj 
vius Mkal Dyklsl ds fy, 
tkrh gSaA fQj og ?kj vkrh gS 
vkSj Ldwy tkus ls igys viuk 
gkseodZ iwjk djrh gSA og ;g 
lc [kqn ls djrh gSA dksbZ 
mls djus ds fy, ugha dgrkA 
  

 

fp= 2-15 Lo&izsj.kk ds mnkgj.k 
 

vyx&vyx yksx vyx&vyx phtksa ls vkSj vius thou esa vyx&vyx le; ls izsfjr gksrs gSaA  
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izsj.kkizsj.kkizsj.kkizsj.kk dsdsdsds izdkjizdkjizdkjizdkj 
ckgjhckgjhckgjhckgjh izsj.kk %izsj.kk %izsj.kk %izsj.kk % iqjLdkjiqjLdkjiqjLdkjiqjLdkj 
ge os dke djrs gSa ftuls gesa lEeku] ekU;rk] vkxs c<+us ds volj] /ku ;k 'kfDr 
feyrh gSA  
mnkgj.k & lqjs'k jkst 4 ?kaVs fte tkrk gS vkSj osVfyÇ¶Vx djrk gS D;ksafd og 
ckWMh fcÇYMx izfr;ksfxrk thruk pkgrk gSA  
 

vkarfjdvkarfjdvkarfjdvkarfjd izsj.kk %izsj.kk %izsj.kk %izsj.kk % I;kjI;kjI;kjI;kj 
ge os dke djrs gSa ftuls gesa [kq'k] LoLFk vkSj vPNk eglwl gksrk gSA 
mnkgj.k & jkts'k fte tkrk gS vkSj LoLFk vkSj fQV jgus ds fy, osVfyÇ¶Vx 
djrk gSA  

fp= 2-16 Lo&izsj.kk ds izdkj  
 

Lo&izsfjrLo&izsfjrLo&izsfjrLo&izsfjr yksxksayksxksayksxksayksxksa dhdhdhdh ;ksX;rk;ksX;rk;ksX;rk;ksX;rk 
 

dqN xq.k gSa tks Lo&izsfjr yksxksa esa ns[ks tk ldrs gSa A ;s gSa  
 

    
tkfu, os thou ls 

D;k pkgrs gSa 
/;ku dsafær dj jgs gSa tkfu, D;k gS 

egRoiw.kZ 
vkius lius dks iwjk 

djus ds fy, leÆir gSa 
 

Lo&izsj.kkLo&izsj.kkLo&izsj.kkLo&izsj.kk ddddkkkk fuekZ.kfuekZ.kfuekZ.kfuekZ.k dSlsdSlsdSlsdSls djsadjsadjsadjsa\\\\ 
Lo&izsj.kk ds fuekZ.k ds pkj pj.k 

 

  

viuh ilan vkSj ukilan dks igpkusaA leÖksa fd vkidks D;k [kq'kh feyrh gSA 
mnkgj.k & eqÖks [kkuk cukuk cgqr ilan gSA  

  

mu y{;ksa dks ifjHkkf"kr djsa ftUgsa vki izkIr djuk pkgrs gSa vkSj vius y{; dks izkIr 
djus ds fy, viuh lkjh ÅtkZ dks dsafær djsaA  
mnkgj.k & eSa ,d 'ksQ cuuk pkgrk gwaA 

 

vius y{;ksa dks izkIr djus ds fy, le;&lhek fu/kkZfjr djsaA mu xfrfof/k;ksa dh ,d 
lwph dh ;kstuk cuk,a tks vki izR;sd y{; dks izkIr djus ds fy, djsaxsA  
mnkgj.k & ckjgoha d{kk iwjh djus ds ckn vki gksVy izca/ku ikB~¸kØe esa 'kkfey gks 
ldrs gSa vkSj fQj ckn esa 'ksQ cuus ds fy, vfrfjDr ikB~¸kØe viuk ldrs gSaA 

  

dfBu le; dk lkeuk djrs gq, Hkh vius y{; dks izkIr djus dh fn'kk esa dke djsaA 
mnkgj.k & Hkys gh eSaus gksVy izca/ku izos'k ijh{kk dks fDy;j ugha fd;k gS] ysfdu eSa 'ksQ 
cuus ds vU; rjhdksa dk irk yxkÅaxkA 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe ekWM~;wy 
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds fy, ohfM;ks rFkk 
bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     
bl fo"k; ds fy, bZ&yÉux ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] vkidks D;k yxrk gS fd os dkSu ls 
lkekU; dkj.k gSa ftuds dkj.k Nk= viuk dke iwjk ugha dj ik jgs gSaA        
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
lewg vH;kl & izsfjr jguk 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
isu ;k isafly] uksViSM ;k dkxt dh ‘khV] pkVZ isij  
    

izfØ;kizfØ;kizfØ;kizfØ;k    
1- de ls de rhu Nk=ksa dk lewg cuk,aA 
2- fuEufyf[kr fLFkfr;ksa esa ls fdlh ,d dks pqusa vkSj vkil esa ppkZ djsa fd izR;sd O;fDr Lo;a dks 

izsfjr djus ds fy, D;k djsxkA  
 

uhps nh xbZ fLFkfr;ksa esa ls ,d pqusaA 
• vkidk f'k{kd vkidks vius lgikfB;ksa ds lkFk vkids vf'k"V O;ogkj ij izfrfØ;k nsrk gS tks 

vyx&vyx tsaMj ds gSaA cgqr lkjs {ks= gSa tgka vki lq/kkj dj ldrs gSaA vius O;ogkj dks 
lq/kkjus ds fy, vki [kqn dks izsfjr djus ds fy, D;k djsaxs\           

• vkids firk us vkidks utnhdh ljdkjh Ldwy esa LokLF; f'kfoj ds fy, lkexzh dh O;oLFkk 
djus dh ftEesnkjh nh gSA vki bl dk;Z dks ugha djuk pkgrs gSaA vki [kqn dks dke djus 
ds fy, dSls izsfjr djsaxs\ 

 

3- ,d O;fDr lewg ds lnL;ksa }kjk fd, x, lHkh Çcnqvksa dks ys ldrk gS vkSj bls iwjh d{kk ds 
lkeus izLrqr dj ldrk gSA  

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
lkSis x, dk;Z & izsj.kk 
 

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
isu@isafly 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- mu dkj.kksa dh ,d lwph cuk,a tks vkidks izsfjr gksus ls jksdrs gSaA 
2- mu rjhdksa dks fy[ksa ftuds }kjk vki [kqn dks muls mcjus ds fy, izsfjr djsaxsA  
 

izsfjrizsfjrizsfjrizsfjr uuuu gksusgksusgksusgksus dsdsdsds dkj.kdkj.kdkj.kdkj.k nwjnwjnwjnwj djusdjusdjusdjus dsdsdsds rjhdsrjhdsrjhdsrjhds 
mnkgj.k % yksx esjs vaxzsth cksyus ds rjhds dk 
etkd mM+krs gSaA 

mnkgj.k % eSa Ldwy ds ckn d{kkvksa esa mifLFkr 
gksdj lgh <ax ls vaxzsth cksyuk lh[kwaxkA 

mnkgj.k % esjs ekrk&firk viuh Hkkoukvksa dks mnkgj.k  % eSa ;g lqfuf'Pkr d:axk fd eSa vius 
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esjs lkFk lkÖkk ugha djrs gSaA 
  

ekrk&firk ds lkFk ckr djus esa le; fcrkÅa vkSj 
muls iwNwa fd os dSlk eglwl djrs gSa\ 

 
    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa 
dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
1- D;k vki nwljksa dks [kq'k fd, fcuk viuk dke ;k i<+kbZ iwjh djrs gSa\ 

¼d½ vkRefo'okl 
¼[k½ lapkj 
¼x½ Lo&izsj.kk 
¼?k½ vkRe&lEeku        

 

2- fuEufyf[kr esa ls dkSu lk izsj.kk dk izdkj gS\ ¼,d ls vf/kd fodYiksa dk p;u dj ldrs 
gSa½ 
¼d½ vkarfjd 
¼[k½ baVjehfM,V 
¼x½ ckg~; 
¼?k½ ¼d½ vkSj ¼x½ nksuksa 

 

3- jfo o"kZ ds var esa loZJs"B Nk= dk iqjLdkj ikus ds fy, dM+h esgur djrk gSA ;g fdl 
izdkj dh izsj.kk gS\  
¼d½ vkarfjd 
¼[k½ ckg~; 
¼x½ vkarfjd vkSj ckg~; nksuksa 
¼?k½ fdlh fof'k"V izdkj dh izsj.kk ugha 

    

    

vvvvkius kius kius kius D;k lh[kkD;k lh[kkD;k lh[kkD;k lh[kk\\\\    
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• Lo&izsj.kk dk vFkZ leÖkk,aA 

• izsj.kk ds izdkjksa dh igpku djukA 

• Lo&izsfjr yksxksa ds xq.kksa dks lwphc) djsaA 

• Lo&izsj.kk cukus ds fy, pj.kksa dh lwph cuk,aA 
    

 

Lk= 7 % y{; Lk= 7 % y{; Lk= 7 % y{; Lk= 7 % y{; fu/kkZj.kfu/kkZj.kfu/kkZj.kfu/kkZj.k    ¼¼¼¼Goal Setting½½½½    

,d vkneh ;k=k dj jgk Fkk vkSj ,d pkSjkgs ij #d x;kA mUgksaus ,d cqtqxZ O;fDr ls iwNk] 
^^;g lM+d eqÖks dgka ys tkrh gS\** cqtqxZ O;fDr us iwNk] ^^vki dgka tkuk pkgrs gSa\** vkneh us 
dgk] ^^eSa ugha tkurkA** o`) O;fDr us dgk] ^^fQj dksbZ Hkh lM+d ys yksA blls D;k QdZ iM+rk gS\ 
^^;g fdruk lp gS\ tc gesa ugha irk fd ge dgka tk jgs gSa rks dksbZ Hkh lM+d gesa ogka dSls 
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ys tk,xhA blfy, thou esa gesa Li"V n`f"Vdks.k dh vko';drk gS fd ge D;k djsaxs vkSj ge 
dgka tkuk pkgrs gSaA  

 

y{; r; djuk vkids O;fDrxr ds lkFk&lkFk is'ksoj 
thou esa ,d cgqr gh vko';d dkjd gSA vkids thou esa 
y{; fu/kkZj.k dh izfØ;k vkidks ;g r; djus esa enn 
djrh gS fd vki vius thou dks dSls thuk pkgrs gSa] 
vki dgka jguk pkgrs gSa vkSj Hkfo"; esa vki dSls cuuk 
pkgrs gSa ¼fp= 2-17½A 

 

fp= 2-17 y{; fu/kkZj.k dk egRo  
 

vkb, bu mnkgj.kksa ij fopkj djsaA  
 

    
vfervfervfervfer    

    
jgekujgekujgekujgeku    

• vfer us bl lky flQZ nloha d{kk ikl 
dh gSA 

• vfer vkfrF; esa ,d dkslZ djuk pkgrs gSa 
vkSj gksVy m|ksx esa dke djuk pkgrs gSaA 

• ;g dke djds vfer vius ifjokj dk 
leFkZu djuk pkgrk gSA 

• jgeku 43 lky ds gSaA og ,d v[kckj 
,tsalh esa dke djrs gSa vkSj vPNh dekbZ 
djrs gSaA 

• og vxys rhu eghuksa esa Ýsap Hkk"kk lh[kuk 
pkgrs gSaA 

    
 

fp= 2-18 y{; ds mnkgj.k  
 

D;k muds y{; esa varj gS\ gka] ,d varj gSA vfer dk y{; ,d nh?kZdkfyd y{; gS vkSj 
jgeku dk y{; ,d vYidkfyd y{; gSA  
 

y{; fdlh Hkh pht+ ls lacaf/kr gks ldrs gSa tSls] /ku] LokLF;] ifjokj] f'k{kk] dSfj;j] vkfn y{; 
cnyrs jgrs gSaA ge iqjkus y{;ksa dks izkIr djrs gSa vkSj fQj y{;ksa dks izkIr djus ds fy, ,d 
u;k lsV cukrs gSaA 
 

y{;y{;y{;y{; mUgsa izkIr djus dh le; lhek ds lkFk liuksa dk ,d lewg gSA mnkgj.k ds fy,] vxys 
rhu eghuksa esa leqnk; ds Lo;alsodksa dk ,d lewg cukuk tks bykds esa gj 15 fnu esa lQkbZ 
vfHk;ku pyk,xkA  
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y{;y{;y{;y{; fu/kkZj.kfu/kkZj.kfu/kkZj.kfu/kkZj.k lHkh dks vius y{;ksa dks [kkstus vkSj lwphc) djus vkSj fQj mUgsa iwjk djus dh 
;kstuk ds ckjs esa gSA  
 

y{;y{;y{;y{; vkidks vyx djus esa enn djrs gSa D;k egRoiw.kZ gS D;k ugha gSA ;g vkidks de egRoiw.kZ 
dke ds ctk; ifj.kke ij /;ku dsafær djus esa enn djrk gSA ;g vkidks vius dSfj;j vkSj 
futh thou esa lQy cuk,xkA 
 

y{;y{;y{;y{; dSlsdSlsdSlsdSls fu/kkZfjrfu/kkZfjrfu/kkZfjrfu/kkZfjr djsadjsadjsadjsa\\\\ 
 

ge y{; fu/kkZfjr djus ds fy, LekVZ ekWMy dk mi;ksx dj ldrs gSaA LekVZ dk vFkZ gS  
,l &,l &,l &,l & fof'k"V 
,e &,e &,e &,e & ekius ;ksX; 
, &, &, &, & izkIr djus ;ksX; 
vkj &vkj &vkj &vkj & ;FkkFkZoknh 
Vh &Vh &Vh &Vh & le; lhek c)  

 

   

,l &,l &,l &,l & fof'k"V dk vFkZ gS lh/kk 
vkSj Li"V 

 

,e &,e &,e &,e & ekius ;ksX; dk vFkZ gS 
fd dqN ekik tk ldrk gS 

, &, &, &, & izkIr djus ;ksX; dk vFkZ 
gS fd dqN iwjk fd;k tk 

ldrk gS 
 

  

vkj &vkj &vkj &vkj & ;FkkFkZoknh dk vFkZ dqN ,slk gS tks 
okLrfod gS vkSj gekjs thou esa ykxw gksrk gS 

 

Vh & Vh & Vh & Vh & le; lhek dk vFkZ gS fd y{; dks ,d 
fuf'Pkr le; ds Hkhrj iwjk fd;k tkuk gS 

 
 

fp= 2-19 LekVZ y{;  
 

y{;y{;y{;y{; dks dks dks dks LekVZ dSlsLekVZ dSlsLekVZ dSlsLekVZ dSls cuk,acuk,acuk,acuk,a\\\\ 
 

fof'k"V &fof'k"V &fof'k"V &fof'k"V & ,d fof'k"V vkSj Li"V y{; Ng iz'uksa dk mŸkj nsrk gSA y{; esa dkSu 'kkfey gS\ eqÖks 
D;k djuk gS\ eSa dgka ls 'kq: d:a\ eSa dc 'kq: vkSj [kRe d:a\ eSa fdl lk/ku dk mi;ksx 
d:a\ eSa ;g D;ksa dj jgk gwa\ 
xSj&mnkgj.k % ÞeSa vaxzsth cksyuk lh[kwaxkÞ  
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mnkgj.k % ÞeSa gj fnu vius Ldwy ds ckn dksÇpx d{kkvksa esa 'kkfey gksdj vaxzsth cksyuk lh[krk 
gwa] vkSj Ng eghus esa eSa baVj&Ldwy okn&fookn izfr;ksfxrk esa Hkkx ywaxkAÞ  
 

ekiusekiusekiusekius ;ksX; &;ksX; &;ksX; &;ksX; & ,d vkSlr ntsZ dk y{; iz'uksa dk mŸkj nsrk gS ^^fdruk\**] ^^fdruk lkjk\** vkSj 
ÞeqÖks dSls irk pysxk fd eSaus ifj.kke izkIr fd, gSa\** 
xSj&mnkgj.k % ÞeSa viuh lgu'kfDr c<+kuk pkgrk gwaAÞ 
mnkgj.k % ÞeSa vius otu dks 5 fdyks de djuk pkgrk gwa vkSj vxys eghuksa esa 45 feuV esa 10 
fd- eh- nkSM+us esa l{ke gksus ds fy, lgu'kfDr fodflr djuk pkgrk gwaAÞ  
 

izkIrizkIrizkIrizkIr djusdjusdjusdjus ;ksX; &;ksX; &;ksX; &;ksX; & cM+s y{;ksa dks NksVs Hkkxksa esa foHkkftr djus ls y{; dks izkIr fd;k tk ldrk 
gSA mnkgj.k ds fy,] 
cM+k y{; % ÞeSa ,d Ldwy esa ,d f'k{kd cuuk pkgrk gwaAÞ 
bls NksVs y{;ksa esa rksM+uk % 
1- mPprj ek/;fed iwjk djuk 
2- iw.kZ Lukrd iwjk djuk 
3- ch-,M- iwjk djuk 
4- f'k{k.k {ks= esa ukSdfj;ksa ds fy, vkosnu djsa 
 

;FkkFkZoknh &;FkkFkZoknh &;FkkFkZoknh &;FkkFkZoknh & ,d ;FkkFkZoknh y{; dqN ,slk gksxk tks ge pkgrs gSa vkSj y{; izkIr djus ds fy, 
dke dj ldrs gSaA  
xSj&mnkgj.k % ÞeSa ,d fnu esa vius iwjs o"kZ ds ikB~¸kØe dks i<+waxk vkSj vPNs vad izkIr d:axkAÞ  
mnkgj.k % ÞeSa ijh{kk esa vPNs vad izkIr djus ds fy, vius fo"k;ksa dks la'kksf/kr djus ds fy, 
Ldwy ds ckn o"kZ ds gj fnu 3 ?kaVs fcrkrk gwaAÞ  
 

le;le;le;le;    lhek &lhek &lhek &lhek & LekVZ y{; ds fy, ,d le; lhek gksuh pkfg,] vFkkZr] tc y{; izkIr djus dh 
vko';drk gksrh gSA ;g gesa y{;ksa dks iwjh rjg ls iwjk djus ds fy, dkjZokbZ djus ds fy, 
izksRlkfgr djrk gSA  
xSj&mnkgj.k% ÞeSa fdlh fnu 10 fdyks otu de djuk pkgrk gwaAÞ 
mnkgj.k % ÞeSa vxys Ng eghuksa esa 10 fdyks otu de djuk pkgrk gwaAÞ 
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k        
    

bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ^ifjp;* ns[kus ds ckn] vkidks D;k yxrk gS fd ,sls dkj.k gSa 
tks lQy dSfj;j ds fy, fdlh O;fDr dh rS;kfj;ksa dks izHkkfor djrs gSaA  
 

bZ&vf/kxe ikB esa ohfM;ks ^lsÇVx LekVZ ¼fof'k"V] ekius ;ksX;] okLrfod] ;FkkFkZoknh] le;lhek½ y{; 
dks ns[kus ds ckn] ppkZ djsa fd vkius ohfM;ks ls D;k lh[kk gSA  
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xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
 

lkSais x, dk;Z & LekVZ y{; gS ;k ugha 
vko’;d lkexzhvko’;d lkexzhvko’;d lkexzhvko’;d lkexzh 
isu ;k isafly] uksViSM ;k dkxt dh 'khV 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- ns[ksa fd D;k uhps fn, x, y{; LekVZ ¼fof'k"V] ekius ;ksX;] izkIr djus ;ksX;] ;FkkFkZoknh] 
le;lhek½ gksus ds mÌs'; dks iwjk djrs gSa ;k ughaA LekVZ ds izR;sd igyw ds lkeus fVd ekdZ djsaA  
 

y{;y{;y{;y{;    fof'k"Vfof'k"Vfof'k"Vfof'k"V 
¼gka@ugha½¼gka@ugha½¼gka@ugha½¼gka@ugha½ 

ekiusekiusekiusekius ;ksX;;ksX;;ksX;;ksX; 
¼gka @ ugha½¼gka @ ugha½¼gka @ ugha½¼gka @ ugha½ 

izkIrizkIrizkIrizkIr djusdjusdjusdjus 
;ksX;;ksX;;ksX;;ksX;    

¼gka @ugha½¼gka @ugha½¼gka @ugha½¼gka @ugha½ 

;FkkFkZoknh;FkkFkZoknh;FkkFkZoknh;FkkFkZoknh 
¼gka @ugha½¼gka @ugha½¼gka @ugha½¼gka @ugha½ 

le;le;le;le; llllhek hek hek hek 
¼gka @ ugha½¼gka @ ugha½¼gka @ ugha½¼gka @ ugha½ 

eSa viuh igyh ukSdjh esa 01 
djksM+ #i, vÆtr djuk pkgrk 
gwaA  

     

eSa LukrdksÙkj [kRe djus ds ckn 
f'k{kd cuuk pkgrk gwaA  

     

eSa dbZ txgksa dh ;k=k djuk 
pkgrk gwaA 

     

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 
 

nh?kZdkfyd y{; vkSj vYidkfyd y{; ¼lgdehZ izfrfØ;k½ 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
isu ;k isafly] uksViSM ;k dkxt dh ‘khV 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- pkj lnL;ksa ds lewg cuk,aA 
2- vius lewg esa O;fDrxr :i ls dke djsa vkSj uhps nh xbZ rkfydk dks iwjk djsaA  
3- ,d ckj iwjk gksus ij] vius lewg ds lkFk lkÖkk djsa vkSj vius y{;ksa ij izfrfØ;k izkIr 
djsaA  
4- tc vkids lewg ds vU; lnL; vius y{;ksa dks izLrqr dj jgs gksa rks mu ij viuh izfrfØ;k 
nsaA 
 

vYidkfydvYidkfydvYidkfydvYidkfyd y{; ¼vxys iaægy{; ¼vxys iaægy{; ¼vxys iaægy{; ¼vxys iaæg fnuksafnuksafnuksafnuksa esaesaesaesa vkidsvkidsvkidsvkids 
y{;y{;y{;y{; D;kD;kD;kD;k gSagSagSagSa\\\\½½½½ 

vxysvxysvxysvxys NgNgNgNg eghuseghuseghuseghus ;k;k;k;k ,d,d,d,d lkylkylkylky esa nh?kZdkfydesa nh?kZdkfydesa nh?kZdkfydesa nh?kZdkfyd 
y{; ¼vkids y{;y{; ¼vkids y{;y{; ¼vkids y{;y{; ¼vkids y{; D;kD;kD;kD;k gSa½gSa½gSa½gSa½\\\\ 

1111    1111    
2222    2222    
3333    3333    

 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 3333 
lkSisa x, dk;Z & esjk y{; 
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vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh    
isu ;k isafly 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
    

1- laf{kIr uke LekVZ dk mi;ksx djds vius }kjk fu/kkZfjr y{;ksa dks fy[kdj uhps nh xbZ 
rkfydk dks iwjk djsaA  

 

LekVZ y{;LekVZ y{;LekVZ y{;LekVZ y{;    mnkgj.kmnkgj.kmnkgj.kmnkgj.k  esjkesjkesjkesjk y{;y{;y{;y{; 
fof'k"V lgh mnkgj.k % eSa viuh e/;kof/k ijh{kk esa 90 izfr’kr ls 

Åij Ldksj djus ds fy, vxys ikap g¶rksa esa jkstkuk nks 
?kaVs ds fy, d{kk ds fo"k;ksa dks fQj ls ?kj ij foKku fo"k; 
ds nl v/;k;ksa dk nksckjk v/;;u d:axkA 
xSj&mnkgj.k % eqÖks foKku dh ijh{kk esa 100 esa ls 85 vad 
feysaxsA 

 

ekius ;ksX; 
izkIr djus ;ksX; 
okLrfod 
le; lhek 

 
    

 

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa 
    

dddd---- fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- y{; fu/kkZj.k D;k gS\ 
2- LekVZ y{;ksa esa] ^,l] ,e] , vkj vkSj Vh* ds fy, D;k gS\ 
3- nh?kZdkfyd y{;ksa ij dke djus dk lcls vPNk rjhdk D;k gS\ 
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 
    

bl l= ds iwbl l= ds iwbl l= ds iwbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsjk gksus ds ckn] vki ;g djus esa l{ke gksaxsjk gksus ds ckn] vki ;g djus esa l{ke gksaxsjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• ^^y{; fu/kkZj.k** dk vFkZ leÖkk,aA 
• vius fy, y{; fu/kkZfjr djus ds ykHkksa dks lwphc) djsaA 
• LekVZ fof/k dk mi;ksx djds vYi vkSj nh?kZdkfyd y{;ksa dks cuk,aA  
    

 

 

Lk= 8 % le; dk izca/ku ¼Lk= 8 % le; dk izca/ku ¼Lk= 8 % le; dk izca/ku ¼Lk= 8 % le; dk izca/ku ¼Time Management½½½½    

lehj cgqr gh vkylh yM+dk Fkk vkSj ges'kk phtksa dks LFkfxr dj nsrk FkkA muds firk us mUgsa 
le; ds ewY; dks leÖkus dh dksf'k'k dhA lehj us vius firk ls oknk fd;k fd og vius dk;ks± 
dks dHkh LFkfxr ugha djsxkA ,d fnu mlus ,d xk;u izfr;ksfxrk esa igyk iqjLdkj thrkA mls mlh 
fnu iqjLdkj izkIr djus ds fy, dgk x;k FkkA mlus ijokg ugha dh vkSj vxys fnu iqjLdkj ysus 
x;kA ysfdu iqjLdkj vc mlds fy, csdkj Fkk] D;ksafd ;g fiNys fnu ds ldZl 'kks dk fVdV FkkA 
ml fnu lehj us ,d egRoiw.kZ lcd lh[kk & le; ij phtksa dks djus dk egRoA 
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le; izca/ku ;kstuk cukus vkSj fu;af=r djus dh {kerk gS fd vki 
vius fnu ds le; dks vPNh rjg ls dSls fcrkrs gSa vkSj og lc djuk 
pkgrs gSa tks vki djuk pkgrs gSa ¼fp= 2-20½A vPNs le; izca/ku dkS'ky 
dk ,d mnkgj.k rc gksxk tc vki Ldwy ds rqjar ckn viuk gkseodZ 
iwjk djus dk fu.kZ; ysaxs rkfd vkids ikl 'kke dks Vhoh ns[kus dk 
le; gksA 

 
fp= 2-20 le; izca/ku  

 

 

Lke; dk izca/kuLke; dk izca/kuLke; dk izca/kuLke; dk izca/ku dkdkdkdk mnkgj.kmnkgj.kmnkgj.kmnkgj.k vkSjvkSjvkSjvkSj xSj&mnkgj.kxSj&mnkgj.kxSj&mnkgj.kxSj&mnkgj.k  
 

 
lehjk ges'kk Ldwy esa le; dh ikcan gSA 
mldk ,d fu;fer 'ksM~¸kwy gS ftldk og 
jkstkuk ikyu djrh gSA og igys ls gh 
v/;;u vkSj [ksyus ds fy, ;kstuk cukrh gSA 

 fu'kk vke rkSj ij dke djus ds fy, nsjh ls 
igqaprh gSA og le; ij vius vlkbuesaV tek 
ugha djrh gSA og dHkh&dHkh dqN xfrfof/k;ksa 
dks NksM+ nsrh gS vkSj lkSais x, eq[; dk;Z Hkwy 
tkrh gSA 

 

 
fp= 2-21 le; izca/ku 

le; izca/ku ,d lksp dk dkS'ky gS tks vkidh enn djrk gS 
• le; ij dk;Z iw.kZ djukA 
• ,d nSfud le; lkfj.kh cukukA 
• ,d vPNk vuqeku yxk,a fd vkidks dqN djus esa fdruk le; 

yxsxkA 
• le; ls igys ;k le; ij gkseodZ vkSj vlkbuesaV lcfeV 

djsaA 
• fnu ds nkSjku le; cckZn u djsaA 

 

izHkkohizHkkohizHkkohizHkkoh le;le;le;le; izca/kuizca/kuizca/kuizca/ku dsdsdsds fy,fy,fy,fy, pkjpkjpkjpkj pj.kpj.kpj.kpj.k    
 

izHkkoh le; izca/ku ds fy, pkj pj.kksa dk vH;kl djus ds fy, lqÖkko fuEukuqlkj gSa%  
 

• fdlh Hkh fu;ksftr xfrfof/k esa nsjh ;k LFkfxr djus ls cpsa 
• vius dejs vkSj Ldwy MsLd dks O;ofLFkr djsa 
• ^ukW fMLVcsZal tksu* fodflr djsa tgka vki egRoiw.kZ dk;ks± dks iwjk dj ldsa  
• izrh{kkjr le; dk lnqi;ksx djsa 
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• ,d ^Vw&Mw ;k djus ;ksX; dkeksa* dh lwph rS;kj djsa 
• izkFkfedrk r; djsa 
• csdkj xfrfof/k;ksa dh txg mRiknd xfrfof/k;ksa ls djsa 
 

pj.kpj.kpj.kpj.k 1111 pj.kpj.kpj.kpj.k 2222 pj.kpj.kpj.kpj.k 3333 pj.kpj.kpj.kpj.k 4444 

                
O;oO;oO;oO;ofLFkrfLFkrfLFkrfLFkr djsadjsadjsadjsa 
• ge vius fnu dh 

xfrfof/k;ksa dh 
;kstuk cukrs gSa 

• ge ,d le; 
lkfj.kh cukrs gSa 
ftldk ge vuqlj.k 
djrs gSa 

• ge vius vkl&ikl 
vkSj v/;;u dh 
est dks lkQ vkSj 
xanxh eqDr j[krs gSa 

• ge phtksa dks okil 
ogha j[krs gSa tgka 
os gSa 

• blls gesa le; 
cpkus esa enn 
feyrh gS! 

izkFkfedrkizkFkfedrkizkFkfedrkizkFkfedrk    
• ge fd, tkus okys 

dk;ksaZ dh ,d lwph 
cukrs gSa ftlesa 
gekjh lHkh 
xfrfof/k;ka gksrh gSa 
vkSj ge mUgsa egRo 
ds Øe esa jSad djrs 
gSaA mnkgj.k ds fy,] 
vki lcls egRoiw.kZ 
dk;Z ds :i esa 
gkseodZ djuk jSad 
dj ldrs gSaA 

• blls gesa lcls 
egRoiw.kZ dk;Z igys 
djus esa enn 
feyrh gS vkSj ;g 
Hkh irk pyrk gS 
fd D;k yafcr gSA 

fu;a=.kfu;a=.kfu;a=.kfu;a=.k    
• gekjh xfrfof/k;ksa 

vkSj le; ij gekjk 
fu;a=.k gSA 

• ge le; dh cckZnh 
ls cprs gSa tSls 
Qksu ij ckrsa djuk] 
xi'ki djuk] 
bR;kfnA 

 

iFkiFkiFkiFk 
• ge bls igpkurs gSa 

vkSj /;ku nsrs gSa 
fd geus viuk 
le; dgka fcrkuk 
gSA 

• blls gesa ;g irk 
yxkus esa enn 
feysxh fd geus 
vius le; dk 
izHkkoh <ax ls 
mi;ksx fd;k gS ;k 
ughaA 

• ;g gesa le;c) 
xfrfof/k;ksa dh 
igpku djus esa Hkh 
enn djrk gSA 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, bZ&vf/kxe 
ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa mijksDr fo”k;ksa ds 
fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
 

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k        
bZ&vf/kxe ikB esa ohfM;ks ^le; dk izca/ku* ns[kus ds ckn] ppkZ djsa & ohfM;ks ns[kus ds ckn vkius 
D;k lh[kk\ 
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xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
tksM+h esa dk;Z & xfrfof/k;ksa dh lwph cukuk 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
isu ;k isafly] uksViSM ;k dkxt dh ‘khV 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- Nk=ksa dh tksM+h cuk,aA 
2- nh xbZ rkfydk dks mu xfrfof/k;ksa dh lwph ds lkFk iwjk djsa ftUgsa vki nSfud vk/kkj ij 
djrs gSaA lwph esa 'kkfey djus ds fy, ;kn j[ksa] gj NksVh xfrfof/k tks vki djrs gSaA vxyk 
dne mUgsa rhu izdkjksa ^vo’; djsa*] ^djuk pkfg,* vkSj ^djus ds fy, vPNk* esa ckaVuk gksxkA lewg dks 
bafxr djus ds fy, ,d fVd ekdZ dk mi;ksx djsaA ,d mnkgj.k uhps fn;k x;k gSA 
 

xfrfof/k;ksaxfrfof/k;ksaxfrfof/k;ksaxfrfof/k;ksa dhdhdhdh lwphlwphlwphlwph  vo'; djsa ¼rRdky vkSjvo'; djsa ¼rRdky vkSjvo'; djsa ¼rRdky vkSjvo'; djsa ¼rRdky vkSj 
egRoiw.kZegRoiw.kZegRoiw.kZegRoiw.kZ dk;Z½dk;Z½dk;Z½dk;Z½ 

djuk pkfg, ¼egRoiw.kZ djuk pkfg, ¼egRoiw.kZ djuk pkfg, ¼egRoiw.kZ djuk pkfg, ¼egRoiw.kZ 
dk;Zdk;Zdk;Zdk;Z½½½½    

djusdjusdjusdjus dsdsdsds fy,fy,fy,fy, vPNk vPNk vPNk vPNk 
¼rRdky ugha¼rRdky ugha¼rRdky ugha¼rRdky ugha vkSjvkSjvkSjvkSj 
egRoiw.kZegRoiw.kZegRoiw.kZegRoiw.kZ ugha½ugha½ugha½ugha½ 

gkseodZ iw.kZ djsa  √ 
 

  

nksLrksa ds lkFk 
ckrphr djuk 

  √ 
 

dy ds fy, ewoh 
fVdV cqd djsa  

 √ 
 

 

    

    

    

    
 

3- vius lkFkh ds lkFk lwph dk fgLlk iwjk fd;k vkSj ppkZ dhA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
 lkSais x, dk;Z & ^djus ;ksX; dk;ksZa dh lwph cukuk 
 

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
isu ;k isafly 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
uhps nh xbZ rkfydk esa xfrfof/k 1 esa lwphc) xfrfof/k;ksa dks vius lHkh ^vo’; djsa* vkSj ^djuk 
pkfg,* ds :i esa O;ofLFkr djsaA ;g vkidh ^D;k djsa dh lwph* gksxhA  
 

djusdjusdjusdjus ;ksX; dk;;ksX; dk;;ksX; dk;;ksX; dk;ksZa ksZa ksZa ksZa dh lwphdh lwphdh lwphdh lwph    
1- 
2- 
3- 
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4- 
5- 
6- 
7- 
8- 
9- 
10- 

    
    

    

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa 
dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
 

1- fuEufyf[kr esa ls dkSu vkidks le; dk csgrj izca/ku djus esa enn dj ldrk gS\ 
¼d½ nksLrksa ls ckr djuk 
¼[k½ djus ;ksX; dk;ksZa dh lwph cukuk 
¼x½ ;g lqfuf'Pkr djuk fd ge vius [ksyus ds le; dks ;kn j[ksa 
¼?k½ ilanhnk fQYe ns[kuk 

 

2- vkids le; dks VªSd djus ls vkidh dSls enn gks ldrh gS\ 
¼d½ ge QksdLM jg ldrs gSaA 
¼[k½ ge lHkh dks fn[kk ldrs gSa fd ge fdruh esgur dj jgs gSaA 
¼x½ ge leÖk ldrs gSa fd ge viuk le; dgka fcrk jgs gSa vkSj t+:jr iM+us ij viuk 

le; csgrj <ax ls izcaf/kr dj jgs gSaA  
¼?k½ mijksDr esa ls dksbZ ugha 

 

[k[k[k[k---- fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- le; izca/ku D;k gS vkSj vki vius le; dk izca/ku dSls dj ldrs gSa\  
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki bl l= ds iwjk gksus ds ckn] vki bl l= ds iwjk gksus ds ckn] vki bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs;g djus esa l{ke gksaxs;g djus esa l{ke gksaxs;g djus esa l{ke gksaxs 
• le; izca/ku ds egRo dk o.kZu djsaA  

• izHkkoh <ax ls le; ds izca/ku ds fy, pj.kksa dh lwph cuk,aA  

• ,d fnu esa ¼izkFkfedrk ds Øe esa½ djus ds fy, vko';d fofHkUUk xfrfof/k;ka djus dh lwph 
cuk,aA 

    

 



    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

l= 1 %l= 1 %l= 1 %l= 1 %    vkbZlhVhvkbZlhVhvkbZlhVhvkbZlhVh dkdkdkdk ifjp;ifjp;ifjp;ifjp; 
 

,d i= fy[kus ;k ,d fjiksVZ cukus ds fy,] ge isu vkSj dkxt dk mi;ksx djus ds ctk; 
daI;wVj ij ,d oMZ izkslslj dk mi;ksx dj ldrs gSaA oMZ izkslslj ,d lkW¶Vos;j ,fIyds'ku gS 
tks gesa VsDLV esa Vkbi djds] lq/kkj ¼,fMÇVx VsDLV½ cukdj] lkQ&lqFkjs rjhds ls O;ofLFkr djds 
¼QkWesZV djus½ vkSj bls fizaV djus ds fy, MkWD;wesaV cukus esa enn djrk gSA  
 

oMZoMZoMZoMZ izkslsljizkslsljizkslsljizkslslj dkdkdkdk mi;ksxmi;ksxmi;ksxmi;ksx djusdjusdjusdjus dsdsdsds ykHkykHkykHkykHk 
 

oMZ izkslslj dk mi;ksx djus ds dbZ Qk;ns gSaA buesa ls dqN gSa % 
• ;fn vki ,d f'k{kd }kjk viuh fjiksVZ dh tkap ds ckn dqN vfrfjDr lkexzh tksM+uk pkgrs 

gSa ;k dqN VsDLV fjewo djuk pkgrs gSa] rks vki bls vklkuh ls ,d oMZ MkWD;wesaV esa dj 
ldrs gSaA 

• fjT;wes ¼ck;ks&MkVk½ cukrs le;] orZuh dh xyfr;ka u djuk egRoiw.kZ gSA ,d oMZ izkslslj 
vkidks orZuh vkSj O;kdj.k dh tkap djus esa enn djrk gS rkfd vki lgh O;kdj.k] orZuh 
vkSj Hkk"kk dk mi;ksx djsaA 

• ;fn vki ,d yach fjiksVZ fy[k jgs gSa vkSj vkidks dbZ fnuksa rd bl ij dke djus dh 
vko';drk gS] rks vki fjiksVZ dks lso dj ldrs gSa vkSj tc Hkh vko';d gks rks bls okil 
izkIr dj ldrs gSaA vki MkWD;wesaV dks fizaV Hkh dj ldrs gS ;fn vkidks fdlh dks gkMZ dkWih Hkstuh 
gSA  

• vki fofHkUUk dyj] VsDLV LVkby vkSj VsDLV lkbt dks tksM+dj MkWD;wesaV dks vkd"kZd cuk ldrs 
gSaA mnkgj.k ds fy,] ;fn vki VkbVy dks ,d fo'ks"k LVkby esa fy[kuk pkgrs gSa ;k ;fn vki 
dqN egRoiw.kZ rkjh[k ij vf/kd /;ku vkdf”kZr djuk pkgrs gSa rks vki bls ,d oMZ MkWD;wesaV esa 
dj ldrs gSaA  

• vki fp=ksa] cqysVsM fyLV] Vscy] ‘ksIl vkSj pkVZ dks vklkuh ls balVZ djds oMZ izkslslj dk 
mi;ksx djds ,d iksLVj Hkh cuk ldrs gSaA  
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dqN ldqN ldqN ldqN lkekU;kekU;kekU;kekU;    miyC/k miyC/k miyC/k miyC/k oMZoMZoMZoMZ izkslsljizkslsljizkslsljizkslslj    ,,,,IyhdsIyhdsIyhdsIyhds''''kukukuku  
 

miyC/k dqN lkekU; oMZ izkslslj ,fIyds’ku fp= 3-1 esa fn, x, gSaA  
 

lHkh oMZ izkslslj ds vf/kdka'k dk;Z leku gSaA ;gka] ge fyczs vkWfQl jkbVj dk mi;ksx ;g leÖkus 
ds fy, djsaxs fd oMZ izkslslj dSls dke djrk gSA  

 

 

 
 

fyczs vkWfQl jkbVj 
 

xwxy MkWDl 
 

ekbØkslkW¶V oMZ 
 

vksiu vkWfQl jkbVj 
 

uksViSM 
fp= 3-1 

 

fyczsfyczsfyczsfyczs vkWfQlvkWfQlvkWfQlvkWfQl jkbVjjkbVjjkbVjjkbVj dsdsdsds lkFklkFklkFklkFk 'kq#vkr'kq#vkr'kq#vkr'kq#vkr djukdjukdjukdjuk    
 

mcaVw vkWijsÇVx flLVe iwoZ&baLVkWy fyczsvkWfQl ds lkFk vkrk gS A blfy,] mcaVw esa fyczs vkWfQl 
jkbVj 'kq: djus ds fy, ¼fp= 3-2½] cl ckbZa vksj ykWUpj esa fyczs vkWfQl jkbVj vkbdu ij 
fDyd djsa A ;g fyczs vkWfQl jkbVj dks 'kq: djsxk vkSj ,d u;k MkWD;wesaV ¼fp= 3-3½ vksiu gksxkA 
U;w MkWD;wesaV esa VsDLV tksM+us ds fy, Vkbfiax izkjaHk djsaA 
 
 

  
fp= 3-2 mcaVw esa fyczs vkWfQl jkbVj 

ykWUp djuk 
fp= 3-3 fyczs vkWfQl jkbVj 

 

,d,d,d,d u;ku;ku;ku;k MkWD;wesaVMkWD;wesaVMkWD;wesaVMkWD;wesaV cukukcukukcukukcukuk    
 
 

vki U;wU;wU;wU;w vkbdu ij fDyd djds vkSj fQj fp= 3-
4 esa fn[kk, x, vuqlkj VsDLVVsDLVVsDLVVsDLV MkWD;wesaVMkWD;wesaVMkWD;wesaVMkWD;wesaV    dks 
flysDV djds fyczs vkWfQl jkbVj esa ,d U;w 
MkWD;wesaV cuk ldrs gSaA  

 
       fp= 3-4 U;w oMZ MkWD;wesaV cuk,a 
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vki ,d U;w 'kCn MkWD;wesaV cukus ds fy, 'kkWVZdV dh Ctrl + n dk Hkh mi;ksx dj ldrs gSaA  
 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

f'k{kd vkidks http://www.psscive.ac.in/Employability_Skills.html ij bZ&vf/kxe ikB fn[kkdj vkidks 
bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh ds 
lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLr`r funsZ'k 'kkfey gksaxsA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
 

izk;ksfxd vH;kl & fyczs vkWfQl jkbVj ds lkFk 'kq: djuk 
    

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
fyczs vkWfQl jkbVj baLVkWy djus ds lkFk daI;wVj  
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 

vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA  
2- fyczs vkWfQl jkbVj 'kq: djsa] ,d U;w MkWD;wesaV cuk,a vkSj MkWD;wesaV esa dqN VsDLV Vkbi djsaA 

fyczs vkWfQl jkbVj esa miyC/k fodYiksa dk irk yxkus ds fy, LØhu ij fn[kkbZ nsus okys 
fofHkUUk fodYiksa ij ekml dks jksy djsaA Q+kby lso djsaA  

3- ,d lnL; xfrfof/k djrk gS vkSj nwljs ns[krs gSa vkSj lgh rjhds ls D;k fd;k x;k vkSj 
D;k lq/kkj fd;k tk ldrk gS] bl ij viuh izfrfØ;k nsrs gSaA  

4- fQj] ckjh cnysa] lewg dk izR;sd lnL; de ls de ,d ckj iwjh xfrfof/k djrk gSA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
izk;ksfxd vH;kl & ekbØkslkW¶V oMZ ls 'kq#vkr djuk 
    

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
ju ds fy, baVjusV dusD'ku ds lkFk daI;wVj 
    

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,a ¼mlh rjg tSls xfrfof/k 1 esa fd;k tkrk 
gS½A  
2- Microsoft Word LVkVZ djsaA ,d U;w Q+kby vksiu djsa vkSj dqN VsDLV Vkbi djsaA Q+kby lso djsaA 
vH;kl l= vkidks pj.kksa dks iwjk djus esa enn djsxkA ;fn vki ,d =qfV djrs gSa] rks vkidks 
lgh pj.kksa ds lkFk ladsr fn;k tk,xkA izR;sd fØ;k ds ckn vki Lopkfyr :i ls vxys pj.k esa 
pys tk,axsA  
3- ,d lnL; izk;ksfxd vH;kl djrk gSA vU; yksx ns[krs gSa vkSj lgh <ax ls D;k fd;k x;k Fkk 
vkSj D;k lq/kkj fd;k tk ldrk gS ij izfrfØ;k nsrs gSaA  
4- fQj] ckjh cnysa] lewg dk izR;sd lnL; de ls de ,d ckj iwjh xfrfof/k djrk gSA 
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viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa 
dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u    
 

1- oMZ izkslslj dk mi;ksx djds] vki fjT;wes vkSj iksLVj cuk ldrs gSaA ;g crk,a fd ;g lgh gS 
;k xyrA  
¼d½ lgh 
¼[k½ xyr 
 

2- fuEu esa ls dkSu lk fodYi oMZ izkslslj dk gSa\ lHkh lgh fodYiksa dk p;u djsaA  
¼d½ xwxy MkWDl 
¼[k½ fyczs vkWfQl jkbVj 
¼x½ ekbØkslkW¶V oMZ 
¼?k½ mijksDr lHkh 
 

3- U;w MkWD;wesaV cukus ds fy, fdl 'kkWVZdV dqath dk mi;ksx fd;k tkrk gS\ 
¼d½ Ctrl+ c 
¼[k½ Ctrl + n 
¼x½ Ctrl + m 
¼?k½ Ctrl + d 
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- i= fy[kus ds fy, oMZ izkslslj dk mi;ksx djus ds ykHkksa dh lwph cuk,aA  
    

 

vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• leÖkk,a fd oMZ izkslslj D;k gSA 
• oMZ izkslslj dk mi;ksx djus ds ykHk dh lwphA 
• oMZ izkslsÇlx ds fy, miyC/k lkW¶Vos;j iSdstksa dh igpku djsaA  
• U;w MkWD;wesaV cukus ds fy, fyczs vkWfQl jkbVj dk mi;ksx djsaA 
    

 
 

Lk= 2 % fyczs vkWfQl jkbVj dk csfld baVjQslLk= 2 % fyczs vkWfQl jkbVj dk csfld baVjQslLk= 2 % fyczs vkWfQl jkbVj dk csfld baVjQslLk= 2 % fyczs vkWfQl jkbVj dk csfld baVjQsl         

tc Hkh ge fyczs vkWfQl jkbVj vksiu djrs gSa rks gesa ,d fMQ+kWYV LØhu fn[kkbZ nsrh gS ¼tSlk 
fd fp= 3-5 esa fn[kk;k x;k gS½A blesa esuw vkWI’ku gSa] tSls Q+kby] ,fMV] O;w vkfn] tks gesa fofHkUUk 
dk;ks± dks djus esa enn djrs gSaA Vwyckj vkbdu iznku fd;k x;k gS tks vke rkSj ij mi;ksx fd, 
tkus okys dqN dk;ks± dk 'kkWVZdV gSA LØhu ds Åijh nk,a dksus ij fefuekbt ;k eSfDlekbt 
djus vkSj Dykst+ cVu esa ekStwn gSaA uhps ckbZa vksj ,d LVsVl ckj gksrk gS ftles dbZ fooj.k fn, 
tkrs gSa] tSls oMZ dkmaV] ist uacj] LVkby vkfnA  
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fp= 3-5 fyczs vkWfQl jkbVj & csfld baVjQ+sl 

 

LVsVlLVsVlLVsVlLVsVl ckjckjckjckj 
ÇoMks ds uhps LVsVl ckj gSA flaxy ist] eYVhist ;k cqd O;w ds fy, MkWD;wesaV ds O;w dks cnyus ds 
fy, uhps nkbZa vksj ij MkWD;wesaV O;w vkWI’ku dk mi;ksx djsaA QkWUV lkbt+ dks cnys fcuk twe bu ;k 
vkmV ckj ls VsDLV ds vkdkj dks cnyus ¼bls cM+k ;k NksVk fn[kkus½ esa enn feyrh gSA vU; 
fooj.k] tSls oMZ ;k dSjsDpj dkmaV] ist uacj] ySaXost vkfn Hkh ckbZa vksj ekStwn gSaA 
 

esuwesuwesuwesuw ckjckjckjckj 
esuw ckj fyczs vkWfQl ÇoMks ds 'kh"kZ ij ik;k tkrk gS vkSj blesa dbZ vkWI’ku gksrs gSa] tSls fd 
Qkby] ,fMV] O;w] balVZ] QkWesZV] LVkbYl] Vscy] QkWeZ] VwYl] ÇoMkst vkSj gsYiA  
 

tc ge fp= 3-6 esa fn[kk, x, :Ik esa fofHkUUk dekaM dks fn[kkus ds fy, fo'ks"k esuw vkWI’ku] lc&esuw 
MªkWi Mkmu ij fDyd djrs gSaA dekaM ju djus ds fy,] esuw vkWI’ku ij fDyd djsa] tSls fd Q+kbyQ+kbyQ+kbyQ+kby 
vkSj fQj lc&esuw ls ,d fodYi pqusaA mnkgj.k ds fy,] lso djsalso djsalso djsalso djsaA 
 

 
fp= 3-6 esuw vkSj lc&esuw ¼LØhu'kkWV½ 

 
;gka muds dekaM ds lkFk esuw vkWI’ku fn, x, gSa %  
 

• Q+kby % blesa ,sls dekaM gksrs gSa tks iwjs MkWD;wesaV ij ykxw gksrs gSa] tSls fd U;w] vksiu] Dykst+] 
lso] ÇizV] vkfnA  
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• ,fMV % ,sls dekaM gksrs gSa tks fdlh MkWD;wesaV dks ,fMV djus ds fy, mi;ksx fd, tkrs gSaA 
buesa ls dqN vu&Mw] dV] dkWih] isLV] QkbaM ,aM fjIysl vkfn gSaA  

• O;w % fyczs vkWfQl ÇoMks esa MkWD;wesaV ds fMLIys dks cnyus ds fy, mi;ksx dh tkus okyh dekaM 
'kkfey gSa] mnkgj.k ds fy, t+we bu @ vkmV] osc] LVsVl ckj] :yj] vkfnA  

• balVZ % blesa os dekaM gksrs gSa tks fofHkUUk vkWCtsDV~l dks MkWD;wesaV esa ,M ;k balVZ djus esa enn 
djrs gSa] mnkgj.k ds fy,] best] 'ksi] pkVZ] gsMj] QqVj] ist uacj] vkfnA  

• QkWesZV % blesa MkWD;wesaV esa VsDLV ds :i dks cnyus ds fy, dekaM 'kkfey gSa] mnkgj.k ds fy,] 
VsDLV dks cksYM] ykbu Lisflax] VsDLV ,ykbu djuk] iSjkxzkQ] vkfnA  

• LVkby % blesa ,sls dekaM gksrs gSa tks MkWD;wesaV dh dkWeu LVkby dks lsV djrs gSa] vFkkZr] ;g 
MkWD;wesaV ds fMQ+kWYV QkWesZV dks fuÆn"V djrk gSA blesa U;w LVkby cukus] LVkby yksM djus vkSj 
LVkby ,aM QkWesZfVax lsD’ku dk mi;ksx djus ds dekaM gSaA  

• Vscy % fdlh MkWD;wesaV esa Vscy balVZ djus ;k fMyhV djus ds fy, dekaM gSa vkSj bls QkWesZV 
djsaA  

• QkWeZ % blesa MkWD;wesaV esa VsDLV ckWDl] fyLV ckWDl] psd ckWDl] vkWI'ku] cVu vkfn tSls daVªksYl 
balVZ djus ds dekaM gksrs gSaA  

• Vwy % blesa Q+aD'kal gksrs gSa] tSls LisÇyx ,aM xzkej psd] esy etZ vkSj eSØkst+ vkfnA  
• ÇoMks % blesa lHkh vksiu fyczs vkWfQl foaMks fn[kk, tkrs gSa vkSj ;wtj dks ml ij fDyd djds 

fdlh Hkh ÇoMks ij fLop djus dh lqfo/kk feyrh gSA blesa U;w ÇoMks vksiu djus vkSj ekStwnk ,d 
dks Dykst+ djus ds dekaM Hkh 'kkfey gSaA  

• gsYi % blesa fyczs vkWfQl fcYV&bu gsYi vksiu djuss ;k vkWuykbu gsYi ij tkus ds vkWI’ku gSaA  
 

VwyckjVwyckjVwyckjVwyckj    
 

Vwyckj esuw ckj ds Bhd uhps ekStwn gksrk gS vkSj blesa vkbdu gksrs gSa tks lh/ks esuw ls xqtjs fcuk 
dekaM dks pykrs gSaA  
 

 
fp= 3-7 Vwyckj & VwyfVi ns[kus ds fy, ,d vkbdu ij gksoj djsa 

 

dbZ Vwyckj gSa ysfdu nks fMQ+kWYV :i ls fMLIys gksrs gSa] igyk gS LVSaMMZ Vwyckj vkSj blds Bhd 
uhps QkWesZÇVx Vwyckj gSA LVSaMMZ Vwyckj esa U;w Qkby cukus] Qkby lso djus] Qkby ÇizV djus] 
Vscy balVZ djus vkfn ds dekaM gksrs gSaA QkWesZfVax Vwyckj esa VsDLV dh LVkby] QkWUV lkbt] 
iSjkxzkQ vykbuesaV vkfn] cnyus ds fy, dekaM~l gksrs gSaA mnkgj.k ds fy,] VsDLV dks cksYM djus 
ds fy,] esuw vkWI’ku dk mi;ksx djds QkWesZfVax Vwyckj ds ctk; cksYM cksYM cksYM cksYM vkbdkWu ij cl fDyd dj 
ldrs gSaA ;g ns[kus ds fy, fd ,d fo'ks"k vkbdu D;k djrk gS] ,d vkbdu ij vius ekml 
dks ?kqek,aA ;g dekaM ds lkFk VwyfVi fn[kk,xk tSlk fd fp= 3-7 esa fn[kk;k x;k gSA   
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fp= 3-8 dkWUVsDLV esuw 

dkWUVsDLV esuwdkWUVsDLV esuwdkWUVsDLV esuwdkWUVsDLV esuw 
QaD’ku dk izn’kZu djus ds fy, nwljk rjhdk fp= 3-8 esa 
fn[kk, x, :Ik esa dkWUVsDLV esuw dk mi;ksx djuk gSA 
tc ge ,d iSjkxzkQ ;k best ;k fdlh Hkh vkWCtsDV 
ij jkbV ekml cVu nckrs gSa] rks dkWUVsDLV esuw 
fMLIys gksrk gSA gesa dkWUVsDLV esuw esa tks vkWI’ku ns[krs 
gSa] og ml vkWCtsDV ij fuHkZj djrk gS ftls flysDV 
fd;k x;k gSA 

 

QaD’ku dk izn’kZuQaD’ku dk izn’kZuQaD’ku dk izn’kZuQaD’ku dk izn’kZu djusdjusdjusdjus dsdsdsds dbZdbZdbZdbZ rjhdsrjhdsrjhdsrjhds 
 

tSlk fd vki ns[k ldrs gSa] ,d gh dk;Z djus ds dbZ rjhds gSaA mnkgj.k ds fy,] VsDLV dks 
cksYM cukus ds pkj rjhds gSaA  
 

igys ml VsDLV dk p;u djsa ftls cksYM fd;k tkuk gS vkSj fQj fuEu esa ls dksbZ ,d dk;Z 
djsa %  
 

¼d½ esuw vkWI’ku QkWesZV QkWesZV QkWesZV QkWesZV ij fDyd djsa] MªkWi&Mkmu ls VsDLVVsDLVVsDLVVsDLV    flysDV djsa vkSj fQj lc&esuw ls cksYMcksYMcksYMcksYM    
flysDV djsaA  
¼[k½ Q+kWesZÇVx Vwyckj esa cksYMcksYMcksYMcksYM    vkbdu ij fDyd djsa 
¼x½ dSjsDVjdSjsDVjdSjsDVjdSjsDVj ij    jkbV&fDyd djsa vkSj flysDV djsaA dSjsDVjdSjsDVjdSjsDVjdSjsDVj    Mk;ykWx ckWDl vksiu gksxkA LVkbyckWDl 
ls cksYMcksYMcksYMcksYM    flysDV djsa vkSj vksdsvksdsvksdsvksds ij    fDyd djsaA  
¼?k½ vius dhcksMZ ij Ctrl    +    B    izsl djsaA 
 

blh rjg ls] fyczs vkWfQl esa vf/kdka'k QaD’ku dbZ rjhdksa ls fd, tk ldrs gSaA vki esuw vkWI’ku 
vkSj Vwyckj dk irk yxk ldrs gSa ;k ;g ns[kus esa enn dj ldrs gSa fd fdlh fo'ks"k Q+aD'ku 
dks dSls fd;k tk ldrk gSA  
 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

vkidks http://www.psscive.ac.in/Employability_Skills.html ij bZ&vf/kxe ikB fn[kkdj f'k{kd 
vkidks bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj 
bZ&lkexzh ds lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLr`r funsZ'k 'kkfey gksaxsA  
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
izk;ksfxd vH;kl & fyczs vkWfQl jkbVj dk csfld ;wtj baVjQsl 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
fyczs vkWfQl jkbVj baLVkWy djus ds lkFk daI;wVj  
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1-  miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 

vkids ikl 5 daI;wVj gSa rks izR;sd 8 Nk=ksa dk 5 lewg cuk,aA  
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2-  fyczs vkWfQl jkbVj dks 'kq: djsa vkSj fyczs vkWfQl jkbVj esa miyC/k vkWI’ku dk irk yxkus ds 
fy, LØhu ij fn[kkbZ nsus okys fofHkUUk Vwyckj vkbdu ij ekml dks jksy djsaA buesa ls izR;sd 
vkWI’ku dk muds ,fIyds’ku vkSj ;wtj ds lanHkZ esa v/;;u djsaA  

3-  miyC/k dekaM dks ns[kus ds fy, dqN esuw vkWI’ku flysDV djsaA  
4-  ,d lnL; xfrfof/k djrk gS vkSj nwljs ns[krs gSa vkSj lgh rjhds ls D;k fd;k x;k vkSj 

D;k lq/kkj fd;k tk ldrk gS] bl ij izfrfØ;k nsrs gSaA  
5-  fQj] ckjh cnysa] lewg dk izR;sd lnL; de ls de ,d ckj iwjh xfrfof/k djrk gSA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
ekbØkslkW¶V oMZ ds lkFk izkjaHk djuk 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
baVjusV dusD'ku ds lkFk daI;wVj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,a ¼mlh rjg tSls xfrfof/k 1 esa fd;k x;k 

gS½A  
2- vH;kl l= ls vkidks fofHkUUk VSc vkSj fjcu vkWI’ku dks ns[kus ds fy, pj.kksa dks iwjk djus esa 

enn feysxhA ;fn vki ,d =qfV djrs gSa] rks vkidks lgh pj.kksa ds lkFk ladsr fn;k tk,xkA 
izR;sd dk;Z ds ckn vki Lopkfyr :i ls vxys pj.k esa pys tk,axsA  

3- ,d lnL; izk;ksfxd vH;kl djrk gSA vU; yksx ns[krs gSa vkSj lgh <ax ls D;k fd;k x;k Fkk 
vkSj D;k lq/kkj fd;k tk ldrk gS] bl ij izfrfØ;k nsrs gSaA  

4- fQj] ckjh cnysa] lewg dk izR;sd lnL; de ls de ,d ckj iwjh xfrfof/k djrk gSA  
    

    

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
1- vu&Mw] dV] dkWih vkSj isLV ------------------------------ dekaM gSaA 

¼d½ O;w 
¼[k½ ,fMV 
¼x½ LVkby 
¼?k½ Q+kby 

 

2- vki ist dk eSXuhfQds’ku cny ldrs gSa ¼vFkkZr] bls cM+k ;k NksVk djsa½ -------------------------- vkWI’ku 
dk mi;ksx djsaA 
¼d½ ist bafMdsVj 
¼[k½ izwÇQx yscy 
¼x½ t+we ckj 
¼?k½ gsYi 
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3- LVsVl ckj ds ---------------------- vksj ij] vki fyczs vkWfQl esa ist uacj vkSj oMZ dkmaV ns[k ldrs gSaA  
¼d½ jkbV 
¼[k½ lsaVj 
¼x½ ys¶V 
¼?k½ fefMy 

 

4- fdl esuw vkWI’ku esa dekaM lso] ÇizV vkSj Dykst+ gSa\ 
¼d½ balVZ 
¼[k½ Qkby 
¼x½ Vwy 
¼?k½ QkWesZV 

 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- fofHkUUk rjhdksa dks lwphc) djsa ftlesa fuEufyf[kr rjhdksa ls QkWesZV fd;k tk ldrk gS %  

¼d½ cksYMcksYMcksYMcksYM    djuk 
¼[k½ vaMjykbu djuk 

¼x½ Q+kWUV dks lkbt esa cM+k djuk 
    

 

vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\    
 
    

bl l= ds iwjk gksus ds ckn] vki ;g dbl l= ds iwjk gksus ds ckn] vki ;g dbl l= ds iwjk gksus ds ckn] vki ;g dbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsjus esa l{ke gksaxsjus esa l{ke gksaxsjus esa l{ke gksaxs    
• fyczs vkWfQl jkbVj ds csfld ;wtj baVjQsl ds ckjs esa crk,aA 
• fyczs vkWfQl jkbVj esa miyC/k fofHkUUk esuw vkWI’ku dks lwphc) djsaA  
• Vwyckj esa dqN csfld vkbdu dh igpku djsaA 
• fofHkUUk dk;ks± dks djus ds rjhds dk irk yxkus ds fy, fyczs vkWfQl dh enn ysaA  
    

 

Lk= 3 % MkWD;wesaV dks lso djuk] Lk= 3 % MkWD;wesaV dks lso djuk] Lk= 3 % MkWD;wesaV dks lso djuk] Lk= 3 % MkWD;wesaV dks lso djuk] Dykst+Dykst+Dykst+Dykst+    djuk] vksiu djuk vkSj fizaV djuk djuk] vksiu djuk vkSj fizaV djuk djuk] vksiu djuk vkSj fizaV djuk djuk] vksiu djuk vkSj fizaV djuk          

tc ge ,d u;k MkWD;wesaV cukrs gSa] rks gesa bls lso djus dh vko';drk gksrh gS rkfd ge bls 
ckn esa vksiu dj ldsa vkSj bls O;w ;k fizaV djus ds fy, mi;ksx dj ldsaA vkb, tkusa fd fdlh 
MkWD;wesaV dks dSls lso djuk gS] bls Dykst+ djsa] ,d ekStwnk MkWD;wesaV vksiu djsa vkSj bls ÇizV 
djsaA  
 

oMZoMZoMZoMZ MkWD;wesaVMkWD;wesaVMkWD;wesaVMkWD;wesaV lsolsolsolso djukdjukdjukdjuk    
 

1- QkbyQkbyQkbyQkby ij fDyd djsa vkSj fQj Save    ;k Save    As    ij fDyd djsaA ;g Save As Mk;ykWx ckWDl 
vksiu gksxk tSlk fd fp= 3-9 esa fn[kk;k x;k gSA  
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2- okafNr Q+ksYMj esa czkmt+ djsa] use VsDLVckWDl esa Q+kby use ¼mnkgj.k ds fy,] gSyks oYMZ½ Vkbi djsa 
vkSj Save ij fDyd djsaA  

 

 
 

fp= 3-9 MkWD;wesaV dks lso djsa 
 

 
fp= 3-10 Mk;ykWx ckWDl ds :i esa lso djsa fp= 3-11 ,d vyx izdkj ds lkFk Qkby 

lso djsa 
 

tc ge fyczs vkWfQl esa fdlh Qkby dks lso djrs gSa rks mls .odt    dsdsdsds :i esa ,d fMQ+kWYV 
,DlVsa'ku feyrk gSA bldk vFkZ gS fd ftl Q+kby dks geus vHkh lso fd;k gS mldk uke Hello    

World.odt    gksxkA ;g -odt ,DlVsa'ku n'kkZrk gS fd ;g ,d fyczs vkWfQl jkbVj MkWD;wesaV gSA vki 
Q+kby dks dbZ vyx&vyx QkWesZV esa lso dj ldrs gSaA mnkgj.k ds fy,] ;fn vki bl Q+kby 
dks Microsoft Word Q+kby ds :i esa lso djuk pkgrs gSa] rks vki fp= 3-11 esa fn[kk, x, 
vuqlkj Save as type MªkWiMkmu esa vkWI’ku flysDV dj ldrs gSaA  
 

oMZoMZoMZoMZ MkWD;wesaVMkWD;wesaVMkWD;wesaVMkWD;wesaV dksdksdksdks Dykst+Dykst+Dykst+Dykst+ djukdjukdjukdjuk  
fdlh MkWD;wesaV dks Dykst+ djus ds fy,] Q+kbyQ+kbyQ+kbyQ+kby ijijijij fDyd djsa vkSj fQj fp= 3-12 esa fn[kk, vuqlkj 
Dykst+Dykst+Dykst+Dykst+ djsaA  
 

ekStwnkekStwnkekStwnkekStwnk MkWD;wesaVMkWD;wesaVMkWD;wesaVMkWD;wesaV vksiu djukvksiu djukvksiu djukvksiu djuk 
fdlh ekStwnk ¼igys ls cus½ MkWD;wesaV dks vksiu djus ds fy,] Q+kby ,DlIyksjj vkSj czkmt+j dks 
ml Q+ksYMj esa vksiu djsa tgka vkius MkWD;wesaV dks lso fd;k FkkA vkidks Qkby gSyks 
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oYMZ fn[kkbZ nsxh tSlk fd fp= 3-13 esa fn[kk;k x;k gSA oMZ izkslslj esa bls vksiu djus ds fy, 
Q+kby dks Mcy fDyd djsaA  
 

 
fp= 3-12 MkWD;wesaV dks Dykst+ djsa 

 

oMZoMZoMZoMZ MkWD;wesaVMkWD;wesaVMkWD;wesaVMkWD;wesaV fizaV djukfizaV djukfizaV djukfizaV djuk 
1- MkWD;wesaV dks ÇizV djus ds fy,] Q+kbyQ+kbyQ+kbyQ+kby ij fDyd djsa    vkSj fQj ÇizVÇizVÇizVÇizV flysDV djsa    tSlk fd fp= 
3-13 esa fn[kk;k x;k gSA ;g ÇizV Mk;ykWx ckWDl fMLIys djsxk tSlk fd fp= 3-14 esa fn[kk;k x;k 
gSA  
2- ÇizV Mk;ykWx ckWDl esa] ml ÇizVj dks flysDV djsa tks daI;wVj ls tqM+k gS vkSj ftruh izfr;ka 
vki ÇizV djuk pkgrs gSaA vksds ij fDyd djsaA ;g dkxt ij MkWD;wesaV dks ÇizV djsxkA  
 

 

fp= 3-13 ,d MkWD;wesaV ÇizV djsa fp= 3-14 ,d Mk;ykWx ckWDl ÇizV djsa 
 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

vkidks http://www.psscive.ac.in/Employability_Skills.html ij bZ&vf/kxe ikB fn[kkdj f'k{kd vkidks 
bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh ds 
lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLr`r funsZ'k 'kkfey gksaxsA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111    
 

izk;ksfxd vH;kl & fyczs vkWfQl jkbVj dk mi;ksx djds MkWD;wesaV dks lso djuk] Dykst+ djuk] 
vksiu djuk vkSj ÇizV djuk  
 



lwpuk vkSj lapkj izkS|ksfxdh dkS'ky                  115 

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh    
 

fyczs vkWfQl jkbVj baLVkWy djus ds lkFk daI;wVj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
    

1-  miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn ;gka 40 Nk= gSa 
vkSj vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA  

2-  fyczs vkWfQl jkbVj 'kq: djsa] ,d U;w MkWD;wesaV cuk,a vkSj MkWD;wesaV esa dqN VsDLV Vkbi djsa] 
MkWD;wesaV dks lso djsa vkSj fQj mls ÇizV djsa ¼lqfuf'Pkr djsa fd ÇizVj dusDVsM gS½ vkSj fQj 
MkWD;wesaV dks Dykst+ dj nsaA  

3-  lewg ds vU; Nk= ns[krs gSa vkSj D;k fd;k x;k vkSj D;k lq/kkj fd;k tk ldrk gS] bl ij 
izfrfØ;k nsaA  

4-  ckjh cnysa] lewg esa izR;sd Nk= xfrfof/k dj ldrk gSA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222    
 

,d vyx oMZ izkslslj ¼ekbØkslkW¶V oMZ½ dk mi;ksx djds MkWD;wesaV dks lso djuk] Dykst+ djuk] 
vksiu djuk vkSj ÇizV djuk  
 

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh     
 

bZ&vf/kxe VsDLV dks ju djus ds fy, baVjusV dusD'ku ds lkFk daI;wVj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
    

1-  miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn ;gka 40 Nk= gSa 
vkSj vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA  

2-  Microsoft Word LVkVZ djsa vkSj Microsoft Word MkWD;wesaV dks lso djus] Dykst+ djus] vksiu 
djus vkSj fizaV djus ds fy, ,d Q+kby cuk,a A vH;kl l= ls vkidks vko';d pj.kksa dks 
iwjk djus esa enn feysxhA  

3-  ,d lnL; izk;ksfxd vH;kl djrk gSA lewg ds vU; yksx ns[krs gSa vkSj bl ij izfrfØ;k nsrs 
gSa fd D;k lgh <ax ls fd;k x;k Fkk vkSj D;k lq/kkj fd;k tk ldrk gSA  

4-  ckjh cnysa] lewg esa izR;sd Nk= xfrfof/k dj ldrk gSA  
 

pppp     

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
1- ekStwnk Q+kby esa fd, x, ifjorZuksa dks lso djus dk 'kkWVZdV D;k gS\  
¼d½ FILE > SAVE 
¼[k½ INSERT > SAVE 
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¼x½ HOME > SAVE 
 

2- fdlh MkWD;wesaV dks Dykst+ djus dk 'kkWVZdV D;k gS\ 
¼d½ FILE > SAVE  
¼[k½ FILE > CLOSE 
¼x½ FILE > EXIT 
 

3- MkWD;wesaV ÇizV djus dk 'kkWVZdV D;k gS\ 
¼d½ FILE > EXPORT 
¼[k½ FILE > SEND 
¼x½ FILE > PRINT 
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- ,d U;w oMZ MkWD;wesaV lso djus ds fy, pj.k crk,aaA 
    

 

vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\    
 

    

bl l= ds iwjk gksusbl l= ds iwjk gksusbl l= ds iwjk gksusbl l= ds iwjk gksus    ds ckn] vki ;g djus esa l{ke gksaxsds ckn] vki ;g djus esa l{ke gksaxsds ckn] vki ;g djus esa l{ke gksaxsds ckn] vki ;g djus esa l{ke gksaxs    
• oMZ izkslslj esa ,d MkWD;wesaV lso djsaA 
• oMZ izkslslj esa ,d MkWD;wesaV dks Dykst+ djsaA 
• oMZ izkslslj esa ,d MkWD;wesaV vksiu djsaA 
• oMZ izkslslj esa ,d MkWD;wesaV ÇizV djsaA 
    

 

Lk= 4 % oMZ MkWD;wesaV esa VsDLV QLk= 4 % oMZ MkWD;wesaV esa VsDLV QLk= 4 % oMZ MkWD;wesaV esa VsDLV QLk= 4 % oMZ MkWD;wesaV esa VsDLV QkWesZfVaxkWesZfVaxkWesZfVaxkWesZfVax     

VsDLV QkWesZV djus dk vFkZ gS fd VsDLV fn[kus dk rjhdk cnyukA VsDLV ds fofHkUUk Hkkx fofHkUUk 
LVkby vkSj lkbt esa fn[kkbZ ns ldrs gSaA vki VsDLV dks bls gkbykbV djus vkSj vkd"kZd cukus 
ds fy, cksYM] vaMjykbu ;k bls ,d vyx dyj ns ldrs gSaA vkb, tkusa fd fdlh MkWD;wesaV esa 
VsDLV dks QkWesZV dSls djsaA   
 

VsDLV LVkbyVsDLV LVkbyVsDLV LVkbyVsDLV LVkby vkSjvkSjvkSjvkSj lkbtlkbtlkbtlkbt cnyukcnyukcnyukcnyuk 
MkWD;wesaV esa] ge Q+kWUV dks cny ldrs gSa] vFkkZr] 
og LVkby ftlesa VsDLV fy[kk x;k gSA dbZ 
LVkby miyC/k gSaA Q+kWUV MªkWiMkmu Vwyckj esa 
ekStwn gSA igys ml VsDLV dks flysDV djsa ftlds 
fy, Q+kWUV LVkby dks cnyuk gksxkA MªkWi&Mkmu 
ij fDyd djsa vkSj bfPNr Q+kWUV LVkby  flysDV 
djsa ¼tSlk fd fp= 3-15 esa fn[kk;k x;k gS½A blh 
rjg] bls cM+k ;k NksVk djus ds fy, Q+kWUV dk 
lkbt cnyk tk ldrk gSA mnkgj.k ds fy,] 

 
fp= 3-15 Q+kWUV LVkby vkSj lkbt cnyuk 
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'kh"kZd esa vke rkSj ij ,d cM+s vkdkj dk VsDLV 
gksrk gSA 
 

VsDLVVsDLVVsDLVVsDLV dksdksdksdks cksYMcksYMcksYMcksYM]]]]    bVSfydbVSfydbVSfydbVSfyd ;k;k;k;k vaMjykbuvaMjykbuvaMjykbuvaMjykbu djukdjukdjukdjuk 
vki VsDLV dks cksYM] bVSfyd ;k vaMjykbu dj 
ldrs gSaA VsDLV flysDV djsa ftls vki cnyuk 
pkgrs gSa vkSj fp= 3-16 esa fn[kk, x, :Ik esa VsDLV 
dks cnyus ds fy, Vwyckj esa ekStwn fofHkUUk vkbdu 
ij fDyd djsaA VsDLV cnyus ds fy, vki vius 
dhcksMZ ij fn, x, 'kkWVZdV dht+ dk Hkh mi;ksx 
dj ldrs gSaA 
cksYM % Ctrl + B 
bVSfyd % Ctrl + I 
vaMjykbu % Ctrl + U 
 

 
fp= 3-16 VsDLV dks cksYM] bVSfyd ;k 

vaMjykbu djuk 

VsDLVVsDLVVsDLVVsDLV dksdksdksdks vaMjykbuvaMjykbuvaMjykbuvaMjykbu djukdjukdjukdjuk 
VsDLV dks ys¶V] jkbV ;k lsaVj ls tksM+k tk 
ldrk gSA ,ykbu djus ds fy, VsDLV dks flysDV 
djsa vkSj fp= 3-17 esa fn[kk, x, :Ik esa vkbdkWu dk 
mi;ksx dj ist ds ys¶V] lsaVj ;k jkbV ds fy, 
fn[kk, x, VsDLV dks cuk,aA  
 

 
fp= 3-17 VsDLV dks ,ykbu djuk 

 

VsDLV dks VsDLV dks VsDLV dks VsDLV dks dVdVdVdV]]]]    dkWihdkWihdkWihdkWih vkSjvkSjvkSjvkSj isLVisLVisLVisLV    djukdjukdjukdjuk  

VsDLV dks MkWD;wesaV ds ,d Hkkx ls nwljs Hkkx esa 
dkWih fd;k tk ldrk gSA ,slk djus ds fy,] 
igys ml VsDLV dks flysDV djsa ftls fn, x, 
dkWih vkbdu ij fDyd djds dkWih djuk gS 
tSlk fd fp= 3-18 esa fn[kk;k x;k gSA vki 
'kkWVZdV dh ¼shortcut key½ Ctrl    + C    dk mi;ksx 
dj ldrs gSaA fQj] dlZj dks ml LFkku ij ys 
tk,a tgka vki lkexzh isLV djuk pkgrs gSa vkSj 
isLVisLVisLVisLV vkbdu ;k Ctrl+V    ij fDyd djsaA ;g VsDLV 
dks u, LFkku ij dkWih djrk gSA VsDLV ewy 
LFkku ij Hkh cuk jgrk gS] tSlk fd ;g gSA 

 

 
fp= 3-18 dV] dkWih vkSj isLV vkbdu 

 

;fn vki VsDLV dks ewy LFkku ls gVkuk ;k gVkuk pkgrs gSa vkSj bls MkWD;wesaV esa ,d u, LFkku 
ij ys tkuk pkgrs gSa rks igys VsDLV dks flysDV djsaA Vwyckj ij dVdVdVdV vkbdu dk mi;ksx djsa ;k 
Ctrl    + X    'kkWVZdV dqath dk mi;ksx djsa A tc vki ,slk djrs gSa, rks VsDLV ewy LFkku ls gV 
tkrk gSA vc dlZj dks u, LFkku ij j[ksa vkSj ;k rks isLVisLVisLVisLV vkbdu ;k Ctrl    + V    'kkWVZdV dqath dk 
mi;ksx djsaA gVk, x, VsDLV dks ml txg Mkyk tkrk gS tgka dlZj j[kk x;k FkkA bls dV @ 
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isLV fof/k dk mi;ksx djds VsDLV dks LFkkukarfjr djuk Hkh dgk tkrk gS A  
 

fp= 3-19 QkbaM ,aM fjIysl 

VsDLVVsDLVVsDLVVsDLV dks QkbaM vkSj fjIysl djukdks QkbaM vkSj fjIysl djukdks QkbaM vkSj fjIysl djukdks QkbaM vkSj fjIysl djuk 
VsDLV QkbaM ,aM fjIysl djus ds fy,] Vwyckj esa 
vkbdu ij fDyd djsa tSlk fd fp= 3-19 esa 
fn[kk;k x;k gSA ;g ,d QkbaM ,aM fjIysl QkbaM ,aM fjIysl QkbaM ,aM fjIysl QkbaM ,aM fjIysl ¼¼¼¼Find & 

Replace½½½½    Mk;ykWx ckWDl fMLIys djrk gSA vki 
VsDLV Vkbi dj ldrs gSa ftls vki [kkst jgs gSa 
vkSj cl mls QkbaM djsaA vki VsDLV dks nwljs VsDLV 
ls Hkh cny ldrs gSaA vki MkWD;wesaV esa lHkh esÇpx 
VsDLV dks ,d gh ckj esa fjIyslfjIyslfjIyslfjIysl vkWyvkWyvkWyvkWy    ¼¼¼¼Replace All½½½½ 
fDyd djds ik ldrs gSa ;k vki ,d&,d djds 
mls QkbaM ;k fjIysl dj ldrs gSaA 
    

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

vkidks http://www.psscive.ac.in/Employability_Skills.html.  ij bZ&vf/kxe ikB fn[kkdj f'k{kd 
vkidks bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj 
bZ&lkexzh ds lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLr`r funsZ'k 'kkfey gksaxsA  

    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
 

izk;ksfxd vH;kl & fycjvkWfQl jkbVj dk mi;ksx djds VsDLV dks QkWesZV djuk 
    

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
fyczs vkWfQl jkbVj baLVkWy fd;k x;k daI;wVj  
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 
vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA  
2- fyczs vkWfQl jkbVj esa ,d Qkby vksiu djsaA lewg dk lnL; VsDLV LVkby dks VkbEl U;w 
jkseu vkSj Q+kWUV lkbt 12 esa cnyrk gSA vU; lnL; Q+kWUV vkdkj dks 14 esa cnyrk gSA  
3- ,d vU; lnL; VsDLV dks fefMy] ys¶V vkSj jkbt esa ,ykbu djrk gSA  
4- vU; igys iSjkxzkQ dks dkWih djsaxs vkSj bls VsDLV ds var esa isLV djsaxsA  
5- ckjh cnysa] Nk=ksa dk ,d vyx lewg xfrfof/k dks nksgjkrk gS] ;g lqfuf'Pkr djsa fd izR;sd Nk= 
de ls de ,d QkWesZfVax VkLd iznf’kZr djrk gSA  
6- fp= 1 vkSj fp= 2 ns[ksa fd vkids MkWD;wesaV dks dSls fn[kuk pkfg,A  
 



lwpuk vkSj lapkj izkS|ksfxdh dkS'ky                  119 

 
fp= 1 vuQkWesZV VsDLV fp= 2 QkWesZV VsDLV 

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 
ekbØkslkW¶V oMZ ¼Microsoft Word½ dk mi;ksx djds VsDLV QkWesZV djuk  
    

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
baVjusV dusD'ku ds lkFk daI;wVj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1-  miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 

vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA  
2-  ekbØkslkW¶V oMZ 'kq: djsaA VsDLV LVkby] QkWUV lkbt+] QkWUV LVkby vkfn dks cnysaA VsDLV 

,ykbu Hkh djsa] tSlk fd xfrfof/k 1 esa fd;k x;k FkkA  
3-  izR;sd lewg esa] ,d lnL; izk;ksfxd vH;kl djrk gS tcfd vU; ns[krs gSa vkSj lgh rjhds 

ls D;k fd;k x;k vkSj D;k lq/kkj fd;k tk ldrk gS] bl ij izfrfØ;k nsrs gSaA  
4-  ckjh cnysa] lewg esa izR;sd Nk= xfrfof/k djrk gSA  
 

    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u    
 

1- fiz;k iwjs MkWD;wesaV esa ,d 'kCn dh orZuh cnyuk pkgrh gSA og fdl vkWI’ku dk mi;ksx 
djsxh\  
¼d½ dkWih   ¼[k½ ys¶V ,ykbu djsa                              
¼x½ QkbaM ,aM fjIysl  ¼x½ isLV                

 

2- fuEufyf[kr esa ls dkSu lk dFku lR; gS\ 
¼d½ vki ,d ckj esa lHkh feyku 'kCnksa dks nwljs 'kCn ls fjIysl ugha dj ldrs  
¼[k½ vki VsDLV dks lsaVj esa ,ykbu dj ldrs gSa 
¼x½ tc ge dV vkSj isLV dk mi;ksx djrs gSa] rks VsDLV nksuksa LFkkuksa ij fn[kkbZ nsrk gS  
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3- fp= 3 esa] igpkusa fd VsDLV dks ,ykbu djus ds fy, fdl fodYi dk mi;ksx fd;k tkrk gS\  
 

 
fp= 3 Vwyckj 

 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- MkWD;wesaV esa VsDLV dks ,d LFkku ls nwljs LFkku ij ys tkus ds fy, fd, tkus okys pj.kksa dks 
lwphc) djsaA  
    

    
vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• VsDLV LVkby dks cnyukA 
• ,ykbu VsDLVA 
• VsDLV dks dkV] dkWih vkSj isLV djukA 
• VsDLV dks QkbaM vkSj fjIysl djukA 
    

 

Lk= 5 % Lisfyax ,aM xzkej psd djukLk= 5 % Lisfyax ,aM xzkej psd djukLk= 5 % Lisfyax ,aM xzkej psd djukLk= 5 % Lisfyax ,aM xzkej psd djuk         

i= fy[krs le; lgh Lisfyax ,aM xzkej egRoiw.kZ gSA tc ge vkf/kdkfjd i= fy[krs gSa ;k ukSdjh 
ds fy, vkosnu djus ds fy, ck;ks&MsVk cukrs gSa] rks ;g fo'ks"k :i ls egRoiw.kZ gS fd ge lgh 
Hkk"kk dk mi;ksx djsaA vke rkSj ij ge i= dks fQj ls i<+dj eSU;qvy :i ls tkaprs gSaA oMZ 
izkslslj Lisfyax vkSj xzkej dh =qfV;ksa dh tkap djus ds fy, Vwy iznku djrs gSaA  
 

tSlk fd vki fp= 3-20 esa ns[k ldrs gSa] dqN 'kCn yky ygjnkj js[kk ls vkSj dqN uhyh 
ygjnkj js[kk ls js[kkafdr gSaA yky ygjnkj js[kk ls irk pyrk gS fd bl 'kCn dh Lisfyax lgh 
ugha gSA uhyh ygjnkj js[kk n'kkZrh gS fd xzkej dh xyrh gSA  
 

Lisy psdj bu xyfr;ksa dks fp= 3-20 psd Lisfyax vkbdkWu lgh djus esa enn djrk gSA  
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fp= 3-20 psd Lisfyax vkbdkWu 

 

Lisy psdjLisy psdjLisy psdjLisy psdj 'kq:'kq:'kq:'kq: djukdjukdjukdjuk 
fyczs vkWfQl jkbVj esa Lisy psdj 'kq: djus ds fy,] Vwyckj ij ^psd LisÇyx* vkbdu ij fDyd 
djsa tSlk fd fp= 3-20 esa fn[kk;k x;k gS ;k dhcksMZ ij F7    izsl djsaA  
 

vki esuw vkWI’ku ls Lisfyax psdj dks Hkh 'kq: dj ldrs gSa tSlk fd fp= 3-21 esa fn[kk;k x;k gSA 
VwyVwyVwyVwy vkSj fQj LisfyaxLisfyaxLisfyaxLisfyax    ij fDyd djsaA tc ge fyczs vkWfQl jkbVj esa LisÇyx psdj 'kq: djrs gSa] rks 
;g LisÇyxLisÇyxLisÇyxLisÇyx Mk;ykWx ckWDl fMLIys djrk gS tSlk fd fp= 3-22 esa fn[kk;k x;k gSA   

 
fp= 3-21 Lisfyax esuw vkWI’ku 

 

 
fp= 3-22 Lisfyax psdj Mk;ykWx ckWDl 

 

Lisfyax Mk;ykWxLisfyax Mk;ykWxLisfyax Mk;ykWxLisfyax Mk;ykWx ckWDlckWDlckWDlckWDl vkWI’kuvkWI’kuvkWI’kuvkWI’ku 
;g xyr Lisfyax okys 'kCn dks yky jax esa gkbykbV djrk gSA vki fofHkUUk vkWI’ku pqu ldrs gSa] 
vki gkbykbV fd, x, 'kCn ds lkFk D;k djuk pkgrs gSaA  
 

vke rkSj ij bLrseky fd, tkus okys dqN vkWI’ku gSa % 
(i)  bXuksj oalbXuksj oalbXuksj oalbXuksj oal : ;g VsDLV esa 'kCn dks NksM+ nsxk tSlk fd ;g gS vkSj bls ugha cnysxkA ge 
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vke rkSj ij bl vkWI’ku dk mi;ksx djrs gSa tc dqN uke xyr 'kCnksa ds :i esa fn[kkbZ 
nsrs gSaA  

(ii)  bXuksj vkWy %bXuksj vkWy %bXuksj vkWy %bXuksj vkWy % ;g bl le; esa gkbykbV fd, x, 'kCn dks vuns[kk dj nsxk vkSj fQj 
gkbykbV ugha djsxk ;fn ;g ogh 'kCn VsDLV esa dgha Hkh fQj ls fn[kkbZ nsA dHkh&dHkh 
,d uke VsDLV esa ckj&ckj fn[kkbZ nsrk gSA vki ;k rks ,d&,d djds utjvankt dj ldrs 
gSa ;k vki dsoy bXuksj vkWy bXuksj vkWy bXuksj vkWy bXuksj vkWy flysDV    dj ldrs gSaA  

(iii)  fMD’kujh dks ,M djsa %fMD’kujh dks ,M djsa %fMD’kujh dks ,M djsa %fMD’kujh dks ,M djsa % eku yhft, fd vki fdlh MkWD;wesaV esa fdlh fo'ks"k uke dk mi;ksx 
djrs gSa] mnkgj.k ds fy,] fdlh daiuh dk uke] rks mls 'kCndks'k esa tksM+uk lcls vPNk gSA 
;fn vki ,slk djrs gSa] rks Hkys gh vki bls fdlh u, MkWD;wesaV esa mi;ksx djrs gksa] ysfdu 
bls xyr ugha crk;k tk,xkA  

(iv)  djsDV %djsDV %djsDV %djsDV % vki lqÖkkolqÖkkolqÖkkolqÖkko lwph ls 'kCn dh lgh Lisfyax dks flysDV dj ldrs gSa vkSj fQj djsDVdjsDVdjsDVdjsDV ij 
fDyd djsaA ;g gkbykbV fd, x, 'kCn dh Lisafyx dks flysDV dj cny nsxkA  

(v)  djsDV vkWy %djsDV vkWy %djsDV vkWy %djsDV vkWy % ;fn vki bl ij fDyd djrs gSa] rks ;g gkbykbV fd, x, 'kCn dh lHkh 
?kVukvksa dh Lisfyax dks djsDV dj nsxk vkSj mu lHkh dks flysDV fd, x, lqÖkko esa cny 
nsxkA  

    

Lisy psdjLisy psdjLisy psdjLisy psdj dsdsdsds fy,fy,fy,fy, 'kkWVZdV'kkWVZdV'kkWVZdV'kkWVZdV esuwesuwesuwesuw 
Lisfyax vkSj xzkej dks djsDV djus dk ,d vkSj rjhdk gS vaMjykbu VsDLV vkSj jkbV&fDyd dks 
flysDV djukA ;g Lisfyax Mk;ykWx ckWDl tSls bXuksj] bXuksj vkWy] ,M Vw fMD’kujh vkfn esa ekStwn 
fofHkUUk vkWI’ku ds lkFk lq>k, x, ‘kCnksa dh lwph lfgr fp= 3-23 esa fn[kk, x, :Ik esa 'kkWVZdV esuw 
fMLIys gksrk gSA  
    

vkWVksdjsDV vkWI’kuvkWVksdjsDV vkWI’kuvkWVksdjsDV vkWI’kuvkWVksdjsDV vkWI’ku 
ge VwyVwyVwyVwy>vkWVkseSfVdvkWVkseSfVdvkWVkseSfVdvkWVkseSfVd LisyLisyLisyLisy psÇdx ¼psÇdx ¼psÇdx ¼psÇdx ¼Tools>Automatic Spell Checking½ ½ ½ ½ ¼tSlk fd fp= 3-24 esa 
fn[kk;k x;k gS½ ij fDyd djds ;k dhcksMZ ij Shift + F7 izsl dj vkWVksesfVd Lisy psfdax vkWI’ku 
lsV dj ldrs gSaA ;fn ;g vkWQ gS] rks ge xyr VsDLV dks gkbykbV djus okyh yky vkSj uhyh 
ygjnkj js[kk,a ugha ns[krs gSaA  
 

 
fp= 3-23 jkbV&fDyd ij Lisy psd vkWI’ku 
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fp= 3-24 vkWVksesfVd Lisy psfdax 

    

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

vkidks http://www.psscive.ac.in/Employability_Skills.html ij bZ&vf/kxe ikB fn[kkdj f'k{kd 
vkidks bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj 
bZ&lkexzh ds lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLr`r funsZ'k 'kkfey gksaxsA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111    
izk;ksfxd vH;kl & fyczs vkWfQl jkbVj dk mi;ksx djrs gq, Lisfyax vkSj xzkej dh tkap djuk  
 

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
fyczs vkWfQl jkbVj baLVkWy fd;k x;k daI;wVj  
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 

vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA 
2- fyczs vkWfQl jkbVj esa dqN VsDLV Vkbi djsa tSlk fd fp= 1 esa fn;k x;k gSA  
 

  
 

3- ,d lnL; Lisfyax Mk;ykWx ckWDl vksiu djrk gS vkSj Lisfyax dks Bhd djus ds fy, miyC/k 
fofHkUUk vkWI’ku dk mi;ksx djrk gSA 

4- ,d vU; lnL; xyr 'kCn ij jkbV&fDyd djrk gS vkSj bls Bhd djus ds fy, 'kkWVZdV esuw 
esa dqN vkWI’ku dk mi;ksx djrk gSA VsDLV dSls fn[kkbZ nsrk gS ;g ns[kus ds fy, vkWVksesfVd 
Lisy psfdax vkWI’ku dks VuZ vkWu @ vkWQ djsaA 

5- vU; yksx lgh rjhds ls fd, x, vkSj D;k lq/kkj fd;k tk ldrk gS] bl ij izfrfØ;k nsrs 
gSaA fQj ckjh cnyrs gq,] Nk=ksa dk ,d vkSj lewg ;g lqfuf'Pkr djus ds fy, xfrfof/k djrk 
gS fd izR;sd Nk= de ls de ,d dk;Z djsA  
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xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
izSfDVdy ,Dljlkbt & ekbØkslkW¶V oMZ dk mi;ksx djds orZuh vkSj O;kdj.k dh tk¡p djuk  
 

lkexzhlkexzhlkexzhlkexzh dhdhdhdh vko';drkvko';drkvko';drkvko';drk gSgSgSgS 
baVjusV dusD'ku ds lkFk daI;wVj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1-  miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 

vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA  
2-  ekbØkslkW¶V oMZ 'kq: djsa vkSj VsDLV ds lkFk Qkby vksiu djsaA fjO;w vkWI'ku ij tk,aA Lisy 

psdj vkbdu ij fDyd djsa vkSj Lisfyax dh xyfr;ksa dh tkap djsaA ist ds nkbZa vksj] 
vkidks fofHkUUk vkWI’ku fn[kkbZ nsaxs] tSls psat] psat vkWy] bXuksj] bXuksj vkWy vkSj ,MA bu 
vkWI’ku dk mi;ksx djsa vkSj ifjorZu dk fujh{k.k djsaA  

3-  ,d lnL; izk;ksfxd vH;kl djrk gSA vU; yksx ns[krs gSa vkSj lgh <ax ls D;k fd;k x;k 
Fkk vkSj D;k lq/kkj fd;k tk ldrk gS] bl ij viuh izfrfØ;k nsrs gSaA  

4-  fQj ckjh cnysa] lewg esa izR;sd Nk= xfrfof/k djrk gSA  
    
 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
    

iz'uiz'uiz'uiz'u dsdsdsds uhpsuhpsuhpsuhps fn,fn,fn,fn, x,x,x,x, lHkhlHkhlHkhlHkh fodYiksafodYiksafodYiksafodYiksa dksdksdksdks /;ku/;ku/;ku/;ku lslslsls i<+sai<+sai<+sai<+sa    vkSjvkSjvkSjvkSj    lghlghlghlgh fodYifodYifodYifodYi pqusaApqusaApqusaApqusaA     
1- fyczs vkWfQl jkbVj esa Lisy psdj dks 'kq: djus ds fy, vki fdl esuw vkWI’ku fodYi dk 
mi;ksx djsaxs\  
¼d½ VwYk>Lisfyax ¼Tools>Spelling½ 
¼[k½ Vwy>vkWVksesfVd Lisy psfdax ¼Tools>Automatic Spell Checking½ 
¼x½ Vwy>ySaXost ¼Tools>Language½ 
¼?k½ Vwy>vkWI’ku ¼Tools>Options½ 
 

2- Lisy psdj dks 'kq: djus ds fy, vki fdl 'kkWVZdV dh ¼shortcut key½ dk mi;ksx djsaxs\  
¼d½ F5  ¼[k½ F1  ¼x½ F7  ¼?k½ F9 
 

3- jfo us [ksy ds ykHkksa ij ,d ys[k fy[kk FkkA ysfdu gj txg mUgksaus sports 'kCn dks spots 

dgkA LisÇyx Mk;ykWx ckWDl esa dkSu lk vkWI’ku vki lHkh xyr 'kCnksa dks ,d gh ckj esa lgh 
djus ds fy, mi;ksx djsaxs\  
¼d½ djsDV ¼Correct½     ¼[k½ vkWyosl djsDV ¼Always Correct½        
¼x½ ,M Vw fMD’kujh ¼Add to Dictionary½ ¼?k½ djsDV vkWy ¼Correct All½                
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- vki Lisy psdj esa viuk uke ,d lgh 'kCn ds :i esa ns[kus ds fy, D;k dj ldrs gSa vkSj 

bls fdlh MkWD;wesaV esa =qfV ds :i esa gkbykbV ugha dj ldrs gSa\ 
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vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• MkWD;wesaV esa Lisfyax vkSj xzkej dh xyfr;ksa dh igpku djukA 
• MkWD;wesaV esa Lisfyax vkSj xzkej dh xyfr;ksa dks Bhd djukA 
• vkWVksdjsDV Qhpj dks VuZ vkWu ;k vkWQ djukA 
    

 
 

Lk= 6 % fyLV] Vscy] fiDpj vkSj ‘ksIl balVZ djukLk= 6 % fyLV] Vscy] fiDpj vkSj ‘ksIl balVZ djukLk= 6 % fyLV] Vscy] fiDpj vkSj ‘ksIl balVZ djukLk= 6 % fyLV] Vscy] fiDpj vkSj ‘ksIl balVZ djuk         
 

tc gesa ykbczsjh esa miyC/k iqLrdksa dh lwph ;k lkexzh dh lwph ;k fdlh Hkh izdkj dh lwph 
cukus dh vko';drk gksrh gS] rks ge izR;sd vkbVe dh igpku djus ds fy, la[;kvksa ;k dqN 
izrhd ¼ladsr½ dk mi;ksx djrs gSaA lHkh 'kCn izkslslj uacj ;k cqysV fyLV ¼fp= 3-25 vkSj 3-26 ns[ksa½ 
dks cukus dk ,d rjhdk iznku djrs gSaA ge oMZ MkWD;wesaV esa Vscy dks balVZ dj ldrs gSa ;fn 
ge MsVk dks jks ¼rows½ vkSj dkWye ¼columns½ ds QkWesZV esa fn[kkuk pkgrs gSaA  
 

cqysV fyLV dks balVZ djukcqysV fyLV dks balVZ djukcqysV fyLV dks balVZ djukcqysV fyLV dks balVZ djuk    
 

cqysV fyLV cukus ds fy,] igys vyx&vyx ykbuksa esa lwph ds vkbVe fy[ksaA lHkh vkbVe flysDV 
djsa] QkWesZVQkWesZVQkWesZVQkWesZV ij fDyd djsaA esuw vkWI’ku ls fyLVfyLVfyLVfyLV dks flysDV djsa vkSj mlds ckn fp= 3-25 esa fn[kk, 
x, :Ik esa cqysVcqysVcqysVcqysV fyLVfyLVfyLVfyLV fDyd djsaA fp= 3-26 esa fn[kk, x, vuqlkj cqysV fyLV cuk,aA vki lHkh vkbVe 
dks flysDV djds fyczs vkWfQl jkbVj esa cqysV fyLV cuk ldrs gSa vkSj fQj dhcksMZ ij Shift    + F12    
izsl djrs gq, fyczs vkWfQl jkbVj esa cqysV fyLV cuk ldrs gSaA ————i;ki;ki;ki;k /;ku/;ku/;ku/;ku nsansansansa - 'kkWVZdV dh 
¼shortcut keys½ vU; oMZ izkslsÇlx lkW¶Vos;j esa fHkUUk gks ldrh gSA  
 

 
fp= 3-25 cqysV fyLV cukuk fp= 3-26 cqysV fyLV 

 

Ukacj fyLV balVZUkacj fyLV balVZUkacj fyLV balVZUkacj fyLV balVZ djukdjukdjukdjuk    
 

Ukacj dh fyLV cukus ds fy,] igys vyx&vyx ykbu esa fyLV ds vkbVe fy[ksaA lHkh vkbVe 
flysDV djsa] QkWesZVQkWesZVQkWesZVQkWesZV ijijijij fDyd djsaA esuw vkWI’ku esa ls fyLV fyLV fyLV fyLV dks flysDV djsa vkSj fQj fp= 3-27 esa 
fn[kk, vuqlkj uacj fyLVuacj fyLVuacj fyLVuacj fyLV ij fDyd djsa tSlk fd x;k gSA ;g fp= 3-28 esa fn[kk, vuqlkj ,d 
cqysV dh fyLV cuk,xhA vki dhcksMZ esa F12 izsl djrs gq, ,d uacj dh fyLV cuk ldrs gSaA ————i;ki;ki;ki;k 
/;ku/;ku/;ku/;ku nsansansansa - 'kkWVZdV dh ¼shortcut keys½ vU; oMZ izkslsÇlx lkW¶Vos;j esa fHkUUk gks ldrh gSA  
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fp= 3-27 cqysV fyLV cukuk fp= 3-28 cqysV fyLV 

 

VscyVscyVscyVscy dkdkdkdk mi;ksxmi;ksxmi;ksxmi;ksx djukdjukdjukdjuk    
 

Vscqyj QkWesZV esa MsVk fn[kkus ds fy, Vscy dk mi;ksx fd;k tkrk gS( mnkgj.k ds fy,] izR;sd 
fo"k; esa Nk=ksa ds MsVk vkSj muds vadksa dks fn[kkus ds fy,] ge Vscy dk mi;ksx dj ldrs gSaA 
gesa MkWD;wesaV esa Vscy dh vko';drk gks ldrh gS] tSls fd fjiksVZ dkMZ cukrs le;A  
 

oMZ izkslslj ,d ,slh lqfo/kk iznku djrk gS tks gesa bl rjg ds MsVk dks fn[kkus ds fy, Vscy 
balVZ djus esa enn djrk gSA   
 

Vscy balVZVscy balVZVscy balVZVscy balVZ djukdjukdjukdjuk    
 

fyczs vkWfQl jkbVj MkWD;wesaV esa ,d Vscy balVZ djus ds fy,] fp= 3-29 esa fn[kk, vuqlkj balVZbalVZbalVZbalVZ 
Vscy ¼Vscy ¼Vscy ¼Vscy ¼Insert Table½½½½ vkbdu ij fDyd djsa ;k vius dhcksMZ ij Ctrl    + F12    izsl djsaA MªkWi&Mkmu ls 
eksj vkWI’kueksj vkWI’kueksj vkWI’kueksj vkWI’ku ij fDyd djsaA  
 

 
fp= 3-29 Vscy vkbdu balVZ djsa 

 

 
fp= 3-30 balVZ Vscy Mk;ykWx 

ckWDl 

fp= 3-30 esa fn[kk, vuqlkj ,d balVZ Vscy balVZ Vscy balVZ Vscy balVZ Vscy Mk;ykWx ckWDl vksiu 
gksrk gSA Vscy esa bfPNr dkWye vkSj jks dh la[;k dk flysDV 
djsa vkSj balVZbalVZbalVZbalVZ ij fDyd djsaA fMQ+kWYV :i ls] oMZ izkslslj 2 
dkWye vkSj 2 jks ds lkFk ,d CySad Vscy cusxk ¼fp= 3-31 ns[ksa½A  
 

vki fp= 3-31 esa fn[kk, vuqlkj bl Vscy esa MsVk ,aVj dj 
ldrs gSaA  

 
fp= 3-31 
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fiDpj balVZfiDpj balVZfiDpj balVZfiDpj balVZ djukdjukdjukdjuk 
 

,d best balVZ djus ds fy,] balVZ ¼balVZ ¼balVZ ¼balVZ ¼Insert½½½½ ij fDyd djsa vkSj fQj best best best best tSlk fd fp= 3-32 esa 
fn[kk;k x;k gSA balVZbalVZbalVZbalVZ best ¼best ¼best ¼best ¼Insert Image½½½½ Mk;ykWx ckWDl vksiu gksxkA ml best Q+kby dks 
flysDV djsa ftls vki MkWD;wesaV esa balVZ djuk pkgrs gSa vkSj fQj vksiu ¼vksiu ¼vksiu ¼vksiu ¼Open½½½½ ij fDyd djsaA 
bl rjg MkWD;wesaV esa ,d best balVZ gks tk,xhA  
 

 
fp= 3-32 ,d best balVZ djuk 

 

‘ksIl balVZ‘ksIl balVZ‘ksIl balVZ‘ksIl balVZ djukdjukdjukdjuk 
 

fdlh MkWD;wesaV esa ,d ‘ksIl balVZ djus ds fy,] balVZ ¼balVZ ¼balVZ ¼balVZ ¼Insert½½½½ vkSj fQj ‘ksIl ¼‘ksIl ¼‘ksIl ¼‘ksIl ¼Shape½½½½ ij fDyd 
djsaA ;g csfld ‘ksIl ds lkFk ,d lc&esuw vksiu djsxkA ,d vkWI’ku flysDV djsa & mnkgj.k ds 
fy,] csfldcsfldcsfldcsfldA ;g vkxs dbZ csfld ‘ksIl tSls vk;r] o`Ÿk] oxZ vkfn fn[kk,xk tSlk fd fp= 3-33 esa 
fn[kk;k x;k gS ,d ‘ksIl flysDV djsa vkSj fQj ‘ksIl ds vkdkj dks fuÆn"V djus ds fy, ekml 
dks fDyd vkSj MªSx djsaA ;g MkWD;wesaV esa ,d ‘ksIl balVZ djsxkA  
 

 
fp= 3-33 ‘ksi balVZ djuk 

 
Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    

 

vkidks http://www.psscive.ac.in/Employability_Skills.html ij bZ&vf/kxe ikB fn[kkdj f'k{kd 
vkidks bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj 
bZ&lkexzh ds lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLr`r funsZ'k 'kkfey gksaxsA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
izk;ksfxd vH;kl & fyczs vkWfQl jkbVj dk mi;ksx djds fyLV vkSj Vscy dks balVZ djuk  
 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
fyczs vkWfQl jkbVj ds lkFk daI;wVj 
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izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 

vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA 
2- fyczs vkWfQl jkbVj ;k ,e,l oMZ 'kq: djsa vkSj izR;sd lewg esa] ,d lnL; ,d cqysV ds 

:i esa Vw&Mw lwph cukrk gSA  
3- ,d vU; lnL; ,d Øekafdr [kjhnkjh lwph cukrk gSA ,d vU; lnL; rc lewg esa lHkh 

lnL;ksa ds uke vkSj muds irs ds lkFk ,d Vscy cukrk gSA  
4- nwljksa us lgh rjhds ls D;k fd;k vkSj D;k lq/kkj fd;k tk ldrk gS] bl ij izfrfØ;k nsa vkSj 

ns[ksaA  
5- fQj ckjh cnyrs gq,] Nk=ksa dk ,d vkSj lewg ;g lqfuf'Pkr djus ds fy, xfrfof/k djrk gS 

fd izR;sd Nk= de ls de ,d dk;Z djsaA  
    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u    
 

iz'uiz'uiz'uiz'u dsdsdsds uhpsuhpsuhpsuhps fn,fn,fn,fn, x,x,x,x, lHkhlHkhlHkhlHkh fodYiksafodYiksafodYiksafodYiksa dksdksdksdks /;ku/;ku/;ku/;ku lslslsls i<+sai<+sai<+sai<+sa vkSjvkSjvkSjvkSj lghlghlghlgh fodYifodYifodYifodYi pqusaApqusaApqusaApqusaA  
1- fyczs vkWfQl jkbVj esa cqysV fyLV cukus ds fy, vko';d dneksa dk lgh Øe D;k gS\ 
¼d½ Bulleted List > Format > Lists 
¼[k½ Format > Bulleted List > Lists 
¼x½ Format > Lists > Bulleted List 
¼?k½ Lists>Format>Bulleted List 
 

2- fyczs vkWfQl jkbVj ds MkWD;wesaV esa Vscy dks balVZ djus ds fy, vki fdl 'kkWVZdV dh 
¼shortcut keys½ dk bLrseky djsaxs\ 
¼d½ F12  ¼[k½ Ctrl+F12  ¼x½ F7  ¼?k½ F9 
 

3- uacj dh fyLV cukus ds fy, fyczs vkWfQl jkbVj MkWD;wesaV esa fdl 'kkWVZdV dh ¼shortcut keys½ 
dk mi;ksx fd;k tkrk gS\  
¼d½ Ctrl+F12  ¼[k½ Shift+F12                                           
¼x½ F12   ¼?k½ mijksDr esa ls dksbZ ugha    
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- ,d fyLV D;k gS vkSj ge ,d oMZ izkslslj esa ,d fyLV dSls cukrs gSa\ 
    
 

vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\    
 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• ,d cqysV dh fyLV cukukA 
• ,d uacj dh fyLV cukukA 
• ,d Vscy balVZ djukA    
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Lk= 7 % gLk= 7 % gLk= 7 % gLk= 7 % gsMj] QqVj vkSj ist uacjsMj] QqVj vkSj ist uacjsMj] QqVj vkSj ist uacjsMj] QqVj vkSj ist uacj         
 

gsMj ist dk 'kh"kZ Hkkx gS tcfd QqVj ist ds fupys Hkkx esa fn[kkbZ nsrk gSA blesa og tkudkjh 
‘kkfey dh tkrh gS tks ,d gh LFkku ij izR;sd ist ij miyC/k gS] mnkgj.k ds fy,] ;fn ge izR;sd 
ist ds 'kh"kZ ij MkWD;wesaV dk 'kh"kZd vkSj izR;sd ist ds uhps ist dh la[;k pkgrs gSa rks ge gsMj 
¼'kh"kZd ds fy,½ ;k QqVj ¼i`"B la[;k ds fy,½ dk mi;ksx dj ldrs gSaA  
 

gsMjgsMjgsMjgsMj balVZ djukbalVZ djukbalVZ djukbalVZ djuk    
 
 

fyczs vkWfQl jkbVj esa] gsMj balVZ djus ds fy,] balVZ ¼balVZ ¼balVZ ¼balVZ ¼Insert½ ½ ½ ½ esuw vkWI’ku ij fDyd djsaA MªkWi&Mkmu 
¼fp= 3-34½ esa gsMj ,aM QqVj ¼gsMj ,aM QqVj ¼gsMj ,aM QqVj ¼gsMj ,aM QqVj ¼Header and Footer½ ½ ½ ½ ij fDyd djsa] fQj gsMjgsMjgsMjgsMj    ¼¼¼¼Header½½½½ vkSj mlds 
ckn fMQ+kWYVfMQ+kWYVfMQ+kWYVfMQ+kWYV LVkby ¼LVkby ¼LVkby ¼LVkby ¼Default Style½½½½    ij fDyd djsaA  
 

 
fp= 3-34 gsMj balVZ djuk 

 

fp= 3-35 esa fn[kk, x, vuqlkj izR;sd ist ds 'kh"kZ ij ,d gsMj cu tk,xkA gsMj gkbykbV djus 
ds fy, MkWD;wesaV ds 'kh"kZ Hkkx ij fDyd djsaA   
 

 
fp= 3-35 gsMj 

 

QqVj balVZ djukQqVj balVZ djukQqVj balVZ djukQqVj balVZ djuk 
 

blh rjg] QqVj izR;sd ist ds uhps cuk;k tk ldrk gSA  
 

QqVj balVZ djus ds fy,] balVZbalVZbalVZbalVZ esuw ij fDyd djsaA blds ckn Header    vkSjvkSjvkSjvkSj Footer    ij fDyd djsa] 
fQj Footer    ij fDyd djsa vkSj fQj Default    Style    ijijijij fDyd djsa tSlk fd fp= 3-36 esa fn[kk;k 
x;k gSA  
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fp= 3-36 QqVj balVZ djuk 

 

fp= 3-37 esa fn[kk, x, vuqlkj QqVj izR;sd ist ds uhps cuk;k x;k gSA QqVj dks gkbykbV djus ds 
fy, MkWD;wesaV ds fupys Hkkx ij fDyd djsaA  
 

 
fp= 3-37 QqVj 

 

VkbVy]VkbVy]VkbVy]VkbVy]    ist uist uist uist uacjacjacjacj vkSjvkSjvkSjvkSj ist dkmaVist dkmaVist dkmaVist dkmaV balVZbalVZbalVZbalVZ djsadjsadjsadjsa 
 

vki gsMj ;k QqVj esa ist uacj] VkbVy] ist dkmaV] frfFk] le;] fo”k;] vkfn dks balVZ dj ldrs gSaA 
fQj ;g lHkh ist ij fn[kkbZ nsxkA   
 

vius ist esa ist uacj balVZ djus ds fy,] igys QqVj ij fDyd djsaA fQj Insert    esuw vkWI’ku ij 
fDyd djsaA MªkWi&Mkmu esa Field    ij fDyd djsa vkSj fQj Page Number ij fDyd djsa tSlk fd 
fp= 3-38 esa fn[kk;k x;k gSA  
 

 
fp= 3-38 gsMj ;k QqVj esa ist uacj balVZ djuk 

 

;g gj ist ds uhps ,d ist uacj balVZ djsxkA blh rjg] vki vU; fooj.k] tSls fnukad] le;] 
best] vkfn dks gsMj ;k QqVj esa balVZ dj ldrs gSaA  
 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

vkidks http://www.psscive.ac.in/Employability_Skills.html ij bZ&vf/kxe ikB fn[kkdj f'k{kd 
vkidks bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj 
bZ&lkexzh ds lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLr`r funsZ'k 'kkfey gksaxsA  
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xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
izk;ksfxd vH;kl & fyczs vkWfQl jkbVj dk mi;ksx djds gsMj] QqVj vkSj ist uacj tksM+ ¼,M½ djsa  
    

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
fyczs vkWfQl jkbVj ds lkFk daI;wVj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 
vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa dk 5 lewg cuk,aA  
2- fyczs vkWfQl jkbVj esa VsDLV ds 2&3 ist Vkbi djsaA 
3- viuh fiNyh xÆe;ksa dh NqfV~V;ksa ds ckjs esa 3&5 iafDr;ka fy[ksaA izR;sd lewg esa] ,d lnL; 
VkbVy ds :Ik esa ‘Summer Holidays’ ds lkFk gsMj ,M djsa vkSj ,d vU; lewg lnL; ist 
uacj ds lkFk QqVj ,M djrk gSA  
4- lewg esa vU; yksx ns[krs gSa vkSj lgh <ax ls D;k fd;k x;k Fkk vkSj D;k lq/kkj fd;k tk 
ldrk gS] bl ij izfrfØ;k nsrs gSaA 
5- vU; lHkh lewg ds lnL; ,d u, MkD;wesaV ij vH;kl dks nksgjkrs gSaA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
izk;ksfxd vH;kl & ekbØkslkW¶V oMZ dk mi;ksx djds gsMj] QqVj vkSj ist uacj ,M djsa  
    

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
baVjusV dusD'ku ds lkFk daI;wVj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 

vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA 
2- ,e,l oMZ 'kq: djsaA ,d iSjkxzkQ ds lkFk ,d Q+kby vksiu  djsa vkSj ‘Insert’ vkWI’ku ij 

tk,aA mldks balVZ djus ds fy, gsMj ;k QqVj ij tkap djsaA gsMj ;k QqVj esa VsDLV Vkbi 
djsaA  

3- ,d lnL; izk;ksfxd vH;kl djrk gSA vU; yksx ns[krs gSa vkSj lgh <ax ls D;k fd;k x;k 
Fkk vkSj D;k lq/kkj fd;k tk ldrk gS vkSj bl ij izfrfØ;k nsrs gSaA  

4- fQj ckjh cnysa] lewg dk izR;sd Nk= xfrfof/k djrk gSA  
    

    

vvvviuhiuhiuhiuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa 
    

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u    
 

1- fuEufyf[kr esa ls dkSu lk dFku lR; gS\ 
¼d½ gsMj ckWVe ekftZu esa VsDLV ;k best balVZ djrs gSaA  
¼[k½ ;fn vki ,d ist esa QqVj balVZ djrs gSa] rks ;g lHkh istksa ij fn[kkbZ nsxkA  
¼x½ gsMj MkWD;wesaV esa ckWMZj balVZ djus ds fy, mi;ksx fd;k tkrk gSA 
¼?k½ vki gsMj ;k QqVj esa frfFk] le;] ist uacj vkfn balVZ ugha dj ldrs gSaA  
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2- fn, x, vkWI’ku esa ls vki fdls gsMj esa tksM+ ldrs gSa\ 
¼d½ ist uacj  ¼[k½ frfFk                
¼x½ VkbVy  ¼?k½ ;s lHkh                              
 

3- jfo us vius 'kks/k ds fy, ,d yack MkWD;wesaV fy[kk vkSj vius izksQslj dks fn;kA os pkgrs Fks 
fd muds izksQslj MkWD;wesaV ds dsoy ^QhYM LVMh* vuqHkkx dh leh{kk djsaA og vius izksQslj dks 
vklkuh ls vkSj lgh rjhds ls dSls crkrk gS fd ^QhYM LVMh* vuqHkkx dgka [kkstk tk,\  
¼d½ mls crk,a fd ;g MkWD;wesaV ds chp esa dgha gS  
¼[k½ izR;sd ist esa eSuqvy :i ls ist uacj Vkbi djsa vkSj mUgsa ist uacj crk,a  
¼x½ QqVj esa ist uacj balVZ djsa vkSj mUgsa ist uacj crk,a  
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- oMZ izkslslj MkWD;wesaV esa gsMj ;k QqVj dk mi;ksx djus ls D;k ykHk gS\  
    

    
vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\    
 

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• MkWD;wesaV esa gsMj balVZ djsaA 
• MkWD;wesaV esa QqVj balVZ djsaA 
• ,d gsMj ;k QqVj esa ist uacj balVZ djsaA 
    

 

Lk= 8 Lk= 8 Lk= 8 Lk= 8 % fyczs vkWfQl jkbVj esa % fyczs vkWfQl jkbVj esa % fyczs vkWfQl jkbVj esa % fyczs vkWfQl jkbVj esa ifjorZuksaifjorZuksaifjorZuksaifjorZuksa    dks VªSd djukdks VªSd djukdks VªSd djukdks VªSd djuk     

,d oMZ MkWD;wesaV esa ifjorZu ij ut+j j[kus dk vFkZ gS fdlh MkWD;wesaV esa fd, x, ifjorZuksa 
dk fjdkWMZ j[kukA mnkgj.k ds fy,] ,d Nk= ,d fjiksVZ Vkbi djrk gS vkSj tkap djus ds fy, 
f'k{kd dks nsrk gSA ftl rjg ,d f'k{kd ,d isij dkWih esa yky isu dk mi;ksx djds lq/kkj 
djrk gS] f'k{kd VªSd psat eksM dk mi;ksx djds vc ,d oMZ izkslslj esa cnyko dj ldrk gSA 
blls psat fd, x, ‘kCn gkbykbV gks tk,axs vkSj viuh xyfr;ksa dks ns[kus vkSj Nk=ksa dks bls 
lgh djus ds fy, vklku cuk nsxkA 
 

fyczsfyczsfyczsfyczs vkWfQlvkWfQlvkWfQlvkWfQl jkbVjjkbVjjkbVjjkbVj esaesaesaesa ifjorZuksa dks ifjorZuksa dks ifjorZuksa dks ifjorZuksa dks VªSd VªSd VªSd VªSd djus djus djus djus dksdksdksdks dSlsdSlsdSlsdSls 'kq:'kq:'kq:'kq: djsadjsadjsadjsa@@@@ jksdsajksdsajksdsajksdsa  
 

fyczs vkWfQl jkbVj esa VªSd psat dks 'kq: djus ds fy,] Edit ij fDyd djsa vkSj fQj Track 

Changes ij fDyd djsaA  
 

blesa dbZ vkWI’ku ds lkFk ,d lc&esuw fn[kk;k tk,xkA VªSd psat dks 'kq: djus ds fy,] igyk pj.k 
fp= 3-39 esa fn[kk, vuqlkj Record ij fDyd djuk gS ;k Ctrl + Shift + E iszl djsaA ,d ckj 
tc vki Record    ij fDyd djrs gSa] rks MkWD;wesaV esa fd, x, lHkh ifjorZu fjdkWMZ fd, tk,axs vkSj 
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,d vyx jax esa fMLIys fd, tk,axsA ;fn vki ifjorZuksa dks VªSd djuk can djuk pkgrs gSa] rks 
Record ij fQj ls fDyd djsaA  
 

 
fp= 3-39 VªSÇdx vkWI’ku 

 

VªSÇdxVªSÇdxVªSÇdxVªSÇdx vkWI’kuvkWI’kuvkWI’kuvkWI’ku 
 

Record vkWu ds lkFk] lHkh ifjorZu ntZ fd, tkrs gSaA bUgsa ,d vyx jax esa fMLIys fd;k tkrk 
gSA fMyhV fd;k x;k dksbZ Hkh VsDLV xk;c ugha gksxk] ysfdu LVªkbdFkzw ds :i esa fn[kkbZ nsxk ¼;k 
mnkgj.k ds fy, ,d ykbu ds lkFk dkV fn;k tk,xk½A  
 

;s VªSd psatsl lc&esuw dbZ vkWI’ku iznku djrs gaSA vki Next vkSj Previous vkWI’ku ¼fp= 3-40 
ns[ksa½ dk mi;ksx djds ,d ifjorZu ls nwljs esa tk ldrs gSaA tc dksbZ ifjorZu flysDV fd;k 
tkrk gS rks vki bls accept ;k reject dj ldrs gSa vkSj Accept vkSj Reject vkWI’ku dk 
mi;ksx dj ldrs gSaA ;fn vki accept djrs gSa] rks cnys x, VsDLV dk ,d LFkk;h fgLlk cu 
tk,xk vkSj ;fn vki reject djrs gSa] rks ;g ewy VsDLV ij okil vk tk,xkA  

 

  
fp= 3-40 VªSÇdx vkWI’ku 
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;fn vkidks yxrk gS fd lHkh ifjorZu Bhd gSa] rks vki ,d 
ckj esa Accept All dekaM dk mi;ksx djds mUgsa Lohdkj 
¼accept½ dj ldrs gSaA blh rjg] ;fn vki fdlh Hkh ifjorZu 
dks Lohdkj ¼accept½ ugha djuk pkgrs gSa vkSj ewy VsDLV ij 
okil ykSVuk pkgrs gSa rks vki Reject All vkWI’ku dk mi;ksx 
dj ldrs gSaA   
 

dHkh&dHkh] ge ;g ns[kuk pkgrs gSa fd MkWD;wesaV okLro esa mUgsa 
Lohdkj fd, fcuk lHkh ifjorZuksa ds lkFk dSls fn[kkbZ nsxkA ;fn 
vki Show fodYi ij fDyd djrs gSa rks MkWD;wesaV fn[kkbZ nsxk 
tSls ;fn ifjorZu Lohdkj fd, tkrs gSaA ;fn vki Show ij 
fQj ls fDyd djrs gSa rks MkWD;wesaV ifjorZuksa ds lkFk VªSd 
eksM esa fn[kkbZ nsxkA  
 

 

vki ikloMZ tksM+dj ifjorZuksa dh lqj{kk dj ldrs gSaA Protect ij fDyd djsaA ;g Enter 

Password Mk;ykWx ckWDl vksiu gksxk tSlk fd fp= 3-41 esa fn[kk;k x;k gSA ,d ikloMZ ,M djsaA 
vc dsoy og O;fDr tks bl ikloMZ dks tkurk gS] ifjorZuksa dks accept ;k reject dj ldrk 
gS vkSj dksbZ ughaA   

 
 

fp= 3-41 ikloMZ ,aVj djsa 
 

Manage    vkWI’kuvkWI’kuvkWI’kuvkWI’ku 
 

Manage vkWI’ku fp= 3-42 esa fn[kk, vuqlkj Manage Changes Mk;ykWx ckWDl vksiu gks tkrk 
gSA blesa lHkh cnykoksa dks ,d lwph esa fMLIys fd;k x;k gSA vki fdlh fo'ks"k ifjorZu dks flysDV 
dj ldrs gSa vkSj mls accept ;k reject dj ldrs gSaA  
 

vki lHkh ifjorZuksa dks accept djus ds fy, Accept All ijijijij fDyd dj ldrs gSa ;k lHkh ifjorZuksa 
dks reject djus ds fy, Reject All dj ldrs gSaA  
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fp= 3-42 Manage vkWI’ku 

 

MkWD;wesaV dks dEis;j djsaMkWD;wesaV dks dEis;j djsaMkWD;wesaV dks dEis;j djsaMkWD;wesaV dks dEis;j djsa 
 

;fn vki Compare Document… ij fDyd djrs gSa] rks fyczs vkWfQl vkids }kjk iznku dh xbZ 
Q+kby ds lkFk orZeku Q+kby dks dEis;j djsxkA blds ckn nks Qkbyksa ds chp lHkh varjksa dh lwph 
ds lkFk eSusteSusteSusteSust psat ¼psat ¼psat ¼psat ¼Manage Changes½½½½ Mk;ykWx ckWDl vksiu gksxkA ;gka vki bu varjksa dks 
accept ;k reject dj ldrs gSa vkSj orZeku Q+kby rnuqlkj viMsV gks tk,xhA  
 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;kvH;kvH;kvH;kllll    
 

vkidks http://www.psscive.ac.in/Employability_Skills.html ij bZ&vf/kxe ikB fn[kkdj f'k{kd 
vkidks bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj 
bZ&lkexzh ds lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLr`r funsZ'k 'kkfey gksaxsA  

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
fyczs vkWfQl jkbVj esa ifjorZu dks VªSd djuk 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
fyczs vkWfQl jkbVj ds lkFk daI;wVj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA mnkgj.k ds fy,] ;fn 40 Nk= gSa vkSj 

vkids ikl 5 daI;wVj gSa] rks izR;sd 8 Nk=ksa ds 5 lewg cuk,aA 
2- fyczs vkWfQl jkbVj 'kq: djsa] ,d u;k MkWD;wesaV cuk,a vkSj MkWD;wesaV esa dqN VsDLV Vkbi djsaA  
3- ‘Edit’ ij fDyd djsa vkSj fQj ‘Track Changes’ ij fDyd djsaA 
4- fQj ,d vU; lnL; MkWD;wesaV dh leh{kk djrk gS vkSj ifjorZu djrk gSA igys lnL; rc 

ifjorZuksa dks accept ;k reject dj ldrs gSaA nks lnL; xfrfof/k djrs gSa vkSj vU; ns[krs gSa 
vkSj bl ij izfrfØ;k nsrs gSa fd D;k lgh <ax ls fd;k x;k Fkk vkSj blesa D;k lq/kkj fd;k 
tk ldrk gSA  

5- fQj ckjh cnysa] Nk=ksa dk ,d vkSj lewg ;g lqfuf'Pkr djus ds fy, xfrfof/k djrk gS fd 
izR;sd Nk= de ls de ,d dk;Z djsaA  
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xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
  

ekbØkslkW¶V oMZ esa ifjoruksa dks VªSd djuk 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
bZ&yÉux VsDLV ju djus ds fy, baVjusV dusD'ku ds lkFk daI;wVjA 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- miyC/k daI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,a ¼mlh rjg tSls xfrfof/k 1 esa fd;k x;k gS½A 
2- ,e,l oMZ LVkVZ djsa vkSj ,d Q+kby vksiu djsaA ‘Review’ vkWI’ku ij tk,a vkSj ‘Track 

changes’ ij fDyd djsaA 
3- vc dqN VsDLV Vkbi djsa vkSj cnyko ns[ksaA 
4- ,d lnL; izk;ksfxd vH;kl djrk gSA vU; yksx ns[krs gSa vkSj lgh <ax ls D;k fd;k x;k Fkk 

vkSj D;k lq/kkj fd;k tk ldrk gS ij izfrfØ;k nsrs gSaA  
5- fQj ckjh cnysa] lewg esa izR;sd Nk= xfrfof/k djrk gSA  

    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
1- tc vki MkWD;wesaV dks fjdkWMZ djuk 'kq: djrs gSa] rks lHkh ifjorZu jaxhu VsDLV ds :i esa 

fn[kkbZ nsrs gSa\ ;g crk,a fd ;g lgh gS ;k xyrA  
¼d½ lgh ¼[k½ xyr                

 

2- ;fn vki ‘track change’ eksM esa dqN ------------------- djrs gSa rks ;g xk;c ugha gksxk] cfYd blds 
chp ls ,d LVªkbd fn[kkbZ nsxkA  
¼d½ ,M  ¼[k½ fMyhV ¼x½ bVsfyd ¼?k½ cksYM            

 

3- VªSd psat lqÖkko gSaA ;fn vki ifjorZuksa dks LFkk;h cukuk pkgrs gSa rks vkidks mUgsa --------------------------- 
djuk gksxkA  
¼d½ vaMjykbu  Underline ¼[k½ lso Save 
¼x½ ,lsIV Accept  ¼?k½ fjtsDV  Reject 

    

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- eSust vkWI’ku dk dk;Z D;k gS\ 
    
 

vkiusvkiusvkiusvkius D;kD;kD;kD;k lh[kklh[kklh[kklh[kk\\\\    
 

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• ,d oMZ MkWD;wesaV esa ifjorZu dks VªSd djus dh vko';drk dh O;k[;k djsaA 
• fyczs vkWfQl jkbVj esa VªSÇdx izfØ;k 'kq: djus vkSj jksdus dk rjhdk crk,a A  
• ifjorZuksa dks ,lsIV ;k fjtsDV djus ds vkWI’ku dh igpku djsaA    

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ifjp;ifjp;ifjp;ifjp;    
 

m|e'khyrk ,d u, fopkj ;k ,d vyx rjhds ls O;kikj pykus dh izfØ;k gS] ftllss varr% 
[kjhnkj ;k xzkgd dks enn feyrh gSA fdlh O;kikj esa u, fopkj ,d vf}rh; mRikn ;k lsok 
ds :i esa gks ldrs gSaA O;kikj djus dk ,d vyx rjhdk ,d m|eh dks vyx cukrk gSA ,d 
ikjaifjd O;kikj djus okyk O;fDr T;knkrj vU; yksxksa dh rjg viuk m|e pykrk gSA tcfd 
,d m|eh O;kikj djus ds vuwBs rjhdksa dk mi;ksx djrk gS & ;g ekdsZÇVx vkSj foKkiu] u, 
fopkjksa ;k u, rjhdksa ls xzkgdksa dh t:jrksa dks iwjk djus ;k lapkyu dks vf/kd dq'ky rjhds 
ls pykus ds ek/;e ls xzkgdksa rd igqaprk gSA bl ekWM~¸kwy esa] vkidks ;g leÖkus esa enn djus 
ij /;ku fn;k x;k gS fd fdlh m|eh ds fofHkUUk ewY; vkSj n`f"Vdks.k D;k gSa tks mUgsa lQy 
cukrs gSaA 
 

bl ikB~¸kØe esa ewy ckrsa ¼ckn dh d{kkvksa esa vf/kd mUUkr lkexzh ds lkFk½ & cgqr lkjs 
mnkgj.k vkSj lewg vH;kl ds lkFk fuEufyf[kr dks leÖkk;k tk,xk % 
 

• lQy m|eh dh ekU;rk,a vkSj n`f"Vdks.k 
• ,d m|eh dh rjg lkspus dk rjhdk 
• ,d O;kikj pØ] O;kikj dks 'kq: djus ls ysdj c<+kus rdA  

 

 

Lk= 1 % m|e’khyrk Lk= 1 % m|e’khyrk Lk= 1 % m|e’khyrk Lk= 1 % m|e’khyrk Entrepreneurship    dk ifjp;dk ifjp;dk ifjp;dk ifjp;     

vkb, ge O;kikj esa mi;ksx fd, tkus okys dqN lkekU; 'kCnksa dks ns[kdj 'kq: djsa A  
 

O;kikjO;kikjO;kikjO;kikjhhhh    Entrepreneur    
 

,d m|eh og O;fä gksrk gS tks u, fopkjksa ;k O;kikj djus ds rjhdksa ds ek/;e ls xzkgd dh 
t:jrksa dks iwjk djus dh dksf'k'k djrk gS vkSj cnys esa ykHk dekrk gSA  

bb bb d
kb
Z

d
kb
Z

d
kb
Z

d
kb
Z 

4 m|e’khyrk dkS’kym|e’khyrk dkS’kym|e’khyrk dkS’kym|e’khyrk dkS’ky 
(Entrepreneurship Skills) 
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u, fopkj ftuds lkFk ,d m|eh fdlh O;kikj ds fy, ewY; tksM+rk gS] u, mRiknksa lfgr dbZ 
izdkj ds gks ldrs gSa & tSls fd fdLesa tksM+uk] ubZ lsok,a tSls gkse fMyhojh ;k ØsfMV lsok,a] 
u, foi.ku fopkj] ykxr esa deh ds u, fopkj vkSj cgqr dqNA  
 

m|ferkm|ferkm|ferkm|ferk Entrepreneurship    
 

m|ferk ,d O;kikj ;kstuk fodflr djus] xzkgd dh t:jrksa dks iwjk djus vkSj ykHk dekus ds 
fy, uokpkj dk mi;ksx djds O;kikj 'kq: djus vkSj pykus dh ,d izfØ;k gS A  
 

m|e'khyrk ds vFkZ dks leÖkus ds fy, ,d dgkuh i<+sa vkSj ,d m|eh dkSu gSA  
 

izrki]izrki]izrki]izrki]    lCthlCthlCthlCth foØsrkfoØsrkfoØsrkfoØsrk 
izrki vkxjk esa lCth cspus okys dk dke djrk FkkA os ges'kk rkth lfCt;ka cspus ds fy, cktkj 
esa tkus tkrs FksA os lfCt+;ka ckt+kj esa igqapkus ds fy, jkst lqcg 3 cts mBrs FksA gkykafd] xÆe;ksa 
ds nkSjku] fnu ds var esa mudh cgqr lkjh cph gq, lfCt;ka cckZn gks tkrh FkhaA  
 

bl viO;; dks jksdus ds fy, mUgksaus cklh lfCt;ksa dks cspuk 'kq: dj fn;k A blls mUgsa 
cktkj esa cnukeh feyh vkSj yksxksa us mudh nqdku esa tkuk can dj fn;kA  
 

izrki ds eu esa fQj ,d fopkj vk;k! lfCt;ka ?kj&?kj igqapkus okyh lsok,a & yksx ,d fnu igys 
ftl izdkj dh lCth pkgrs Fks] mldh ek=k vkSj vkWMZj dj ldrs Fks vkSj izrki Fkksd cktkj ls 
Bhd bruk gh [kjhnrk Fkk vkSj bls muds ?kj rd igqapkrk FkkA  
 

vc muds xzkgdksa dks cktkj esa vkus dh vlqfo/kk ls ugha xqtjuk ugha iM+rk gS vkSj bl izdkj 
lfCt;ksa dks muds ?kj ds njokts ij igqapk;k tk ldrk gSA mUgsa cl vius eksckby Qksu ij izrki 
dks dkWy djuk gS vkSj vkWMZj nsuk gSA  
 

lkspuslkspuslkspuslkspus dsdsdsds fy,fy,fy,fy, iz'uiz'uiz'uiz'u 
• vkidks D;k yxrk gS fd mlus fdl rjg bldk volj igpkuk\ 
• mlus xzkgd dh t+:jrksa dks dSls iwjk fd;k\ 
• ;fn vki izrki dh txg gksrs] rks vki D;k djrs\  
 

D;kD;kD;kD;k vkidksvkidksvkidksvkidks yxrkyxrkyxrkyxrk gSgSgSgS fdfdfdfd izrkiizrkiizrkiizrki ,d,d,d,d m|ehm|ehm|ehm|eh gSagSagSagSa\\\\ 
th gka os gSa! izrki ,d lCth foØsrk ds :i esa Lo jkstxkjjr FksA mUgksaus gkse fMyhojh lsok ds 
,d u, fopkj ds ek/;e ls xzkgdksa ds njokts ij rktk lfCt;ka izkIr djus dh mudh leL;k 
dk lek/kku fd;kA pwafd izrki us vius mRiknksa dks xzkgd dks iznku djus dk ,d u;k rjhdk 
bLrseky fd;k] ftlds ifj.kkeLo:i mudk thou vklku gks x;kA bl rjhds dks viukus ls os ,d 
m|eh ¼fdlh Hkh lkekU; O;kikjh dh rqyuk esa½ cu tkrs gaSA  
    
 

O;kikfjd O;kikfjd O;kikfjd O;kikfjd xfrfof/k;ksaxfrfof/k;ksaxfrfof/k;ksaxfrfof/k;ksa dsdsdsds izdkjizdkjizdkjizdkj Types of Business Activities 
 

gekjh t:jrsa vkSj pkgrsa dHkh fLFkj ugha gksrhaA os lnk cnyrh jgrh gSaA ge vkt dqN pkgrs gSa 
ysfdu dy ogh gekjh ilan ugha gks ldrhA mnkgj.k ds fy,] lehj vkt twrs dh ,d tksM+h 
pkgrk Fkk ysfdu dqN fnuksa ds ckn og ,d thal ysuk pkgrk FkkA  
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ge le; ds lkFk viuh ilan eas cnykoksa dks Li"V :i ls ns[k ldrs gSaA cktkj gesa viuh 
fof'k"V vko';drkvksa dks iwjk djus ds fy, ,d lkeku ;k ,d lsok ds :i esa ,d mRikn 
iznku djrs gSaA  
 

cktkj esa] fofHkUUk izdkj ds O;kikj ekStwn gSaA rhu vyx&vyx izdkj dh O;kikfjd xfrfof/k;ka 
¼fp= 4-1½ bl izdkj gSa % 

 
fp= 4-1 O;kikfjd xfrfof/k;ksa ds izdkj  

 

fofuekZ.kfofuekZ.kfofuekZ.kfofuekZ.k O;kikjO;kikjO;kikjO;kikj Manufacturing Business 
 

 

,d fofuekZ.k O;kikj og izdkj gS ftleas xzkgd dh ekaxksa dks iwjk djus ds fy, dPps eky ls 
rS;kj mRikn esa ifjoÆrr fd;k tkrk gSA O;kikj ds bl izdkj esa rS;kj fd, x, mRikn lh/ks 
xzkgd dks csps tk ldrs gSaA dkÆrd dk ,d dkj[kkuk gS tks  iSd fd, x, ihus ds 'kq) ikuh 
dk mRiknu djrk gSA ;g ,d fofuekZ.k O;kikj dk ,d mnkgj.k gSA  
 

O;kikjO;kikjO;kikjO;kikj djukdjukdjukdjuk Trading Business 
 

 

,d VªsfMax O;kikj esa ,d lkeku ;k mRikn dk fuekZ.k ugha fd;k tkrk gS] cfYd dsoy fofuekZ.k 
bdkbZ ls [kjhnkj ;k xzkgd ¼tks mRikfnr lkeku ds fy, Hkqxrku djus ds fy, rS;kj gS½ ds Ikkl 
yk;k tkrk gS] tSlk fd fp= 4-2 esa fn[kk;k x;k gSA mnkgj.k ds fy,] xqIrk QkesZlh fofHkUUk nok 
daifu;ksa }kjk mRikfnr ;k fuÆer nokvksa dks csprh gSA xqIrk QkesZlh ,d VªsfMax O;kikj gSA  
 

 
 

fp= 4-2 VªsfMax O;kikj 
 

lsoklsoklsoklsok O;kikjO;kikjO;kikjO;kikj    Services Business 
 

dksbZ Hkh O;kikfjd xfrfof/k tks vewrZ gS] ftls ns[kk vkSj eglwl ugha fd;k tk ldrk gS] ysfdu 
[kjhnkj ds ykHk ds fy, gS] bls lsok dgk tkrk gSA lsokvksa dk ,d fuf'Pkr le; ugha gksrk gS 
vkSj ;g xzkgdksa dh ekax ds vuqlkj yphyh gksrh gSA lsokvksa dks Hkh vius mRiknksa dks cspus ds 
fy, ,d nqdku dh vko';drk ugha gSA vej ,d isaÇVx lafonkdkj gS tSlk fd fp= 4-3 esa 
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fn[kk;k x;k gSA  

 
fp= 4-3 lsok O;kikj 

 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1     
Hkwfedk fuHkkuk & esjs vklikl ds O;kikj! 
 

    

izfØ;kizfØ;kizfØ;kizfØ;k    
    

1- bl xfrfof/k esa] vki mu lewgksa ds lkFk dke djsaxs tks fofHkUUk izdkj ds O;kikjksa ds 
mnkgj.kksa ds lkFk vkrs gSa ftUgsa ge vius vkl&ikl ns[krs gSaA 

2- izR;sd lewg muds }kjk pyk, tk jgs O;kikj dk vfHku; djds fn[kk,xkA 
3- lewg ds ckdh lnL; ;g vuqeku yxk,axs fd vfHku; djus okyh Vhe fdl rjg dk O;kikj 

dj jgh gSA  
 

vuqns'k 
• izR;sd lewg esa 5 Nk=ksa dks ysdj ,d lewg cuk,aA ;fn ,d d{kk esa 30 Nk= gSa] rks 6 Vhesa 

gksaxhA izfr Vhe ,d usrk dk p;u djsa tks bls pykus ds fy, ftEesnkj gksxkA  
• izR;sd Vhe vius vklikl ds m|fe;ksa ds 3&4 mnkgj.kksa is’k djrh gSA  
• izR;sd Vhe dks mnkgj.kksa dks is’k djus vkSj vius vfHku; dh ;kstuk cukus ds fy, 15 feuV 

dk le; feysxk A  
• izR;sd Vhe fQj fLdV ;k vfHku; dh ;kstuk cuk,xh rkfd nwljksa dks ;g vuqeku gks lds 

fd m|eh D;k O;kikj djrs gSaA  
• izR;sd Vhe dks nwljksa dk vuqeku yxkus ds fy, 2 feuV vkSj leÖkkus ds fy, 2 feuV dk 

le; feysxkA  
 

lewglewglewglewg ppkZppkZppkZppkZ dsdsdsds fy,fy,fy,fy, iz'uiz'uiz'uiz'u    
 

1- D;k vki tkurs gSa fd vkius ftu yksxksa vkSj O;kikjksa ds ckjs esa ckr dh Fkh] os m|eh Fks\  
2- D;k O;kikj ls xzkgd dh t:jrksa dks lqy>k;k tk ldrk gS\ 
3- D;k blds cnys esa O;kikj ls iSlk dek;k tk ldrk gS\ 
4- vki ppkZ esa vk, O;kikjksa dks dSls oxhZ—r djsaxs\    
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viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 
    

dddd----    crk,a fdcrk,a fdcrk,a fdcrk,a fd fuEufyf[krfuEufyf[krfuEufyf[krfuEufyf[kr dFkudFkudFkudFku lghlghlghlgh gSagSagSagSa ;k;k;k;k xyrxyrxyrxyr 
¼d½ ,d m|eh dsoy equkQk dekus ds fy, ,d O;kikj pykrk gSA  
¼[k½ m|ferk vkSj O;kikj fcYdqy ,d gh pht gSaA  
¼x½ lsok O;kikj xfrfof/k esa] lsok,a vewrZ gSa vkSj bUgsa eglwl ;k ns[kk ugha tk ldrk gSA  
¼?k½ fofuekZ.k O;kikj xfrfof/k esa] ,d m|eh mRikn cukrk gSA  
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
¼d½ ,d m|eh dkSu gS\ ,d mnkgj.k nsaA 
¼[k½ rhu rjg dh O;kikfjd xfrfof/k;ka D;k gSa\ 
¼x½ fofuekZ.k vkSj VªsfMax O;kikfjd xfrfof/k;ksa esa D;k varj gS\  
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• m|ferk ds vFkZ dk o.kZu djsaA 
• ,d m|eh ds vFkZ dk o.kZu djsaA 
    
 

 

Lk= 2 % m|e’khyrk dk ewY;Lk= 2 % m|e’khyrk dk ewY;Lk= 2 % m|e’khyrk dk ewY;Lk= 2 % m|e’khyrk dk ewY;             
 

    

fuEufyf[krfuEufyf[krfuEufyf[krfuEufyf[kr dgkuhdgkuhdgkuhdgkuh i<+sai<+sai<+sai<+sa vkSjvkSjvkSjvkSj    lquhrklquhrklquhrklquhrk dksdksdksdks ,d [k,d [k,d [k,d [kkl efgykkl efgykkl efgykkl efgyk    cukuscukuscukuscukus okysokysokysokys dk;ks±dk;ks±dk;ks±dk;ks± dhdhdhdh igpkuigpkuigpkuigpku djsaAdjsaAdjsaAdjsaA     
 

lquhrk vius ekrk&firk ds lkFk dksfPp esa jgrh FkhA viuh xÆe;ksa dh NqfV~V;ksa ds nkSjku] og 
vius nknk&nknh ls feyus xbZ] tks ,d NksVs 'kgj esa jgrs FksA os cgqr cw<+s gks x, Fks vkSj mUgsa 
fnu esa cgqr lkjh nok,a ysuh iM+rh FkhaA os vDlj viuh nok,a [kjhnus ds fy, cktkj tkus ij 
Fkd tkrs Fks vkSj dHkh dHkh bls ysuk Hkwy tkrs Fks] D;ksafd muds ikl dksbZ enn djus okyk ugha FkkA 
blls muds LokLF; ij cqjk vlj iM+kA fQj mlus ns[kk fd vklikl jgus okys vU; cw<+s yksx 
Hkh blh leL;k dk lkeuk dj jgs gSaA lquhrk fLFkfr ds ckjs esa cgqr cqjk eglwl fd;k vkSj 
mudh enn djuk pkgrh FkhA  
 

lquhrk us bl leL;k dks gy djus ds dbZ rjhdksa ds ckjs esa lkspk] rkfd muds nknk&nknh vkSj 
dkWyksuh esa jgus okys vU; cw<+s yksx LoLFk jgsa vkSj le; ij mudh nok,a izkIr djsaA fQj mlds 
eu esa ,d fopkj vk;k! & flQZ ,d cVu ds lkFk] ,d fo'ks"k fjeksV cuk;k tk,A ;g fjeksV 
utnhdh esfMdy 'kkWi dks ladsr Hkstrk gS] tks ,d fnu ds vanj nok fMyhoj djsxkA fjeksV esa 
,d bu&fcYV] mi;ksx esa vklku vykeZ flLVe Hkh Fkk ftls cw<+s yksx nokb;ka ysus ds fy, 
fjekbaMj lsV djus ds fy, mi;ksx dj ldrs FksA gj ckj vykeZ ctus ij os nokb;k¡ ysrs vkSj 
fjeksV dk cVu nckdj vykeZ can dj nsrsA mlus bls cuk;k vkSj vius nknk&nknh ds ?kj esa 
bls vktek;k] vkSj ;g dke dj x;k! mUgsa vc nok [kjhnus ds fy, yach nwjh dh ;k=k ugha 
djuh iM+h ;k le; ij viuh nok,a ysus ds fy, mUgsa ;kn fnykus esa enn dh t:jr ugha 
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iM+hA ;g ^fjeksV daVªksy* mlds xkao esa vkSj tYn gh] iwjs dsjy esa cgqr yksdfiz; gks x;kA og 
vc ,d O;kikj pykrh gS vkSj iwjs Hkkjr esa bu fjeksV daVªksy dks csprh gSA 
 

eeeewY;wY;wY;wY;    
ewY; os xq.k vkSj fl)kar gSa ftlds vuqlkj ,d O;fä ,d fuf'Pkr rjhds ls lksprs gSa vkSj dk;Z 
djrs gSaA lquhrk ds mijksä mnkgj.k ls geus ns[kk fd fdl rjg mlus vius nknk&nknh ds 
lkeus vkus okyh leL;k ds ckjs esa cqjk eglwl fd;k Fkk vkSj [kqn gh mldk lek/kku Hkh fd;k 
gSA mlus lkspk vkSj ,d ,slk mRikn cuk;k tks igys fdlh us ugha lkspk FkkA vkb, tkusa fd 
dkSu ls xq.k fdlh m|eh dks lQy cukrs gSaA   
 

,d,d,d,d m|ehm|ehm|ehm|eh ddddssss ewY;ewY;ewY;ewY;    Values of an Entrepreneur 

izR;sd m|eh esa dqN fof'k"V xq.k gksrs gSa tks mUgsa lQy cukrs gSaA tc ,d O;fDr ,d m|ferk 
dk jkLrk pqurk gS rks fp= 4-4 esa fn[kk, x, vuqlkj yksxksa ds eu esa fofHkUUk fopkj] Hk; vkSj 
lansg vkrs gSaA bu ij dkcw ikus esa ,d m|eh dh {kerk mlds lQy gksus dh {kerk dks 
fu/kkZfjr djrh gSA  
 

;s m|eh ds ewY; gSa tks mUgsa m|ferk esa 'kkfey dfBukb;ksa vkSj pqukSfr;ksa dk lkeuk djus esa 
enn djsaxs A  
 

 

 

 

 

 

 

 

 
 

fp= 4-4 ,d m|eh ds eu esa lansg 
 

vkarfjd izsj.kk] tks ,d m|eh dks bu lansgksa dks nwj djus dh vuqefr nsrh gS] mls ^ewY;* dgk 
tkrk gSA ;gka dqN ewY; fn, x, gSa tks ,d m|eh dks lQy cukrs gSaA  
 

vkRefo'oklvkRefo'oklvkRefo'oklvkRefo'okl    ConfidenceConfidenceConfidenceConfidence    
 

  

 

vkRefo'okl dk vFkZ gS fdlh dk vius vki vkSj ,d n`f"Vdks.k ij fo'okl djukA vk'oLr gksus 
ls ,d m|eh dks ,d u;k O;kikj 'kq: djus dk igyk dne mBkus esa enn feyrh gS vkSj 
fQj O;kikj dks fodflr djus ds fy, ubZ phtksa dh dksf'k'k djrk gSA blls m|eh dks vlQy 

,d m|eh ds 
eu esa lansg 

 

;fn esjs xzkgd esjs mRikn 
dks ilan ugha djrs gSa rks 

D;k gksxk\ 
 

;fn esjs xzkgd esjs 
izfrLif/kZ;ksa ds ikl tkrs gSa 

rks D;k gksxk\ 
 

D;k eSa ,d O;kikj 'kq: 
djus ds fy, dkQh vPNk 
dke dj ldrk gwa\ 
 

D;k gksxk ;fn eSa dksbZ 
uqdlku djrk gwa ;k dksbZ 
eq>ls  ugha [kjhnrk gS\ 

 

D;k eSa vius ne 
ij O;kikj pyk  
ldrk gwa\ 
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gksus ij Hkh vkxs c<+us ds fy, izsj.kk feyrh gSA vkRefo'okl ,d m|eh dks xzkgdksa ds ikl 
tkus vkSj mRikn ;k lsokvksa ds ckjs esa mudh izfrfØ;k ds fy, iwNus ds fy, izksRlkfgr Hkh 
djrk gSA bl ij feyh izfrfØ;k m|eh dks O;kikj dks csgrj cukus vkSj fodflr djus esa enn 
djrh gSA  
 

,d m|eh ds fy, vkRefo'okl cuk, j[kuk egRoiw.kZ gksus ds lkFk&lkFk bldk Hkh /;ku j[kuk 
vko';d gS fd m|e dk vafre mÌs'; xzkgd dh lsok djuk gS] blfy,] mUgsa vfr&vkRefo'oklh 
¼vksoj dkWfUQMsaV½ ugha gksuk pkfg,A vfr&vkRefo'oklh gksus ds dkj.k m|eh dks O;kikj esa 'kkWVZdV 
ysus iM+ ldrs gSa] tSls;g tkurs gq, fd fdlh mRikn dh xq.koŸkk [kjkc gS] ml dks cspuk] ;k 
xzkgd ls vf/kd 'kqYd ysukA bl rjg ds dkjZokb;ka xzkgdksa esa O;kikj ds izfr vfo'okl iSnk dj 
ldrh gSaA blfy,] vkRefo'okl vkSj vfr&vkRefo'okl ds chp larqyu cukuk ,d m|eh ds lcls 
egRoiw.kZ ewY;ksa esa ls ,d gSA  
 

Lora=rkLora=rkLora=rkLora=rk    IndependenceIndependenceIndependenceIndependence    

Lora=rk dk vFkZ gS fdlh ds vdsys dke djus dh {kerk vkSj [kqn ds fu.kZ; ysus dk 
vkRefo'oklA ;g r; djus dh ftEesnkjh gS fd fdl dke dh t:jr gS vkSj ;g dSls fd;k 
tk ldrk gSA  
 

,d m|eh mldk [kqn dk ckWl gksrk gS vkSj mls y{; fu/kkZfjr djus vkSj mudk ikyu djus 
ds fy, Lo;a izsfjr gksuk iM+rk gSA og O;kikj ds y{;ksa dks izkIr djus ds fy, dke djus ds 
fy, nwljksa dks izsfjr djus ds fy, Hkh ft+Eesnkj gksrk gS vkSj og ns[krk jgrk gS fd 
fnu&izfrfnu ds vk/kkj ij O;kikj dSlk izn'kZu dj jgk gSA  
 

Lora=rk ,d m|eh dks vdsys dke djus dh lqfo/kk nsrh gS] ftlesa mlds Åij dksbZ Hkh fjiksVZ 
djus ds fy, ugha gS] ;g lqfuf'Pkr djus dh ftEesnkjh Hkh mlh ij vkrh gS fd eq[; :i ls 
mldk /;ku gj le; ij xzkgd dsafær jgsA vPNh xq.koŸkk okys mRikn ;k lsok dks lgh dher 
ij forfjr djuk] ,d m|eh dh izkFkfed ftEesnkfj;ksa esa ls ,d gSA  
 

n`<+rkn`<+rkn`<+rkn`<+rk    PerseverancePerseverancePerseverancePerseverance    

n`<+rk dk vFkZ gS] dfBu ifjfLFkfr vkus ij Hkh gkj u ekuuk vkSj pyrs jgukA m|e] ;k O;kikj 
pykus esa dbZ foQyrk,a 'kkfey gaSA ,d m|eh bu foQyrkvksa dks nwj djus ds fy, ftEesnkj gS] 
muls lh[ksa vkSj pyrs jgsa] pkgs dqN Hkh gks tk,A tc phtsa eqf'dy gksrh gSa] rc m|eh dks 
ldkjkRed vkSj izsfjr jguk iM+rk gSA  
 

dM+h esgur djrs le;] ,d m|eh ds fy, lq/kkj vkSj fodkl ds ckjs esa lkspuk Hkh egRoiw.kZ 
gSA ;g rc gksrk gS tc dksbZ vyx n`f"Vdks.k viukus dh dksf'k'k djrk gSA blfy, n`<+rk dk 
vFkZ ckj ckj leku rjhds ls ogh dke ugha djuk gSA bldk vFkZ gS dfBukb;ksa dks nwj djus ds 
fy, vyx vkSj uokpkjh rjhdksa ds lkFk lkeus vkuk vkSj ges'kk y{; dks izkIr djus ds ckjs esa 
lkspuk pkfg,] blls dksbZ QdZ ugha iM+rk fd jkLrs esa D;k vkrk gSA  
 

xzg.k'khyrkxzg.k'khyrkxzg.k'khyrkxzg.k'khyrk    OpenOpenOpenOpen----mindednessmindednessmindednessmindedness    
 

xzg.k’khyrk dk vFkZ gS ubZ phtksa dks vktekus dh dksf'k'k djuk vkSj nwljs yksxksa dh izfrfØ;k ds 
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fy, [kqykiu gksukA O;kikj 'kq: djus vkSj c<+us dh izfØ;k esa] ,d m|eh dbZ vyx&vyx 
phtksa dh dksf'k'k djrk gSA mUgsa vDlj nwljksa ls ijke'kZ djuk gksxk] tSls fd tkudkjh vkSj 
varn`Zf"V ds fy, cktkj fo'ks"kK] lgdehZ vkSj lg;ksxhA bl izfØ;k ds nkSjku] xzg.k’khyrk j[kuk 
vkSj ubZ lksp vkSj fopkjksa dks vius jkLrs esa vkus nsuk vko';d gSA blls m|eh u dsoy Lo;a 
ds cfYd nwljksa ds Hkh vlQyrkvksa ls lh[kus esa l{ke gksxk vkSj O;kikj dks csgrj cuk, j[ksxkA  
 

ekeysekeysekeysekeys dkdkdkdk v/;v/;v/;v/;;u;u;u;u    Case Study 

iwue dh dgkuh i<+sa vkSj igpkusa fd fdu xfrfof/k;ksa us mls nwljksa ls csgrj cuk;k\  
 

Ikwue]Ikwue]Ikwue]Ikwue]    ilZilZilZilZ cukuscukuscukuscukus okyhokyhokyhokyh    efgykefgykefgykefgyk 
iwue vksfM'kk esa efgykvksa ds fy, gLrfuÆer ilZ cukrh gSaA og LFkkuh; efgykvksa dh enn ysrh 
gS tks ilZ cukus ds fy, d<+kbZ djuk tkurh gSaA iwue budks dksydkrk esa csprh FkhA dHkh ,slk 
gqvk fd og T;knk ihl ugha csp ldh vkSj dksydkrk tkus ds fy, cgqr le; vkSj iSlk Hkh 
[kpZ djuk iM+kA  
 

iwue us rc Mksj&Vw&Mksj tkdj bls cspus dh dksf'k'k dh] ysfdu dqN gh yksxksa us gh mlds 
mRikn [kjhnsA okLro esa yksx vlH; Fks vkSj mlls lEekuiwoZd ckr ugha djrs FksA mlus mEehn 
ugha NksM+h vkSj ilZ cspus ds fy, vkSj yksxksa ds ikl tkuk tkjh j[kkA mlus ilZ esa ubZ 'kSfy;ksa 
vkSj fMtkbuksa dks Hkh ‘kkfey fd;k vkSj mUgsa fofHkUUk vkdkjksa vkSj jaxksa esa cukuk 'kq: fd;kA  
 

rc fdlh us mls ,d 'kkWÇix osclkbV ds ckjs esa crk;k ftlds tfj, og cM+s 'kgjksa esa tk, 
fcuk vius mRiknksa dks csp ldrh FkhA mlus rqjar viuh daiuh iath—r djok yh vkSj vkWMZj 
ysuk 'kq: dj fn;kA igys og ,d eghus esa vf/kdre 50 ilZ csp ldrh Fkh] ysfdu vc og gj 
eghus 500 ls vf/kd ilZ csprh gSA  
 

ØØØØ----    lalalala----    iwueiwueiwueiwue dh dkjZokb;kadh dkjZokb;kadh dkjZokb;kadh dkjZokb;ka  ewY;ewY;ewY;ewY;    
1.  ilZ cspus ds fy, vdsys dksydkrk tkuk  Lora=rk 
2.   

3.   

4.   

5.   

 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1   
Hkwfedk fuHkkukHkwfedk fuHkkukHkwfedk fuHkkukHkwfedk fuHkkuk &&&& m|fe;ksam|fe;ksam|fe;ksam|fe;ksa dhdhdhdh fo’ks”krk,afo’ks”krk,afo’ks”krk,afo’ks”krk,a 
izfØ;kizfØ;kizfØ;kizfØ;k    
1- bl xfrfof/k esa Nk=ksa dks ,d m|eh ds okLrfod thou vkSj xq.kksa ds ckjs esa lkspus vkSj 
vH;kl djus dk rjhdk fn[kk;k x;k gSA  
• izR;sd Nk= ,d lQy m|eh ds dk;ks± dks ,d fpV ij fy[krk gSA mnkgj.k ds fy,] twrs 

dh nqdku ds ekfyd xzkgdksa ls fouezrk ls ckr djrs gSaA  
• lHkh Nk= f'k{kd dks fpV nsrs gSaA  
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• d{kk 5 Nk=ksa ds lewgksa esa foHkkftr gks tkrh gSA  
• izR;sd Vhe dk ,d lnL; fpV mBkrk gS vkSj fcuk ckr fd, dkjZokbZ djrk gSA  
• vU; yksx m|eh dh dkjZokbZ vkSj egk'kfä;ksa ¼xq.kksa½ dk vuqeku yxkrs gSaA  
 

lewglewglewglewg ppkZppkZppkZppkZ dsdsdsds fy,fy,fy,fy, iz'uiz'uiz'uiz'u 
1- vkius dkjZokbZ ds nkSjku dkSu ls fofHkUUk xq.k ns[ks gSa\ 
2- vkidks yxrk gS fd buesa ls dkSu lk xq.k vkids vanj Hkh gS\ 
3- os dkSu ls xq.k gSa tks ,d m|eh dks Øksf/kr xzkgd ls fuiVus esa enn djrs gSa\  
 

    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa 
    
    

dddd----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1-  m|eh esa dkSu ls ewY; gksrs gSa\ 

¼d½  jksfgr chnkj esa ,d fo'ks"k gs;j lSywu pykrk gSA ;qok yM+ds mlds ikl vkrs gSa vkSj 
mls tfLVu chcj tSls cky dVokus ds fy, dgrs gSaA jksfgr dks bl cky dVokus ds 
ckjs esa irk ugha gS blfy, og baVjusV ij lpZ djrk gS vkSj rLohjsa <wa<rk gSA 
jksfgr dk D;k ewY; gS\ ------------- 

¼[k½  'kkyw fo'ks"k Hkkjrh; LuSDl cukrh gS vkSj bls vyx&vyx yksxksa dks cspus ds fy, 
vius 'kgj esa Mksj&Vw&Mksj tkrh gSA og ftuds ikl tkrh gS] dsoy 10 esa ls 1 O;fä 
mlds mRiknksa dks [kjhnrk gSA 'kkyw dk D;k ewY; gS\  

2-  ,d lQy m|eh ds ikl D;k ewY; gSa\ mnkgj.k ds lkFk] dksbZ Hkh rhu ewY; fy[ksaA  
3-  fuEufyf[kr ewY;ksa dks mnkgj.kksa ds lkFk fy[ksa % ¼d½ Lora=rk ¼[k½ vkRefo'okl  
4-  vius {ks= ds rhu m|fe;ksa dks igpkusaA mu dk;ks± dks fy[ksa tks mUgsa lQy cukrs gSa vkSj 

muds vanj dkSu ls ewY; gSaA  
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• mu dk;ks± dks lwphc) djsa tks ,d m|eh dks lQy cukrs gSaA 
• ,d lQy m|eh ds ewY;ksa dh lwph cuk,aA 
• mnkgj.k ds lkFk m|e'khyrk ds ewY;ksa dh O;k[;k djsaA 
    

 

Lk= 3 % ,d m|eh dk n`f”Vdks.kLk= 3 % ,d m|eh dk n`f”Vdks.kLk= 3 % ,d m|eh dk n`f”Vdks.kLk= 3 % ,d m|eh dk n`f”Vdks.k    Attitude of an Entrepreneur 

bl l= esa] vki ,d m|eh cuke ,d osruHkksxh deZpkjh ds n`f”Vdks.k esa varj ds ckjs esa 
tkusaxsA  
 

n`f”Vdks.kn`f”Vdks.kn`f”Vdks.kn`f”Vdks.k    Attitude 
 

n`f”Vdks.k dk vFkZ ,d fuf'Pkr fopkj] oLrq] O;fä ;k ifjfLFkfr ds izfr ,d fuf'Pkr rjhds ls 
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izfrfØ;k djus dh izo`fŸk gSA O;kikj pykrs le; ,d m|eh dk n`f”Vdks.k mudh dkjZokbZ dks 
izHkkfor djrk gSA  
 

vkb, ,d m|eh vkSj ,d deZpkjh ¼tks osru ;k etnwjh ds fy, dke djrk gS½ ds n`f”Vdks.k 
ds chp varj dks leÖkrs gSaA  
 

m|fe;ksam|fe;ksam|fe;ksam|fe;ksa vkSjvkSjvkSjvkSj deZpkfj;ksadeZpkfj;ksadeZpkfj;ksadeZpkfj;ksa dsdsdsds n`f”Vdks.kn`f”Vdks.kn`f”Vdks.kn`f”Vdks.k dsdsdsds chpchpchpchp varjvarjvarjvarj  
 

n`f”Vdks.kn`f”Vdks.kn`f”Vdks.kn`f”Vdks.k    m|m|m|m|eeeehhhh        deZpkdeZpkdeZpkdeZpkjhjhjhjh    
Lo;a ij 
fo'okl 
j[ksa  

tc ,d m|eh ,d u;k O;kikj 'kq# djrk 
gS rks dqN yksx ,sls gksrs gSa tks mudk 
leFkZu dj ldrs gSaA dksbZ izca/kd ;k 
ckWl ugha gS tks phtsa dks eqf'dy gksus ij 
izksRlkfgr ;k leFkZu djsaxsA blfy,] ,d 
m|eh Lo;a ij fo'okl djrk gS rkfd os 
vkRefo'okl ls fdlh Hkh pqukSrh dk lkeuk 
dj ldsa vkSj lQy gks ldsaA  

,d deZpkjh dk izca/ku vke rkSj ij 
fdlh vU; O;fDr ds }kjk fd;k tkrk gS] 
tks mldh enn djrk gS] vkSj tc og 
ukSdjh 'kq: djrk gS rks mldk leFkZu 
djrk gSA mls ;g le>us ds fy, 
izf'k{k.k vkSj lgk;rk nh tkrh gS fd dke 
dSls djuk gS] vkSj tc phtsa eqf’dy gks 
tkrh gSa rks D;k djsaA  

xzkgd ij 
/;ku nsuk 
 

,d m|eh ;g lqfuf'Pkr djus ds fy, 
ftEesnkj gS fd os tks O;kikj dj jgs gSa 
mlls xzkgd ds fy, ewY; c<+rk gSA 
 xzkgd dks vPNh xq.koŸkk okys mRikn ;k 
lsok,a nsus dh ftEesnkjh m|ferk dk lcls 
egRoiw.kZ fgLlk gSA ljdkj }kjk fu/kkZfjr 
fu;eksa vkSj fofu;eksa dk ikyu djrs gq,] ,d 
m|eh vius O;kikj dks uSfrd :i ls pykus 
ds fy, Hkh ftEesnkj gksrk gSA   

,d deZpkjh daiuh }kjk fu/kkZfjr y{;ksa 
dks iwjk djrk gSA fdlh daiuh ds lHkh 
deZpkjh lh/ks xzkgdksa dh t:jrksa dks iwjk 
djus dh fn’kk esa dke ugha djrs gSaA mudh 
xzkgd ds izfr dksbZ lh/kh ftEesnkjh ugha gks 
ldrh gSA 
 

fu.kZ; ysuk 
vkSj 
ft+Eesnkjh 
 

m|eh r; djrs gSa fd os fdl rjg dk dke 
djsaxs vkSj dSls djsaxsA os [kqn fu.kZ; ysrs 
gSa vkSj dke iwjk djus dh fn'kk esa dke 
djrs gSaA 

vke rkSj ij ,d izca/kd ;k ckWl 
deZpkfj;ksa ds fy, fu.kZ; ysrk gSA 
deZpkjh r; djrs gSa fd os viuk dke 
dSls djuk pkgrs gSa] ysfdu os D;k dj 
jgs gSa vkSj mUgsa fdrus le; esa iwjk djuk 
pkfg,] ;g ,d ofj"B O;fDr }kjk r; 
fd;k tkrk gSA 

fo'okl 
djuk fd 
okrkoj.k 
cny 
ldrk gS 

m|eh vke rkSj ij vutkus okrkoj.k esa 
dke djrs gSa] tgka mUgsa ugha irk gksrk gS fd 
dqN u;k 'kq: djus ds ckn D;k gksxkA 
blfy,] ,d m|eh ds fy, ldkjkRed 
jguk egRoiw.kZ gS vkSj mls ;g ekuuk pkfg, 
fd cktkj dk ekgkSy cny ldrk gSA  

,d deZpkjh dh ukSdjh vkarfjd :i ls 
dsafær gksrh gS vkSj vke rkSj ij ckgjh 
okrkoj.k ls izHkkfor ugha gksrh gSA 
blfy,] fdlh deZpkjh dks dke ikus ds 
fy, cnyko esa fo'okl vko';d ugha gSA 
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dgkuhdgkuhdgkuhdgkuh i<+uki<+uki<+uki<+uk 
;gka lqjfHk] m|eh vkSj vkdk'k] deZpkjh dh dgkfu;ka nh xbZ gSaA dgkfu;ksa dks i<+sa vkSj lkspsa fd 
muds ewY; vkSj n`f"Vdks.k ,d&nwljs ls dSls fHkUUk gSaA  
lqjfHk]lqjfHk]lqjfHk]lqjfHk]    fp=dkjfp=dkjfp=dkjfp=dkj    ¼isaVj½¼isaVj½¼isaVj½¼isaVj½ 
 

lqjfHk dks ges'kk ls dyk ilan jgh gS vkSj os isaÇVx cukrh gSaA mlus viuh bu iasfVax dks vius 
nksLrksa dks cspus dk O;kikj 'kq: fd;kA os lHkh isfVax dks ilan djrs Fks vkSj lqjfHk dks vkSj 
vf/kd isaÇVx cukus vkSj cspus ds fy, c<+kok nsrs FksA  
 

lqjfHk us vkSj vf/kd dykRed isaÇVx ds fy, lkeku [kjhnus ds fy, cSad ls _.k fy;k rkfd og 
vkSj iasfVax cuk ldsA og vyx&vyx xzkgdksa ds ikl bls leÖkus ds fy, xbZ fd os D;k 
pkgrs gSa] vkSj fQj mudh ilan ds vk/kkj ij isafVax cukrh gSA mlds ikl vc ,d vkVZ LVwfM;ks 
gS] tgka yksx vius [kkyh le; esa isaV djuk lh[krs gSaA  
 

og vDlj vyx&vyx txgksa ij vius dke dh izn'kZuh yxkrh gSaA  
 

vkdk'k]vkdk'k]vkdk'k]vkdk'k]    deZpkjhdeZpkjhdeZpkjhdeZpkjh    
vkdk'k ,d nqdku ij dke djrk gS tks dykRed isaÇVx ds fy, lkeku csprk gSA mudk dke 
vyx&vyx ‘ksYo esa isaV&cz'k] jax vkSj dkxt dh O;oLFkk djuk gSA og lqcg 9-00 cts dke ij 
tkrk gS vkSj 'kke 4-00 cts rd okil vkrk gSA  
 

gj ckj tc dksbZ xzkgd vkdk'k ds ikl vkrk gS rks og mUgsa crkrk gS fd os dgka fey ldrs 
gSaA fQj og mUgsa dS'k dkmaVj ij funsZ'k nsrk gS fd mUgsa D;k ilan gSA vkdk'k dk ckWl og 
dke r; djrk gS tks mls ekfld vk/kkj ij djuk pkfg, A  
 

vkidksvkidksvkidksvkidks D;kD;kD;kD;k yxrkyxrkyxrkyxrk gSgSgSgS lqjfHklqjfHklqjfHklqjfHk vkSjvkSjvkSjvkSj vkdk'kvkdk'kvkdk'kvkdk'k dsdsdsds n`f”Vdks.kn`f”Vdks.kn`f”Vdks.kn`f”Vdks.k esaesaesaesa D;kD;kD;kD;k varjvarjvarjvarj gSgSgSgS\\\\    mnkgj.kmnkgj.kmnkgj.kmnkgj.k lfgrlfgrlfgrlfgr fyf[k,Afyf[k,Afyf[k,Afyf[k,A  
 

lqjfHklqjfHklqjfHklqjfHk vkdk'kvkdk'kvkdk'kvkdk'k 
  

  

  

 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
ckg~; ckrphr % deZpkfj;ksa vkSj m|fe;ksa dk lk{kkRdkj 
izfØ;kizfØ;kizfØ;kizfØ;k    
1- d{kk dks nks lewgksa esa foHkkftr fd;k x;k gSA 
2- lewg 1 mu yksxksa dk lk{kkRdkj djsxk tks nwljksa ds fy, dke djrs gSa % deZpkjhA  
3- lewg 2 mu yksxksa dk lk{kkRdkj djsxk tks vius fy, dke djrs gSa % m|ehA  
4- izR;sd lewg esa fuEufyf[kr iz'u iwNs tk,axs % 
& dke ij vkidk fu;fer fnu dSlk gS\ vki lqcg ls 'kke rd vyx&vyx xfrfof/k;ka D;k 
djrs gSa\  
& vki vius dke ds ckjs esa lcls T;knk vkuan dc ysrs gSa\ 
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& vkids lkeus D;k pqukSfr;ka gSa\ 
& vki vius lkeus vkus okyh pqukSfr;ksa ls dSls ikj ikrs gSa\ 
 

5- izR;sd lewg dks vf/kd ls vf/kd deZpkfj;ksa ;k m|fe;ksa ls ckr djus ds fy, ,d ?kaVs dk 
le; feyrk gSA  
6- izR;sd lewg vius vuqHko dks iwjh d{kk esa izLrqr djsxkA  
 

ppkZppkZppkZppkZ dsdsdsds fy,fy,fy,fy, iz'uiz'uiz'uiz'u 
1- m|eh vkSj deZpkjh ds xq.kksa vkSj ewY;ksa ds chp izeq[k varj D;k gSa\  
2- D;k vkidks yxrk gS fd m|eh tksf[ke ij iuirs gSa\ ikap okD;ksa esa viuh jk; nhft,A  

    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

    

dddd---- crk,acrk,acrk,acrk,a fdfdfdfd fuEufyf[krfuEufyf[krfuEufyf[krfuEufyf[kr dFkudFkudFkudFku lghlghlghlgh gSagSagSagSa ;k;k;k;k xyrAxyrAxyrAxyrA 
1- ,d m|eh ckWl ;k izca/kd dks fjiksVZ djrk gS 
2- fdlh deZpkjh dks ukSdjh djrs le; ckgjh cktkj ds ekgkSy ds vuqdwy gksuk iM+rk gSA  
3- ,d m|eh dks ges'kk ;g lkspuk gksxk fd xzkgd D;k pkgrk gSA  
4- ,d deZpkjh Lo;a gh lHkh fu.kZ; ysrk gSA 
 

[k[k[k[k---- fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- n`f"Vdks.k ds vFkZ dks ifjHkkf"kr djsaA ,d m|eh ds n`f"Vdks.k ds nks mnkgj.k nsaA  
2- m|fe;ksa vkSj deZpkfj;ksa ds chp O;ogkj esa egRoiw.kZ varj fy[ksaA mnkgj.kksa ds lkFk crkb,A  
    
 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• m|ferk vkSj jkstxkj ds chp varj dk o.kZu djsaA  
• lk{kkRdkj djrs le; vtufc;ksa ls vkRefo'okl ls ckr djsaA 
• lkfFk;ksa ds fy, m|e'khyrk vkSj jkstxkj ds chp varj is'k djsaA  
    

 
 

Lk= 4 % ,d m|eh dh rjg lkspukLk= 4 % ,d m|eh dh rjg lkspukLk= 4 % ,d m|eh dh rjg lkspukLk= 4 % ,d m|eh dh rjg lkspuk        Thinking Like an Entrepreneur 

^^,d m|eh viuk O;kikj pykrs le; dSls lksprk gS\**] ^^D;k eSa ,d m|eh dh rjg lksp 
ldrk gwa\** bl l= ds ek/;e ls] vki bu iz'uksa dk mŸkj ns ik,axs!  
 

    

m|fe;ksam|fe;ksam|fe;ksam|fe;ksa dhdhdhdh leL;kleL;kleL;kleL;k 
D;k vki lksp ldrs gSa fd ,d m|eh dks fnu&izfrfnu fdu leL;kvksa dk lkeuk djuk iM+sxk\  
 

,d m|eh ds lkeus vkus okyh lHkh leL;kvksa dks lwphc) djsaA 
 

1- mnkgj.k % ugha tkurs xzkgdksa dks [kjhnus ds fy, dSls izsfjr djsaA 
2- mnkgj.k % xzkgd lkSnsckth djrs gSa vkSj mRikn dh lgh dher ugha pqdkrs gSaA 



lwpuk vkSj lapkj izkS|ksfxdh dkS'ky                  149 

3-  
4-  
5-  
6-  
 

leL;kleL;kleL;kleL;k dksdksdksdks lqyÖkkuklqyÖkkuklqyÖkkuklqyÖkkuk Problem-solving 

leL;k dk lek/kku lkspus dh izfØ;k gS] ftlds ek/;e ls m|eh vius O;kikj dks csgrj cukus ds 
fy, dbZ lek/kku is’k dj ldrs gSa A ;g izfØ;k igys igpkuus ls 'kq: gksrh gS fd leL;k,a 
D;k gSaA ,d ckj leL;kvksa dk irk pyus ds ckn] dbZ rjhds gSa ftuesa ,d m|eh mUgsa gy 
djus ds ckjs esa lksp ldrk gSA  
 

,d m|eh dks dbZ leL;kvksa ;k pqukSfr;ksa dk lkeuk djuk iM+ ldrk gSA mUgsa lqyÖkkuk gh 
mudh {kerk gS tks mUgsa bruk [kkl cukrh gSA uhps dqN leL;kvksa dh lwph nh xbZ gS ftudk 
lkeuk ,d m|eh dks O;kikj pykrs le; djuk iM+ ldrk gSA ,d m|eh vDlj O;kikj 'kq: 
djus vkSj pykus ds nkSjku bu lokyksa ds ckjs esa lksprk gS A  
 

1111----        fopkj ¼fopkj ¼fopkj ¼fopkj ¼vkbfM;kvkbfM;kvkbfM;kvkbfM;k½ ½ ½ ½ %%%% esjk fctusl fopkjfopkjfopkjfopkj D;k gksuk pkfg,\ eqÖks dSls irk pysxk fd ;g fopkj 
dke djsxk\  

2222----  iSlkiSlkiSlkiSlk    %%%% fctusl 'kq: djus ds fy, fdruk iSlk tqVkuk pkfg,\  
3333----  lkexzhlkexzhlkexzhlkexzh izkIrizkIrizkIrizkIr djukdjukdjukdjuk    %%%% lkexzhlkexzhlkexzhlkexzh dgka ls vkSj fdl dher ij izkIr djuh gS\  
4444----  fofuekZ.kfofuekZ.kfofuekZ.kfofuekZ.k    %%%% fuekZ.k dSls djsa ¼;fn ;g mRiknu dk O;kikj gS½\  
5555----  ewY;ewY;ewY;ewY; fu/fu/fu/fu/kkZj.kkkZj.kkkZj.kkkZj.k    %%%% eqÖks fdl dher ij mRikn cspuk pkfg, rkfd eSa i;kZIr ykHk dek ldwa\ 

eqÖks dSls irk pysxk fd xzkgd fdl dher dk Hkqxrku djus dks rS;kj gS\  
6666----        ffffoi.kuoi.kuoi.kuoi.ku vkSjvkSjvkSjvkSj foKkiufoKkiufoKkiufoKkiu    %%%% eSa vius xzkgdksa dks O;kikj ds ckjs esa dSls crkÅaxk ftlls os esjs 

ikl vkus ds fy, vkdÆ"kr gkasxs\  
7777----  cspukcspukcspukcspuk    %%%% xzkgd eqÖkls dSls [kjhnsxk\ D;k xzkgd esjs ikl vk,xk ;k eSa xzkgd ds ikl 

tkÅaxk\  
8888----  ys[kkaduys[kkaduys[kkaduys[kkadu    %%%%    eSa tks iSlk [kpZ dj jgk gwa vkSj dek jgk gwa\ mldk VªSd dSls j[kwa\ eqÖks dSls 

irk pysxk fd eSa fdruk ykHk dek jgk gwa\  
9999----  ckgjckgjckgjckgj [kM+s[kM+s[kM+s[kM+s jgukjgukjgukjguk    %%%%    tks phtsa cktkj esa igys ls miyC/k gaS] eSa mlls csgrj dSls cuk ldrk 

gwa\ eSa vius xzkgd ds fy, ewY; dSls c<+kÅa \  
10101010----  c<+rkc<+rkc<+rkc<+rk gqvkgqvkgqvkgqvk O;kikjO;kikjO;kikjO;kikj    %%%% eSa viuk O;kikj dSls c<+k ldrk gwa vkSj csgrj cuk jg ldrk gwa\  
 

dgkuhdgkuhdgkuhdgkuh i<+uki<+uki<+uki<+uk    
 

fdj.kfdj.kfdj.kfdj.k dhdhdhdh dgkuhdgkuhdgkuhdgkuh i<+sai<+sai<+sai<+sa vkSvkSvkSvkSjjjj ns[ksans[ksans[ksans[ksa fdfdfdfd mlusmlusmlusmlus    ,d,d,d,d m|ehm|ehm|ehm|eh dhdhdhdh rjgrjgrjgrjg    lkspuslkspuslkspuslkspus dkdkdkdk vH;klvH;klvH;klvH;kl dSlsdSlsdSlsdSls fd;kfd;kfd;kfd;k     
 

,d m|eh dks lQy gksus ds fy, bu leL;kvksa dks gy djus ds fofHkUUk rjhdksa ds ckjs esa 
lkspus dh vko';drk gSA ge lh[ksaxs fd xzkeh.k Hkkjr ds ,d m|eh dh dgkuh dks i<+dj ,d 
m|eh dh rjg vyx&vyx rjhds D;k gSa] tks mlds xzkgdksa dh leL;kvksa dks lqyÖkkus dk ,d 
vyx rjhdk ysdj vk, gSaA tc vki dgkuh i<+rs gSa] lksprs gSa fd vU; m|fe;ksa dh rqyuk esa 
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fdj.k us D;k fd;k] rks vki tku tkrs gSaA ;g Hkh lkspsa fd fdj.k leL;kvksa dks dSls gy djrh 
gSA  
 

fdj.k e/; izns'k ds ,d 'kgj Xokfy;j esa jgrh FkhaA fdj.k ds firk NksVs Bsys ij pkV csprs 
FksA og Lokfn"V Hkkstu cspus ds fy, fofHkUUk ?kjksa esa tkrk Fks] ftldk ;qok vkSj cw<+s nksuksa yksx 
vkuan mBkrs FksA  
 

dHkh&dHkh fdj.k vius firk dh enn ds fy, Ldwy ds ckn muds lkFk tkrh FkhA os iwjs 'kgj 
esa vyx&vyx txgksa ij tkrs FksA mls rc cqjk yxrk Fkk] tc mUgsa ladjh xfy;ksa dks ikj 
djuk gksrk Fkk] og vius firk dks Bsys dks eksM+us ds fy, la?k"kZ djrh gqbZ ns[krh FkhA eqM+rs 
le;] mUgsa dbZ ckj xkM+h dks mBkuk vkSj ?kqekuk iM+k FkkA  
 

,d Ldwy izkstsDV ds fy,] fdj.k dks dqN ,slk cukus ds fy, dgk x;k] ftlls mlds 
ekrk&firk dk thou vklku gks tk,A mlus ml leL;k dks gy djus ds ckjs esa lkspk vkSj 
mlus vius firk ds fy, ,d gkFkxkM+h ls bls lqy>k;k FkkA mlus ladjh xfy;ksa ls xqtjuk 
vklku cukus ds fy, ,d ‘kkunkj fopkj ds ckjs esa lkspkA  
 

 

mlus gkFk&xkfM+;ksa ds fy, ,d LVh;Çjx flLVe cuk;k tSlk fd fp= 4-5 esa fn[kk;k x;k gS] ftls 
gkFk ls fu;af=r fd;k tkrk gS] vkSj xkM+h dks mBkus vkSj ?kqekus ds fy, bLrseky fd;k tk 
ldrk gSA  

 
fp= 4-5 

 

;g iz.kkyh cukus esa vklku vkSj lLrh Fkh] blfy, fdj.k us bls vius nksLrksa ds lkFk cukuk 
'kq: dj fn;kA os bls eSdsfud dh nqdkuksa dks ns nsrs Fks] tks ckn esa bls mu yksxksa dks csp 
nsrs Fks tks Bsys yxkrs FksA mRikn cgqr lkjs Qyksa vkSj lCth foØsrkvksa ds chp cgqr yksdfiz; gks 
x;k] vkSj vc iwjs ns'k esa bldk mi;ksx fd;k tkrk gSA  
 

fuEufyf[krfuEufyf[krfuEufyf[krfuEufyf[kr iz'uiz'uiz'uiz'u dsdsdsds ckjsckjsckjsckjs esaesaesaesa lkspsalkspsalkspsalkspsa    
 

vkidks D;k yxrk gS fd fdj.k dks gkFk&xkfM+;ksa ds fy, LVh;Çjx yxkus dk fopkj dSls vk;k\  
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leL;kvksaleL;kvksaleL;kvksaleL;kvksa dksdksdksdks gygygygy djusdjusdjusdjus dsdsdsds fy,fy,fy,fy, ,d,d,d,d m|ehm|ehm|ehm|eh dhdhdhdh rjgrjgrjgrjg lksplksplksplksp Thinking like an Entrepreneur 

to Solve Problems 
 
 

m|eh vius fnu&izfrfnu ds dk;ks± esa dbZ fofHkUUk izdkj dh leL;kvksa dks gy djrs gSaA mijksä 
mnkgj.k esa] fdj.k us igpkuus dh leL;k dks gy fd;k fd og fdl O;olkf;d fopkj ds lkFk 
dke djsxhA uhps rhu rjhds lwphc) fd, x, gSa tks T;knkrj m|eh rc lksprs gSa tc os ,d 
leL;k dks gy djus dh dksf'k'k dj jgs gSaA  
 
jpukRedrkjpukRedrkjpukRedrkjpukRedrk    CreativityCreativityCreativityCreativity    

jpukRedrk dk vFkZ mu fopkjksa ds lkFk lkeus vkuk gS tks nwljksa us igys ugha lkspk FkkA 
jpukRedrk dk vFkZ dykRed gksuk ;k Mªkbax esa vPNk gksuk ugha gSA ,d m|eh dks ;g fo'okl 
djuk gksxk fd os ,d leL;k dks gy djus ds fy, u, fopkjksa dks lkeus yk ldrs gSaA fdj.k 
ds ekeys esa] mlus ,d u, fopkj ds ckjs esa lkspdj gkFkxkM+h dks ?kqekus dh leL;k dks gy 
fd;kA  
 

uokpkjuokpkjuokpkjuokpkj    InnovationInnovationInnovationInnovation    

Ukokpkj ¼buksos'ku½ dk vFkZ gS u, fopkjksa ds ckjs esa lkspuk vkSj okLrfod thou esa dke djus 
ds rjhdksa ds lkFk vkukA jpukRedrk vkSj uokpkj ds chp dk varj ;g gS fd tgka 
jpukRedrk dsoy ,d fopkj ds lkFk vkus okyh gS] ogha uokpkj okLrfodrk esa fopkj cukus ds 
rjhdksa ds ckjs esa Hkh vk jgk gSA fdj.k dk fopkj flQZ mlds eu esa ugha FkkA mlus vius 
firk dh xkM+h esa czsd flLVe yxkdj ;g dke fd;kA  
 

xguxguxguxgu lksplksplksplksp    Critical ThinkingCritical ThinkingCritical ThinkingCritical Thinking    

xgu lksp dk vFkZ gS fdlh fLFkfr ;k leL;k dks leÖkus ds fy, Lo;a ls iz'u iwNsa ¼D;ksa] D;k] 
dc] dSls½ vkSj fLFkfr ;k leL;k ds dkj.kksa ds ckjs esa 'kks/k djsaA ,d m|eh dks ges'kk leL;k 
ds lkFk lkeuk djus ij xaHkhj :i ls lkspuk iM+rk gSA os flQZ leL;k ds ckjs esa Çpfrr ugha 
gks ldrs gSa vkSj blds ckjs esa dqN Hkh ugha dj ldrs gSaA fdj.k ds ekeys esa] mlus vius firk 
dks ,d leL;k ls twÖkrs gq, ns[kk] vkSj ml ds fy, ,d lek/kku ik;kA  
 

izk;ksfxdizk;ksfxdizk;ksfxdizk;ksfxd vH;klvH;klvH;klvH;kl    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1     
tksM+h esa dke & leL;kvksa dh igpku vkSj lek/kku 
    

izfØ;kizfØ;kizfØ;kizfØ;k    
1- bl xfrfof/k esa] vki ifjokj ds lnL; dh leL;kvksa dh igpku djsaxs] vkSj fQj mudh 
leL;k dks gy djus ds fy, ,d m|eh dh rjg lkspsaxsA  
• ,d lkFkh <wa<sa vkSj tksM+s esa cSBsaA 
• izR;sd O;fä ifjokj ds ,d lnL; ds ckjs esa lkspsxk] ftldh leL;k dks os gy djuk pkgrs 

gSaA  
• vius lkFkh dks vius ifjokj ds lnL; dh leL;k ds ckjs esa crk,aA 
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• ,d tksM+h ds :i esa] vki izR;sd leL;k dks gy djus ds fy, rhu fopkjksa dks lkFk ysdj 
vk,axsA  

• f'k{kd Lo;alsod tksM+s dks d{kk ds lkeus vkus vkSj mu leL;kvksa dks is'k djus ds fy, 
dgsaxs ftUgsa mUgksaus vius lek/kkuksa ds lkFk igpkuk gSA  

• viuh xfrfof/k dks fjdkWMZ djus ds fy, uhps fn, izk:i dk mi;ksx djsaA 
 

ifjokjifjokjifjokjifjokj dkdkdkdk lnL;lnL;lnL;lnL; lekL;klekL;klekL;klekL;k    Lkek/kkuLkek/kkuLkek/kkuLkek/kku    
   

   

   
 

izLrqfrizLrqfrizLrqfrizLrqfr dsdsdsds cknckncknckn lewglewglewglewg ppkZppkZppkZppkZ dsdsdsds fy,fy,fy,fy, iz'uiz'uiz'uiz'u 
1- bl lek/kku ds ckjs esa vkius D;k lkspk\ 
2- D;k vkidks yxrk gS fd ;g lek/kku vkids ifjokj ds lnL; dh rjg vf/kd yksxksa dh enn 
dj ldsxk\ D;k ;g lek/kku O;kikj cu ldrk gS\  

    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

    

dddd----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- O;kikj pykrs le; m|eh dks fdu eq[; leL;kvksa dk lkeuk djuk iM+ ldrk gS\  
2- ,d m|eh dh leL;kvksa dks gy djus ds fy, vyx&vyx rjhds D;k gks ldrs gSa\  
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
    

    

bl l= ds iwjk gksus ds bl l= ds iwjk gksus ds bl l= ds iwjk gksus ds bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsckn] vki ;g djus esa l{ke gksaxsckn] vki ;g djus esa l{ke gksaxsckn] vki ;g djus esa l{ke gksaxs    
• vke rkSj ij m|eh }kjk lkeuk dh tkus okyh leL;kvksa dh lwph cuk,aA  
• leL;kvksa dks gy djus ds fy, fofHkUUk fopkj 'kSfy;ka crk,a vkSj ifjHkkf"kr djsaA  
• jpukRed lek/kkuksa ds lkFk vkus ds fy, leL;k&lek/kku rduhdksa dks ykxw djsaA  
 

    

Lk= 5 % fctusl vkbfM;k ds lkFk vkukLk= 5 % fctusl vkbfM;k ds lkFk vkukLk= 5 % fctusl vkbfM;k ds lkFk vkukLk= 5 % fctusl vkbfM;k ds lkFk vkuk         

fiNys l= esa] geus fofHkUUk rjhdksa ds ckjs esa lh[kk ftl rjg ,d m|eh lksprk gSA ,d u;k 
O;kikj 'kq: djuk cgqr gh jksekapd gS! bls 'kq: djus ds fy, vkSj ,d lQy O;kikj pykus ds 
fy,] igyk dne gS ,d fopkj ds lkFk vkuk gSA  
 

foosd ,d jsLrjka ekfyd gSaA muds jsLrjka dks ^n okWo ckmy* dgk tkrk gSA tc os fpfdRlk 
foKku ds {ks= esa v/;;u dj jgs Fks rks mUgksaus [kkuk idkus esa viuh #fp vkSj dkS'ky ds ckjs esa 
tkukA mUgksaus fpfdRlk foKku esa viuh #fp vkSj Hkkstu ds fy, vius I;kj dks feyk;k rks os 
vf}rh; vkSj iks”kd O;atuksa ds ,d vuks[ks esy dks ysdj vk,A  
 

mUgksaus nky&pkoy tSls vke [kk| inkFkks± esa izk—frd tM+h cwfV;ksa vkSj nokvksa dks feyk;kA blus 
u dsoy bls Lokfn"V cuk;k] cfYd vke lnhZ vkSj [kkalh tSlh chekfj;ksa dks Hkh Bhd fd;kA  
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os bl fopkj dks ,d O;kikj esa cnyuk pkgrs FksA i<+kbZ iwjh djus ds rqjar ckn] mUgksaus dqN 
foŸkh; lgk;rk dh O;oLFkk dh vkSj jsLrjka 'kq: fd;kA ;g muds fy, ,d fnypLi ;k=k FkhA  
 

os bu pkj pj.kksa ds ek/;e ls O;kikj 'kq: djus dh viuh ;k=k ds ckjs esa crkrs gSa tSlk fd 
fp= 4-6 esa fn[kk;k x;k gSA bl l= esa] vki ,d O;kikj fopkj ds lkFk vkus ds igys pj.k ds 
ckjs esa tkusaxsA  
 

 

 

 

 

 

 

 
 

 

 
fp= 4-6 O;kikj pØ 

 

O;kikjO;kikjO;kikjO;kikj    ds fy, vkidk ds fy, vkidk ds fy, vkidk ds fy, vkidk fopkjfopkjfopkjfopkj D;kD;kD;kD;k gSgSgSgS\\\\    
 

,d O;kikfjd fopkj ,d lek/kku gS tks ,d m|eh xzkgd dks lsok iznku djus ds ckjs esa lksprk 
gSA ,d fopkj fu/kkZfjr djrk gS fd foŸkh; ykHk dekus ds fy, m|eh dks dkSu lh O;kikfjd 
xfrfof/k djuh gksxhA ,d fopkj mRikn&lsok ;k ,d gkbfczM ekWMy gks ldrk gSA  
 

fopkj ds fuekZ.kfopkj ds fuekZ.kfopkj ds fuekZ.kfopkj ds fuekZ.k dsdsdsds fl)karfl)karfl)karfl)kar Principles of Idea Creation 
 

,d fopkj ds lkFk vkus ds nkSjku /;ku esa j[kus ds fy, dqN egRoiw.kZ fl)kar gSa A  
 

xzkgdxzkgdxzkgdxzkgd dhdhdhdh tttt++++:jr:jr:jr:jr    Customer NeedCustomer NeedCustomer NeedCustomer Need    
 

,d fopkj ls xzkgd dh vko';drk ;k ekax dks iwjk fd;k tkuk pkfg,A cktkj esa ekStwn ekax 
ls ;k cktkj esa miyC/k phtksa dks csgrj cukus dh bPNk ds tfj, O;kikj dk fopkj csgrj gks 
ldrk gSA ,d mRikn ;k lsok] ftlls ;k rks xzkgd dh t:jrksa dks iwjk ugha fd;k tk jgk gS] 
;k vkaf'kd :i ls cSBd dh t:jrksa dks iwjk fd;k tk jgk gS] blfy, ;gka varjky dks Hkjus dh 
ekax gSA blfy,] ,d m|eh bl ekax dks iwjk djus ds fy, ,d O;kikj 'kq: djus ds ckjs esa 
lksprk gSA  
 

mnkgj.k ds fy,] xehZ ds ekSle ds nkSjku] tc ekSle cgqr xeZ gksrk gS] ml le; tks yksx /kwi 
esa pyrs gSa] tSls Nk=] deZpkjh] vkfn] os rktk eglwl djus ds fy, dksYM ÇMªd ihuk pkgrs gSa] 
blfy, ,d m|eh xUUks ds jl dk LVkWy ;k ,d O;Lr {ks= esa twl dk LVkWy vkSj uhacw dk LVkWy 
'kq: dj ldrk gSA  

    

O;kikj dk O;kikj dk O;kikj dk O;kikj dk 
fopkjfopkjfopkjfopkj 

    

cktkjcktkjcktkjcktkj dksdksdksdks 
leÖksaleÖksaleÖksaleÖksa 

O;kikj dh O;kikj dh O;kikj dh O;kikj dh 
;kstuk ;kstuk ;kstuk ;kstuk 
cukucukucukucukukkkk 

O;kikjO;kikjO;kikjO;kikj 
o`f)o`f)o`f)o`f) esaesaesaesa 
lq/kkjlq/kkjlq/kkjlq/kkj 
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m|ehm|ehm|ehm|eh dhdhdhdh viuhviuhviuhviuh #fp#fp#fp#fp ;k;k;k;k izfrHkkizfrHkkizfrHkkizfrHkk    Entrepreneur’s Own Interest or TalentEntrepreneur’s Own Interest or TalentEntrepreneur’s Own Interest or TalentEntrepreneur’s Own Interest or Talent    
 

  

 

,d m|eh vDlj ,d ,sls fopkj ds lkFk dke djrk ;k djrh gS tks mldk tquwu gSA lHkh 
m|eh dsoy ml pht+ ls dke 'kq: ugha djrs gSa tks ekax esa gS ;k cktkj dks D;k pkfg,A dqN 
m|eh xzkgd dh lsok ds fy, viuh #fp ;k izfrHkk dk mi;ksx djus ls 'kq: djrs gSaA fdlh 
O;fä dh #fp ;k izfrHkk tkuuk okLro esa ,d m|eh ds fy, egRoiw.kZ gS D;ksafd ;g 
vkRefo'okl vkSj ;gka rd fd nwljksa dks mudh {kerkvksa esa fo'okl vkSj Hkjkslk djus dh vksj ys 
tkrk gSA  
 

mnkgj.k ds fy,] ,d yM+dh tks ,d QS'ku fMtkbuj cuus ds fy, i<+ jgh gS] og bl fo"k; 
esa viuh #fp dk mi;ksx ,d nqdku 'kq: djus ds fy, dj ldrh gS tgka og fofHkUUk izdkj 
ds diM+s csp ldrh gSA  
 

uuuuokpkjokpkjokpkjokpkj    InnovativeInnovativeInnovativeInnovative    
 

  

 

uokpkj dk vFkZ gS u, rjhds ;k ewy fopkjA ,d O;kikj vius fopkj esa uokpkjh gks ldrk gS 
;k ftl rjg ls fd;k tkrk gSA ;fn fopkj uokpkjh gksrk gS vkSj ftl rjg ls bls ykxw fd;k 
x;k gS og Hkh uokpkjh gS rks O;kikj vkxs c<+us dh laHkkouk c<+ tkrh gSA  
 

mnkgj.k ds fy,] foosd ds ekeys esa] og vius jsLrjka esa tks Hkkstu ijkslrk gS] og dqN vyx 
gksrk gS vkSj dksbZ vkSj mu yksxksa ds fy, Hkkstu ugha csprk gS tks chekj gSaA  
 

O;kikjO;kikjO;kikjO;kikj    fopkjfopkjfopkjfopkj cuk,acuk,acuk,acuk,a    Form a Business Idea 
 

vf/kdka'k fopkj xzkgd dh t:jrksa ;k nwljksa dh izsj.kk ls vkrs gSa tks vU; dj jgs gSaA ,sls dbZ 
rjhds gSa ftuesa ls O;kikj ds fy, uokpkjh gksus ds lkFk O;kogkfjd fopkjksa dks Hkh is’k fd;k tk 
ldrk gSA vkb, fopkjksa ds lkFk vkxs vkus ds dqN rjhdksa dk vH;kl djsaA  
 

LFkku&vk/kkfjrLFkku&vk/kkfjrLFkku&vk/kkfjrLFkku&vk/kkfjr fopkjfopkjfopkjfopkj    LocationLocationLocationLocation----based Ideasbased Ideasbased Ideasbased Ideas        
 

,d m|eh ,d fof'k"V LFkku ij xzkgd dh t:jrksa dks iwjk djus ds fy, fopkj ds lkFk vk 
ldrk gS A mnkgj.k ds fy,] jktLFkku ds ,d NksVs ls xkao esa] tgka 'kq) is;ty dh vkiwÆr 
lhfer gS] ogka ,d m|eh ikuh cspus dk O;kikj LFkkfir dj ldrk gSA  
 

ekSle dsekSle dsekSle dsekSle ds    vuqlkjvuqlkjvuqlkjvuqlkj vyx vyx vyx vyx vyx vyx vyx vyx fopkjfopkjfopkjfopkj    Seasonal IdeasSeasonal IdeasSeasonal IdeasSeasonal Ideas    
 

  

 

 

xehZ ds nkSjku] yksx cM+s 'kgjksa esa BaMk] LoLFk is; ihuk pkgrs gSa] tcfd lÆn;ksa esa] os xeZ is; 
inkFkZ ilan djrs gSaA ,d m|eh ekSle ds vk/kkj ij fopkjksa ds lkFk dke ‘kq: dj ldrk gSA  
 

le; vuqdwy vk;kstu ij le; vuqdwy vk;kstu ij le; vuqdwy vk;kstu ij le; vuqdwy vk;kstu ij vk/kkfjrvk/kkfjrvk/kkfjrvk/kkfjr fopkjfopkjfopkjfopkj    EventsEventsEventsEvents----based Ideasbased Ideasbased Ideasbased Ideas    
 

,d O;kikfjd fopkj is’k djus dk ,d vkSj rjhdk lekjksg esa yksxksa dh lsok djus ds rjhdksa ds 
ckjs esa lkspuk gSA mnkgj.k ds fy,] 'kknh ds ekSle ds nkSjku dkMZ fMtkbuj vkSj ÇizVj] esagnh 
¼fguk½ fMtkbuj] bosaV eSustj] MsdksjsVj] vkfn ds fofHkUUk O;kikjksa ds ckjs esa fopkj djukA   
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#fp#fp#fp#fp    ls pyus okysls pyus okysls pyus okysls pyus okys fopkjfopkjfopkjfopkj    InterestInterestInterestInterest----driven Ideasdriven Ideasdriven Ideasdriven Ideas    
 

,d m|eh Lo&#fp ds vk/kkj ij O;kikfjd fopkjksa dks is’k dj ldrk gSA mnkgj.k ds fy,] dksbZ 
O;fä tks u`R; esa vPNk gS vkSj u`R; djuk ilan djrk gS] og xaHkhj urZfd;ksa ds fy, ,d 
u`R;&izf'k{k.k laLFkku 'kq: dj ldrk gS vkSj mu yksxksa ds fy, Hkh tks etsnkj vH;kl djds 
fLye gksuk pkgrs gSaA  
 
 

fdlh is’ks ls fdlh is’ks ls fdlh is’ks ls fdlh is’ks ls pyus pyus pyus pyus okyokyokyokys fopkjs fopkjs fopkjs fopkj    VocationVocationVocationVocation----driven Ideasdriven Ideasdriven Ideasdriven Ideas    
 

cgqr ls yksx viuh #fp vkSj mUgksaus tks v/;;u fd;k gS] mlds vk/kkj ij ,d O;kikj 'kq: 
djrs gSaA ,d fdlku] tks [ksrh ds ckjs esa lc dqN tkurk gS] og bl ckjs esa crk ldrk gS fd 
dgka ls cht izkIr djus gSa] tehu dh tqrkbZ dSls djsa] tks yksx [ksrh ds ckjs esa lh[kuk pkgrs 
gSa] muds fy, ,d fdlku izf'k{k.k laLFkku 'kq: dj ldrs gSa] ;k 'kgjokfl;ksa dk ekxZn'kZu dj 
ldrs gSa fd Nrksa vkSj ckyduh ij lfCt;ka dSls mxk,aA  
 

ekeysekeysekeysekeys dkdkdkdk v/;;uv/;;uv/;;uv/;;u    
 

UUUUkkkkxek]xek]xek]xek]    QS'kuQS'kuQS'kuQS'ku fMtkbujfMtkbujfMtkbujfMtkbuj    
 

uxek QS'ku fMtkbuj cuus ds fy, psUUkbZ pyh xbZaA tc og Ldwy esa Fkh] rHkh ls ges'kk vius 
nksLrksa ds fy, lqanj diM+s fMtkbu djus esa #fp j[krh FkhA dkWyst ds ckn] uxek dks bl ckjs 
esa ;dhu ugha Fkk fd mls fdl rjg dk dke djuk pkfg,A uxek dh laL—fr esa] yM+fd;ksa dks 
gj le; LdkQZ ;k fgtkc iguuk iM+rk gSA psUUkbZ tSls 'kgj esa] uxek ds fy, vPNh xq.koŸkk 
okys fgtkc feyuk eqf'dy Fkk] blfy, mlds eu esa mUgsa cukus vkSj cspus dk fopkj vk;kA 
mlus vPNh xq.koŸkk] QS'kuscy vkSj lLrs fgtkc cukuk 'kq: dj fn;kA og vPNh lkexzh [kjhnrh] 
eksrh vkSj chM dh flykbZ djrh vkSj vius mRiknksa dks ,d lqanj cDls esa iSd djrhA  
 

og mUgsa gkWLVy vkSj dkWystksa esa csp nsrh FkhA vc] uxek dk [kqn dk cqVhd gS vkSj og 
vkWuykbu mRikn Hkh csprh gSA  
 

jkds'k]jkds'k]jkds'k]jkds'k]    Lis'kyLis'kyLis'kyLis'ky vkWVksvkWVksvkWVksvkWVks okykokykokykokyk    

    
 

jkds'k tc cgqr NksVs Fks] rHkh mŸkj izns'k ds ,d NksVs ls xkao ls eqacbZ vk, FksA os vius ifjokj 
ds fy, iSlk dekus vk, FksA muds nksLrksa us mUgsa i;kZIr iSlk cukus ds fy, ,d vkWVks [kjhnus 
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dk fopkj crk;kA dbZ lkyksa ls jkds'k fdlh Hkh vU; vkWVks okys dh rjg xkM+h pyk jgk FkkA  
 

ysfdu le; ds lkFk] os okLro esa vius dke dk vkuan ysus yxkA os vius xzkgdksa ls ckr 
djuk vkSj muds thou ds ckjs esa lquuk ilan djrs FksA blls mUgsa ,d fopkj feyk] ftlus 
mUgsa vkWVks&okys ls ,d m|eh ds :i esa cny fn;kA  
 

og ,d ^fo'ks"k vkWVks ds vuqHko* ds fopkj ysdj vk,] ftlesa ,d xzkgd dks fo'ks"k lsok,a & 
LuSDl] dksYM&ÇMªd] mudh ilan ds xkus] v[kckj vkSj muds eksckby ds fy, okbZ&QkbZ dh lqfo/kk 
feysxhA blds vykok] jkds'k mUgsa fo'ks"k ekxks± ls ys tkrs Fks vkSj dgkfu;ka lqukrs FksA mUgksaus 
viuk eksckby uacj lkÖkk fd;k rkfd muds xzkgd mudh lsok ikus ds fy, mudks dkWy vkSj 
izh&cqd dj ldsaA  
 

jkds'k dh lsokvksa dk mi;ksx 'kq: djus okys yksx] vkSj mlds lkFk ,d lokjh djus ds fy, 
drkj esa [kM+s gksaxsA jkds'k ds ikl vc dbZ vkWVks&okys gSa] tks mlds v/khu gSaA mUgksaus mUgsa 
xzkgdksa dks leku ekudksa ij dke djus ds fy, izf'kf{kr fd;k gSA mudk vc ,d le`) O;kikj 
gSA  
 

va'kqyk]va'kqyk]va'kqyk]va'kqyk]    dgkuhdgkuhdgkuhdgkuh lquklquklquklqukusususus okyh ¼LVksjh Vsyj½okyh ¼LVksjh Vsyj½okyh ¼LVksjh Vsyj½okyh ¼LVksjh Vsyj½ 
 

va'kqyk] NksVs cPpksa ds fy, dgkuh dh fdrkcsa fy[krh Fkha] ysfdu og viuh izfrHkk ds lkFk vkSj 
vf/kd djuk pkgrh FkhaA mlus ,d jhÇMx&dSQ+s 'kq: djus ds ckjs esa lkspk] tks ,d dkWQ+h 'kkWi 
gksxk tgka yksx] fo'ks"kdj ekrk,a] vius cPpksa dks fdrkcsa i<+us ds fy, lh[kus ds fy, yk ldrs 
gSa] tcfd os dkWQ+h dk vkuan ys ldrh gSaA tc mlus nqdku 'kq: dh rks dksbZ Hkh mls fl[kkus 
esa enn ugha djuk pkgrk Fkk fd NksVs cPpksa dks dSls i<+k;k tk,A  
 

ysfdu fQj mls ,glkl gqvk fd dkWyst tkus okys ;qok yM+ds vkSj yM+fd;ka] tks vDlj mldh 
nqdku ij vkrs Fks] muds ikl [kkyh le; gksrk FkkA mlus mUgsa izf'kf{kr fd;k fd os NksVs cPpksa 
dks dgkuh dSls fl[kk,a ;k i<+saA lsok ds izek.k i= ds cnys esa mldh enn djus esa mUgsa [kq'kh 
gqbZA tYn gh dbZ ekrkvksa us vius cPpksa ds lkFk mldh nqdku ij vkuk 'kq: dj fn;kA  
 

mlus csaxyq# esa vius ?kj ds ikl dsoy ,d nqdku 'kq: dh] ysfdu vc rhu vyx&vyx 'kgjksa 
esa ,slh ikap nqdkusa pykrh gSA  
 

lkspuslkspuslkspuslkspus dkdkdkdk le;le;le;le;    
 

1- rhu m|fe;ksa us ,d fopkj izkIr djus ds fdl fl)kar dk ikyu fd;k\  
2- vkidks yxrk gS fd uxek] jkds'k vkSj va'kqyk ds eu ;s fopkj dSls vk, Fks\  
3- ;fn vki ,d O;kikj dj ldrs gSa] rks vkidk D;k fopkj gksxk\  
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Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

lewg xfrfof/k % dqN vyx dke djus ds Crazy fopkj 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
• izR;sd ikap lnL;ksa ds lewg cuk,aA 
• izR;sd Vhe ^dqN vyx dke djus ds* O;kikfjd fopkjksa dks is’k djrh gS] ftuds ckjs esa fdlh us 

igys dHkh ugha lkspk ;k lqukA mnkgj.k ds fy,] ^5000 #i, esa fo'ks"k fMtkbuj ekst+s* ;k 
^fdrkcsa tks vki i<+rs gSa*A  

• gj ckj tc dksbZ dqN vyx dke djus ds fopkj ds lkFk vkrk gS] rks lewg esa gj dksbZ ,d 
lkFk tksj ls dgrk gS] ^gka pyks ;g djsa! vkSj fQj dkj.k crk,axs fd fopkj D;ksa dke djsxkA  

• izR;sd lewg dks dqN vyx dke djus ds de ls de 10 fopkjksa dks is’k djus ds fy, 20 feuV 
feyrs gSaA  

• izR;sd lewg vius dqN vyx dke djus ds fopkjksa dks iwjh d{kk esa izLrqr djrk gSA 
• d{kk dk ,d Nk= dqN vyx dke djus ds lHkh fopkjksa dh ,d lwph cukrk gSA  
 

lkjka'klkjka'klkjka'klkjka'k    
• dksbZ Hkh fopkj cqjk fopkj ugha gSA 
• nwljksa ds }kjk izksRlkfgr fd, tkus ij gh dksbZ fopkjksa dks is’k djrk gSA 

    

 

viuhviuhviuhviuh izxizxizxizxfrfrfrfr tkapsatkapsatkapsatkapsa    
    
    

dddd----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- ,d O;kikj fopkj dk vFkZ ifjHkkf"kr djsaA 
2- fopkj fuekZ.k ds rhu fl)kar D;k gSa\ 
3- ,d fopkj ds lkFk vkus ds fofHkUUk rjhds D;k gSa\ ,d mnkgj.k ds lkFk vyx vyx rjhdksa 
ls crk,aA  
4- dksbZ Hkh ikap O;kikfjd fopkj fy[ksa ftUgsa vki vkt+ekuk pkgsaxs\ vkius bu fopkjksa dks D;ksa pquk 
gS\  
    
 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• fopkj fuekZ.k ds fl)karksa dh O;k[;k djsaA 
• O;kikfjd fopkjksa ds lkFk vkus ds fofHkUUk rjhdksa dks lwphc) djsaA 
• O;kokgkfjd O;kikfjd fopkj lkspsa tks cktkj esa ykxw fd, tk ldrs gSaA  
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Lk= 6 % cktkj dks le>ukLk= 6 % cktkj dks le>ukLk= 6 % cktkj dks le>ukLk= 6 % cktkj dks le>uk     

;g cktkj dks leÖkuk 'kq: djus dk nwljk pj.k gS tSlk fd fp= 4-7 esa fn[kk;k x;k gSA ,d 
ckj ,d m|eh ds eu esa ,d fopkj gS fd os dksf'k'k djus esa #fp j[krs gSa] ;g egRoiw.kZ gS fd 
os igys cktkj esa ijh{k.k djus tkrs gSa fd ;g dke djsxk ;k ughaA 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

fp= 4-7 O;kikj pØ 
 

bl l= esa] vki lh[ksaxs fd ,d m|eh ;g ns[kus ds fy, volj dh ryk'k dj ldrk gS fd 
D;k mudk fopkj cktkj esa dke djsxk vkSj bls cukus ds rjhds Hkh [kkstsxk tSlk fd fp= 4-8 
esa fn[kk;k x;k gSA  
 

xzkgdxzkgdxzkgdxzkgd dhdhdhdh t:jrksat:jrksat:jrksat:jrksa dksdksdksdks leÖkukleÖkukleÖkukleÖkuk    Understanding Customer Needs 
 

,d m|eh ;g lqfuf'Pkr djus ds fy, lh/ks ftEesnkj gksrk gS fd xzkgdksa dh t+:jrsa O;kikj 
}kjk is'k fd, x, mRikn ;k lsok ds ek/;e ls iwjh gksrh gSaA blfy,] O;kikj ds bl pj.k esa] 
fuEufyf[kr dkjdksa ds lanHkZ esa vf/kdka'k xzkgd D;k pkgrs gSa] ;g leÖkuk cgqr egRoiw.kZ gSA  
 

 
 

fp= 4-8 cktkj dks leÖkuk 

    

O;kikj dk O;kikj dk O;kikj dk O;kikj dk 
fopkjfopkjfopkjfopkj 

    

cktkjcktkjcktkjcktkj dksdksdksdks 
leÖksaleÖksaleÖksaleÖksa 

O;kikj dh O;kikj dh O;kikj dh O;kikj dh 
;kstuk ;kstuk ;kstuk ;kstuk 
cukukcukukcukukcukuk 

O;kikjO;kikjO;kikjO;kikj o`f)o`f)o`f)o`f) 
esaesaesaesa lq/kkjlq/kkjlq/kkjlq/kkj 
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xzkgdxzkgdxzkgdxzkgd dhdhdhdh vko';drk,avko';drk,avko';drk,avko';drk,a    Customer NeedsCustomer NeedsCustomer NeedsCustomer Needs    
 

xzkgd dh t:jrksa dks pkj izdkj dh t:jrksa esa oxhZ—r fd;k tk ldrk gSA  
 

¼³½¼³½¼³½¼³½        lsoklsoklsoklsok dhdhdhdh vko';drk,avko';drk,avko';drk,avko';drk,a    %%%% ;s ,slh vko';drk,a gSa ftUgsa xzkgd tkurs gSa vkSj fofHkUUk O;kikjksa 
;k ljdkj }kjk iwjk fd;k tkrk gSA mnkgj.k ds fy,] ,d LFkku ls nwljs LFkku rd tkus 
dh vko';drk] nksuksa futh cl lsokvksa vkSj ljdkjh cl lsokvksa }kjk /;ku j[kh tkrh gSA  

 

¼¼¼¼p½p½p½p½     vkaf'kdvkaf'kdvkaf'kdvkaf'kd lsoklsoklsoklsok dhdhdhdh t:jrt:jrt:jrt:jr    %%%% ;s ,slh t:jrsa gSa tks fofHkUUk mRiknksa ;k lsokvksa ds ek/;e ls nh 
tkrh gSa] ysfdu xzkgd iwjh rjg ls larq"V ugha gksrs gSa vkSj fQj Hkh mi;ksx djrs le; 
leL;kvksa dk lkeuk djrs gSaA mnkgj.k ds fy,] yksxksa us ges'kk vyx&vyx LFkkuksa ij 
tkus ds fy, VSDlh vkSj vkWVksfjD'kk dk bLrseky fd;k] ysfdu mUgsa dbZ ckj bls [kkstus 
vkSj blds fy, mfpr jkf'k dk Hkqxrku djus esa leL;k dk lkeuk djuk iM+rk gSA  

 

¼¼¼¼N½N½N½N½     vvvvlsfolsfolsfolsforrrr vkSjvkSjvkSjvkSj KkrKkrKkrKkr vko';drk,avko';drk,avko';drk,avko';drk,a    %%%% ;s vko';drk,a xzkgdksa dks irk gksrh gaS] ysfdu cktkj esa 
fdlh ds }kjk bUgsa iwjk ugha fd;k tkrk gSA mnkgj.k ds fy,] NksVs 'kgjksa esa yksxksa dks gj 
le; fctyh dh vkiwÆr ugha gksrh gS] vkSj blfy, muds cPps lw;kZLr ds ckn v/;;u ugha 
dj ldrs gSa A ,d daiuh us bl leL;k dks eglwl fd;k vkSj lkSj&ySai dk fuekZ.k 
fd;k] tks fnu ds nkSjku pktZ gks tkrs gSa vkSj jkr esa mi;ksx fd, tk ldrs gSaA  

 

¼¼¼¼t½t½t½t½     vKkrvKkrvKkrvKkr vko';drk,avko';drk,avko';drk,avko';drk,a    %%%% ;s ,slh vko';drk,a gSa tks mu yksxksa dh gSa] ysfdu os tkx:d ugha gSa 
;k fdlh O;kikj }kjk gy djus dh vis{kk ugha djrs gSaA mnkgj.k ds fy,] 10 lky igys 
yksx ;g ugha tkurs Fks fd 'kgjksa ;k ns'kksa esa ohfM;ks&dkWy djuk laHko gksxkA ysfdu 
uokpkj ds ek/;e ls] m|fe;ksa vkSj uoizorZdksa us ,slk djus ds fy, VsDuksykWth dks gkfly 
fd;kA  

 

xzkgdxzkgdxzkgdxzkgd dhdhdhdh t:jrksat:jrksat:jrksat:jrksa dksdksdksdks leÖkrsleÖkrsleÖkrsleÖkrs gq,gq,gq,gq, /;ku/;ku/;ku/;ku esaesaesaesa j[kusj[kusj[kusj[kus dsdsdsds igywigywigywigyw Aspects to Keep in Mind While 

Understanding Customer Needs 
 

fof'k"V mRikn ;k lsok ds ckjs esa bu vko';drkvksa dks fuEufyf[kr dkjdksa dks /;ku esa j[krs 
gq, ik;k tk ldrk gS %  
 

¼d¼d¼d¼d½½½½     xq.koŸkkxq.koŸkkxq.koŸkkxq.koŸkk vkSjvkSjvkSjvkSj ek=kek=kek=kek=k    %%%% ,d m|eh dks leÖkuk pkfg, fd xq.koŸkk ds ekeys esa xzkgd dh 
vis{kk D;k gSA mnkgj.k ds fy,] fcLdqV cukus vkSj cspus okys ,d m|eh dks ;g leÖkuk 
gksxk fd xzkgdksa dks dkSu lk Lokn ilan gS] feBkl dk Lrj tks xzkgd ilan djrs gSa] 
vkfnA  

 

¼[k¼[k¼[k¼[k½½½½     ewY;ewY;ewY;ewY;    %%%% ,d m|eh dks ;g leÖkuk pkfg, fd xzkgd fdlh fo'ks"k xq.koŸkk ds mRikn dks 
[kjhnus ds fy, fdl dher ij rS;kj gksxkA ;g tkuus ls m|eh dks vius ykHk dk 
ekÆtu r; djus esa enn feyrh gS] lkFk gh xq.koŸkk ij leÖkkSrk fd, fcuk mRikn cukus 
dh ykxr dks de djus ds rjhdksa ds ckjs esa lkspuk iM+rk gSA  

 

¼x½¼x½¼x½¼x½        LFkkuLFkkuLFkkuLFkku    %%%% LFkku dk vFkZ og LFkku gS tgka ls xzkgd vke rkSj ij mRikn ;k lsok [kjhnrs gSaA 
mnkgj.k ds fy,] ,d m|eh tks lqanj gLrfuÆer vkHkw"k.k cspuk pkgrk gS] og ,d lkM+h ;k 
efgykvksa ds diM+ksa dh nqdku ds ikl ,d nqdku LFkkfir djus ds ckjs esa lksp 
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ldrk gSA ;fn nqdku iq#"kksa ds diM+ksa dh nqdku ds ikl gS rks os mRikn ugha csp ldrs 
gSaA  

 

¼?k½¼?k½¼?k½¼?k½        le;le;le;le;    %%%% xzkgd dh t:jrksa dks leÖkus esa le; Hkh ,d egRoiw.kZ dkjd gSA ,d m|eh dks 
;g leÖkuk pkfg, fd fdl ekSle ;k fnu] lIrkg ;k eghus ds fdl le; esa] D;k dksbZ 
xzkgd mRikn ;k lsok dk mi;ksx djsxkA mRiknu vkSj foKkiuksa ds vuqlkj ;kstuk cukbZ 
tk ldrh gSA  

 

¼³½¼³½¼³½¼³½        fÝDosalhfÝDosalhfÝDosalhfÝDosalh    %%%% fÝDosalh dk vFkZ gS fd xzkgd ftruh ckj mRikn ;k lsok [kjhn ldrk gSA dqN 
mRiknksa dks ckj&ckj [kjhnk tkrk gS] tcfd vU; dqN o"kks± esa ,d ckj [kjhns tkrs gSaA 
[kk| inkFkks± tSls mRiknksa ds fy,] ,d xzkgd gj fnu ,d gh nqdku ls ,d lekslk [kjhn 
ldrk gS] ysfdu ,d cSVjh lapkfyr ia[ks tSls mRikn xzkgd dsoy 5&6 o"kks± esa nksckjk 
[kjhnsxkA  

 

xzkgdxzkgdxzkgdxzkgd losZ{k.klosZ{k.klosZ{k.klosZ{k.k    Customer Survey 
 

xzkgd losZ{k.k ,d ,slk vH;kl gS tks m|eh ;g leÖkus ds fy, djrs gSa fd D;k muds fy, 
dksbZ cktkj gS tgka os vius mRikn is'k dj ldrs gaSA bl losZ{k.k ds ek/;e ls] m|eh ;g tkuus 
dh dksf'k'k djrs gSa fd D;k os xzkgdksa dh t:jrksa dks iwjk dj jgs gSa vkSj ;g Hkh leÖkrs gSa 
fd mudh izkFkfedrk,a D;k gSaA xzkgd losZ{k.k ;g irk yxkus dk lcls izHkkoh rjhdk gS fd 
xzkgd D;k pkgrs gSaA blesa xzkgdksa ls lh/ks ckr djuk vkSj muls loky iwNuk 'kkfey gSA ckn 
esa bl l= esa] vki ,d xzkgd losZ{k.k ysus dk vH;kl djus ds fy, ,d xfrfof/k djsaxsA  
 

vkiwfrZ dks le>us vkiwfrZ dks le>us vkiwfrZ dks le>us vkiwfrZ dks le>us dsdsdsds fy,fy,fy,fy, izfrLi/khZizfrLi/khZizfrLi/khZizfrLi/khZ dksdksdksdks tkuuktkuuktkuuktkuuk    Knowing Competitors for Understanding 

Supply 
 

,d m|eh O;kikj 'kq: djus ls igys] cktkj dks leÖkus ds fy, ,d vkSj egRoiw.kZ dne ;g 
tkuuk pkgrk gS fd cktkj esa dkSu ls vU; O;kikj leku mRikn ;k lsok iznku dj jgs gSaA 
blls ,d m|eh dks ml izfr;ksfxrk dks leÖkus esa enn feyrh gS ftldk os lkeuk dj ldrs 
gSaA  
 

viusviusviusvius izfr}af};ksaizfr}af};ksaizfr}af};ksaizfr}af};ksa dksdksdksdks    leÖkrsleÖkrsleÖkrsleÖkrs le;le;le;le; /;ku/;ku/;ku/;ku j[kusj[kusj[kusj[kus ;ksX;;ksX;;ksX;;ksX; izeq[kizeq[kizeq[kizeq[k igywigywigywigyw        
 

¼d¼d¼d¼d½½½½     fLFkfr fu/kkZj.k ¼fLFkfr fu/kkZj.k ¼fLFkfr fu/kkZj.k ¼fLFkfr fu/kkZj.k ¼iksft'kÇuxiksft'kÇuxiksft'kÇuxiksft'kÇux½ % ½ % ½ % ½ % dksf'k'k djuh pkfg, vkSj leÖkuk pkfg, fd izfr;ksfx;ksa us vius 
O;kikj dks dSls LFkku fn;k gSA bldk vFkZ gS] m|e vius xzkgdksa dks mUgsa dSls ns[kuk pkgrk 
gSA ,d dks mPp&xq.koŸkk okys egaxs czkaM ds :i esa ns[kk tk ldrk gS] ;k mUgsa 
de&ykxr okys] lLrs czkaM ds :i esa ns[kk tk ldrk gSA ;g ,d m|eh ds fy, egRoiw.kZ 
tkudkjh gS tks ubZ 'kq#vkr dj jgk gS] D;ksafd ;g mUgsa ;g r; djus dh lqfo/kk feyrh 
gS fd os vius laHkkfor xzkgdksa dks dSls ns[kuk pkgrs gSaA  
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¼[k½¼[k½¼[k½¼[k½        ewY;ewY;ewY;ewY; fu/kkZj.kfu/kkZj.kfu/kkZj.kfu/kkZj.k    Pricing %%%% ewY; fu/kkZj.k dk vFkZ ml ewY; dh leÖk ikuk gS] ftl ij fofHkUUk 
izfr;ksxh viuk mRikn ;k lsok csprs gSaA izfr;ksxh ewY; fu/kkZj.k dk Kku gksus ls m|eh dks 
vius Lo;a ds mRiknksa ;k lsok dh dher vkSj xq.koŸkk r; djus esa enn feyrh gSA  

 

¼x½¼x½¼x½¼x½        vkWQ+jvkWQ+jvkWQ+jvkWQ+j    %%%% vxyh tkudkjh tks ,d m|eh dks irk py ldrh gS fd izfr;ksxh vius xzkgdksa 
dks fdl rjg ds vkWQ+j nsrs gSa] vkSj xzkgd ckj&ckj muds ikl D;ksa tkrk gS\ ;g Kku 
gksus ls m|eh dks ;g irk yxsxk fd os vius izfr}af};ksa ls dSls fHkUUk gks ldrs gSaA  

 

¼?k½¼?k½¼?k½¼?k½        xzkgdxzkgdxzkgdxzkgd ds lkFk ds lkFk ds lkFk ds lkFk laca/klaca/klaca/klaca/k    %%%% ,d vU; egRoiw.kZ tkudkjh tks bl Lrj ij leÖkh tkuh pkfg, fd 
,d O;kikj vius xzkgdksa ds lkFk dSls laidZ esa jgrk gS vkSj muds lkFk ,d laca/k cuk, 
j[krk gS] rkfd os ckj&ckj vkrs jgsa] O;kikj nksgjkus dk ekSdk nsaA  

 

,d,d,d,d izfr;ksfxrkizfr;ksfxrkizfr;ksfxrkizfr;ksfxrk losZ{k.klosZ{k.klosZ{k.klosZ{k.k    A Competition Survey 

;g irk yxkus ds fy, fd cktkj esa D;k miyC/k gS vkSj izfrLi/khZ D;k dj jgs gSa] ,d m|eh 
dks lHkh laHkkfor O;kikjksa dk v/;;u djuk pkfg,A ,d xzkgd losZ{k.k esa] ,d xzkgd ds ikl 
lh/ks tkrk gS vkSj ckrphr djrk gS] ysfdu ,d izfr;ksfxrk losZ{k.k esa] ,d m|eh dks nwljksa ls 
bu lokyksa dk fujh{k.k djuk pkfg,A ;gka ,d uewuk losZ{k.k iz'ukoyh gS ftldk mi;ksx 
izfr;ksfxrk losZ{k.k ds fy, fd;k tk ldrk gSA  
 

iz'iz'iz'iz'uuuu    fVIif.kfVIif.kfVIif.kfVIif.k;ka;ka;ka;ka    
xzkgd O;kikj dks dSls ns[krs gSa] 
d½ mPp&var High-end 
[k½ de&ykxr Low-cost 
 

 

izfr;ksxh vius mRiknksa dks fdl dher ij csp jgk gS\ 
 

 

,sls dkSu ls vkWQ+j gSa tks xzkgdksa dks vkdÆ"kr djrs gSa\ 
 

 

nqdkunkj xzkgdksa ls dSls ckr djrs gSa\ 
 

mRikn [kjhnrs le; xzkgd dSlk eglwl djrk gS\ 
 

 

    

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
vkmVMksj lk{kkRdkj vkSj izLrqfr % okLrfod xzkgd losZ{k.k 
 

lkSisa x, dk;Z ¼vlkbuesaV½lkSisa x, dk;Z ¼vlkbuesaV½lkSisa x, dk;Z ¼vlkbuesaV½lkSisa x, dk;Z ¼vlkbuesaV½    
1- ,d lk/kkj.k iz'ukoyh rS;kj djsa ftlesa fdlh mRikn ;k lsok ds ckjs esa xzkgdksa dh larqf"V ls 

lacaf/kr iz'u gksaA  
2- cktkj ;k vkoklh; {ks= esa dqN yksxksa ls feysa vkSj iz'ukoyh esa tkudkjh gkfly djsaA  
3- mRikn ;k lsok ds izn'kZu ds ckjs esa yksxksa ls izkIr izfrfØ;kvksa dk fo'ys"k.k djsaA  
4- d{kk esa fVIif.k;ksa ij ppkZ djsaA 
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vkidsvkidsvkidsvkids }k}k}k}kjkjkjkjk lkspslkspslkspslksps x,x,x,x, mRiknmRiknmRiknmRikn ;k;k;k;k lsoklsoklsoklsok dsdsdsds fy,fy,fy,fy, uewukuewukuewukuewuk losZ{k.klosZ{k.klosZ{k.klosZ{k.k 
 

ØØØØ----lalalala----  iz'iz'iz'iz'u u u u     mÙkjmÙkjmÙkjmÙkj        
1-    1 ls 10 ds iSekus ij] vki bl mRikn ;k lsok ds fopkj 

dks dSls ilan djrs gSa\ 

 

2- vki bl mRikn dks dSls [kjhnrs gSa\ 
¼d½ ,d nqdku ls 
¼[k½ dksbZ bls vkids ikl Hkstrk gS 
¼x½ bls vkWuykbu [kjhnsa 
¼?k½ bls Lo;a ugha [kjhnrs] dksbZ nwljk vkids fy, bls 
[kjhnrk gS 

 

3- vki bls fdruh ckj [kjhnrs gSa\ 
¼d½ gj fnu 
¼[k½ lIrkg esa ,d ckj 
¼x½ eghus esa ,d ckj 
¼x½ o"kZ esa ,d ckj 

 

4- bl mRikn dks [kjhnus ds fy, vki vke rkSj ij fdruk 
iSlk [kpZ djrs gSa\ 
 

 

5- D;k -------------- vkidk ilanhnk czkaM gS\ 
 

vkidks ;g czkaM D;ksa ilan gS\ 

 

    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa  
    

dddd----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 

1- cktkj dks leÖkus ds nks rjhds D;k gSa\ 
2- xzkgd dh t:jrksa vkSj ojh;rkvksa dks leÖkus ds fofHkUUk igyw D;k gSa\  
3- xzkgd dh t:jrksa ds ckjs esa m|eh dSls irk yxk ldrk gS\ 
4- izfr;ksfxrk dks leÖkus ds fofHkUUk igyw dkSu ls gSa\ 
5- ,d m|eh izfr;ksfxrk ds ckjs esa dSls irk yxk ldrk gS\ 
 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• xzkgdksa dh cqfu;knh t:jrksa dh lwph cukukA 
• mu igyqvksa dks lwphc) djsa tks vkidks xzkgd dh t:jrksa dks leÖkus esa enn djrs gSaA  
• mu igyqvksa dks lwphc) djsa tks vkidks izfr;ksfx;ksa dh vo/kkj.kk dks leÖkus esa enn djrs 

gSaA     
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Lk= 7 % O;kikj dh ;kstuk cukukLk= 7 % O;kikj dh ;kstuk cukukLk= 7 % O;kikj dh ;kstuk cukukLk= 7 % O;kikj dh ;kstuk cukuk    

m|eh us ;g r; djus ds ckn fd D;k cspuk gS vkSj ;g irk yxk;k fd D;k xzkgd mRikn 
[kjhnus ;k lsok ikus ds bPNqd gSa] vxyk dne fp= 4-9 esa fn[kk;k x;k gSA vkb, leÖkrs gSa fd 
;kstuk cukuk D;ksa egRoiw.kZ gSA  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

fp= 4-10 O;kikj pØ 
 

;kstuk;kstuk;kstuk;kstuk dkdkdkdk egRoegRoegRoegRo    Importance of Planning 
 

,d m|eh ds fy, ,d O;kikj ;kstuk egRoiw.kZ gSA O;kikj ;kstuk rS;kj djus ds dqN dkj.k 
bl izdkj gSa %  
 

¼d¼d¼d¼d½½½½     [kpZ[kpZ[kpZ[kpZ fd,fd,fd,fd, tkustkustkustkus dsdsdsds    fy,fy,fy,fy, vko';dvko';dvko';dvko';d /ku/ku/ku/ku    dkdkdkdk    vuqekuvuqekuvuqekuvuqeku yxkukyxkukyxkukyxkuk    %%%% ,d ckj tc m|eh dks irk gksrk 
gS fd mls D;k mRikn cspuk gS vkSj fdldks cspuk gS] rks vxyk dne ;g vuqeku yxkuk 
gS fd O;kikj 'kq: djus ds fy, fdrus iSls dh vko';drk gksxhA fdrus iSls dh 
vko';drk gS] bldk vuqeku yxk, fcuk] ,d m|eh cgqr vf/kd iSlk yxk ldrk gS] ;k 
O;kikj pykus ds fy, i;kZIr /ku ds fcuk O;kikj 'kq: dj ldrk gSA  

 

¼[k½¼[k½¼[k½¼[k½        vko';dvko';dvko';dvko';d llllkexzhkexzhkexzhkexzh dhdhdhdh ek=kek=kek=kek=k dkdkdkdk vuqekuvuqekuvuqekuvuqeku yxkukyxkukyxkukyxkuk    %%%% ;g tkuus ls fd fdruh lkexzh dh 
vko';drk gS] ,d m|eh dks izR;sd mRikn cukus dh ykxr ;k lsok nsus dh ykxr r; 
djus esa enn feyrh gSA  

 

¼¼¼¼x½x½x½x½     viuh txg cukuviuh txg cukuviuh txg cukuviuh txg cukuk %k %k %k % ,d O;kikj ;kstuk esa ,d m|eh ;kstuk Hkh cukbZ tkrh gS fd os dSls 
izfr;ksfx;ksa ds lkFk rqyuk djus ij xzkgd muds O;kikj dks fof'k"V :i ls lkeus vkus ds 
:i esa dSls ns[krs gSaA  

 

¼?k½¼?k½¼?k½¼?k½        y{;y{;y{;y{; fu/kkZfjrfu/kkZfjrfu/kkZfjrfu/kkZfjr djukdjukdjukdjuk    %%%% ,d ;kstuk gksus dk ,d vU; egRoiw.kZ dkj.k egRokdka{kh] vkSj lkFk gh 
;FkkFkZoknh y{; fu/kkZfjr djuk gSA ;s y{; m|eh dks dM+h esgur djus ds fy, izsfjr 
djrs gSaA  

 

    

O;kikj dk O;kikj dk O;kikj dk O;kikj dk 
fopkjfopkjfopkjfopkj 

    

cktkjcktkjcktkjcktkj dksdksdksdks 
leÖksaleÖksaleÖksaleÖksa 

O;kikj dh O;kikj dh O;kikj dh O;kikj dh 
;kstuk ;kstuk ;kstuk ;kstuk 
cukukcukukcukukcukuk 

O;kikjO;kikjO;kikjO;kikj o`f)o`f)o`f)o`f) 
esaesaesaesa lq/kkjlq/kkjlq/kkjlq/kkj 
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O;kikjO;kikjO;kikjO;kikj dhdhdhdh ;kstuk;kstuk;kstuk;kstuk    Business Plan 

,d O;kikj ;kstuk ,d foLr`r ;kstuk gS fd ,d m|eh O;kikj ds ek/;e ls D;k izkIr djuk 
pkgrk gS vkSj ;g dSls izkIr fd;k tk,xkA 
 

,d O;kikj dh ;kstuk cukrs le;] ,d m|eh dks fofHkUUk dkjdksa ds ckjs esa lkspuk iM+rk gSA uhps 
uewuk fn;k x;k gS ftldk mi;ksx fdlh NksVs O;kikj dh ;kstuk cukus ds fy, fd;k tk ldrk gSA 
 

O;kikjO;kikjO;kikjO;kikj ;kstuk;kstuk;kstuk;kstuk VsEiysVVsEiysVVsEiysVVsEiysV    Business Planning Template 
 

xzkgdxzkgdxzkgdxzkgd lewglewglewglewg 
Customer Group 

mRiknmRiknmRiknmRikn @@@@ lsoklsoklsoklsok 
Product/Service 

vko';dvko';dvko';dvko';d lkexzhlkexzhlkexzhlkexzh 
vkSjvkSjvkSjvkSj ykxrykxrykxrykxr 

Material Required 

and Cost 

foØ;foØ;foØ;foØ; fof/kfof/kfof/kfof/k vkSjvkSjvkSjvkSj 
LFkkuLFkkuLFkkuLFkku Selling 

Method and 

Location 

dherdherdherdher  

Price        

vkidk xzkgd 
dkSu gS\ 
 

vki xzkgd dh 
fdl  vko';drk 
dks gy djus dh 
dksf’k’k dj jgs gSa\ 

vki fdl 
mRikn ;k lsok 
dks csp jgs gSa\ 

vkidks fdl 
lkexzh dh 
vko';drk gS\ 
 

lkexzh dh ykxr 
D;k gS\ 

xzkgd vkils dSls 
[kjhnsxk\ 
¼Mksj&Vw&Mksj½ 
vkWMZj] LVkWy] 
vkWuykbu½ 
 

vki bls dgka 
cspsaxs\ 

vki bls fdl 
dher ij cspsaxs\ 
 

;g dher D;ksa\ 
 

O;kikjO;kikjO;kikjO;kikj    
xfrfof/kxfrfof/kxfrfof/kxfrfof/k vkSjvkSjvkSjvkSj 
VheVheVheVhe    
Business Activities 

and Team 

cspus dk vuks[kkcspus dk vuks[kkcspus dk vuks[kkcspus dk vuks[kk 
izLrkoizLrkoizLrkoizLrko 1111 
Unique Selling 

Proposition 1 

cspus dk vuks[kkcspus dk vuks[kkcspus dk vuks[kkcspus dk vuks[kk  
izLrkoizLrkoizLrkoizLrko 2222 
Unique Selling 

Proposition 2 

xzkgd y{;xzkgd y{;xzkgd y{;xzkgd y{;    
Customer 

Goal 

 

ykHkykHkykHkykHk dkdkdkdk y{;y{;y{;y{; 
Profit Goal 

 

fofHkUu O;kikfjd 
xfrfof/k;ksa esa D;k 
‘kkfey gS\ 
 

vkidh Vhe esa 
izR;sd O;fä dh 
Hkwfedk D;k gS\ 
 

xzkgd vkils D;ksa 
[kjhnsaxs vkSj 
nwljksa ls ugha\  

vki vU; O;kikjksa 
ls dSls vyx gSa 
tks leku mRikn 
;k lsok csprs gSa\ 
 

vki izR;sd fnu 
fdrus xzkgdksa dks 
viuk lkeku 
cspsaxs\  
 

Ng eghuksa @ o"kZ 
ds var rd vkidks 
D;k ykHk gksxk\ 
 

fdrus le; esa vki 
ykHk gkfu cjkcj gksus 
dh fLFkfr esa vk,axs\ 

 

O;kikjO;kikjO;kikjO;kikj esaesaesaesa lq/kklq/kklq/kklq/kkjjjj vkSjvkSjvkSjvkSj fodklfodklfodklfodkl    Improving and Growing Business 

O;kikj 'kq: djus ds ckn] ,d m|eh dks ;g lkspuk gksxk fd os xzkgd ds fy, ewY; c<+kdj dSls 
lq/kkj vkSj fodkl tkjh j[k ldrs gSaA eq[; :i ls rhu fl)kar gSa ftudk ikyu djds O;kikj dks 
fodflr fd;k tk ldrk gSA 
 

fl)karfl)karfl)karfl)kar    PPPPrinciplesrinciplesrinciplesrinciples    
 

¼d¼d¼d¼d½½½½     xq.koŸkkxq.koŸkkxq.koŸkkxq.koŸkk    %%%% ,d m|eh xzkgd dks is'k fd, tkus okys mRikn ;k lsok dh xq.koŸkk esa lq/kkj 
djds O;kikj dks csgrj cuk ldrk gSA blls mls O;kikj dks cktkj esa fVds jgus esa enn 
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feysxh vkSj ifj.kkeLo:i] mPp ewY; olwyus okys m|eh dks mfpr Bgjk,xkA /ku dh 
vf/kd vkod ls O;kikj dks c<+us esa enn feysxhA mnkgj.k ds fy,] eksecfŸk;ksa ds O;kikj 
ds fy,] ,d m|eh eksecfŸk;ka ;k fofHkUUk jaxksa ;k vkdkjksa esa lqxaf/kr okyh eksecfŸk;ka cukdj 
xq.koŸkk esa lq/kkj dj ldrk gSA  

 

¼[k¼[k¼[k¼[k½½½½     vvvvkkkkuqikfrd njksa ls vf/kduqikfrd njksa ls vf/kduqikfrd njksa ls vf/kduqikfrd njksa ls vf/kd    c<+kukc<+kukc<+kukc<+kuk    ¼¼¼¼LdsÇyxLdsÇyxLdsÇyxLdsÇyx vivivivi½½½½    %%%% vkuqikfrd njksa ls vf/kd    dk vFkZ gS fd vf/kd 
xzkgdksa dks vkdÆ"kr djds O;kikj c<+kukA ogka dbZ ek;uksa esa ,d O;kikj vf/kd ls vf/kd 
xzkgdksa igqap ldrs gSaA ,slk gh ,d rjhdk ,d vyx {ks= esa tkuk gS tgka vkidks u, 
xzkgd feysaxsA mnkgj.k ds fy,] fofHkUUk gkmÇlx lkslkbfV;ksa esa eksecfŸk;ka cspuk tgka 
izfrLi/kkZ ds dkj.k cktkj ds ctk; ,d lkFk cgqr lkjs yksx jgrs gSaA  

 

¼x½¼x½¼x½¼x½        fodYi fodYi fodYi fodYi tksM+uktksM+uktksM+uktksM+uk %%%% O;kikj c<+kus dk ,d vkSj rjhdk xzkgdksa dks vkWQ+j nsuk gSA fodYi dk vFkZ 
mu mRiknksa vkSj lsokvksa ls gS tks igys ls gh fcd jgh gSaA mnkgj.k ds fy,] eksecŸkh ds 
lkFk&lkFk eksecŸkh dk LVSaM cspukA  

 

ekeysekeysekeysekeys dkdkdkdk v/;;uv/;;uv/;;uv/;;u 
 

_pk us vius dkWyst dh Qhl ds fy, i;kZIr iSlk dekus esa enn djus ds fy, ,d eksecŸkh 
cukus dk O;kikj 'kq: fd;kA ,d nksLr us mls eksecŸkh cukus dh dk;Z'kkyk ds ckjs esa crk;k 
vkSj Hkys gh ;g dkQh nwj Fkk] ysfdu mlus dk;Z'kkyk esa Hkkx fy;k vkSj eksecŸkh cukus dh dyk 
lh[khA  
 

mlus dqN eghuksa esa 2000 #i, dh cpr dh vkSj dPps eky & ekse] foDl] eksYM~l vkSj daVsuj 
vkSj Mkbt [kjhnsA mlds ikl 200 eksecfŸk;ka cukus ds fy, i;kZIr lkexzh FkhA 'kq#vkr esa] mlus 
dbZ xyfr;ka dh vkSj cgqr lkjs dke fQj ls djus iM+sA ,d eksecŸkh cukus esa mls 20 feuV 
yxsA bl rjg og dsoy 70 eksecfŸk;ka cukus esa l{ke FkhA  
 

mlus izR;sd 50 eksecŸkh cspus dh dksf'k'k dh] ysfdu eglwl fd;k fd leku eksecfŸk;ksa ds fy, 
cktkj esa dher dsoy 25 #i, FkhA  
 

mlus ,d eksecŸkh 20 #i, esa cspus dk fu.kZ; fy;kA 
 

vc og D;k dj ldrh Fkh\ og vf/kd ewY; dSls c<+k ldrh gS\  
 

fl)karksa dk mi;ksx djrs gq, O;kikj esa lq/kkj ds fy, rhu lek/kku fy[ksa %  
 

xq.koŸkkxq.koŸkkxq.koŸkkxq.koŸkk esaesaesaesa lq/kkjlq/kkjlq/kkjlq/kkj  vkuqikfrdvkuqikfrdvkuqikfrdvkuqikfrd njksanjksanjksanjksa lslslsls vf/kdvf/kdvf/kdvf/kd  fodYifodYifodYifodYi tksM+uktksM+uktksM+uktksM+uk 
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izk;ksfxdizk;ksfxdizk;ksfxdizk;ksfxd vH;klvH;klvH;klvH;kl    
xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1     

lewg vH;kl % fctusl Iyku fiÇpx 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
• d{kk 5 ds lnL;ksa dh Vhe cuk,aA 
• izR;sd Vhe ,d fopkj ds fy, ,d O;kikfjd ;kstuk cukrh gS tks mUgsa ilan gSA 
• ;kstuk cukus ds fy, Vheksa dks 45 feuV dk le; feyrk gSA 
• Vhesa viuh ;kstuk dks mu v/;kidksa ds lkeus izLrqr djrh gSa tks mUgsa izfrfØ;k nsrs gSaA  
 

    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

    

dddd----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 

1- O;kikj ;kstuk dk D;k vFkZ gS\ 
2- O;kikj dh ;kstuk D;ksa egRoiw.kZ gS\ 
3- ,d O;kikj ;kstuk ds egRoiw.kZ vax D;k gSa\ 
4- ,d m|eh fdlh O;kikj dks dSls csgrj vkSj fodflr dj ldrk gS\ fl)karksa dks crk,aA  
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• O;kikj ;kstuk ds egRo dks leÖksaA 
• viuh [kqn dh ,d O;kikj ;kstuk cuk,aA  
    

    
 



 

 

    
    
    
    
    
    
    
    
    
Lk= 1 % gfjr vFkZO;oLFkk Lk= 1 % gfjr vFkZO;oLFkk Lk= 1 % gfjr vFkZO;oLFkk Lk= 1 % gfjr vFkZO;oLFkk Green Economy    ds {ks=ds {ks=ds {ks=ds {ks=                
 
 

gfjr vFkZO;oLFkk og gS ftleas fodkl dks c<+kok fn;k tkrk gS ;|fi ;g Hkh lqfuf'Pkr fd;k 
tkrk gS fd i;kZoj.k lajf{kr jgrk gSA ^gfjr vFkZO;oLFkk* 'kCn dks igyh ckj 1989 esa ;wukbVsM 
ÇdxMe dh ljdkj ds fy, vxz.kh i;kZoj.k vFkZ'kkfL=;ksa ds ,d lewg us ^^CywÇizV QkWj , xzhu 
bdkWukseh** 'kh"kZd ls x<+k FkkA gj vFkZO;oLFkk ds dbZ {ks= gksrs gSaA ,d {ks= dks vFkZO;oLFkk ds 
,d Hkkx ;k dk;Z ds :i esa oÆ.kr fd;k tk ldrk gSA mnkgj.k ds fy,] —f"k] eksVj okgu] 
fuekZ.k] ifjogu vkSj LokLF; lsok vFkZO;oLFkk ds fofHkUUk {ks= gSaA 
 

vFkZO;oLFkk dks ^gfjr* ;k i;kZoj.k ds vuqdwy cukus ds fy, dqN {ks= gSa tgka cM+s cnyko fd, 
tk ldrs gSaA ge bl ikB esa muds ckjs esa vf/kd tkusaxsA 
 

pwafd gfjr vFkZO;oLFkk ds {ks= i;kZoj.k ds ckjs esa Çpfrr gSa] blfy, vkb, i;kZoj.k ls lacaf/kr 
dqN lkekU; 'kCnksa dks la'kksf/kr djsa tSlk fd rkfydk 5-1 esa fn[kk;k x;k gSA 

 
Rkkfydk 5Rkkfydk 5Rkkfydk 5Rkkfydk 5----1 % 1 % 1 % 1 % i;kZoj.ki;kZoj.ki;kZoj.ki;kZoj.k laca/khlaca/khlaca/khlaca/kh 'k'k'k'kCnCnCnCn 

 

ikfjfLFkfrdhikfjfLFkfrdhikfjfLFkfrdhikfjfLFkfrdh ra= ra= ra= ra= Ecosystem 
 

,d fo'ks"k {ks= esa lHkh thfor tho vkSj] xSj&thfor okrkoj.k] ftlds lkFk tho 
ijLij izHkko djrs gSa] tSls fd gok] [kfut] feV~Vh] ikuh vkSj /kwi] ,d lkFk feydj 
,d ikfjfLFkfrdh ra= cukrs gSaA 
;g leÖkus ds fy, fd tho vkSj muds vkl&ikl dSls ,d&nwljs ls fudVrk ls tqM+s gq, gSa] 
vkb, ge ,d isM+ ls csjh [kkus okys if{k;ksa dk mnkgj.k ysaA csjh ds vanj dk cht if{k;ksa dh 
chV ds lkFk ckgj vkrk gSA ;g feV~Vh esa fxj tkrk gS vkSj vadqfjr ¼vadqj fudyuk½ gks tkrk 
gSA ;g fQj ,d u, isM+ ds :i esa c<+rk gS ftlls vf/kd Qy iSnk gksrs gaSA ge ns[k ldrs gSa 

bb bb d
kb
Z

d
kb
Z

d
kb
Z

d
kb
Z 5 gfjrgfjrgfjrgfjr dkS'kydkS'kydkS'kydkS'ky        

¼¼¼¼Green Skills½½½½ 
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fd ikS/ks] tkuoj] feV~Vh] gok vkSj ikuh ,d nwljs ls dSls tqM+s gSaA  

 

  [kk|[kk|[kk|[kk| J`a[kyk J`a[kyk J`a[kyk J`a[kyk Food Chain 
 

;g iz—fr esa ,d pØ gS tgka Hkkstu gjs ikS/kksa }kjk mRikfnr 
fd;k tkrk gS( ikS/kksa dks ikS/ks [kkus okys tkuojksa ¼'kkdkgkjh½ 
}kjk [kk;k tkrk gS( ekalHk{kh ekal [kkus okys tkuojksa 
¼ekalkgkjh½ }kjk [kk;k tk ldrk gS( e`r ikS/kksa vkSj tkuojksa 
dks fMdEikstlZ }kjk feV~Vh esa fo?kfVr fd;k tkrk gS tks 
ikS/kksa dks Hkkstu ds :i esa xzg.k djrs gSaA    

lrrlrrlrrlrr fodkl fodkl fodkl fodkl Sustainable Development 
 

lrr dk vFkZ gS fd vFkZO;oLFkk ds lkFk&lkFk i;kZoj.k ds Hkfo"; ds fy, D;k vPNk gSA 
mnkgj.k ds fy,] mu jklk;fud moZjdksa dk mi;ksx fd, fcuk izk—frd [ksrh tks feV~Vh dks 
LFkk;h :i ls uqdlku igqapkrs gSaA  

 

 

gfjrgfjrgfjrgfjr vFkZO;oLFkkvFkZO;oLFkkvFkZO;oLFkkvFkZO;oLFkk dsdsdsds egRoiw.kZegRoiw.kZegRoiw.kZegRoiw.kZ {ks={ks={ks={ks=    Important Sectors of a Green Economy 
 

os {ks= ;k bykds tks i;kZoj.k ds vuqdwy vFkZO;oLFkk ds fy, egRoiw.kZ gSa] rkfydk 5-2 esa lwphc) 
fd, x, gSaA  
 

rkfydk 5rkfydk 5rkfydk 5rkfydk 5----2 %2 %2 %2 %    gfjrgfjrgfjrgfjr vFkZO;oLFkkvFkZO;oLFkkvFkZO;oLFkkvFkZO;oLFkk dsdsdsds {ks={ks={ks={ks=    
 

{ks={ks={ks={ks= gegegege D;kD;kD;kD;k djdjdjdj ldrsldrsldrsldrs gSgSgSgS a a a a \\\\ 

————f"kf"kf"kf"k    
—f"k gekjs Hkkstu ds fy, c<+rh Qlyksa dks 
lanÆHkr djrh gSA ;g gekjh vFkZO;oLFkk dk 
lcls cM+k fgLlk gS vkSj lcls 
egRoiw.kZ gS D;ksafd ;g gesa 
Hkkstu iznku djrk gSA —f"k dks 
uqdlku gks ldrk gSA  
• Hkwfe lalk/kuksa dk vfr iz;ksx] 
• ouksa dks dkVuk vkSj 
• gkfudkjd jklk;fud moZjdksa vkSj 

dhVuk'kdksa dk mi;ksx djds ok;q] ty vkSj 
Hkwfe dks iznwf"kr djukA 

• LFkkuh;] tSfod vkSj izk—frd [ksrh 
¼gkfudkjd moZjdksa vkSj dhVuk'kdksa ds 
mi;ksx ds fcuk [ksrh½ dk leFkZu djsa 

• ;fn laHko gks rks gekjh viuh lfCt;ka 
mxk,a 

• Lkht+u esa mxus okys vkSj LFkkuh; :i ls 
mRikfnr [kk| inkFkZ [kk,a 
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ÅtkZÅtkZÅtkZÅtkZ lalk/kulalk/kulalk/kulalk/ku    Energy Resources 
 

ge vius lHkh nSfud dk;ks± ds 
fy, ÅtkZ dk mi;ksx djrs gSa 
ysfdu gekjh ekax fnu ij fnu 
c<+rh tk jgh gSA 
 

lkekU; ÅtkZ lzksr] tSls rsy] dks;yk] xSl] vkfn 
LokLF; vkSj i;kZoj.k ds fy, gkfudkjd gSaA os 
Hkh lhfer vkSj xSj&uohdj.kh; gSaA 
 

• tc Hkh laHko gks LoPN] v{k; ÅtkZ lzksrksa 
tSls lksyj ykbV dk p;u djsa 

• fctyh cckZn djus ls cpsaA tc vki 
mudk mi;ksx ugha dj jgs gksa rks ykbV 
can dj nsa vkSj midj.kksa dks vuIyx djsaA  

• dkjksa ls cpsa vkSj lkbfdy ;k lkoZtfud 
ifjogu dk mi;ksx djsa 

 

{ks={ks={ks={ks=    gegegege D;kD;kD;kD;k djdjdjdj ldrsldrsldrsldrs gSgSgSgS a a a a \\\\ 
fuekZ.kfuekZ.kfuekZ.kfuekZ.k  
• fuekZ.k vkSj Hkou oSf'od 

lalk/kuksa vkSj tyok;q dks 
izHkkfor djrs gSaA  

• jsr vkSj iRFkjksa ds mi;ksx ls unh ds ry 
dk fouk'k vkSj igkM+ksa esa mR[kuu gksrk gSA 
;s xfrfof/k;ka ck<+ ds dkj.k HkwL[kyu] Hkwdai 
vkSj fouk'k dk dkj.k curh gSaA 

• fuekZ.k xfrfof/k;ksa ls ok;q iznw"k.k vkSj lkal 
ysus esa leL;k Hkh gksrh gSA 

• xyr rjhds ls fMt+kbu dh xbZ bekjrksa dks 
vf/kd ,;j&daMh'kÇux vkSj bysfDVªd ykbV 
dh vko';drk gksrh gS] buesa vf/kd ikuh 
cckZn gksrk gS vkSj lexz :i ls vf/kd 
ÅtkZ dk mi;ksx fd;k tkrk gSA  

ÅtkZ n{k ;k gfjr bekjrksa esa fctyh vkSj ikuh 
dh cpr dh gSa vkSj lkSj vkSj iou ÅtkZ tSlh 
LoPN ÅtkZ dk mi;ksx djrh gSaA 
• gesa viuh bekjrksa esa vis{kkÑr LoPN ÅtkZ 

dk mi;ksx djus vkSj ÅtkZ ds viO;; ls 
cpus dh vko';drk gSA 

• gesa LFkkuh; fuekZ.k lkexzh ds mi;ksx ds 
ykHkksa ds ckjs esa yksxksa ls ckr djuh 
pkfg,A 

• ;fn ifj;kstuk ds cM+s iSekus ij fuekZ.k ls 
iznw"k.k iSnk gks jgk gS rks gesa LFkkuh; 
vf/kdkfj;ksa dks muds ckjs esa lwfpr djuk 
pkfg,A 

 

eNyheNyheNyheNyh ikyuikyuikyuikyu     
• vf/kd la[;k esa eNyh 

idM+us ¼vksojfQÇ'kx½ ls 
Hkfo"; dh eNyh dh 
vkiwÆr esa deh vkbZ gSA 

• 'kkdZ] dNq, vkSj eNyh dh dqN iztkfr;ka 
foyqIr gks jgh gSaA blls gekjs ikfjfLFkfrd 
ra= esa ikfjfLFkfrd larqyu vkSj [kk| 

ge eNyh idM+us dh LFkk;h izFkkvksa ds ckjs esa 
yksxksa dks crkdj vfr&eNyh idM+us dh 
leL;kvksa ls cp ldrs gSa tks eNyh idM+us 
dks fu;af=r djrs gSa vkSj eNyh dks iztuu 
vkSj la[;k esa o`f) djus ds fy, i;kZIr le; 
iznku dj ldrs gSaA  
 

;fn vki eNyh [kkrs gSa] rks dsoy os eNfy;ka 
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J`a[kyk eas ck/kk vk,xhA 
• blls [kk| ds vU; :iksa ij Hkh vf/kd 

fuHkZjrk gksxh ftlls —f"k {ks=ksa ij vf/kd 
ncko iM+sxkA 

• eNqvkjs viuh vkthfodk [kks ldrs gSaA 

 

gh [kjhnsa tks Hkjiwj ek=k esa miyC/k gSa vkSj 
ekSle esa Hkh gSa ¼iztuu ds ekSle esa ugha½A 
 

okfudhokfudhokfudhokfudh    
o"kkZ ds fy, vkSj gekjh Hkwfe 
lalk/kuksa dh lqj{kk ds fy, 
ou egRoiw.kZ gSaA dbZ 
tutkfr;ka ou mRiknksa ij 
thfor jgrh gSaA 
ouksa dh dVkbZ ;k gkfu gksrh gS 
• tyok;q ifjorZu] 
• e`nk vijnu] 
• oU; thou dh gkfu vkSj [kk|&J`a[kyk vkSj 

ikfjfLFkfrd ra= dks uqdlku vkSj 
• de o`{k dojst ftlds ifj.kkeLo:i de 

o"kkZ vkSj de vkWDlhtu vkSj vf/kd iznw"k.k 
gksrk gSA 

i;kZoj.k vkSj tyok;q dks uqdlku igqapk, fcuk 
leqnk;ksa vkSj ikfjfLFkfrd ra=ksa dk leFkZu djus 
ds fy, fujarj ou izca/ku tkjh j[k ldrs gSaA 
• dkxt dk mi;ksx de djsa] bldk iqu% 

mi;ksx djsa vkSj jhlk;dy djsa rkfd de 
isM+ dkVs tk ldsaA 

• dqN fo’ks”k izdkj ds mRiknksa dks [kjhnus ls 
cpsa] tSls fd gkFkhnkar tks ge dsoy 
tkuojksa dks uqdlku igqapkdj gh izkIr dj 
ldrs gSaA 

• dsoy mUgha mRiknksa dks [kjhnsa] tks lqjf{kr 
:i ls ,d= fd, x, gksa] tSls e/kqefD[k;ksa 
ds NÙks dks rksM+s fcuk 'kgnA 

i;ZVui;ZVui;ZVui;ZVu    
i;ZVu LFkkuh; vFkZO;oLFkkvksa ds 
fy, cgqr vPNk gks ldrk gS] 
ysfdu ;fn ;s i;kZoj.k dks 
uqdlku igqapkrs gaS rks ughaA 
 

• ;k=k djrs le;] lewgksa esa ;k=k djsa] ikuh 
vkSj ÅtkZ dk mi;ksx lhfer djsa vkSj 
viO;; ls cpsaA 

• gksVy vkSj VªSoy daifu;ka gSa tks bdksVwfjTe 
¼Ik;kZoj.k dh j{kk djus okys i;ZVu½ dk 
leFkZu djrh gSaA muds ckjs esa vf/kd 
tkudkjh izkIr djsa vkSj yksxksa dks i;kZoj.k 
dks uqdlku igqapk, fcuk ;k=k djus ds 
ckjs esa crk,aA 

{ks={ks={ks={ks=    gegegege D;kD;kD;kD;k djdjdjdj ldrsldrsldrsldrs gSgSgSgS a a a a \\\\ 
ifjogu ¼ifjogu ¼ifjogu ¼ifjogu ¼VªkaliksVZVªkaliksVZVªkaliksVZVªkaliksVZ½½½½    
ifjogu {ks= esa bldh 

• lkoZtfud ifjogu tSls clksa ;k Vsªuksa dk 
mi;ksx djuk 
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vf/kdre [kir gksrh gS vkSj isVªksy vkSj Mhty 
cgqr vf/kd iznw"k.k dk dkj.k curk gSA gfjr 
vFkZO;oLFkk ds ifjogu {ks= dk mÌs'; gS 
• okguksa ds fy, fctyh tSls LoPNrj bZa/ku 

dk mi;ksx djukA 
• dkjksa ds mi;ksx dks grksRlkfgr djus ds 

fy, lkoZtfud ifjogu iznku djuk] 
lkbfdy pykus dks c<+kok nsuk] vkfnA 

 

• tc laHko gks rks iSny pyuk ;k lkbfdy 
pykuk 

• bysfDVªd ¼cSVjh pkfyr½ okguksa dk mi;ksx 
djuk] ;fn laHko gks  

 

tytytyty izca/kuizca/kuizca/kuizca/ku 
ikuh gekjs lcls egRoiw.kZ 
lalk/kuksa esa ls ,d gSA nqfu;k Hkj 
esa vjcksa yksxksa dks ihus ds lkQ 
ikuh ;k csgrj LoPNrk lsokvksa rd igqap dh deh 
gS & vkSj tula[;k o`f) leL;k dks vkSj xaHkhj 
cuk jgh gSA 
  

• ikuh dk mi;ksx leÖknkjh ls djsa 
• tc vki uy dk bLrseky ugha dj jgs gSa 

rks bls can dj nsa 
• yhd gq, uy vkSj ikbi dks gkFkksa gkFk 

Bhd djok,a 
• vif’k”V ty ds mipkj ls igys iznwf”kr ty 

dks Hkwfe ;k ty lzksr esa okil u vkus nsa   

vif'k”Vvif'k”Vvif'k”Vvif'k”V izca/kuizca/kuizca/kuizca/ku Waste 

Management 
 

dqN phtksa dks Qsadus dk vFkZ gS fd 
bl lkexzh dk iqu% mi;ksx djus 
dk ekSdk [kksuk vkSj blls Hkwfe] ok;q vkSj ty 
iznw"k.k gks ldrk gSA  

• phtksa dks Qsaduk de djsa] iqu% mi;ksx djsa 
vkSj jhlk;dy djsa 

• vif'k"V inkFkks± dks vyx djsa rkfd dqN 
mRiknksa dks iquuZohuhdj.k fd;k tk ldrk 
gS vkSj [kk| vif’k”V dk [kkn cuk;k tk 
ldrk gS 
 

fuekZ.kfuekZ.kfuekZ.kfuekZ.k m|ksxm|ksxm|ksxm|ksx Manufacturing 

Industry 

m|ksx jkstxkj vkSj vkÆFkd fodkl 
esa enn djrs gSa] ysfdu dbZ 
ek;uksa esa i;kZoj.k dks uqdlku gksrk 
gSA m|ksxksa dks iznw"k.k ls cpus vkSj de djus 
rFkk ÅtkZ ds LoPN lzksrksa dk mi;ksx djus ds 
rjhdksa dk mi;ksx djuk pkfg,A 

 

• xzkgd D;k [kjhnuk ilan djrs gSa] m|ksx 
mlh ds vuqlkj vkbVe cukrs gSa 

• ;fn ge ^gfjr* ;k i;kZoj.k vuqdwy mRiknksa 
dks [kjhnrs gSa ¼de IykfLVd] jklk;fud jaxksa 
ds fcuk diM+s cukuk] vkfn½ rks vf/kd 
m|ksx ,sls mRikn cukuk 'kq: dj nsaxsA 
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Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

Ikzk;ksfxd xfrfof/k;ksa dks v/;kidksa }kjk lqxe cuk;k tk,xk vkSj v/;kidksa }kjk Nk=ksa dks vko';d 
izfrfØ;k iznku dh tk,xhA  

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111 
lewg vH;kl % gfjr vFkZO;oLFkk ds {ks=ksa ij ppkZ 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
isu] dkxt 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- 4&5 Nk=ksa dk lewg cuk,aA 
2- izR;sd lewg dks gfjr vFkZO;oLFkk ds fdlh ,d {ks= dk p;u djuk pkfg, ¼vyx&vyx 
lewgksa dks vyx&vyx {ks=ksa dk p;u djuk pkfg,½A  
3- lewg esa ppkZ djsa % 

• ns'k ds fy, ml {ks= dk D;k egRo gS\ 
• vki gfjr vFkZO;oLFkk ¼ml {ks= ds vanj½ esa ;ksxnku djus ds fy, D;k dj ldrs gSa\  

4- vius fcanqvksa dh ,d lwph cuk,aA viuh ckrksa dks d{kk esa izLrqr djsaA 
5- vU; lewgksa dks izfrfØ;k nsuh pkfg, vkSj fdlh Hkh vU; egRoiw.kZ Çcnqvksa dks tksM+uk pkfg, tks 
NwV x, gSaA  
6- v/;kid CySdcksMZ ij egRoiw.kZ Çcnqvksa dks fy[ksaxsA bu Çcnqvksa ij /;ku nsa vkSj okLrfod 
thou esa mudk vH;kl djuk 'kq: djsaA  
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
 

lewg vH;kl % ^gfjr vFkZO;oLFkk ds {ks=* ij ,d iksLVj rS;kj djuk 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
isu] jax lkexzh] pkVZ isij 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- Åij cuk, x, leku lewgksa dk mi;ksx djsaA 
2- fiNyh xfrfof/k esa vkids }kjk ppkZ dh xbZ gfjr vFkZO;oLFkk ds {ks=ksa dks n'kkZus okyk ,d 
iksLVj cuk,aA ;fn d{kk esa de le; gks] rks ;g gkseodZ ds :i esa iwjk fd;k tk ldrk gSA  
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viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
    

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
iz'uiz'uiz'uiz'u dsdsdsds uhpsuhpsuhpsuhps fn,fn,fn,fn, x,x,x,x, lHkhlHkhlHkhlHkh fodYiksafodYiksafodYiksafodYiksa dksdksdksdks /;ku/;ku/;ku/;ku lslslsls i<+sai<+sai<+sai<+sa vkSjvkSjvkSjvkSj lghlghlghlgh fodYifodYifodYifodYi pqusaApqusaApqusaApqusaA  
 

1- fuEufyf[kr dk;ks± esa ls dkSu ls dk;Z ls gfjr —f"k {ks= esa enn ugha feysxh \  
¼d½ jklk;fud moZjdksa dk mi;ksx djuk 
¼[k½ tSfod [kkn dk mi;ksx djuk 
¼x½ oehZdEiksLV dk mi;ksx djds lfCt;ka mxkuk 
¼?k½ tSfod vkyw [kjhnuk ;k cspuk 
 

2- fuEufyf[kr esa ls dkSu lh dkjZokbZ gfjr vFkZO;oLFkk dks c<+kok nsxh\ 
¼d½ xSj&uohdj.kh; lalk/kuksa dk mi;ksx 
¼[k½ lrr fodkl 
¼x½ lkekftd laj{k.k 
¼?k½ jkstxkj iSnk djuk 
 

[k[k[k[k---- fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- gfjr vFkZO;oLFkk ds lHkh {ks=ksa dks lwphc) djsa tks vkids nSfud thou dks izHkkfor djrs gSaA  
2- crkb, fd vki gfjr vFkZO;oLFkk dh enn ds fy, D;k dj ldrs gSa ¼4&5 ykbuksa esa½A  
    
 

vkius D;k lhvkius D;k lhvkius D;k lhvkius D;k lh[kk[kk[kk[kk\\\\ 
    
    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• gfjr vFkZO;oLFkk ds egRoiw.kZ {ks=ksa dh igpku djukA 
• gfjr vFkZO;oLFkk esa bu {ks=ksa esa ls izR;sd dh Hkwfedk dh O;k[;k djukA 
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Lk= 2 % gfjr vFkZO;oFkkLk= 2 % gfjr vFkZO;oFkkLk= 2 % gfjr vFkZO;oFkkLk= 2 % gfjr vFkZO;oFkk    ds fy, uhfr;kads fy, uhfr;kads fy, uhfr;kads fy, uhfr;ka         
 
vkb, ge leÖksa fd uhfr D;k gSA ,d uhfr ljdkj] daiuh] Ldwy dkWyst] vkfn ds vuqikyu ds 
^fu;e* ;k ,d fn'kkfunsZ'k dh rjg gSA ;g uhfr gesa crkrh gS fd D;k djuk gS] fdldks djuk 
gS] dSls djuk gS vkSj fdlds fy, ¼;k½ ;g fdls djuk gSA   
 

mnkgj.k ds fy,] dkS'ky fodkl vkSj m|ferk 2015 ij jk"Vªh; uhfr] Hkkjr ljdkj dh ,d uhfr 
gS ftldk mÌs'; xfr vkSj ekud ¼xq.koŸkk½ ds lkFk yksxksa ds fy, dkS'ky dh pqukSrh dks iwjk 
djuk gSA dkS'ky fodkl ds i.k/kkjdksa dks ;g lqfuf'Pkr djus ds fy, vyx&vyx ftEesnkfj;ka 
nh xbZ gSa fd ;g uhfr lQy gSA ljdkj us lrr fodkl ds fy, dbZ uhfr;ka viukbZ gSa] 
ftuls ;g lqfuf'Pkr gksrk gS fd ;g vkÆFkd fodkl gS] ysfdu lkFk gh i;kZoj.k dh Hkh j{kk gksA 
bl ikB esa] ge gfjr vFkZO;oLFkk esa viukbZ tkus okyh dqN egRoiw.kZ uhfr;ksa ds ckjs esa tkusaxsA 
 

gfjrgfjrgfjrgfjr vFkZO;oLFkkvFkZO;oLFkkvFkZO;oLFkkvFkZO;oLFkk dsdsdsds fy,fy,fy,fy, uhfr;uhfr;uhfr;uhfr;kakakaka    Policies for a Green Economy 
 

Hkkjr us ^lrr fodkl* dks,d uhfr ds :i esa viuk;k gS vkSj bldk mÌs'; lekt esa xjhch] 
vlekurkvksa dks de djuk ¼lHkh tkfr leqnk;ksa vkSj tsaMj ¼yM+fd;ksa @ yM+dksa½ ds fy, volj 
iznku djuk½] Hkkstu] f'k{kk] jkstxkj] ÅtkZ lalk/ku vkSj LoPNrk ¼lkQ&lQkbZ½ miyC/k djuk gS vkSj 
blds lkFk gh vius izk—frd lalk/kuksa dh ns[kHkky djuk gSA  
 

blesa dbZ leL;kvksa dks gy djus ds fy, fo'ks"k uhfr;ksa dk vuqlj.k fd;k tkrk gS] tSls fd 
ok;q vkSj ty iznw"k.k] vif'k"V izca/ku] tSo fofo/krk dk laj{k.k ¼fofHkUUk izdkj ds ikS/kksa vkSj tarqvksa 
dh j{kk½ vkfnA lrr fodkl ;k ^gfjr vFkZO;oLFkk* uhfr ds rgr ljdkj }kjk mBk, x, dqN 
egRoiw.kZ dne bl izdkj gSaA   
 

• tyok;qtyok;qtyok;qtyok;q ifjorZuifjorZuifjorZuifjorZu ijijijij jk"Vªh;jk"Vªh;jk"Vªh;jk"Vªh; dk;Zdk;Zdk;Zdk;Z ;kstuk;kstuk;kstuk;kstuk    ¼,u,ihlhlh½¼,u,ihlhlh½¼,u,ihlhlh½¼,u,ihlhlh½     
 

;g ,d dk;Z ;kstuk gS ftlesa fofHkUUk fe'ku ;k ;kstuk,a 'kkfey gSa tks fd lrr fodkl dk 
y{; gSaA ,d uhfr tks  dkjZokbZ dh fuf'Pkr rkjh[k vkSj ctV ds lkFk gksrh gS og ,d ^fe'ku* 
cu tkrh gSA ,u,ihlhlh esa fp= 5-1 esa fn[kk, x, vuqlkj i;kZoj.k ds fofHkUUk igyqvksa dks 'kkfey 
djus okys vkB egRoiw.kZ fe'ku 'kkfey gSaA  
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fp= 5-1 tyok;q ifjorZu ds fy, jk"Vªh; dk;Z ;kstuk ds rgr fe'ku 
 

• xzhuxzhuxzhuxzhu bafM;kbafM;kbafM;kbafM;k fe'kufe'kufe'kufe'ku    ¼thvkbZ,e½¼thvkbZ,e½¼thvkbZ,e½¼thvkbZ,e½ 
 

us'kuy fe'ku QkWj , xzhu bafM;k ;k xzhu bafM;k fe'ku ¼thvkbZ,e½] tyok;q ifjorZu dh 
pqukSfr;ksa ls fuiVus ds fy, Hkkjr dh dk;Z ;kstuk ds rgr vkB fe'kuksa esa ls ,d gSA  
 

thvkbZ,e dk mÌs'; ou vkoj.k dh j{kk] iquLFkkZiuk vkSj o`f) djuk gSA blesa ikfjfLFkfrd ra=] 
tSo fofo/krk] ty] ck;ksekl] lajf{kr eSaxzkso] osVySaM~l] lsokvksa tSl bZa/ku] pkjk] ydM+h vkSj xSj&ydM+h 
ou mRiknksa ¼Qy] Qwy] cht] tM+h cwVh] 'kgn] vkfn½ ds lkFk egRoiw.kZ vf/kokl LFkku ds fy, 
;kstukvksa dk ,d la;kstu 'kkfey gSA taxyksa ds fy, ,d gfjr vFkZO;oLFkk ifj;kstuk dk ,d 
mnkgj.k rkfydk 5-2 esa fn[kk;k x;k gSA  
 

rkfydk 5rkfydk 5rkfydk 5rkfydk 5----2 % 2 % 2 % 2 % xzhuxzhuxzhuxzhu bafM;kbafM;kbafM;kbafM;k fe'kufe'kufe'kufe'ku 
 

egqvkegqvkegqvkegqvk vFkZO;oLFkkvFkZO;oLFkkvFkZO;oLFkkvFkZO;oLFkk 
egqvk ds Qwy e/; izns'k] Ökkj[kaM] NŸkhlx<+] vksfM'kk] egkjk"Vª vkSj 
fcgkj ds ou {ks=ksa esa cM+s {ks=ksa esa ,d ehBh egd okys ihys 
dkyhu ds :i esa ekuksa ,d pknj cuk nsrs gSaA ouoklh] tSls fd 
xksaM vkSj cSxk tutkfr Qjojh ls vizSy rd egqvk Qwy] Qy] 
cht vkSj iŸks ,d= djrs gSa vkSj bls ou foHkkx dks muds 
}kjk fu/kkZfjr ewY; ij csprs gSaA isM+ vizSy ds ckn Qy nsuk 
'kq: dj nsrk gSA bu Qyksa dk mi;ksx rsy fudkyus ds fy, 
fd;k tkrk gS] tks ,d tSo bZa/ku gS vkSj blesa vkS"k/kh; xq.k Hkh 
gSaA egqvk ds iŸkksa dk mi;ksx bdks&ÝsaMyh IysV] 'kadq vkSj dVksjs 
cukus ds fy, fd;k tkrk gSA  

jk"Vªh; 
lkSj 
fe'ku 

jk"Vªh; mUur 
ÅtkZ n{krk 

fe'ku 

tyok;q ifjorZu
ds lkefjd Kku 
ij jk"Vªh; fe'ku

 

jk"Vªh; lrr 
vkokl fe'ku 

 

 jk"Vªh; 
ty fe'ku 

 
jk"Vªh; lLVsÇux 

fgeky; 
ikfjfLFkfrdh ra= 

fe'ku 

jk"Vªh; 
lrr Ñf"k 
fe'ku 

    
,u,ihlhlh,u,ihlhlh,u,ihlhlh,u,ihlhlh 

 

jk"Vªh; xzhuj 
bafM;k fe'ku 
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egqvk ds Qwyksa dk mi;ksx egqvk ^yM~Mw*] ^gyok* vkSj ^[khj* vkSj ;gka rd fd ^Çl?kh* cukus ds fy, 
Hkh fd;k tkrk gSA egqvk rsy dsd dk mi;ksx i;kZoj.k ds vuqdwy [kkn ds :i esa fd;k tkrk 
gSA blds lkaL—frd vkSj vkÆFkd egRo dks leÖkrs gq,] dbZ jkT; ljdkjksa ds ou foHkkx bu 
Qwyksa ls cus tke] LDoS'k] fcLdqV vkSj tsyh dks c<+kok ns jgs gSaA blls ouksa dks uqdlku igqapk, 
fcuk vkÆFkd fodkl dks c<+kok feyrk gSA  
    
 

• tokgjykytokgjykytokgjykytokgjyky usg:usg:usg:usg: jk"Vªh;jk"Vªh;jk"Vªh;jk"Vªh; lkSjlkSjlkSjlkSj fe'kufe'kufe'kufe'ku dksdksdksdks jk"Vªh;jk"Vªh;jk"Vªh;jk"Vªh; lkSjlkSjlkSjlkSj fe'kufe'kufe'kufe'ku dsdsdsds :i:i:i:i esaesaesaesa HkhHkhHkhHkh tkuktkuktkuktkuk tkrktkrktkrktkrk gSgSgSgS  
bl fe'ku dk mÌs'; Hkkjr dh ÅtkZ t:jrksa dks yxkrkj iwjk djuk gSA bldk mÌs'; Hkkjr dks 
lkSj ÅtkZ ¼dks;yk] isVªksfy;e] vkfn ds foijhr ÅtkZ ds uohdj.kh; lzksr½ esa oSf'od yhMj cukuk 
gSA ÅtkZ vkSj ikfjfLFkfrd laj{k.k ds lkFk] lkSj fe'ku ÅtkZ ds LFkkuh; mRiknu vkSj forj.k dks 
c<+kok nsrk gSA  
 

fp= 5-2 nho esa lkSj fe'ku dh lQyrk dks n'kkZrk gS tks 100 izfr’kr lkSj ÅtkZ ij pyus okyk 
Hkkjr dk igyk la?k jkT; izns'k cu x;kA  
 
 
 
 

 

fp= 5-2 nho esa jk"Vªh; lkSj fe'ku dk dk;kZUo;u 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

fp= 5-2 nho esa jk"Vªh; lkSj fe'ku dk dk;kZUo;u 
 

 

• LoPNLoPNLoPNLoPN HkkjrHkkjrHkkjrHkkjr vfHk;kuvfHk;kuvfHk;kuvfHk;ku    ¼,lch,½¼,lch,½¼,lch,½¼,lch,½    ;k;k;k;k LoPNLoPNLoPNLoPN HkkjrHkkjrHkkjrHkkjr fe'kufe'kufe'kufe'ku    ¼,lch,e½¼,lch,e½¼,lch,e½¼,lch,e½    ;k;k;k;k Dyhu bafM;k fe’kuDyhu bafM;k fe’kuDyhu bafM;k fe’kuDyhu bafM;k fe’ku  
bl fe'ku dk y{; Hkkjrh; 'kgjksa] dLcksa vkSj xkaoksa dh lQkbZ djuk gSA bldk eq[; mÌs'; 2 
vDVwcj] 2019 rd egkRek xka/kh ds tUe dh 150oha o"kZxkaB ij iwjs ns'k esa 'kkSpky; dk fuekZ.k 
djds [kqys esa 'kkSp eqä Hkkjr dks izkIr djuk gSA   
 

xqtjkr ls 80 yk[k izfr ekg 
fctyh [kjhn dj [kpZ fd;k 

2017&18 esa nho esa xqtjkr 
ls 73-4 izfr’kr vk;kr gqvk 

Ckatj] iFkjhyh tehu ds 50 
,dM+ dk mi;ksx fd;k 
 

de oksYVst dh leL;k 
gy gqbZ 
 

Vªkalfe'ku vkSj forj.k esa 
12 izfr’kr ls 7 izfr’kr 
rd deh vkbZ 

12]960 Vu gkfudkjd dkcZu 
mRltZu dks de djrk gS 

fctyh fcy esa cpr 
 lkSj ls 26-6 izfr’kr 

feyk gS 
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• us'kuyus'kuyus'kuyus'kuy xzhuxzhuxzhuxzhu fVªC;wuyfVªC;wuyfVªC;wuyfVªC;wuy vFkok jk"Vªh;jk"Vªh;jk"Vªh;jk"Vªh; gfjrgfjrgfjrgfjr vf/kdj.kvf/kdj.kvf/kdj.kvf/kdj.k ¼,uthVh¼,uthVh¼,uthVh¼,uthVh) dhdhdhdh LFkkiukLFkkiukLFkkiukLFkkiuk 
us'kuy xzhu fVªC;wuy i;kZoj.k laj{k.k] ouksa ds laj{k.k vkSj vU; izk—frd lalk/kuksa ls lacaf/kr 
ekeyksa ds fy, ,d vnkyr dh rjg gSA ;g i;kZoj.kh; eqÌksa ls lacaf/kr fooknksa ij dke djrk 
gS vkSj yksxksa dks ikfjfLFkfrd {kfr ds dkj.k Hkkjh tqekZuk nsus ds fy, dg ldrk gS] i;kZoj.kh; 
{kfr dks jksdus vkSj lgh djus ds fy, dkjZokbZ dj ldrk gS ;k ,sls yksxksa dks tsy Hkh Hkst 
ldrk gSA  

 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

Ikzk;ksfxd xfrfof/k;ksa dks v/;kidksa }kjk lqxe cuk;k tk,xk vkSj v/;kidksa }kjk Nk=ksa dks vko';d 
izfrfØ;k iznku dh tk,xhA  
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1  
lewg vH;kl % gfjr vFkZO;oLFkk dks c<+kok nsus ds fy, iz;klksa ij ppkZ  
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
rktk lekpkj i=] isu] uksVcqd 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- 4&5 Nk=ksa dk lewg cuk,aA 
2- izR;sd lewg ds vanj % 
• bl ikB esa ppkZ fd, x, mnkgj.kksa dh rjg gfjr igy dh ,d lwph cuk,aA vf/kd 

mnkgj.k [kkstus ds fy, lekpkj i= i<+saA  
• bu igyksa ds egRo ij ppkZ djsaA 
3- nks lewgksa dks Lo;alsod gksuk pkfg, vkSj viuh lwph dks d{kk ds lkeus izLrqr djuk pkfg,A 
ckdh Nk= izfrfØ;k ns ldrs gSa vkSj viuh Lo;a dh lwfp;ksa ls vad tksM+ ldrs gSa ftUgsa doj 
ugha fd;k x;k gSA  
4- v/;kid cksMZ ij eq[; Çcnqvksa dks uksV djrk gSA 
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
gfjr vFkZO;oLFkk dks c<+kok nsus ds fy, Hkkjr esa 'kq: dh xbZ egRoiw.kZ igy ij fuca/k  
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
isu] uksVcqd 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- fiNyh xfrfof/k esa vkidh ppkZ ds vk/kkj ij] gfjr vFkZO;oLFkk dks c<+kok nsus ds fy, Hkkjr 
esa dh xbZ egRoiw.kZ igyksa ij nks iUUkksa dk fuca/k fy[ksaA vki baVjusV ij [kkst dj ldrs gSa 
¼;fn miyC/k gks½ ;k vf/kd tkudkjh izkIr djus ds fy, lekpkj i= vkSj if=dk,a i<+saA  
2- d{kk esa de le; gksus ij ;g xfrfof/k gkseodZ ds :i esa dh tk ldrh gSA  
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viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
    

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
iz'uiz'uiz'uiz'u dsdsdsds uhpsuhpsuhpsuhps fn,fn,fn,fn, x,x,x,x, lHkhlHkhlHkhlHkh fodYiksafodYiksafodYiksafodYiksa dksdksdksdks /;ku/;ku/;ku/;ku lslslsls i<+sai<+sai<+sai<+sa vkSjvkSjvkSjvkSj lghlghlghlgh fodYifodYifodYifodYi pqusaApqusaApqusaApqusaA  
1- fuEufyf[kr esa ls dkSu lk LFkk;h fodkl dk eq[; mÌs'; gS\  
¼d½ xjhch dks de djuk 
¼[k½ gfjr —f"k dks c<+kok nsuk 
¼x½ ikfjfLFkfrd {kfr dks jksduk 
¼?k½ vkÆFkd] i;kZoj.k vkSj lkekftd vko';drkvksa ds chp larqyu gkfly djuk  
 

dddd----    dkWyedkWyedkWyedkWye d d d d vkSjvkSjvkSjvkSj [k [k [k [k dkdkdkdk feykufeykufeykufeyku djsadjsadjsadjsa 
1- fuEufyf[kr uhfr;ksa dk muds eq[; mÌs'; ls feyku djsa % 
 

dddd    [k[k[k[k    
1- jk"Vªh; lkSj fe'ku  d- LoPNrk vkSj lkQ lQkbZ 
2- xzhu bafM;k fe'ku  [k- LoPN ÅtkZ 
3- jk"Vªh; dkS'ky fodkl vkSj m|ferk uhfr x- ou vkoj.k dh j{kk djuk 
4- LoPN Hkkjr vfHk;ku  ?k- xfr vkSj Mfpr Lrj ds lkFk cM+s 

iSekus ij dkS'ky fodkl 
 

xxxx----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- 4&5 iafä;ksa esa tyok;q ifjorZu ds fy, jk"Vªh; dk;Z ;kstuk ¼,u,ihlhlh½ dk o.kZu djsaA  
2- 4&5 iafä;ksa esa LoPN Hkkjr vfHk;ku dk egRo Li"V dhft,A  
    
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• gfjr vFkZO;oLFkk ds fy, uhfr;ksa ds mnkgj.kksa dks lwphc) djsaA 
• gfjr vFkZO;oLFkk ds fy, egRoiw.kZ uhfr;ksa dh O;k[;k djukA 
    

 
Lk= 3 % gfjr vFkZO;oFkkLk= 3 % gfjr vFkZO;oFkkLk= 3 % gfjr vFkZO;oFkkLk= 3 % gfjr vFkZO;oFkk    ds fy, i.k/kkjd ds fy, i.k/kkjd ds fy, i.k/kkjd ds fy, i.k/kkjd     
 

  

 

vkb, ge ;g leÖkdj 'kq: djsa fd i.k/kkjd dkSu gSA fdlh Hkh pht ¼O;kikj] uhfr] xfrfof/k½ esa 
#fp ;k Çprk j[kus okyk dksbZ Hkh O;fä i.k/kkjd ds :i esa tkuk tkrk gSA pwafd gfjr 
vFkZO;oLFkk lHkh dks izHkkfor djrh gS vkSj dbZ yksxksa ds leFkZu dh vko';drk gksrh gS] blfy, 
gfjr vFkZO;oLFkk esa dbZ i.k/kkjd gksrs gSaA pwafd i;kZoj.k vkidks izHkkfor djrk gS vkSj vkids 
dk;Z i;kZoj.k dks izHkkfor djrs gSa] vki ,d egRoiw.kZ i.k/kkjd Hkh gSa!  
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lrr fodkl ds fy, lekt ds lHkh {ks=ksa vkSj lHkh izdkj ds yksxksa dh lfØ; Hkkxhnkjh dh 
vko';drk gksrh gSA gfjr vFkZO;oLFkk ls lacaf/kr yksxksa dks izeq[k i.k/kkjdksa dh Jsf.k;ksa esa oxhZ—r 
fd;k tk ldrk gS tSlk fd rkfydk 5-3 esa fn[kk;k x;k gSA  
 

rrrrkfydk 5kfydk 5kfydk 5kfydk 5----3 % gfjr vFkZO;oLFkk3 % gfjr vFkZO;oLFkk3 % gfjr vFkZO;oLFkk3 % gfjr vFkZO;oLFkk esaesaesaesa i.ki.ki.ki.k/kkjd/kkjd/kkjd/kkjd    
 

ljdkj ljdkj ljdkj ljdkj     xSj&ljdkjhxSj&ljdkjhxSj&ljdkjhxSj&ljdkjh laxBulaxBulaxBulaxBu    ¼,uthvks½¼,uthvks½¼,uthvks½¼,uthvks½ O;kikjO;kikjO;kikjO;kikj vkSjvkSjvkSjvkSj m|ksxm|ksxm|ksxm|ksx 

 
 
ljdkjsa vkSj LFkkuh; vf/kdkjh 
cukrs gSa vkSj vU; ns'kksa ds 
lkFk LFkk;h fodkl dkuwu] 
uhfr;ka] dk;Zuhfr;ksa] ekudksa]  
dk;ZØe] leÖkkSrs dk;kZfUor djsaA 

  

 
dbZ O;fäxr lkekftd 
dk;ZdrkZ vkSj xSj ljdkjh 
laxBu gfjr vFkZO;oLFkk ds fy, 
vko’;d dk;ksZa dks dk;kZfUor 
djus esa ljdkj vkSj lekt dh 
enn djrk gSA 

 
gfjr vFkZO;oLFkk dh lQyrk 
turk vkSj futh {ks=ksa nksuksa dh  
lfØ; Hkkxhnkjh ij fuHkZj djrk 
gSA daifu;kas dks ftEesnkj O;kikj 
izFkkvksa vkSj i;kZoj.k dh j{kk 
djus dk ikyu djus dh 
t:jr gSA 

 

 

fdlku fdlku fdlku fdlku     efgykefgykefgykefgyk,a,a,a,a    JfedJfedJfedJfed vkSjvkSjvkSjvkSj VªsMVªsMVªsMVªsM ;wfu;u;wfu;u;wfu;u;wfu;u 

 
fdlku iwjs ns'k ds fy, vUUk 
vkSj —f"k mRiknksa dks iSnk djrs 
gSaA os ,d vFkZO;oLFkk vkSj 
lekt ds lcls egRoiw.kZ Hkkx esa 
ls ,d gSaA gfjr vFkZO;oLFkk dh 
lQyrk esa mudh cM+h Hkwfedk 
gSA 
 

tula[;k dk 
vk/kk fgLlk 
efgykvksa dk 
gS vkSj mudh 
?kj] lekt 
vkSj 
vFkZO;oLFkk esa 
cM+h Hkwfedk 
gSA  
lrr fodkl dsoy laHko gS 
;fn ge gfjr vFkZO;oLFkk esa 
mUgs iwjh rjg ls Hkkxhnkjh cukus 
ds fy, efgykvksa ds vf/kdkjksa 
ij /;ku dsafær djrs gSaA 

 
dk;ZdrkZ gekjh vFkZO;oLFkk dk 
cgqr egRoiw.kZ fgLlk gSaA gfjr 
uhfr;ka bUgsa iznku djus ij 
yf{kr gksrh gSa 
,d lH; thou vkSj LoLFk 
okrkoj.k esa lH; dk;Z 
• LokLF;] ikuh vkSj LoPNrk 

rd igqapA 
• f'k{kk vkSj dkS'ky izf'k{k.k 

rd igqap 
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ewyewyewyewy tutkfrtutkfrtutkfrtutkfr  
Native Tribes  

oSKkfudoSKkfudoSKkfudoSKkfud vkSjvkSjvkSjvkSj rduhdhrduhdhrduhdhrduhdh leqnk;leqnk;leqnk;leqnk; 
Scientific and Technological 

Community 

cPpscPpscPpscPps vkSjvkSjvkSjvkSj ;qok;qok;qok;qok 
Children and Youth 

ewy fuoklh ;k 
Lons'kh yksx {ks= 
ds ewy fuoklh gSa 
tks vHkh Hkh 
viuh izkphu 
thou 'kSyh 
ikyu djrs gSaA 
gfjr vFkZO;oLFkk 
ls Hkkjr ds 
igkfM+;ksa vkSj taxyksa esa ,slh 
dbZ tutkfr;ksa dks ykHk gks 
ldrk gSA  

 
LFkk;h fodkl ds lHkh {ks=ksa dks 
foKku vkSj izkS|ksfxdh dh 
t:jr gSA oSKkfud ljdkjksa 
vkSj uhfr fuekZrkvksa dh 
izkS|ksfxdh laca/kh leL;kvksa dh 
O;k[;k dj ldrs gSaA os yksxksa 
ds thou dks csgrj cukus ds 
fy, LFkk;h lek/kku Hkh iznku 
dj ldrs gSaA  

 
;qok gekjh vFkZO;oLFkk ds orZeku 
vkSj Hkfo"; nksuksa gSaA os 
i;kZoj.k dh lqj{kk vkSj vkÆFkd 
rFkk lkekftd fodkl dks c<+kok 
nsus esa lfØ; :Ik ls Hkkx ys 
ldrs gSaA  

 

mnkgj.kmnkgj.kmnkgj.kmnkgj.k    %%%% lkSjlkSjlkSjlkSj izdk'kizdk'kizdk'kizdk'k ififififj;kstukj;kstukj;kstukj;kstuk dsdsdsds dk;kZUo;udk;kZUo;udk;kZUo;udk;kZUo;u dsdsdsds fy,fy,fy,fy, dbZdbZdbZdbZ i.ki.ki.ki.k/kkjd/kkjd/kkjd/kkjd ,d,d,d,d lkFklkFklkFklkFk vkrsvkrsvkrsvkrs gSagSagSagSa  
 

gj fnu 15 djksM+ ls vf/kd yksx va/ksjs dk lkeuk djrs gSa] ;k lcls vPNs lk/ku ds :i esa muds 
ikl eksecŸkh dh jks'kuh ;k feV~Vh ds rsy dh ean ped gksrh gS] ftldk /kqvka tgjhyk gksrk gSA 
oSKkfud] lkekftd dk;ZdrkZ vkSj xSj ljdkjh laxBu ,d ljy lkSj ykbV cukus gsrq xzkeh.k 
efgykvksa vkSj ;qokvksa ds fy, ,d lkFk vk, gSaA ^ykbVj vkWQ ykbV* uked ,d ifj;kstuk mu 
txgksa ij jks'kuh yk jgh gS] ftudh lcls T;knk t:jr gksrh gS] blds fy, ySai cukus ds fy, 
IykfLVd dh cksryksa dks fjlkbfdy fd;k tkrk gSA  
 

cksrycksrycksrycksry ySaiySaiySaiySai cukukcukukcukukcukuk    Making bottle lamps 

IykfLVd dh cksryksa esa ikuh vkSj Cyhp ¼'kSoky ds fodkl dks jksdus ds fy,½ Hkjk tkrk gSA fQj 
bu cksryksa dks ?kjksa dh Nrksa ij j[kk tkrk gS vkSj Nr ij ;s niZ.k ds :i esa dke djuk 'kq: 
djrs gSa] tks fnu ds nkSjku ,d izk—frd izdk'k cYc cu tkrk gSA gkykafd] ;s cYc fnu ds 
nkSjku gh dke dj ldrs gSaA  
 

lksyjlksyjlksyjlksyj lsylsylsylsy lslslsls ySaiySaiySaiySai cukukcukukcukukcukuk    Making lamps with solar cells 
 

bl ifj;kstuk esa efgykvksa dks ljy lkSj&lapkfyr jks'kuh cukus ds fy, vko';d Hkkxksa dh 
is'kd'k djrh gS vkSj mUgsa fl[kk;k tkrk gS fd mUgsa dSls bdV~Bk fd;k tk,A efgyk,a mUgsa gkFk 
ls bdV~Bk djrh gSa] lÆdV esa rkacs ds fLVªIl cukus dk rjhdk lh[krh gSaA bl rjg os ;g Hkh 
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lh[krs gSa fd LFkkuh; Hkkxksa vkSj LFkkuh; dkS'ky ds lkFk lkSj jks'kuh dh ejEer dSls djsaA yksx 
ySai cspus ls iSlk cukus 'kq: djus ds ckn blds iqtkZs ds ds fy, Hkqxrku dj ldrs gSaA  
 

ykHkykHkykHkykHk  
• egaxh] iznw"k.kdkjh fctyh ds vk/kkj ij] xzkeh.kksa ds ikl yxHkx eq¶r] LoPN ÅtkZ dk lzksr 

gSA  
• lkSj ySai cukus vkSj ejEer djus esa izf'kf{kr yksxksa ds ikl vk; dk ,d vkSj lzksr gSA  
• IykfLVd dh cksryksa dks fjlkbdy fd;k tkrk gSA 
• csgrj izdk'k O;oLFkk ds dkj.k vijk/k nj esa fxjkoV ns[kh xbZ gSA  
 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

Ikzk;ksfxd xfrfof/k;ksa dks v/;kidksa }kjk lqxe cuk;k tk,xk vkSj v/;kidksa }kjk Nk=ksa dks vko';d 
izfrfØ;k iznku dh tk,xhA  

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
lewg&vH;kl & gfjr vFkZO;oLFkk ds i.k/kkjdksa ij ppkZ 
    

vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
isu] dkxt 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- 4&5 Nk=ksa ds lewg cuk,aA 
2- izR;sd lewg dks gfjr vFkZO;oLFkk ds fdlh Hkh nks i.k/kkjdksa dk p;u djuk pkfg,A lewg ds 
vanj ppkZ djsa &  
¼d½ i.k/kkjd dh D;k Hkwfedk gS\ 
¼[k½ os gfjr vFkZO;oLFkk ds fy, egRoiw.kZ D;ksa gSa\ 
3- izR;sd lewg dks viuh ckrksa dks iwjh d{kk ds lkeus izLrqr djuk pkfg, ¼v/;kid dks ,sls lewg 
cukus pkfg, ftleas lHkh i.k/kkjdksa dks doj djrs gSa½A  
 

    

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2  

^lksyj cYc cukuk* ij lkSais x, dk;Z 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
dkMZcksMZ ckWDl] IykfLVd dh cksrysa] eqfær dkxt] dSaph vkSj Vsi 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- vius [kqn ds lkSj cYc cukus ds fy, rkfydk esa fn[kk, x, pj.kksa dk ikyu djsaA  
2- vius ekrk&firk vkSj Ldwy ds vf/kdkfj;ksa dks mudk mi;ksx 'kq: djus ds fy, euk,aA  
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viusviusviusvius ?kj?kj?kj?kj esaesaesaesa /kwi dh jks’kuh yk,aa/kwi dh jks’kuh yk,aa/kwi dh jks’kuh yk,aa/kwi dh jks’kuh yk,aa    
 

vius [kqn ds ^lkSj cYc* cukus ds fy, rkfydk 5-4 esa fp=ksa esa fn[kk, x, pj.kksa dk ikyu djsa 
  

rkfydk 5rkfydk 5rkfydk 5rkfydk 5----4 %4 %4 %4 %    lkSjlkSjlkSjlkSj cYccYccYccYc cukuscukuscukuscukus dsdsdsds fy,fy,fy,fy, dnednednedne 

 

;s fp= http://www.arvindguptatoys.com/toys/Sunlightyourhome.html ls fy, x, gSaA vki bu ckWVy 
cYcksa dks cukus ds fy, https://bit.ly/2r9l1vD ij ,d NksVk lk ohfM;ks Hkh ns[k ldrs gSaA  

    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa    
 

dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
iz'uiz'uiz'uiz'u dsdsdsds uhpsuhpsuhpsuhps fn,fn,fn,fn, x,x,x,x, lHkhlHkhlHkhlHkh fodYiksafodYiksafodYiksafodYiksa dksdksdksdks /;ku/;ku/;ku/;ku lslslsls i<+sai<+sai<+sai<+sa vkSjvkSjvkSjvkSj lghlghlghlgh fodYifodYifodYifodYi pqusaApqusaApqusaApqusaA  
1- fuEufyf[kr esa ls dkSu lk i.k/kkjd gfjr vFkZO;oLFkk ds fy, uhfr;ka cukrk gS\ 
¼d½ xSj&ljdkjh laxBu 
¼[k½ oSKkfud leqnk; 
¼x½ ljdkj 
¼?k½ futh {ks= 
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- fdlh Hkh ikap i.k/kkjdksa dh lwph cuk,aA o.kZu djsa fd os gfjr vFkZO;oLFkk ds fy, egRoiw.kZ 
D;ksa gSaA  
    

 

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
• gfjr vFkZO;oLFkk ds egRoiw.kZ i.k/kkjdksa dh igpku djukA 
• buesa ls izR;sd i.k/kkjd dh Hkwfedk dh O;k[;k djsaA 
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Lk= 4 %Lk= 4 %Lk= 4 %Lk= 4 %    ljdkjh vkSj futh ,tsafl;kaljdkjh vkSj futh ,tsafl;kaljdkjh vkSj futh ,tsafl;kaljdkjh vkSj futh ,tsafl;ka     
 

tSlk fd geus fiNys ikBksa esa lh[kk gS] gfjr vFkZO;oLFkk dh lQyrk ds fy, yksxksa ds dbZ 
lewg ¼i.k/kkjd½ ftEesnkj gSaA lcls egRoiw.kZ lewgksa esa ls nks ljdkjh vkSj futh ,tsafl;ka gSaA  
 

vkb, gfjr vFkZO;oLFkk ¼fuekZ.k] i;ZVu] m|ksx] ifjogu] uohdj.kh; ÅtkZ] vif'k"V izca/ku] —f"k] ty] 
taxy] eRL; ikyu] vkfn½ ds fofHkUUk {ks=ksa esa ljdkjh vkSj futh ,tsafl;ksa dh Hkwfedk ds ckjs esa 
tkusaA  
 

    

ljdkjljdkjljdkjljdkj    
ljdkjsa ¼fp= 5-3½ vkSj LFkkuh; izkf/kdj.k vU; ns'kksa ds lkFk lrr fodkl dkuwu] uhfr;ksa] 
dk;Zuhfr;ksa] ekudksa] dk;ZØeksa vkSj leÖkkSrksa dks cukrs vkSj ykxw djrs gSaA  

 

fp= 5-3 % ljdkj 
 

Hkkjr ljdkj ds yxHkx lHkh ea=ky; LFkk;h fodkl ds fy, fu.kZ; ysus esa 'kkfey gSaA buesa 
izeq[k Hkkxhnkjh i;kZoj.k] ou vkSj tyok;q ifjorZu] —f"k] ty lalk/ku] foŸk] m|ksx] xzkeh.k fodkl] 
okf.kT; vkSj vikjaifjd ÅtkZ lzksr ea=ky;ksa dh gSA  
 

ljdkjljdkjljdkjljdkj dhdhdhdh HkwfedkHkwfedkHkwfedkHkwfedk 
• ljdkj uhfr;ka cukrh gS vkSj ;kstukvksa vkSj uhfr;ksa dks dk;kZfUor djus ds fy, fuf/k iznku 

djrh gSA  
• ;g i;kZoj.k dh lqj{kk vkSj dkuwu rksM+us okyksa ds f[kykQ dkjZokbZ djus ds fy, fo/kku 

¼dkuwu½ tSls ^i;kZoj.k ¼laj{k.k½ vf/kfu;e] 1986* cukrk gSA  
• ;g gfjr vFkZO;oLFkk ifj;kstukvksa ij dk;Z djus ds fy, xzhu bafM;k fe'ku vkSj jk"Vªh; lkSj 

fe'ku tSls fe'ku LFkkfir djrk gSA  
• ;g oSKkfudksa ds lkFk dke djrk gS vkSj i;kZoj.k dh lqjf{kr izFkkvksa ¼iznw"k.k fu;a=.k] 

jklk;fud eqä [ksrh½ ij turk dks f'kf{kr djrk gSA  
 

futhfuthfuthfuth ,tsafl;ka,tsafl;ka,tsafl;ka,tsafl;ka 
 

vdsys ljdkj gekjs tSls cM+s vkSj fofo/k ns'k esa gfjr vFkZO;oLFkk dks lQy ugha cuk ldrhA 
futh ,tsafl;ksa ¼fp= 5-4½] xSj&ljdkjh ,tsafl;ksa] lkekftd dk;ZdrkZvksa] futh daifu;ksa vkSj O;fäxr 
ukxfjdksa dks gfjr vFkZO;oLFkk dks c<+kok nsus dh lQyrk ds fy, ljdkj ds lkFk feydj dke 
djus dh vko';drk gSA  
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fp= 5-4 % futh ,tsafl;ka 
 
futhfuthfuthfuth ,tsafl;ksa,tsafl;ksa,tsafl;ksa,tsafl;ksa dhdhdhdh HkwfedkHkwfedkHkwfedkHkwfedk    
 
• futh ,tsafl;ksa dh Hkwfedk esa ljdkj }kjk cuk, x, dkuwuksa vkSj uhfr;ksa dk ikyu djuk 

'kkfey gSA  
• ;g lqfuf'Pkr djuk fd ljdkjh fe'kuksa esa Hkkx ysdj ljdkjh uhfr;ksa dk ikyu fd;k tk 

jgk gSA  
• dkuwu rksM+us okys yksxksa ;k lewgksa dh fjiksÉVx djuk 
• yksxksa dks f'kf{kr djuk vkSj gfjr vFkZO;oLFkk xfrfof/k;ksa ds ckjs esa tkx:drk iSnk djuk  
• ljdkj dks tkudkjh iznku djuk vkSj bls gfjr uhfr;ksa dks dk;kZfUor djus esa enn djukA  
 

Rkkfydk 5-5 dqN mnkgj.kksa ls irk pyrk gS fd futh ,tsafl;ksa vkSj lkekftd m|fe;ksa us ljdkj 
ds lkeus vkus okyh leL;kvksa dks gy djus ds fy, gfjr vFkZO;oLFkk ifj;kstukvksa ds fy, 
lek/kku iznku fd, gSa %  
 

    

RRRRkkkkkfydkkfydkkfydkkfydk    5555----5 %5 %5 %5 %    gfjr ifj;kstukvksagfjr ifj;kstukvksagfjr ifj;kstukvksagfjr ifj;kstukvksa dsdsdsds mnkgj.kmnkgj.kmnkgj.kmnkgj.k 
 

LoPNLoPNLoPNLoPN lgdkjhlgdkjhlgdkjhlgdkjh iq.ks 'kgj ds Bksl vif’k”V izca/ku iz.kkyh esa 
vukSipkfjd :i ls dpjk chuus okyksa dks ,dh—r djrk gSA 
ljdkj vkSj dpjk chuus okyksa ds leFkZu ls ;g ifj;kstuk 
lQy gks xbZ gSA 9000 ls vf/kd m|eh dpjk chuus okys yksx 
vc xfjek ds lkFk dke djrs gSa vkSj ,d fodsUæh—r 
vif'k"V izca/ku iz.kkyh iznku djrs gSaA os Bksl dpjs ds 
iqupZØ.k ds lkFk] ck;ksxSl iqutZuu ds ek/;e ls xhys dpjs dk dq'ky fuiVku lqfuf'Pkr djrs 
gSaA  
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MhbZbZih MhbZbZih MhbZbZih MhbZbZih ekWMuZekWMuZekWMuZekWMuZ pwYgkpwYgkpwYgkpwYgk lkslkbVhlkslkbVhlkslkbVhlkslkbVh vkWQvkWQvkWQvkWQ MsoyiesaVMsoyiesaVMsoyiesaVMsoyiesaV ,aM,aM,aM,aM ,uok;juesaV,uok;juesaV,uok;juesaV,uok;juesaV 
izksVsD'ku ¼MhbZbZih½ izksVsD'ku ¼MhbZbZih½ izksVsD'ku ¼MhbZbZih½ izksVsD'ku ¼MhbZbZih½ us ^vk/kqfud MhbZbZih pwYgk* fodflr fd;k gS 
tks ydM+h dh [kir dks 50 izfr’kr de djus ds fy, ck;ksekl 
dk mi;ksx djrk gSA ;g pwYgk i;kZoj.k vkSj LokLF; 
leL;kvksa dks de djrs gq,] /kqvka dks 80 izfr’kr rd de dj 
nsrk gSA ifj;kstuk esa jktfeL=h vkSj osYMj dks izf'kf{kr fd;k 
tkrk gS] ftlls pwYgk rS;kj fd;k tk lds] ftlls jkstxkj vkSj 
m|ferk ds volj c<+saxsA igy 1995 esa fgekpy izns'k esa lksyu ftys ds 35]000 ifjokjksa esa 'kq: 
dh xbZ FkhA 

,uckW;ysV,uckW;ysV,uckW;ysV,uckW;ysV xzhuxzhuxzhuxzhu lkWY;w'kulkWY;w'kulkWY;w'kulkWY;w'ku QkmaMs'kuQkmaMs'kuQkmaMs'kuQkmaMs'ku ¼th,l,Q½¼th,l,Q½¼th,l,Q½¼th,l,Q½ us xkaoksa vkSj ‘kgjksa esa efyu 
cfLr;ksa esa LoPNrk O;oLFkk ds fy, ,d tSo&'kkSpky; lek/kku cuk;k gS 
ftlesa lhost iz.kkyh dk vHkko FkkA iz;ksDrk ;k nkrk bu tSo 'kkSpky;ksa 
ds fy, fuf/k nsrs gSa tcfd th,l,Q jkstxkj vkSj m|ferk ds volj 
iSnk djus okyh LFkkuh; vkcknh dks 'kkfey djrs gq, 'kkSpky; ds mi;ksx 
vkSj lsok ij izf'k{k.k iznku djrk gSA  
tSo&MkbtsLVj VSad bl i;kZoj.k&vuqdwy 'kkSpky; ds fy, vk/kkj cukrk 
gSA ,jksfcd cSDVhfj;k dk mi;ksx djrs gq,] ;g VSad ekuo vif'k"V dks 
i;kZoj.k ekud laxr ikuh esa ifjoÆrr djrk gS] ftldk mi;ksx ¶yÇ'kx] ;k ÇlpkbZ ds fy, Hkh 
fd;k tkrk gSA  
 

gfjr ykHk 
• de ¶yÇ'kx ds dkj.k ty laj{k.k 
• dq'ky lhost iz.kkyh 
• feV~Vh vkSj ikuh ds lanw"k.k esa deh 
• LoPNrk laca/kh LoPNrk ds dkj.k chekfj;ksa esa deh 
• izfr 1000 'kkSpky;ksa dks cukus esa 130 xzhu tkWCl 
    

 
 

Ikzk;ksfxdIkzk;ksfxdIkzk;ksfxdIkzk;ksfxd vH;klvH;klvH;klvH;kl    
 

Ikzk;ksfxd xfrfof/k;ksa dks v/;kidksa }kjk lqxe cuk;k tk,xk vkSj v/;kidksa }kjk Nk=ksa dks vko';d 
izfrfØ;k iznku dh tk,xhA  
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 1111    
 

lewg vH;kl & ljdkjh vkSj futh ,tsafl;ksa dh Hkwfedk ij ppkZ  
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vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
isu] dkxt 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- 4&5 Nk=ksa dk lewg cuk,aA 
2- izR;sd lewg dks bl ikB esa mnkgj.kksa dh rjg gfjr vFkZO;oLFkk ifj;kstukvksa ds fy, lqÖkko 
nsuk pkfg,] rkfd i;kZoj.kh; leL;kvksa dk lek/kku fd;k tk lds vkSj jkstxkj dk l`tu fd;k 
tk ldsA os fopkjksa dks izkIr djus ds fy, fdrkcsa] lekpkj i= ;k baVjusV ij i<+ ldrs gSaA mUgsa 
ifj;kstuk ds egRo ij ppkZ djus dh vko';drk gS vkSj ;g dSls ,d gfjr vFkZO;oLFkk dh 
enn dj ldrk gSA  
3- izR;sd lewg dks viuh ckrksa dks iwjh d{kk ds lkeus izLrqr djuk gksxkA 
 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k 2222 
gfjr {ks= ij iksLVj rS;kj djuk 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh  
isu] isafly] jax] pkVZ&isij 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
1- fiNyh xfrfof/k esa cuk, x, lewgksa dk mi;ksx djsaA fdlh Hkh ekStwnk ;k lqÖkk, x, gfjr 
vFkZO;oLFkk ifj;kstuk ¼/kqvka jfgr pwYgk ;k bysfDVªd okgu] ;k tSfod QkeZ vkfn½ dks n'kkZus okyk 
,d iksLVj cuk,aA ;s izkstsDV vkids }kjk lh[kh xbZ fdlh Hkh gfjr vFkZO;oLFkk {ks= ls gks ldrs 
gSaA;fn vkids ikl d{kk esa de le; gS rks bl xfrfof/k dks gkseodZ ds :i esa iwjk fd;k tk 
ldrk gSA  
    

 

viuhviuhviuhviuh izxfrizxfrizxfrizxfr tkapsatkapsatkapsatkapsa 
dddd----    cgq fodYicgq fodYicgq fodYicgq fodYi iz'uiz'uiz'uiz'u 
iz'uiz'uiz'uiz'u dsdsdsds uhpsuhpsuhpsuhps fn,fn,fn,fn, x,x,x,x, lHkhlHkhlHkhlHkh fodYiksafodYiksafodYiksafodYiksa dksdksdksdks /;ku/;ku/;ku/;ku lslslsls i<+sai<+sai<+sai<+sa vkSjvkSjvkSjvkSj lghlghlghlgh fodYifodYifodYifodYi pqusaApqusaApqusaApqusaA  
1- gfjr vFkZO;oLFkk esa ljdkj dh eq[; Hkwfedk D;k gS\ 
¼d½ uhfr;ka cukuk   ¼[k½ vkfo"dkj djuk                
¼x½ tkx:drk iSnk djuk  ¼?k½ ubZ rduhdksa dk mi;ksx djuk                
 

2- gfjr vFkZO;oLFkk esa futh ,tsafl;ksa dh eq[; Hkwfedk D;k gS\ 
¼d½ uhfr;ksa dks dk;kZfUor djus esa ljdkj dh enn djuk 
¼[k½ uhfr;ka cukuk 
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¼x½ dkuwu cukuk 
¼?k½ jk"Vªh; ctV cukuk 
 

3- ns'k esa gfjr vFkZO;oLFkk dh lQyrk ds fy, dkSu ftEesnkj gS\  
¼d½ ljdkj 
¼[k½ lkekftd dk;ZdrkZ 
¼x½ O;fäxr ukxfjd 
¼?k½ mijksä lHkh 
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh iz'uiz'uiz'uiz'u 
1- mnkgj.kksa ds lkFk ,d gfjr vFkZO;oLFkk esa ljdkjh vkSj futh ,tsafl;ksa dh Hkwfedk dks 

leÖkkb,A    
  
vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\ 
    

bl l= bl l= bl l= bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• gfjr vFkZO;oLFkk esa ljdkjh vkSj futh ,tsafl;ksa dh Hkwfedk ds chp varjA  
    

 



mÙkj dqathmÙkj dqathmÙkj dqathmÙkj dqath    
    
bdkbZ 1 % lapkj dkS’kybdkbZ 1 % lapkj dkS’kybdkbZ 1 % lapkj dkS’kybdkbZ 1 % lapkj dkS’ky         

Lk= 1 % lapkj dk ifjp; 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼?k½  2- ¼d½  3- ¼[k½ 
 

[k[k[k[k----    fuEufyf[krfuEufyf[krfuEufyf[krfuEufyf[kr dkdkdkdk feykufeykufeykufeyku djsadjsadjsadjsa    
1- x  2- ?k  3- d  4- [k 
 

Lk= 2 % ekSf[kd lapkj  

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼x½  2- ¼[k½  3- ¼?k½ 
 

Lk= 3 % xSj ekSf[kd lapkj  

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼[k½  2- ¼x½  3- ¼d½  4- ¼?k½ 
 

[k[k[k[k----    fØ;kvksafØ;kvksafØ;kvksafØ;kvksa dsdsdsds lkeuslkeuslkeuslkeus ,d,d,d,d X    fpºufpºufpºufpºu yxk,ayxk,ayxk,ayxk,a 
• vkSipkfjd lapkj ds nkSjku galuk  X 
• flj [kqtykuk X 
• nksLr ls ckr djrs le; eqLdqjkuk  
• tc vki fdlh ckr ls lger gksrs gSa rks flj fgykrs gSa  
• lh/ks [kM+s gksuk  
• lqurs le; tEgkbZ ysuk X 
• lh/ks cSBuk  
• cksyrs le; vka[kksa ls laidZ cuk, j[kuk 
• uk[kwu dkVuk X 
• dkQh etcwrh ls gkFk feykuk 
• tcM+s dluk X 
• tc dksbZ vkils cksy jgk gks rks nwj ns[kuk X 
• yxkrkj ?kwjuk X 
 

Lk= 4 % Pronunciation Basics  

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
    

1- ¼?k½  2- ¼?k½   
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Lk= 5 % lapkj dh ‘kSfy;ka & eq[kjrk 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼[k½  2- ¼?k½  3- ¼?k½ 
 
Session 6: Saying No – Refusal Skills 
 

A. Multiple choice questions 
1. (c) 2. (c) 
 

B. Match the requests with the correct responses 
1. B 2. C 3. A 4. D. 
 
 

Session 7: Writing Skills – Parts of Speech 
 

A. Multiple choice questions 
1. (b) 2. (d) 3. (c) 
 

C. Fill in the blanks 
1. The boy is running. 
2. The girls are skipping. 
3. The girl is riding. 
4. Raju is drinking. 
5. The boy is reading. 
6. The dog is barking. 
 
Session 8: Writing Skills – Sentences 
 

A. Multiple choice questions 
1. (a) 2. (b) 3. (d) 4. (b) 
 

Lk= 9 % vfHkoknu vkSj ifjp;  

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼[k½  2- ¼?k½  3- ¼?k½  4- ¼?k½ 
 

Lk= 10 % vius ckjs esa crkuk   

dddd----    fjäfjäfjäfjä LFkkuLFkkuLFkkuLFkku HkjsaHkjsaHkjsaHkjsa 
1- ;kLehu 
2- glu 
3- lkr lky  
4- csaxyq# esa 
5- QqVckWy vkSj rSjkdh 
 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼x½   
 

Lk= 11 % iz’u iwNuk  

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
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1- ¼x½  2- ¼x½  3- ¼[k½  4- ¼x½ 
 

Lk= 12 % ifjokj ds ckjs esa ckr djuk 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼?k½  2- ¼[k½  3- ¼?k½  4- ¼[k½ 
 

Lk= 13 % vknrksa vkSj fnup;kZ dk o.kZu djuk 

dddd----    lghlghlghlgh fodYifodYifodYifodYi dkdkdkdk mi;ksxmi;ksxmi;ksxmi;ksx djdsdjdsdjdsdjds fjäfjäfjäfjä LFkkuLFkkuLFkkuLFkku HkjsaHkjsaHkjsaHkjsa 
1- ¼d½ ges’kk ¼[k½ dHkh ugha ¼x½ dHkh&dHkh 
¼[k½ vke rkSj ij ¼³½ 'kk;n gh dHkh 
2- ¼d½ x ¼[k½ x ¼x½ x ¼?k½ t ¼³½ t 
 
[k[k[k[k----    lghlghlghlgh ØeØeØeØe esaesaesaesa O;ofLFkrO;ofLFkrO;ofLFkrO;ofLFkr djsadjsadjsadjsa 
ges'kk( vDlj( vke rkSj ij( dHkh dHkh( 'kk;n gh dHkh ¼;k 'kk;n gh dHkh½( dHkh ugha 
 

Lk= 14 % fn’kk ds ckjs esa iwNuk 

dddd----    fjäfjäfjäfjä LFkkuLFkkuLFkkuLFkku HkjsaHkjsaHkjsaHkjsa 
1- ikj 
2- esa 
3- ls 
4- dk 
 

[k[k[k[k----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼x½ 
 

bdkbZ 2 % Lo izca/ku dkS’kybdkbZ 2 % Lo izca/ku dkS’kybdkbZ 2 % Lo izca/ku dkS’kybdkbZ 2 % Lo izca/ku dkS’ky             

Lk= 2 % rS;kj gksuk 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼d½   2- ¼x½   3- ¼?k½ 
 

Lk= 3 % O;fDrxr LoPNrk    

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'iz'iz'iz'uuuu    
1- ¼x½   2- ¼d½  3 ¼[k½ 
 

Lk= 5 % usVofdZax dkS’ky 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
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1- ¼[k½   2- ¼x½ 
 

Lk= 6 % Lo&izsj.kk 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼x½   2- ¼?k½   3- ¼[k½ 
 

Lk= 8 % le; dk izca/ku 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼[k½   2- ¼x½ 
 

bdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’kbdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’kbdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’kbdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’kyyyy                 

Lk= 1 % vkbZlhVh dk ifjp;  

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- lgh   2- ¼?k½   3- ¼[k½ 
 

Lk= 2 % fyczs vkWfQl jkbVj dk csfld baVjQsl   

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼[k½    2- ¼x½    3- ¼x½    4- ¼[k½ 
 

Lk= 3 % MkWD;wesaV dks lso djuk] Dykst+ djuk] vksiu djuk vkSj fizaV djuk    

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼d½   2- ¼[k½   3- ¼x½ 
 

Lk= 4 % oMZ MkWD;wesaV esa VsDLV QkWesZfVax  

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼x½   2- ¼[k½   3- ¼?k½ 
 

Lk= 5 % Lisfyax ,aM xzkej psd djuk   

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼d½    2- ¼x½    3- ¼?k½ 
 
 

Lk= 6 % fyLV] Vscy] fiDpj vkSj ‘ksIl balVZ djuk   

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼x½    2- ¼[k½    3- ¼x½ 
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Lk= 7 % gsMj] QqVj vkSj ist uacj   

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼[k½    2- ¼?k½   3- ¼x½ 
 

Lk= 8 % fyczs vkWfQl jkbVj esa ifjorZuksa dks VªSd djuk 

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼d½     2- ¼[k½     3- ¼x½ 
 

bdkbbdkbbdkbbdkbZ 4 % m|e’khyrk dkS’kyZ 4 % m|e’khyrk dkS’kyZ 4 % m|e’khyrk dkS’kyZ 4 % m|e’khyrk dkS’ky                     

Lk= 1 % m|e’khyrk dk ifjp;  

dddd---- crk,acrk,acrk,acrk,a fdfdfdfd fuEufyf[krfuEufyf[krfuEufyf[krfuEufyf[kr dFkudFkudFkudFku lghlghlghlgh gSagSagSagSa ;k;k;k;k xyrxyrxyrxyr 
¼d½ lgh ¼[k½ lgh ¼x½ lgh ¼?k½ lgh 
 

Lk= 3 % ,d m|eh dk n`f”Vdks.k    

dddd---- crk,acrk,acrk,acrk,a fdfdfdfd fuEufyf[krfuEufyf[krfuEufyf[krfuEufyf[kr dFkudFkudFkudFku lghlghlghlgh gSagSagSagSa ;k;k;k;k xyrxyrxyrxyr 
1- lgh   2- lgh   3- xyr  4- lgh 
 

bdkbZ 5 % gfbdkbZ 5 % gfbdkbZ 5 % gfbdkbZ 5 % gfjr dkS’kyjr dkS’kyjr dkS’kyjr dkS’ky                 

Lk= 1 % gfjr vFkZO;oLFkk ds {ks=   

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼d½    2- ¼[k½ 
 

Lk= 2 % gfjr vFkZO;oFkk ds fy, uhfr;ka   

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼?k½ 
[k[k[k[k----    dkWye d vkSj [k dk feyku djsadkWye d vkSj [k dk feyku djsadkWye d vkSj [k dk feyku djsadkWye d vkSj [k dk feyku djsa    
1- [k    2- x   3- ?k    4- d 
 

Lk= 3 % gfjr vFkZO;oFkk ds fy, i.k/kkjd  

dddd----    cgqcgqcgqcgq    fodYifodYifodYifodYi iz'uiz'uiz'uiz'u    
1- ¼x½ 
 

Lk= 4 % ljdkjh vkSj futh ,tsafl;ka  

1- ¼?k½    2 ¼d½    3 ¼?k½ 
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{kerk{kerk{kerk{kerk Ability    %%%% ,d fo'ks"k dkS'ky ;k izfrHkk tks ,d O;fDr ds ikl gSA 

LohdkjLohdkjLohdkjLohdkj djsadjsadjsadjsa    Accept    %%%% ifjorZuksa dks LFkk;h cukus ds fy, 

vkØkedvkØkedvkØkedvkØked    Aggressive    %%%% cgqr izfrLi/khZ ;k geyk djus okyk 

,ykbu ,ykbu ,ykbu ,ykbu Align    %%%% ist ekÆtu ds lkFk VsDLV ;k iSjkxzkQ dh O;oLFkk djsa 
ges'kkges'kkges'kkges'kk    Always    %%%% gj le;] ges'kk ds fy, 

ljkgukljkgukljkgukljkguk ddddjuk juk juk juk Appreciate    %%%% ewY;] iz'kalk] ds fy, vkHkkjh jguk 

eq[kjeq[kjeq[kjeq[kj    Assertive    %%%% izR;{k vkSj n`<+ gksuk ysfdu vU; yksxksa ds vf/kdkjksa dk lEeku djuk 

n`f"Vdks.kn`f"Vdks.kn`f"Vdks.kn`f"Vdks.k    Attitude    %%%% bldk vFkZ ,d fuf'Pkr fopkj] oLrq] O;fä ;k fLFkfr ds izfr ,d fuf'Pkr 
rjhds ls izfrfØ;k djus dh izo`fŸk gS  

vkWVks&djsDV vkWVks&djsDV vkWVks&djsDV vkWVks&djsDV Auto-correct    %%%% oMZ izkslsflax lkW¶+Vos;j dh ,d fo'ks"krk tks Lisfyax dks ,d izdkj 
ls lq/kkjrh gS  

lgk;dlgk;dlgk;dlgk;d fØ;k fØ;k fØ;k fØ;k Auxiliary verbs :  vfrfjDr tkudkjh] tSls le; vkSj euksn'kk dks O;Dr djus ds fy, ,d 

eq[; fØ;k ds lkFk mi;ksxA ^gksuk] djuk vkSj j[kuk* dh rhu eq[; lgk;d fØ;k,a gSaA  

C;wVhf'k;u C;wVhf'k;u C;wVhf'k;u C;wVhf'k;u Beautician    %%%% ,d ,slk O;fDr ftldk dke yksxksa dks C;wVh VªhVesaV nsuk gSA 

tSotSotSotSo fofo/krkfofo/krkfofo/krkfofo/krk    Biodiversity    %%%% fofHkUUk izdkj ds ikS/kksa vkSj tkuojksa dh fofo/krk 

ckscksckscksYMYMYMYM    Bold    %%%% VsDLV ckdh dh rqyuk esa xgjk fn[kkbZ nsrk gS 

/kedkuk /kedkuk /kedkuk /kedkuk Bullying    %%%% fdlh dks dqN djus ds fy, mdlkuk ;k etcwj djuk tks os ugha djuk 
pkgrs gSa  

O;kolkf;dO;kolkf;dO;kolkf;dO;kolkf;d fopkjfopkjfopkjfopkj    Business idea    %%%% ,d O;kolkf;d fopkj ,d ,slk lek/kku gS tks ,d m|eh 
xzkgd dh lsok djus ds fy, lksprk gSA  

O;kikjO;kikjO;kikjO;kikj ;kstuk;kstuk;kstuk;kstuk    Business plan    %%%% ,d O;kikj ;kstuk ,d foLr`r ;kstuk gS tks ,d m|eh O;kikj 
ds ek/;e ls izkIr djuk pkgrk gS vkSj bls dSls izkIr fd;k tk,xkA  

pwYpwYpwYpwYgkgkgkgk    Chulha    %%%% LFkkuh; :i ls cus vksou ds fy, Çgnh 'kCn, vke rkSj ij bZaVksa ;k feV~Vh ls 
cuk gksrk gSA  

lqlaxr lqlaxr lqlaxr lqlaxr Coherent    : leÖk cukuk] eq[; fo"k; ls lacaf/krA 

izfrc)rkizfrc)rkizfrc)rkizfrc)rk    Commitment    %%%% leiZ.k] fdlh pht ds izfr xgjk >qdko 

lapkj lapkj lapkj lapkj Communication    %%%% ,d lkekU; leÖk rd igqapus ds fy, nks ;k nks ls vf/kd yksxksa ds chp tkudkjh 
lkÖkk djukA 
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laf{kIr laf{kIr laf{kIr laf{kIr Concise : ljy 'kCnksa dk mi;ksx djuk vkSj dsoy ogh dguk] ftldh vko';drk gS] vfrfjDr 

ughaA  

BkslBkslBkslBksl Concrete : lVhd 'kCnksa vkSj rF;ksa dk mi;ksx djukA 

vkRefo'oklvkRefo'oklvkRefo'oklvkRefo'okl    Confidence    %%%% vkRefo'okl dk vFkZ gS vius vki esa fo'okl djuk vkSj O;kikj 
pykus ds fy, ,d ds n`f"Vdks.kA  

fu;a=.kfu;a=.kfu;a=.kfu;a=.k    Control    %%%% ftEesnkj gksuk vkSj VªSd j[kuk 

lkglh lkglh lkglh lkglh Courteous: lEeku] fouez] vuqdwy fn[kukA  

jpukRedrkjpukRedrkjpukRedrkjpukRedrk    Creativity    %%%% bldk vFkZ gS fd O;fä mu fopkjksa ds lkFk vk ldrk gS tks nwljksa us 
igys ugha lkspk FkkA  

xgu lksp xgu lksp xgu lksp xgu lksp Critical Thinking    %%%% bldk vFkZ gS fdlh fLFkfr ;k leL;k dks leÖkus ds fy, Lo;a 
ls iz'u iwNsa ¼D;ksa] D;k] dc] dSls½ vkSj mu dkj.kksa ij 'kks/k djsa tks fLFkfr ;k leL;k dk dkj.k 
cusA  

xzkgdxzkgdxzkgdxzkgd losZ{k.klosZ{k.klosZ{k.klosZ{k.k    Customer survey    %%%% ,d ,slk vH;kl gS tks m|eh ;g leÖkus ds fy, djrs gSa 
fd D;k muds fy, dksbZ cktkj gS tks mUgsa is’k djrk gS  

le;le;le;le; lheklheklheklhek    Deadline    %%%% ,d rkjh[k ftl rd dqN iwjk fd;k tkuk pkfg, 

ikfjfLFkfrdhikfjfLFkfrdhikfjfLFkfrdhikfjfLFkfrdh    Ecology    %%%% lHkh thoksa ds chp i;kZoj.k esa varj&lacaf/kr iz.kkyh  

Ik;kZoj.k Ik;ZVu Ik;kZoj.k Ik;ZVu Ik;kZoj.k Ik;ZVu Ik;kZoj.k Ik;ZVu Ecotourism    %%%% i;ZVu tks i;kZoj.k ds fy, lqjf{kr gS 

izksRlkfgrizksRlkfgrizksRlkfgrizksRlkfgr djdjdjdjuk uk uk uk Encourage    %%%% leFkZu ;k vkRefo'okl nsa 

foLe;kfncks/kdfoLe;kfncks/kdfoLe;kfncks/kdfoLe;kfncks/kd    Exclamation: vpkud jksuk ;k fVIi.kh vk'Pk;Z] Hkkouk ;k nnZ O;Dr djuk 

QqVj QqVj QqVj QqVj Footer    %%%% MkWD;wesaV dk ,d Hkkx tks ist ds fupys Hkkx esa fn[kkbZ nsrk gSA  

vDljvDljvDljvDlj    Frequently    %%%% fu;fer :i ls ,d vkSj 'kCnA 

gfjr gfjr gfjr gfjr mRiknmRiknmRiknmRikn    Green Products    %%%% ,sls mRikn ;k oLrq,a tks i;kZoj.k dks uqdlku ugha igqapkrh gSa 

fn'kkfunsZ'kfn'kkfunsZ'kfn'kkfunsZ'kfn'kkfunsZ'k Guidelines    %%%% ,d lkekU; fu;e] fl)kar ;k lykgA 

gsMj gsMj gsMj gsMj Header    %%%% MkWD;wesaV dk ,d Hkkx tks ist ds 'kh"kZ ekÆtu esa fn[kkbZ nsrk gS  

ekuorkekuorkekuorkekuork    Humanity    %%%% vPNs balku gksus dk xq.k 

dk;kZfUordk;kZfUordk;kZfUordk;kZfUor    djuk djuk djuk djuk Implement    %%%% ,d dk;Z;kstuk pykuk 

NkiNkiNkiNki NksM+ukNksM+ukNksM+ukNksM+uk Impression    %%%% ,d fopkj] ,d Hkkouk ;k fdlh pht ;k fdlh O;fDr ds ckjs esa ,d jk;A 

Lora=rkLora=rkLora=rkLora=rk    Independence    %%%% bldk vFkZ gS vdsys dke djus dh {kerk vkSj fdlh ds vius fu.kZ; 
ysus dk vkRefo'oklA  
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Lons'khLons'khLons'khLons'kh yksxyksxyksxyksx Indigenous people    %%%% ewy fuoklh ;k fuoklh tks dbZ o"kks± ls ,d {ks= esa jg jgs 
gSaA  

uokpkjuokpkjuokpkjuokpkj    Innovation    %%%% u, fopkjksa ds ckjs esa lkspuk vkSj mUgsa okLrfod thou esa dke djus ds 
rjhdksa ds lkFk vkuk 

ySaMekdZ ySaMekdZ ySaMekdZ ySaMekdZ %%%% os LFkku tks fdlh iqy] Vkoj] jsyos LVs'ku vkfn ds ckjs esa vPNh rjg ls Kkr ;k 
vklku gSa A  

fo/kkufo/kkufo/kkufo/kku    Legislations    %%%% ,d dkuwu ;k ljdkj }kjk cuk, x, dkuwuksa dk lsV  

lwphlwphlwphlwph    List    %%%% ,d ds ckn ,d fy[ks x, ,d gh izdkj ds dbZ vkbVe ;k uke  

esuwesuwesuwesuw ckjckjckjckj    Menu bar    %%%% VkbVy ckj ds Bhd uhps MkWD;wesaV ds 'kh"kZ ij ekStwn gS vkSj blesa dbZ 
esuw vkbVe gSaA  

eksMyeksMyeksMyeksMy oClZ oClZ oClZ oClZ Modal Verbs: ;s vU; lgk;d fØ;k,a gSa] tSls ^dj ldrs gSa] gks ldrk vkSj pkfg,*A 
la'kksf/krla'kksf/krla'kksf/krla'kksf/kr djdjdjdjukukukuk    Modify: fdlh pht+ esa vkaf'kd ;k ekewyh cnyko djukA 

dHkh&dHkhdHkh&dHkhdHkh&dHkhdHkh&dHkh    Occasionally    %%%% dHkh&dHkh( dHkh ,d ckj 

[kqys[kqys[kqys[kqys fopkjksafopkjksafopkjksafopkjksa okykokykokykokyk    Open-mindedness    %%%% bldk vFkZ gS ubZ phtksa dh dksf'k'k djus vkSj nwljksa dh 
izfrfØ;k ds fy, [kqyk gksuk  

O;ofLFkrO;ofLFkrO;ofLFkrO;ofLFkr djdjdjdjuk uk uk uk Organise    %%%% Øe esa O;ofLFkr djukA  

iSjkySaXostiSjkySaXostiSjkySaXostiSjkySaXost    : cksyh tkus okyh Hkk"kk ds vU; Hkkxksa ¼'kCnksa ds vykok½ Vksu] nj] t+ksj] vkfnA 

fuf"Ø;fuf"Ø;fuf"Ø;fuf"Ø;    Passive    %%%% dkjZokbZ ugha] nwljksa ls izHkkfor 

fuf"Ø;&vkØkedfuf"Ø;&vkØkedfuf"Ø;&vkØkedfuf"Ø;&vkØked    Passive-aggressive    %%%% izR;{k geyksa ls cpuk ysfdu Øks/k vkSj pksV ds vizR;{k 
y{k.k fn[kkuk  

n`<+rkn`<+rkn`<+rkn`<+rk    Perseverance    %%%% bldk vFkZ gS fd eqf'dy fLFkfr vkus ij gkj u ekusa vkSj pyrs jgsaA  

laca/kokpdlaca/kokpdlaca/kokpdlaca/kokpd fo'ks"k.kfo'ks"k.kfo'ks"k.kfo'ks"k.k    Possessive adjective    %%%% ,d fo'ks"k.k ftldk mi;ksx LokfeRo ;k laca/k 
fn[kkus ds fy, fd;k tkrk gSA ;g okD; esa ,d laKk ls igys vkrk gS vkSj gesa crkrk gS fd 
laKk fdlls lacaf/kr gS ;k ugha] lacaf/kr gSA  

eqæk eqæk eqæk eqæk Posture: [kM+s gksus] cSBus ;k dke djus ij 'kjhj dh fLFkfrA 

iwoZ fLFkfr % iwoZ fLFkfr % iwoZ fLFkfr % iwoZ fLFkfr % os 'kCn tks laKk] loZuke vkSj okD;ka'kksa dks ,d okD; esa nwljs 'kCnksa ls tksM+rs gSaA izLrko 
vke rkSj ij fdlh pht dh fLFkfr] ml le; dk o.kZu djrs gSa tc dqN gksrk gS vkSj ftl rjhds 
ls dqN fd;k tkrk gSA  

izLrqfrizLrqfrizLrqfrizLrqfr ;ksX;;ksX;;ksX;;ksX; Presentable    %%%% LoPN] LekVZ vkSj vPNh rjg ls rS;kj yksxksa esa ns[kk tk ldrk gSA 

izkFkfedrkizkFkfedrkizkFkfedrkizkFkfedrk    Prioritise    %%%% muds lkis{k egRo ds vuqlkj fuiVus ds fy, vkns'k dk fu/kkZj.k djsa  

uhfropuuhfropuuhfropuuhfropu    Proverb    %%%% ,d NksVh dgkor tks ,d lPpkbZ ;k lykg dk ,d VqdM+k crkrh gS 
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xq.kxq.kxq.kxq.k Qualities    %%%% fdlh O;fDr ;k fdlh O;fDr ds ikl ,d fof'k"V xq.k ;k fo'ks"krkA 

fjlsI'kfuLV fjlsI'kfuLV fjlsI'kfuLV fjlsI'kfuLV Receptionist    %%%% ,d O;fDr tks ,d gksVy esa esgekuksa dk Lokxr vkSj mudh enn djus ds fy, 

fu;ksftr gSA 

vLohdkjvLohdkjvLohdkjvLohdkj djsadjsadjsadjsa    Reject    %%%% ifjorZuksa dks gVkus vkSj ewy MkWD;wesaV ij okil ykSVukA 

cgkyhcgkyhcgkyhcgkyh    Restoration    %%%% ewy fLFkfr esa ejEer @ okil ykus ds fy, phtsa djsaA 

bukebukebukebuke    Reward    %%%% dqN gkfly djus ds fy, fn;k tkus okyk iqjLdkj 

LoPNrkLoPNrkLoPNrkLoPNrk    Sanitation    %%%% lQkbZ vkSj LoPNrk ds fy, lkoZtfud lsok,a 

dHkhdHkhdHkhdHkh dHkhdHkhdHkhdHkh    Seldom    %%%% 'kk;n gh dHkh 

ln`'k %ln`'k %ln`'k %ln`'k % fn[kus esa leku] o.kZ ;k ek=k esa] ysfdu leku ughaA  

lkekftdlkekftdlkekftdlkekftd vlekurk,avlekurk,avlekurk,avlekurk,a    Social inequalities    %%%% lekt esa yksxksa ds chp mudh tkfr] leqnk;] Çyx 
;k vk; ds vk/kkj ij varj  

i.ki.ki.ki.k/kkjd/kkjd/kkjd/kkjd    Stakeholder    %%%% dksbZ Hkh O;fä ;k lewg ftlds ikl ,d ^fgLlsnkjh* ;k ,d C;kt] ;k 
,d fo'ks"k dkjZokbZ esa Çprk gS  

LVwfM;ks %LVwfM;ks %LVwfM;ks %LVwfM;ks % ,d ,slh txg tgka fQYesa cukbZ ;k cukbZ tkrh gSaA 

dkykof/kdkykof/kdkykof/kdkykof/k    Timeframe    %%%% tc dqN gksrk gS ;k le; dh ,d fof'k"V vof/k }kjk txg ysus ds 
fy, ;kstuk cukbZ gS  

le;le;le;le;lhek lhek lhek lhek Timeline    %%%% egRoiw.kZ ?kVukvksa ds lkFk le; dh vof/k dk ,d xzkQ 

'kh"kZd %'kh"kZd %'kh"kZd %'kh"kZd % ,d uke tks fdlh dh fLFkfr ;k ukSdjh dk o.kZu djrk gSA 

ekuekuekueku    Values    %%%% xq.k vkSj fl)kar tks ,d O;fä dks ,d fuf'Pkr rjhds ls lksprs gSa vkSj dk;Z 
djrs gSaA   

oMZoMZoMZoMZ MkWD;wesaVMkWD;wesaVMkWD;wesaVMkWD;wesaV    Word Document    %%%% ,d bysDVªkWfud MkWD;wesaV tks daI;wVj dk mi;ksx djds fy[kk 
tkrk gSA 

oMZoMZoMZoMZ izkslsljizkslsljizkslsljizkslslj    Word Processor    %%%% ,d lkW¶Vos;j ,fIyds'ku ftldk mi;ksx MkWD;wesaV dks fy[kus ds 
fy, fd;k tkrk gSA  
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bdkbZ 1 bdkbZ 1 bdkbZ 1 bdkbZ 1     
 

Session 1: Introduction to Communication 

• https://bit.ly/2yrCswn 

• https://bit.ly/2GPRn8A 
 

Session 4: Pronunciation Basics 

• https://bit.ly/1HkctUu 
 

Session 5: Communication Styles-Assertiveness 

• https://www.getselfhelp.co.uk/communication.htm 
 

Session 6: Saying No 

• http://www.mindtools.com/pages/article/newCS_92.htm 

• https://bit.ly/2ItIx21 
 

Session 7: Writing Skills 1 – Parts Of Speech 

• http://www.thepunctuationguide.com/top-ten.html 

• https://bit.ly/2ImnVUS 
 

Session 8: Writing Skills-2 – Sentences 

• https://bit.ly/2EepS38 
 

Session 9: Greetings and Introductions 

• https://www.thoughtco.com/greeting-people-in-english-1212039 

• https://reallifeglobal.com/23-different-ways-greet-someone-english/ 
 

Session 10: Talking About Self 

• https://bit.ly/2H3UjML 
 

Session 12: Talking About Family 

• http://www.englishlearnsite.com/vocabulary/family-vocabulary-visual-

vocabulary-study/ 

• https://web2.uvcs.uvic.ca/elc/studyzone/330/grammar/poss.htm 
 

Session 14: Asking for Directions 

• http://www . englishlearnsite . com/tag/how - to - use - prepositions-in 

english/ 
    

bdkbZ 2 bdkbZ 2 bdkbZ 2 bdkbZ 2     
    

Session 1: Strength and Weakness Analysis 

• https://bit.ly/2pYLH2m 
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Session 2: Grooming 

• https://bit.ly/2H4FPMz 

Session 3: Personal Hygiene 

• https://bit.ly/2q04Hhc 

• https://bit.ly/2GsGWZp 

Session 4: Team Work 

• https://www.activekids.com/parenting-and-family/articles/5-tips-to-be-a-good-team-

player/health/teaching-your-child-be-team-player#joy 

Session 5: Networking Skills 

• https://www.entrepreneur.com/ 

• https://www.healthline.com article/245995 

Session 6: Self-motivation 

•  https://www.skillsyouneed.com/ps/self-motivation.html  

Session 7: Goal Setting 

• https://www.edutopia.org/blog/smart-goal-setting-with-students-maurice-elias 

Session 8: Time Management 

• https://www.topuniversities.com/blog/7-time-management-tips-students 

    

bdkbZ 3 bdkbZ 3 bdkbZ 3 bdkbZ 3     
    

• Session 1: Getting Started with Word 

• https://bit.ly/2FfQUYu 

• https://bit.ly/2CDrzbg 
 

Session 2: Viewing Basic User Interface of LibreOffice Writer 

• https://help.libreoffice.org/Writer/Welcome_to_the_Writer_ Help 

• https://help.libreoffice.org/Writer/Menus 

• https://help.libreoffice.org/Writer/Toolbars 

• https://help.libreoffice.org/Writer/Shortcut_Keys_for_Writer 
 

Session 3: Saving Closing Opening Printing Document 

• https://bit.ly/2CqqpmA 

• https://bit.ly/2HtnyIa 
 

Session 4: Formatting Text in a Word Document  

• https://bit.ly/2I1QCri 

Session 5: Checking Spelling and Grammar 

• https://bit.ly/2HCWryi 
 

Session 6: Inserting Lists and Tables 

• https://bit.ly/2Dqf5V0 

• https://bit.ly/2fH30Qa 
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Session 7: Inserting Headers, Footers and Page Number  

• https://bit.ly/2CIAQ0W 
 

Session 8: Tracking Changes in LibreOffice Writer document 

• https://help.libreoffice.org/Common/Track_Changes#Record_Changes 

 

bdkbZ bdkbZ bdkbZ bdkbZ 5555    
Session 2: Policies for a Green Economy 

• http://www.un.org/esa/agenda21/natlinfo/countr/india/eco. htm 

• http://www.envfor.nic.in/ 
 

Session 3: Stakeholders in Green Economy 

• https://sustainabledevelopment.un.org/mgos 

• h t t p s : / / m a s h a b l e . c o m / 2 0 1 6 / 1 0 / 2 0 / a - l i t e r - o f - 

light/#5r1eUGs7xaq4 

• http://www.arvindguptatoys.com/toys/Sunlightyourhome. html 

 

Session 4: Roles of Government and Private Agencies 

• https://swachcoop.com/ 

• https://bit.ly/2Ia6AyN 

• https://bit.ly/2Ib3M4z 

• https://bit.ly/2wu53Cr 
    

    



 



 


