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izdkf'kr vkSj ------ esa eqfnzrA 
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• 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 
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izLrkouk 
 
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] 1 ls 10 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;rkizkIr ;ksX;rk iz.kkyh gsrq 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 
lalk/ku fodkl ea=ky; dh ek/;fed vkSj mPprj ek/;fed f’k{kk ds O;kolk;hdj.k dh dsanzh; izk;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 
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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 esa Nk=ksa] v/;kidksa vkSj vfHkHkkodksa ds lq>koksa dk Lokxr 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 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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vkHkkj 
 

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  
 

ikB~;iqLrd ds fodkl gsrq leFkZu vkSj ekxZn’kZu ds fy, 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 ifj”kn dk /kU;okn izsf”kr gSA   
 

ifj”kn lqJh ljkst ;kno] izksQslj vkSj Mhu ¼'kS{kf.kd½ vkSj lqJh jatuk vjksM+k] izksQslj vkSj izeq[k] 
ikB~;p;kZ v/;;u foHkkx ¼Mhlh,l½] ,ulhbZvkjVh dh vkHkkjh gS ftUgksaus bl ikB~;iqLrd dks vafre :Ik 
nsus ds fy, leh{kk dk;Z’kkykvksa dk leUo; fd;kA    
 

leh{kk lfefr esa Ikh,l,llhvkbZohbZ] Hkksiky dss lnL;ksa & MkW- vfHkthr uk;d] izksQslj vkSj izeq[k] LokLF; 

vkSj iSjkesfMdy foHkkx( Jh nhid Mh ‘kq)yokj] ,lksfl,V izksQslj vkSj izeq[k] vfHk;kaf=dh vkSj izkS|ksfxdh 

foHkkx( Jh dqynhi flag] ,lksfl,V izksQslj] Ñf”k vkSj Ik’kq ikyu foHkkx( lqJh e`ǹqyk lDlsuk] izksQslj] x`g 

foKku vkSj vkfrF; izca/ku foHkkx( Jh ih- ohjS;k] 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 vkSj vuqla/kku foHkkx ds izfr muds ewY;oku ;ksxnku ds izfr vkHkkj O;Dr fd;k tkrk gSA 

ifj”kn Jh vkdk'k lsBh] eq[; dk;Zdkjh vf/kdkjh] DosLV ,yk;al( lqJh vfnfr dqekj] ifj;kstuk izca/ku] 
DosLV ,yk;al( Jh vfer flag] lykgdkj] jk"Vªh; m|ferk laLFkku vkSj y?kq O;olk; fodkl( Jh v‚fLVu 
Fk‚el] dk;Zdkjh mik/;{k] ok/kokuh QkmaMs'ku( Jh esfdu ekgs'ojh] eq[; dk;Zdkjh vf/kdkjh] m|e yfuaZx 
QkmaMs'ku( lqJh fuf/k lkguh] ikB~;p;kZ çca/kd] ok/kokuh QkmaMs'ku( lqJh fufdrk csaxkuh] ofj"B dk;ZØe 
çca/kd] DosLV ,yk;al( lqJh iwue flUgk] la;qDr funs'kd] m|ferk vkSj y?kq O;olk; fodkl laLFkku( Jh 
jksfgr eSlh] lykgdkj] m|ferk vkSj y?kq O;olk; fodkl laLFkku( lqJh f'kokuh xka/kh] dk;ZØe izca/kd] 
m|e yfuaZx QkmaMs'ku( lqJh lksuy ds tSu] lykgdkj] ok/kokuh QkmaMs'ku( Jh lquhy nfg;k] dk;Zdkjh 
mik/;{k] ok/kokuh QkmaMs'ku( vkSj Jh foØkar pansyk] ,lksfl,V funs'kd] ok/kokuh QkmaMs'ku }kjk bl 
ikB~;iqLrd ds fodkl esa ewY;oku buiqV vkSj fp= çnku djus ds fy, Hkh vkHkkj O;Dr djrh gSA  
 

ikB~;iqLrd esa mi;ksx fd, x, dqN fp=ksa dks iqu% çLrqr djus ds fy, fodkl dksxh] fotqvy 

,ukykbtj] vkSj fiadh frokjh] xzkfQd fMtkbuj] ih,l,llhvkbZohbZ] Hkksiky dh ljkguk dh tkrh gSA 

buds vykok vU; fp= fØ,fVo d‚eUl ykblsal ls fy, x, gSaA    
 

ikaMqfyfi dks vkd"kZd ikB~;iqLrd esa cnyus ds fy, izdk'ku izHkkx ¼ihMh½] ,ulhbZvkjVh dk Hkh vkHkkj 
O;Dr fd;k tkrk gSA ikaMqfyfi dh çfr ds laiknu ds fy,] 'osrk >k] laiknd ¼lafonkRed½ vkSj f'kYik 
eksgu] lgk;d laiknd ¼lafonkRed½ fo'ks"k /kU;okn izsf"kr fd;k tkrk gSA ysvkmV vkSj fMtkbu ds fy, 
iou dqekj cfj;kj] MhVhih v‚ijsVj ¼ihMh½] vkSj jktJh lSuh vkSj gfj n'kZu yks/kh] MhVhih v‚ijsVj 
¼lafonkRed½ dh ljkguk dh tkrh gSA  
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 D;k vki tkurs gSa\
lafo/kku ds 86osa la’kks/ku vf/kfu;e] 2002

ds vuqlkj vc 6 ls 14 o”kZ ds vk;q 

lewg esa lHkh cPpksa ds fy, eq¶r vkSj 

vfuok;Z f’k{kk lafo/kku ds vuqPNsn 21&, 

ds rgr ,d cqfu;knh vf/kdkj gSA 

 

 

f’k{kk u rks ,d fo’ks”k vf/kdkj gS vkSj 

u gh ,d vuqxzg gS cfYd ;g ,d 

ewyHkwr ekuo vf/kdkj gS ftldh ik=rk 

lHkh ckfydkvksa vkSj efgykvksa ls gSA 

ckfydkvksa dks ,d 

ekSdk nsaA



     
    

ifjp;ifjp;ifjp;ifjp;    

lapkj ,d nks&rjQ+k izfØ;k gS ftlds ek/;e ls Hkk"kk] izrhdksa] ladsrksa ;k 
O;ogkj dk mi;ksx djus okys O;fDr;ksa ds chp lwpuk ;k lans'k dk 
vknku&iznku gksrk gSA cksyuk] lquuk] i<+uk vkSj fy[kuk lapkj ds Hkkx gSa] 
ftlls ge nwljksa dks leÖkkus esa enn djrs gSaA ,d Hkk"kk lh[kus ds fy,] 
fdlh dks pkj izeq[k dkS'ky fodflr djus dh vko';drk gksrh gS] vFkkZr~ 
lquuk] cksyuk] i<+uk vkSj fy[kuk tSlk fd fp= 1-1 esa fn[kk;k x;k gSA  
 

 
         lquuk               cksyuk            i<+uk                  fy[kuk 

fp= 1-1  % izeq[k lapkj dkS'ky 

 
         ,d ls vf/kd Hkk"kk cksyus ls ,d O;fDr dks nqfu;k Hkj ds 
yksxksa ds lkFk vPNh rjg ls laokn djus esa enn fey ldrh gSA vaxzsth 
lh[kus ls mu yksxksa ds lkFk laokn djus esa enn fey ldrh gS tks 
vaxzsth leÖkrs gSa] blds vykok ml O;fDr dks og Hkk"kk vkrh gS ftls tUe 
ds ckn ls mlus lh[kk gSA izHkkoh <ax ls laokn djus dh {kerk vkt ds 
lwpuk ;qx esa ,d vko';d dkS'ky gSA yksxksa vkSj xzkgdksa ds lkFk izHkkoh 
<ax ls laokn djus ds fy, lapkj dkS'ky dh vko';drk gksrh gSA  
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       lapkj dkS'ky ij bl bdkbZ dk mÌs'; lapkj ds fofHkUUk igyqvksa ds 
egRo dks leÖkus vkSj izHkkoh lapkj dkS'ky fodflr djus esa vkidh lgk;rk 
djuk gSA vkidks ;FkklaHko vf/kd ls vf/kd Hkk"kk,a lh[kus dh dksf'k'k djuh 
pkfg, D;ksafd blls vkidks nwljksa dh laL—fr dks leÖkus esa enn feysxhA 
blds tfj, vki Kku vkSj dkS'ky Hkh gkfly dj ldrs gSa] tks bDdhloha lnh 
esa is'k fd, x, voljksa dk ykHk mBkus ds fy, vko';d gSaA ;fn vki dbZ 
Hkk"kkvksa dks tkurs gSa] rks vki fofHkUUk LFkkuksa dh ;k=k djrs le; yksxksa ds 
lkFk ckrphr djus vkSj lkbust i<+us esa l{ke gksaxsA    
 

      lapkj esa ,d izs"kd 'kkfey gksrk gS] tks ,d pSuy ds ek/;e ls lans'k 
,adksM djrk vkSj Hkstrk gS] vkSj ,d izkIrdrkZ] tks lans'k dks fMdksM djrk gS 
vkSj fp= 1-2 esa fn[kk, vuqlkj izfrfØ;k nsrk gSA lapkj esa QhMcSd 
egRoiw.kZ gS D;ksafd blls ;g tkuus esa enn feyrh gS fd izkIrdrkZ us 
lans'k dks leÖkk gS ;k ughaA 
 

 
fp= 1-2 % lapkj ds rRo  

 

l=l=l=l=    1 % 1 % 1 % 1 % lfØ; :Ik ls lquuk lfØ; :Ik ls lquuk lfØ; :Ik ls lquuk lfØ; :Ik ls lquuk     
    

izHkkoh lapkj esa ,sls dkS'ky 'kkfey gSa ftudk mi;ksx Li"V] laf{kIr vkSj 
lVhd lans'k Hkstus ds fy, fd;k tk ldrk gSA vkb, vc ge Li"V] 
laf{kIr vkSj lVhd vFkks± dks leÖkus dh dksf'k'k djsaA  
 

  ,d Li"V dFku og gS ftlesa ml lVhd lans'k dks crk;k tkrk gS ftls 
vki nwljs O;fDr dks crkus dh dksf'k'k dj jgs gSaA 
  

     ;gka] gekjs ikl nks okD; gSaA vc] vkidks dkSu lk yxrk gS fd ;g ,d 
Li"V dFku gS\ 

(i) og vius izca/kd ds ikl x;k vkSj dgk] ^^—i;k eqÖks 11 twu 2019 
eaxyokj dks lqcg 11 cts dk;kZy; igqapus dh vuqefr nsa] D;ksafd esjk 
nar fpfdRld ds lkFk ,ikWbaVesaV gSAÞ   

(ii) og vius izca/kd ds ikl x;k vkSj dgk] ^^—i;k eqÖks 11 twu 2019 
eaxyokj dks dk;kZy; esa nsj ls igqapus dh vuqefr nsa] D;ksafd esjk 
nar fpfdRld ds lkFk ,ikWbVesaV gSAÞ   

    
    

pSuy 
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    igys okD; esa] vkius ns[kk gksxk fd le; dk mYys[k fd;k x;k gS] 
tks dFku dks Li"V djrk gSA 
 

  ,d laf{kIr dFku mfpr :i ls laf{kIr ;k Çcnq ij gSA 
vc] uhps fn, x, nks okD;ksa ij fopkj djrs gSaA 

(i) izca/kd us mŸkj fn;k] ^^Bhd gS] vki nsj ls vk ldrs gSaAÞ  
(ii) izca/kd us mŸkj fn;k] ^^Bhd gS] rqe nsj ls vk ldrs gksA 

ysfdu ;g cgqr Çprk dh ckr gS fd T;knkrj deZpkjh nsj ls 
vkrs gSa vkSj vki Hkh ;gh vknr fodflr dj jgs gSaA** 

 

    vc] vki ns[k ldrs gSa fd nwljs okD; esa] deZpkjh dks ml Çprk ds 
ckjs esa crkus dh vko';drk ugha Fkh tks fu;ksDrk ds ikl ml le; 
FkhA bls ,d vyx txg ij ij ;k vyx rjhds ls lkÖkk fd;k tk 
ldrk FkkA 
 

      ,d lVhd dFku og gS tks rF;kRed gS] vFkkZr] bldh 'kq)rk dks 
lR;kfir fd;k tk ldrk gSA 
 

vc] ,d ckj fQj] vkb, mnkgj.kksa ds ek/;e ls lh[krs gSaA 
(i) mlus dk;kZy; dks lwfpr fd;k fd ckbafMax iqLrdksa ds fy, nh 

xbZ 50 izfr'kr iqLrdsa iwjh gks pqdh gSaA 
(ii) mlus dk;kZy; dks lwfpr fd;k fd ckbafMax ds fy, nh xbZ 

vf/kdka'k iqLrdsa iwjh gks pqdh gSaA 
 

     vc] vki ns[k ldrs gSa fd igys okD; esa] ,d ekius ds ;ksX; 
tkudkjh dk mYys[k fd;k x;k gS] tks okD; dks lVhd cukrk gSA 
 

    bl izdkj] ;g lqfuf'Pkr djuk egRoiw.kZ gS fd gekjk lapkj Li"V] 
laf{kIr vkSj lVhd gksA izHkkoh lapkj dkS'ky gesa lans'k dks lgh] lVhd 
vkSj iwjh rjg ls laokn djus esa enn djrs gSaA lapkj dkS'ky dh deh 
ls Hkze] fujk'kk] O;FkZ iz;kl vkSj NwVs gq, volj iSnk gks ldrs gSaA 
 

lquuslquuslquuslquus    dkdkdkdk    dkS'kydkS'kydkS'kydkS'ky Listening    skill    
    

gj izHkkoh ckrphr lquus ds lkFk 'kq: gksrh gSA lquus ds dkS'ky lapkj 
esa lcls egRoiw.kZ dkS'ky esa ls ,d gaSA fdlh O;fDr ds lkFk iwjh rjg 
ls /;ku nsdj lh[kuk egRoiw.kZ gS ftlds lkFk ckrphr gks jgh gSA 
 

     uhps fn, x, dqN dkj.k gSa fd /;ku ls lquuk gekjs fy, D;ksa 
egRoiw.kZ gSA 
 

• ge tkudkjh izkIr djus ds fy, lqurs gSaA  
• ge leÖkus ds fy, lqurs gSaA 

ffffVIi.khVIi.khVIi.khVIi.kh    
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ffffVIi.khVIi.khVIi.khVIi.kh • ge vkuan ysus ds fy, lqurs gSaA  
• ge lh[kus ds fy, lqurs gSaA   
• ge laca/k cukus vkSj cuk, j[kus ds fy, lqurs gSaA  
• ge la?k"kks± dks gy djus ds fy, lqurs gSaA 

 

    /;ku ls lquus dh {kerk ds fcuk] lans'kksa dks xyr leÖkk tk ldrk 
gSA bl izdkj] lapkj VwV tkrk gS vkSj lans'k Hkstus okyk fujk'k gks 
ldrk gSA 
 

lfØ;lfØ;lfØ;lfØ;    gksdjgksdjgksdjgksdj    lquuklquuklquuklquuk    Active    listening    
    

lfØ; lquuk ,d dyk gS] ftlesa nksuksa dks leÖkus dh bPNk gksrh gS] 
lkFk gh] cksyus okys dks leFkZu vkSj lgkuqHkwfr iznku djrs gSaA ;g 
vkidh ukSdjh dh izHkko'khyrk] nwljksa ds lkFk vkids laca/kksa dh xq.koŸkk 
vkSj blfy,] vkids lexz dY;k.k dks izHkkfor dj ldrk gSA lfØ; 
:i ls lquus dh dyk vkidks leL;kvksa dks leÖkus vkSj lek/kku fodflr 
djus ds fy, lg;ksx djus dh vuqefr nsrk gSA lfØ; :i ls lquus 
dks izHkkfor djus okys fofHkUUk dkjd fuEukuqlkj gSaA 
 

• vka[k dkvka[k dkvka[k dkvka[k dk    laidZlaidZlaidZlaidZ    %%%% ;g 'kjhj ds gko Hkko dh Hkk"kk dk ,d :i gSA 
;g lapkj izfØ;k esa lcls egRoiw.kZ igyqvksa esa ls ,d gSA ftl 
O;fDr ls vki ckr dj jgs gSa] mlds lkFk laidZ cuk, j[kus ds 
fy, vki Ckksyus okys dks ladsr Hkstrs gSa fd ^^gka] eSa vkils ckr dj 
jgk gwa ;k vkidh ckr lqu jgk gwa**A vka[kksa ds laidZ ls cpus dk 
eryc ;g gks ldrk gS fd vki vius lkeus cksyus okys O;fDr 
dh ckr ugha lquuk pkgrsA 

• 'kkjhfjd gkoHkko'kkjhfjd gkoHkko'kkjhfjd gkoHkko'kkjhfjd gkoHkko    Gestures    %%%% ;s Ckksyus okys dks ladsr nsrs gSa fd 
vki lqu jgs gSa ;k ughaA fdlh ls ckr djrs le; vius gkFk 
vkSj iSj fLFkj j[ksaA 

• fopfyrfopfyrfopfyrfopfyr    gksusgksusgksusgksus    lslslsls    cpukcpukcpukcpuk    %%%% vkidks mu phtksa dh igpku djus dh 
vko';drk gS tks vkidks fopfyr djrh gSaA /;ku ls lquus ds 
fy, vkidks 'kkjhfjd :i ls fod"kZ.kksa dks nwj djuk gksxkA 
mnkgj.k ds fy,] vius eksckby Qksu dh ÇjxVksu dks de djuk 
;k cSBd esa Hkkx ysus ;k fdlh dks lquus ds nkSjku bls can djus 
ls O;kdqyrk ls cpk tk ldrk gSA ,d vkSj mnkgj.k ;g gS fd 
vkidks vDlj dykbZ ?kM+h ij ut+j j[kus ls cpuk pkfg,A  

• izfrfØ;kizfrfØ;kizfrfØ;kizfrfØ;k    feedback    nsuknsuknsuknsuk    %%%% izfrfØ;k ldkjkRed ;k udkjkRed gks 
ldrh gSA ysfdu nksuksa gh ekeyksa esa] ,d dks fouez gksus dh 
t:jr gS rkfd ftl O;fDr dks izfrfØ;k nh tk jgh gS og 
vkgr ;k ukjkt u gksA  
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lfØ;lfØ;lfØ;lfØ;    :i ls :i ls :i ls :i ls lquuslquuslquuslquus    dsdsdsds    pj.kpj.kpj.kpj.k Stages of active listening    
 

lquus dk lcls vPNk rjhdk gS ^lfØ; lquuk*A ;g rc gksrk gS tc vki 
lqurs gSa] leÖkrs gSa] tokc nsrs gSa vkSj ;kn djrs gSa fd D;k dgk tk jgk 
gSA lfØ; :Ik ls lquus ds ikap pj.k bl izdkj gSaA 
 

1. izkIrizkIrizkIrizkIr    djukdjukdjukdjuk    %%%% blesa /;kuiwoZd lquuk 'kkfey gSA  

2. leÖkleÖkleÖkleÖk    Understanding    %%%% ;g fdlh pht ;k fdlh O;fDr ds ckjs 
esa ,d lwfpr leÖkkSrk gSA  

3. ;kn;kn;kn;kn    j[kukj[kukj[kukj[kuk    Remembering    %%%% ;g chrs le; ls dqN tkudkjh dks 
iqu% izkIr djus ;k ;kn djus ds fy, lanÆHkr djrk gSA  

4. ewY;kaduewY;kaduewY;kaduewY;kadu    Evaluating    %%%% ;g fdlh pht ;k fdlh O;fDr ds ewY;] 
ek=k] egRo vkSj jkf'k dks igpkuus ds ckjs esa gSA  

5. izfrfØ;kizfrfØ;kizfrfØ;kizfrfØ;k    Responding    %%%% ;g fdlh ,slh pht ds tokc ds :i esa 
dqN dgus ;k djus ds ckjs esa gS tks dgk ;k fd;k x;k gSA  
 

lfØ;lfØ;lfØ;lfØ;    :i ls :i ls :i ls :i ls lquuslquuslquuslquus    dksdksdksdks    dSlsdSlsdSlsdSls    lqfuf'Pkrlqfuf'Pkrlqfuf'Pkrlqfuf'Pkr    djsadjsadjsadjsa\\\\    
 

lfØ; :i ls lquuk ¼rkfydk 1-1½ lqfuf'Pkr djus ds fy, vki  laf{kIr :i 
esa ‘RESPECT’ * dks ;kn j[k ldrs gSaA vc] ns[krs gSa fd izR;sd v{kj fdl 
dk vFkZ gSA 
 

 

RRRRkfydkkfydkkfydkkfydk    1111----1 1 1 1 %%%%    lfØ;lfØ;lfØ;lfØ;    :i ls :i ls :i ls :i ls lquuklquuklquuklquuk    
    

vkj vkj vkj vkj ;k ;k ;k ;k 
gVkuk gVkuk gVkuk gVkuk 
Remove 

mu fod”kZ.kksa dks nwj djsa ftuls lquus esa ck/kk vk ldrh 
gSA mnkgj.k ds fy,] fdlh O;fDr ls ckr djrs le; 
Vsyhfotu] jsfM;ks ;k eksckby Qksu dk okWY;we de djukA  

 

bZ bZ bZ bZ ;k ;k ;k ;k vka[kvka[kvka[kvka[k    
dk dk dk dk laidZlaidZlaidZlaidZ 
Eye    
contact 

;g lquus ds nkSjku Ckksyus okys dks ns[kus ds fy, lanÆHkr 
djrk gSA  

 

,l ,l ,l ,l fn[kkukfn[kkukfn[kkukfn[kkuk    
Show 

fd vki Ckksyus okys ds ladsrksa dks /;kuiwoZd lqu jgs gSaA 

 

ihihihih  
/;ku/;ku/;ku/;ku    nsansansansa  
Pay 

cksyus okys ij /;ku nsa vkSj bl ij dsafnzr djsaaA 
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bZ bZ bZ bZ     
lgkuqHkwfrlgkuqHkwfrlgkuqHkwfrlgkuqHkwfr    
n'kkZ,an'kkZ,an'kkZ,an'kkZ,a 
Empathise 

Ckksyus okys dh Hkkoukvksa dks le>sa vkSj eglwl djsaA 
lgkuqHkwfr fdlh dh Hkkoukvksa ;k vuqHkoksa dks ml O;fDr 
dh fLFkfr esa D;k gksuk pkfg,] bldh dYiuk djds lkÖkk 
djus dh {kerk gSA  

 

lh lh lh lh lansglansglansglansg    dksdksdksdks    
Li"VLi"VLi"VLi"V    ddddjsajsajsajsa    
Clarify    
doubts 

lansg Li"V djus ds fy, iz'u iwNsaA 

VhVhVhVh    rkyesy rkyesy rkyesy rkyesy 
cuk,acuk,acuk,acuk,a    
Tune 

Ckksyus okys ds le; ds vuqlkj [kqn dks V~¸kwu djsa] vFkkZr] 
Ckksyus okys dh ckr [kRe gksus dk bartkj djsa] vkSj fQj] 
tokc nsaA  

 

 
    
    
    

               vkius lfØ; :i ls lquus ds fofHkUUk dkjdksa vkSj pj.kksa ds ckjs esa 
lh[kk gSA vc] ge ;g leÖkus dh dksf'k'k djrs gSa fd bu ck/kkvksa dks dSls 
nwj fd;k tk, ¼rkfydk 1-2½A  

    

rkfydkrkfydkrkfydkrkfydk    1111----2 2 2 2 %%%%    lfØ;lfØ;lfØ;lfØ;    lquuslquuslquuslquus    esaesaesaesa    vkusvkusvkusvkus    okyhokyhokyhokyh    ck/kkvksack/kkvksack/kkvksack/kkvksa    ijijijij    dkcwdkcwdkcwdkcw    ikukikukikukikuk 
    

dkjddkjddkjddkjd     ,d,d,d,d    dkjddkjddkjddkjd    factor    vojks/kvojks/kvojks/kvojks/k    dSlsdSlsdSlsdSls    cucucucu    
ldrkldrkldrkldrk    gSgSgSgS\\\\ 

ck/kkck/kkck/kkck/kk    dksdksdksdks    dSlsdSlsdSlsdSls    ikjikjikjikj    djsadjsadjsadjsa\\\\ 

iwoZ O;kIr 
gksuk  

tc igys ls dqN lksp jgs gksrs  gaS] rks 
vki fdlh O;fDr dh ckr dks /;ku ls 
ugha lqu jgs gksaxsA 
 

Hkkoukvksa dks vius fnekx ij gkoh u 
gksus nsaA Qksu vkSj fMftVy midj.kksa 
dks nwj j[ksaA    

'kksj vkSj 
phtsa ns[kus ls 
eu HkVduk  

vki 'kksj&'kjkcs ds ekgkSy esa nwljs 
O;fDr dh ckr dks Li"V :i ls ugha 
lqu ldrs gSaA 
 

xyr O;k[;kvksa vkSj eu HkVdus ls 
cpus ds fy, vuqdwy okrkoj.k cuk,aA 

vrhr ds 
vuqHko ;k 
ekufldrk  
 

vkids eu esa fiNys vuqHkoksa vkSj 
ckrphr ds vk/kkj ij iwokZxzg ;k 
fdlh ds izfr >qdko fodflr gks ldrs 
gSaA 
 

nwljksa ds lkFk ckrphr djrs le; 
vius i{k esa oLrqfu"B fodkl djus ls 
cpsa vkSj vius mÌs'; esa jgsaA 

O;fDrxr 
dkjd  

vkidh O;fDrxr Hkkouk,a vkids lquus 
dks izHkkfor dj ldrh gSa] mnkgj.k ds 
fy,] nwljs O;fDr ds ckjs esa vkidh 
iwoZ /kkj.kkA  
 

nwljs O;fDr dk cksyuk [kRe gksus nsa] 
vkSj fQj tokc nsaA  
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

    

f'k{kd http://www.psscive.ac.in/EmployabilitySkills.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 uhps fn, dqN xfrfof/k;ksa gsrq foLr`r funsZ'k 'kkfey gksaxsA 
lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     
bl fo"k; gsrq bZ&yÉux ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] iz'u dk mŸkj fy[ksa 
& lfØ; :i ls lquuk D;ksa egRoiw.kZ gS\    

 

    xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewg ppkZlewg ppkZlewg ppkZlewg ppkZ    
lfØ; :i ls lquus dks izHkkfor djus okys dkjd 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 

 

izfØ;kizfØ;kizfØ;kizfØ;k            

 izR;sd rhu Nk=ksa dk lewg cuk,aA  
• izR;sd lewg dkjdksa esa ls fdlh ,d dk p;u djrk gS ¼tSlkfd rkfydk 1-2 esa 

fn;k x;k gS½] tks lfØ; :i ls lquus esa ck/kk ds :i esa dk;Z djrk gSA  
• ppkZ djsa fd ;g lfØ; :i ls lquus ij dSls izHkko Mky ldrk gS ;k 

fuEufyf[kr fLFkfr;ksa esa ck/kk cu ldrk gSA 
(i) ifjokj ,d 'kknh lekjksg ds fy, ,df=r gS  
(ii) O;Lr [kqnjk LVksj ij  
(iii) Ldwy esa [ksy fnol ds nkSjku Vhe ppkZ  
(iv) fdlh fe= dk tUefnu lekjksg 

izR;sd lewg bu ck/kkvksa dks nwj dju s ds fy, vius vuqHko vkSj rjhds lkÖkk djrk gSA 
 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
iksLVj cukukiksLVj cukukiksLVj cukukiksLVj cukuk    
lfØ; :Ik ls lquuk        
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
pkVZ isij] isafly] Ldsp isu vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k  
• laf{kIr fooj.k dk mi;ksx djds uhps fn, x, ifjn`';ksa esa ls fdlh ,d ij 

,d iksLVj cuk,a] ftls vkius bl l= esa v/;;u fd;k gSA 
(i) nks nksLrksa ds chp ckrphr dk fp=.k  
(ii) vfHkHkkod&ckyd okrkZyki 

xfrfof/k 3xfrfof/k 3xfrfof/k 3xfrfof/k 3    
Hkwfedk fuHkkuk Hkwfedk fuHkkuk Hkwfedk fuHkkuk Hkwfedk fuHkkuk     
lfØ; :i ls ugha lquus dk udkjkRed izHkko 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 

 

ffffVIi.khVIi.khVIi.khVIi.kh 
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ffffVIi.khVIi.khVIi.khVIi.kh     
 

izfØ;kizfØ;kizfØ;kizfØ;k  
ifjn'̀; % dfiy ,d laxBu esa dke djrk gSA mudh eSustj lquhrk muds 
lkFk ,d ekdsZÇVx ;kstuk ds ckjs esa ppkZ dj jgh gSaA tSls gh dfiy cSBd 
d{k esa izos'k djrk gS] og ,d lqLr fLFkfr esa cSBrk gSA mlus viuk Qksu 
lkbysaV eksM ij ugha j[kk gS vkSj ckj&ckj ns[krk jgrk gSA Hkys gh og 
lquhrk dks lqu jgk gks] ysfdu mlds fopkj dgha vkSj izrhr gksrs gSaA l= ds 
var esa] lquhrk dks yxrk gS fd dfiy mnklhu gSa vkSj os ekdsZÇVx Iyku fdlh 
vU; deZpkjh dks lkSai nsrh gSaA 
viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u    
uhps fn, x, iz'uksa dks /;ku ls i<+sa vkSj lgh fodYi pqusaA 
1- vki ,d VsfydkWe daiuh ds ÝaV MsLd ij dke djrs gSaA tc vki dke 

dj jgs gksa rks ,d xzkgd vkils laidZ djsA xzkgd ds ikl fcy ds ckjs 
esa ,d iz'u gSA vki D;k djasxs\ 

¼d½ xzkgd ij /;ku u nsa  
¼[k½ dk;Z dks vyx j[ksa vkSj xzkgd dh enn djsa  
¼x½ xzkgd ls vlko/kkuh ls ckr djrs gq, viuk dke tkjh j[ksa  
¼?k½ xzkgd ls fdlh vkSj ls ckr djus ds fy, dgsa 
 

2- fuEufyf[kr esa ls dkSulk dkjd lfØ; :i ls lquus esa vojks/kd gks ldrk gS 
¼d½ 'kksj dk okrkoj.k  
¼[k½ Ckksyus okys ds lkFk vka[k dk laidZ cuk, ugha j[kuk  
¼x½ pkSdl ugha gksuk  
¼?k½ mijksDr lHkh 
3- fuEufyf[kr esa ls dkSu lh voLFkk lfØ; :i ls lquus dh ugha gS\ 
¼d½ izkIr djuk               ¼[k½ leÖk esa vkuk  
¼x½ xSj&izfrfØ;k               ¼?k½ ewY;kadu djuk 
4- ,d vkn'kZ lans'k dh fo'ks"krk,a D;k gSa\ 
¼d½ Li”V                      ¼[k½ laf{kIr  
¼x½ lVhd                     ¼?k½ mijksDr lHkh 
[k[k[k[k----    y?kqy?kqy?kqy?kq    mŸkjh;mŸkjh;mŸkjh;mŸkjh;    iz'uiz'uiz'uiz'u    ¼80&100¼80&100¼80&100¼80&100    'kCn½'kCn½'kCn½'kCn½        
1- Ldwy esa vkids lkeus vkbZ ,d fLFkfr dks fy[ksa] ftlesa vkius ,d ck/kk 
dks ikj fd;k vkSj lfØ; :i ls lquus dk vH;kl fd;kA    

 

    

vkiusvkiusvkiusvkius    D;kD;kD;kD;k    lh[kklh[kklh[kklh[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     
• lfØ; lquus ds fy, ck/kkvksa dh igpku djukA 
• lfØ; lquus ds pj.kksa dh igpku djsaA 
• lfØ; lquus ds fy, ck/kkvksa dks nwj djus dh fn'kk esa dne dk ikyu djsaA 
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Session 2: Parts of Speech 

 

Introduction 

 

In any language, parts of speech are the categories of words based 

on their function within a sentence. These are the ‘building blocks’ 

of a language. 

 

  When we speak or write, we use sentences to express ourselves. 

Therefore, sentences are important. 

 

A ‘sentence’ is a group of words that communicates a complete 

meaning, thought or action. 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 ends with a full 

stop, question mark 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 a capital letter. It is easy to 

know what to capitalise if you remember the acronym ‘MINTS’. 

MINTS is a set of simple rules that help you to capitalise words 

correctly. Each letter in the word MINTS refers to one capitalisation 

rule as shown in Table 1.3. 

 

Table 1.3: Capitalisation rules 

 

Alphabet M I N T S 

 Months I Names Titles Starting letter 

of sentences 

Rule Capitalise 

the first 

letter in 

the names 

of all 

months. 

Capitalise 

the letter 

‘I’ when 

used as a 

word. 

Capitalise the 

first letter in the 

names of 

people, 

places, rivers, 

seas and 

oceans, 

mountains, 

islands 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 is in 

Rajasthan. 

Dr Shah 

and 

Mr Patel 

work 

together. 

The cat ran 

out of the 

house. 
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 Punctuation 

There are 15 basic punctuation marks or signs used in English. 

These include full stop or period, comma, question mark, 

exclamation mark, apostrophe, colon, semi‑colon, dash, hyphen, 
parenthesis, quotation mark, bracket, brace, ellipsis and bullet 

point (Table 1.4). 

Table 1.4: Punctuation marks 

Punctuation 

mark 

Sign Use Example 

Full stop .  It shows the end of a sentence. 

It is also used to show short 

form of long words. For 

example, ‘Professor’ can be 

shortened as Prof., when used 

as a title before a name. 

This is a sentence. This is 

another sentence. 

Sanjay is a Professor. 

His patients call him 

Prof. Sanjay. 

Comma , Sometimes, we use comma to 

indicate pause in a sentence. 

After the waiter gave me 

the menu, I ordered food. 

We can also use comma to 

separate items when we are 

listing more than two items in a 

row. 

I bought apples, oranges 

and grapes. 

Question 

Mark 

? We use question mark at the 

end of a question. 

What is your designation? 

How much is your work 

experience? 

Exclamation 

Mark 

! We use an exclamation mark at 

the end of a word or 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 desk. 

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. 
 

Figure 1.3: Basic parts of 

speech  

 

 

 

 

Basic parts of speech 

The different types of words we use in sentences are called 

parts of speech. The basic parts of speech are nouns, 

pronouns, adjectives, verbs and adverbs (Table 1.5). 
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Table 1.5: Basic parts of speech 

 

Parts of 

speech 

What they do Example sentence Example 

words 

Noun Nouns are words that refer to 

a person, place, thing or idea. 

They are ‘naming words’. 

In the sentence: “Reema 

wrote a letter.” Both Reema 

and letter are nouns. 

Dog 

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. It is a 

pronoun. 

They 

He 

You 

Adjective Adjective is a word that 

describes other words. 

In the sentence: “Reema 

wrote a long letter.” Long is 

an adjective that describes the 

noun ‘letter’. 

Small 

Blue 

Sharp 

Loud 

Verb Verb is a word that shows 

action. 

In the sentence: “Reema 

wrote a letter.” Wrote is a 

verb. It tells what action 

Reema did. 

Run 

Eat 

Think 

Sit 

Adverb Adverb is a word that adds 

meaning to a verb, adjective, 

or other adverb. It answers 

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 

 
 

Sometimes, the same words can be used differently. 

 

Will you book a movie for 3 pm? ‘Book’ is used as an 

adverb. 

I need to find my English book. ‘Book’ is a noun. 

His total cricket score was 145. ‘Total’ is an adjective. 

That is totally awesome. ‘Totally’ is an adverb. 

She is always watching a football match. ‘Football’ is an 

adjective. 

She got a new football for her birthday. ‘Football’ is a noun. 

The experienced sailor was able to hold up the 

sail despite heavy storm. 

‘Sail’ is a noun. 

Satish was able to sail through despite the storm. ‘Sail’ is a verb. 

Kapil promised his father that he will be a good boy. ‘Promised’ is a verb. 

Kapil was unable to keep the promise given to his father. ‘Promise’ is a noun. 
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    Let us now see how these words are used. Read out 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 

because it describes the actor (noun) 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 that 

we frame. Let us now look at supporting parts of speech. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1.4: Supporting parts of speech 

 

Supporting parts of speech 

 

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

for connecting words, phrases, clauses or sentences. Such words are called 

‘supporting parts of speech’. (Figure 1.4 and Table 1.6). 

 

Table 1.6: 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 with a 

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

• ‘A’ is used before nouns starting 

with a consonant (all except those 

starting with a, e, i, o and u) 

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 
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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 

relationship 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 Exercise 
 

 
    

The teacher will facilitate these activities by showing you the e-

learning lesson at http://www.psscive.ac.in/Employability_ 

Skills.html. This will include videos and e-content for the above 

topics, as well as, detailed instructions for the following activities. 
 

 

Initial thinking activity 

After watching the initial video in the e-learning lesson for this topic, 

write down what do you think was wrong with Seema’s letter. 

 

Group practice 

Identifying ‘parts of speech’ 

 

Material required 

Notebook, pen, etc. 
 

Procedure 

• Form groups of four students each. Read aloud the paragraph 

given below.  

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

my house is near dr. patels clinic i went to a shop near the clinic 

on friday to buy vegetables I bought potatoes onions carrots 

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

• This paragraph contains examples of parts of speech that you 

have learnt about in this Session. Identify as many parts of 

speech as you can and mark them. Discuss what was difficult in 

this activity. Write the paragraph with correct capitalisation and  
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Notes 
 

punctuation. A member of one group volunteers and presents before the 

class what the group marked. The person writes the paragraph on the 

classroom board with the punctuations. The other students point out the 

mistakes, if any. 

 
Activity 2 

 

Group practice 

Constructing sentences 

 

Material required 

Notebook, pen, etc. 

 

Procedure 

• Form pairs of students. 

• List the five basic parts of speech that you have learnt in this 

Session. 

• Select one of them and form two simple sentences, which use these 

parts of speech. For example, if you have chosen adjectives, form 

two sentences that have adjectives. For each part of speech, a 

volunteer reads out the sentences the group has framed. 
• The other students say if it is correct or not. 

    Check Your Progress 
    

    

A. Multiple choice questions 

Read carefully the questions given below and choose the correct option. 

 

1. What is a sentence? 

 

(a) A group of ideas that form 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 basic punctuation marks 

 

2. Which of these sentences is capitalised correctly? 

 

(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 is 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 my house. 
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 [[ 

B. Fill in the blanks 

1. Fill in the correct nouns and verbs as given at the top of the 
table to complete the following sentences. 

 

 
 

Nouns Verbs 

girl, girls, boy, milk, dog, 

student 

skipping, riding, running, 

studying, drinking, barking 

 

(a) The ____________ is 

_________________. 

 

(b) The ____________ are 

_________________. 

 

(c) The ____________ is 

_________________. 

 

(d) Raju is ____________ 

_________________. 

 

(e) The ____________ is 

_________________. 

 

(f) The ____________ is 

_________________. 

 

 

C. Short answer question 

 

1. Identify conjunctions and prepositions (remember, 

conjunctions join two sentences, while prepositions help 

answer the words ‘where’, ‘when’ and ‘how’) from the list 

given below and write them in the following columns.  
 

        Under, and, in, at, or, up 

Conjunctions Prepositions 
  

    

    

Notes  



                                      jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12    16 

Notes    What have you learnt? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Session 3: Writing Sentences 

 

Introduction 

 

A sentence is a group of words, which together expresses a complete 

idea that has meaning. A sentence is formed by putting together a 

group of words in sequence. This means that a sentence must be 

understood by others. 

 

A sentence, typically, contains a subject and an object, conveying a 

statement, question, exclamation, or command. Writing is constructed 

by putting sentences in sequence so that they are understandable. 

 

Simple sentence 

 

A simple sentence is one that has only one subject and one predicate or 

has only one finite verb. 

 

Complex sentence 

A complex sentence is one, which consists of two or more coordinate 

clauses, joined by a coordinating conjunction. 

 

As you have studied in English classes, almost all sentences have a 

subject and a verb. Some also have an object. 

 

• A subject is a person or thing that does an action. 

• Verb describes the action. 

• Object is the person or thing that receives the action. For example, 

read aloud the simple sentence — “Nisha sells a laptop”. Let us see 

the different parts of the sentence in Figure 1.5. 

 

 

After completing this Session, you will be able to: 

 

• identify the basic parts of speech, such as nouns, 

pronouns, adjectives, verbs and adverbs. 

 

• use capitalisation and punctuation rules for sentences. 

 

• explain the usage of parts of speech and identify them in 

a sentence. 

 

• identify supporting parts of speech, such as articles, 
conjunctions, prepositions and interjections. 
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Figure 1.5: Parts of a sentence 

       Read aloud the sentences given in Table 1.7 to understand about subject, 

verb and object. 
 

Table 1.7: Parts of a sentence 
 

Sentence Subject Verb Object 

I wrote a letter. I wrote a letter 

He called the customer. He called The customer 

She packed the product. She packed the product 

Dia and Sanjay booked a cab. Dia and 

Sanjay 

booked a cab 

 

Types of object 
 

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 we 

ask — “What does Nisha sell?”, the answer is ‘laptop’, which is direct object. A 

direct object answers the question ‘what?’. 

 

An indirect object answers the questions, such as “to whom” and “for whom”. 
 

   For example, in the sentence — “Abdul gave a gift to his mother.” The verb is 

‘gave’. What did Abdul give? A gift. To whom did Abdul give the gift? To his 

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

 

 Some sentences only have direct objects, while some have both direct and 

indirect objects. 
 

Read out aloud the examples given in Table 1.8. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Verb describes the action. The object. 
question, “what is the action?” will 
help you find the verb. In this 
sentence, ‘sells’ is the verb. 

Subject Verb Object 

A subject is a 

person or thing 

that performs an 

action. The 
question, 

“who performed 

the 

action?” will help 

you 

find the subject. 

In 

this sentence, 

‘Nisha’ 
is the subject. 

An object is the 

person or thing 

that 

receives the 
action. 

The question, 

“who 

received the 

action?” 

will help you find 

the object. In this 

sentence, ‘a 

laptop’ is the 

object. 

Nisha Sells a Laptop 
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Table 1.8: Direct and indirect objects 

 

 

 

Sentence  Verb Verb + 

what? 

Verb + by 

whom/to 

whom? 

Direct 

object 

Indirect 

object 

Reema bought 

stationery. 

bought stationery  stationery  

Fatima and Sonia 

played tennis. 

played tennis  tennis  

He offered a coffee 

to me. 

offered coffee me coffee me 

The manager 

assigned us projects. 

assigned projects us projects us 

 
Figure 1.6: Types of sentences 

 

 

 
 

 

Figure 1.7: Active and passive sentences 

Types of sentences — 

 

Category I 

 

Active and passive sentences 

 

What is the difference between the following 

two sentences? 

1. Sanjay broke the glass. 
2. The glass was broken by Sanjay. 

 

    The action (verb) in both them sentences is 

breaking of the glass. But the ‘subject’ in both 

the sentences is different. In the first 

sentence, the subject (Sanjay) does the 

action. In the second sentence, the subject 

(the glass) receives the action. 

 

Read the sentences in Figure. 1.7 again. 

 

Sentences, where the subject does an action, 

are known to be in active voice. 

 

Sentences, in which the subject receives an 

action, are known to be in passive voice. 
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Table 1.9: Active and passive sentences 

 

Examples of active and passive sentences 

 

Types of sentences — Category II  

 

There are mainly four types of sentences, i.e., declarative, 

interrogative, exclamatory and imperative. 

Each of these have been described in Table 1.10. 

 

Active voice Passive voice 

She wrote an email. An email was written by her. 

He opened the door for the 

customer. 

The door was opened by him 

for the customer. 

Mohan sold a bike. The bike was sold by Mohan. 

Active  Passive  

I did not beat him. He was not beaten by me. 

Kapil made a profit 

yesterday. 

A profit was made by Kapil 

yesterday. 

The tiger was chasing the 

deer. 

The deer was being chased by 
the tiger. 

 

 

Table 1.10: Types of sentences — Category II 

 
 

Statement or 

declarative sentence 

Question or 

interrogative 

sentence 

Emotion, reaction or 

exclamatory sentence 

Order or 

imperative 

sentence 

It provides information 

or states a fact. It 

always ends with a full 

stop (.). This is the 

most common type of 

sentence. 

This type of 

sentence asks a 

question. It 

always ends 

with a question 

mark (?). 

An exclamatory 

sentence expresses a 

strong emotion, such 

as joy, sadness, fear or 

wonder. It always ends 

with an exclamation 

mark (!). 

These sentences 

show an order, 

command, request 

or advice. It can 

end with a full stop 

or an exclamation 

mark (. or !). 

Read aloud the examples given below. 

I go to office. Did you go to 

office? 

I received the prize for 

the best employee! 

Go to office today. 

It is very cold. How is the 

weather? 

Oh, it’s very cold! Wear your 

sweater. 

I completed my 

project. 

Did you 

complete 

your project? 

I completed my project! Complete your 

project. 
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Examples of types of sentences — Category II 

 

 
                     

 

 

 

 
 

 

Figure 1.8: Types of sentences — Category II 

You can see that each of these sentences have a different purpose. 

 

Paragraph 

 

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. 

 
 

 

 

 

 

 

 

Sentence Type 

Where is my I-card? Interrogative 

My arms ache from planting those saplings! Exclamatory 

Reading mythology will make you more aware. Declarative 

Come with us right now. Imperative 

No way! I don’t want a tattoo! Exclamatory 

Get out of the bed immediately Imperative 

I go to Government Higher Secondary School, Balachadi. It 

is not a very big school but 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. 
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Practical Exercise 

 

The teacher will facilitate these activities by showing you the e-learning 

lesson at http://www.psscive.ac.in/Employability_ Skills.html. This will 

include videos and e-content for the above topics, as well as, detailed 

instructions for some activities given below. 
 

Initial thinking activity 

After watching the initial video in the e-learning lesson for this topic, 

write if you think Sanjay and Dia were able to frame correct sentences. 
 

Activity 1 
Pair work 

Making sentences 
 

Material required 

Notebook, pen, etc. 
 

Procedure 

• Form pairs of students. 

• First, write three sentences having direct objects. 

• Then, write three more sentences, containing both direct and 

indirect objects. 

• Use different colours to mark the different parts of each sentence 

(subject, verb and object). 
 

Activity 2    
Pair work 

Active and passive voice 
 

Material required 

Notebook, pen, etc. 
 

Procedure 

• With same pairs as above, write a paragraph on any topic. The 

paragraph should have at least two sentences in active voice and 

two in passive voice. One student reads out the paragraph that the 

person has written before the class. 

• The class gives the feedback. 

 
Activity 3    

Pair work 

Types of sentences 
 

Material required 

Notebook, pen, etc. 
 

Procedure 

• With the same pairs as above, make a list of minimum eight 

msentences. These should have at least two sentences of each       

type: declarative, interrogative, exclamatory and imperative. 

• For each type of sentence, different volunteers read out their 

sentences before the class. 

• The class, then, gives feedback on the correctness of the 

sentences. 
 

Notes 
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Notes 
Check Your Progress    

    

A. Multiple choice questions 

 

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/have both indirect and direct objects? 

(a) I am working on a presentation. 

(b) She bought a blue pen. 

(c) The girls played cricket. 

(d) He wrote a letter to his sister. 

 

4. Which of these sentences is/are in passive voice? 

(a) They are watching a movie. 

(b) The clock was repaired by Raju. 

(c) He is sleeping in the room. 

(d) My pet dog bit the postman. 

 

B. Short answer questions 

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

exclamatory and order. 

2. Which job role do you wish to pursue? Write two paragraphs (about 

100–150 words) about that industry and your career preferences. 

Make sure you follow all rules about sentences and paragraphs that 

you have learnt. 

 

Practice work 

• Practise speaking in complete sentences with your classmates. 

• Practise speaking with proper punctuations. 

• Practise writing paragraphs on different topics. 
 

 

 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. 

• compose different types of sentences. 



     
    

ifjp;ifjp;ifjp;ifjp;    
Lo&izca/ku] ftls ^Lo&fu;a=.k* ds :i esa Hkh tkuk tkrk gS] fofHkUUk fLFkfr;ksa esa 
izHkkoh rjhds ls fdlh dh Hkkoukvksa] fopkjksa vkSj O;ogkj dks fu;af=r djus dh 
{kerk gSA blesa Lo;a dks izsfjr djuk vkSj O;fDrxr vkSj ‘kS{kf.kd y{;ksa dks izkIr 
djus dh fn’kk esa dk;Z djuk 'kkfey gSA  
etcwr Lo&izca/ku dkS'ky okys Nk= dqN phtksa dks vPNh rjg ls djus esa csgrj 
rjhds ls dke djrs gSa] tSls d{kk esa le; ij vkuk] /;ku nsuk] f'k{kdksa] ekrk&firk 
vkSj cM+ksa dh ckrksa dk ikyu djuk] vuq'kklu ds lkFk dke djuk vkfnA blls 
O;fDr dks i<+kbZ ;k dke esa csgrj djus esa enn feyrh gSA dke dks thou esa 
vPNh rjg ls djus ds fy, O;fDrxr] lkekU; :i ls] fdlh dks le;c)rk] 
vuq'kklu] leL;k dks gy djus vkSj dke djus dh vknrksa lfgr fofHkUUk dkS'kyksa 
esa [kqn dks izcaf/kr vkSj lq/kkjus esa l{ke gksuk pkfg,A vius vki dks vPNh rjg 
ls izcaf/kr djus ds fy,] ,d O;fDr dks fuEufyf[kr fodkl djuk gksxkA 
• ldkjkRed lksp % ;g lkspuk fd dksbZ Hkh O;fDr dke dj ldrk gS vkSj 

[kq'k jg ldrk gSA  
• ifj.kke vfHkfoU;kl % cM+s lius ns[kuk vkSj eupkgs ;k fu/kkZfjr ifj.kke izkIr 

djukA  
• Lo&tkx:drk % ,d O;fDr ds O;fDrRo y{k.kksa ds ckjs esa irk gksuk vkSj ,d 

O;fDr dh loZJs"B rkdr dks lkeus ykukA 

l= 1 %l= 1 %l= 1 %l= 1 %    çsj.kk vkSj ldkjkRed çsj.kk vkSj ldkjkRed çsj.kk vkSj ldkjkRed çsj.kk vkSj ldkjkRed ––––f"Vdks.kf"Vdks.kf"Vdks.kf"Vdks.k    
izsj.kk vkSj ldkjkRed lksp gesa Hk; dks nwj djus vkSj ubZ pqukSfr;ksa dks mBkus 
esa enn dj ldrh gSA blh rjg] vk'kkokn] tks ,d ekufld n`f"Vdks.k gS] ,d 
fo'okl ;k vk'kk dks n'kkZrk gS] ldkjkRed vkSj okaNuh; ifj.kke iSnk dj ldrk 
gSA blesa gesa vius liuksa dks izkIr djus esa enn feyrh gS] ge lQyrk izkIr 
djus ds fy, dM+h esgur tkjh j[krs gaS vkSj ldkjkRed ekufldrk ds lkFk 
lq[kh thou O;rhr djrs gaSA    

bb bb d
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Lo&izca/ku dkS’kyLo&izca/ku dkS’kyLo&izca/ku dkS’kyLo&izca/ku dkS’ky 
(Self-Management 

Skills) 
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izsj.kkizsj.kkizsj.kkizsj.kk    Motivation     

izsj.kk 'kCn ^edln* ls fy;k x;k gSA bl izdkj] O;ogkj dks fdlh mÌs'; 
;k y{; ds izfr funsZf'kr djuk gh izsj.kk dk lkj gSA fdlh O;fDr dh 
izsj.kk vanj ¼vkarfjd izsj.kk½ ls vk ldrh gS ;k nwljksa ;k ?kVukvksa 
¼ckgjh izsj.kk½ ls izsfjr gks ldrh gSA 

vkarfjdvkarfjdvkarfjdvkarfjd izsj.kkizsj.kkizsj.kkizsj.kk    Intrinsic    motivation        

blesa ,slh xfrfof/k;ka 'kkfey gSa ftuds fy, dksbZ Li"V iqjLdkj ugha 
gksrk gS] ysfdu mUgsa izkIr djus esa vkuan vkSj larqf"V izkIr gksrh gSA ;g 
rc gksrk gS tc yksx vkarfjd :i ls dqN djus ds fy, izsfjr gksrs gSa 
D;ksafd blls mUgsa [kq'kh feyrh gSA mUgsa yxrk gS fd ;g egRoiw.kZ gS 
;k yxrk gS fd os tks lh[k jgs gSa og egRoiw.kZ gSA edln ;k y{; 
ls lacaf/kr izksRlkgu fdlh dh t:jrksa dks iwjk dj ldrs gSaA 

cccckkkkgjhgjhgjhgjh izsj.kkizsj.kkizsj.kkizsj.kk    Extrinsic motivation  

;g izksRlkgu ;k ckgjh iqjLdkjksa ds dkj.k mRiUUk gksrk gSA izsj.kk ;k 
izksRlkgu dh deh ls fujk'kk gks ldrh gS] mnkgj.k ds fy,] tks deZpkjh 
yacs le; rd lafonk ds vk/kkj ij j[ks tkrs gSa os fujk'k gks ldrs gSa 
vkSj ,d laxBu NksM+ ldrs gSaA 

ldkjkRedldkjkRedldkjkRedldkjkRed    joS;kjoS;kjoS;kjoS;k    Positive    attitude         

ldkjkRed n`f"Vdks.k ,d O;fDr dks [kq'k djrk gS] vkSj laca/kksa dks cukus 
vkSj cuk, j[kus esa enn djrk gSA blls lQyrk dh laHkkouk c<+ 
tkrh gSA blds vykok] blls O;fDr dks csgrj fu.kZ; ysus esa enn fey 
ldrh gSA tks yksx thou dh fLFkfr;ksa vkSj pqukSfr;ksa esa ,d ldkjkRed 
;k vk'kkoknh joS;k j[krs gSa] os udkjkRed n`f"Vdks.k okys yksxksa dh rqyuk 
esa vkxs c<+us esa l{ke gSaA ldkjkRed n`f"Vdks.k ekufld vkSj 'kkjhfjd 
LokLF; dks csgrj cukus esa enn djrk gSA  

ldkjkRedldkjkRedldkjkRedldkjkRed n`f"Vdks.kn`f"Vdks.kn`f"Vdks.kn`f"Vdks.k cuk,cuk,cuk,cuk, j[kusj[kusj[kusj[kus dsdsdsds rjhdsrjhdsrjhdsrjhds    Ways    to    maintain    positive    

attitude        

ldkjkRed n`f"Vdks.k ¼fp= 2-1½ ds fuekZ.k esa FkksM+k le; vkSj iz;kl yx 
ldrk gSA fuEufyf[kr dqN rjhds gSa tks ldkjkRed n`f"Vdks.k cuk, 
j[kus esa enn dj ldrs gSaA  
 

^^vk'kkokn og fo'okl gS tks miyfC/k dh vksj ys tkrk gSA vk'kk vkSj 
fo'okl ds fcuk dqN Hkh ugha fd;k tk ldrk gSA**   

&gsysu dsyj 
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• fnu dh 'kq#vkr lqcg dh fnup;kZ ls djsaA ldkjkRed iqf"V dh ckrsa 
djsa] vDlj eqLdqjk,a vkSj fnu ds nkSjku iwjs fd, tkus okys dk;ks± ds 
ckjs esa lkspsaA 

• eu dks ldkjkRed j[ksa] izsjd fdrkcsa i<+sa] eu [kq'k djus okys xhr @ 
laxhr lqusa] izsj.kknk;d fQYesa ns[ksa vkfnA 

• lfØ; gksukA ,d lfØ; O;fDr ;g r; djrk gS fd fdlh dks ;g 
eglwl djuk pkfg, fd fnu ds vklikl D;k gks ldrk gS ;k D;k 
ugha gks ldrk gSA 

• jpukRed vkSj ldkjkRed phtksa ij /;ku nsaA thou dk 
n`f"Vdks.k ^leL;kvksa* ds lkFk u cuk,aA bls ^lek/kku* ds lkFk 
Lohdkj djsaA 

• viuh vlQyrkvksa ls lh[ksaA lkspsa fd D;k csgrj gks ldrk Fkk 
vkSj y{;ksa dh fn'kk esa dke djuk pkfg,A 

• orZeku ij /;ku dsafnzr djuk lh[ksaA udkjkRedrk T;knkrj 
vrhr vkSj Hkfo"; dh ?kVukvksa dh Çprk ls mitrh gSA 

• vius y{;ksa vkSj 
liuksa dh vksj c<+saA 
galeq[k jgsa vkSj 
liuksa dks gkfly 
djus ds fy, dM+h esgur dj y{; izkIr djsaA 
 

;gka dqN vkSj rduhdsa nh xbZ gSa tks vkidks yacs le; esa ldkjkRed 
n`f"Vdks.k cuk, j[kus esa enn dj ldrh gSaA  

  

• 'kkjhfjd'kkjhfjd'kkjhfjd'kkjhfjd    O;k;keO;k;keO;k;keO;k;ke    vkSjvkSjvkSjvkSj    rkthrkthrkthrkth    gokgokgokgok    %%%%    Nk=ksa ds fy, ,d LoLFk thou 'kSyh 
vko';d gSA ;ksx] /;ku vkSj xgjh lkal ysus ds O;k;ke djus ls mfpr 
jDr ifjlapj.k esa enn feyrh gS vkSj 'kjhj dks vkjke feyrk gSA ;gka 
rd fd lSj djus ;k ikdZ esa [ksyus ls vkidks rkt+h vkWDlhtu izkIr 
djus esa enn feysxh] tks vkidks vf/kd lfØ; cukus esa enn djsxhA   

• LoLFkLoLFkLoLFkLoLFk    vkgkjvkgkjvkgkjvkgkj    %%%%    ,d LoLFk vkSj larqfyr vkgkj LoLFk 'kjhj vkSj fnekx ds 
fy, egRoiw.kZ gSA larqfyr vkgkj] tSls fd nky] jksVh] lfCt;ka vkSj Qy 
[kkus ls vkidks vius nSfud dk;Z dks dq'kyrk ls djus dh 'kfDr 
feysxhA     

• ‘kS‘kS‘kS‘kSffff{k{k{k{kdddd    thouthouthouthou    dkdkdkdks O;ofLFkr j[kuks O;ofLFkr j[kuks O;ofLFkr j[kuks O;ofLFkr j[kuk    %%%%    d{kk uksV dks O;ofLFkr djds] le; ij 
dk;Z iwjk djus] vkSj lHkh le; lhekvksa ij utj j[kus ls ruko dks dkQh 
gn rd de fd;k tk ldrk gSA tc vki rukoxzLr ugha gksrs gSa] rks 
vki y{;ksa dks izkIr djus ds fy, vius fnekx dks ,d fn'kk esa Qksdl 
dj ldrs gSaA  

    

ldkjkRed jgsa dM+h esgur bl cuk,a 

fp= 2-1 % ldkjkRed nf̀"Vdks.k 
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fp= 2-2 % ruko 

• i;kZIri;kZIri;kZIri;kZIr    uhanuhanuhanuhan    %%%% de ls de lkr ?kaVs dh vPNh uhan egRoiw.kZ gS 
rkfd vxys fnu csgrj dke djus ds fy, eu vkSj 'kjhj fjpktZ 
gks ldsA 

• ifjokjifjokjifjokjifjokj    vkSjvkSjvkSjvkSj    nksLrksanksLrksanksLrksanksLrksa    dsdsdsds    lkFklkFklkFklkFk    NqfV~V;kaNqfV~V;kaNqfV~V;kaNqfV~V;ka    %%%%    fdlh fj'rsnkj dh txg ij 
tkuk] tSls fd vkids nknk&nknh ds ?kj ;k vkidh xehZ dh 
NqfV~V;ksa ds nkSjku ,d ubZ txg vkidks lkekU; fnup;kZ ls ckgj 
fudyus vkSj okil vkus esa enn dj ldrh gSA 

 

Nk= ds thou esa ldkjkRed n`f"Vdks.k cgqr vf/kd gSA Nk= thou esa 
fofHkUUk ifjfLFkfr;ksa dk lkeuk djsaxs] ftlesa ldkjkRed cus jguk cPps 
dks vkxs c<+k,xkA ijh{kk ifj.kkeksa ds nkSjku lcls vke mnkgj.k 
gksxkA dbZ ckj] fdlh Nk= dks ijh{kk esa okafNr ifj.kke ugha feyrk 
gSA ysfdu ;g egRoiw.kZ gS fd vk'kk u [kks,a] ifj.kke dks bZekunkjh 
ls Lohdkj djsa vkSj vxyh ijh{kk ds fy, ldkjkRed n`f"Vdks.k ds 
lkFk dM+h esgur djsaA 

 

,d eupkgh ukSdjh ds fy, lk{kkRdkj ds nkSjku Hkh,d mEehnokj dk 
p;u mlds igys iz;kl esa ugha gks ldrk gSA gkykafd] ldkjkRed 
n`f"Vdks.k vkSj yxkrkj iz;klksa ds lkFk] lHkh lius iwjs fd, tk ldrs 
gSaA bl izdkj] cPps ds fy, thou esa ldkjkRed n`f"Vdks.k dk vH;kl 
djuk @lh[kuk vfuok;Z gks tkrk gSA 

rukorukorukoruko    D;kD;kD;kD;k    gSgSgSgS    vkSjvkSjvkSjvkSj    blsblsblsbls    dSlsdSlsdSlsdSls    izcaf/krizcaf/krizcaf/krizcaf/kr    djsadjsadjsadjsa\\\\    

Rkuko] ijs'kkuh] vizlUurk vkSj fujk'kk eglwl djus dh fLFkfr gSA ,sls 
le; gksrs gSa tc gesa yxrk gS fd dqN Hkh lgh ugha gS] ge vius 
y{;ksa dks izkIr djus esa l{ke ugha gSa vkSj vk'kkghu gSaA ,sls le; esa] 
;fn ge viuh Hkkoukvksa dks izcaf/kr vkSj fu;af=r djrs gSa] rks blls 
gesa enn feyrh gSA ruko dks izcaf/kr djus ds dqN rjhds uhps fn, 
x, gSaA 

• ldkjkRed jgsa vkSj ,d fuf'Pkr fLFkfr esa D;k xyr gks jgk gS 
bldk fo'ys"k.k djsaA ,d ckj leÖkus ij fLFkfr dks gy djuk 
vklku gksrk gSA 

• ,d miyfC/k i= cuk, j[ksa vkSj NksVh miyfC/k;ksa dks Hkh ntZ 
djsaA 

• vius fopkjksa dks orZeku le; esa lfØ; j[ksaA fiNys eqÌksa ij 
fopkj djuk gesa ijs'kku vkSj vlgk; eglwl djkrk gSA 

• vkjke ds fy, nksLrksa vkSj ifjokj ls ckr djsaA  

 /;ku vkSj ;ksx dk vH;kl djsaA  

• tc Hkh vkidks yxs fd udkjkRed fopkj [kRe gks jgs gSa] rks 
viuh miyfC/k 'khV ij ,d ut+j MkysaA  
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ruko dks izHkkoh <ax ls izcaf/kr djus vkSj ldkjkRed n`f"Vdks.k cuk, j[kus 
ls O;fDr fdlh Hkh pqukSrh dks ikj dj ldrk gS vkSj dSfj;j esa Åapkb;ksa 
dks izkIr dj ldrk gSA ruko dks izHkkoh <ax ls izcaf/kr djus ls O;fDr 
dks LoLFk thou & larqyu cuk, j[kus esa enn feyrh gSA 
 

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

    

f'k{kd http://www.psscive.ac.in/ Employability_Skills.html ds ek/;e ls bl 
ikB ds fy, bZ&vf/kxe ekWM~;wy 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, foLr̀r funsZ'k 'kkfey gksaxsA 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
Hkwfedk fuHkkukHkwfedk fuHkkukHkwfedk fuHkkukHkwfedk fuHkkuk    
rukoiw.kZ fLFkfr ls cpuk 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
isu ;k isafly] uksViSM ;k dkxt dh ‘khV vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k    
• uhps ls fdlh ,d fLFkfr dks pqudj rhu ds lewg cuk,aA  

fLFkfr 1 % vkidh Ldwy cl NwV xbZ gS vkSj vkidks nsj gks jgh gSA vki 
D;k djsaxs\ D;k vki enn ds fy, ?kcjk,axs ;k enn ekaxsaxs ;k jkLrk 
[kkstus dh dksf'k'k djsaxs\ 

   fLFkfr 2 %    vkidks fØdsV eSp esa viuk loZJs"B izn'kZu djuk gksxk rkfd 
vkidks vius Ldwy ds fy, jk"Vªh; Lrj esa [ksyus dk ekSdk feysA vki 
Çpfrr ¼ijs’kku ;k rukoxzLr½ jgs gSaA D;k vki blds ckjs esa Çprk djrs 
gq, viuh uhan [kks nsaxs ;k vki eSnku esa tk,axs vkSj vH;kl djsaxs\  

• ,d fLdV rS;kj djsa vkSj vius lewgksa ds vanj izn'kZu djsaA nks lnL; 
fLdV dk izn'kZu djsaxs vkSj ,d lnL; voyksdu djsaxs vkSj viuk 
QhMcSd lkÖkk djsaxsA 

xfrfof/k xfrfof/k xfrfof/k xfrfof/k 2222    
Lo fparu Self-reflection 
vko';d lkexzhvko';d lkexzhvko';d lkexzhvko';d lkexzh 
isu ;k isafly vkfn  
izfØ;kizfØ;kizfØ;kizfØ;k  
• uhps nh xbZ rkfydk dks ,slh fLFkfr ¼fLFkfr;ksa½ dks iwjk djsa tks 

udkjkRed lksp dk dkj.k curh gSa] mnkgj.k ds fy,] fdlh ijh{kk esa 
vPNk izn'kZu u djukA lwph cuk,a fd vki fLFkfr;ksa dk izca/ku dSls 
dj ldrs gSaA 

 

udkjkRedudkjkRedudkjkRedudkjkRed    lksplksplksplksp    dsdsdsds    dkdkdkdkj.kj.kj.kj.k    fLFkfrfLFkfrfLFkfrfLFkfr ldkjkRedrkldkjkRedrkldkjkRedrkldkjkRedrk    dsdsdsds    fy,fy,fy,fy,    dSlsdSlsdSlsdSls    vkxs c<+sa vkxs c<+sa vkxs c<+sa vkxs c<+sa  
  

  

  
  

fVIi.khfVIi.khfVIi.khfVIi.kh    
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fVIi.khfVIi.khfVIi.khfVIi.kh 
    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

    
    
    
    
    
    
    
    
    
    

vkiusvkiusvkiusvkius    D;kD;kD;kD;k    lh[kklh[kklh[kklh[kk\\\\    

 
 
 
 
 
    
    
    

l= 2 %l= 2 %l= 2 %l= 2 %    ifj.kke dk vfHkfoU;kl ¼vksfj,aVs'ku½ifj.kke dk vfHkfoU;kl ¼vksfj,aVs'ku½ifj.kke dk vfHkfoU;kl ¼vksfj,aVs'ku½ifj.kke dk vfHkfoU;kl ¼vksfj,aVs'ku½    
ifj.kke vfHkfoU;kl Result orientation ,d ,slk 'kCn gS tks fdlh O;fDr dh 
igpku djus dh {kerk dk o.kZu djus ds fy, mi;ksx fd;k tkrk gS fd 
dkSu ls ifj.kke egRoiw.kZ gSa vkSj mUgsa izkIr djus ds fy, dkSu ls vko';d 
dne mBk, x, gSaA bldk vFkZ gS ,d fu/kkZfjr dk;Z ds ifj.kke ij /;ku 
dsafnzr djukA ;fn vki ml ifj.kke dks tkurs gSa ftls vki izkIr djuk 
pkgrs gSa] rks vki bls izkIr djus ds fy, vko';d iz;klksa ij /;ku dsafnzr dj 
ldrs gSaA blfy,] ifj.kke vfHkfoU;kl ,d O;fDr ;k laxBu dk o.kZu djrk gS 
tks ml izfØ;k ds ctk; ifj.kke ij /;ku dsafnzr djrk gS tks fdlh mRikn 
dk mRiknu djus ;k fdlh lsok dks iznku djus ds fy, mi;ksx fd;k tkrk 
gSA 

,d vkn'kZ deZpkjh dks lfØ; vkSj ifj.kke izsfjr gksuk pkfg,A fu/kkZfjr y{;ksa 
;k mÌs';ksa dks izkIr djus ds fy, O;fDr dks ges'kk vko';d dne mBkus pkfg,A 

ifj.kkeifj.kkeifj.kkeifj.kke    mmmmUeq[khUeq[khUeq[khUeq[kh    result    oriented    dSlsdSlsdSlsdSls    cusacusacusacusa\\\\    
(i) Li"VLi"VLi"VLi"V    y{;y{;y{;y{;    fu/kkZffu/kkZffu/kkZffu/kkZfjrjrjrjr    djsadjsadjsadjsa    %%%% y{;ksa dks iwjk djus ds fy, Li"V vkSj lVhd 

y{; fu/kkZfjr djuk igyk dne gSA 
(ii) ,d,d,d,d    dk;Zdk;Zdk;Zdk;Z    ;kstuk;kstuk;kstuk;kstuk    rS;kjrS;kjrS;kjrS;kj    djsadjsadjsadjsa    %%%% ,d dk;Z ;kstuk esa ,d O;fDr ;k laxBu 

}kjk fu/kkZfjr mÌs';ksa dks iwjk djus ds rjhds dk o.kZu fd;k tkrk gSA 
blesa y{; dks izkIr djus ds fy, mBk, tkus okys dneksa dk fooj.k fn;k 
tkrk gSA blfy,] blesa dbZ dk;Z ;k pj.k gksrs gSa ftUgsa iwjk djus dh 
vko';drk gksrh gS] vkSj ftUgsa ifjofrZr fd, tkus dh vko';drk gksrh gSA 
izR;sd fØ;k] pj.k ;k ifjorZu esa fuEu tkudkjh 'kkfey gksuh pkfg,A 

    

dddd----    y?kqy?kqy?kqy?kq    mŸkjmŸkjmŸkjmŸkj    iz'uiz'uiz'uiz'u        
1- mu rjhdksa dk o.kZu djsa ftuls vki ldkjkRed lksp dks thou esa ,d 

vknr cuk ldrs gSaA  
2- ldkjkRed lksp ds egRo dks lwphc) djsaA o.kZu djsa fd ;g fdlh 

dks fdlh ds y{;ksa dks izkIr djus esa dSls enn dj ldrk gSA 

blblblbl    l=l=l=l=    dsdsdsds    iwjkiwjkiwjkiwjk    gksusgksusgksusgksus    dsdsdsds    ckn]ckn]ckn]ckn]    vkivkivkivki    ;g;g;g;g    djusdjusdjusdjus    esaesaesaesa    l{kel{kel{kel{ke    gksaxsgksaxsgksaxsgksaxs     
• izsj.kk dk vFkZ leÖkk,aA  
• mÌs';ksa ds izdkj dk o.kZu djsaA  
• vkarfjd vkSj ckgjh izsj.kk ds chp varj djsaA  
• ldkjkRed n`f"Vdks.k ds vFkZ dk o.kZu djsaA  
• thou esa ldkjkRed gksus ds dneksa dh igpku djsaA  
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• dk;Zokfg;ksa ds ckn D;kD;kD;kD;k ifjorZu gksaxs\  
• cnyko dkSudkSudkSudkSu djsxk\  
• cnyko dcdcdcdc gksaxs\  
• cnyko dcdcdcdc    rdrdrdrd jgsaxs\  
• ifjorZuksa dks djus ds fy, fdufdufdufdu    lalk/kuksalalk/kuksalalk/kuksalalk/kuksa dh vko';drk gksrh gS\  
• fdlsfdlsfdlsfdls irk gksuk pkfg, vkSj D;k gksuk pkfg,\ 

  

(iii)          lgh lalk/kuksa vkSj midj.kksa dk mi;ksx djsa % fdlh dks mu ifj.kkeksa 
dks izkIr djus ds fy, vko';d lalk/kuksa vkSj midj.kksa dk ewY;kadu 
djuk pkfg, vkSj pkgs fd os vkidks miyC/k gksaA mnkgj.k ds fy,] 
vki 70 izfr'kr vadksa ds lkFk dkWyst dh izos'k ijh{kk dks ikl djuk 
pkgrs gSaA D;k vkids ikl ijh{kk ds fy, v/;;u djus ds fy, 
fdrkcsa gSa\ ;fn ugha] rks vki mUgsa dgka ls vkSj dSls izkIr dj ldrs 
gSa\ 

(iv)         ijke’kZnkrkijke’kZnkrkijke’kZnkrkijke’kZnkrk    vkSjvkSjvkSjvkSj    lkfFk;ksalkfFk;ksalkfFk;ksalkfFk;ksa    dsdsdsds    lkFklkFklkFklkFk    laoknlaoknlaoknlaokn    djsadjsadjsadjsa    %%%% ;FkkFkZoknh y{; fu/kkZfjr 
djus esa enn ds fy, f'k{kdksa] ofj"B yksxksa vkSj ijke’kZnkrk ls ckr 
djuh pkfg,A 

(v)                ,d,d,d,d    dSysaMjdSysaMjdSysaMjdSysaMj    cucucucuk,a %k,a %k,a %k,a % fu;fer varjky ij izxfr dh fuxjkuh ds fy, 
,d dSysaMj cukuk pkfg,A      

(vi)        dM+hdM+hdM+hdM+h    esguresguresguresgur    djsa %djsa %djsa %djsa % O;fDr dks dM+h esgur djuh pkfg, vkSj vius 
liuksa ij fo'okl djuk pkfg,A  

y{;y{;y{;y{;    fu/kkZj.kfu/kkZj.kfu/kkZj.kfu/kkZj.k Goal    setting     

y{; fu/kkZj.k gesa ;g leÖkus esa enn djrh gS fd ge D;k pkgrs gSa] bls 
dSls izkIr djsa vkSj ge viuh lQyrk dks dSls ekisaA y{; fy[kus ds 
fy, vko';d gS fd ge mlds iz;kstu vkSj mÌs'; dks leÖksaA vkb, ge 
;g leÖkus dh dksf'k'k djsa fd fdlh y{; dks dSls ifjHkkf"kr fd;k tk,A  

• igpkusa fd y{; D;k gS] mnkgj.k ds fy,] xzkgd larqf"V] iznk;xh dh 
izfØ;k esa rsth] vkfnA  

• y{; ls dSls QdZ iM+sxk\ mnkgj.k ds fy,] D;k ;g xzkgdksa dh 
larqf"V dks c<+k,xk] D;k blls fdlh mRikn ;k lsok dh ekax esa 
o`f) gksxh] iznk;xh dh izfØ;k esa rsth vk,xh vkSj ifj.kke csgrj 
gksxkA  

 

y{; fu/kkZfjr djus ds fy, LekVZ dk mi;ksx djsaA vkb, ns[ksa fd LekVZ 
SMART esa izR;sd v{kj dk D;k vFkZ gSA  

 

fVIi.khfVIi.khfVIi.khfVIi.kh 
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fVIi.khfVIi.khfVIi.khfVIi.kh • ,l,l,l,l    %%%%    fof'k"Vfof'k"Vfof'k"Vfof'k"V    Specific    
y{;ksa dks fof'k"V 'kCnksa esa dgk tkuk pkfg,A vLi"V y{;ksa dks izkIr 
djuk eqf'dy gSA fof'k"V y{; gesa ,d Bksl y{; nsrs gSaA blfy,] 
,d y{; dk ,d fof'k"V mÌs'; gksuk pkfg,A 

• ,e,e,e,e    %%%%    ekiusekiusekiusekius    ;ksX;;ksX;;ksX;;ksX;    Measurable     

y{; ges'kk ekius ;ksX; gksuk pkfg,A ;fn ge vius y{;ksa dks ekius 
;ksX; 'kCnksa esa fu/kkZfjr ugha djrs gSa] rks ;g vkdyu djuk eqf'dy gS 
fd geus mUgsa gkfly fd;k gS ;k ughaA 

• ,,,,    %%%%    dk;Z&mUeq[kdk;Z&mUeq[kdk;Z&mUeq[kdk;Z&mUeq[k    Action-oriented     

y{; flQZ vius ne ij [kjs ugha mrjrsA izHkkoh rjhds ls y{; 
fu/kkZj.k esa dk;Z&vk/kkfjr pj.k 'kkfey gksus pkfg, ftudk vuqlj.k 
y{; dks izkIr djus ds fy, fd;k tk,xkA   

− dk;Z tks eSa igys ls gh bl y{; dks izkIr djus dh fn'kk esa 
dj jgk gwaA  

− ,sls dk;Z tks eSa orZeku esa ugha dj jgk gwa] ysfdu bl y{; 
dks izkIr djus dh fn'kk esa ys tkÅaxkA  

− ,sls dk;Z tks eSa orZeku esa ugha dj jgk gwa vkSj y{; izkIr 
djus ds fy, lgk;rk dh vko';drk gS   

− os yksx vkSj LFkku ftuls eqÖks y{; izkIr djus ds fy, 
lgk;rk fey ldrh gS & 

• vkj %vkj %vkj %vkj %    ;FkkFkZoknh;FkkFkZoknh;FkkFkZoknh;FkkFkZoknh    Realistic    
foQyrk ds fy, [kqn dks LFkkfir djus dh rqyuk esa 
vkRe&izHkkodkfjrk dh gekjh Hkkouk ds fy, dqN phtsa vf/kd 
gkfudkjd gSaA y{;ksa dks ges'kk okLrfod :i ls izkI; gksuk pkfg,A 

• VhVhVhVh    %%%%    le;le;le;le;    ijijijij    Timely     

y{;ksa dh le; lhek gksuh pkfg,A gkykafd] le; lhek cny ldrh 
gSA ysfdu ,d fu/kkZfjr le; lhek ds vanj dke djus ds fy, ges'kk 
,d le; lhek r; djuh pkfg,A  

ifj.kke&mUeq[kifj.kke&mUeq[kifj.kke&mUeq[kifj.kke&mUeq[k y{;ksay{;ksay{;ksay{;ksa dsdsdsds mnkgj.kmnkgj.kmnkgj.kmnkgj.k     

ifj.kke&mUeq[k y{;ksa ds mnkgj.k bl izdkj gSaA 

• ,d Nk= ,d ijh{kk esa mPpmPpmPpmPp    vadvadvadvad izkIr djus dk y{; fu/kkZfjr dj 
ldrk gSA  

• ,d ,FkyhV ,d fnu esa ikapikapikapikap    ehyehyehyehy nkSM+ ldrk gSA  
• ,d ;k=h rhurhurhurhu    ?kaVs?kaVs?kaVs?kaVs    ds vanj ,d xarO; 'kgj rd igqapus dk iz;kl 

dj ldrk gSA 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl 

    

f'k{kd vkidks http://www.psscive.ac.in/Employability_Skills.html ij bZ&vf/kxe ikB 
fn[kkdj bu xfrfof/k;ksa dh lqfo/kk çnku djsxkA blesa mijksä fo"k;ksa ds fy, ohfM;ks 
vkSj bZ&lkexzh] lkFk gh lkFk uhps nh xbZ xfrfof/k ds fy, foLr̀r funsZ'k 'kkfey gksaxsA 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
tksM+s cukuktksM+s cukuktksM+s cukuktksM+s cukuk    vkSj lk>k djukvkSj lk>k djukvkSj lk>k djukvkSj lk>k djuk    
thou esa y{;  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
isu ;k isafly] uksVisM vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k     
• Nk=ksa dk tksM+k cuk,a  
• mu phtksa dh ,d lwph cuk,a ftUgsa vki vPNh rjg ls dj ldrs gSaA  
• thou esa viuk mÌs'; fy[ksaA  
• vius lkFkh ds lkFk vius uksV~l lkÖkk djsa vkSj viuh O;fDrxr fo'ks"krkvksa 

ij ppkZ djsaA  
• ,d Nk= Lo;alsod vkSj d{kk esa tkus ls igys uksV~l i<+rk gSA  
 

;gka xfrfof/k djus ds fy, izk:i fn;k x;k gSA   
− lwph cuk,a fd vki ,d O;fDr ds rkSj ij ekurs gSa fd vki ftu dkeksa dks dj 

ldrs gSa muds ckjs esa ^eSa dj ldrk gwa* ds lkFk okD; 'kq: djsaA 
− blds ckn] lwph cuk,a fd vki ,d O;fDr ds rkSj ij ekurs gSa fd vki ftu 

dkeksa dks vPNh rjg ls dj ldrs gSa muds ckjs esa ^eSa dj ldrk gwa* ds lkFk 
okD; 'kq: djsaA ¼eSa vPNh rjg ls xk ldrk gwa½A 

− lwph cuk,a fd vki ftu dkeksa dks djus dh ;kstuk cukrs gSa muds ckjs esa ^eSa dj 
ldrk gwa* ds lkFk okD; 'kq: djsaA ¼eSa vius vki dks 'kkL=h; laxhr esa 
izf'kf{kr d:axk½A 

− var esa] thou esa vius mÌs'; ds ckjs esa crk,aA ^esjk mÌs'; gS* ds lkFk okD; 
'kq: djsa ¼esjk mÌs'; xk;d cuuk gS½A 

− ,d lwph cukus ls vkidks Lo&tkx:d gksus vkSj ifj.kke mUeq[k gksus esa enn 
feysxhA 

 

 

fVIi.khfVIi.khfVIi.khfVIi.kh 

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa    

    

    

    

    

    

    
    

 

1. uhps nh xbZ rkfydk esa Hkjsa] ftlls vkidks fu/kkZfjr ifj.kke izkIr djus ds fy, ,d 
dk;Z ;kstuk rS;kj djus esa enn fey ldrh gSA    

ifj.kkeifj.kkeifj.kkeifj.kke    tks tks tks tks eSaeSaeSaeSa    izkIrizkIrizkIrizkIr    
djukdjukdjukdjuk    pkgrpkgrpkgrpkgrk gwa k gwa k gwa k gwa  

ifj.kkeifj.kkeifj.kkeifj.kke    izkIrizkIrizkIrizkIr    djusdjusdjusdjus    dsdsdsds    
fy,fy,fy,fy,    eSaeSaeSaeSa    D;kD;kD;kD;k    djdjdjdj    jgkjgkjgkjgk    gwagwagwagwa\\\\  

ifj.kkeifj.kkeifj.kkeifj.kke    izkIrizkIrizkIrizkIr    djusdjusdjusdjus    dsdsdsds    fy,fy,fy,fy,    eqÖkseqÖkseqÖkseqÖks    
D;kD;kD;kD;k    djukdjukdjukdjuk    pkfg,pkfg,pkfg,pkfg,\\\\     

eSa frekgh ijh{kk esa 80 
Qhlnh vad ykuk 
pkgrk gwaA   

eSa jkstkuk nks ?kaVs i<+kbZ 
djrk gwaA   

eqÖks rhu ?kaVs rd v/;;u djuk 
pkfg, vkSj uewuk ijh{kk iz'ui= 
dk vH;kl djuk pkfg,A  
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    fVIi.khfVIi.khfVIi.khfVIi.kh 
    

vkiusvkiusvkiusvkius    D;kD;kD;kD;k    lh[kklh[kklh[kklh[kk\\\\    
    
    
    
    
    
    

l= l= l= l= 3 3 3 3 % Lo&tkx:drk% Lo&tkx:drk% Lo&tkx:drk% Lo&tkx:drk            
Lo&tkx:drk fdlh dh viuh t:jrksa] bPNkvksa] vknrksa] y{k.kksa] O;ogkjksa vkSj Hkkoukvksa 
dks leÖkus ds ckjs esa gSA vkb, bls ,d NksVh dgkuh ds lkFk leÖkus dh dksf'k'k 
djrs gSaA  
^tc ,d fHk{kq /khjs&/khjs lM+d ij pyrk gS rks og ,d ljiV nkSM+rs gq, ?kksM+s dh 
vkokt lqurk gSA og ?kwerk gqvk ,d vkneh dks viuh fn'kk esa ?kksM+s dh lokjh 
djrk gqvk vkrs ns[krk gSA tc vkneh djhc vkrk gS] rks fHk{kq iwNrk gS] ^^rqe dgka 
tk jgs gks\** ftl ij vkneh tokc nsrk gS] ^^eqÖks irk ugha gS] ?kksM+s ls iwNks** vkSj 
Hkkx tkrk gSA  
tc ge [kqn ds ckjs esa ugha tkurs gSa] rks ge ,d ,slh fn'kk esa pyrs gSa ftlds 
ckjs esa ge Li"V ugha gSaA blfy,] ;g egRoiw.kZ gS fd gesa [kqn ds ckjs esa irk 
gksuk pkfg,A tc dksbZ Lo&tkx:d gks tkrk gS] rks O;fDr gj pht ds ckjs esa 
tkx:d gksus yxrk gS vkSj phtksa ;k fLFkfr;ksa dks fu"i{krk ls ns[krk gSA ;g ,d 
egRoiw.kZ Hkwfedk fuHkkrk gS fd ge vius vki dks dSls leÖkrs gSa vkSj nwljksa vkSj 
gekjs vklikl dh nqfu;k ls lacaf/kr gSaA 

Lo&tkx:drkLo&tkx:drkLo&tkx:drkLo&tkx:drk    dhdhdhdh    fn'kkfn'kkfn'kkfn'kk    esaesaesaesa    dnednednedne  
• Lo&tkx:drk dk vH;kl djus ds fy, igyk dne fdlh dh Hkkoukvksa 

¼fp= 2-3½ ds ckjs esa vf/kd tkx:drk izkIr djuk gSA 
    

 
fp= 2-3 % ,d O;fDr fofHkUUk Hkkoukvksa dks vuqHko djrk gS  

 

• Lo&tkx:drk dk vH;kl djus ds fy, nwljk dne ml O;fDr }kjk viuh 
Hkkoukvksa dks VªSd djus dh vknr cukuk gSA  

    

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsgksaxsgksaxsgksaxs     
• ifj.kke mUeq[kh gksus ds rjhdksa dh igpku djsaA  
• ,d dk;Z ;kstuk cuk,aA  

vPNk [kq'k Mjk gqvk 

?kcjk;k gqvk cspSu ikxy 

mnkl chekj fujk'k 
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• Lo&tkx:drk dk vH;kl djus ds fy, rhljk dne O;fDr 
dh Hkkoukvksa ls ijs thou ds {ks=ksa esa ,d vH;kl dk foLrkj 
djuk gSA 

  

O;fDrRoO;fDrRoO;fDrRoO;fDrRo    vkSjvkSjvkSjvkSj    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    y{k.ky{k.ky{k.ky{k.k Personality    and    personality    traits        

O;fDrRo fopkjksa] Hkkoukvksa vkSj O;ogkjksa dk ,d lewg gS tks ,d 
O;fDr dks nwljksa ls vyx cukrk gSA 
 

O;fDrRo y{k.kksa dks fopkjksa] Hkkoukvksa vkSj O;ogkjksa ds vis{kk—r LFkk;h 
iSVuZ ds :i esa ifjHkkf"kr fd;k x;k gS tks ,d nwljs ls O;fDr;ksa 
dks vyx djrs gSaA blfy,] O;fDrRo fodkl O;ogkj vkSj n`f"Vdks.k 
ds ,d laxfBr iSVuZ dk lewg gS tks fdlh O;fDr dks fof'k"V 
cukrk gSA O;fDrRo dk fodkl LoHkko] pfj= vkSj i;kZoj.k dh ijLij 
fØ;k ls gksrk gSA laL—fr Hkh O;fDrRoksa dks vkdkj nsus esa egRoiw.kZ 
Hkwfedk fuHkkrh gSA 
 

O;fDr dk O;fDrRo nwljksa ds lkFk laca/kksa dks Hkh izHkkfor djrk gSA 
,d ldkjkRed O;fDrRo csgrj izn'kZu] mRikndrk vkSj nwljksa ds lkFk 
lkSgknZiw.kZ laca/kksa dks c<+k ldrk gSA 

 

ikap iSjkehVj gSa tks fdlh O;fDr ds O;fDrRo dk o.kZu djrs gSaA 
bu ikap vk;keksa dks ^cM+s ikap dkjd* Hkh dgk tkrk gS vkSj ekWMy dks 
^ikap dkjd ekWMy* dgk tkrk gS] ftls ,Q,Q,e ¼fp= 2-4½ ds :i esa 
laf{kIr fd;k x;k gSA 

 

• [k[k[k[kqykiuqykiuqykiuqykiu    %%%% vuqHko djus ds fy, [kqysiu okys O;fDr] vke rkSj 
ij] jpukRed] ftKklq] lfØ;] yphys vkSj lkglh gksrs gSaA ;fn 
fdlh O;fDr dks ubZ phtsa lh[kus] u, yksxksa ls feyus vkSj 
nksLr cukus esa #fp gS] vkSj ubZ txgksa ij tkuk ilan djrk 
gS] rks O;fDr dks [kqys fnekx okyk dgk tk ldrk gSA 

• psrupsrupsrupsrukkkk    Consciousness    %%%% O;fDr] tks viuh varj vkRek dh 
vkokt lqurs gSa] Lo&vuq'kkflr gksrs gSa] viuk dke le; ij 
djrs gSa] Lo;a ls igys nwljksa dh ns[kHkky djrs gSa vkSj nwljksa 
dh Hkkoukvksa dh ijokg djrs gSaA 

• cfgeqZ[krk cfgeqZ[krk cfgeqZ[krk cfgeqZ[krk Extraversion    %%%% cfgeqZ[kh O;fDr os gksrs gSa] tks vkl 
ikl ds yksxksa ds lkFk ckrphr djuk ilan djrs gSa vkSj 
vke rkSj ij] ckrwuh gksrs gSaA ,d O;fDr] tks vklkuh ls nksLr 
cuk ldrk gS vkSj fdlh Hkh lHkk dks thoar cuk ldrk gS] 
vkRefo'okl vkSj ,d cfgeqZ[kh O;fDr gksrs gSaA 

fVIi.kfVIi.kfVIi.kfVIi.khhhh    
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fp= 2-4 % ^cM+s ikap dkjd* ;k ikoj dkjd ekWMy  

 

• LLLLkkkkgergergerger    gksgksgksgksus dh {kerkus dh {kerkus dh {kerkus dh {kerk    %%%% ,sls y{k.k okys O;fDr] vke rkSj ij] n;kyq] 
lgkuqHkwfriw.kZ] lg;ksxdkjh] xeZtks'kh ls Hkjs gq, vkSj fopkj'khy gksrs gSaA os 
fdlh Hkh fLFkfr esa [kqn dks lek;ksftr djrs gSaA mnkgj.k ds fy,] 
tks yksx enn djrs gSa vkSj nwljksa dh ns[kHkky djrs gSa] os vkerkSj 
ij lger gks tkrs gSaA 

• euksfo{kqC/krkeuksfo{kqC/krkeuksfo{kqC/krkeuksfo{kqC/krk    Neuroticism    %%%% euksfo{kqC/krk ,d ,slh fo'ks"krk gS] ftlesa] 
O;fDr Çprk] vkRe&lansg] volkn] 'keZ vkSj vU; leku udkjkRed 
Hkkoukvksa dh vksj Ökqdko fn[kkrs gSaA yksx] ftUgsa nwljksa ls feyus esa 
dfBukbZ gksrh gS vkSj phtksa ds ckjs esa cgqr vf/kd Çprk gksrh gS] os 
raf=dkokn ds y{k.k fn[kkrs gSaA 

vkevkevkevke    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj Common    personality    disorders     

O;fDrRo fodkj esa fopkjksa vkSj O;ogkj ds nh?kZdkfyd iSVuZ 'kkfey gksrs gSa 
tks vLoLFk vkSj dBksj gksrs gSaA ,d O;fDrRo fodkj lkspus] eglwl djus 
vkSj O;ogkj djus dk ,d rjhdk gS tks lkalkfjd vis{kkvksa ls fopfyr 
djrk gS vkSj ladV dk dkj.k curk gS] tks le; ds lkFk cuk jgrk gSA 

DyLVjDyLVjDyLVjDyLVj d d d d %%%% lafnX/klafnX/klafnX/klafnX/k     Suspicious        

bl lewg ds varxZr vkus okys yksx ges'kk nwljksa ij vfo'okl djrs gSa vkSj 
lafnX/k gksrs gSa] rc Hkh tc ,slk djus dh dksbZ vko';drk ugha gksrh gSA 
mnkgj.k ds fy,] o"kkZ ,d x`fg.kh gSA ,d ukSdjkuh nks lky ls mlds ?kj 
ij dke dj jgh gSA ?kj esa lhlhVhoh dSejs yxs gksus ds ckotwn o"kkZ dks 
ukSdjkuh ij ges'kk 'kd gksrk gSA og gj le; mldk ihNk djrh gS vkSj 
mldh gjdrksa ij utj j[krh gSA ;g o"kkZ vkSj mldh ukSdjkuh ds chp 
ruko dk dkj.k curk gSA 

cfgeqZ[krk 

lger gksus dh 
{kerk 

psruk 

O;fDrRo 

[kqykiu euksfo{kqC/krk 
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• iSjkukW;MiSjkukW;MiSjkukW;MiSjkukW;M    O;fDrRo fodkj O;fDrRo fodkj O;fDrRo fodkj O;fDrRo fodkj %%%% iSjkukW;M O;fDrRo fodkj dh fo'ks"krk 
nwljksa ds izfr vfo'okl ls igpkuh tkrh gS] ftlesa nksLr] ifjokj 
ds lnL; vkSj lkFkh 'kkfey gksrs gSaA ,sls fodkj okys yksx 
T;knkrj nwljksa ds f[kykQ f'kdk;r j[krs gSaA 

• ffff'k'k'k'kt+ksbMt+ksbMt+ksbMt+ksbM    Schizoid    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj    %%%%    ^^f'kt+ksbM** 'kCn ckgjh nqfu;k 
ls nwj fdlh ds vkarfjd thou dh vksj /;ku nsus dh izk—frd 
izo`fŸk dks n'kkZrk gSA f'kt+ksbM O;fDrRo fodkj okys O;fDr vyx 
vkSj nqfu;k ls nwj gks tkrs gS] vkSj bl izdkj ds O;fDrRo ds yksxksa 
esa vius vki ij utj j[kus vkSj dYiuk esa cus jgus dh laHkkouk 
gksrh gSA O;fDr O;fDrxr laca/k cukus esa cgqr de #fp fn[kkrk 
gS vkSj HkkoukRed :i ls BaMk yxrk gSA 

• 'k'k'k'kht+ksVkbiyht+ksVkbiyht+ksVkbiyht+ksVkbiy    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj    %%%%    bl izdkj ds O;fDrRo fodkj okys 
yksx ekurs gSa fd os vius fopkjksa ls vU; yksxksa ;k ?kVukvksa dks 
izHkkfor dj ldrs gSaA os vDlj O;ogkj dh xyr O;k[;k djrs 
gSaA ;g muds fy, vuqfpr HkkoukRed izfrfØ;k dk dkj.k curk 
gSA os yxkrkj varjax laca/k j[kus ls cp ldrs gSaA 

DyLVjDyLVjDyLVjDyLVj [k [k [k [k %%%% HkkoukRedHkkoukRedHkkoukRedHkkoukRed vkSjvkSjvkSjvkSj vkosxh vkosxh vkosxh vkosxh Emotional    and    impulsive        

bl izdkj ds O;fDrRo fodkj esa vfLFkj euksn'kkvksa vkSj O;ogkjksa dh 
fo'ks"krk ns[kh tkrh gS] tks vLoLFk vkSj vfLFkj laca/kksa] HkkoukRed vfLFkjrk 
vkSj O;FkZ gksus dh Hkkouk dks tUe nsrk gSA mnkgj.k ds fy,] luh gkbZ 
Ldwy esa ,d Nk= gSA tc Hkh mls de vad feyrs gSa] og mnkl gksrk 
gS vkSj vius nksLrksa ls yM+rk gSA og] xyfr;ksa ls lh[kus dh dksf'k'k Hkh 
ugha djrk gSA mlds ekrk&firk vkSj f'k{kdksa us mlds lkFk ckr djus 
dh dksf'k'k dh gS] ysfdu mls csdkj esa xqLlk vkSj mu ij fpYykgV 
eglwl gksrh gSA 

• vlkekftdvlkekftdvlkekftdvlkekftd    Antisocial    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj    %%%% vlkekftd O;fDrRo 
fodkj okys yksx lkekftd fu;eksa vkSj nkf;Roksa dh vogsyuk 
djrs gSaA os fpM+fpM+s vkSj vkØked gksrs gSa] vkSj tcjnLrh dke 
djrs gSaA muesa vijk/k dh deh gksrh gS vkSj os vuqHko ls 
lh[kus esa vlQy gksrs gSaA os ÖkwB cksy ldrs gSa] pksjh dj ldrs 
gSa ;k eknd inkFkkaZs dk mi;ksx dj ldrs gSa vkSj 'kjkc ;k MªXl 
ds vknh Hkh gks ldrs gSaA 

• lheklheklheklhek Borderline    O;fDrRoO;fDrRoO;fDrRoO;fDrRo fodkj % fodkj % fodkj % fodkj % lhek O;fDrRo fodkj okys yksxksa esa 
vfuok;Z :i ls Lo&ewY; dh Hkkouk dh deh gksrh gS] vkSj bl izdkj] 
[kkyhiu dh Hkkouk vkSj ifjR;kx dh vk'kadkvksa dk  

    

fVIi.khfVIi.khfVIi.khfVIi.kh    
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fVIi.khfVIi.khfVIi.khfVIi.kh 
vuqHko gksrk gSA HkkoukRed vfLFkjrk] Çgld izdksi vkSj vkosxh O;ogkj 
dk ,d iSVuZ gSA ,sls O;fDrRo fodkj okys yksxksa esa vkRegR;k ds [krjs 
vkSj vkRegR;k ds dk;Z vke gSaA rukoiw.kZ ?kVukvksa ls fuiVus esa mUgsa 
dfBukbZ gks ldrh gSA 

• ukVdh;ukVdh;ukVdh;ukVdh;    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    Histrionic    personality    fodkjfodkjfodkjfodkj %%%% ukVdh; O;fDrRo 
fodkj ls ihfM+r yksx vDlj T;knk ukVdh; gksus ls T;knk /;ku 
[khapus dh dksf'k'k djrs gSaA os vkykspuk ;k vLoh—fr ds fy, 
csgn laosnu'khy gSa] vkSj nwljksa dks vklkuh ls izHkkfor dj ldrs 
gSaA 

• vkRedkehvkRedkehvkRedkehvkRedkeh    Narcissistic    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj    %%%% vkRedkeh narcissistic 
O;fDrRo fodkj okys yksx ekurs gSa fd os nwljksa dh rqyuk esa 
vf/kd egRoiw.kZ gSaA muds ikl vU; yksxksa ds fy, lgkuqHkwfr dh 
deh gksrh gS vkSj os viuh miyfC/k;ksa dks c<+krs gSaA 

DyLVjDyLVjDyLVjDyLVj xxxx    %%%% ÇprktudÇprktudÇprktudÇprktud Anxious        

;g O;fDrRo fodkj ijs’kkuh] Çprk ;k Hk; dh Hkkoukvksa dh fo'ks"krk gS] 
tks fdlh dh nSfud fnup;kZ dks izHkkfor djus dh {kerk j[krs gSaA 
mnkgj.k ds fy,] f'k[kk ,d cqtqxZ efgyk gSaA og vius ifjokj ds lkFk 
jgrh gSA mls fnu esa de ls de 20 ckj gkFk /kksus dh vknr gSA gkFk 
/kksus ds ckn Hkh] mUgsa yxrk gS fd os lkQ ugha gSa] vkSj mls jxM+uk ;k 
/kksuk tkjh j[krh gSA og u rks vius iksrs ls ckr djrh gS] u gh og 
fdlh ikfjokfjd xfrfof/k esa Hkkx ysrh gSA 

• vogsyukvogsyukvogsyukvogsyuk    Avoidant    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj    %%%% bl izdkj ds fodkj okys 
yksx lkekftd :i ls v;ksX;] vuqfpr ;k ghu gksrs gSa] vkSj 
yxkrkj Hk;Hkhr] vkykspuk ;k vLohdkj fd, tkus ls Mjrs gSaA os 
nwljksa ls feyus ls cprs gSa vkSj vDlj vi;kZIrrk] ghurk ;k 
vuklfDr unattractiveness dh Hkkoukvksa dk vuqHko djrs gSaA  

• vkfJrvkfJrvkfJrvkfJr    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj    %%%% bl rjg ds fodkj okys yksxksa esa 
vkRefo'okl dh deh vkSj vfrfjDr ns[kHkky dh vko';drk gksrh 
gSA mUgsa jkst+ejkZ ds QSlys ysus esa cgqr enn dh t+:jr gksrh 
gS vkSj nwljksa dh ns[kHkky ds fy, egRoiw.kZ thou ds QSlys dks 
vkReleiZ.k djuk gksrk gSA os viuh HkkoukRed vkSj 'kkjhfjd 
t:jrksa ds fy, vU; yksxksa ij cgqr vf/kd fuHkZj gksrs gSa] vkSj 
bl izdkj] vke rkSj ij] vdsys jgus ls cprs gSaA 
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• tquwuh&ck/;dkjhtquwuh&ck/;dkjhtquwuh&ck/;dkjhtquwuh&ck/;dkjh    Obsessive-compulsive    O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj    %%%% bl rjg ds 
fodkj okys yksx fu;eksa vkSj fofu;eksa ls n`<+rk ls fpids jgrs gSaA mUgsa 
Øec)rk] iw.kZrkokn vkSj fooj.kksa ij /;ku nsus ds lkFk vR;f/kd Çprk ds 
,d lkekU; iSVuZ dh fo'ks"krk gks ldrh gSA iw.kZrk izkIr djus esa 
vleFkZ gksus ij os csgn vlgt eglwl djrs gSaA os fdlh izkstsDV dks 
iw.kZ cukus ij /;ku dsafnzr djus ds fy, O;fDrxr laca/kksa dh mis{kk Hkh 
dj ldrs gSaA 

O;fDrRoO;fDrRoO;fDrRoO;fDrRo    fodkjfodkjfodkjfodkj    nwjnwjnwjnwj    djusdjusdjusdjus    dsdsdsds    mik;mik;mik;mik;        

• fdlh ls ckr djsaA lcls vf/kd ckj] ;g vkidh Hkkoukvksa dks lkÖkk djus esa 
enn djrk gSA  

• vius 'kkjhfjd LokLF; dh ns[kHkky djsaA LoLFk 'kjhj vkidks LoLFk eu cuk, 
j[kus esa enn dj ldrk gSA  

• dfBu ifjfLFkfr;ksa dks laHkkyus dh viuh {kerk ij fo'okl cuk,aA  
• 'kkSd esa O;Lr jgsa] tSls laxhr] u`R; vkSj isaÇVxA budk fpfdRldh; izHkko gSA  
• ^leL;kvksa* ds ctk; ^pqukSfr;ksa* tSls 'kCnksa dks pqudj ldkjkRed jgsaA 
    

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

 

f'k{kd http://www.psscive.ac.in/ Employability_Skills.html ds ek/;e ls bl ikB 
ds fy, bZ&vf/kxe ekWM~;wy 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/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    

lewg ppkZlewg ppkZlewg ppkZlewg ppkZ    
Lo&tkx:drk 
vko’;d lvko’;d lvko’;d lvko’;d lkefxz;kakefxz;kakefxz;kakefxz;ka    
isu ;k isafly] uksVisM] pkVZ isij vkfn 

    

izfØ;kizfØ;kizfØ;kizfØ;k            

• Rkhu lewg cuk,aA  
• fuEufyf[kr fLFkfr;ksa esa ls fdlh ,d dks pqusa vkSj buls tqM+s O;fDrRo 

fodkjksa dks fy[ksaA 
— dfiy ,d Ldwy esa i<+rk gSA og Ldwy }kjk fu/kkZfjr fu;eksa dh 

vogsyuk djrk gS] fpM+fpM+k gS vkSj nksLrksa ;k ifjokj ds lkFk T;knk 
ckr ugha djrk gSA  

— t;k fiNys dqN fnuksa ls Mj vkSj [kkyh eglwl dj jgh gSaA mlus 
[kqn dks uqdlku igqapkus dh Hkh dksf'k'k dhA ;g fdl rjg dk 
O;fDrRo fodkj gS\ vki mldh enn dSls dj ldrs gSa\ 
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fVIi.khfVIi.khfVIi.khfVIi.kh viuviuviuviuh izxfr tkapsa h izxfr tkapsa h izxfr tkapsa h izxfr tkapsa     
    

dddd----        cgq oSdfYid iz’ucgq oSdfYid iz’ucgq oSdfYid iz’ucgq oSdfYid iz’u        
cgq oSdfYid iz'uksa dks /;ku ls i<+sa vkSj lgh fodYi ds f[kykQ fVd 
ekdZ yxk,aA 

1- fuEufyf[kr esa ls dkSu O;fDr ds O;fDrRo dk o.kZu djus ds fy, ,d 
iSjkehVj ugha gS\ 
¼d½ vkRefo'okl 
¼[k½ [kqykiu 
¼x½ raf=dkokn 

   ¼?k½ lgerrk    
2- fuEufyf[kr esa ls fdls vkRe egRo dh pje Hkkouk dh fo'ks"krk gS\  

¼d½ vkRedkeh O;fDrRo fodkj 
¼[k½ ckWMZjykbu O;fDrRo fodkj 
¼x½ vkfJr O;fDrRo fodkj 

   ¼?k½ mijksDr esa ls dksbZ ugha 
 

3- jfo esa 'kwU;rk] R;kx vkSj vkRegR;k dh Hkkouk,a gSaA ;g fdl izdkj dk 
O;fDrRo fodkj gS\ 
d½ lhek js[kk Borderline 
¼[k½ vkfJr Dependent 
¼x½ ifjgkjd Avoidant 

   ¼?k½ tquwuh Obsessive 
4- ,d O;fDrRo fodkj dks nwj djus ds fy, eksuk viuh cgu dh enn dj 

jgh gSA mls D;k djuk pkfg,\ 
¼d½ mldh cgu ls ckr djsa 
¼[k½ mls 'kkSd esa O;Lr j[ksa 
¼x½ mlds vkRefo'okl dks cukus esa enn djsa 

   ¼?k½ mijksDr lHkh 
vkiusvkiusvkiusvkius    D;kD;kD;kD;k    lh[kklh[kklh[kklh[kk\\\\ 
 
 
 
 
 
 
 
 
 

 
 

 

blblblbl    l=l=l=l=    dsdsdsds    iwjkiwjkiwjkiwjk    gksusgksusgksusgksus    dsdsdsds    ckn]ckn]ckn]ckn]    vkivkivkivki    ;g;g;g;g    djusdjusdjusdjus    esaesaesaesa    l{kel{kel{kel{ke    gksaxgksaxgksaxgksaxss ss     

• O;fDrRo dk vFkZ leÖkk,aA  
• cqfu;knh O;fDrRo y{k.kksa dk o.kZu djsaA  
• lkekU; O;fDrRo fodkjksa dk o.kZu djsaA 



     
 

ifjp; ifjp; ifjp; ifjp;     
lwpuk (Information) vkSj lapkj izkS|ksfxdh (Communication 

Technology)] ftls la{ksi esa vkbZlhVh dgk tkrk gS vkSj ;g gekjs thou 
dk vfHkUUk vax cu x;k gSA fdlh dks fMftVy izkS|ksfxdh (Technology) 
vkSj lapkj midj.kksa (Communication Tools) dk mi;ksx djus] eSust] 
,dhdj.k (Integrate)] ewY;kadu (Evaluate)] fØ,V vkSj lapkj 
(Communicate) djus dh {kerk fodflr djuh pkfg,A bl bdkbZ esa] 
vki LizsM'khV dk mi;ksx djus vkSj ,d lkW¶Vos;j dk mi;ksx djds 
odZ'khV cukus ds ckjs esa tkusaxsA 
 

l= 1 % LizsM'khVl= 1 % LizsM'khVl= 1 % LizsM'khVl= 1 % LizsM'khV    ds lkFk 'kq: djukds lkFk 'kq: djukds lkFk 'kq: djukds lkFk 'kq: djuk    ¼¼¼¼Getting    Started    with    

Spreadsheet½½½½                
    

vke rkSj ij yksx vius [kpks± dk j[kj[kko dSls djrs gSa\ mu lHkh [kpks± dks 
,d Mk;jh esa fy[kuk] tSls fd muds cPpksa dh Ldwy Qhl( fdjkuk] xSl vkSj 
fctyh dk fcy( R;ksgkjksa vkSj diM+ksa vkfn ij [kpZ dh tkus okyh /ku jkf'kA 
fQj] os ;g fy[krs gSa fd izR;sd vkbVe ij fdruk [kpZ fd;k FkkA var esa] 
;g irk yxkus ds fy, dqy x.kuk (Calculate) dh tkrh gS fd mUgksaus 
,d eghus esa fdruk [kpZ fd;k gSA ysfdu vkt dy] tks yksx daI;wVj dk 
mi;ksx djuk tkurs gSa] os vius [kpks± dk ys[kk tks[kk j[kus ds fy, 
lkW¶Vos;j dk mi;ksx dj ldrs gSaA 
 

pfy, vc ge LizsM'khV ds ckjs esa lh[krs gSa] ftldk mi;ksx daI;wVj ij 
x.kuk (Calculation) djus ds fy, fd;k tkrk gSA 
 

 

    

bb bb d
kb
Z

d
kb
Z

d
kb
Z

d
kb
Z  

3 

    

lwpuk vkSj lapkj lwpuk vkSj lapkj lwpuk vkSj lapkj lwpuk vkSj lapkj 
izkS|ksfxizkS|ksfxizkS|ksfxizkS|ksfxdh dkS’kydh dkS’kydh dkS’kydh dkS’ky 
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    LizsM'khV ,d bysDVªkWfud MkWD;wesaV gS] ftlesa jks vkSj dkWye gksrs gSaA bldk mi;ksx MsVk 
dks O;ofLFkr (Systematic) rjhds ls LVksj djus vkSj x.kuk (Calculate) djus ds fy, 
fd;k tkrk gSA mnkgj.k ds fy,] ,d fdjkus dh nqdku esa dbZ vkbVe gSaA nqdkunkj 
izR;sd vkbVe dh dqy ek=k (Quantity)] csph xbZ ek=k (Quantity)] izR;sd vkbVe dh 
dher vkSj fcØh ewY; vkfn dk VªSd j[krk gSA bu lHkh fooj.kksa dks LizsM'khV dk 
mi;ksx djds cuk, (Maintain) j[kk tk ldrk gS tSlk fd rkfydk 3-1 esa crk;k x;k 
gSA blls nqdkunkj dks dfBu x.kuk (Calculations) dks vklkuh ls x.kuk (Calculations) 
djus esa enn feysxh tSls ykHk ;k gkfu dk irk yxkukA  

RkRkRkRkkkkkfydkfydkfydkfydk    3333----1 % 1 % 1 % 1 % fdjkusfdjkusfdjkusfdjkus    dhdhdhdh    nqdkunqdkunqdkunqdku    esaesaesaesa    lkekulkekulkekulkeku    

Item 
Total    
quantity    (kg) 

Quantity    
sold    (kg) 

Quantity    
left    (kg) Cost /kg 

Selling    
price /kg 

Wheat atta 250 115 135 28 31 

Rice 160 57 103 46 50 

Arhar daal 70 45 25 60 68 

Sugar 200 145 55 40 45 

 

LizsM'khV D;k gS ;g leÖkus ds ckn] pfy, vc LizsM'khV ds izdkjksa dks leÖksaA 
 

LizsM'khVLizsM'khVLizsM'khVLizsM'khV    dsdsdsds    izdkjizdkjizdkjizdkj 

dbZ izdkj dh LizsM'khV miyC/k gSa tks fofHkUUk daifu;ksa }kjk cukbZ xbZ gSaA lcls 
yksdfiz; LizsM'khV esa ls dqN fp= 3-1 esa nh xbZ gSaA 

 
fp= 3-1  % yksdfiz; LizsM'khV lkW¶Vos;j  

 

bl l= esa] ge lh[ksaxs fd (LibreOffice Calc) dk mi;ksx dSls djrs gSaA vyx&vyx 
LizsM'khV esa T;knkrj QaD’ku ,d tSls gksrs gSaA ;fn vki tkurs gSa fd fdlh ,d dk 
mi;ksx dSls djrs gSa] rks vki vklkuh ls fdlh nwljs LizsM'khV dk mi;ksx dj ldrs gSaA 
 

LibreOffice    Calc    'kq:'kq:'kq:'kq:    djusdjusdjusdjus    dsdsdsds    pj.kpj.kpj.kpj.k 
    

1- igyh ckr rks ;g lqfuf'Pkr djsa fd vkids daI;wVj esa LibreOffice baLVkWy gksuk 
pkfg,A    
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2- ÇoMks ds lpZ ckj esa LibreOffice Calc Vkbi djsaA 
3- lpZ fjtYV ls LibreOffice Calc dks flysDV djsa tSlk fd 

fp= 3-2 esa fn[kk;k x;k gSA LibreOffice Calc ,d CySad 'khV 
vksiu djsxk tSlk fd fp= 3-3 esa fn[kk;k x;k gSA 

4- vki LizsM'khV vksiu gksrs gh Vkbi djuk vkSj MsVk Mkyuk 
'kq: dj ldrs gSaA gkykafd] LizsM'khV dk mi;ksx 'kq: djus 
ds fy,] igys vkidks LizsM'khV ds (Components) dks 
leÖkuk gksxkA 

LizsM'khVLizsM'khVLizsM'khVLizsM'khV    dsdsdsds    ?kVd ?kVd ?kVd ?kVd (Components) 

LizsM'khV esa] vki jks vkSj dkWye esa lsYl ds lkFk yxh gqbZ odZ'khV 
ns[k ldrs gSaA vc] pfy, tkusa fd ;s D;k gSaA 

1- Row gkWfjtksUVy ¼Lyhfiax@vkM+s½ rjhds ls lsYl dks vjsat 
djus ds fy, gksrk gSA tSlk fd fp= 3-4 esa fn[kk;k x;k gS] 
xf.kr ds lHkh vad jks uacj 3 esa gSaA 

2- Column ¼LVSafMax@yacs½ rjhds ls lsYl dks vjsat djus ds fy, 
gksrk gSA tSlk fd fp= 3-4 esa fn[kk;k x;k gS] jktohj ds vad 
dkWye ch esa fn, x, gSaA  

 

 

fp= 3-3 % LibreOffice Calc CySad 'khV     fp= 3-4 LizsM'khV esa jks vkSj dkWye 

 
3- lsylsylsylsy ,d vk;r ds vkdkj (Rectangle shaped) dk ckWDl gksrk gS] 

tgka jks vkSj dkWye feyrs gSaA vki lsy esa VsDLV] uacj] fnukad 
(Date)] QkWewZyk vkfn Mky ldrs gSaA ftl lsy dks flysDV fd;k 
gksrk gS] og gkbykbVsM fn[kkbZ nsrk gSA fp= 3-4 esa] flysDV fd;k 
gqvk lsy B3 gS & lsy esa 3 ij jks vkSj B dkWye gS & vkSj blesa 
jktohj ds xf.kr ds vad fn, x, gSaA 

fp= 3-2 % lpZ fjt+YV ls 
LibreOffice Calc  dks 

flysDV djsa 
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vki tks dqN Hkh Vkbi djrs gSa] og ml ,fj;k 
esa fn[kkbZ nsrk gS ftls QkWewZykQkWewZykQkWewZykQkWewZyk ckjckjckjckj dgk tkrk gS 
tSlk fd fp= 3-5 esa fn[kk;k x;k gSA 

 

vki QkWewZyk ckj esa lh/ks MsVk vkSj QkWewZyk Mky 
ldrs gSa ;k ,fMV Hkh dj ldrs gSaA 
4- useuseuseuse ckWDlckWDlckWDlckWDl esa flysDV fd, gq, lsy dh yksds’ku 

fn[kkbZ nsrh gSA lsy yksds’ku dkWye vkSj jks 
dk ,d dkWchus’ku gSA mnkgj.k ds fy,] 
A1, tgka A dkWye dk uke gS vkSj 1 jks 

la[;k gSA 
5- odZ'khVodZ'khVodZ'khVodZ'khV fxzM ¼ykbuksa dk ,d usVodZ gS tks ,d nwljs dks vyx djrk gS] 

vk;rkdkj (Rectangles) curk gS½ ds lsy dk ,d laxzg (Collection) gSA 
tc vki igyh ckj LizsM'khV [kksyrs gSa] rks vkidks 'Sheet1' ds uke ds lkFk 
,d CySad odZ'khV fn[kkbZ nsrh gSA   

6- odZcqodZcqodZcqodZcqdddd ,d LizsM'khV gS ftlesa ,d ;k mlls T;knk odZ'khV gksrh gSA 
 

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

http://www.psscive.ac.in/ Employability_Skills.html ij bZ&yÉux yslu ju 
djsaA blesa mijksDr fo"k;ksa dk ohfM;ks vkSj bZ&lkexzh 'kkfey gksxhA bZ&yÉux ds 
vk/kkj ij] fuEufyf[kr xfrfof/k djsaA 
fopkj gsrq izkjafHkd xfrfof/k fopkj gsrq izkjafHkd xfrfof/k fopkj gsrq izkjafHkd xfrfof/k fopkj gsrq izkjafHkd xfrfof/k  
vkidks D;k yxrk gS fd ,d nqdkunkj viuh dekbZ vkSj [kpks± dk fjdkWMZ dSls 
j[krk gS\ 
izk;ksfxd lewgizk;ksfxd lewgizk;ksfxd lewgizk;ksfxd lewg    vH;kl vH;kl vH;kl vH;kl     
bldk    fooj.k    ysus    ds    fy,    bZ&yÉux    yslu dh xfrfof/k    dSls    djsaA 
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    vH;klvH;klvH;klvH;kl 
LibreOffice Calc ds    lkFk    dke    djuk 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
LibreOffice Calc ds lkFk isu ;k isafly] uksVcqd vkSj daI;wVj vkfnA 
 

izfØ;kizfØ;kizfØ;kizfØ;k  
• miyC/k daI;wVjksa dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr 

djsaA ,d lewg ls yhMj pqusa] tks bl xfrfof/k dks funsZf'kr djsxkA 
• yhMj l= esa fn, x, funsZ'kksa ds vuqlkj daI;wVj ij LibreOffice Calc 

dks 'kq: djsxkA 
 
 

fp= 3-5 % LizsM'khV esa QkWewZyk ckj 
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• lewg dk izR;sd lnL; LizsM'khV ds ,d ?kVd (Component) dh igpku 
djrk gSA vU; lnL;ksa dks QhMcSd nsuk pkfg, fd D;k lgh gS vkSj D;k 
ughaA lewg ds ckdh lnL; igpku fd, x, ?kVdksa ds uksV Hkh cuk ldrs 
gSa vkSj ;g lqfuf'Pkr dj ldrs gSa fd dksbZ Hkh cpk ugha gSA 

• viuh uksVcqd esa uhps fn, x, iz'uksa ds mŸkj fyf[k,A fQj] bu iz'uksa dks 
ns[kus ds fy, bZ&yslu pyk,aA 

 

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    

1- ------------------------- ,d bysDVªkWfud MkWD;wesaV gS ftldk mi;ksx MsVk dks O;ofLFkr 
rjhds ls laxzghr (Store) djus vkSj ,d O;; i=d (Expense sheet) dh 
rjg x.kuk djus ds fy, fd;k tkrk gSA 
¼d½ LizsM'khV  
¼[k½ odZ'khV 
¼x½ odZcqd 
¼?k½ use ckWDl 
 

2- LizsM'khV dh lgk;rk ls fuEu esa ls dkSu&lk dk;Z fd;k tk ldrk gS\ 
     ¼1½ fjdkWMZ j[kuk 

¼2½ ohfM;ks cukuk 
¼3½ MsVk dk fo'ys"k.k djuk 
¼4½ Qkbusaf'k;y dSydqys'ku dk izn'kZu  
¼5½ i= fy[kuk 

 

¼d½ 1] 2] 3] 4] 5                 ¼[k½ 1] 3] 4 
¼x½ 1] 3] 5                      ¼?k½ 3] 4] 5 

 

3- dkWye ls feyku djsa] vkSj fQj] lgh mŸkj pqusaA 
1- ofVZdy dkWye vkSj gkWfjtkWUVy jks dh fxzM d- jks 
2- fxus gq, 1] 2] 3] 4 lsYl dh gkWfjtksUVy O;oLFkk [k- odZcqd 
3- tgka jks vkSj dkWye feyrs gSa ;k vyx (Intersect) 

gksrs gSa 
x- dkWye 

4- ftlesa ,d ;k ,d ls vf/kd odZ'khV gksa ?k- lsy 
5- A, B, C, D uke okys lsYl dh ofVZdy O;oLFkk ³ odZ'khV 

 

¼d½ 1&³] 2&d] 3&[k] 4&?k] 5&x        ¼[k½ 1&³] 2&[k] 3&x] 4&?k] 5&d 
¼x½ 1&d] 2&[k] 3&x] 4&?k] 5&³         ¼?k½ 1&³] 2&d] 3&?k] 4&[k] 5&x 
 

1- lsYl dh O;oLFkk ----------------------- gkWfjtksaVy rjhds ls dh tkrh gSA 
¼d½ dkWye     ¼[k½ jks 
¼x½ lsy       ¼?k½ odZ'khV    
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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            
• LizsM'khV ds egRo vkSj mi;ksx dh O;k[;k djsaA 
• fofHkUUk LizsM'khV vuqiz;ksxksa dh lwph cuk,aA 
• LibreOffice Calc vksiu djsa vkSj ,d LizsM'khV cuk,aA 
• LizsM'khV ds ?kVdksa ¼Hkkxksa½ dh igpku djsaA 

    

Lk= 2 % LizsM'khV esa cqfu;knh izpkyu Lk= 2 % LizsM'khV esa cqfu;knh izpkyu Lk= 2 % LizsM'khV esa cqfu;knh izpkyu Lk= 2 % LizsM'khV esa cqfu;knh izpkyu (Basic    Operations)    dk dk dk dk 
izn'kZu djukizn'kZu djukizn'kZu djukizn'kZu djuk           
    

,d LizsM'khV dk mi;ksx fofHkUUk dk;ks± dks djus ds fy, fd;k tk ldrk gSA 
pfy, ns[ksa fd MsVk dks izHkkoh <ax ls dSls Mkysa] ,fMV djsa] fMyhV djsa vkSj 
MsVk QaD’ku dk mi;ksx djsaA 
 

MsVkMsVkMsVkMsVk    Mkyus dsMkyus dsMkyus dsMkyus ds    pj.k pj.k pj.k pj.k  
LizsM'khV esa fdlh fo'ks"k lsy esa MsVk Mkyus ds pj.k uhps fn, x, gSaA 

 

1.  
    ml lsy ij fDyd djsa tgka vki MsVk Mkyuk 

pkgrs gSa tSlk fd fp= 1 esa fn[kk;k x;k gSA 
mnkgj.k ds fy,] ge lsy A1 ij fDyd djrs gSa    

    
fp= 1 % lsy ij fDyd djuk    

2. VsDLV ;k uacj Vkbi djsaaA tSls gh vki Vkbi djrs 
gSa] vki QkWewZyk ckj esa Hkh MsVk ns[k ldrs gSaA 
VkbÇix iwjh gksus ij ,aVj nck,aA 

    
fp= 2 % VsDLV ;k uacj Vkbi djuk    

3. bl fLFkfr esa A2 dlZj vxyh lsy ij lsV gksrk 
gSA vki vU; MsVk Mkyuk tkjh j[k ldrs gSaA 

    
fp= 3 % VsDLV ,ykbuesaV    

4. /;ku nsa fd lsy esa MsVk vius&vki ¼fMQkWYV :i 
ls½ ck,a vksj ¼lsy ds ck,a fdukjs ds ikl½ ,ykbu gks 
tk,xk tSlk fd vkidks ,aVj fd;k gqvk VsDLV fp= 3 
esa fn[kk;k x;k gS ;fn vki uacj Mkyrs gSa] rks os 
lsy esa nk,a vksj ,ykbu gksrk gSA ;kn j[ksa fd VsDLV 
lsy ds ckbZa vksj ,ykbu gS] tcfd uacj nkbZa vksj 
,ykbu gSA 
 



 

  

lwpuk vkSj lapkj izkS|ksfxdh dkS’ky 

45 

5. vki fp= 4 esa fn[kk, x, vuqlkj ^¾* ds cjkcj 
fpºu ds lkFk 'kq: djds ,d lsy esa ,d QkWewZyk 
Mky ldrs gSaA ;g dSydqys’ku djds nsxk vkSj 
fjtYV Hkh fn[kk,xkA     

fp= 4 % QkWeZwys ds fy, ^¾* dk mi;ksx djsa    
 

MsVkMsVkMsVkMsVk    dddds s s s izdkjizdkjizdkjizdkj 
rhu eq[; izdkj ds MsVk gksrs gSa & VsDLV]  uacj vkSj QkWewZykA 
vktdy] LizsM'khV esa fiDpj] vkWfM;ks] ohfM;ks vkSj ‘ksIl dks 
Mkyuk Hkh laHko gSA  
pfy, ns[krs gSa fd mudk mi;ksx fdl fy, fd;k tkrk gSA 
j?kq dh [kqn dh ,d nqdku gSA og lHkh oLrqvksa] tSls xsgwa] pkoy] 
nky] phuh] vkfn dk fjdkWMZ j[krk gSA og oLrqvksa ds uke] [kjhn 
dh rkjh[k] [kjhnh xbZ ek=k] ykxr ewY;] foØ; ewY;] vkfn dk 
uke ,d LizsM'khV dk mi;ksx djrs gq, Mkyrk gSA tc vkbVe 
[kjhnk Fkk rc og VsDLVVsDLVVsDLVVsDLV dk mi;ksx djds ukeukeukeuke] ek=k ds fy, uacjuacjuacjuacj 
Mkydj vkSj rkjh[k ds fy, fnukafnukafnukafnukad d d d dk mi;ksx dj ldrk gSA     
,d,d,d,d    lsylsylsylsy    esaesaesaesa    MsVkMsVkMsVkMsVk    dks ,fMV djuk dks ,fMV djuk dks ,fMV djuk dks ,fMV djuk Editing    data    in    a    cell        
    

;fn j?kq] vkbVe ds uke dks ^̂̂̂cklerhcklerhcklerhcklerh jkbljkbljkbljkbl**** ds ctk;  ^̂̂̂jkbljkbljkbljkbl**** dk 
uke nsuk pkgrk gS] rks og bls LizsM'khV esa ,fMV ¼lgh½ dj 
ldrk gSA 
 

fp= 3-6 esa fn[kk, x, fofHkUUk rjhds ls lsy dks ,fMV dj 
ldrs gSaA 
fof/k 1 fof/k 1 fof/k 1 fof/k 1 Method 1  
1- ml lsy ij Mcy fDyd djsa ftls vki ,fMV djuk pkgrs 

gSaA fQj] lsy esa ;k QkWewZyk ckj esa ,fM’kuy VsDLV Vkbi djsaaA 
2- ,aVj,aVj,aVj,aVj nck,aA 
fof/k 2fof/k 2fof/k 2fof/k 2    Method 2  
1- ml lsy ij fDyd djsa ftls vki ,fMV djuk pkgrs gSaA 
2- VsDLV dks QkWewZyk ckj esa Bhd djsaA 
3- ,aVj,aVj,aVj,aVj nck,aA 
fof/k 3fof/k 3fof/k 3fof/k 3    Method 3  
¼;fn vki lsy esa VsDLV dks iwjh rjg ls cnyuk pkgrs gSa] rks 
fuEu dk;Z djsaA½  
1- lsy ij fDyd djsaA 
2- u;k VsDLV Vkbi djsaA 
3- Enter nck,aA 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

    
fp= 3-6 % ,d lsy esa VsDLV dks 
,fMV djuk 
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fp= 3-7 % lsy ls oSY;w dks gVkuk    

lsylsylsylsy    esesesesa ls a ls a ls a ls MsVkMsVkMsVkMsVk    gVkukgVkukgVkukgVkuk Deleting    data    in    a    cell     

vki fdlh fo'ks"k lsy esa LVksj dh gqbZ oSY;w dks gVk 
ldrs gSa tSlk fd fp= 3-7 esa fn[kk;k x;k gSA lsy esa 
MsVk gVkus ds pj.k fuEukuqlkj gSaA 
1- lsy ij fDyd djsaA 
2- dhcksMZ ij Delete dh nck,aA ;g ml lsy ds 

VsDLV ,aVªh dks [kkyh dj nsrk gSA 
dbZdbZdbZdbZ    lsYllsYllsYllsYl    flysDV djuk flysDV djuk flysDV djuk flysDV djuk  
vc] ;fn j?kq ^cklerh jkbl* ls lacaf/kr iwjh jks dks 
gVkuk pkgrk gS rks og iwjh jks dks flysDV dj ldrk gS] 
vkSj fQj] fMyhVfMyhVfMyhVfMyhV nck,aA dbZ lsYl dks flysDV djus ds 
ckn] ml lsYl ij ,d QaD'ku gksxk tks flysDV gSaA tc 
fdlh flaxy lsy dks flysDV fd;k tkrk gS rks mls 
,fDVo,fDVo,fDVo,fDVo lsylsylsylsy dgk tkrk gSA tc dbZ lsYl dks flysDV 
fd;k tkrk gS] rc bls lsylsylsylsy jsjsjsjsatatatat dgk tkrk gSA dbZ 
rjhds gSa ftlesa dbZ lsYl dks flysDV fd;k tk ldrk 
gS tSlk fd rkfydk 3-2 esa fn[kk;k x;k gSA 
 

RkfydkRkfydkRkfydkRkfydk    3333----2 %2 %2 %2 %    dbZdbZdbZdbZ    lsYllsYllsYllsYl    dkdkdkdkss ss    flysDVflysDVflysDVflysDV    djukdjukdjukdjuk     

iwjh jks dks flysDV djus ds fy,] jks gsfMax 
ij fDyd djsaA 
 

 
iwjs dkWye dks flysDV djus ds fy,] dkWye gsfMax 
ij fDyd djsaA 

iwjh odZ'khV dks flysDV djus ds fy,] 
odZ'khV ds Åijh ck,a dksus ij xzs 
jsDVSaxy ij fDyd djsaA  

 
lsYl dh ,d J`a[kyk (Range) dks flysDV djus ds 
fy,] LVkfVZax lsy ij fDyd djsa] fQj ekml cVu 
dks nck, j[ksa vkSj bls rc rd [khapsa tc rd fd 
vki viuh ilan dh lHkh lsYl dks flysDV ugha 
dj ysrsA ekml cVu NksM+saA 
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nks ;k mlls T;knk jks dks flysDV djus ds fy, tks ,d&nwljs ds cxy esa ugha gSa] ,d jks dks 
flysDV djsa vkSj daVªksydaVªksydaVªksydaVªksy dh dks nck, j[ksa] vkSj fQj] uhps nh xbZ fQxj esa fn[kk, vuqlkj vxyh 
jks dks flysDV djsaA 

 

fofHkUUkfofHkUUkfofHkUUkfofHkUUk    izk:iksaizk:iksaizk:iksaizk:iksa    (Formats)    esaesaesaesa    LizsM'khVLizsM'khVLizsM'khVLizsM'khV    dksdksdksdks    lso djulso djulso djulso djukkkk 
MsVk Mkyus ds ckn] vki LizsM'khV dks mlh rjg ls uksViSM ;k 
fdlh nwljh oMZ Qkby ds :i esa lso dj ldrs gSaA File ij 
fDyd djsa] vkSj fQj] fp= 3-8 esa fn[kk, x, vuqlkj Save djsaA 
;gka ,d Save    As    Mk;ykWx ckWDl [kqysxkA file    name    Vkbi djsa 
vkSj Save ij fDyd djsaA 
 

Save    as    type    fMQkWYV ODF LizsM'khV (.ods) gS] ysfdu 
vki LizsM'khV dks nwljh rjg ls lso dj ldrs gSa] tSls 
Microsoft Excel 2003 (.xls) tSlk fd fp= 3-9 esa fn[kk;k 
x;k gSA 

    

 
fp= 3-8 % LizsM'khV dks lso djuk    

 
fp= 3-9 % nwljs QkWesZV esa lso djuk    

LizsM'khVLizsM'khVLizsM'khVLizsM'khV    dksdksdksdks    cancancancan    (Close)    djukdjukdjukdjuk 
,d ckj tc vki MsVk lso dj ysrs gSa] rks 
vki File ij fDyd djds LizsM'khV dks can 
(Close) dj ldrs gSa] vkSj fQj can (Close) 
djsa] tSlk fd fp= 3-10 esa fn[kk;k x;k gSA  
 

    

fp= 3-10 % LizsM'khV dks can djuk    
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    LizsM'khVLizsM'khVLizsM'khVLizsM'khV    [kksyuk[kksyuk[kksyuk[kksyuk 
File ij fDyd djsa] vkSj fQj] Open dks flysDV djsaA ;g 
ekStwnk Qkbyksa dh ,d fyLV ds lkFk ,d Mk;ykWx ckWDl 
fn[kk,xkA fdlh ,d dks flysDV djsaa ftls vki [kksyuk pkgrs 
gSa vkSj fp= 3-11 esa fn[kk, x, vuqlkj Open ij fDyd djsaA 

    
fp= 3-11 % LizsM'khV [kksyuk  

    
fp= 3-12 LizsM'khV dks fizaV djuk    

LizsM'khVLizsM'khVLizsM'khVLizsM'khV    dksdksdksdks    ÇizVÇizVÇizVÇizV    djukdjukdjukdjuk    
 
LizsM'khV ÇizV djus ds fy,] vki File ij fDyd dj ldrs 
gSa]  vkSj fQj] MªkWi&Mkmu ls Print dks flysDV djsa ;k dhcksMZ 
ij Ctrl    +    P nck,a tSlk fd fp= 3-12 esa fn[kk;k x;k gSA 
 

Print ij Mk;ykWx ckWDl fn[kkbZ nsrk gSA ÇizVj] istksa dh jsat 
vkSj ÇizV djus okyh dkWfi;ksa ds uacj dks flysDV djsa vkSj fp= 3-
13 esa fn[kk, x, vuqlkj OK ij fDyd djsaA  
 

 
fp= 3-13 % Mk;ykWx ckWDl dks ÇizV djuk 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl 

http://www.psscive.ac.in/stud_text_book ij bZ&yfuZax yslu ju djsaaA blesa mijksDr 
fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh 'kkfey gSA bZ& yfuZax ds vk/kkj ij] 
fuEufyf[kr xfrfof/k djsaA  
Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k   
vkidks D;k yxrk gS fd ,d nqdkunkj viuh fjdkWMZ cqd esa ls ,aVªh dks fMyhV 
dj nsxk\ vkidks D;k yxrk gS fd ,d f'k{kd ,d Nk= dk uke jftLVj ls 
gVk nsxk] ftlus Ldwy NksM+ fn;k gS\ 
izk;ksfxdizk;ksfxdizk;ksfxdizk;ksfxd    lewglewglewglewg    vH;kl vH;kl vH;kl vH;kl  
xfrfof/k dks dSls ju djuk gS] bldk fooj.k izkIr djus ds fy, bZ&yÉux yslu 
pyk,aA 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    vH;klvH;klvH;klvH;kl 
LibreOffice Calc esa    MsVk    ds    lkFk    dke    djuk 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
isu ;k isij] daI;wVj esa baLVkWy fd;k gqvk LibreOffice Calc] vkfnA 
izfØ;kizfØ;kizfØ;kizfØ;k  

• miyC/k daI;wVjksa dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr djsaA 
,d lewg ds yhMj dks flysDV djsaA 

• yhMj ,d LizsM'khV [kksyrk gSA izR;sd lnL; LizsM'khV esa ,d dk uke] 
jksy uacj vkSj tUe frfFk Mkyrk gSA 

• nwljs lnL; ns[krs gSa vkSj bl ij izfrfØ;k nsrs gSa fd D;k lgh gS vkSj D;k 
csgrj fd;k tk ldrk gSA 

• vkidh LizsM'khV uhps nh xbZ rkfydk dh rjg fn[kuh pkfg,A 
 

Name Roll    No. Date    of    Birth 

Sushil Kumar 123 15/10/01 

Meera Rao 124 26/12/03 
  

fVIi.khfVIi.khfVIi.khfVIi.kh    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----        cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u 
1- LizsM'khV esa MsVk Mkyus ds pj.kksa dk lgh Øe gS %  

¼d½  MsVk Vkbi djsa] lsy ij fDyd djsa vkSj Enter nck,aA 
¼[k½  lsy ij fDyd djsa] MsVk Vkbi djsa vkSj Enter nck,aA 
¼x½  Enter nck,a] lsy ij fDyd djsa vkSj MsVk Vkbi djsaA 
¼?k½  lsy ij fDyd djsa] Enter nck,a vkSj MsVk Vkbi djsaA 

2- LizsM'khV esa iwjh odZ'khV dks flysDV djus ds fy, vki D;k djsaxs\  
¼d½  Qkby VSc ij fDyd djsa vkSj fyLV ls izkWiVhZ dks flysDV djsa 
¼[k½  xzs jks gsÇMx ij fDyd djsa 
¼x½  LizsM'khV ds Åijh ck,a dksus esa xzs jsDVasxy ij fDyd djsa 
¼?k½  xzs dkWye gsfMax ij fDyd djsa 
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    vvvvkius D;k lh[kkkius D;k lh[kkkius D;k lh[kkkius D;k lh[kk\\\\    
bbbbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    %%%%        
• MsVk    ds    izdkj    dh    igpku    djukA 
• ,d    LizsM'khV    [kksyukA 
• MsVk    ,aVj] ,fMV    vkSj    fMyhV djukA 
• dbZ    lsYl    dks    flysDV    djukA 
• LizsM'khV    dks    lso djuk    vkSj    can    (Close) djukA 

Lk= 3 % MsVk vkSj QkWesZfVax VsDLV ds lkFk dke djukLk= 3 % MsVk vkSj QkWesZfVax VsDLV ds lkFk dke djukLk= 3 % MsVk vkSj QkWesZfVax VsDLV ds lkFk dke djukLk= 3 % MsVk vkSj QkWesZfVax VsDLV ds lkFk dke djuk    ¼¼¼¼Working with    Data    

and    Formatting    Text½½½½        
LizsM'khV esa LVksj fd, gq, MsVk dk mi;ksx dSydqys’ku] xzkfQdy fjizstsaVs’ku vkSj 
lwpuk ds izn'kZu (Display of information) esa fd;k tk ldrk gSA pfy, 
MsVk ds lkFk dke djus ds ckjs esa vkSj vf/kd tkusaA 

bldsbldsbldsblds    vykokvykokvykokvykok    LizsM'khVLizsM'khVLizsM'khVLizsM'khV    dkdkdkdk    mi;ksxmi;ksxmi;ksxmi;ksx    djukdjukdjukdjuk    ¼¼¼¼Using    spreadsheet    for    addition½½½½ 

lqJh 'kekZ ,d f'kf{kdk gSa vkSj mUgksaus vius eSuqvy vadksa ds ctk; daI;wVj 
LizsM'khV dk mi;ksx djuk 'kq: dj fn;k gSA mUgksaus fofHkUUk fo"k;ksa esa vius 
Nk=ksa ds vad Mkys gSa tSlk fd fp= 3-14 esa fn[kk;k x;k gSA vc] og izR;sd 
Nk= ds dqy vadksa dk irk yxkuk pkgrh gSA mUgas D;k djuk pkfg,\ 

 

gj Nk= ds dqy vadksa dk irk yxkus ds 
fy,] mUgas izR;sd fo"k; esa vadksa dks tksM+uk 
gksxkA LizsM'khV esa tksM+ ds fy, mi;ksx 
fd;k x;k izrhd (Symbol) ¼vkWijsVj½ ‘+’ 
¼Iyl½ gSA ,d LizsM'khV esa tksM+us ds fy, 
fofHkUUk rjhds gSaA pfy, ge mudh foLrkj 
ls tudkjh gkfly djsaA 
lh/kslh/kslh/kslh/ks oSY;w dksoSY;w dksoSY;w dksoSY;w dks tksM+uktksM+uktksM+uktksM+uk Adding    values    

directly 
LizsM'khV esa fdlh Hkh x.kuk 
(Calculation) dks djus ds fy,] vkidks 
^¾* ¼cjkcj½ izrhd (Symbol) dk mi;ksx 
djus dh t:jr gksrh gS] ftlls irk 
pyrk gS fd LizsM'khV esa ,d QkWewZys dks 
Mkyk x;k gSA rHkh LizsM'khV x.kuk 

(Calculation) djsxk vkSj fjtYV fn[kk,xkA 
 

lqJh 'kekZ gj Nk= dh oSY;w dks lh/ks tksM+ ldrh gSa] vFkkZr~] lh/ks uacjksa dks tksM+ ldrh gSa] tSls 
fd fp= 3-15 ¼d½ esa ^¾73$89$78* fn[kk;k x;k gSA

fp= 3-14 Nk=ksa ds vad 

fp= % 3-15 ¼d½ % QkWewZyk ,aVj djuk 
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tc vki bls ,d lsy esa Vkbi djrs gSa vkSj 
Enter nckrs gSa] rks fjtYV] vFkkZr~ 240 fn[kk,xkA 
/;ku nsa fd Formula    Bar esa QkWewZyk fn[kk;k 
x;k gS tSlk fd fp= 3-15 ¼[k½ esa fn[kk;k x;k 
gSA  

fp= 3-15 ¼[k½ % QkWewZyk ckj esa fn[kk;k x;k 
QkWewZyk 

lsylsylsylsy ,Mªsl,Mªsl,Mªsl,Mªsl dkdkdkdk mi;ksxmi;ksxmi;ksxmi;ksx djdsdjdsdjdsdjds tksM+uktksM+uktksM+uktksM+uk Adding 
using cell address 
lqJh 'kekZ dks yxk fd mlus vaxzsth ds vad xyr 
Mkys gSaA vc] mls iwjs QkWewZys dks fQj ls Mkyuk 
iMs+xkA muds ikl cgqr dke gS D;ksafd mudh d{kk 
esa 40 cPps gSaA LizsM'khV ls vkidks dqy x.kuk 
(Calculate) djus dk csgrj rjhdk feyrk gSA 
QkWewZys esa lh/ks uacjksa dk mi;ksx djus ds ctk;] 
vki fp= 3-16 ¼d½ esa fn[kk, x, vuqlkj lsy 
,Mªsl dk mi;ksx dj ldrs gSaA 

 
fp= 3-16  ¼d½ % lsy ,Msªl dk mi;ksx 

djds QkWewZyk 
 

mnkgj.k ds fy,] ‘=73+89+78’ Mkyus ds 
ctk;] og lsy ,Mªsl ‘=B2+C2+D2’ Mky ldrh 
gaSA blls Hkh ogh ifj.kke feysxkA ;gka Qk;nk ;g 
gS fd vadksa esa cnyko gksus ij Hkh dqy QhYM esa 
Total dks fQj ls Vkbi djus dh t:jr ugha gS 
tSlk fd fp= 3-16 ¼[k½ esa fn[kk;k x;k gSA  

 
fp= % 3-16 ¼[k½ % rhu lsyksa dk VksVy 

 
lqJh 'kekZ dks lHkh vaxzsth vadksa dks cnyuk 

gksxkA VksVy vius&vki fQj ls x.kuk (Calculate) 
dj nsxkA QkWewZys esa dksbZ cnyko ugha fd;k tkuk 
gSA   

fp= 3-16 ¼x½ esa lwpuk] jksfgr ds vaxzsth vad 
73 ls cnydj 66 gks x;k gSA VksVy psat vius vki 
233 gks x;k gS] Hkys gh QkWewZys esa dksbZ psat u gqvk 
gks] ‘=B2+C2+D2’ tSlk fd fp= 3-16 ¼x½ esa 
fn[kk;k x;k gSA 

 fp= 3-16 ¼x½ % VksVy mruk gh jgrk gS 
 

,d,d,d,d QkWewysQkWewysQkWewysQkWewys esaesaesaesa oSY;woSY;woSY;woSY;w dkdkdkdk flysDVflysDVflysDVflysDV djusdjusdjusdjus dsdsdsds fy,fy,fy,fy, ekmlekmlekmlekml dkdkdkdk mi;ksxmi;ksxmi;ksxmi;ksx djukdjukdjukdjuk 

vc] QkWewZyk fy[kus ds fy,] lqJh 'kekZ dks izR;sd lsy ds lsy ,Mªsl 
dk irk yxkuk gksxk vkSj mls Vkbi djuk gksxkA blds fy, dqN 
iz;kl djus dh t:jr gSA lqJh 'kekZ dks LizsM'khV ls dke djuk 
vklku gks tkrk gSA   
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fp= 3-17 % lsy dks flysDV djus ds fy, 
ekml dk mi;ksx djuk 

ekml dk mi;ksx djrs gq,] og dsoy lsy ,Mªsl dks 
Vkbi djus ds ctk; QkWewZys esa mi;ksx fd, tkus okys 
lsy dks flysDV dj ldrk gS tSlk fd fp= 3-17 esa 
fn[kk;k x;k gSA pj.k bl izdkj gSaA 
ml lsy esa ‘=’ Vkbi djsa tgka vki VksVy dh x.kuk 
(Calculate) djuk pkgrs gSaA 

1- lsy ij fDyd djsa] ftlesa jksfgr ds vaxzsth vad gSaA B2 
QkWewys esa fn[kkbZ nsxkA  

2- ‘+’ Vkbi djsaA 
3- lsy ij fDyd djsa] ftlesa jksfgr ds xf.kr ds vad gSaA    

C2 QkWewys esa fn[kkbZ nsxkA   
4- ‘+’ Vkbi djsaA  
5- lsy ¼Mh 2½ ij fDyd djsa] ftlesa jksfgr ds foKku ds vad 

gSa 
6- Enter nck,aA 

blesa fdlh QkWewZys ds igys fcuk tSls gh ,aVj fd;k tk,xk] 
ftlesa lqJh 'kekZ us  izR;sd fo"k; esa izkIrkad ds fy, lsy ,Mªsl 
Vkbi fd;k gksA ;g fof/k cgqr vklku gS] [kkl rkSj ij] tc dbZ 
fo"k; gksA  

 

fp= 3-18 ¼d½ % SUM() QaD'ku dk mi;ksx 
djuk 

 

 

 

fp= % 3-18 ¼[k½ % SUM() QaaD'ku dk 
mi;ksx djus ds fy, pj.k 

lelelele ¼½¼½¼½¼½ QaD'kuQaD'kuQaD'kuQaD'ku dkdkdkdk mi;ksxmi;ksxmi;ksxmi;ksx djukdjukdjukdjuk 
LizsM'khV esa dqN QaD'ku Hkh gksrs gSa ftlesa vkidks 
x.kuk (Calculations) djuk vklku gks tkrk gSA 
la[;kvksa dks tksM+us ds fy,] gekjs ikl Sum() 

QaD'ku gSA ;g vyx&vyx lsy esa ;k lsy jsat esa 
la[;kvksa dks tksM+us esa enn djrk gSA fp= 3-18 ¼d½ 
vkSj ¼[k½ esa fn, x, mnkgj.k esa] jksfgr ds vad ,d 
ds ckn ,d] ,d jks esa gSaA tSlk fd fp= 3-18 ¼d½ 
vkSj 3-18 ¼[k½ esa fn[kk;k x;k gS] Sum()     QaD'ku 
dk mi;ksx djus ds pj.k fuEukuqlkj gSaA 
1- Vkbi djsa ‘=Sum(' E2 esa tgka vki VksVy djuk 

pkgrs gSaA 
2- vc] vaxzsth ds vad ;kuh B2 ij fDyd djsa] 

ys¶V ekml cVu dks idM+sa vkSj foKku ds vad 
;kuh D2 rd drag djsaA blls rhuksa fo"k;ksa ds 
vadksa dks flysDV fd;k tk,xkA 

3- ')' Vkbi djsa vkSj Enter izsl djsaA   
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;g lsy uacj E2 esa fjtYV vkSj Formula    Bar esa  
QkWewZyk fn[kkrk gSA  
QkWewZyk dkWih djukQkWewZyk dkWih djukQkWewZyk dkWih djukQkWewZyk dkWih djuk    vkSjvkSjvkSjvkSj    ewo djukewo djukewo djukewo djuk 
vc] lqJh 'kekZ us jksfgr ds iwjs vadksa dks x.kuk 
(Calculate) djus ds fy, Sum ()     QaD'ku 
dk mi;ksx fd;k gSA D;k mUgas lHkh 40 Nk=ksa 
ds fy, 40 ckj ,d gh pj.k ckj ckj nksgjkus 
dh t:jr gS\ ugha u! LizsM'khV QkWewys dks 
,d lsy ls nwljs esa dkWih djus dk ,d 
rjhdk crkrk gSA oSY;w dks u, lsYl esa vius 
vki ,MLV dj nsrk gSA QkWewys dh dkWih cukus    
ds    pj.k    fuEukuqlkj    gSaA 

 

 fp= 3-19 % QkWewZyk dks dkWih djuk 
 

1- QkWewZys ds lkFk lsy ij fDyd djsaA 
2- jkbV&fDyd djsa vkSj Copy flysDV djsa tSlk fd fp= 3-19 esa fn[kk;k x;k gS ;k dhcksMZ 

ij Ctrl+c nck,aA ;fn vki fdlh u, lsy esa QkWewZys dks ewo djuk pkgrs gSa] vFkkZr~] bls 
ekStwnk lsy ls fMyhV dj ns] dhcksMZ ij Cut dks flysDV djsa ;k Ctrl+x     nck,aA 

3- igys lsy ij fDyd djsa] tgka vkidks QkWewZyk dkWih djuk gSA   
4- ys¶V ekml cVu dks uhps j[krs gq,] vkf[kjh lsy rd igqapus rd drag djsa] tgka vki 

QkWewZyk yxkuk pkgrs gSaA ys¶V ekml cVu dks NksM+saA 
5- jkbV&fDyd djsa vkSj Paste djsa tSlk 

fd fp= 3-20 esa fn[kk;k x;k gS ;k 
dhcksMZ ij Ctrl+v        nck,aA 

6- QkewZyk lHkh flysDV fd, gq, lsy esa 
dkWih fd;k tk,xkA blls gj Nk= ds 
dqy vad dh x.kuk (Calculate) dh 
tk,xhkA 
lqJh 'kekZ vc [kq'k gSaA LizsM'khV us muds dke 

dks vklku cuk fn;k gSA vc] mUgas cl bruk djuk gS fd gj 
fo"k; ds fy, vius lHkh Nk=ksa ds vad Mkysaa vkSj ckdh 
LizsM'khV djsxkA vkSj] ;fn dqN vad cnyrs gSa] rks mUgas fQj 
ls x.kuk (Calculation) djus dh t+:jr ugha gSA 
lsYllsYllsYllsYl    vkSjvkSjvkSjvkSj    lkexzhlkexzhlkexzhlkexzh    dksdksdksdks    QkWesZVQkWesZVQkWesZVQkWesZV    djusdjusdjusdjus    dhdhdhdh    vko';drkvko';drkvko';drkvko';drk    gSgSgSgS 
xhrk viuh dkWih esa cgqr lkQ lqFkjs uksV cukrh gSA og 
'kh"kZdksa dks js[kkafdr djrh gS vkSj mi&fo"k;ksa dks fy[kus ds 
fy, ,d dkys isu dk mi;ksx djrh gSA dHkh&dHkh] og cM+s 
v{kjksa esa egRoiw.kZ 'kCn fy[krh gSa rkfd mUgsa vyx fn[kk;k tk  

fp= 3-20 % QkWeZwys dks isLV djuk 
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ldsA ;gka rd fd mlds ikl ,d lkQ lqFkjk odZ dkWye gSA gj dksbZ mlds 
uksV~l pkgrk gS D;ksafd mUgsa i<+uk vkSj leÖkuk vklku gS] vkSj egRoiw.kZ Çcnqvksa 
dks Li"V :i ls gkbykbV fd;k x;k gSA 

    bysDVªkWfud LizsM'khV~l esa vkidh lkexzh dks lkQ vkSj i<+us esa vklku 
cukus ds fy, dbZ vkWI’ku gSaA bls ^QkWesZfVax* ‘formatting’ dgk tkrk gSA dbZ 
rjhds gSa ftuls vki lkexzh dks ,d LizsM'khV esa QkWesZV dj ldrs gSaA vkb, 
ge muesa ls dqN ds lkFk dke djsaA 

 

 fp= 3-21 % QkWUV cnysa 
 

 fp= 3-22 % u;k Q+kWUV vkSj vkdkj 

VsDLVVsDLVVsDLVVsDLV    LVkbyLVkbyLVkbyLVkby    vkSjvkSjvkSjvkSj    Q+kWUVQ+kWUVQ+kWUVQ+kWUV    lkbtlkbtlkbtlkbt    cnysacnysacnysacnysa    ¼¼¼¼Change    
text    style    and    font    size½½½½ 
;fn vki gsÇMx dks ,d vyx 'kSyh ;k cM+k 
vkdkj nsuk pkgrs gSa] rks vki QkWUVQkWUVQkWUVQkWUV MªkWi&Mkmu  
dk mi;ksx djds VsDLV LVkby dks cny ldrs 
gSa tSlk fd fp= 3-21 esa fn[kk;k x;k gSA 

vki MªkWi&Mkmu ls viuh ilan dk LVkby 
pqu ldrs gSaA lHkh flysDV fd, x, lsYl VsDLV 
esa cny tk,axsA 

blh rjg] vki QkWUV&lkbt MªkWi&Mkmu ls 
VsDLV dk vkdkj cny ldrs gSaA 

tSlk fd vki fp= 3-22 esa ns[k ldrs gSa] 
gsÇMx dk Q+kWUV vkSj lkbt cny x;k gSA 

lsylsylsylsy esaesaesaesa VsDLV dks ,ykbu djsaVsDLV dks ,ykbu djsaVsDLV dks ,ykbu djsaVsDLV dks ,ykbu djsaaa aa    ¼¼¼¼Align (arrange) text in a cell½½½½        
dHkh&dHkh] ge ns[krs gSa fd VsDLV dks lsy ds lsaVj esa j[kk x;k gSA 
;g dSls gksrk gS\ ,d LizsM'khV esa] vki VsDLV dks ys¶V] jkbV ;k lsaVj 
esa j[k dj ldrs gSaA ;g LizsM'khV dk ,ykbesaV Qhpj gSA 

 
fp= 3-23 % VsDLV dks ,ykbu djsa  

vki VsDLV dks ,ykbu djus ds fy, VwyVwyVwyVwy    
ckjckjckjckj ij fn, x, vkbdu dk mi;ksx dj 
ldrs gSaA 

fp= 3-23 esa] lsy A1, B1 vkSj C1 esa 
VsDLV dks lssaVj esa ,ykbu fd;k x;k gSA vki 
ns[k ldrs gSa fd dsoy flysDV fd, x, lsYl 
dks lsaVj esa ,ykbu fd;k x;k gSA 

                                                                                                                                                            VsDLV    dks gkbykbV    djsa ¼Highlight text½ 
ge vius MkWD;wesaV vkSj VscYl ds gSfMax dks VsDLV ds ckdh fgLlksa 
dh rqyuk esa cM+k vkSj cksYM cukrs gSa rkfd os vyx fn[ksA ge 
egRoiw.kZ 'kCnksa dks Hkh vaMjykbu djrs gSa ;k mUgsa bVSfyd djrs gSa 
rkfd os vyx fn[ksA tSlk fd rkfydk 3-3 esa fn[kk;k x;k gS] ,sls 
dbZ rjhds gSa ftuls ge VsDLV dks ,d LizsM'khV esa gkbykbV dj 
ldrs gSaA 



 

  

lwpuk vkSj lapkj izkS|ksfxdh dkS’ky 

55 

    
RRRRkkkkkkkkfydkfydkfydkfydk    3333----3 % 3 % 3 % 3 % VsDLVVsDLVVsDLVVsDLV    dks dks dks dks gkbykbgkbykbgkbykbgkbykbV djukV djukV djukV djuk 

fØ;k fØ;k fØ;k fØ;k     
Action 

'kkWVZdV dh  'kkWVZdV dh  'kkWVZdV dh  'kkWVZdV dh  
Shortcut    keys 

Vwy ckj vkbdkWuVwy ckj vkbdkWuVwy ckj vkbdkWuVwy ckj vkbdkWu        

Tool    Bar    icon 

VsDLV dks cksYM 
cukuk 

Ctrl+b 

 

VsDLV dks 
vaMjykbu djuk 

Ctrl+u 

 

VsDLV dks bVSfyd 
;k frjNk djuk 

Ctrl+i 

 
 

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

http://www.psscive.ac.in/Employability_Skills.html ij bZ&yÉux yslu 
ju djsaA blesa mijksDr fo"k;ksa dk ohfM;ks vkSj bZ&lkexzh 'kkfey gksxhA bZ&yÉux ds 
vk/kkj ij] fuEufyf[kr xfrfof/k djsaA 

Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k   
vkidks D;k yxrk gS fd gesa LizsM'khV esa lkexzh dks QkWesZV djus dh 
vko';drk D;ksa gS\ 

izk;ksfxdizk;ksfxdizk;ksfxdizk;ksfxd    lewglewglewglewg    vH;klvH;klvH;klvH;kl 
xfrfof/k dks dSls pykuk gS] bldk fooj.k izkIr djus ds fy, bZ&yÉux ikB 
pyk,aA 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    vH;klvH;klvH;klvH;kl 
fycjvkWfQl dSy esa LizsM'khV Q+kWesZV djuk 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
isu] fyczs vkWfQl dSy baLVkWy djus ds lkFk daI;wVj] vkfnA 
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        izfØ;kizfØ;kizfØ;kizfØ;k     
• daI;wVj dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr djsaA ,d yhMj 

pqusa] tks xfrfof/k dks funsZf'kr djsxkA 
• yhMj fp= 1 esa fn[kk;k x;k gS ,d rkfydk cukrk gSA ,d lnL; jksy 

uacj vkSj uke dkWye ls lsaVj ,ykbu djrk gSA 
• ,d vU; lnL; lHkh dkWye gsÇMx dks cksYM cukrk gSA vc] dqN vU; 

lnL; dkWye gsfMax dks ,ykbu djrs gSaA ,d vU; lnL; iwjk uke foftcy 
cukus ds fy, dkWye ch dk lkbt c<+k ldrk gSA 

    
fp= 1 % xfrfof/k 1 uewuk 

 

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 
lewglewglewglewg    vH;klvH;klvH;klvH;kl 
LibreOffice Calc esa cqfu;knh x.kuk 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
fyczs vkWfQl dSy ds lkFk isu] isij] daI;wVj] vkfnA 
izfØ;kizfØ;kizfØ;kizfØ;k  
• miyC/k daI;wVjksa dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr djsaA 

izR;sd lewg ,d yhMj dk pquko djsxkA 
• yhMj ,d LizsM'khV vksiu djrk gSA tSlk fd fp= 1 esa fn[kk;k x;k gS] 

izR;sd lnL; ,d jksy uacj] uke] vaxzsth] Çgnh] xf.kr vkSj foKku esa izkIr 
vadksa esa ,aVj djrk gS vkSj dkWye th esa dqy vadksa dh x.kuk djrk gSA 

• izR;sd lnL; dqy x.kuk djus ds fy, ,d vyx fof/k dk mi;ksx dj 
ldrk gSA vU; lnL; ns[krs gSa vkSj lgh <ax ls D;k fd;k x;k vkSj D;k 
csgrj gks ldrk gS, bl ij izfrfØ;k nsrs gSaA vkidh LizsM'khV uhps nh xbZ 
rkfydk dh rjg fn[kuh pkfg,A  

 

 
fp= 1 % xfrfof/k 2 dk uewuk  
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viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa 
dddd----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u     
1111---- lsy esa la[;kvksa dk fMQ+kWYV ,ykbesaV D;k gS\    

¼d½ ys¶V ,ykbuesaV                
¼[k½ jkbV ,ykbuesaV 
¼x½ lsaVj ,ykbuesaV                
¼?k½ jSaMe ,ykbuesaV 

2222---- ^fMQ+kWYV :i ls] lsy esa VsDLV esa ,ykbu fd;k x;k gSAÞ ;g crk,a fd 
;g lgh gS ;k xyrA    
¼d½ lgh                          
¼[k½ xyr 

3333---- LizsM'khV esa VsDLV dks ,ykbu djus ds fy, 'kkWVZdV dh D;k gS\    
¼d½ Ctrl+b                                     
¼[k½ Ctrl+i  
¼x½ Ctrl+l                                      
¼?k½ Ctrl+u  

4- LizsM'khV esa vfrfjä izn'kZu djus ds fy, fuEu esa ls fdl QhplZ dk 
mi;ksx fd;k tkrk gS\       
¼d½ QkWesZV vkWI’ku  
¼[k½ pkVZ                         
¼x½ xzkQ  
¼?k½ QkWewZyk  

5555---- fuEufyf[kr esa ls dkSu lk ladsr ,d QkWewZys dks ifjHkkf"kr djrk gS\    
¼d½ +                              
¼[k½ / 
¼x½ =                               
¼?k½ + 

    

vkius D;vkius D;vkius D;vkius D;k lh[kkk lh[kkk lh[kkk 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 %  
• LizsM'khV esa lh/ks eku tksM+saA 
• lw=ksa dk mi;ksx djds eku tksM+saA 
• Sum () Q+aD'ku dk mi;ksx djds eku tksM+saA 
• lsy esa ,ykbu ¼O;ofLFkr½ VsDLVA 
• ,d lsy esa fQV VsDLVA 
• VsDLV dks gkbykbV djsaA  

    

l= 4 % LizsM'khV esa ,MokaLM QhplZl= 4 % LizsM'khV esa ,MokaLM QhplZl= 4 % LizsM'khV esa ,MokaLM QhplZl= 4 % LizsM'khV esa ,MokaLM QhplZ    ¼¼¼¼Advanced    Features    in    Spreadsheet½½½½            
 

vkb, ,d fo|ky; esa 500 Nk=ksa dk mnkgj.k ysaA vc] ;fn f'k{kd fdlh 
fo'ks"k Nk= ds vad [kkstuk pkgrk gS] mnkgj.k ds fy, ^lhek*] rks mls iwjh  
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lwph ns[kuh gksxhA ;g ,d dfBu izfØ;k gS vkSj blesa yack le; yx ldrk gS 
D;ksafd f'k{kd dks lHkh 500 ukeksa dks ns[kuk iM+rk gSA vc] ;fn og ukeksa dks 
o.kkZuqØe esa O;ofLFkr djrh gS] vFkkZr ^,* igys] rks uke ch ds lkFk uke] vkSj vkfn 
ls 'kq: gksus okys uke Mkyrh gS] uke <wa<uk vklku gks tk,xkA vkidks irk gS 
fd] lhek ^,l* v{kj ls 'kq: gksrk gS] tks chp esa vk,xkA 'kCnksa dks Øec) djus 
;k O;ofLFkr djus ls fdlh fo'ks"k 'kCn ;k uke dks vklkuh ls [kkstus esa enn 
fey ldrh gSA 

 

 
fp= 3-24 % vulksVsZM MsVk  

MsVkMsVkMsVkMsVk    lkWVZlkWVZlkWVZlkWVZ    djukdjukdjukdjuk    ¼¼¼¼Sorting    data½½½½ 

,d vkSj mnkgj.k ysrs gSaA lqJh 'kekZ ds ikl 
vius lHkh Nk=ksa ds fo"k; ds vad vkSj ,d 
LizsM'khV esa muds ;ksx gSa tSlk fd fp= 3-24 esa 
fn[kk;k x;k gSA ;fn og mPpre vadksa ds 
lkFk rhu Nk=ksa dk irk yxkuk pkgrh gS] rks 
mls iwjh lwph [kkstuh gksxhA ;g vkSj Hkh 
eqf'dy gS ;fn iwjs cSp ;k Ldwy esa] mnkgj.k 
ds fy, 100 ;k mlls vf/kd Nk= gSaA 

bls vklku cukus ds fy,] og dqy vadksa ij MsVk dks lkWVZ 
dj ldrh gS rkfd og d{kk esa Nk=ksa dh jSad tku ldsA MsVk dks 
lkWVZ djus ds pj.k bl izdkj gSaA 
1. lHkh jks vkSj dkWye dk flysDV djsa ftUgsa fp= 3-25 esa 

fn[kk;k x;k gSA 
2. MsVkMsVkMsVkMsVk ij fDyd djsa] vkSj fQj] tSlk fd fp= 3-26 esa fn[kk;k 

x;k gS] lkWlkWlkWlkWVZVZVZVZ ¼Øec)½ djsaA 

 
fp= 3-25 % lkWVZ fd, tkus okys MsVk dk flysDV djsa  

fp= 3-26 % MsVk ij fDyd djsa] vkSj fQj] lkWVZ pqusa  
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3- ;g lkWVZ Mk;ykWx ckWDl nsxk tSlk fd fp= 3-
27 esa fn[kk;k x;k gSA lkWVZlkWVZlkWVZlkWVZ    dh 1dh 1dh 1dh 1 ij fDyd 
djsa vkSj MªkWi&Mkmu ls dqy dks flysDV 
djsaA fMQ+kWYV :i ls Øe vkjksghvkjksghvkjksghvkjksgh    
¼¼¼¼Ascending½½½½ gS] ftldk vFkZ gS fuEure ls 
mPpre rdA ge bls vojksgh esa cny nsaxsA 
;g dqy Q+hYM esa MsVk dks lkWVZ djsxkA 

4-  vksdsvksdsvksdsvksds    ij fDyd djsaA 

 
fp= 3-27 % lkWVZ Mk;ykWx ckWDl  

5- tSlk fd fp= 3-28 esa fn[kk;k x;k gS] MsVk 
iwjh lwph esa fQj ls O;ofLFkr gks tk,xk vkSj 
mPpre dqy vadksa ds lkFk Nk= dk uke 
'kh"kZ ij fn[kkbZ nsxk] vkSj fQj] vxys mPpre 
vadksa ds lkFk Nk=] vkSj vkfnA blfy,] lwph 
dh 'kq#vkr esa 'kh"kZ rhu Nk=ksa ds uke 
fn[kkbZ nsaxs vkSj lcls de dqy vadksa ds 
lkFk Nk= dk uke vafre fn[kkbZ nsxkA 

 
fp= 3-28 % lkWVZ fd;k x;k MsVk  

fQ+YVÇjxfQ+YVÇjxfQ+YVÇjxfQ+YVÇjx    MsVkMsVkMsVkMsVk    ¼¼¼¼Filtering    data½½½½ 
fp= 3-29 esa fofHkUUk oxks± ds Nk= gSa vkSj lqJh 'kekZ 
dsoy ckjgoha&, ls Nk=ksa ds vad ns[kuk pkgrh gSa] os 
D;k djsaxh\ 

,slk djus ds fy,] lqJh 'kekZ LizsM'khV dh 
,d vU; Qhpj dk mi;ksx dj ldrh gSa & 
‘Filters’A 

rkfydk esa fQ+YVj yxkus ds pj.k fuEukuqlkj 
gSaA 

1-  Vwy ckj ij AutoFilter vkbdu 
ij fDyd djsaA 

2- ;g izR;sd dkWye ds 'kh"kZ ij fQYVj 
yxk,xk tSlk fd fp= 3-30 esa fn[kk;k 
x;k gSA 

3- ^Dykl* dkWye ds fy, fQ+YVj ij fDyd 
djsaA 

4- MªkWi&Mkmu ml dkWye ds lHkh ewY;ksa dh 
,d lwph fn[kkbZ tk,xh] mnkgj.k ds fy,] 
d{kk XII-A vkSj XII-B  

5- fMQ+kWYV :i ls] lHkh ekuksa dh tk¡p dh 
tkrh gS ;k mUgsa flysDV fd;k tkrk gSA 

 
fp= 3-29 % vufQ+YVMZ MsVk 

 
fp= 3-30 % fQYVj ,M fd, x,  
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fp= 3-31 % d{kk XII-A dks flysDV djuk  

6- ;fn vki dsoy d{kk XII-A ls Nk=ksa dk 
MsVk ns[kuk pkgrs gSa] rks d{kk XII-B dks 
vupsd djsa tSlk fd fp= 3-31 esa fn[kk;k 
x;k gSA 

7- OK    ij fDyd djsaA 
8- d{kk XII-A ls dsoy Nk=ksa dk MsVk fp= 

3-32 esa fn[kk;k x;k gSA 

 
fp= 3-32 % fQ+YVj fd, x, MsVk  

    

 
fp= 3-33 % LizsM'khV dh lqj{kk djuk 

 

 
fp= 3-34 % MkWD;wesaV Mk;ykWx ckWDl dks lqjf{kr j[ksa  

 

 

ikloMZikloMZikloMZikloMZ    dsdsdsds    lkFklkFklkFklkFk    LizsM'khVLizsM'khVLizsM'khVLizsM'khV    dhdhdhdh    lqj{kklqj{kklqj{kklqj{kk    djukdjukdjukdjuk    
¼¼¼¼Protecting    spreadsheet    with    

password½½½½ 
;fn lqJh 'kekZ vU; f'k{kdksa vkSj deZpkfj;ksa ds lkFk 
daI;wVj lkÖkk dj jgh gSa] rks og vius MsVk dh 
lqj{kk djuk pkgrh gSaA os ugha pkgsxh fd dksbZ vkSj 
[kqy dj muds dke esa cnyko djsA og ikloMZ 
dk mi;ksx djds viuh LizsM'khV dh lqj{kk djds 
,slk dj ldrh gSA LizsM'khV dh lqj{kk ds fy, 
pj.k bl izdkj gSaA 
1- Tools ij fDyd djsa vkSj fp= 3-33 esa 

fn[kk, vuqlkj Protect    Spreadsheet 

flysDV djsaA 
2- Protect    Document Mk;ykWx ckWDl fp= 

3-34 esa fn[kk;k x;k gSA 
3- password Vkbi djsaA 
4- Confirm    textbox esa ,d gh ikloMZ 

Vkbi djsaA 
5- OK ij fDyd djsaA 
6- vc] tc vki Q+kby dks Dykst djrs gSa 

vkSj bls fQj ls vksiu djrs gSa] rks ;g 
ikloMZ ds fy, iwNsxkA bl ikloMZ dks 
;kn j[ksa rkfd vki Q+kby dks vksiu dj 
ldsaA 
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LizsM'khV dh lqj{kk dk ,d vkSj rjhdk bl izdkj gSA 
1- File] vkSj fQj] Save    As ij fDyd djsaA 
2- fp= 3-35 esa fn[kk, x, :Ik esa Save    As Mk;ykWx 

ckWDl fn[kkbZ nsxkA 

 
fp= 3-35 % Save As MkW;ykWx ckWDl 

 

3. Q+kby use Vkbi djsa vkSj Save    with    password 
ij fDyd djsaA 
4. Save ij fDyd djsaA 
5. Set    Password    Mk;ykWx ckWDl fp= 3-36 esa fn[kk;k 
x;k gSA 

 
fp= 3-36 % ikloMZ MkW;ykWx ckWDl lsV djsa 

 

6. igys VsDLVckWDl esa ,d ikloMZ Vkbi djsa] vkSj fQj 
mlh ikloMZ dks Confirm VsDLVckWDl esa Vkbi 
djsaA 

7. OK ij fDyd djsaA 
8. vc] tc vki Q+kby dks vksiu djus dh dksf'k'k djrs 

gSa] rks ;g ikloMZ ds fy, iwNsxk tSlk fd fp= 3-37 
esa fn[kk;k x;k gSA 

9. ikloMZ Vkbi djsa vkSj OK ij fDyd djsaA 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

fp= 3-37 % Q+kby vksiu djus ds fy, 
ikloMZ ,aVj djsa  
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fVIi.khfVIi.khfVIi.khfVIi.kh    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

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

http://www.psscive.ac.in/ Employability_Skills.html ij bZ&yÉux yslu 
ju djsaA blesa mijksDr fo"k;ksa dk ohfM;ks vkSj bZ&lkexzh 'kkfey gksxhA 
bZ&yÉux ds vk/kkj ij] fuEufyf[kr xfrfof/k djsaA  
Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k   
vkidks D;k yxrk gS fd gesa LizsM'khV esa lkexzh dks lkWVZ djus dh 
vko';drk gS\ 
Ikzk;ksfxd lewg vH;klIkzk;ksfxd lewg vH;klIkzk;ksfxd lewg vH;klIkzk;ksfxd lewg vH;kl 
xfrfof/k dks dSls pykuk gS] bldk fooj.k izkIr djus ds fy, bZ&yÉux ikB 
pyk,aA 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    vH;klvH;klvH;klvH;kl 
fyczs vkWfQl dSy esa MsVk lkWVZ djuk 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
isu ;k isafly] fyczs vkWfQl dSy] vkfn ds lkFk daI;wVj 
izfØ;kizfØ;kizfØ;kizfØ;k     
• daI;wVj dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr djsaA ,d 

yhMj pqusa] tks xfrfof/k dks funsZf'kr djsxkA 
• ,d ubZ dk;ZiqfLrdk [kksysaA fp= 1 esa fn[kk, x, vuqlkj vius ekfld [kpZ 

ntZ djsaA o.kZekyk Øe esa MsVk dks Øec) djsaA 100 #- ls Åij ds [kpZ 
fn[kkus ds fy, MsVk fQ+YVj djsaA 

 
fp= 1 % xfrfof/k 1 uewuk 

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----        cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
1- MsVk dks lkWVZ djus ds fy, vki fdl esuw fodYi dk mi;ksx djsaxs\ 

¼d½ VwYl                      ¼[k½ MsVk 
¼x½ QkWesZV                     ¼?k½ O;w 

2- Jh xqIrk ds ikl viuh nqdku esa 500 oLrqvksa dh lwph ds lkFk ,d LizsM'khV 
gSA ,d xzkgd vkrk gS vkSj ,d fo'ks"k vkbVe ds fy, iwNrk gSA mls MsVk 
dh O;oLFkk dSls djuh pkfg, rkfd og ml oLrq dks rsth ls [kkst lds\ 
Jh xqIrk D;k djsaxs\ og gksxk % 
¼d½ fQYVj ,IykbZ djsa                    ¼[k½ MsVk lkWVZ djsa 
¼x½ ikloMZ dk mi;ksx djsa                ¼?k½ MsVk QkWesZV djsa 
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3- Jh oekZ vU; lg;ksfx;ksa ds lkFk vius dk;kZy; esa daI;wVj lkÖkk djrs 
gSaA os ;g lqfuf'Pkr djuk pkgrk gS fd dksbZ Hkh ml foŸkh; MsVk 
dks u ns[ks tks os daI;wVj ij lso gSA mUgasa D;k djuk pkfg,\ 
¼d½ dicksMZ esa daI;wVj dks ykWd djsa 
¼[k½ vius daI;wVj dk ikloMZ cnysa rkfd dksbZ mldk mi;ksx u dj lds 
¼x½ foÙkh; MsVk ‘khV ij ikloMZ ,IykbZ djsa 
¼?k½ bls oSls gh NksM+ nsa vkSj vk'kk gS fd dksbZ bls ugha [kksysxk 

 

vvvvkius D;k lh[kius D;k lh[kius D;k lh[kius D;k lh[kkkkkkkk\\\\    

bbbbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    %%%%     
• MsVk lkWVZ djukA  
• fQYVj ,M djukA  
• ikloMZ ds lkFk LizsM'khV dks izksVsDV djsaA  

 

l= 5 % lkW¶Vos;j izstsaVs'kul= 5 % lkW¶Vos;j izstsaVs'kul= 5 % lkW¶Vos;j izstsaVs'kul= 5 % lkW¶Vos;j izstsaVs'ku    ¼¼¼¼Presentation    Software½½½½                
lqJh 'kekZ vius Nk=ksa dks ty pØ leÖkkuk pkgrh gSaA Jh pkS/kjh vius 
xzkgdksa dks ,d mRikn ds dke dh O;k[;k djuk pkgrs gSa vkSj MkW- lqeu 
vius u, 'kks/k ij ,d O;k[;ku nsuk pkgrs gSaA bu lHkh yksxksa dks vius 
n'kZdksa ij izHkko cukus dh t:jr gSA os gLrfuÆer pkVZ ;k eqfær LykbM 
dk mi;ksx dj ldrs gSa ;k daI;wVj vkSj izstsaVs’ku lkW¶Vos;j dk mi;ksx 
djds ,d fMftVy izLrqfr cuk ldrs gSaA 

fMftVy izstsa+Vs’ku dks cukus ds fy, izstsaVs’ku lkW¶Vos;j dk O;kid 
:i ls mi;ksx fd;k tk jgk gSA blds dbZ Qk;ns gSa] tks bl izdkj gSaA 
 

1. os fnypLi gSa D;ksafd muds ikl fp=] ohfM;ks] ,uhes'ku vkSj laxhr 
tSlh fo'ks"krk,a gSaA 

2. fMftVy izst+saVs’ku esa cnyko djuk vklku gSA 
3. ,d fMftVy izst+saVs’ku dks LØhu ij izkstsDV djds cgqr lkjs n'kZdksa dks 

fn[kk;k tk ldrk gSA 
4. izstsa+Vs’ku dks fizaV vkSj n'kZdksa dks forfjr fd;k tk ldrk gSA  

izstsaizstsaizstsaizstsa ++ ++Vs’kuVs’kuVs’kuVs’ku    lklklklkW¶Vos;jW¶Vos;jW¶Vos;jW¶Vos;j    miyC/kmiyC/kmiyC/kmiyC/krkrkrkrk 

dbZ izst+saVs'ku lkW¶Vos;j miyC/k gSa] tSls fd 

1. fyczs vkWfQl bEizsl 
2. ekbØkslkW¶V vkWfQl & ikojIokbaV  
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fp= 3-38 ¼,½% lpZ ifj.kkeksa ls fyczs 

vkWfQl bEizsl dk flysDV djsa 
    

3. vksiu vkWfQl bEizsl 
4. xwxy LykbM 
5. ,Iiy dhuksV 

bu lHkh lkW¶Vos;jksa esa vf/kdka'k fo'ks"krk,a leku gSaA ge 
bl l= esa izstsaVs’ku cukus ds fy, fyczs vkWfQl bEizsl ij 
ppkZ vkSj mi;ksx djsaxs D;ksafd ;g ,d Lora= vkSj vksiu 
lkW¶Vos;j gSA 

 

fyczsfyczsfyczsfyczs    vkWfQlvkWfQlvkWfQlvkWfQl    bEizslbEizslbEizslbEizsl    'kq:'kq:'kq:'kq:    djusdjusdjusdjus    dsdsdsds    fy,fy,fy,fy,    pj.k pj.k pj.k pj.k ¼¼¼¼Steps    to    start    

LibreOffice    Impress½½½½ 
1. lcls igys] vkidks ;g lqfuf'Pkr djuk gksxk fd fyczs 

vkWfQl bEizsl vkids daI;wVj ij baLVkWy gSA 
2. ÇoMkst ds lpZ ckj esa ^fycj vkWfQl bEizsl* ‘LibreOffice 

Impress’ Vkbi djsaA 
3. lpZ ifj.kkeksa ls LibreOffice Impress dk flysDV djsa 

tSlk fd fp= 3-38 ¼,½ esa fn[kk;k x;k gSA 
4. LibreOffice Impress vksiu gksxkA , ‘Select a 

template’ Mk;ykWx ckWDl dks dSaly djsaA 
5. ,d [kkyh izstsaVs’ku vksiu gksxk ¼fp= 3-38 ¼ch½½A  

 
fp= 3-38 ¼ch½% vksiu fyczs vkWfQl bEizsl 

 

izstizstizstizst++ ++ saVs’kusaVs’kusaVs’kusaVs’ku    esaesaesaesa    VsDLV ,M djuk ¼VsDLV ,M djuk ¼VsDLV ,M djuk ¼VsDLV ,M djuk ¼Adding    text    to    a    

presentation½½½½ 
fMQ+kWYV :i ls] igyh LykbM esa nks VsDLV ckWDl gksrs gSaA 
'kh"kZ VkbVy ds fy, gS vkSj vU; fooj.k ds fy, fupyk 
¼cM+k½ ,d gSA ge VkbVy ckWDl ij fDyd dj ldrs gSa vkSj 
VkbVy esa Vkbi dj ldrs gSaA blh rjg] ge fupys ckWDl 
ij fDyd dj ldrs gSa vkSj dqN esa fooj.kksa dks Vkbi dj 
ldrs gSa tSlk fd fp= 3-39 esa fn;k x;k gSA 
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fp= 3-39 % ,d LykbM esa VsDLV ,M djuk 

 

bl rjg] ge izstsa+Vs’ku cukus ds fy, fyczs vkWfQl bEizsl dk mi;ksx 'kq: 
dj ldrs gSaA 

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

http://www.psscive.ac.in/ Employability_Skills.html ij bZ&yÉux yslu ju 
djsaA blesa mijksDr fo"k;ksa dk ohfM;ks vkSj bZ&lkexzh 'kkfey gksxhA bZ&yÉux ds 
vk/kkj ij] fuEufyf[kr xfrfof/k djsaA  
Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k  Lkkspus dh izkjafHkd xfrfof/k   
vki vius izkstsDV dSls cukrs gSa\  
izk;ksfxdizk;ksfxdizk;ksfxdizk;ksfxd    lewglewglewglewg    vH;klvH;klvH;klvH;kl 
xfrfof/k dks dSls pykuk gS] bldk fooj.k izkIr djus ds fy, bZ&yÉux 
ikB ju djsaA 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    vH;klvH;klvH;klvH;kl 
fyczs vkWfQl bEizsl esa izstsaVs'ku cukuk 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
isu] uksVcqd] fyczs vkWfQl bEizsl okyk daI;wVj vkfnA  
izfØ;kizfØ;kizfØ;kizfØ;k     
• daI;wVj dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr djsaA 
• ,d yhMj pqusa] tks xfrfof/k dks funsZf'kr djsxkA 
• fyczs vkWfQl bEizsl LVkVZ djsa vkSj VkbVy ‘Advantages of using the 

Internet’ ds lkFk ,d ubZ izstsaVs’ku cuk,aA 
 

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----        cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u     

1- xÆe;ksa dh NqfV~V;ksa ds nkSjku vkids ikl ck;ksxSl cukus ds la;a= dh 
ifj;kstuk gSA vkius cgqr lkjs vuqla/kku fd, gSa] ck;ksxSl la;a=ksa dh 
rLohjsa fDyd dh gSa vkSj mu yksxksa ds ohfM;ks cuk, gSa] tks ck;ksxSl dk 
mi;ksx djrs gSaA vc] vkidks d{kk ds lkeus ,d izstsaVs’ku nsuh gksxhA 
vki D;k mi;ksx djsaxs\    

¼d½ pkVZ isij                      ¼[k½ oMZ MkWD;wesaV  
¼x½ izstsaVs'ku lkW¶Vos;j              ¼?k½ LizsM'khV  
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fp= 3-40 % ‘Save As’ Mk;ykWx ckWDl 

    

2- baizsl Impress dks ju djus esa l{ke gksus ds fy, vkidks 
vius daI;wVj ij D;k baLVkWy djuk gksxk\ 
¼d½ xwxy              ¼[k½ ekbØkslkW¶V vkWfQl 
¼x½ fyczsvkWfQl          ¼?k½ ,Iiy vkbZvks,l 

 

3- fyczs vkWfQl bEizsl dh igyh LykbM esa fdrus VsDLV 
ckWDl fMQkWYV }kjk igys ls gksrs gSa\ 
¼d½ 1                     ¼[k½ 2 
¼x½ 3                     ¼?k½ 4 

 

vvvvkius D;k lh[kkkius D;k lh[kkkius D;k lh[kkkius D;k lh[kk\\\\    
 

bbbbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    %%%%     
• fMftVy izstsaVs’ku ds ykHkksa dk o.kZu djukA 
• fofHkUUk izstsaVs’ku lkW¶Vos;j dh lwph cukukA 
• izstsaVs’ku dh lwph ds QhpjA 
• U;w izstsaVs’ku cukukA    

    

LLLLk= 6 % izstsa+Vs'ku vksiu djuk] Dykst+ djuk] lso k= 6 % izstsa+Vs'ku vksiu djuk] Dykst+ djuk] lso k= 6 % izstsa+Vs'ku vksiu djuk] Dykst+ djuk] lso k= 6 % izstsa+Vs'ku vksiu djuk] Dykst+ djuk] lso 
djuk vkSj bls fizaV djukdjuk vkSj bls fizaV djukdjuk vkSj bls fizaV djukdjuk vkSj bls fizaV djuk    ¼¼¼¼Opening,    Closing,    

Savingand    Printinga    Presentation½½½½        
bl l= esa] ge ,d izstsaVs’ku dks vksiu djus] Dykst 
djus] lso djus vkSj ÇizV djus ds ckjs esa lh[ksaxsA 
 

,d,d,d,d    izstsaVs’ku dks lso dizstsaVs’ku dks lso dizstsaVs’ku dks lso dizstsaVs’ku dks lso djusjusjusjus    dsdsdsds    fy,fy,fy,fy,    pj.k ¼pj.k ¼pj.k ¼pj.k ¼Steps    to    
save    a    presentation½½½½ 
,d fMftVy izstsaVs’ku dks daI;wVj ij Q+kby ds :i esa 
lso fd;k tk ldrk gSA ;g ckn esa ns[kk tk ldrk 
gS] ns[kk ;k ,fMV fd;k tk ldrk gS] fe=ksa vkSj 
lgdÆe;ksa ds lkFk lkÖkk fd;k tk ldrk gS] vkSj fizaV 
fd;k tk ldrk gSA dke djrs le; dbZ ckj izstsaVs’ku 
dks lso djuk egRoiw.kZ gS rkfd daI;wVj ds 'kV Mkmu 
gksus ;k ikoj dV gksus dh fLFkfr esa vki MsVk u [kks,aA 
 

igyh ckj fdlh izstsaVs’ku dks lso djus ds pj.k 
fuEukuqlkj gSaA 
 

1- File ij fDyd djsaA 
2- MªkWi&Mkmu ls Save    As ;k Save dks flysDV djsaA 

;g fp= 3-40 esa fn[kk, x, vuqlkj Save    As 

Mk;ykWx ckWDl fMLIys djrk gSA 
3- vki ,d Q+ksYMj dk flysDV dj ldrs gSa tgka 

vki Q+kby dks lso djuk pkgrs gSa] mnkgj.k ds fy, 
Desktop 
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4. fMQ+kWYV :i ls] Q+kby dk uke ‘Untitled#’ ¼# ,d la[;k gS½ gSA vki 
bls viuh ilan ds uke ij cny ldrs gSaA 

5. fMQ+kWYV :i esa Save    As    type .ods gSA vki Save    As    type MªkWi&Mkmu 
ls vU; Q+kby izdkjksa dks flysDV dj ldrs gSaA vki Q+kby dks MS 

Excel ;k HTML ;k VsDLV Q+kby ds :i esa lso ldrs gSaA 
6. Save ij fDyd djsaA 

blls daI;wVj ij izstsaVs’ku dks lso fd;k tk,xkA ckn esa dke djrs le;] 
vki izstsaVs’ku dks lso djus ds fy, dhcksMZ ij File>Save ij fDyd ;k 
Ctrl+s    izsl dj ldrs gSaA 

    

izstsaVs’ku dks DykstizstsaVs’ku dks DykstizstsaVs’ku dks DykstizstsaVs’ku dks Dykst    djusdjusdjusdjus    dsdsdsds    fy,fy,fy,fy,    pj.k ¼pj.k ¼pj.k ¼pj.k ¼Steps    to    

close    a    presentation½½½½ 
fdlh izstsaVs’ku dks Dykst djus ds pj.k fuEukuqlkj 
gSaA 
1- File ij fDyd djsaA 
2- MªkWi&Mkmu ls Close flysDV djsaA 
3- ;fn vkius Q+kby dks Dykst djus ls igys 

ifjorZu lso ugha fd, gaS rks ;g vkidks fn[kk, 
x, fp= 3-41 ds vuqlkj ‘Save    Document?’ 

Mk;ykWx ckWDl ds lkFk ladsr nsxkA vki r; 
dj ldrs gSa fd vki lso djuk pkgrs gSa ;k 
dSaly djuk pkgrs gSaA 

 

izstsaVs’ku vksiu djusizstsaVs’ku vksiu djusizstsaVs’ku vksiu djusizstsaVs’ku vksiu djus    dsdsdsds    fy,fy,fy,fy,    pj.k ¼pj.k ¼pj.k ¼pj.k ¼Steps    to    open    

a    presentation½½½½ 
izzstsaVs’ku vksiu djus ds pj.k fuEukuqlkj gSaA  
1- fyczs vkWfQl bEizsl vksiu djsa 
2- File ij fDyd djsaA 
3- fQj] MªkWi&Mkmu ls Open flysDV djsaA 
4- blesa Open Mk;ykWx ckWDl fMLIys gksxk tSlk 

fd fp= 3-42 esa fn[kk;k x;k gSA 
5- ml Q+ksYMj dks czkmt+ djsa vkSj flysDV djsa 

tgka vkidh Q+kby lso dh xbZ gS] mnkgj.k ds 
fy, Desktop  

6- fQj] Q+kby flysDV djsa] mnkgj.k ds fy, 
okWVj lkbfdyA 

7- Open ij fDyd djsaA 
8- ;g fyczs vkWfQl bEizs'ku esa ‘Water 

Cycle.ods’ vksiu djsxkA 

    
fp= 3-41 % lso MkWD;wesaV Mk;ykWx ckWDl 

 
 
 
 
 
 
 

 
fp= 3-42 % vksiu Mk;ykWx ckWDl 
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fVIi.khfVIi.khfVIi.khfVIi.kh    izstsaVs’ku fizaVizstsaVs’ku fizaVizstsaVs’ku fizaVizstsaVs’ku fizaV    djusdjusdjusdjus    dsdsdsds    fy,fy,fy,fy,    pj.kpj.kpj.kpj.k 
blls igys fd vki fdlh Q+kby dks ÇizV djus dk iz;kl djsa] —i;k 
lqfuf'Pkr djsa fd ,d ÇizVj daI;wVj ls tqM+k gSA izLrqfr dks ÇizV djus ds 
pj.k fuEukuqlkj gSaA 
1- File ij fDyd djsaA 
2- MªkWi&Mkmu ls Print flysDV djsa ;k vki dhcksMZ ij Ctrl+p izsl dj 

ldrs gSaA 
3- Print Mk;ykWx ckWDl fMLIys gksrk gSA 
4- daI;wVj ls tqM+k ,d ÇizVj Mk;ykWx ckWDl esa fMLIys gksrk gSA 
5- mu izfr;ksa dh la[;k flysDV djsa ftUgsa vki ÇizV djuk pkgrs gSaA 
6- All flysDV djsa] ;fn vki lHkh LykbM ÇizV djuk pkgrs gSaA 
7- Slides flysDV djsa] ;fn vki muesa ls dqN dks ÇizV djuk pkgrs gSa vkSj 

LykbM uacj iznku djuk pkgrs gSaA 
8- OK ij fDyd djsaA 
 

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

http://www.psscive.ac.in/ Employability_Skills.html ij bZ&yÉux yslu ju 
djsaA blesa mijksDr fo"k;ksa dk ohfM;ks vkSj bZ&lkexzh 'kkfey gksxhA bZ&yÉux ds 
vk/kkj ij] fuEufyf[kr xfrfof/k djsaA  
 

izk;ksfxdizk;ksfxdizk;ksfxdizk;ksfxd    lewglewglewglewg    vH;klvH;klvH;klvH;kl 
xfrfof/k dks dSls pykuk gS] bldk fooj.k izkIr djus ds fy, bZ&yÉux ikB 
ju djsaA 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    vH;klvH;klvH;klvH;kl 
fyczs vkWfQl baizs'ku esa ,d izstsaVs’ku ij dke djukA 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
fyczs vkWfQl bEizsl] isu] uksVcqd bR;kfn ds lkFk daI;wVjA 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
• daI;wVj dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr djsaA 

izR;sd lewg fuEufyf[kr xfrfof/k;ka djsxkA 
‘Water Cycle Project’ uke ls ,d izstsaVs’ku Q+kby lso djsa 
- Q+kby Dykst djsa 
- Qkby fQj ls vksiu djsa 
- izstsaVs'ku ÇizV djsa 

• lqfuf'Pkr djsa fd lewg ds izR;sd Nk= dks de ls de ,d xfrfof/k 
djus dk ekSdk feysA vU; lnL; ns[k ldrs gSa vkSj D;k lgh <ax 
ls fd;k x;k Fkk vkSj D;k lq/kkj fd;k tk ldrk gS os bl ij 
izfrfØ;k ns ldrs gSaA 
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viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u     

1- fdlh izstsaVs’ku dks lso djus ds fy, lgh pj.k dkSu lk gS\    

¼d½ File>Save As>Type file name>Save  

¼[k½ File>Open>File name>Open  

¼x½ File>Template>Save as Template  

¼?k½ File>Close>Save>OK  

2- fdlh izstsaVs’ku dks Dykst djus ds fy, lgh pj.k dkSu lk gS\    

¼d½ File>Save As>Type file name>Save        ¼[k½ File>Exit  
¼x½ File>Close                                             ¼?k½ File>Export  

3- izstsaVs'ku ÇizV djus ds fy, lgh pj.k dkSu lk gS\    

¼d½ File>Print                                      ¼[k½ File>Print>Handout  
¼x½ File>Print>Handout>OK                 ¼?k½ File>OK 

 

vvvvkius D;k lh[kkkius D;k lh[kkkius D;k lh[kkkius D;k lh[kk\\\\    
bbbbllll    l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    %%%%     

• izstsaVs’ku dks lso djuk  
• izstsaVs’ku dks Dykst djuk  
• izstsaVs’ku dks vksiu djuk  
• izstsaVs’ku LykbM dks ÇizV djuk  

    

l= 7 % izstsaVs'ku esa LykbM vkSj VsDLV ds lkFk dk;Z djukl= 7 % izstsaVs'ku esa LykbM vkSj VsDLV ds lkFk dk;Z djukl= 7 % izstsaVs'ku esa LykbM vkSj VsDLV ds lkFk dk;Z djukl= 7 % izstsaVs'ku esa LykbM vkSj VsDLV ds lkFk dk;Z djuk    ¼¼¼¼Workingwith    

Slidesand    Text    in    a    Presentation½½½½                    
vkb, ge eku ysa fd vkidks vius dk;kZy; ds fdlh mRikn ds ckjs esa ,d 
izstsaVs’ku nsuh gSA blds fy, fu;r le; ikap feuV gSA ;fn vki izstsaVs’ku 
esa egRoiw.kZ Çcnqvksa dks lkeus ykrs gSa] rks vki de le; esa egRoiw.kZ tkudkjh 
dks vklkuh ls fpf=r dj ldrs gSaA vkb, ge ns[ksa fd ge viuh izstsaVs’ku 
dks vkSj vf/kd izHkkoh dSls cuk ldrs gSaA 
izstsaVs’kuizstsaVs’kuizstsaVs’kuizstsaVs’ku    esaesaesaesa    LykbMLykbMLykbMLykbM    ,M djuk ¼,M djuk ¼,M djuk ¼,M djuk ¼Adding    slide    to    a    presentation½½½½ 
lqJh 'kekZ us igyh LykbM esa okWVj lkbfdy ds lHkh rhu pj.kksa dks lwphc) 
fd;kA vc] og izR;sd pj.k dh O;k[;k djuk pkgrh gSA ysfdu ,d ist ij 
vf/kd tkudkjh Mkyuk vPNk ugha gSA blls VsDLV xM+cM+ gks tk,xk] vkSj 
i<+us vkSj leÖkus esa eqf'dy gksxhA 
 

lqJh 'kekZ blesa ,d ubZ LykbM tksM+ ldrh gSaA LykbM~l u, i`"Bksa dh rjg 
gSa] ftUgsa vyx&vyx fo"k;ksa dks 'kkfey djus ds fy, ,d izstsaVs’ku esa tksM+k 
tkrk gSA lqJh 'kekZ ok"ihdj.k] la?kuu vkSj o"kkZ ds fy, izR;sd LykbM dks 
tksM+ ldrh gSa] vkSj izR;sd fo"k; ls lacaf/kr rhu vyx&vyx LykbMksa esa 
vf/kd fooj.k ns ldrh gSaA ubZ LykbM tksM+us ds fy,] fuEu dk;Z djsaA 
 

fVIi.khfVIi.khfVIi.khfVIi.kh    
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fp= 3-43 % U;w LykbM ,M djuk 

    
    
    

    
fp= 3-44 % LykbM fMyhV djsa 

    

1- Slide ij fDyd djsaA 
2- MªkWi Mkmu ls New    Slide    flysDV djsa 

tSlk fd fp= 3-43 esa fn[kk;k x;k gSA 
3- vki dhcksMZ ij Ctrl+M        Hkh nck ldrs 

gSaA 
4- ;g izstsaVs’ku ds fy, ,d fjä ubZ LykbM 

,M dj nsxkA 
5- VsDLVckWDl vkfn dk ysvkmV ;k O;oLFkk 

fiNys ds leku gksxhA 
 

LykbM~lLykbM~lLykbM~lLykbM~l    dksdksdksdks    fMyhV djuk ¼fMyhV djuk ¼fMyhV djuk ¼fMyhV djuk ¼Deleting    slides½½½½ 
fdlh LykbM dks fMyhV djus ds pj.k 

fuEukuqlkj gSaA 
1- ml LykbM dks flysDV djsa ftls vki 

fMyhV djuk pkgrs gSaA 
2- Slide ij fDyd djsaA 
3- MªkWi&Mkmu ls Delete    Slide flysDV djsa 

tSlk fd fp= 3-44 esa fn[kk;k x;k gSA 
4- flysDV fd, x, LykbM fMyhV djsaA 
5- vki flysDV fd, x, LykbM dks fMyhV 

djus ds fy, dhcksMZ ij ‘Del’ dh izsl 
dj ldrs gSaA 

 

VsDLV ,M djukVsDLV ,M djukVsDLV ,M djukVsDLV ,M djuk    vkSjvkSjvkSjvkSj    QkWesZVQkWesZVQkWesZVQkWesZV    djukdjukdjukdjuk    ¼¼¼¼Adding    
and    formatting    text½½½½  
fyczs vkWfQl bEizsl LykbM ds fMQ+kWYV ysvkmV 
esa nks VsDLVckWDl gSa & ,d 'kh"kZd ds fy, 
vkSj nwljk VsDLV ds fy,A vki cl dhcksMZ 
ij Vkbi djds VsDLV ,M dj ldrs gSaA  
 

;fn vkids ikl ,d [kkyh LykbM ds lkFk 
VsDLVckWDl ugha gS] rks vki Insert>Textbox    
vkWI’ku dk mi;ksx djds ,d VsDLVckWDl balVZ dj 
ldrs gSa tSlk fd fp= 3-45 esa fn[kk;k x;k gSA 
vki fdlh Hkh vkdkj dk ;g VsDLVckWDl cuk ldrs 
gSa] vkSj fQj] VsDLV ,aVj djsaA  
 

 
fp= 3-45 % QkWesZfVax VsDLV  
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vki fdlh izstsaVs’ku dks csgrj ;k vkd"kZd cukus ds fy, blds VsDLV dks 
QkWesZV dj ldrs gSaA  

VsDLV ds fn[kkbZ nsus ds rjhds dks cnyus ds fy, dbZ Q+kWUV LVkby 
miyC/k gSaA ,d vyx LVkby flysDV djus ds fy, Font    Style    MªkWi&Mkmu 
ij fDyd djsaA blls VsDLV ds fy[ks tkus dk rjhdk cny tk,xk ¼fp= 3-
45½A  

vki Font    Size MªkWi&Mkmu ij fDyd djds VsDLV dk lkbt Hkh cny 
ldrs gSa vkSj lkbt flysDV dj ldrs gSa ¼mnkgj.k ds fy,] 8] 12] 14] 22 
vkfn½A VkbVy dk Q+kWUV lkbt c<+k;k tkrk gS rkfd bls vyx fn[kk;k tk 
ldsA 
gkbykbÇVxgkbykbÇVxgkbykbÇVxgkbykbÇVx    VsDLVVsDLVVsDLVVsDLV    &&&&    cksYMcksYMcksYMcksYM]]]]    vaMjykbuvaMjykbuvaMjykbuvaMjykbu]]]]    bVSfydbVSfydbVSfydbVSfyd    ¼¼¼¼Highlighting    text    —    bold,    

underline,    italic½½½½  
fyczs vkWfQl esa fdlh VsDLV dks gkbykbV djus ds fy,] vki vko';drk ds 
vk/kkj ij bls cksYM] vaMjykbu ;k bVSfyd cuk ldrs gSaA  

lcls igys] ml VsDLV dks flysDV djsa ftls gkbykbV djuk gSA fQj] 
Properties VSc esa fn, x, vkbdu ij gksoj djsa] tSlk fd fp= 3-46 esa 
fn[kk;k x;k gSA okafNr Q+aD'ku djus ds fy, vko';d vkbdu dk flysDV 
djsa] vFkkZr~] bls cksYM] bVSfyd] vaMjykbu ;k LVªkbdFkzw cukukA 

 

 
fp= 3-46 % gkbykbÇVx VsDLV  

 

VsDLV ,ykbuVsDLV ,ykbuVsDLV ,ykbuVsDLV ,ykbu    djukdjukdjukdjuk    &&&&    ys¶V] jkbV] lsaVj] tfLVQkbM ¼ys¶V] jkbV] lsaVj] tfLVQkbM ¼ys¶V] jkbV] lsaVj] tfLVQkbM ¼ys¶V] jkbV] lsaVj] tfLVQkbM ¼Aligning    text    —    left,    

right,    center,    justified½½½½  
VsDLV dks ys¶V] jkbV] lsaVj ;k tfLVQkb fd;kk ldrk gSA Properties VSc esa 
Paragraph vkWI’ku dk mi;ksx djrs gq, tSlk fd fp= 3-47 esa fn[kk;k 
x;k gS] VsDLV dks ,ykbu fd;k tk ldrk gSA  

 

 
fp= 3-47 % VsDLV dks ,ykbu djuk  

fVIi.khfVIi.khfVIi.khfVIi.kh    
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fVIi.khfVIi.khfVIi.khfVIi.kh ^ys¶V ;k jkbV ,ykbu* dk vFkZ gS fd VsDLV Øe'k% ys¶V ;k jkbV ekÆtu ls ,ykbu 
fd;k tk,xkA ^lsaVj* ,ykbu ist ds lsaVj esa VsDLV dks ,ykbu djrk gSA ^tfLVQkbZ* 
VsDLV dks jkbV vkSj ys¶V ekftZu ij ,ykbu djrk gSA  
 

VsDLVVsDLVVsDLVVsDLV    dkdkdkdk    dyjdyjdyjdyj    cnyuk ¼cnyuk ¼cnyuk ¼cnyuk ¼Changing    text    colour½½½½  
vki VsDLV dks vyx&vyx dyj nsdj izstsaVs’ku dks vkSj Hkh fnypLi cuk 
ldrs gSaA  

Q+kWUV dyj MªkWi&Mkmu fofHkUUk dyj nsrk gS ftlesa ls vki VsDLV dk dyj pqu 
ldrs gSa vkSj fp= 3-48 esa fn[kk, vuqlkj cny ldrs gSaA Font    Color MªkWi&Mkmu ds 
vykok] Highlight    Color MªkWi&Mkmu gSA ;fn vki gkbykbV dyj MªkWi&Mkmu ls 
fdlh dyj dks flysDV djrs gSa] rks ;g VsDLV dk cSdxzkmaM dyj cny nsxkA 
 

  
fp= 3-48 % VsDLV dyj cnyuk  

 

bl rjg] vki izzstsaVs’ku dks jkspd vkSj lkFkZd cuk ldrs gSaA  
 
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
http://www.psscive.ac.in/ Employability_Skills.html ij bZ&yÉux yslu ju 
djsaA blesa mijksDr fo"k;ksa dk ohfM;ks vkSj bZ&lkexzh 'kkfey gksxhA bZ&yÉux ds 
vk/kkj ij] fuEufyf[kr xfrfof/k djsaA  
Ikzk;ksfxd lewg vH;klIkzk;ksfxd lewg vH;klIkzk;ksfxd lewg vH;klIkzk;ksfxd lewg vH;kl 
xfrfof/k dks dSls pykuk gS] bldk fooj.k izkIr djus ds fy, bZ&yÉux ikB 
ju djsaA  

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    vH;klvH;klvH;klvH;kl 
Q+kWUV LVkby ds lkFk dke djuk] fyczs vkWfQl bEizsl esa Vkbi djuk  
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka     
fyczs vkWfQl bEizsl] uksVcqd] isu vkfn ds lkFk daI;wVjA  
izfØ;kizfØ;kizfØ;kizfØ;k    
• daI;wVj dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr djsaA izR;sd 

lewg fuEufyf[kr xfrfof/k;ka djsxkA 
1- U;w LykbV balVZ djsa 
2- ^fyczs vkWfQl bEizsl* Vkbi djsaA 
3- Q+kWUV dks ^vksiu lal* esa cnysaA 
4- VsDLV dks lQsn dyj nsaA 
5- cSdxzkmaM dk dyj xzhu djsaA 
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6- VsDLV dks fp= 1 esa fn[kk;k tkuk pkfg,A 
7- vc] ‘Google’ Vkbi djsaA 

 
fp= 1 % xfrfof/k 1 uewuk 1 

 

8- ‘Bookman Old Style’ ds fy, Q+kWUV cnysaA 
9- lkbt dks 54 esa cnysaA 
10- fp= 2 esa fn, x, v{kjksa dks dyj djsaA 

  
fp= 2 % xfrfof/k 1 uewuk 2 

 

lqfuf'Pkr djsa fd lewg ds izR;sd Nk= dks ;g xfrfof/k djus dk ekSdk 
feysA vU; lnL; ns[k ldrs gSa vkSj D;k lgh <ax ls fd;k x;k Fkk vkSj 
D;k lq/kkj fd;k tk ldrk gS ij izfrfØ;k ns ldrs gSa  
viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
1- LykbM Mkyus ds fy, vki fdl esuw vkWI’ku dk mi;ksx djrs gSa\ 

¼d½ ,fMV 
¼[k½ balVZ 
¼x½ LykbM 
¼?k½ VwYl 

2- vki] vke rkSj ij] LykbM ds 'kh"kZd title dks dSls ,ykbu djsaxs\ 
¼d½ ys¶V 
¼[k½ jkbV 
¼x½ lsaVj 
¼?k½ tfLVQkbZ  
 

3- VsDLV dk dyj cnyus ds fy, vki fdl vkWI’ku dk mi;ksx djsaxs\ 
¼d½ QkWUV dyj 
¼[k½ QkWUV 
¼x½ gkbykbV dyj 
¼?k½ QkWesZV  

 

fVIi.khfVIi.khfVIi.khfVIi.kh 
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fp= 3-50 % izkWiVhZt+ VSc dk mi;ksx 
djuk    

vvvvkius D;k lh[kkkius D;k lh[kkkius D;k lh[kkkius D;k lh[kk\\\\    
bbbbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    %%%%     

• izstsaVs’ku ds fy, LykbM ,M djuk 
• izstsaVs’ku esa LykbM fMyhV djuk 
• izstsaVs’ku esa VsDLV ,aVj vkSj ,fMV djuk 
• izstsaVs’ku esa VsDLV QkWesZV djuk 
    

    

l= 8 % izstsaVs'ku esa ,MokaLM Qhpll= 8 % izstsaVs'ku esa ,MokaLM Qhpll= 8 % izstsaVs'ku esa ,MokaLM Qhpll= 8 % izstsaVs'ku esa ,MokaLM QhplZ ¼Z ¼Z ¼Z ¼Advanced    

Featuresused    in    Presentation½½½½  
 

fMftVy izstsaVs’ku esa mi;ksx dh tkus okyh fofHkUUk mUUkr 
lqfo/kk,a gSaA xzkfQDl] pkVZ vkSj best dk mi;ksx izstsaVs’ku dks 
vkSj vf/kd lkFkZd cuk ldrk gSA 
 

iziziziz stsaVs’kustsaVs’kustsaVs’kustsaVs’ku    esaesaesaesa    vkvkvkvk————fr;ksafr;ksafr;ksafr;ksa    dksdksdksdks    balVZbalVZbalVZbalVZ    djukdjukdjukdjuk    ¼¼¼¼Inserting    shapes    in    

presentation½½½½        
vki izstsaVs’ku esa ,d izfØ;k ds izokg dks fn[kkus ds fy, ,jks 
dk mi;ksx djuk pkg ldrs gSaA mnkgj.k ds fy,] ;fn vki 
;g fn[kkuk pkgrs gSa fd okVj lkbfdy dSls dke djrk gS & 
vki ,jks dk mi;ksx dj ldrs gSaA fyczs vkWfQl dbZ rjg dh 
vk—fr;ka iznku djrk gS] tSls fd ykbu] LDos;j] lfdZy] ,jks] 
flEcy vkfn] ftUgsa LykbM esa balVZ fd;k tk ldrk gSA 

 
fp= 3-49 % LykbM esa vk—fr balVZ djuk 

tSlk fd fp= 3-49 esa fn[kk;k x;k gS] ,jks balVZ djus ds 
fy,] vkidks balVZ ij fDyd djuk gksxk] vkSj fQj] vk—fr dk 
flysDV djsaA blds dbZ fodYi gSaA fofHkUUk izdkj ds ,jks 
ns[kus ds fy, ,jks pqusaA izstsaVs’ku ds fy, vko';d ,d dks 
flysDV djsa] mnkgj.k ds fy,] ‘Circular    Arrow’A bl rjg] 
vki viuh bPNkuqlkj fdlh Hkh ‘ksIl dks flysDV dj ldrs 
gSaA 

,d ckj ,d LykbM esa ,d vk—fr balVZ djus ds ckn] 
vki Properties VSc dk mi;ksx dj ‘ksIl ds izkWiVhZt+ esa 
ifjorZu dj ldrs gSa] tSls fd dyj] lkbt] fLFkfr] fn'kk] vkfnA 
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iziziziz stsaVs’kustsaVs’kustsaVs’kustsaVs’ku    esaesaesaesa    fDyivkVZfDyivkVZfDyivkVZfDyivkVZ    vkSjvkSjvkSjvkSj    best balVZbest balVZbest balVZbest balVZ    djukdjukdjukdjuk        
,d rLohj ,d gtkj 'kCn cksyrk gSA ge bls 
ljy vkSj jkspd cukus ds fy, ,d izstsaVs’ku esa 
cgqr lkjh best dk mi;ksx djrs gSaA fDyi vkVZ 
;k best Mkyus ds pj.k bl izdkj gSaA 
1- esuw ls Insert ij fDyd djsaA  
2- Image flysDV djsa tSlk fd fp= 3-51 esa 

fn[kk;k x;k gSA  
3- fp= 3-52 esa fn[kk, vuqlkj ,d Insert    Image 

Mk;ykWx ckWDl fn[kkbZ nsxkA  
4- Q+ksYMjksa ds ek/;e ls czkmt+ djsa vkSj ml best 

dk flysDV djsa ftldk vki mi;ksx djuk 
pkgrs gSaA 

 
fp= 3-52 % best Mk;ykWx ckWDl balVZ djsa 

    
    
    
    
    
    
    

    
fp= 3-51 % best dks flysDV djsa 

    

5- Open ij fDyd djsaA  
 

bl rjg] vki viuh izzstsaVs’ku LykbM esa fp= balVZ dj ldrs gSa vkSj bls 
vkSj vf/kd jkspd cuk ldrs gSaA 

 
fp= 3-53 % LykbM esa best balVZ djuk 

    

    



                                      jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12    
76 

    
    
    
    

    
fp= 3-54 % ysvkmV 

VSc ls okafNr 
ysvkmV dks flysDV 

djuk    

LykbMLykbMLykbMLykbM    ysvkmVysvkmVysvkmVysvkmV    cnyukcnyukcnyukcnyuk    ¼¼¼¼Changing    slide    layout½½½½        
fyczs vkWfQl bEizsl LykbM ds fMQ+kWYV ysvkmV esa VkbVy ds fy, ,d vkSj 
lkexzh ds fy, ,d VsDLVckWDl gksrk gSA ysvkmV laxfBr rjhds ls LykbM 
lkexzh dks O;ofLFkr djus esa enn djrk gSA vki vko';drk ds vuqlkj 
LykbM ysvkmV dks cny ldrs gSaA  
 

;fn vki ,d rjQ ikuh ds pØ dh ,d best balVZ djuk pkgrs gSa vkSj 
nwljs ij pj.k nsrs gSa] vki ,d VkbVy vkSj nks cDls ds lkFk ,d ysvkmV 
dks flysDV dj ldrs gSaA vki bls dsoy LykbM dk flysDV djds dj 
ldrs gSa vkSj fQj] ysvkmV~l VSc ls okafNr ysvkmV dk flysDV djds tSlk 
fd fp= 3-54 esa fn[kk;k x;k gSA ysvkmV gksus ls lkexzh dks okafNr rjhds 
ls ,ykbu djus esa enn feyrh gSA 
 

    izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl        
http://www.psscive.ac.in/ Employability_Skills.html ij bZ&yÉux yslu ju 
djsaA blesa mijksDr fo"k;ksa dk ohfM;ks vkSj bZ&lkexzh 'kkfey gksxhA bZ&yÉux ds 
vk/kkj ij] fuEufyf[kr xfrfof/k djsaA  
izk;ksfxd lewg vH;izk;ksfxd lewg vH;izk;ksfxd lewg vH;izk;ksfxd lewg vH;klklklkl    
xfrfof/k dks dSls pykuk gS] bldk fooj.k izkIr djus ds fy, bZ&yÉux ikB 
ju djsa 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    vH;klvH;klvH;klvH;kl        
fyczs vkWfQl bEizsl esa LykbM~l ds lkFk dke djuk  
le; % 20 feuV 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
fyczs vkWfQl bEizsl] uksVcqd] isu vkfn ds lkFk daI;wVjA 
izfØ;kizfØ;kizfØ;kizfØ;k  
• daI;wVj dh la[;k ds vk/kkj ij] d{kk dks lewgksa esa foHkkftr djsaA 

izR;sd lewg fuEufyf[kr dk;Z djsxkA 
& LykbM ds ysvkmV dks VkbVy vkSj pkj  

lkexzh ij lsV djsaA  
& ckbZa vksj nks vyx&vyx vk—fr;ksa dks balVZ  

djsa] mnkgj.k ds fy,] LVkj vkSj Mk;eaM  
& nkbZa vksj LVkj vkSj Mk;eaM dh best yxk,aA  
& vkidh LykbM fp= 1 esa fn, x, ds leku    fp= 1 % xfrfof/k 1 uewuk 

fn[kkbZ nsuh pkfg,A 
    lqfuf'Pkr djsa fd lewg ds izR;sd Nk= dks de ls de ,d dk;Z djus 
dk ekSdk feysA vU; lnL; ns[k ldrs gSa vkSj D;k lgh <ax ls fd;k 
x;k Fkk vkSj D;k lq/kkj fd;k tk ldrk gS ij izfrfØ;k ns ldrs gSaA 
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viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----        cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
1- ‘ksIl vkSj best balVZ djus ds fy, vki fdl esuw vkWI’ku ij fDyd 

djsaxs\ 
¼d½ QkWesZV 
¼[k½ VwYl 
¼x½ ,fMV 
¼?k½ balVZ 

2- ,d izstsaVs’ku esa ,d pkSdksj ‘ksIl balVZ djus ds fy, D;k dne gSa\ 
¼d½ Insert > Shape> Line> Square  
¼[k½ Tools > Shape> Line> Square  
¼x½ Insert > Shape> Basic > Square  
¼?k½ Format > Text > Basic> Square  

3- tc vki LykbM dk ysvkmV cnyrs gSa rks D;k gksrk gS\ 
¼d½ VsDLV dk QkWesZV cnyrk gS 
¼[k½ U;w LykbM balVZ gS 
¼x½ lkexzh ¼VsDLV] best] ‘ksIl½ dh O;oLFkk cny tkrh gS 
¼?k½ VkbVy LykbM ds lsaVj esa ,ykbu gks tkrk gS 

    

vvvvkius D;k lh[kkkius D;k lh[kkkius D;k lh[kkkius D;k lh[kk\\\\    
 

bbbbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    %%%%     
• ‘ksIl balVZ djuk 
• fDyi vkVZ vkSj best balVZ djuk 
• LykbM ysvkmV cnyuk 

 

 

    

vkxs i<+svkxs i<+svkxs i<+svkxs i<+s    ¼¼¼¼Further    Readings½½½½    
• https://edu.gcfglobal.org/en/powerpoint2016/inserting-pictures/1/ 

• https://www.gcflearnfree.org/excel2016/getting-started-with-excel/1/ 

• https://www.webucator.com/tutorial/learn-microsoft-excel/entering-
data-microsoft-excel-worksheets.cfm 

• https://www.gcflearnfree.org/excel2013/formatting-cells/1/ 

• https://www.youtube.com/watch?v=sJqfvgD_qMI 

• https://edu.gcfglobal.org/en/excel2013/filtering-data/1/ 

• https://edu.gcfglobal.org/en/powerpoint2016/creating-and-opening-
presentations/1/ 

• https://edu.gcfglobal.org/en/powerpoint2007/viewing-and-printing-
slides/1/ 

• https://edu.gcfglobal.org/en/powerpointxp/formatting-text/1/  
 

    

 



            

ifjp;ifjp;ifjp;ifjp;    

m|eh ,d volj dks gkfly djus] /ku tqVkus] iwath tqVkus vkSj mRiknksa] 
izfØ;kvksa vkSj lsokvksa ds fy, u, cktkj [kksyus ;k u, O;kikj djus ds fy, 
ifjdfyr tksf[ke mBkus ds fy, ,d uokpkj dh igpku djrs gSaA 
 

m|ferk fodkl lajfpr izf'k{k.k vkSj laLFkku fuekZ.k dk;ZØeksa ds ek/;e ls 
m|e'khyrk dkS'ky vkSj Kku dks c<+kus dh izfØ;k dks lanÆHkr djrk gSA 
blesa ,d O;fDr ij /;ku dsafnzr fd;k tkrk gS] tks O;kikj 'kq: djuk ;k 
mldk foLrkj djuk pkgrk gSA gksugkj m|fe;ksa dks iks"k.k vkSj muds 
leqnk;ksa ds fy, jksy ekWMy vkSj laj{kd ds :i esa lsok djus dh vko';drk 
gksrh gSA ,d m|ferk fodkl dk;ZØe dks bl rjg ls fMt+kbu fd;k tkuk 
pkfg, rkfd LFkkuh; ifjfLFkfr;ksa vkSj vius Lo;a ds dkS'ky ds fo'ys"k.k ds 
vk/kkj ij m|fe;ksa dks fof'k"V vkSj uohu O;kolkf;d voljksa dks igpkuus 
vkSj fMtkbu djus esa enn fey ldsA 
 

O;kikj ds volj losZ{k.k m|fe;ksa dks lykg iznku dj ldrs gSa ysfdu 
mudk fo'ys"k.k izR;sd ekeys esa fof'k"V cktkj fLFkfr ds lanHkZ esa fd;k tkuk 
pkfg,A cktkj dh {kerk dks fu/kkZfjr djus ds fy,] dk;ZØe fuekZ.k ls igys 
ewY;kadu ;k ekax losZ{k.k dh vko';drk gSA m|e dh o`f) vkSj fodkl dh 
'kq#vkr ds fy, izsjd gLr{ksi dh vko';drk gks ldrh gSA 
 

m|ferk fodkl esa izf'k{k.k ds fy, leFkZu 'kkfey djus dh vko';drk gS & 
¼d½ m|e'khyrk vfHkfoU;kl vkSj tkx:drk] ¼[k½ n{krkvksa dk fodkl ¼Kku] 
dkS'ky vkSj n`f"Vdks.k½ ,d cktkj ds volj dks igpkuus vkSj bls iwjk djus 
ds fy, lalk/kuksa dks O;ofLFkr djus ds fy, vko';d gS] vkSj ¼x½ lq/kkj o`f) 
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vkSj izfrLi/kkZ ds fy, O;kolkf;d izn'kZuA laHkkfor m|fe;ksa dh miyfC/k dh 
c<+rh vko';drk ds vykok] izsj.kk feyus ls mUgsa eqdkcyk djus dh {kerk] 
vLi"Vrk ds izfr lfg".kqrk vkSj {kerk dks izHkkfor djus esa Hkh enn feyrh gSA 
 

jk"Vªh; m|ferk ,oa y?kq O;kikj fodkl laLFkku dkS'ky fodkl vkSj m|ferk 
ea=ky;] Hkkjr ljdkj dk ,d izeq[k laxBu gS] tks m|ferk vkSj dkS'ky 
fodkl dks c<+kok nsus ds fy, izf'k{k.k] ijke'kZ vkSj vuqla/kku esa layXu gSA 
laLFkku dh izeq[k xfrfof/k;ksa esa izf'k{kdksa dk izf'k{k.k] izca/ku fodkl dk;ZØe] 
m|ferk&lg&dkS'ky fodkl dk;ZØe] m|ferk fodkl dk;ZØe vkSj DyLVj 
gLr{ksi 'kkfey gSaA  
 

l=l=l=l=    1111    % m% m% m% m|e’khyrk vkSj m|eh|e’khyrk vkSj m|eh|e’khyrk vkSj m|eh|e’khyrk vkSj m|eh        
    

^,aVjizsU;ksj* 'kCn Ýkalhlh 'kCn ,aVªizsaMªs ls fy;k x;k gS] ftldk vFkZ gS ^'kq: 
djus ds fy,*A dksy m|e'khyrk dks ifjHkkf"kr djrk gS] ^^ykHk&mUeq[k O;kikj 
dks vkjaHk djus] cuk, j[kus vkSj mls vkxs c<+kus ds fy, ,d mÌs';iw.kZ 
xfrfof/kA** 
 

LVhosUlu vkSj tkfjyks m|ferk dks bl :i esa ifjHkkf"kr djrs gSa % ^^og izfØ;k 
ftlds }kjk O;fDr mu lalk/kuksa ds laca/k esa voljksa dk vuqikyu djrs gSa 
ftUgsa os orZeku esa fu;af=r djrs gSaA** 
 

bl izdkj] m|e'khyrk dks ^^,d vkfFkZd izfØ;k] tgka ,d fopkj mRiUUk gksrk gS 
;k ,d volj cuk;k tkrk gS] ftls ifj"—r] fodflr vkSj dk;kZfUor fd;k tk 
ldrk gS] tcfd lalk/kuksa ds izHkkoh mi;ksx }kjk ykHk dks lkdkj djus ds 
fy, vfuf'Pkrrk ds laidZ esa jgus ds :i esa ifjHkkf"kr fd;k tk ldrk gS**A 
 

vFkZ'kkL=h fdlh m|eh dks fdlh ,sls O;fDr ds :i esa ifjHkkf"kr djrs gSa] tks 
lalk/kuksa] Je] lkexzh vkSj vU; ifjlaifŸk;ksa dks ykHk cukus okys la;kstu esa 
ykrk gSA 
 

euksoSKkfud ,d m|eh dks ,d O;fDr ds :i esa ifjHkkf"kr djrs gSa] tks vke 
rkSj ij ,d euksoSKkfud cy }kjk lapkfyr gksrk gS] tks dqN izkIr djus dh 
bPNk iSnk djrk gSA 
 

lekt'kkL=h ,d O;fDr ds :i esa ,d m|eh dks ifjHkkf"kr djrs gSa] ftuds 
dk;ks± ls lkekftd fLFkfr fu/kkZfjr gksrh gS vkSj lkekftd fodkl esa ;ksxnku 
feyrk gSA 

fVIi.khfVIi.khfVIi.khfVIi.kh 
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fVIi.khfVIi.khfVIi.khfVIi.kh izca/ku xq# ,d m|eh dks ,d O;fDr ds :i esa ifjHkkf"kr djrk gS] 
ftlds ikl ,d nwj n`f"V gS vkSj bls izkIr djus ds fy, ,d dk;Z 
;kstuk cukrk gSA 
 

m|e'khyrkm|e'khyrkm|e'khyrkm|e'khyrk    dsdsdsds    y{k.ky{k.ky{k.ky{k.k Characteristics    of    entrepreneurship 
    

bu ifjHkk"kkvksa ds vk/kkj ij m|e'khyrk dh dqN fo'ks"krk,a fuEufyf[kr gSaA 
    

• ;g ,d vkÆFkd xfrfof/k gS tks ykHk&mUeq[k laxBu cukus] fodflr 
djus vkSj cuk, j[kus ds fy, dh tkrh gSA 

• ;g cktkj esa fcØh djus vkSj ykHk dekus ds fy, ,d volj dh 
igpku djus ds lkFk 'kq: gksrh gSA 

• ;g lalk/kuksa ds mi;ksx esa vuqdwyu ls lacaf/kr gSA 
• ;g tksf[ke ysus ds fy, ,d m|e vkSj ,d m|eh dh {kerk gSA 

 

m|ferkm|ferkm|ferkm|ferk    &&&&    dykdykdykdyk    vkSjvkSjvkSjvkSj    foKkufoKkufoKkufoKku    Entrepreneurship    —    art    and    

science    
    

m|ferk dks ,d dyk vkSj ,d foKku nksuksa ekuk tkrk gSA fdlh fo"k; 
dks foKku ds :i esa ekuus ds fy,] mls jlk;u foKku ;k HkkSfrdh tSls 
oS/k izek.k ds }kjk ,d pj.k okj izxfr dh vko';drk gksrh gSA ,sls pj.k 
gSa ftudk ,d fof'k"V ifj.kke izkIr djus ds fy, ikyu djus dh 
vko';drk gSA nwljh vksj] dqN fo"k;ksa dks dyk ds :i esa oxhZ—r fd;k 
tkrk gS] tgka ifj.kke izkIr djus dk dksbZ fof'k"V rjhdk vko';d ugha gS 
vkSj fo"k; oLrq dk mi;ksx djus dk dkS'ky izeq[k egRo dk gSA dyk 
dk ,d mnkgj.k laxhr gSA ,d laxhrdkj lq[knk;d vkSj Hkkoiw.kZ laxhr 
cukus ds fy, fdlh Hkh la;kstu esa laxhr fVIi.kh fuHkk ldrk gSA m|ferk 
dyk vkSj foKku dk lgh la;kstu gS D;ksafd blds fy, fof'k"V izxfr 
vkSj izfØ;kvksa dk ikyu djus dh vko';drk gksrh gS vkSj vko';drk 
iM+us ij ipkus dk dkS'ky Hkh] vkSj fQj Hkh iwjh xfrfof/k dks ykHknk;d 
vkSj fodkl mUeq[k cukrs gSaA  
 

,d m|eh ,d volj dks mÌs';iw.kZ cukus ds fy, vko';d fofHkUUk 
lalk/kuksa dks O;ofLFkr djds laxBu 'kq: djus dh {kerk j[krk gSA m|eh 
vko';d :i ls ykHk ls izsfjr ugha gksrs gSa] ysfdu bls miyfC/k ;k 
lQyrk dks ekius ds fy, ,d ekud ds :i esa eku ldrs gSaA 
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,d,d,d,d    lQylQylQylQy    m|ehm|ehm|ehm|eh    dhdhdhdh    fo'ks"kfo'ks"kfo'ks"kfo'ks"krkrkrkrk,a,a,a,a Qualities    of    a    successful    

entrepreneur 
vkb, vc mu xq.kksa ij fopkj djsa tks ,d m|eh dks lQy cukrs gSaA 
,d m|e dks lQyrkiwoZd pykus ds fy, dbZ xq.kksa dh vko';drk gks 
ldrh gSA gkykafd] fuEufyf[kr xq.kksa dks mlds fy, egRoiw.kZ ekuk tkrk 
gSA 
 

¼d½ ¼d½ ¼d½ ¼d½ igyigyigyigy    Initiative    %%%% O;kikj dh nqfu;k esa] volj vkrs gSa vkSj tkrs 
gSaA ,d m|eh dks dk;Z 'kq: djus vkSj ,d volj dk ykHk 
mBkus esa l{ke gksuk pkfg,A ,d ckj tc dksbZ O;fDr fdlh 
volj ij pwd tkrk gS] rks og nksckjk ugha vk ldrk gSA 
blfy,] m|eh dh vksj ls igy djuk vko';d gSA 

¼[k½ ¼[k½ ¼[k½ ¼[k½ tksf[ketksf[ketksf[ketksf[ke    ysusysusysusysus    dhdhdhdh    bPNkbPNkbPNkbPNk    Willingness    to    take    risks    %%%% fdlh Hkh 
O;kikj esa tksf[ke dk ,d rRo 'kkfey gksrk gSA rkRi;Z ;g gS fd 
;g vko';d ugha gS fd izR;sd O;kikj ykHk vÆtr djsA ;g 
O;fDr;ksa dks tksf[ke mBkus vkSj O;kikj 'kq: djus ds fy, jksdrk 
gSA gkykafd] ,d m|eh ges'kk O;kikj pykus vkSj lQy gksus ds 
fy, tksf[ke ysrk gSA 

¼x½¼x½¼x½¼x½    vvvvuqHkouqHkouqHkouqHko    lslslsls    lh[kuslh[kuslh[kuslh[kus    dhdhdhdh    {kerk{kerk{kerk{kerk    Ability    to    learn    from    

experience    %%%% ,d m|eh xyfr;ka dj ldrk gSA gkykafd] ,d 
ckj =qfV gks tkus ds ckn] ;g dksf'k'k dh tkuh pkfg, fd bls 
nksgjk;k u tk, D;ksafd blls Hkkjh uqdlku gks ldrk gSA blfy,] 
O;fDr ds ikl vuqHko ls lh[kus dh {kerk gksuh pkfg,A 

¼?k½ ¼?k½ ¼?k½ ¼?k½ izsj.kkizsj.kkizsj.kkizsj.kk    Motivation    %%%% thou ds izR;sd {ks= esa lQyrk ds fy, 
;g vko';d gSA tc vki dqN djus ds fy, izsfjr gks tkrs gSa] 
rks vki mls iwjk djus rd vkjke ugha djsaxsA mnkgj.k ds fy,] 
dHkh&dHkh] vki fdlh dgkuh ;k if=dk dks i<+us esa brus yhu gks 
tkrs gSa fd vkidks mls iwjk djus rd uhan ugha vkrhA dke esa 
bl rjg dh #fp izsj.kk ds ek/;e ls vkrh gSA lQy m|eh 
cuus ds fy, ;g ,d vko';d xq.k gSA 

¼³½ ¼³½ ¼³½ ¼³½ vkRefo'oklvkRefo'oklvkRefo'oklvkRefo'okl    Self-confidence    %%%% thou esa lQyrk izkIr djus ds 
fy,] O;fDr dks vius vki esa vkRefo'okl gksuk pkfg,A fdlh esa] 
ftlds ikl vkRefo'okl dh deh gS] og thou esa cgqr dqN 
gkfly ugha dj ldrk gS ;k nwljksa dks dke djus ds fy, izsfjr 
ugha dj ldrk gSA vkRefo'okl] mRlkg vkSj usr`Ro djus dh {kerk 
esa vkRefo'okl ifjyf{kr gksrk gSA blfy, ,d lQy m|eh esa 
vkRefo'okl gksuk pkfg,A 

fVIi.khfVIi.khfVIi.khfVIi.kh 
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fVIi.khfVIi.khfVIi.khfVIi.kh ¼¼¼¼p½p½p½p½    dM+hdM+hdM+hdM+h    esguresguresguresgur    Hard    work    %%%% thou esa dM+h esgur dk dksbZ fodYi 
ugha gSA O;kikj pykrs le;] ,d leL;k ;k nwljh gj fnu mRiUUk 
gks ldrh gSA m|eh dks lrdZ jguk gksxk rkfd leL;kvksa dh 
igpku dh tk lds vkSj mUgsa tYn ls tYn gy fd;k tk ldsA 
blds fy, m|eh dh vksj ls dM+h esgur dh vko';drk gksrh gSA 
O;fDr ;g dgus dk tksf[ke ugha mBk ldrk gS % ^^dk;kZy; ds ?kaVs 
vc [kRe gks x, gSa vkSj eSa vc dke ugha d:axkA** dqN fLFkfr;ksa 
esa] O;fDr dks iwjh jkr dke djuk iM+ ldrk gSA bl izdkj] dM+h 
esgur ,d m|eh ds fy, lQyrk dk jgL; gSA 

¼¼¼¼N½N½N½N½    fu.kZ;fu.kZ;fu.kZ;fu.kZ;    ysusysusysusysus    dhdhdhdh    {kerk{kerk{kerk{kerk    Decision    making    ability    %%%% ,d m|e 
pykus esa] ,d m|eh dks dbZ fu.kZ; ysus gksrs gSaA blfy,] O;fDr dks 
mfpr le; ij fu.kZ; ysus esa l{ke gksuk pkfg,A orZeku nqfu;k esa] 
phtsa cgqr rsth ls vkxs c<+rh gSaA ;fn fdlh m|eh ds ikl 
mi;qDr vkSj le; ij fu.kZ; ysus dh {kerk ugha gS] rks O;fDr 
volj ls pwd ldrk gS vkSj uqdlku mBk ldrk gSA 

 

m|fe;ksam|fe;ksam|fe;ksam|fe;ksa    dkdkdkdk    izdkjizdkjizdkjizdkj    
 

dbZ izdkj ds m|eh gSa] ftuesa fuEufyf[kr 'kkfey gSaA 
 

lsoklsoklsoklsok    m|ehm|ehm|ehm|eh     Service    entrepreneurs    
 

;s m|eh ;k rks viuh lsokvksa ds fy, ,d u;k cktkj cukrs gSa ;k 
ekStwnk cktkj esa lsok iznku djrs gSaA os ,d u;k fopkj lkeus j[krs gSa 
vkSj bls ,d lsok esa cny nsrs gSa] tks vHkwriwoZ gS ;k cktkj esa miyC/k 
ugha gSA ;g lapkyu dh izÑfr vkSj vkdkj ds ckotwn] vfuok;Z :i ls 
,d lsok gks ldrh gSA 
 

O;kikjO;kikjO;kikjO;kikj    m|fem|fem|fem|ferkrkrkrk    Business    entrepreneurs    
 

;s m|eh gSa] tks O;kolkf;d vkSj O;kikfjd xfrfof/k;ka djrs gSa vkSj 
fofuekZ.k dk;Z ls Çpfrr ugha gksrs gSaA ,d O;kikj m|eh cktkj esa ,d 
mRikn dh {kerk dh igpku djrk gSA ml Çcnq ls] O;kikj vkSj O;kikj 
m|eh mRikn dh ekax dks c<+kus ds fy, ftEesnkj gSA mRikn ,d fons'kh 
cktkj esa ekStwn gks ldrk gS ysfdu O;fDr LFkkuh; cktkj esa mlh dh 
ekax dks izksRlkfgr djus esa l{ke gSA 
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vkS|ksfxdvkS|ksfxdvkS|ksfxdvkS|ksfxd    m|ehm|ehm|ehm|eh Industrial    entrepreneurs 

,d vkS|ksfxd m|eh]    vfuok;Z :i ls]    ,d fuekZrk gksrk gS]    tks xzkgdksa dh 
t:jrksa dh igpku djrk gS vkSj mudh lsok ds fy, mRikn ;k lsok,a 
cukrk gSA ,sls m|eh mRikn mUeq[k gksrs gSa]    tks bysDVªkWfud m|ksx]    diM+k 
bdkbZ]    e'khu VwYl]    fuekZ.k bdkbZ vkfn tSls mRikn cukus ds fy, ,d 
vkS|ksfxd bdkbZ ds ek/;e ls 'kq: djrs gSaA 
 

————f"kf"kf"kf"k    m|ehm|ehm|ehm|eh Agricultural    entrepreneurs 

—f"k dks ges'kk fuEu mit nsus okyh m|e'khyrk ds :i esa ekuk x;k 
gSA —f"k m|ferk dks tUe nsrs gq,]    vc fdlkuksa us iSnkokj dks c<+kus ds 
fy, ubZ rduhd is'k dh gSA 
 

rduhdhrduhdhrduhdhrduhdh    m|ehm|ehm|ehm|eh Technical    entrepreneurs 

vkS|ksfxd Økafr us rduhdh m|fe;ksa dks tUe fn;k]    tks e'khuksa]    vkStkjksa 
vkSj fof/k;ksa dks cukus vkSj is'k djus ds fy, viuh rduhdh fo'ks"kKrk 
dk mi;ksx djrs gSaA os vkS|ksfxd izfØ;kvksa dks fuckZ/k vkSj dq'ky cukus 
ds fy, fujarj uokpkj djrs gSaA rduhdh m|eh uokpkj djus ds fy, 
vius rduhdh Kku vkSj dkS'ky dk mi;ksx djrs gSaA 
    
xSj&rduhdhxSj&rduhdhxSj&rduhdhxSj&rduhdh    m|ehm|ehm|ehm|eh Non-technical    entrepreneurs    

;s m|eh rduhdh m|fe;ksa ds fy, cktkj cukus ds fy, lsok,a iznku 
djus esa viuh fo'ks"kKrk dk mi;ksx djrs gSaA mudh fo'ks"kKrk fdlh 
mRikn ;k lsok ds xSj&rduhdh igyqvksa esa gS] vFkkZr]    os fuekZ.k izfØ;k ls 
lacaf/kr ugha gSa]    ysfdu fuekZ.k izfØ;k ls igys vkSj ckn esa muds lkFk 
vf/kd gSA 
 

is'ksojis'ksojis'ksojis'ksoj    m|ehm|ehm|ehm|eh Professional    entrepreneurs 

,slk m|eh ,d O;kikj 'kq: djrk gS]    mldk iks"k.k djrk gS vkSj mls 
vkRefuHkZjrk rd igqapkrk gSA ,d ckj ifj;kstuk ml Çcnq ij igqap tkrh 
gS]    m|eh O;kikj dks csp nsrk gS vkSj ,d u;k O;kikj 'kq: djrk gS]    vkSj 
fQj]    mlh pØ dk vuqlj.k djrk gSA 
 

vkbZVhvkbZVhvkbZVhvkbZVh    m|ehm|ehm|ehm|eh IT    entrepreneurs    

lwpuk izkS|ksfxdh ¼vkbZVh½ ds {ks= esa m|ferk viukus okys yksxksa dks 
vkbZVh m|eh dgk tkrk gSA 
 

fVIi.khfVIi.khfVIi.khfVIi.kh 
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    vkbZVh m|fe;ksa vkSj rduhdh m|fe;ksa ds chp varj ;g gS fd rduhdh 
m|eh bysDVªkWfuDl] ;kaf=d midj.kksa ;k ;gka rd fd flfoy dk;ks± ds 
{ks= esa dke djrk gS] tcfd vkbZVh m|eh lwpuk izkS|ksfxdh ds {ks= esa 
uokpkj rd gh lhfer gSaA 
 

efgykefgykefgykefgyk    m|ehm|ehm|ehm|eh Women    entrepreneurs 

 

tSlk fd uke ls irk pyrk gS]    tc efgyk,a m|ferk viukrh gSa]    rks 
mUgsa efgyk m|eh dgk tkrk gSA dbZ efgyk m|eh m|e'khyrk dh 
xfrfof/k;ksa dks 'kq: djus esa igy dj jgh gSa vkSj muesa ls dbZ us bls 
'kh"kZ ij Hkh igqapk fn;k gSA 
    

lkekftdlkekftdlkekftdlkekftd    m|ehm|ehm|ehm|eh Social    entrepreneurs 
    

,sls O;fDr]    tks lekt dks ykHk igqapkus okys lek/kkuksa ij /;ku dsafnzr 
djrs gSa]    mUgsa lkekftd m|eh dgk tkrk gSA os lekt]    laL—fr vkSj 
i;kZoj.k ds fy, funsZf'kr lek/kkuksa dks fodflr]    fuf/k vkSj lek/kku    
dk;kZfUor djrs gSaA ^̂̂̂lks'ky buksosVj* 'kCn dk bLrseky lkekftd m|fe;ksa 
ds lkFk ijLij mi;ksx fd;k tkrk gSA 
 

ikfjokfjdikfjokfjdikfjokfjdikfjokfjd    O;kikjO;kikjO;kikjO;kikj    m|ehm|ehm|ehm|eh Family    business    entrepreneurs 
 

tc dksbZ ifjokj ;k dksbZ O;fDr fdlh O;kikj dks lQyrkiwoZd pykrk 
gS vkSj mls vxyh ih<+h dks lkSairk gS]    rks ,sls m|eh dks vke rkSj ij 
O;kolkf;d O;kikj m|eh dgk tkrk gSA og O;fDr]    ftls O;kikj ;k 
m|e dk dkedkt lkSai fn;k tkrk gS]    og igyh ih<+h dk m|eh ugha 
gksrk gSA O;fDr lHkh m|e'khyrk xfrfof/k;ksa dks ,d gh rjhds ls 
fojklr esa ysrk gS ;k ifjokj ds O;kikj ds ekStwnk rjhds vkSj fof/k ds 
fy, dqN rduhdh izxfr dk ifjp; nsrk gSA 
 

igyhigyhigyhigyh    ih<+hih<+hih<+hih<+h    dsdsdsds    m|ehm|ehm|ehm|eh First    generation    

entrepreneurs 

igyh ih<+h ds m|eh os gSa ftuds ikl dksbZ 
m|e'khyrk dh i`"BHkwfe ugha gSA os fofHkUUk vk;q 
oxZ vkSj i`"BHkwfe ds gks ldrs gSaA ,d O;fDr]    tks 
50    lky dh mez esa fdlh m|ferk i`"BHkwfe ds 
fcuk dke 'kq: djrk gS]    og Hkh igyh ih<+h dk 
m|eh gS vkSj dksbZ vkSj]    tks 17    o"kZ dh vk;q esa 
dke    'kq: djrk gS]    og Hkh igyh ih<+h dk m|eh 
gSA 
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,d,d,d,d    m|ehm|ehm|ehm|eh    dhdhdhdh    Hkwfedk,Hkwfedk,Hkwfedk,Hkwfedk,aa aa    vkSjvkSjvkSjvkSj    dk;Zdk;Zdk;Zdk;Z Roles    and    functions    of    an    
entrepreneur 
 

,d m|eh }kjk fd, x, dqN izeq[k dk;Z bl izdkj gSaA 
 

¼d¼d¼d¼d½½½½    m|ehm|ehm|ehm|eh    voljvoljvoljvolj    dhdhdhdh    igpkuigpkuigpkuigpku Identifying    entrepreneurial    
opportunity    %%%% O;kikj dh nqfu;k esa dbZ volj gSaA ;s Hkkstu] 
QS'ku] f'k{kk vkfn tSlh ekuoh; t:jrksa ij vk/kkfjr gSa] tks 
yxkrkj cny jgs gSaA bu voljksa dks vke turk }kjk eglwl 
ugha fd;k tkrk gSA ysfdu ,d m|eh nwljksa dh rqyuk esa rsth 
ls voljksa dks eglwl djrk gSA blfy,] m|eh dks gj le; 
vka[k vkSj dku [kqys j[kus iM+rs gSaA ,d O;fDr] tks m|eh cuuk 
pkgrk gS] mldks dYiuk] jpukRedrk vkSj uohurk dh vko';drk 
gksrh gSA 

¼[k½¼[k½¼[k½¼[k½        fopkjksafopkjksafopkjksafopkjksa    dksdksdksdks    fØ;kfØ;kfØ;kfØ;k    esaesaesaesa    cnyukcnyukcnyukcnyuk    Turning    ideas    into    action    %%%% 
m|eh dks fopkjksa dks okLrfodrk esa cnyus esa l{ke gksuk pkfg,A 
os cktkj dh ekax dks iwjk djus ds fy, fopkjksa] mRiknksa vkSj 
izFkkvksa ds ckjs esa tkudkjh ,d= djus esa l{ke gksuk pkfg,A 

¼¼¼¼x½x½x½x½    O;ogk;ZrkO;ogk;ZrkO;ogk;ZrkO;ogk;Zrk    v/;;uv/;;uv/;;uv/;;u    Feasibility    study    %%%% m|eh fdlh izLrkfor 
mRikn ;k lsok dh cktkj O;ogk;Zrk dk vkdyu djus ds fy, 
v/;;u dk vk;kstu djrk gSA os leL;kvksa dk vuqeku yxkrs gSa 
vkSj m|e pykus ds fy, vko';d ek=k] xq.koŸkk] ykxr vkSj 
buiqV ds lzksrksa dk vkdyu djrs gSaA lHkh xfrfof/k;ksa ds ,slk 
CywfizaV dks ^fctusl Iyku* ;k ^izkstsDV fjiksVZ* ds :i esa tkuk tkrk 
gSA 

¼?k½ ¼?k½ ¼?k½ ¼?k½     lalk/ku lalk/ku lalk/ku lalk/ku Resourcing    %%%% ,d O;kikjh dks lQyrkiwoZd ,d m|eh 
dks pykus ds fy, /ku] e'khu] dPps eky vkSj dk;Zcy ds lanHkZ 
esa fofHkUUk lalk/kuksa dh vko';drk gksrh gSA m|eh dk ,d 
vko';d dk;Z bu lHkh lalk/kuksa dh le; ij miyC/krk 
lqfuf'Pkr djuk gSA    

¼³½  ¼³½  ¼³½  ¼³½  m|em|em|em|e    LFkkfirLFkkfirLFkkfirLFkkfir    djukdjukdjukdjuk    Setting    up    an    enterprise    %%%% m|e LFkkfir 
djus ds fy, m|eh dks dqN dkuwuh vkSipkfjdrkvksa dks iwjk 
djuk iM+ ldrk gSA O;fDr dks ,d mi;qDr LFkku [kkstus] 
ifjlj dks fMtkbu djus] e'khujh LFkkfir djus vkSj dbZ vU; 
dke djus dh Hkh dksf'k'k djuh pkfg,A 

fVIi.khfVIi.khfVIi.khfVIi.kh    
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    ¼¼¼¼p½p½p½p½        m|em|em|em|e    dkdkdkdk    izca/kuizca/kuizca/kuizca/ku    Managing    the    enterprise    %%%% ,d 
m|eh dk egRoiw.kZ dk;Z m|e dks pykuk gSA O;fDr 
dks dk;Zcy] lkexzh] foŸk dk izca/ku djuk gS vkSj eky 
vkSj lsokvksa ds mRiknu dks O;ofLFkr djuk gSA fuos'k 
ds mfpr fjVuZ ¼ykHk½ lqfuf'Pkr djus ds ckn] O;fDr 
dks izR;sd mRikn vkSj lsok dk foi.ku djuk gksrk gSA 
dsoy ,d vPNh rjg ls izcaf/kr laxBu okafNr ifj.kke 
nsrk gSA 

¼¼¼¼N½N½N½N½        o`f)o`f)o`f)o`f)    vkSjvkSjvkSjvkSj    fodklfodklfodklfodkl    Growth    and    development    %%%% ,d 
ckj tc m|e okafNr ifj.kke izkIr dj ysrk gS] rks 
m|eh dks viuh o`f) vkSj fodkl ds fy, ,d vkSj 
mPp y{; dk irk yxkuk gksrk gSA O;fDr dsoy ,d 
fu/kkZfjr y{; izkIr djus ls larq"V ugha gksrk gS] cfYd 
mR—"Vrk izkIr djus ds fy, yxkrkj iz;kl djrk gSA 

 

,d,d,d,d    m|ehm|ehm|ehm|eh    dksdksdksdks    D;kD;kD;kD;k    izsfjrizsfjrizsfjrizsfjr    djrkdjrkdjrkdjrk    gSgSgSgS\\\\    What    motivates    an    

entrepreneur?    
    

izR;sd ekuo dk LoHkko gksrk gS fd og l`tu djs vkSj Hkfo"; 
fuekZ.k djs vkSj mu liuksa dks iwjk djus ds fy, lius ns[ks vkSj 
dke djsA ysfdu gj balku vlQyrkvksa dks laHkkyus esa l{ke ugha 
gksrk gSA nwljh vksj] ,d m|eh O;fDr ds m|e'khyrk ds iz;klksa 
ds jkLrs esa vkus okyh gj ck/kk dks nwj djus dh {kerk vkSj 
bPNk j[krk gSA O;fDr fdlh lius dks iwjk djus vkSj y{;ksa dks 
iwjk djus ds rjhds dk irk yxkrk gSA 
 

fuEufyf[kr dqN xq.k gSa tks ,d m|eh dks izsfjr djrs gSaA 
    

    

mRmRmRmR————"Vrk"Vrk"Vrk"Vrk    dkdkdkdk    ekudekudekudekud Standard    of    

excellence    

,d m|eh yxkrkj mPp ekud fu/kkZfjr 
djrk gS vkSj dM+h esgur djds vkSj 
uohurk fn[kkrs gq, mR—"Vrk ds Lrj dks 
izkIr djus dk iz;kl djrk gSA 
 

vf}rh;rkvf}rh;rkvf}rh;rkvf}rh;rk Uniqueness    
,d m|eh ds fy,]    lcls egRoiw.kZ xq.kksa 
esa ls ,d ;g gS fd O;fDr tks dqN Hkh 
djrk gS vkSj ftl rjg ls fd;k tkrk 
gS]    mlesa vf}rh; cus jgukA 
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nh?kZdkfydnh?kZdkfydnh?kZdkfydnh?kZdkfyd    y{;ksay{;ksay{;ksay{;ksa    ijijijij    /;ku/;ku/;ku/;ku    nsnsnsnsukukukuk Focus    on    long-term    goals 
nh?kZdkfyd y{; os gSa tks le;kof/k ds lanHkZ esa nwj gSaA fudV 
Hkfo"; ds ctk; nwj ds Hkfo"; esa D;k gkfly fd;k tkuk gS]    bl ij 
,d m|eh vf/kd /;ku dsafnzr djrk gSA O;fDr nh?kZdkfyd y{;ksa 
dks izkIr djus ds fy, /kS;Z ls ;kstuk cuk,xk vkSj dke djsxkA 
 

izHkkforizHkkforizHkkforizHkkfor    djusdjusdjusdjus    dhdhdhdh    t:jrt:jrt:jrt:jr    gSgSgSgS Need    to    influence 
m|eh fdlh ds fopkjksa dks Økafrdkjh ekurk gS vkSj muls mEehn 
djrk gS fd os nqfu;k dks dkQh gn rd izHkkfor djsaxsA vf/kdka'k 
m|fe;ksa ds fy,]    muds fopkjksa us nqfu;k dks izHkkfor fd;k gS vkSj 
dqN us nqfu;k ds Lo:i dks iwjh rjg ls cny fn;k gSA 
 

,d fu;ksftr O;fDr og gS] tks fdlh O;fDr ;k laxBu ds fy, 
dke djrk gS vkSj mlh ds fy, Hkqxrku djrk gSA ,d m|eh ,d 
Lo&fu;ksftr O;fDr gS] tks tksf[ke ysus vkSj u, fopkjksa dh dksf'k'k 
djds O;kikj dks csgrj cukus dk iz;kl djrk gSA 
 

m|e'khyrk ,d O;kikj LFkkfir djus vkSj pykus vkSj ykHk dekus ds 
fy, tksf[ke ysus dh fØ;k gSA 
 

uwru dks ges'kk [kkuk cukus dk 'kkSd FkkA cpiu esa] mlds lkFk ,d 
nq?kZVuk gqbZ vkSj os Oghyps;j ij vk xbZA ;g ,d eqf'dy fLFkfr FkhA 
ysfdu blus mls mlds liuksa dks iwjk djus ls ugha jksdkA uwru dks 
vius iM+kslh jsLrjka esa baVuZf'ki feyh vkSj mlus jlksbZ esa dke djuk 
lh[k fy;kA ogka dke djus ds nks lky ckn] mlus ,d fMCck 
¼fVfQu½ lsok 'kq: djus dk QSlyk fd;kA og Hkkstu rS;kj djrh 
vkSj ikl ds ,d Hkou esa 100 yksxksa dks nksigj dk Hkkstu HkstrhA 
vkf[kjdkj] mlus ,d esuw is'k fd;k] tgka ls yksx ;g pqu ldrs Fks 
fd lHkh dks ,d tSlk Hkkstu feyus ds ctk; os D;k [kkuk pkgrs 
gSaA uwru dh dgkuh ls vkidks dqN ckrsa irk pyh gksaxhA  
1-  tc og vius iM+kslh ds jsLrjka esa dke dj jgh Fkh] rks og 

etnwjh djus okyh O;fDr Fkh D;ksafd og fdlh vkSj ds fy, dke 
dj jgh FkhA 

2-  mlus viuk [kk| O;kikj LFkkfir fd;kA og ,d m|eh Fkh 
D;ksafd og u, fopkjksa dh dksf'k'k djds vkSj ,d esuw 'kq: djds 
,d tksf[ke ys jgh FkhA 

3- tgka bPNk gS] ogka jkLrk gS! ;fn ge r; dj ysrs gSa rks ge dqN 
Hkh dj ldrs gSaA 
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voljksavoljksavoljksavoljksa    vkSjvkSjvkSjvkSj    tksf[ketksf[ketksf[ketksf[ke    ysusysusysusysus    dhdhdhdh    igpkuigpkuigpkuigpku    djukdjukdjukdjuk    Identifying    

opportunities    and    risk    taking 
    
 

uoksfnr m|fe;ksa ds lkeus ,d egRoiw.kZ loky ;g gS fd muds fy, 
lgh O;kikj dk volj fey jgk gSA D;k u, m|e dks u, mRikn ;k 
lsok ij /;ku dsafnzr djuk pkfg,\ D;k m|e dks ,d cktkj ls ,d 
ekStwnk mRikn ;k lsok dk p;u djuk pkfg, vkSj bls nwljs esa is'k 
djuk pkfg,] tgka ;g miyC/k ugha gks ldrk gS\ 
 

dqN rjhds ftuds }kjk m|eh u, O;kolkf;d voljksa dh igpku dj 
ldrs gSa vkSj mudh {kerk vkSj tksf[ke dk ewY;kadu dj ldrs gSa] 
fuEukuqlkj gSaA 
 
 

• lkeqnkf;dlkeqnkf;dlkeqnkf;dlkeqnkf;d    ljksdkjljksdkjljksdkjljksdkj    Community    concerns    %%%%    vius leqnk; ds 
ljksdkj ls tqM+s eqÌksa dh ryk'k djsaA dHkh&dHkh] LFkkuh; :i ls 'kq: 
djus ls Hkkjh ykHk gks ldrk gSA v{kerkvksa dh igpku djsa] fo'ys"k.k 
djsa fd dksbZ fopkj dSls enn dj ldrk gS vkSj tksf[ke dk ewY;kadu 
'kkfey gSA 

• O;fO;fO;fO;fDrDrDrDrxrxrxrxr    vuqHkovuqHkovuqHkovuqHko    %%%%    nqfu;k cnyus ds dbZ 'kfDr'kkyh fopkj vuqHkoksa ls 
vkrs gSa vkSj ,d m|eh thou esa pqukSfr;ksa dk lkeuk djrk gSA ;fn 
vki ,d m|eh cuus dh bPNk j[krs gSa] rks vkidks lQy m|fe;ksa 
dh O;fDrxr dgkfu;ksa dks lquuk pkfg, vkSj izsj.kk ysuh pkfg,A 
muds vuqHko vkidks m|ferk esa 'kfDr'kkyh lcd fl[kk ldrs gSa 
vkSj dqN O;kolkf;d dk;Zuhfr;ksa esa varn`Zf"V ns ldrs gSa ftUgsa vki 
lQy gksus ds fy, viuk ldrs gSaA 

• nwljksanwljksanwljksanwljksa    dsdsdsds    lkFklkFklkFklkFk    fjlpZfjlpZfjlpZfjlpZ    djsadjsadjsadjsa    %%%%    leku fopkj/kkjk okys yksxksa ls ckr djsa] 
lkekftd lewgksa ds ek/;e ls tqM+sa vkSj LFkkuh; LVkVZvi lewgksa ls 
tqM+saA dbZ ckj] nwljksa ds lkFk ppkZ djus ls voljksa ds fofHkUUk }kj 
[kqyrs gSaA ;g O;kikj dh ckjhfd;ksa dks lh[kus esa Hkh enn djrk gSA 

 

 

,d m|eh ds fy,] ;g lgh volj dks izkIr djus vkSj fo'okl dh 
Nykax yxkus ds ckjs esa gSA ekdZ tqdjcxZ us baVjusV ds ek/;e ls 
vius dkWyst ds nksLrksa ds lkFk tqM+us ds ,d ljy fopkj ds ckjs esa 
lkspkA muds ljy fopkj us ^lkekftd vkanksyu* dks tUe fn;k] vkSj 
vkt] yxHkx ge lHkh ^Qslcqd* ds ek/;e ls tqM+s gq, gSaA 
    

LVkVLVkVLVkVLVkVZviZviZviZvi    
,d LVkVZvi ,d ,slh daiuh gS tks vius lapkyu ds igys pj.k esa 
gksrh gSA ,d LVkVZvi fo'ks"k :i ls o`f) ds ckjs esa lkspus ds rjhds 
ds fy, ,d ikjaifjd O;kikj m|e vyx&vyx gSaA ,d  
 

    

dk;Zuhfr 

y{; 

fotu 

ekdsZV 

yksds'ku 

vkbfM;k 

LVkVZviLVkVZviLVkVZviLVkVZvi    
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LVkVZvi dks vDlj laLFkkidksa }kjk foŸk iks"k.k fd;k tkrk gS tc 
rd fd O;kikj eSnku esa ugha mrj tkrk gS vkSj ;g vius vki 
ckgj ls foŸk ;k fuos'k izkIr ugha djus yxrk gSA 
 

ge bu fnuksa LFkkfir LVkVZvIl ds ckjs esa cgqr lqurs gSaA ;g 
izkS|ksfxdh] LokLF; ns[kHkky] Hkkstu] vkHkklh okLrfodrk vkfn ds {ks= 
esa gks ldrk gS] vkb, ge LVkVZvi ds ckjs esa vf/kd leÖksaA 
 

• LVkVZvi dks U;wure fuos'k ds lkFk 'kq: fd;k tk ldrk gSA 
vf/kdka'k LVkVZvi ,d ,sls fopkj ij tksj nsrs gSa ftlesa 
izkS|ksfxdh 'kkfey gS ;k 
izkS|ksfxdh lapkfyr 
lek/kku iznku djrs gSaA  
 

mnkgj.k ds fy,] cgqr lkjs LVkVZvi us vkWuykbu [kk| forj.k 
'kq: dj fn;k gSA ,d etcwr ,si dh enn ls] os [kk| lsok 
iznkrkvksa ;k jsLrjka ds lkFk lkÖksnkjh djrs gSa] vkSj Hkkstu dh 
gkse fMyhojh esa enn djrs gSaA 

 

• LVkVZvi vf/kdka'k NksVs O;kikjksa dh rqyuk esa vyx ls foŸkh; 
fuos'k pkgrs gSaA os iwath ij Hkjkslk djrs gSa tks ,atsy 
fuos'kdksa ;k m|e iwath Qeks± ds ek/;e ls vkrk gS] tcfd 
NksVs O;kikj lapkyu _.k vkSj vuqnku ij fuHkZj djrs gSaA 
cgqr lkjs Hkkjrh; LVkVZvIl dks Hkh oSf'od fuos'kdksa ls QaÇMx 
feyh gSA 

 

• LVkVZvi ,d vfHkuo fopkj ds lkFk vkrs gSaA blh le;] os 
,d fo'ks"kK ls ekxZn'kZu vkSj lykg ysuk ilan djrs gSaA 
T;knkrj yksx] tks LVkVZvi cukrs gSa] LFkkuh; vkSj oSf'od Lrj 
ij fo'ks"kK laj{kd vkSj fuos'kdksa }kjk fujarj leFkZu ds fy, 
fofHkUUk lewgksa esa 'kkfey gksrs gSaA ^LVkVZvi bafM;k&] Hkkjr 
ljdkj dh ,d izeq[k igy gS] ftldk mÌs'; LVkVZvi O;kikj 
ds fodkl ds fy, ,d ikfjfLFkfrdh ra= dk fuekZ.k djuk gSA     
 

LVkVZvi uhfr;ksa dks jkT;ksa }kjk rS;kj fd;k x;k gSA bl ;kstuk ds 
rgr] Hkkjr esa u, LVkVZvi fofu;ked vkSj dj ykHk] iwathxr ykHk 
esa NwV] lkFk gh] ljdkjh fuf/k ds mi;ksx dk ykHk mBk ldrs gSa] 
;fn os ekunaM iwjk djrs gSaA ¼osclkbV % 
http://startupindia.in½  

        

    

 

    

xfrfof/kxfrfof/kxfrfof/kxfrfof/k    
D;k vki vius vklikl 
fdlh LVkVZvi ds ckjs esa 
lksp ldrs gSa\ 
D;k vkius lekpkj i=ksa esa 
fdlh LVkVZvi ds ckjs esa 
i<+k gS\ 
rhu LVkVZvi ds ukeksa ij 
ppkZ djsa vkSj mUgsa lwphc) 
djsaA 
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fVIi.khfVIi.khfVIi.khfVIi.kh izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
lewglewglewglewg    ppkZppkZppkZppkZ    
ppkZ dk fo"k; gS & ^,d m|eh iSnk ugha gksrk gS cfYd curk* gSA 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 

    

izfØ;kizfØ;kizfØ;kizfØ;k            
• d{kk dks nks lewgksa esa foHkkftr djsaA 
• izR;sd lewg ds chp fopkj djsa vkSj ;s fcanq crk,a & ,d ds fy, ^,d 

m|eh iSnk gksrk gS* vkSj nwljs ds fy, ^,d m|eh cuk;k tkrk gS*A 
 

xfrfof/k xfrfof/k xfrfof/k xfrfof/k 2222    
lewglewglewglewg    vH;klvH;klvH;klvH;kl    
m|ferk iz'uksŸkjh 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k  
bl xfrfof/k esa] ge m|fe;ksa vkSj etnwjh okys yksxksa ds chp igpku vkSj varj djsaxsA 
funsZ’kfunsZ’kfunsZ’kfunsZ’k    
1- d{kk esa izR;sd iafDr ,d lewg gksxhA bl izdkj] gekjs ikl d{kk esa pkj 

lewg gksaxsA 
2- izR;sd lewg ,d O;fDr dks ^ctj* O;fDr gksus dk vf/kdkj nsxkA vkius xse 

'kks ns[ks gksaxs] tgka ,d O;fDr tks ,d mŸkj nsuk pkgrk gS og ,d cVu 
nckrk gS] vkSj ,d tksj ls chi /ofu mRiUUk gksrh gSA og ctj gSA gekjs 
ikl ctj ugha gS ysfdu gekjs ikl csap gSa! blfy,] ;fn fdlh O;fDr ds 
lewg dks mŸkj irk gS] rks lewg ls O;fDr ^ctj* ds fy, csap ij VSi djsxkA 

3- f'k{kd vyx&vyx O;kikj okys yksxksa ds ckjs esa ckr djsxkA izR;sd lewg dks 
;g vuqeku yxkuk pkfg, fd D;k og O;fDr ,d m|eh ;k etnwjh djus 
okyk O;fDr gSA 

4- lewg ds lkFk ,d m|eh vkSj etnwjh djus okys O;fDr ds chp varj ij 
ppkZ djsaA 

5- ;gka ifjfLFkfr;ka gSaA 
¼d½  jke ,d lCth foØsrk gSa] tks dsoy tSfod lfCt;ka csprs gSaA 
¼[k½ lqjs'k ,d [kk| forj.k O;kikj pykrk gS tks nksigj 12 ls 5 cts ds 

chp Hkkstu forfjr djrk gSA 
¼x½  lkfgnk ,d lkW¶Vos;j daiuh esa eSustj gSA 
¼?k½ tkWu ,d xkao esa ,d Ldwy f'k{kd gSA 
¼³½ xqjnhi dk ,d ;ksx dsanz gS tks ofj"B ukxfjdksa ds fy, d{kk,a 

lapkfyr djrk gSA 
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viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
1- lyeku ,d diM+k dkj[kkus esa ,d nthZ ds :i esa u, fopkjksa dh 

dksf'k'k djrs gSaA lyeku ,d -------------------------- gSaA 
¼d½ m|eh               ¼[k½ etnwjh djus okyk O;fDr 
¼x½ etnwj               ¼?k½ vdq'ky Jfed 

2- iz'kkar lqjfHk ds fy, dke djrk gS] tks ,d O;kikjh gSA iz'kkar ,d ----------
--------------- gSA 
¼d½ m|eh               ¼[k½ etnwjh djus okyk O;fDr 
¼x½ dq'ky Jfed         ¼?k½ O;kikjh 

 

3- fjf) ,d daLVªD'ku daiuh dh ekfyd gSa vkSj gj jkst vius dke esa 
tksf[ke Hkjs QSlys ysrh gSaA fjf) ,d ---------------------- gSA 
¼d½ m|eh                ¼[k½ etnwjh djus okyk O;fDr 

 

[k[k[k[k----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
1- ml m|eh dk uke crkb, ftldh vki iz'kalk djrs gSa vkSj vki 

ml O;fDr ds ckjs esa D;k iz'kalk djrs gSaA 
    

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

 

 

        
    
    

l= 2 % m|e’khyrk ds fy, ck/kk,al= 2 % m|e’khyrk ds fy, ck/kk,al= 2 % m|e’khyrk ds fy, ck/kk,al= 2 % m|e’khyrk ds fy, ck/kk,a                    
 

vkius Ldwy ;k LVsfM;e esa efgykvksa ds fy, 100 ehVj ck/kk nkSM+ ;k iq#"kksa 
ds fy, 110 ehVj ck/kk nkSM+ ns[kh gksxhA muesa ls dqN ck/kk nkSM+ Fks] ftlesa 
ck/kk,a gksaxh & vkidks vafre iafDr esa tkus ds fy, dwnus dh vko';drk 
gksxh vkSj ;fn vki i;kZIr rsth ls Hkkxrs gSa rks vki thrsaxsA 
 

,d O;kikj m|e ck/kk nkSM+ dh rjg gSA vke rkSj ij blesa 
tksf[ke 'kkfey gksrk gSA ,d tksf[ke dksbZ Hkh fLFkfr gS] ftlesa 
[krjk 'kkfey gSA 
 

blfy,] ,d m|eh ds :i esa nkSM+ dks pykus ds nkSjku] dbZ 
ck/kk,a] tSls fd foŸkh; ck/kk,a vk ldrh gSaA ;s phtsa O;fDr dks 
lQyrk izkIr djus ls jksd ldrh gSaA 
 

bUgsa ^vojks/k* dgk tkrk gSA ,d fnu Ldwy tkrs le; lM+d ij ,d isM+ fxj 
tkrk gSA blls lHkh okgu #d tkrs gSaA ;g ,d vojks/k gS tks vkidks le; 
ij Ldwy igqapus ls jksd jgk gSA 

blblblbl    l=l=l=l=    dsdsdsds    iwjkiwjkiwjkiwjk    gksusgksusgksusgksus    dsdsdsds    ckn]ckn]ckn]ckn]    vkivkivkivki    ;g;g;g;g    djusdjusdjusdjus    esaesaesaesa    l{kel{kel{kel{ke    gksaxsgksaxsgksaxsgksaxs    %%%%    
• ,d m|eh ds xq.kksa dh O;k[;k djsaA 
• m|ferk D;k gSA 
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vkidks D;k yxrk gS fd m|e pykus ds nkSjku m|fe;ksa dks fdu 
ck/kkvksa dk lkeuk djuk iM+ ldrk gS\ vius {ks= ds dqN m|fe;ksa ls 
ckr djsa vkSj irk djsaA m|fe;ksa ds lkFk ckr djus ds ckn] vkidks 
eglwl gqvk gksxk fd lQyrk dh jkg esa mUgsa dbZ ck/kkvksa dk lkeuk 
djuk iM+rk gSA pkgs og Kku dh deh gks ;k /ku dh deh] fofHkUUk 
ck/kk,a gSa tks fdlh dks m|e'khyrk ds tquwu dks vkxs c<+kus ls jksd 
ldrh gSaA ;gka dqN lcls lkekU; vojks/k gSaA 
 

i;kZoj.ki;kZoj.ki;kZoj.ki;kZoj.k    laca/khlaca/khlaca/khlaca/kh    ck/kk,ack/kk,ack/kk,ack/kk,a 
m|fe;ksa dk lkeuk djus okyh lcls cM+h ck/kkvksa esa ls ,d i;kZoj.kh; 
dkjd gSaA i;kZoj.kh; dkjd dbZ gks ldrs gSaA ysfdu lcls vke yksxksa 
esa fuEufyf[kr 'kkfey gSaA 
• i;kZIr lalk/kuksa ;k dPps eky dh deh 
• dq'ky Jfedksa dh xSj miyC/krk 
• vko';d e'khujh vkSj vU; cqfu;knh lajpuk dh deh 
• le; ij ekSfnzd lalk/kuksa dh vuqiyC/krk 

 

m|e ds ckjs esa fu.kZ; ysus ls igys cktkj esa vPNh rjg ls v/;;u 
djds bu ck/kkvksa dks vklkuh ls nwj fd;k tk ldrk gSA vuqla/kku] 
cktkj losZ{k.k vkSj laj{kd ekxZn'kZu ,sls vojks/kksa dks nwj djus esa enn 
dj ldrs gSaA 
 

y?kq iSekus ds m|fe;ksa dks iwath gkfly djus esa enn djus ds fy, 
Hkkjr ljdkj dbZ ;kstuk,a ysdj vkbZ gSA 
 

buesa ls dqN gSa % 
• ljdkj eqnzk ;kstuk & https://mudralsans.in/ 
• ØsfMV xkjaVh ;kstuk & https://www.cgtmse.in/ 
• LVSaM vi bafM;k ;kstuk & https://www.standupmitra.in/ 
 

 

    

gj m|eh ,d lQy O;kikj ikuk pkgrk gSA ysfdu ;fn dksbZ O;fDr dk;Z 
;kstuk ugha cukrk gS] rks blls vjktdrk dh fLFkfr iSnk gks ldrh gSA 
y{; rd igqapus dh ;kstuk gksus ls O;fDr dks ,d lQy O;kikj pykus esa 
fdlh dh Hkwfedk tkuus esa enn feyrh gS vkSj blls tqM+s gj O;fDr dks 
vkSj vf/kd esgur djus ds fy, izsfjr djrk gSA    

    

^^,d ;kstuk ds fcuk ,d y{; flQZ ,d bPNk gSA**  
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O;fO;fO;fO;fDrDrDrDrxrxrxrxr    ck/kk,ack/kk,ack/kk,ack/kk,a    Personal    barriers    
    

O;kikj dc rd pysxk\ blls fdruk ykHk gksxk\ D;k esjs xzkgd esjs 
mRikn dks ilan djsaxs\ D;k esjs ikl vius ifjokj dk leFkZu djus 
ds fy, i;kZIr /ku gksxk\ ;s ,sls iz'u gSa tks fdlh O;fDr ds 
fnekx esa vk ldrs gSa] blls igys fd og O;fDr okLro esa 
O;kolkf;d m|e 'kq: djrk gSA fdlh Hkh u, m|e dks LFkkfir 
djuk ,d tksf[ke gS D;ksafd ges'kk xyr gksus dk Mj gksrk gSA 
nwljs] ,d mi;qDr Vhe <wa<uk Hkh ,d FkdkÅ dke gSA ykijokg 
vkSj xSj&mi;qDr Jfedksa dh ,d Vhe ,d O;kikj dks uqdlku 
igqapk ldrh gSA 
 

vkRe&lansgvkRe&lansgvkRe&lansgvkRe&lansg Self-doubt    
fdlh O;kikj esa dqN xyr gksus ij grksRlkfgr gksuk vklku gSA 
O;fDr [kqn ij lansg djus yxrk gS vkSj gkj Hkh eku ldrk gSA 
vkRe&lansg rc vkrk gS tc gesa [kqn ij vkSj viuh {kerkvksa ij 
Hkjkslk ugha gksrk gSA 
 

vkRe&lansg ls fuiVus ds loksZŸke rjhdksa esa ls ,d y{; ds fy, 
dke djuk gSA tc gekjs ikl izsj.kk dh deh gksrh gS] rks cl 
vius y{;ksa dks ns[krs gq, vkSj ;g tkurs gq, fd vkt ge tks 
dk;Z dj jgs gSa] os gekjs nh?kZdkfyd y{;ksa esa ;ksxnku dj jgs gSa 
tks gesa csgrj eglwl djus esa enn djrs gSaA ifjokj vkSj nksLrksa 
ds lkFk] tks gekjs y{;ksa dks tkurs gSa vkSj tc ge [kqn ij lansg 
dj jgs gksrs gSa rks ge Lo;a Hkh enn djrs gSaA 
 

ge lHkh vlQy gksus ls Mjrs gSaA ge vius fopkj esa cgqr iz;kl 
djrs gSa vkSj bls iwjk djus ds fy, viuk loZJs"B nsrs gSaA [kqn 
ij fo'okl djuk vlQyrk ds Mj dks dqpyus dh fn'kk esa igyk 
dne gSA 
 

,d,d,d,d    VheVheVheVhe    vkSjvkSjvkSjvkSj    VheodZVheodZVheodZVheodZ    cukukcukukcukukcukuk Forming    a    team    and    teamwork    

mi;qDr yksxksa dks <wa<uk vkSj mUgsa O;kikj ds fy, viuk loZJs"B 
izn'kZu djus ds fy, izf'kf{kr djuk ,d FkdkÅ vkSj dfBu vH;kl 
gSA ,d m|eh ds :i esa]    ,sls yksxksa dks [kkstuk gksxk]    tks ckdh 
Vhe dh rjg lksprs vkSj eglwl djrs gSaA tc u, yksx Vhe dh 
laL—fr esa fQV gksrs gSa]    rks dke csgrj vkSj rst gks ldrk gSA 
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fVIi.khfVIi.khfVIi.khfVIi.kh izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
m|eh ds lkFk lk{kkRdkj     
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 

    

izfØ;kizfØ;kizfØ;kizfØ;k            

bl xfrfof/k esa] ge ,d m|eh dks ml leL;k ds ckjs esa crk,axs tks O;fDr 
dks O;kikj esa lkeuk djuk iM+ jgk gSA  
funsZ'kfunsZ'kfunsZ'kfunsZ'k    
1- vius {ks= esa ,d m|eh [kkstsaA 
2- iz'u iwNsa] tSls fd O;fDr dks O;kikj 'kq: djus dk fopkj dSls feyk vkSj 

^O;fDr dks fdu cM+h dfBukb;ksa dk lkeuk djuk iM+kA 
3- viuh uksVcqd esa mŸkj uksV djsaA 
 
 

xfrfof/k xfrfof/k xfrfof/k xfrfof/k 2222    
Hk;Hk;Hk;Hk;    ds <sj ds <sj ds <sj ds <sj       
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k  
bl xfrfof/k esa] ge m|ferk ds ckjs esa D;k Mjrs gSa] bl ckjs esa ckr djsaxsA 
funsZ’kfunsZ’kfunsZ’kfunsZ’k    
1- geus m|fe;ksa ds lkeus vkus okyh ck/kkvksa ds ckjs esa lh[kk gSA vc] ge 

esa ls gj ,d ;g lksprk gS fd tc ge viuk O;kolkf;d m|e 'kq: 
djrs gSa rks gesa fdl ckr dk Mj gksrk gSA 

2- ,d ?ksjs esa cSBasA 
3- dkxt dh ,d fpV ysa vkSj fy[ksa fd tc vki m|e 'kq: djrs gSa rks 

dkSu lh ck/kk vkidks jksd ldrh gSA fpV ij viuk uke u fy[ksaA 
4- ldZy ds dsanz esa lHkh fpV~l j[ksaA 
5- izR;sd O;fDr ,d fpV mBk,xk vkSj fdlh ds Mj dks i<+sxkA fQj] d{kk 

nks feuV dk le; yxkdj ml O;fDr ds Mj dk lek/kku fudkyus dh 
dksf'k'k djsxhA ;fn O;fDr bl Çcnq ij fdlh dk uke crkuk pkgrk gS] 
rks og ,slk dj ldrk gSA 

6- lHkh ds lkeus ,d Mj ds ckjs esa ckr djuk eqf'dy gSA blfy,] lHkh 
Nk=ksa dks ,d nwljs dh ckr lquuh pkfg, vkSj leFkZu c<+kuk pkfg,A tc 
dksbZ fdlh dh dgkuh lkÖkk dj jgk gks rks mUgsa galuk ugha pkfg,A 
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viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----        dkWyedkWyedkWyedkWye    esaesaesaesa    fLFkffLFkffLFkffLFkfr;ksar;ksar;ksar;ksa    dkdkdkdk    feykufeykufeykufeyku    'kCn'kCn'kCn'kCn    dsdsdsds    vFkZvFkZvFkZvFkZ    lslslsls    djsaAdjsaAdjsaAdjsaA    
fLFkfr 'kCn 
d½ xkSjh us ,d QS'ku fMtkbÇux LVksj 'kq: fd;k gS] 
tgka og diM+s csprh gSA 

(i) ck/kk,a 

[k½ v{k; vius Ldwy esa vf/kd d{kk,a 'kq: djuk pkgrk 
gS ysfdu f'k{kdksa dks fu;qDr djuk eqf'dy gks jgk gSA 

(ii) tksf[ke 

x½ 'kqHke dk fdjkus dk lkeku cspus dk O;kikj gSA og 
,d ,slk LVksj [kksyuk pkgrk gS ftlesa fdjkus ds 
lkeku ds lkFk&lkFk diM+s ls ysdj cSx rd lc dqN 
fcdrk gksA 

(iii) m|e 

 

[k[k[k[k----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
igpkusa vkSj izR;sd fLFkfr esa ck/kk ds izdkj ds f[kykQ ,d fVd ekdZ ¼√½ 
Mkysa vkSj ,d fVd yxk,aA 
1- eSjh dk ekuuk gS fd tc og viuk O;kikj 'kq: djrh gS rks mlds 

ikl Vhe ds lkFk dke djus dh {kerk ugha gksxhA og ftl ck/kk dk 
lkeuk dj jgh gS og --------------------------------------- gSA 

   ¼d½ iwath izkIr djuk 
¼[k½ vkRe&lansg 
¼x½ tksf[ke ysuk 

2- lbZn tkurk gS fd og D;k O;kikj djuk pkgrk gS] ysfdu ;g ugha 
tkurk fd mls pykus ds fy, mls D;k dne mBkus gksaxsA mls jksdus 
okyk vojks/k ------------------------- gSA 
¼d½ lgh Vhe dk fuekZ.k djuk 
¼[k½ ;kstuk dh deh 
¼x½ tksf[ke ysuk 

 

3- gjh'k dk Hkkjr esa dkyhuksa dk dkjksckj gSA og dukMk ds fy, dkyhuksa 
dk fu;kZr 'kq: djuk pkgrk gS] ysfdu ;g ugha tkurk fd os ogka 
cspsaxs ;k ughaA og ftl ck/kk dk lkeuk dj jgk gS og -------------------- gSA 
¼d½ vkRe&lansg 
¼[k½ ;kstuk dh deh 
¼x½ lgh fctusl vkbfM;k dk p;u djuk 

    

fVIi.khfVIi.khfVIi.khfVIi.kh 

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

    

    
    

 

 

 

 

blblblbl    l=l=l=l=    dsdsdsds    iwjkiwjkiwjkiwjk    gksusgksusgksusgksus    dsdsdsds    ckn]ckn]ckn]ckn]    vkivkivkivki    ;g;g;g;g    djusdjusdjusdjus    esaesaesaesa    l{kel{kel{kel{ke    gksaxsgksaxsgksaxsgksaxs    %%%%    
    

• ,d m|eh cuus ls lacaf/kr ck/kkvksa vkSj vk'kadkvksa dh igpku djukA 
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fVIi.khfVIi.khfVIi.khfVIi.kh l= 3 % m|e’khyrk laca/kh O;ogkjl= 3 % m|e’khyrk laca/kh O;ogkjl= 3 % m|e’khyrk laca/kh O;ogkjl= 3 % m|e’khyrk laca/kh O;ogkj    Entrepreneurial    Attitudes     
    

m|eh mu yksxksa ls vyx lksprs gSa vkSj dk;Z djrs gSa tks etnwjh djrs 
gSaA ysfdu os dSls vyx gSa\ vkb, fcV~Vh dh dgkuh i<+sa vkSj leÖksaA  
 

fcV~Vh mŸkj izns'k ds cjsyh 'kgj dh jgus okyh gSA og vius ppsjs HkkbZ 
dh 'kknh esa tkrh gS ysfdu mls cgqr mckÅ yxrk gS D;ksafd dksbZ Hkh 
ukp ugha jgk gSA og leL;k dk irk yxkus ds fy, yksxksa ls ckr djuk 
'kq: dj nsrh gSA o`) pkpk vkSj pkph mls crkrs gSa fd ;fn os u`R; 
djrs gSa rks vU; yksx mUgsa ij[kus yxsaxsA ;qok lkFkh mls crkrs gSa fd Mhts 
ij u;k laxhr ugha ct jgk gSA ,slh ikap vkSj 'kkfn;ksa esa Hkkx ysus ds 
ckn] mls irk pyrk gS fd ;g ,d ,slh leL;k gS ftldk lkeuk cgqr 
ls yksx 'kkfn;ksa esa djrs gSaA og ;gka ,d O;kikj dk volj ns[krh gSA 
 

rc fcV~Vh] viuh 'kknh dh euksjatu daiuh 'kq: djrh gSA daiuh ds nks 
Hkkx gSa & ,d u`R; vdkneh vkSj ,d laxhr O;kikjA Mkal vdkneh esa 
lqcg cPpksa ds fy, vkSj 'kke dks 50 o"kZ ls vf/kd mez ds yksxksa ds fy, 
u`R; d{kk,a vk;ksftr dh tkrh gSaA laxhr O;kikj ds fy,] og 16&30 o"kZ dh 
vk;q ds ;qokvksa dks uohure yksdfiz; laxhr ij 'kks/k djus ds fy, dke 
ij j[krh gSA lcls igys] mls bl dke eas eqf'dy vkrh gS D;ksafd mls 
O;kikj pykus ;k yksxksa ds lewg ds lkFk dke djus dk dksbZ iwoZ vuqHko 
ugha gS] blfy, os ,d&nwljs ls vyx gSaA ysfdu og mls O;kikj esa iz;klksa 
esa yxkus ls ugha jksdrk gSA 
 

fcV~Vh us D;k fd;k ;k fdlh vkSj ls vyx rjhds ls lkspk\ vius lkFkh 
ds lkFk ppkZ djsa vkSj bls viuh uksVcqd esa fy[ksaA  
 

,d n`f"Vdks.k fdlh pht ds ckjs esa lkspus ;k eglwl djus dk ,d 
rjhdk gSA ;g ldkjkRed ;k udkjkRed] vPNk ;k cqjk gks ldrk gSA ge 
m|fe;ksa ds ldkjkRed nf̀"Vdks.k ds ckjs esa tkusaxsA 
 

,d m|eh dk joS;k etnwjh okys O;fDr ls vyx gksrk gSA etnwjh djus 
okys O;fDr dks ,d dke djuk iM+rk gS vkSj daiuh dh Çprk ugha djuh 
iM+rh gSA ysfdu m|eh vyx rjhds ls lksprk gS vkSj dk;Z djrk gSA 
m|eh u dsoy ,d dke ds ckjs esa lksprk gS] cfYd ,d deZpkjh ds dke 
vkSj daiuh ds fodkl ds fy, vko';d dke ds ckjs esa Hkh lksprk gSA 
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fcV~Vh dh dgkuh i<+us ds ckn] ,d lQy m|eh cukus okys n`f"Vdks.k fp= 4-1 esa fn, x, gSa 
 

 

 

 

 

 

 

 

 

 

 

 

 

fp= 4-1 % ,d m|eh dk n`f"Vdks.k  

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
1- dqN djrs jgus dh {kerk] Hkys gh ;g dfBu gks] ----------------------------------- 

dgykrk gSA 
    ¼d½ igy 

¼[k½ laxBukRed dkS'ky 
¼x½ n`<+rk 

 

2- nwljksa ds lkeus fdlh fLFkfr esa dk;Z djus dh {kerk -------------------------------- gSA 
¼d½ ikjLifjd dkS'ky 
¼[k½ igy 
¼x½ n`<+rk 

  

3- nwljksa ds lkFk dke djus dh {kerk ------------------------------------------- gSA 
¼d½ laxBukRed dkS'ky 
¼[k½ ikjLifjd dkS'ky 
¼x½ igy 

[k[k[k[k----    y?kqy?kqy?kqy?kq    mŸkjmŸkjmŸkjmŸkj    iz'uiz'uiz'uiz'u    
1- vki joS;s ls D;k leÖkrs gSa\    
2- ikjLifjd dkS'ky ls vki D;k leÖkrs gSa\    ,d mnkgj.k lkÖkk djsa tgka 

vkius ikjLifjd dkS'ky iznÆ'kr fd;k gSA 
    

 

fu.kZ;fu.kZ;fu.kZ;fu.kZ;    
Rofjr vkSj ykHknk;d 
fu.kZ; ysus dh {kerk 

laxBukRedlaxBukRedlaxBukRedlaxBukRed    dkS'kydkS'kydkS'kydkS'ky 
okafNr y{;ksa dks izkIr 
djus ds fy, le;] ÅtkZ 
vkSj lalk/kuksa dk b"Vre 
mi;ksx djus dh {kerk 

igyigyigyigy    djukdjukdjukdjuk 
nwljksa ds le{k fLFkfr 
laHkkyus vkSj dk;Z djus 

dh {kerk 

ikjLifjdikjLifjdikjLifjdikjLifjd    dkS'kydkS'kydkS'kydkS'ky 
nwljksa ds lkFk dke 
djus dh {kerk 

n`<+n`<+n`<+n`<+rkrkrkrk    
eqf'dy gksus ij Hkh 
dqN djrs jgus dh 

{kerk 

 ,d m|eh cuus ds ,d m|eh cuus ds ,d m|eh cuus ds ,d m|eh cuus ds 
fy,fy,fy,fy,    D;k djuk D;k djuk D;k djuk D;k djuk 

pkfg,pkfg,pkfg,pkfg,\\\\ 
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xxxx----        fcV~VhfcV~VhfcV~VhfcV~Vh    dsdsdsds    dk;ks±dk;ks±dk;ks±dk;ks±    dksdksdksdks    mumumumu    n`f"Vdks.kksan`f"Vdks.kksan`f"Vdks.kksan`f"Vdks.kksa    lslslsls    feyk,feyk,feyk,feyk,aa aa    tkstkstkstks    geusgeusgeusgeus    lh[kklh[kklh[kklh[kk    gSgSgSgS    
fdfdfdfd    ,d,d,d,d    m|ehm|ehm|ehm|eh    dsdsdsds    iklikliklikl    gksukgksukgksukgksuk    pkfg,Apkfg,Apkfg,Apkfg,A    mUgsamUgsamUgsamUgsa    uhpsuhpsuhpsuhps    nhnhnhnh    xbZxbZxbZxbZ    rkfydkrkfydkrkfydkrkfydk    esaesaesaesa    
fy[ksaAfy[ksaAfy[ksaAfy[ksaA    
,d,d,d,d    m|ehm|ehm|ehm|eh    dhdhdhdh    
t:jrt:jrt:jrt:jr    gSgSgSgS 

fcV~VhfcV~VhfcV~VhfcV~Vh    dhdhdhdh    fØ;kfØ;kfØ;kfØ;k 

fu.kkZ;drk og ,d t+:jr dks ns[krs gq, vkSj blds ckjs 
esa yksxksa ls ckr djus ds ckn ,d u`R; 
vdkneh 'kq: djus dk QSlyk djrh gSA 

igy  
ikjLifjd dkS'ky  
n`<+rk  
laxBukRed dkS’ky  

 

    

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

 

    
l= 4 % m|e’khyrk laca/kh n{krk,al= 4 % m|e’khyrk laca/kh n{krk,al= 4 % m|e’khyrk laca/kh n{krk,al= 4 % m|e’khyrk laca/kh n{krk,a                
 

fiNys l= esa] geus mu n`f"Vdks.kksa ds ckjs esa lh[kk tks ,d m|eh dks 
lQy cuus ds fy, vko';d gSaA ;gka] ge ,d O;fDr }kjk m|eh 
n`f"Vdks.k cukus ds fy, vko';d n{krkvksa ds ckjs esa tkusaxsA ;ksX;rk 
dqN vPNk djus dh {kerk gSA fp= 4-2 ,d lQy m|eh cuus ds fy, 
vko';d O;ogkj vkSj ;ksX;rk dks n'kkZrk gSA    

n`f"Vdks.kn`f"Vdks.kn`f"Vdks.kn`f"Vdks.k    vkSjvkSjvkSjvkSj    n{krkn{krkn{krkn{krk,a,a,a,a    
fu.kZ;fu.kZ;fu.kZ;fu.kZ; igyigyigyigy O;fDrxrO;fDrxrO;fDrxrO;fDrxr    

dkS'kydkS'kydkS'kydkS'ky 
n`<+n`<+n`<+n`<+rkrkrkrk     
 

laxBukRedlaxBukRedlaxBukRedlaxBukRed    
dkS'kydkS'kydkS'kydkS'ky 

    [kqn[kqn[kqn[kqn    dksdksdksdks    tkusatkusatkusatkusa 
 

,gl,gl,gl,glklklklkl    gSgSgSgS    fdfdfdfd    vkivkivkivki    
dk;Zokghdk;Zokghdk;Zokghdk;Zokgh    djdjdjdj    ldrsldrsldrsldrs    

gSagSagSagSa 

lqulqulqulquuuuukkkk     
 

gkjgkjgkjgkj    ughaughaughaugha    ekuukekuukekuukekuuk 
 

le;le;le;le; izca/kuizca/kuizca/kuizca/ku 
 

igpkuigpkuigpkuigpku    
voljvoljvoljvolj 

vk'kkvk'kkvk'kkvk'kk    gSgSgSgS    fdfdfdfd    vkivkivkivki    
dk;Zokghdk;Zokghdk;Zokghdk;Zokgh    djdjdjdj    ldldldldaaaa s s s s  

ldkjkRedldkjkRedldkjkRedldkjkRed    
'k'k'k'kkkkkjhjhjhjhfjd gko Hkkofjd gko Hkkofjd gko Hkkofjd gko Hkko 

esguresguresguresgur    djukdjukdjukdjuk y{;y{;y{;y{;    dhdhdhdh    LFkkiukLFkkiukLFkkiukLFkkiuk 

voljvoljvoljvolj    dkdkdkdk    
fo'ys"k.kfo'ys"k.kfo'ys"k.kfo'ys"k.k    djsadjsadjsadjsa 

dk;Zokghdk;Zokghdk;Zokghdk;Zokgh    djuk!djuk!djuk!djuk! 
 

ldkjkRedldkjkRedldkjkRedldkjkRed    joS;kjoS;kjoS;kjoS;k 
 

vlQyrkvlQyrkvlQyrkvlQyrk    
lslslsls    lh[klh[klh[klh[kukukukuk 

n{krkn{krkn{krkn{krk 

leL;kleL;kleL;kleL;k    dksdksdksdks    
lqyÖkkuklqyÖkkuklqyÖkkuklqyÖkkuk 

    rukorukorukoruko    
izca/kuizca/kuizca/kuizca/ku  

    xq.koŸkkxq.koŸkkxq.koŸkkxq.koŸkk    dkdkdkdk    
izca/kuizca/kuizca/kuizca/ku 

fp= 4-2 % ,d lQy m|eh cuus ds fy, n`f"Vdks.k vkSj ;ksX;rk     

blblblbl    l=l=l=l=    dsdsdsds    iwjkiwjkiwjkiwjk    gksusgksusgksusgksus    dsdsdsds    ckn]ckn]ckn]ckn]    vkivkivkivki    ;g;g;g;g    djusdjusdjusdjus    esaesaesaesa    l{kel{kel{kel{ke    gksaxsgksaxsgksaxsgksaxs    %%%%    
• mu n`f"Vdks.kksa dh igpku djsa tks ,d m|eh dks lQy cukrs gSaA 
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gekjh n{krkvksa dks leÖkus dh ;k=k lcls igys ;g leÖkus ds lkFk 'kq: gksrh gS 
fd ge dkSu gSaA ge gj ,d fnu c<+rs vkSj cnyrs gSaA ge leÖkrs gSa fd gesa D;k 
ilan gS vkSj D;k ughaA ge xyfr;ka djrs gSa vkSj muls lh[krs gSaA ;g jksduk vkSj 
fopkj djuk egRoiw.kZ gS fd ge o"kks± esa yksxksa ds :i esa dSls cny x, gSaA  
 

dHkh&dHkh gekjs thou ds ckjs esa lksprs gq,] ge [kqn dks cgqr vf/kd vkad ldrs 
gSaA tc ge xyrh djrs gSa rks gesa ;g ilan ugha vkrk gS vkSj lksprs gSa fd ge 
dqN ugha dj ldrs D;ksafd geus xyrh dh gSA ml le;] gekjs vklikl ds yksxksa 
ds n`f"Vdks.k ls [kqn dks ns[kuk ;kn j[kuk egRoiw.kZ gSA gekjs ckjs esa dgus ds fy, 
muds ikl ldkjkRed ckrsa gks ldrh gSaA 
 

vkb, fofHkUUk vH;klksa ds ek/;e ls m|eh n`f"Vdks.k ds ckjs esa tkusaA 
 

fu.kkZ;drkfu.kkZ;drkfu.kkZ;drkfu.kkZ;drk    Decisiveness    
fu.kkZ;drk ykHknk;d vkSj Rofjr fu.kZ; ysus dh {kerk gSA ,d O;fDr ,d m|eh ds 
:i esa fu.kkZ;d dSls curk gS\ 
 

O;kolkf;d m|e LFkkfir djrs le; fu.kZ;'khyrk lcls egRoiw.kZ fo'ks"krk cu tkrh 
gSA ;g ,d volj dh igpku djus vkSj ml ij dk;Z djus ds ckjs esa gSA ,d 
volj dqN djus dk ekSdk gS] vke rkSj ij] dqN djus ds fy, lgh le; ;k {k.kA 
 

fuEukafdr izfØ;k ds ek/;e ls fu.kZ; fy;k tk ldrk gS tSlk fd fp= 4-3 esa 
fn[kk;k x;k gSA 

 

fu.kkZ;drkfu.kkZ;drkfu.kkZ;drkfu.kkZ;drk    

    
Lo;aLo;aLo;aLo;a    dksdksdksdks    tkuuktkuuktkuuktkuuk 

vkidks irk gksuk pkfg, fd vkids fy, D;k 
egRoiw.kZ gS & vki fdl rjg dh leL;kvksa dks gy 

djuk pkgrs gSa\ 
vki vius vkl ikl D;k ns[krs gSa ftlls vkidks 

ijs'kkuh gksrh gS\ 
vki bu leL;kvksa dks gy djus esa D;k enn dj 

ldrs gSa\  

    
voljksavoljksavoljksavoljksa    dhdhdhdh    igpkuigpkuigpkuigpku    djsadjsadjsadjsa 

lgh {k.k vkSj txg dk irk yxk,a tgka O;kikj 
dk;Z egRoiw.kZ gSA 

vki fdu yksxksa dh enn djuk pkgrs gSa\ 
mUgsa D;k leL;k gS\ 

mUgsa gy djus ds fy, vkids ikl D;k fopkj gSa\ 
 

    
voljvoljvoljvolj    dkdkdkdk    fo'ys"k.kfo'ys"k.kfo'ys"k.kfo'ys"k.k    djsadjsadjsadjsa 

vxyk dne vius fopkj dk v/;;u djuk gSA 
;fn ;g dke djrk gS] rks ;g dke D;ksa djsxk\ 

dkSu lh leL;k fopkj dks lQy gksus ls  
jksd ldrh gS\ 

xzkgd fopkj ds ckjs esa D;k lksprs gSa\ 
ml fopkj ds fy, izfrLi/kkZ D;k gS\ 

    
leL;kleL;kleL;kleL;k    dksdksdksdks    lqyÖkkuklqyÖkkuklqyÖkkuklqyÖkkuk 

xzkgdksa vkSj cktkj dk v/;;u djus ds ckn] vki 
vkids fopkj esa ifjorZu dj ldrs gSaA 

vafre fopkj D;k gksxk\ cktkj esa vU; fopkjksa ls 
dkSu lh ckr bls vyx cukrh gS\ 

fopkj dks lQy cukus ds fy, vki viuh rkdr 
dk mi;ksx dSls djsaxs\ 

fp= 4-3 % fu.kkZ;d nqfo/kk dk lek/kku 
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fVIi.khfVIi.khfVIi.khfVIi.kh    

    

    

    

    

    

    

    

    

    

    

 

vkb, vadqj ds m|e'khyrk dkS'ky dks ns[ksa vkSj mldh fu.kkZ;drk dks 
leÖkus dh dksf'k'k djsaA 
 

vadqj fgekpy izns'k ds /kjedksV esa vius xkao esa rkSfy, cukrk vkSj csprk 
gSA muds rkSfy, yxHkx ,d lky rd muds xkao esa ugha fcdsA og fujk'k 
gksdj O;kikj can djus okyk FkkA rHkh fdlh us lqÖkko fn;k fd og rkSfy;ksa 
dks fdlh 'kgj esa csp ldrk gSA mUgksaus fnYyh esa yksxksa dks dqN uewus 
fn[kk,A mUgksaus eglwl fd;k fd rkSfy, dh xq.koŸkk vkSj ftl dher ij 
og mRiknu dj jgs Fks og 'kgj ds fy, csgrj FkkA muds xkao ds yksxksa 
dks muds mRikn egaxs yxrs FksA blfy,] mUgksaus 'kgj ds fy, uje rkSfy, 
dk mRiknu djuk 'kq: dj fn;k vkSj vius xkao ds fy, lLrk lkeku 
fn;kA nksuksa txg muds xzkgd [kq'k FksA D;k vki fu.kkZ;drk ds pkj 
igyqvksa ij vadqj ds dk;ks± dk fo'ys"k.k dj ldrs gSa\ izR;sd igyw ds fy, 
,d Li"Vhdj.k nsaA  
 

mnkgj.k % igpku dk volj & vadqj dks ,glkl gqvk fd og 'kgj esa 
rkSfy, csp ldrk gS] lkFk gh lkFk vius xkao es HkhA 
 

igyigyigyigy    Initiative    
nwljksa ds lkeus fLFkfr laHkkyus vkSj dk;Z djus dh {kerk gh igy gSA ,d 
ckj tc vki ;g r; dj ysrs gSa fd vki D;k djuk pkgrs gSa] rks vxyk 
dne dk;Z djuk gSA ,sls le; gksrs gSa tc ge igpkurs gSa fd gesa D;k 
dk;Zokgh djuh gS ysfdu bls ugha ysuk pkfg, D;ksafd gesa yxrk gS fd ge 
,slk ugha dj ldrsA ,sls le; esa] mu yksxksa rd igqap cukuk egRoiw.kZ gS] 
ftuds lkFk ge dke dj jgs gSa] fopkjksa ds ckjs esa lkspus esa gekjh enn 
djsa vkSj gesa viuh {kerkvksa ij fo'okl djus ds fy, izsfjr djsaA 

 
fp= 4-4 % igy djuk  

    

igyigyigyigy    djukdjukdjukdjuk        

,glkl djsa fd phtsa 
fu;a=.k esa gSa vkSj vki 

fdlh Hkh fLFkfr esa dk;Zokgh 
dj ldrs gSaA 

 fo'okl djsa fd vki ,d 
fLFkfr esa dk;Zokgh djus dh 

{kerk j[krs gSa  
 

ml fLFkfr esa dk;Zokgh 
djsa! 
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vkb, ge ,YVu ds ckjs esa dgkuh i<+sa] ftUgksaus yksxksa ds cky dkVuk vkSj 
LVkby djuk ilan fd;kA 
 

,YVu dks ges'kk gs;jLVkby cukus esa fnypLih FkhA os uohure varjjk"Vªh; 
'kSfy;ksa ds ckjs esa tkurs Fks vkSj mUgsa vius nksLrksa ij vktekrs jgrs FksA 
ysfdu mudk ifjokj pkgrk Fkk fd og ,d lkW¶Vos;j daiuh esa dke djsaA 
lkyksa rd la?k"kZ djus ds ckn] ,YVu us vius nksLrksa ls ckr dhA mUgksaus 
mls izksRlkfgr fd;k vkSj mls ,glkl fnyk;k fd mls ft+Eesnkjh ysuh pkfg, 
D;ksafd ;g mldk thou FkkA mUgksaus lkgl tqVk;k vkSj vius ifjokj ls ckr 
dhA mUgksaus crk;k fd muds ikl ckyksa dks LVkby djus dh izfrHkk vkSj ,d 
m|e'khyrk m|e pykus dk dkS'ky Fkk D;ksafd mUgksaus Ldwy vkSj ?kj ij 
O;kikj ds ckjs esa dkQh dqN lh[kk Hkh FkkA muds ifjokj dks vkf[kjdkj 
;dhu gks x;k vkSj mUgksaus ,d lSywu LFkkfir djus esa enn dhA os vc 
vius 'kgj esa vkSj mlds vklikl vius dkS'ky ds fy, tkus tkrs gSaA 
 

vius lkFkh ds lkFk ppkZ djsa fd ,YVu us viuk m|e 'kq: djus ds fy, 
dSls igy dhA bls LFkkfir djus ds fy, mls tks dne mBkus Fks] mUgsa 
lwphc) djsaA 
 

ikjLifjdikjLifjdikjLifjdikjLifjd    dkS'kydkS'kydkS'kydkS'ky    Interpersonal    skills    

ikjLifjd dkS'ky dk vFkZ gS vkilh :i ls laca/kksa dks laHkkyukA ;g nks ;k nks 
ls vf/kd O;fDr;ksa ds chp gksrk gSA bl izdkj] ikjLifjd dkS'ky dk vFkZ 
vU; yksxksa ds lkFk dke djus ds fy, vko';d n{krkvksa ls gSA 
 

vius jkstejkZ ds thou esa] ge ges'kk yksxksa ls ckr dj jgs gSa vkSj muds 
lkFk dke dj jgs gSaA pkgs cl esa lokjh djuk gks ;k d{kk esa nksigj dk 
Hkkstu lkÖkk djuk] ge yxkrkj nwljksa ds lkFk ckrphr dj jgs gSaA ;g ,d 
m|eh ds fy, Hkh lgh gSA  
 

m|eh thou ds fofHkUUk {ks=ksa ds yksxksa ds lkFk dke djrs gSaA mudh izfrHkk 
vkSj dM+h esgur ds dkj.k os muds lkFk dke dj ldrs gSaA ,sls ekeys esa] 
,d Vhe esa dke djus okys yksx vyx gks ldrs gSaA os vyx fn[k ldrs 
gSa] vyx ckr dj ldrs gSa vkSj fofHkUUk phtksa esa fo'okl dj ldrs gSaA ,sls 
ekeys esa] ,d m|eh vkSj lkFk gh] Vhe ds izR;sd O;fDr dks ,d&nwljs vkSj 
muds erHksnksa dk lEeku djuk egRoiw.kZ gks tkrk gSA 
 

blfy,] ;fn m|eh pkgrk gS fd dksbZ ,d O;kolkf;d m|e fodflr gks 
vkSj csgrj gks] rks O;fDr dks dbZ yksxksa ds lkFk dke djuk iM+rk gSA bl 
izdkj] ;g egRoiw.kZ gks tkrk gS fd ge yksxksa ds lkFk ckrphr djuk lh[ksaA 
bls djus ds dqN rjhds bl izdkj gSaA    
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lqulqulqulquuuuukkkk    Listening 
tc dksbZ ckr djrk gS rks lquuk egRoiw.kZ gSA tc dksbZ dqN lkÖkk djrk 
gS    rks ;g vke rkSj ij gksrk gS]    D;ksafd O;fDr us blds ckjs esa lkspk gks 
ldrk gS ;k ;g gS fd dksbZ dSlk eglwl djrk gSA fdlh dh dgh xbZ 
ckrksa dks fnypLih ds lkFk lquus ls O;fDr ds lkFk fo'okl cukus esa enn 
feyrh gSA  
    

'k'k'k'kkkkkjhjhjhjhffffjjjjdddd    gko Hkko gko Hkko gko Hkko gko Hkko dhdhdhdh    Hkk"kkHkk"kkHkk"kkHkk"kk Body    language    
;fn fdlh ds psgjs ij R;kSfj;ka gksa rks vkidks dSlk yxsxk]    os    gkFk dks ØkWl 
djus dh eqnzk esa cSBsa vkSj ckr djrs le; dqlhZ ij okil ihNs dh vksj    Ökqd 
tk,a\    ;fn vki bls fpf=r ugha dj ldrs gSa]    rks viuh d{kk ds fdlh 
O;fDr dks bls crk,a vkSj vkidks irk py tk,xkA 
 

yksxksa ds lkFk dke djrs le; gekjs psgjs ds Hkko] gkoHkko vkSj eqnzk,a 
egRoiw.kZ gSaA ;fn lqurs le; vki fn[kkrs gSa fd vki eqLdqjkgV ds lkFk 
O;fDr ls ckr djus esa #fp j[krs gSa vkSj dqlhZ ij vkxs Ökqdrs gSa] rks 
O;fDr dks lgt eglwl djus vkSj vf/kd ckr djus dh laHkkouk gSA 
 

ldkjkRedldkjkRedldkjkRedldkjkRed    joS;kjoS;kjoS;kjoS;k Positive    attitude 
,d ldkjkRed joS;k gksus dk vFkZ gS]    vke rkSj ij fLFkfr;ksa]    ckrphr vkSj 
Lo;a ds ckjs esa vk'kkoknh gksukA ldkjkRed n`f"Vdks.k okys yksx vk'kkfUor 
gksrs gSa vkSj dfBu ifjfLFkfr;ksa esa Hkh loZJs"B ns[krs gSaA fQj Hkh    ;fn vkidh 
udkjkRed Hkkouk,a gSa]    rks fdlh ,sls O;fDr ds lkFk bl ckjs esa ckr djuk 
vPNk gS ftls vki ij Hkjkslk gS vkSj ;g irk djsa fd vki ,slk D;ksa 
eglwl dj jgs gSaA   
    

izfrfØ;k izkIr djrs vkSj nsrs le; ldkjkRed n`f"Vdks.k j[kuk egRoiw.kZ 
gSA dqN lq/kkjus ds fy, fdlh dks D;k dgk tk ldrk gS] ;g dgus ds 
fy, lwpuk ;k vkykspuk djuk izfrfØ;k nssuk dgykrk gSA lapkj izfØ;k esa 
QhMcSd egRoiw.kZ gSA izfrfØ;k ds fcuk dksbZ Hkh lapkj iw.kZ ugha gSA 
blfy,] izfrfØ;k okrkZyki ds nkSjku ldkjkRed rjhds ls cksyuk egRoiw.kZ 
gSA O;fDr tks vPNk dj jgk gS] mlds ckjs esa ckr djds 'kq: dj ldrk 
gS] vkSj fQj ;g mYys[k dj ldrk gS fd dksbZ O;fDr D;k csgrj dj 
ldrk gS ,sls ekeys esa] ,slh laHkkouk,a gSa fd nwljs O;fDr #fp ds lkFk 
lqusaxsA ;g vki ij Hkh ykxw gksrk gSA izfrfØ;k okrkZyki esa [kqys & fnekx 
dk jguk egRoiw.kZ gSA      

    

    



 

    jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12jkstxkj dkS’ky & d{kk 12 

103 

rukorukorukoruko    izca/kuizca/kuizca/kuizca/ku Stress    management 
D;k vki dHkh ijh{kk ls igys jkr dks lks ugha ik, gSa D;ksafd vki bl 
ckr dks ysdj Çpfrr Fks fd vki dSlk izn'kZu djsaxs\    ekufld ncko ;k 
ruko dh ml fLFkfr dks ^ruko*    dgk tkrk gSA dHkh&dHkh    ,d O;fDr vU; 
yksxksa ds lkFk dke djrs le; ruko dk vuqHko djrk gSA D;ksafd ,d 
Vhe esa dke djus okys fofHkUUk O;fDrRo okys yksx gSa]    ;g lHkh ds fy, 
ruko iSnk dj ldrk gSA ,sls ekeyksa esa]    ruko dk izca/ku lHkh ds 
LokLF; vkSj dY;k.k ds fy, egRoiw.kZ gks tkrk gSA ruko izca/ku ruko 
ls fuiVus ds fofHkUUk rjhdksa dks lanÆHkr djrk gS]    rkfd LoLFk]    ldkjkRed 
vkSj rkt+k eglwl fd;k tk ldsA  
    

,sls dbZ rjhds gSa ftuls yksx ruko ls fuiVrs gSaA muesa ls dqN bl 
izdkj gSaA 
 

1- izk—frd ifjn`'; esa pgydneh djuk 
2- 'kkjhfjd xfrfof/k djuk tSls rSjuk] vkfnA 
3- xgjh lkal ysus dk vH;kl djuk 
4- /;ku ;k ;ksx dk vH;kl djuk 

 

n`<+rkn`<+rkn`<+rkn`<+rk Perseverance 
    

dqN djus ds fy, tkjh j[kus dh {kerk ^n`<+rk* dgykrh gS] Hkys gh ;g 
eqf'dy gksA vkb, ge blds ckjs esa jfo dh dgkuh ds ek/;e ls i<+rs 
gSaA 
    

y[kuÅ esa ,d lQy m|eh gksus ds 20 lky ckn] jfo us tkSuiqj esa 
vius xkao okil tkus dk QSlyk fd;kA vius xkao esa] mUgksaus ,d diM+s 
dh nqdku [kksyus dk QSlyk fd;kA mlus lkspk fd D;ksafd mls 'kgj esa 
bruh lQyrk feyh gS] blfy, og xkao esa Hkh blh 'kSyh ds diM+ksa ds  
lkFk gh nqdku [kksysxkA  
 

'kq#vkr esa] dqN yksx mlds LVksj ds diM+s vkt+ekus vk,] ysfdu mUgksaus 
dgk fd mUgsa ml LVkby ds diM+s ugha feys tSlk os pkgrs FksA os vf/kd 
fofo/krk vkSj pedhys jax pkgrs FksA 
 

jfo fujk'k ugha gqvkA mlus vlQyrk ls lh[kus dk QSlyk fd;kA mlus 
'kgj esa vius nksLr dks iqjkus diM+s csp fn, vkSj ,d LFkkuh; foØsrk ls 
vPNh xq.koŸkk ds diM+s [kjhnsA mluss viuh nqdku ds ckgj iksLVj Hkh 
yxk,] rkfd yksxksa dk Lokxr eglwl gksA  

fVIi.khfVIi.khfVIi.khfVIi.kh 
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jfo dh dgkuh i<+us ds ckn] vki leÖk ldrs gSa fd n`<+rk fuEufyf[kr 
rjhdksa ls cukbZ tk ldrh gSA 

 

    
fp= 4-5 % n<̀+rk dk fuekZ.k  

laxBukRedlaxBukRedlaxBukRedlaxBukRed    dkS'kydkS'kydkS'kydkS'ky    Organisational    skills    
    

laxBukRed dkS'ky fdlh ds y{;ksa dks izkIr djus ds fy, ,d le;] ÅtkZ 
vkSj lalk/kuksa dk b"Vre mi;ksx djus dh {kerk dks lanÆHkr djrs gSaA bu 
laxBukRed dkS'ky esa csgrj cuus ls ,d m|eh dks lQy gksus esa enn 
feysxhA rks] vkb, ge vius fy, bu dkS'kyksa dk ijh{k.k djsaA laxBukRed 
dkS'ky esa fuEufyf[kr 'kkfey gSaA  
 

le;le;le;le;    izca/kuizca/kuizca/kuizca/ku Time    management    
le; izca/ku fof'k"V xfrfof/k;ksa ij [kpZ fd, x, le; ds lpsr fu;a=.k 
dh ;kstuk cukus vkSj mldk ikyu djus dh izfØ;k gSA ;g ,d le; 
dk vPNh rjg ls mi;ksx djus dh {kerk gSA le; izca/ku esa fuEufyf[kr 
'kkfey gSaA 
 

1- vPNh rjg ls ;kstuk cukuk  
2- y{; fu/kkZfjr djuk 
3- le; lhek fu/kkZfjr djuk 
4- ,d Vhe esa vU; yksxksa dks egRoiw.kZ dk;Z ftEesnkfj;ka nsuk 
5- lcls egRoiw.kZ dk;ks± dk igys lapkyu  

 
    

    

    

n<̀+rk 

 

dfBu ifjfLFkfr gksus ij gkj ugha ekuuh pkfg, 

 

y{; izkIr djus ds fy, dke dj jgk gS 

 

vlQyrkvksa dk fo'ys"k.k djuk vkSj muls lh[kuk 
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y{;y{;y{;y{;    dk fu/kkZj.kdk fu/kkZj.kdk fu/kkZj.kdk fu/kkZj.k Goal    setting 

,d y{; og gS tgka ge igqapuk pkgrs gSaA ;g mÌs'; ;k ifj.kke 
gS tks ge ,d xfrfof/k ls pkgrs gSaA y{; gels dM+h esgur 
djkrk gS]    gesa og iwjk djus ds fy, izsfjr djrk gS tks ge 'kq: 
djrs gSa vkSj y{; izkIr djrs gSaA blls gesa fn'kk feyrh gS]    vkSj 
vke rkSj ij]    gesa vf/kd iz;kl djus gksrs gaSA vkids }kjk [ksys x, 
[ksy ds igys vkSj nwljs nkSj ds chp lcls cM+k varj ;g Fkk fd 
vkids ikl nwljs nkSj ds fy, ,d y{; FkkA y{; ds dkj.k gh 
vki nwljs nkSj esa dM+h esgur vkSj gksf'k;kj cu tk,axsA  
    

n{krkn{krkn{krkn{krk Efficiency    

n{krk le; dks cckZn fd, fcuk]    vPNh rjg ls lQyrkiwoZd djus 
dh {kerk gSA [ksy ds nwljs nkSj esa]    vkius viuh Vhe ds lnL;ksa 
dh {kerkvksa dk csgrj mi;ksx fd;k gksxkA vkius y{; izkIr djus 
esa l{ke gksus ds fy, viuh Vhe ds lnL;ksa ds chp dke dks 
foHkkftr fd;k gksxkA lkexzh]    vFkkZr]    Vhe ds iz;klksa]    /ku vkSj le; 
dk mi;ksx djds n{krk izkIr dh tk ldrh gSA 
    

mnkgj.k ds fy,] lek ,d fofuekZ.k O;kikj pykrh gSA tc mlus 
'kq#vkr dh rks og lc dqN djrh & fuekZ.k] ifjogu vkSj lkexzh 
dks ?kj&?kj cspukA vc tc mlds O;kikj dk foLrkj gks x;k gS] 
rks og dsoy fuekZ.k ds dk;Z dk /;ku j[krh gS rkfd ;g 
lqfuf'Pkr fd;k tk lds fd mi;ksx dh tk jgh lkexzh dh 
xq.koŸkk cuh jgsA mldh Vhe ds lnL; fuÆer mRiknksa ds ifjogu 
vkSj fcØh dk dke djrs gSaA  
 

xq.koŸkkxq.koŸkkxq.koŸkkxq.koŸkk    dkdkdkdk    izca/kuizca/kuizca/kuizca/ku Managing    quality     

,d O;kikj esa xq.koŸkk dk izca/ku djus dk vFkZ gS xzkgdksa dks 
iznku fd, tk jgs mRiknksa ;k lsokvksa ds fy, mR—"Vrk dk ,d 
ekud LFkkfir djuk vkSj mudk j[kj[kko djukA tc O;kikj m|e 
c<+us yxrk gS]    rks gj fnu mRikfnr gksus okys mRiknksa dh la[;k 
ds dkj.k xq.koŸkk cuk, j[kuk lcls egRoiw.kZ fgLlk cu tkrk gSA 
jfo dh dgkuh esa    tc mUgksaus ,d LFkkuh; foØsrk ls diM+s [kjhns]    
rc Hkh mUgksaus lLrs okys diM+s    ugha [kjhnsA mUgksaus vPNh xq.koŸkk 
ds diM+s [kjhns D;ksafd muds xzkgd muds fy, egRoiw.kZ FksA 
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fVIi.khfVIi.khfVIi.khfVIi.kh 
    

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

    

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
eSaeSaeSaeSa    dkSudkSudkSudkSu    gw¡gw¡gw¡gw¡\\\\ 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 

    

izfØ;kizfØ;kizfØ;kizfØ;k            
• bl xfrfof/k esa] ge ckdh d{kk ds lkFk vius ckjs esa ckr djrs gSaA 
dk;Zdk;Zdk;Zdk;Z    lslslsls    igysigysigysigys    
vH;kl vk;ksftr djus ls igys fnu]    izR;sd Nk= dks ,d O;fDr ds ckjs esa 
lkspuk vkSj mldk p;u djuk gksrk gS]    ftlds ckjs esa Nk= dks yxrk gS fd og 
vPNh rjg ls tkurk gSA ,d ckj Nk= ds eu esa ml O;fDr ds fy,]    ,d ,slh 
oLrq izkIr djsa tks O;fDr ds O;fDrRo dks d{kk esa izLrqr djrh gSA ;g O;fDr 
dk nqiV~Vk]    p'ek]    cSx vkfn gks ldrk gSA 
    

funsZ’kfunsZ’kfunsZ’kfunsZ’k    
1- d{kk ds e/; esa ,d dqlhZ j[ksaA 
2- izR;sd O;fDr tks oLrq yk;k gS] mlds lkFk d{kk ds lkeus vkrk gSA 
3- izR;sd O;fDr ml oLrq dk mi;ksx djsxk vkSj dqlhZ ds ihNs [kM+k gksxkA 

mUgsa nwljs O;fDr dh rjg dke djuk gksxk vkSj [kqn dks d{kk esa is'k djuk 
gksxkA mnkgj.k ds fy,] ;fn js'kek viuh ek¡ dks ml O;fDr ds :i esa 
pqurh gS tks mls lcls vPNh rjg ls tkurh gS rks og viuk nqiV~Vk 
igusxh] dqlhZ ds ihNs [kM+h gksxh vkSj js'kek dks d{kk esa is'k djsxhA os bu 
okD;ksa dk mi;ksx djsxh % ^js’kek esjh csVh gSA og l=g lky dh gSA og ,d 
[kq'kgky cPph gS*] vkfn gj O;fDr ds ikl [kqn dk ifjp; nsus gsrq nks feuV gSaA 

Lkq>ko Lkq>ko Lkq>ko Lkq>ko %%%%    vki lHkh ,d&nwljs dks tkuus ds fy, ;k=k ij tk jgs gSaA blfy,] 
#fp ds lkFk ,d&nwljs dks lquuk egRoiw.kZ gks tkrk gSA 

    

xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2    
lewglewglewglewg    vH;klvH;klvH;klvH;kl    
O;kikfjd fopkj 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k  
• bl xfrfof/k esa] ge fofHkUUk yksxksa dh leL;kvksa dks gy djus ds fy, 

O;kolkf;d fopkjksa ds lkFk lkeus vk,axsA 
funsZ’kfunsZ’kfunsZ’kfunsZ’k    
1- pkj dk lewg cuk,aA 
2- fdlh ,sls O;fDr ;k yksxksa ds ckjs esa fy[ksa vki ftUkds izfr  ljksdkj j[krs 
gSa vkSj mudh tks leL;k,a gSaA 

3- mu leL;kvksa ds lek/kku is'k djsa vkSj mUgsa fuEufyf[kr rkfydk esa fy[ksaA 
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O;fDr  
leL;k   
leL;k dks gy djus ds fy, fopkj  

    

4444----    vcvcvcvc]]]]    viusviusviusvius    xzkgdksaxzkgdksaxzkgdksaxzkgdksa    lslslsls    ckrckrckrckr    djusdjusdjusdjus    dkdkdkdk    le;le;le;le;    vkvkvkvk    x;kx;kx;kx;k    gSAgSAgSAgSA    mumumumu    yksxksayksxksayksxksayksxksa    lslslsls    ckrckrckrckr    
djsadjsadjsadjsa    ftudsftudsftudsftuds    fy,fy,fy,fy,    vkivkivkivki    lek/kkulek/kkulek/kkulek/kku    iiiissss''''kkkk    djdjdjdjrsrsrsrs    gSaAgSaAgSaAgSaA    mUgsamUgsamUgsamUgsa    cksyrscksyrscksyrscksyrs    gq,gq,gq,gq,    uhpsuhpsuhpsuhps    nhnhnhnh    xbZxbZxbZxbZ    
rkfydkrkfydkrkfydkrkfydk    HkjsaAHkjsaAHkjsaAHkjsaA    

O;fDr dk uke  
D;k vkidks ;g ijs'kkuh gS\  
D;k esjs fopkj ls vkidh leL;k dk lek/kku fd;k tk ldrk 
gS\ D;k esjs fopkj dks csgrj cukus ds fy, vkids ikl 
lqÖkko gSa\ 

 

D;k dksbZ vkSj gS tks vkidh leL;k dks gy dj jgk gS\ 
os D;k dj jgs gSa\ 

 

 
5- vius xzkgd ls feys fopkjksa dh ewy fopkj ls rqyuk djsaA ,d u, fopkj dks 
is'k djsa tks vkids xzkgd ds fy, lgk;d gksxkA 

6- vkids ikl ekStwn rkdr dks fy[ksa ftlls vkidks bl u, fopkj dks 
lQyrkiwoZd fu"ikfnr djus esa enn djsxkA mUgsa ;gka fy[ksaA esjh rkdrsa----     

xfrxfrxfrxfrfof/k 3fof/k 3fof/k 3fof/k 3                                                                                
lewglewglewglewg    vH;klvH;klvH;klvH;kl    
[kjkc phtksa esa ls ,d vPNh pht cukuk 
 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu] xfrfof/k ds fy, dqN [kjkc lkeku] vkfnA 
 

izfØ;kizfØ;kizfØ;kizfØ;k  
• bl xfrfof/k esa] ge [kjkc oLrqvksa ls mi;ksxh oLrq,a cukrs gSaA 

 

dk;Zdk;Zdk;Zdk;Z    lslslsls    igysigysigysigys 
Nk= ikap ds lewg esa dke djsaxsA izR;sd lewg dks vius ?kjksa esa dpjs ds :i 
esa iM+h gqbZ ikap oLrqvksa dks ykuk gSA 
 

;s ikap oLrq,a ,slh gksuh pkfg,] ftuls dksbZ oLrq cukbZ tk ldsA 
 

funsZ’kfunsZ’kfunsZ’kfunsZ’k    
1- vius vki dks ikap ds vius lewgksa esa foHkkftr djsaA vki ds }kjk yk, x, 

vkbVe dks cSap ij j[ksaA 
2- vk'Pk;Z dk le;! vkidks vius vkbVe dks vius cxy dh Vhe dks nsuk 

gksxkA 
3- vkidh Vhe ds ikl mi;ksxh oLrq cukus ds fy, vkids ikl vc] 15 feuV 

dk le; gSA 
    

fVIi.khfVIi.khfVIi.khfVIi.kh 
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fVIi.khfVIi.khfVIi.khfVIi.kh 4- iwjk gksus ds ckn] izR;sd Vhe dks uhps fn, x, iz'uksa ds vk/kkj ij d{kk ls 
igys fdlh oLrq dks izLrqr djus ds fy, nks feuV dk le; feysxkA vc] 
viuh ,d oLrq cukus ij Hkkoukvksa dks lQyrkiwoZd lkÖkk djsaA 
• vkidh ewy ;kstuk D;k Fkh\ 
• tc vkidh oLrqvksa dks ys tk;k x;k vkSj vkidks oLrqvksa dk ,d u;k 
lsV fn;k x;k rks vkidks dSlk yxk\ 

• vkius dk;Z dks lQyrkiwoZd dSls iwjk fd;k vkSj oLrq cukrs gSa\ 
 

xfrfof/k xfrfof/k xfrfof/k xfrfof/k 4444    
tksM+htksM+htksM+htksM+h    cuk,a cuk,a cuk,a cuk,a vkSjvkSjvkSjvkSj    lkÖkklkÖkklkÖkklkÖkk    djsadjsadjsadjsa    
,d lkFk c<+us nks! 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k  
• bl xfrfof/k esa] ge vkil esa ckr djsaxs vkSj ,d nwljs dks csgrj O;fDr cuus 

esa enn djsaxsA 
funsfunsfunsfunsZ’kZ’kZ’kZ’k    
1- d{kk esa dksbZ ,slk O;fDr [kkstsa tks vkidks vPNh rjg ls tkurk gksA 
2- vc] ,d ckr fy[ksa fd vki mUgsa vPNh rjg djrs gq, ns[krs gSaA fQj] ,d vkSj 
ckr fy[k nsa fd vkidks yxrk gS fd os csgrj dj ldrs gSaA 

3- vc] vkidh jk; ,d nwljs ds lkFk] ,d&,d djds lkÖkk djsaA 
4- xfrfof/k dks iwjk djus ds fy, vkids ikl ikap feuV gSaA 

xfrfof/k 5xfrfof/k 5xfrfof/k 5xfrfof/k 5    
lewglewglewglewg    vH;klvH;klvH;klvH;kl    
cQZ ds xsan ls yM+kbZ! 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k  
• bl xfrfof/k esa ge vius ikl ekStwn ruko ds ckjs esa ckr djrs gSa vkSj 

blls fuiVus ds fy, ,d rjhdk lh[krs gSaA 
fufufufunsZ’knsZ’knsZ’knsZ’k    
1- viuh vka[ksa can djsa vkSj viuh lkal lqurs gq, nks feuV fcrk,aA 
2- viuh vka[ksa [kksyus ds ckn] vki dkxt ds ,d VqdM+s ij ,d rukoiw.kZ Hkkouk 
dks fy[kdj j[kasA ;g vkidh d{kk] nksLrksa] ?kj ;k fdlh vkSj pht+ ds ckjs esa 
gks ldrk gSA 

3- 'khV dks lesV dj ,d xsan cuk,aA 
4- vc] ,d ldZy esa bdV~Bk djsa vkSj isij ls cuh xsanksa dks ,d nwljs ij Qsad 
nsaA tksj ls galks & et+k vk;k! 

5- vc] izR;sd O;fDr fdlh vkSj dh xsan dks mBk,xk vkSj mls d{kk esa i<+sxkA  
bl xfrfof/k esa gekjs ikjLifjd dkS'ky dk iz;ksx djsa! 
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xfrfof/k xfrfof/k xfrfof/k xfrfof/k 6666    
lewg vH;kl    
Tks,,e    &&&&    tLV , feuV 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 
izfØ;kizfØ;kizfØ;kizfØ;k  
bl xfrfof/k esa] ge ns[krs gSa fd ^tLV , feuV* esa ge fdruk iwjk dj ldrs gSa! 
funsZ’kfunsZ’kfunsZ’kfunsZ’k    
1- igys jkmaM ds fy,] ,d isu vkSj isij ysa] vkSj ikap ds lewg cuk,aA 
2- mu phtksa dh ,d lwph rS;kj djsa] tks ;k rks yky ;k uhys jax dh gSaA 
bl Vhe xfrfof/k ds fy, vkids ikl ,d feuV gSA 

3- igys jkmaM esa vkids lkFk vkus okyh oLrqvksa dh la[;k dh x.kuk djsaA 
4- nwljs nkSj ds fy,] viuh Vhe ds dkxt ij ,d y{; fy[ksaA lqfuf'Pkr 
djsa fd ;g la[;k igys nkSj dh rqyuk esa vf/kd gSA mnkgj.k] ;fn vkius 
jkmaM 1 esa ,d Vhe ds :i esa 10 vkbVe fy[ks Fks] rks jkmaM 2 ds fy, 
15 vkbVe dk y{; fu/kkZfjr djus dk iz;kl djsaA 

5- vc] ,d feuV esa] ihys ;k xqykch jax dh phtsa fy[ksaA 'kq: djsa! 
6- jkmaM 1 vkSj jkmaM 2 esa D;k varj Fkk\ 
7- D;k vki nwljs jkmaM esa vf/kd gkfly djus esa l{ke Fks\ ;fn gka] rks D;ksa\ 

xfrfof/k xfrfof/k xfrfof/k xfrfof/k 7777    
esjk m|e'khy joS;k 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
uksVcqd] isu vkfn 
 

izfØ;kizfØ;kizfØ;kizfØ;k  
• ;gka] Nk= vkSj O;fDr dk nksLr m|eh xq.kksa ds fy, jsÇVx ij ,d 

xfrfof/k djsxkA 
 

funsZ’kfunsZ’kfunsZ’kfunsZ’k    
1- fuEufyf[kr ekinaMksa ij vius vki dks jsV djsa ¼1- lcls de] 5 - lcls 

vf/kd½A 
• ikjLifjd dkS'ky 
• igy djuk 
• fu.kZ; ysuk 
• dM+h esgur 
• le; izca/ku 
2- vc] vius nksLr ds lkFk] tks vkidks vPNh rjg ls tkurk gS] xfrfof/k 

djsaA vius fe= ls dgsa fd og vkidks mijksDr lHkh ekinaMksa ij jsV 
djsA 

    

    

 

fVIi.khfVIi.khfVIi.khfVIi.kh 
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fVIi.khfVIi.khfVIi.khfVIi.kh 3- viuk Ldksj irk yxk,aA 
• 5&11 % vkids ikl dqN m|e'khyrk joS;k gSA vkidks vius dkS'ky ij dke 

djus dh vko';drk gSA 
• 12&18 % vki vk/ks jkLrs esa gSa! vkids dqN xq.k gSa tks cgqr vPNs gSa ysfdu 

dqN ,sls Hkh gSa ftu ij vkidks dke djuk gSA 
• 19&25 % vki igys ls gh m|eh gSa! vius xq.kksa ij dke djrs jgsaA 
4- viuh jsÇVx vkSj vius nksLr dh jsÇVx i<+us ds ckn] vius f'k{kd ls bl ij 
ppkZ djsaA 

    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

dddd----        fLFkfr;ksafLFkfr;ksafLFkfr;ksafLFkfr;ksa    dksdksdksdks    mlmlmlml    izdkjizdkjizdkjizdkj    dsdsdsds    n`f"Vdks.kn`f"Vdks.kn`f"Vdks.kn`f"Vdks.k    lslslsls    feyk,afeyk,afeyk,afeyk,a    tkstkstkstks    ,d,d,d,d    m|ehm|ehm|ehm|eh    esa esa esa esa nnnnssss[k[k[k[kss ss    ttttkkkk    
ldrs ldrs ldrs ldrs gSgSgSgSaa aaAAAA    
ifjfLFkfrifjfLFkfrifjfLFkfrifjfLFkfr    joS;kjoS;kjoS;kjoS;k    
¼d½ vkfej 15 lky ls ,d m|eh gSaA muds O;kikj dh ,d 
laL—fr gS] tgka muds lkFk dke djus okys yksx vius dke 
ij izfrfØ;k nsus vkSj O;kikj ds fy, u, fopkjksa dks lkÖkk 
djus ds fy, Lora= gSaA 

(i) fu.kkZ;drk 

¼[k½ ‘kuk;k ,d feBkbZ dh nqdku 'kq: djuk pkgrh gSA 
vius {ks= ds dqN yksxksa ls ckr djus ds ckn] mls irk 
pyk fd dksbZ Hkh LokLF;o/kZd feBkbZ ugha csprk gSA og 
fcuk ryh gqbZ feBkbZ cukus dk QSlyk djrh gSA 

(ii) igy 
djuk 

¼x½ ekyfodk dk ,d iqLrd foØ; O;kikj gSA ,d fnu] 
mldh fdrkcksa dh ,d [ksi xqe gks tkrh gSA blls mlds 
xzkgdksa ds fy, cgqr lkjh leL;k,a iSnk gks tkrh gSA og 
muls ekQh ekaxrh gS vkSj vxys fnu rd ,d u;k f'kiesaV 
izkIr djus ds fy, nks fnuksa rd dM+h esgur djrh gSA 

(iii) ikjLifjd 
dkS'ky 

¼?k½ vpZuk vius xkao esa ,d pkSchl ?kaVs esfMdy 'kkWi 'kq: 
djuk pkgrh gSA 
gkykafd] og nokvksa ds ckjs esa dqN ugha tkurh gS vkSj mls 
cspus ds dkS'ky ds ckjs esa lansg gSA 
dqN yksxksa ls ckr djus ds ckn] mls irk pyrk gS fd ;g 
fdruk egRoiw.kZ gSA var esa] og ,d QkekZflLV ds lkFk ,d 
esfMdy LVksj LFkkfir djus ds fy, dke djrh gSA 

(iv) n`<+rk 

 

[k[k[k[k----    laf{kIr mŸkj okyslaf{kIr mŸkj okyslaf{kIr mŸkj okyslaf{kIr mŸkj okys    iz'uiz'uiz'uiz'u    
1- viuh m|e'khyrk fjiksVZ ysus ds ckn] vki tkurs gSa fd vki fdu ckrksa esa 

vPNs gSa vkSj fdl ij lq/kkj fd;k tk ldrk gSA 
vkidks D;k yxrk gS fd vki dSls lq/kkj dj ldrs gSa\ rhu pj.k fyf[k, 
tks vki mBk,axsA  

 



     
                 
ifjp;ifjp;ifjp;ifjp;    

bl nkSj esa ge tyok;q ifjorZu vkSj i;kZoj.kh; fxjkoV ds dkj.k 
vizR;kf'kr ekSle dh fLFkfr dk lkeuk dj jgs gSaA fo'o Lrj ij lalk/kuksa 
dh deh] tSls gok] ikuh vkSj feV~Vh ds ek/;e ls i;kZoj.k dh fxjkoV gks 
jgh gSA pkgs ge fdlh dkj[kkus esa ;k {ks= esa dke djrs gSa] gesa mu 
dkjdksa vkSj iz.kkfy;ksa ds ckjs esa irk gksuk pkfg, tks i;kZoj.k ds fy, 
gkfudkjd gks ldrs gSaA gesa mu izFkkvksa dks viukuk pkfg, tks i;kZoj.k 
ds vuqdwy gSa vkSj mu izfØ;kvksa dk mi;ksx djus ls cpuk gS tks gekjs 
ifjos'k dks uqdlku igqapk,axhA mnkgj.k ds fy,] vf/kdka'k 'kgjksa esa iznw"k.k 
,d cM+h leL;k gSA ge c<+rs iznw"k.k ds Lrj dh tkap rHkh dj ldrs gSa 
tc ge bls fu;af=r djus vkSj bls de djus ds fofHkUUk rjhdksa ls 
voxr gksaA ge vius ?kjksa ds ikl isM+ yxk ldrs gSa] vkSj ifjogu ds ,d 
bdks&ÝsaMyh eksM dk mi;ksx dj ldrs gSa] tSls fd lkbfdy] bysfDVªd dkj 
vkfnA ge dbZ rjg ls vius i;kZoj.k dk /;ku j[k ldrs gSaA mnkgj.k 
ds fy,] gesa vius nkarksa dks cz'k djrs le; uy dks [kqyk ugha NksM+uk 
pkfg,] ikS/kksa dks ikuh nsus ds fy, gekjh cksryksa esa cps gq, ikuh dk 
mi;ksx djuk pkfg,] IykfLVd dh FkSfy;ksa ds ctk; diM+s ds FkSyksa dk 
mi;ksx djuk pkfg,] i;kZoj.k ds vuqdwy mRikn [kjhnuk pkfg, vkSj 
dkxt dk mi;ksx de djuk pkfg,A  
lQkbZlQkbZlQkbZlQkbZ    vkSjvkSjvkSjvkSj    /kqykbZ/kqykbZ/kqykbZ/kqykbZ    dsdsdsds    fy,fy,fy,fy,    xSjxSjxSjxSj    fo"kSysfo"kSysfo"kSysfo"kSys    vkSjvkSjvkSjvkSj    izkizkizkizk————frdfrdfrdfrd    mRiknksamRiknksamRiknksamRiknksa    dkdkdkdk    mimimimi;ksx;ksx;ksx;ksx    
djukdjukdjukdjuk 
fujarj lzksr ls izkIr ?kVdksa vkSj izk—frd rsyksa ds lkFk lQkbZ djus okys 
mRikn] tks fd ck;ksfMxzsMscy gSa vkSj i;kZoj.k ds vuqdwy iSdsÇtx esa 
miyC/k gSa] i;kZoj.k ds fy, vuqdwy gksrs gSaA  

    
    

    
    
    
    
    
    
    
    
    

    

bb bb d
kb
Z

d
kb
Z

d
kb
Z

d
kb
Z  

5 

gfjr dkS’kygfjr dkS’kygfjr dkS’kygfjr dkS’ky 



                                      jkjkjkjkstxkj dkS’ky & d{kk 12stxkj dkS’ky & d{kk 12stxkj dkS’ky & d{kk 12stxkj dkS’ky & d{kk 12    
112 

    
    
    
    
    
    
    
    
    

    

ok;qok;qok;qok;q    'kks/ku'kks/ku'kks/ku'kks/ku    dsdsdsds    fy,fy,fy,fy,    ?kj?kj?kj?kj    vkSjvkSjvkSjvkSj    vvvvU;U;U;U;    LFkkuksaLFkkuksaLFkkuksaLFkkuksa    ijijijij    ikS/kksaikS/kksaikS/kksaikS/kksa    dkdkdkdk    mi;ksxmi;ksxmi;ksxmi;ksx    
djukdjukdjukdjuk 
,jsdk ike vkSj jcj tSls ikS/ks gok ls gkfudkjd iznw"kdksa dks 
vo'kksf"kr djrs gSaA 

l= 1 % gfjr dk;Z ¼xzhu tkWCl½l= 1 % gfjr dk;Z ¼xzhu tkWCl½l= 1 % gfjr dk;Z ¼xzhu tkWCl½l= 1 % gfjr dk;Z ¼xzhu tkWCl½            
xzhu tkWCl dks izksRlkfgr djus ds fy, ge i;kZoj.k esa ;ksxnku 
dj ldrs gSaA xzhu tkWc i;kZoj.k dh j{kk vkSj mls cgky 
djus esa enn djrh gSaA xzhu tkWc fdlh Hkh {ks= ;k m|ksx 
¼baMLVªh½ esa gks ldrs gSa & ikjaifjd lsDVj] tSls eSU;qQSDpÇjx 
vkSj daLVªD'ku vkSj u, lsDVj tSls uohdj.kh; ÅtkZA  
 

xzhu tkWc dks mRiknu vkSj [kir ds i;kZoj.kh; :i ls mfpr 
cnyko ykus vkSj budk j[kj[kko djus esa enn djus okys dk;Z 
ds :i esa ifjHkkf"kr fd;k tkrk gSA ;s lHkh {ks=ksa esa gks ldrs gaS 
& ÅtkZ] lkexzh] ty laj{k.k] vif'k"V izca/ku vkSj iznw"k.k 
fu;a=.kA  
 

la;qDr jk"Vª i;kZoj.k dk;ZØe ¼;w,ubZih½ ds vuqlkj] —f"k] 
iz'kklfud] vuqla/kku vkSj fodkl] fofuekZ.k vkSj lsok xfrfof/k;ksa 
dks gfjr dk;Z ;k xzhu dkWyj tkWc dgrs gSa tks i;kZoj.k laca/kh 
xq.koŸkk dks lajf{kr djus ;k cgky djus esa egRoiw.kZ ;ksxnku 
nsrh gSaA ^Ik;kZoj.k laca/kh xq.koŸkk* i;kZoj.k ds xq.kksa vkSj fo'ks"krkvksa 
dk ,d lewg gS] tks lkekU;h—r ;k LFkkuh; gks ldrs gSa] D;ksafd 
buesa ekuo vkSj vU; thoksa ij cy fn;k tkrk gSA 
  

xzhu dkWyj dkfeZd os gksrs gaS tks vFkZO;oLFkk ds i;kZoj.k laca/kh 
{ks=ksa esa dk;Zjr gksrk gSA xzhu dkWyj dkfeZdksa esa is'ksoj 'kkfey 
gSa] tSls fd xzhu fcÇYMx vkÆdVsDV] i;kZoj.k lykgdkj] vif'k"V 
izca/kd ;k jhlkbÇDyx izca/kd] i;kZoj.k ;k tSfod flLVe 
bathfu;j] ySaMLdsi vkÆdVsDV] lkSj vkSj iou ÅtkZ bathfu;j 
vkSj baLVkWyj] xzhu okgu bathfu;j] tSfod fdlku] i;kZoj.k 
leFkZd vkSj O;kikj dehZ] gfjr lsokvksa ;k mRiknksa ds lkFk dke 
djus okys O;fDrA xzhu dkfeZdksa esa bysDVªhf'k;u 'kkfey gSa] tks 
lkSj iSuy LFkkfir djrs gSa] Iyacj] tks lkSj okWVj ghVj yxkrs gSa] 
blesa fuekZ.k Jfed gks ldrs gSa tks iou ÅtkZ QkeZ dh LFkkiuk 
esa 'kkfey gksrs gSa] ÅtkZ&n{k gfjr Hkouksa dk fuekZ.k djus okys 
Jfed] rduhf'k;u gksrs gSa] vkSj LoPN vkSj uohdj.kh; ÅtkZ 
fodkl ds fy, dke djus okys dkfeZd Hkh gksrs gSaA    
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m|e Lrj ij] xzhu tkWCl ds tfj, lkeku dk mRiknu fd;k tk ldrk gS 
;k i;kZoj.k dks ykHk igqapkus okyh lsok,a iznku dj ldrh gSa] mnkgj.k ds 
fy,] gfjr Hkou ;k LoPN ifjoguA gkykafd] ;s xzhu vkmViqV ¼mRikn vkSj 
lsok,a½ ges'kk xzhu mRiknu izfØ;kvksa vkSj izkS|ksfxfd;ksa ij vk/kkfjr ugha gksrs 
gSaA blfy,] i;kZoj.k ds vuqdwy izfØ;kvksa esa muds ;ksxnku ls xzhu tkWCl 
dks Hkh izfrf"Br fd;k tk ldrk gSA mnkgj.k ds fy,] gfjr dk;ksZa ls ikuh 
dh [kir dks de fd;k tk ldrk gS ;k buls iqupZØ.k iz.kkyh esa lq/kkj 
yk, tk ldrs gSaA Hkkjr us fofHkUUk {ks=ksa esa fLFkjrk] uohdj.kh; ÅtkZ vkSj 
ÅtkZ n{krk lqfuf'Pkr djus ds fy, dbZ mik; viuk, gSa] mnkgj.k ds 
fy,] eksVj okgu {ks= esa okguksa ls dkcZu MkbvkWDlkbM mRltZu njksa dks 
de djus ds fy, iz;kl fd, tk jgs gSa] fctyh {ks= esa fctyh mRiknu 
ds fy, ÅtkZ lzksr ds :i esa xSj&thok'e bZa/ku ¼lkSj] ty vkSj ok;q½ ds 
mi;ksx dks c<+kok nsus vkSj fuekZ.k {ks= esa gfjr Hkouksa dh vo/kkj.kk ds 
ek/;e ls ÅtkZ n{k izkS|ksfxfd;ksa dks l{ke cukus ds dk;Z Hkh tkjh gSaA 
 

Lkjdkj] futh daifu;ksa ds lkFk feydj ÅtkZ tkx:drk c<+k jgh gS] 
miHkksDrk O;ogkj esa cnyko yk, tk jgs gSa] ÅtkZ dksM fu/kkZfjr fd, tk jgs 
gSa] vkSj ÅtkZ n{krk fMtkbu vkSj izkS|ksfxfd;ksa dk fodkl gks jgk gSA lrr 
fodkl ls tqM+s dq'ky dkfeZdksa ls tqM+s eqÌksa dks lacksf/kr djus ds fy,] 
dkS'ky fodkl vkSj m|ferk ea=ky; us ^xzhu tkWCl dkS'ky ifj"kn* dh 
LFkkiuk dh gSA ;g uohdj.kh; ÅtkZ] lrr fodkl vkSj vif'k"V izca/ku ds 
{ks= esa yksxksa dh fodkl'khy {kerkvksa dh fn'kk esa dke dj jgh gSA 
 

Xkzhu tkWc dkS'ky vkSj 'kSf{kd i`"BHkwfe dh O;kolkf;d izksQkby dh ,d 
Ja[kyk ij ekStwn gSa] tks iwjh rjg ls u, izdkj dh ukSdfj;ka ¼tkWCl½ gSa] 
ysfdu buesa ls vf/kdka'k ikjaifjd O;olk;ksa vkSj is’kksa ij fuÆer gksrh gSaA 
 
ljdkj vius ^esd bu bafM;k* vfHk;ku ds rgr gfjr vFkZO;oLFkk iznku 
djus vkSj i;kZoj.k ds vuqdwy jkstxkj ds volj iSnk djus ds mÌs'; ls] 
iquxZfBr fodkl dk;Zuhfr;ksa ds Hkkx ds :i esa xzhu tkWCl ds fy, izksRlkgu 
Hkh iznku dj jgh gSA ^esd bu bafM;k* dks fuos'k dh lqfo/kk] rsth ls 
uokpkj lqfuf'Pkr djus] dkS'ky fodkl dks c<+kus] ckSf)d laink dh j{kk 
djus vkSj oxZ fuekZ.k lajpukvksa esa loZJs"B fuekZ.k ds fy, cuk;k x;k gSA  

fVIi.khfVIi.khfVIi.khfVIi.kh    
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Hkkjr dh igyh vk/kqfud egkuxjh; jsy 
ifjogu iz.kkyh] fnYyh esVªks] us u dsoy 
fnYyh esa ;kf=;ksa dks izfr fnu vkus okys 
le; dh cpr djus esa enn dh gS] 
cfYd ;g ÅtkZ n{krk esa lq/kkj ds fy, 
90]000 LoSfPNd dkcZu ØsfMV gkfly 
djus okyh igyh jsy vk/kkfjr i)fr Hkh 
cu xbZ gSA blus u dsoy bathfu;j] 
Mªkboj] LVs'ku vVsaMsaV] flXuy LVkQ] 
fVdÇVx] fuekZ.k vkSj j[kj[kko Jkfedksa ds 
fy, ukSdfj;ksa dk lt̀u fd;k gS] cfYd 
ekStwnk O;kikjksa dks gfjr cukdj vPNs 
ifj.kke fn, gSa vkSj u, is'ks Hkh cuk, gSaA 

 

 

 

 

gfjr dk;Zgfjr dk;Zgfjr dk;Zgfjr dk;Z    green    jobs    dsdsdsds    ykHkykHkykHkykHk 

vFkZO;oLFkk ds gfjr dk;Z ¼xzhu tkWCl½ u, O;kikjksa dks 
'kq: djus] u, cktkjksa dks fodflr djus vkSj de ÅtkZ 
ykxr dk ,d cM+k volj izLrqr djrs gaSA i;kZoj.k dh 
j{kk vkSj dkcZu QqVÇizV dks de djus esa ;ksxnku nsus 
okyh xzhu tkWCl bDdhloha lnh dh ,d egRoiw.kZ vkÆFkd 
lapkyd cu jgh gSaA xzhu tkWCl dh enn ls ;s dk;Z fd, 
tkrs gSa % 
• ÅtkZ vkSj dPps eky dh n{krk esa o`f)A 
• xzhugkml xSl mRltZu dks de djukA 
• vif'k"V vkSj iznw"k.k ij fu;a=.kA 
• ikfjfLFkfrd ra= dh j{kk vkSj iquLFkkZiukA 
• tyok;q ifjorZu ds izHkkoksa dk leFkZu vuqdwyuA 

————f"kf"kf"kf"k    esaesaesaesa    gfjr dk;Z gfjr dk;Z gfjr dk;Z gfjr dk;Z Green    jobs    in    agriculture     

tSfod ckxokuh vkSj [ksrh ,d ,slh izfØ;k gS ftlds 
}kjk ge i;kZoj.k ds vuqdwy rjhds ls ikS/kksa vkSj Qlyksa 
dks mxk ldrs gSaA blls fo"kkDr viokg dks jksdk tkrk 
gS D;ksafd fdlh Hkh ÇlFksfVd dhVuk'kdksa dk mi;ksx ugha 
fd;k tkrk gSA ;g ty iznw"k.k vkSj feV~Vh ds iznw"k.k 
dks jksdrk gS D;ksafd feV~Vh esa dksbZ jlk;u ugha feyk;k 
tkrk gSA ckxokuh ds tSfod rjhdksa dk mi;ksx djds 
dhV] if{k;ksa] thoksa vkSj vU; ykHkdkjh feV~Vh thoksa dh 
e`R;q dks jksdk tk ldrk gSA tSfod Qy vkSj lfCt;ka 
ÇlFksfVd moZjdksa ds jklk;fud vo'ks"kksa ls eqDr gksrs gSa] 
vkSj blfy,] gekjs LokLF; ds fy, vPNs gSaA 

—f"k esa tksf[ke dks de djus vkSj NksVs vkSj lhekar 
fdlkuksa dh vkthfodk dks etcwr djus ds fy, fdlkuksa 
dh lgdkjh lfefr;ka lcls izHkkoh rjhdksa esa ls ,d gSaA 
bl izfØ;k esa fdlkuksa dks xzke Lrj ¼fdlku fgr lewg 
;k ,QvkbZth dgk tkrk gS½ esa 15&20 lnL;ksa ds lewg esa 
fdlkuksa dks tqVkuk vkSj ,d mfpr la?kVu Çcnq] vFkkZr 
fdlku mRiknd laxBuksa ¼,Qihvks½ ds fy, vius la?kksa 
dk fuekZ.k djuk 'kkfey gSA ,Qihvks eq[; :i ls NksVs 
;k lhekar fdlkuksa ls ;qDr lnL;rk okys fdlku lewg 
gSaA 
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—f"k {ks= esa dqN xzhu tkWc tSfod [ksrh] ,dh—r dhV izca/ku] —f"k 
e'khuhdj.k vkSj —f"k i;ZVu ds {ks=ksa esa gSaA ljdkj }kjk LFkkfir —
f"k foKku dsanz ¼dsohds½ dk mi;ksx —f"k izlkj] laxzg] HkaMkj.k vkSj 
iqu% mi;ksx ds fy, LFkkuh; ;qokvksa vkSj fdlkuksa dks izf'k{k.k ds 
izlkj] izf'k{k.k tkx:drk tSlh lgk;rk xfrfof/k;ksa dks iznku djus 
ds fy, fd;k tk ldrk gSA 

ifjoguifjoguifjoguifjogu    esaesaesaesa    xzhuxzhuxzhuxzhu    tkWc tkWc tkWc tkWc Green    jobs    in    transportation     

ÅtkZ&n{k okguksa vkSj oSdfYid izk—frd xSl ¼lh,uth½ tSls 
oSdfYid bZa/ku dk mi;ksx xzhugkml xSl mRltZu dks de djus esa 
enn fey ldrh gSA Hkkjr ljdkj }kjk 10 vxLr 2018 dks ?kksf"kr 
ubZ tSo bZa/ku uhfr eas ck;ksekl ds oÆ/kr mi;ksx ds fy, igy ij 
/;ku dsafnzr fd;k x;k rkfd LVkpZ vkSj phuh vk/kkfjr QhMLVkWd ds 
ek/;e ls bFksukWy dh miyC/krk esa lq/kkj gks] bFksukWy izkS|ksfxfd;ksa 
dk fodkl gks vkSj lfEeJ.k ds fy, ck;ksMhty ds mRiknu esa o`f) 
dh tk ldsA tSo lkexzh ls izR;{k ;k vizR;{k :i ls ck;ksQsu] 
ck;ks&esFkukWy] vkfn lfgr mRikfnr tSo bZa/ku ls xzhu tkWc mRiUUk 
dj ldrs gSaA 

ÅtkZ ea=ky; ds rgr ,uthZ ,fQf'k,alh lÆolst fyfeVsM 
¼bZbZ,l,y½ us ,d ^bysfDVªd okgu dk;ZØe* ‘kq: fd;k gS] ftldk 
mÌs'; Hkkjr esa fo?kVudkjh izkS|ksfxdh dks viukus dh lqfo/kk ds 
fy, ,d O;kid lek/kku dh is'kd'k djuk gSA bZbZ,l,y ns'k esa 
bZ&eksfcfyVh dks c<+kok nsus ds fy, rS;kj dh xbZ bysfDVªd okgu 
ds fy, cktkj rS;kj djuk pkgrk gSA ;s lM+d] jsy] leqnz vkSj ok;q 
vk/kkfjr okgu gSa tks bysfDVªd Mªkbo dk mi;ksx djrs gSa vkSj bZa/ku 
lsy bysfDVªd okgu ds ekeys esa ckgjh lzksr] ;k gkbMªkstu ls 
bysfDVªd pktZ ysrs gSaA dqN bysfDVªd okgu izkS|ksfxfd;ksa dks thok'e 
bZa/ku batu ¼mnkgj.k ds fy,] Iyx&bu gkbfczM bysfDVªd okgu] ;k 
ih,pbZoh½ ds lkFk gkbfczM cuk;k tkrk gS] tcfd dqN vU; dsoy 
,d cSVjh ¼cSVjh bysfDVªd okgu½ ds ek/;e ls fctyh dk mi;ksx 
djrs gSaA vkarfjd ngu batu ds fodYi ds :i esa bysfDVªd Mªkbo 
ds m˜o ls eksVj okgu cktkj esa u, izos'kdksa ds fy, volj [kqys 
gSaA bZ&fjD'kk ds lapkyu vkSj j[kj[kko esa m|fe;ksa ds dkS'ky 
izf'k{k.k ls ifjogu {ks= esa vkSj vf/kd jkstxkj fey ldrs gSaA 
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gfjrgfjrgfjrgfjr    llllekpkjekpkjekpkjekpkj Green    

news     

Hkkjr mu dqN ns'kksa esa ls 
,d gS tgka gky ds o"kks± 
esa ou vkSj o`{kksa ds 
vkoj.k esa o`f) gqbZ gSA 
ns'k dk HkkSxksfyd {ks=Qy 
dqy ou vkSj o`{kksa dk 
dsoy 24 izfr'kr gSA    

 

    

tytytyty    laj{k.klaj{k.klaj{k.klaj{k.k    esaesaesaesa    xzhu tkWcxzhu tkWcxzhu tkWcxzhu tkWc    Green    jobs    in    water    
conservation     

ty lap;u vkSj laj{k.k esa vusd xzhu tkWc miyC/k gSaA :QVkWi 
o"kkZ ty lap;u dh ml izfØ;k dks lanÆHkr djrk gS tgka o"kkZ 
ty ckn esa mi;ksx fd, tkus okys VSadksa esa ,d= fd;k tkrk 
gSA bls lHkh ?kjksa vkSj bekjrksa esa LFkkfir fd;k tk ldrk gSA 
;g Hkwfexr ikuh ds Lrj dks c<+kus esa Hkh enn dj ldrk gSA 
fctyh ls pyus okys iaiksa ds ctk; lkbfdy pykus okys ikuh 
ds iaiksa dk mi;ksx fd;k tk jgk gSA ;s fctyh dk miHkksx ugha 
djrs gSa vkSj yksxksa dks O;k;ke djus dk ,d rjhdk iznku djrs gSaA 

—f"k {ks= esa dqN lkekU; xzhu tkWCl ty xq.koŸkk ijh{k.k] ty 
laj{k.k] ty izca/ku vkfn ls lacaf/kr gSaA 
 

fMªi ÇlpkbZ ds fy, ckal ds pSuyksa dk mi;ksx djuk Hkwfe dks 
Çlfpr djus dk ,d i;kZoj.k&vuqdwy rjhdk gSA blesa fcuk 
fdlh viO;; ds dq'kyrkiwoZd ikuh dk mi;ksx fd;k tkrk gSA 
;g fuekZ.k djus ds fy, lLrk gS] vkSj 2&3 lky ds ckn tc 
ckal lM+ tkrk gS] rks bls [kkn ds :i esa feV~Vh esa Mkyk tk 
ldrk gSA 

lkSjlkSjlkSjlkSj    vkSjvkSjvkSjvkSj    iouiouiouiou    ÅtkZÅtkZÅtkZÅtkZ    esaesaesaesa    gfjrgfjrgfjrgfjr    dk;Zdk;Zdk;Zdk;Z    Green    jobs    in    solar    and    

wind    energy     

lkSj vkSj iou ÅtkZ la;a= LoPN ÅtkZ iznku djrs gSaA ,d lkSj 
QksVksoksfYVd baLVkWyj ?kjksa] O;kikj LFkyksa ;k Hkwfe esa lkSj iSuy 
LFkkfir djrk gS vkSj vuqj{k.k djrk gSA ,d lksyj ykbÇVx 
rduhf'k;u fofHkUUk izdkj ds lksyj QksVksoksfYVd gkse ykbÇVx 
flLVe vkSj LVªhV ykbV~l dks vlsacy] VsLV vkSj fjis;j djrk gSA 
bl {ks= esa dqN lkekU; ukSdfj;ka gSa :QVkWi] lkSj iSuy LFkkiuk 
rduhf'k;u vkSj {ks= rduhf'k;uA 

bdks&VwfjTebdks&VwfjTebdks&VwfjTebdks&VwfjTe    esaesaesaesa    gfjr gfjr gfjr gfjr dk;Zdk;Zdk;Zdk;Z    Green    jobs    in    eco-tourism     

bdks&VwfjTe dk mÌs'; vfrfFk;ksa dks lalk/kuksa ds laj{k.k] dpjs dks 
de djus] izk—frd i;kZoj.k dks c<+kus vkSj iznw"k.k dks de djus 
ds egRo dks leÖkus ds fy, ,d vuqHko iznku djuk gSA ;g 
lkoZtfud Nfo dks csgrj cukus esa enn djrk gS D;ksafd vfrfFk 
i;kZoj.k ds vuqdwy LFkku ij gksus ds ckjs esa vPNk eglwl djrs 
gSaA bdks VwfjTe esa gfjr dk;ksZa esa bdks Vwj xkbM vkSj bdks 
VwfjTe vkWijsVj 'kkfey gSaA 
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HkouHkouHkouHkou    vkSjvkSjvkSjvkSj    fuekZ.kfuekZ.kfuekZ.kfuekZ.k    esaesaesaesa    gfjrgfjrgfjrgfjr    dk;Zdk;Zdk;Zdk;Z    Green    jobs    in    building    and    
construction     
edku vkSj Hkou i;kZoj.k ds vuqdwy gksrs tk jgs gSaA buesa fVdkÅ 
fuekZ.k lkexzh dk mi;ksx djrs gSa] vkSj i;kZoj.k ds vuqdwy fuekZ.k 
izfØ;kvksa vkSj gfjr lapkyu dk ikyu djrs gSaA xzhu fcÇYMx fMtkbu esa 
uohdj.kh; vkSj xSj&uohdj.kh; lalk/kuksa ds mi;ksx ds fy, ,d ,dh—r 
n`f"Vdks.k iznku fd;k tkrk gSA ;g egRoiw.kZ gS fd mfpr izf'k{k.k lfgr 
dkS'ky eqÌksa dks lacksf/kr djus ds fy, Hkfo"; ds xzhu fcÇYMx dk;ZØe 
cuk, tk,a vkSj ifj;kstuk,a dk;Zuhfr;ksa ds lkFk LFkkfir dh tk,aA gfjr 
Hkouksa ds fodkl dks c<+kok nsus ds fy, dkS'ky fodkl dh dk;Zuhfrd 
Hkwfedk gSA ;g vko';d gS fd mi;qDr dkS'ky ls ;qDr i;kZIr Jfed gksa 
rkfd ;g lqfuf'Pkr fd;k tk lds fd xzhu fcÇYMx dks cM+s iSekus ij 
fodflr fd;k x;k gSA bl {ks= esa xzhu tkWCl ds fy, {ks=ksa esa fuekZ.k] 
ifjn`';] ckxokuh] gfjr ?kVdksa dk j[kj[kko] ty izca/ku vkfn 'kkfey gSaA  
 

BkslBkslBkslBksl    vif’k”V izca/kuvif’k”V izca/kuvif’k”V izca/kuvif’k”V izca/ku    esaesaesaesa    gfjr gfjr gfjr gfjr dk;Zdk;Zdk;Zdk;Z Green    jobs    in    solid    waste    
management 
Bksl vif'k"V dks ?kjsyw bdkb;ksa] O;kikj dsanzksa] okf.kfT;d izfr"Bkuksa] m|ksxksa] 
Ñf"k] laLFkkuksa] lkoZtfud lsokvksa vkSj [kuu xfrfof/k;ksa ls mRiUUk fdlh Hkh 
Qsads x, Bksl va'k ds :i esa ifjHkkf"kr fd;k x;k gSA 
Hkkjr ljdkj ds 'kgjh fodkl ea=ky; us Bksl vif'k"V dks mRifŸk vkSj 
izdkj ds dpjs ds vk/kkj ij 14 Jsf.k;ksa esa oxhZ—r fd;k gS] vFkkZr] ?kjsyw] 
uxjikfydk] okf.kfT;d] vkS|ksfxd] laLFkkxr] dpjk] jk[k] lM+d ij lQkbZ] 
e`r i'kq] fuekZ.k vkSj bekjrh eyck] Hkkjh] [krjukd vkSj lhost vif'k"VA 
 

Bksl vif'k"V izca/ku iz.kkyh esa laxzg] vyxko] ifjogu] izlaLdj.k vkSj 
dpjs dk fuiVku 'kkfey gSA dpjk izca/ku ls lacaf/kr xzhu tkWCl bZ&dpjk 
jhlkbÇDyx] Bksl vif'k"V izca/ku] vif'k"V esa deh] vif'k"V ys[kk ijh{kk] 
vif'k"V fu;a=.k vkfn tSls {ks=ksa esa gSaA 
    

mi;qmi;qmi;qmi;qDrDrDrDr    rduhdrduhdrduhdrduhd    esaesaesaesa    gfjrgfjrgfjrgfjr    dk;Zdk;Zdk;Zdk;Z    Green    jobs    in    appropriate    
technology     
mi;qDr rduhd NksVs Lrj dh rduhd gS tks i;kZoj.k ds vuqdwy gS 
vkSj LFkkuh; vko';drkvksa ds vuqdwy gSA mi;qDr izkS|ksfxdh ds mnkgj.k 
ckbd pkfyr ;k gkFk ls pyus okys ikuh ds iai] LVªhV ykbV esa lkSj 
ySai] lkSj Hkou vkfn gSaA ;g lcls ljy rduhd gS ftlls LFkkuh; :i 
ls miyC/k lalk/kuksa ds lkFk i;kZoj.k ds vuqdwy rjhds ls dke fd;k tk 
ldrk gSA mi;qDr rduhd esa xzhu tkWCl esa ck;ksxSl mRiknu] ty 
mipkj Nkuuk] [ksr e'khuhdj.k] o"kkZ ty lap;u] LoPNrk] izdk'k] [kk| 
mRiknu] iz'khru] vkfn tSls {ks= 'kkfey gks ldrs gSaA 

    
gfjr lekpkjgfjr lekpkjgfjr lekpkjgfjr lekpkj 
Hkkjrh; m|ksx 
ifjla?k 
¼lhvkbZvkbZ½ ds 
fgLls] bafM;u xzhu 
fcÇYMx dkmafly 
¼vkbZthchlh½ dh 
LFkkiuk o"kZ 2001 
esa dh xbZ FkhA 
vkbZthchlh lsok,a 
iznku djrk gS] 
ftlesa ubZ xzhu 
fcÇYMx jsÇVx 
izksxzke] izek.ku 
lsok,a vkSj xzhu 
fcÇYMx izf'k{k.k 
dk;ZØe fodflr 
djuk 'kkfey gSA    
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fVIi.khfVIi.khfVIi.khfVIi.kh    izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
xfrfof/kxfrfof/kxfrfof/kxfrfof/k    

lewglewglewglewg    ppkZppkZppkZppkZZZ ZZ 
xzhu tkWCl  

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
isu] isafly vkfn     

izfØ;kizfØ;kizfØ;kizfØ;k 
• ,d lewg esa mifLFkr Nk=ksa dh la[;k ds vk/kkj ij lewg cuk,aA 
• izR;sd Nk= ,d xzhu tkWCl dk o.kZu djsxk tks og djuk pkgrk 

gSA muesa ls izR;sd ,d lwph cuk,xk vkSj ckdh d{kk ds lkFk 
lkÖkk djsxkA 

    

viuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsaviuh izxfr tkapsa 
dddd----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
uhps fn, x, lHkh iz'uksa dks /;ku ls i<+sa vkSj lgh fodYi pqusaA 
1- jhrk dk cPpk cgqr ckj chekj iM+rk gSA mls gj eghus lnhZ vkSj 

[kkalh gksrh gSA jhrk dks D;k djuk pkfg,\ 
¼d½ fdpu xkMZu esa tSfod Hkkstu mxk,a 
¼[k½ ,pbZih, fQYVj ds lkFk ,;j I;wjhQk;j dk mi;ksx djsa 
¼x½ mUgsa gj le; ?kj ds vanj j[ksa 
¼?k½ mlds ?kj dks xSj&ohvkslh isaV ls isaV djsa 

2- tkUgoh ds cPps cM+s gks x, gSa muds ikl cgqr lkjs diM+s gSa tks 
vc muds fy, cgqr NksVs gSaA tkUgoh dks bu iqjkus diM+ksa dk D;k 
djuk pkfg,\ 
¼d½ mUgsa dpjs ds fMCcs esa Qsad nsa 
¼[k½ mUgsa tyk nsa 
¼x½ cgqr NksVs gksus ij Hkh mudk mi;ksx djrs jgsa 
¼?k½ mUgsa nku djsa ;k muls cSx cuk,a 

[k[k[k[k----    y?kq mÙkj iz’uy?kq mÙkj iz’uy?kq mÙkj iz’uy?kq mÙkj iz’u        

fuEufyf[kr {ks=ksa esa fdlh Hkh nks gfjr dk;ksZa dk uke crkb,A 
(i) fuekZ.k 
(ii) uohdj.kh; ÅtkZ 

    

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    %%%%     
• fofHkUUk m|ksxksa vkSj {ks=ksa esa xzhu tkWCl dh igpku djukA 
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l= % gfjr dk;ksZa ¼xzhu tkWCl½ ds egRol= % gfjr dk;ksZa ¼xzhu tkWCl½ ds egRol= % gfjr dk;ksZa ¼xzhu tkWCl½ ds egRol= % gfjr dk;ksZa ¼xzhu tkWCl½ ds egRo                
vkius lh[kk gS fd ukSdfj;ksa dks rc gfjr dk;Z ;k xzhu tkWc dgk tkrk gS 
tc bu {ks=ksa esa dke djus okys yksx izfrdwy i;kZoj.k laca/kh izHkkoksa dks 
de djus esa enn djrs gSa] vkSj i;kZoj.k] vkÆFkd vkSj lkekftd :i ls 
LFkk;h m|eksa vkSj vFkZO;oLFkkvksa dks cukus esa enn djrs gSaA 

xzhugkmlxzhugkmlxzhugkmlxzhugkml    xSlxSlxSlxSl    mRltZumRltZumRltZumRltZu    gas    emissions    dksdksdksdks    lhferlhferlhferlhfer    djukdjukdjukdjuk 

xzhugkml xSlksa esa ls dqN dkcZu MkbvkWDlkbM] ehFksu] ukbVªl vkWDlkbM] 
vkstksu vkSj Dyksjks ¶yksjks dkcZu ¼lh,Qlh½ gSaA thok'e bZa/ku ds tyus] 
okguksa vkSj jsfÝtjsaV dk mi;ksx djus vkSj —f"k xfrfof/k;ksa dks iwjk djus 
vkfn ds dkj.k ;s mRlÆtr gksrs gSaA ;s xSlsa i`Foh ls fudyus okyh xehZ 
dks Vªsi dj ldrh gSa vkSj bls ckgjh LFkku esa tkus ls jksd ldrh gSaA 
;g i`Foh dks xeZ djus dk dkj.k curk gS] ftlls ^Xykscy okÉex* gksrh gSA 
xzhugkml xSlksa ds mRltZu dks de djus ds fy,] yksx de iznw"k.kdkjh 
ÅtkZ lzksrksa] tSls laihfMr izk—frd xSl ¼lh,uth½ dks [kkstdj thok'e bZa/ku 
ds mi;ksx dks de djus dh fn'kk esa dke dj jgs gSaA 

dpjsdpjsdpjsdpjs    vkSjvkSjvkSjvkSj    iznw"k.kiznw"k.kiznw"k.kiznw"k.k    dksdksdksdks    dededede    djukdjukdjukdjuk 

dpjs dks iqupZØ.k ;k iqu% mi;ksx djus ds ckjs esa lkspus ds ctk;] gesa 
bl ckr ij dke djuk pkfg, fd mRikfnr dpjs dh ek=k dks dSls de 
fd;k tk,A blls dpjk izca/ku esa enn feysxhA 

fofuekZ.k la;a=ksa vkSj dkj[kkuksa esa] izca/kd izfØ;k ds gj pj.k esa mRikfnr 
dpjs dh ek=k dks de djus ds fy, fofHkUUk rjhds [kkstus dh dksf'k'k 
djrs gSaA ;gka dqN rjhds crk, x, gSaA 
• LØSiLØSiLØSiLØSi    ;k dckM+ ;k dckM+ ;k dckM+ ;k dckM+ lkexzhlkexzhlkexzhlkexzh    dkdkdkdk    iqu%iqu%iqu%iqu%    mi;ksxmi;ksxmi;ksxmi;ksx    djukdjukdjukdjuk 

mnkgj.k ds fy,] isij feyksa esa] {kfrxzLr jksy dks mRiknu ykbu dh 
'kq#vkr esa okil Hkstk tkrk gS] vFkkZr] mUgsa dPps eky esa tksM+k tkrk 
gSA IykfLVd oLrqvksa ds fuekZ.k esa] vkWQ&dV vkSj LØSi dks u, mRiknksa 
esa fQj ls 'kkfey fd;k x;k gSA 

• xq.koŸkkxq.koŸkkxq.koŸkkxq.koŸkk    fu;a=.kfu;a=.kfu;a=.kfu;a=.k    quality    control    lqfuf'Pkrlqfuf'Pkrlqfuf'Pkrlqfuf'Pkr    djukdjukdjukdjuk 
;fn mRiknksa dh xq.koŸkk cuk, j[kh tkrh gS] rks vLoh—r gksdj ckgj 
vkus okys mRiknksa esa deh gksxh] bl izdkj] dpjs dks de djuk laHko 
gksxkA vc Lopkfyr fuxjkuh midj.k dk mi;ksx fd;k tk jgk gS] tks 
izkjafHkd voLFkk esa mRiknu leL;kvksa dh igpku djus esa enn dj 
ldrk gSA 
 

fVIi.khfVIi.khfVIi.khfVIi.kh    
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fVIi.khfVIi.khfVIi.khfVIi.kh    • vif'k"Vvif'k"Vvif'k"Vvif'k"V    fofue;fofue;fofue;fofue;    Waste    exchange     

bl txg ,d izfØ;k dk vif'k"V mRikn nwljs ds fy, dPpk eky cu 
tkrk gSA ;g iqu% mi;ksx ds ek/;e ls vif'k"V fuiVku dks de djus ds 
rjhds dk izfrfuf/kRo djrk gSA 

• bZ&dpjsbZ&dpjsbZ&dpjsbZ&dpjs    dkdkdkdk    izca/kuizca/kuizca/kuizca/ku Managing    e-waste     

geus mUUkr rduhdksa ds lkFk] iqjkus eksckby Qksu] ySiVkWi vkSj Vsyhfotu 
lsV tSls yxkrkj c<+rs bZ&dpjs ds izca/ku esa Hkh leL;kvksa dk lkeuk fd;k 
gSA bZ&dpjs ds iqupZØ.k ds fy, lrr fodkl vkSj ;kstuk dks cukuk 
egRoiw.kZ gSA 

• i;kZoj.ki;kZoj.ki;kZoj.ki;kZoj.k    dsdsdsds    vuqdwyvuqdwyvuqdwyvuqdwy    lkexzhlkexzhlkexzhlkexzh    dkdkdkdk    mi;ksxmi;ksxmi;ksxmi;ksx    Use    of    eco-friendly    material     

oSKkfudksa us fofHkUUk lkefxz;ksa dh [kkst dh gS] tks i;kZoj.k ds vuqdwy gSa] 
mnkgj.k ds fy,] dsys ds iŸks vkSj isij IysVsa vkfn tks vklkuh ls fMLikst 
dh tk ldrh gSaA bUgsa vklkuh ls miyC/k djk;k tkuk pkfg, vkSj muds 
mi;ksx dks izksRlkfgr djus dh vko';drk gSA 
 

ikfjfLFkfrdikfjfLFkfrdikfjfLFkfrdikfjfLFkfrd    ra=ra=ra=ra=    dhdhdhdh    j{kkj{kkj{kkj{kk    vkSjvkSjvkSjvkSj    iquLFkkZiuiquLFkkZiuiquLFkkZiuiquLFkkZiu    Protecting    and    restoring    ecosystems    

ikfjfLFkfrd ra= thfor vkSj xSj&thfor izkf.k;ksa dk leqnk; gS] tks ,d lkFk 
ekStwn gSa] vkSj ,d nwljs ds lkFk ckrphr vkSj leFkZu djrs gSaA ;g lgh 
larqyu gS tgka gj iztkfr cp ldrh gSA ekuoh; xfrfof/k;ka] tSls fd isM+ksa dh 
vf/kd dVkbZ ls ikfjfLFkfrdh ra= dk fouk'k gks ldrk gS] ftlls tyok;q 
ifjorZu vkSj izk—frd vkink,a gks ldrh gSa] ftlls thfor izkf.k;ksa dk thfor 
jguk eqf'dy gks tkrk gSA 
 

yksx ekStwnk ikfjfLFkfrd ra= ds laj{k.k vkSj izk—frd lek/kkuksa dk mi;ksx 
djrs gq, voØfed dks cgky djus esa enn djus ds fy, dke dj jgs gSaA 
ou vkSj ouLifr <ykuksa dks fLFkj djus esa enn djrs gSa] vkSj blfy,] HkwL[kyu 
ds tksf[ke dks de djrs gSaA vknzZHkwfe ck<+ dks fu;af=r djus esa enn dj 
ldrh gSA ouksa dks dkVus ls cpus] vf/kd ls vf/kd isM+ yxkus] e`nk LokLF; 
vkSj iquLFkkZiu esa fuos'k djus ls xzhugkml xSlksa ds mRltZu dks fu;af=r fd;k 
tk ldrk gSA 
 

tyok;qtyok;qtyok;qtyok;q    ifjorZuifjorZuifjorZuifjorZu    dsdsdsds    izHkkoksaizHkkoksaizHkkoksaizHkkoksa    dksdksdksdks    viukukviukukviukukviukuk    Adapting    to    the    effects    of    

climate    change    
igys ls gqbZ {kfr ds vk/kkj ij tyok;q esa ifjorZu gksxkA Hkys gh yksx 
xzhugkml xSlksa ds mRltZu dks fu;af=r djus dh dksf'k'k dj jgs gSa] ysfdu 
Xykscy okÉex isM+ksa dh dVkbZ vkSj —f"k ds fy, Hkwfe dk mi;ksx djus ds 
ekeys esa igys ls gh uqdlku dk dkj.k gksxh] blfy,] gesa mu ifjorZuksa ds 
vuqdwy cuuk gksxkA bldk vFkZ gS] gesa ubZ tyok;q ifjfLFkfr;ksa esa thfor jgus 
ds rjhds [kkstus gksaxsA mnkgj.k ds fy,] ;fn de ckfj'k ekSle dk iwokZuqeku 
gS] rks fdlkuksa dks ,slh Qlysa mxkus dh t+:jr gksxh tks lw[ks dh fLFkfr esa 
thfor jg ldsaA     
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Hkkjr ljdkj us tyok;q ifjorZu vkSj lacaf/kr eqÌksa ls fuiVus ds fy, 
twu 2008 esa jk"Vªh; tyok;q ifjorZu dk;Z ;kstuk ¼,u,ihlhlh½ dh 'kq#vkr 
dhA ,u,ihlhlh esa lkSj ÅtkZ ds fof'k"V {ks=ksa esa vkB fe'ku 'kkfey gSa] 
ÅtkZ n{krk] vkokl] ikuh] tyok;q ifjorZu ds fy, fgeky;h ikfjfLFkfrdh 
ra=] okfudh] —f"k vkSj dk;Zuhfrd Kku dks cuk, j[kuk] tks xzhugkml xSlksa 
ds 'keu vkSj i;kZoj.k] ou] vkokl] ty lalk/kuksa vkSj —f"k ij tyok;q 
ifjorZu ds izfrdwy izHkkoksa ds vuqdwyu ds eqÌksa dks lacksf/kr djrk gSA 

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

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

 

iksLVjiksLVjiksLVjiksLVj    cukukcukukcukukcukuk 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka     
pkVZ isij] jaxhu isafly] fp= vkfnA 

izfØ;kizfØ;kizfØ;kizfØ;k     
• ,d lewg esa ekStwn cPpksa dh la[;k ds vk/kkj ij lewg cuk,aA 
• gfjr dk;ksZa dh rLohjsa bdV~Bk djsa vkSj ,d iksLVj cuk,aA vius 

fo|ky; ds lkeus ds xsV esa ,d izn'kZuh dk vk;kstu djsaA 
    

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

o`{kkjksi.ko`{kkjksi.ko`{kkjksi.ko`{kkjksi.k    

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
cht] feV~Vh] ikuh] nLrkus] vkfnA 
 

izfØ;kizfØ;kizfØ;kizfØ;k    
• ,d ,sls {ks= dh igpku djsa tgka vki ,d ikS/kk yxk ldrs gSaA 

ml izdkj ds ikS/ks ds fy, vius f'k{kd ds lkFk leUo; djsa tks 
p;fur LFkku ij iuisA mnkgj.k ds fy,] fofHkUUk ikS/ks gSa ftUgsa de 
ikuh dh vko';drk gksrh gSA vc] ,d mi;qDr cht ;k ikS/kkjksi.k 
djsaA vki pkgsa rks bldk uke crk,aA lqfuf'Pkr djsa fd vki ikS/ks 
dks fu;fer :i ls ikuh nsa vkSj mldh ns[kHkky djsaA 

 
 

 

fVIi.khfVIi.khfVIi.khfVIi.kh    



                                      jkjkjkjkstxkj dkS’ky & d{kk 12stxkj dkS’ky & d{kk 12stxkj dkS’ky & d{kk 12stxkj dkS’ky & d{kk 12    
122 

 

    viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
dddd----    cgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'ucgq oSdfYid iz'u    
    

uhps fn, x, iz'uksa dks /;ku ls i<+sa vkSj lgh fodYi pqusaA 
1- vkidh dSaVhu esa ,d dpjk fcu gS vkSj ;g] vke rkSj ij] gj fnu 

{kerk ls vf/kd Hkj tkrk gSA vkidks D;k djuk pkfg,\ 
(i) dSaVhu izca/ku dks ,d cM+k fcu ykus ds fy, dgsa 
(ii) ,df=r dpjs dh ek=k dks de djus ds mik; lqÖkkuk pkfg, 
(iii) Q'kZ ij dpjk Qsadks vkSj vkxs pyks 
(iv) leL;k ds ckjs esa vius nksLrksa ls ckr djsa  

 

¼d½ (i), (ii), (iii) 
¼[k½ (i), (ii) 
¼x½ (i), (iii), (iv) 
¼?k½ (i), (iv) 

 

2- ,d LVhy QSDVªh esa] cgqr lkjs crZu cuk, tk jgs gSaA izca/kd dks 
dbZ [k+jkc VqdM+s feyrs gSa] ftUgsa NksM+uk iM+rk gSA O;fDr dpjs dks 
dSls de dj ldrk gS\ 

¼d½ bls dckM+h ;k LØsi Mhyj dks nsa 
¼[k½ bls ySaMfQy lkbV esa Mai djsa 
¼x½ bls mRiknu ykbu ij okil fi?kyus ds fy, Hkstsa  
¼?k½ bls cktkj esa cspsa  

    
[k[k[k[k----    y?kq mÙkj iz’uy?kq mÙkj iz’uy?kq mÙkj iz’uy?kq mÙkj iz’u    

1- dqN ,sls rjhdksa dks lwphc) djsa ftuds }kjk ge mRiUUk dpjs 
dh ek=k dks de dj ldrs gSaA 

2- xzhugkml xSlksa ds mRltZu dks de djus esa xzhu dk;ksZa ds egRo 
dks leÖkk,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    %%%%    
• gfjr dk;ksZa dh Hkwfedk vkSj egRo dh O;k[;k djsaA    

    

 



 

mÙkj dqath 
 

bdkbZ 1 % lapkj dkS’ky   
Lk= 1 % lfØ; :Ik ls lquuk 
1- ¼[k½  2- ¼d½  3- ¼x½  4- ¼?k½ 
 

Session 2 Parts of Speech 
A. Multiple choice questions 
1. (b)   2. (d)   3. (d) 
 

B. Fill in the blanks 
(a) The boy is running. 
(b) The girls are skipping. 
(c) The girl is riding. 
(d) Raju is drinking milk. 
(e) The boy is studying. 
(f) The dog is barking. 
 

Session 3 Writing Sentences 
A. Multiple choice questions 
1. (a)     2. (d)     3. (d)     4. (b) 
 

bdkbZ 2 % Lo izca/ku dkS’ky    
 

Lk= 3 % Lo&tkx:drk 
d- cgq oSdfYid iz'u 
1- ¼d½  2- ¼d½  3- ¼d½  4- ¼?k½  
 

bdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’ky 
 

Lk= 1 % LizsM'khV ds lkFk 'kq: djuk 
d- cgq oSdfYid iz'u 
1- ¼d½  2- ¼[k½  3- ¼?k½  4- ¼x½  
 

Lk= 2 % LizsM'khV esa cqfu;knh izpkyu (Basic Operations) dk izn'kZu djuk 
d- cgq oSdfYid iz'u 
1- ¼[k½  2- ¼x½     
 

Lk= 3 % MsVk vkSj QkWesZfVax VsDLV ds lkFk dk;Z djuk 
d- cgq oSdfYid iz'u 
1- ¼[k½  2- ¼d½  3- ¼?k½  4- ¼?k½  5- ¼x½  
 

Lk= 4 % LizsM'khV esa ,MokaLM QhplZ  
d- cgq oSdfYid iz'u 
1- ¼[k½  2- ¼[k½  3- ¼x½ 
 

Lk= 5 % lkW¶Vos;j izstsaVs'ku    
d- cgq oSdfYid iz'u 
1- ¼x½  2- ¼x½  3- ¼[k½ 
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Lk= 6 % izstsa+Vs'ku vksiu djuk] Dykst+ djuk] lso djuk vkSj bls fizaV djuk 
d- cgq oSdfYid iz'u 
1- ¼d½  2- ¼x½  3- ¼x½ 
 

Lk= 7 % izst+saVs'ku esa LykbM vkSj VsDLV ds lkFk dk;Z djuk    
d- cgq oSdfYid iz'u 
1- ¼x½  2- ¼x½  3- ¼d½ 
 

Lk= 8 % izstsa+Vs'ku esa ,MokaLM QhplZ   
d- cgq oSdfYid iz'u 
1- ¼?k½  2- ¼x½  3- ¼x½ 
 

bdkbZ 4 % m|e’khyrk dkS’ky      
 

Lk= 1 % m|e’khyrk vkSj m|eh  
d- cgq oSdfYid iz'u 
1- ¼[k½  2- ¼[k½  3- ¼d½ 
 

Lk= 2 % m|e’khyrk ds fy, ck/kk,a    
d- 'kCn ds vFkZ ds fy, dkWye esa fLFkfr;ksa dk feyku djsa  
d- (iii)   [k- (i)  x- (ii) 
[k- cgq oSdfYid iz'u 
1- ¼[k½  2- ¼[k½  3- ¼x½ 
 

Lk= 3 % m|e’khyrk laca/kh O;ogkj      
d- cgq oSdfYid iz'u 
1- ¼x½  2- ¼[k½  3- ¼[k½ 
 

Lk= 4 % m|e’khyrk laca/kh n{krk,a   
d- m|eh ftl rjg dk joS;k fn[kk jgk gS] mlls fLFkfr;ksa dk feyku djsa  
d- (iii)   [k- (i)  x- (iv)  ?k- (ii) 
 

bdkbZ 5 % gfjr dkS’ky     
 

Lk= 1 % gfjr dk;Z ¼xzhu tkWCl½   
d- cgq oSdfYid iz'u 
1- ¼[k½  2- ¼?k½  
 

Lk= 2 % gfjr dk;ksZa ¼xzhu tkWCl½ ds egRo 
d- cgq oSdfYid iz'u 
1- ¼[k½  2- ¼x½  
 



 

‘kCnkoyh 
 

;ksX;rk ¼Ability½ % dqN djus ds fy, 'kkjhfjd vkSj ekufld dkS'ky gSA 
lfØ; lsy ¼Active cell½ % og gS ftls pquk x;k gSA 
,ykbuesaV ¼Alignment½ % VsDLV ¼ck,a] nk,a ;k e/; lajs[k.k½ dh O;oLFkk dks lanÆHkr djrk gSA 
O;ogkj ¼Attitude½ % fdlh pht ds ckjs esa lkspus ;k eglwl djus dk ,d rjhdk gSA 
cSfj;j ¼Barrier½ % ,d leL;k] fu;e ;k fLFkfr dks lanÆHkr djrk gS tks fdlh dks dqN djus ls 
jksdrk gS] ;k dqN vlaHko cukrk gSA  

cksYM VsDLV % dk vFkZ gS ,d VsDLV dks xgjk vkSj eksVk cukukA 
iwath ¼Capital½ % ,d O;kolkf;d m|e 'kq: djus ds fy, miyC/k /ku dks lanÆHkr djrk gSA 
lsy % og LFkku gS tgka ,d jkW vkSj dkWye izfrPNsn djrs gSaA 
lsy jsat % lsy dh ,d Js.kh gS ftls pquk tkrk gSA 
dkWye % lsy dh [kM+h O;oLFkk dks lanÆHkr djrk gSA 
{kerk ¼Competence½ % dqN vPNh rjg ls djus dh {kerk dks n'kkZrk gSA 
fu.kkZ;drk ¼Decisiveness½ % lgh le; ij lgh fu.kZ; ysus dh {kerk dks lanÆHkr djrk gSA 
fMftVy izstsa+Vs'ku % ,d lkW¶Vos;j dk mi;ksx djrs gq, daI;wVj ij dh tkus okyh ,d izst+saVs'ku 
gS] ftlesa VsDLV] fp=] ohfM;ks vkSj vkWfM;ks] vkSj bls vkd"kZd cukus ds fy, dbZ vU; fo'ks"krk,a 
gSaA 
n{krk ¼Efficiency½ % miyC/k lalk/kuksa dks lgh rjhds ls vkSj lQyrkiwoZd vkSj fcuk le; cckZn 
fd, phtksa dks djus dh {kerk gSA 
izfrfØ;k ¼Feedback½ % ;g dksbZ pht fdruh vPNh ;k mi;ksxh gS ;k fdlh dk dke dSlk gS] bl 

ij ,d lykg] vkykspuk ;k tkudkjh gSA bldk mÌs'; fdlh ds dke dks csgrj cukus esa enn 
djuk gSA 
fQ+YVj % fQ+YVÇjx MsVk dks lanÆHkr djrk gS] ftldk vFkZ gS dqy lwph esa ls dqN fjdkWMZ dk 
p;u djuk vkSj iznÆ'kr djukA 
QkWesZafVax VsDLV % VsDLV ds :i] lkbt] dyj vkfn dks cnyus ds fy, lanÆHkr djrk gSA 
QkWewZyk ckj % og LFkku gS] tgka p;fur lsy esa MsVk ;k QkWewZyk Mkyk tk ldrk gSA 
y{; ¼Goal½ % og mís'; ;k y{; gS ftls gkfly djuk pkgrk gSA 
igy ¼Initiative½ % nwljksa ds lkeus fdlh fLFkfr esa dk;ZHkkj laHkkyus vkSj dk;Z djus dh {kerk gSA 
ikjLifjd ¼Interpersonal½ % nks yksxksa ds chp laca/kksa ds lkFk tqM+ko gSA 
ikjLifjd dkS'ky ¼Interpersonal skills½ % nks vkSj vf/kd yksxksa ds lkFk dke djus ds fy, 
vko';d ;ksX;rk,a gSaA 
bVSfyd VsDLV % dk vFkZ gS VsDLV dks nkbZa vksj frjNk fn[kkukA 
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ysvkmV % ,d LykbM ij VsDLV] fp=] vkdkj vkfn dh O;oLFkk gSA 
vkWijsVj % daI;wVj esa xf.krh; dk;ks± dks djus ds fy, mi;ksx fd;k tkus okyk izrhd gS] tSls 
fd tksM+ ¼$½] ?kVko ¼&½] xq.kk ¼×½ vkSj Hkkx ¼÷½ 
 

volj ¼Opportunity½ % dqN djus dk ekSdk gS] vke rkSj ij] dqN djus ds fy, lgh le; ;k 
{k.kA  
laxBukRed dkS'ky ¼Organisational skills½ % fdlh O;fDr ds y{;ksa dks izkIr djus esa l{ke gksus ds 
fy, ,d le;] ÅtkZ vkSj lalk/kuksa dk vPNh rjg ls mi;ksx djus dh {kerk gSA 
n`<+rk ¼Perseverance½ % dqN djuk tkjh j[kus dh {kerk gS] Hkys gh ;g eqf'dy gksA 
tksf[ke ¼Risk½ % ,d ,slh fLFkfr gS] ftlesa foQyrk dh laHkkouk gSA 
jks % lsy dh ,d {kSfrt O;oLFkk gSA 
MsVk dks Øec) djuk ¼Sorting data½ % vFkZ fdlh fo'ks"k Øe esa MsVk dh O;oLFkk djuk] mnkgj.k 
ds fy, o.kkZuqØe esaA 
ruko ¼Stress½ % ekufld ncko] ruko ;k Çprk dh fLFkfr dks n'kkZrk gSA 
ruko izca/ku ¼Stress management½ % blesa fdlh O;fDr ds ruko ds Lrj dks fu;af=r djus ds 
mÌs'; ls rduhdksa dks 'kkfey fd;k tkrk gS rkfd O;fDr fQj ls LoLFk vkSj ldkjkRed eglwl 
djsA 
vaMjykbu VsDLV % dk vFkZ gS VsDLV ds uhps ,d js[kk [khapukA 
m|e ¼Venture½ % ,d ubZ O;kolkf;d xfrfof/k gS] ftlesa vke rkSj ij tksf[ke 'kkfey gksrs gSaA 
jSi VsDLV % bldk vFkZ gS fd ,d lsy ds vanj VsDLV dks ,MtLV djuk rkfd ;g dkWye lkbt 
dks cnys fcuk iwjh rjg ls fn[kkbZ nsA 



 

fVIIkf.k;ka 
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