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t 	 GENERAL INFORMATION 


1. 	 Name ofthe Course 

2. 	 Total Duration of course 

3. 	 Entry Qualification 

4. 	 Age 

5. 	 Total Number of Hours 
of Course 

6. 	 Number of hours/day 

7. 	 Faculty 

8. 	 Batch size 

9. 	 Certification 

10. Fee 

11. Objective of Course 
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: 	 Short-Term/Part-Time Course in 
"Typing Skill (Hindi)" 

Three Months (150 Hours) 

Minimum Matric 


Minimum 14 years 


150 hours 


1.5-2.0 hours/day OR 8-12 hours /week 

Instructor (SSA Hindi/English) of regular classes 

Minimum 10 trainees to the maximum 20 

By Dept. of Tech. Education, Himachal Pradesh 

Rs. 600/- for Complete Course of 3 Months 

The main objective of this course is to Impart basic 
Knowledge & skill to the Trainees on "Hindi 
Typing Skill", so that they are able to either take 
test skill for seeking Employment in Govt. 
Sector/Private Sector or Start their Own Ventures. 
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SYLLABUS FOR THREE MONTHS SHORT TERM /PART-TIME COURSE ON 
"Hindi Typing Skill" 

Competency: After completion of the Course the trained person can be able to appear in any typing skill test in 
Hindi for Clerical Job/ Data Entry in Govt./Private Sector or start their own Ventures. 

Duration : 3 Months (150 Hours) 

Skill in Typing: Skill in typing dealing with Office Memorandum, D.O. Letter's, Invitation Letter, Legal Documents 
and also ski ll in drafting of letters etc. 
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