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The University crants cornrnission (ucc) 
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-+1r1 ffiffifrrernenting Iligher Education Reforrn pro.iecr (gERp
2015-2020). The UCC is seeking to appoint cornpttent, comrniited and self motivared individual for the following
position. The application form and curriculum are available at UGC Website www.ugcnepal.edu.np. Applicant
should submit the application form along with copies of certiflcates, transcripts, Nepali iitizenship, recent CV and
other related testimonials. The applicant must submit evidence of equivalence of the degree if it is earned from a
university other than Nepalese university.

Type of Service: Contract (Full 'l-ime)

Advertisement No.: 3107 517 6

Conditional application will not be entertained.'l'hc original certificates rnust be produced at the tinre of subrnission of
the application for veriflcation.

l.ast Date of Application Subrnissior-r:2076102130 at 5:00 pM
Only candidate with adequate competency and havinsexcellent conrnrunication skill in Ncpali and English necds to
apply.

UGC Office, Sanothimi Bhaktapur. ..",:::;iil{i::':;r',-mai,:- rradpurti@uqcnepar.edu.nn, &f.^X'c*,
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University Grants Com mission
Curriculum for Post of Program Assistant

(Assistant Level, I class)
Organization and Management

Examination Process Outline

Question
No and
Marks

Examination
System

"l'i'me Marks

F'ull Marks Pass Marks

l0*10 Subjective 3 llours r00 40

Course C)utline

L Project Management:
Concept, project management- naturc and scope. types o1- pro.iect, prolect management

characteristics. need fbr pro.iect managcment, Pro.icct life cyclc. skills and responsibility of a

project manager, essential steps for a successful pro.icct initiation and pro.iect success.

reasons for project failure.

2. General Managemcnt:
Definition. characteristics, and principles of nranagcment. Process and functions of
management. Managerial hicrarchy. 'l'ypes ol managers. Managerial skills arrd rolcs.

I-'.rnergi ng chal len ges fbr managemcnt.

3. Planning:
Process and irnportance ol planning. Stratcgic planning. lrnvironmental scanrtiltg cottccpt

and methods. SWOT analysis. Formulation and irnplemcntation of strategic plans.

4. Organizing:
Meaning, process and prirrciplcs of orgarrizirrg. Organization Architecturc: vertical
differentiation -_ tall versLls flat lrierarclries. horizontal dillbrentiatiorr'- firnctional structure.
rnultidivisional structllre, gcographic structlrrc. and matrix strlrctlrrc. Authority: linc
authority arrd stal'l' authority. Delegation of autlrority. Ccntralizatiort, [)ecentralization :

meaning, reasons.

5. Motivation :

Concept. Theories
system to motivate
work life, and self-

of motivation - Need l'lierarchy, and Motivation-llygiene. Reward
performance. Motivation through employec participation -- quality of

managed teams. g;
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, 6. Communication :

Concept, structure, and process. 'l'ypes o1' communication fbrrna[ and inlbrmal.
Interpersonal and nonverbal communication. Ilarricrs to ef-fbctivc communication.
lrnhancing effective communication.

7. Control and Quality Management :

Concept, process. and types ol'controlAystems. Characteristics of efl'ective control system.

Quality control systems - concept of quality. Total Quality Managcrrent ('fQM) concept
and tools.

8. Groups and Teams in Organizations :

Concept of group and group dynamics, the dynamics of group fbrmation, types of groups,

The dynamics of informal groups, conccpt and nature ol teams, '['ypes of teams, 'l'eam

processes.

9. Organization and Management of UGC:
Evolution and lunctions ol'tJGC, organizational structurc, rules and regulatiorrs with special

ref'erence to managing and compensating employees.

10. Human Resource Management :

Funclions, scope, rnanpower planning. job analysis. .iob design, perlormance appraisal.
training and development.

Mark distribution for each area

as'\,

S.N. Areas Marks Allocated

I Project Management t0

2. General Management r0

J. Planning t0
4. Organizing l0

5. Motivation l0

6. Communication l0

7. Control and Quality Management l0

8. Groups and Teams in Organizations l0

9. Organization and Managcment ol' IJGC t0

r0. Human Resource Manaqement .(rEi"{'{^,E I*. r0

Total ;ffieroo
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L. Form filled bY the aPPlicant.

2. Copy of CitizenshiP.

3. Copies of Transcript and Character Certificates -Attested not necessary.

(Certificates of SLC to Minimum Qualification mentioned in the notice to the same post)

4. Evidence of equivalence if the degree is t'rom other thon Nepalese Universities.

5. PP size PhotograPhs 3 coPies.

6. Curriculum Vitae.

7. Exam fee: Bank (Rastriya Banijya Bank)Voucher, University Grants Commission,

Account No. 173000021401)
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