CBSE | DEPARTMENT OF SKILL
EDUCATION CURRICULUM FOR

SESSION 2022-2023
smerfafa (f&) (826)

SHORTHAND (HINDI) (Subject Code-826)
SATd Ael: I Ah/RRIATTR eI

JOB ROLE: STENOGRAPHER/ EXECUTIVE ASSISTANT

CLASS - Xl

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

world.

SCHEME OF STUDIES:

This course is a planned sequence of instructions consisting of Units meant for developing
employability and Skills competencies of students of Class XI and XlI opting for Skills subject

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

Page 1 of 6




SHORTHAND - HINDI (Subject Code-826)

CLASS -XI (SESSION 2022-2023)
Total Marks: 100 (Theory - 60 + Practical - 40)

NO. OF HOURS MAX. MARKS

UNITS for Theory and for Theory and
Practical Practical

Employability Skills

Unit 1 : Communication Skills-Ill 10
Unit 2 : Self-Management Skills-1l1 10
Unit 3 : ICT Skills-111 10
Unit 4 : Entrepreneurial Skills-Il| 15
Unit 5 : Green Skills-IlI 05
50

Subject Specific Skills
e 1: MY &1 9R=a Practical
giAe 2: sTSleT (WY T 3T TAdT

02

giae 3: T 05
gfae 4: @fFa va a9 08
Ife 5 gFd (D) 08
gfAe 6: Jehicdsh Hehd - ¥ 5,7 &,” oI &
T “QU ST 9ATIT
@?7:%?&% 08
i 8: TAX Hehd T 3TaRITh Fal 08
gfAae 9: gIfdar (3S=hIoT) Ua safdiar
(feearorer) & farsT 03
Ifeie 10: sAle faEeTT 3R 3Heare )

08

30
10
90

Practical Examination
Written Test
Viva Voce

Total

Project Work/ Field \Qsit/ Practical FiIeU/
Student Portfolio

Part D] Part C

GRAND TOTAL
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DETAILED CURRICULUM FOR CLASS XI

Part-A: EMPLOYABILITY SKILLS

Units Duration in Hours

Unit 1: Communication Skills-IIl 10

Unit 2: Self-Management Skills-Ill 10

Unit 3: Information and Communication Technology Skills-III 10

Unit 4: Entrepreneurial Skills-III 15

Unit 5: Green Skills-IlI 05

TOTAL DURATION 50

NOTE: Detailed Curriculum/Topics to be covered under Part A: Employability
Skills can be downloaded from CBSEwebsite.

PART B: SUBJECT SPECIFIC SKILLS:

giae 1: RIfa™ 1 aR==
: SOSleT YWTT TG 3odahl AT
 EAaY
: Oféher wa o
D gFH (3THRM)
: Jhfeodes dhd - ‘¥ 3,7 &,” o 8 T “Uq” hT IAET
: AETed cToteT
: FTAY Hohd T 3Tk FAX
: I (3EHLOT) wa safder (Reoe) & s
0: #le fa@=T 3R 3eqdre

>
>
>
>
>
>
>
>
>
>
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UNIT/ TOPICS/ SUB-TOPICS

Fiae 1: 3mgfAf™T 1 9=
1.1 TBay 3mIfa™ =1 fassra
1.2 3TYFATT shr 3727
1.3 ITYTATT hT HAgca
1.4 IRIFATT @A THT OIS @A JTHI, FRIFATT &
o Y AT va dheNish
1.5 3MRIfAT & 3TarIs I[oT

T

gfae 2: sdster IW@IT v 3T AdreT
2.1 EgateT T 3727 uwa gofientor
2.2 @TaY T THATA

FfAaT 3: FT&EX

3.1 &Y 1 31T
3.1.1 Q=g o1 S & 3ifehd fhd STl aTel TRT &1 GUH -G Jalieor
3.1.2 YWIERT & TR afadr &1 T&a
3.1.3 =Ooid “¥* Ug “g” T T eafe
3.1.4 TRT & TY qEAR 3 W fIAT Fhe eI
3.1.5 & eIl & &g ¥ Hohd U Al & fol@el HI T

reg, RIeg, R T AufFa va gaame
3.2.1 ¢reg RIeg &1 7
3.2.2 ereg [egl & 379amF & afer
3.3 g
3.4 feeafae g Reafas &@x
3.5 feeafas g Reafas ammw
3.6 Jd%fods Thd (T 5 & o ©)
3.7 afgea “a”

gfae 4: GfFa va a9
4.1 g (srer AR «3)
4.2 99 (@i 3R 731 =fae
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UNIT/TOPICS/SUB-TOPICS
gfae 5: gFd (3TF2m)
5.1 YA gh T3, Tg ‘o1 gh T AT
5.2 3feas g “A-OT” IR I & T gh T 93T
53 g% 3R g &1 AT
5.4 “sT §&H" hT IR 10

gf=ic 6. dofous THd “T =, &,” o” & TH “eq” HT I
6.1 39¥ ¥ I F =g & FuT FHr IR @ A garer ‘T 8,7
g, &,” IWT o fa@a & aaa
6.2 39T H I F =g & FU9¥ Hr IR @ A arer “g” ¥@r
F ToEs & AT
6.3 39T H A g N & F3uT FHir 3R 9@ A garer “a” 3@r
F ToEy & I
6.4 F9T 3T A= Fr T A I grer ‘o IWT F I
gfae 7: gl saeer
IfAT 8: T Whd qYUT IHTEIAF Fa
8.1 3RfAF Td A TR HiT Arspean
8.2 3RfA T HfdH ol & Als[gan
8.3 TR &1 Hohd fored TRUTIAT H 3197 LT AT
@TQ:E%T(W)Q-&E‘%’W(W) F AT
9.1 gIfdsr & &I
9.1.1 31 YWT3iT ahT T2ATT
9.1.2 gria9r I & 37949Ie
9.1.3 greFaiit F EITA9T &6 TSI <hT 9=ATST
9.2 safaer & I
9.2.1 s (W3 T TATA

9.2.2 safaaT AIHT A 31udic
9.2.3 greFaiRit # safaieT & T hr 9=2eT

Ffae 10: e fogan 3R regare frcareazor
TOTAL MARKS
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Herfedas
&t deuta - afde TdaT &5 ganT of el o for Ruia greaswa @ gea 9 aeer, S
Y, ALIH T4 &Y 3 are g9 | et TeT 60 3t @ gl |

C2ICRIRGD
SRR R IMYTATT & Ve ol & 3THR HIET ST |

1. gre<, WEI R, FET fevm & i & Ale g W R[AGe HIeAT Tgell e g |

2. 3T dI¢ TR T AT , A [eg , a1 6 FuFa g gdaw , g feeaflas g
Breafae TR &1 gAer {amr seer |

3. Hfhel Td T G T FE ST A 3ITH HUAT A |

4. YRTFHHR T JHfedA §oh , dohfeush Hehd , TR STSlT 3G T AT HIAAT SN | &
37T T BFeAT SHT 3AR g OIF / BET T Ugdled &l AT HIAT ST | g3 309am
&1 f3eFeereT 1 Uidel@e Heged W -l e |

. gIfdeT Ug 3afeldr & @A &7 s O 37w oneen | Aafaa §7 @ grer i Bees
dlefeht 3Tl Ugel d 3eTeh Uldiel@el W 3RIEAT T gaTr 1 Seel | Haffdd 3reamd & o
Sidel@sl &7 Brgel W STl foiefeh 3R W Wiefeh gl 37 Yol fhu Saer |

qdiaT geufa - saraeiRE TdaT #T yeeT 97 qfieTd qEanT AT e @ IR fRar smeen
. fBerewe 40 wsg i fAwre &1 a1fd & (el s 200) i Reve & & sroed, foraen
fercareeRor sheger oY faar e |
2. eg AIeg U9 aerarer for@ger & e fEareer |
3. AlfEes oder
4. SHEGINS BISel TS ST TAT GU&TH HI 3 YT Hlel g fe@rs S |

TGRS - qaTsh & fav @A

AT : 3 HE w40
< Sfa 1: SR 40 se 9fd Aete & aifd & (Tl ereg 200) 9w Aete & & swesh, fSreshr
fercgreeRor sheger oY faar e |
% AT 2: Use Reg g g forgs fr v BFce |

e : cATaEIRe GleT g gl ¥ qd faenfiat v seger & H@Heey vd S g 10 e @
JHT f&ar AT g |
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