Academic Year-2025-26

Trade- Management & Entrepreneurship and Professional Skills

Job Role: Office Assistant

Class-10"
Syllabus
Part-A Employability Skills Marks-10
Unitl: Communication Skills-II
Unit2: Self-management Skills-II
Unit3: Information and Communication Technology Skills-II
Unit4: Entrepreneurial Skills-I
Unit5: Green Skills-II
Part-B Vocational Skills Marks-30
Unitl: Computer Applications
Unit2: Handling of Office Equipment
Unit3: Soft Skills for Office Assistant
Unitd: Health, Hygiene and Safety
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