CBSE | DEPARTMENT OF SKILL EDUCATION
CURRICULUM FOR SESSION 2024-2025
smyfafy (f<h) (826)

SHORTHAND (HINDI) (Subject Code - 826)
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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 (SPAS). 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 Xl and Xll opting for Skills

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

follows:




SHORTHAND - HINDI (Subject Code-826)

CLASS - XI (SESSION 2024-2025)
Total Marks: 100 (Theory - 60 + Practical - 40)

NO. OF HOURS MAX. MARKS

UNITS for Theory and for Theo_ry and
Practical Practical

Employability Skills
Unit 1 : Communication Skills - IlI 10
Unit 2 : Self - Management Skills - Il 10
Unit 3 : ICT Skills — 1l 10
Unit 4 : Entrepreneurial Skills - IlI 15
Unit 5 : Green Skills - Il 05
50

Subject Specific Skills
giae 1: R &1 aR==T Practical

giac 2: =dslel ¥IW@T Ta 3okt A=t 02

giae 3: T 05
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g 5: g (375 08
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gfae 7 A sdeteT 08
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gfae 9: gIfder (3JEIon) wa safdar 03
(feearute) & I

IgfaAe 10 : Al fa@=r 3R 3egare

08

30
10
90

Practical Examination
Written Test
Viva Voce

Total

Project Work/ Field Visit/ Practical File/
Student Portfolio

Part D] Part C

GRAND TOTAL




DETAILED CURRICULUM FOR CLASS - XI

Part — A: EMPLOYABILITY SKILLS

Units Duration in Hours

Unit 1 : Communication Skills - 1l 10

Unit 2 : Self-Management Skills - I 10

Unit 3 : Information and Communication Technology Skills - IlI 10

Unit 4 : Entrepreneurial Skills - 111 15

Unit 5 : Green Skills - 1lI 05

TOTAL DURATION 50

NOTE: For Detailed Curriculum/ Topics to be covered under

Part A: Employability Skills can be downloaded from CBSE website.

PART — B : SUBJECT SPECIFIC SKILLS:
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UNIT/ TOPICS/ SUB-TOPICS

gfae 1: myfaf™ w1 aR=x
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2.1 STSIeT T 37 ug gIfferIor
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3.1.4 TOU & WY 3[EAR 3 R AT Fohd AT
3.1.5 g ISl & &g ¥ Hohd U Sl & fol@el I T
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3.2.1 reg RIeg &1 7
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UNIT/TOPICS/SUB-TOPICS
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8.1 3w v fdA T Fr Asgen
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9.1 gifdsr & g

9.1.1 31& JWT3HT T TATT

9.1.2 grifdsr faH & 319arg

9.1.3 greFaielt & gIT99T &6 I hT 9AT9T
9.2 safasr & AT

9.2.1 3 IWT3T Sl FATA

9.2.2 safalsr fgsT A 319arg

9.2.3 areFgiRit A safaler & AT 1 9AeT
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