
 

   

CBSE | DEPARTMENT OF SKILL EDUCATION   

CURRICULUM FOR SESSION 2024–2025 
SHORTHAND (HINDI) (Subject Code - 826) 

JOB ROLE: STENOGRAPHER/ EXECUTIVE ASSISTANT 

CLASS XII 

Total Marks: 100 (Theory - 60 + Practical - 40) 
 

 UNITS 

NO. OF HOURS 
for Theory and 

Practical 

MAX. 
MARKS 

for Theory 
and Practical 

Part A 
Employability Skills 

Unit 1 : Communication Skills - IV 10 02 

Unit 2 : Self - Management Skills - IV 10 02 

Unit 3 : ICT Skills - IV 10 02 

Unit 4 : Entrepreneurial Skills - IV 15 02 

Unit 5 : Green Skills - IV 05 02 

Total 50 10 

P 
P
a
r
t 
A 
a
r
t 
B 

Subject Specific Skills Theory Practical Marks 

यूनिट 1: उपसर्ग एवं प्रत्यय 10 10 05 

 

 

 
20 

 
10 

 
12 

 20 10 12 

 यूनिट 4: सामान्य पदिाम, मंत्री, मंत्रालय, नवभार् 

 

 

 
20 

 

 
10 

 

 
12 

यूनिट 5: अिुच्छेदों का शु्रतलेख एवं उिका ललप्यंतरण 
20 30 05 

यूनिट 6: व्यवसानयक पत्र एवं उिका ललप्यंतरण 20 20 04 

Total 110 90 50 

Part C 
Practical Work  

Practical Examination  15 

Written Test  10 

Viva Voce  05 

Total  30 

Part D Project Work / Field Visit / Practical 
File / Student Portfolio 

10 10 

Total  10 

 GRAND TOTAL         260 100 

 
 



 

   

 DETAILED CURRICULUM FOR CLASS XII 
 
 
 

 PART - A : EMPLOYABILITY SKILLS 
 
 

 

S. No. Units Duration in Hours 

1. Unit 1 : Communication Skills - IV 10 

2. Unit 2 : Self-management Skills - IV 10 

3. Unit 3 : Information and Communication Technology Skills -IV 10 

4. Unit 4 : Entrepreneurial Skills - IV 15 

5. Unit 5 : Green Skills - IV 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 MARKS 
 

  

    1-1  

 

05 

 

    

2-1  

2-2    

2-3  

 

12 

 

  

3-1  

3-2  

 

12 

 

  
 

 

 

12 

 

  
 

5 

 

    

6-1  

6-2  

6-3  

6-4    

 

4 

TOTAL MARKS 50 
 

 
 

 

 
 

 
 

 
 

 



 

 

  
 

 

 
 
 
 

 

 

 

 

 

 

 

 
 
 
 

 

 

 

 

 

 

 

 
 

 

 

 

 


