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r) Basic Computer knowledge and application

s) {it SI{@T € q-fili$q B$lq (youth Activities & Life Ski Devetopment )

t') Communicative English

Unit no Topics Theory
(hour)

Practical
(hour)

Total

Unit-l 4
Unit-2 ]@e rating System 4 4 8

Word Processing 6 10 16
Unit-4 Spread Sheet 6 l0 l6

Presentation 3 ll l1
Unit-6 () 8
Unit-7 l .l
Unit-8 Database Management System of

Microsoft Access
9 l.l

Unit-9 {yping Speed (Bang. & Eng.) 2 98 100
Total 38 152

{-grd, fttq EIE{
(sBr)

<r{{ft-<t
(sBr)

6aE (sBI)

TEFE.: ) )
)

tgfdE-e 'ilqle-q fiqrl{Iltg1?G{-F .8rolI<fl{
wq{Efr{r

)

lBfrE-8 [< . {o!qr T{ I\
1fi-<rr r<l ffium+) qtt{. to)a. €
frRlTEr ta ) qr&q T{ TrBl-Tl. ( 'lr{
<TrE{r <tldr6fu € frfqITm to i)

t t.

CqIE oO oO

Unit Topics Theory
(hour)

Practical
(hour)

Total

Unit- I Fundamentals of Communicative En lish 21 27
Unit-2 04 04

Unir3 Conversation about fi out a location 0l 0l
Uni14 Conversation in a market lace 0l 0l
Unit-5 Conversation with the employer and 02 02

Unit-6 h for Personal Need 0l 0l 02
Ll n it-7 Conversation about some important

CS

03 03

Total 28 t2 40

4-g +d

lntroduction I

Unit-3

Unit-5 Proqram
Maintenance & Trouble Shootine
Networking & lnternet

23

190

ft+lq+-"l
6qsB Ef,ffi q<r efqdi aEI )

)

Conversation about Important office and
places

other colleagucs
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qSsFGl
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c.t am cEiF, apt c<G.sm, frc qEER x<Fq e G'm
q.e qfltr{ 6{sq € srqfr Urglr{
1.8 qfur <nqB {.lfrb qRh-{ q<qr

{SFIE-b
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{-6l{6 ft{s T{T
(s$r)

qTrEq

{gFr6-b aft <rqn-+ io

x.t 'ro '{cq s qtfr{dq
x.l sr+fir (utrsfrfi"t), qfofi.r pn6 cmqr, Erlrsft{vt,Ifr{r e
ciFr'<'ftftcF
b.e ;Ift: REt, eFg afu* cffifi-fln
x.a nfi-d GE{ s Flrgr+rl
x.c lR clrfl e ffi€q "f6&, lt cft crlcm otqG
Lg iR nR{s.t ll-qr, aft rrqrr+m iqfu/ffifiq, R<lFrt €
Ft*irr.r
r.c 6{r Frn, rl{vl ?la qcts{, cR-Rrst a9:r*, qfur{9i-{ ft'fi
"t6G, dfir* {ftRfi
r.u G-lft <is{r'Fr r-116 qrelft-s rt<tt

tEfiE-:o ,tro<q
)c )o.) IG-rs-d{: {r{ql €

{-gFn-)) u<G-E< r:.> afuBrm-* csfift-q't
)).t C{1'IK 'f6fr, G.{r{ € q(TF.f

l[ifiE-){ qfuqqa6p
\9 )t.) qprr6 {FG1T. qft$r {gq€a{, q(TF.l € <F{r<scl

){.t dfrran, $rg. qfuEm-.c? <r{{n
)t.e qctr,taFmrr. EiFrt;t tsrfr{ iirrm
)\.8 {FF[I{{ lFI{reF[

{-SFIE-)e
gFF

fiPllI{T'I

g )e.) sFF GHIr{]I5Ei aiFY, uro e <fr{fr sr+
,o.q Gm{s flit. arr{r6 qq. nffi. aqr a"{r6. Trft qdr<. c"nEn
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qq e f<fr<q.r
)e.e Trlftrfr'Fl81, er'.ftr rnF.J-{, Blrsr q'T[wH, qrfule vlf{rg
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"f6, 
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cl-6lel{ fiBffi

IGFE-la rEft.sn

)8.) dfrrarrfinREt € erg
)8.r cifrrsrd d6-fi
:e.q cifrrqrd {r<<trtrd Frrqrft
>e.e $o r<16

(ElE )oo

{-gr{E iim I{{
(lBr)

ErR{ <r{{E-{

IEFE.: irfrft
tIv<&1

bc 5.5 'lEqns<l\ut,,tfqnq*
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6$r'ttF-<' arn, a-sfrB fur{
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Unit- l
Introduction 04

I . I Introduction and history of computer
L2 Classification of computer
I .3 Different parts of computer

a) Physical, b) Logical
1.4 Memory
1.5 Input & Output Devices a) Key board, b) printer, c)

Monitor d) Modem e) Scamer f) Headphone and
Speaker g) Web camera

Unit-2 Operating
System

08

2. I Introduction of OperatingSystem-Windows,/Linux
2.2 HDD Removable Drive
2.3 Handling of Pen drive
2.4 Changing Desktop, Setting Screen saver & password
Formatting, Drives
2.5 Use of Key Board and Mouse
2.6 lnstallation of package Software
2.7 Create Folder
2.8 File saving in a Folder in different Drives
2.9 Find File

Unit-3 Word
Processing

116

I Introduction to Microsoft word Program
3.2 Introduction to Editing ScreenAVindow of MS-word
3.3 Basic operation with a file.
a) Starting with a new file/Document,
b) Saving the Document/file
c) Closing File or Document.
d) Opening or Retrieving an existing Document./File
3.4 Formatting and Editing Documents, Text
Enhancing, cut/copy & paste Super-script, Sub-Script, Find,
Replace
3.5 Page setup and viewing pages/Documents.
3.6 Bullets and Numbering,column, symbol, inserting &
editing picture, changing Font, Text Direction, Bordir &
Shading

3.7 Header and Footer, Inserting page Numbers, Foot note.
3.8 Searching and Replacing Characters in a Document
3.9 Check and Correcr spelling and Grammar
3.10 Working with table
3.1 I Macro, paragraph setting, Mail Merge, equation,
Writing.
3.12 Protect document, Word An.
3.l3 Using Bangla Font
3. l4 Printing technique

l

3.15 Com uter ln
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rgla6 ffir {T{
(sBr)

T{I:ET

Unit-4 Spread Sheet l6

4.I Creating a new work shcet. Insert & Deletion
of Worksheet, Column, Row, Header & Footer.
4.2 Sort, Filter, Sub Total.
4.3 Formula & Functions.
4.4 Conditional Formatting. Hide/unhide, ascending/
Descending, Top 10, Warp test, Merge cell, split cell.
4.5 Creating Charts or Graphs.
4.6 Tricks and tips. page setup. print.
4.7 Printing technique
4.8 Result sheet & Salary sheet

Unit-5 Presentation
of Program

ll
5. I Creating Power Point Presentation
5.2 Using templates and wizards.
5.3 Graphics and special efl'ccts.
5.4 Slide show presentation.

Unit-6
Maintenance
& Troubles

Shootrng
skills.

08
6.1 Anti-Virus lnstallation and Computer Virus Protection
6.2 Using Control Panel.
6.3 Using different types ofPort & Connections
6.4 Cyber Security

Unit-7 Networking &
Internet

7.1 Concept of Network.
7.2 Creating dial-up-connection
7.3 Website Browsing.

7.4 Creation of E-mail account & Checking mail
7.5 File Sharine.

Unit-8 Database
Management

System of
Microsoft

Access

2i

8.1 Introduction: Database, Data, Data fype, Data Field,
Record, Data Cell, Elements of Database, Database of
objects
8.2 Office Button: Creating a new File, Printing, Prepare,
send, Publish, Close, Discuss the -Microsoft Access options
8.3 Home Ribbon: Template Categories, Blank access

database, Table create, Table field, Advance, Go to Select
etc.
8.4 Ribbon: Table Design, Forms Design, Report Design,

Query Wizard, Query Design, Macro etc.
8.5 Extemal Data Ribbon:
Import/Export data of a table
8.6 Database Tools Ribbon: Table Relationship with
Primary key, Knowledge of visual Basic
8.7 Datasheet Ribbon: Data Table, Query Data, Forms Data,
Repo( Data and Macro Data

Total r90

4< .&,tY
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Communicative English

iEftB ffi{ Tfi
(!tr)

q{rEq

Unir- l

Fundamentals
of

Communicative
English

2'7

l.l Basic rules ofspeaking English
1.2 Introducing to Vocabulary (Greeting, inroducing
oneself, requests, suggestions, expressing gratitude's,
regrets, forms of apologizing, common words)
1.3 Introducing to listening & speaking ability
1.4 Illustration and differences of American English and
British English in some context
1.5 Common mistakes in some pronunciation
(mispronounced) that used frequently
I .6 Sentences & their Structures
1.7 Tense
1.8 Preposition
1.9 Subject - verb agreement,
l.l0 Adjectives
l.l I Adverbs
I . 12 modals

Unit-2 Conversation
about Important

Office and
places

04

2.1 Discussion with a bank official
2.2 Conversation with a doctor
2.3 To seek help from police and fire service
2.4 Passport and immigration formalities

Unit-3 Coversation
about finding
out a location

0l
3.0 Inquiring destination

Unit-4
0l

4.0 Bargaining skill

Unit-5 Coversation
with the

employer and
other colleagues

02

5.1 Introducing to senior and other collcagues
5.2 To be familiar with official rules and decorum

Unit-6
Approach for
personal need

Unit-7 Dictionary use
and

Terminology

7.0 Extemporc (B{E {EEr)

Unit-8 Conversation
about some

Important topics
03

8.1 Employer/recruitment authorify as a freelancer about
Freelancing Tender Biding

while fac a vlva-voce8.2 E
Total 40

G{r*.t' t) d

Conversation in
a market place

6.0 How to approach for need
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