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Non-Government Teachers' Registration and Certification Authority (NTRCA)
Syllabus for Recruitment to the Positions of Heads of Lower Secondary/Secondary
Level and Equivalent Educational Institutions

Subject: English
Full Marks: 10

Test Pattern: Multiple Choice Questions (MCQ)

Topic/Item Marks Guidelines for Question Setters

Reading Comprehension 3 To assess understanding of the
main idea, the subject matter,
theme, vocabulary in context,
etc.; The passage/text should be
at a graduate-level reading
standard.

Vocabulary 2 To test both understanding and

(antonyms and synonyms; phrases and application of vocabulary

idioms; word formation through

prefixation, suffixation, compounding;

terminology related to education and

administration)

Usage of Grammar 3 To assess correct usage of

(Voice; Narration; Preposition; Common grammar in sentences at a

Errors; Right Form of Verbs; graduate-level difficulty

Transformation of Sentences; Articles;

Punctuation; Filling gaps with appropriate

word/words; Tag questions;)

Part of Speech 1 To assess the ability to identify

(Identification of part of speech) the correct part of speech of
words in sentences and
understand their contextual
usage at a graduate-level
difficulty.

Questions from writing-related skills 1 The candidates are not actually

(Business correspondence, including
emails, notices, quotation letters, tenders,
memos; report writing; meeting minutes;
Writing paragraphs, essays)

writing but the MCQ questions
should test the candidate’s
understanding and application
of the writing skills




Non-Government Teachers' Registration and Certification Authority (NTRCA)
Syllabus for Recruitment to the Positions of Heads of Higher Secondary and Above
Level Educational Institutions

Subject: English
Full Marks: 10
Test Pattern: Multiple Choice Questions (MCQ)

Topic/Item Marks | Guidelines for the Question
Setters

Reading Comprehension 3 To assess understanding of

(Based on a short passage of 100-120 words) the main idea, the subject
matter, theme, vocabulary in
context, etc.; The passage
should be at a graduate-level
reading standard.

Vocabulary (antonyms and synonyms; phrases and 2 To test both the

idioms; word formation through prefixation, understanding and

suffixation, compounding, blending, clipping, and application of vocabulary at a

acronyms; terminology related to education and graduate-level difficulty.

administration; homonyms and homophones;

foreign words and their usage in English;

contextual usage and meaning of words in

sentences)

Usage of Grammar 3 To assess correct usage of

(Voice; Narration; Preposition; Common Errors; grammar in sentences at a

Subject-Verb Agreement; Right Form of Verb; graduate-level difficulty

Tense-related Questions; Modals and Auxiliaries;

Transformation of Sentences; Articles;

Punctuation; Filling Gaps with Appropriate

Word/Words; Tag questions)

Part of Speech 1 To assess the ability to

(Identifying a Part of Speech in sentences; identify the correct part of

Changing words from one part of speech to speech of words in sentences

another) and understand their
contextual usage at a
graduate-level difficulty

Questions from writing-related skills 1 The candidates are not

(Business correspondence, including emails,
notices, quotation letters, tenders, memos; report
writing; meeting minutes; formal and informal
style of writing; writing paragraphs, essays,
project proposals)

actually writing but the MCQ
questions should test the
candidate’s understanding

and application of the writing
skills.




Non-Government Teachers Registration and Certification Authority
Subject: Information & Communication Technology (ICT)
Post: Principal & Vice Principal & equivalent posts

Full Marks-10
Instructions:
Each question contains 1 (one) mark. At least 01 (one) questions will be formulated from
each unit. Domain-wise distribution of questions will be maintained as follows:
Knowledge 40%, Understanding 30%, Application 20% and Higher Order Thinking Skill
10%.

Unit Title Topic
1. Office = MS Word: typing Bangla/English, page setup,
Management margins, tables, formatting letters/notices
(MS Word, = MS PowerPoint: creating slides, inserting
MS images/shapes, animations for school presentations
PowerPoint, = MS Excel: basic formulas (sum, average), sorting,
MS Excel) filtering, preparing student/teacher lists, attendance
sheets
= Basic printing: page setup, print preview, duplex
printing
* Document organization for school administrative
tasks
2. | Digital File = e-Nothi / d-Nothi
management = E-file movement, note writing, approval process

= creating digital files, signature integration

= File Upload/Download (government portals, school
MIS, e-mail)

» Cloud: google drive, dropbox for file backup

= PDF management: merging, splitting, compressing,
converting, password protection

* [mage management: resizing, conversion, scanning
quality (DPI), photo upload for admission systems

3. Internet & =  Web browsers: Chrome, Edge, Firefox, etc.

Communication | ® Browser tabs, bookmarks, history, private window

= Web search techniques: searching circulars,
notices, policies, exam schedules

= Authentication: login, logout, password reset, two-
factor authentication




Unit

Title

Topic

E-mail: sending/receiving, attachments, CC/BCC,
e-mail etiquette for professional communication
Use of education portals: SSO, NU College Portal,
DSHE portal, e-tender/e-GP overview

Google Workspace: Google Forms, Sheets,
Classroom basics for blended learning

Phishing, social engineering, fake websites, scams,
Malware threats (spamming, virus, worm, ransom
ware)

Password management, secure Wi-Fi usage,
antivirus basics

Importance of backing up student and staff records
Cyberbullying awareness in college setting

IT policy,
ethics and
Applications

E-Governance & Public Service Tools: e-GP
basics, ekPay, e-Filing, digital attendance
e-Textbooks, e-Book, digital content platform
Government rules related to ICT in education,
DSHE/NTRCA/NU guidelines

Data privacy, responsible digital record keeping,
right to information basics

Ethical responsibilities of educational leaders in
digital transformation

Al & ICT Ethics: responsible use, privacy, fairness

Higher-Order
ICT
Applications for
College
Leadership

Learning Management Systems (LMS) basics
Routine preparation and class allocation

Online admission systems and result processing
Multimedia classroom operation and digital content
delivery

Digital communication with parents, students, and
governing body

Data management for student records and
performance analysis

Using ICT for quality assurance, transparency, and
academic monitoring

Using Excel or simple dashboards to interpret
college data

Collaborative tools: shared drives, document
collaboration, Google Workspace

Social media management for official
announcements & reputation management




Unit Title Topic

= Using ICT for institutional development planning
» (Creating a digitally-enabled college environment
for students and staff




Non-Government Teachers Registration and Certification Authority
Subject: Information & Communication Technology (ICT)
Post: Head Teacher or Assistant Head Teacher for Secondary and Higher
Secondary School/ Madrasha /Vocational Institute

Full Marks-10

Instructions:

Each question contains 01 (one) mark. At least 01 (one) questions will be formulated
from each unit. Domain-wise distribution of questions will be maintained as follows:
Knowledge 40%, Understanding 30%, Application 20% and Higher Order Thinking Skill
10%.

Unit Title Topic
1. Office = MS Word: typing Bangla/English, page setup,
Management margins, tables, formatting letters/notices
(MS Word, = MS PowerPoint: creating slides, inserting
MS images/shapes, animations for school presentations
PowerPoint, = MS Excel: basic formulas (sum, average), sorting,
MS Excel) filtering, preparing student/teacher lists, attendance
sheets
= Basic printing: page setup, print preview, duplex
printing
* Document organization for school administrative
tasks
2. Digital File = e-Nothi / d-Nothi
management = E-file movement, note writing, approval process

= creating digital files, signature integration

= File Upload/Download (government portals, school
MIS, e-mail)

» Cloud: google drive, dropbox for file backup

= PDF management: merging, splitting, compressing,
converting, password protection

* [mage management: resizing, conversion, scanning
quality (DPI), photo upload for admission systems

3. | Internet & =  Web browsers: Chrome, Edge, Firefox, etc.

Communication | ® Browser tabs, bookmarks, history, private window

=  Web search techniques: searching circulars, notices,
policies, exam schedules

= Authentication: login, logout, password reset, two-
factor authentication




Unit

Title

Topic

E-mail: sending/receiving, attachments, CC/BCC, e-
mail etiquette for professional communication

Use of education portals: SSO, NU College Portal,
DSHE portal, e-tender/e-GP overview

Google Workspace: Google Forms, Sheets,
Classroom basics for blended learning

Phishing, social engineering, fake websites, scams,
Malware threats (spamming, virus, worm, ransom
ware)

Password management, secure Wi-F1 usage, antivirus
basics

Importance of backing up student and staff records
Cyberbullying awareness in college setting

IT policy,
ethics and
Applications

E-Governance & Public Service Tools: e-GP basics,
ekPay, e-Filing, digital attendance

e-Textbooks, e-Book, digital content platform
Government rules related to ICT in education,
DSHE/NTRCA/NU guidelines

Data privacy, responsible digital record keeping,
right to information basics

Ethical responsibilities of educational leaders in
digital transformation

Al & ICT Ethics: responsible use, privacy, fairness

Practical
School-Level
IT

Applications

Using multimedia classrooms

Operating smart boards, projectors, and sound
systems

Using smartphones for admin tasks (scanning apps,
email apps, messaging groups)

Online admission, exam result management tools
Best practices for protecting school data
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(e-MPO, EFT,
Online Admission & Fees Collection, iBAS++)

(Bank Reconciliation Statement)
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BNQF Structure
BNQF Levels

BNQF Level
Descriptors

The BNQF Pathways
Vertical Pathways
Horizontal Pathways
Lifelong Learning
BNQF Management

Engineering
Drawing

Drawing Instruments
and their uses
Representative
Fraction




Scales on Drawings
Types of Scales
Orthographic
Projection
Oblique Projection
and Isometric
Projection
Computer Aided
Drafting
Computer Aided
Manufacturing

Basic Workshop
Practice

Essential tools &
Equipment of
Carpentry,
Construction, Mason,
Welding, Rod Binding,
Machinist, Electronics,
Food & Preservation,
Machine shop and
Sheet Metal Workshop
Uses of the Tools and
Equipment in the
above Workshops
Raw Materials used in
the above Workshops

Basic Electricity

Electricity

Current

Voltage

Power
Resistance/Resistor
Capacitance/Capacitor
Transformer

Motor & Generator
Circuits

Safety devices

Computer
Operation

Computer Hardware

Software and
Firmware




Operating System
Computer Networking
Application Software
Input Output Devices
Word Processing
Spread Sheet Analysis
Presentation Software
loT

Storage Media

Environmental
Studies

Causes of
Environmental
Pollution

Types of
Environmental
Pollution

Effect of
Environmental
Pollution

Techniques of
Reducing
Environmental
Pollution




(BNQF)

BNQF Structure
BNQF Levels

BNQF Level
Descriptors

The BNQF Pathways
Vertical Pathways
Horizontal Pathways
Lifelong Learning
BNQF Management




()

Computer
Hardware

Input Output Devices
Storage Devices
Computer System Unit
Driver Software
Installation

CPU

Computer
Organization

Operating
System

Function of Operating
Software

Types of Operating
Software

Firmware

Installation of
Operating Software
Basic
Commands/Operations
of Operating Software
File/Folder
Creation/Deletion
HDD/SSD formatting
Components of
Operating Software

Application
Software

Types of Application
Software

Installation of
Application Software
Word Processing
Software Operation
Spread Sheet Analysis
Software Operation
Presentation Software
Operation

Accounting &
Statistical Operations




of Application
Software

Bangla Keyboard and
Fonts

Customized
Application Software
Formulae and
Functions used in
Application Software

Computer
Networking

Concepts of Computer
Network

Types of Computer
Network

Networking Topology
Networking Protocol

Networking
Components

Data Communication
Media

Networking Tools
Media Connectors

Database and
Programming

DBMS

SQL

Database Users
Relational Database
Programming
Looping

Branching

GUI Based
Programming

bl










(BNQF)

BNQF Structure
BNQF Levels

BNQF Level
Descriptors

The BNQF Pathways
Vertical Pathways
Horizontal Pathways
Lifelong Learning
BNQF Management

Agricultural
Mechanization

Engines used in
Agriculture

Engine System
Power Tiller &Tractor

Agricultural Machinery
in Bangladesh

Fish Culture
Management

Fish Culture

Fish Breeding

Fish Diseases and
Control
Declination of Fish
Production in Open




Water bodies and
Mitigation

Routine Maintenance
and Repair of IC Engine
Packaging and
Transportation of Fish
Fry

Declination of Fish
Production in Open
Water bodies and
Mitigation

Livestock and
Poultry
Production

Livestock Rearing

Poultry Feeds and
Feeding

Cattle Breed

Goat Breed

Litter Management
Chicken and Duck
Rearing
Management of
Chicken

Livestock Farm
Management

Farm
Management

Area of Farm
Management

Modern farm
management

Crop Management and
Production Practices
Technology and
Innovation in Farm
Management

Records keeping of
farm management
Farm budgeting

Risk Managementin a
farm




Crop Management and
Production Practices
Component of farming
system

Soil Science

Soil Erosion and
Conservation

Soil Classification
Properties of soil

Soil Fertility
Management

Land Use Planning and
Sustainable Land
Management

Soil Fertility Evaluation
and Fertilizer
Recommendation

Soil Organic Matter,
Humus and Clay
Colloids

Problematic Soils of
Bangladesh

Agricultural
Economics

Economics and
Agricultural Economics

Demand, Supply and
Laws of Production

Agricultural Marketing

Importance of
agriculture on the
economy of Bangladesh

Agricultural Farm and
Industry

Agricultural Finance
Globalization and
agricultural policy
Market Structure
Land Management




% , %

(‘;..3‘)55\ u])ﬂ\

Jal ola ¢ cala yaall
ALY ¢ aasaill

55 gally Adlaiall

Ja ¢ QL@.&}J\ “"_11..)(){\
ASa Y dilall JSUil
Z\Tgégs ¢ L iyl
LYY clals ) (aulas
5 einal 935l 3

(. &l

Byl
BEAR BT
oA B g
il 3 5
&.ﬂ);;l\ By g
e

AN o sle

Dyand) e Lo ghai g gl g Lk i o 3l ke,

A) Glaiy) dala g 40dS 5 ady ja3 0 ool

I G Gl 5 Adlia gl g ailand 5 4dy i 1 K1) 1A
138 251 58 5 o ySU TN (e I3 Le AT s 35 Le i 48 yna
e}

Dsanll e 4ud i Al e,

L.gjé.ﬂ\it..p;l\

) sas ¢ dan il
258l old ¢ cla il
ALY ¢ Ggadatlle

«upally dalaial)
JSLad) Ja ¢ cilgua gl

AlSal) il
4S 4y dhaiill
Euaall clald ) Gk

5 aainadl 550y

LA a4
Ola¥) QS
AVl G 4
Gl S 5

» ebaall 3 S (1
3\5)'5\ s
ppall QLS




(- 3

Cpaallasle

o skl 5 4Ll 5 dua o 5 4 gum sa g Ciaall ple iy yad
Lo @Al Aaudl 5 W5 ddl g Cypaall iy o
Zadlall s aanall s 0itall s Siosall p i) el s il iy
pSlall g daall
L) 4l s ol Al il s
caal&al g adldl s il pall

& sl alSal
el g (aliadll g3 saall AlSa

38l J gl

A QS Caana

Al Giaa

i ) Aal)

;|
sl dausa B dran J5Y alu s adle dl Lo Ju ol Ailad
Ay el oS g JUY) 2
Ay gobdks 3
ekl o
Ao dll ) ) o aSanal ]
28l LS dieal) dlae gall 2
Hsh2aaY ol 83
BTN
sl & jlsall 1
Dtaall 8 sl 2
Gl e g ddd gl e (g Hlsall 3
ol 5kl G sl 4

1l ¢S /5 Ll QS

S ¢ Gatl ¢ il e o
saliaiall 5 Ada) i) Lalalty) o

Lo el 4l el &

Alea¥) s Ple Y ¢ il elawY) caalidl 5 Jadll
e QLS (3a) 3 3egdl 2o ) 5 (uiall s JlaYl 5 aaadl




(el
(bl 5 Jalall ol b 5y jiall iiSH (ge) gl anid

Jdeall sl (o
(Aadl ALl e g el ) A 2l (1e) das 3l

LY sl

ST ey
O =8 5 (—=)
aaludl 5 el ,all (3)
Azl 3 8 (.0)

10

Sl e

sl 5yl (1)

plus s gl Jloa J gyl 32Y 5 5 (A all Alls
4Sall Al

fiadl 4t

11

L) A ol oY)

G G 5300 AU
DY) foelaiay) 2UsT)

2024- dpxil) 40l 5 )
Leliay) Al |
olia 3115 (358800 8 (el maed (0 B 5L
Oy 4l 8 b
433 3 ek o B Comiy LY )8
¢U53“ o233 Jaall (a8 S5
5 all (5 54
QAR B LKHLia; LA (las
il 4las
el Galaty JEALY) 5 sl gia
WY G i sall
(o lail) M55 2SI
Hl) ia
o AR5 3R o Al Ale




12

sty Uil
GAL‘:[\

(
35 Ayl &b zal
) (

3 ualaall 4315 35 paSLy) B
)

AdEall i 2 A5 8
)

oY) B 5 g5 A sl (35 G0 A

I

(

13

(BNQF)

BNQF Structure

BNQF Levels

BNQF Level Descriptors
The BNQF Pathways
Vertical Pathways
Horizontal Pathways
Lifelong Learning
BNQF Management
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(BNQF)

e BNQF Structure

e BNQF Levels

e BNQF Level Descriptors
e The BNQF Pathways

e Vertical Pathways

e Horizontal Pathways

Lifelong Learning
BNQF Management
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(BNQF)

e BNQF Structure

e BNOQF Levels

e BNQF Level Descriptors
e The BNQF Pathways

e Vertical Pathways

e Horizontal Pathways

e Lifelong Learning
BNQF Management




