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CIRCULAR o

. _.The Du-ectorate of Trammg is. entmsted with the basu: l‘eSpOnSIbll.lty of conduetmg tramm;_,
" programmes | for various levels of officials/officers.in various area$ of administration. The Dizectorate
has 1dent1ﬁed subjects -needing- basic knowledge and"skill- for managerial ‘competence. ‘DoPT had
' red & three ‘days training course on, “Basic Managenal Competence in Human. Resource :
- e'Course sha]l commence on 09 11-2010'. to’ 11 11-2010 (Tuesday to Thursday)

“-emem (H'RM} is essentnaE for: ach:evement of departmental goals and reallze -
Govemnment? v1s:on ‘of: good govemance .t helps- butldmg up commitment among the ‘staff and
) o““f eers towards; thezr a551gnments and service delivery to; the people; besides: personal and individual
' o 'ackbone of any 'sucoessful department is 1ts HR section s

. 'Tne Course has+t emgned 0o benef' t. those workm n the Government, its’ ioealfauionornous ’
_boches, pubhe sector! dkings' afid: " entrusted ;. with;: Human- ‘Resource - . Management,
- transfer/posting;: _omonons trammgx.welfare etc; of thestaff-and officers. . The' Course would be

useful o all: lowerfmlddle 1eve1 functlonanes assoclated w1th deahng wnh semce matters spec1a]ly, S

_i_-'oam ("'I’IVES GF THE COURSE

s At the end of the Cou:se the parne:pants w1ll be able to:

Exp"iam zmportanoe of human resource management in organization.
" Explain relevance of cadre-based sysiem of bureaucracy
- List problems typlcal to Government set up in; area of human resource management :
Explai’ human-resource management in r.erms afimeed of efficient public dellvery systems -
_  and need for bureaucratic autonomy and sometal embedded ness of cml servants.
5500 Explam aspects of career management and development
_ -.ﬁ§ '

.. CO‘JTEN’I‘S omna COURSE T §1

CoAw b P

ri .

- Human Resource in the Govemment —A Background
_ Changm gscenario — Need for Human Resource Management

Principles of Human Résource Management j:
~ ‘Humari Resource in the Government —An Ovemew
. Major Areas 1 Haman Resource Management in the Government

P E}ostmg Praenoes Problems and Challenges lnH.R Management in the Govemment
ITand HRM * - .
o Companson between Human Resource Management in Private and Government sector
_ * National Tralmng Policy, State Training Policy and HRM

10. - iMew Initiatives by the Government in ‘Human Resource Management -
‘11 . HRM —Public Service Delivery and Governance

12-. . Managmo HR Some Areas and Presentatlons '

'@ﬁﬂewewwe

' '"\/IETHODOLOGY OF THE (" OURSE '_ -

o The Course WO u‘d be eonduoted by experts -and expenenced in the area of Human Resource
Management. While leoture metﬁod would be generally followed, case studies and questnonna;res
may also be inchuded in some sessions. The' Course would be interactive and participants encouraged
to ralse quesnons and get the doubts cleared




NOMINATIONS FOR THE COURSE

File No 6/13/10-UTCS(TS-Y 276 2.6 = 3779
' Copyfonnformattonto

AR

. The Course envisages class strengt

22308556 and through email address

- All HODs'/ Local/; Autonomo
: _..j;__'fequ'e'st_to‘_eflcou'rag'e___thei"r'. officers
.. i8.0 to the Chief Secretary, Govtl
" PS toPr; Secretary (Trg.), Govt.
;- PAc Spl- Secretary-cum-Spl. D
‘Estate Offic ate
* Department

of 40 Participants.

2. Nominations shall be accepted on ﬁr_stfcome»ﬁrst-serve basis. - o
3 Nomination Jetter along with bio-data of the -pa;ﬁciiaanl;s;-in.the_fpnpat'-présb;i_-li{ed {enclosed)y . ¥
© may be sent by 02-11-2010. % . R T ' N

4. Nominations received after 02.11-2010 may not be entertained. . . Ll

5. Outstation participants are requested to proceed for training only after receipt of confirmation

" . of acceptance of nomination. - o B '

OTHER INSTRUCTIQNS

1. Participants are expected to come prepared with basic information on the course subject. 1=
2. Participants may bring copies of the tatest-departmental/Government circulars/ orders/reports

etc., elating to the course subject, if any available.- This would benefit other participants,the:

. Dire;torateandhlsothcfaculty; S S LT

3. Participants are expected to observe punctuality and regularity. .. Lc o Lo

4, Participants are expected to keep their mobile phones on silent mode -during the training”
_ ‘sessions. . T B

5. Participants are expected to complete. exercises/questionnaires, if atly,-distributed. by the -

- faculty during any training session and also fill up the feedback form. -~ o

6. Participants are expected to utilize the kidowledge gained during the- training. for.efficient -

‘d'i'sehargcof'theirduties. ' - T N
7. Participants may contact the urdersigned for any information/clarification:on training course.
8.

Contact/correspondence may bé made on Phone Nos. 22303843, 0-9810852945, Fax: Ne.
adtrg2utcs dethii@nic.in or dute§@nicdn: o

er, Directorate- of




GOVERNNIENT OF'NATIONAL:CAP]iTAL TERRITORY OF DELHI _
- PDIRECTORAYE OF TRAINING : UNION: TERRITORIES CIVIL SERVICES

Inshtutxanal Area, Shahdara, Behmd Karkardoama Cuurls Shahdara Delln 32

TRAINIP\G MODULE ON MANAGLRIAL COD/IPET!LNCE N
I—IUMAN RESOURCE MANAGEN[ENT

Basm Managenal Cometeﬁce
2010 to 11-11-2010)

L Name: ofthe Packae: of Courses
P Durationof the Course
o Number of Sessions
- | Traming Branch -
| Name'of. G m-se Coordmator

| Segsions’ 2D atmn
S 1130am-1245pm A
| Lunch R
| Sessmn ILI Y
g _| 01 A5 pm—03 00 m
._1 Tea I i
S Sessmn IV T s Min
_".IO 15 m—0430 N BRI
|vs- 4 :
L Sessmn N e 75 N L jor Areasin Human Resource Management in thc _
110, OOam- 11. 15am T DA . s -C}Overnniﬁﬂ___;ﬁ % . '
|Sess1ov1 Vi~ - 75 Min.: Ex1st1ng Pracuces, Problems and ChallengesmHR
1130 am- 12 45 pm EEEE Managementmthe Govt ' :
I..meh
C Sessmn VII -.
| 01.45 pm- 03, 00 rn

Fea | o
| Session— VIII - Companson bctwecn Human Resource Management 1
te and Governument sector

| S besswn ~IX
| 10.00 am- 11, 15am
| Tea L -
'\ir_S_c—sgion - % ] 75 Min. “New Imtlatwes by the GOVarnment in Fuman Resource
t1130am-1245pm. | - o _________#_.ﬂ, - Management
jLunch R '
MSession-XL _. ~ HRM - Pubhc Servu;e Delivery and Governance
1'31.45 pm--03.00 pm

R, ) B _____#___ﬁ________‘________ﬁ_______

" | Session— X1 “Managing HR — Some Areas and Presentations

| 03.15 pm- 0430 pm__




ey, ]

@ LEARNTNG UNITS OF TRAINING SESSIONS ON MANAGERIAL COMPETENCE IN
HUMAN RESOURCB MANAGEMENT '

Name of the Package of Courses e ’ Basm Managenai Compe’fence
Duration of the Course - I Thyee days (09" to 11‘“NOVember 2010)
Number of Sessions . I Twelve (12) ' S I_
Training Branch ' T - S IE S o
Name of Course Coordinator T P g C . Ms. Cathermﬂ Mathal, '_|
' - : L Assistant Diredtor - : I
‘Method | Training Material Performﬂnce ||
of o and. ald T Ald - o |'
: . Training | : L o
Session — 1 Human Resource in lhe Lecture, | Computer, Projector, | 'Han'd'out_s -
(Part-I) Goverpment — Abackground i PPT - White Board etc. | (il required) |.
Perspective |- System during ancient India’ e SO | _i
- System during medieval perlod S L o il
- System dunnantlsh\tlme : : I S |
- System  during ;po -- ' : '
Independence period i b o
‘Session — H Changing scenario — Need for | Lecture, | Computer, Projector, | "Handouts - ‘
' Human Resource Management . | - PPT " White Board ete. (if required)
- Globalization, leera‘::zatlon and | S I
- its effect. ' o I Sl e
| - Demand for pubhc
delivery - : : : .
- Private — Public Partnership 1 B I |
concepts .o _ : _ R -
- Burgeoning COmpetITIVC servxce " ' I SR
sector . . . o ‘

Enabling " Contents & Sequence
Objectives . :

scrvlce o Lo s |

- - Demand for Job relevant sklils . . i
Session — 11T | Principles of Human’ Resource “{ectare, |- Computer, Projectar,| - Fandouts |
: ' Management- o - PPT | White Boardetc. |- (ifrequirsd) _Il o
- Importance of s 'individual S S T EEE
. competencies - S ' i ' ' '
- Importance of opcn ulture and
commumcanon A L S o _

|

credibility; Conumuncnt and Gl

" motivation :

- Importance -

- improvément
|~ Staff welfare - .

Session ~ TV D .Overv'iew.:f',. :

--contmues-_ e

T Lectuﬁ?_, Computer P;OJector, Hande qts
PPT - | thte Board etc (1f reqa red’}

IOverview - | - Government — A major employer
: - ‘Work force in the Government
{both Central and States) - ' -

o Gender dw1s:on of Ihr.‘. work,

.. -force — L '

~ . Professional dms:on . T TS
- Civil and Military @i o Y o
- Generalists and Spe ahsts S I
‘o Nature of duties —
- Safety and Security
- Administration
- Health B
- Education
- Science . and
" Development
o - Problems arzas -
Session —V '| Major Areas in Hum
S . Manageme
Perspectives. | - Tradmonal HRM vetsus Pubhc
- servxcc dnvenH.RM s

Lecturs, .| Computer, Projector,| Hahdduté . o
_PPT White Board ete. | (ifrequired) |- :




Tl centric. mmdsat

3 .2 skilk developmient -

-Indmdual performance vcrsus
- orgamz,atwnai perfonnance _
- Limited mmdset VETSuS.. publlc

: ._'-'-__'Autonomy, empQ\‘.:verment1 muln

- | Session -VI

Exlstmg Practlces, Prob!ems and

the Government

.Computer, Projecf_o_r, o _
. (ifrequired)

White Board etc. ™™

'Handouts

7| Awareness

ST - . Shortage of sl_{ﬂled and dedlcated o

7.1~ Promotions. -

ol :-"reéponsmﬂ:ty

fPracuces : -

IE Recrultment - chrcct promotlon

" adhoc contract - -
absencc '__'of :

- '_perfonnance appra;sal semonty

| curp mierit principles .

.-_%'I:Transfers & postmgs - ébsence (
i~ of clear pohcy ooel

- - Cadre- based systcms =

" '-'Challenges

_Colonial mindsct C ol
o’ of

- Dealing with placemcnt agencws

D workforce

L Abscnce: of clear 'obJectwcs

the | -

| Session VI |+

- ITand BRD -

- Lecture,-

- Computer, Projector,

" White Board etc. -

~ Handouts

| Awareness.

= 'P or efﬁclency )
- For tranSpa:cncy
- - For public service delwery

(if required)”

i-Session —- . |
i Resmlrce Management in anale

VIII

.. Comparison between Human

. and Government Sector -

_C_omputér. Projector,
White Board etc. -

. (if required)

: Handouts '

- Knowledge I

© Customer Satisfaction .
Quallty Assurance

o -Session#IX

. Training Policy and HRD

Natmnal Training Po!xcy, Stale : |

Lecture,

_PPT

Computer, Projector, | -

White Board etc.

(if required) !

Handouts i

Awareness

| Training objectives
Training concerns

| Training for all -

1 Session — X

New Initiatives by the :
Governmem in Human Resource::
- Management i

Computer, Projector, | -

White Board etc.

Handouts
(if required) |-

B - - Modification of ACR formats

- Performancc appraisal

- Sixth Pay Commission
- Performance Agreement
- Recommendations by ARC

! Session =X1

and Governance

IIRM ‘Public Service Dehvery

Leéture,
: PPT

Computer, Projector,
White Board etc.

Handouts
(if required)

- “Manpower Planning

’

- Impoitance of HR for projects -] -

‘Session —XI1

Managing HR — Some Areas and
Prescriptions

Lecture,
PET

Computer, Projector,
White Board etc.

Handouts
(if required) |

- HR advising employees personai
tax planmng - ;




DIRECTORATE OF T

RA]NiN‘G{ UNION TERR[TORY CIVIL SERVICES

: . BIODATA FORM :
(For Employees of GNCTD LocalfAutonomous Bodles!Corporatlon

‘Name of the Training Progres_s.

Date of Training Programme .

01.

Name
(As per Service Book)

0z

Designation

03,

Service Cadre

04.

Name ofthe
Department.-‘Organisation

05.

Category of
Dept./Organisation

06.

Employee Code (if any) -

07.

Daté of Birth -

08.

Sex

08.

Category

10.

Educational Qualification
[Highest qualification]

REEE

Professional/Technical

qualification

12, j Date . of " joining: -the

K -Sewlce '

13. | Pay Band&Grade Pay

14, _Detalls '-of trammgs -
attended in.the past in|
the - Directorate . _of
Training, . UTCS/Other
institutes E

- 45,

Contact Number .

Course Code

{Tick mark (¥) the éppfopriéte boxi___

© Accounis O

aod

B I

Local Body

ool

Autonomous Body

o EU—

'Dj;otif EDMM e

SCD 5T DOBCD

_ Grfaduaté' a
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