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o - CIRCULAR -

The Directorate of Training is entrusted with the basic responmblhty of - conducting

training programmes for - various levels of - officials/officers in. various areas of -
administration. The Directorate has identified subjects needing basic knowledge and skifl -

for functional efficiency. A one day training course on “Basic F unctional Efficiency for

Personal Secretaq!Assnstants” is an important course inthe list. The Course shall

commence on 24t October, 2011 (Monday)

iMPORE r\N( E QF THE COURSE

" Personal/anate Seeretary (PS) or Personal Assmtant (PA) works closely wrth ofﬁcer and .
- -assists him/her almost every hour durmg, the working time. He/she handles numerous * -

secretarial and administrative tasks and also acts as officer’s first point of contact with the
public. There is'a relatlonshlp of trust between the PS/PA and his/her ofﬂ{.er Discretion

and conﬁdentrahty are, therefore, essent1a1 attrrbutes fora successful PA

' TAGET BENEHCII-,RIE‘EOI-“IHI:. COURSE .~~~

~ The. Course has been d351g,ned to beneﬁt those workmg, in the Govemment its
local/autonomous - bodies, Public_  sector ~undertakings - as PersonaUPrlvate :
'SecretaryfAsmstant “Training Modulc:‘Leamrng Umts are enclosed. i

At the end of the Course the partuupants wﬁl be able to'r
- Bxplain duties expected from PS/PA.

_ 2_,_ - Describe attributes of efficient PS/PA.

3 Elaborate on relationship of trust and eonﬂdentrally
: C ‘_ “0 . . I .
1. _.Need of Personal!Prwate Secretary/Assmtant in Government’ Ofﬁce and hrs roIe
20 Charter of duties of the Personal/Prwate Secretary/Assmtant in Government
Office, .
3. Attributes of ideal Personalz’anate SecretaryfAsSIStant

4. - Career prospects/opportunmes for betterment and examples of successful PS/PA.

MET HODOLO(‘Y 0]~ THE ( OURSE

' The Course would be conducted by experts and experienced in the area. While lecture.

method would be generally followed, case- examples may also be included in some
sessions. The Course would be mteracuve and parucrpants encouraged to raise questlons
and get the doubts cleared : : :

s




NOMINATIONS FOR THE COURSE

—_—

>

1

ey

W

The Course envisages class strength of 40 Participants.
Nominattons shall be accepted on first-come-first-serve basis. .
‘Nomination letter #ong. @i biedgse form of the participants in the format = -
prescribed (enclosed) may be sentby 17" October, 2011. B
‘Nominations recéived after 17™ QOctober, 2011 may not be entertained. "
Qutstation participants are requested to proceed for training only after receipt of
confirmation of acceptance of nomination. -~~~ =~ - o o '

OTHER INSTRUCTIONS

' Participants are expected to come prepared with basic information on the colrse

subject. . _ L I
Participants may bring copies of the latest departmental/Government circulars/
orders/repotts etc., relating to the course subject; if any available. ‘This would

- benefit other participants, the Directorate and also the faculty. o
 Participants are expected to observe punctuality and regularity.
Participants are expected to keep the '

ir mobile phones on silent mode during the
training sessions. -~ ST e e
Participants are expected to complete exercises/questionnaires, if any, distributed by "

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

-~ Participants ‘are expected to utilize the knowledge gained during the training for
" efficient distharge of their duties. - ' T :

Participants may" contact _thc‘_':undcrs;igngdf_for" any information/clarification on

 training course. : S T
- Contact/correspondence may be made on phone nos. 22308552, fax no. 22307822,
22308556 email address dutcs @_nic.i_n T NS R

o U(NEEL KAMAL)
" ASSISTANT DIRECTOR (TRAINING)
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