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The Directorate of Training is cntrusted with the basic responsibility of conducting
traiping programmes for various levels of officiais/officers in various .areas of
administration. The Directorate has identified subjects needing basic knowledge and skill
for {unctional efficiency. A one day training couzrse on “J;asic Functional Efficiency for
Personal Secretary/Assistants” is an important course in the list. The Course shall
commence on 05" December, 2011 (Monday). ' ' o

IMPORTANCE QF THE COURSE

Personal/Private Secretary (PS) or Personal Assistant (PA) works closely with officer and
assicts him/her almost cvery hour duting the working time. He/she handles numerous
seciciarial and administaative tasks and also acts as officer’s first point of contact with the
public. ‘There is a relationship of trust between the PS/PA and hisfher offizcr. Discretion
and confidentiatity are, therefore, cssential attribuies for a successiul PA.

TAGET BENEFICIERIES OF THE COURSE

The Course has been designed to benefit those veorking in the Govorbment. s
local/autonomous  bodies,. Public  sector wndertakings  as  Personal/Private
Secretary/ Assistant. Training Module/1 -earning Units are enclosed.

OBIECEIVES OU TRE COURSE

At e end of the Course the par_’t.'u':ipant.s'will be able to -

1. Explain duties expected from PS/PA.
2. Describe attributes ol efficient PS/PA.

3. Flaborate on relationship of trust and con fidentiully.
CONTENIS OF TE COURSE

1. Need of Personal/Private Secretary/Assistant in Government Office and his role.

2. Charter of duties of the Personal/Private Seretary/Assistant in Goverpment
Office. ' _ _

3. Atiribules of ideal Personal/Private Secretary {Assisiant.

A. Career prospects/opportunities for bettetment and examples of successful PS/PA.

METHODOLOGY OF THE COURSE

The Course would be conducted by experts and experienced in the area, While lecture
mcthod would be generally followed, case examples may also be included in some
sessions. The Course would be interactive and participants encouraged to raise questions
and get the doubts cleared.



I MINA T SONS FOR TRE COURSE

the Course envisages class strenglh of 40 Participants.

Neminations shall be accepted on first-come- first-serve hasis.

Nomination letter along with bio-data form of the participants in the format
prescribed (enclosed) may be sent by 28™ November, 2013.

Neminations received after 28" November, 2011 may not be entertained.
Outstation narticipants are requested to proceed for training only after receipt of
confirmation of acceptance of riomination. '

O'LIER INSTRUCTIONS

1. Participants are expected to come prepared with basic information on the covrse
subject. _

2. Participants may bring coples o1 the latest departmentai/Government  circulais/
orders/reports elc., relating to the course subject, if any available. This would
benefit other participants, the Directorate and also the faculty. ' '

3. Participants are expected to observe mmetuality and regularity. S

4, Paricipants are expected to keep thetr mobile phones on silent mode during the
training sessions. ' ' : -

¥ Paticipants are e xpected 1o complete exerciscy/questionnaires, if any, distributud by
the faculty during any training sossion and also fit} up the feedback form.

6. Parijcipants are expected to utilize the knowledge gained during the fraiping sof

- efficient discharge of their duties. - .

7. Participants may contact the undersigned for any information/clarification on
{raining course. _ o _ - o

8. Contact/correspondeace may, be made on phone nos. 22308552, lax no. 22307822,
22308556 civial) addiess dutes @uic.in . . N

R 1 —
S _(NEEEKAMAL)
' _ ASSISTANT DIRECTOIR (TRAINING)

File No.5(D1T/13-UTCS(TS-1) 3212 - 3oW9 ate }oe -1y

Copy forwarded to:

All HODs/Local/Autonomous Bodies and State Undertakings/Corporations.

2. §.0. {0 the Chiel Secretary, Govt. of NC of Delhi, Delhi Sceretariat, N.D. 2
3. 1.0. for updating ou the website of the Department,

| | (NBEEKAMAL)
Assistant Director (Training)
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