icieric A.one"day trammg couree on “Basxc Funetignal Efﬁueney for'_-_
"iAssnstanl_s’f _1s an: 1mpcn'tant course m ‘the ]zst The Course shall

T ] e51gned o beneﬁt those workmg in the Govemment its
"-._,"'_Iocalfautonomous bOdlCS ~Public . sector .. undertakmgs “‘as  Personal/Private
' Seeretary;’Assmtant Trammg Module;’Learmng Umts are enclosed ' '

OBJECT lVES OF THE COURSE E

At the end of the Course the parumpants w111 be able o :
Explam duties expected from PS/PA.

Describe attributes of efficient PS/PA.
3.__ _ Elaborate on_relatlonshlp of trust and conﬂdenttally

' !.! [}!TENTS OF THE COURSE

R R 3 _.'-'Attnbutes of ideal Personaf/anate Secretary;’Asmstant
o A Career prospectsz’opportumues for betterment and examples of sueeessful PS/PA.

R MEIHQDQLQCYQFTHE Coum, R S

ould'be' c"ndueted by. expert d experxenced in the area. While [ecture
bi rally followed, “case Mxamples may also be. included in some




g March '20'1'1
] t be entertamed L
! ammg only aﬁer receipt of

- 5. e DATILS T ng “Copies.. ,f:' : atest.' departmentalfGovennnent elrcularsf:" "
L R TepOrts ” etc ubject, if - any av 'lable Thls would.-

yected 16 observe punct
gep the moblle

d 1 re gUlaﬂt}’ SRR
“phones on silent. _mode durmg the :

©training sessions. ; _
Pairhcxpants are expected to compiet 'exermses! questlonnalr_ S, iff any dlsn 1buted by 3
the faculty durmg ‘any training: session and also fill up, the feedbﬁck form, -
o o _'{Partlc1pants are’ expected 1o utitize the knowledge gamed durmg the- trammg fer_
Lo . efficient discharge of their duties. _
' 7. Partlelpants ‘may contact the undersngned for any mfonnatwm’clanﬁcatmn on'

. training course. -

8 Contactfcorrespondence may be made on phone nos 22308552 fax no.. 2230?822

308556 email addxess dutes @nicin. - AL Nl

EEL KAMAL) .

_ ll ODS/L. (ntoriomous Bodies and State Undertakmgs!Corporatlons _
SRy -"S__O to the Chxef Seereta‘fy Govt. of NCT of Delhi, Delhi Secretanat ND. 2
e 3 2 E 0 for updatmg on the: web51te of the. Department o . y




*|"Training B Branch
Name of Course Coordmator L
Duratlon_

10 00 am- 11 1sam

DIRECTORATE OF T

RAIN

NG UNION TERRI
1, TERRITORY OF DX

TIONAL CAPITA |
‘ _'_Delhi 37 L

TVIL ‘,FRV 1C E":

LHI

L BASIC FUNC llONAL EI~ FICIF

i\IC_Y _—‘"']. = :

[ Numbet of Sessions

One day (04 04 201 1) Monday

Four (04)

1

Sh Neel Kamai Asstt, Dlrector

] S

ysions

T0p1es

Proposed

Bmef background -of

: _workmg of Government
~ office. -

o ) ~ Need. & Roie of Personal &
S anate Secretary

‘Speaker

.Tea‘.'-' e

: . Session- I -
11 30 am- 12, 4Spm -

75Mln __

.Charter of dut;es of the- -'
Personal/ - Private "Secy./|”

Assistant in Government
< office. I
Com anson ‘with  Private
: oSe-ctOr FOE U P

Lunch

Qassion— 1L -

. | 0145 pm- 03.00pm - -

75 Min.

~Attributes . of Ideal

- Personal/, Prwate S'ecy.r’ .

""_r"Assmtant e

e Usé of new ofﬁce automatlon
= -'."devu:es

Sessxon IV

03.15 pm- 04, 3opm |

75 Min.

. Career

° -Ch*\llenﬂes in the 5ob of PS

- & PAs in the Government
_ ' Prospects o
opportumues - for

cuccessful PS/PA

\ betterment and examples of
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