GOVT OF NATIONAL CAPITAL TERRITORY OF DELHI
DEPARTMENT OF HEALTH AND FAMILY WELFARE

F-17, Karkardooma, Delhi — 110032
[CME CELL, Ph. 22304549 Fax 22302441]

No. F. 24/30/DHSICME/2011/ 55 T3~ T4 Dated: 49 1111
To

All COMOs,

Addl. Director-SHS,

CMO l/C-MHS. _
Sub: Various training programmes organized by Directorate of Training.

Sir/Madam,
Please find enclosed copies of following training programmes organized by
Directorate of Training for the nomination.

Training Shedule Last date of;

nomination _ |

05.12.11

for Personal Secretary/assistants
General awareness about

Handling Publicity and Media

Basic Functional Efficiency in office
rocedure - _
Basic Functional Efficiency in
establishment/service matter

‘ 5 ‘ Anger Management and
Personality Development
You are requested to do the needfu\.w

The details aré available on Dme~website under “order” page. For any
clarification please contact at 22308552, fax:22307822,22308556 or email:

09.12.11

191211 1o
211211
121211 to
14.12.11

ducts@nic.in.
Yours faithfully,
3 ‘//‘\.
7 e
(Dr.Parveen Kumar)
‘ CMO-CME
No. F. 24/30/DHS/CME12011/ Dated:
Copy to: -
rogrammer. DHS (HQ) to upload on website under “order”.
‘ ‘ )
# ol /
T2
(Dr.Pa"meien Kumar)

) CMO-CME



GOVT OF NATIONAL CAPITAL TERRITORY OF DELHI
DEPARTMENT OF HEALTH AND FAMILY WELFARE
DIRECTORATE OF HEALTH SERVICES
F-17, Karkardooma, Delhi — 110032
[CME CELL, Ph. 22304549 Fax 22302441])

No. F. 24/30/DHS/CMER2011/ 857719, — D 1o | Dated: 921} - 1]
To

Medical Superintendent,
All Delhi Govt. Hospital

Sub: Various training prdgrammes organized by Directorate of Training,“»" T S
Sir/Madam,

Please find enclosed copies of following training programmes organized by
Directorate of Training for the nomination. '

[S.No | Training Shedule [ Last date of |
o _ nomination |
1 Basic Functional Efficiency 05.12.11 28.11.11
for Personal Secretary/assistants A N
2 General awareness about 09.12.11 02.12.11 |
Handling Publicity and Media ‘
3 Basic Functional Efficiency in office | 19.12.11 to | 12.12.11 1
procedure 21.12.11 -
4 Basic Functional Efficiency in}12.12.11 to|05.12.11
establishment/service matter 14.12.11 |
5 Anger Management and 19.12.11 12.12.11 ‘
i Personality Development , i

You are requested to do the needful, z¢&d
The details are available on DHS website under “order” page. For any
clarification please contact at 22308552, fax:22307822,22308556 or email:

ducts@nic.in.
Yours faithfully,
P
e
(Dr.Par@ré:u Kilfnar)
CMO-CME
No. F. 24/30/DHS/CME/2011/ Dated:
Copy to:

Programmer. DHS (HQ) to upload on website under “order”.

e

-~

- . ' v Pz
. o

g :a\ :;-‘, =
(Dr.Par\Veén Kumar)
CMO-CME
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DIRECT oA TE CF TRAMVING: UNION TERRITORIES CTVIL SERVICES
Institutional Avea, Viskwas Nagar, Seais 2d Karkardooma Courts, Skaklara, Deihi— 110932
Tel. No. : 22363843, Pa Ne. 22308556, Email: adirpdutes.deili@nic.in

F No. 8(1)6/2611-12-UTCS(I3-IV) 2548~ V73| Dated: 12 - {0 -2011

CIRCULAR

The D1 rectorate of T*ainibg is entrusted with the basic rosponsibility of conducting
training programmes o7 varous levéls of officials/offizers n verious areas of
administration. The DHC‘C‘C&JT&‘.& has identified subclls reiziing 10 personality
development. A one-day freining course On ‘Anger Macagemert and Persenality
Development’ is an important course in this list.  The Course will be held on
19-12-20 1% (Monday).

IMUSRTANCE OF TEE COL tsE

Anger is a natural reaction. Zut as part of behaviour in the society or situation, it can b
called as immature and hasty response o crcexvcd threat, situations, provocziion €
The course aims at highlighting importance of management cf anger and thereby build g
healthy = vironment and relationships in the society.

TARGI T IENETICIARIES OF THE CCURSE '

The Course has been designed o benefit all middle / lovier level f.ncticnaries in the
Government, its local/ 2utonomoLs bodies, public sector undertekings. Training
Iiodule/Learning Usits &t enclosed

QBJECTIVFS OF THE COURSE

At the end of the Course, the participants will te able to:

Expiain general causes of anger

List ways to control and pravent anger. Bﬁ) 7 S /

Diescribe attribiutes of cocl nersonalities

List advantages of ange: rmanagement. ) //, / /
7

Ia Lo DO

CONT ™78 OF THE COURSE

Anger, Sources and Symptoms

Anger — Various Expression and Consequences
Anger — Prevention and Control Techniqu°s

Effccts of Calm Behaviour on Work and Relationsiin

BN

METBODOLOGY OF THE COUINST

The Corse would be conducied oy experts who are experierced :.‘.‘z the arca of Anger
Management and Personelic? Deveiopment. While lecture methel would be vc-mauy
followed, case studics, group discussions and docuuieniaries may aiso be included in
some sessions. The Course would be interactive and perticipants encouraged to raise
questions and get taeir doubts cleared.

MOMINATIOMNS FOR THT COURSE

i. The Course cnvisages class swrengtn of 40 Tarticipants.

2. Norminations shall be aucepted on first-come-first-serve basis.

3. Nomination letter along with bio-Zata of the participants in the format prescribed
(enclosed) may be sent by 12-12-2011.

4, Nominations received after 12-12-2311 3, nGi be entertained.

5. Qutstation par‘v‘zpants are re.muestea to proceed for training only after receipt of

confirmaticn of acceptance of rz“mmatwn.

OTHER INSTRUCTIONS

1. Participanis are expested to observe punutuamv and regularivy.
2. Participants are expecied tc kesp thelr mobile phoues on silent mode during the
training sessions.
3. Participcnts are expected to complete exerclses,"que<z~cmaue , if any, distributed
<7, 29, 7

’
-5 the feedback f

by the faculty during any training session and also fil



s . TR T B

Participanis mey conial o naOSISigngs 0T aly
{raining course.

Filled up Bio-data forms of nominated officials may be forwarded by department.
Bio-data form is available in the department’s website www.utcs.delhigovt.nic.in
under ‘Training’. - *

8. Contact/correspondence may be made on Phone Nos. 22303843, Fax No.

v

22308556 and through Email address adtrgdutcs delhi@nic.in

L

N

(CATHE -
Assistant Director — IV (3rg.)
Tel. No, 22303843

v

wr mrNaAnT T 10 TITOSTAIVY T S8 AT A
ENg. oi\x)«;‘-,.’_y;:“;.;-uzv-v'\l.‘.‘*‘-;\s')/ 3Be5S 58 L Datec: {2 - i -2011

B P R “? L
Capy for faie/mawon o3t

1. All HODs / Local/ Autonomeu? Bodies znd State Undértakings /Cor orations
with the request to encourage their officers to avail the benefit of this training.
2. Estate Cfhcer (Tre) for uploading on the WEBSIITE of the Department.

dATHAIL)
Y (Trg)

MName of the Packzge of Courses ‘ . Personality - avelopment
Duration of the Course : ‘ ~ Oneday _‘_4
i’umber of Sessions 4 (Four)
Training Branch v
Name of Course Coordinator Ms. Ca'herine Meihai, Assistant Director
Session Topics- ]

\ . ik
Arger, Sources and Symptoms

Sezsion — g
{107 am-11.i5am ‘ | . d
[ Tea l ' ‘
‘.‘ Session — il ‘ 75 Min. ADger — Various expressions and consequences
%1 .30Ham— 12.45¢m

Lunct
'\ S-essiozi -1 } 75 Min. Anger — Prevention and Controlling Techniques
| 01.45 pm- 03.00 pra |
| Tea i .

Session — IV ; 75 Min. Effects oi alm Behaviovr cr Work and
| 03.15 om- 0430 pm | Relationship




My

DIRECTORATE C¥ TRAINING : UNION TERRITORIES CIVEL SERVICES |
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELYL
Irstitutional Area, Shiahdara, Bebind Karkardooma Courts, Shahdara Delhi 32

File No.5(1)13/11-UTCS(TS-)/ To 1342 30735 Date H2-teyy )7
CIRCULAR S ‘/,-W

The Directorate of Training is entrusted with the basic responsibility of conducting
training programmes for various levels of officials/officers in various arcas of
administration. The Dircctorate has identified subjects needing basic knowledge and skiil
for functional efficiency. A onc day training course on “Basic Functional Efficiency for
Personal Secretary/Assistants” is-an important course in the lisi. The Course shall
commence on 05" December, 2011 (Monday).

i

IMPORTANCE Qi THE COURSE

Personal/anate Secretary (PS) or Personal Assistant (PA) worlfq closely with officer and
assists him/her almost every hour during the working time. He/she handles numerous
sccretarial and administrative tasks and also acts as officer’s first point of contact with the
public. There is a rclationship of trust between the PS/PA and his/her officer. Discretion |
and confidentiality are, thercfore, essential attributes for a success ul PA.

TAGEE BENEFICIERIES OF THE COURSY

The Course has been designed to benefit those working in the Goveuunent, its
local/autonomous - bodies, Public -sector undertakings as  Personal/Private
Secretary/Assistant. Training Module/Learning Units are enclosed. '
OBJECT IVES OF T THE COURSE | ,

At the end of the Lourqe the pa1t1(,1 pants w1|l be ab}e to

1. Explain duties expected froin PS/PA.
2. Describe attributes of efficient PS/PA.
3. Elaborate on relationship of trust and confidentially.

CONTENTS OF [HE COURS

i. Need of Persona]/Prlv(ue Sccretary/Assistant in Governmenti Office and his rokc.

2. Charter of duties of 'the PPrsonal/l’nvah, Seccretary/Assistant in Government
Office.

3. Attributes of idcal Personal/Private Secretary/ Assistant.

4. Career prospects/opportunities for betterment and examiples of successful PS/PA.

METHODOLOGY OF THE COURSE

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

L



The Course envisages class strength of 40 Participants.

2. Nominations shall be accepted on first-come-first-serve basis.

3. Nomination letter alon;, with bio-data form of the participants in the format
prescribed (enclosed) may be sent by 28" November, 2011,

4, Nominations received afier 28™ November, 2011 may noi be cntertained.

5. Outstation participants are requested to proceed for training only aficr receipt of
confirmation of acceptance of homination.

QTHLR INSTRUCTIONS

1. Pariicipants are cxpected to come prepared with basic information on the course
subjcct.
7. Participants may bring copies of the latest departmental/Government circulars/

orders/reports etc., relating to the course subject, if any available. This would

benefit other pdﬂlClpazm the Directorate and also the faculty.

Participants are expected to observe punctuality and regularity.

4. - Participants are expcctcd to- kecp their moblle phoncs on silent mode during the
trammg sessions.

5. Participants are expected to complcte cxcrcnscqlquesuonnaul,s, if any, dls(ubuted by
the faculty dunng any training session and also fill up the feedback form.

6.  Participants arq expected to utilize the knowlcdge -gained durmg the trammg for

efficient dischatge bf their duties.

Participants may Eon‘tact the’ undemghed for any mformatmn/clanﬁcmon on

{raining course. '

8. . Contact/coirespondence may.be niade on phone nos. 22308552, fax no. 22307822,

22308556 email address dutcs @nic.in .
el )
\!WJ/LW;? -

[rS)

o

_(NEFEKAMAL)
ASSISTANT DIRECTOR (TRAINING)
File No.5{1)1/13-UTCS(TS-1)/ 3o 1+2- 303734 Date jo.-\. -

Copy forwarded to:
1. All HODs/Local/Autonomous Budies and State Undertakings/Corporations.
2. S.0. {0 the Chief Secretary, Govt. of NCT of Delhi, Delhi Secretasiat, N.D.-2
3. EO. {or updalmg on the website of the Department.

(NEEEKAMAL)

Assistant Director (Training)

& T



LIRECTORATL OF TRAINING : UNION TERRITORIES CIVEL S?%ZRVECES
GOVERNMENT GF WATIONAL CAPITAL TERRITORY OF DELRI
fnstitutional Area, Behind Karkardooma Courts, Shahdars Delhi 52

File No.5(1)1/1 1-UTCS(1S-1Y/ ate

TRAINING MODULE ON BASIC FUNCTIONAL EFFICIENCY FOR
PERSONAL SECRETARY/ASSISTANTS

ame of the Package of Courses | “BASIC FUNCTIONAL EFFICIENCY

-—-ﬂ-~—w-————.9_“9.p_3§1_(9,5_-12.201 iy Monday
Four (04)

Training Branch. B ' I

| Duration of the Cowrse_
Number of Sessions

e e - PENUNRRS Y

Name of Course Eagi'd-i_l;.""%l"— o —_.S}:_l\_l—c‘eﬁ(}};al—,/.\ss_ﬁ Dircctlor B
Sessions - | Duration : . Topics ‘ Proposed
| _ Speaker

Session—1_ | 75Min. T Bref | backgrownd  of |
10.00 am- 11.15am ‘ : working of Goveroment
o office. o

o Need & Role of Personal &
Private Secretary

lea
Session - 11 175 Min o Charter of duties. of the
11.30 am- 12.45pm : ‘Personal/  Private  Scey./
' ) |- Assistant in Government
‘ office. _‘
o Comparison “with Private
I o) Sedor R .
Lunch » SN I
Session—1II 75 Min. e Attributes ~ of  Ideal
01.45 pm-03.00pm | Personal/ Private Secy./
3 Assistant
o Use of new office automation
L B ___ devices I B
lea . [ —— -
Session — IV 75 Min. e Challenges in the job of PS
03.15 pm- 04.30pm | & PAs in the Government
e Carcer Prospects /
opportunities for

betterment and examples of
_ ,_m,___,..A_~_____L,__..___.,#._31£¢£§§€ul PS/PA
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IDIRECTORATE OF TRAINING : UNION TERRITORIES CIVIL. SERVICES
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELMI
Institutional Arca, Shahdara, Behind Karkardooma Courts, Shahdara Delhi-32

File No.5(1)7/11-UTCS(TS-1)/ 36002~ 30 | 68 Date T2-{a-|}
- CIRCULAR

The Directorate of Training is entrusted with the basic responsnblllty of conducting
training programmes for various levels of officials/officers in various areas of
administration. The Directorate has identified subjects needing basic knowledge and skill
for functional efficiency. A three day’s training course on “Basic Functional Efficiency
in Computerization” is an important course in the list. The Course shall commence on
28t November, 2011 to 30"’ November, 2011 (Monday to Wednesday).

IMPORTANCE OF THE CQURSE

Computerization in Government Departimenis has become  an impOuam tool for
improving efficiency and effectiveness of the organization. It helps in maintaining
archival data as well.as current data, creation of well formatted textual as well as
graphical documents--and accessing of mformaaon from other sources as well as
dissemination of information to other sources through Internet with speed, accuracy,

diligence and reduced paper work.
TARGET BENEFICIERIES OF THE COURSE

The Course has been designed to benefit those working in the Government, its
local/autonomous bodies and Public sector undertakings. The course would be useful to
all government functionaries, both at middle and lower level management to maintain
data records and accessing/dissemination of information to/from other sources with the
help of internct with speed, accuracy and reduced paper work. Training Module/Learning
Units are enclosed.

QBIECTIVES OF THE COURSE

At the end of the Course the participants will be able to:

Operale and handle computer hardware.

1.

2. Create formatted textual as well graphical document.
3. Maintain database.

4. Use internet with security techniques

5. Mail the data/text data electronically.

0. Manage graphical data. 3

CONTENTS OF TIIE COURSE

1. Basics of Computer

2. Introduction to MS Word

3. Introduction to MS Excel

4. Introduction to MS PowerPoint.

5. Introduction to MS Access

6. Introduction to Computer networks, Internet and its security techniques
7. Introduction to Outlook Express

8. Introduction to PageMaker and Corel Draw



METHODOLOGY OF THE COURSE ‘
The Course would be conducted by experts and experienced in the area of Information

Technology. While lecture method would be generally followed, practical application in

computer will also be included in all sessions. The Course would be interactive and

participants would be encouraged in raising questions and getting the doubts cleared.

NOMINATIONS FOR TIIE COURSE

1. The Course envisages class strength of 40 Participants.

2. Nominations shall be accepfed on first-come-first-serve basis.

3. Nomination letter along with bio-data form of the participants in the format
prescribed (enclosed) may be sent by 21° November, 2011.

4. Nominations received after 21 November, 2011 may not be entertained.

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

confirmation of acceptance of nomination.

OTHER INSTRUCTIONS

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

‘orders/reports etc., relating to the course subject, if any available. This would
_ benefit other participants, the Directorate and also the faculty.
Participants are expected to observe punctuality and regularity. ‘
~Participants are expected to keep their mobile phones on silent mode during the
training sessions. ' :
5.  Participants are expected to complete exercises/questionnaires. if any, distributed by
the faculty during any training session and also fill up the feedback form.
6. Participants are expected to utilize the knowledge gained during the training for
 efficient discharge of their duties. :
7. Participants may contact the undersigned for any information/clarification on
training course. ‘
8. Contact/correspondence may be made on phone nos. 22308552, fax no. 22307822,
22308556 email address dutcs@nic.in . _ W{\

s

has

MEET, KAMAL) |
Assistant Director (Training)

File No.5(1)7/11-UTCS(TS-1)/ 3 00072~ 30 168 Date 12~~~}
Copy forwarded to: ‘ ' ,
i All HODs/Local/Autonomous Bodies and State Undertakings/Corporations.
7 $.0. to the Chief Secretary, Govt. of NCT of Delhi, Dethi Sccretaria{‘,/z;.Q

3. E.O. for updating on the website of the Department.
P
(NL AL)

Assistant Director (Training)



DIRECTORATE OF TRAINING : UN TON TERRITORIES CIVIL, SERVICES
GOVTERNMENT OF NATIONAL CAPITAL TERRITORY OF DEL1}
Institutional Area, Vishwas Nagar, Behind Karkardooma Courts. Shahadara, Delhi-32

File No.5(1)7/11-UTCS(TS-1)/ | Date

TRAINNG MODULE ON BASIC FUNCTIONAL EFFICIENCY IN

COMPUTERIZATION

Name of the Package of Courses BASIC FUNCTIONAL EFFICIENCY
| Duration of the Course Three Days (28.11.2011 10 30.11.2011)
i Wednesday to Friday
- Number of Sessions e Twelve (12)
Training Branch ‘ R |
Name of Course Coordinator Sh. Neel Kamal, Asstt. Director
Sessions Duration - Topics Proposed
) ‘ ‘ o o Speaker
28.11.2011 75 Min. e Introduction to computers
Session |
10.00am-11.05am - 4 o
 Tea S ,
Session -- 11 75 Min. ¢ Basic and  advanced
11.30 am- 12.45pm : operations in computers

for daily office use

Lunch e

Session =11~ |75Min. | Introduction to MS Word
01.45 pm- 03.00pm : )

Tea
Session -1V [75Min. * More Topics on MS Word
03.15 pm- 04.30pm
29.11.2011 75 Min. e Introduction to MS Excel
Session -V i
| 10.00 am- 11.15am | i - o
Tea 1 . o
Session -VI 75 Min. e Calculations and more
11.30 am- 12.45pm Topics on MS Excel
Session - VII 75 Min. e Introduction to Power
01.45 pm- 03.00pm N Point ] o
Tea _ ) L _
Session - VIII 75 Min. e Introduction to MS
03.15 pm- 04.30pm  Access




I e - S — T e e

30.11.2011 75 Min. o Introduction  to  Computer s
Session — [X ‘ Networks and Internet andl
[ 10.00 am- 11.15am Network Security |
L I D »’ |
Session —X 75 Min. ¢ -mail and ancﬂcal opelatlom :
11.30 am- 12.45pm in Government websites and

- portals
Luoch T B
Session - X| 75 Min. - e Introduction  to  Microsoft
01.45 pm- 03.00pm OUTLOOK
R R N T
Session — X1 75 Min. e Introduction to Adobe
| 03.15 pm- 04.30pm PageMaker and CorelDraw
04.30 pm 04 4spm |15 Min, | “Valediction and Distribution of | -
e ] Certificates ] o

6 ! 301/7-30339,3000> 30168~ - ——
The Director,

Dte. of Health Services,

Govt. of NCT of Delhi

| F-17 Karkardooma, Delhi- -110032



GIRECTORATE CF TRAINING : UNION TERRITORIES CIVEHL SERVICES
GOVERNIENT OF NATIONAL CAPITAL TERRITORY OF DELHI
}-siitutional Area, Siahdars, Behind Karkardooma Courts, &h h\.ara Delhi 32

. . ¢
File No.5(1)13/11-UTCS(IS-1)/ To 142~ 30135 Date  {2-le-\] 757}
CIRCULAR C ="

The Directorate of Training is entrusted with the basic responsibility of conducting
training programmes for various levels of officials/officers in various areas of.
administration. The Directorate has identified subjects needing basic knowledge and skill
for functional efficiency. A onc day training course on “Basic Functional Efficiency for
Personal Secretary/Assistants” is an important course in the Jist. The Course shall
comraence on 05" Decemner, 2011 (Monday).

IMPORTANMCE OQF THY COURSE

Personal/Private Secretary (PS) or Personal Assistant (PA) works closely with officar and
assists him/her alinost every hour during the working time. He/she handles numerous
sceretat ml and administrative 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 his/her officer. Discretion
aml Cu*lﬁdeunahty are, thercfore, essential attributes ior a successful PA

TAGETY BENEFICIERIES OF THE COURSY

The Course has been designed to benefit those working in the Govermunent, its
local/autonomous - bodies, Public -sector undertakings as  Personal/Private
Secretary/Assistant, Training Module/Learning Unils are enclosed.

()B.Ir( LIVES OF THE COURSE

At the end of the Course the participants wxll be ablc to

1. Fxplain duties expected from PS/PA
2. Describe attributes of efficient PS/PA.
3. Elaborate on relationship of trust and confidentially.

CONTENTS OF THE COURSE

i. Need of Personal/Private Sccretdry/ Assistant in Govenuneni Gffice aud his role.

2. Charter of duties of the Persc)xlal/l’x'ivatc Sceretary/Assistant in Government
Office

3, Atir 1buu,s of ideal Personal/Pry watc Sccrctary/A ssistant.

4. Caceer prospects/opportunities for betterment and examples of successful PS/PA.,

METHODOLOGY OF THE COURSE

e Course would be conducted by experts and experienced in the arca. 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 que stions
and get the doubts cleared.



i The Course envlsagcs class strength of 40 Participants.

2. Nominations shall be accepied on first-come-first-serve basis.

3. Nomination letter along with bio-data form of the participants in the format
prescribed (enclosed) may be sent by 28™ November, 2011,

4, Nominations received after 28™ November, 2011 may not be entertained.

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

confirmation of acceptance of nomination.

OTHLR INSTRUCTIONS

. ParGicipants are cxpected to come prepared with basic information on the COUrse
,ubjcct
Participants may bxmg, copies of the latest departmental/Covernment circulurs/

orders/reporis efc., relating to the course subject, if any available. This would

. benefit other pdl‘llClpuﬂt the Dircctorate and also the iacult\

3. Participants are capocted to observe punctuality and regularity.

4. Participanis are expected to keep their mobvle phones on silent mode during the
training, sessions.

5. Participants are expecicd to complete exercisc s/questionuaires, il any, dislribulcd by
the facuity during any training session and also fill up the fecdback form.

6. Participants arc cxpected to utilize the l\nomc,dg,e gained during ihe training for

efficient discharge of their duties. ‘

Participants may contact the undersigned for any information/clarification on

training course ‘

8. . Contact/corre spondcnce may. be mude on phonc 10s. 22308557, fax no. 2230782

22308556 email address dutces @nic.in . . - !
o 4
g /{A'(/!\MNVW“*—/ e
_(NEEEKAMAL )
ASSISTANT DIRECTOR (TRAINING)
File No.5(1)1/13-UTCS(TS-1)/ e 42 - Jo1734 Date [ 0 T i

Copy forwarded to: .
1. All HOCDs/Local/Autonomous Bodies and State Undertakings/Corporations.
2. 8.0. o the Chief Secretary, Covt. of NCT of Dethi, Delhi Sc‘cwt&mt MN.D.-2

3. E.O. {or updating nn the website oi the Depaﬂment
lWﬁkat},t,

(NEEEKAMAL)
Assistant Director (Training)
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fostiteiional Ares, Behind Karkardooma Courts, Shahdars Delbi 32

File No.S(DI/TT-UTCS(IR-TY

Date

TEAINING MODULE ON BAS!C FUNCTIONAL EFFICIENCY K¥OR
PERSONAL SECRETARY/ASSISTANTS

Name of the Package of Courses

" TBASIC FUNCTIONAL EFFICIENCY

Duration of the Course

Onc day (05.12.2011) Monday

Number of Sessions

Training Branch

___Four (04)

[

Name of Course Coordinator

~ "Sh. Neel Kamal, Asstt. Director

Sesstons

| Session — 1
10.00 am- 11.15am

Session —11

’

Duration Topics

75 Min. Brief  background  of
working of Government
office. L

Need & Role of Personal &
Private Secrctary

11.30 am- 12.45pm

75 Min.

" Charter of A.dutiéé_-_—().i' the

Private  Scey./
in Government

Personal/
Assistant
office. i
Comparison with  Private
Sector

Proposed

. _Speaker

03.15 pm- 04.30pm

& PAs in the Government

Carcer Prospects /
opportunitics for
betterment and examples of

»succcssful PS/PA

| Lunch ‘ o R
Session - 1 75 Min. Attributes of ldeal
01.45 pm- 03.00pm Personal/ Private  Secy./
Assistant
Use of new office sutomation
T A devices o
| lea o . — A
Session - IV 75 Min Challenges in the job of PS




FRETY Vq:-‘*,\‘{:p.\""‘fl"::;“‘" R DU ST SO SO AR Gad

Bl DATAL

(FFor Employses of O(\:( 1D, tocalAutono

“ame of the Trainiig I"rog,ram.nnvs'

ven -x{ %*’Wﬁ* Lo

PSTRNEI RS

Date of i aioing ;f wgraiatce broias

A SR e A TR AT NI ST s S 4 3 St AT e ann

CRUM

‘ N - | it e B B
LS benvice Flook) P I % o l
| e
\ N \ l ,A__.l..!._‘! .
U O i
1 \ ) I
1lr3m'f; oy - I
t
o Coaryice Gadre l AG 0 DANICS
’ ! . ) .
Cidedical 1 ENGG
e Mame of the *
_ DoparimenifOrgan sation | L
3N hethi Govt ¢

Catngory o

i Dot 7Oy anis wlxow

x Autonomous Body U
i

) » ()xﬂ(“(&
&.m;)%uy’u(_ Code (F mw

Dale of Brth)

Sox _
ffemala

Calegory

i e e

Lducational Qualific ation
{Highest qualitication] Middic

P.Grad

Metric
M. Phal

i 11| Professional/ Fechnical
o quahfication 1.
i [ Date of - joining  the

[ ' Service '

o1

| FAM - | jb_' |‘_-

N L N1

LY GV STRVICHS

us Bodies/Corporations ate)

Course Coder HME

[h(‘k mark (N} the approoriale vcx]

AN
§
!_

-| !

! i

i |
PN QS
f i

1

i )

B
’i
]

DASE £
Teaching

ACCC N
Oihers .

L.ocal Body

PSuU L

[

inter
Pt i

}*{3. Pay Band & Grade Pay | -
Deotaitsof  trainings T
“ attended in the past in
‘ the Director e of
Training, U s/Other
ir.»txiut(w ) . R L
(/r) 4’1.‘1 \Ll ”)x‘l Q ’)f“fl;

| MM

UR 11 8C ¢ oF 1 OBC Y Oher U L _
' F‘l ‘~.p (uy N - d._,_‘ . _

Graduate !
Others 1

i

RN

Frorsondd.

8
U e e,



3DIRECTORATE OF TRAINING : UNION TERRITORIES CIVIL SERVICES
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELII
Institutional Area, Shahdara, Behind Karkardooma Courts, Shahdara Delhi-32

File No.5(1)7/11-UTCS(TS-1) 30002~ 0 | 68 Date T2-|s-\\

CIRCULAR

The Directorate of Training is entrusted with the basic responsibility of conducting
training programmes for various levels of officials/officers in various areas of
administration. The Directorate has identified subjects needing basic knowledge and skill
for functional efﬁciency A three day’s training course on “Basic Functional Efficiency
in Computerization” is an important course in the list. The Course shall commence on
28" November, 2011 to 30" November, 2011 (Monday to Wednesday).

MPORTANCE OF TIIE COURSE

Computerization in Government Departments has become an imporiant tool for
improving efficiency and cifectiveness of the organization. It helps in maintaining
archival data as well as current data, creation of well formatted textual as well as
graphical documents-and accessing of informadon from other sources as well as
dissemination of information to other sources through Internet with speed, accuracy,

diligence and reduced paper work.
TARGET BENEFICIERIES O THE COURSE

The Course has been designed to benefit those working in the Government its
local/autonomous bodies and Public sector undertakings. The course would be useful to
all government functionaries, both at middle and lower level management to maintain
data records and accessing/dissemination of information to/from other sources with the
help of internet with speed, accuracy and reduced paper work. Training Module/Learning
Units are enclosed.

OBJLECTIVES OF THE COURSE,

At the end of the Course the participants will be able to:

Operate and handle computer hardware.

Create formatted textual as well graphical document.
Maintain database.

Usc internet with security techniques

Mail the data/text data electronically.

Manage graphical data.

e

by
1

1 Basics of Computer

2 Introduction to MS Word

3 Introduction to MS Excel

4. Introduction to MS PowerPoint.

5. Introduction to MS Access

6 Introduction to Computer networks, Internet and its security techniques
7 Introduction to Outlook Express

8 Introduction to PageMaker and Corel Draw



METHODOLOGY OF THE COURSE

The Course would be conducted by experts and experienced in the area of Information
Technology. While lecture method would be generally followed, practical application in
computer will also be included in all sessions. The Course would be interactive and
participants would be encouraged in raising questions and getting the doubts cleared.

NOMINATIONS FOR THE COURSE

1. The Course envisages class strangth of 40 Participants.

7. Nominations shall be accepted on first-come-first-serve basis.

3. Nomination letter along with bio-data form of the participants in the format
prescribed (enclosed) may be sent by 21* November, 2011.

4 Nominations received after 21* November, 2011 may not be entertained.

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

confirmation of acceptance of nomination.

OTHER INSTRUCTIONS

|. Participants are expected o come prepared with basic information on the course
subject.
2. Participants may bring copies of the latest departmental/Government circulars/
orders/reports etc., relating 10 the course subject, if any availablc. This would
- benefit other participants, the Directorate and also the faculty.
Participants are expected to observe punctuality and regularity. A
4. Participants are exnected to keep their mobile phones on silent mode during the
training sessions. ' : :
5. Participants are expected to complete exercises/questionnaires, if any, distributed by
the faculty during any training session and also fill up the feedback form.
6. Participants are expected to utilize the knowledge gained during the training for
* efficient discharge of their duties. :
7. Participants may contact the undersigned for any information/clarification on
training course. : .
§  Contact/correspondence may be made on phone nos. 22308552, fax no. 22307822,
22308556 email address dutcs@nic.in . *

el

~KAMAL)
Assistant Director (Training)

File No.5(1)7/11-UTCS(TS-1y 300p2= 10 168 Date 12~ 1~ -V}
Copy forwarded to:
1. All HODs/Local/Autonomous Bodies and State Undertakings/Corporations.
2. S.0. to the Chief Secretary, Govt. of NCT of Delhi, Delhi Secretariat, N.D.-2
3. E.O. for updating on the website of the Department.

(NEL AL)
Assistant Director (Training)



DIRECTORATE OF TRAINING : UNION TERRITORIES CIVIL SERVICES
GOVTERNMENT OF NATIONAL CAPITAL TERRITORY OF DELILI
Institutional Area, Vishwas Nagar, Behind Karkardooma Courts. Shahadara, Delhi-32

["ile No.5(1)7/11- UTCS(TS 1Y/ Date

TRAINNG MODULE ON BASIC FUNCTIONAL EFF ICILN(,Y IN

=

"COMPUTERIZATION
Name of the Package of Courses BASIC FUNCTIONAL EFFICIENCY
Duration of the Course Three Days (28.11.2011 to 30.11.2011)
, L Wednesday to Friday
Number of Sessions A . Twelve (12)
Training Branch S |
Name of Course Coordinator Sh. Neel Kamal, Asstt. Director
Sessions Duration - Topics Proposed
' . ’ Speaker
28.11.2011 75 Min. e  Introduction to computers
Session — |
1000 am-11.15am |} - | o R o
Tea - ] o
Session - 11 75 Min. e Basic and  advanced
: 11.30 am- 12.45pm : operations in computers
for daily office use
Lunch ____ e ] _ - R
Session—~111 ~ | 75Min. e Introduction to MS Word
01.45 pm- 03.00pm s
Tea . e o |
Session— IV 75Min. e More Topics on MS Word
\ 03.15 pm- 04.30pm |
| 20.11.2011 75 Min. "« Introduction to MS Excel
Session -V Co T ,
[ 10.00 am- 11.15am | . 3
L_ca ) -
Session ~VI 75 Min. e Calculations and more
11.30 am- 12.45pm Topics on MS Excel
Session - VII 75 Min. . Introductlon to  Power
01.45 pm- 03.00pm . Point '
Tea : .
Session -- VIII 75 Min. ¢ Introduction to MS
03.15 pm- 04.30pm _Access




6

=

17301/7-30339,30007-30168

The Director,

Dte. of Health Services,

Govt. of NCT of Delhi
F-17,Karkardooma, Delhi-110032

30.11.2011 75Min. | e Intrpductionm to Wéomputer

Session - - IX Networks and Internet and

10.00 am- 11.15am Network Security
Tea R
Session ~X 75 Min., e [-mail and Practical operations

11.30 am- 12.45pm in Government websites and |

portals

.L-u'nc_:'h _ o __ fom

Session - XI 75 Min. - e Introduction to  Microsoft

01.45 pm- 03.00pm OUTLOOK

T - S B SRR
Session — X1 75 Min. e Introduction to Adobe

03.15 pm- 04.30pm PageMaker and CorelDraw

0430 pm 044Spm | 15Min. | Valediction and Distribution of | _

. _|_Certificates §
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Atthe end of the Course 1he partic ipanis wili te able o
Explam importance of Fubilicity and Media-Relations. _
Describe responsipilities of a Spc cesman. <N g Cs
3. Manage Media- Crisis. - : : > T -
CONTENTS OF THE COURSE: ' el )

1. Publicizy and Media Reiations. R

2. Government and the Media
3. Handling Media
4.
"'

SR NS -

Handling Publicity

TIETHOUOLOCY OF THE COURSE:

The Course would be cunducted by expzits and those associates vith ‘mplementaiion of publicny
ing media. While lecture method would be generally follnwed, discussions wmay also be inciuded in
some sessioins. The Course would be mts:‘active and participants enccuroged 1o raise questicns and get the
doubts cleared.

NOMINATIONS FCR THE COURSE:

1. The Course envisages class sirer
Ncminations shall be acc"pted
Nomination letter mayv be sent E‘I

Gutstation participants are regussies
acceptance of nomination. 3

OTHER INSTRUCTICNS:
1. Participants are expected to comsz przzared with basic informat o,
2. Participants may bring copies of the letest departmental/Co.
relating to the course sutiect, i any ovnilable. Thiz would ber THLL he Direcioraie
and also the facuilry.
Particinants are expocied to observ
Participants are expeciad {0 keep theis
Participaints aie e: .rl»vﬂ:'\.: to complet
during any training scssion and also il
Participants are expacied to utilize th
of their duties.
Participants ma. ontact the undersigned for any information/ziari?
8. Contact / ccr~--ondence may be made cn Phone Nos. 22240 Jl-,
emai} address- adtrgdutes.delhi@nic.in. Q/Q
@ /
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ome-first-serve basis.

£2.12.2011.
roeeed for trzind

LI BN

'J‘.

W W

ad b
rhuied vy b

’)“

wing for eficient discharge

™~




1.9
L
w
©
G
\

(W]
p
\
(52N
728
5
3
.
(@)

(]
t

oA Ve

Ane
Ul T Ds/Lecal Avtonom (ONS,

¢ /Corp \rot!

(-r-c.f.-...ao \YG.V Dig"‘i.

5 4t

3.0t the Chicf Qecretar_«

<
b
TN Fae -
s

Lssistant Director (Trgd)

]

. ¢ MR
IOV RVEPREARW RIS SR

PRI OMASNTNT L T YT Ty

yu

1Y ru\u.'lLDO l‘lwn.-
“ND MEDIA

T IERY Y
LR R

Nams= of ths Packaze of Ceourses {jeneral AW"rcness
Duration of the Course i “pe day (89" Der, 2011}
Number of °°s.~y:>rs 4 (fours)

- . N \f

R Ass sten

‘-lcmuimg Media

i, X -
S U G s LG 1S

Hardling Publictty




\?‘ DB W -

— =0 NV A N

—_—

DIRECTORAYE OF TRAINING : UNION TERRITORIES CIVIL SERVICES
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI

Institutional Area, Shahdara, Behind Karkardeoma Courts, Shahdara Delhi 32

File No.5(1)4/11-UTCS(TS-I)/ 31Uuo - 3{boé Date 31-}o-1)

CIRCULAR

The Directorate of Training is entrusted with the basic responsibility of conducting
training programmes for various levels of officials/officers in various areas of
administration. The Directorate has identified subjects needing basic knowledge and skill
for functional efficiency. A three day training course on “Basic Functional Efficiency in
Office Procedures” is an important course in the list. The Course shall commence on
19" December, 2011 to 21* December, 2011 (Monday — Wednesday).

IMPO! E OF THE R

Efficiency of any office/organization is measured not by the personnel running the office
but the manner it is run. Adherence to office procedures prescribed by the Government
ensures efficiency and transparency. Administrative, clerical and supervisory duties
demand procedurai knowledge and skill. -

TARGET BENEFICIERIES OF THE COURSE
The Course has been designed to benefit those working in the ‘Government, its

local/autonomous bodies, Public sector undertakings and directly associated with
processing files, maintenance of records, diary and dispatch and other related functions.

The course would be useful to working at the lower management level. Training .

Module/Learning Units are enclosed.

OBJECT]VES OF THE COURSE

At the end of the Course the participants will be able to:

Frame an overviéw of the Government machinery.

Elaborate the system of DAK, its receipt and distribution. \0/ DY{
Describe forms and procedures of communication. s L
Explain systems of office automation and its significance. (/_\/’/’
Describe file numbering and file movement tracking system. MR 15;
Explain security classification of Government records. '

N

-,

An overview of Government machinery.

Receipt, registration and distribution of DAK.

Diarization and action on' DAK.

Communication and correspondence.

File numbering, file tracking system and manual of duties.

Security of communication and RTI.

Systems of check on delays.

Office automation. _
Parliamentary procedures and drafting replies to questions. -
Importance of department’s website its updating.
Behavioural aspects. -

b



METHODOLOGY OF THE 0

The Course would be conducted by experts and experienced in the area of Office
Procedures, While lecture method would be generally followed case studies and practical
exercises may also be included in some sessions. The Course would be interactive and :
participants €ncouraged to raise questions and get the doubts cleared. A

NOMINATIONS FOR THE COURSE

1. The Course envisages cjass strength of 40 Participants,
) Nominations shall be accepted on first-come-first-serve basis,
3. Nomination letter along with bio-data form of the participants in the format
prescribed (enclosed) may be sent by 12" December, 2011. ]
4, Nominations received after 12" December, 2011 may not be entertained.
5. Outstation participants are requested to proceed for training only after receipt of
confirmation of acceptance of nomination.

OTHER INSTRUCT IONS

1. Participants are expected to come prepared with basic information on the course
subject. )

2. Participants may bring copies of the latest departmental/Government circulars/

orders/reports etc., relating to the course subject, if any available. This would

benefit other participants, the Directorate and also the faculty.

Participants are expected to obserya punctuality and regularity.

4.  Participants are expected to keep their mobile phones on silent mode during the
training sessions.

5. Participants are expected to complete exercises/questionnaires, if any, distributed by
the faculty during any training session and also fill up the feedback form.

6.  Participants are expected to utilize the knowledge gained during the training for
efficient discharge of their duties,

7. Participants may contact the undersigned for any information/clarification on
training course. . |

8. Contact/correspondence may be made on phone nos. 22308552, fax 0..22307822,

22308556 email address dutcs@nic.in .
NEEL KAMAL)

Assistant Director (Training)

W

File No.5(1)4/1 1-UTCS(TS-1)/ 31 Uho- 2140 Date  31- o
Copy forwarded to:
1. All HODs/Local/Autonomous Bodies and State Undertakings/Corporations.
2. S.0. to the Chief Secretary, Govt. of NCT of Delhi, Delhi Secretarijat, N.D.-2
3. E.O. for updating on the website of the Department.

_NEEC KAMAL)

Assistant Director (Training)



DIRECTORATE OF TRAINING : UNION TERRITORIES CIVIL SERVICES
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
Institutional Area, Behind Karkardoowma Courts, Shahdara Delhi 32

File No.5(1)4/10-UTCS(TS-I)/ ' Date

TRAINING MODULE ON BASIC FUNCTIONAL EFFICIENCY IN

‘Es“g,.‘_

OFFICE PROCEDURE ;
Name of the Package of Courses - BASIC FUNCTIONAL EFFICIENCY
Duration of the Course Three Days (19.12.2011 to 21.12.201 1)
Monday — Wednesday

Number of Sessions | Twelve (12)

Training Branch ‘ 1

Name of Course Coordinator Sh. Neel Kamal, Asstt. Director
Sessions Duration Topics Proposed

| Speaker

19.12.2011 75 Min. o The Government

Session — 1

10.00 am- 11.15am

Tea

Session — II 75 Min. e Office Procedure and

11.30 am- 12.45pm correspondence

Lunch
Session - I1I - | 75Min. | e Office Procedure and file
01.45 pm- 03.00pm system
Tea I ' ‘

Session - [V 75 Min. e Office Procedure and file

03.15 pm- 04.30pm processing/movement

20.12.2011 75 Min. o Office Procedure and

Session-V - . - | Communication

10.00 am- 11.15am

Tea

Session—VI  * " [ 75 Min. e Office Procedure — Electronic

11.30 am- 12.45pm | Communication

Lunch ' i A

Session — VII 75 Min. e Office Procedure — Automation

01.45 pm- 03.00pm devices and maintenance

Tea

Session — VIII 75 Min. e Office Procedure — checks on

03.15 pm- 04.30pm delays




Sessions Duration Topics Proposed |
Speaker

21.12.2011 75 Min. ¢ Office Procedure ~  security

Session — IX of documents/ communication

10.00 am- 11.15am

Tea '

Session —X 75 Min. o Office Procedure —

11.30 am- 12.45pm Miscellaneous

Lunch

Session — X1 75 Min. » Office Procedure — Record

01.45 pm- 03.00pm ‘ Management

Tea

Session — XII e Office Procedure — Discipline

03.15 pm- 04.30pm

75 Min.

and Decorum and Inspections
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) DIRECTORATE OF TRAINING : UNION TERRITORIES CIVIL SERVICES

GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
® Institutional Area, Shahdara, Behind Karkardooma Courts, Shahdara Delhi 32

File No.5(1)1/11-UTCS(TS-I)/ 31233~ 31439 Date 31-1s- | fsc)’) LS 4
CIRCULAR ",/7}:};

The Directorate of Training is entrusted with the basic responsibility of conducting
training programmes for  various levels of officials/officers in various areas of
administration. The Directorate has identified subjects needing basic knowledge and skill
for functional efficiency. A three days training course on “Basic Functional Efficiency
in Establishment/Service Matters” is an important course in the list. The Course shall
commence on 12 December, 2011 to 14" December, 2011 (Monday — Wednesday).

IMPORTANCE OF THE E

Government rules, regulations, instructions and orders relating to Establishment/Service
are the safeguards against ad hoc measures, arbitrary decisions and discretions. Rules and
regulations are framed to ensure objectivity and fairess. The course covers the Leave
Rules, FR & SR, CCS (CCA) Rules, Temporary Service Rules, LTC Rules, Medical
Attendance Rules, Staff Car Rules, 6™ Pay Commission Report etc. which are necessary
in day to day functioning of any Government department/office.

TARGET BENEFICIER FTHE C E

The Course has been designed to benefit those assigned duties of dealing/processing/
deciding Establishment/Service matters. It shall also be useful for those posted in the
Government corporatlonsllocal/autonomous bodies. The course would be useful to
functionaries both at the lower/middle Management Training Module/Learning Units are

enclosed.
ORJECTIVES OF THE COURSE

At the end of the Course the partncnpants will be able to :

1. Explain significance of the rules/instructions in day—to-day functioning.
2. Define basic concepts contained in the rules/instructions.

3. Apply provisions of rules/instructions.

4.  Develop attitude to invoke rules and instructions appropriately.

CONiENIS OF _ i

1. Basic provisions of FR & SR and CCS (CCA) Rules, important concepts and

terms.
2. Recruitment and appointment (Direct, Temporary, Deputation, Compassionate).
/3. Probation, Regularization/Confirmation, Lien, Seniority and Promotion (including
ACP).
. 4. Retirement, Resignation, Termination/Removal/Dismissal, Retrenchment and Re-
A , employment.

LS. Reservations in Service and Roster design.
b6 Pay, Pay fixation, Allowances.
7. Leave Rules, Attendance and Punctuality.
8. Medical Attendance Rules and Health Scheme.
: y
e — Q}
g \" e 4 ;"‘“ /) V'\:»‘



9, Confidential Reports and Basics of CCS (Conduct) Rules.
10.  Maintenance of Records.
11. Service Associations, Welfare and Facilities.

METHODOLQGY OF THE COURSE

be interactive and participants encouraged to rajse questions and get the doubts cleared.

NOMINATIONS FOR THE COURSE

1. The Course envisages class strength of 40 Participants,
. Nominations shall be accepted on first-come-first-serve basis,
3. Nomination letter along with bio-data form of the participants in the format

prescribed (enclosed) may be sent by 5" December, 2011.
‘4, Nominations received after 5t December, 2011 may not be entertained.
5. Outstation participants are requested to proceed for training only after receipt of
confirmation of acceptance of nomination.

OTHER INSTRUCTIONS

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

orders/reports etc., relating to the course subject, if any available. This would -

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

4.  Participants are expected to keep their mobile phones on silent mode during the
training sessions.

5. Participants are expected to complete exercises/questionnaires, if any, distributed by
the faculty during any training session and also fill up the feedback form.

6.  Participants are expected to utilize the knowledge gained during the training for
efficient discharge of their duties.

7. Participants may contact the undersigned for any information/clarification on
training course. :

8.  Contact/correspondence may be made on phone nos. 22308552, fax no. 22307822,
22308556 email address dutes@nic.in . ‘

(98]

File No.5(1)1/11-UTCS(TS-Iy/ ataa1 - 31439 Date 21~ -y
Copy forwarded to:
1. All HODs/Local/Autonomous Bodies and State Undertakings/Corporations.
2. S.0. to the Chief Secretary, Govt. of NCT of Delhi, Delhi Secretaria , N.D.-2
3. E.O. for updating on the website of the Department. W

(N AL)
Assistant Director (Training)
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DIRECTORATE OF TRAINING : UNION TERRITORIES CIViL SERVICES
GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
Institutional Area, Behind Karkardooma Courts, Shahdara Delhi 32

TRAINING MODULE ON BASIC FUNCTIONAL EFFICIENCY IN
| ESTABLISHMENT /SERVICE MATTERS

Name of the Package of Courses .

BASIC FUNCTIONAL EFFICIENCY

Duration of the Course

Three Days (12.12.2011 to 14.12.2011)

Monday — Wednesday

Number of Sessions Twelve (12)
Training Branch 1
Name of Course Coordinator Sh. Neel Kamal, Asstt. Director
Sessions Duration Topics Proposed
Speaker
12.12.2011 75 Min. Basic Provisions of FR & ‘SR
Session - | and CCS (CCA) Rules,
10.00 am- 11.15am Important concepts and terms
Tea ‘
Session - II 75 Min. Recruitment and Appointment
11.30 am- 12.45pm
Lunch
Session — III 75 Min. Regularization, confirmation,
01.45 pm- 03.00pm lien, seniority and promotion
(including ACP)
Tea
Session — IV 75 Min. Retirement, " resignation,
03.15 pm- 04.30pm termination/ removal/
dismissal, retrenchment, re-
employment
13.12.2011 75 Min. o Reservation in Service
Session — V 4
10.00 am- 11.15am
Tea o :
Session —VI 75 Min. o Contd.
11.30 am- 12.45pm
Lunch
Session — VII 75 Min. e Pay, Pay Fixation &
01.45 pm- 03.00pm Allowances
Tea
Session — VIII 75 Min. o Leave Rules, Attendance and
03.15 pm- 04.30pm Punctuality
L

iy,



14.12.2011
Session — IX
10.00 am- 11.15am

75 Min.

e Medical Attendance Rules and |
Health Scheme

Tea

Session —X 75 Min. ¢ Confidential Reports and Basic

11.30 am- 12.45pu. ~of CCS (Conduct Rules)

Lunch

Session — XI 75 Min. ¢ Maintenance of Records

01.45 pm- 03.00pm '

Tea

Session -- XII 75 Min. o Care Taking Service,

03.15 pm- 04.30pm Associations  Welfare  and
facilities

04.30 pm — 04.45pm . Valediction and Distribution of

15 Min.

Certificates
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ProoOHALITY DEVELOPMENT

ame of the Package of Coursss
Duration of the Courz~ '
- Number of Sessions
ining Bra :';_ch
Name of Coursz T crdinnior B i Ms. Catherire M
Euabiing Contents & Seguines | Method Perior
Cv!:jectxves of 2
;&_Tramug

| Session -1 What is Leadership? A
| Leadership - Crezaiing an understanding oi | Lecture, PPT, henccas |

-~ An Leadership PPT eic. el
oy erview : : ;
Session - I1 ‘

Lecture, |
?rietc.

perception
Session - I1H

i
Leadership | Appeoachest L{-- | Lecture, i A |
| eilects - Quaiity and Trais PopPTeic. | {i'required; 2.
| - Technical Skilie % ’g i
, , - Acidons | o i
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organization
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