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Two Davs Training Prosramme on Office Management for Non-Teaching Staff

All the non-teaching staff members of the college are hereby informed that our college is
organizing two days Training Programme on “Office Management.” Mr. Rakesh Mishra, EDP
In-charge will train the members and the session will be held from December 11 to December
12, 2019.

Gonda
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Report
Topic: Two Days Training Programme on Office Management
Date: 11/12/2019 - 12/12/2019
Name of the Resource Person: Mr. Rakesh Mishra

A training Programme for non-teaching staff was organized from December 11 to December 12,
2019 to enhance the importance of Office Management through simple innovative management
techniques. The speaker discussed and presented his thought on the importance of office
management, roles and responsibilities of office staff and use of innovative techniques. The non
teaching staffs and members of our institution were benefited by this programme and they
assured to implement the strategies in their job.

Total No. Of Participants- 26

Ry

. Training ﬁmgmmﬁar~ﬁg~na?eas&iﬁgv§t&ﬁ‘%ﬁiﬂr‘kﬁhgy
. D s :
“Office Management”
33112 Dec 2019
_ Organised By IQAC
Speaker:- ,
W, Bakesh Mrs%m .

Chairperson . Coordinator
Dr. Vandana Saraswat : : Dr. Rajeev Agarwal

OrganizingCommiittee

1. Dr. Sanjay Kumar Pandey - 4. Mir, Lohans Kalyan
2. Dr JitendraSingh : 5. Dr. Pushyamitra Mishra

3. Dr. Ranjan Sharma o 6. Mr. Manish Sharma

~~SNAA
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s Training Programme on Office Management
T
] Sr | Name of the Trainee j
| No | !
[1 | Shri Satish Rumar Dixit____

2 Shri Ram Bhawan Singh o

Shri Ram Kumar _

4 1 Shri Hanuman Prasad Yadav —3
’Li | Shri Dev Prakash j
|6 | Shri Mukta Ram B |

-

Shri Sukhdev Prasad
Shri Shiv Kumar |
16 | Shri Pawan Kumar Pandey ;

18 Shri Akashdeep =

20 | Shri Nand Kumar Sh_u_ijla - _{

21| ShriRohit Singh __ |

[22 | Dr Abhimanyu Chaubey ﬁ___;v’%

Shri Pankaj Lal Srivastava
24 | Shri Pramod Kumar B X
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OF PARTICIPATION

This certificate is proudly eresented to:
(

FOR PARTICIPATING IN THE INDUCTION PROGRAM FOR MOMN-
TEACHING STAFF WORKSHOP ON "OFFICE MANAGEMENTY,
ORGANIZED BY IQAL ON 11-12 DEC 2018,

Dr Rajeev Agarwal Dr Yandana Saraswat

Conrdinater Frincipat



