
//

*ft srm eEI-€{ prFryl' ft:Et 6r&q, :r*s-gg - 3 7 1 ** 3 {T. ffi ,r

SHRI LAL BAHADUR SHASTRI DHGREH COLLHGE, GSHNA - 27T{i*3 iIJ F

fr? lLzlTALs

[eilqe

Two ilavs Training ProeramFe on 9ffice lv,fanaeement U &rn:Teac]]irg StA.If

AIl the non-teaching staff members of the college are hereby infr:rrned that our college is

organizing two days Training Programme on "Office Management." Mr, Rakesh h{ishra, EDP

In-charge rvili train the rnembers and the session will be held {rorn December 1l to }ecember

12,2fi19.
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Report

Tcpic: Two Days Training Programme on Office Management

Date: I lll2l20l9 * 12/12fiAfi

Name of the Rcso$rce Person: Mr. Rakesh Mishra

A training Frogramme for non-taaching staff was organized from Decen:ber 11 to $ecember 12,

2019 to enhance the importance of Office Management through simple innovative mafiagement

techeiques. The speaker discussed and presented his thought on the importe*ee o'f office

management, roles and responsibiiities of office staffand use of innovative techniques. The non

teaching staffs and members of our institution were benefited by this pr*gramme and they

assured ta impiernent the strategies in theiriob-

Totat No. Of Participants- 26
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