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To prepare the secretaries to come up to the highest expectations of the boss.

CONTENTS:

Changing Role of Executive Secretary

Executive Expectations from a Secretary

Secretarial Effectiveness

Office System & Productivity

Records Generation & Management

Emerging Concepts/tools in e-Age

Teamwork and Co-operation

Business Communication and Inter-personnel skills
Managing Time at Workplace

TARGET GROUP:

The programme is designed for officials working across different functional areas of management including Executive Secretaries, Private
Secretaries, PPS, Personal Assistants, Stenographers, Junior

& Middle level officials attached with sr. level executives from administration, finance, personnel & training/HRD, etc. from State and
Central Governments Departments/Ministries, Public Sector Units, Financial Institutions, Educational Institutions,

Research Institutions, Banks and Service Organization etc.

PARTICIPANT FEE:

The programme fees on residential basis is Rs. 55500 /- + 18% plus GST Per Participant. The
Non- residential participation fees will be Rs. 30500/- + 18% plus GST Per Participant. The residential participation fee includes the cost
of accommodation, food stationery, course material and faculty charges. The programme is residential & nonresidential can be opted as p
er choice..

FACULTY:
The faculty would include specialists from NPC & invited speakers from organizations of eminence.

METHODOLOGY:

Methodology of the programme would be participative in nature. The sessions would be interactive basedon
conceptual deliberations, presentation, case studies, success stories, management games and

group discussion.

SCHEDULE

July 18-22, 2022
Programme Dates

lArrival day July 18,2022, AN
(Check in time from afternoon onwards at Hotel/Resort)

Departure day .

(Check out time from forenoon onwards at Hotel/Resort) July 22,2022, FN
Programme Starts at . .—:-% 18,2022, at4 PM
Programme Closes at July N.N. 2022,at11 AM

**Early Check-In and Late Check-out is subject to availability of room at hotel and charges thus
incurred will have to be settled by the participant directly to the hotel

REGISTRATION:

Nominations along with participants details, name, designation, organization, contact

address, email, phone, mobile no. whether residential or nonresidential along with DD/Cheque/ECS details
towards participation fee should reach NPC Jaipur latest by 11 uc_.< 2022 respectively to Programme

]‘l\L
Director National Productivity CouncilRegional Directoraté= ~SB-96, JLN Marg, Bapu Nagar, Jaipur -
302015, Rajasthan

PAYMENT DETAILS:
Bank Name: State Bank of India,

https://femail.gov.in/h/printmessage?id=54481&tz=Asia/Kolkata&xim=1
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