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NAT!ONAL PRODuCTIV:lγ  coUNCll

Fiegistrar
Gondwana University
M.l.D.C. Road Complex Godchiroli,
Maharashtra- 422 605

\r{id, t{E:{--26, rri*n-rn-382 02E, tw{kr, rrrtfr
Sector-26, Ga nd h i na ga r -382O28. G ujarat, lndia

No.GN/:E/T12/186/16-17

Date:06th」 anuary,2017

名41鎮

Sub: Request for nomination in training progralYlrne On ``Advance Course ott Secretadal
Effectiveness for ES,PPS,PA,PS&Office Staff''from 17thto21StApril,2017 at Mount Abu.

ear Sir/Madam,

National Productivtty Council,Reglonal Directorate,Gandhipagar,Gujaratis pleased to ann∞ nce its
Residentialttraining Programme on“ Advance Course on Secretarial EfFectiveness for ES,PPS,乳
PS&0爾 ce Staf「'from 1 7thto 21螢 Ap亘 :,2017 at MountAbu.

NPC has continuously endeavoured to upgrade and assist the organisations in enhancing thdr
efficiency and effectiveness through active learning irnbibed in its training courses,airrled‐ at benenting

both'the employers as we‖ as employees_Keeping above in view,the training programale aitns at
providing an insight to the partidpants about vanous requis■ e behaviounll,tedlnica1/d砲載al SIn,
toolsandtechniquesonsecretarialeffectivenessfordeliveringbetterqualityofwork.

丁he training prograrvlrlle has been designed for a‖ level PA,PS,ES and ottcers of various functiolls

from central and state govt.department, PSUs, private sectors, corporations, banks, boards,
cooperatives,Educationallnstitutes,Colleges,autonomous and service organisation.

丁he brochure g市 ing programme obiect市 es,coverage,methodology,facukyl dates,venue,and
registratton procedure is endosed fbr your kind perusal.The Prograrlnrlne fee of Rs.45,000′ ‐■15'〔
“ ervice Tax(Rs_Forty Five Thousand Only+15%Service Tax)forresidential patticipants is induslve
of boarding and lodging arrangementfor廿 聰 pattpants for 4 nights duttng the prOgranlme,oome

mate面al kit and professional charges etc_or Rs_27,000μ +15%Setvice Tax(Rs.Twenty S―
丁housand(Эnly+15°/。 Service Tax)fOr nOfl― residential participants is inclusive of breakfast,Iundl.
course rnaterial kit,and professionalcharges_

We are sure that you would take advantage ofthis and nonlinate a fёw ofFlcials from youttorganization_
丁he detailed brochure is also avaiiable on http://― .npcindia.9ov.in Kindlyfeelfree to ca‖ us on 079-
232 87344 or09428200659,or mail at gandhinagar@npcindia.9ov.in,in case any furthё r clarincatiOn
is required.Welookfon″ ard to youroonttnuous supportand an eady response.

丁hanking you,

Regional Director
、ヽ                           

″

Ll去品 1-仏 _gO面n was縫 1_m嶺 ゝ巧詭 RPhone:07923287344,23287345 Fax:079-23287443 E摘
Headquders : "U@dakta thavan', Lodi Road, t{ew Ddhi- 110 003-

Office at Bangalore - Bhopal - Mumbai- Kolkatta - Chandigarh - Guv.rahati - Kanpur
Chennai - Padna - Etu6aneshwa - HyfuM - Japcir
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FORTHCOMING TRAINING PROGRAMMES

Management of Corporale
Social flesponsibility with
focus on effective
lmplemintation, lmpact and
Sustaindbility

Office effectiveness

Management with focus on

Lean office, 55 and Productivity

improvement practices

Residential:

Rs.45,000/

+ST

Residential:

Rs.45,000/

十ST

NAT10NAL PRODUCTIViTY COUNCIL
(Under Minlstrγ  of Commerce 88industryp Government oflndia)

Announcos RES:DENT:AL PROGRAMME on

"Advance Course on Secretarial Effectiveness
for ES,PPS,PA,PS&Office Staff"

From 17tn - 21*April,
at

Mount Abu(Ralasthan)

2017

Shri Vikas Meena, A'ssistant Director 0 +gt -942g200659

|,Shtt S,Pal前洲,RegbnalttЮα研 ①o79‐23287345
CORRESPONDENCE ADDRESS
NATloNALIPRODUCT:v!丁 Y COUNCiL
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INTRODUCTION
ln the digital age of fast changing technology, increased

customer/beneficiaries' expectations result in the need for accurate and
timely information for decision-making. This has considerably increased the
importance of the office and the team managing it, Senior executives now,
more than ever, need support from their secretaries and subordinate staff to
achieve the goals of the organlsation. The oxpectations in terms of quality,
timeliness of output, knowledge about the new concepts, tools and time
management are indeed very hlgh. Thle tralning programme is aimed at
equipping the office staff with requisite behavioral & technical/digital skills to
enhance their efficiency and effectlveness ln catering to e-governance/e-
business needs.

OBJECTIVE
0 To expose the particlpants to the now concopts of managing the office in

everchanging times.
◆ Tb deve16p behavloural ok‖ s, thё  ab‖ lty to manage self and the
effectivenё ss OfOnllelffo「Organlsatlon`rlf fororga
To prepare the secretarles and offlce staff to come up to the

ettpe6tat16hs 6fth61bOssも s  ■|
highest

BROAD COuRS
O Changing Rolё  6f in DigitalAge
3 Executive's Eipe Secretary
3 Secretarial
3 office system & Producllvlty
3 Emerging ConceptsllGTtoole ln DlgltelAge
a Teamwork and Co-operatlon
o Communicationand lnter-personnelskille
3 ManagingTimeatWorkplace

PARTICIPANTS PROFILE
PA / PS / ES levels, working in Minlstries, Central & State Government
Departments, Central and State PSUs, Banks and financial instltutione,
Boards, Administrative Bodies, Co-operatlve Sector, Unlvereltles,
Academic lnstitutions etc.

PARTI C I PATI O N FEE & C H ECIGI N/CH ECK.OUT I N FORMATION
The participation fee on Reeldentlal batls: Rs,45,000/- Plus 1t,,
Service Tax per participant.

Gheck ln at Hotel/Resort : 1 2 Noon Onwarde on 17th Aprll2017
Check Outat Hotel/Resort: Before 11 AM on 21stAprll2017

FACULTY&METHODOLOGY
The Faculty forthe training progranlme wl‖ comprise of senlor N「 '(l Experts
and other renowned and experlenced Tralners from the respective field

.The training rnethodology wi‖ have focus on interactlve discussior.sl srTnal

group activities, buslness games, exerclses, role plays, vldeos arld
presentations.

LAST DATE FOR RECEIViNG CONFIRMED NOMINAT10NS::11■ ユ|=:||
2017
The nonlinatlng aЧ thority should ensure thatthe nomlnations are sentllvlth

Nominating authorities & Partiё ipantis Name, Designatlon,
Department/Seclon′ E… Ma‖ ,Landline,Fax&Mob‖ o Nos.in letter,without
fa‖ ,to fac‖ itate proper comrnunicatlon,‐ For any correspondence related to

thls programme please mention the refё rence no.:RO No:NPCノ GNノ IE/

T12ノ186ノ 2016‐ 17

GENERALINSTRUCT100NS
o TralningProgrammeduratlonfrom171to21'Apll,2017
● The resldential participatlon fee 96vers the Professlonal fees tovVards

trainlng,Board&Lodge ofthe Parl
o The fee once deposited is Nonlr`

〕|lowed.
o NPC will not provlde accommi
mentioned dates.Participantslplal

duration should arrangethe sl● |
O Acceptanceofthe nomlnalonliS′ 百ieSGbleёttotheseatavallabil性 y and

receiptoftheparticipationfeelatestbylastdateforNornlnations

PAYMENT DETAILS
● Feeisto be pald by DD/Cheque/ECSlnthe name o‐
“National Productivity Council"
Payable at Gandhlnagar,Gularat

PAN No:AAATN0402F
SeⅣlce Tax Registration No.AAATN0402FST008

0 ECS Payment detaiis:
!ndian(Dverseas Bank,70,Go!f Link Branch,New ttei羮 :`

SB A/C No.026501000009207;MiCR-1 1 0020trO:
‐
‖
‐
FSC Nol:OBA0000265
1n‐ces,of FCS payment(NEF丁 /RTGS),the payment detall ma,k ndly b=
lntlmated alonO wlth UTR number accordlngly to programme c(り o「lJinato`

・llls adソ′sabre rO ρrOmOre E‐ Paymenf mode″ke ECS/1VEFT/R7611


