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April 07, 2008
Dear Sir,

Training Programme on
OFFICE STAFF DEVELOPMENT

(29th and 30th April, 2008)

We are organizing a Training Programme on OFFICE STAFF DEVELOPMENT at Productivity House, Kalamassery.  The details of the programme are as follows.

INTRODUCTION

An office is the nerve center of any enterprise and the productivity of the organization is reflected through the efficiency of the office.  The clerical skills as well as the behavioural skills of the staff are the main factor, which determines the efficiency of the office.  In order to develop these skills that would help them to cope with the increased tempo of office routine and to carryout the work in an efficient manner, the office staff are required to be trained systematically. This training programme aims at improving the efficiency of the participant resulting in all-round improvement in office clerical work.

COVERAGE

· Importance an functions of an office; office environment

· Motivation to work

· Understanding your subordinates, colleagues and supervisors through Transactional Analysis

· Self development

· Communication – Verbal, Written

· Office work simplification, Cost Reduction and office productivity

· Records Management – Filing System, equipment, retention and destruction of records

FACULTY

The faculty for this programme consists of Practicing Managers, Academicians and Consultants of KSPC.
2.

PARTICIPANTS

Office Staff of Industrial Undertakings, Government establishments, service organizations and business establishments can participate in this programme.

DATE, TIMING AND VENUE

29th and 30th April, 2008 from 9.30 AM to 4.30 PM at Productivity House, HMT Road, Kalamassery.

FEE



Category of Participants
Fee per participant

Participants sponsored by members of KSPC      
Rs.1650
Participants sponsored by non-members
              
Rs.1800
Delegate fee may be made in the form of Cheque / DD in favour of KERALA STATE PRODUCTIVITY COUNCIL.
KSPC is exempted from Income Tax and no TDS is deductible.   Fee once paid can be adjusted against future nominations only.  In case a course is cancelled on account of inadequate participation or any other unforeseeable reasons, the participants will be informed of the cancellation by e-mail or Fax and the fee will be refunded.
GENERAL

· Well prepared reading material, folder, writing pad, pen etc. will be supplied to the participants.

· Lunch and refreshments will be served.

REGISTRATION

Organizations, which intend to send participants, may kindly intimate us the name of the participants by mail. Nominations can also be made through Phone: 0484-2555526/2555367, Fax: 0484-2532107 Mobile: 98470-53210 or e-mail: kspc@asianetindia.com
Last date for receiving nomination is 25th April, 2008.
SIVAKUMAR  G.

Director










