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Institutional Quality Assurance Cell (IQAC)
University of Rajshahi .

Training on Office Management
Venue: Room # 306A, Syed Ismail Hossain Siraji Bhaban
University of Rajshahi
Date: 11, 12, 17 and 18 September 2023

Program Schedule

Inaugural Session

9:00-9:15 Registration
9:15-9:17 Chair and Chief Guest take their seats on Stage
9:17-9:20 Speech by Special Guest
i AT (1, WA AT, cafergra, wremidt i, aremrd
9:20-925 Speech by Chief Guest
o AU (1, ITST-So1- BN, AT TA-SATTE, arersirey fafavyrerar, arspendt
9:25.9:30 Speech by Chair

AT ©, VeIl by A, AAfaniers, siafesyf, @, f1,

9:30-10:30

Technical Session

Manners and Professional Etiquette

e (. Wi Az, sfefae offasrers, wgfFeaf, ar &,

10:30-10:45

Tea Break

Office Monitoring
* Employee performance monitoring
* Resource Utilization Monitoring

45-12: 5 .
b L ¢ Attendance and Time Tracking
e Communication Monitoring
PRI SIS FUR, SRS (ool e (el @ NINa 717 Qo) AremTaT coet!
* Human Resource Management and Implementation Strategy in the light
of Modern Office Management.
12:15-1:30 e APA and Link with HRM
e Performance Appraisal (APAR) & HRM
Sl . 3. SRR <[, el sAfivers (P s sifva), it
1:30-2:30 Lunch Break
2:30-3:40 National Integrity Strategy (NIS) and Citizen Charter (CC)
e IR SIS SIRM, Gorsifbierar, ARy e, aremid) faop, et
3:40- Evaluation and Closing

T ——
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ifersrera it : Training on Office Management
wifa : Y, 52, 39 W3 Sbr (TCHHA 090

SRR 499 8 AL : 200 G W SBCGAT TR

famfavyeicad Prsr ooe NH SguHd S0 Aq-Specsiie SBremd weel Jfa @
siqrafifee fafoe s dramifee wEfemr Ser RO 5, 53, 39 8 b CTTH 039
sifary sifeest qrage faarn sffrse sgfde 27| v $arEe @eW Hag aaieiis
g SEfET A STEE F0F (% T-8o¢) IYDO 8 I «F aferwre fawfawrtecaa
fafoy weq/faead (¢o+Co+Co+¢0) 200 G AT YL AL FCA |

“Iraining on Office Management” e afrFtd Manner & Etiquette of the
Officials. Human Resource Management & Implementation Strategy. APA.
Oflice Monitoring @4t National Integrity Strategy (NIS) & Citizen Charter (CC)
faaca fawifas SCemsa s 28 @3 wifee 3w, o @ 8 “ATdT TraAldl B U
wifsfer fp1d Toifge o erewa oI, FeToF-Be-SHe, T« S-S ¢ 2 “rdd
wq Sifefy farica SoifFe forsw arewa o1, g @99, TEa SA-8An gag gfe
Ardd farera aifefy fzed Tofge ferew ete@a @x, S99 e, aferard, dssgl
fagfanyieny | aferwafba sremifoy watan gria ©. gere 59 ar, sfabeis, wEfesal |

sifepcera fagafefes farnt «ipf f2rd Sofge futem aur@ts ere™ G, swgs 923w,
sfefas “fapere, r3fasaly, Ore.¥. g A, 7zeE Jfawee (e sgw@r
Afva), wiaf4aff, saer oow e, sfefas @@ axipe (Tqa ¢ W AR
AAFIOFT), AISHIET (S @92 *TEA] SIS SIEiE, SowfaseTs, ZMY A9dE, aeHd)
faqorr, arendl | ffEedft e SaEs AUETd (I, U, WRgd dFm e, Sfefas
Afqbrers, SEfEsaf |
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