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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
9:20-9:25 Speech by Chief Guest
e ATFHT (A1, FETSI-Co-2HAN, AE S-Soo1d, arerird) fesfemyers, aremidl
9:95.0:30 Speech by Chair

2T, el 5% 9, “AfesEe, sEfasef, @, f4.

9:30-10:30

Technical Session

Manners and Professional Etiquette
T (1, SR T, wiefaw sfapere, wiafeeaf, 7 fa,

10:30-10:45

Tea Break

Office Monitoring
e Employee performance monitoring
e Resource Utilization Monitoring

10:45-12:15
> ? * Altendance and Time Tracking
* Communication Monitoring
ST WA AN, SO (o eI (SHEe @ AT T ARG, TSR (e
* Human Resource Management and Implementation Strategy in the light
of Modern Office Management.
12:15-1:30 * APA and Link with HRM
e Performance Appraisal (APAR) & HRM
1., [, WL I, FEE! e (G e oibe), st
1:30-2:30 Lunch Break
5:30-3:40 National Integrity Strategy (NIS) and Citizen Charter (CC)
3:40- Evaluation and Closing
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