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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
eV ATEHR (T, FFTOI-Be- BT, N SA-SAT, aeriar RefRviyrersr, aversiray
9:25-9:30 Speech by Chair
' : ST ©. T 59 A7, AReEs, wRfeeat, 4T, [
Technical Session
9:30-10:30 Manners and Professional Etiquette
' ' STHFAT (. N a2, Sfefie Afpes, wefeeyf, ar, [.
10:30-10:45 Tea Break
Office Monitoring
e Employee performance monitoring
, ) e Resource Utilization Monitoring
10:45-12:15 e Attendance and Time Tracking
e Communication Monitoring
PRI ST N, SORE (SR eHPTE (SFE 8 N I JZI), S (S
e 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
. S, . AEIRCEE A, FEFAT A (Bifeza st #f67), stafrafbin
1:30-2:30 Lunch Break
2:30-3:40 National Integrity Strategy (NIS) and Citizen Charter (CC)
' ' IRl SrSIF SR, SAARBES, ZNA TS, ISR [t Aremier
3:40- Evaluation and Closing




Institutional Quality Assurance Cell (IQAC) ¢ - )~

University of Rajshahi ==
eiffrrraa fcaeT : Training on Office Management
SIS : 53, 5Y, 39 €L Sb (TTHIT 039

JHYZAFIRG 47 8 T : 00 T 7 WIFCNF 361

TRRmTe! [fte T ARIRE FITGEE 9Lt fRETT 53, 5%, 39 8 Sb CITHRT 2039
Sifacy ST aEe aw aff s e 23 | trm I @OW PRIST awiteNe
T ABFCURT AT FCF (FF R-80¢) TIPD® 8 2tda W3 affrwee fefmmsicas
fJfog ned/[eItIT (¢o+Go+Go+¢0) 00 T T AL IR T |

“Training on Office Management” ®&& ef*rwer Manner & Etiquette of the
Officials, Human Resource Management & Implementation Strategy, APA,
Office Monitoring @32 National Integrity Strategy (NIS) & Citizen Charter (CC)
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