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Training on Office Management for Non-Academic Staff

Venue: Room # 306A, Syed Ismail Hossain Siraji Bhaban
University of Rajshahi
Date: 11, 12, 17 and 18 September 23

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 Welcome Speech
' ' TR (N, Nf¥ER T2, Sfefie «ifpiess, szfeeaf, 4. f1.
9:20-9:25 Speech by Chief Guest
9:25-9:30 Speech by Chair
' ' ST ©, T 59 A7, ARG, wRfeeat, @t [
Technical Session
9:30-10:30 Manner and Etiquette of the Officials
' ' STHFAT (. N a2, Sfefie Afpes, wefeeyf, ar, [.
10:30-10:45 Tea Break
e Human Resource Management and Implementation Strategy in the light
of Modern Office Management.
10:45-12:15 e APA and Link with HRM
e Performance Appraisal (APAR) & HRM
., S, W, ERCEE A, AR A (G ekt #67), wirfrabh
Office Monitoring:
o Employee performance monitoring
, ) e Resource Utilization Monitoring
12:45-1:45 e Attendance and Time Tracking
e Communication Monitoring
TR A P, WG (ST 1T (TFIT 8 N T JFIoT), eI (et
1:45-2:45 Launch Break
2-45-3:45 National Integrity Strategy (NIS) and Citizen Charter (CC) (Follow up)
o WY TS Gl XA, AL 12T ST, AEIET Tefart TG
3:45- Evaluation and Closing




