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Training on Office Management for Non-Academic Staff  
Venue: Room # 306A, Syed Ismail Hossain Siraji Bhaban 
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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  

cÖ‡dmi †gv. gwkûi ingvb, AwZwi³ cwiPvjK, AvBwKDGwm, iv. we. 

9:20-9:25 
Speech by Chief Guest  

 

9:25-9:30 
Speech by Chair  

cÖ‡dmi W. ỳjvj P› ª̀ ivq, cwiPvjK, AvBwKDGwm, iv. we. 

Technical Session 

9:30-10:30 
Manner and Etiquette of the Officials 
cÖ‡dmi †gv. gwkûi ingvb, AwZwi³ cwiPvjK, AvBwKDGwm, iv. we. 

10:30-10:45 Tea Break 

10:45-12:15 

 Human Resource Management and Implementation Strategy in the light 

of Modern Office Management. 

 APA and Link with HRM 

 Performance Appraisal (APAR) & HRM 
Av. Z. g. Avãyjøvn‡nj evKx, mnKvix cwiPvjK (wmwbqi mnKvix mwPe), AviwcGwUwm 

12:45-1:45 

Office Monitoring:  

 Employee performance monitoring  

 Resource Utilization Monitoring  

 Attendance and Time Tracking  

 Communication Monitoring 
miKvi Amxg Kzgvi, AwZwi³ †Rjv cÖkvmK (Dbœqb I gvbe m¤ú` e¨e ’̄vcbv), ivRkvnx †Rjv   

1:45-2:45 Launch Break 

2:45-3:45 
National Integrity Strategy (NIS) and Citizen Charter (CC) (Follow up) 

 Avey nvqvZ †gvt ingZzjøvn&, cÖavb wbe©vnx Kg©KZ©v, ivRkvnx Dbœqb KZ©„cÿ 

3:45- Evaluation and Closing 

 


