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CIRCULAR

I am pleased to inform you that our esteemed college is organizing an Administrative

Training Program on “Enhancing Administrative Excellence”

13.06.2019. All non

will be held from 11.06.2019 to
-teaching staffs are asked to participate in the training program
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SCHEDULE FOR ADMINISTRATIVE TRAINING PROGRAM - NON TEACHING
ENHANCING ADMINISTRATIVE EXCELLENCE

11" June 2019 to 13t June 2019

Program Schedule;

a 7
S.No Date Topic Session Speaker Yenue
Core Principles of ; Mr. B. Balamurugan | IT -II Year
Administrative Excellence Classroom
Time Management and II Mr.A Thirunavukarasu
Day1 | 11.06.2019 Organizational Skills
Effective Communication and [ I Mr.G. Krishnakumar
Interpersonal Skills
Strategic Planning and
. I Mr. B.Balamurugan
Implementation
Process Improvement and Mr. B-Balamurugan
12.06.2019 ; II
Day 2 Efficiency
Advanced Problem-Solving III

Techniques
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3
i IT -II Year
Leadership and Team

Mr.A . Thirunavukarasy

Management in I Classroom
Administration
Technology and Software for I Mr.A. Thirunavukarasu
Day3 | 13.06.2019 Administrative Tagks
Handling Confidentia] o Mr. B.Balamurugan

4.00 PM.

Schedule of the Day : First Session : 09.00 AM
Second Session : 11.15 AM

= 11.00 AM; Tea Break 11.00 AM
- 1.15 PM; Lunch Break : 1.15 PM - 2.00 PM; Third

—-11.15 AM

Session : 2.00 PM —
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FDP Report on Leadershj P and Team Management for Administrative Officers

Institution Name RAAK College of Engineering and Technology

Date of Event 11" June 2019 to 13t June 2019

Event Category Administratiye Training Program — Nop Teaching
Topic Enhancing Administrative Excellence

Guest Name * Mr.A Thirunavukarasy

* Mr. B.Balamurugan
* Mr.G. Krishnakumar

Communication, and Strategic planning. Through a series of workshops and interactive sessions,
participants learned techniques to improve process efficiency, solve complex problems, and
leverage technology to Streamline administrative tasks.

Objectives of the FDP

excellence,

2. To enhance ski IIs in time management, organization, and strategic planning,

4. To explore advanced techniques for leadership and team mang geme fﬁ i T
e | (i dd
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5. To understand the roje of technology in improving administrative efficiency and handling

confidential information,

Topics Discussed

Core Principles of Administrative Excellence: Introduced the fundamental principles
that define administrative excellence, including professionalism, efficiency, and a
commitment to continuoys improvement, Discussed how to integrate these principles into
daily administrative practices.

Time Management and Organizational Skills: Focused on techniques for effective time

Management and organization, Covered strategies such as prioritization, scheduling, and

efficiently.

Effective Communication apg Interpersonal Skills: Explored methods for improving
Communication and interpersonal interactions. Discusseq techniques for active listening,
clear and concise messaging, and building positive relationships within the workplace,
Strategic Planning and Implementation; Covered the essentials of strategic planning,

including goa] setting, resource allocation, and implementation strategies. Participants

optimization, and Lean principles to enhance efficiency and redyce Waste,
Advanced Pro blem-Solviug Téchniq ues: Introduced advanced problem-solving

techniques to address complex administrative challenges. Covered methods such as root
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* Technology and Software for Administrative Tasks: Explored various technologies and
software applications that can enhance administrative efficiency. Discussed tools for
project management, Communication, and data Management, and their role in Streamlining

administrative tasks,
* Handling Confidentia] Information ang Compliance; Discussed best practices for
managing confidentia] information and ensuring compliance with legal and institutiona]

regulations, Participants learned techniques for maintaining data security and handling

techniques, strategic planning methods, and advanced problcm-solving strategies. The program

)/mar sensitive data
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Conclusion

Practical applications ang interactive sessions ensured that faculty and staff could immediately

implement what they learned, leading to enhanced efficiency, productivity, and overall

administrative effectiveness.
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ADMINISTRATIVE TRAINING PROGRAMME ATTENDANCE
TOPICS: Enhancing Administrative Excellence

S.NO | NAME OF THE FACULTY DESIG. 11.6.2019 12.6.2019 13.6.2019
1 |Mr. SYED MOHIDEEN. § OFFICE SUPERINTENDENT
2 |Mrs. SIVAGAML D ACCOUNTANT
3 |Mrs. ANITHA. B OFFICE ASSISTANT
4 |Mr. SARAVANAVEL. G OFFICE ASSISTANT
5 |Mrs. BANUPRIYA. A OFFICE ASSISTANT
6  |Mrs. SURIYA E OFFICE ASSISTANT
7 |Mr. GNANAVEL. M LAB ASSISTANT
8 |Mr. M. MARIMUTHU LIBRARIAN
5 S. ANANDABASKARAN [PHYSICAL DIRECTOR
10 [Mrs. ANITHA OFFICE ASSISTANCE
11 [Mr. SUDHAKARAN S GARDENER DRIVER
12 [Mrs. ALAMELU S GARDENER
13 |Mrs. NIRMALA S ACCOUNTS
14 _ |Mr. PRASANNAMOORTHI K. |LAB ASSISTANT/EEE
15 |[Mr.MARK S LAB ASSISTANT/CSE _ N
16 |MrILIYAHATHALI C LAB ASSISTANT/CSE m: _}.JPF L& oo X e
17 |Mr.ARUNKUMAR T _LAB ASSISTANT /EEE R MR R e i
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CERTIFICATE OF PARTICIPATION

This is to certify that Mrs. SIVAGAMI. D, ACCOUNTANT has actively

participated in three day Administrative Training Program On “Enhancing

Administrative Excellence” organized by RAAK College of Engineering

(s

PRO M COORDINATOR PRINCIPAL

and Technology from 11.6. 2019 t0 13.6. 2019

RAAK College|g gineering & Technnlngy
No.1, Muthipillai Palayam Roaq.
Sulthanpet Pogt ‘
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CERTIFICATE OF PARTICIPATION

This is to certify that Mrs. BANUPRIYA. A, OFFICE ASSISTANT has

actively participated in three day Administrative Training Program On N
‘Enhancing Administrative Excellence” organized by RAAK College of

Engineering and Technology from 11.6. 2019 to 13.6. 2019
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CERTIFICATE OF PARTICIPATION

This is to certify that Mr. SARAVANAVEL. G, OFFICE ASSISTANT has

actively participated in three day Administrative Training Program On

‘Enhancing Administrative Excellence” organized by RAAK College of

Engineering and Technology from 11.6. 2019 to 13.6. 2019.
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CERTIFICATE OF PARTICIPATION

and Technology from 11.6. 2019 to 13.6. 2019
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This is to certify that Mrs. ANITHA. B, OFFICE ASSISTANT has actively
participated in three day Administrative Training Program On “Enhancing

Administrative Excellence” organized by RAAK College of Engineering
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