Report

Residential Training Programme on “Effective Office Administration & Management” was organized
by National Productivity Council, Lodhi Road, New Delhi- 110003, at Port Blair from 11™ February to
15" February 2014. Following topics were covered during the programme and a class notes consisting
all the said topics were given to every participants.

Contents
1. Introduction to office administration
2. Leadership and communication skills
3. Human resource management
4. Management office environment and systems
5. Highlights of GFR 2005 and RTI 2005
6. Managerial capability and Managerial Effectiveness
7. Organizational communication and team performance
8. Styles and strategies for managing an organization
9. Trends and challenges in office administration: E-office framework
10. CCS(CCA) Rules 1964
11. APAR and promotional rules
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