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qRuT / Circular

T & | Awar Ao T (ST & q69ead | 9 &l T5 AN i arhes
gear At Fsrar (TEHE) F e, vder/Eiug Stug AfgwiAt F o wriers
TRIAT F & § IZATH A9 aTel (AT d ITSIRH T §=7A9 FX &7 gln line with the
Annual Capacity Building Plan (ACBP) of the Department recently launched in
coordination with the Capacity Building Commission(CBC), ATI/DAE is conducting the
following course identified as functional competency for DAE officials

FIAFT IS qAT T+ PC 15— Refresher / Capacity Enhancement on Service
Prog. Code & Title Matters for Work Assistants

: 17/01/2024 to 18/01/2024 (0945 Hrs. to 1715 Hrs.)
At /Duration (Offline)

ond Floor, Administrative Training Institute, DAE

FITT / Venue Convention Centre, Anushaktinagar, Mumbai — 400094,

Work Assistants who have completed 15 years of service
=ferd T2 /Target Group in the Department as on 01/01/2024.

FTAFH T 4TI ATHIAT Broad contents of the programme

Yoga and Meditation, CCS Conduct Rules, CCS (CCA) Rules, Pension Rules,
GPF/CPF, Administration Rules, Office Procedure, Holistic Health & Proper Hygiene,
Writing Skills, Duties and Responsibilities of Work Assistants, Stress Management, First
Aid, Communication Skills.

ATHATSA TTAATRAT 35
H=qT/No of Offline Participants

AT o ATAT SHRTSAT DAE and its Constituent units
Participating Units

ATHTRA 9T &2 i ifaw fafy
/ Last date for receipt of 29/12/2023
nominations

FraahaR/ How to apply

* Head of Unit / Admin Heads of Unit may nominate employees and thereafter advise
them to submit their nomination through the Google nomination form link given
below. Nominations received from Admin Head alone will be considered.

e Acceptance of nomination shall be informed to the Sponsoring Authority / Admin




Heads of Unit

ATHIRA STHT % o ToT fof® / Link for submitting Nomination

https://docs.google.com/forms/d/e/1FAIpQLSf8RRjOWO5ICtWoDH57 xYuQdE2wKHe05
SsgeiMXkS3sUXSYA/viewform

o feoafraT / Remarks

e Offline: Maximum 35 Participants on “first come first served” basis will be
accommodated.

e ATI reserves the right to reject all or any of the nominations and to cancel the
program without assigning any reasons.
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1. T+ft grafeard gh1eal & 9@ /Head of Constituent Units

2. AT X TeT THeAl % Y@/ Admin. Heads of DAE & Constituent
Units,




