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Name of the event: One Week Job-Oriented Skill Enhancement
Programme for Non-Teaching Staff

Name of the organizer (s): Internal Quality Assurance Cell, JIDMC, DU

Type of event National in collaboration with GAD MMTC,

(intra-college/inter-college/ state/ SGTB Khalsa College

national or any other collaboration)

Objectives of the event: Imparting and polishing skills for administrative
processes and documentation

Name and Affiliation of the Resource e Dr. Arun Julka, Associate Professor,

person (if applicable): Department of Commerce, Maharaja

Agrasen College, University of Delhi

e Dr. Anjana Neira Dev, Associate
Professor, Department of English, Gargi
College, University of Delhi

e Dr. Shweta Gupta (CA), Assistant
Professor, Department of Commerce,
Janki Devi Memorial College, University
of Delhi

Name and Affiliation of Judge of the
event (If applicable):

Name and Affiliation of Prize winner of
the event (If applicable):

Brief Report:

The Internal Quality Assurance Cell (IQAC) of Janki Devi Memorial College (JDMC),
University of Delhi, in collaboration with GAD-MMTTC, SGTB Khalsa College, University
of Delhi, organized a One-Week Job-Oriented Skill Enhancement Programme for Non-
Teaching Staff from June 18 to 22, 2024, in hybrid mode. The programme, sponsored by
JDMC, received 50 registrations from across the country.

The primary objective was to refine participants’ documentation and administrative skills.
Sessions covered a range of relevant topics, including Information and Communication
Technology (ICT), Tally, and documentation practices.

The inaugural session, held in the college seminar room, was graced by Prof. Swati Pal,
Principal, IDMC; Prof. Payal Nagpal, IQAC Coordinator, JDMC; and the course coordinators



Dr. Trisha Jolly and Ms. Tannu Sharma. Prof. Vimal Rarh, Programme Director, UGC-
MMTTC, SGTB Khalsa College, joined the session online. The event began on an auspicious
note with a brief felicitation ceremony and an introduction to GAD-MMTTC and the resource
person.

The first session, led by Dr. Arun Julka, focused on the use of online tools for administrative
efficiency and was well received. He also conducted the second-day session, which explored
the application of Al tools in everyday administrative tasks. Held in Computer Lab 1, this
hybrid session garnered highly positive feedback.

On the third day, Dr. Anjana Neira Dev conducted a session on documentation and
communication practices, emphasizing the role of effective language in creating inclusive
and efficient administrative processes. She was introduced and felicitated by Prof. Nagpal. The
session was enthusiastically received.

Dr. Shweta Gupta led the fourth-day session on TALLY — The Accounting Software,
demonstrating how it can streamline various accounting functions.

The final session, conducted fully online by Dr. Julka, focused on maximizing administrative
productivity using ICT tools.

Additionally, an extra session was held on request for participants who faced technical issues
on Day 1. Dr. Julka revisited the key topics and guided them through the missed exercises.
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Effectiveness Evaluation Document (Pie charts):

1. How do you rate this Session on a scale of 1 to 5. (5 implying the maximum score)
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2. How do you rate your knowledge in this topic before attending the Session?
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3. How do you rate your knowledge in this topic after attending the Session?
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