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Event Report Template 

Name of the event: One Week Job-Oriented Skill Enhancement 

Programme for Non-Teaching Staff 

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

Type of event 

(intra-college/inter-college/ state/ 

national or any other collaboration) 

National in collaboration with GAD MMTC, 

SGTB Khalsa College 

Objectives of the event: Imparting and polishing skills for administrative 

processes and documentation  

Name and Affiliation of the Resource 

person (if applicable): 

● Dr. Arun Julka, Associate Professor, 

Department of Commerce, Maharaja 

Agrasen College, University of Delhi 

● Dr. Anjana Neira Dev, Associate 

Professor, Department of English, Gargi 

College, University of Delhi 

● 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, JDMC; 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 AI 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. 

 

Poster of the event (English and Hindi):  

 
Record of Attendance (Photos of attendance record):  



 

 



 

 

 



 

 
 

 

Sample of feedback/ evaluation form: 

 

Timest

amp 

Name 

(Optional 

if you 

wish to 

give 

anonymo

us 

feedback) 

How do 

you rate 

your 

overall 

experienc

e of 

attending 

this Skill 

Enhance

ment 

Course in 

the scale 

of 1 to 5, 1 

being the 

lowest 

and 5 

being the 

highest 

5 take aways 

from the Skill 

Enhancement 

Course 

Write 

names of 

the 

resource 

persons 

you liked 

the most. 

Write 

names of 

the 

session 

which 

needs 

improvem

ent? 

Which 

topics 

would you 

like GAD 

TLC to 

consider 

in future? 

Any 

Other 

Suugest

ions 



6/22/20

24 

15:45:4

1 

Chandra 

prakash 5 

Canvas, 

copilot, Good    

6/22/20

24 

15:45:5

1 

Sitesh 

kumar  5 

Computer,Talle

y,ppt and ms 

Excel  

Compute

r 

program

ming and 

Talley all 

are the 

best 

program

me    
6/22/20

24 

15:46:1

5 

Ravinder 

Sah 5 

Documentation

, excel, ms 

office  

Arun 

julka    
6/22/20

24 

15:47:5

1 

RAVIND

ER  5 

Valuable all 

sessions  

SH 

ARUN  Tally   

6/22/20

24 

15:47:5

3 

DR 

BANDAR

U 

MANMO

HAN 5 

PRESENTATI

ON SKILLS, 

Communicatio

n Skills: 

ARUN 

SIR  

Extensive 

session on 

Microsoft 

Excel  

6/22/20

24 

15:48:5

4 

Sachin 

Ramchand

ra 

Gaikwad 5 

Copilot, Tally 

workshop, 

Canvas, Video 

Making and 

main Excel 

Training Arun sir Canva   

6/22/20

24 

15:49:1

1 

Sitesh 

kumar 5 

Talley,Excel 

computer 

programming 

and all was best 

course  

Anjana N 

Dev    

6/22/20

24 

15:49:2

2 

Rishikesh 

Kumar  5 

All basic 

information 

like MS Word, 

MS Excel, tally, 

letter 

formatting  

speaker 

of second 

day    

6/22/20

24 

DR 

BANDAR

U 5 

Communicatio

n Skills Critical 

Thinking and 

ARUN 

SIR    



15:49:2

8 

MANMO

HAN 

Problem-

Solving Time 

Management 

Emotional 

Intelligence 

Adaptability 

and Flexibility 

6/22/20

24 

15:50:4

1 

MD 

ZISHAN 

ALI 5 

KNOWLEDG

EABLE  

WHOLE 

TEAM 

OF 

JDMC 

AND 

GAD   

Powerpoin

t  

6/22/20

24 

15:51:4

3 

Shaveta 

Kharband

a  5 

Canva, 

copilot,mail 

merge,EDX, 

Tally, 

preparation of 

notices and 

bussiness letter, 

preparation of 

seating plan, 

video messages 

for students 

Arun sir, 

Shweta 

ma'am     
6/22/20

24 

15:52:1

9 

Pankaj 

bhardwaj  5 

Sab kuch samjh 

gaye. Dr. Payal    
6/22/20

24 

15:57:0

3 

NANDINI 

C  5 

Contents of this 

course  

All were 

good     
6/22/20

24 

15:57:1

2 

Manoj 

Sharma  5 5 Everyone  

Document

ation Canva 

Good 

Work 

6/22/20

24 

15:57:2

3 

Manoj 

Malhotra 5 

Knowledge of : 

Excel, tally, 

EDS, official 

letters AND 

MICROSOFT 

WORD 

Dr. Piyal 

from 

JDMC    
6/22/20

24 

16:01:5

4 

Supreet 

Kaur  5 

Tally learning 

website 

knowledge, 

Dont 

remembe

r lady 

who took    



letter writing 

etc  

the 

lecture 

for 

contents 

writing  

6/22/20

24 

16:05:4

1 

Dheeraj 

Kumar 4 

All sessions 

very 

informative  

Dr Arun 

Julka Ji 

and 

others     

6/22/20

24 

16:13:1

8 

SAMIKS

HA 

LUTHRA  5 

Use of AI ( Co 

pilot), Salary 

calculation, 

Use of canva, 

easy way to 

prepare sitting 

plan, mail 

merge,docume

ntation and 

Tally 

Dr. Arun 

Julka  

Presentati

on  
6/22/20

24 

16:15:1

3 

RAVIND

ER  5 

Valuable 

session  

SH 

ARUN    
6/22/20

24 

16:17:1

5 

VIJAY 

PRAKAS

H  5 

Use of canva, 

Documentation

, Tally, Copilot, 

Notices 

MR 

ARUN 

JULKA 

Computer 

Programm

ing 

Document

ation  

6/22/20

24 

18:36:4

7 

RAVIND

ER  5 

1.Improve 

TECHNICAL 

SKILLS 2. 

Improve 

Administrative 

Knowledge 3. 

Improve Digital 

and creative 

software 4. 

Improve 

Strengthening 

communication 

5. Knowledge 

of AI tools such 

as ChatGPT  

MR. 

ARUN    
6/22/20

24 

19:23:3

4 

Subhadip 

Sarkar  5 New Learning  NA  

Technical 

Assistance  



6/23/20

24 

0:05:47 

Sandeep 

Chopra  5 Very helpful. All    
6/23/20

24 

8:49:21 Varun Jain 4 Yes 

Mr. Arun 

Julka     

6/23/20

24 

8:50:47 

Surendra 

Kumar 5 

Excel tools, 

canva 

techniques, 

tally, Making 

good notices 

and circulars, 

usage of 

copiolot 

Prof 

Arun 

Julka, 

CA 

Shweta 

Gupta    
6/23/20

24 

8:51:53 

Vijay 

Pratap  5 

Knowledge 

copilot, canvas  

Dr.Arun 

Julika     
6/23/20

24 

8:52:01 

ARVIND 

PAL  5 

Skill 

enhancement in 

so many ways 

Arun 

Kulkarni 

sir    

6/23/20

24 

9:00:46 

Vijay 

prakash 5 

Excel 

knowledge, 

Letter drafting, 

tally, windows, 

English 

Prof. 

ARUN 

JULKA, 

DR. 

ANJAN

A NERA 

DEV    

6/23/20

24 

9:01:25 Navraj 5 

Windows,Excel

,Tally, drafting, 

Letter Writing 

Arun 

Julka, 

Anjana 

Neira 

Dev.    
6/23/20

24 

12:05:0

8 Kumer Pal  5 Every thing  

Arun 

Julka     

6/23/20

24 

13:37:5

9 

DINESH 

CHAND 

BAHUGU

NA  4 4 

Both the 

resources 

persons 

are best 

to best    

Good 

Sessions 

6/23/20

24 

17:35:0

8 SWATI 5 Yes 

Dr. Arun 

Julka    



6/23/20

24 

19:11:1

1 

Pooja 

kumari 4 

Excel, 

documentation 

using canva, 

copilot  

Dr. Arun 

Julka Excel  

Amazin

g Work 

6/27/20

24 

11:45:3

1 

SUMIT 

KUMAR 

SINGH 5 

Tally, 

Administrative 

work drafting, 

letter, write 

notice, 

Examination 

seating 

Dr. Arun 

Julka, Dr. 

Shweta 

Gupta    
 

 

Effectiveness Evaluation Document (Pie charts): 

 



 
 

Geotagged pictures of the event with captions (Geotagged if offline, Screenshots if online): 

  

  



  
 

Copy of all certificates: 

 

Copy of the bills (if applicable):   

 


