Workshop on “Office Management and Soft Skill Development” for the non-academic Staff of DDE, NBU
                                                            Date: January 16th-19th , 2012

After the recent workshop on “Technology Innovations in Open and Distance Learning Modes’, the Directorate of Distance Education , University of North Bengal  went on to conduct another workshop sponsored by the Distance Education Council. The first of its kind, this workshop was on “Office Management and Soft Skill Development” intended for the non academic staff of DDE, NBU. This four days afternoon workshop ( 2 p.m. to 5 p.m. ) pondered on the development of personality as well as the skills of managing the office, spelling out the codes and norms necessary for all in a professional environment. The workshop was attended by all staff of DDE (academic and non-academic) and others from sister Departments of the University.
DAY-1
The first afternoon of the workshop began with a very interesting session conducted by the Director of DDE, NBU, Dr. T.K. Chatterjee where he informed the participants about the necessity of developing soft skills like polite manners of talking, patience while dealing with students at the office, maintaining manners at interviews and the ways of developing a pleasing personality. With graphic illustrations, the session was indeed made very engaging.
The next session was conducted by Mr. Manas Esh, Information Scientist of the University of North Bengal who enfolded the wonders and usability of Windows 2010, Mail Merge skills and also solved various queries regarding managing office work using computers.
DAY-2
The first session was conducted by the Accounts Officer of the University of North Bengal, Mr. Surajit Das where he elaborated on the making and management of departmental budgets and the maintenance of accounts expenditure and income.
The next session was conducted by the Director of DDE, NBU, Dr. T.K. Chatterjee where he spoke on the need and means of ‘Office Management’.
DAY-3
The afternoon started with a session on ‘Office Etiquette’ conducted by the Deputy Director of DDE, NBU Mr. Raju Roy where he laid down the importance of etiquette not only in a professional environment but also in life. With inputs from various participants the session was participatory and enjoyable.
The next session was conducted by Mr. M. Bose, HOD, Department of Life Long Learning. He spoke on ‘Human Resource Management in Academic Administration’ and informed the participants how they could develop themselves as human resource for the positive development of an institution.
DAY-4
The first session of the last afternoon began with a session on ‘Motivation in Office Management’ conducted by Dr. D. Mitra, Head, Department of MBA. In this very interesting session Dr. MItra related the importance of self motivation, various ways of increasing one’s motivational factors and the means of developing a balanced personality and positive attitude that would always help one to motivate the self
At the end of the workshop the Director of DDE, NBU Dr. T.K. Chatterjee informed the participants on the various Acts and Statutes that helped in the governing of the universities with special reference to the Act of the University of North Bengal and the Statutes/Ordinances/Regulations/Rules.
 This was followed by the valedictory address by Dr. T. K. Chatterjee and also the distribution of participatory certificates to all the participants. 
Unique of its kind, this workshop definitely seemed to have been able to positively influence the participants.
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