
6.3.3 AVERAGE NUMBER OF PROFESSIONAL 

DEVELOPMENT /ADMINISTRATIVE TRAINING 

PROGRAMS ORGANIZED BY THE INSTITUTION FOR 

TEACHING AND NON-TEACHING STAFF DURING THE 

LAST FIVE YEARS 

Additional Information 

Documents uploaded 
Sl. No. Particulars Page 

No. 

1 Events brochures & reports of last five years - 

1.1 Events brochures (communicated mail) and 
report for the year 2019-20 

2-57 

1.2 Events brochures (communicated mail) and 
report for the year 2018-19 

58-62 

1.3 Events brochures (communicated mail) and 
report for the year 2017-18 

63-65 

1.4 Events brochures (communicated mail) and 
report for the year 2016-17 

66-70 

1.5 Events brochures (communicated mail) and 
report for the year 2015-16 

71-74 

2 List of participants of last five years - 

2.1 List of participants in each program for the year 
2019-20 

75-129 

2.2 List of participants in each program for the year 
2018-19 

130-135 

2.3 List of participants in each program for the year 
2017-18 

136-162 

2.4 List of participants in each program for the year 
2016-17 

163-185 

2.5 List of participants in each program for the year 
2015-16 

186-232 

3 Photographs of events with date & caption 233-235 
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Emotional Intelligence (7th & 8th April’ 2020) 

 
If You are Tuned Out of Your 

OWN EMOTIONS, 

You will be Poor at reading them in 

OTHER PEOPLE. 

“It takes something more than intelligence to act intelligently.” 

Objective: 
Emotional intelligence can lead us on the path to a fulfilled and happy life by providing a framework through 

which we must apply standards of intelligence to emotional responses and understand that these responses 

may be logically consistent or inconsistent with particular beliefs about emotion 

Activities: 

➢ Various Activities was conducted in the E- Learning Module to demonstrate the significance of 

Emotional Intelligence in understanding and managing one’s emotions as well as others’. 

➢ A Presentation was shared to convey the message that emotional intelligence is made up of four 

core attributes that pair up under two primary competencies: 

PERSONAL COMPETENCE SOCIAL COMPETENCE 
 

• Self – Awareness • Social Awareness 

• Self- Management • Relationship Management 

Outcomes: 

➢ The E- Learning Module focuses on 4 Core Areas: 

 Being Self-Aware is all about understanding oneself. It can be developed by identifying 

one’s strengths and limitations in order to recognise areas where you need to enhance 

and intentionally nourish in that very aspect. 

 Self-management goes hand in hand with self-awareness so that you are able to control 

your own emotions and not being controlled by them. 

 Social awareness is the ability to accurately read situations and people. This can only 

occur when you are aware of your own emotions. An important part of social awareness 

is the ability to empathize with the people around you. This means that you are able to 

understand and appreciate why someone feels the way they do. 

 Relationship Management is your ability to use awareness of your emotions and the 

emotions of others to manage interactions successfully. Clear communication, inspiring 

and influencing others, working well in a team, and managing conflict all contribute to 

relationship management. 

Thanks for your participation in e - Learning Module with a great enthusiasm. 
 

 

https://positivepsychology.com/emotional-intelligence-frameworks/


 



Training Feedback: Based on participant feedback given through google form 

 
Achievement of Training Objectives - 33% Excellent, 50% Very Good, 10% Good & 3% Average 

Course/ Presentation Material  - 40% Excellent, 30% Very Good, 30% Good & 30% Average 

93% participants felt that the training session has added value to them 

33% participants score on the overall training session was Excellent. 

53% participants score on the overall training session was Very Good. 

10% participants score on the overall training session was Good. 

3% participants score on the overall training session was Average. 

10% 
3% 

33% 

54% 

Major Strengths: 

• Importance of prioritizing activities during workplace 
was discussed 

• Helpful in self-improvement 
• Interactive Session 

Areas of Improvement : 

• Video Quality 

• Technical Problems 

 
 

 

 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 

e- Module 7- ‘Telephonic & Office Etiquettes’ 

No. of Registration: 31 

No. of Participation: 26 

Attendance Percentage: 84% 

Date: 9th May’ 2020 



Training Feedback: Based on participant feedback given through google form 

Achievement of Training Objectives - 69% Excellent, 25% Very Good & 6% Good 

Course/ Presentation Material  - 56% Excellent, 38% Very Good & 6% Good 

100% participants felt that the training session has added value to them 

66% participants score on the overall training session was Excellent. 

28% participants score on the overall training session was Very Good. 

6% participants score on the overall training session was Good. 

6% 

28% 

66% 

 
 

 
 

  

Areas of Improvement : 
 

• More training sessions should be conducted 

to increase the knowledge. 

• Network Issues 

Major Strengths: 

• Helpful in developing relations 
• Knowledgeable & Interactive Session 
• Good Presentation Skills 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 

e- Module 8- ‘Rapport Building at the workplace’ 

No. of Registration: 39 Date: 11th May’ 2020 

No. of Participation: 31 

Attendance Percentage: 80% 



Training Feedback: Based on participant feedback given through google form 

Achievement of Training Objectives – 44% Excellent, 38% Very Good, 16% Good & 3% Average 

Course/ Presentation Material  - 28% Excellent, 56% Very Good, 13% Good & 3% Average 

97% participants felt that the training session has added value to them 

28% participants score on the overall training session was Excellent. 

56% participants score on the overall training session was Very Good. 

13% participants score on the overall training session was Good. 

3% participants score on the overall training session was Average. 

13% 
3% 

28% 

56% 

Major Strengths: 

• Helpful in writing routine mails in a proper and efficient 
manner 

• Good content 
• Good explanation with examples 

Areas of Improvement : 
 

• None 

 
 

 

 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 

e- Module 9- ‘Email Etiquettes & Official Notes Drafting’ 

No. of registration: 47 

No. of seats available : 35 

Total no. participants attended: 30 

Attendance Percentage: 86% 

Date: 12th May’ 2020 



Training Feedback: Based on participant feedback given through google form 

Achievement of Training Objectives - 41% Excellent, 51% Very Good & 8% Good 

Course/ Presentation Material  - 37% Excellent, 33% Very Good & 29% Good 

100% participants felt that the training session has added value to them 

Major Strengths: 

• Good Communication & Presentation Skills 
• Knowledgeable Session 
• Helpful in communicating effectively at 

workplace 

Areas of Improvement : 
 

• Technical Issues 

 
 

 
 

37% participants score on the overall training session was Excellent. 

45% participants score on the overall training session was Very Good. 

18% participants score on the overall training session was Good. 

18% 

37% 

45% 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 

e- Module 10- ‘Workplace Communication’ 

No. of Registration: 101 Date: 13th May’ 2020 

No. of Seats available : 35 

Total Participants (Including invitees and on the basis of participants request): 43 

Attendance Percentage: 123% (as the no. of participants are more than the seats available) 



Training Feedback: Based on participant feedback given through google form 

Achievement of Training Objectives - 50% Excellent, 40% Very Good & 10% Good 

Course/ Presentation Material  - 48% Excellent, 40% Very Good & 12% Good 

100% participants felt that the training session has added value to them 

44% participants score on the overall training session was Excellent. 

42% participants score on the overall training session was Very Good. 

14% participants score on the overall training session was Good. 

14% 

44% 

42% 

Major Strengths: 

• Helpful in analyzing various body postures and their 
importance 

• Motivates to spread happiness 
• Excellent Content as well as presentation Skills 

Areas of Improvement : 
 

• Technical Issues 

 
 

 

 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 

e- Module 11- ‘Non-Verbal Communication & its importance’ 

No. of Registration: 93 

No. of Seats available: 35 

Date: 14th May’ 2020 

Total Participants (Including invitees and on the basis of participants request ): 44 

Attendance Percentage: 126% (as the participants are more than the seats available) 



Rapport Building at Workplace (11th May’ 2020) 
 

 

‘Trust and rapport are the heartbeat of Workplace, the backbone of high performing teams, and the secret 

sauce for healthy relationships.' 

Objective: 
Rapport Building at the workplace isn't just a tool for building relationships, though; it's often the foundation 

of success. When you have a rapport with someone, you're better placed to influence, learn and teach, 

particularly as the trust that you've built up. Being able to build rapport consciously is therefore extremely 

useful both personally and professionally. 

Activities: 

➢ A presentation was shared to demonstrate the significance of rapport building at work place. It 

elaborated how a good rapport can help an individual to be happier and contented at workplace. 

Outcomes: 

Rapport is the foundation of any great relationship. This e-module focuses particularly on the 
significance and benefits of rapport building : 

 

➢ The benefits to building rapport with someone is that they will be much more likely to invest 

their confidence and faith in you, share information, recommend you to others and support your 

ideas. Improved productivity and teamwork can all result from building rapport with 

colleagues and clients. 

 

➢ In short, rapport is important because it builds trust and creates common ground. It develops 

good relationships with clients or staff members. 

We would like to thank Mr. Shrikant Keshav (Assistant Professor – HS) who enthusiastically imparted the successful 

Online training to our active participants. 

 



Email Etiquettes & Official Notes Drafting (12th May’ 2020) 
 

 

‘Be Bold. Be Fast. Get to the point right away. The best email communication is simple & clear' 

Objective: 
Email Etiquettes & Official Notes Drafting holds substantial importance while representing an organization. 

Decency and professionalism needs to be taken care of while communicating through Emails or office drafts. 

Therefore, we need to be clear and concise as well as give enough information so that our recipient 

understands what our message indicates. Hence, this e-module will help in enhancing one's communication 
skills in such aspects. 

Activities: 

➢ Some ideal email draft formats were shared to familiarise with some basic points in order to draft in 

an organised, meaningful and professional manner. 

Outcomes: 

The e-module focused primarily on e-mail etiquettes and official notes drafting: 

 
➢ Email etiquettes: It is all about respect and common sense. The same respect and professionalism you 

expect others to show to you is also crucial when writing your own communications. Email is a form of 

communication. Like written letters, telephone conversations, and face-to-face speech, email is guided 

by etiquette. We use mutual respect and common sense to guide us in all forms of communication. 

 
➢ Official notes drafting: Writing is a process that involves several distinct steps: prewriting, drafting, 

revising, editing, and publishing. It is important for a writer to work through each of the steps in order to 

ensure that he has produced a polished, complete piece. The writing process is not always linear. 

Therefore it is important to organize one's content into a meaningful sequence or flow. 

We would like to thank Ms. Samiksha Tewari (Assistant Professor – HS) who enthusiastically imparted the successful 

Online training to our active participants. 

 



Non-Verbal Communication & its importance (14th May’ 2020) 
 

 

‘Non-Verbal Communication is an elaborate secret code that is written nowhere, known by none and 

understood by all.' – by Edward Sapir 

Objective: Nonverbal communication plays a significant role in our lives, as it can improve a person’s 

ability to relate, engage, and establish meaningful interactions in everyday life. A better understanding of 

this type of communication may lead people to develop stronger relationships with others. 

Activities: 

• A video starring Mr. Bean, a world famous character was shared to demonstrate how effective can 

nonverbal communication be in one's life. 

Outcomes: 

Communication not only means explicitly said words but it also includes implicit messages, whether 

intentional or not, which are expressed through non-verbal behaviours. 

The e-module focused particularly on the importance of Nonverbal communication : 

➢ Non-verbal gestures are what our recipients see in the first place, even before a single word is 

heard. Nonverbal communication plays a significant role in our lives, as it can improve a person's 

ability to relate, engage, and establish meaningful interactions in everyday life. A better 

understanding of this type of communication may lead people to develop stronger relationships with 

others. 

We would like to thank Ms. Monika Khurana (Assistant Professor – HS) who enthusiastically imparted the successful 

Online training to our active participants. 

 
 



Developing Character and Personality Through Personal Health and Hygiene 

(16th April’ 2020) 
 

 

" The habit of practising good personal hygiene is one of the essential ingredients of personality 

development" 

Objective: 
The module aims to make you aware about personal health and hygiene and its importance in keeping our 

body healthy, preventing transmission of germs, etc. In addition to a great health, Good hygiene also boosts 

up your confidence and self-esteem and make you seem more positive and attractive to others. When you 

look good and feel healthy, you also feel good. 

Activities: 

➢ A simple quiz based on basic hygiene and sanitation knowledge was conducted online. The 

Quiz actually got our staff and faculties involved and tested their awareness. 

➢ A self-survey was conducted on Sanitation, health and hygiene to let the participants introspect 

themselves and determine the value of practicing good hygiene in their lives. 

➢ Few basic tips were shared in order to boost up the immunity of participants and their kids. We 

believe these tips would have been definitely worth sharing so as to let the participants get 

aware of some good habits regarding personal hygiene. 

Outcomes: 

The E-module emphasized basically on these points : 

❖ Health Reasons: Keeping a good standard of hygiene helps to prevent the development and spread 

of infections, illnesses and bad odours. Poor hygiene can lead to poor health. Therefore it is our 

body's necessity to practice good hygiene to keep itself fit. 

❖ Social Reasons: By ensuring that our body is clean and well presented, we are more assured of 

projecting a positive body image that reflects our personalities. It is off-putting to our friends and 

colleagues if we smell unpleasant etc. Good hygiene practices will help to keep you healthy, give you 

confidence and be pleasant for those around you. 

❖ Psychological reasons: By being well presented, clean and tidy, people can feel more confident, 

especially in social situations. Our chances of succeeding either in work or social settings, or even 

with the opposite sex can be altered by maintenance of good hygiene. 

We would like to thank Mr. Hitesh Chadha (Assistant Professor – HS) who enthusiastically imparted the 

successful online training to our active participants. 

 



Take Charge of your Learning & Development – The Up skilling Way 

(18th April’ 2020) 
 

 

“The more I live, the more I learn. The more I learn, the more I realizes, the less I know.” 

Objective: 
The module aims to make you realise the importance of learning in our personal as well as professional life. 

This lockdown period has given all of us the opportunity to introspect ourselves and self analyse our grey 

areas where we need to work upon. An important fact about learning is that it is a means to improve 

knowledge and gain skills that will help in reaching specific goals. 

Activities: 

❖ A Simple personal Performa was shared to let the individuals question themselves and based on 

their introspection set goals to improve accordingly. 

❖ A presentation was shared with the participants to highlight the importance of learning and make 

them understand what up-skilling means. It would definitely make them realize what wonders can 

learning and up-skilling do to their personal self as well as in professional aspects. 

❖ A motivational video was shared to make them realize that it is of great value to give time to shape 

their skills, to upgrade themselves according to the challenges they face in their personal as well as 

professional lives. 

We believe these things would have been definitely worth sharing so as to motivate the participants to 

devote quality time in learning and skill up gradation. 

Outcomes: 

Learning is an indispensable tool that nourishes our minds and soothes our soul. It is a necessity for both 

personal and professional career as it makes us capable of understanding and handling things in a better way 

in life. Some of the significant messages the E-module delivered are: 

• Learning is Important in growing your income and status 

• Learning Plays a Role in Getting Access to New Opportunities 

• Learning helps self-confidence 

• It Develops and helps your growth curve 

• Learning is Important in achieving your goals 

• Importance of learning in making you happy 

• Importance of learning for personal development 

• Importance of learning for professional development 

 
“Anyone who stops learning is old, whether at twenty or eighty. Anyone who keeps learning stays young.” 

We would like to thank Ms. Pooja Rohatgi (Addl. HoD – HS) who enthusiastically imparted the successful 

online training to our active participants. 



 



 



Pronunciation & Word Formation 

(20th April’ 2020) 
 

 

“A correct Pronunciation and knowledge of language is the doorway to wisdom” 

Objective: 
The session aims to help the participants to have skilled pronunciation so that they can be able to 

communicate well with people which is a big achievement for strong networking and to overcome the 

difficulty understanding what a person exactly wants to say. 

Activities: 

In this session, various common English words were discussed so that the participants must know how to 

pronounce them correctly as proper pronunciation opens huge opportunities for individuals to create 

potential. 

Outcomes: 

Few Specific Pronunciation Tips were discussed by the trainer: 

❖ Learn to listen to others - The more you listen, the more successful you will be. Nowadays, there are 

many opportunities of hearing native English speech: songs, films, TV series, videos on YouTube and 

other sites, audiobooks, voice chats, etc. Make the most of this unique opportunity which has 

become available in the last few years. 

❖ Practice makes perfect - Even your English level is high, you can lose your phonetic skills if you have 

too little practice. To avoid it, just do some simple exercises: 

- Read aloud or in a whisper, and repeat the words which you find difficult to pronounce 

- Recite poems or sing songs, observing rhythm and intonation 

❖ If your pronunciation is not perfect, don’t speak fast. Pronounce words slowly and clearly, and any 

English native speaker will understand you. 

We would like to thank Dr. Vipin Kumar (ASTP – HS) who enthusiastically imparted the successful online 

training to our active participants. 

 



Spotting Grammatical Errors 

(21st April’ 2020) 
 

 

“Grammar is the glue that holds your sentences effectively” 

Objective: 

The objective of this session is to enhance the grammatical knowledge of the language so that they can be 

able to communicate well with people which is also a big achievement for strong networking and to 

overcome the difficulty of understanding what a person exactly wants to say. 

Activities: 

In this session on 'Spotting Grammatical errors', the trainer discussed various common grammatical errors 

people often commit and suggested their right usage so that they are able to convey their message 

precisely to the recipient even with a limited vocabulary and flawless grammar. 

Outcomes: 

❖ The outcome of this session was to make participants well aware of some of the common 

grammatical errors they often commit. In addition to that, this module also helped them out in 

spotting errors (if any) in their writings. 

❖ This module was considered to be a great platform in getting a better understanding of the English 

language and build up a sense of confidence with command over grammatical aspects of the 

language - An up-skilling guide. 

We would like to thank Dr. Chetna Sinha (ASTP – HS) & Mr. Himanshu Khurana (ASTP – HS) who 

enthusiastically imparted the successful online training to our active participants. 

 



 

 

 

 

 

 

 

 

 

 

 



 

 



 

 

 

 

 

 

 



Best practices while working from home to boost up the productivity 

(25th April’ 2020) 
 

 

“Successfully working from home is a skill, just like programming, designing and writing. It takes 

time and commitment to develop that skill" 

Objective: 
Working from home isn't as simple and comfortable as it may seem. Whereas it gets more challenging when 

you have to maintain the balance between working and look after family responsibilities as well. Therefore, 

this module presents some practices and habits you may adopt to boost up your productivity while working 

from home. 

Activities: 

In this session on 'Best Practices During Lockdown', a discussion was held among the Functional Heads 

regarding the best practices that they wants to implement or are presently practicing at their departmental 

level or the individual level so that a list of best practices as shared by everyone can be implemented at the 

institutional level. 

Outcomes: 

The E-module emphasized basically on these points : 

❖ Plan & Structure your workday: Set and keep regular office hours. Most people who work from 

home find they work too much rather than too little. Plan and structure your workday to maximize 

efficiency. A disciplined routine will definitely bring on the best of you. 

❖ Set Ground Rules with the people in your space & Avoid Distractions: You may share your home 

with: a roommate, a spouse, children, parents, in-laws, or pets. They all need to know that you are at 

work. Make it clear to whomever you share the living space with that you have boundaries that need 

to be respected. These boundaries can be in the form of physical space (if the office door is closed, 

I’m on the clock!) or time blocks (9-1 and 2-6 are off limits!) –or a combination of both. 

❖ Set aside a designated Work Area: If your home office space isn’t quiet and comfortable, you won’t 

want to spend much time there. Find a quiet space that will make you feel excited and energized. 

Also, don't get yourself into super comfort zone with lazy mode on. The comforts of your home can 

be your enemy and sap your productivity. 

❖ Feel free to communicate: The days of walking over to someone’s desk anytime you want to clarify 

something are over. Remote work requires purposeful and planned communication. Otherwise 

things can get misunderstood, or never communicated in the first place. 

❖ Focus on your health: Stay hydrated and make sure to get up from the computer every so often. 

Practice healthy eating habits if you can. And don’t forget about your mental health too. Don't 

hesitate to take regular short breaks to ensure not being saturated. 

We would like to thank Mr. Komal Mehrotra(HoD – HS) who enthusiastically imparted the successful 

online training to our active participants. 



 



Training Feedback: Based on participant feedback given through google form 

Achievement of Training Objectives - 27% Excellent, 49% Very Good & 21% Good 

Course/ Presentation Material - 31% Excellent, 39% Very Good & 24% Good 

98% participants felt that the training session has added value to them 

Major Strengths: 

• Helpful in developing relations 

• Creative and Advantageous Initiative 

• Helps in Introspecting oneself and act accordingly 

• Informative and useful in enhancing individual’s 

proficiency 

• Believing in oneself in challenging situations 

Areas of Improvement : 

• Audios & Videos may add up to efficacy 
• Training Sessions needed on controlling anger 
and improving patience level 
• More Practical Exercises should be included 
• Real Life Examples must be added 

 
 

 
 

31% participants score on the overall training session was Excellent. 

48% participants score on the overall training session was Very Good. 

18% participants score on the overall training session was Good. 

3% participants score on the overall training session was Average. 

3% 
18% 

31%
 

48% 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 

e- Self Learning Module - ‘Emotional Intelligence’ 

Total Participants: 90 

Date: 7th April’ 2020 / 8th April’ 2020 



Training Feedback: Based on participant feedback given through Google form: 

Achievement of Training Objectives - 28% Excellent, 49% Very Good, 20% Good & 3% Average 

Course/ Presentation Material - 26% Excellent, 41% Very Good & 28% Good, 5% Average 

95% participants felt that the training session has added value to them 

28% participants score on the overall training session was Excellent. 

54% participants score on the overall training session was Very Good. 

13% participants score on the overall training session was Good. 

5% participants score on the overall training session was Average. 

13% 5% 28% 

54% 

Major Strengths: 
• Interactive & Knowledgeable 
• Creative & Good Initiative 
• Awareness regarding Personal Cleanliness & 

Hygiene 
• Helpful in current situation i.e. to fight against 

COVID - 19 

Areas of Improvement : 

• Connectivity & Network Issues 

 

 

 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 

e- Self Learning Module - 2 

‘Developing Character & Personality through Personal Health & Hygiene’ 

Total Participants: 72 

Date: 16th April’ 2020 



Training Feedback: Based on participant feedback given through Google form: 

Achievement of Training Objectives - 43% Excellent, 41% Very Good, 12% Good, 4% Average 

Course/ Presentation Material - 34% Excellent, 40% Very Good & 21% Good, 5% Average 

97% participants felt that the training session has added value to them 

66% participants felt that the training objective was clear to them 

63% participants felt that the training content was organized and well-planned 

64% participants felt that the e-Learning Module allows them to participate fully 

38% participants score on the overall training session was Excellent. 

40% participants score on the overall training session was Very Good. 

18% participants score on the overall training session was Good. 

4% participants score on the overall training session was Satisfactory. 

4% 
18% 

38% 

40% 

Major Strengths: 
• Knowledgeable and Valuable Session 

• Information regarding online courses 

• Helps in enhancing competencies by skill up - 

gradation 

Areas of Improvement : 

• Connectivity Issues 
• Sound Quality 

 
 

 

 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 
e- Self Learning Module - 3 

‘Take Charge of Your Learning & Development-the Up skilling Way’ 

Total Participants: 91 

Date: 18th April’ 2020 



Training Feedback: Based on participant feedback given through google form 

Achievement of Training Objectives - 33% Excellent, 35% Very Good, 28% Good & 5% Average 

Course/ Presentation Material - 38% Excellent, 33% Very Good, 23% Good & 8% Average 

90% participants felt that the training session has added value to them 

Major Strengths: 

• Helps to enhance pronunciation of some 

commonly used words 

• Helps in improving communication skills 

• Well planned & organized session 

Areas of Improvement : 

• Technical as well as Connectivity Issues 

• Voice Clarity lacking 

 
 

 
 

35% participants score on the overall training session was Excellent. 
42% participants score on the overall training session was Very Good. 

20% participants score on the overall training session was Good. 

3% participants score on the overall training session was Average. 

20% 3% 

35% 

42% 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 

e- Self Learning Module - ‘Pronunciation & Word Formation’ 

Total Participants: 40 

Date: 20th April, 2020 



Training Feedback: Based on participant feedback given through google form 

Achievement of Training Objectives - 52% Excellent, 38% Very Good & 10% Good 

Course/ Presentation Material - 53% Excellent, 30% Very Good & 17% Good 

99% participants felt that the training session has added value to them 

56% participants score on the overall training session was Excellent. 

37% participants score on the overall training session was Very Good. 

7% participants score on the overall training session was Good. 

7% 

37% 56% 

Major Strengths: 

• Well Organized & Interesting Training session 
• Good Presentation Skills 
• Helps in enhancing common grammatical 

errors 

Areas of Improvement : 

• Technical Issues 
• Timings should be increased 
• Must be more elaborative 

 

 

 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 
e- Self Learning Module - 5 

‘Spotting Grammatical Errors’ 

Total Participants: 91 

Date: 21st April, 2020 & 22nd April, 2020 



Training Feedback: Based on participant feedback given through google form 

Achievement of Training Objectives - 56% Excellent, 44% Very Good 
 

100% participants felt that the training session has added value to them 

 
 

 
 

 

Major Strengths: 
• Provide opportunity for self-assessment and focusing on boosting engagement 
• Interactive session 
• Experience sharing of best practices while working from home. 
• Learning Opportunities 

44% participants score on the overall training session was Excellent. 

56% participants score on the overall training session was Very Good. 

44% 

56% 

STAFF DEVELOPMENT PROGRAM FEEDBACK ANALYSIS 
e- Self Learning Module - 6 

‘Best Practices during Work from home to boost up the productivity’ 

Total Participants: 9 

Date: 25th April’ 2020 



Telephonic & Office Etiquettes (9th May’ 2020) 
 

 

“A man's etiquettes are a mirror in which he shows his portrait." 

-by Goethe 

Objective: 
In order to create a professional, mutually respectful atmosphere and to improve communication- 

Telephonic & Office Etiquettes e-session will help you to enhance your communication skills and will create 

a better understanding of various Telephonic & Office Etiquette, which in turn displays the ability to handle 

a number of professional and social situations. 

Activities: 

➢ A video was shared to showcase the Do's and Don'ts of office etiquettes. The video depicted some 

general casual practices we should restrain ourselves from. 

➢ A presentation was shared emphasizing the necessity of office discipline and telephone etiquettes. 

Some general tips were also enumerated to help in improving oneself personally. 

➢ Two more videos were shared to show the significance of telephonic etiquettes in our professional 

lives. If one is not courteous, prompt and knowledgeable then the other person over the phone 

might not get the impression he was seeking for. Telephonic etiquettes are of utmost importance in 

professional life. 

Outcomes: 

The E- Learning Module focuses on 2 Core Areas: 

➢ Office etiquettes: It often feels like we spend more time at work than home; most of us 

spend 8 or more hours a day in an office environment. This means that good office 

etiquette is incredibly important. Workplace etiquette help coworkers feel comfortable 

around each other, and it leaves a good impression. 

 

➢ Phone etiquettes: From text to email, there are many ways to communicate in the 

modern age. In professional world, talking on the phone has proven to be the most 

important medium of them all, still. A single phone call can be the deciding factor on 

whether you gain or lose the confidence of a colleague or even your boss. Having 

good phone etiquette plays a large part in maintaining a strong connection with the 
person on the other side and ensuring an air of professionalism. 

We would like to thank Ms. Nilakshi Goel (Assistant Professor – HS) who enthusiastically imparted the successful 

Online training to our active participants. 

 



Workplace Communication (13th May’ 2020) 
 

 

Communication is vital when it comes to excelling in the workplace and in your personal relationships’ 

– by Chelsea Krost 

Objective: 
Workplace communication is very important to organizations because it allows them to be productive and 

operate effectively. Employees can experience an increase in morale, productivity and commitment if they 

are able to communicate up and down the communication chain in an organization. Effective 
communication at the workplace is central to all business goals. 

Activities: 

➢ A presentation was shared to elaborate how productive can healthy communication habits be at 

workplace. Workplace Communication is an efficient tool to develop good working relationship and 

rapport at workplace. 

➢ A video was shared to show how critical Effective communication is in getting the job done, as well 

as building a sense of trust and increasing the productivity of individuals. 

Outcomes: 

Workplace communication is crucial to achieve greater efficiency, trust and employee involvement. This e- 

module focuses particularly on the significance and benefits of effective workplace communication: 

 
➢ Effective communication is pivotal in increasing productivity because it directly influences the 

behavior of the staff and the way they perform. 

 
➢ Effective communication can help to foster a good working relationship between you and your 

staff, which can in turn improve morale and efficiency. 

We would like to thank Dr. Dimple Raj (Assistant Professor – HS) who enthusiastically imparted the successful 

Online training to our active participants. 
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Induction of New Joinees-10th & 11th August,2018-Reg.!

 <hr@kiet.edu> Sat, Aug 4,

to KIET, KIET, ANIL, RAJESH, ASHISH, RITU, SANJEEV, BINKEY, TBI, DIRECTOR, manojgoel, bcc: shilpi.gupta, bcc: HR, bcc: KHARAK

KIET HR

Hello,
Greetings of the Day!!!

As a part of the process, we are planning to organise new joinees Induction Program. Please find attached "Induction Planner for new joinees" scheduled on d
TBI Conference Hall.

Let us join hands to induct new joinees.

You are cordially invited to join for Lunch on dated 10th August,2018 (Friday) @ 1:00 P.M and Tea Session on 11th August,2018 (Saturday) at 11:
the Induction Planner (attached).

Please feel free for further query

-- 


Warm Regards,

Pooja

(Manager-HR)

KIET |Human Resource Department

in:sent iNVITATION INDUCTION 2018 
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KIET HR <hr@kiet.edu>

Highlights of Staff Development Program -" What Money Can’t Buy"on 6th October, 2018!


KIET HR <hr@kiet.edu> Wed, Oct 10, 2018 at 12:34 PM
To: "KIET Group (All)" <kietians@kiet.edu>
Cc: DIRECTOR OFFICE <directoroffice@kiet.edu>, manojgoel <manojgoel@kiet.edu>

Highlights
of Staff Development Program on " What Money Can’t Buy"on 6th October, 2018
· Staff
Development Program on “What Money Can’t Buy” was organized on 6th
October, 2018 for
Staff & Technical Staff in two slots from 10:00 AM to
12:00 Noon & 1:30 PM to 3:30 PM.

 
·Dr. Meetu Kumar & Ms. Puja Rohatgi, experienced and seasoned Soft Skill Trainer of the
department of Humanities and Social Science conducted the program
successfully.

 
·  43 staff members fully participated and
attended the Staff Development Program.

 
· The Staff Development Program was highly
interactive wherein participants were given platform
to share their personal
 experiences. They were given opportunity to discuss on the topic.
Motivational Videos were shown by the trainers to the staff members, the
videos concluded that
many other things are important in life other than
money and these things can fill the life with
happiness and satisfaction.
 
· Trainers discussed about Maslow’s Hierarchy
of Needs (Motivational Theory). There are 5 stages
in the theory
1. Physiological 2. Safety 3. Love/Belonging 4.Esteem 5.Self-actualization.

After attending
the training program participants lead to the conclusion that money can’t
buy
the following:


·  Respect ·  Identity

 

·  To be social

·  Trust

 

·  Happiness

 

·  Integrity

·  Health

 

·  Family

 

·  Peace

·  Knowledge

 

·  Friends ·  Manners
 

·  Love
 

·  Time

 
·        
Dignity, Patience, etc

 
·The Staff
Development Program was well appreciated
by each participant. The
participants
have given feedback to conduct these types of
Programs frequently. These types of programs
motivate the staff members and
generate happiness index.

· The participants enjoyed
the practical experience and the real life examples shared by the
speakers.

·    We would like to thank Dr. Meetu Kumar and Ms. Puja Rohatgi who enthusiastically
imparted the successful training to our
active participants and also Mr. Komal Mehrotra for
motivating both the
trainers and participants during the staff development program.

Please find attached Pics of the training Program.
-- 


With Warm Regards,

Pooja

(Manager-HR)

KIET |Human Resource Department

“Helpdesk:  e-mail: hr@kiet.edu”


(HR Vision: To create, build and nourish the Top Class passionate Intellectual CapitalKIETian Team to excel and lead the education services having center of high level technological research
and learning in the country.

HR Mission: To create an outstanding work ambience with Best in Class innovative HR Practicesglobally to support intellectual capital growth through competent, versatile, dynamic,
research oriented team members.)


DISCLAIMER

This email is intended only for the person or the entity to whom it is addressed and may contain information which is confidential and privileged. Any review, retransmission, dissemination or any other
use of the said information by person or entities other than intended recipient is unauthorized and prohibited. If you are not the intended recipient, please delete this email and contact the sender.
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Staff Development program discussion on 14th September 2019 

 

 

Staff Development program on 14th September 2019 

 

 

 



 

Today is yesterday’s tomorrow event on 29th Feb 2020 

 

 

 

Email writing and telephone etiquttes on 29th Dec 2017 



 

Basic English Grammar on 13th June 2020 

 

 

IPR program on 28th Dec 2017 


