INSTITUTE OF SECRETARIAT TRAINING AND MANAGEMENT
Administrative Block, 

JNU Campus (Old), 

New Delhi-110067

TRAINING CALENDAR

( April 2010 to March 2011)

 

	Sl.

No
	Code
	Course Title
	Level of  Participants
	No. of courses
	Duration
	From
	Up to
	Coordinator


 

I.  FOUNDATIONAL & REFRESHER

 

	1.        
	OCD
	Orientation Course for Dy. Secretaries/Dir. joining Central Secretariat
	Deputy Secretaries/Directors joining Central Secretariat
	2
	1W
	26 Jul 10

 

06 Sep 10
	30  Jul 10

 

10  Sep 10
	Vinod Jindal

 

K S Kumar

	2.       
	PDWPPS
	Professional Development Workshop for PPS & Sr. PPS
	Sr. Principal Private Secretaries and Principal Private Secretaries
	2
	2W
	19 Jul 10

27 Dec 10
	30 Jul 10

7 Jan 11
	AJK Menon

AJK Menon

 

	3.        
	PDWPS
	Professional Development Workshop for Private Secretaries
	Private Secretaries of CSSS and AFHQSS
	3
	2 W
	6 Sept 10

8 Nov 10

21 Feb 10
	17 Sept 10

19 Nov 10

4 Mar 10
	AJK Menon

AJK Menon

AJK Menon

	4.        
	PAR
	Personal Assistant (Refresher)
	Newly Promoted Personal Assistants of CSSS
	5
	2 W
	3 May 10

9 Aug 10

18 Oct 10

24 Jan 11

21 Mar 11
	14 May 10

20 Aug 10

29 Oct 10

4 Feb 11

1 Apr 11
	AJK Menon

AJK Menon

AJK Menon

AJK Menon

AJK Menon


 

 II.    FOUNDATIONAL & REFRESHER AS PER NEW CSS CADRE PLAN

	5.        
	ADR(F)
	Assistant Direct Recruits (Foundational)
	Newly recruited Assistants (Direct Recruits) of CSS
	3
	16 W
	10 May 10

5 Jul 10

8 Nov 10
	27 Aug 10

22 Oct 10

25 Feb 11
	K K Pant & Deepak Kr. Bist

R. Sharma & N. Bhardwaj

R K Kundi & Parth Vasaniya

	6.        
	CSS-A
	Level ‘A’ (UDC+5)
	UDCs of CSS with 5 years of service
	5
	4 W
	3 May 10

7 Jun 10

5 Jul 10

9 Aug 10

15 Nov 10
	28 May 10

2 Jul 10

30 Jul 10

3 Sep 10

10 Dec 10
	R K Kundi

AJK Menon

R K Kundi

Parth Vasaniya

Chandan Mukherjee

	7.        
	CSS-B
	Level ‘B’ (Assistants +8)
	Assistants  with 8 years of service
	3
	5 W
	5 Apr 10

10 May 10

28 Feb 11
	7 May 10

11 Jun 10

1 Apr 11
	Yogesh Dwivedi

Manisha Bhatnagar

Parth Vasaniya

	8.        
	CSS-C
	Level ‘C’ 
	Section Officers
	2
	2W
	17 May 10

19 Jul 10
	28 May 10

30 Jul 10
	M S Kasana

Parth Vasaniya

	9.        
	CSS-D
	Level ‘D’ (SO+8)
	Section Officers with 8 years of service
	3
	8 W
	5 Apr 10

31 May 10

3 Jan 11
	28 May 10

23 Jul 10

25 Feb 11
	Naresh Bhardwaj

Namita Malik

Rekha Sharma

	10.     
	CSS-E
	Level ‘E’ (US+5)
	Under Secretaries  with 5 years of service
	7
	6  W
	19 Apr 10

5 Jul 10

16 Aug 10

4 Oct 10

22 Nov 10

3 Jan 11

21 Feb 11
	28 May 10

13 Aug 10

24 Sep 10

12 Nov 10

31 Dec 10

11 Feb 11

1 Apr 11
	Apendu Ganguly

Chandan Mukherjee

Manish Bhatnagar

Rekha Sharma

Vinod Jindal

R K Kundi

K Govindarajulu

	11.     
	CSS-F
	LEVEL-F (DS+5)
	Deputy Secretaries with 5 years of service
	4
	3 W
	24 May 10

13 Sep 10

1 Nov 10

 7 Mar 11   
	11 Jun 10

1 Oct 10

19 Nov 10

25 Mar 11
	Director & Yogesh Dwivedi

Addl. Dir. & Parth Vasaniya

K S Kumar

Joint Director

	12.     
	CSS-G
	LEVEL-G
	Deputy Secretaries
	2
	2 W
	23 Aug 10

29 Nov 10
	3 Sep 10

10 Dec 10
	Director & Namita Malik

Addl. Director & AJK Menon


 

III.   PERSONNEL  ADMINISTRATION & OFFICE MANAGEMENT

 

 

	13
	AREF
	Assistant Refresher
	Newly Promoted Assistants
	1
	4W
	31 May 10
	25 Jun 10
	Parth Vasaniya

	14
	ER
	Establishment Rules
	Officers and staff dealing with the subject
	2
	1 W
	10 May 10

23 Aug 10
	14 May 10

27 Aug 10
	Parth Vasaniya

Naresh Bhardwaj

	15
	EDPSO
	Executive Development Programme for SOs
	Newly Promoted Section Officers
	1
	3W
	17 May 10
	4 Jun 10
	Chandan Mukherjee

	16
	RIS
	 Reservation in Services for SC/ST/OBC
	Section Officers/Assistants or equivalent
	3
	4 D
	26 Apr 10

9 Aug 10

1 Feb 11
	29 Apr 10

12 Aug 10

4 Feb 11
	Poonam Goila

Naresh Bhardwaj

Namita Malik

	17
	AV1
	Administrative Vigilance: Role of IO/PO
	Section Officers/Dealing Assistants
	3
	1 W
	26 Apr 10

18 Oct 10

6 Dec 10
	30 Apr 10

22 Oct 10

10 Dec 10
	Deepak Kr. Bist

Naresh Bhardwaj

Naresh Bhardwaj

	18
	AV2
	Administrative Vigilance:

Disciplinary Procedures-2
	Section Officers and above
	2
	2 W
	12 Apr 10

1 Nov 10
	23 Apr 10

12 Nov 10
	Parth Vasaniya

Deepak Kr. Bist

	19
	AV3
	Administrative Vigilance: Disciplinary procedures-3
	Assistants and Equivalent
	1
	2W
	10 May 10
	21 May 10
	K S Kumar

	20
	AV4
	Administrative Vigilance: Disciplinary proceedings-4
	Officers  of Autonomous Organisations/PSUs
	1
	1W
	20 Sep 10 
	24 Sep 10
	Naresh Bhardwaj

	21
	HCAT
	Handling of CAT Cases
	SOs/Dealing Assistants
	1
	3 D
	7 Apr 10
	9 Apr 10
	Apendu Ganguly

	22
	RM-RTI
	Record Management - Right to Information
	Sections Officers//Record Officers/Assistants
	3
	4 D
	31 May 10

23 Aug 10

13 Dec 10
	3Jun 10

26 Aug 10

16 Dec 10
	Rekha Sharma

K S Kumar

K Govindarajulu

	23
	WND
	Workshop on  Noting & Drafting
	Dealing Assistants./ SOs
	5
	3 D
	19 Jul 10

16 Aug 10

6 Sep 10

13 Dec 10

21 Mar 11
	21 Jul 10

18 Aug 10

8 Sep 10

15 Dec 10

23 Mar 11
	Naresh Bhardwaj

R K Kundi

Chandan Mukherjee

Namita Malik

Deepak Kr. Bist

	24
	WACP
	Workshop on Assured Carrier Progression
	Assistants/SOs Equivalent
	1
	1D
	24 Jun 10
	24 Jun 10
	Chandan Mukherjee

	25
	WPCN
	Workshop on Preparing Cabinet Notes
	Deputy Secretaries and Directors
	12
	2D
	13 April 10

11 May 10

15 Jun 10

13 Jul 10

10 Aug 10

14 Sep 10

12 Oct 10

9 Nov 10

14 Dec 10

11 Jan 11

15 Feb 11

22 Mar 11
	14 April 10

12 May 10

16 Jun 10

14 Jul 10

11 Aug 10

15 Sep 10

13 Oct 10

10 Nov 10

15 Dec 10

12 Jan 11

16 Feb 11

23 Mar 11
	Manisha Bhatnagar

Chandan Mukherjee

K S Kumar

Manisha Bhatnagar

K S Kumar

Chandan Mukherjee

Manisha Bhatnagar

Chandan Mukherjee

K S Kumar

Chandan Mukherjee

Manisha Bhatnagar

Chandan Mukherjee


 

IV.                FINANCIAL MANAGEMENT

	26
	C&A
	Cash & Accounts
	Assistants or UDCs with 5 yrs service
	3
	9 W
	19 April 10

16 Aug 10

27 Dec 10
	18 Jun 10

15 Oct 10

25 Feb 11
	Nafe Singh

Yogesh Dwivedi

K K Pant

	27
	PRB1
	Programme on Pensions & Other Retirement Benefits
	Under Secretaries/Section Officers
	1
	1 W
	28 Jun 10
	2 Jul  10
	Naresh Bhardwaj

	28
	PRB2
	Programme on Pension & other Retirement Benefits
	Dealing Assistants
	1
	1 W
	18 Oct 10
	22 Oct 10
	K K Pant

 

	29
	WPF
	Workshop on Pay Fixation
	Officers Dealing with Pay Fixation cases
	4
	3 D
	4 Aug 10

8 Nov 10

22 Dec 10

17 Jan 11
	6 Aug 10

10 Nov 10

24 Dec 10

19 Jan 11
	Yogesh Dwivedi

Parth Vasanya

Chandan Mukherjee

Parth Vasanya

	30
	PMG -1
	Purchase Management in Govt.
	Staff dealing  with purchase in Govt. offices
	1
	3D
	21 Jun 10
	23 Jun 10
	K K Pant

 

	31
	PFM
	Public Financial Management
	Middle Management  level officers dealing with financial matters
	1
	1W
	12 Apr 10
	16 Apr 10
	Poonam Goila

	32
	PMG - 2
	Purchase Management in Govt.
	Officers dealing  with purchase in Govt. offices
	1
	3D
	9 Mar  11
	11 Mar  11
	K K Pant


V. MANAGEMENT SERVICES

	33
	BMS
	Basic Management Service Course
	Senior /Junior Analysts/SOs/ Assistants /Technical Assistants /RAs
	1
	8W
	6 Sep 10
	29 Oct 10
	K Govindarajulu

	34
	AMS
	Advanced Management Service Course
	Group A/B Officers undergone BMS course
	1
	3W
	10 Jan 11
	28 Jan 11
	K Govindarajulu

 

	35
	KM
	Knowledge Management
	Group A & B officers
	3 
	2D
	1 Jul 10

16 Aug 10

15 Nov 10
	2 Jul 10

17 Aug 10

16 Nov 10
	K Govindarajulu 

K Govindarajulu 

K Govindarajulu

	36
	GG
	Good Governance
	Group A & B officers
	2
	1W
	14 Jun 10

2 Aug 10
	18 Jun 10

6 Aug 10
	M S Kasana

K Govindarajulu

	37
	RTI –PIO
	Right to Information – Public Information Officers
	Public Information Officers /Central Public Information Officers
	3
	2D
	5 Apr  10

5 Jul 10

27 Sep 10
	6 Apr 10

6 Jul 10

28 Sep 10
	M S Kasana

Parth Vasanya

Namita Malik

	38
	RTI-AA
	Right to Information – Appellate Authority
	Officers designated as Appellate Authority
	4
	1D
	30 Apr 10

12 Jul 10

24 Jan 11

7 Mar 11
	30 Apr 10

12 Jul 10

24 Jan 11

7 Mar 11
	K Govindarajulu

K Govindarajulu

Deepak Kr. Bist

Namita Malik

	39
	RTI-ROP
	Right to Information – Re-Engineering office Processes
	Section Officers & above
	1
	3D
	1 Dec 10
	3 Dec 10
	Deepak Kr. Bist

	40
	RTI – TDP
	Right to Information – Trainers Development Programme
	Potential Trainers for Right to Information
	5
	1W
	14 Jun 10

28 Jun 10

2 Aug 10

27 Dec 10

10 Jan 11
	18 Jun 10

2 Jul 10

6 Aug 10

31 Dec 10

14 Jan 11
	K Govindarajulu

K S Kumar

Rekha Sharma

K Govindarajulu

Manisha Bhatnagar

	41
	S-RTI
	Seminar on Right to Information
	Section Officers & above
	3
	1D
	25 Jun 10

16 Jul 10

 31 Dec 10
	25 Jun 10

16 Jul 10

 31 Dec 10
	Rekha Sharma

K S Kumar

Namita Malik 


 

VI  BEHAVIOURAL TRAINING

 

	42
	SM
	Stress Management
	Sections Officers and Above
	2
	1W
	28 June 10

2 Aug 10
	2 Jul 10

6 Aug 10
	Vinod Jindal

Namita Malik

	43.
	OBG
	Organisational Behaviour in Government
	Group A & B Gazetted Officers
	2
	1W
	14 Jun 10

6 Sep 10
	18 Jun 10

10 Sep 10
	Vinod Jindal

Vinod Jindal

	44
	VA
	Values in Administration
	Gp A&B
	2
	1W
	12 Apr 10

9 Aug 10
	16 Apr 10

13 Aug 10
	Vinod Jindal

Vinod Jindal

	45.
	GI
	Gender Issues
	US/SO/Asstts. Of CSS/PS/PA of CSS
	2
	1W
	25 Oct 10

27 Dec 10
	29 Oct 10

31 Dec 10
	Namita Malik

Manisha Bhatnagar

	46.
	BS
	Behavioural Skills
	Subordinate Staff

 
	2
	1W
	5 Jul 10

4 Oct 10
	9 Jul 10

8 Oct 10
	Manisha Bhatnagar

AJK Menon

	47
	WNS
	Workshop on Negotiation Skills
	Middle level Officers Central/State Govt.dealing with handling of negotiations
	2
	3D
	2 Jun 10

13 Jul 10
	4 Jun 10

15 Jul 10
	K S Kumar

Vinod Jindal

	48
	WCS
	Workshop on Communication skills
	Gp. A& B Officers
	2
	3D
	26 Jul 10

25 Oct 10
	28 Jul 10

27 Oct 10
	Manisha Bhatnagar

Vinod Jindal

	49
	WTL
	Workshop on Team Building & Leadership
	Gp. A& B Officers
	2
	3D
	23 Jun 10

23 Feb 11
	25 Jun 10

25 Feb 11
	Manisha Bhatnagar

Vinod Jindal

	50
	CRSD
	Creativity Reinvention and Self Development
	Gp. A& B Officers
	1
	1W
	7 Mar 11
	11 Mar 11
	Vinod Jindal

	51
	PGEI
	Personal Growth through Emotional Intelligence
	Gp. A& B Officers
	2
	1W
	20 Sep 10

17 Jan 11
	24 Sep 10

21 Jan 11
	Vinod Jindal

Vinod Jindal


 

	VII. VII.            TRAINING OF TRAINERS

 

	52
	DTS
	Direct Trainer Skills
	Officers imparting direct training/Gazetted Officers
	2
	1W
	21 Jun 10

14 Mar 11
	25 Jun 10

18 Mar 11
	 Yogesh Dwivedi

Chandan Mukherjee

	53
	DOT
	Design of Training
	Direct Trainers (Done DTS) with some experience
	3
	1W
	28 Jun 10*

27 Sep 10

4 Oct 10
	2 Jul 10*

1 Oct 10

8 Oct 10
	Chandan Mukherjee

Chandan Mukherjee

Deepak Kr. Bist

	54
	RTD(ELT)
	Experimental Learning Training-RTD
	Direct Trainers (Done some Training Technique Course) with some experience
	1
	2W
	7 Feb 11
	18 Feb 11
	Chandan Mukherjee

	55
	RT(EOT)
	Recognised Trainer (EOT)
	Faculty of Trg Institutions /Training Manager Coordinators
	2
	2 W
	15 Nov 10*
31 Jan 11
	26 Nov 10*

11 Feb 11
	Manisha Bhatnagar

Manisha Bhatnagar

	56
	MTD(DTS)
	Master Trainer Development(DTS)
	Officers imparting direct training
	1
	3 W
	1 Nov 10
	19 Nov 10
	M P Sethy

	57
	WPS
	Workshop on Presentation Skills
	Middle Level Executives
	1
	2D
	20 Dec 10
	21 Dec 10
	Parth Vasaniya

	58
	MTD(DOT)
	Master Trainer Development(DOT)
	Faculty of Trg Institutions /Training Manager Coordinators
	1
	3 W
	4 Oct 10
	22 Oct 10
	M P Sethy

	59
	NTP
	National Training Policy
	Officers imparting direct training
	3
	2D
	20 Sep 10*

20 Dec 10*

28 Mar 11
	21 Sep 10*

21 Dec 10*

29 Mar 11
	KS Kumar

KS Kumar

Chandan Mukherjee

	60
	MOT
	Management of Training (Trainers)
	Officers imparting direct training/training managers
	1
	1W
	8 Nov 10
	12 Nov 10
	Yogesh Dwivedi

	61
	MOT(T)
	Management of Training (Trainers)
	Officers imparting direct training/training managers
	1
	2 W
	12 Apr 10
	23 Apr 10
	Chandan Mukherjee


 

* Tentative dates

VIII. POST TRAINING SEMINAR AND DESIGN REVIEW WORKSHOPS

 

	62
	PTS-DRW (CSS-D)
	Post Training Seminar and Design Review Workshops
	Section Officers (who have undergone the course)
	1
	2D
	27 May 10
	28 May 10
	K Govindarajulu

 

	63
	PTS-DRW (Cash & Accounts)
	Post Training Seminar and Design Review Workshops
	Assistants or UDCs( who have undergone the course)
	1
	2D
	8 Apr 10
	9 Apr 10
	Nafe Singh

 

	64
	PTS-DRW (CSS-B)
	Post Training Seminar and Design Review Workshops
	Assistants ( who have undergone the course)
	1
	2D
	29 Apr 10
	30 Apr 10
	Manisha Bhatnagar

 

	65
	PTS-DRW (CSS-A)
	Post Training Seminar and Design Review Workshops
	UDCs( who have undergone the course)
	1
	2D
	13 May 10
	14 May 10
	Rekha Sharma

 

	66
	PTS-DRW (CSS-E)
	Post Training Seminar and Design Review Workshops
	Under Secretaries ( who have undergone the course)
	1
	2D
	21 Jun 10
	22 Jun 10
	K S Kumar

 

	67
	PTS-DRW (ADR(F))
	Post Training Seminar and Design Review Workshops
	Newly recruited Assistants( who have undergone the course)
	1
	2D
	17 Jun 10
	18 Jun 10
	Rekha Sharma

 

	68
	PTS-DRW (ELT)
	Post Training Seminar and Design Review Workshops
	Direct Trainers ( who have undergone the course)
	1
	2D
	3 May10
	4 May 10
	Chandan Mukherjee

 


 

 

	 

IX.  MISCELLANEOUS

 

	69
	PMC
	Problems of the Muslim Community
	Govt. officials
	1
	3 D
	2 Mar 11
	4 Mar 11
	Naresh Bhardwaj


 

 

 

 

 

 

 

 

