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Directorate of Training is entrusted basic responsibility of conducting. 
programmes for levels of in areas of administration. The 

has identified relating to Personality Development. a 
three-day training on "Time Management, Work-Life and Personality 
Development". 13-03-?"l3 and end on 

. . 

The Training Course on Time Management, Balance and Personality Development has 
been designed for the are facing to office 
work and lives. It has been a well-established fact that at both the places and 

an impact on each other. Due to increase in the responsibilities at and 
Govt. is required to be trained to a balance and deal with the 

Directorate of Training, its designed modules, 
to train officers and on effective and work -

, 

TheCourse has been middle lower functionaries in the 
its bodies, public sector undertakings. Training Module are 
enclosed. 

OF COURSE 
--U- . 

with Time 

At end be able to: 

2. Identify main obstacles to effective Time Management 
3, Use techniques effective Time and 
4. Maintain a Work-Life in 

CONTENTS COURSE 

Personality 
of'PersonalityTraits 

Character& of Personality 
Positive Attitude its Manifestations 

and Management ofTime 

Management and Organization 


Time Management 
. Time Management Setup 
9: Importance Work-Life Balance 

Values in Work-Life Balance 
11.

@g12. Organizational benefits Balance 

OF 

The Course would be by experts and in the of Time Management, 
Work - Life Balance and Development. While lecture would 

studies, and documentaries may also be included in some sessions. 
The would be interactive encouraged to raise questions and get their doubts 
cleared. 

COURSE 



3. 	 Nomination letter along with of the participants in the prescribed 
may be sent 

4. 	
5. 	 Outstation participants are requested to proceed for training only after of 

of acceptance of nomination. 

OTHER 

1. 	 Participants are expected to observe punctualityand regularity. 
2. 	 Participants to keep mobile phones'on silent made during the 

sessions. 
3. 	 are expected to complete if any, distributed by the 

faculty during any training session and also the feedback 
4. 	 Participants are expected to utilize'the gained during training for efficient 

discharge of 
S. 	 Participants may contact the undersigned for any on training 

6. 	 up Bio-data forms of nominated officialsmay be by department-
7. form is 'available in the nunder 

'Training'. 
made on Phone Nu. 22303843, No. 22303844 

through address 

~ 
- V 

No.22303843 

12- S- Dated: -01-2013 
. 	

Copy information to: 

I .  	 Local Bodies and. 
their officers to avail the benefit of this training. 

2. Assistant - V), Directorate of Training: for uploading on the 

Assistant Director- I 
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Area, Behind Courts, -110032 

TRAINING ONTIME MANAGEMENT, BALANCE 
. DEVELOPMENT 

Habits Attitude 

Session-

Session-TV 

, 

- Extroversion 	 Lecture, Computer, Projector 
Intuition . . 

- Thinking 
- Judgement 

Character & of 
- Traits and characteristics Computer, 

. . . , White etc. 
Psycho 
Self self 
esteem' " -

Self development 
Motivation ., 

Positive Attitude i ts Manifestations 
Computer, Projector 

How attitude 
is positiveattitude Lecture, 

White Board etc.PPT 

(a) .. , 

thinking 

thinking 


outlook . , . 

.. 
Hope 


,

In conduct . ,, 

confidence 

Dynamism 


action 

Steadfastness 


. . . .. , 

-	 to overcome negative 
thoughts 
Power to overcome 

scepticism 


Handouts 

Handouts 

Handouts 
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in 

etc. 
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and 
Computer, 

White required) 

I 

Planning-

..
time , 

I. 

. 
Busy Vs 

- PPT . 

delay 
, 

Work. 

friends . . . 

Daily 

Sense of 

. 

. 

'Job-Satisfaction' 

Lack 
Job 



- 

- 

' 

of employees on basis 
- Flexible working hours 

Guidelines handling 

- Encouraging lateral solutions 
smart 

+-

benefits from Work-Life Balance 
- Better Productivity, progress 

profitability 
Positive. Colleague 
relationships 

& 'expanding 

& Research 
initiativesI. 

PPT 
Computer, Projector 

White Board 
Handouts 


