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,My Development Training Programmes for May 20_13.

QCOP"’) The Directorate of Training has developed training programmes for middle /
PfC lower level employees under the ‘Personality Development’ category. During the
month of May 2013, three training programmes on ‘Personality Development’ will be .
organized as detailed below: -

\*;' Managing Stress: A two-day training programme .on Managmg Stress: is to be
0& \' held from 02.05.2013 to 03.05.2013 (Thursday and Friday). Modern’ I|festyle.
o =0 and competitiveness in the society both have contributed to ‘stress situations.
: big Coupled with a variety of situations at work place, reasons for stress multiply. -
s, - This affects the output of work. The course on Stress Management is aimed at
' '|dent|fy|ng situations, sources, impact of stress and educate participants in the
manaqement of qtrewo Nommahor s to he cent latest by 25.04 2043,
o Communicati-pn Skills and Personality Development: ‘A two-day training
programme - on Communication Skills is*to be held from 16.05.2013 to -
17.05.2013. The ability to communicate distinguishes one individual from
another. Effective communication is an important attribute of thé personality. The:
course on Communication Skills is intended to highlight the importance of
communication and develop skills for effective discharge of official and social
duties. Nominations to be sent latest by 09.05. 2013

% Leadership and Motivation: A two-day training programme on Leadership and
Motivation is to be held from 30.05.2013 to 31.05.2013. In a hierarchical form of
Government, effective leadership counts towards growth of the department and

“increased output at every level. There is need to grow as a team, and the leader
is- required to motivate the whole team. Nominations to be sent latest by

23.05.2013.

TARGET BENEFICIARIES OF THE COURSES

These courses are designed to enhance the skills set and knowledge of the
icipating officers [ officials and to make them familiar with the new concepts,
nitiatives and benchmarking of the field. Besides, it would help them in their day-to-day
functioning.

Detailed Tralmng Module / Learning Units are available on our website at
http://delhi.gov.in : The navigation to the courses is as detalled below:-




»

http://www.delhi.gov.in ——» Departments " UTCS

— Select ‘Training’ — Select ‘Training Programs’ —»

Select ‘Refresher or Ori:entavtio'n courses’ —» Select ‘Training
Programmes on Personality If)"evelopmerit’ — Select or Click
on Learning Units and'then select the desired course for a detailed

training module / learning unit.

NOMINATIONS FOR THE COURSE

It is requested that officers [ officials who are interested or those who require
improvement in these areas may be nominated to participate in these courses. The

- nominations should be sent in time for each course and may be mailed also to
adtrg4utes;delhi@nic.in .

QTHER INSTRUCTIONS for the participants:

1. Partlc:lpants may contact the undermgned for any mformatlon/clanﬂcatlon on
trammg course. . ;
2. Filled: up Nommatlon forms of ncmmated officials may be forwarded by
~ -department.. , - :

-- 3. Nomination_. fo:m s avarlabk, i the .departnﬁent"s_ website
- www.utcs.delhigovt.nic.in under ‘Training’. ' , : e '
4. (‘ontarf/r'orreqpondence may be made on Phone Nos. 22303843, O0-

9810852845, Fax No. 22303844 [ 22308506 and through Email address
_adtrq4utc:s.deLhi@nic.in _ _ ey .miak
it s O | R ey
| - ~(CATHERINE MATHAI)
Assistant Director (Trg.)
Tele fax: 22303843

Copy to:

_ As_stt_. Director-V (Trg.), Dte. of Training: UTCS for uploading on the website of

the Department. , ,

(CATHERINE-MATHAL)
Assistant Director (Trg.)
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Package Course — Personality Development
Course Coordinator — Ms. Catherine Mathali,
Assistant Director

E-mail: adtreg4utes.delhi@nic.in

TRAINING MODULE ON STRESS MANA GEMBENT R
_ N (02™ to 03" May 2013)
Session (Duration 75 Minute each) I Topics
e R DAY IS e B
@sswn — [ (IO 00 am- ll 15am) | Understanding Stress
Tea
Session —II (11.30 am- 12.45 pm) | Stress & Personalities

Lunch

] ‘Session — 111 (GL4s )m 103.00 pm)

[ B m_aéﬁfs-ég—o_f_sitfgss and factors enhancing it ]

Tea

I Causes of Stress and factore enhancmg 1t (Contd )

Sesswn — IV (03 15 pm 01 30 pm)

DAY -2

Scssmn “v (10 00 am- 11 lSam)

] Sltuanons of Strcbs 11(G6vt Sect01

Tea

‘Session — VI (11.30 am- 12.45 pm)

| '—S_i{ﬁa{i-c')ns of StréésﬂixTGovff,f"Sactor (Céntd;..)

; Lunch

Session — VII (oz.dipm- 03_ .00 pm)

| , Stwss Management T @chmques

Tea B :
Session — VIH (03.15 pm- 04.30 pin)

i

stress Busters

bcss‘mn (Duratlon 75 Mlnutc LﬂCh)

(16" to 17" May 2013)

"?9991011 s} (10. OO am — ] 1 15(1111)

{ - Topu
DAY -1
Undelstdndmg commumcaﬂon and commumca’uon
i processes ]

]Cd

L uncl

.;mwu 11 (01 45 pm —05 OO pm)
Tea

| Session — 11 (11.30 am - 12 .45 pm) A“ ~ Types of communication and technical aid to

[ ) Dpvdopmg\( om1ﬁu1110at1011 Skills

Communication

Session — IV (03.15 pm — 04 .30 pm)

] Imponance of commuriication skills in the govcmmcnt

qcctm

| Session — V (10.00 am — 11.15 am)

[ Methods of commumcatmn n thu govemmcnt sect(n

JGd

| Session — VI ( (11 30 am 12 45 pm)

| Communication Skills and Public Dealing

L nch

Session — VII (OI 45 pm — 03 OO pm)

L 77 ) Ess&tiél@lnmunicagiron Skills

| Tea

Session — VIII (03.15 pm — 04 .30 pm) | ' (’om_munxcatzon and Personality i-ts—effcct_




Tea

Session —J1 (11.30 am — 12 45 pm) |

Session — 11 (OI

15pm-03.00pm) |

What makes an effective Leader

Tea. .

Lcademhlp in an org'nn/anonal sethng

S_gssxon IV (03 15  pm — 04 30 pm)

“Sessmnv— \4 (IO 00 am — 11 15 am)

|‘ Leadershlp bcopc and Need in G overnmqﬁal context |

Tea

Session — VI (11.30 am = 12 .45 pm)

Leadership Scope and Need in'the Governmenial

Lunch

“context

[ Session — V11 (01.45 pm = 03 .00 pin) |

“Teg -

”:}l’vréct ical Task of Leadershi P

Session — VIII (O—%ﬂla _{n‘n ~04 .30 pm) |

- Action Planning and Conclusions
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