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. Communication Skill:

Introduction, Definition, Objective, Principle of effective communication, Importance of
good communication, Type of communication, formal, informal, verbal, written,
horizontal, vertical, Essentials of good business letter, Type of letters, Officia letter,
Office Memos, Circulars, Notices, Applications, Bio-data (C.V.), Covering letter,
Invitations, Greetings, Regrets. Use of telephone language, Consult with authority,
Collect internal/external information, Conduct internal communication through
peon/telephone, Give information to clients, Note down complains, Send complain to
authority, Provide publications to clients, Send agendas, e-mail, internet and SMS notice
board system.

. Operate/use of office equipment:
Telephone set, 1. C. F. set, Fax Machine, P. A. B. X., E. P. A. B. X. system, Compuiter,
Printer, Photocopy Machine, e-mail, Internet and SM S notice board system.

. Handle outgoing/incoming mail:

Sort mail, Register mail, Send mail to concern, Dispatch mail, Keep record of
incoming/outgoing mail, File office copy, Filing and indexing, Send greeting/invitation
cards, Maintain petty cash.

. Receive Visitors:

Greet visitors, Introduce visitors, Arrange accommodation, Make schedule of
programme, Manage refreshment, Arrange facilities, Arrange guide to visitors, Arrange
transportation, Prepare bills of expenses. While receiving a guest and giving him
information or clarifications, Special attention to VIPs. While placing and receiving
orders. While Felicitation, Confirmation, Regrets and Apologies. While checking,
Investigating and enquiry. While with officias, guests & colleagues. Organizing group
discussions and meetings, Perfection in use of body language.

. Operate Photocopy machine:

Copy letter, Report, Manual etc. General maintenance, Perform spiral binding, Perform
tape binding, Perform stitching binding, Keep records copies and maintenance, Prepare
bill.

. Develop Professionally:

Read professional publication, Seek for higher course, Watch audio visua aids, Attend
workshop/seminar, Attend training, Attend official tours, Contact the qualified person.

Instructional Skills
* Develop alesson plan
* Develop asession plan (5D method)
* Demonstrate a skill
* Usebasic platform skills
* Giveanillustrated talk
e Preparewall charts/ flip charts
» Develop powerpoint slides



Develop performance guide
Develop product rating instrument
Construct knowledge test

Develop multiple -choice test items.
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