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neering & lechnology

2/
(Approved by AICTE & Affiliated to JNTUH)
Survey No. 179, Chilkur (V), Moinabad (M). Ranga Reddy Dist. TS.
Phone: 8790101015/9959250205
e-mail: principal.giet.u6@gmail.com
JNTUH Code(U6) CIVIL — CSE - MECH - ECE — EEE — MBA — M.Tech. EAMCET Code-GLOB

Department of Computer Science and Engineering & CSE(AI & ML)

SYED MAZHARUDDIN
B.Tech, M.Tech (Phd).

Assistant Professor & Head

Lr.No: CSE/STAFF/FDP-EAI/2022/02/01
Date: 17-02-2022
To

The Principal
GIET

Respected Sir/Madam,

Sub: Hosting a One Week Faculty Development Programme for Non Teaching Faculty on Effective
Administration in Academic Institutions — Reg.

The Department of Computer Science Engineering is planning to host a One Week Faculty Development
Programme for Non Teaching Faculty on Effective Administration in Academic Institutions from
07/03/2022 to 12/03/2022 in Room No. 27. Kindly accord approval so as to make necessary arrangements
for hosting a One Week Faculty Development programme for Non Teaching Faculty on Effective
Administration in Academic Institutions.

Thanking you.

2\
HEAD

spadtment of Computer Sié nce &hEnlgg,

i itute of Engineeri ia“lpc nology
Glosal lastitute of Engineering o log
Chiikir (Van Moinabad (M).. R.R. Dist.T.5.-501304




(Approved by AICTE & Affiliated to JNTUH)
Survey No. 179, Chilkur (V), Moinabad (M), Ranga Reddy Dist. TS.
Phone: 8790101015/998509696 |
e-mail: principal.giet.u6@gmail.com

JNTUH Code(U6) CIVIL- CSE — MECH - ECE - CSM — MBA — M.Tech. EAMCET
le— GLOB :

Department of Computer Science and Engineering & CSE (Al & ML)

SYED MAZHARUDDIN
B.Tech, M. Tech,.(Ph.D)
Associate Professor & Head

Date: 09/02/2022

CIRCULAR

The Department of Computer Science and Engineering is hosting for A One Week FDP on
Effective Administration in Academic Institutions for all the Non Teaching faculty in Room No. 27
from 07" March 2022 to 12 March 2022. All the faculties are here by informed to register for the course

on or before 07" March 2022. The Coordinator for the course is Mrs.G.Pavani, Assistant Professor. and
Department of CSE.

&

HWEAD

Department of Computer Science & Engp

Global Institute of Engineering & Technolog

Chilkur (V). Moinabad (M).. R.R. Dist.T.S.-30150.i

Cc to:

Principal

Coordinator IQAC
Training & Placement Cell
Notice board

FFile




FGLOBAE
o

Institate of Engineering &Tmhuu%sz&g@f

A NAAC Accredited Institution

(Approved by AICTE & Affiliated to JNTUH)

Survey No. 179, Chilkur (V), Moinabad (M), Ranga Reddy Dist. TS.

JNTUH Code(U6)

Phone: 8790101015/99835096961

e-mail: principal.giet.u6@email.com

CIVIL — CSE - MECH — ECE - EEF, - MBA — M.Tech.

EAMCET Code- GLOB

Department of Computer Science and Engineering

A One WeekFDP
ON

Effective Administration in Academic Institutions

(07"-12" March,2022)

PROGRAMME SCHEDULE

TIME

SESSION

SPEAKER

| 10:30 AM - 1230 PM

Inauguration

TIME

SESSION

SPEAKER

B (030 AN - 1230 P00

Noting & Drafting Skills , Record
Maintenance in the advent of RTI
Act,

Mr Harinath, Vignan University
Hyderabad

SESSION

f 10:30 AM - 12:30 PM

Preparation of Budget Reports,
Computer Skilis for Effective
Office Management .

Mr. Praveen Corporate
Trainer ,Hyderabad

TIME

SESSION

' SPEAKER

10:30 AM - 12:30 PM

Communication Skills ,
Intermediate and Advanced
features of MS Office.

Mr. Praveen Corporate
|
Trainer ,Hyderabad

TIME

SESSION

SPEAKER

10:30 AM - 12:30 PM

Accoimting Software , Online
Tools for Office Management,

Ms.Pavani,HR,TCS
Hyderabad

SESSION

SPEAKER

10:30 AM - 12:30 PM

valedictory

Mrs,

LPavani
Coordinator

Assistant Professor
Department of CSE




(Approved by AICTE & Affiliated to JNTUL)

(Recognized Under Section 2(f) Of UGC Act 1956)

Survey No. 179, Chilkur {V), Moinabad (M), Ranga Reddy Dist. TS,

e-mail;

JNTUH Code (U0)

rincipal.giet.u6

ECE - CSM — CSE - CIVIL — ME —~ MBA - M.Tech

mail.com/gietcsedepartment(lgmail.com |

EAMCET Code - (GLOB)

Department of Computer Science and Engineering & CSE(AL & ML)

A One Week Faculty Development Programme |

On

|
!

Effective Administration in Academic Institutions.

(07"-12™ March, 2022)
LIST OF PARTICIPANTS

=)

NAME OF THE PARTICIPANT

DESIGNATION

Mr. Syed Arif Hussain

Accountant

Mr. P. Suresh

A.O.

Mr. Shaik Abdul Jabbar

Office Asst.

Mr. Imran Khan

Accountant

Mr. Venkata Reddy . R

Librarian

Mr. Mahmood Ali

Office Asst,

Mr. Shailk Mohammed

R.O

Mr. Abdul Mugtadir

System Admin,

Mr., Khaja Moinuddin

Lab Asst.

Mr. Syed Asadullah Quadari

ECE Lab Asst.

Mr. Mohd Abdul Moyeed

CSE ‘Lab Asst.

. N
1
2
3
4
5
6
7
8
9
10
11
12

Mr. V. Sudhakar

MECH Lab Asst,

—
G2

Mr. K. Priya Sagar

CSE Lab Asst.

._.
I

Mr. K. Krishna

office Asst.

—
Lh

Mr. Mohammed Younus

Physical Director

—
Lo

Mr. M. Rajagopal

EEE :Lab Asst.

—
-1

Mr, G.Narsing Rao

Lab Asst. (Mech.)

—
co

Mr. K. Prashanth Kumar

Lab Asst. (Mech.)

fu—
\O

Mr. J. Sainath

Exam Branch

[\
(e}

Mr. G. Sai Ram

Lab Asst. (Civil)

ordinator
Mas. G.Pavani
Assistant Proffesor
Department of CSE
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(Approved by AICTE & Affiliated to INTUH)
Survey No. 179, Chilkur (V). Moinabad (M), Ranga Reddy Dist. TS.
Phone: 8790101015/9939250205
¢-mail: principal.gict.ub@egmail.com
JNTUH Code(U6) CIVIL - CSE -MECH - ECE — CSM — MBA — M.Tech. EAMCET Code-GLOB

Department of Computer Science and Engineering & CSE (AI & ML)

A One Week Faculty Development Programme
On
Effective Administration in Academic Institutions
(07™ -12" March, 2022)
REGISTRATION FORM
K (Please Fill in CAPITAL LETTERS)

Name @)/( [ E
Designation : CJF@‘{ CE /%S‘S’('
Department : ,_&CDW\T i

E-mail : K%‘é‘fyf-nm lclt?—mv‘cy/ (o
Phone No : 9 s /QC) oo 8’ 86“-(7

Signature of Rarticipant

For Office use onl
(/ Y

Approved/ Not Approved I re ofCoordinator

LS e o7
E GLOEAL

oA WM‘@U&‘Q Ufi Lﬂ OIIRCCT T & loechnology
1:—, Tgy

(Approved by AICTE & Affiliated to JNTUH)
Survey No. 179, Chilkur (V), Moinabad (M), Ranga Reddy Dist. TS.
Phone: 8790101015/9959250205
e-mail: principal.giet.u6@gmail.com
JNTUH Code(U6) CIVIL - CSE — MECH — ECE — CSM — MBA — M.Tech. EAMCET Code-GLOB

Department of Computer Science and Engineering & CSE (Al & ML)

A One Week Faculty Development Programme
On
Effective Administration in Academic Institutions
(07™ -12™ March, 2022)
REGISTRATION FORM
(Please Fill in CAPITAL LETTERS)

Name

Designation _,@Mwew

Department  : MLQQ/M'\CQX
E-mail : Seedh Mo mﬁﬁ&%\ﬁﬁjg%w [»@)-j

Phone No : %@O%mg D/gD
Slonafme 0 artl(-pemt’
For Office use only

\/ b

Approved/ Not Approved Signature ofpoordinator

.




8 lechnology

(Approved by AICTE & Affiliated to JNTUH)
Survey No. 179, Chilkur (V). Moinabad (M), Ranga Reddy Dist. TS,
Phone: 8790101015/9959250205
e-mail: principal.giet.u6@email.com
JNTUH Code(U6) CIVIL — CSE - MECH - ECE — EEE — MBA — M.Tech. EAMCET Code-GLOB

Department of Computer Science and Engineering & CSE (AI & ML)

One Week Faculty Development Programme
On

Effective Administration in Academic Institutions

(07" -12" March, 2022)
FEEDBACK FORM

Please valuate your rating of the course by placing a tick in the appropriate box.
L. Poor 2. Satisfactory 3. Good 4. Very good 5. Excellent
Department: Date:

ASPECTS RATING

Excellent | Very good Good Satisfactory
5 4 3 2

Relevance of contents —

Trainer was knowledgeable and skillful il

Quality of input provided

Quality of presentations

Adherence to the time schedule

Opportunity given to participant to clear

doubts

Identify ways to build on current skills and

knowledge

Overall learning experience v

How has the course enhanced your skills or understanding of this topic?
I j,@w-/

BLS% oz RpAon

Specify problems faced by you during the course?

O(WQ ‘

Yoo TP &I@w&fww




A REPORT
ON
One Week FDP

on

Effective Administration in Academic Institutions

The CSE Department has arranged a One Week FDP on for non Teaching Stafff on“Fffective

Administration in Academic Institutions” for faculty from 07™ March — 12% March, 2022 in the
campus. The FDP was scheduled between 10:30 AM to 12:30 PM Hrs. Educational administration
is a system of proper utilisation of workforce and materials for effective and well-organised
teaching and learning in schools and colleges. Administration plays an 1mpor’[ant role in the
efficient functioning of educational institutions. The distinction between the role of management
and that of the administrator is often blurred and found overlapping. Most of the schools and
colleges do not have a dedicated administrator to deal exclusively with administrative matters and
therefore they are dealt with by the principal or the secretary of the managing committee.
Generally, management secretaries are either not well-versed with administrative norms and skills
or have very little time to spare. However, it is imperative that the duties and responsibilities of the
management and the administrator are clearly delineated. Management should basically be
concerned with the formation of plans, programmes and policies, while administrator should be
responsible for their execution. Administrators can act as a link between the teachers and the
management. They can handle the infrastructural needs of the institution and pay better attention
towards financial management. They can build a positive relationship with “the community and
strengthen parent-institution relationship. The National Assessment and Aomedltatron Council
(NAAC) accredited colleges, for instance, must maintain a huge number of ﬁles and documents.
This invariably distracts the teaching staff from academic pursuits. Having a specialist in
administrative matters will provide much leeway to the principal to concentrate more on academic
matters. However, for an administrator to be effective, his or her seniority and rank should be

analogous to the level of the educational institutions.




Day 1: |

|

The first day of the FDP initiated with the motivating speech of Dr. K.Sivalingam,
Principal, Global Institute of Engineering and Technology, followed by the discussion of its
importance for the faculty by Mr.Syed Mazharuddin (HOD) of our department. The coordinator of
‘Ehis occaston, Mrs. G.Pavani, Assistant Professor, Department of CSE welcomed the gathering,

Day 2:

The second day session started with great explanation by Mr.Harinath/has explained Noting
& Drafting Skills, Record Maintenance in the advent of RTI Act, He explained techniques on
noting and drafting skills and about Right to information Act.He explained Noting is a process of
writing a Note. These are basically written remarks of officers on a file. Purpose of this is to
facilitate competent authority to take decision and inform officers in the hierarchy, Drafiing is the
process of preparing a’draft which will be approved by a competent authority. Every public
authority shall maintain all its records duly catalogued and indexed in a manner and the form which
facilitates the right to information under this Act, and ensure that all records that are appropriate to

be computerized are. within a reasonable time and subject to availability,

Day 3:
On third day, session was on Preparation of Budget Reponts, Computer Skills for Effective
Office Management . This session ended with sample preparation of budget report and computer

skills in office Management,and techniques, l

Day 4. :

The Fourth day session was on Communication Skills , Interme&iate and Advanced
features of MS Office. He explained about how Communication skills mag/ take a lifetime to
master—if indeed anyone can ever claim to have mastered them. There are, hdwever, many things

that you can do fairly easily to improve your communication skills and ensure, that you are able to

transmit and receive information effectively. He explained some advanced featyres of MS Office.

|




The Fifth day session was on Accounting Software , Online Tools for Office Management
he explained some online tools for office management and some examples and making the staff to
do.

Day 6:

The Sixth day session was on general question answer Session ,All the faculty participated

in the session actively and showed enthusiasm. The FDP was concluded by Valedictory foliowed

by feedback and certificate distribution to the participants.

Cogidinator

Mrs. G Pavani
Assistant Professor
Department of CSE




" GILOBAL

& ﬁ%% Institute of Engineering & Technology

(Approved by AICTE & Affiliated to JNTUH)
(Recognized Under Section 2(f) Of UGC Act 1956)
Survey No. 179, Chilkur (V), Moinabad (M), Ranga Reddy Dist. T.S.
Phone: 9985096961, 8790101015
E-Mail: principal.giet.u6@gmail.com/gietcsedepartment@email.com
JNTUH Code (U6) ECE - CSM — CSE - CIVIL — ME - MBA - M.Tech EAMCET Code (GLOB)

DEPARTMENT OF COMPUTER SCIENCE AND ENGINEERING & CSE(Al & ML)
A One Week Faculty Development Program
On

Effective Administration in Academic Institutions
(07— 12" March ,2022)

CERTIFICATE OF PARTICIPATION

This is to certify that Ms./Mr. ARDOL MUBTAPIR has actively

participated in One Week Faculty Development Program on “Effective Administration in Academic Institutions” held

from 07" March 2022 to 12" March 2022 at Global Institute of Engineering and Technology.

rdinator Head of the Department Principal
Mrs.Pavani G Mr.Syed Mazharuddin Dr.E.Mohan
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