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5. Training Design:
5.1 Training needs analysis with customers anghéntcipants
5.2 Training courses and training packages in uldlt friendly environment
5.3 Training materials such as reading materiatgepted and non-projected visuals
5.4 Training sessions for child /adult learning iemwvment
5.5 Training follow-up

6. Training Delivery and Evaluation:
6.1 Training session management
6.2 Participants; knowledge, skills and attitudempto training
6.3 Participants' gain in knowledge and skills.
6.4 Training Evaluation

7. Writing Documentation:
7.1 Writing reports
7.2 Filling system and communicate accordingly
7.3 Documentation system of trainings

8. Others
8.1 Training follow-up and report to concerned auities
8.2 Customer care agent to various technical ssrarad other customers
8.3 Consultancy services to INGOs
8.4 Facilitate workshops / meeting
8.5 Monitor training programs
8.6 Perform consulting and continuing trainingksas
8.7 Yearly plan of operation
8.8 Planning and estimating organizational budget
8.9 Maintenance system of the organization

9. Physical abilities
9.1 Physically and mentally fit to work

10. Instructional Skills
10.1 Develop a lesson plan
10.2 Develop a session plan (5D method)
10.3 Develop PowerPoint slides
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Manage Office:-

Definition of Office and Office management

Types of Office

Important functions of office

Prioritize work of office,

Handle inquiries and request,

Participate in required meeting (national, regipriatal) arrange for internal

support service,

Arrange for outside contract services,

Adhere to safety and security regulation,

Plan office layout and work flow,

Maintain/develop office procedures manual,

Evaluate office procedures.

Secretarial Work Science:-

Dictation with a minimum speed of 60 wpm

Dictation transcribtion from recorded media,

Writing different types of letters,/memos with acaty,

Proofreading, Editing, Composing correspondence,

Collection of data for reports,

Preparation type tables and graphs,

Preparation minutes of meeting,

Completion of related forms & questionnaires

Preparation and duplicating of materials on copymaghines,

Assemble documents and materials for distribution.

Perform Scheduling Activitiesfor Employer:-

Scheduling appointments and meeting,

Maintaining appointment calendars,

Making travel arrangements,

Making accommodation reservations,

Preparation of travel expense vouchers,

Preparation an itinerary,

Obtaining travel tickets,

Assembling travel confirmations, notices, tickets,

Canceling and reschedule appointments,

Making meeting arrangement, e.g. room, equipment,

Issuing activity reminders, e.g. appointments, imeet

Arrangement for social activities.

Process Mail:-

+ Inspection of incoming materials for completenesd damage, screen incoming
mail,

+ Sorting incoming mail, prepare route mail, mainteaail log, maintain mailing
lists, processing outgoing mail, preparation ofcsgezed mail, e.g. registered
mail, certified mail, insured mail,

+ Fax: receiving, sending,
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Electronic mail: receiving, sending, collectingofting voice mail, sending voice
mail.

Perform communication activities for callersand visitors:-
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Telephoning, telephone massages taking, screergtgphione calls/visitors,

routing telephone calls, placing telephone caélsprding outgoing long distance
calls,

Maintaining list of frequently called numbers,

Receiving, directing visitors to destination, makimtroductions, delivering

massages, updating answering machine information.

Perform Financial Activities:-
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Preparation of itemized bills, invoices of statetsen
Processing requisitions/purchase orders,
Requesting or issuing checks,

Preparation of payroll reports,

Maintaining petty cash fund,

Preparation of petty cash voucher,

Preparation of expense accounts,

Processing expenses accounts,

Performing accounts payable/receivable,
Accessing donation and gifts.

Maintain office equipment and supplies:-
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Ordering process of supplies and forms,

Storing process of office supplies and forms,
Maintaining adequate inventory level,

Maintaining inventory reports,

Scheduling regular maintenance on equipment,
Servicing office equipment, e.g. ribbons, tonepgra
Placing equipment and failure service calls,
Maintaining office equipment repair/maintenanceords.

Conduct Records Management Activities:-

* & & 6 O o o o

* S S S 6 O o o > oo o

Definition of record management

Types of record management

Importance of record management

Definition of filing system

Importance of filing system

Types of filing system

Establishing process of filing system,

Maintaining different types filing system (alphabat, numerical, subject &
regional)

Sorting materials for filing,

Retrieving materials form files,

Securing classified or confidential files,

Managing & maintaining index file,

Managing & maintaining cross reference system,

Managing & maintaining electronic file,

Managing & maintaining file log,

Managing & maintaining ticket file,

Managing & maintaining minutes file,

Managing & maintaining employee records,

Managing & maintaining personnel records for legaftposes, e.g. affirmative
action, immigrants, union matters, etc,

Managing & maintaining company/agency policies prmtedures,
Managing & maintaining technical manuals, closadrieve inactive files,
Destroying procedure of various types documents,
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0. Conduct Supervisory and Training Activities:-

+ Procedure and importance of work assigning, Marmgaginmaintaining employee
attendance records, Managing & maintaining persanai@ing records,
Preparation of employee evaluation reports,

Interview procedure and its management for recremtm
Orientation new employee evaluation reports,
Orientation new employees,

Management procedure of various training for emgésy
Management of software training.

10.  Secretary

+ Introduction, Function, importance of Executive@gary,

+ Introduction, Function, importance of Office Sd¢arg

+ Introduction, Function, importance of Personalsr&acy.

9. FTATATHT FFIEIH AT
o FHFYIY FFE AGRT A
* Microsoft Office (Ms Word, Ms Excel, Ms PowerPoirt}a=d1 ST
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