GOVERNMENT OF PAKISTAN

MINISTRY OF COMMERCE
rdrdek
No. 5(3)/2022-Admn-I/HR-I Islamabad, the 31* October, 2023
IRCULAR

SUBJECT: - NOMINATION FOR TRAINING COURSE ON “MICROSOFT OFFICE
(EXCEL & POWER POINT)”FROM 13-11-2023 TO 17-11-2023

Please find enclosed herewith a copy of self explanatory Memorandum No.
3-1/2022-23 EP, dated 30® October, 2023 on the above mentioned subject for placing on

the website of the Ministry of Commerce.

2. Interested officers from Main Ministry and its Attached

Departments/Organizations may send their nominations, duly approved by their
respective Head(s) of the Wing(s)/Departments to HR-I Section latest by 04-11-2023
positively. Nominations received after the deadline will not be entertained.

P L
Encl: As Above U
(Aamir Waheed)
Section Officer (HR-I)
Database Administrator,
Ministry of Commerce,
Islamabad

Copy for information to Section Officer (AOs-HR), Ministry of Commerce, Islamabad



Goveroment of Pakistan
SECRETARIAT TRAINING INSTITUTE
(Establishment Division)

b
F.No. 3-1/2022-23 EP. Islamabad, the 30th October , 2023

MEMORANDUM

'ER POINT)? =11~ =11~
j is bel ted at STI Campus H-9, Islamabed from 13-11-2023 to 17-11-2023, on
part ime basstllrﬁlc?:hﬁl 'l:eb!::?dg ﬁ?::i.: 09:00ta ! |:o%um 18 of 85 notified otherwise. Details of the course are
a5 follows:-
Target Audience/ Gropm:
Officers of the Federal Government in BS-17 to BS-19,

1) H .

#). To build and enhance Word Processing expertise, Spreed Sheet assessment and PowerPoint
presentation capabilitics by using Microsoft Office basics and sdvanced features,

b). To provide hands-on knowiedge about latest MS office features.

©). To develop skitls to perform daily office task efficiently & effectively.

] { H
I gresis, edit & format documents, spresd shees & | Track Changes l
l m:mom. " Hmd:nng :{:{s Office Optipns/Setiings
Paragreph & numberi Use of Template
Page l.nl;owlg::: Setup " Formulas & Functions
Aulg Text/ Quick Part Entries Conditional Formstiting
Recording and use of Macros Sort & Filter
, Working with Tables Searching Data Timely & Ensily
Mail Merge (compleie) , Proofing document, worksheet & presentation
, Table of Contents Ssve, Protect end Print documents, spreadsheets &
! l presentations
1 Making of presenizsion 9lides by uaing sfide master
2, Ministries / Divisions / Departments and Organizations under the Federal Governncent are

requested to send suitable nominations ( Not more thay_four ) by fUSTI-2023. Nominations mey please
be reconfirmed by 10-1]-2023 at the given e-mail address ddepl@atipov.pk. Late recelpt of
yomigetions will not be entertajned. As & practice, all nominations received by the cutoff date are
eccepted unless otherwise intimated. However, the Institute reserves the right of shorlisting the
candidates. Therefore the nomiinee(s) may report to this Institute for registration on 13" Ngvember.
2023 at 0900 houry, No registration ghall be allowed after 0920 hours, Course is free of charge.
However, if TA/DA for participation is involved, the same shall be responsibility of the respective
nominating Organization,

3. STI offers an equa! opportunity training environment. Perticipation of women employees is
highly encouraged.

;. i Nomtinating organizations are requested to intimate necessary telephone/fax numbers for
inison,
. (T ERVEZ),
Director (Executive Prograrime)
To Tele: 9265190

1) Joint Secretary (Admn), Ministries/ Divisions
!9 Heads of Depanuments / Subordinate Offices 7 Autonomous Bodies.
iif) AD (IT), STI with request to place the circular on websiie.

Address: Plot No.?, Sector 1.9, islomabad, Fax: 051-9265189 \-\-'ib=mati.gov.pk N



