Government of Pakistan
Ministry of Commerce

ok

No0.2(4)/2016-HR & CP Islamabad the 3™ April, 2016

EIRCULAR

Subject: Nomination for Two Part Time Training Courses to be held at Secretariat
Training Institute, Islamabad

Secretariat Training Institute, Islamabad has invited nomination of suitable officials
to participate in part-time training courses mentioned below:-

Sr. | Course title Objectives | Date of Last date of | Target | Course
and Duration submission | STl for Group | Supervisor &
#. of submission Coordinator
nomination | of
to this nomination
Office
1. | Two Weeks | To achieve |2™ May, | 12" May, BPS Deputy
Part Time | ability inthe | 2016 2916 14-16 | Director, STI.
Training Course | relevant field.
for Urdu

Composing (In-
page) Computer

Course for
Assistant
Private
Secretaries,
Stenotypists,
and other
Government
Employees.
2. | Nomination for | To refresh Tia May, | 19" May, | BPS 9- | Deputy
two weeks (Part | and update 2016 2016 14 Director (SD-
Time) Training knowledge of i), STI.
Course on participants
“Office about
Procedures” prevailing
from 23-05- rules and
2016 to 03-06- regulations.
2016.
2: All officials are requested to send their nominations duly approved by their respective

Heads of Wings to this office as per dates mentioned below. STI's Memoranda can be down-
loaded from the website of Ministry of Commerce.

Muhammad Sulgman KMahsud)
Deputy Director (MoC)
All Officials concerned of
Ministry of Commerce
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Government of Pakistan £

SECRETARIAT TRAINING INSTITUTE N
(Establishment Division)
kR K
F.No.5-1/2015-SD-IL.(iii) Dated: 4™ April, 2016.

MEMORANDUM

Subject: NOMINATIONS FOR TWO WEEK(PART-TIME)TRAINING COURSE ON
“OFFICE PROCEDURES” FROM 23-05-2016 TO 03-06-2016.

STI is organizing subject course from 23-05-2016 to 03-06-2016. The course shal!
commence from 0900 to 1100 hours daily or as notified otherwise. Details are as follows:-

Target Audience / Group:

This course is designed for Assistants/UDCs and equivalent.

Course objectives:

To enhance skills of participants in Office Procedures and Practices.

Qutcome/ learning achievement:

Capacity Building of participants for quick disposal of work through standardized
performance.

Course Contents / Qutlines:

i) Organization & structure of Federal Government. ii) Basics of Secretariat Instructions.

iii) Basics of conduct of business in the Parliament. iv) Basics of Noting and Drafting, :

v) Organizing & managing official meetings. vi) Distribution of work & Responsibilities.
vii) Handling of Classified Documents. viii) Recording, Indexing & Weeding of files.
iX) Handling of Store items, write off losses, waste & fraud.

y Nominations of suitable officials of the Federal Government Ministries / Divisions / Departments anc
Organizations may reach  this Institute by 19-05-2016. Late nominations will not be entertained.
Normally all nominations received by the cut off date are accepted unless otherwise intimated. Nominating
agency may, therefore, intimate its Phone/ Fax/ Mob Nos./ E-mail for this purpose. In the absence of any
intimation from STI the nominee(s) may report to this Institute for registration on 23™ May, 2016 _at 084
hours. No_registration shall be allowed after 0900 hours. The course is free of charge. However, i
TA/DA for participation is involved, the same may be claimed from the respective nominatin:
Organizations.

-

3. STI encourages participation of women employees. /

(GHAZANFAR HUSSAIN)
Deputy Director (SD-II)
Tele: 9265195
To
1) Joint Secretary (Admn), Ministries/ Divisions, located at Islamabad / Rawalpindi.
i) Heads of Subordinate Offices / Autonomous Bodies.

Address: Plot No.7, Sector H-9, Islamabad. Fax:051-9265183 Website:www.sti.gov.pk e-mail: ghazanfarsti@yahoo.com
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