Seeretarial Training Institutes, Islamabad has invited nomination of

No. 2(1)72016-HR&CP
Government of Pakistan
Ministry of Commerce
T

[slamabad, the 24™ March, 2016.

CIRCULAR

officials to participate in part time training courses as mentioned below :-

suitable officers/

S. No. | Name of maining Venue Cutofdate | Parttime/ | Date of
| for full time submission of
submission nomination to
the this Office
nomination
- _ - to 8TI ) ]
1 Buget preparation & Secretarial 01-04-2016 | Parttime | 25-03-2016
Implimentation in Training |
Public Sector.(For BS- | Institute Plot
17-19}) No. 07, H-9,
= _ Islamabad _
2 Changing Dynamics in —===g == 15-04-2016 | Part time | 01-04-2016
Public Administration.
E ( for BS 17-19)
Course on ICT & E- 731.03. 2016 | Parttime  24.03.2016
Governance for Officers | - do--- '
" ( for BS-1710 19)
1. Course on “Service on ---do--- 15.04. 2016 | Parttime  31.03.2016
- Laws / Rules™ for
Assistant / UDCs and
| equivalent ”
Z Course on Ethies, | - do----- 01042016 |Parttime |25.03.2016
Manners & Hospitality _
. for Qasids / Naib Qasids 5 | | —
"

by their respective senio
Memorandums can be do

All the officers / officials are requested to send their nominations duly approved

All Officers/ Officials Ministry of Commerce Islamabad.

]

Copy 1o

Data Network Administrator with the reques

(Zahid
Director (1

r officers to this office as per dates mentioned above. Copies of STI's
wn loaded from the website of Ministry of Commerce.

t to upload the STI’s Memorandums.




S i B
Lovermment of Pakistan
(Estabiishrmen: D¥vision]

SECRETARIAT TRAINING INSTITUTE

4w ook ooy

[slamabad, the 02™ March, 2006

MEMORANDUNM

Subject: - ONE WEEK (PART-TIME) TRAINING COURSE ON “ICT & E-GOVERNANCE™
FOR GOMERNMENT OFFICERS IN BS-17 TO 19 FROM 04-04-2016 to 08-04-2016.

Lhe sunject course shall commerce for two hours daily from 09:00 a.m. 1o 11:00 a.m.

Course Objectives:

To build Knowledge and improve know kow about ICT & E-governance of the nublic sevior
enplovees.

Farget Audience/Group:

Ihis course s designed lor government officers in BS-17 10 BS-19.

Course Contents/Cutlines:

= fetrodaction o baformadion & +  Whatis E-Governance?

Communication Technologs (1CT) Co* Gouals & Vision of E- Governance
= Wl ad FOUV fn ehidteen seetors L& Leveiatepories ol E-Governance
v 1O Tor gend Governance o= Tyvpes of E- Governance Transactions & Serviees
- ¢ dmproving decision making using 1CT | E-Guvernance Operating Maodels
* Process Improvement using 1CT i *  Advantages of E-Governance
%

Z Mmistries © Divisions ¢ Departments ¢ Organizations under the Federal Goverrment are
requiicd o send suitable nomications by 31-03-2016. Late receipt of nominations will not be
citertained. Normaily @l nenmunations received by the cutoff date are accepted unless otherwise
inumaied. Therefore, the nomineeis) may repert to this Institute for registration on 4™ April, 2016 at
08:45 hours. No registration shall be allowed after 09:00 hours.

3. STl utlers an cqual opportunity training envirenment. Participation of Female emplovees (s
enconraged,

4. The course 1s free of charge. However, if TA/DA for participation is involved, the same

may ke clatmed lrom respective neminating Organizations,

.
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Address: Plot No7, Sector H-9, lhldmﬁlmd Tele: -‘-92 519265159, Fax: (5] *3‘2:5\18‘]' Website: www st poyv 2k
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Government of Pakistan
(Establishment Division)
SECRETARIAT TRAINING INSTITUTE
CE ]
F.No.5-172013-SD-11 {ii} Dated: Ist March, 2016,
MEMORANDUM

. REQUEST FOR NOMINATIONS FOR TWO WEEKS (PART-TIME} TRAINING
COURSE ON “SERVICE LAWS/RULES” FROM 18-04- 2016 TO _29-04-2016.

L

Ui

(33
Lr

STl iy organizing suhjzct course from (8-04-2016 1o 29-04-2016.

The course shall
commmence rom

OR00 to 1100 hours daily or as notitied otherwise. Details are as follows:-
Target Audicoce / Group;

This cowrse is designed for AssistantsUDCs and equivalent,

Course objectives:

To refresh and update know!edge of participants about prevailing rules and regulaticns
Outcome/ learning achievement:

Capacity  Building of participants for

quick disposal through beiter understanding and
application of relevant ruies,

Course Contends / Outlines:

5"“1"|_“F_ vt Seny - _i'_‘l : APT Rules. S
: = 2

Lt Ty i Conduct Ruies o .

: i

b “ons vi} | Ravised Leuve Rulas |580

I x} FEE A TR | '..-'-‘L-"i."l.f".'-'t{uIca‘pr;—;-’mr;.iiur: il .-'5;-'_|*-.’:_'-._ Bl

2 Moonminations of suitabie oMaials of te Federal Government Minsudes £ Divisions £ Depostinents and
Chganizations may reach  this [nstituze by 13-04-2006. Late nominations will net be cntertained.
Mormally ail nommnations received by the cut oft date wre accepted unless otherwise intmaled, Nominating
agancy may, therefore, intimate it Phone’ Fax/ Mol Nos! L-mail

for this purpose. I the absence of any
intimation from STE the nominee(s) may repon to this Institute tor registration on 18“ April, 2016 g 0845
]'IDlll‘i, '\'n rcwiatr;ltinn ﬁlmil Em allowed alter 08410 hours, l]L CDL."“ is IJ oe of

"]a':'z_z“ ‘Lovn-, 11'

Urga.u/,d-_mns_
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P

5T1 encourages participation ol woemcen employecs. [\w s o
o il

(GHAZANFAR HUSS5AIN)
Deputy Director {Si3-11)

W K
IL"’L# | (J r b \"-"w Tele: 9263163
To L e y

iy Joint Secretaries (. *uln%;‘ T wisleiesd Divisions, locazed at [slamabed / Rawalmimd:
1) Heads of Attached Deparpnents Suhordinate Otfices /

W ( P’““L

Aylonomous Bodies,

Aaldress: Plos Nocd sector 229, lamanae PacI 9263 152 We
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Government of Pakistan
(Establishment Division)
SECRETARIAT TRAINING INSTITUTE
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MEMORANDUM

Subjec: REQUEST FOR NOMINATIONS FOR ONE WEEK (PART-TIME) TRAININ
COURSE ON “ETHICS, MANNERS & HOSPITALITY” FOR OASIDS/NAIB QAS!
AND EQUIVALENT FROM 04-04- 2016 TO 48-04-2016.

Secretariat [ratning Institute (STI 15 organizing subject course from 04-04-20 10 te 08-D4.2018. The
course shall commence tfrom 0900 to 1100 hours daily er as notified otherwise. Details are as follows:-

Tarset Audience / Group:

This course is designed for Qasids™aib Qasids and equivalent.

Course objectives:

To create awareness amony participants about their duties & responsibilities.

Outcome! learning achievement:

Capacity Butlding of participants for stundardized performance.
Counrse Contents / OQutlines:

Crenzral Ethics & behaviar, Movement of papers Ly
Puncteality & disvipline Sense of swnership & responsiodin
Manrersin Handling of Fax /Photocopiv s Comp e
DGz cods | Keeeiving’ attending guests
Servipe the olfizeraien st ' Arrending telephone when rogquired
) TR
2 Nomunat.ons of =uitatle orticials ol the Fedarz! Governmer: Mini=ires 1Dy opone
COrganizations may  reack  thes Insowme by 01-04-2016.  Late pomingtions will net be enie:

all nomanatons received av the oo ofl date are accepied unless aotherwize intimaied. Sopnmete oy

itimate its Paong: Fax Mob Nos. k-mail Tor Uids porpose. [nthe atsence of any intoraties from ST the noninesds:

e

ity repolt to this Instiwte far registration on 4" April, 2000 at 0843 hours, Mo registralon shall be altawed] aftgr ()

|I-:-l_||_'i_l The course is Free of charpe. However, 10 1A DA Tor particization is invoived, the o may be ciairmed from the
Pespeclive naminating Cresnizaticns.

STLenecarages pertcipation of womun emploveess, f e

(GHAZANE AR HUSSALN
[]LFI[\ ULLMH i 5=
T i o Tl i
To
1t Joint Secretaries (Admn). Ministnes” Divisions, located at Islamabad 7 Raw
11} Heads of Atached Departirents/Suordinate Offices 7 Aulonomuous Bodi

u

Address: Plot Mo 7, Sector Ho8, Dslamiaba. a5 9203 I"'l'-\é':_; xI&( W ‘~'~ Stipev ik eamatl eloanlarst foy o, con
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i

NOMINATIONS FOR TRAINING  COLRSE ON - CHANGEING DY NMAMIOS N
PUBLIC ADMINISTRATION™ FROM 18-04- 2016 TO 22-04-2016.
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