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Date: 26.04.2021

Circular

The Internal Quality Assurance Cell of our college organize an Administrative
Training Programme on “Effective Office Administration - Methods of Filing & Maintenance™

for the Non-Teaching Staff Members of our college.

Speaker : Thiru. N. Sankaralingam, B.Sc..
Manager,
V.V.Vanniaperumal College for Women,
Virudhunagar.

Date 1 27.04.2021

Time : 3.00 p.m—-4.00 p.m

Venue . Jegathambal Rajendran Meeting Hall — Administrative
Block

The Non-Teaching Staff members enclosed in the list are expected to attend the meeting

without fail.
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Report
Administrative Training Programme

Effective Office Administration — Methods of filing &
Maintenance

The Internal Quality Assurance Cell of V.V.Vanniaperumal College
for Women, Virudhunagar organised an Administrative Training Programme on
“Effective Office Administration — Methods of filing & Maintenance” for the
Support Staff Members on 27.04.2021 at Jegathambal Rajendran Meeting Hall
— Administrative Block. The Meeting begun with the prayer song sung by Tmty.
R. Usha Devi, M.A., Typist. Dr. B. Nandhini, Assistant Professor of Commerce
welcomed the gathering. Our beloved principal, Dr. S.M. Meena Rani
highlighted the efficiency and remarkable contribution of our today’s chief
guest, Thiru. N. Sankaralingam, B.Sc., Manager,V.V. Vanniaperumal College
for Women. Thiru. N. Sankaralingam explained elaborately on the systematic
methods of filing the data and proper maintenance of files of the various sector.
He insisted the importance of proper documentation. He also emphasized on the
Time Management. He also advised the staff members to be dedicated and duty
consicious. Fifty-five non-teaching staff members participated in the training
programme and were highly benefited. The participants clarified their doubts.
The session was highly interactive and informative. The programme ended with

the vote of thanks proposed by our office assistant Mrs. P. Kalaiselvi.

.

IQAC Coordinator



Virudhunagar, Tamil Nadu, India

6, Service Rd, GT MNagar, Virudhunagar, Tamil Nadu 626001, India
Lat N 9° 36' 30.9132"

Long E 77°57' 19.4328"

27/04/21 03:09 PM

Virudhunagar, Tamil Nadu, India
6, Service Rd, GT Nagar, Virudhunagar, Tamil Nadu 626001, India
Lat N 9° 36' 30.9

. Long E 77° 57" 19.3896"
27/04/21 03:10 PM

Virudhunagar, Tamil Nadu, India

6, Service Rd, GT Magar, Virudhunagar, Tamil Nadu 626001, India
LatN g 30.906"

Long E 77° 57° 19.4976"

27/04/21 03:11 PM




e - - Jﬂam%nzg .

SRV ERCR UL ___ng;\lang.f),m_&uwm.w_ i

. Vl'ﬂ:l.alhh.!]agi’f .

_______,_:; V?Jlue. SR E[eaaﬁ\ambaﬁ. Rafend.mn J"ﬂenzh%_&aﬂ.__ TN |
| - - PFTIATECTINE TN,

PaJtJn aParuh _ Non -Tna.aﬂfina_ _rS!:aﬁz._ _.Mmb‘em.. op _aner_.Caﬂng,g.___ |

_S.No. . Name op the Rodiciponts | _.Dna.ignm-l:fou_-.. __.W

1. | R. Mahexwax) ) ih-Asst ]
___3.:_ _VLMM‘M%&/W’:_ _.,_%_M_.____
L M Kaliswaasel la b B s’
5

A

.

1.73. Poumalokial Lak Aszgistak
1| P Pekchamsnad. —ap |
- ___.Z..r:.m _\'.1', M—Qﬁ-“ mck—ﬂﬂra i~
4 S SL S PV bu}ff;\\ﬂf 1 alo Alyaleenk”

R T O, Su};ha #__rg,oﬂLafﬁmfi




—

_&.No. | Nome op the Rodiciponks | Designalion Lignahou m‘e‘i’"L
1. | (.SuNDARI |1abAssistant  |GrSandarc. 27421
3. | P Mg&éw Cof fesis fanb Pllow 3762
b, R.vel ammal b MR} R, ol 21-4-2
e | Wi | coe Assistank | KlUneclud 2944
oo M Jege losbl | her AsGichant __+_m_-_;{eju_€mqg¢
¥ A_A_Mm%_ Lok Assiglont A% =
18- |M.Pamdrammal Ldab At 04 - Paldt amnnd
R b _A-SHANT»;; o 0 e Areciss AM |
50 B Thozhailianl Lab BsSist. Plbothoih—
B .&!__' G - l4Acaaavall of £ _ASS# G hosSavall
3. LS Lok a4l Sovegoman.
333 u:if W ey s AT/ S—
| 2. | O Homa ﬂ.%.{cg _&%,ﬂ— C- ﬂn daSi—
Y P T TR L AT el
Qb | R-Maheswnni — M&M____-_;Rmmm}
31 InPeRoMEgeRT | Off.bes). NPy gafular.
- 22 M-WMawesuwmari __JO_JD_*&&M M Maesen
Ny ;zm Jabs . AgciSfart Adoirs.
o %Wh_%'
F Sl T ﬂanm gy ..C:ﬁefl—am.?:sko«w-} | il
394 2 e un 18+ %y AY).—
334&&:«« el.d P _,Laﬁ_ﬁzS.S»Su ‘&&«Mﬂm;
34 |-M-Nove acus Lak Asst & fos—) ‘H A owenne -
- 3 R Gl o O0s Typct (Sa) | Ruse .
| 35 RUmapac. i i i&s.z’m«i i __ECJ»Q_‘E&—-)
TS Rutis B2
38 N\ _SLaMH”v fab: AL - N &
39 P Uaki o Beicht Pleodoihs
ho S -Forathosuan. Maths Lok ec}amcf.qn 5" %
L O P = MLL;MA&MJL(// gU, i
B TS _B_JMLMGM______ Daan wllice W
L2 0 .Bruna b{;;.‘ug\,w. L OHundr
_L.u-____fﬂh}mﬁn,_d St _LL,&{&?, =



_— —ee — ——+ —
_5.No| Name op the faxkicipun| _ Desgnabon. | o Sigrabew,

N. Mahelak Ahm.

| B-foxkela
T ). oy Ly

A_ (BaémaL

| el

Ofbuce ASSiAtant

_ Hoa T4 % e

T e |

_ ;’4 C Ur)u,_A D /f.,i-. Accocla d '4__141'”“ O

B r;z_cawwwu B S FEVIVIY /59 2 | Rlogonenns |
Rn.Swaan%ﬂ: __ dahosaotant o  Regbestay - o1 L
R lrecsjedban Off-4Co . '\_ﬁ.__* _. 1
T M \L%_. o, §

S Kalasr Sedad | 7

\Visitox's

k- el very app iy pracious ©

G—eldfwée&w |y’ H:ZM; (iriﬁizdrw}) Offite - ﬂfﬁi&b)‘ﬂbmh___
. Mefroda o, F\lmnTJE‘ MainVenane” Q"aqmg:wl_by M&L____._T
' ﬁ O wv &am-\J o Won Jﬂ,ﬁc};wfi‘ ﬁ"‘%
| 'Tﬁ?m)w G our NT 8 J-ar aceepting @ A}IM

- e ouwr TR, Ac.

lmpr&&s

R fmo

(t.u:nl'g_ k

_ov. ZAF BRI
= . W - - 4
Pﬂn_gpqi__,___ ==

! | -
e e g "

)
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Internal Quality Assurance Cell

ADMINISTRATIVE TRAINING PROGRAMME

FE
SR RaLR Date: 27.04.2021

Guest Speaker:  Thiru. N. Sankaralingam, B.Sc.,
Manager,

V.V.Vanniaperumal College for Women, Virudhunagar.

Topic ¢ Effective Office Administration — Methods of Filing & Maintenance
i . Strongl
S. No Questionnaire Strongly Agree | Neutral | Disagree ERHE
’ agree disagree
.‘_ | The topic covered was relevant and ;
- | informative. Py
; ) The programme experience will help to do
' " | my office work efficiently. /
-
3 The Speaker was knowledgeable about the
" | subject matter. L/
4 The time allotted for the programme was
| sufficient. l/
.F___-_-_-—_ . -
Suggest any specific topic on which you wish to attend programme in future -
| e

5. Baate

Signature of the participant
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(An Autonomous I ngtitution Affiliated to Madurai Kamaraj University)
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Internal Quality Assurance Cell

ADMINISTRATIVE TRAINING PROGRAMME

FEED BACK

Date: 27.04.2021

Guest Speaker:  Thiru. N. Sankaralingam, B.Sc.,
Manager,
V.V.Vanniaperumal College for Women, Virudhunagar.
Topic Effective Office Administration — Methods of Filing & Maintenance
S. No Questionnaire Strongly Agree | Neutral | Disagree St_rongly
agree disagree
The topic covered was relevant and
1 |. ) 18 7 - - -
informative.
The programme experience will help to do
2. . . 14 11 - - -
my office work efficiently.
The Speaker was knowledgeabl e about the
3. . 19 6 - - -
subject matter.
Thetime allotted for the programme was
4. 8 17 - - -

sufficient.
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Five day Training Programme Feedback

Analysis
The topics covered  The Resource The materials The Resource  The days and time
were relevantand  Persons were distributed were Persons were allotted for the
informative. knowledgeable helpful. knowledgeable = workshop were
about the subject about the subject sufficient.
matter. matter.

W Strongly agree M Agree Neutral ™ Disagree M Strongly disagree
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