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Notice




K D K College of Engineering, Nagpur

<Department Of Computer Science & Engineering>

Activity Report (Session: 2025-26)

Catuowoﬂﬁc
Activity:

Administrative Training Program

Title of the Activity

Time Management & Workplace Efficiency

Prof. A. M. Kuthe, Prof. V. R. Surjuse

Date of Activity

23/02/2026 to 28/02/2026

No. of Students
Involved:

Brief about an Activity |

Male: 19 Female: 20 "ibc-d: 39

This Administrative Training Program is designed to enhance the time
management skills and workplace efficiency of non-teaching staff. The
session will focus on practical strategies to prioritize tasks, manage
workloads effectively. reduce time wastage, and improve overall
productivity in daily administrative operations.

The program will include interactive discussions, real-life workplace
scenarios, task-planning techniques, communication skills, and methods
to maintain professional discipline and coordination within depariments.
Emphasis will be placed on improving organizational skills, teamwork,
and eficient handling of responsibilities to ensure smooth institutional
functioning.

This training aims to build a more organized, proactive, and performance-
oriented administrative workforce.

e Toimprove time management skills and enhance workplace efficiency
among non-teaching staff,
To develop better organizational, communication, and task-
prioritization abilities for smooth and effective administrative
___ functioning._ = .
e Participants will demonstrate improved time management and task-
prioritization skills in their daily administrative work.
They will enhance workplace efficiency, coordination, and professional
effectiveness, contributing to smoother institutional operations. |
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One Page Report

K D K College of Engineering, Nagpur
(An Autonomous Institute)

DEPARTMENT OF COMPUTER SCIENCE AND ENGINEERING

REPORT
ON
Administrative Training Program

i il

Nagpur, Mahara

Department of Computer Science & Engineering, KDK College of Engineering
organized an Administrative Training Program on Time Management & Workplace
efficiency from 23/02/2026 to 28/02/2026. Program was inaugurated by Dr. V. P. Varghese,
principal, KDKCE. Nagpur, Dr. A. M. Badar, Vice-Principal, KDKCE. Nagpur. This
Administrative Training Program is designed to enhance the time management skills and
workplace efficiency of non-teaching staff. The session will focus on practical strategies to
prioritize tasks, manage workloads effectively. reduce time wastage, and improve overall
productivity in daily administrative operations.

The program will include interactive discussions, real-life workplace scenarios, task-planning
techniques, communicati on skills, and methods to maintain professional discipline and
coordination within departments. Emphasis will be placed on improving organizational skills,
teamwork, and efficient handling of responsibilities to ensure smooth institutional functioning.

Departmental head Dr. A. A Jaiswal support staffin applying the leamed skills on the job.
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Prof. A. M. Kuthe
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Participants

K. D. K. COLLEGE OF ENGINEERING , NAGPUR
One Week Administrative Training Program On "Time Management and Workplace Efficiency"

Attandance Sheet (Non-Teachmg Staff)
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K D K College of Engineering, Nagpur

One Week Administra

K. D. K. COLLEGE OF ENGINEERING , NAGPUR
tive Training Program On "Time Management and Workplace Efficiency”

Attandgi_nce ‘Sheet (Non-Teaching Staff)
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Feedback

K D K College of Engineering, Nagpur
(An Autonomous Institute)
DEPARTMENT OF COMPUTER SCIENCE AND ENGINEERING
Administrative Training Program
On
Communication Skill for Administrative Work

Feedback Analysis

Question Avg. Pre-Feedback | Avg. Post-Feedback
Score Score

Q1: Handling official communication 1.91 3.09

0Q2: Understanding importance of

communication 2.18 3.09

Q3: Communication with

students/staff * 248 3.09

Q4: Using polite & clear language 1.73 3.18

Feedback Analysis
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Q1: Handling Q2: Q3: Q4: Using polite &
official Understanding Communication clear language
communication importance of  with students/staff

communication

u Avg. Pre-Feedback Score = Avg. Post-Feedback Score

Here's the Pre vs Post Feedback Analysis Graph for the Co

clearly shows significant improvemen
session. -
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Photographs
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Service to the Society through Quality Technical Education

J&; KDK College of Engineering, Nagpur @

@—(Accmdimd,by:uau,mlm
Department of Computer Science & Engineering

Certificate of Participation

Administrative Training Program
On
Communication Skill for Administrative Work

This is to certify that Krushna Pawar of K.D.K.C.E has participated in ATP
organised by Computer Science & Engineering, KDK College of Engineering,
Nagpur from 05/05/2025 to 10/05/2025

Dr. V. P.Varghese Dr. A. M. Badar Dr. A. A. Jaiswal Prof. A. M. Kuthe Prof. V. R. Surjuse
Principal Vice-Principal HOD of CSE Dept. Event Coordinator Event Coordinator

Service to the Society through Quality Technical Education

& KDK College of Engineering, Nagpur @

2 (Accredited by NBA & NAAC)
%=  Department of Computer Science & Engineering

Certificate of Participation
Administrative Training Program
On
Communication Skill for Administrative Work

This is to certify that N. N. More of K.D.K.C.E has participated in ATP organised by

Computer Science & Engineering, KDK College of Engineering, Nagpur from
05/05/2025 to 10/05/2025

Dr. V. P.Varghese Dr. A. M. Badar Dr. A. A. Jaiswal Prof. A. M. Kuthe Prof. V. R. Surjuse

Principal Vice-Principal HOD of CSE Dept. Event Coordinator Event Coordinator
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