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Module-1: Concepts and Theories
a. Concept of modern office management
b. Human Resource Management (HRM)
c. Human Resource Information System (HRIS)

Module-2: Administrative and Financial Rules
! Rules of business

Delegation of financial powers and fund release procedures;
Role and responsibilities of DDO;

Pension, gratuity, GPF & CPF rules etc.;

Travelling allowances rules;

Public Procurement Rules-2008

The Govt. Servants (Conduct) Rules, 1979

The Govt. Servants (Discipline and Appeal) Rules, 2018
Leave Rules

Public Servant and Anti-Corruption Commission Act;
Right to Information Act-2009.

National Integrity & Strategy (NIS)

Module-3: Tools for Office Management

Office procedures, distribution of works in the office
Recruitment, training and promotion/posting;

Leadership and team building;

Job Analysis: Job description and job specification;
Noting, summary writing and preparation of drafts;
Different forms of written communication;

Conducting meeting, preparation of working paper & writing minutes of
meeting;

Office inspection, office layout and office securities;

Store management

Annual Confidential Report (ACR) writing and evaluation;
Public Service Innovation (PSI)
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