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Target group/ who should attend: Officers from Public and Private
offices.
Course Objectives
e« To know the concept, elements, importance and concepts of Digital
Office Solutions in offices
e Accelerating appropriate decision-making process in office through
digital office solutions.
« Rendering better service to citizens & Clients
o To align the offices with government vision of 2041 and digital
Bangladesh.

The course will cover the following:
= Concept of digital workplace
» Office works with google docs & slides, sheets
» Use of Mail in Office
» Calendar use for time management
» Use of Zamboard
= Meeting management with google meet
» Training and development with google Classroom
= Data collection & research with google forms
= Google Adds on
= Google sites
= Google Project Management
= Google Work Space
= Data and device security with google
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