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“Course on Use of Word Processing and Spreadsheet programmes for office work”
(07.02.2024 to 09.02.2024)
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The Regional Training Division (RTD) of Geological Survey of India, Eastern Region,
Kolkata is organizing a three-day training on “Course on Use of Word Processing and Spreadsheet
programmes for office work” from 07.02.2024 to 09.02.2024, as an approved programme of FS
2023-24.
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The objective of this course is to equip GSI employees with working knowledge of computer
applications, especially to enhance competence in using Word Processing and Spreadsheet software
programmes so as to help them to deliver their best in day to day official work.

Course Content:

1. Utility of Computer and Internet

3. Introduction to MS Office Word

4. Introduction to MS Office Excel

5. Introduction to MS Office PowerPoint
6. OCBIS applications and E-Governance
7. Internet Security
8. e-Office & e-HRMS module
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The Regional HODs / Mission Heads / SU Dy.D.G / Divisional Heads of GSI ER and GSI
CHQ are requested to kindly nominate eligible officials (Non-Gazetted) for this training course.
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All interested participants are requested to ensure that their nominations and other relevant
details viz. Employee 1D, Designation, Place of Posting, Email ID and Mobile number (WhatsApp)
reach the Regional Training Division, GSI, Eastern Region, Kolkata (rti.er@gsi.gov.in) on or before
02.02.2024 through proper channel.

Sl Organization and

No Name Designation | Emp. ID Email ID Mobile no

Place of posting (WhatsApp)

AT UTH e i sifaw Rl : 2 wad, 2024

Last date for receiving nominations: 2 February, 2024

F |ie - 20 / Total no. of seats — 20
(TEA AT T 91T MR W / First come first served basis)

UIRAEI0T 1 ™ / Venue: &.9.9, L&, Fiwwar / RTD-ER Kolkata

qua H{/Contact Person:

1. 995 @i, Ay Was-E, 8.7, 9.8, Hewal; 8617753672
Dr. Sambuddha Mukherjee, Senior Geologist, RTD-ER, Kolkata; 8617753672 (M)

(1. sew <1 / Dr. Arindam Dutta)
SfereroT et / Superintending Geologist
&. W. U., 96 &% / RTD, ER
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