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Mandatory i-Got Courses for SPPS,PPS, PS and

Stenographer
' Behavioral/Function
S.no Course Name al/Domain Remarks
Competencies
1 |3ifrw dsfaeRd o o s Behavioral Mandatory
2 |ewendsh & o ¥ Wy @ o | orevieral Mandatory
3 Effective Communication: Mastering Corporate |Behavioral Mandatory
Letters
Mand
4 (WR3T dw e vl SuEt 1 U AR [Behavioral andatory
o . Behavioral Mandat
5 [#fese Ruft ez A &R S @ gfmor viora andatory
6 |Digital Record Keeping & Compliance Functional Mandatory
; Mastering Noting and Drafting in Secretariat Functional Mandatory
Settings
3 [fsh werw & wder R e Functional Mandatory
9 |Official Meeting - Role of Personal Staff Functional Mandatory
10 |[ésifee T wiemor FRmA Functional Mandatory
4, |Handling Appointment Matters in CS Wing of  |Domain Mandatory
DoPT
12 |Records Management Domain Mandatory
13 [Time Management Domain Mandatory
i i Mandatory
" Understanding the Government Email System Domain
of NIC
15 |Yuva Al for All Domain Mandatory




Suggested Optional I-got Courses for

SPPS,PPS, PS and Stenographer

Course Title

Behavioral |Functlonal

Domain

JEﬁective Communication: Mastering Corporate Letters

v/

7/

Mastering Communication Skills for Professional and
Personal Growth

v/

Developing a Positive Work Culture

Seven Secrets to Mastering Quality Work

& i = afax

Essential Tools for Monitoring and Management for
Everyone

Time Management Mastery

Developing Effective Soft Skills

Getting Started with El: Importance for Growth in
Government Service

10

Effective Communication Skills

11

Goal Setting

12

Fundamentals of Citizen-Centric Governance

13

Personal and Professional Effectiveness

14

Understanding Mission Karmayogi

NESE SN NS

15

Reform Initiatives of Government of India




