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A.A.O Courses

S.No Course Title Behavioral | Functional | Domain
1 |wriay ufean v
) Fundamentals of Government Office Procedures and v

Communication
3 |Office Procedures v
4 |Office Procedure - Updated v
5 |Office Supervision v
6 [Records Management v
7 |Level-lil Training Programme to Develop Functional Competencies v
8 |Training Programme on eoffice v
9 |UNDERSTANDING OF RECRUITMENT PROCEDURE v
10 |Leave Rules - Updated v
11 [Formalities of Joining Service v
12 [Finance and Account; v
13 |GFR 2017- General System of Financial Management v
14 |Disciplinary Proceedings in Government v
15 |[Supervisory Behaviour v
16 |[Roles and Competencies of Branch Officers v
17 |Team Building and Team Management v
18 |Leadership v
19 |[Time Management v
20 |Developing Execution Excellence (DEE) v
21 [From Criticism to Growth: Navigating Feedback Effectively v
22 Develdping a Positive Work Culture v
23 |Problem Solving v
24 |Leading From Within: Behavioural Strategies for Self-Leadership v
25 |Goal Setting v




Courses for Head Clerk

SL No. Course Title Behavioral Functional Domain
1 Office Procedures NG
2 Office Procedure - Updated v
3 ([erafwmufsary v
4 Office Supervision N4
S GFR 2017- General System of Financial Management v
6 Fundamentals of Government Office Procedures and Communication v
7 Office Procedure v
8 Finance and Accounts v
9 Secretariat Functioning in File v
10 Noting and Drafting v
11 |1 39 H QR 9 T BB AT o v
12 Payment Function and Booking of Expenditure v
13 Records Management v

14 Leave Rules - Updated v
15 Training Programme on eoffice N4
16 |53t 9o & . ufk 99 ud qegar uiy aor v
17 eOffice Learning Resources 2025 v
18 UNDERSTANDING OF RECRUITMENT PROCEDURE v
19 PR EITRUNFTIFTHIEIRINA @ v
20 Level-lll Training Programme to Develop Functional Competencies v
21 Disciplinary Proceedings in Government v
22 Official Meeting - Role of Personal Staff v
23 Recording, reconciliation, Suspense balance and Banking arrangement v
24 Budget v
25 Budget and Related Activities v
26 Standard Operating Procedures for Resolving Outstanding Internal Audit v
27 Pay Fixation - Updated N
28 FRSR Part Il - Travelling Allowances Rules N




Courses for Head Clerk

- -

SL No. Course Title Behavioral Functional Domain
29 Government Litigation Management and Tribunal P;ocedures v
30 Supervisory Behaviour N
31 Team Building and Team Management v
32 Team Building v
33 Mentoring for Effective Human Resource Development v
34 Management Fundamentals in Government Services v
35 Roles and Competencies of Branch Officers v
36 Leadership v
37 Time Management v
38 Developing a Positive Work Culture v
39 Developing Execution Excellence (DEE) v
40 Goal Setting N
41 Leading Others v
42 Leading From Within: Behavioural Strategies for Self-Leadership v
43 Managing and Leading Teams N
44 Problem Solving v
45 Getting Along with the Boss v
46 Decision Making N
47 Developing Effective Soft Skills v
48 From Criticism to Growth: Navigating Feedback Effectively v
49 Personal and Professional Effectiveness v
50 Getting Started with El: Importance for Growth in Government Service v
51 Emotional Intelligence: Developing Strong People Skills v
52 Beyond Words: Mastering Listening and Nonverbal Communication v
53 Practicing Excellence v
54 The Values, Ethos and Spirit of Public Service v




UDC Courses

SL.No. Course Title Behavioral | Functional | Domain
1 Office Procedure and Dak Managements v
2 Level-lil Training Programme to Develop Functional Competencies v
3 Office Procedure - Updated v
4 |3-3iTg Udq : ufay ud qardr wRier v
5 |3-oiftee W ufkieror srfea v
6 Noting and Drafting v
7 Fundamentals of Government Office Procedures and Communication v
8 Office Procedures v
9 Office Procedure V4
10 Secretariat Functioning in File v
11 Right to Information (RTI) v
12 |Prafay ufeang v
13 |CHaS d ROR] SHSTS v
14 Government Litigation Management and Tribunal Procedures v
15 Handling Central Administrative Tribunal (CAT) Cases v
16 Handling CAT Cases v
17 Handling CAT Cases- Hindi v
18 UNDERSTANDING OF RECRUITMENT PROCEDURE v
19 Leave Rules - Updated v

20 Understanding the Service Book v
21 Formalities of Joining Service v
22 Records Management v
23 Training Programme on eoffice v
24 eOffice Learning Resources 2025 v
25 Disciplinary Proceedings in Government v




UDC Courses

SL.No. Course Title Behavioral | Functional | Domain
26 Matters relating to Pay Module v
27 Pay Fixation - Updated v
28 Records Management v
29 Contract Management v
30 Finance and Accounts v
31 Supervisory Behaviour v
32 Roles and Competencies of Branch Officers v
33 Leadership v
34 Management Fundamentals in Government Services v
35 Leading From Within: Behavioural Strategies for Self-Leadership V4
36 Team Building and Team Management v
37 Developing Execution Excellence (DEE) v
38 Seven Secrets to ‘Mastering Quality Work v
39 Efficiency: Competency Framework v
40 fime Management v
41 Problem Solving v
42 Problem Solving and Decision Making v
43 Structured Problem Solving and Decision Making for Government v

Officers
44 Practicing Excellence v
45 Developing a Positive Work Culture v
46 Goal Setting v
47 Goal Setting for Workplace Success v




LDC Courses

S.No Course Title Behavioral | Functional Domain
1 Office Procedure and Dak Managements v
2 Office Procedure - Updated v
3 |SKIES H RSN HHB v
4 |3-3iTg UIca : uivey g garar uiieo v
5 Fundamentals of Government Office Procedures and Communication v
6  [5-3iu W Ui srfey v
7 Level-lll Training Programme to Develop Functional Competencies v
8 Office Procedures v
9 Office Procedure v
10 |Introduction to E-Office v
1 Training Programme on eoffice v
12 eOffice Learning Resources 2025 v
13 Secretariat Functioning in File v
14 (@rafay yfesang v
15 Key Components of E-Office v
16 Leave Rules - Updated v
17 Microsoft Word Beginners v
18 Formalities of Joining Service v
19 Understanding the Service Book v
20 Records Management v
21 Noting and Drafting v
22 Essential Tools for Monitoring and Management for Everyone v




LDC Courses
S.No Course Title Behavioral | Functional Domain
23 |Rfteitn s oy v
24  |Microsoft Teams v
25  |Microsoft Outlook v
26 Digital Literacy v
27  |vadd o gFard SHeR v
28 Artificial Intelligence for Government Officers v
29  |Al Using Google Bard and ChatGPT for Beginners v
30 Seven Secrets to Mastering Quality Work v
31 Time Management v
32 Practicing Excellence v
33 Introduction to process improvement and optimization v
34 Business Process Management v
35 |Problem Solving and Decision Making v
36 Problem Solving N4
37 From Criticism to Growth: Navigating Feedback Effectively v
38 Goal Setting v
39 Goal Setting for Workplace Success v
40 Leading From Within: Behavioural Strategies for Self—Leadership v
41 Leading from Within: Self-Leadership for Public Service v
42 Personal and Professional Effectiveness v
43 Self-Awareness: Putting Emotional Intelligence Into Action v
44 Changing Negative Self-Talk for Effective Self-Leadership v




Courses for Mohrir

f S.No

Course Title

Behavioral

Functional

Domain
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Understanding Land Records and Land Administration in India
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10

Records Management

11

Py UipuUTd

12

Office Procedures

13

Office Procedure - Updated

14

THAS H RGN BTHB

15

Records Management

16

Right to Information (RT1)

17

Data Foundations for Governance

18

Essential Tools for Monitoring and Management for Everyone

19

3-3MThT UIcd : uRay ud gamar ufieon

20

Training Programme on eoffice

21

Responsible Data Management

22

Microsoft Word Beginners

23

Understanding the Service Book
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Courses for Mohrir

S.No Course Title Behavioral | Functional | Domain
24 |Seven Secrets to Mastering Quality Work v
25 |Introduction to process improvement and optimization v
26 |Business Process Management v
27 |Practicing Excellence N4
28 |The Basic Seven Tools of Quality v
29 |Time Management v
30 |Problem Solving N4
31 |Leading From Within: Behavioural Strategies for Self-Leadership v
32 |The Values, Ethos and Spirit of Public Service v




Amin Courses

S.No Course Title Behavioral Functional Domain
1 |4 1 ademr wd Hniea v
2 [y A geiaeie Cled wRH AR oYy FwieT v v
3 Y-S T I uReT: ga Y- SfieRg o aul TERT v
4  [HHipa v
5 TR YA G U4 ffee sifirera sreae ufiermn v
6  |AUVCN H 3AdCMG cled WYH AL YA 3R e §ug v
7 Land Survey Emerging Technologies v
8 Mastering GIS (Level - 1) v
9 SVAMITVA Scheme v
10 Introduction to Geospatial Mapping and Scientific Planning v
11 |WEBGIS ¥ 3fdra &1 ReRrergaiem | y
12 Mastering GIS (Level - 2) v
13 |HEUCE Y-3HfieRa Ui uivey Td Iud v
14 (AU H @A 3o : 37 SR fharag Yoyt v
15 Understanding Land Records and Land Administration in India v
16 |7 GQ1eq uRarSrSl & forg 3w wdem ae-iie v
17 Geospatial Applications for Geological and Water Resource ' v
Management

18 |ySicT Y& &t dH-1d - v
Know Your Ministry - Department of Water Resources RD and

19 v
GR

20 |oicaid forrnfhe 3 pieaeH Rren o1 ey v

21 Seven Secrets to Mastering Quality Work v




