
 

Time Management Workshop  

A workshop on Time Management Workshop was conducted for non-teaching staff members at the 

Shridevi Institute of Engineering & Technology On August 8th 2021.  

Workshop Content: 

Introduction: 

This report summarizes the Time Management Workshop held for non-teaching staff at our 

organization. The purpose of the workshop was to provide employees with the tools and 

techniques necessary to improve their time management skills and increase their productivity. 

Workshop Objectives: 

The workshop aimed to achieve the following objectives: 

1. To increase awareness of the importance of time management and its impact on 

productivity 

2. To provide participants with tools and techniques for effective time management 

3. To develop strategies for prioritizing tasks and reducing interruptions 

4. To promote a culture of time management within the organization 

Workshop Content: 

The workshop was divided into three main sections: 

1. Introduction: The facilitator provided an overview of the workshop objectives and 

explained the importance of time management. Participants were also given an 

opportunity to share their experiences and challenges related to time management. 

2. Time Management Techniques: The facilitator presented various time management 

techniques, such as prioritizing tasks, setting goals, creating to-do lists, and managing 

interruptions. Participants were encouraged to share their own techniques and discuss 

how they could apply these techniques in their work. 

3. Group Activity: Participants were divided into small groups to work on a time 

management case study. Each group was given a set of tasks and a limited amount of 



 
time to complete them. This activity helped participants practice prioritization, time 

management, and working efficiently under pressure. 

Feedback: 

The workshop received positive feedback from the participants. Many employees reported that 

they found the workshop informative and practical, and that they learned new techniques for 

managing their time more effectively. Participants also appreciated the opportunity to work with 

their colleagues in the group activity, which helped to promote teamwork and collaboration. 

Recommendations: 

Based on the feedback received, we recommend the following: 

1. Offer regular time management workshops: Hold regular workshops on time 

management to reinforce the concepts learned and provide ongoing support for 

employees. 

2. Encourage time management practices: Encourage employees to apply the techniques 

learned in the workshop in their daily work, by providing reminders and resources such 

as posters, tip sheets, and access to time management tools. 

3. Evaluate effectiveness: Monitor and evaluate the effectiveness of time management 

practices in the organization, and make adjustments as needed. 

Conclusion: 

Effective time management is a critical skill for increasing productivity and achieving 

organizational goals. The Time Management Workshop for non-teaching staff provided 

participants with the tools and techniques necessary to improve their time management skills and 

promote a culture of productivity within the organization. 

 

Resource Person: 

Dr. Ramakrishna K S 

Professor, Dept of MBA, SIET, Tumkur 
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Glimpses of the Event 

 
PC: A workshop on Correspondence skills for Non Teaching Staff conducted on 08/08/2021 

 

 
PC: A workshop on Correspondence skills for Non Teaching Staff conducted on 08/08/2021 
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NATIONAL INSTI'TU'TE OF TECHNOLOOY

KARNATAKA, SURATHKAL

Virtual
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CERTIFICATE OF PARTICIPATION

This is to certi{Y thot

Shanmuka swamy CV, Assoc' Professor

{rom
SDIET,TUMKUR hos porticipoted in the

Foculty DeveloPmenl Progromme on Virluol Lobs for o{filioted

Engineering Collegos u nder VTU Belogovi for ComP uter/ln{ormotion

Science Engineering ond reloted domqins orgonized by Visvesvo roYo

Technolog icol UniversitY Belogovi in ossociotion with N otionol lnslitute of

TechnologY Kornotoko, Surothkol on 22nd OCTOBER 2020
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THIS GERTIFICATE IS AWARDED TO

Assoc. Prof. ShanmukaswamY C V

For participating in a 6 days Faculty Development
Program on

" Machine Learning & Al "

Held betwe en 28 t 121 2O2O to O2l 01 t 2021 in onli ne mode

"iW
MR. SANDEEP JETHANI

Director, Knowledge Solutions lndia
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No:ATAU202llt6l06tt49J

ATAL

ALI_ rNI)t,\ couNCIt, l.OR l.t,lcrINtc \t, EI)U(..\.t.r0\
Nr:lsrxr ].Ianr.k:lu \lurg. \,asant Kull.i. \r,rr t)(,lhi _ t l(, t)7{)

AICTE Training And Learning (ATAL) Academy

ate

This is certified thar charan K v, Associate prol'essor of shridevl 
lr.,,:ll":1 srgineering and rechnokrgyparticipated & complered successfully AICTE Trail;; i"Ji""_ir, <ATAL) Academy Oniine FDp on ,,Dara 
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Dr. Charan KV
rrom Shridevi Institute of Engineering and Technology
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Dr Ambedkar _Institute of Technolory(An -{uton,mous Institution, Aidcd by t;rrr.l of Ka;;r;]nri,ii ,,, *. r, Bcnsatum}

This is to certify that

Mr. AJJ AZAI{AMED SI{ARIEF
rrom Shridevi institute ofengineering and technology
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.organized by departrnent ofElectronics & Instrumentation nngineiii;i;;-;r,d to z7u, February zozr.
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Dr. M Meenakshi

C'hief Coordinator
Prof. & Head, Dept. of EIE, Dr. AIT
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Dr. G. Rajendra
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ShanmukaswamyCV
rrom Shriedevi Institute of Engineering and Technology
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Dr. M Meenakshi

Chief Coordinator
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Department of Master of Business Administration

Organized Workshop on

GOHRESPONDANGE SKILLS
Date: z0'n Nov, 2020

Dr. Ramakrishna. K. S
Professor & Head, Dept. of MBA

SIET, Tumakuru \n-*,- q"--*
PRINCIPAL

SIE.]., iLIMAKURU

Dr. M. R. Hulinaykar
Chairman & Managing Trustee,

Sri Shridevi Charitable Trust (R),Tumakuru

Dr. Narendra Viswanath
Principal, SIET, Tumakuru

Sri. M. S. Patil
Director, HR & lT

Sri Shridevi Charitable Trust (R),Tumakuru

RESOURCE PERSON



From

Dr.Ramakrishna K S

Professor & HOD

Department of MBA

Shridevi Insitute of Engineering & Technology

Tumkur

To

The Principal

Shridevi Institute of Engineering & Technology

Tumkur,

Date: 17llll2020

Respected Sir,

Sub: Requesting Permission to conduct a one day workshop for Non-Teaching stalI -Reg.

With subject to the above, we have planned to conduct one day workshop for

Non-Teaching staff on "correspondence skills" on 20ll l/2020. So we kindly request you

to grant permission for the same.

Thanking you Sir

(Dr.Ramakrishna K S)

v\.s"
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Circular

Date: l8lll12020

The Department of MBA Organizing a one-day workshop on

"COrreSpOndenCe SkillS" for Non-Teaching staff. Dr.Ramakrishna K S from Department

of MBA is the resource person to present their valuable thoughts on the topic. The workshop

will be scheduled on 20t11t2020. The interested staff register their names to the Department

of MBA coordinator.

Copy To,

rdinator

l. AllHODs
2. File.

HOD Principal
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Participants Aftendance :

qlflD-Tlr#IH[r,"pJ"ll'*f [;l3Hg"1J[q#glgglOp+
sl. Rod, Iun*|^l. ,2 loc lblrrtaL. b.lrrtr.'r-a.-.

Sl No Signature

1 MTs.BHAGYAMMA N e&m*,-
2 MTS.AKSHATHA V

3 MT.SRINIVAS A C

4 MT.RAVISHA C V dvl C.V
5 MI.VAGEESH R M

6 MS.DEVIKA RANI G S gati*^h^",,
7 MT.YASHWANTHS w-
8 MS.SHALINI A R J^>
9 MTs.SOWMYA S n9*^r,-.3
10 MT.SHANKAR D S

11 MT.SATHISH C A q/''*-
72 MT.ARAVINDA REDDY fu""^Lzler,._
13 MT.RAGHAVENDRA N

14 MT.RAJU T ffi#;-
15 MT.GANGADHARA MURTHY

16 MTs.NALINA B R

17 MTS.HEMAVATHI H R

18 MT.GOVINDARAJU M Gwt*bynrq,
79 MT.MALLIKARJUNA D

27 MT.H S SATHISH W
22 MT.GOWTHAM Curfia^*

MT.GURULINGA KEERTHI D t tnb-

Co-Ordinator Signature
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Date:2011112020
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20 MT.GOPAL S KODLI &v
23

MT.VIJAYAKUMAR B
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Department of Master of Business Administration

Workshop on

GORRESPONDANCE SKILLS

This is to certifo that Mr. / Ms. {-rA MMA I'l

.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020.

I

HOD
PRINCIPAL

SIEI, TUMAKURU
Principal

(,.
' i:r l'' \."-"- q":-f"

t

rt



6\D

Phone:08

Department of Master of Business Administration

Workshop on

GOHHESPONDANGE SKILLS

This is to certifY that Mr. / Ms' vfT*VAK ur-n A Pts
has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020.
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Department of Master of Business Administration

Workshop on

GOBRESPONDANGE SKILLS
a

This is to certifY that Mr. / Ms. uPl.f 
^l

DKee R'fH I D
.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020.

\n--^^- \.,^..-t't"

HOD
PRINCIPAT

srir.. ruulxunu Principal

(Rccognised bY

Sira Boad,



SHRIDEUI llls
Sri Shridevi Charitable Trust (R.)

IIIUTE 0t tllGllltE[lllG a I
Karnataka, Altlltated to WU, Betagavl alrd Apploved

Sira Road, Tumakuru - 572 106. lGrnataka'SHRIDEV I (Recognls8d bY Gout. ol

t 0 u c lr l0l
19629 | Fax 0816'9212628 | Email: info@shridariengineering'orgPhone: 0816-92

Department of Master of Business Administration

Workshop on

GORRESPONDANGE SKILLS

This is to certifY that Mr. / Ms. Sl-\ALx N"A R
has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020.
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Department of Master of Business Administration

Workshop on

GORRESPONDANCE SKILLS

This is to certifY that Mr. / Ms.

.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020'
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GORRESPONDANGE SKILLS

G
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This is to certiff that Mr. / Ms. OPA L s XooA
.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIEI Tirmakuru

on 20th November,2020.
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Department of Master of Business Administration

Workshop on

GORRESPONDANGE SKILLS

This is to certiff that Mr. / Ms' rn ALLtrx?{o^lA D
.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020.
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Department of Master of Business Administration

Workshop on

GORRESPONDANGE SKILLS
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.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020.
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Department of Master of Business Administration

Workshop on

CORHESPONDANGE SKILLS
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.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020.
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Department of Master of Business Administration

Workshop on

GORRESPONDANCE SKILLS

This is to certi$ that Mr. / Ms. N +6N.4 A R
.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIET, Tumakuru

on 20th November, 2020.
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Department of Master of Business Administration

Workshop on

GOBRESPONDANGE SKILLS
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This is to certiff that Mr. / Ms' ANI ADHAPA VUR'TH

.. has participated Workshop on Correspondance Skills

Organised by Department of MBA, SIEI Tumakuru

on 20th November, 2020.
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Department of Master of Business Administration
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N0N-TEACHING Workhop - FEEDBACK

Name of Staff: Ms/Mr.
'-k],;,rr,o

.V

Department: 4;v;l Designation: &=a ]o&t u.+rv

Name of lnstitution: Shridevi Institute ofEngineering and Technology

Title of Training: Correspondence Skills

Dates of Traini ne: 2O / LL/2OZO Duration: 01 Day

Statem€nt Strongly
agree

Agree Ne utra I Disagree Strongly
Disagree

Objectives of the workhop were
clea defined
Participation and interaction were
encou
The topic covered were relevant to
me
Time allotted for workshop was
sufficient
Trainer was well prepared

Tra ining objectives was met
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Objectives of the workshop were
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The topic covered were relevant to
me

Time allotted for workshop was
sufficient L--'
Trainer was well prepared

Training objectives was met v,/'
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Title of Training: Correspondence Skills
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Training objectives was met L-'
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Participant,,rr#r?ffi

Statement Strongly
agree

Agree Neutral Disagree Strongly
Disagree

Objectives of the workshop were
cl defined \-.."^

v/n
The topic covered were relevant to
me t-/
fime allotted for workshop was
sufficient
Trainer was well prepared

l-/
Training objectives was met

\./

-.-,PRINCIPALi,E I, TI.IMAKURU-

Title of Training: Correspondence Skills

Dates of Trainin g: 20 / 77/2O2O

Participation and interaction were
encouraged


