




















































































































































30
 (E) VIKHROLI 400 083. 

SC
IE

 Tago
re Naga

r, 

Vikh
rol (E), 

Mum
bal 400 083, 

Send
ush Coll

ege 

of
 

Arts,
 

Com
maro

e &
 

Scl
eo 

PRIN
CIPA

L inf
orm

ed
 and 

da
ta-

dri
ve

n 

ch
oic

es,
 

The 

pro
gra

m 

em
ph

asi
ze

d how MIS can aid 

de
cis

ion
-m

ak
ing

 

pr
oc

es
se

s, 

lea
din

g to
 

mo
re 

Im
pro

ved
 

De
cis

ion
-M

ak
ing

: eff
ec

tiv
ely

. 
Pa

rtic
ipa

nts
 

dev
elo

ped
 

pra
ctic

al skil
ls in

 
data

 

ana
lys

is, Pr
ac

tic
al 

Sk
ills

: 
the

ir 

im
po

rta
nc

e in
 

mo
der

n 

org
an

iza
tio

ns.
 

En
han

ced
 

Un
de

rst
an

din
g: 

Key 
Ta

ke
aw

ay
s: 

the
ir 

ex
pe

rie
nc

es and 

ins
igh

ts, 

pro
vid

ing
 

va
lua

ble
 

pe
rsp

ec
tiv

es 

to
 

the 

pa
rti

cip
an

ts.
 gro

up 

dis
cu

ssi
on

s, and 

rea
l-w

orl
d case

 

stu
die

s. 

Gu
est 

spe
ak

ers
 

from
 the fiel
d of

 
MIS 

sha
red

 The 

pro
gra

m 

uti
liz

ed
 a 

var
iet

y of
 

tea
ch

ing
 

me
tho

ds,
 

inc
lud

ing
 

lec
tur

es,
 

ha
nd

s-o
n 

ex
erc

ise
s, 

M
eth

od
ol

og
y:

 
Cas

e 

stu
die

s and 

pr
ac

tic
al 

ex
erc

ise
s. 

Em
erg

ing
 

tec
hn

olo
gie

s in
 

MIS
. 

Sec
uri

ty and 

eth
ica

l 

co
nsi

de
rat

ion
s in

 
MIS. 

De
cis

ion
 

su
pp

or
t 

sy
ste

m
s. 

Dat
a 

an
aly

sis
 and 

Dat
a 

co
lle

cti
on

, 

sto
rag

e, and 

ret
rie

va
l. Typ

es of
 

MIS and the
ir 

ap
pli

ca
tio

ns
. 

In
tro

du
cti

on
 to

 
M

an
ag

em
en

t 

In
fo

rm
ati

on
 

Sy
ste

ms
. 

The 

tra
ini

ng
 

pro
gra

m 

cov
ere

d 

a 
wid

e 

ran
ge of

 
top

ics
, 

inc
lud

ing
 but not 

lim
ite

d to: 

Pr
og

ram
 

Co
nte

nt:
 

T
o 

or
ga

niz
ati

on
al 

eff
ici

en
cy

. 
T

o 
equ

ip 

pa
rti

cip
an

ts with
 

pra
cti

ca
l 

ski
lls in

 
usin

g MIS to
 

im
pro

ve 

de
cis

ion
-m

ak
ing

 and 

Sy
ste

ms
. 

T
o 

pro
vid

e 

pa
rtic

ipa
nts

 

with
 a 

co
mp

reh
en

siv
e 

un
de

rst
an

din
g of

 
M

an
ag

em
en

t 

Inf
orm

ati
on

 The 

pri
ma

ry 

ob
jec

tiv
es

 of
 

the 
tra

ini
ng

 

pro
gra

m wer
e as

 
fol

low
s: 

Pr
og

ram
 

Ob
jec

tiv
es

: 
Co

lleg
e for 

No
n-

Te
ac

hin
g 

Sta
ff. 

Se
pte

mb
er,

 

201
8 in

 
co

lla
bo

rat
ion

 

with
 

SU
M

M
AR

Y 
TIT

LE
: 

AD
MI

NI
ST

RA
TI

VE
 

TR
AIN

ING
 

PR
OG

RA
MM

E O
N

 

MA
NA

GE
ME

NT
 

JNV
S 

rep
ort

ing
, and usin
g MIS too
ls 

Pa
rti

cip
an

ts 

gai
ned

 a 
dee

per
 

un
de

rst
an

din
g o

f 
MIS 

co
nc

ep
ts and 

rep
or

tin
g. 

fam
ilia

riz
e 

pa
rti

cip
an

ts with
 the 

lat
est

 

tre
nd

s and 

tec
hn

olo
gie

s in
 

MIS
. 

Ra
ma

nan
d Arya

 

D.A
.V. 

Co
lleg

e and V.K.
 

Kri
shn

a 

Me
non

 

Pro
gra

mm
e on

 

M
an

ag
em

en
t 

Inf
orm

ati
on

 

Sys
tem

 

from
 10th
 

Se
pte

mb
er,

 

201
8 to

 
16n 

SA
ND

ES
H 

CO
LL

EG
E O

F 
AR

TS,
 

CO
MM

ER
CE

 

&
 

SC
IEN

CE
 had 

att
en

de
d 

Ad
m

ini
str

ati
ve

 

Tr
ain

ing
 IN

FO
RM

AT
IO

N 
SY

STE
M 



Security Awareness: 
Participants learned about the importance of data security and ethical considerations in MIS. 

Awareness of Emerging Trends: 
The program exposed participants to the latest trends and technologies in MIS, preparing them for the future. 

Feedback: 

The training program received positive feedback from participants. They appreciated the 
program's content, the expertise of the instructors, and the opportunity to network with 
professionals from different sectors. Some suggestions for improvement included more 
hands-on practice sessions and longer program duration to cover advanced topics in more detail. 

PHOTOGRAPH: 

CONCLUSION: 

The Training Programme on Management Information System was a successful initiative that 
enhanced participants' knowledge and skills in MIS. It contributed to their ability to use MIS 
effectively for decision-making and improved organizational efficiency. The positive feedback 
from participants suggests the value of such programs in the professional development of 
individuals and the growth of organizations. 
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nc
e 

the
ir 

ca
ree

rs 

in
 

va
rio

us
 

fie
lds

 

m
an

ag
em

en
t. 

Th
ese

 

co
urs

es can be
 

va
lua

ble
 for 

ind
ivi

du
als

 

loo
kin

g to
 

im
pro

ve
 

the
ir 

dig
ita

l 

M
S 

CIT 
pro

vid
es 

a 
fo

un
da

tio
na

l 

un
de

rst
an

di
ng

 of
 

inf
or

m
ati

on
 

tec
hn

olo
gy

 and 

es
se

nti
al 

co
mp

ute
r 

ski
lls,

 

wh
ile 

Ad
va

nc
ed

 

Exc
el 

hon
es 

ex
pe

rti
se

 in
 

usi
ng Exc
el for dat
a 

an
aly

sis
 and SU
M

M
AR

Y:
 

PH
O

TO
G

RA
PH

S:
 Im

pro
ve

d In
cre

ase
d 

eff
ici

en
cy

 in
 

data
 

ana
lys

is and 

rep
ort

ing
. M
ast

ery
 of

 
ad

va
nc

ed
 

Exc
el 

fu
nc

tio
ns

 and 

too
ls. 

Key 
pr

of
es

sio
na

l 
wo

rk. 
to

 
sev

era
l 

we
eks

, 

de
pe

nd
ing

 on
 

the 
dep

th of
 

co
ve

rag
e and the pac
e of

 
lea

rni
ng

 

com
mo

n for 
pa

rti
cip

an
ts to

 
gain

 

pra
cti

ca
l 

skil
ls and 

kn
ow

led
ge

 

that
 can be

 
ap

pli
ed

 in
 

the
ir 

D
ur

at
io

n:
 

Wh
at-I

f 

An
aly

sis
 and 

Sc
en

ari
o 

Ma
nag

er.
 

Ad
va

nc
ed

 

Da
ta 

V
ali

da
tio

n and 

Pr
ot

ec
tio

n.
 

ab
ilit

y to
 

cre
ate

 

co
mp

lex
 

sp
re

ad
sh

ee
ts for 

va
rio

us 

pu
rp0

ses
. 

En
ha

nc
ed

 
em

plo
ya

bil
ity

, 

pa
rti

cu
lar

ly 

in
 

role
s tha
t 

req
uir

e data
 

ma
nip

ula
tio

n and 

an
aly

sis
. 

Be
ne

fit
s: 

Ce
rti

fic
ati

on
: 

Som
e 

Ad
va

nc
ed

 

Exc
el 

co
urs

es off
er 

ce
rti

fic
ate

s of
 

co
m

ple
tio

n, but its 
mor

e 

The 
du

rat
ion

 of
 

the 

Ad
va

nc
ed

 

Exc
el 

cou
rse

 

may var
y, with

 

op
tio

ns
 

ran
gin

g trom
 a 

rew day
s 



Tago
re Nay
, 

vikh
roli (E), 

Mum
bai 400 083. 

lan
gua

ges
, 

alg
ori

thm
s, and data

 

str
uc

tre
s. 

Int
rod

uci
ng

 the 
bas

ics of
 

pro
gra

mm
ing

& 

sof
twe

rs 

de
op

m
en

t. 

Dis
cus

sin
g 

pro
gra

mm
ing

 

(E) 
400 083. 

San
dos

h C
. 

Cnm
et 

&
 

Scie
nce

 

ape
iN

cIP
AL

 

So
ftw

are
 

De
ve

lo
pm

en
t: 

O
F 

ART9 Ex
plo

rin
g 

com
mo

n 

sec
uri

ty 

thr
eat

s and 

pro
tec

tiv
e 

me
asu

res
. 

Di
scu

ssi
ng

 the 

im
po

rta
nc

e of
 

cy
be

rse
cu

rity
 and the risk
s 

ass
oc

iat
ed

 

with
 

co
mp

ute
r 

usa
ge.

 

Se
cur

ity
 and 

Pri
vac

y: 
URL

S, 
Int

ern
et and 

Wo
rld Wid

e 

We
b: Dis

cus
sin

g LAN
S 

(Lo
cal Area

 

Ne
two

rks
) and 

WAN
s 

(Wi
de Area

 

Ne
two

rks
). 

Ex
plo

rin
g the 

bas
ics 

of
 

co
mp

ute
r 

net
wo

rki
ng

, 

inc
lud

ing
 the 

int
ern

et and its 
pro

toc
ols

. 

Co
mp

ute
r 

Ne
two

rks
: W

ind
ow

s, 

ma
cO

S, and 

Lin
ux.

 Di
scu

ssi
ng

 the 
fun

cti
on

s of
 

op
era

tin
g 

sys
tem

s, 

inc
lud

ing
 

pro
ces

s 

ma
na

ge
me

nt,
 file 

ma
na

ge
me

nt,
 and 

me
mo

ry 

ma
na

ge
me

nt.
 

Int
rod

uc
ing

 

dif
fer

en
t 

op
era

tin
g 

sys
tem

s such
 as

 

Op
era

tin
g 

Sy
ste

ms
: rep

res
en

t and 

pro
ces

s data
 

usin
g bits and 

byt
es. 

Un
de

rst
an

din
g 

bin
ary

, 
he

xa
de

cim
al,

 D
ata 

Re
pr

es
en

tat
io

n:
 op

era
tin

g 
sys

tem
s S

of
tw

are
 

Co
nc

ep
ts:

 
bu

ses
 and 

the
ir 

fu
nc

tio
ns

. 

me
mo

ry,
 

sto
rag

e 

de
vic

es,
 and 

in
pu

t/o
ut

pu
t 

de
vic

es.
 

Di
scu

ssi
ng

 the 

im
po

rta
nc

e of
 

sys
tem

 

Ex
plo

rin
g the 

ess
en

tia
l 

ha
rdw

are
 

co
mp

on
en

ts,
 

inc
lud

ing
 the 

cen
tra

l 

pro
ces

sin
g unit 

(CP
U), Co
mp

ute
r 

Ha
rdw

are
: 

and 
so

ftw
are

 
co

m
po

ne
nt

s. 
Un

de
rst

an
din

g the 
his

tor
y and 

ev
olu

tio
n of

 
co

mp
ute

rs.
 

Di
ffe

ren
tia

tin
g 

In
tro

du
cti

on
 to

 
Co

m
pu

ter
s: as

pe
cts

 

typ
ica

lly
 

ad
dr

es
se

d in
 

suc
h 

a 
co

urs
e: 

and the
ir role

 in
 

mo
der

n 

soc
iet

y. This
 

sum
ma

ry 

rep
ort

 

pro
vid

es an
 

ov
erv

iew
 of

 
the key 

A
 

CO
urs

e on
 

co
mp

ute
r 

co
nc

ep
ts 

typ
ica

lly
 

cov
ers

 

fu
nd

am
en

tal
 

top
ics

 

rel
ate

d to
 

co
mp

ute
rs 

202
1 in

 
co

lla
bo

rat
ion

 

with
 

Spa
ce 

Co
mp

ute
r 

Ins
titu

tio
n for 

No
n-T

ea
ch

ing
 

Sta
ft. Ira

ini
ng

 

Pr
og

ram
me

 on
 

Co
urs

e on
 

Co
mp

ute
r 

Co
nce

pt from
 10th
 

Au
gu

st, 202
1 to

 
16" 

Au
gus

t, SA
ND

ES
H 

CO
LL

EG
E O

F 

AR
TS,

 

CO
MM

ER
CE

 8 
SC

IEN
CE

 had 

att
en

de
d 

on
lin

e 

Ad
m

ini
str

ati
ve

 SU
M

M
AR

Y 
TIT

LE:
 

AD
M

IN
IST

RA
TI

VE
 

and bas
ic 

HTM
L 

Co
nce

pts
. 

Co
ver

ing
 the 

his
tor

y and 

str
uc

tur
e of

 
the 

Wo
rld Wid

e 

Web
. 

Un
de

rst
an

din
g web 

bro
ws

ers
, 

and 
oth

er 

nu
me

ral
 

sys
tem

s. 

Ex
plo

rin
g how 

co
mp

ute
rs 

and the
ir 

var
iou

s 

typ
es.

 

Di
ffe

ren
tia

tin
g 

be
tw

een
 

sys
tem

 

sof
tw

are
 and 

ap
pli

ca
tio

n 

sof
tw

are
. 

Ex
pla

ini
ng

 the role
 of

 

bet
we

en 
ha

rdw
are

 

TR
AI

NI
NG

 

PR
OG

RA
MM

E O
N

 
Co

UR
SE

 O
N

 
CO

MP
UT

ER
 

CO
NC

EP
T 



SO
NY

S 

400 Ü83. 
(8) 

ndesh
 Coleg

e of
 

Arts, 
Comm

erco 
&

 
Sclenc

e VIKHROLI 

PRIN
CIPA

L 

5)
 

Mrs. 
Sn

eha
l 

Mh
atr

e 

4)
 

Mrs.
 

Sh
rav

ani
 

Gir
kar

 

3)
 

Mr. 
Yo

ges
h 

Ra
jpu

t 

2)
 

Mr. 
Vin

ay 
Mh

atre
 

1 

Mr. 
Da

tta
tra

y 
Kh

aw
le 

S.R
. No. 

Nam
e of

 
the 

Fa
cu

ltie
s Nam

e of
 

Pa
rtic

ipa
nts

 are as
 

foll
ow

s: com
put

er 

sci
enc

e, and 

eng
age

 with
 the 

dig
ital

 

wor
ld 

res
pon

sib
ly. 

skil
ls 

req
uir

ed
 to

 
mak

e 

inf
orm

ed
 

de
cis

ion
s 

abo
ut 

co
mp

ute
r 

usa
ge,

 

pur
sue

 

fur
the

r 

stu
die

s in
 

wo
rld 

of
 

co
mp

ute
rs and 

tec
hn

olo
gy

. It
 

equ
ips

 

stu
de

nts
 

with
 the 

ess
en

tia
l 

kn
ow

led
ge and 

A
 

CO
NC

LU
SIO

N:
 

PH
OT

OG
RA

PH
S:

 
and the 

im
pac

t of
 

tec
hn

olo
gy

 on
 

var
iou

s 

ind
us

tri
es.

 

Sp
ec

ula
tin

g 

abo
ut the 

fut
ure

 of
 

co
mp

uti
ng

, 

inc
lud

ing
 

ad
va

nc
em

en
ts 

in
 

ha
rdw

are
, 

sof
tw

are
, Fu

tur
e 

Tr
en

ds
: 

co
mm

on
 

ha
rd

wa
re

 and 

so
ftw

ar
e 

isS
ue

s. 

Pr
ov

idi
ng

 

gu
ida

nc
e on

 
co

mp
ute

r 

Co
mp

ute
r 

M
ain

ten
an

ce
 and 

Tr
ou

bl
es

ho
ot

in
g:

 

int
ell

ige
nc

e, 

blo
ck

ch
ain

, and 

qu
an

tum
 

co
mp

uti
ng

. 

Ex
plo

rin
g 

rec
ent

 

tre
nd

s and 

de
ve

lop
m

en
ts 

in
 

the fiel
d of

 
co

mp
uti

ng
, 

such
 as

 
art

ific
ial

 

Em
erg

ing
 

Te
ch

no
log

ies
: 

onl
ine

 

be
ha

vio
ur.

 

Di
scu

ssi
ng

 the 
soc

ial 

imp
act

 of
 

tec
hn

olo
gy

 and 

dig
ital

 

div
ide

s. 

Ad
dre

ssi
ng

 

eth
ica

l 

co
ns

id
er

ati
on

s in
 

co
mp

uti
ng

, 

inc
lud

ing
 

pri
vac

y, 

int
ell

ec
tua

l 

pro
pe

rty
, and 

So
cia

l and 

Et
hic

al 

Iss
ue

s: 

cou
rse

 on
 

co
mp

ute
r 

co
nc

ep
ts 

ser
ves

 as
 

an
 

int
rod

uc
tor

y 

fou
nd

ati
on

 for 
un

de
rst

an
din

g the 

m
ain

ten
an

ce
, 

so
ftw

are
 

up
da

tes
, and 

tro
ub

les
ho

ot
in

g 



4
0

0
 

0
8

3
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) 

CO
MM

ER
C 

Tag
ore Nag
r, 

V
I
K

H
R

C
L

I
 

PX
IN

C0
PA

L 

Gro
up 

sim
ilar

 

task
s 

tog
eth

er and 
all

oc
ate

 

spe
cif

ic time
 

blo
cks

 to
 

wor
k on

 
the

m. 

O
F 

AR
TS

 

Tim
e 

Blo
cki

ng
: 

B
e 

sel
ect

ive
 in

 
tak

ing
 on

 
ad

dit
ion

al 

co
mm

itm
en

ts to
 

avo
id 

ov
erl

oa
din

g you
r 

sch
ed

ule
. Lea

rn to
 

Say No: 

Div
ide

 

com
ple

x 

task
s into
 

sm
all

er,
 

ach
iev

ab
le 

ste
ps.

 Bre
ak 

Tas
ks into

 

M
an

ag
ea

ble
 

Ste
ps:

 

lde
nti

fy and 
mi

nim
ize

 

dis
tra

cti
on

s and 
tim

e-w
ast

ing
 

act
ivi

tie
s. 

El
im

in
ate

 
Tim

e 
W

as
ter

s: 
De

fin
e 

you
r 

sh
or

t-t
erm

 and 

Set 
Cle

ar 
Go

als
: 

Key 

Pri
nc

ipl
es of

 
Tim

e 

M
an

ag
em

en
t: 

Tim
e 

ma
na

ge
me

nt 

ena
ble

s 

ind
ivi

du
als

 to
 

wor
k 

tow
ard

 and 
ach

iev
e 

the
ir 

goa
ls 

eff
ect

ive
ly.

 

Goal
 

Ac
hie

ve
me

nt:
 Ba

lan
cin

g work
 and 

per
son

al life is
 

eas
ier whe

n time
 is

 

Im
pro

ve
d 

W
ork

-L
ife

 
Ba

lan
ce:

 
lack

 of
 

co
ntr

ol.
 

Pro
pe

rly
 

ma
na

gin
g tim
e 

red
uc

es 

stre
ss and 

anx
iety

 

as
so

cia
ted

 

with
 

mi
sse

d 

de
ad

lin
es and 

a 

Re
du

ce
d 

St
res

s: 
qu

ali
ty.

 
Eff

ect
ive

 

time
 

ma
na

ge
me

nt 

allo
ws 

ind
ivi

du
als

 to
 

com
ple

te task
s 

eff
ici

en
tly

 and with
 

hig
her

 

En
ha

nc
ed

 
Pr

od
uc

tiv
ity

: 
Im

po
rta

nc
e of

 
Tim

e 

M
an

ag
em

en
t: 

ma
xim

ize
 

pro
du

cti
vit

y. 
to

 
plan

, 

pri
ori

tiz
e, and 

eff
ect

ive
ly 

util
ize

 the 
lim

ited
 

time
 

av
ail

ab
le to

 
ach

iev
e 

goa
ls and 

Tim
e 

ma
na

ge
me

nt 

is
 a 

cru
cia

l 

ski
ll in

 
both

 

pe
rso

na
l and 

pro
fes

sio
na

l life
. It

 
inv

olv
es the 

abi
lity

 

Sta
ff. 

with
 

Ra
mn

ira
nja

n 

Jhu
njh

un
wa

la 

Co
lleg

e and 
Gu

ruk
ul 

Co
lleg

e of
 

Co
mm

erc
e for 

No
n-T

eac
hin

g 

Pro
gra

mm
e on

 
Tim

e 

M
an

ag
em

en
t Ski
ll 

from
 13th
 

July
, 

202
2 to

 
19th

 
July

, 

202
2 in

 
co

lla
bo

rat
ion

 

SA
ND

ESH
 

CO
LLE

GE
 O

F 
ART

S, 

CO
MM

ER
CE

 &
 

SU
MM

AR
Y 

TLE
: 

AD
MI

NI
ST

RA
TIV

E 

TR
AIN

ING
 

PR
OG

RA
MM

E O
N

 
TIM

E 

MA
NA

GE
ME

NT
 

SKI
LL 

Vikh
rol (E), 

Mum
bal 400 083. San

des
h 

Col
lege

 of
 

Arts
, 

Co
mm

erc
e 

&
 

Sct
enc

o 

lon
g-t

erm
 

goa
ls to

 
gui

de you
r 

time
 

ma
na

ge
me

nt 

eff
ort

s. 

all
oca

ted
 

wis
ely

. 

SCI
EN

CE
 had 

att
en

de
d 

Ad
mi

nis
tra

tiv
e 

Tra
ini

ng
 



Tago
re 

V
IK

H
R

O
L

I 

PR
IN

CI
PA

L 

O
F 

AR
TS

 

PH
OT

OG
RA

PH
S:

 Re
gu

lar
ly 

ev
alu

ate
 

you
r 

tim
e 

ma
na

ge
me

nt 

str
ate

gie
s and mak
e 

ne
ce

ssa
ry 

ad
jus

tm
en

ts.
 Re
fle

ct and 
Ad

jus
t: 

B
e 

fle
xib

le in
 

ad
jus

tin
g you
r 

sc
he

du
le 

whe
n 

un
ex

pe
cte

d 

ev
en

ts 

occ
ur. Ad

apt
 to

 
Ch

ang
e: 

Re
gul

ar sho
rt 

bre
aks

 

im
pro

ve foc
us and 

pro
du

cti
vit

y over
 

lon
ger

 

per
iod

s. 

Tak
e 

Br
ea

ks
: 

Po
lite

ly 

dec
lin

e 

req
ue

sts
 or

 
co

mm
itm

en
ts that

 

don
't 

alig
n with
 

you
r 

goa
ls or

 
pri

ori
tie

s. Lea
rn to

 
Say No: 

Es
tab

lis
h 

a 
co

ns
ist

en
t 

mo
rni

ng
 

rou
tin

e to
 

set 
a 

po
siti

ve
 

ton
e for the day.
 

De
vel

op
 a 

Mo
rni

ng
 

Ro
uti

ne
: 

Uti
lize

 

time
 

ma
na

ge
me

nt app
s, 

ca
len

da
rs,

 and 

Use 
Te

ch
no

log
y: 

ea
sie

r. 
Sp

eci
fic

, 

M
ea

su
rab

le,
 

Ac
hie

va
ble

, 

Re
lev

an
t, and 

Tim
e-b

ou
nd

 

goa
ls 

mak
e time

 

ma
na

ge
me

nt 

Set 
SM

AR
T 

Go
als

: 
Sta

rt by
 

tra
ck

ing
 

how you 

cu
rre

ntl
y 

spe
nd you

r 

time
 to

 
ide

nti
fy are
as for 

im
pro

ve
me

nt.
 

Tim
e 

Tr
ac

kin
g: 

Tip
s for 

Im
pro

vin
g 

Tim
e 

M
an

ag
em

en
t 

Ski
lls:

 ex
pe

rtis
e. 

Do
nt 

he
sit

ate
 to

 
de

leg
ate

 

tas
ks 

whe
n 

po
ssi

ble
 and 

ou
tso

ur
ce

 

ac
tiv

itie
s that
 are not you

r De
leg

ate
 and 

Ou
tso

ur
ce

: 

Nag
ar, 

Vik
hrol

l (E), 
Mu

mba
l- 400 081, San

des
h 

Col
lege

 o
f 

Arts
, 

Com
mar

ce 

&
 

Sci
abc

 

EGE C
 

to-d
o lists

 to
 

stay
 

org
an

ize
d. 
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), 
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, 
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e 

O
F 
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Mr. 

Jit
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dr
a 
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r 
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6)
 

Mrs
. 

Sh
rav

an
i 

Gir
kar

 

5)
 

Mrs
. 

Sn
eha

l 
M

ha
tre

 

4)
 

Mr. 
M

an
oh

ar 
Ba

nd
ger

 

3)
 

Mr. 
Yo

ges
h 

2)
 

Mr. 
Vin

ay 
Mh

atre
 

1)
 

Mr. 
Da

tta
tra

y 
Kha

vwl
e 

S.R
. No. 

Nam
e of

 
the 

Fa
cu

ltie
s Nam

e of
 

Pa
rti

cip
an

ts are as
 

fol
low

s: co
nt

in
uo

us
 

im
pr

ov
em

en
t to

 
ma

ste
r. 

ma
xim

ize
 

the
ir 

po
ten

tia
l. It

 
is

 
an

 
ong

oin
g 

pro
ces

s that
 

req
uir

es 

sel
f-a

wa
ren

ess
, 

pra
cti

ce,
 and 

and 

im
ple

me
nti

ng
 

time
 

ma
nag

em
ent

 

str
ate

gie
s, 

ind
ivi

dua
ls can take

 

con
tro

l of
 

thei
r time
 and stre
ss, 

imp
rov

ed 

wo
rk-

life
 

bal
anc

e, and 
gre

ate
r goal

 

ach
iev

em
ent

. B
y 

app
lyin

g key 
pri

nci
ple

s CO
NC

LU
SI

ON
: 

Ra
jpu

t 

and 

pro
fes

sio
na

l life
. 

Eff
ect

ive
 

time
 

ma
na

ge
me

nt lead
s to

 
inc

rea
sed

 

pro
du

cti
vit

y, 

red
uce

d Time
 

ma
nag

em
ent

 is
 a 

fun
dam

ent
al skill

 
that

 can 
sig

nif
ica

ntl
y 

imp
act

 an
 

ind
ivi

du
al's

 

per
son

al 



400 
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L 
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re Naga
r, Viklh
rol (E), 

Mum
bal 400 083. 

Sen
desh

 

Coll
ege 

of
 

Arts,
 

Goa
mer

ce 

&
 

ScB
ence

 

PRÍ
NC

IPA
L equ

itab
le work

 
env

iro
nm

enf
« 

HRM 

pro
mo

tes
 

div
ers

ity 

an
du

siN
n the 

wo
rkp

lac
e to

 
cre

ate
 a 

mor
e 

inc
lus

ive
 and 

Div
ers

ity and 
Inc

lus
ion

: r
edu

cin
g the risk of

 
lega

l 

issu
es. 

H
R

 
ens

ure
s that

 the 
org

ani
zat

ion
 

com
plie

s with
 

labo
r 

law
s, 

reg
ula

tio
ns,

 and 

eth
ical

 

sta
nd

ard
s, Leg

al 
Co

mp
lia

nce
: c

onf
lict

s, 

han
dle

s 

gri
eva

nce
s, and 

fos
ters

 

em
plo

yee
 Em

plo
yee

 
Rel

atio
ns:

 reti
rem

en
t 

be
ne

fits
. ret

ain
 

tal
en

ted
 

em
plo

ye
es.

 This
 

inc
lud

es 

sala
ry 

str
uc

tur
es,

 

bo
nu

ses
, 

he
alt

hc
are

, and 

H
R

 
pro

fes
sio

na
ls 

des
ign

 and 

adm
ini

ste
r 

co
mp

en
sat

ion
 and 

ben
efi

ts 

pac
kag

es to
 

att
rac

t and 

Co
mp

ens
atio

n and 
Be

nef
its:

 add
res

sin
g 

per
for

ma
nce

 
issu

es. 
em

plo
yee

s' job 
pe

rfo
rm

an
ce.

 This
 

pro
ces

s 

inc
lud

es 

set
tin

g 

goa
ls, 

pro
vid

ing
 

fee
db

ack
, and 

H
R

 
ma

na
ge

rs 

des
ign

 and 

Pe
rfo

rm
an

ce
 

M
an

ag
em

en
t: em

plo
yee

s' skil
ls and 

Tra
ini

ng
 and 

De
ve

lop
me

nt:
 inte

rvi
ew

Ws
, and 

ma
kin

g 

hir
ing

 
de

cis
ion

s. 

Re
cr

ui
tm

en
t and 

Se
lec

tio
n:

 
Key 

Fu
nc

tio
ns 

of
 

HRM
: em

plo
ye

es to
 

ach
iev

e 

org
an

iza
tio

na
l 

ob
jec

tiv
es.

 

bu
sin

ess
, as

 
it 

foc
use

s on
 

op
tim

izi
ng

 the 

pe
rfo

rm
an

ce
, 

SU
MM

AR
Y 

TTL
E: 

AD
MI

NI
ST

RA
TIV

E 

TR
AIN

ING
 

PR
OG

RA
MM

E O
N

 
HU

MA
N 

RE
SO

UR
CE

 

MA
NA

GE
ME

NT
 

eng
age

me
nt.

 

Ma
int

ain
ing

 

hea
lthy

 

em
plo

yee
 

rel
ati

on
s is

 
vita

l for 
a 

pos
itiv

e work
 

en
vir

on
me

nt.
 H

R
 

ma
nag

es 

im
ple

me
nt 

pe
rfo

rm
an

ce
 

ap
pra

isa
l 

sys
tem

s to
 

ass
ess

 and 

ma
nag

e 

kno
wle

dge
. This

 
help

s in
 

im
pro

vin
gjo

b 

per
for

ma
nce

 and 
car

eer
 

gro
wth

. HRM 

is
 

res
po

nsi
ble

 for 
pro

vid
ing

 

tra
ini

ng
 and 

de
ve

lop
me

nt 

op
po

rtu
nit

ies
 to

 
enh

anc
e 

job 
vac

anc
ies

 

wit
hin

 the 
org

an
iza

tio
n. This

 

inv
olv

es 

cre
atin

g job 
de

scr
ipt

ion
s, 

co
nd

uc
tin

g 

H
R

 
pro

fes
sio

na
ls are 

res
po

nsi
ble

 for 
fin

din
g, 

att
rac

tin
g, and 

hiri
ng the righ

t 

can
did

ate
s to

 
fill 

we
ll-b

ein
g, and 

de
ve

lop
me

nt 
of

 

ass
oc

iat
ed

 

with
 

ma
na

gin
g an

 
or

ga
niz

ati
on

's 

wo
rkf

orc
e. HRM 

is
 a 

cri
tic

al 

co
mp

on
en

t of
 

any 

Ma
na

ge
me

nt 

(HR
M) 

pro
vid

es an
 

ov
erv

iew
 of

 
the key 

fun
cti

on
s, 

pri
nc

ipl
es,

 and 
ch

all
en

ge
s Co

lleg
e of

 
Co

mm
erc

e for 

No
n-T

eac
hin

g 

Sta
ff. 

A
 

sum
ma

ry 

rep
ort

 on
 

Hu
ma

n 

Re
sou

rce
 

in
 

co
lla

bo
rat

ion
 

with
 V

. 
G

. 
Vaz

e 

Co
lleg

e of
 

Art
s, 

Sc
ien

ce and 

Co
mm

erc
e and 

She
th 

N.K
.T.T

. 

Pro
gra

mm
e on

 
Hum

an 

Re
sou

rce
 

M
an

ag
em

en
t from

 08th
 

Oc
tob

er,
 

202
2 to

 
14" 

Oc
tob

er,
 

202
2 

SA
ND

ES
H 

CO
LL

EG
E O

F 
ART

S, 

CO
MM

ER
CE

 &
 

SC
IEN

CE
 had 

att
en

de
d 

Ad
m

in
ist

ra
tiv

e 

Tr
ain

ing
 



S
A

N
D

 

Tago
re 

Nag
ar, 

Vik
hrol

l (E), 
Mum

bai 

- 400 083, San
desh

 

Coll
ege 

of
 

Arts
, 

Cor
nma

rce 

&
 

Sclo
nce

 

LEGE
 O

F 

PR
ÍNC

IPA
L 

wit
h 

re
sis

tan
ce

. 
Im

ple
me

nti
ng

 H
R

 
ini

tia
tiv

es ofte
n 

inv
olv

es 

ma
nag

ing
 

org
an

iza
tio

na
l 

cha
nge

, 

whi
ch can be

 
met Cha

nge
 

and 
da

ta.
 

H
R

 
pr

of
es

sio
na

ls mus
t 

ada
pt to

 
new 

tec
hn

olo
gie

s for 
be

tte
r 

ma
na

ge
me

nt 

of
 

H
R

 
pro

ce
sse

s 

Te
chn

olo
gy 

Int
egr

ati
on

: Pro
mo

tin
g 

div
ers

ity
 and 

inc
lus

ion
 

req
uir

es 

co
nti

nu
ou

s 

eff
ort

 to
 

ens
ure

 an
 

inc
lus

ive
 

wo
rkp

lac
e. Div
ers

ity and 
Inc

lus
ion

: 
cha

nge
. 

Ad
he

rin
g to

 
lab

our
 

laws
 and 

reg
ula

tio
ns

 is
 

ess
en

tia
l, but they

 can be
 

com
ple

x and 
sub

jec
t to

 

Co
mp

lia
nc

e and 
Re

gu
lat

ion
s: 

Ke
epi

ng 

em
plo

ye
es 

eng
age

d and 

mo
tiv

ate
d to

 
red

uce
 

tur
no

ve
r is

 
an

 
on

go
ing

 

ch
all

en
ge

. 

Em
plo

yee
 

Re
ten

tio
n: 

Fin
din

g and 

hiri
ng the righ

t 

tale
nt in

 a Ta
len

t 
Ac

qu
isi

tio
n: 

Ch
all

en
ge

s i
n 

HRM
: 

tra
ini

ng
, and 

pe
rfo

rm
an

ce
 

ma
na

ge
me

nt.
 

The use of
 

H
R

 
an

aly
tic

s and data
 can help
 

mak
e 

inf
orm

ed
 

de
cis

ion
s 

rel
ate

d to
 

rec
ru

itm
en

t, 

Da
ta-

Dr
ive

n 
De

cis
ion

-M
ak

ing
: 

ind
ust

ry 
tre

nd
s. 

The fiel
d of

 
H

R
 

is
 

ev
er-

ev
olv

ing
. H

R
 

Co
nti

nu
ou

s 
Le

arn
ing

: 
are the 

or
ga

niz
ati

on
's mos
t 

va
lua

ble
 

ass
et. 

HRM 

sho
uld

 

pri
ori

tize
 the 

we
ll-b

ein
g and 

de
ve

lop
me

nt of
 

em
plo

yee
s, 

Em
plo

ye
e-C

en
tri

c: 
or

ga
niz

ati
on

's 
suc

ces
s. 

H
R

 
str

ate
gie

s 

sho
uld

 

alig
n with
 the 

ove
rall

 

bus
ine

ss goa
ls and 

ob
jec

tiv
es to

 
sup

por
t the Str
ate

gic
 

Al
ign

me
nt:

 
Key 

Pri
nc

ipl
es of

 
HRM

: 

Ma
na

ge
me

nt:
 

co
mp

eti
tiv

e job 
ma

rke
t can be

 
ch

all
en

gin
g. 

pro
fes

sio
na

ls mus
t stay
 

up
dat

ed on
 

best
 

pra
cti

ces
 and 

rec
og

niz
ing

 
that

 
they

 



R
O

N
V

S
 

400 
083

. 

(E) 
VI

KH
RO

LI 

NER
CE &

 

Tag
ore 

Nag
ar, 

Vik
hro

ll (E), 
Mu

mba
l 400 083.

 

San
des

h 

Co
lleg

e of
 

Arts
, 

Co
mm

erc
e 

&
 

Sc
len

a 

PR
IN

CI
PA

L 

AR
IS 

5)
 

Mr. 
Yo

ges
h 

Ra
jpu

t 

4)
 

Mr. 
Da

tta
tra

y 
Kh

aw
le 

3)
 

Mr
s. 

Sn
eh

al 
M

ha
tre

 

2)
 

Mr. 
M

an
oh

ar 
Ba

nd
ger

 

1)
 

Mr. 
Vin

ay 
Mh

atr
e 

S.R
. No. 

Na
me

 of
 

the 

Fa
cu

lti
es

 Nam
e of

 
Pa

rti
cip

an
ts are as

 
fol

low
s: 

str
ate

gy
 can 

co
ntr

ibu
te to

 a 
mor

e 

pro
du

cti
ve

, 

en
ga

ge
d, and 

inc
lus

ive
 

wo
rkf

orc
e. 

ac
qu

isi
tio

n, 

co
mp

lia
nc

e, and 

ad
ap

tin
g to

 
cha

ng
ing

 

wo
rkp

lac
e 

dy
na

mi
cs.

 A
n 

eff
ect

ive
 

HRM op
tim

ize
 

em
plo

ye
e 

pe
rfo

rm
an

ce
, 

wh
ile also

 

ad
dre

ssi
ng

 

ch
all

en
ge

s 

rel
ate

d to
 

tal
ent

 

SU
M

M
AR

Y:
 

PH
OT

OG
RA

PH
: 

O
F 

C
O

 

iIts 
mos

t 

va
lua

ble
 

as
se

t-i
ts 

pe
op

le.
 

HRM 

en
co

mp
as

se
s 

var
iou

s 

fun
cti

on
s and 

pri
nc

ipl
es to

 

Hu
ma

n 

Re
so

urc
e 

M
an

ag
em

en
t 

pla
ys 

a 
cru

cia
l role
 in

 
an

 
or

ga
ni

za
tio

n's
 

suc
ces

s by
 

ma
na

gin
g 



Conven0r 

MOESH 

Prilcipal 

SCIENCE 
S. 

We 
wish 

him/her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

college 

in 
the 

month 

of 
Sept 

completcd 

Hanagement 

fatoomalon 

system 

Mo. DatatsAy khauale 

,20 (g 

has 

Ot 
is 

our 
pride 

privilkge 

to 
certify 

that 

Certifícate ofpreciatiol 
$ 

Tagore 

Nagar, 

Vikh:oi 

(E), 
Mumbai 

-400083. 

OF 

ARTS,CO 

ERCE 

& 
SCIENCE 

ANDESCOLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 



ConwerOT 

Vaides 

COMMERO 

Pricipal 

sCIENC 

We 

wish 
him/her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

college 

in 
the 

month 

of 

Sept 

, 20_I8 

Ms Vinay 

comyplercd 

Mhatse 

has 

Or 
is 

our 
pride 

e 
icge 

to 
certify 

that 

Certificate of Appreciation 

Tagore 

Nagar, 

Vikhroli 

(E), 
Mumbai 

-400083. 

OF 

ARTS,COMMERCE 

& 
SCIENCE 

SANDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 

Hanaqement 

intoomrin 

Sstem 



sonvenor 

Vaides 

IENCE 
cOLLESF 

Prihcipal 

SARDES 

We 
wish 

him/her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

collge 

in 
the 

month 

of 
Jun. 

, 20 \Q_ 

completed 

Woskinq 

wh 

Taly 
ERP 

Ms pandusanq_ Gisase 

has 

Ot 
is 

our 
pride 

eilege 

to 
certify 

that 

Certificate nf Appreciatíon 

Tagore 

Nagar, 

Vikhroli 

(E), 
Mumbai 

-400083. 

OF 

ARTS,CMMERCE 

& 
SCIENCE 

CSANDESHCOLLEGE 

DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 



bneenor Jajes 

Principal 

RTS 

ABES 

We 
wish 

him/her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

college 

in 
the 

month 

of 

Jün 

20 14 

completed 

Looskinq 

with 
Talty 

ERP 

Ms. 
Sachin 

Mause 

kos 

has 

r is 
our 

pridprivilege 

to 
certify 

that 

Certificate of Appreciation 

Tagore 

Nagar, 

Vikhroli 

(E), 

Mumbai 

-400083. 

OF 

ARTS,COMMERCE 

& 
SCIENCE 

SANDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 



gnvenor 

490 D83. 
(E) 

VIKHROLI 

Principal 

OESN COOLLEF 

We 
wish 

him/her 

sucess 

in 
every 

future 

endeavour. 

completed 

_ 
Hs-
CT 

and 

Advance 

Excel 

conducted 

by 
our 

college 

in 
the 

month 

of 
Tuls 

20 20 

Mis. Snehal Nhatse 

is 
our 

pride 

e 

has 

je 
to 

certify 

that 

Certificate f Appreciation 

Tagore 

Nagar, 

Vikhroli 

(E), 
Mumbai 

-400083. 

OF 

ARTS,COMMERCE 

& 
SCIENCE 

SANDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 



cenvenor 

400 083. 
(E) 

Priipal 

MERCE 

VIKHROLI 

ARTS 

conducted 

by 
our 

college 

in 
the 

month 

of 
Tuls 

We 
wish 

him/her 

sucCess 

in 
every 

future 

endeavour. 

20 20 

completed 

Hg-
cIT 

and 

Acvance 

Excel 

Mag. shsavoni Gigkas 

has 

chis t 
is 

our 
pride 

pri 

g 
io 

certify 

that 

ertíficate of 

Tagore 

Nagar, 

Vikhroli 

(E), 

Mumbai 

-400083. 

OF 

ARTS,COMMERCE 

& 
SCIENCE 

SANDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 

Appreciatíon 



Conven0r 

400 089. 

(E) 

Principal 

VIKHROLI 

We 
wish 

him/her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

college 

in 
the 

month 

of 
Auq20_21 

completed 

CoUsSe 

on 
(omputet 

ConcepBs 

N yogesh Ra�put 

has 

t is 
our 

pride 
privilege 

to 
certify 

that 

Certificate 

Appreciation 

Tagore 

Nagar, 

Vikhroli 

(E), 
Mumbai 

-400083. 

OF 

ARTS,COMMERCE 

& SCIENCE 

SANDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 

DDASARAK SHIKSHAN SANSTHA'S 



cohvenor 

Principal 

AMERLE 

Bt ARTS 

We wish him/her 
conducted 

by 
our 

college 

in 
the 

month 

of 
Auq 

20 
21 

completed 

(UsSe 

on 
(ompuBes 

(oncepts 

Mas. shaavani Gigkax 

has 

chue is our 
pride 

eiilege 

to 
certify 

that 

Certificate of Appreciation 

Tagore 

Nagar, 

Vikhroli 

(E), 
Mumbai 

-400083. 

OF 

ARTS,COMMERCE 

& 
SCIENCE 

SANDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 

success 

in 
every 

future 

endeavour. 



3IN 

Convenor 

N3 

400 083. 

Principal 

(E} 
vIKHROLI 

RTS CON 

We 
wish 

him<her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

college 

in 
the 

month 

of 
Tols 

20 
12 

completcd 

Tme 
Manaçement 

skin 

N. Mangha� Bandges 

has 

h 
is 

our 
yride 

e 
privilege 

to 
certify 

that 

Certificate of Appreciation 

Tagore 

Nagar, 

Vikhroli 

(E), 

Mumbai 

-400083. 

OF 

ARTS,CODMMERCE 

& 
SCIENCE 

SANDDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 



CoHveor 

PHncipal 

We 
wish 

him/her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

college 

in 
the 

month 

of_ 
Tuls ily 

,20 22 

completed 

Tfme 

Manogement 

ski 

Hs. 
Jtendsa 

kumas 

paosod 

has 

is 
our 

pride 

ileqe 

to 

Certificate of Appreciatíon 

Tagore 

Nagar, 

Vikhroli 

(E), 

Mumbai 

-400083. 

OF ARTS,COMMERCE 
SANDESH OLLEGE 

DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 

certify that 

& SCIENCE 



Covenor 

400 083. (E) 
VIKHROLI 

Principal 

We 
wish 

him/her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

college 

in 
the 

month 

of 
oct 

20 92 

completed 

Human ResouTe Monogement 
ts. Dottatsas khaule 

has 

cis our 

rpride 

e 
yriviteae 

to 
certify 

that 

Certificate of Appreciation 

Tagore 

Nagar, 

Vikhroli 

(E), 
Mumbai 

-400083. 

OF 
ARTS,COMMERCE 

& 
SCIENCE 

SANDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 



Sonvenor 

400 083. 
(E) 

VIKHROLI 

Principal 

We 
wish 

him/her 

success 

in 
every 

future 

endeavour. 

conducted 

by 
our 

college 

in 
the 

month 

of 
oct 

20 22 

completed Humon Resouce 

Human Resouce Hanaement 

Ho. Vinas Mhatse 

has 

t 
is 

our 
pride 

e pryto 

certify 

that 

Certificate of Apprecíation 

Tagore 

Nagar, 

Vikhroli 

(E), 
Mumbai 

-400083. 

OF 

ARTS,COMMERCE 

& SCIENCE 

SANDESH COLLEGE 
DNYAN 

PRASARAK 

SHIKSHAN 

SANSTHA'S 
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