10-Day Comprehensive Training Program
for Non-Teaching Staff
M.S. Ramaiah University of Applied Sciences
Bangalore, Karnataka
Executive Summary
This comprehensive 5-day training program is designed to enhance the capabilities of non-teaching staff at M.S. Ramaiah University of Applied Sciences (MSRUAS). The program addresses seven critical skill categories identified through organizational needs assessment, aligning with the university's vision of excellence in education and administration.
The training covers Communication Skills, Computer & Technology Proficiency, Administrative Competencies, Professional Development, Technical Skills, and Compliance Documentation. Each day is structured to provide a balanced mix of theoretical knowledge and hands-on practice, ensuring participants can immediately apply their learning to their daily responsibilities.
Program Objectives
1. Enhance communication and interpersonal skills for effective professional interactions
2. Build computer literacy and proficiency in MS Office and ERP systems
3. Strengthen administrative, secretarial, and documentation capabilities
4. Develop understanding of NBA/NAAC compliance requirements
5. Foster professional development and continuous learning mindset
6. Improve technical competencies for laboratory and specialized staff
7. Promote best practices and quality standards in university operations


Day 1:  Aspiration Management
	Date
	Time
	Topic
	Details
	Note

	                                       9th March   2026
     















10th March   2026                                                                                                              
	2:00 PM to 3:30 PM
	Inauguration
Context Setting
Aspiration Management 

Trainer: Mr. Ramanan
	
Objective: 
Understanding the intrinsic motivation 
Career Goals setting

	

	
	3:30 PM – 3:45 PM
	Tea Break

	
	4:00 PM-5:30 PM
	Continuation of the session -Aspiration Management 

Trainer: Mr. Ramanan
	 
Objective: 
Understanding the intrinsic motivation 
Career Goals setting

	

	
	Day 2-
	 Professional Administrative Skills & Office Management

	
	2:00 PM – 3:30 PM
	 Secretarial & Administrative Skills Trainers: (External) Mr. Ashwath Ramaiah- Unique Consultants
	 Objectives: 
· Introduce professional secretarial competencies 
Written Communication  
· Email etiquettes 
· MOM and Circulars 
Preparation for meetings · Learn effective scheduling, correspondence, and record-keeping.
	

	
	3:30 PM to 3:45 PM
	TEA BREAK
	
	

	
	4:00 PM - 5:30 PM
	Workplace Ethics Trainer: Mr. Ashwatha Ramaiah
	Objectives: · Organisation Vision and Mission and Values · Higher values of work life · Accountability and Ownership · Sense of belongingness for the organisation · Emphasising importance of ethical conduct at workplace• Collect feedback
Activities: Group discussion, feedback forms

	


             Day 3: Digital Proficiency
	                 11th March 2026 














12th March 2026                                                       

                                                                                                      
	2:00 PM - 3:30 PM
	 Understanding  
 AI Tools such as Claude, Chat Gpt ,Co pilot 
Trainers: Dr. Nageshwar Guptha-CSE
	 Objectives: 
• Learn MS Office Tools for day-to-day operations Introduction to Prompt Engineering Activities: Hands-on practice sessions, live demonstrations


	
	3:30 PM - 3:45 PM
	Tea Break

	
	3:45 PM-5:30 PM
	Ms-Office tools

Dr. Shilpa 
	 
Objectives: 
• Learn MS Office Tools for day-to-day operations 


	
	Day 4 
	 IT and language proficiency 

	
	2:00 PM - 3:30 PM
	ERP Systems & University Applications
Trainers: ERP team
	Objectives:
• Navigate university ERP management systems
• Learn IDN preparation and salary slip access
• Understand digital workflows and online portals
Activities: Live system demonstrations, guided practice sessions
Trainers: IT Department & System Administrators

	
	3:30 PM – 3:45 PM
	TEA BREAK
	

	
	4:00 PM - 5:30 PM
	 English for Communication skills Trainer: Mrs. Roopa S Patil -CPD
	 English for Communication at Workplace · Introduction of Wordsworth English Language software to enhance competency and confidence

	

	Day 5 
	Professional Competency
	

	13th March  2026
	2:00 PM- 3:30 PM
	Documentation for NBA & NAAC Compliance Trainer: Dr. Madhu-IQAC
	Documentation for NBA & NAAC Compliance Trainers: Dr. Madhu-IQAC

	
	3:30 PM -3:45 PM
	TEA BREAK
	

	
	3:45 PM – 5:30 PM
	Job Comprehension & Self-Improvement Trainers: HR Development Specialists (Mr. Manish Subodh
	Objectives: • Develop better understanding of job roles and responsibilities • Learn strategies for continuous self-improvement • Set personal development goals · Career Path movement Activities: Self-assessment tools, goal-setting workshops,

	

	Day 6
	Interpersonal Skills
	

	14th March 2026
	2:00 PM to 3:30 PM
	Professional Etiquette & Guest Handling Trainer: Dr. Ankitha Sharma- FHMCT
	Objectives: 
• Master workplace etiquette and professional demeanour • Learn effective guest handling and hospitality skills • Understand social skills relevant to university environment Activities: Simulation exercises, etiquette demonstrations, Q&A sessions

	
	3:30 PM to 3:45 PM
	Tea Break
	

	
	4: 00 PM
To 5:30 PM

	Interpersonal Skills with emphasis on Team building Trainer: Mrs. Farhat Begum-CPD
	Objectives: • Enhance teamwork and collaboration skills Activities: Case studies, team-building exercises

	
	Day 7
	Professional Growth
	

	16th March 2026
	2:00 PM- 3:30 PM
	Identifying strengths, interests and shaping professional aspirations Trainer: Dr. Srivatsa- CPD
	Objectives: · Self- Development · Re-Connecting with professional goal setting

	
	3:30 PM- 3:45 PM
	TEA BREAK
	

	
	3:45 PM – 5:30 PM
	Lifelong Learning for Professional Development
 Dr. Pallabi Mund- FMC
	Objectives: Introducing MOOC, NPTEL, SWAYAM COURSE ERA

	17th March 2026
	DAY 8
	Personal Health Management & Health Crisis
	

	
	2:00- PM 3:30 PM
	RMC - Team
	 Objective:
· Understanding Personal Health
· Preventive Healthcare Practices
· Understanding Health Crisis
· First Aid & Immediate Response

	
	3:30 PM – 3:45 PM
	TEA BREAK
	

	
	3:35 PM – 5:30 PM
	Stress Management
Trainer: Ms. Farhat Begum



	Objective:
· Understanding Stress
· Sources of Workplace Stress
· Self-Awareness and Stress Assessment
· Time and Work Management
· Relaxation Techniques

	18th March 2026
	Day 9
2:00 PM – 3:30 PM
	Poster Presentations
	Content based Poster Presentations

	
	3:30 PM – 3:45 PM
	Tea Break
	

	20th March 2026
	Day 10
2:00 PM 
4:00 PM

	Valedictory- 
Guest of Honour- Shri. Ashok Rao- Registrar RUAS
	Objectives:
• Recognize participant achievements
• Share key takeaways and commitments
• Motivate for continuous improvement
Activities: Speeches by leadership, certificate distribution, group photo





Implementation Guidelines
1. Participant Selection
All non-teaching staff across RINER, FLAHS, FDS, FHMCT, and FET faculties should be included. Priority should be given to staff with identified skill gaps.
2. Training Venue
Utilize MSRUAS's modern classrooms, computer labs, and seminar halls. Ensure access to necessary technology and equipment.
3. Resources Required
Computers with MS Office and ERP access, training materials, assessment tools, certificates, refreshments, and audio-visual equipment.
4. Evaluation & Assessment
Pre and post-training assessments, daily feedback forms, practical demonstrations, and 30-60-90 day follow-up evaluations.
5. Post-Training Support
Establish mentoring system, provide e-learning resources, conduct quarterly refresher sessions, and create peer support groups.
6. Budget Considerations
Account for trainer fees, materials, refreshments, certificates, and potential external consultant costs.
Expected Outcomes
1. Enhanced professional communication across all levels
2. Improved computer literacy and efficient use of digital tools
3. Better administrative efficiency and documentation quality
4. Stronger compliance with accreditation standards (NBA/NAAC)
5. Increased staff confidence and job satisfaction
6. Reduced errors in data management and reporting
7. Improved service delivery to students, faculty, and visitors
8. Stronger culture of continuous learning and development
