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GOVERNMENT OF PAKISTAN
FINANCE DIVISION
HRM WING
(HR-Il SECTION)
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No. F.8 (18)2013-HR-I! Islamabad, the 7! April, 2025

CIRCULAR

Subject: ONE WEEK (PART-TIME) TRAINING COURSE ON “E-OFFICE
APPLICATION” FROM 26-05-2025 TO 30-05-2025

The Secretariat Training lnétit_ute, lslamabéd vide Memorandurn No. 5-

7/2025-SD-li, dated 4™ April, 2025 (copy enclosed) has informed that; Institute - will
organize subject course for Government servants from 26-05-2025 to 30-05-2025 at

09:00 a.m. to 11:00 a.m. daily at Secretariat Training Institute, Islamabad.

2. All interested employees (BS-11-16) of Finance Division for the. subject
training course are advised to submit their nominations to HR-il Section before

08.05.2025 for onward transmission to Secretariat Training Instltute Islamabad. Late

applications shail not be entertained.

Shjid\Hussain)
Sectl n Officer (HR-{1)
Ph: 8208287

1. PS to all Additional Finance Secretaries, Finance Divisio'n, Istamabad.
2. Web Master, Finance Division, Islamabad. |
3. Notice Board



GOVERNMENT OF PAKISTAN
(ESTABLISHMENT DIVISION)
SECRETARIAT TRAINING INSTITUTE
FEE O
' Np.5-7/2025-SD-1] Dated 4™ April, 2025

MEMORANDUM

Subject: ONE WEEK (PART-TIME) TRAINING COURSE ON “E-OFFICE APPLICATION” -
FROM 26-05-2025 TO 30-05-2025.

In order o create awareness aboul paperless environment and government vision of electronic
government, STI is organizing subject course from 26-05-2025 1o 30-05-2025. The lraining sessions

will be held from 09:00 to 1 1:00 hours dailv or as notilied otherwise. Details are as Tollows:-

Target Audience/Group: -
This course is designed for Federal Govt. Employees BS-11-16 of those Ministries/Divisions &

Attached Departments where NITR's E-Office application is operational.

Cuurse obfeclives: )
To introduce E-Office application/programme and create awareness about the concept ol

sacity of participants to start work on this new system without

electronic government and build the ca
any hesitation/shyness

Course Contents/Qutlines:

[ | Introduction to E-Office
i | Scanning and Adding of Previous i
“Noting and Correspondence m E-file | | and Noti
v | How to Create DEA o vi | Submission of Fite to Seniors and

vii | Opening of Part-file & Tackling of Issuance of Letters/Q.M, Memorandum,
Allied Issues. J.C. and other Forms of
Communication ta Concerned Office

it

subject to first come (st served basis. |
Government Ministries/ Divisions / Departments and Organizalions may
15.05-2025. Late nominations will _noi _bhe entertained. Normally all nominations received by the cutoff

Owing o Himited seating capacily, maximum (wo nominees from an organization would be accepted
i orequesied that Nominations of suitable officials of the Federal
reach ~ this Institute  latest by

date arc accepted unless otherwise intimated. Nominating agency may, therefore, intimate its Phone/ Fax/ Mob

Nos./ F-matl  for
mentioned below. Selected officials/ nominee{

this purpose and also confinn acceptance of their nominations over lelephone number
<3 may report Lo thig Institute for registration on 26" Mav, 2025 at

1900 hours. No registeation shall be atlowed alter 0915 howurs. The course 1s {ree of charge, however,
i TA/DA for participation'is involved; the same may be claimed lrom the respective nominating
oulstation e, other than Islamabad/Rawalpindi will not be

Organizations. Nominations {rom

entertainedfaccepted.
" the course in order to become eligible for the

As),,é/)-'z, o ST
(Bashir Ahmed Solangi)

Deputy Director (SD)

3. Participants must aitend all sessions of

Certificate.

To
(1) 1oint Secretaries (Admn). Ministries/ Divisions, localed al 1slamabad / Rawalpindi,
sordinate Offices / Autonomous Bodies.

(11) Heads ol Attached Departments £ Su

Address: Plot No.7. Sector H-9, Islamabad. Website: wwyw.sti.pov.pk



 GOVERNMENT OF PAKISTAN
FINANCE DIVISION
HRM WING
(HR-Il SECTION)

e

No. F.8 (18)2013-HR-II Islamabad, the 7" April, 2025 "

" CIRCULAR:

ONE_WEEK (PART-TIME) TRAINING _COURSE ON' “MICROSOFT
OFFICE (WORD, EXCEL & POWER POINT)” FROM _12-05-2025 TO

16-05-2025 -

Subject:

, The Secretariat Training Institute, Islamabad vide Memorandum No. 5-
5/2025-SD-1t. dated 4™ April, 2025 (copy enclosed) has informed that, institute will
organize subject course for Government servants from 12-05-2025 to 16-05-2025 at

09:00 a.m. to 11:00 a.m. daily at Secretariat Training Institute, Islamabad.

2, All interested employees (BS-11-16) of Finance Division for the subject
training course are advised to submit their nominations to HR-II Section before

01.05.2025 for onward transmission to Secretariat Training Institute, lslamabad. Late

applications shall not be entertained.

>/
~ (ShjitjHussain)
Section Officer (HR-!1) -
"~ Ph: 9208287

1. PS to all Additional Finance Secretaries, Finance Division, Islamabad.
2. Web Master, Finance Division, Islamabad.
‘3. Notice Board



GOVERNMENT OF PAKISTAN
(ESTABLISHMENT DIVISION)
SECRETARIAT TRAINING INSTITUTE

o ook ok

¥ No.5-5/2025-5D-11 Mated 4% April, 2025

MEMORANDUM

ONE WEEK (PART-TIME) TRAINING COURSE ON “MICROSOFT OFFICE
(WORD, EXCEL & POWER POINT)” FROM 12-05-2025 TO 16-05-2023.

Subject:

ST1 is organizing subject course lrom 12 7.05-2025 (0 16-05-2025. The training sessions

will e held from 09:00 to 11:00 hours datly ar as notilied otherwise. Detatls are as [oilows:-

Target Audience/Group:
This course is desipned for Officials of B‘: [1-16.

Course objectives:
To build and enhance word processing expertise, spread sheet assessment and power. point

presentation capabilities of participants by using M 1§ Office Commands and Taools

Course Contents/Qutlines:

1) I Microsoll Word _;_:._ o ]
) | Microsoft Excel 7 - ’
i) Microsofl Power porl » ‘ |

Owing to limited seating Ld})‘lLll\ maxinnm two pontinees from an grganization would be

]

accepted subject to first come first scrved basis, It is requested that Nominations of suitable official§ of the
Federal Government Ministries/Divisions/Departments and Qrganizations may  reach this  lnistitute ;

latest by 08-05-2025. Late nominationy will not be entertained. Normally uH nominations received by
are accepted unless otherwise intimated. Nominating agency may, therelore, intimate ifs
this purpose and alsoe confirm aceeplance of their nontinations over
report o this Institute for

The _

the cutolft date
Phone/ Fax/ Mab Nos/ E-mail Tor
welephone number mentioned  below.

registration on 12" May, 2025 at 8900 hours.
however, it TA/DA for participation is involved; the same may be claimed

than

Selected oificidls/ nominee(s) may
No registration shall e sllowed after 0915 hours,

course is [ree of charge,
from the respeetive nominating Organizations. Nominations from outstation e other

Jslamabad/Rewalpindi will not be entertaingd/ accepted.
F o become eligible for the

3. Parlicipants must attend all sessions ol the course in orde

Certificale.

(B e 1’\hmed Solangi)
Deputy Director (SD)

To
(i) Joint Secretaries (Admn), Ministries/ Divisions, located al Islamabad / Rawalpindi.
Heads of Attached Departments 7 Subordinate Offices / Autonomous Bodies.”

(i)

Address: Plot No.7. Sectar H-9, Islamabad. Website www st gov.pk




GOVERNMENT OF PAKISTAN
FINANCE DIVISION
HRM WING
(HR-1l SECTION}

*k kK

No. F.8 (18)2013-HR-I1 Islamabad, the 7" April, 2025

CIRCULAR

Subject: 4-WEEK (PART-TIME) ENGLISH SHORTHAND SPEED COQURSE FOR
ASSISTANT PRIVATE SECRETARIES/ STENOTYPISTS/ UDCs/ L DCs/
ETC. (BS-01-16) AND DEPENDENTS OF GOVERNMENT SERVANTS

FROM 05-05-2025 TO 30-05-2025

The Secretariat Training institute, Islamabad vide Memorandum No. 2-
1/2024-SD-|. dated 4™ April, 2025 (copy enclosed) has informed that; Institute will
organize subject course for Government servants (BS-01-16) and their dependents, who
have already completed English Shorthand Theory Course. The duration of the course is
from 05-05-2025 to 30-05-2025 at 09:00 a.m. to 11:00 a.m. daily at Secretariat Training
Institute, Islamabad. '

2. | ‘Ali the Assistant Private Secretaries, Stenotypists, UDCs and LDCs and
depandents of Government Servants who are interested for the subject training course
are advised to submit their nominations to HR-Il Section before 25.04.2024 for onward

transmission to Secretariat Training institute, Islamabad. Late applications shall not be

entertained.

(Sajid \Hussain) -
Section Officer (HR-I1)
Ph: 8208287

1. PS to all Additional Finance Secretari‘es, Finance Divisibn, Isiamabad.
2. Web Master, Finance Division, Is‘lama_bad.
3. Notice Board



GOVERNMENT OF PAKISTAN
(ESTABLISHMENT DIVISION)
SECRETARIAT TRAINING INSTITUTE

LA R R

[F No.2-1/2024-813-1. Dated 4" April, 2025

MEMORANDUM

Subject: 4-WEEK (PART-TIME) ENGLISH SHORTHAND SPEED _COURSE FOR__ASSISTANT PRIVATE:
SECRETARIES/STENOTYPISTS/UDCs/LDCs/ETC. (BS-01-16) AND DEPENDENTS OF GOVERNMENT

SERVANTS FROM 05-05-2025T0 30-05-2025.

Secretarial Training Institite is organizing subject course for Government servants (BS-01-16) and
their dependents, who have already completed |
's from 05-05-2025 to 30-05-2025 at 09:00 a.m: to 11:00 am. daily Details are as follow:-

Target Group:
Assistant  Private
Government servants who have knowledge of Lnglish Shorthand Theory.

“nglish Shorthand Theory Course. The duration of the tourse

Secreiaries/ Stenotypists/ UDCs/LDCs/ele. (35-01-16) and dependents ol -

Objectives:
Capacity building in required skill.

Qutcome:
To improve and sustain required level of professional skill in Shorthand.

Course Contents / Qutlines:

Dictation  farm  Piunan  Shorthand o . DN R
Instructor Book:- .| Dictation  Form the Beok of | -~
700 Common Words o

o . .
1 ' o) Contractions

o Special Contractions —— T :
5 Advance Phrascography ot Editorial Dictation from the
. » ol Niyweananers .
I o nlersections _ English Newspapers |

2. Nominations of suitable employees ol the Federal Government Ministrics/ Divisions/ Departments/ -
this Institute by (2-05-2025. Late_nominations will not be entertained.

Orpanizations may reach
Normally all nominations received by the cutoff date are accepted unless otherwise intimated. Nominating

agency may, therefore, intimate its Phone/ Fax/ Mob Nos./ F-miail for this purpose. In the absence of any
the nominee(s) may report 1o this Institule for registration on S May, 2025 at 0900

mtimation Irom STI
hours. No registration shall _be  allowed ufter 0930 hours. The course is free of charge. However, 1f
TA/IA for participation is involved, the same nay be claimed rom the respective nominating ofganizations.

attend all sessions of the course in arder 10 become eligible for the certilicate.

3. Participants must
(Bashir Ahmed Solangh)
Deputy Director (SD)-
i foint Secretary (Admn). Minisiries/ f2visions,
i} Heads of Attached Departments/Subordinate Offices/Autonomous Bodies

located at Islamabad/ Rawalpindi.
i) AD (I'T) for uploading on ST website.

Address: ot No 07, Seetor H=U. Islamabad website: www Stinov pk
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