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Ad皿inistrative s則s are qualities血at help to conxplete tasks

rel舐id to managing a business.皿s might invoIve responsibilities such

as蝕ing paperwock, meeting wi血intemal and extemal stakeholders,

PreSenting inxportant infomation, developing processes’anSWemg

empIoyee questions and more. There are many administrative s鮒Is that

heb to perfom these responsibilities in an e能cien珂uality way.

Administrative s則s are inxportant because血ey keep business

PrOCeSSeS ruming smoo拙y. Any successful, e能cient organization

Should have bo血administrative professionals who have strong s則s in

血is∴area,∴as We11 as individual contributors who have good

administrative skills.

There are many soft and technical s軸s that contribute to a strong

Set Of administrative s則s. W皿e the techrical s則s required for

a血iinstrative tasks may vary from business to business (SuCh as

Profici孤呼南曲筆reC適c softwane or pla債bms),血ere are several soft or

雪珊鎮Personal,, s皿s common amo鴫pcople wi血strong administrative

S捌1s (馳ion, Comunication, Teamwock, Customer service,

Iteaponsib址ty, Time manngement and Multitasking).
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Corr聴I) Ond e n ce

l.昼型ee (Keynote SDe塑

Aniruddha A・M・, M.Tech., a,h.D)

Assistant Professor and Administrative O飾cer

Depatment of Civil Engineemg

Mahar砧a Iusti請e of TechnoIogy Mysore

About keynote speaker :

BE in Civil Engg. 2006 to 2010 at NCET, Bengaluru.

◆ 2010 June to 201 1 Dec Junior Engineer at NCC Ltd.

◆ 201 1 to 2013 M. Tech. (Hydraulics) at NIE, Mysuru.

◆ 2012 Aug to 2013 July, Guest faculty aLMIT Mysore.

◆ 2013 July to present, Assistant Profes?Or OfCivil Engg. at MIT Mysore.

◆ 05.09.201 9 to present Additional Charge as Administrative O鉦cer at MIT Mysore.

◆ Rapresented Mysore Zone in Under-15,17,19 & 25 Cricket teams. o

◆ A qualified cricket u叩ire, aCCredited as Leve1 1 unpire by BCCI.

◆血erested in debates and essays in Kamada and an ordant fan ofthe Kamada

血哩uage.
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3. App獲eciation letter to Kevnote Sneaker
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4.工nvitatio皿
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6. PariiciDantS detaiIs
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7. A備Cndance

This Webinar was conducted through Google Meet

(link:幽Q可tia」千iw-qZm, 210 people was attended) and

Went live on YouTube (link‥垣唾:/!youtu.be/zzdKP坦趣, 237 people was attended)
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8. Ce巾脆cate

〈〈cer書i触e iD)〉

冊M SRI MA棚JNATHA甑NAMAHA ‖
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Krishnamurthypuram, My§ur埴amataka, lndia

(Managed ♭y: §.D.M.と. Soci帥㈹岬i「e, K綱ataka巾ia

Department of Chemistry and IQAC
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Shaping up the Career§′′ on 8t剛y 2021 0rg制ized by De阿tment Of Chemistry , MMK

and §DM MMV , Mysu旧570004
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9. ParticiDantS feedback

Chemistry Webin∂r

Questions Responses @　se軸gs Totalpoints.0

346 responses　　　詣

Message for respondents

This exam is not chrrently accepting

規M鵬S説醜鑓醜盆噂8laya

輔粗的剛肘勘即的恥M呼調0棚
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Q吐COme and conclusion

Administrative skills can help person to be well

Organized, a StrOng COm軸micator and enhance custdmer

Service skills. While administrative s珊Is are certainly

important in administrative roles like o能ce manngers and

receptionists,血ey are also help餌in nearly any job. Hence

COnducted址s type of webinar gives take a closer look at

What administrative skills are’Why they are important and

how you can improve血em to all血e participants.
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