No. 4/7/2005-2Trg.
From

The Chief Secretary to Govt., Haryana,

To
All the Administrative Secretaries of Haryana State.

Dated Chandigarh, the 14.03.2013

Subject: Nomination for three days Workshop on ‘Emotional
Intelligence’ (WEI) to be held from May 06™ to 08", 2013 at
ISTM, New Delhi.

kA Kok

Sir/Madam,
I am directed to refer to the subject noted above and to enclose a

copy of the letter with enclosures No. 33071/2/2013-ISTM(BT) dated
15.02.2013 received from K. Govindarajula, Joint Director (BT), Institute
Secretariat Training & Management, DOP&T, New Delhi for your perusal at

the website http://csharyana.gov.in and request you to consider and circulate
the same amongst suitable officers working under your kind control so that
they could be able to exercise their options in accordance with terms &
conditions of the Institute Secretariat Training & Management, DOP&T, New
Delhi(ISTM).

Yours faithfully,

ot L
Supeﬁ tendent, Training,
for Chief Secretary to Govt. Haryana.
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No.33071/2/2013- ISTM(BT)
GOVERNMENT OF INDIA
INSTITUTE SECRETARIAT TRAINING & MANAGEMENT
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Training Branch (TEL. 26164285; TELEFAX: 26104183
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A 3-Days “Workshop on Emotional Intelligence” will be conducted in
this Institute from 06 -~ 08 May 2013. The workshop will be useful to the
),gii—{ 5

participants in developing Skills. of Holistic Management both in their job

and personal situations. The details of the programmed i.e. the objectives,
course contents

, level and type of participants, venue etc. are given n
v% Annexure-l.

2. Only such officers should be nominated who can attend the programme

M/ on whole time bhasis. While making nominations the level and type of

participants as indicated in Annexure-1 may kindly be borne in mind. An

|~3-)3 officer who have already attended similar programme conducted by ISTM or
any other institute should not be nominated for this programme.

3. Nomunation (s) in the enclosed proforma {Annexure-Il) may kindly be
sent to the undersigned so as to reach latest by 02nd April, 2013. The receipt
of nomination does not guarantee admission of an officer in the course.

Therelore, the -officer{s) concerned should be relieved for attending the
\programme only after receipt of specific confirmation regarding acceptance of

@ \N\U w nomination.

%W X/L{ ; (K. GOVINDARAJULU)
r.

JOINT DIRECTOR [BT]
e-mail:kg. rajulu@nic.in
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ANNEXURE-I
‘ Conrss Title - '-Z ) grlwr{;"'libglﬁl Fry 3 unuuu.&@i’iax Aﬂ;eiilge:ﬁbc
Venuse : ISTM Campus, JNU (Old) Campus,
_ New Mehrauli Road, New Delhi-110067.
Course Director : K. GOVINDARAJULU
Introduction

Even the most accomplished persons use only about 15% of their true
potential. For others, the figure is much lower. The 1Q helps in learning the
knowledge and skills needed to become a productive member of the society.
It is the Emotional Intelligence that makes a person effective and leverages
his skills to achieve higher success. While the 'Intelligence' of a person can

rarely be changed, the good news is that 'Emotional Intelligence' can be
developed even at later stages in life.

OBJECTIVES: At the end of the course, the participants will be able to:

e Explain significance of Emouonal Intelligence X

. Describe how Emotional Intelligence can make a person effective.

. Explain how the ability to understand and manage emotions of self
and others can be improved.

s Explain how emotional competence helps in being effective team-
member.

METHODOLOGY:

The course will be conducted through highly participative methods
including Case Studies, experience sharmg, discussion and practical
exercises including Meditation.

COURSE CONTENTS:

. Emotional Intelligence: An Introduction

o Mapping my emotions, strengths, beliefs and values. (SELF -
AWARENESS)

. Moderating my impulses and passions; Taking responsibility for my

feelings and actions (SELF - REGULATION)
. The Art of enthusing myself (SELF - MOTIVATION)

. Being Aware of others' emotions, feelings, needs and concerns
(SOCIAL AWARENESS)
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. Becoming Effective in influencing others to respond favourably
’ (SOCIAL SKILLS)
. Being an Effective Team Member (SOCIAL SKILLS)
° Action Plans

——

Duration: 3 days
COURSE CAPACITY: 25

LEVEL & TYPE OF PARTICIPANTS

The programme is designed for Group A & B Gazetted Officers in Ministries/
Departments and middle management in PSUs.

HOSTEL FACILITIES

The Institute has a modest hostel facility which will be available on twin
sharing basis. -

CAPITATION FEE:

A capitation fee of Rs.2000/- (Rupees Two Thousand) per participant will be
payable for nominees of organizations other than Central or State
Governments on their admission to the course. The capitation fee may be
paid by a crossed Account Payee Cheéque/Demand Draft drawn in favour of
“Assistant Director, Institute of Secretariat Training & Management,

New Delhi”, payable at New Delhi at the time of registration on the opening
day of the course.
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NOMINATION FORM

ANNXURE - 11

From .o L To
Course Title :
1. | Name R e nen i :
2. | Designation | 3.5cale of Pay l
4. | Organisation with Compiete Address and T elnphone/ Fax Numbers arrd E mail ID: (fo
which intimation about nomination is to be sent)
5. | Whether it is a Central/State Govt. Ministry/
Department or PSU / Autonomous Body:
6. | Educational 7. Professional
Qualification: Qualification:
8. | Whether 9. Service to
SC/ST/OBC/General: which belongs:

10. Brief Service particulars:

S.No. Post Held From To Scale of Nature of duties
Pay
11. Whether fulifils eligibility conditions:
12. How the programme is likely to benefit the nominee as well as the organisation:
13. Previous courses attended at ISTM:
{with dates in bracket)
14, Whether hoste} accommodation is

required:

course. The prescribed Capltation ¥

ISTM for this course.

Signature of the Nominee:
To be filled in by Sponsoring Authority
Itis certified that the particulars given above are correct. The officer will be relieved
for training, if selected and in no case will he/she be withdrawn in between from the

ee and other charges as appiicable wiil be paid to

Complete Postal Address of the Sponsoring
Authority With Telephone Number and Fax

Number

Signature:
Name/Designation:
(of the Sponsoring

| authority)

with Office Seal
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