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= Getting start with MS Power Point

* |ntroduce the Interface

= Create own presentation

= Using templates

= Format presentation

* Using Graphics (Photos/Videos/Audio)
= Using charts, Tables and smart arts

=  Working with Master slide

= Animations and Transitions
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Advanced Microsoft Excel
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= Format sheets

= Basic shortcuts

= Using templates

»= Data Validation

= Pivot tables and working with pivot charts
»= Lookup functions

= Data forecasting

= Excel tips and tricks

=  Workbook security
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Public Speaking and Professional Writing (English)
Being an Iconic Communicator
SGMDTU TLD2 P1 19

Objectives

Personality Development of Executive Level Officers

Objectives

= Develop professional communication and speaking, writing skills
= Career development

= To develop negotiation ability and confidence

= Eradicate state fear

Content

Public Speaking Writing
= Presentation Skills = Report writing & Project Proposal
= Imprimitive speaking skills = Formal letter writing
= Conducting a formal meeting = Develop skilling standing reports
= (Call ethics =  Memo writing
= Negotiation skills = Email writing
= Path for obtaining a professional qualification * Agenda and meeting minutes
= Opportunities of further development = Reviewing & Summarizing reports

= (Eg: Tose Master)
= Formal letter writing
= Animations and Transitions

Training Methods

Theory and Practical

Target Group

Executive level officials in the Provincial Public Service

Number of workshops Training Days Number of participants
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Advanced Microsoft Excel
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= Format sheets

= Basic shortcuts

= Using templates

»= Data Validation

= Pivot tables and working with pivot charts
»= Lookup functions

= Data forecasting

= Excel tips and tricks

=  Workbook security
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Microsoft Power Point
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= Getting start with MS Power Point

* |ntroduce the Interface

= Create own presentation

= Using templates

= Format presentation

» Using Graphics (Photos/Videos/Audio)
= Using charts, Tables and smart arts

»  Working with Master slide

» Animations and Transitions
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= |T Fundamentals

= Hardware, Operating System, Internet Emails
=  Microsoft Word — Working with Documents

=  Word Art, Borders and formatting

= Using Graphics, Spelling and Grammar

= Page setup, Printing documents

= Password Protection & Document Conversion
= Microsoft Excel — Working with work sheet

= Formatting, Inserting, Functions, Page Setup
= Charts, IF-else, Printing

= Password Protection

=  Workbook security
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Human Energy Development Through Entertainment
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Public Speaking and Professional Writing (English)
Being an Iconic Communicator
SGMDTU ML D2 P141

Objectives

Personality Development of Secondary Level Officers

Objectives

= Develop professional communication and speaking, writing skills
= Career development

= To develop negotiation ability and confidence

= Eradicate state fear

Content

Public Speaking Writing
= Presentation Skills = Report writing & Project Proposal
= Imprimitive speaking skills = Formal letter writing
= Conducting a formal meeting = Develop skilling standing reports
= (Call ethics =  Memo writing
= Negotiation skills = Email writing
= Path for obtaining a professional qualification * Agenda and meeting minutes
= Opportunities of further development = Reviewing & Summarizing reports

= (Eg: Tose Master)
= Formal letter writing
= Animations and Transitions

Training Methods

Theory and Practical

Target Group

Secondary Level Officers in the Provincial Public Service

Number of workshops Training Days Number of participants
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Maintenance of office equipment
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Vehicle and Machinery Maintenance
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Service development of primary level officers
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Human Energy Development Through Entertainment
SGMDTU BL D2 P1 45

@®¢ g0Y e

88w 0D 0BBT wuwO®um6 wBnD ewded ewecs s Beiadsy 38 BI®.

Deor8n acden

83032 @0 99 WO OB ¢t BB ¥ BOELEB D wesr B»EOBWC oW
8 BOOD ¢Om W3O w1 gBeden O mEwWE 88tdws BE@rene BITO.

asInonw

" 08s OaRCEed widmeried gfegdams gug ¢ 89®.

" 086 OaBRDCEeE @8mrsy nE VNFOD pmEs D@ BEO.

" gond ®»EONDO B

" SDedo DSOS T

" o8 BE 85D ®eEtheO e 18 BB 9:® w@dmewn nE ST I
cOTOR @l BI®.

" DBHe® © 5B BB oCs wSOmFOGE O 0RO B&hw mO5 ne B @mném adBw
cdumw RBO.

g€y B

edam, Bwmom®, w@Bm B edthw® ewwaes

OCDD DTINWBO

B 053 eEDEE WHHEW DB E®

ACISRGR S E® s €30092500
01 02 50

/}i? Web : www.mdtusg.gov.lk | E mail : mdtusg@gmail.com | 68



2024 ynen R0 - MEOLNMO e 30805 Yy Tmwe Bottom Level Officer’

D95 BB HD,W0DD) wONBT BOHDICDD W®,
288 B8O 19@c0wm o 8w 51cd®

Vehicle Management, Maintaining Running Chart and
Using Vehicle in Economic Manner
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Basic Computing
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= |T Fundamentals

= Hardware, Operating System, Internet Emails
=  Microsoft Word — Working with Documents

=  Word Art, Borders and formatting

= Using Graphics, Spelling and Grammar

= Page setup, Printing documents

= Password Protection & Document Conversion
= Microsoft Excel — Working with work sheet

= Formatting, Inserting, Functions, Page Setup
= Charts, IF-else, Printing

= Password Protection

=  Workbook security

g DO

od®an), D, el 8m BwWomdm®, ewsies

OCDD DTINBEO

BE Goss eEded COAB® ©IVe® BEW8sT

OGS e 25 ®€HD 830500 (0= @YOOH esceo)
02 03 40

/}i? Web : www.mdtusg.gov.lk | E mail : mdtusg@gmail.com | 70



[2024 peq e51c1e80] mE@m0m0 e e:0505 w0 en Smmes OTHER

Other Training
Programme

@O Y€y OGS

Web : www.mdtu.sg.gov.lk E Mail : mdtusg@gmail.com



http://www.mdtu.sg.gov.lk/

[2024 peq e51c1e80] mE@m0m0 e e:0505 w0 en Smmes OTHER

Web : www.mdtu.sg.gov.lk E Mail : mdtusg@gmail.com


http://www.mdtu.sg.gov.lk/

2024 ynen R0 - MEOLNMO e 30805 Yy Tmwe Other

06 @88 CH® HwidBw 0@ w HOSsY

D858% 85w 0D 1R 1e8® wmed B

Preparation of annual performance plan following the strategic planning process
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Awareness on Cadre Coordinators
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Training Program for Officers in the IT Service
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Induction Trainings (3 Day)
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Induction Trainings (5 Day)
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Productivity training programs
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