




 



 
 
 
 
  



 



 
  



 

 



 
  



 



 
  



 



IQAC 

 

Date                                                         :  14th October 2016. 

Title of the Event                                  : “Etiquettes & Mannerism”. 

Organising Department                      :  IQAC 

Nature/ Classification of Event         : Faculty Development Programme 

Number of Participant                         : 16 

Number of Non-teaching staff          : 16 

Guest/Keynote Speaker                     :  Ms. Domitel D’Souza 

 

Brief Report: 

“Etiquettes & Mannerism” themed programme was conducted for the non-teaching staff to 

make them understand the importance of following work ethics and manners while on work. 

Ethic is a set of standards of behavior and beliefs regarding what is and isn't acceptable.  

The speaker of this session Ms. Domitel D’Souza talked about how work ethics is important, she 
also emphasized that work ethic is a belief that work and diligence have a moral benefit and an 
inherent value to strengthen character and individual abilities. It is a set of values centered on 
importance of work and manifested by determination or desire to work hard. 

Resource person also briefed that good office manners mean simply knowing how to behave in 
a way that doesn't make the people around you uncomfortable. Being mindful of those around 
us can enhance our job prospects and can help us get ahead more easily, both in the workplace 
and in life. The Non-teaching staff highly benefitted through this session. 

 

Total Expenditure if any:  

----------NIL------------ 

Name of the Department: 

 

Submitted to IQAC on: 

 



 



IQAC 

 

Date                                                         :  5th November 2016 

Title of the Event                                  : “Telephone Mannerism” for non-teaching staff. 

Organising Department                      : IQAC 

Nature/ Classification of Event         : Faculty Development Programme 

Number of Participant                        : 16 

Number of Non-teaching staff          : 16 

Guest/Keynote Speaker                     : Mr. Vividh Pawaskar, HOD of English Department 

 

Brief Report: 

FDP on “Telephone Mannerism” for the non-teaching staff was conducted. The Resource 

person was Mr. Vividh Pawaskar, HOD of English Department. 

The speaker of this session explained the term Telephone Mannerism and how it works for the 

non-teaching staff at the workplace. Sir said that we need to always keep in mind that effective 

telephone etiquette requires you to be: prepared, present, polite, patient, personable, 

professional, and proactive. 

He further gave explanation of all the 7 P’s and also highlighted some Do’s and Don’ts. 

DO – Smile when you talk to people. Although they might not be able to see you, a smile can be 

heard in your voice and the caller will be much more relaxed in their conversation with you.  

DON’T – Be distracted. Although the caller may not be able to see what you’re doing, if they 

don’t have your full attention it will be heard in your tone and responses.  

DO – When you answer the phone, greet the caller warmly and advise who they are talking to. 

Always answer the phone with your name at the end of your greeting.  

DON’T – Shout or whisper. Being overly loud or overly quiet can make a phone conversation 

very awkward and might mean you don’t get all of the information to the person on the other 

end. Try and speak in a calm tone that will be easy to hear and understand. 



DO – Speak clearly. You have something to say and the person at the other end wants to hear 

it. No one wants to repeat themselves many times during a conversation. Speak as clearly as 

possible to avoid this. 

DON’T – Leave the caller on hold for too long. No one likes sitting on hold. If you leave your 

caller on hold for too long they may think they have been forgotten and may hang up.  

The non-teaching staff found the session interactive and highly informative. 

 

Total Expenditure if any: 

----------NIL------------ 

Name of the Department: 

 

Submitted to IQAC on: 

 

 

 



 



  



 
 
 
 

        



 



 



IQAC 

 

Date                                                         :  13th April 2018 

Title of the Event                                  : “IT Skills for Office”. 

Organising Department                      : IQAC 

Nature/ Classification of Event         : Faculty Development Programme 

Number of Participant                        : 19 

Number of Non-teaching staff          : 19 

Guest/Keynote Speaker                     : Mrs. Tanuja Fal Dessai HOD of IT & Mathematics. 

Brief Report: 

Mrs. Tanuja Fal Dessai HOD of IT & Mathematics started the session discussing the importance 
of Office skills for the non-teaching staff of our college. 

The speaker explained Office skills are required for most office administrative positions because 
they increase productivity and efficiency. Detailed session was given on the below few topics 
which are a part of office skills: 

 Basic computer literacy skills 
 Organizational skills 
 Strategic planning and scheduling skills 
 Time-management skills 
 Verbal and written communication skills 
 Critical thinking skills 
 Quick-learning skills 

Practical demonstration on basic computer literacy skills were given by the speaker. The Non-
teaching staff was extremely happy to be a part of this program and get to know the 
importance of office skills at workplace and how they will be able to effectively implement it. 

Total Expenditure if any: 
----------NIL------------ 

Name of the Department: 

 

Submitted to IQAC on: 



 



IQAC 

 

Date                                                         :  29th September 2018 

Title of the Event                                  : “Securities and Exchange Bureau of India”. 

Organising Department                      : IQAC 

Nature/ Classification of Event         : Faculty Development Programme 

Number of Participant                         : 45 

Number of Teaching staff                   : 30 

Number of Non-teaching staff          : 15 

Guest/Keynote Speaker                     : Dr. Pravin Faldessai 

Brief Report: 

The objective of this Faculty Development Programme was to upgrade the faculty member’s knowledge 

about securities markets. The Trainer of this session was Dr. Pravin Faldessai 

The topics of discussion were:  

a. Overview of Financial Markets  

b. Overview of Mutual Funds  

c. Basics of Investing and Financial Planning  

d. Career Opportunities in Securities Markets 

The faculty were able to understand the below points after attending this FDP. 

 Enhance their understanding on various market segments. 

 Develop insights on industry paradigms. 

 Understand the career opportunities available (to guide their students)  

 Understand the industry’s expectations from potential recruiters (to guide their students) 

 

Total Expenditure if any: 
----------NIL------------ 

Name of the Department: 

Submitted to IQAC on: 



 



 
  



 



 
  



 



 



 
 



IQAC 

 

Date                                                         :  30th October 2019. 

Title of the Event                                  : “Google Forms”. 

Organising Department                      : IQAC 

Nature/ Classification of Event         : Faculty Development Programme 

Number of Participant                         : 35 

Number of Teaching staff                   : 25 

Number of Non-teaching staff          : 10 

Guest/Keynote Speaker                     :  Ms. Prajyoti Sawant Dessai & Ms. Sargam Bhikar 

Brief Report: 

The Teaching and Non-teaching staff was trained to prepare Google Forms for various 

purposes. At the end of the Workshop hour, the Teaching Staff submitted prepared Google 

Forms. Also, Teaching Staff were trained to schedule events in Google Calender. Teaching Staff 

members scheduled some college activities in Google Calender which were having zero error. 

One Day Workshop on preparing Google Forms and Scheduling Events in Google Calender were 

organised on 30/10/2019 in College Auditorium. The Workshop was organised for College 

Teaching & Non-Teaching Staff by IQAC in association with Department of Information 

Technology & Mathematics.  The Teaching Faculty participated in this workshop. Ms. Prajyoti 

Sawant Dessai (Teaching Faculty- IT Dept) & Ms. Sargam Bhiker (Lab Assistant) acted as 

Resource Person in the session.  

Ms. Prajyoti Sawant Dessai conducted session on how to prepare Google forms for various 

purposes. Ms. Sargam Bhikar conducted session on Scheduling events in Google Calendar. The 

questions were asked by the participants and were satisfied by both resource persons.  Dr. 

Rupa Chari, IQAC Coordinator and the Organising Coordinator welcomed the gathering. Mrs. 

Tanuja Faldesai, Head, IT & Mathematics Department proposed Vote of Thanks  

Total Expenditure if any: 
----------NIL------------ 
Name of the Department:  

Submitted to IQAC on: 



 



 

 



 
 
 
 
 
 
 

 

 



IQAC 

 

Date                                                         :  2nd November 2019. 

Title of the Event                                  : “Indian Geographical Indications System”. 

Organising Department                      : IQAC 

Nature/ Classification of Event         : Professional Development Programme 

Number of Participant                         : 26 

Number of Teaching staff                   : 21 

Number of Non-teaching staff          : 5 

Guest/Keynote Speaker                     :  Mr. Pravin Faldesai 
 

Brief Report: 

Mr. Pravin Faldesai – Public Prosecutor of Bombay High Court made a detailed presentation on 

the Concept of GI, Geographical Indications of Goods (Registration and Protection) Act, 1999, 

how GI Act operates in India.  

As per our Act, Geographical Indication refers to any indication that identifies the goods as 

originating from a particular place, where a given quality, reputation or other characteristics of 

the goods is essentially attributable to its geographical origin.  

Mr. Pravin Faldesai also discussed about Goa’s GI tag Goa's famed alcoholic beverage Feni has 

been granted geographical indication (GI) tag which gives local producers exclusive brand 

protection rights.   Other GI-Tags from Goa are Khola red chilies/Canacona Chillies, spicy Harmal 

Chillies, Myndoli Banana or Moira Banana, and traditional sweet dish Goan Khaje.  

Mr. Pravin Faldesai  further informed all the participants about application of registration under 

GI, how to apply for GI, who can be an applicant, registration process and procedure, benefit of 

GI etc. He further clarified the queries and doubts of the Members in the Program.  

Total Expenditure if any: 
----------NIL------------ 

Name of the Department:  

 

Submitted to IQAC on: 





 

 

 
















































