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Online Office Management /-

Course Objectives

Now days, more and more people are adopting information systems in their personal, working
and social life. In Bangladesh, citizens, even from the grass root levels are now accessing
information and digital services in parallel with the increasing rate of Internet penetration
throughout the last decade. Government is also prioritizing the innovation in public service *
delivery; following that most of the public servants and service delivery agents are now using
computer, tab or smartphone etc. These devices have the access to so many free online
applications to improve the productivity, which ultimately aims to ensure quality service
delivery at the doorsteps of citizen. The specific objectives are:

* Accessing the same information irrespective of hardware (Computer/Laptop/Mobile/Tab)
or software (MS Windows/Android/Apple). .
» Skilled on working from anywhere, anyplace & any time.

=  Using readily available, free, up-to-date and easy-to-use cloud based services for effective
office management.

Course Outline

s Information System (IS) And Cloud » TUNICODE Bangla
Computing Systems * Communication Messenger

= Management Information System »  Graphics Design Using Cloud Services
(MIS) » Advanced FEmailing, Account And

* Cloud Storage Management Contact Management

* Innovation In Public Service Delivery »  Word Processing Using Google Docs

* Time Management Using Google * DBMS Using Google Sheets
Calendar »  Google Forms

» Travelling With Support Of Google * Building Website Using Google Sites
Map

= Social Media In Public Service
Delivery

Prerequisites

Officers with at least one year of working experience with computing, Internet, Smartphone
may attend this course.

Training Aids & Methods

{
SL TOPIC RATIO CONCENTRATION
1 | Theory 20% | Focused on industry standards
2 | Lab Practice 80%
2.1 | Desktop/Laptop based cloud 40% | MS Windows based Computer Lab
environment v
2.2 | Mobile/Tab Apps for Android/iOS 40%
Duration : Mar 19 - 30, 2017 (10 Days, 40 Hours)
Time ¢ 15:00 - 21:00 (4 Hours)
Venue : BIM, Dhaka
Coordinator : S M Ariful Islam, Sr. Management Counsellor (arifull@yahoo.com,
01675022755)
Course Fee : TK. 20,000/~ (Net Payable, Excluding VAT/TAX, A/C Payee to DG, BIM}
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