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earn to write, pent and calculate

Program Over view:

Ideas can produce wonders. Microsoft Office 2010 gives you powerful tools to express your
ideas, solve problems, communicate and connect with people in an efficient, amazingly
professional manner. Human Resource Development Network (HRDN) is pleased to
announce Two Days MS Office (Word, Excel and Power point presentation) Training Work-
shop, which will lead you through practical exercises that illustrate many essential features
of MS office.

Objectives:
55 This course provides a comprehensive overview of the three main MS Office applica-
tions (MS Word, PowerPoint and Excel).
542 To generate effective learning of all the important MS tools and to produce the best

D

professional outcome for the participants
23 Interactive sessions will cover
=»- Core techniques
=»- Productivity tips and keyboard shortcuts.
=»- MS Office application best practices

Training Fee
a) Rs 14,000/- (for Non members) covering cost for training material, resource
person, lunch and two teas during training)
b) Fee for individual HRDN members is Rs 10,000 and for HRDN members organiza-
tion is Rs 12,000 per participant

Date & Timings: Thursday 13th to Friday 14th Oct 2011 (9:00am to 5:00pm)

Last Registration Date: Tuesday 11th Oct, 2011

For further details feel free to contact
Hq Human Resource
network Development Network
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