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Administrative Training Programme on HR Portal
Organized by

Internal Quality Assurance Cell (IQAC)
LALBABA COLLEGE

Date: 06/07/2023; Time: 2 p.m.; Venue: Room No. 206

On the 6th of July 2023, the Internal Quality Assurance Cell (IQAC) of Lalbaba College
organized an Administrative Training Programme focused on the Human Resource
(HR) Portal. The primary objective of the programme was to introduce and familiarize
all teaching and non-teaching staff members of Lalbaba College with the newly
implemented HR Portal, which was designed to streamline the recording and

management of human resource information.

Purpose of the Training Programme: The HR Portal was conceived as a
comprehensive platform to centralize human resource data, facilitating efficient
recording, retrieval, and management of information related to college staff. By
organizing this training programme, IQAC aimed to equip staff members with the
necessary knowledge and skills to effectively utilize the HR Portal for administrative

purposes.

Training Content: The training content was meticulously prepared by IQAC, focusing

on the following key areas:

1. Overview of the HR Portal: A detailed explanation of the features,
functionalities, and purpose of the HR Portal was provided to the participants.

2. Navigation and User Interface: Participants were guided through the user
interface of the HR Portal, emphasizing on intuitive navigation and accessibility

of various modules.
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3. Data Entry and Management: Practical sessions were conducted to
demonstrate how to input and manage staff information, including personal
details, academic qualifications, employment history, research activities etc.

4. Document Storage and Retrieval: The training covered the process of
uploading, storing, and retrieving important documents such as basic
information, personal profile, related documents and certificates within the HR
Portal.

5. Troubleshooting and Support: Guidelines on troubleshooting common
issues and accessing technical support for the HR Portal were provided to

empower staff members to address any challenges they might encounter.

Training Delivery: The training programme was conducted in Room No. 206 of
Lalbaba College, starting at 2 p.m. on the specified date. IQAC Coordinator himself led
the sessions, utilizing a combination of presentations, live demonstrations, and hands-

on exercises to ensure active participation and effective learning.

Participant Engagement: The training programme encouraged active participation
from all teaching and non-teaching staff members of Lalbaba College. Participants were
encouraged to ask questions, share their experiences, and engage in discussions to

enhance their understanding of the HR Portal.

Feedback and Evaluation: At the conclusion of the training programme, oral
feedback were received through questionnaire session among the participants to gather
their opinions, suggestions, and areas of improvement regarding the training content,
delivery, and overall experience. The feedback received will be invaluable in refining

future training initiatives and optimizing the effectiveness of the HR Portal.

Outcome: The Administrative Training Programme on the HR Portal organized by
IQAC at Lalbaba College was a resounding success, achieving its objectives of
introducing staff members to the functionalities of the HR Portal and empowering them
to utilize it effectively for administrative purposes. The programme fostered a culture of

continuous learning and skill development among the college staff, contributing to the
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overall efficiency and effectiveness of human resource management practices at Lalbaba

College.

Participation status:

Faculty Members 63
Staff 16
Total 79

LALBABA COLLEGE

(Affiliated to The University of Calcutta)

ADMINISTRATIVE TRAINING PROGRAMME
ON
HUMAN RESOURCE (HR) PORTAL
Organized by

INTERNAL QUALITY ASSURANCE CELL (IQAC)
LALBABA COLLEGE

This is t0 certify that Dr./Prof./SPi/SMT. ... iss s sssssssssssssssssssssessssssss essssssssssssssss
has attended in the Administrative Training Programme for Teaching/non-Teaching staff on
“Human Resource (HR) Portal” organized by IQAC, Lalbaba College on 06.07.2023.
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