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Training Programme for the Senior Secretaries, Secretaries, Senior

P.As., Personal Assistants of the High Court of Jharkhand

(Course No. P-2)

[20th July & 21+t July 2019 and 27 July & 28 July, 2019]

Date Scheduled Time Routine
20/07/2019 | 09.30 am to 10.00 am Registration of Participants
10.00am to 11.30 am | Law & Language
11.30 am to 11.45 am Tea break
11.45 am to 1. 00 pm Vocabulary enrichment, pronunciation, vocabulary of
Law. Capitalization in English
01.00 pm t0 2.00 pm Lunch
02.00 pm to 3.15 pm | Use of articles ‘a’, ‘an’ & ‘the’ Usage of punctuation
marks ‘Comma and Semi-colon * etc.,
03.15 pm to0 3.30 pm Tea break
3.30 pm to 5.00 pm Time & Tense
21/07/2019 10.00am to 11.30 am | Preposition & Conjunction
11.30 am to 11.45 am Tea break
11.45 am to 1. 00 pm | Verb, Gerund, Participle
01.00 pm to0 2.00 pm Lunch

02.00 pm to 3.15 pm

Sentence, Sentence arrangements, Conditional Sentence,
Some special Cases, etc.,

03.15 pm to 3.30 pm

Tea break

3.30 pm to 5.00 pm

Noting & Drafting
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27/07/2019

— |

10.00am to 11.30 am

How to write ‘Report® & Preparing Minutes’

11.30 am to 11.45 am

Tea break

11.45am to 1. 00 pm

General Principles of Voice

01.00 pm to 2.00 pm

Lunch

02.00 pm to 3.15 pm

Subject, Verb & Agreement

03.15 pm to 3.30 pm

Tea break

3.30 pm to 5.00 pm

Conjunction v/s Preposition

| 28/07/2019

10.00am to 11.30 am

Adjective, Adverh

11.30 am to 11.45 am Tea break
11.45 am to 1. 00 pm | Usage of punctuation marks Apostrophe, suffix & pre-fix
01.00 pm to 2.00 pm Lunch

02.00 pm to 3.15 pm

Special focus on Helping Verb, Auxiliary Verb, Model
Verb & their uses

03.15 pm to 3.30 pm

Tea break

3.30 pm to 5.00 pm

Overall Grammatical assessment & Interactive sessions
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