
 

 
Criteria 6.3.3 

Number of professional development /administrative training 

programs organized by the institution for teaching and non-teaching 

staff during 2023-24 

6.3.3.1. Total number of professional development /administrative 

training Programmes organized by the institution for teaching and 

non teaching staff  

 

Category Teaching Non- Teaching 

Number 2 4 

 

 

 

 

Supporting Documents 

 

 

1. FDP organized by the Institution consist of Notice, Brochure, 

Report and attendance 

2. SDP organized by the Institution: Notice, Poster, Report and 

Attendance 

 

1 4



 
 

 

 

 

 

 

 

 

Teaching Staff 

S.No. Programmes for Teaching Staff 

1 FDP on Innovative Teaching and Research 
Pedagogies 

2 Workshop on How to Publish in High Impact 
Journals 
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Lamp lighting ceremony
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Glimpses of five days sesson
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Dr. Anuj Verma, encouraging participants to take part in more and more Development Programmes
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Ms. Payal Sharma
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Dr. Usha Agarwal
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Non- Teaching Staff 

 
S.No. Programmes for Non-Teaching Staff 
1 SDP on Effective Writing Skills 

2 SDP on Stress Management 

3 SDP on Information Technology and Digital 
Tools 

4 SDP on Time Management 

 

 

 

 

 

 

  

 

 



 

 

 

 

 

 

 

SDP 

 

 

 

 

 

 

 

 



Resource Person:
Dr. P.K. 
Pandey
Assistant Professor, 

JIMS VK





Resource: P.K. Pandey, JIMS VK



Dr. Prashant sharing his technical expertise on how to write email, draft Notices and Circulars.Dr. P.K. Pandey sharing his technical expertise on how to write email, draft Notices and Circulars





 

Dr. Ruchi Singhal 
Associate 
Professor JIMS VK
Dr. 
Himani Gupta 
Associate 

Professor JIMS VK

Dr. Ruchi Singhal
Associate 
Professor, JIMS VK
Dr. 
Himani Gupta
Associate 

Professor, JIMS VK
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Report on Staff Development Program (SDP) on Stress Management 

Date:  14th May, 2024 

Venue: Conference Room, JIMS Kalkaji 

Time: 11:00 AM - 1:30 PM 

Resource Person:  Dr. Ruchi Singhal & Dr. Himani Gupta 

SDP Coordinators: Dr. Ruchi Shrivastava (HOD BBA, JIMS Kalkaji) and Dr. Niti Saxena 

(Associate Professor, JIMS Kalkaji) 

Objective: The Staff Development Program (SDP) on Stress Management was conducted to 

equip the staff of JIMS Kalkaji with effective techniques and strategies to manage stress in 

both personal and professional domains. 

Program Overview: The SDP commenced at 11:00 AM in the conference room of JIMS 

Kalkaji with an introduction by Dr. Ruchi Shrivastava and Dr. Niti Saxena, the coordinators of 

the program. They emphasized the importance of stress management in maintaining well-

being and productivity in the workplace. 

Session 1: Understanding Stress: The first session focused on understanding stress, its 

causes, and its impact on mental and physical health. Various factors contributing to stress 

were discussed, including workload, interpersonal conflicts, and time management issues. 

Attendees actively participated in discussions, sharing their personal experiences and 

perspectives. 

Session 2: Techniques for Stress Management: The second session delved into practical 

techniques for managing stress effectively. Strategies such as mindfulness meditation, deep 

breathing exercises, and time management techniques were introduced. Participants 

engaged in hands-on activities and exercises to experience these techniques firsthand. 

Session 3: Coping Strategies: The third session explored coping strategies for dealing with 

stress in challenging situations. The importance of self-care, setting boundaries, and seeking 

social support were highlighted. Attendees were encouraged to develop personalized 

coping mechanisms to effectively manage stress in their daily lives. 

Throughout the program, interactive activities were conducted to facilitate learning and 

engagement. Participants were divided into small groups for role-playing exercises, case 



 

Jagannath International Management School 

MOR, Pocket-105, Kalkaji, New Delhi-110019 

(Affiliated to Guru Gobind Singh Indraprastha University and Approved under Section 2(f) of UGC Act 1956) 

Accredited by National Assessment and Accreditation Council (NAAC) 

 

studies, and brainstorming sessions. These activities encouraged collaboration and peer 

learning. Overall, the SDP on Stress Management was deemed a valuable initiative, 

providing staff members with practical tools and techniques to effectively manage stress 

and improve their overall quality of life. 

 

 

 

Learning Outcomes: 

1. Increased Awareness: Participants gained a deeper understanding of the concept of 

stress, including its causes, manifestations, and consequences on mental and 

physical health. 

2. Identification of Stress Triggers: Staff members were able to identify personal and 

professional stress triggers, enabling them to proactively address and mitigate 

potential sources of stress in their lives. 

3. Effective Stress Management Techniques: Attendees learned a variety of stress 

management techniques, including mindfulness meditation, deep breathing 

exercises, and time management strategies. They acquired practical skills to cope 

with stress in real-time situations. 

4. Enhanced Coping Strategies: Through interactive workshops and activities, 

participants developed personalized coping strategies for dealing with stress in 

challenging situations. They learned the importance of self-care, setting boundaries, 

and seeking social support to maintain resilience in the face of adversity. 

5. Improved Well-being and Performance: By implementing the strategies learned 

during the SDP, staff members were equipped to enhance their overall well-being 

and performance in both personal and professional domains. They gained tools to 

manage stress more effectively, leading to increased productivity, job satisfaction, 

and work-life balance. 

 

 



 

 

Dr. Ruchi giving insights on how to manage stress

Dr. Niti Saxena involving everyone in mind-mapping activities. 
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Resource Person:

Venue:

JIMS KJ

Dr. P. K. Pandey
Assistant 
Professor
JIMS VK
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Resource Person: Dr. P.K. Pandey
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Dr. Prashant Kumar sharing his insights on IT ToolsDr. P.K. Pandey giving insights on Digital Tools 
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Ms. Taruna Tokas
Assistant 
Professor
JIMS VK
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Report on Staff Development Program (SDP) on Time Management 

Date:  18th July, 2024 

Venue: Conference Room, JIMS Kalkaji 

Time: 10:30 AM - 12:00 PM 

Resource Persons: Ms. Taruna Tokas, Assistant Professor, JIMS Vasant Kunj 

Coordinators: Dr. Pallavi Ahuja & Dr. Shivani Sharma 

 

Objective:  

The Staff Development Program (SDP) on Time Management was conducted to equip the 

staff of JIMS Kalkaji with effective techniques and strategies to manage their time in 

workplace. 

 

 

Program Overview: The SDP commenced at 10:30 AM in the conference room of JIMS 

Kalkaji with an introduction by Dr. Pallavi Ahuja and Dr. Shivani Sharma, the coordinators of 

the program. They emphasized on the importance of time management in workplace to 

increase the productivity and effectiveness of employees. 

 

Session 1: Understanding Time and Time Management: The first session focused on 

understanding time and time management at workplace. Various factors contributing to 

lack of time management were discussed, including procrastination, distraction, and 

multitasking etc. Attendees actively participated in discussions, sharing their personal 

experiences and perspectives. 

 

Session 2: Benefits of Time Management: In this session the benefits of managing time 

were emphasized. It was discussed how time management makes people more organized, 

punctual and disciplined, boosts their morale and confidence. Some time management  
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games were played. The attendees actively participated and enjoyed the time management 

games. 

 

Session 3: Techniques for Time Management: The second session delved into practical 

techniques for managing time effectively. Strategies such as time blocking, priority matrix, 

delegation and eat the frog techniques were discussed. Participants engaged in hands-on 

activities and exercises to experience these techniques firsthand. 

 

 

Learning Outcomes: 

1. Recognize the importance of time management: Attendees realized how time 

management can bring a change in the overall efficiency at workplace. 

 

2. Prioritization of workload: Members were able to understand how prioritization of 

work can save time and help accomplish all the tasks according to deadlines. It can 

increase your productivity and give you mental peace. 

 

 

3. Helps achieve bigger goals: Attendees learnt how by managing time effectively one 

can first accomplish the smaller targets and then emphasise on the long term goals. 

It can bring you closer to your goals. 

 

4. Managing Work-life balance: The staff members learnt how effective time 

management at work and at home can make them more confident and organized. 

They are able to spare time for personal work and for family also. 
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Time Managemengt
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