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Council of Scientific and Industrial Research (CSIR)

Capacity Building Plan
Designation-wise Recommended Courses

1. Additional Secretary & Financial Adviser

S

IS.No. i Course Name

| Course Provider

| Competency

| Type

ANNEXURE-I

| Duration

1 Financial Administration Institute'of Secretariat Training and Functional 1h 10m

Management
; ional A i

2 General Financial Rules Netionialficademy.of Direct Toxes Functional 2h 53m
(NADT)

3 Audit Follow Up and Parliamentary Oversight Department of Expenditure Domain 20m

4 Public - Private Partnership ISB Hyderabad Domain 1h 50m 58s

5 Public Procurement of Goods Department of Expenditure Functional 1h 7m

6 Understanding Ethical Leadership iGOT Behavioural 2h 12m 28s

7 Evidence Based Policy Making ISB Hyderabad Functional 1h 38m 9s

; Passi
8 Budget Documents, Presentation and Passing of Departrient of Expendituire Fustiional Ao
Budget
: P ; T

9 Tima Maragement Institute of Secretariat Training and Behaviarl 1h 15m
Management

10 Data Driven Decision Making For Government Capacity Building Commission Functional 2h 30m 1s

11 Fundamentals of Contract Management Administrative Staff College of India Functional 36m 37s

1 The Concept of Disinvestment Policies and A.run J?itley National Institu.te of Domain 57m 325

Processes Financial Management, Faridabad

2. Joint Secretary

5.No. Course Name

| Course Provider

Competency

Duration

| | Type
: ¢  rTiinl ‘
i Formulation of Public Policies NEIEE gf Secretariar Traiing and Functional 1h 15m
Management
3 Al 1[1 Government: Transforming Public Service Indian Institute of Science (115¢) Finctional 1h 16m 275
Delivery Bengaluru
3 Data Governance and Compliance: IT Act 2000 and | National E-Governance Division Funetional 45m 9s
DPDP Act 2023 (NEGD), MeitY
-, . itute of iat Traini ;
4 Delegation of Power in Day-to-Day Administration netitite af Sechetariat Trainiog and Functional 1h 25m
Management
5 Introduction to Emerging Technologies Capacity Building Commission Functional 2h 20m 32s
6 Public Policy Writing Indian School of Public Policy Functional 2h 45m 49s
7 Deep Tech and India Observer Research Foundation (ORF) Domain 53m 355
8 Public Private Partnership ISB Hyderabad Domain 1h 50m 58s
9 Artificial Intelligence for Public Governance Kyndryl Functional 2h 42m 17s
ian Insti Publi ;
10 Basics of Public Policy Research Indna.n 2 I"IStI‘t.Ute afiPublic Functional 2h 48m 28s
Administration
11 Data Driven Decision Making For Government Capacity Building Commission Functional 2h 30m 1s




Competency
| Type

S.No. | Course Name Course Provider : Duration

Institute of Secretariat Training and
Management

Preparation of Cabinet Notes Functional

3. Sr. Deputy Secretary/Sr. Controiler of Administration/Sr. Dy. Financial Adviser/Sr. Controller of
Finance and Accounts/Sr. Controller of Store and Purchase

| Campetency

|
| Course Name | Course Provider | Duration ©

| Type -
Data Analysis and Visualization UpGrad Functional 3h 19m 29s
Indian Institute of Public .
i i i ha
2 Basics of Public Policy Research AdRRTEtEation Functional 2h 48m 28s
. Institute of Secretariat Training and :
" 5 i 4
3 Conduct of Inquiry in Disciplinary Matters T — Functional 2m 47s
Data Governance and Compliance: IT Act 2000 and | National E-Governance Division ;
: nctional 45m 9s
1 DPDP Act 2023 (NEGD), MeitY e 2
i f iat Traini i
5 Handling CAT Cases hatifiteof Secretatiat Traking and Functional 2h 34m
Management
6 Role of Liaison Officer in Reservation IrStitute of Seeretariat Trairiing:=nd Functional 45m
Management
i f Direct .
7 ITR Filing for Salaried Individuals Nationghacademy orDies Taxes Domain 36m 15s
(NADT)
) Institute of S iat Training and
8 Project Management fipite Of Secrctolatarainthg Functional 15m
Management
‘ ffici i - :
9 Handling of Complaints heliEal & e T Functional 1h
Management
: Insti f Secretariat Traini
10 Pensionary Benefits nstitte Of SecfetafiatTralning and Functional 55m
Management
; ian Institut
11 Dos and Don'ts of Social Media Indian ns:t| U =of Mams Functional 1h 10m
Communication (IIMC)
itute of S i ini
12 Chargesheet under CCS(CCA) Rules 1965 Institite of Secreranat TrainiEand Functional 23m
Management

4. Deputy Secretary/Controller of Administration/ Dy. Financial Adviser /Controller of Finance and
Accounts/Controller of Store and Purchase

! | Comen [l ji

S.No. | Course Name | Course Provider Corppetency | Duration

¢ Roles and Competencies of Branch Officers Instituse of Seceetariat Training and Behavioral 55m
Management

2 Public Grievance Handling and CPGRAM 7.0 iGOT Functional 2h

3 Artificial Intelligence for Karmayogis Karmayogi Bharat Functional 1h 34m 27s

4 Departmental Inquiry Procedure Central Bureau of Investigation (CBI) Functional 1h 43m

5 General Financial Rules Patiofal Academy ot Diseer Texes Functional 2h 53m
(NADT)

6 Public Procurement of Goods Department of Expenditure Functional 1h 7m

. Institute of Secretariat Training and ;

7 Time Management s g Behavioral 1h 15m
Management

8 Personal Finance Zerodha Domain 58m 34s




v
| S.No.

| Course Name |
- |
|

Course Provider

| Competency
| Type

| Duration

9 Understanding and Managing Stress XLRI - Xavier School of Management Behavioral 50m 32s
: e : Institute of Secretariat Training and
10 Financial Administration i
Management Functional 1h 10m
11 Consultation with CVC in Disciplinary Cases INSEITHIte OF Secretariat Training and Functional 45m
Management
12 Team Building and Team Management iGOT Behavioral 1h 25m

5. Under Secretary/ Administrative Officer/ Finance and Accounts Officer/Store and Purchase Officer

Course Name

Course Provider

| Competency
| Type

Duration

1 Pay Fixatian=updared Institute of Secretariat Training and A 47m
Management
2 Artificial Intelligence for Karmyogis Karmyogi Bharat Functional 1h 34m 27s
3 Formulation of Public Policies Institiite of Secrerariat Training and Functional 1h 15m
Management
o . e
4 Government E Marketplace Qstityte of Sectetariat Training 2nd Functional 1h 9m 5s
Management
; vk ; T
5 Handling CAT Cases IRHIHEC DR Gretaridl/ TR AR ARt Functional 2h 34m
Management
. st 5t Traini
6 Roles and Competencies of Branch Officers nstitute of Secretariat Training and Behavioral 55m
Management
" Insti i ini :
5 Time Managenienl nstitute of Secretariat Training and REFiral 1h 15m
Management
8 Open Data for Policy Makers World Bank Domain 1h 30m
Insti tariat Traini d
9 Vigilance Clearance SHne of Secretarlat Training an Functional 12m 10s
Management
: Indi i f Publi 5
10 Basics of Public Policy Research nd:a‘n ‘Instlt.ute of Public Functional 2h 48m 28s
Administration
11 Data Driven Decision Making For Government Capacity Building Commission Functional 2h 30m 1s
12 Personal Finance Zerodha Domain 58m 34s

6. Section Officer (Gen/F&A/S&P)

—
I8 1
,l Course Name
!

|'Course Provider

| Competency

| Duration

[ Type
7 I d .
1 Roles of Secretarial Staff in Central Secretariat InsHtyLe of Secretanat Tralolng an Functional 1h 30m
: . Management
) Effective Comnﬂiunlcatlon. The Cornerstone o The Art of Living Behavicral 49m 48s
Great Leadership
National E-Governance Division .
T : |
3 Al Applications in Governance (NEGD), Meity Functiona 1h 30m 21s
4 Che?tfiPT and Generative Al tools for Government WadhWaRT o daten Bunclional 1h
Officials
5 Anger Management Central Reserve Police Force (CRPF) Behavioral 32m 42s
i tariat Traini s
6 Handling CAT Cases Institute of Secretariat Training and Functionsl 2h 34m
Management

-
TV s Lo




Course Name

| Course Provider

Competency

| Type

7 Understanding and Managing Stress XLRI - Xavier School of Management Behavioral 50m 32s

Institute of Secretariat Training and ;
i i Functional 2h

8 Noting and Drafting NaHREErERE u

9 Office Procedures Defike ot PersOnnlant-Training Functional 1h 35m
(DoPT)

10 Ethical Artificial Intelligence in Practice DataDotOrg Functional 2h 35m
Institute of Secretariat Training and ;

i i ici F h 15m
11 Formulation of Public Policies Managemment unctional 1h 15
12 GenAl for Everyone Fractal Functional 4h 34m 255

7. Assistant Section Officer (Gen/F&A/S&P)

S.No. Course Name

| 'Course Provider

| Competency

Duratio

e -

| | Type
: ot Traini d
1 Central Secretariat Functionaries - Role of an ASO InsHte Secretanias Irining an Functional 32m
Management
2 Office Procedure iGOT Functional 2h 17m
3 eOffice Learning Resources 2025 iGOT Functional 3h 30m 14s
tive Al tool : :
4 Cha.t.GPT A GentreivERttoalsor Gavemment Wadhwani Foundation Functional ih
Officials
5 ,;{rit;frual Intelligence Integration in Microsoft Office NMicrosefe clinetiGnal TR TaR e
" ! L National A my of Defenc -
6 Al Powered Grievance Handling Application .atlon‘a Codemy,aHelehee Functional 16m 32s
Financial Management
7 Large Language Models: Concepts and Applications | lIT Hyderabad Domain 1h 31m 49s
National Academy of Defence
L ,
8 NotebookLM Production (NADP) Nagpur Functional 1h 55m
9 Parliamentary Procedures iGoT Functional 2h
Artificial Intelligence and Digital Public National E-Governance Division .
18 Infrastructure Stack (NEGD), MeitY Reinst ZIMEDS
11 The Fundamentals of Fintech Kainistey Gf Canmidnicaticns = Dpecot Domain 1h 42m 30s
Telecom
12 Artificial Intelligence Chatbots and Agentic Al ?I;;g;ilﬁ-gﬁemance Divisian Functional 4h 4m

8. Senior Secretariat Assistant (Gen/F&A/S&P)

I's.:No. Course Name

[ Course Provider

' Competency

; Type
1 Office Procedure - Updated iGOT | Functional 2h m
2 Training Programme on eOffice iGOT Functional 52m 39s
3 Conduct Rules iGOT Functional 1h 22m 17s
4 Secretariat Functioning in File iGOT Functional 53m
5 Key Components of E-Office iGOT Functional 34m 65
6 Office Procedures iGOT Functional 1h 35m




i S.No. | Course Name |

Course Provider |
[ Fype

Eoonsicnty Duration

Fundamentals of Government Office Procdres - ’ .

it s iGOT Functional 27m 18s
8 Office Procedure and Dak Managements iGOT Domain 47m 16s
9 Leave Rules - Updated iGOT Functional 55m
10 Microsoft Excel Advanced Microsoft Functional 3h 49m 1s
11 zre;i?aslsggvr;n;(:;ﬂ:;;:ﬁbursement Claims for icoT Pubetiona N/A
12 Central Civil Services (Conduct) Rules 1964 iGOT Functional 46m 1s

9. Junior Secretariat Assistant (Gen/F&A/S&P)

| Course Name

Course Provider :
[ Type

| Competency | R

1 Roles of Secretarial Staff in Central Secretariat Functional 1h3m

5 :zzdcaorallenn:';arﬁcc;;ﬁzvemment Office Procedures icoT S g

3 Office Procedure - Updated iGOT Functional 2h 17m

4 Secretariat Functioning in File iGOT Functional 53m

5 Key Components of E-Office iGOT Functional 34m 6s

6 Office Procedure and Dak Managements iGOT Domain 47m 16s

7 eOffice Learning Resources 2025 iGOT Functional 3h 30m 14s
8 Records Management iGOT Functional 1h

9 Conduct Rules iGOT Functional 1h 22m 17s
10 Code of Conduct for Government Employees iGOT Functional 35m

11 Personal and Professional Effectiveness iGOT Behavioral 1h 35m

12 Training Programme on eOffice iGOT Functional 52m 39s

10. Senior Principal Private Secretary (Sr. PPS)

Is.No. | Course Name
| I

| Catirse Provider

| Type

| Competency Duration

1 Getting Along with the Boss Behavioral 31m 7s

2 Official Meeting - Role of Personal Staff iGOT Functional 15m 52s

3 Key Components of E-Office iGOT Functional 34m 6s

4 Office Procedure - Updated iGOT Functional 2h 17m

s Level-llI Tra.ining Programme to Develop Functional iGoT Bunchional 16h 40m 375
Competencies

6 Artificial Intelligence for Government Officers iGOT Functional N/A

7 Leave Rules - Updated iGOT Functional 55m

8 Personal and Professional Effectiveness iGOT Behavioral 1h 35m

9 Parliamentary Procedures iGOT Functional 2h

10 E:s:;cgglemols for Monitoring and Management for iGor Fubetisral Sh 42m 39s

11 STRESS MANAGEMENT Behavioral 25m




5.No. ;' Course Name

Duties and Responsibilities of Personal Assistant

| Course Provider

Competency

| Type

Functional

Duration .

13m 55s

E &

11. Principal Private Secretary {PPS}

Course Name

| Course Provider
T

:f Competency

Dur-atio-’ .

.- [ Duties anRsponsIbilitie of PersonAssistant iGOT Functional 13m 558
2 Official Meeting - Role of Personal Staff iGOT Functional 15m 52s
3 eOffice Learning Resources 2025 iGOT Functional 3h 30m 14s
4 Thriving in the Fast Lane And Lifestyle Management | iGOT Behavioral 1h3m
5 Office Procedure and Dak Managements iGOT Domain 47m 165
6 Artificial Intelligence for Government Officers iGOT Functional N/A
7 Roles of Secretarial Staff in Central Secretariat iGOT Functional 1h 30m
8 Training Programme on eOffice iGOT Functional 52m 39s R
9 ::Edgor:ner:za;?cc;iigivernment Office Procedures iGOT FurERional 27m 185
10 Office Procedure - Updated iGOT Functional 2h 17m
il Records Management iGOT Functional 1h
12 Microsoft Teams iGOT Functional 2h 24m 24s

12. Private Secretary {PS)

5.No. Course Name

Duties and Responsibilities of Personal Assistant

! Competency

Type'

Functional
2 Official Meeting - Role of Personal Staff iGOT Functional 15m 52s
3 eOffice Learning Resources 2025 iGOT Functional 3h 30m 14s
4 Getting Along with the Boss iGOT Behavioral 31m 7s
5 Roles of Secretarial Staff in Central Secretariat iGOT Functional 1h 30m
6 Ezsr:)r:irmzi?;Masteﬁng Listening and Nonverbal \GoT Behavioral 50m
7 I&?;:;gtiii?eiﬂurse to Develdp Domsin iGOT Functional 2h 20m 53s
8 Training Programme on eOffice iGOT Functional 52m 39s
9 Records Management iGOT Functional 1h
10 Code of Conduct for Government Employees iGOT Functional 35m
11 Leave Rules - Updated iGOT Functional 55m
12 Office Procedure - Updated iGOT Functional 2h 17m 1




"13. Senior Stenographer

Course Name

| Course Provider

| Competency

[ Diration

_ | Type
1 Duties and Responsibilities of Personal Assistant iGO Functional - | 13m 55s .
2 Official Meeting - Role of Personal Staff iGOT Functional 15m 52s
3 Getting Along with the Boss iGOT Behavioral 31m 7s
4 Office Procedure iGOT Functional 2h17m
5 Al for Presentations APNA Functional 49m 13s
6 Cha.ntFSPT and Generative Al Tools for Government WadbwaniEaunsation Functional 1k
Officials
7 Manners and Etiquette iGOT Behavioral 26m 54s
8 STRESS MANAGEMENT iGOT Behavioral 25m
9 Effective Communication iGOT Behavioral 5h 34m 16s
10 Ei‘ﬁ:gtiii?egourse W Uevelop Domar iGOT Functional 2h 20m 53s
11 Personal and Professional Effectiveness iGOT Behavioral 1h 35m
12 Time Management iGOT Behavioral 1h 15m
14. Junior Stenographer 2

[ Course Name

Course Provider

| Competency
Type

Duration

1 | Duties and Responsibilities of Personal Assistant iGOT Functional 13m 55s

2 sl werae & Fcey R SrAeRar iGOT Functional 25m

3 ;Lr:zdgar:nrlharljczzi(jﬁvernment Office Procedures iGOT Functional 27m 185

4 Office Procedures iGOT Functional 1h 35m

5 Roles of Secretarial Staff in Central Secretariat iGOT Functional 1h 30m

6 Office Procedure and Dak Managements iGOT Domain 47m 165

7 Secretariat Functioning in File iGOT Functional 53m

8 Noting and Drafting iGOT Functional 2h

9 Microsoft Word Beginners iGOT Functional 2h 56m 6s
10 Manners and Etiquette iGOT Behavioral 26m 54s
11 Getting Along with the Boss iGOT Behavioral 31m7s

12 '&i‘;ﬁ::jj;;:;‘;:f:ﬁ devsiap.Demain iGOT Functional 1h 34m 48s

15, Senior Hindi Translator (SHT)

T

| Course Provider

Competency

; ! | Durati

Course Name s uration
1 TSN feTqur Ug 3TelEsd iGOT .Functional Sh 53m
2 THTST A iGOT Functional 1h 10m




| Course Name

|"Course Provider

Competency

. Duration

-

|

| Type
3 ATSHIATFE AR 365 H Al &Y Tfeher{or iGOT Functional 1h23m 2s
4 TIGTHTYT- TTHTST 51T iGOT Functional 5h 2m 30s
5 T3S SaRT AT &7 H qRads Wadhwani Foundation Functional 1h 16m 38s
i i i fT .
6 § 6 Indian Railway Institute of Transport Behavioral 27m 11s
Management
. i f Secretari ini .
7 Do's and Dont's for Government Employees - Hindi IS e 63 Sechete dat et ARk Functional 54m
Management
8 H3p-g RBfeea e %@uﬂwm Public Works Department.,UP Domain N/A
9 Role (.)f Official Languages Wing in Legislative iGOT O N/A
Drafting
10 Rajbhasha Hindi iGOT Functional 23m 32s
st ] —
11 Annual Performance Appraisal Report (Hindi) DEUTULE OfiSaeta Hat Hraiitg aiid Functional 1h 4m
Management
12 TSTHTHT Hefare iGOT Functional 2h 26m 17s

16. Junior Hindi Translator (JHT)

|| Course Provider

Competency

| Duratia

Course Name 5
1 ITAHATHT : aii‘q’l'c.' iGOT Functional 2h 26m 17s
2 ASAATST - fETqoT UF T st iGOT Functional 5h 53m
3 Rajbhasha Hindi iGOT Functional 23m 325
4 anfeRpfArTe sefosa & |1y AareR Microsoft Functional 49m 57s
5 UHTS SaRT ATHIT &1 A gRacls Wadhwani Foundation Functional 1h 16m 38s
6 gt Sl fareh 3R s Karmayogi Bharat Domain N/A
7 AT UHTS BIX 3Tl India Al Functional 3h 50m 3; il
8 mewaﬁw Karmayogi Bharat Functional N/A
9 Qﬂaﬁﬁfﬁﬂgﬂﬁﬁmﬁ?m Karmayogi Bharat Functional N/A
10 | &8 e 9R=F (Introduction to Hindi Words) iGOT Functional 7h 9m
11 ASTHTST AT iGOT Functional 1h 10m
12 T ersfter &1 ai=r g iGOT Functional N/A

17. Multi-Tasking Staff {MTS)

S.No. i| Course Name

Records Management

| Course Providet

s

| Competency

Functional

T.‘-'.:,;:u R
-



0 = DViD ¥ ¥

2 Office Procedure and Dak Managements iGOT Domain 47m 16s

3 Time Management iGOT Behavioral 1h 15m

4 Swachhata - DoP iGOT Domain 1h 19m 15s

5 Developing Effective Soft Skills iGOT Behavioral 39m 59s

6 Do's and Dont's for Government Employees - Hindi | iGOT Functional 54m

7 Office Procedure - Updated iGOT Functional 2h 17m

8 Digital Safety for Women Employees iGOT Functional 36m 9s

9 Digital Literacy iGOT Functional 2h 6m 355
_10 Personal and Professional Effectiveness iGOT Behavioral 1h 35m

11 Multi Tasking Karmayogi - Prarambh iGOT Domain 3h 40m 32s

12 Leave Rules - Updated iGOT Functional 55m

18, Staff Car Driver

[ Course Provider

Competency

ET'\"_'F'E ::; Duration ‘

1 Road Safety Scenario and Road Accidents Indian Academy of Highway Engineers i, 3h
Mitigation Measures by MoRTH (IAHE)
i : i d Effici icl :
2 Dr!”? Skt GUice 0 R e R IElenENenicle Sashastra Seema Bal (SSB) Domain 51m 365
Driving
Insti fS iat Traini :
3 Code of Conduct for Government Employees ASHELER of Secretartat Tratningand Functional 35m
Management
4 Electric Vehicle Basics CEP IIT-Delhi Domain 1h 1m 41s
5 Stress Management IIT {Indian School of Mines) Dhanbad Behavioral 25m
HIeT arget 3ifafaweT 1988 dom @enfa 2019: _ _
6 ; Police Department Haryana Domain 50m 32s
TRE Ud GHW YraersT
4 Tirne Management Institute of Secretariat Training and Bakgitaist 1h 15m
Management
8 Preferential Traffic Schedule Operations South East Central Railway (SECR) Domain 45m 455
. . Ministry of Road Transport and ;
D N/A
9 Road Traffic Signs and Pavement Markings Highways (MoRTH) omain /
S il National Thermal Power Corporation ;
D 0
10 Rules and Regulations of Road Safety (Hindi) (NTPC) Limited omain 37m 10s
11 Anger Management at Work Place Sashastra Seema Bal (SSB) Behavioral 43m 1s
y 3 Ministry of Road Transport and ;
D N
6 57 Hill Road Safety and Design Fundamentals Highways (MORTH) omain /A

U5



