REPORT
On
TEN DAYS “TRAINING PROGRAM ON SOFT SKILLS”
(For Supporting Staff)
Organized by
Internal Quality Assurance Cell (IQAC)
LUCKNOW PUBLIC COLLEGE OF PROFESSIONAL STUDIES (LPCPS

Date: September 20, 2023- October 03, 2023 Time: 4:00 PM onwards

Venue; Computer Lab, LPCPS

Introduction- A training program on soft skills for supportive staff is a structured and
comprehensive initiative designed to enhance an individual's interpersonal and
communication abilities, emotional intelligence, and other non-technical skills crucial for
personal and professional success. Soft skills training typically covers a wide range of
competencies, including effective communication, active listening, teamwork, adaptability,
time management, problem-solving, and leadership. These skills are increasingly recognized
as vital in today's workforce, as they complement technical expertise and contribute to better
collaboration, productivity, and career advancement. In a rapidly evolving job market,
investing in soft skills training is a strategic move to ensure individuals and teams are well-
equipped to navigate challenges, build meaningful connections, and excel in their careers.

Obijective of the Training Program-

e The objectives of the Soft Skills Training are to give each staff a realistic perspective
of work and work expectations.

e To help formulate problem solving skills.
o To guide staff in making appropriate and responsible decisions.
e To create a desire to fulfill individual goals.

o To educate staff about unproductive thinking, self-defeating emotional impulses, and
self-defeating behaviors.
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DAY-2 (Effective Communication)
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Rohit Mohan told that Effective communication definition is the process of
changing or transmitting ideas, information, thoughts, knowledge, data, opinion, or
es from the sender through a selected method or channel to the receiver with a
that can be understood with clarity. The process of effective communication
oth the sandal and receiver satisfied. It is a cyclic process that starts with the
also ends with the sender as the sender receives a response or feedback from
r. Communication can occur in multiple forms and the information can be
ed from one person to another in various ways. The different forms of
n can be stated as follows: Verbal communication ,Non-verbal

n ,Written communication ,Visual communication

DAY-3 (Basics of House Keeping Services)
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Mr. Rohit Mohan told that Housekeeping may be defined as “provision of 2 clean,
comfortabh?, safe and aesthetically appealing environment’. By another definition,
‘houS(?keepmg is an operational department in a hotel, which is responsible for
cleanliness, maintenance, aesthetic upkeep of rooms, public areas, back areas and
the surroundings’. The term Housekeeping outside the hospitality, hospitals refers to

the management of daily duties and chores involved in the running of a household,
 such as cleaning, cooking, home maintenance, shopping, and bill payment etc. These
daily recurring tasks may be performed by any members of the household, or by

ther persons like butler or maids who are hired for the purpose.

DAY-4 (House Keeping Services: Cleaning Process)
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The Executive Housekeeper or Director of Housekeeping
ensuring that all the housekeeping staff follows the
Jeaning and properly uses the methods of cleaning
aff must use the proper tools (mechanized or non-
carry out the tasks assigned. The hotel has to do
arble floors and carpets to keep their appearance,
e housekeepers have to determine how and when

s an essential task and this task is further
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DAY-5 (Pest Control)
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han told that Pest control is the regulation or management of a species defined
as any animal, plant or fungus that impacts adversely on human activities or
The human response depends on the importance of the damage done and will
rance, through deterrence and management, to attempts to completely eradicate
ntrol measures may be performed as part of an integrated pest management

ronments, the pests are the rodents, birds, insects and other organisms
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£l ors Map Cumum

v, Uttar Pradesh, India
’ ¥ 1, Gorntl Magar, Lucknow, Uitar Pradash 228000 Iniik

Jeat)

' Princiy

2t o Pyblie College o
sulﬂmf.w, G\u Wiig )



Mr. Rohit Mohan told that The housekeeping desk control is the nerve center of the
th operation and effectiveness of

entire department and its efficiency determines the smoo ;

the nhousekeeping. It is an important area for transferring various information to t.he various
outlet department. The location of desk control is normally near the Executive l'lou.se-
Keepers office. The desk has been manned 24 hours a day, otherwise the hfel1ne
communication will be stopped. The area of control desk has large notice board which
shows the main information’s for the various housekeeping staff. The notice board
displayed the following things. 1. Room no and number of room occupied per day 2.
Special night cleaning schedule 3. Notice of V.I.P. in house and duration of stay 4. I?uty
roaster of all the staff 5. Any other information Control Desk co-ordinate with the various
departments by communications through telephone regarding All maintenance tasks.

DAY-7 (Neatness at Workplace)
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DAY-8 (Chaos Management)
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DAY-9 (Speaking Skill)
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DAY-10 (MCQ/ Assessment/ Case Study)
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LUCKNOW PUBLIC COLLEGE OF PROFESSIONAL STUDIES

TEN DAYS TRAINING PROGRAM
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