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Date: 20.11.2023

Notice

This is to inform all the students from to 4" year of B.Tech that Corporate
Resource Division (CRD) of Mangalmay Institute of Engineering  and
Technology (MIET) is going to organize a Session on ‘E — Mail and
Telephone Etiquette’. It is mandatory for all the students to attend the session.

Details of the event are as follows:

SPOC: Ms. Geeta Sharma

| Resource Person: Ms. Neha Bakshi (MIMT)

Date: 21%. Nov.2023
Time: 12 PM onwards

Venue: Seminar Hall, Block — A, MIET
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Programme Coordinator

(Director, MIET)

Cc to:
I) Director, MIET
2) Director, IQAC
3) Coordinator, MIET
4) All Faculty Members
5) Notice Board/Digital Problem
6) Office File
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Academic Year | 2023204
Name of Activity f A session on ‘E-mail and Telephone Etiquette’

21-11-2023 ;
Ms. Neha Bakshi ,Assistant Professor (Communications, Soft skills,
PD) Mangalmay Institute of Management & Technology, Greater
Noida

Resource Person

Organized by Corporate Resource Division (CRD) of Mangalmay Institute of
Engineering and Technology, Greater Noida
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} SPOC ! Ms. Geeta Sharma j
| |
,r Beneficiary The session had 60 students, some faculty members and a team from
CRD as attendees. |
j biecti To Enhance the communication skills of the participants. B ﬂ
J Objective [l To Equip students with knowledge and practices essential for |
} ' professional email and telephone communication. J
l | O Improve clarity, professionalism, and efficiency in communication. |
[L | LI Benefit both personal and professional interactions.
| Brief Report On November 21* 2023, Mangalmay Institute of Engirﬁéfi}igﬁziﬁdd}

Technology hosted an enlightening session on "Email and Telephone |
Etiquette," attended by approximately 65 students. The keynote speaker. |
Ms. Neha Bakshi, captivated the audience with her expertise and engaging |

delivery.

Ms. Bakshi, a renowned expert in communication skills. structured the |
session to ensure active participation and comprehensive learning. She |
began by discussing the fundamental principles of effective email and y
telephone communication, emphasizing the importance of clarity. brevity. |
and professionalism. Her insights into crafting well-structured emails and |
conducting telephone conversations with proper etiquette were invaluable.

To maintain a high level of engagement, the session incorporated various
interactive elements. The speaker utilized audio-visual aids to illustrate
key points. making the session both informative and visually appealing. |
Contextual games were introduced to break the monotony and provide a
hands-on approach to learning. These activities not only kept the students
involved but also reinforced the concepts being taught. An activity of |
drafting an E-mail was also conducted.

The session was attended by the Head of the CRD. Mr. Abhishek Sharma
with his team of experts and some faculty members of the MIET"s B.Tech
department which also featured quiz and Q&A rounds, allowing students
to test their understanding and clarify doubts in real time. Ms. Bakshi's
ability to create a dynamic and inclusive learning environment was
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commendable. Her approachable demeanour and extensive knowledge
made the session not only educational but also enjoyable.
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Outcome Students gained a thorough understdndmo of the essential ethucttc

required for professional email and telephone communication. 3
Improved communication effectiveness. ensuring messages are clear.l
concise, and professional.
Enhanced confidence in applying communication skills in real- world‘

|

scenarios. i

Equipped participants with tools needed to excel in professional |

communication, enhancing future career prospects.

The session received high praise from attendees. particularly for Ms. Neha ’

Bakshi's exceptional delivery and scalable approach. \
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FEEDBACK FORM

Feedback Form

E-mait & Teieptons &

nanshut 1650 gmail

Name

How effectively were telephone etiguette principles covered during the

session?
() very effectively
V Effectively
Somewnhar effactively

() Ineffectively

i the E-mail & Tetephone Fligette

How would you rate the ¢

Session

How relevant wes the coniant of the sossi tasks?

Somewhal relevant

Not relevan:

How well did the session expiainkey e niar elin el practices?

Wel

'\' ) Moderately weil

very Luiiiuer
() Confident
Somewhat confident

NGT eonfigin:

How likely are you ' attend similar et quette traning sessions in the ful jre

How confident o you feel in applying the e-mail etiquette skills learned from this -

session?

Very confident
{_) Corfiden
(7 Samewhat confident

(3 Not confident i

(" Very Likely

{ ) likely
e

Unlikly

Thank You For Your Time!

How likely are you to attend similar etiquette training sessions in the future? *

() very Likely

) likely
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‘Name Course and Year Sechion and Branc! How would you rate the - How relevant was the ¢t How well i the sessio How effectvely were lel How confident do you fe How fikely are you 10 atlend simiar eliquelt
Shivang snvastava B tech 15t year Secton D CSE 5 Highly relevant Well Very effectively Yery confident Very Likely
Kasak Raina Btech first year Seccal 5 High'y relevant Extremely well Very sftectively Wery canfident

Anshika jindal Biach first year D data science 1 Highy relevant Extremely well ey effectve y Gorfident

Vivek Chaudhary Blech (1 year) Sec-D (CSE) 1 Highiy relevant Extremely vel Yy effeg

Siddhima Singh BTech 1st year D {Data Science) 5 Highly relevant Extremely well Very effectively Yery conficient Very Likely
Tanish Chauhan B.tech 1st year Sec-D CSE 1 Hghly relevant Well Efactvely Confident Iikely
Kamran Faridi Btech-1st year Sec:D (CSE) 4 Relevant Well Effectively Confident Iikely

Rohan Sapra Blech 1st year CAl 3 Relevant Well Efeptively Somewhat confident  Very Likely
Harshit Tiwari Biech DS(D) 4 Relevant Extremely well Efectively Conficent Very Likely
Ayush Pafidar B Tech 1s! year Section D (Data science) 2 Relevant Wel Zhectvely Confident Iikely
Shreeyum Kumar BTech 1st year D{Ds) 4 Relevant Well Flactively Confident Iikely

prince Maurya Btech 1 year Cse Section [ 3 Relevant hoderalely wel Effectively Confident ikely

Ayush Kumar Dubey  Btech 1st year Sec-A CSE 5 Highly relevant Extremely wel Very eftectively Very confident Very Likely
Varsha Sirohi Btech Al 1st year Sec-CAl 5 Highly relevant Wel Efectvely Conficfent Iikely

Disha Btech(1st year) C Al 3 Relevant Well Efiectvaly Confident Iikely

Name Btech and 15t year C(A) 5 Highly relevant Extremely well Very effectively Very confident Very Likely
Anjali Singh BTach 15t Alcse) 3 Relevant Well Effectvely Conficent Iikely

Khushi chauhan B tech 15t B'CSE 5 Highty relevant Extremely well Very effectively Jery confiden: Very Likely
Isha Singh B Tech 1t Year Secion 0 CSE 2 Relevani el Conhgent fikely
Anushika B tech st year Section A (¢se) 3 Relevant Nell Somewhat efectively  Somewnhat confident Unsure
Sachin Kumar Btech and 15t year Band CSE 5 Highy relevant Exlremely well Very effectively ery canfident Very Lkely v
Abhinav Singh Btecn 1st year A(CSE) 1 Highly relevant Extremely well Very efiectively Very confident Very Likely
Adtya Sharma Blech first year ClA) 5 Highly relevant Extremely well Very effectively Very confident Very Likely
Ronit Bansal Blech 1st year Section B Branch Cse 5 Relevant Extremely well Efectvely Very conficent Very Likely
Gyanender Btech and 1st B and cse 3 Relevant Well Somewhat effectvely — Canfident Iikely

Anshi Chaturvedi Blech (1t vear) Sec - D (data science) 4 Relevant Extremely well Effectively Somewnal confident — Very Likely
Kishan sengar Blechand 2nd year  SecB and CSE 3 Relevant Well Effectvely Confident Iikely

}Name Course and Year Section and Branch How would you rate the  How relevant was the ¢« How well dic the sessior How effectively were lel How confident do you fe How likely are you ‘o attend simiar atiqu
KULJEET Brech (first) CSE-D 1 Highly refevant Extremely well Eftectvely Confident likely
Nikhul kumar BTECH 1st year CSE{A) 4 Relevant Well Confident Very Likely
Anurag hhishra Blech 1st year CSE'B' 4 Highty relevant Extremely well Effectvely Confident ety Likely
Nishant Prajapat: B Tech 1st Year Sec-D(DS) 5 High'y relevant Extremely well Very effectively Very confident Very Likely
Sandeep B lech and 2023 B and cse 4 Somewnhat reievant Kloderately we!l Somevihat efecively  Somewhiat oo Unilikely
Shivansh maurya B-tech 1st year Section -D CSE 3 Relevant el Effectuely Confident fikety
Shivani sharma Blech-1st B-cse 1 Relevan! 'Exuemw well Eitectively Very confiden! Very Likety
Gaurav hiandal Btech 2023-27 Sec-Acse-core 1 Highly relevant Extremely well Eftectvely Contident Very Likely
Jyoti Dhaka Btech 1st year ACSE 4 Highly relevant Extremely well Fectively (,mmd.énl Very Likely
Tripti Sharma Bllech 1st year DCSE 4 Highty relevant Extremely well Very effectively Very confident Very Uikely
Ritik Tomar Btech 15t year Band Cse 5 Highly relevant Extremely well Very effectively Very corifident ery Likely
Vani sharma Btech {1s! year) Section 0 (Data science) 5 High® relevant Extremely well Very effectively Very confident Very Likely
Aay Kumar Blech CSE 1styear  CSE-A 5 Relavan! Extremely wedl Hfectvely Configent likely

Shivi Rathore Btech 1st A CSE - - 1 Highty relevant Extromely woll Iorg oftctiyely ‘ory onfidont ety Likely
Kritika Oghe: Blech 1st year ACSE 5 Highiy relevant Extremely well Viry eifectively Very conlider Very Ukely
Abhishek haddneshiya B tech 2n¢ CAl 3 Highly relevant Extremely wall ey affectively Confdent kely
Aman Kumar Chaurasiya B tech 2nd year Secton ¢ branch Al 4 Somewha! reievant hladarately we Somewhat efectivaly  Somewhat aontiden: Ikely
KOHD TOUFIK - BTECH 1st year Section D (Data Science: 3 Relevant Wil Effectively Configent likety
Bhavya Puri Btech 2nd yr D (CSE) 5 Relevant Extremely well Eftectively Confident Very Likely
Preeti Maurya Blech 1year CSEA 5 Not relevant Extremely well Very effectively Very confident Very Likely
Rlohd Nadeem Btech Al 4 Relevan! Well Very effectively Very confident likely
Kanak Btech Al 5 Relevant Well Vory offectivoly Very coifidont likely
Chandan Chaudhary tech DS 5 Highly relevant el 1 ely Canfident “ery Likely
Raj Kumar das Blech Al 5 Relevant Wel Eflent yaly Confident ikely
hohd! Farhan Blech 20 year CES-B 4 Reievant Werl +itectiely Lontident ikely
Devang hishra BTech{1s! year) B(CSE) 5 Highiy relevant Extremely well vary effectively ery confiden: Mery Likely
Divyansh Jain BTech first B, CSE 4 Relevan! Well Effectively Confident ) Iikely
Nevesh naitam Rtorh 1<t vear Sartinn R NSF 1 Hinhiv relevant Fylromalv wall \ory ffactiely \ory eonfident Vony | ikaly
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'Name
Devesh gaulam
Vikas Kumar
Ranul Kumar
Govind
Sachin kumar
Nitin
Sandeep
Ashu Kumar
Rishu Ray
Jaiin Santosn
Sauraoh Patel

Course and Year
Blech ‘sl year
Blech 4th year
Blech 4l year
Blech 4th year
Blech st year
Blech dth year
Blech st year
Blech 1st year
Biech ‘st year
Blech 2n¢ year
Brech ‘st year

Section and Branch
Section B CSE
DS

DS

0s

CSE

DS

CSE

Cse

Cse

CSE

Cse

How would you rate the  How relevant was the i How well did the session How effactively were ter - How confident do you fe How ikey are you 10 aftend simia- el quelt

© 1 Highly relevant Extremely well Very effectively Very confident Very Lkely
5 Highly relevant Extremely well Very effectively Vety confident Very Likely
5 Highly relevant Extremely well Very effectively ety wonfident Very L kely
5 Relevant Well Very effectively Very confident Very L kely
5 Relevant Extremely well very effectively Very confident Very L kel
5 Highly relevant Well Very effectivelv Very confident Iikely
5 Highly relevant Extremely well Yery effectively Confident Very Lkely
4 Relevant Extremely wel very effectively Very confidert very Lkely
4 Highly relevant Well Very effectively Confident Very L kely
4 Highly relevant Extremely well Very effectively Viery confident Iikely

4 Highly relevant Extremely well Very effectively Very confident Very Lkely
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How confident do you feel in applying the e-mail etiquette skills learned from this Pt §
session?

63 responses

How likely are you to attend similar etiquette training sessions in the future? (L

&5 responses
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e-mail: info@my

Feedback Analysis

Course and Year

&5 responses
& (7 7%
4 (B 2%, : ’
2 i o) 2 (3.1%; 2 (3 1%0)
T R8s I8 ﬁ!"("':’(1-5‘11‘}(’.15( AY 1591y AR B935(1 By (ISCRBR I A ar -

B Tech 1st Year BTECH 1st year Btech =)
h 2nd year B.tech 1st year BTYech CSE 1st Blech (“rsy

-.,,--..Nl._-_.,.,-‘...._ .,..,,-_.._..,-,' - e . | - .. e -
Btech 1 { &

——————————————.

How relevant was the content of the session to your daily work tasks? (L

O3 TR0,

S ——————————

How effectively were telephone etiquette principles covered during the session?

381
B85 respanses




