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A. Sub-staff

1. Aims and objectives of societylbank.
2. Duties and responsibilities of sub staff.
3. Customer relationship management.
4. Basic knowledge about office procedure.
5. Basic concept of co-operative banking.
6. Public relations and communication skill.
7. Preservation of records.
8. Security aspects.
9. Cash management.
10. Interpersonal relationship and working as a team.
11. Service matters.
12. Role of co-operative department -Registrar of Co-operative Societies

and Director of Co-operative Audit.

B.Ministerial Cadre

1. Motivation and team building.
2. Cash Management and detection of fake currency notes.
3. Legal and regulatory aspects of the society/bank.
4. Corr:munication and interpersonal relationship.
5. Good Customer relationship in improving/retaining the business.
6. Service matters, modern development and computer awareness ..



7. Co-operative principles, co-operative law with emphasis on recent
amendments.

8. Modern Banking.
9. Settlement of claims.
10. Frauds, Breach of trust, misappropriation of funds and punishment

thereto.
11. Role of Co-operative Department and role of Apex Co-operative Banks.

C. Supervisory cadre and Chief Executives

1. Co-operative Principles and Co-operative law with emphasis on recent
amendments.

2. Customer service - customer relationship management, customer
satisfaction know your customer (KYC) etc.

3. Secrecy of maintaining for accounts,inter personal relationship and
communication skill.

4. Cash management -detection of fake currency notes.
5. Fund management.
6. Maintaining books of accounts, preparation of reports, returns
and audit statement.

7. Frauds, Breach of trust, misappropriation of funds and punishment
thereto.

8. Tax matters.
9. Motivation, team building, stress management, leadership skills.
10. Gahan documentation.
11. Recovery management.
12. Business Diversification.
13. Balance sheet analysis.
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u

This is to certify that
Shri/Smt .
..(Designation with Aadhaar Number) of
............................................................................................................... bank/society
has successfully completed the compulsory short term training programme for
substaff/ministerial cadre/supervisory Cadre(Short term/long term/other
societies) conducted by the institute during the period from
...............................................to as envisaged under Rule
185(1) ofKCS Rules 1969.

Place:
Date:

Signature:
Name of Course Director:

Name of
(Office Seal) Course Co-ordinator
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NAME OF INSTITUTION
Certificate

This is to certify that Shri/Smt .
............................................................... (Designation with Aadhaar Number) of
............................................................................................................... bank/society
has successfully completed the compulsory short term training programme for
sub staff/ministerial cadre/supervisory Cadre (Short term/long term/other
societies) conducted by the institute during the period from
............................................... to as envisaged under Rule
185(1) ofKCS Rules 1969.
Place:
Date:

Signature:
Name of Course Director:

Name of
(Office Seal) Course Co-ordinator
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