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Workshop on 'Communication Skills and Office Etiquettes' was organized for the 

Administrative and Supportive Staff on 23 July 2016. Dr. Dadasaheb Salunke delivered a lecture 

on Communication Skills and Office Etiquettes. Mr. Sandeep Gadhe, welcomed the 

resource person with a bouquet. 

In the beginning of the programme, Dr. Dadasaheb Salunke, said that communication does not 

mean only speaking in English, even if you speak in Marathi or Hindi, is called communication. 

To be a good communicator, we need to listen to the people around us. Communication also 

happens through gestures, facial expression, from our dressing, body language and disposition. 

That's why we could judge a person from his facial expression. Therefore, we have to be 

cheerful all the time. As we are humans, we can create our own future. We have to be very kind 

to others. Fortunately, we are in the educational field because we can render the highest survive 

to the humanity which is education. He motivated the participants by quoting from the works of 

Swami Vivekananda, Mahatma Gandhi, J. Krishnamurthy etc. 

In the second part of the workshop, he talked about the office etiquettes. He said that when we 

are in office, we represent the organization. The organization has been founded for some holy 

mission. We have to bear in mind that we are not dealing with machine. The students who come 

to us are our clients in a sense. We are merely the facilitators. We have to listen to them properly. 

We have been working here for years, the students are new in the campus. So they ask simple 

questions and instead of laughing at their ignorance it is our duty to help them. We have to wear 

the uniform or follow the dress code. The mobile phones are to be kept on silent mode. While 

entering the Principal or Management Chamber, we have to say 'May I come in Sir'. We should 

carry the files or any other article in a proper manner. Even cutting and serving apple needs 

some etiquettes. He also played some videos showing the good and bad etiquettes. At the 

end, Mr. Govind Salunke, proposed the vote of thanks. 




