DATA ENTRY OPERATOR & FRONT OFFICE MANAGEMENT COURSE
FOR THE FAMILY MEMBERS OF THE TEA GARDEN WORKERS

This is a skill development initiative undertaken by the Directorate of Employment under the Labour
Department, Government of West Bengal in collaboration with the State Productivity Council-W.B. and
the Tea Directorate. The purpose of this scheme is to enhance the employability of the young family
members of tea garden workers registered with the Employment Bank by offering them an absolutely
free-of-cost course. Approximately more than 190000 workers’ families living in the tea gardens spread
over four districts of Darjeeling, Kalimpong, Jalpaiguri and Alipurduar will be covered under the scheme.

Purpose: - In any public or private organization, hospital, industry and every sector of the world
“DATA” is the 4 letter driving force on which the organization runs and the data operator is the key to
managing that data successfully. Data Entry Operator & Front Office Management course assist in
obtaining required skills like compiling, sorting, verifying data, learning new technologies and managing
work to meet requirements. Therefore, this course will lead to jobs in both government and private
organizations as well as promote self-employment or work-from-home opportunities.

About the scheme : - The course will cover Computer Fundamentals, File Management through
Windows, Word Processing, Spreadsheet management, PowerPoint Presentation, Internet & E-mails,
Office Management, Communication Skill & other Soft Skills with Interactive sessions and evaluation.
Candidates will be given theoretical and practical training for a period of 50 days or 200 hours. The course
is absolutely free of cost in nature on the part of the trainee and the entire training cost will be borne by
the Labour Department, Government of West Bengal.

Eligibility: - Family members of tea garden workers (both male & female) of four districts of
Darjeeling, Kalimpong, Jalpaiguri & Alipurduar who are Class 10 and above passed and Registered with
Employment Bank can apply.

Interested candidates may contact their nearest Employment Exchange offices to avail of the Course.

N.B: This training does not promise any government job.
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