
Government of Pakistan
FINANCE DIVISION

HRM Wing
(QA-l Section)

CIRCULAR

NOMINATIONS FOR TRAINIl.JG COURSE ON "MtcRoso FT EXCEL" FROM

The subject course is being conducted at STI Campus H-9, lslamabad from

Zg.O1 .2024 to OZ.(i2.2024 on part time basis which shall be held daily from 09:00 to '12:00 -- -
hours or as notified otheM'ise. Details of the course are as follows:-

Subject. -
29-01-2023TO 02-02-2024

Taroet Audience/ Grou D:

Officers of the Federal Government in BS-17 to BS-1 9

Course Obiectives:

To enhance skills of Government employees on Microsoft Excel strengthen their

spread sheets analysis capabilities.

Course Contents/ Outlines:

io

ioConditional Formatting Formulas & Functions

Sort & Filter

a

Use of Data Tools

Pivot Table lmporting of External Data

. I What lf Analysis

i Customizing Excel Track Changes

Working with Comments Use of Templates

Protecting of Work Book/ Sheet

2. lnterested officers arc requested to forward their nominations duly

recommended by the Head of the concerned Wing to QA-l Section by 19-01'2024'

a a Rafiqu
Section officer (QA-l)

Ph: 9208523

All Officials (BPS 11-1 6). Finance Division .lslamabad

Finance Division's u.o No.F.3 (3) OA'U2014 dated '12-0'l-2024

o webmaster with the request to upload the circular on Finance Division's urebsite.

indiirtidiileoliingTiormiiiind of oiil and

Work Sheets

ovirvieil of wiS Ei6i

Excel Online

i .: Lookuo and Referencei;

a

a,


