
UNIVERSiTY OF JAMMU

Sub: Al Tools Usage Training
University of Jammu.

CiRCULAR

Program by NIELIT for Facu:ty&0輛 cers of

pursuant to the letter No. 1 (2O)2025t34 dated 07.08.2025 issued by National

lnstitute of Electronics & lnformation Technology, Srinagar/Jammu (copy enclosed).

permanent Faculty Members & Officers of the University of Jammu and its offsite

Campuses, who are willing to attend the above said training program may register their

names with the NlELlT, New University Campus, Jammu as per the tenns and

conditions mentioned in the said letter.
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Encl: As obove.

No: Esrob./ 2s/ 313 8- t eo 3 8'
Dofed: 1_o -CIg ->..-<.-
Copy lo:-

I . Speciql Secretory 1o the Vice Choncellor for the kind informotion of the worthy Vice Choncellor

2. Sr. P.A. to the Deon Acodemic Affoirs/Deon Reseorch Studies

3. Sr. P.A. to the Registror/Controller of Exominotions

4. Director, coaorTcoc/DLl/DteA//physicot Educotion/MMTTC/ Centre for Studies in Museology & Sheikh Noor-

ud-Din-Nooroni Museum of Heritoge/DSnsl Centre for History of Culiure of Jommu & Lodokhtegion/SHTp--
lCccR&HRM/School of Visuol qnd Performing Arts, Design ond Architeclure/Centre for Women's Studies/ Centre

for lT Enobled seMces & Monogement/NlEllT Jommu

Deon Studenls welfore/provost (Boyis/Girl's Hostel)/Deon studenis Plqcement/Deon, Plonning & Development

All Heods of theTeoching Deportments of the University

Chief/Deputy Proctor of the University

l/C Librorion, Dhonvontri Librory

Uc Generol Zorowor Singh Auditorium
l/c Director, ComPuter Centre
lnchorge, E-Governonce lnitiotive Cell

Progromme Coordinolor, NSS

Medicol Officer, UHC

All Wordens of UniversitY Hostels

All Joint/Deputy /Assistont Regislrors

Chief Accounts Otficer
Executive Engineer, UWD

Monoger Guesl House

President. JUTA/JUOWA/JUNTEU/JUNGEU

Security Officer
All Sections
Guord File
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Dear Sir,

ln continuation of our discussions, we are pleased to submit herewith the formal pro6rosal (attached

as Annexure A) for the conduct of a specialized training program titled "Al Tools Llsage Training

Ilrgl"ry for Faculty & Officers" for the University of Jammu. lhis initiatrve has Seen-curated to
g;p;*e; faculty and officers with practical competencies in day to day office usage of Artifir:ial

intelligence (Al) tools

The program is designed to enhance professional productivity, strearnline administrative workflows,

and in content creation and communication.

The program is scheduled for four Saturdays from September 2025 onwards on mutually frnalised

dates,withsessionsfrom9:30Siz.ebatchulillbe20..Z2participarrt.s.
The fee for this comprehensive training is 12,250/- (GST @18o2'o extra).The curric.urlurn spans key

dornains including Al-powered text generation, content creation, visual design, image editing, and ppt

generation-leveraging tools such as ChatGPT, Microsoft Copilot, Canva Al and lmaqe Editor more-

By the program's conclusion, participants will be proficient in using Al assistants for administrative

tarks, cjeating profeffi and ,mvltimedia content, integrating Al into their w9Illl-oars, and

undersl.AllparticipantffillreceiveaCertificatiofCompletion
upon successful completion of training

We are confident that this progranr will contribute meanir,gfully to the Uni'rersityls diqital

transforma.tion journey and equip staff with future-ready skills. We lock fonrvar,C to your l.:irrd

consideration and to facilitating this collaborative in jtiative.
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SIDCO Electronics Complex, Old Airport l?oad. Rangreth. Siinagar (J&K)-191132
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Annexure-A

AI 'fools f raining Program for Faculty & Officers j Universitv of .lammu.

This prc-rgrant airrts to enhance prodr-rctivitr and ettlciencl rn daill officc ucrr[- lbr Unirersitr of .larruru
taculty and olflcers b1 farrriliarizing thern rr itlr practical AI tools.

o f)uration: 4 Saturdars
o Venue: NIELIT Jammu
o Tirning: 9:30 AM - I :45 PM (4 hours l5 minutes each dav)
o Tea Break: 1 1 :'1 5 am-1 1 :30 am
o Batch Size: 20 participants
o Fee: <2.2,s0 + GST @18%: {2.65-s

Day-lvise Schedule

Da)' Date Topic Activities & Tools Covered

l Saturdav Introduction to AI
Assistants & Text
Generation

Welconre & Program Ovcrvieu:
lntroduction to AI. its role in office
environrnents. benefits for Uo.l staff.

ChatGPT'for Daily Office Tasks: Setr-rp.

pronlpt understanding. drafti ne emai ls.

reports. p0l ici es. stLrderrt corrrnrurr icati orr.

grievance responses.

Hands-on practice.

Tea Break

Microsoft Copilot for Office
Productir it1 : Docurtrent cl'eation. data

anal-vsis. presentat ion desi gn. calendar

managelnent. emai I cornposition. meeting

summarie:;.

Haltds-orr prac(icr'.

NIELIT」 &K Jammu



Saturda、 2 Advanced Text AI
Content Creation

& Recap & Assignment Rer.ierv AdvancerJ
ChatGPl'/ Copilot Techn ir;ues: prompt
engi neeri ng ( role-basecl. chai rr-of_
thought ). course content. adrnin
rr ork f-lo* s. studerrt assesstnent creation.
Hands-on.

Tea Break

Alternative AI Tools: Coogle
BardiCernini. Claude A I. Grarnnrarly. A I.

Hands-on conrparison.

Content Creation & Translation:

AI for rnultilingual content
(Hindi/Urdu/English). translation rools.
content adaptation. Hands-on practice
(translating & scanning documents).

Saturda;- 3 Visual Design & Image
Creation

Recap & Q&A

Microsoft Designer: Creatinq banners.

liosters. sor:ial rrredia grapirics. brochures.
flyers. Hands-on practice (event poster.
social rnedia banner).

Tea Break

AI Image Generation Tools:

Canva Al. Prornpt techniques, Hands-on
practice

Photo Editing u,ith AI: Windori.s photos

Editor. Adobe Express. plroro

restoratio n/en lrance rne nt.

Hands-on practice.

_¶√
21Page3

NI巨 LIT」&K Jammu



ヽ
:(

●

Deliverables:

|)COu「se cOmpletiOn Certincate.

2)W」 1lg Pad.Pen&clear Bag.

3)Tea with Biscuits.

Final Recap & project Or.r.rvieu.

PPT & Video Cr.eation using AI:
Applicariorrs lbr ppts & prornorional
videoS. coLlrse annourrcerlents. event
documentaiion. Hands-orr pr.actice

Tea Break

Final Projects & presentations:

Participant presentations. peer feedback.
best practices. troubleshooti ng.

Certification & feedback: Certificate
distribution & feedback
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Saturda、 4 Video AI Tools &
Integration

NIELIT J&K Jammu
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