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[ Smart Governance with AI & Digital Tools ]

Conrent
& Introduction & Orlentntion

o Importance of digital transformation in government
o Current Productivity challenges in public oMicers
¢ Al for OfMce Productivity
o Drafting Letters, Memos and Reparts using ChatGPT/Microsoft Copliot
o Document editing and Language Imprevement with Grammarly/Quillbot

o Managing files and notes with Natlon Al / Google Workspace
s Smarter Meetings & Communication

o Recording and summarizing mesting using Otter.al or Firefiles
o Scheduling and time managemant with Google Calendar/ Reclalm.al

o Task tracking and collaboration using Trello or Asana
* Al for Data & Decislon Support

o Analyring departmental data using Excel AlfPower Bl
o Creating quick data surmmaries and visual dashboards
o Interpreting citizen feedback trends using Al tools
¢ Cybersecurity & Ethical Al
o Safe and responsible use of Al tools In government work
o Data Privacy and cyber awaransss practices
o Ethical decislon-making in Al assisted governance
*  Wrap-Up & Implementation Flaning
o Group Discussion: Applying one Al solution in your department
o Feedback and certificate distribution

Methodology: Lectures & Practical Sesslons

Duration : Two doys {9.000.m. to 4. 00p.m)

Date < 16™ & 17 February 2026

Medium : English/Sinhola

Course Fee | 13,000/= Per Participant (This includes Lumch, Refreshment Wiriting Materfal &
Certificate }

# We Kindly request you to send us the Name and Mobile Phone Number of the
Participating Officer

# In house training programmes can be arrngad on your raquear

Contact : Kaveesha Kumarasir (Programme Coordinator)
Tel : 076 6209966
Emuadl ; kaveeshasdfl@gmail.com

Skills Development Fund Limited
T Floor, Nipunatha Piyasa, Alvitigala Mawatha, Colombo 05

ZBMNAI026 1328 Fromaln 12507274 Ik

PagaiDd



0a/12/ 7004 el 0T H112587E T SEBFL PaGE  BS

FHT{'.: .".':1"51"" [ HE i Tratning @[ufa'l-uﬁj‘

i Ministry of Education, Higher Education 0 ml.
»

B Vocational Edwcation Cradring armar Cusdaes im .

DAL e Smnite. poiedsld BEne, LB wiedd ulxfudgme w

bufm® guwdeme BESD t2)) E10gen
P
«  DEEn mgEmmda Bao v Dl vall cloveia BEae 8w abeadDudl il
i@

aerpdoos |

el oo Oefan® mern @18, Difadeame, eFdaon B8
FEon eea s Dalime

il orEf® B08, wed o8, mded deb oPE an Axd S
@dEh »ign O Peofi@ e mdamda

DBD woell nBlafues Do v B0, pelalnd] meSmmdwmed mnlemda, eed
od, ofSm ow qamad og

Enbilim mall alxfege oD oDE, Defm® guwdeme SOE ap Bim mfl;
wEmudDS

giel=l mgBmmdae e20rilees Bod odpmB sdomem ow Dgeda

By geiue  KEhmmea/scmbnefxin/iddy edm® mdupiugd sen sw oded
Dobdtnbn fpamm BH dds poemen D o8l melrnmdae ow Diills oD
esfiuemy, Buvwd Scdbslo oy 88 Bus olésfDens? s Bpdor cefbm Boo®
Hadlat

BDEIDex’ odnm o tawBus (Physical)

TEow J 2026 eeSI0:F Bew 17 ww 18 eedn
e ! o¢fm (wa . 300 82 w0 4.00)
e > Batogs

efdatna : SOFL ed'om ol

aaefpl & 13000 4 2 gocnl vows (Gaem B 80 008 ga0:0, §0 awad,
B8:00 o vl spox’ aped)

armd b Asihlisfed »8 pdwon gaon alisd gs sbn &80 souln el s damb
i 838,

D8P rapgdf] HEvw e8na (O;00dwey o@8:/8m0m)
(077 859109())

8. menc : nimashosdfli@gmaoil. com

2HMN 2026 13:28 Fromal 112507274 I Page NS




D12/ 2924 04:i0T By 258072 SOFL

Training Divisions

PAGE BB

A

N

/;pph to = Ms. Kaveesha Kumarasiri

* deain | HIR | B
| ﬁ Ministry of Education ’:_: m L

Skills Development Fund Limited Cosaing Carmer Curdbemats -

88 B@® 5194 0wl B0 v e0bd BEae
BY @D
Gofes ;

v BE Bp® Bgomd B8mE wew ophfic gy smoladB BENg alofdin e Eno @,

« BoEy bR acdfc qles! me Bl Dy mibe® ool BB gbefilun rRuoflE

« BB g B0 pficam BERg by him,

v BB Baged B plicom Bg@musD oisl® wows spodne nean B oDmle 85
abaid Q. o,

* Bigott malim Hgind aem mbns o gy PD 03 geefls s8pie oe gy eoece BEag
gbend Do (Ead@.

guindopa !

» BB Bge® £, 0d moloe weme sl oy oBn osi

s BB Bage® £:5d molion uew: D00 Helobyl Diy nlplia meps eetume.

» cheis quose Bds!, B8 Bge® Bfd malios agm oas! og) cSo ool LoD 60 Bt
o mixgl.

v B Bl By et B8mBel o i Mglalind Bgelt malBed ouig BOY Byt i5d
Bpfes Mxpea e 30 goo eeadDmantD anb, Bge® oufms dein Helelelt cds we vl
g

s Bl amach Bl B géicon BgnBmast 8:88 oqw Bl B0 Buws wad
Hahdst pnedne me g% B 0208 i g40 poad on AL GEE abplic A58,

» BB Byp@ £,8d gligae AOGED v 5,38,

' ghede b Boae em ponmbee NgaE 5 5d Aea md Sof0fm o Sofhfm
ornbm Aginbst sew

BEebew [ odam w wambus [Physical)

Ema : 2026 woRdBed &a (9 ww 10
LR :ogden (o080, 1.00 85 0.0, 4.00)
Sl : Beargm

aftoma  : SDFL efaz wod

el & : . 15,000 2 pewn’ wews frgem o oo and guosd, £ grend
F8cEn uw cufeo )

{PFrogramme Coordinator)
Mablle : 076 6209966

E-Mail: kaveeshasdfl@egmall.com

Skilis Development Fund Ltd.
Ministry of Education
354/2, Nipunatha Piyasa, 07" Floor, Elvitigala Mawatha, Colombo 05.
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% Communication & Interpersonal Relations
% Team Work & Leadership

“ Meeting Ftiquette, Social Graces Etigueite & Body Languages
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