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Essential Office Skills Course Evaluation Report 

Overview of the Course:  

The Essential Office Skills program is a comprehensive initiative jointly developed by CLP and 

PI to improve the job seekers skills by equipping participants with job search and essential office 

competencies. This course emphasizes core areas such as Job Interview Basics, Professional 

Excellence, Office Etiquette, Business Communication, ICT Skills and English Proficiency 

ensuring participants are well-prepared to contribute effectively from their first day in a 

professional role. 

Delivered over a three-month period, the program includes 60 hours of practical instruction 

through a blended learning approach. The training incorporates participatory methods such as 

hands-on activities and expert-led sessions, fostering an engaging and effective learning 

environment. Key modules cover job search and interview basics, ICT skills, including MS Office 

and ChatGPT proficiency, as well as professional behavior, ethics, verbal and written business 

communication, and workplace English. 

Participants will develop the skills required to perform office tasks efficiently, enhance 

professional communication, and adapt to workplace standards. Upon successful completion of 

the program, including summative assessment participants will be awarded a certificate, 

signifying their readiness for professional roles. 

Key Findings 

The evaluation of the Essential Office Skills course highlighted its strengths and areas for 

improvement. Participants expressed high satisfaction with the course, praising the expertise and 

teaching methods of the trainers. Suggestions for improvement included adding better Bangla 

translations to support those struggling with English and enhancing internet connectivity and 

computer lab facilities. Despite these minor challenges, the program was rated well-structured 

and praised for job search and professional skill development, with unanimous agreement 

on its importance and substantial learning outcomes. 
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Participant Satisfaction Overview 

The quantitative evaluation of the Essential Office Skills course revealed high participant 

satisfaction, with 100% of respondents recognizing the course's importance for job seekers 

and 91% acknowledging significant new learning. Additionally, most participants reported 

attentiveness during sessions, highlighting the program's engaging delivery. 

 

Figure 1: Course Participants Satisfaction Overview 

Participant Feedback and Insights 

The qualitative feedback from participants provides valuable insights into the strengths and areas 

for improvement of the Essential Office Skills course. It highlights the aspects of the course that 

were most appreciated, as well as suggestions for enhancing its effectiveness. Participants shared 

their experiences regarding the course's content, delivery, and impact, offering a comprehensive 

view of its overall success and areas needing refinement. 
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Which Part of This Course Did Participants Like the Most? 

Participants provided overwhelmingly positive feedback about the Essential Office Skills 

Program, highlighting various aspects they enjoyed. A common sentiment was the appreciation 

for online classes, with one participant stating, "I enjoyed the online classes of this course the 

most, especially those conducted by Parisa Ma’am, Shuddha Sir & Sabbir sir" Many also praised 

the teaching style and professionalism of the instructors, as noted by a participant who shared, "I 

liked the teaching ways of the teachers and the overall course management the most." 

Specific components of the course stood out for their impact. The English classes and interview 

sessions were particularly valued, with one participant remarking, "The best part of this course 

was the English classes and interview sessions because they helped me overcome my hesitation 

in speaking English and learn about job preparation and interview techniques." Similarly, the 

remote classes and computer classes received significant praise, especially those conducted by 

Dr. Shuddha Rafiq and Dr. Mohammad Farooque, as highlighted by another participant: "I liked 

the computer classes in this course, and I enjoyed the classes conducted by Shuddha Sir and 

Farooque Sir." 

Participants also appreciated the holistic approach of the course, encompassing professional 

behavior, office policies, and confidence-building. One participant summarized this sentiment, 

saying, "This course was very good and helpful in all aspects, including learning to speak 

English, understanding office policies, and developing professional behavior." These comments 

reflect the program's strong impact on participants' readiness for professional roles. 

Which Part of This Course Needs Improvement? 

While participants expressed satisfaction with the Essential Office Skills Program, some areas 

for improvement were identified. The English classes, though appreciated, could benefit from 

enhancements, as one participant suggested, "In the course, it would be helpful to provide better 

translations in Bangla along with English, as we do not fully understand English well." Another 

participant mentioned, "The structure of the English course contents needs further 

improvements.” 



 

4 | Page 

 

Logistical challenges were also noted, particularly regarding internet connectivity and computer 

lab facilities. One participant remarked, "If all the computers in the computer lab had internet 

access, it would make working much easier." Additionally, the need for faster internet and 

improved room decoration was highlighted by a participant who commented, "The internet 

connection needs to be faster, and the room decoration could be improved a bit more."  

The future course improvement will be guided by the feedbacks received from the participants. 

Recommendations for Improvement 

1. Revise Course Content: Update modules on English, office communication, ICT, and 

practical skills to align more effectively with the current job market demands. 

2. Enhance English Classes: Revise English content to include current trending topics and 

emphasize activities that improve participants’ language proficiency through practice sessions. 

3. Upgrade Logistics: Improve internet speed, ensure reliable internet access for all lab 

computers, and enhance classroom décor to create a better environment for online classes. 

4. Integrate Practical Sessions: Introduce hybrid sessions for soft skills, combining remote 

classes with workshops or face-to-face training for hands-on learning experiences. 

Learning Evaluation Score 

All participants 

learning were 

assessed: ICT skills 

through a lab test. 

Office soft skills 

through a written 

test and their 

presentation skills in 

English through a 

viva test. Their 

performance, as 

Figure2: Learning Evaluation Score 
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presented in Figure 2, demonstrates a satisfactory outcome. 

However, they may benefit from ICT and self-presentation skills enhancement. The last bar 

indicates that participants demonstrated strong performance in the written exam; however, there 

is significant potential 

for development in 

their ICT skills and 

formal-presentation. 

Figure 3 shows the 

total learning 

evaluation marks 

range, with an 

average score of ~70. 

Most importantly, 

72% of participants 

scored above the 

average, demonstrating the 

overall success of the course.  

This positive outcome highlights the course's effectiveness in enhancing participant learning and 

equipping them with the skills needed to thrive in the current job market. 

Conclusion 

The Essential Office Skills Program is a well-structured and impactful initiative, successfully 

equipping participants with the necessary skills to excel in professional environments. By 

improving some areas such as ICT proficiency, professional behavior, business communication, 

and English language skills, the program has enhanced participants' job readiness and confidence. 

While minor logistical and instructional improvements can further refine the course, the 

overwhelmingly positive feedback from participants underscores its value and effectiveness in 

bridging the skill gap in the job market. This program stands as a valuable model for fostering 

workplace competency and professional growth. 

Figure 3 Participant Score Range with Average Score 


