MADANAPALLE INSTITUTE OF TECHNOLOGY & SCIENCE

Affiliated to JNTUA, Anantapuramué& Approved by AICTE, New Delhi

N % Recognised Research Center, Accredited by NBA for CE, CSE, ECE, EEE, ME, MBA
u & MCA, Recognised by UGC under the sections 2(f) and 12(B) of the UGC act 1956

(UGC-AUTONOMOUS)

Skill Development Cell (SDC)-MITS

Standard operating procedures for Skill Development Cell (SDC)-MITS

The standard operating procedures (SOPs) for a skill development cell typically involve
several key steps to ensure efficient operation and effective skill enhancement. Here's a
general outline of SOPs for a skill development cell:

1. Responsibilities of Skill Development Cell:

i
ii.
iii.
1v.
V.

vi.

2. Goal Setting:
i.

il.

Coordinate and oversee all skill development initiatives within the
organization.

Develop and maintain a skill development plan aligned with
organizational goals and employee needs.

Identify relevant training programs, courses, workshops, and other
learning opportunities.

Facilitate the implementation and evaluation of skill development
activities.

Monitor progress and effectiveness of skill development initiatives.
Provide regular reports and updates to management on skill
development activities and outcomes.

Conduct regular assessments to identify skill gaps and training needs
among employees.

Use various methods such as surveys and feedback sessions to gather
information

3. Training Program Development:

1.

il.

1il.

Select appropriate training programs, both internal and external, to
address these needs.

Coordinate logistics such as scheduling, venue booking, and resource
allocation for training sessions.

Communicate training schedules, objectives, and expectations to
employees.

4. Quality Standards & Resource Allocation:

i.

ii.

iil.

iv.

Maintain high-quality training programs that align with industry best
practices and standards.

Regularly review and update training materials and content to ensure
relevance and accuracy.

Seek accreditation or certification for training programs where
applicable.

Allocate resources such as budget, time, and personnel to support the
implementation of training programs effectively.
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10.

11.

Participant Enrolment: Establish a process for enrolling in training programs,
including registration, eligibility criteria, and scheduling.

Training Delivery: Ensure high-quality delivery of training programs through
experienced trainers, interactive learning methods, and appropriate training materials.

Monitoring and Evaluation: Implement mechanisms to monitor training progress,
evaluate effectiveness, and gather feedback from participants for continuous
improvement.

Documentation and Reporting: Maintain records of training activities, including
attendance, and outcomes, to generate regular reports for management review.

Feedback and Improvement: Encourage open communication channels for
participants to provide feedback on training experiences and incorporate suggestions
for improvement into future programs.

Certification and Recognition: Provide certifications or recognition for participants
upon successful completion of training programs to acknowledge their skill
development achievements.

Review and Revision: Periodically review SOPs and training processes to ensure
relevance, efficiency, and alignment with evolving organizational needs and industry
trends.

By following these SOPs, a skill development cell can effectively facilitate the

enhancement of skills and competencies among the students, contributing to
individual growth and organizational success.
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