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HAlhA
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PRIVATE

SECRETARY/SENIOR PERSONAL ASSISTANT/ PERSONAL ASSISTANT/
STENOGRAPHER

ST/ HhT/TAURT:
OFFICE/FACULTY/DEPARTMENT:

AT av/31afer #1 wfadea

REPORT FOR THE YEAR/PERIOD ENDING

Jgfadaes &RT PERSONAL DATA - (T PART-I)

SHTYBRY BT ATH
Name of the Officer

ST (/A8 /)
Date of Birth(DD/MM/YYYY) : / /

@& In words)

TR UG &1 UG-
Designation of post held

R SRIBRT S i/
KIECAC W e AR R e
Whether the officer belongs to

S.C./S. T./OBC?
I I8 H TaR fFgfad &1 fafdy

Date of continuous appointment : faAid Date

to the present grade
U8 Grade:

ST Contd...P-2/-



it Safl & GRHE T SR
b ATH dUT YgATH

Name of Officer with designation
with whom attached during the
period under report

Y & GRM Fe!, UIRIET 311fe & HRUT S
¥ Rl i safy|

Period of absence from duty on

Leave, training, etc. during the year.

WHAIDHT SELF APPRAISAL —HTT PART-2

(Fora a1yt &1 wfade ferar ST 8, 3% gRT 4RT I
(To be filled in by the Officer reported upon)

(FUAT YA B U ¥ U5 e & eHYad Ug o )

(Please read carefully the instructions before filling the entries)

qu/31afd & TR dp 3P gRT fHT T BT BT Fiera fFavor
(faaxur 100 gl ﬁi%RﬁTGrHTaT%Q)

Brief resume of the work done by you during the year/period from
to (The resume to be furnished should be limited to 100 words):

ST Contd...P-3/-



2. HUgI 39 Agl &1 Ui Ieora B} o 9ga oifie Iuafedr gt 8l $iR I 3o anTe &1
it Ieeid |
Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

3. TUAT 3UF $AYC(IeRAN B Wl | Bl Xg! Sl 9UT HRON, AlG HIs 1, al SHHT Gag &
I B

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

4. HU I B [ 1 gadf baeR a¥ @ e YUy arftfes faavult Muffea arka erfq
PeieR 9y J IaRadl 9y Bl 31 a3 I ol B 31 78 AT afe 8T @ faaror gof B
IR ferdl S|
Please state whether the annual return on immovable property for the preceding calendar

year was filed within the prescribed date i.e. 31% January of the year following the
calendar year. If not, the date of filing the return should be given.

R PIACE: oo I ¢ ATl PR & BIER
oI Date:.....cvoeeen Signature of the Officer reported upon

ST Contd...P-4/-



gfddad SR gRT UfddgT-HT- 111

REPORT BY THE REPORTING OFFICER - PART-III

T YFT-2 & f3avor T yfdde iRt Igad &7 afe el df fog T db SRigHd & 8iR

T HRUT 2

Does the Reporting Officer agree with the statement made in part 2? If not, the extent of

disagreement and reasons thereof.

Ud® ST ! fawdnsit & fore ufdaea wideRl gRT 1-10 & Whd W JBaradd AfST & St

T, S| 1 IS HH IS a7 10 I 31 U ol i g1

Numerical grading is to be awarded for each of the attributes by the reporting authority
which should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the

highest.

(PUT Ul &1 R Y uge faxn-Feerf & eryde ug o )

(Please read carefully the guidelines before filling the entries)

@  Tid ord &1 geie (S YR &1 dosl 40%8 1)

(A)  Assessment of work output (weightage to this Section would be 40%)

ST Grading

i) ST &I 7Ol Quality of work

i) SATIIRIS HIA BT WR Level of professional skill

iii) 7t Td U [ A 94T BTN Dl Ay d faae-igdr
ST 3@ B ARG

Trust worthiness in handling secret and top secret matters

and papers

iv) BT STIRT BT SFREUT 3R 93D, ATETDHRI 3G b forg
TGS BRI D! THT W T DRl

Maintenance of engagement diary and timely submission
of necessary papers for meetings, interviews, etc.

1 PR R Fd BB AT G iv])
Overall Grading on “Work Output’ (Total [i to iv])

AHIIER Initial

ST Contd...P-5/-




@  fddra faRiarsit &1 qeaie (39 U &1 9SS 30% BIT)

(B)  Assessment of Personal Attributes (weightage to this section would be 30%)

ST Grading

i) S @1 SR Attitude to work

i) Tg’@ 3hdl Intelligence, keenness
iii) SR DT IREUT Maintenance of discipline

iv) STHGRT @1 §19 Sense of responsibility

V) IUSOT &HdTE Communication skills

vi) 1 H S & B argdr Ability to work in team

vii) TH T H SR R B3 D! Aadl Ability to meet deadline
viii) IufRfa & FaafrssT/Mafiddr aur I9g ura- Regularity

and Punctuality in attendance
"HfFATd [ARVArSA R Hd W AT (HALid viii])
Overall Grading on ‘Personal Attributes’ ([i to viii])

S{TIER Initial

@) IS ES TEHdT BT i (39 HFT BT deol 30%8HM)
(C)  Assessment of functional competency (weightage to this section would be 30%)

J1ST Grading

i) SR T B T YT qUT Gl

Proficiency and accuracy in Stenographic work

i) TRER afaaiTd &Y Inter-personal relations

iii) gH-9g S g1 Coordination ability

iv) THTAT U, U8 Mad Ud AT it qUT TIgd! & Y
Hd AdgR

Effective liaison, Initiative and tact in dealing with telephone
calls & visitor

THRIHD T TR H [HATDHR ST (G iv])

Overall grading on ‘Functional Competency’ ( [i to iv])
STIE&R Initial

e Note: Ybdd & UdH JU & g Ruid 3o & SUR efid THg! & i ! &1 IR Ty
ST BT 3MYR SR
The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

ST Contd...P-6/-



HITPART-4
gH GENERAL

ST & WY HITGRT Relations with the public (Si8T @R 8T wherever applicable)

(ST DI STIRIDH AT BT IcRGIAE Td DRI deb SHTH W Huam fewoft o)

(Please comment on the officer’s accessibility to the public and responsiveness to their
needs)

UfRI&UT Training

(@ SHABRY BT TTiaar Td e emanatt & 3R 31w R a1 gig & &1 2@ I 3P
TifRreror & forg Ry ¥

Please give recommendations for training with a view to future improving the
effectiveness and capabilities of the officer)

Wy &t fURA State of Health

AT Integrity
(FHTT HABR! Dt GAST W feTuft ¢ Please comment on the integrity of the officer)

gfdde SERT gRT SR & I faRvdret & @R (@THT 100 W&l H), forgd
I & Ud HH e &, SRITURU Ui, Hedq0! Swhadisl Ud HHSIR a¥l & Ufd
3ifrgfe afera &

ST Contd...P-7/-



Pen Picture by Reporting Officer (in about 100 words) on the overall qualities of the

officer including area of strengths and lesser strength, extraordinary achievements,
significant failures and attitude towards weaker sections.

6. Ufdded & UFT-3 & We T, of 3R W H AT T I¢T & YR R T HATH WRATHD

pIcul
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3
of the Report.
Yfcraa 3MfUbRT & FEIER
Signature of the Reporting Officer
I Tee 3fer} |
R Place:......ccccceeueee. Name in Block letters:
U
fai® Dater..ovoveene.. Designation:
Yfcrded B srafy #

During the period of Report:
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(i)

(i)

(iii)

(iv)

(v)

(vi)

Telddsd Annexure-l

T=ATHS F0fipRur & Ty THUSR R4 Ty fegnfadw
Guidelines regarding filing up of APAR with numerical grading

THNSR & W fafdad g iR emyde gt gafd 99y dd gU HRA A1t

The columns in the APAR should be filled in with due care and attention and after
devoting adequate time.

Tg 32N BT ol € 6 1 oryar 2 F et anffemor (rfa ot ar faRwamsit on g forema

ot & ufdgpd) &I ARy srawadet & Orf @ wan fog & vafa wu 3 sifaw faan
ST 3R 34 YR 9 3yar 10 & fodt Juft & Ty A oy Suaferi s Iy 7 siifer
T SITQem | 9oft 1-2 34T 9-10 foRE Bl & 3ict: 3T SHifacy fau oM &t e g | wiRkeq®
9ol Ue™ HRd gU Ufdded Ua gAfdaid sl &I fhd! SeRT &1 ey 396
3efi a5t WA H aau § SRR IgaIll & gl | =1 gy

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
would be adequately justified in the pen-picture by way of specific failures and similarly,
any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades
of 1-2 or 9-10 are expected to be rare occurrences and hence the need to justify them. In
awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently working under them.

THUSR &1 8 ¥ 10 & &g BT aFifepu "I foram S quT Yelteur/uerata & forg sivyd
UItich b1 TUMT B & feT Uredich 9 f&am S|

APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score
of 9 for the purpose of calculating average scores for empanelment /promotion.

THIUSR &7 6 TUT 8 | BIeT & did BT aHIHRU “Fgd 3BT fordm S T urdiss 7 fean

SIRITT|
APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be
given ascore of 7.

THIUSR &1 4 TUT 6 A BICT b sid BT BT ST o SIee qu Urdics 5 faam S|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

TOUSR FT 4 W HH HHR0T "I foram S|
APARs graded below 4 will be given a score of “Zero”.

skeoskoskokskokosk



Annexure-I11

Time schedule for preparation/completion of APAR
(Reporting year — Financial year)

S.No. | Activity Date by which to be completed

1. Distribution of blank APAR forms to all | 31 March.

concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).

reporting officers where self-appraisal is not be

given).

2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).

3. Submission of report by reporting officer to | 30" June
reviewing officer.

4. Report to be completed by Reviewing Officer | 31% July

and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.

5. Appraisal by accepting authority, wherever | 31% August
provided.

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.

8. Forwarding of representations to the competent
authority.

(a) where there is no accepting authority for | 215 September
APAR.

(b) where there is accepting authority for | 6" October
APAR.

9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.

10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

11. End of entire APAR process, after which the | 30" November
APAR will be finally taken on record
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