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A5l wfera / Jafdaes e & forg aifte erifwres geaied Rure

ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PRIVATE SECRETARY/PERSONAL ASSISTANT

FrRATII/Eh/ AT
OFFICE/FACULTY/DEPARTMENT

AT 99/37af &1 yfade
REPORT FOR THE YEAR/PERIOD ENDING

dufdFde SORT PERSONAL DATA - (AT PART-I)

1. fOF Fr A
Name of the Officer

2. AT (Readanad)
Date of Birth(DD/MM/YYYY) : / /

(2rsgr & In words)

3. a9 &1 e
Designation of post held

4. FIT AT FFgaa il
HAI/NTT. & TEOT § ?

Whether the officer belongs to
S.C./S. T/OBC?

5. aéﬂm?)gﬁmﬁgﬁ?raﬁrfaﬁr

Date of continuous appointment : featies Date
to the present grade

35 Grade:

6. gfddesT 3af & SR TFeag ATHRT
FT AH TAUT TSATH

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

7. af % ke g, s 3 & wRoT s
¥ uieufd & rafe

Period of absence from duty on
Leave, training, etc. during the year.
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TIHEATHA SELF APPRAISAL — $THT PART-2
(o s & gfadest foar J=r §, 38 gany #3 ov )
(To be filled in by the Officer reported upon)

( FOAT VAT F MR F g el H AAGER TG F )

(Please read carefully the instructions before filling the entries)

U3 & SR £l d& 3% g@r fhv 1T st s wfeed
feaxor (Taaxor 100 wsei & for@r e @nfgw)
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):

Wmﬂﬁﬁmmﬁﬁﬂﬁa@mmﬁtﬁﬁﬁﬁaﬂH U IETEA
F1 o ool &Y

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

FUAT 39 FAYE(322AT) i it & &1 W FAGT qor Frod, afe FS &, ar 3T wEv
H Ioa@ |

Please state, briefly, the shortfalls in your input and reasons therefore, if any.
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FUIT Sooid F foh FT qaadt Helst gy H ol HUiea Ay fgeaxol FuiRa ol
3T Selst a¥ § Icakadt a¥ & 31 FAad dF aof HU o 7S A1) I g ar faawor
aor U b g foardr ST

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.

FATA Place: .oeveveeeeeeen, I & Atk U & granw

Signature of the Officer reported upon

T PART-3
HedH APPRAISAL

1 ameT-2 % aver & ufddes el wgaa €27 afe &8, ar fre @ a% srmgHd
g 3k Fr FRoT §2

Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof.

gdE w @ fadwanit & fov gfddes gfosdr garr 1-10 & Ther 7 d&dTcRs AfsT
& STl =T, St 1 §EW FA IS dUT 10 FEE IS IS H el B

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.

(@ gfafeat i e @ ggor fGer-faceit i exegds 9 o )

(Please read carefully the guidelines before filling the entries)

(@) T & &1 Hodishet (38 AT T 9T 40% BN
(A)Assessment of work output (weightage to this Section would be 40 %)

Af3T Grading

i) T4 & IOTET Quality of work
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i) SaTaETRAS Wierel FH T Level of professional skill

iii) I[° TF TRA IO HHG AT FEA H A H
fIE@IATAT TATT I@eT T JEIAT

Trust worthiness in handling secret and top secret matters
and papers

iv) I SR &1 3RET0T R ASH, WETHRT 3T
& foU 3TaeTH FETAT F FHT W T HA

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

‘forta w W Fa A IR (Fali & iv])
Overall Grading on ‘Work Output’ (Total [i to iv])

(@) AFderd AV T HodieheT (3T LT &7 AT 30% &M

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

ATEIT Grading

i) T @ JHFGed Attitude to work

i) 9fg, 3cgeha Intelligence, keenness

1ii) 3eRMHT T 3H¥&TUT Maintenance of discipline

iv) [SIFASRT &1 &Y Sense of responsibility

V) TUYUT &THATT Communication skills

vi) & H FT FeT T JFAT Ability to work in team

vii) AT HHAT F FI qU HE B A Ability to meet

deadline

viii) 3ufEafa & SafEserafaaar g gaguras

Regularity and Punctuality in attendance

‘gfFaua Rdvant w® Fa Pam AT (Fa(i F vii)

Overall Grading on ‘Personal Attributes’ ([i to viii])

(®) JFRTcHS WETHAAT &1 Hedishel (S HET T AT 30% g9

(C) Assessment of functional competency (weightage to this section would be 30%)

ARFAGrading

i) MR T A woTer U ear

Proficiency and accuracy in Stenographic work
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i) NTAT cTfFdaTd TaeT Inter-personal relations

iii) §Hwag &l JIFar Coordination ability

iv) Tl U, TEel ATFT T Telhlel Phiow TUT HIIehi
F AY HTol TdgR

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

‘T FEHG W Fa B AT (Fa(i F iv])

Overall grading on ‘Functional Competency’ ( [i to iv])

@ic Note: Fhas & YA+ 9 & v Aula e & sqer w&fla agt & dtaa it &1
T gAY AT FT AR Fem

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

HTITPART-4
HTHTd GENERAL

1. AT & YT ARNEHT Relations with the public (ST LGN & wherever applicable)
(ST T ATERFRATHT I Seckeled vd AUSHRT T A 0¥ Foar feeqoh &)

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

2. gfI&ToT Training
(Fuar R f gfdar vd & g3 A R 30w gur qur iy awer A el &
3% gferer & for e w

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

3. Fareeg i FEafad State of Health

4, HcIIsaT Integrity
(puar SR Fr Fcafasaer o feoqult & Please comment on the integrity of the officer)
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5. gfddes 3R carr #fUsET 1 gacd At fr TER (e 100 et H),
owd aed &7 vd A wHY &89, HETURUT 3UAfSuA, Hgcaqul FEGCd Ul
FHAGR 9T & ufa 3-1'@3;%’ A & 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.

gicdest & HET-3 & TS T, ff 3R W A T 10 9 & IR W Fo A Fegieas A

Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the
Report.

gfadee A0FH F gFaew
Signature of the Reporting Officer

ATH TAST HEWT H
FATeT Place:.....ccccoeeenee. Name in Block letters:
qcATH
f&eTleh Date:...o..oooooc....... Designation:
gfddesT &1 3afg &

During the period of Report:

st e sk ke sk ok ok



(ii)

(iii)

(iv)

v)

(vi)

Heldaldh _Annexure-I

HEATeHS AUNEHIOT & T TR § geayr Renfader
Guidelines regarding filing up of APAR with numerical grading

THUIR & T fAftad araened 3N earqds qur sdicd @A &4 gU s aieu
The columns in the APAR should be filled in with due care and attention and "after devoting
adequate time.

Tg e I S ¥ T 1 3ruar 2 & Tt aeffetor (F9d s a1 faQdwansit ar o e
Ao & gidser) 1 fAfdse rawaarst & A6 ¥ Fon &7 7 wficg &7 & iR e
SToem 3R 34 yhR 9 yuar 10 & fRET Aot & dew # Ot Igyafstai & g€y #
e f&ar sreem) Aofr 1-2 3re@ET 9-10 R gl € 3 3ot 3ifRcw Rju o= & s=a B
qifegs Ao Jee A §U Tides U Gefaeine IfOHREr # fher e @
estfaefiRor 3o 3T a8y dear & oA & FRR @At f goen & Fenr =il

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.

TRUHR &1 8 & 10 & dg & FEffetor “Iepee” foam Swanm aur gEeordelefd & fav

3 Ea wTeaie @ IVET i & AT gredies 9 T Sem)

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.

mmaemsﬁm$mwmﬁm“a§am'ﬁmmmm7ﬁm

S|
APARs graded between 6 and short of § will be rated as “Very Good” and will  be given a
score of 7.

TIUHR & 4 dur 6 & oler & dig H geiexor “Heer Qe Swen gur greaw 5 e
S|
APARSs graded between 4 and 6 short of 6 will be rated as “Good “* and given a score of 5.

THUHR &1 4 ¥ A Fofiaor “a” form s
APARs graded below 4 will be given a score of “Zero”.

Rk Rk KRRk



Annexure-I1

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 | 21" 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




