oot Taeaferamar=r UNIVERSITY OF DELHI

fasht afeaaiss dafFas wemsAafFas wassmaiT & fav
1\9‘ .
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PRIVATE SECRETARY/SENIOR
PERSONAL ASSISTANT/PERSONAL ASSISTANT/STENOGRAPHER

AT /TR /TIHTIT
OFFICE/FACULTY/DEPARTMENT N —

AT au/31af 1 gfadeed
REPORT FOR THE YEAR/PERIOD ENDING----=nnnmmnmmmmnmmmmmmmmmmm e

dITFdeh sTRT PERSONAL DATA - (HT3T PART-I)

AR &7 AT
Name of the Officer

SeAfafy (Ra/aden/as)
Date of Birth(DD/MM/YYYY) : / /

(erset # In words)

gRd 9 &7 ggeATH
Designation of post held

T RN g S/
IS/ T F e g ?

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

qAT I3 A AR fagied $r fafy
Date of continuous appointment : fe=ties Date
to the present grade

I5 Grade:

gfadeet 3afr & e areag iRl
FT ATH JdUT YSATH
Name of Officer with designation

with whom attached during the
period under report

ay & NI e, GiRIETor e & HROT 3P
¥ rareafa #r safe

Period of absence from duty on
Leave, training, etc. during the year.

Y Contd...P-2/-
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mﬂm SELF APPRAISAL — HTIT PART-2
(| AR & gfdded @ S 8§, 38 @Rl T 1T )
(To be filled in by the Officer reported upon)
( U TATEA T A T Ugel eTeei P IS 96 o )
(Please read carefully the instructions before filling the entries)

gu/3afr & are q e 39 garT fhu a0 St @1 wfeced
faaror (faavor 100 eregl & forar smr @nfgu)
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):

mmmwaﬁmaﬁﬁaﬁa@mmﬁqﬁﬁmmﬁmm
F1 o Ioo@ |

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

FUAT 9 SAYE(322AN) &1 Wit A g W A qar wRo, i :S g7, ar 3 dai
# 3o H|

Please state, briefly, the shortfalls in your input and reasons therefore, if any.
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4. FUAT Soo@ F & FAT T Fest a¥ H IWS Fufeq e Aol FuiRd o’
AT Hoist a¥ ¥ IccRkad! a¥ # 31 FeIad deh gof AT & a5 A IfE 78 ar fyaror
gol T AT aRrg ford e

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.

U Place: .....ccccocvvveeens I & arek HfUFRr F gEann
Signature of the Officer reported upon

HTT PART-3
Hediwa APPRAISAL

1. T HE1-2 & fGaor § yiddes Jf8aRT HgAd 827 IS &80, ar fra AT de 3rgdAd
Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof.

2. 9% FF FHr vt & fav gfaded afitedl garr 1-10 & &&ha & d&cAs Afsa
& STt feT, SiEl 1 H98 A I3 JUT 10 F9 HUF I3 Hr g gl

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.

(9T gfafseal & et & ggol feenm-fAcelt &l eareiqds ug o )
(Please read carefully the guidelines before filling the entries)

(@) foefa &R &1 FAeaihs (30 &7 &1 AT 40% gIem)

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

AT Grading

i) & @1 ot Quality of work

Y Contd...P-4/-



ii) caTaaTAe Siere &1 TR Level of professional skill

iii) CT T WA I AHA TUT HETATT H Age=
TIETEAIAT IATT @ T eI

Trust worthiness in handling secret and top secret matters
and papers

V) S ST T 3RETOT 3R doehi, HETehRT 37T
& T 39Tk FESTT S FAT W T el

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

‘fdta F W g et Az (F(i @ iv])
Overall Grading on ‘Work Output’ (Total [i to iv])

(@) afFderd TAAYAT3T T Hodiehel (SH HET 1 desT 30% BlaM)

(B)Assessment of Personal Attributes (weightage to this section would be 30%0)

A1 Grading

i) I HT 3ifAgica Attitude to work

i) §fg, 3cgehdT Intelligence, keenness

iii) 3eJRTHT =T 37IX&T0T Maintenance of discipline

iv) TFASRY &1 &er Sense of responsibility

V) HUYUT &TAATE Communication skills

vi) &F F FRT A @ JEIar Ability to work in team

Vii) HHT AT F SR Q@ FA AT Qegar Ability to meet
deadline

viii) 3ufeafa & Saafaser@afadar aar gezares

Regularity and Punctuality in attendance

‘afFara fdvaet w® Fa Bam AT (FA0 F viii)

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

(®) ThRiTcHs FETHAAT &1 Hodiehel (SH T T deal 30% Bram)
(C) Assessment of functional competency (weightage to this section would be 30%06)

AfBMGrading

i) JMITITehI 1 & ot AT gl

Proficiency and accuracy in Stenographic work

S Contd...P-5/-
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i) TREAX TTFa9rd &Y Inter-personal relations

iii) H=aT FIA AIIdar Coordination ability

V) THIEY T, TEoT AT Td TolDlel dhicH TUT JTaTceht
F HIY HTOT YdgR

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

‘ThETcHS WaTAHA’ W Fo et Az (Fa(i @ iv))

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

@ic Note: ¥¥as & Y% 9 ¥ fAv e e F qur d@afta wEh & sitwa s+ #

IRr FAT AfFer @1 IMUR gem
The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

HATITPART-4
HIHATT GENERAL

1. ST & |y #ENERT Relations with the public (ST o] & wherever applicable)
(ST T HTARISHATIHT T Sccialdcd Ud TSR deh HFIHA W FHur feoqofr &)

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

2. gfr&ToT Training
@ ey Hr genfadar vd w7 A 7 AR 3fUE gur awr gfe e i e |
38 gfreTor & forw RAwiver &Y

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

3. Tareeyg & Tufa State of Health

4, FcafaAsar Integrity
(F9r 3R 1 Fafassr 9 feoqull & Please comment on the integrity of the officer)

Y Contd...P-6/-
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5. gfddea 3R garr At i FAea VAt @ q&dR (emEr 100 ere&r #),
e @l & U FA 9Eed &1, WUVl 3UATSAl, Hecdqul HGedl Td
HASIN @dit & G AfAgica AfAer g1 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.

gfddesT & E1-3 & @S T, o 3R @ # U a1v a¢ar & IMUR W Hel Ao d&arcas A

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

yfades s & geransr
Signature of the Reporting Officer

AT TOSE e H

T Place..........c........... Name in Block letters:
YaeatH

oA Date:....oo.ovveeen.. Designation:
gfddesT $r 3afa &

During the period of Report:

*khkkkkikkkk



(i)

(iii)

(iv)

(v)

(vi)

Helddsd Annexure-1

EITHE AVHIOT & 1T THUHR 9 FFae feenfader

Guidelines regarding filing up of APAR with numerical grading

TRIR & F fafad aaeurh AR eqegds qur gadficd @73 &d gV R a1feel
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3TN Y SN & 6 1 3rar 2 & el aeffeor (et @ ar fdwansit ar e Ao
AolieRor & ufdgen) @I fARISC IAHAABT & A F Ford 7 d wdicad &9 @ 3ffac R
e IR S YRR 9 H¥ar 10 & fRAr Avh & Hew A Rfre Iuafsdi & @eg A
e fear srwam| Aof 1-2 3rgar 9-10 faTer gl § 31 31 3T G o= i swa Bl
qifegs Aol yere mgmw?ﬁmmﬁwm Cal
ESNTTHiROT 3o 31efieT a8 TEAr 7 AT H FRRA FEARAT & JoT H FA ARl

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.

TRUIR &1 8 & 10 & g & efieior “Iepse” foram Swam aur FEeo/deleia & foe

3T urTdies @ IO T F T gredie 9 I SmRem|
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.

UqﬁtraTRHSHWS?@H%WW&W“&@M”WWWW7W
SR |

APARSs graded between 6 and short of 8 will be rated as “Very Good” and will ~ be given a
score of 7.

THUHR & 4 I 6 & Oler & g & geffexer “eor foar Jrwn gur greds 5 fgar
STE|
APARs graded between 4 and 6 short of 6 will be rated as “Good “ and given a score of 5.

THUIR &1 4 @ A Fefienior “Uqea” forar Srdam|
APARs graded below 4 will be given a score of “Zero”.

skeoskoskok skokosk



Annexure-11

Time schedule for preparation/completion of APAR

(Reporting year — Financial year)

S.No.

Activity

Date by which to be completed

Distribution of blank APAR forms to all
concerned ( i.e., to officer to be reported upon
where self-appraisal has to be given and to
reporting officers where self-appraisal is not be
given).

31% March.
(This may be completed even a week
earlier).

Submission of self-appraisal to reporting officer
by officer to be reported upon (where
applicable).

15" April

Submission of report by reporting officer to
reviewing officer.

30™ June

Report to be completed by Reviewing Officer
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever
provided.

31% July

Appraisal
provided.

by accepting authority, wherever

31 August

(a) Disclosure to the officer reported upon where
there is no accepting authority.

(b) Disclosure to the officer reported upon where
there is accepting authority.

1% September

15" September

Receipt of representation, if any, on APAR.

15 days from the date of receipt of
communication.

Forwarding of representations to the competent
authority.

(@) where there is no accepting authority for
APAR.

(b) where there is accepting authority for
APAR.

21°% September

6" October

Disposal of representation by the competent
authority.

Within one month from the date of
receipt of representation.

10.

Communication of the decision of the competent
authority on the representation by the APAR
Cell

15™ November

11.

End of entire APAR process, after which the
APAR will be finally taken on record

30™ November




