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Subj : 	 Institutional Improvements Program 
- Reorganization of 
Lahore AEB Divisions 

Attached are two Volumes of a report entitled "Lahore AEB Division
Reorganization Plan" Volumes I and II. 
 The Volume I includes the
Plan to reorganize Lahore 
AEB and Volume II includes the staff

position descriptions.
 

The Plan has been developed taking 
 into consideration
recommendations made by WAPDA in their 	
the
 

Lahore AEB Reorganization
report sent to Ebasco vide General Manager Operation letter dated
No.5738-47/PA/GMO dated November 11, 
1991.
 

The Plan to be implemented includes the three level reorganization
approach. 
Ten of the seventeen Lahore AEB Operating Divisions will
be reorganized to Level III, to
six Level II and remaining one
predominantly rural Division (Chunian) will be reorganized to Level
I. 
Inter-adjustments and re-deployment of total existing/available
Lahore AEB Division's staff 
has been made to minimize the
recruitment of additional manpower essential for strengthening the
strategically important Division functions.
 

Effort has been made 
to absorb the maximum number of 
surplus
technical/non-technical staff by readjustments.
 

Additional vehicles and radio communications equipment required for
successful implementation of the proposed levels of reorganization

have been 	recommended.
 



As part of the Institutional Improvements Program, computers have
already 
been deployed 
in all (except one) of the
Divisions and the existing Revenue Offices. Training in 
Lahore AEB
 

the Work
Order System (CWOS), 
Distribution Planning/Designing (CADPAW) and
the Store Inventory System (CSIS) using the available approved PC
based programs 
has 	been provided to
Ebasco. 	 the Division personnel by
Monitoring 
of progress 
 of field implementation 
is
underway.
 

The next step in the implementation process is the issuance of an
Office Order to begin the conversion from the existing structural
organization 
 to 	 the organization 
 stated 
 in the attached
Reorganization Plan.
 

cc: 	 Javid Akhtar
 
Tahir Ali
 
S. M. A. Bokhari
 
M. Shahabuddin
 
A. R. Tanvir
 
M. Rafiq Chaudhry
 
Naseer A. Qureshi
 
Sajid Masood Qureshi
 
Umar H. Khan
 
Jameel ur Rehman
 
Zahid Siddiqi
 

jy. 
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I. INTRODUCTION
 

The GMO convened a meeting in his office 
on March 18,
1991 to discuss and decide the level 
to which Lahore AEB
Divisions could be reorganized 
work 

within the general frameof the approved Division 
Reorganization 
Plan under
Institutional Improvement Program (IIP). 
 The meeting was
attended by GM (CS), 
CAEB Lahore, Director CM&O, SE lst
Circle, Lahore 
 and Advisor Operations, PTAT. The
deliberations included the review of the available dataand statistics on staffing, vehicles, radiocommunications, number of customers, complaint centersand the rural/urban HT/LT networks etc., pertaining tothe various Lahore AEB Divisions. Social and economicconstraints in implementing the IIP and implications
the 
 envisaged organizational changes 

of 
were also


considered during the discussion.
 

An exercise was carried out with the above objective inview and the findings were discussed in detail in ameeting attended by Chairman AEB Lahore, DirectorAEB, all 
SEs of Lahore AEB, XENs Garden Town, 
CM&O 

Fort and
Badami Bagh Divisions. The agreed upon structural andfunctional modifications are placed in this manual forimplementation as part of the reorganization package for 
the Lahore AEB Divisions. 

This Manual contains a description of the Levels ofReorganization. organization charts with yardsticks, a summary of the changes, the scope of functionalresponsibilities, training outlines and a description ofthe new and/or available procedures that will be used by
the field formations in Lahore AEB. 

In Lahore AEB. the reorganized Divisions will comprise of
both urban 
 and rural customers. The urban Sub-Divisionswill be consolidated into a reorganized operation
Division at the headquarters of the Division and willwork as one centralized unit under the Divisional
Engineer. Functional sections will be headed by Engineers
for Planning/Engineering, Maintenance and Operation,Service Connections. Surveillance and Meter Reading andthe revenue side will be headed by a Customer ServicesOfficer. The Accounts- function will be headed by aBudget & Accounts Officer 
and Administration 
by an
Administrative Officer. The rural Sub-Divisions
remain unchanged except 

will 
for some minor adjustments


required to operate under revised procedures.
 

Centralized 
 work of planning, 
 service connections,
maintenance operation and surveillance under individualexpert engineer for each 
 function will 
 provide for
improved operation, and better economic/technical use of 
resources in each section.
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II. ORGANIZATIONAL CHANGES
 

A. ADMINISTRATION
 

This section 
 will be upgraded and
Administration Officer in BPS 17. 
headed by an
 

The head clerk will be
redesignated 
as Supervisor Administration 
under Level
whereas his designation I
will be Supervisor Personnel
under Level 
 II & III. The following three other
positions will be created:
 

Supervisor General Services 
 BPS 11
Supervisor Labor and Legal 
 BPS ii
Safety Coordinator 
 BPS ii
 
The main features 
 of the Administration Organizationunder Level 
II & III are charted below:
 

OnGNIZrTI ON CHAnRT FOR LAnlORE NEB 
nDMINI STR TI ON 

ADHIMIISTATON
 

Administration
 
Officer 

GEfERAL SERVICES PERSOWIIEL LABOR AffD LEGAL SAFETY 

Supervisor StupervisorGeneral Services Stpervisor Wety CoordinatorPersonnel 
 Labor and Legal
 

There will be no other change in the Level-I 
organization.
 

B. BUDGET AND ACCOUNTS
 

In place of Divisional Accountants (BPS 11/12) the Budget
and Accounts section of the Division will be headed byBudget & Account - Officer (BPS 17), who will 
a 

be assistedby an Assistant Budget Accounts& Officer - Funds (BPS16) and an Assis[.ant Budget & Accounts Officer - Accounts
(BPS-16). 
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The Divisional Accountants (Division and Revenue) will be
absorbed in 
 the budget and accounts section 
 and
redesignated 
as accounts assistants. 
 The main features
of the organization structure 
of the Budget & Accounts
 
are shown below:
 

OfGANIZATION 
 CHART OF LAIIORE AEnJ 
BUDGET & nCCOUNTS 

BUDGET A ACCOUNTS
 

Budget A Accounts 
Officer
 

FUNDS AD BNKING[Assistant BudgetAAsitn A ICCOUNTS 
ide A 

Accounts Accounts nr 
AconsAc itnts: 1 ccutcountAssistant - AssistantI - I - Assistant 

C. CUSTOMER SERVICES
 

The Revenue Office previously under the administrativecontrol of Circle. will be converted to the CustomerServices Office reporting directly to the DivisionalEngineer after reorganization. The Customer Servicesoffice will be equipped with a computer to enter andvalidate data prior to updating and billing customer 
accounts.
 

The span of control will be more realistically changed.Instead of one 
 Commercial Superintendent under theexisting RO, there 
 will be 3 section supervisorsreporting directly to 
the Customer Services Officer.
 

An important change in the organization will be theexpansion of the concept of functional vs administrative
control. The sections in 
the Division Customer Services
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office are being chaoged to be in line with the similarsections in AEB and HQ organizations to whom they willfunctionally report a&nd from whom they will receivefunctional guidance. Thus, as the C.S.O willadministratively report to the DE, he will functionallyreport to Director C.S. in the AEB. Similarly, thesupervisors 
 in the Customer Services Office willadministratively 
 report 
 to C.S.O. but will receivefunctional guidance from both the C.S.O and therespective Deputy Directors in the AEB. However Dy.Director Customer Services in Circle will continue hisrole of monitoring and control of customer services 
function within the Circle.
 

The organization chart is given below:
 

ORGANIZATION CHfnRT FOR LAIIORE AEB 
CUSTOMER SERUICES 

C11STOMER SERVICES 
Customer Services
 

Officer 

S pervi so t Swerv isou Sbpe rv isoi a 
Cist o er aoeerATs istP P.C.ance n i e r 
w isb 


J Suipervisor Su~pervisl 

Bonlioy 
 Debtors 
ControControl
 

D. 11-4
PLANNING AND ENGINEERING
 

The Planning Section will be supervised by a Planning
Engineer of Grade 17. 

The Planning Engineer will be assisted by Planners (LineSuperintendents of grade 12/11) and Estimators (Lineman-Iof grade 7) in planning, expansion or modifications to 
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the network. Prepare estimates, specify materials and
 
prepare work orders etc.
 

Technical Record Section supervised by an LS-I grade 12and assisted by a Record Clerk will maintain the Division
technical records pertaining to estimates, work orders,
system extensions, changes and removals of lines and 
equipment etc. 

The Planning Section will also include drafting services.
Draftsmen and Tracers are assigned for this purpose. 

The application for service connection will now
submitted to the Planning 

be 
Engineer in the reorganized

Division. Therefore, Planning Engineer will become theonly point of contact for the customer for submitting
application, obtaining connection or making other
enquiries. This -one window service" concept will
greatly facilitate the customer. The computer in the
Customer Services 
 Office will also 
 be used for
registering applications, monitoring and control of thenew application procedure in parallel to the Division 
computer used by field engineers and act as a tool ofcontrol by Divisional Engineer and his superiors to see
that fair and prompt services are provided by Planning &
Service engineers to WAPDA's customers. Following are
the main features of new application process in the 
revised Commercial Procedures:
 

Computer Registration by Planning Engineer at
 
Division PC 

Allocation of Priority by Planning Engineer at 

Division PC 

Tariffwise Control of Priority 

Issuance of Demand Notice by Planning Engineer at
 
Division PC
 

Issuance of Service Connection Order by Planning
 

Engineer at Division PC
 

One Window Service
 

Completeness of Data Validated
 

The new connection applications 
 will be computer

registered 
 in the Planning 
 Section, processed for

estimation and D/Note issued to the customer with a copyto the Customer Service Officer (CSO). On receipt of 
payment, the Wiring Test Report will be verified by the
Planning Staff and the Service Connection Order issued to
the Service Engineer for installing the service. The
completed documents along with the staking sheet and the 
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technical data 
 sheet will sent
be to the Planning
Engineer by the 
Service Engineer. The Planning Engineer
will send the relevant documents to CSO for record andbilling purpose. Two Senior Clerks attached with theSDOs for processing of new connections, will now bereassigned to 
the Planning Engineer.
 

This change will remove the apparent cause ofinconvenience to the public of visiting various officeslocated in different building.3 dealing with 
the service
 
connection formalities.
 

In order to facilitate the correspondence 
with the
customers, related to the new Service connections,LDC/Typist will onebe given to this Section. This is inaddition to the transfer 
 of the 2 Senior Clerks
(allocated 
for new connections work) from the Sub-
Divisions to the Planning Section. 

The Organization Chart for Lahore AEB, Divisions Planning
Engineering function is 
as follows:
 

OnGnNIZATION 
CifART 
FOR LAitOnE AEB 
PLA n I NG/EIN G I NEER I NG 

Plannrirng Engineer 

ecior,nr,c ic, .. ns .id
 ..,(.Ier-k: br i ver 

r fsan 
ervisrr Assistant Planners
 ,co" s D.r ftm an LS-II 

Pecocrd. T:~~ sti tCr
clerL 
 -I 
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E. SERVICE
 

The Service Section will be 
headed by a Service Engineer
of grade 17 who will be 
responsible for 
installation of
customer services including meters. He will also beresponsible 
 for implementing 
 the extensions/modifications 
and improvements of secondary lines andservice drops as 
 well as the disconnection 
 and
reconnections 
of customer services as 
advised by the
 
Customer Services Officer.
 

The Service Engineer will be assisted by Supervisors(Line Superintendents of grade 16/12) in supervising
executing the assigned responsibilities 

and 
throughsubsections established in the service connections. L.T.system rehabilitation, service disconnectionreconnection 

and meter testing and replacement functions. 

Necessary supervisory and line staff will perform theassigned functions in accordance with the laid down
standards and procedures. 

The Organization Chart for Lahore AEB, Divisions, Service
 
function is as 
follows:
 

ORGnIiAnT IOil CHART FOR LAHORE AEB 

SERV I CE 

Se r':ric~e 

En ireer 
ChowI id~r lII. 0a id 

Stillpe 
 Dr'iyer
 
Har 

S.,pery i ..,r JuniorLFt- I/LS- Is.ef-vice 
 C'erk (Rehab Iitatio)
( eW C.orrec:tion- .O.!RCO.LS-lI]E 
O / ¢ 

Lit---r Clerk
ALMi
 

Cener.l Conrections 

LMt-
 I 
l r,,.-t. l"..'Well.s 

AL1i H 7 Tlf-Ir ILII- I I tCOHC 

11[-7/EHO
 
ALM!
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F. MAINTENANCE & OPERATION 
(M&O)
 

The M&O section will be responsible for the routinepreventive and emergency maintenance of the Distributionsystem and will be headed by the M&O Engineer of grade 
17.
 

A service despatch center (Operation Coordinating Center(OCC) operated by despatch coordinators (LS-I of grade16) round clockthe will be established to receive thetransmit 
 information 
 Ebout work activity systemconditions, 
giving clearances to ensure safe workingareas and arrange for maintenance and operating 
crews to
restore customer service in the Division. Radiocommunications between the despatch center (0CC),complaint area
centers and vehicles of the maintenanceoperation crews will be provided to facilitate quick 

and 

efficient attendance of emergencies 
and 

and other customer no 
power complaints.
 

Distribution Inspectors 
LS-I of grade 12) will inspect
distribution lines and equipment and identify potentialtrouble areas where M&O 
crews are specifically needed to
rectify system discrepancies to ensure continuity of 
supply.
 

Emergency Maintenance Section supervised by LS-I 
of grade
16 and assisted by Line Superintendents/Line Foremen andthe necessarv line staff will operate in shifts round theclock '.o toattend customer's 
well 

"no power complaints" asas system outages due to emergency conditionscreated by storms. rains floodsand etc. , both in urban 
and rural areas.
 

For attending the HT/LT and transformer break-downs
the replacement of customer burnt 

and 
services during thenight hours, a 3rd shift with half the normal yard-stickstaff has been added,, to the Emergency Maintenance
 

Section. V. (, y
 

Preventive Maintenance Section supervised by an LS-I ofgrade 
 16 and assisted in its operations by LineSuperinLtendentsi/Line Foremen and the necessary line staffwill ensure continuity of supply through scheduledroutine maintenance of the distribution lines andequipment on a continuous basis both in urban and rural 
areas.
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The Organization Chart for 
Lahore AEB, Divisions M&O

functions is as 
follows:
 

OR3GNIZnTION CtfART FOR LnHOnE nEn 
MA1NTENANCE & OPERATION <M & O> 

"rl. jiJ [Engiiner.. 

LccI cc:ro Ir.. 

tl. j r r rr r,. pi r,. )- cr la r :li ir,t.er,.w,ce)rs.~-

L S - IL o-1 
FT,LT,FT C .f, Diao.,n 
.nd dc, ged.' r
bunrt cer.3ir c 

LS I L $ -IlL3 - Il 
- I LFII-I U.L S-nIT 'ete HLFs,Iyet,-I

[T 

fl FLLFHFtII/L -

Lff - I LII - I LII ILII -II1LII -II LII IILII 
ALII F ALMALII ALI 

G. ENERGY SURVEILLANCE AND METER READING
 

In order to strengthen the surveillance function in thereorganized Divisions, a meter testing and maintenancesection has been added and placed under the SurveillanceEngineer in addition to Meter Reading Section to form aneffective energy measurement and surveillance group. 

This modification will add to the effective control ofadministrative and 
other meter related revenue losses by

the Energy Surveillance Section.
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The 	Organization Chart for 
Lahore AEB Divisions, Meter
Reading & Energy Surveillance functions is as 
follows:
 

OFIGAlIZATIOl Cl-IHRT OF LA1lOTlE AEB 
IIETER 71EADINIG & SURVE ILLAIICE 

METER
 
READINlG 

•Energy
 

Surve illance
Engineer
 

supervisor [ Junior Cl erk/ suo:r,o
 

Mleter Peadir17] Typi st 	 rcei aurvIIS-I 
S! LSi 

IIS- I I L-, . 
I (ONIEFOR EACHl 

Mleter 
ORPTHJIEREOF" 	 Electrici;ns 

' K|5O88 (RTOIEPS OR
 
OLS-


LM- I 

ieletr
Readers 
 itter Surveillance A Accurat 
Testln7
 
(OIIEPER 	 1000 LIRBIII CUSTOMERS ORPART THEREOF, TUO CREWS (2 IIETER ELECTRICIANS A 2 LM-l)
500 CUSTOMERS OR11OREANDONEPER 800 RORAL FOR FIRST 20 000 CUSTOMERS ANDFORNEYTCUSTOMERS OR PAT IIIEPEOF 400 OR RE O0, UTO, CCUSTOIIERS. ONEO'APD hTER 	 IERSORPART , EREOF,IT/ IOIO IE PETRFOR I Do CUSTO ER O RE,EUERY 250 TOPEI4ELL (CIIlIECTIONS ORPART 	 ONE (REHTHEREOF (IWII EIIIS HOPETHAN125 TUBEIIELL

.,O I I IlOlls) 

HOTE : For every two MS-Il there will be o, Supervisor HS-I 

II. 	 LEVEL-I DIVISION REORGANIZATION AND REORGANIZATION
 
OF REMOTE SUB DIVISIONS OF LEVEL-II DIVISIONS
 

There will be no further organizational changes in theeleven (11) 
Remote Sub Divisions of Level-II Divisions of

Lahore AEB. 
 These will be reorganized according 
to the
already approved 
Levql-1 Division reorganization plan.
Predominantly 
rural Chunian Division and its six Sub-Divisions will also be reorganized to Level-I. (Annex IX) 

II-10 



III. FUNCTIONAL/PROCEDURAL CHANGES
 

of
office building, houses, land, maintenance and repairs of
 

A. ADMINISTRATION 

Functions,/procedures performed
be as follows. However for 
unchanged. 

under 
Level 

Level II 
I they 

& III will 
will remain 

General Services will be responsible for acquisition 

WAPDA 
 buildings, procurement of office equipment,
furniture, stationery and the operation and maintenance 
of the Divisional vehicles.
 

Personnel will be responsible for the employee personnel
problems, employment, training, orientation, records, and
the processing of promotions, demotions and transfers
records. 

Legal and Labor Welfare will be responsible for assisting
in choosing legal counsel, providing evidence, monitoring
cases, and advising on 
labor problems and grievances.
 

Safety Coordinator 
will actively enforce 
the safety
program, 
inspect for compliance of safety code, 
resolve
safety enquiries, assist in accident investigation,
recommend 
 safety equipment, conduct regular 
 safety
meetings and assist and conduct safety training programs.
 

B. 
 BUDGET AND ACCOUNTS
 

The functions/procedures performed under Level I. willremain unchanged. The position under Level II & III will
be as follows:
 

The accounting, budgeting, cash management anddisbursement functions 
and 

of the present Divisionheadquarters those of the revenue office withadditional financial responsibilities will be combinedinto a finance section in the new Divisionreorganization. 
 The new section will be directed by
than are in 

moresenior accounting staff now the Divisions andthis will strengthen and improve the work in 
this field.
 

The pcepa'at.ion of monthly accounts and the managementreports will be computerized and only one set of monthlyaccounts will be prepared. The Finance section will
responsible for the following activities: 

be 

Maintaining accounts and ledgers and preparation offinancial end managerial reports. 
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Banking relationship, transfer of funds to AEBTaccounts. reconcili ation of bank statements and
handling of Imprest cash. 

Processing and payment of bills, invoices and
payrol ]. vouchiers. 

Accoun ting for cap.i t..l. contributions, fi:ed ae:,r, 
and torer. 

Preparation and monitoring of buc1gets. 

Interfacing with .inspection and auditing grnups. 

C- CUOSTOMEI1 SERVICE5
 
The custoner 
 services function i responsible for the 

fol lowing activities: 

1. Cuntomer AiesLntnncer 

Customer comp1a..nts. regarding billing, meterreading. and tariff application, will be received byCust.omer' Asistan ande paesed on to respect lye
sections for lhei r proper disposal. 

Alter havinR bemn dtlconnected. outomerr wi.1..1. beprovided el. rtence In makIng arrangements for 
rest,oration of service. 

Bill d~l s tributton wi.1]. be a function of CustomerAssistance along with .1it;igation reeponsibil ities. 

2. Customor Accounts 

Customer Accounts to reponelble for the meter
reading, bIl andting debtor control funct.ions. The 
meter read.Ing will enteredbe into the computer
the Divislon. Exception 

in 
lists of irregular usageindicating poselble error condltions will reduce

incorrect bitllIngc to customers. Estimatingreadings and adjuotmenta to reaclings will then nolonger be at the meter readers personal discretion
which will. reduce expocsre to Improper manipulation. 

Adjustment to customers bills as well cc bl]..i.ng
factor chanees wl.1 be performed by CustomerAccounts. Thl data will be entered daily Into the 
computer. Debtor control will also function in thisSectilon and operate underf the guide lines promulgatied
by the regu.ations governing thei.r appilca..ion. 
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3. Computer Operatlons
 

The use of computer systems will be an important
tool in providing management with information for.
improving control. In Division aeach computer will
be available in the Customer Services Section andwill be used for data entry and valictation of
customer bill adjustments. meter reading, new
connections, and processing of other Division 
customer accounting activity including meter 
changes. etc., as listed below: 

Oi. Basic Data
 
02. ETDO. ERO 
03. Meter Reading
 
04. Bill Adjustment 
05. Advice of Court Order
 
06. Security Adjustment 
07. WAPDA Employees Adjustment 
08. Change Notification
 
09. Reconnection 
10. Meter Replacement 
11. Installment
 
12. Withdrawal of Court Order 
13. WAPDA Employees Updating
 
14. Reconnection-A 

The purpose of these changes is to reduce the delay
between capture of data and the time it is ready forprocessing, to simplify the operations by automating
 
some of the routine tasks and to provide support for 
new and improved Division operations.
 

A revised Commercial Procedure Vol.IV (Yellow Book)
has been writ-ten to apply to 
the Lahore AEB Division
 
organization. This procedure is a step forward in 
bringing the computerization of Commercial function 
of WAPDA to the 
Division level. The following data
 
will be entered and validated at the CSO PC.
 

Data Entry:
 

Meter Reading
 
Adjustments
 

Data Output:
 

MIS Reports
 
Exception Reports
 

The validated diskettes will be transmitted to the
AEBiCircle Computer Centers by a courier service
providing for more accurate and reliable billing.
This will reduce the number of billing complaints
and allow the Customer Services staff more time to 
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provide 
better 'service to 
customers, 
update their
own records and follow up onexception computer generatedreports for exercise of better control.This will ultimately create 
a better public image of
WAPDA 
 who will be performing its functions 
efficiently. 

more 

Following 
 are the 
 salient 
 features 
 of revised

Commercial Procedures:
 

The customer's master record in the computerbeen expanded to provide has
for access to customer'shistory of 13 months consumption and many otherfeatures such as: 

Standard Classification Codes
 
Pole Numbers
 
Check Digit (Reference Number)
 
Account Status 
Payment History
 
Usage History 
Air Conditioning Code 
Mail Address
 
Service Name/Address (Expanded) 
I. D.. Card Number
 
Stub Record on Computer
 

4. Billing
 

A number of new transaction forms have been designedby combining and consolidating many transactionspreviously done through a long list of forms.example, bill Foradjustment and meter reading updatinghave been combined on one transactionsaving time as form thuswell as eliminating ofchancesinconvenience to the customer previouslyfeeding one form caused byto the computer but not the other.Mloreover. 14 types of miscellaneousrespect of billing entries infactor correction and meter datachange are to be entered and valdated at, DivisionPC on daily basis. TlluL, the master file will beupdated promptly at. all t.imes and consequentlybill will thebe more accurate. This will eventuallyreduce complaints, save time
reliable and thus providebilling service to the customers.Following are the main features of billing processin the revised Commercial Procedures: 

Time can be reduced between Meter Reading and 
Billing
 

New Computer Compatible Formats 
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Daily Transfer of Data to 
Billing Computer
 

Adjustments Processed Daily 

D. ENERGY SURVEILILANCE & MI'ER READING
 

New meter reading cards 
 have been designed to takereading from the customer premises and transmit themdirectly to the PC at Customer Services Office. The cardhas many new codes to indicate location. suspicion oftheft and status of meter etc. The transcription of datafrom cards to the meter reading list will be eliminatedwhich will greatly reduce the chances of meter readingerrors by omission or commission. Staff required forthis function can' be eliminated. The meter readings areentered into the PC directly from the cards and exceptionreports called "Preliminary Meter Reading Exceptions- areissued for validation and correction. The computerprogram has been designed to estimate where actualreading is missing thus reducing the personal discretionof meter readers and other field staff in manualestimation. High,"low limits of reading are alsocalculated by computer and any reading found to beoutside these parameters is shown as an exception. Thelog checking and clearing exceptions is clone right. at theDivision leve. even before the diskette is tranpmittedfor billing at. AEB/C.ircle computer center. Thisexpedite the work at the 
will 

main computer and reduce thelist of exceptions pointed out theat time of billing.Following are the main features of meter reading processin the revised Commercial Procedures: 

Data Entered and Validated in the CSO'; PC 

Data Transmitted to Main Billing Computer on 
Diskette
 

Control on Estimations 

As the responsibilities of the Division SurveillanceEngineer also include the mietei reading of all B-IIcategory custon,rs as 

customers, where 

well as some of the B-I categoiry

meters with are
MDI installed, it is
recommended that in IIILevel Divisions where number ofthe B-II category meters exceeds fifty (50), anadditional post of Surveillance Engineer is sanctioned.This addition 

the 
will not only ensure timely completion ofmeter reading work (without delay in submission ofthe meter reading batches) but alsowill effectivelyfacilitate implementation of the energy surveillance inDivisions having a large number of industrial consumers.
 

Essentially the following two Divisions need sanctioningof the above recommended additional position of 
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Surveillance Engineer. No additional supervisory or
 
support staff is needed.
 

1. 	 Badami Bagh
 
2. 	 Baghbanpura
 

E. 
 PLANNING AND ENGINEERING
 

1. 	 Planning
 

Reorganization 
 of the Planning and Engineering
components within the Division will improve theeffectiveness to plan new services and systemrehabi iitationiimprovemnents. This will beaccomplished primarily through computerization of
planning techniques. A personal computer (PC) will 
be installed at the Division Planning Section which
will be used primarily for planning purposes and 
secondarily for processing Stores etc.
 

The 	 Planning Section will be created under theDivisional Engineer headed by the Planning Engineer
which will have responsibility for utilization of

the PC as a planning tool. PlanningThis 	 Sectionwill review proposals for new 
service application

under the direction of the Planning Engineer andperiodically review Division Distribution system forimprovements and additions. The 	 Planning Sectionwill provide support Subto Division Officers asrequested in preparation of proposals for 
 new
 
service applications.
 

The following references on planning procedures are
 
to be utilized at the Division level:
 

a. 	 Division Planning Guide 

b. 	 Technical Audit Procedures 

c. 	 Guidelines for Preparing Proposals for 
the Rehabilitation of L.T. System. 

d. 	 Computerized Work Order System 

e. 	 Location Code 

f. 	 PC Feeder Analysis Operation Manual (CADPAW) 

g. 	 Technical Reports: 

Ti 	 Current Carrying Capacitor for Overhead 
Conduc tors. 

111-16 



T2 
 Economical Evaluation of Distribution High
 

Tension Conductor Sizes.
 

T3 Application of Line Regulators
 

T4 Ampere Rating of Underground Cables
 

T5 Economical Evaluation of Grid Station
 
Transformer Sizes
 

T6 Economical Evaluation of Three Phase
 
Distribution Transformer
 

T7 WAPDA Distribution System Over Current
 
Protection Report
 

T8 WAPDA Distribution System Over Current
 
Protection Report
 

T9 WAPDA Distribution System 
Planning Guide
 
to Determine Equivalent Demand on Grid 
Station 
 Transformers
 

TiO WAPDA Distribution 
 System Planning
 
Criteria 

Til WAPDA Distribution System Voltage 
Flicker
 
Guiclel ine 

T12 Low 
 Tension Conductor and Service 
Guidelines 

h. Distribution Mapping Report
 

i. Procedure for Economic Analysis of ELR Works 

J. Operating Manual for PC based Work Order 
System. 

2. New Connections
 

a. Customer applies to the Planning Engineer for 
new connection or extension of load. 

b. Planning Engineer registers the case, prepares
cost estimates 
etc and prepares 
the Demand
 
Notice and informs the CSO.
 

c. The customer submits the paid Demand Notice
along with connection 
Test Report to the
 
Planning Engineer.
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d. Planning Engineer verifies the Test 
Report and 
approves the connection. Planning Engineerprepares the Service Connection Order (S¢C)) and
sends it to the Service Engineer.
 

e. Service Engineer completes the connection
sends the relevant documents to 

and 
the CSo forbilling etc and the connection technical dataand staking sheet to the Planning Engineer for

record. Flow chart of connection procedure is 
as follows:
 

CONNECTION PROCEDUIE - FLOW CHART 

LAIHORE AEB 

TRESH AFT 

rI'l IEsurr.CUSTOMER I- PLANNIIG EtfGR Cohn. DO( F SERVICE E?(GR 

TEST'j' OElT 

AF~FL IC ATI Oil 

CUSTOMER 

SERVICES 
OFFICER TOP 

F"I LL IlIE. 

F. SERVICE, MAINTENANCE & OPERATION
 

Utilizing the available sanctioned st'aff in eachDivision. sufficient crews headed by an LFM/LS will beassigned to perform preventive maintenance ofdistribution lines and inequipment accordance with amaintenance schedule willthat cover all facilities atleast twice per year. The crews will operate from acentral point with complete responsibtI i tymaintaining all feeders in the Division 
for 

to a level thatwill ensure continuity of electric power supply to allcustomers. This Rroup will. also assist in attending tolarge emergency system conditions reported by thecomplaint crews. Required number of personnel will be 
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utilized temporarily from their 
preventive maintenance
 
duties to assist with 
these emergencies. The crews will
 
go back to their preventive work after attending such
 
emergencies.
 

The emergency crews supervised by LSs will be assigned 
toattend customers reporting no-power complaints. These 
crews will work two or three daily shifts.
 

In urban areas all complaint crews are operate from ato 
centrally located service 
center. Complaint centers
 
attended by complaint clerks only may be established at 
convenient locations catering to 65 or thousand 
customers each with communications available between the
complaint centers and the Despatch Center. The complaint.
clerks will pass on all complaints to the Despatch Center.
 
for crew dispatching to trouble areas. This arrangement
will result in optimum utilization of complaint crews 
with lower operating costs.
 

Major sys -em emergency conditions that result in

breakdowns beyond the scope and effort 
 of the complaint
 
crews will be reported 
 to the Preventive Maintenance 
group for rectification on priority basis. 
The emergency

complaint crews. 
however, wherever possible, will provide

temporary the and customers
power to areas the affected
 
by the emergency breakdowns.
 

The Division,"Sub-DI vision technical staff will follow the
available new policies and procedures that willWAPDA 
guide their activities in the performance of duties 
assigned to each functional area. 

The procedures and guides that will be implemented are 

listed below:
 

i. Maintenance Procedures Manual for Line Staff
 

The Manual contains procedures that will be used to 
inspect, maintain and,'or replace distribution lines,
tools and equipment in a safe uniform and efficient 
manner. 

The Manual provides for the safety of the line crew 
personnel and the general public 
through safe work
 
practices in accordance with the WAPDA safety code.
 

This Manual has been designed for use by supervisors

Find line crew personnel and should be used as a
 
guide for Distribution maintenance.
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2. Construction Procedures Manual for Line Staff
 

The Manual contains procedures and guides that areto be. used to install distribution 
 lines
equipment in safe, uniform and efficient manner. 
and
 

The procedures are designed in 
strict adherence to
the WAPDA Safety code and provide for safety of line
 crew personnel and 
the general public.
 

3. Operating Procedures Manual for Line Staff
 

The Manual contains procedures and guides that will
help insure the operation of the 
power Distribution
 
system in 
a safe, efficient and productive manner.
 

The procedures have been designed in strictadherence to 
WAPDA safety code which provide for the
safety of the line crew personnel and the generalpublic. The manual should be used by line crewpersonnel and the supervisors as a guide for
operation of the Distribution system. 

4. Distribution Switching Operations Procedures Manual
 

This procedure manual details switching methodswhereby distribution 
 lines and equipment areenergized, de-energized 
or re-energized. 
 These
switching 
operating procedures in
are set forth

compliance with the WAPDA safety policy. 
Compliance
with the manual will ensure safety of equipment,
employees and the general public.
 

Strict adherence to 
the Power Distribution Switching
Operation Procedure Manual will increase cooperationbetween the mutual confidence in the variousoperating departments and individuals involved inclearance and issuance of permit-to-work.
 

5. Field Switching Guide
 

The Field Switching Guide delineates responsibility
and action of the field organizations involved forthe receipt of permit-to-work 
 clearance 

distribution facilities. 

on
 
The document is referenced
to the Distribution Switching Operation Procedures

Manual and the WAPDA safety code which, together,
cover the requirements for safe work methorls. 

6. Capacitor Bank Field Maintenance Procedure
 

This procedure has been designed to guide the fieldM&O staff in maintaining the fixed and switched
capacitors installed on the distribution lines. Theprocedure provides methods for the testing, 
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inspection and field adjustments of the capacitor.banks and controls to ensure 
 their continued
 
beneficial operation.
 

7. 
 Meter Testing, Calibrating Maintenance, Repair and

Installation Procedure Manual
 

The manual contains procedures related 
to field
testing and maintenance of self contained single and 
three phase meters.
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IV. TRAINTNG AND IMPLEMENTATION 

A. ADMINISTRATION
 

Supervisor Administration, 
 Senior Clerks and Junior
Clerks will receive orientation.
 

Training to all level personnel will be provided byEBASCO in respective offices of WAPDA.
 

The training will focus on 
acquainting the 
trainees with
the 
administrative functions,/procedures performed 
in the
Division. New formats will also be 
introduced. Specific
attention will 
be given on the training concerning the

automation of payroll.
 

B. 
 BUDGET AND ACCOUNTS
 

The Budget & Accounts 
Officer and Assistant Budget 
&
Accounts Officers will receive orientation training in aJoint. session conducted by Director Finance AEB andEBASCO-Finance at.the office of Director Finance AEB.
 

The training 
 will aim at acquainting the Budget &Accounts Officer and his assistants with the proceduresto be followed In the Divisions budget and accounts 
sect ion.
 

C. CISroMER SERVICES 

An implementation team consisting of WAPDA's officers
(picked from those already trained in the USA under theSUE program) and clerks specially trained for the Jobwill move from Division to Division, actually trainingand essisting the staff in day to day working. Asupervisory committee will comprise of WAPDA's HQ and AEBDirectors both from Cuot,omer Services and Compu terSections with the EBASCO Advisor forming part aof suchteam in leadthe role. The Supervisory commi ttee wi .1meet. at. regular Anterva]s to address all. probles ofimplementation encountered by the Implementat .on teamsuch an shortape of staff, cooperation of field staff.approvals and revisions 
 in the yardsticks and orprocedures, computer programs and rectification of errors

and omissions. 

Formal Commercial 
 Procedures 
 course will a.so 
 be
available 
at DTI, namely Customer 
Services Management.
course 
for officers and managers. It explains more 
about.
the modern management concepts such as functional vsadministrative authority, management and control throughthe computer generated MIS reports and the use of 
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effective communication skills for dealing with customers
 
and fellow managers.
 

D. PLANNING / ENGINERING 

Division Planning Engineer and the Planners will be
trained in PC, based IIT/LT feeder analysis program

(CADPAW) and the development of r.ejLated work orders using
the Computerized Work Order System (CWOS). The training
will be held at. each Dlvision IWQ and will be conducted by
personnel from the CE Planning (Distribution) Office and 
the concerned AEB Planning Directorate assisted by EBASCO 
as necessary.
 

It will be the resp Dnt. Ibility of the AEB Planning
Directorate to monitnr and ensure implementation of the
func tional improvemen tn. Availability of technical 
reports/manuals, operating manuals for the PC based 
feeder analysis program and the Work Order System program
along with the suitably installed PCs are theprerequisites for training and functional improvement 
imp] emen ta t. on. 

A four to five clay tranining seesion is recommended for
the concerned planning group of the Level III Divisions. 

E. ME'ER REAI)ING, ENERGY SURVEILLANCE 

Supervisor Surveillance and the Heter Electricians will
 
be provided 
 traini.ng in the field maintenance, testing,
removal and replacement of self contained single and
three phase meters and the related matters. The

available Meter Electricians training will be used
course 
for providing training at the DTI/DTA or at the RTCs 

F. SEIRVICEE, MAINTENANCE AND OPERATION 

Division Despatch Coordinators will be provided training
in the operation of the Despatch Center including
operation and use of the radio communications system.
The training will be h~ld, cirolewise at one of the 
suitably located Despatch Center. 

A combined WAPDA team comprising personnel from CM&O 
Distribution hIQ and experienced staff from the Dispatch
offices of Model Divisions of Shelkhupura and Muridke
assisted by EBASCO. as necessary, will impart the 
training. A two to three day training session for the 
group of trainees from each circle wi.l suffice. 

Emphasis has been placed on preventive maintenance of the
system on a regular basis under a schedule program. 
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Approved procedures arid manuals to operate and maintainthe system will be made Rvailable to the concerned staff.Technically. this staff is not called upon to perform anynew functions other than what they had already beenperforming in the M&O and service areas of the existingDivisions/Sub- Divi orr1n. However, if required anddetermined by the Divisional Engineer, 
as 

to update andrefresh the technical knowledge and to improve upon theexisting work practices, the line staff including thesupervisors should undergo training in DistributionConstruction, Maintenance and Operation functions at theDTI/DTA Lahore/Ielamabad or at the Regional TrainingCenterrs (for superviosory level training) and at theCircle Level Lineman Training Schools.
 

Fn].low.ng courses 
 are available for training of the
concerned staff:
 

1. Line Supdt's Technical Training Course T-5002. Lineman's Training Course T-3003. Assistant Lineman's Training Course T-100 

Implementation and monitoring of the organizational andfunctional improvements will be guided and supervised bya team comprising perronnel from Di.stribution IiQ CM&OChief Engineer and AEB CU&O Directorate assisted andadvised by EBASCO as neceosary. 

Availability of recommended staffing along with necessarytran.port. T&P and communications equipment as well asthe applicable operating and maintenance proceduresmanuals is the prerequisite for successful implementation
of the proposed CM&O organizational structure. 
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V. BENEFI'S
 

A. ADMINISTRATION
 

The payroll will be 
 computerized which will savesubstantial time 
taken for preparing the payroll.
 

Duties and responsibilities will be clearly defined whichwill Jmprove productivi ty and reduce confusion.
 

Position descriptions will be prepared 
 and provided toeach incumbent and his supervisor as a ready reference.This will help theimprove Performance Evaluation 
process.
 

Appropriate distribution of responsibilities between
Administration and Accounts Staff will made.be Cashbooks which are being handled by the Administration staffwill be togiven Accounts staff and Service Books to
Administratioon. 

B. ]UIX;ia AND ACCOUNTS
 

The Budget & Accounts Officer vested 
 with the power topre-audit bills toup Rs. 10,000 will reduce thedependence of Division on the AEB making it possible forthe Division to discharge its liabilities quickly andprevent interruptions In operational work for want of

funds from AEB.
 

The Divisional Engineer will benot recording paymentcertificate on the vouchers at a great expense of histime. Similarly attestation of cash disbursement entriesin the cash book by the Divisional Engineer will not berequired. With the delegation of these functions to theBudget & Accrunts Officer and Divisional Engineer willhave more time at hi. disposal to do the work that heshould really be doing. fie will have the satisfaction ofknowing that-, these f nt..ions are now being performed by a

senior officer.
 

The accounts reports will be produced timely and moreaccurately. A . thesuch Director Finance.Electricity Board, will spend lesser time than 
Area 

before forscrutiny of the accountsreports prepared by a Division. 

The Budget & Accounts Officer will dealingbe moreeffectively with the bnnks for the transmission of fundsto and from the AEB. Thus the willfunds becomeavailable to WAPDA quickly instead of remaining suspended
in t>, nsit. indefinitely. 
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The c-iitomner' comp a.Iits about-, banks will als.o 1 beinghandled more diligently with the banks.
 

The Budget & Accounts Officer will be in a 
 much betterposition than a Divisional Accountant to at.tend toinspection reports by 
the executives and finance officers
from the AEI and the Headquarters.
 

The Budget & Accounts Officer will be able 
 to providebetter guidance to the Divisional Engineer onexpenditure, budgets, and accounts as compared to aDivisional accountant.
 

C. CUSTOMER SERVICIES
 

Customer Master File:
 

Improved 
service to customers 
as more data will 
become
available 
on computer. Reporting 
system will
improve with also
availability 
 of detailed 
 database.
Pole/'transformer data associated with customer usage will
be available through the computer to help improving the 
system planning. 

Meter Readlng: 

Billing 
 errors will be reduced due to PreliminaryChecking of Meter Reading Exceptions at level.CSODuration between 
 meter reading and billing will be
curtailed in clue course of time. Meter readers will findit difficult to exerclse personal discretion. 

Billing:
 

The prompt and error free 
billing will improve 
the cash
flow. Master file will 
be updated expeditiously. 
 First
bill will be 
issued promptly to 
the benefit of both WAPDA
 
and customer.
 

D. PLANNING AND ENGNEER[NG
 

Optimal 
use of resouirces will be available 
to WAPDA.
System losses 
 will be reduced through 
 improved

engineering.
 

There will be overall Improvement in 
system configuration

through 
proper designing. The 
periodic review 
of the
system conditions 
will bring timely improvements 
 to
accommodate 
 future loads. Enhancement 

reliability will continuity 

of system

ensure 
 of supply through


proper system planning.
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The quality of service to existing consumers includingvoltage levels and ouitage durations will improve and
there will. be more efficilent review of cases to sanct.l on 
new loads. 

Planning for IIT/LT rehabilitation through use ofcomputerized feeder analysls will be possible. Theenforcement of standards through proper planning design
will. improve safet-y. 

The human resources wll.1, upgradedbe through training,
particularly in the computer area. 

E. ENERGY SURVEIIANCE 

Surveillance of meters and metering equipment by thenewly inducted Surve.11iance Section will minimize the 
energy pilferage.
 

Regular routine field maintenance and testing of meterswill establish credibility of andbilling minimize the
billing complaints and energy pilferage. 

F. SERVICE, MAINTENANCE & OPERATION 

Increased revenues due more rapid response to service 
requests through radio despatch. 

Increased productivi ty by deploying staffthe moreefficiently, utili.zing additional vehicles, T&P and the
Introduction to radio communications. 

Preventive maintenance will ensure continuity of service
that will result into uninterrupted revenue to WAPDA nd

enhance PDW image.
public System will be less vulnerable
 
to faults under conditions like rains, storms etc.
 

Crew utilization in preventive maintenance will minimizethe crew idle time. Regular inspection of distribution
system will identify potential, maintenance requirements
that w:l.l contribute to system reliability. 

As a result of coordinated functioning of planning,
customer service and service connection functions the new

connection function bewill stream-lined. 
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LAIORE AEB DIVISIONS
 

PROPOSED LEVELS OF REORGANIZATION
 

CIRCLE I
 

Division 

Reorg. Level
 

Fort 
III
 

Badami Bagh 

III
 

Rang Mahal 
III
 

Shaha. ra 
II
 

CIRCLE I1
 

(3ulshan Ravi III 

Samanabad 
III 

Al [ama lqbal Town II 
Civil Lines 

I 

McLeod Road 
III 

CIRCLE III
 
SI~a lamar 

II 

Lahore C'ant t II 
Baghbanpura 

II I 

Kot Lakhi:.at 
II 

CIRCLE IV 

GulberF III 

Garden Town III 

Ia sur I 

Chunlan 
I 



ANNEXURE - II 

EXISTING -IVI I SION 
ORGANIZATION 
 CHARTS 
 AND YARDSTICKS
 

1. ORGANIZATION CH/RT OF AN EXISTING OPERATION DIVISION 

2. " STAFFING CHART OF PRESENT OPERATION SUB-DIVISION
(URBAN- RURAL) (FOR I0 000 CONSUMERS) 

3. REVENUE OFFICE ORGANIZATION CHART
 
FOR 40.000 CONSUMERS)
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ORGANIZATION CHART OF ANEXISTING OPERATION DIVISION 

EXECUTIVE ENGINEER 

STENOGRAPHER-II - 1 

GENERAL SECTION 

Head Clerk 

UDC (S Clerk 

LDC (J Clerk/Typ) 

Naib Qasid 

- 1 

- 2 

- 2 

- 3 

ACCOUNT SECTION 

Divisional Acct. -

Accounts Clerk -

LDC (J Clerk/Typ) 

one per Subdivision 

1 

3 

DRAWING SECTION 

H.D.M/A.D.M - I 

Tracer - 2 

Chowkidar - 2 

Sweeper - 1 

Mali - 1 
(Where lawn exists) 
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STAFFING CHART AS PER WAPDA YARD STICK 

OPERATION SUB DIVISION (URBAN 
(FOR 10,000 CONSUMERS) 

- RURAL) 

!General Section 

_ _ _: 

lConnection Section ;Disconnection 

.& Reconnection 
Section 

NMeter Reading 

,Section 

iMaintenance & 

iConoiaint 

Section 

Senior Clerk 

'Junior Clek 
I(nq uiClerk 
(Enquiries) 

Typist Clerk 

Record Keeper 
(Junior Clerk) 

1 !Supervisor LS-I 1-Quperisor LS-tl 

i IIi 
1 'SeniorClerk I ILM-I 

LM-I 2 IALM 
IALM 41 

1 I -------------

TOTAL D&R, SERVICE SECTION TECH. STAFF 
1 ILS-I=1, LS-II=1, LM-I=4, ALM=8 

I 

1 Supervisor MS-I 

, 
MS-Il 

4 
iMeter Readers: 

'-----

1 oer 1000 Urban 
consumers or part 
Ithereof 500 or more 

1 '(For Urban SiDiv) 

LS-I 
1 LS-I 

LM-I 
LM-Il 

ALM 

I 

(For Rural SIDiv) 
LS-

I 1 
1 

4 
8 

IG 

2 

Naib Qasid 

Chowkidar 

IDriver 

Lorr/ Cleaner 

2 I 

1thereof 

5 

1thereof 

1 for 800 Rural 

consumers or part 

400 or more 
'IALM 

I1 for 250 tubewell 

consumers or part 
150 or more 

'52 

LM-I 

ILM-I 

!Telephone Clerk 

12 

12 
3G 
2 

I'2 

2D 0 



REVENUE OFFICE ORGANIZATION CHART HAVING 40,000 CONSUMERS 

(COMPUTER BILLING) 
AS PER WAPDA YARD STICK 

(REVENUE OFFICER = 1) 

, iofloJ Accountott ComnmticiaJ Sup4rnnindfnt CaAistant( ,samt) 

IConsumcr IGeneral Dwat i i 

iAccnmt ;C.Qs IRiecord iAdminisatofl CottrcJ i Bill i Ei.nuirie :For Dt ors Cotja4 I
ISe uo etio scin Iti o ISeto N S to i-oac 

1 1 2 ISenior 1 !JUio I A)lFor lillina controlI1niorS n1mor 2 1Stnior I 1ni I Scniof 

C I CClr ) Senior C rks(for 2 I 

IAccounts LI Junior' 1 !Junior 2~ ,ICcrk2 Jui 3.Siiso,) I !(Fo 2 Sub C45ioni)f 
i r 
 Clerk Clerk 
 ii nior tr (fortwo I 

It cil II ! Ii I RcIpt I , Ii IiII I iIi
I I I, I 

I 
i .I s..Cf 3I I i2 II I 

I j kidI r1 2C1 I 

I P-1 o 

:'Ii' I 'I 
II1htn office iitIIIC !II II I,po I iII I i IItmatl I • K ii 

i oued iIn m 

I! I IKmr I~y. 
x 

o 
II ' i i 1I I 1 IIQ . " 

Imdtpcnh J.d a in n II ii I 

I WI 

I! ' 0'(D 

NOTE E.ideg the above, one S nior Clerk is also admissiblt for d aling wrth lgal mattrs. 



ANNEXURE - III 

PROPOSEr) r)IVISIcON/SUB-DIVI S I ON
RE]ORMGANIZATIO)N CHARTS AND 

YARDSTI CKS 

REORGANIZATION CHARTS OF: 

1. DIVISIONAL, ENGINEER 
2. ADINISTRATION OFFICER 
3. BUDGET & ACCOUNTS OFFICER 
4. CUSTOMER SERVICES OFFICER 
5. ENERGY SURVEILLANCE & METER READING ENGINEER 
6. PLANNING ENGINEER 
7. SERVICE ENGINEER 
a. HAINTENANCE & OPERATION EIGINEER 

LEVEL-III DIVISION REORGANIZATION & YARDSTICKS 
(100,000 URBAN CONSUMERS) 

1. PLANNING / ENGINEERING 
2. 
 SERVICE
 
3. H& O 
4. SURVEILLANCE 

STAFFING CRITERIA FOR:
 

- PLANNING ENGINEER 
- SERVICE ENGINEER 
- &O ENGINEER 
- ENERGY SURVEILLANCE ENGINEER 
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LEUEL-I I, I II DIU ISION HEOjiGnNIZA'IIOr,4 

DI TOH1 

AIAGEET J 

fSte(nographpr(r.I-


A CI

BUDGET A CUSTOMER
ADMIHISTRATIOi ACCOUHTS METER A G/VtCF.S I READIG PUG EIGI MAMtITF lAHCEEtICI ER[ hG SERU ICE OPECT IOAdinistration 
 Budget & 'tCusoer EnergyOfficer Planning Service
5ccouints IServict MaintenAnce AOfficer 0ff.n Survei 1lice Engineer Engineer
Offiiccr Operition
Engineer 


Engineer
 

SUB-DIVISIOtll 

ORGAIIIZATIlO1l 

Sub-Divislon 
Officer
 

L-?PFI HAY j9!k 



Annexure-
Page 2 of 

III 
12 

I.EVEL-I IIII 

DIVISION OFFICE 

DIVISION OnGANIZnTIOM4 

njDmI NII S TnrnT 1 011 

& YnJDSTIC]4 

ADHI HlSMTIi 'I 

Administration 
Officer 

ON 

GiEMRPAI,SRUICES PFISOIMlH. 
Su rvis r SupeIsor I 

General Services PersonnelIF 

TRwispORSTlek-7 

Transport - I __________ 

,Jr Clerk -2 JrCek 2JCek 

LABIOR AMD lEGAl 1It-i 
Labor and Ley 'I jt

rCer_ jrcClerk 

_________ 

I 

i lasid - 3 
p - 2 

HSweeper - 11 

HCJwhidar - I 

Mal i I 

ir lr 

JepahClr
J E I 

L2-3PP2 5.32 
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DIVISIOH OFFICE
 
LEVEL-I I/I I I DIVISI Off ORGifIIZTIOOf & YARDSTI C]< 

BUDGET IlID OCCOU-TS 

lNDSAID BlANINfG 

Budisjtlmret Accountsccotn 
Officer , 

ACCOUIITS 

Off cer 
s 

[1AIWIIIG 

Accounts 
Asst stant-

L 

I 

ficolnt 
AUDIT A INISPECTIONI 

cnnts 
Es o Assistnt I 

_| AcosssIst-ntlssdet cont 
PRlE-AIJDIT ACCOUNTS 

Accounts Accounts 
Assistont-.1AIitn 

Accouints 
MENU.U 

Clerk -I Clerk  2 

rClerk - I 
J 

TYPIST 

Clerk 

Accounts 
Clerk I 

FUNDS 

Accouints 
Clerk - I 

Jr Clerk-I 

L2- DP3 5
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DIUISION OFFICE 

I.EUEL- I/I I I I)IuIs IOt'- OTGNmIZNTIOtI- & YNIRD!'I'IC,jCUJS'OMEI SEIHU ICE1 

CUSTOMER 
SERVICES 

Cshtmr Services 
Offie 

CUSTOMFR ASSISTANCE CUSTOMER ACCOUNTS 

Suipervisor ISupervisor
C.stoer AssIst..ce . .stomerC Accouints 


CUSTOMER RFCnRPD BILILINIG COIT Roll 
Sr Cler: - I Supervisor 

(FOR MAINTAIING I -illi Control 
INDVI DUAL CUSTOMER I 
FILES AIID FOR TDCOs/I
 
SEROSIRCOS) Sr Clerk I
-

(TO ASSIST SUPER-
VISOR IN PfE'ARA-
ION OF DETAILS=T17"1FS lFOR ADJUSTMENT) 

Sr Clerk - I 
.... .
. . .. 'Daf 
 SClrsChowlhidar 

LITIGATION 
 (ONE FOR efACH 
10,-00 CUSTOMERS |. 

Sr ,stClerk_ 

-- TORS COTROl, 
BllI Distributors Suipervisor I 
ONE PER 1753 COlt- [Debtors Control 

SUiERS OR PART
THEREOF OF 075 COWt-


SUMERS OR MORE] Sr -
Clerk I 

(TO DEAL WITIi HALF 
MARGINS AND III-
SPECTION REPORTS)] 

SrT,,
Clerks 

(ONE FOR EACh 
211,0313
CUSTOMERS
 
OR PART THEREOF)
 

COMPUTER OPERATIONIS
 

SipvsrP
Super- i PC 

re~tors - 2 

GENIERAL, ADMItIISTHATIOt 

Steno IISr Clerk - I- I (Main Record) 
Sr ClerkDriver - I (Data Control)- I (for eacti vehicle) 
Typist
Jr Clerktri 

- I 
- I (Receipt- I and Despatch) 
-

Mali 
Sweeper 

- I (For 
- 1 

Ruildiny w/Lawns) 

Qasid - .aib5 

L-23D i 5/1
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DIUISION 
OFFICE
 

I. LEuj.-I i II I ])IU IS ION OJIGnNIZnTION & YnJiD.;TICH 
METEll IHEnDI NG 

( FREADINGE 
L -- 0711 

SurvilanceI 

lltib Qesid - 2river 

1 ,TOIEEngineter00(!I 

fieter F.. dit Tyjpist SurveiII 

(ONE OR ECH ieteT
10,000 (UTOIJERS3E 
 Iec tr ic; i er 

leter R.ader . Meter Surveillarice'& ACour.a:, Testin
OIE PEP 1000 URBAI CI'STOIIER3 ORPART THEREOF,500 CUSTOIERS ANiM PER TOO CREII3 (2 IIETER ELECTRICIAIS A 2 LIt-I)OR MORE niIE q00 FURALCLSTOIIERS ORPART THEPE(,F 40n OR lOE 

FOR FI[RST 20,000 CLISTOIERS AIM FOP, HEYT
CUSTOMERS. 20,000 C USTOERSONEADDITIONAL IlETEP READER FOR OR PART THEREOF,

EVER7 250 10, 000 CUSTOIIERSTIPEIIELL COItiiECTIOII ORPART ORTORE, 
THEREOF OIIE OREW( IilIl IIEAIIS hOPE Tlh'I1 125 TUBEIlELL 

COI1E;TI O IS) 

NOTE: For every fwo MS-I there will be one Stipervisor 11S-I 

L?-3p~T~ 5/32 
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DIVISION OFFICE
 
LEVEL III DIVISION ORGINIZATION nND YnfRDSTIC]S 

PLnNM I NG/ENG I NEER I NG 
100L, 0 rIAN)(U CUSTOMERS
 

PIl rnnr Enairee.r 

PIew ionnction
?:r,¢lerk,- 22
 IIQsi 


Drive
 

'~~i. ~ecrs- raftsmn/
'. n PanrLS-L . 1 

ord
r..r- 2Tracer Estimators 

YARDSTICX
 

- Ore Pl.rrer and one E.t ir ator for 15 General, one Irdustri al and
 
tl,.o T,.bti'ell ,:fnr, c.ions ionth orper part. thereof,
 
O-re D ltsn.i/sc Draftsman and one Tr.cer. for 30 
 General, 2 Industrial and 
J Tu, ,.ell connections pet rmonth or part t~hereof. 

L - FE 32 

BEST AVAILABLE DOCUMENT 

4L
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LEVEL I I I 
DIVISION OFFICE 

DIVISION O GAntIZnTION nND Y IDSTIC](S 

ioo, 
SERU ICE 

(U Hoc nr) CUSTOMERS 

erviceEn, ir,eer 

Sweeper iriver D 
1-ali I 

-4 

supv. S'erice,(lewJ Correc tirc Jun icr- LF1Ii l.L S- ICler) qupervisor(ehabi i tation)I -lL,, '- 0/-.!0 - EPO/l1CO
LSI - I 

1,11-1 

LS-lIf I 

-LIl Jr.C lerk(eneral Connections 

LM-II
 
AL.11
 

Indust. Al.T./lellsIi LS-11 -i 

Lil-Il 
L-II 

IARDSTIC?:
--------- PC@ *,EP0fl-l 
Ilew Conrecticrr: One Crew (one Ll-l, two 

LIII 
LII- II A 2lLls)(ener-al) to five per 

ALIIinstall connections 

day.
 

Industri al I One crew 
 (one 11-l, one Ll-I1Tubewell and 2 AL1is) to install two 
connections per day. 

"fTwo crews (2 LII-I A 2 LI-I1 A I ALll.) for first 20 000.nd for each additional customers20,000 customers or part thereof,io,000 custoriers or more, one crew. 
PCO/EPO T.,o crews (2 LII-II & 2 RIHO foreach first 20,000 customer-s arid foradditional 20,000 custoners one crew or part thereof, 10,000 customers or more,LT Rehtilitatior : One crew (one LII-, one LII-I A 2 ALlis) to execute 3 to 4 LTrehabi itation worf:s per tiorith. 

Chowkidar, Seeper,'lali: Only if office in a separate buildiri!/A lawn is to be maintained. 
Vehicles:
 

Pick up :iPick ups ,With ladder : 2Truc k wit.h ladder : i 

BEST AVAILABLE DOCUMENT 
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DIVISI1I OFFICI 
TI) 1 

IIn III'EIIAIIcE Ft OPEPinT iIm l II LI) 

1,0 00 CLr-kbors) 

I. TtEoI II. I ) Iis1JI u1On lIIZ Timi mIn) 'On CT11C 

T(') Cus-bum.vu 

En171netr 

'T--I-, I 0 III lb QW4:. 2I 

IIllIt(¢ tI1-t c or 

Lr * 

HS- :- :I L$-

LALI 

I"I.I I '11m, tj t i 
oi t .. a 

S ~ ~ ~ ~ ~ ~ 4.~ .. ,.4.II'.I" ~ ~ I ....f 

I- h.* hil - .1.I.r r.o,.. I:I , [* , II~?4I . 4 3.4 ..I004. 

M.I i "444 I-t . ". itl.. - aL, li l+....
 

i A..: 

........
 

shift ". : : .I 

3,4 shift 1. 000 
"'a0.-,' 

54• 4 Ij .3,.I..,. lIx . 

I4I4 I.Tl4.....f. 4.00l1 ,.... . .. . 4l.ll.ll.* " "'¢'| ll'-plm ll+ 

P..t... 44 .. ,,,..I 4,,,4I ,I4., 0*., 4 . .. 

. . f%.4If Ih_ . 1,. 4.1 4.14.4.4. 1.41.... II 1,4.lClmvrC'.t44.., 

IV 

I - l. l€4.4.*it .. ... 4.... It I I.... .. . . 
to..4 W... It. 

444.44 44 144. *.~,r10.0"D ,.,..~.4. 
• I . 44 4I4. 

BEST AVAILABLE DOCUMENT 

-42 

http:4l.ll.ll
http:Cus-bum.vu
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STAFFING 

PLANNING ENGINEER 

A. TECINICAL STAFF 

Supervisor Records (LS-I) = 1 

Division Load Growth 

Fort, 4.3 
Badara. Baqh 4.4 
Rang !Tahai 3.9 
Shahdaro 4.9 
Gulshari-e-Rajvi 5.8 
Sarmnabad 3.3 
A.T. Town 5.7 
Civil Lines 4.2 
tIcLeod Road 3.8 
Shralrjma-ir 0.7 
Lahore Cantt. 5.7 
Brehbanpura 3.1 
Kot Latkhprt 0.4 
Gulberg 3.7 
Garden Town 5.3 
Kas ur 6.4 
Chunian 14.1 

Planner 

4 
4 
3 
4 
5 
3 
5 
4 
3 
1 
5 
3 
i 1 
3 
5 
6 

12 

Estimator 

4 
4 
3 
4 
5 
3 
5 
4 
3 
1 
5 
3 

3 
5 
6 

12 

Draftsman 

3 
3 
2 
3 
3 
2 
3 
3 
2 
1 
3 
2 
1 
2 
3 
4 
8 

Tracer 

3 
3 
2 
3 
3 
2 
3 
3 
2 
1 
3 
2 
1 
2 
3 
4 
8 

B. NON -TEC11 NI CAL/SUPPORT STAFF 

Record Clerk (,Jr. Clerk) 

New Connection Clerk 
(Senior Clerk) 

Jr. Clerk Typist 

Naib Qasid 

= 

2 

2 

1 

1 
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STAFFING 

SERVICE ENGINEER 

A. TECHNICAL STAFF 

Service Connections/L.T. Rehabilitation Section 

Upto 4% Lorid Growth 

For 4 to 7% Lojd Growth 

2 

2 

5-l La--Zu 

1 

1 

LUAl~ 

3 

5 

0--u 

4 

7 

U 

6 

10 

DR Sr- ct in 

_Co ute r 

10, 000 to 30, 000
.31.000 to 50,00
51.,000 to 70,000 
71,000 t;o 90.00(l) 
91,000 to 110,000 
111-000 to 130.000 

LS-I 

1 
1 
1 
1 
1 
1 

LS-II 

1 
1 
1 
1 
i 
1 

M-

2 
3 
4 
5 
6 
7 

LM-II 

4 
6 
8 

10 
12 
14 

ALM 

6 
9 

12 
15 
18 
21 

D&R &Service Section 

For 1.0,000 conci;umers 
or part thereof 
5000 consumers or more 

(E:xistlng WAPDA Y/Stick) 

LS- I LS-II LM- I 

1 1 4 

L1- II 

-

ALM 

8 

B. 1O- TECHIUT CAL STAFF 

.Jr. Clerk 
N,1. Q-rtOJChowk i drjr 

veeper 
Ma l i 

= 
= 

= 

2
1 

1 
I (If lawn is maintainer) 

44A 
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STAFFING - M&O ENGINEER 

A. 	 TECHNICAL STAFF
 

Supervisors
 

i1) P (LS-Ij.
)_i~sij~AblLt!9.nInpector 

One for every 30.000 consumers or part thereof 15,0( 
consumers or more. 

1i) 	 Other .-ujprvtsors 

LS-I LS-II
 

10 5
 
.Ernr 	 giny__Mai n t enarc e 

rtuaji) 	 HJ_,rL. _W-)ryr_ rmkdowns: 

LM-I Lt-II ALM 

For every 30,000 cor,surfers 3 3 10 
or part thereof 15,000 
consunmers or more including 
rellevinp n't.aff 

Il) Coml a i- t s 

For every 10.000 consumers 3 4 9 
og part, thereof 5000 or more 

iii) £c-nmp - -rkIza fr, 


(One complaint center for every 6,000 urban consumers) 

One complaint clerk for each shift (3 shifts) and one 
reliever for every two complaint centers. 

Preventive Maintenance 

LM-I LM-II ALM 

i) I.T. Systemr 2 2 6 
ii) !1Mt.em 8 

B. 	 SUPPORT ETAFF 

Jr. Clerk 	 11
I. Q)asid :
 

Chowkidar = I
 
Mali i (If lawn is maintained)

Sweeper = 1
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STAFFING
 

ENERGY SURVEILLANCE ENGINEER 

A. TECHNICAL STAFF 

Consumers LS-II LM-I 

(Meter Elect.)
 

10,000 to 30.000 2 2 

31.1,000 to 50,00) 3 3 
51,000 to 70.000 4 4 
71,000 to 90,000 5 5 
91.000 to 110,000 6 6 
111.000 to 130,000 7 7 
131.000 to 150,000 8 B 

B. .NON ''ECh1NICAL STAFF 

Supervlsor Meter Reading, MS-I 

For every 2 MS-II there will be one MS-I 

One for every 10.000 consumers or part thereof 5.000 
consumers or more. 

Meter Reader :
 

One for every 1.000 urban consumers or part, thereof 5,00 
consumers or more. 

C. SUPPORT STAFF
 

Junior Clerk Typist = 1
 
Naib Qa sid = 2
 

ZlO 
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LAI-ICRE AEB]
DIVISION REORGANIZATION 

f-TAPFF NC)NTHLy
CC)ST' CC)I -PARI sON 

STAFF MONTHLY COST COMPARISON
EXI STI NG VERSUS PROPOSED REORGANI ZATION 

4-
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LAJ I()R E~AI-'I I)ISION 11 [-Olt G,,11, IZAT 1011j 
SOVE RAIl STA.\FF (OMIP2VISON SUMMINARY 

1 foivkwil F-rlifi elr I LI. 17 17 0 
(X1,;irliupr !Fvv-!F (1ix- 17 17 17 0 

I1 S!Ii I i isi~'-l:I OfA rr/Erllyq 17 011 83 3
9; 0,1"m-to Offi:pr '17 G 16y -1 r 

AA.'x~fmwwz OW(ror 17 1 16 -15i 
7 Assil P-orfuel A Ah. Oficker 116 0 32 -oz2 

rd A1/- 2 0 
Ac,,:nipmt, Asciqjrit .11 G1-3 

I !11prri or flu 16 I 0 1 17 -17 
I,(, ( )prr-%Iir 10 0 3,1 31 

131 hIMs.r !;11Fwri,w 04!7-I) fiG 51 2 
1.1 t,1'ir 1:Irprrvini1r IM.-IiI 37 99 6
15 M ,e 1' Id I 763 015-,22 
16 1Aino S'2ri l2~i~~ 1 2~ 3!621 -5 
17 1 ino ~ r (.-I 11 202 2n00 
I111 I illf'oirl V-I ) 7 91.3 win 15F 

21 Iolry 06iv; 7 I 160 "113 1-253 
23; I,-;ms:~'r 2 13 17 

26weni''sm ...... e 11 0 '1G -16 
....... 27 
 0 1 -16

PEI Stipervisor Izibnr F, Iorpip 11 j 0 
if, 
16 1 

?9 Fo~reman I miripqirt 11 0 1C, _1G 
H :ppvi-mr Cuinr::er A-istIinp; 1 I G6 16 0 

Sn~~irG.;!iimm- Accn;;nt 1 0 16 -1 

3,-
I B:9wrv:-mr HBill Conrtrol 

FIoprvrvisor Ih'hlnr Gmnrul 
I11 
1 11 

15F,1 
17 17 

1 -
-2 

35 (Thvnior (;Itrk 1,)D.?) . 7 516G 135 I 

I 

:?G 
37 

i 

'11111ior (AIkI qpis; 
Hll IDisifiI::,iir 

i3It1I1II 1 

loG 

1/12~g:r 

F 
Ii 

2 

dl175 
175 
35 

-170) 
!573 

111 

5 
9 

'II 
'12 

i 
-0li lt 
aI. 1'I~ 

pihl 0Qmid 

I ne 

vr xk1; 

j32
2 
21h 
131 
1 

1 
1 

277 

'12 
17o 

213o 

-.10 

0,
-19. 
-3 

'II Chcwk1 133 Il0oo: 

1oIllI 105 I9.111 1,10,1 

tNO1F Ivvo riirpIlis to-Ibne pr''ruier to 1--; IF) surplnn it?-T : In- Lnpromoku:':iIi1-1--
in w~t0i -, I:o'fii F ry L!3-1. *This wvill brinc donr III,? Fwrt.ite (if LS-1 toI 7l, 
("Ilii n i1 ':stipius AL M 917 it) be fTurnrIi i i .M-ij i '1 it) N-Vnri7- 1eijr itrm 

BEST AVAILABLE DOCLUMENT
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LAIIORE DIVISION 
r'I'F 1!NI'I,CL S OINI RISQ 11D 

A__.lEYA!HE NO.W AND AS - er-Y WILL AFT ER TI I PRfOPO [-D flEORlGANIZA!HON 
EXIrING VEfl8;US OrnoPOSED1FO r NcIrZAIOjN 

NAME- Or POST j -I(-)r1n EXISTING IAIlOfO1;CO - L1rI'LU, nrlcir co;t 
].to

I 
rncsurw " 

N.Ijt'OtrOB).j ,+,+.,,vr.,, j.. ,tK,,,,,nn.. H.. 
. .. 

i / 
P1.ElIII;.u 

OS(:: |---
.L- :__11W L. JiTAFF1,II, ItI 

O -
c0.1311,113 SIr 

.. . 
loe. 
COST
311,11 IAF -- I 

1,L 
COST 

I 
Ilolj.

SIAFr COST - 1--- -- -
,IICTILAS 

(fDUCIcON
0 

2 qubPn,. O cr l"., ;lrl,;In 1. / 4, s1"r 6 3908,6102 0 3194,715 - (1:1,8(10) 0 0 (111) 

3 

4 

5 
6 
7 

1L'Clrk, A' ;,'Int 

)i,4, Arcu-1ngnnl 

Ar ... t, CI.,k 
1.nmproph., G-,I 

Li,. .updfl.I (LS.I) 

nrin(lIC) 

;,., rr"r Pr,+nn.l 
LiiJ. ,nioI A'.ror,n, I 
Arunt, A,,i,!n-t 
Acc , Cl.,k 
(nrrqrnphr C-f, -11-

tL-I/t."f. Co r,l,I 

1 / 

11 
11121 

11 
7 
I 

'W16 

?'p[rsrrAt,200 I 

2,201 16 
;1.370 2 
2,21) 31 

I,"20 67 
2,3179 17 
1,200 221 

2,2o 

s'21)1 
4,757 

6r1]14 
1 15,10 
40,437 

724,624 

1 

III 
2 

64 
1 s 
3 

3 1 

2,2-1) 

35,201 
4,751 

14:),1129 
190,16fi 
70,4!5 

l,03r,,543 

0 

O 
0 

-"3 
-471 
-16 
-95 

0 

0 
0 

0 
0 
0 
0 

0 

0 
0 

-31 
-4 
- 111 
-65 

0 

0 
0 

72,615 
02.930 
30,050 

311,619 

(1 

0 
0 

72,615 
02,930 
30,050 

31 t, 19 

1 

0 Li emi , 1-,, -II (L _-Il ) 1--11I . 17 0lr'l-rn ., I 1 2.210 20 2 2 0,52 4 2011 
9 rI,. PI ,l.,r '.rn ,n , ,. | I 2,t(] o 0 1,

10I l I'U.-l,,n I"sl'rIv C:.-.., l II 2,200 U 0 16 
II .r IT,,i;,- , -,,, I1 .n .I I 2,2110 0 0 16
12 Mai,.r flmtng 7. cr,,n Mill, II. ,,1n . cO.r 1 12 2,3I19 56 133,201 54 

.MS4I.,p I 
13 NI f-,r.,,i-, M!;-I It MS,,pl4.I I ,1 1 37 131,416 911114 111) c "':ni,, Chrk 1 1,7263 511 091,50, 4A5 
IS I D)(/1 K/TrTi.l )in, y .r I ./I1 1/ Ipi.i 15r03 475 751,173 A70 

1 .I Ch.,k Liny (., -p-tI h CI. k 
I lI A: 11,,I/?112 2,376 .5 03,252 41 

17 A1) MII,,,,,~r 
In It-,nc., 5 1,503 32 5),01 42 

IS Ii in. Mnn (;rrd.l I , nc' n (In,,). -I 1' 1,72 qll3 1,577,554 09120 1in Ui n ( nn,?.-11 Lin, M.iII (;,rid. -II 5 1,1541 010 1, 0,[1150 91 
21 A I M A I.M 5 I,13 2010 4,513,441 226 9 

22 M l, 1 r4 '114 at P1l, I . 5 1,58I3 7r.3 1,207,5f]5 04523 v Ir ,it 1I, Crrrmplrinl Cl.,rk 5 1.503 225 356,103 315 
24 , ho , , 1 1.11 2i6,4'1 A

6-P, tL,-y Cr1,en ra, I "'y , t, , r "1 1, 4t,4 13 1B[,53 F 11 
6 rl i} , tt i ' 11%-1d "!I tlm Iqi 1,2 9 0 2 71 3 ,1F,2 0 3 2 1"0 

27 Ch, n n I(.ho,,bdlrr,, I 1,2110 133 11,522 l01l 
2I 

0 
.. p~r (P11 0+, .p.r (I-I) I 1.261) .1.1 56,744 03 

2) Nhnli ?AcI (l.h. Inn,,, . isIl,) I 1,210 Is 19,145 31 
21) Il,..r0 r,1 n.' C tntr , "r l frvt, I ? 4,1536 I? 711,080 Itrm w,0 
I1 Cnn+mn nirnl 0,pn Cnn,+,,. trin I5,,0rf I1 2,00 1 2,200 1 

h'rprr' Cr,,rr~ro. A-q. II 2,21'() IS 35,20 11
.31 t2,i Arcn,,nrnrt , C,,r,'. r Arn,'-rI I1 2,700 L) 0 16 
:13 I[!I CorlI NO,,,t.1 p. 111 Cr.ntol II 2,200 15 33,001,1
34 h).1-,.,, .... rr ,A,,ii !3, .1.. ,rrr nt,. 1I 2,200 1 I 3,407 II 
3 I C (11) t.1oP In'7 ,ptr~irr PC. I 13200 0 0 

21, c III-1Irl 1:) 1 1.3N 1 ) 0 34 
31 2I'Mnli0'f"; i 1,3211 11 72,441 17
36 +I'lIt lvr,,,,ro, If] l),'.r Ib,, rer 5 1,4"1 415 11,627 573:18 Aviln rO i-,,)ImI,, OA-lr,, 1 I 4,511 ICM' 1) 115 
411 1., ,,, A P., 4,, A 1,* ,I I ,,3 11 )
41 An-ri I.IAO A-,t IIA) 16 3.230 0 0 32 
I j!i pr r..-ot I _!p,'up.. n r I.aLrnl I II I 2,21112:20- fi ...... ..... I..............l: ___ f-...._ _____j 9 Ij4~ 101.. 14 I 

F 316,123 2 
35,2U -Ili 
35,,()1 -11, 
35,7017 !6 

1211,441 2 

215,111A3 -F,1 
751.1521. 01 
743,t](1 5 

91,524 -11 

1;,413 - Io 

1,5b51,636 Is 
1, 191, 14 -g17 
1,5!11,1111 1 524)) 

1,653.9P1 -2V2 
504,111 -144 

1 531I4 7 5314,3 TOl A 

3 I ,0 !J 1) 

I ;1,154 j 13 
11(1,]4oI) -Fq 
43,0.1 b -10 

,11'8 0 

2,C21)0 

25,201. 0 
35,207 -1( 

-2 
37,4110 U 
55,7G3 - 1 

011,014 -31 
22.40 0 

l121,40r -99 
74.1F3 -16 
74,113 -A'74,,17 

1154,81)6 -37 
0 

3I ,;}jO5 I 1 

(4,4 0 1) 
a 
0 
0 

(4,757) 

I 

0 
(138,050) 

(7,"13) 

0 
0] 

0 

(25,"1f) 
0 

1)
0 

00 

10 

(42,550) 

0I 
0 
0 
0Il 

0 

0 

6 
0 
0 
0 

0 
0 

3I l54 

0 0 
-IC .31r,281) 
- 1 35,20T 

0 35,20. 
0 0 

0 

-1? 134,27 
0 0 
0 0 

0 
- F 14,2(2 

-10 15,021 

1 I 
-)t 159,1S4 

0 

-22 4.15,315 
- 144 227,)00 

-253 431,154-4 5,734 

1203 

(1 I 

-. 5(1,286 
19 24,503 

0 0 
0 

0 0 
-11 I 25,207 

-2 4,491 
1 

- 10 55,763 

-34 00,074 
0 1 

-go 140,485 
-16 74,1r3 

-5 6r,,5.l l 
-32 Il14,n15 

-1 217 
-385 I. 350) i 

(4 ,40 1 ) 
35,211 
35.21 
3S,2(17 
t4,7571 

1f 

134,271 
(139,950) 

(7,913) 

0 
1A,272 

V71,2 

(2,61R) 
150,154 

(99 ,3 40) 

4 1,31f6
227,')05 

43T,15.15,73,l4 

1 2, 9 

( 0.55a) 

50,2%n 
24,503 

00 
0 

0 
35,107 

4,101 
0 

5S,2C3 

1, 74 

140,41's 
74.173 

104,6111 

I r
5 

BEST AVAILABLE DOCUMENT
 



ANNEXURE - V 

STAFFING CIAR'iTS SHOWINC;EXISTING STAFF. PROPOSED STAFF
(ON REORGANIZATION) 

AND 'THE DI FFERENCE -LEVEL-Ill AND LEVEL-IT DIVISIONS 

A) ADMINISTRATION 
B) BUDGET AND ACCOUNTS 
C ) C'USTOMER SERVICES
D) PLANNING AND ENGINEERING 
E) SERVICE 
F) MAINTENANCE & OPERATION
G) ENERGY SURVEILLANCE AND METER READING
 



A.) ADMINISTRATI(DN
 

5/
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I)IVISION WISE S'TAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

ADMINIS-lFlA rON 

[No.] Name of -Division 1Proposed Exisrin j D _ifference 

2. 

..Alam-i .q I T ..r. 
:I3oa'avni Baqlh, Lalre 

3. u~ ... .v. nMM-

. 31 

31
31 ' 

12 

1,
11 

19 

17
20 

4. Civil Lines, Lahore 
5. i-ori Division, L hore 
6. IG-'rden Town, L--h;e 
7. Gulberq [)ivision. Lnhre 
U. Gi,-,l- -av h'.e 
9. Kasi, r 

10. Kot LMMil.hi, Lat'ote 
11. 1Lahore Carmn. Division, I.-ihure 
12. !M:l-erd [lkad, lalure 
13. 1fan q Mln lU._ 11cre 
I1. !ammriabad Division, Lahore 
15. iShnhdar Division, Lahore 
-1g. ISi-rn'niar Division, L'thore j 

31 
3i 

31 
:31 
31 
31 
31 
31 
31 
31 
31 
31 
31 

12 
13 

12 
12 
12 
15 
12 
12 
15 
1 
12 
13 
12 

19 
1 H 

19 

19 
19 
16 
19 
19 
16 
17 
19 
18 
19 

__ I. _ _ 

TOTAL 

_ _ _ 

496 

_ 

202I_ _ 

293 
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STAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

t Iiv l la I lttt I I U'I VU. 

DIVISION: 

I 
No. Post Deseriptinn 

t. OivisiorI En.qineer 
2. , dmin5r~1i n Of!i.r 
:1. Supervior Ger ,rIServices 

'. 	 Su-prviImr Fer r~pr 
..1!plr.' r;" .bnur!!_e~iLr 

6;. Safn!y (;iurdinatrr 
7.,= F -.-m Tvn-pii 

PL IS~er1~mptr 

9. Selirr Clerk 

10. ;,hmir Clerk 
11. Iypkit 
12. NaiN(lP iii 
13. !wy.rpf'r 
111. Cfrmwkihihr 
15. Mali 
1G. Driver 

Total 


ALLAMA IQBAL TOWN 

BPS Prosed 

18 i 
17 1 

1 11 1 
1i 1 
11 1 
1 ! 
11 1 
12 1 
7 5 
5 9 
5 2 
1 3 
1 1 
1 1 
1 1 
1 1 

I 31 

1 
Existinqj Difterence 

1 
0 1 
0 1 
1 0 
0 1 

1 
0 1 
1 0 
2 3 
2 7 
0 2 
3 0 
1 0 
1 0 
0 1 
0 1 

12 19 
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STAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

A frlld i iIi*~.r rTl . 4'-% 

r'Llr'uIul4ra I r-lt I Mira 

DIVISION: BADAMI BAGI-

J 
 i
 

poNo.Post Descripeitin IGP, Proposed Existin Diference 

1 . Dhisiorvil Enqineer 18 1 1 0 
2. Administraiun Ofrur 17 1 0 1 
3. ISunervisor Geral! Services 11 1 0 1 
.1. suiervisor Persnrmel 11 1 1 0 
5. Sufprvisor La-bour1Let' I 1 0 1 
G. SafetV Courdin or 11 1 0 1 
7 11nuei Tmnsper- 11 1 
 0 1
 
B. Sienrgmpher 12 1 1 0
9. Senior Clerk 7 5 3 2 
10. Jurirr Clerk 5 9 2 7 
11. !lypit 
 5 2 0 2 
12. Naib Qw;id 

- " 1 3 3 013. ..re: 
 1 1 0 
I l. Chowkidlnr 1 2 
 -1
 
1!-. Imli 
 1 0 1 
1 Drivr 0 1 

To.aI 
 31 1'4 
 '17
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STAFFING POSITION 
UNDER LPIEL III DIVISIONAL REORGANIZATION 

ADMINISTRATION 

DIVISION: BAGI-BANPURA 

No Post Description Proposed Existing! DifferencejPS 

1. iDivisiorai Enireer 18 1 1 0 

Mum. n 17 1 0 1Adnist.-Alin Officer 

3. Supervisor General Services 11 1 0 1 
4. Supervisor Personnel 11 1 1 0 
5. Supervisor L.3ihnur/Legal 11 1 0 1 
G. Safety Cnordiroalor 11 1 0 1 
7. Furemnao Tr-nspout 11 1 0 1
 
R Stenra mrn•- 12 1 
 1 0 
9. Senior Cerk 7 5 2 3 
10. JuniXr C12r 5 9 2 7 
11. ITypism 5 2 0 2 
12. Naib Qasid 1 3 3 0 
13. Sweeper 1 1 0 1 
1'1. Chowkidar " 1 
 1 0 
.15. Mali 1 1 0 1 
1G. Driver 1 1 0 1 

loaI _ 1131 20 
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STAFFING POSITION 
UNDEI LEVEL III DIVISIONAL FIEORGANIZATION 

A rls dlSRllr' A T ON 

DIVISION: CIVIL LINE 

Sr. 

No. Post Description 13PS Proposed Existinq Difference 

1. 
2. 
3. 
4. 
5. 

8I. 

9.I 0. 

DM isiur al Eiiqliner 
Adminisimtion Officer 
Supervisum Gerwral lervi-es 
Supprvisor Persnrrel 

1Supervisor Labour/Letql 
G C urfelIuriliratur 
.orern I n 11 
t _niriqrn hier 

Serfinr Clerk,hmicir Gh_,l. 

1 

in 
17 
11 
11 
11 

11 

12 

75 

I 
1 
1 
1 
1 
1 
1 
1 
59 

1 
0 
0 
1 
0 
0 
0 

22J 

I 

0 
1 
1 
0 
1 
1 
1 

0 
37 

11. 
12. 
13. 
-I . 

IG. 

ITypit 
NaitbQisid 
Sweeper 
Chowlifir 

Mali 
[)riv er [ 

5 
1 
1 
1 
1 
1 

2 
3 
1 
1 
1 
1 

0 
3 
1 
1 
0 
0 

2 
0 
0 
0 

1 
__To "tal 31 112 19 
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STAFFING 	POSITION 
UNDEI LEVEL 	III DIVISIONAL REORGANIZATION 

ADMINISTFIATION 

DIVISION: FORT 

Sr.I 

No. Post Description IBPS Proposed Exiszinq Difference
 

1. tDivisioal Enqineer I 	 1 
2. Admirfistraiun Offixer 	 I 17 1 0 1 
3. Sunervisor Gener-i Services i 11 1 0 1
 
'1. 1Supervisor Personnel 11 1 1 0
 
5. 	 IBupervisrr Laboutr/Le. la 11 1 0 1
 

GoordirialrI 11 1 0 1
 
7. lForemnn Tmnsporl 11 1 0 1
 
F-l. izenim1pher 12 1 1 0
 
9. Senior .lerk 	 7 5 2 3
 
10. !htmior 	Clerh 5 9 2 7 
1 1. rypist 	 5 2 0 2 
12. NnibQasirl 	 1 3 3 0
 

13. Sw eepe 	 1 2 -1 
14. (;m kid.r 	 1 1 1 0 
15. Mali 	 1 1 0 1 
1G. 	 Driver 1 1 0 1 

Total 31 13 j 18 
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S.VAFFIN G 	POSITION 

UNDER LEVEL 	III DIVISIONAL REORGANIZATION 
ADPAINISi RATION 

DIVISIOI: GARDEN TOWN 

Sr. jNo. Post Des:rilion s Froposed Exislinq Differer~ie 

1.1 Divisionl 	Enineer I I I 1 0 
2- A ;-' .....!r 	 1 0 1-. : .N1 	 17 
3. Supervisor Genreral Servkc; 11 1 0 1
 
,I. Stirerviur Persorrel 11 1 -1 0
 
5. 	 13mpervisor i3 our/Legal 11 1 0 1
 
. Safetv Cnordir tor 11I 1 0 1
 

7. Foreman 	Trmnporl 11 1 0 1 
0. !Sverin_rpher 	 12 1 1 0 
9. ISeniur clerk 	 7 5 2 3 

10. Ji 1-;r ( '---	 I 5 9 2 7 
I . iypkt 	 5 2 0 2 
12. Nai Qaid 	 1 3 3 0 

11. Ghtvwl~irfar 	 1 1 1 0 

Mali 	 1 1 0 1 
1 . -),iver 	 1 1 0 1 

rotal 	 31 12 19 



STAFFING 	POSITION 
UNDER LEVEL 	III DIVISIONAL REORGANIZAl ION 

ADMINISTRATION 

DIVISION: GULBEriG 

Sr. JNo. Post Description _ _ PS Proposed Existing 

I. D vis imal Enrqineer 	 1R 1 1 

2. A~~i :rea..,n OftI.sr 	 17 1 0 


i.'i. 	 ervisor General Services 11 1 0 

Stjlmrvisu)r Personnel 1 *1 1 


5. Supervisor l-abour/Le,.l 	 11 1 0 

G. Safetv Cordiritur 	 1 0 

". Foreman Tfansc.i! 	 1 10
 

- o. nhr 	 12 i 1
8.f , -troirI.12..n 
9. Senior Clerk 	 7 5 e-


10. 1mniur Clerk 	 5 9 2 


11. 1v i!;t 	 5 2 0 

12. I aihQnsid 	 I 1 3
4f ~1 	 3 


1
 
13 SWeeper 	 1 1
 

15. M:-Ili r1 1 

1G. Driver 1 1
 

Total 	 31 12 
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Diffetren,:e 

0
 
1
 
1
 
01
 
1
 

0 

3
 
7
 

2
 
0 

1
 

19
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STAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

ADMINISTRATION 

DIVISION: GULSFIAN 

No. Post Descriplion !I3PS Proposed Existing Difference 

I 	 Divisioral Enqineer I18 1 0 
2. 	 Admiriistr-!inn OWrfer 1 7 1 0 1 
3. Sipervisnr Gererl Services 11 1 0 1
 
-1. Supervisor Personnel 11 1 1 0
 
5. 	 Sulie'rviser Libo-rLer.a 11 1 0 1 
G. 	ISafety Gordirtnor 11 1 0 1 
7. otre im~n Tunn-pon, 	 11 1 0 1 
8. 	 Slermtjpher 12 1 1 0 
9. 	 Senior Clerk 7 5 2 3 
10. 	 ,hImior (lerk 5 9 2 7 
11. 	 Jlypisl t 5 2 0 2 
12. 	 ;Naib Q-sid 1 3 3 0 
I3. Sween-per 1 1 1 0 
I1l. CiiuwkidrrI 1 1 1 0 
14. 	 1Maii 1 1 0 1 

16. 	 IDriver 1 1 0 1 
I Total 31 12 [ 19 1 

L,(
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UNDER LEVEL illUIVISIONAL REORG-ANIZATION 
ADMINISTIRATION 

* tlo. ro1DyI.fflq:,I-____ u 

.0 

1. 'Divikiurv:d Erq~ine,_3r 

12. Adminiitprsr) CoOffi'r 
3. Sul)trvisor Genriefl Servites 

1.S'p'ervisur Persurmrei 
5. Smpervi.or libou.r/Lefia 
(. Ri,frity Coordin'itor 

7. FrEin_,nl iiknipit 

5 trn'i rin r 
S !,r i I,1,-_rf1k 

10. !Junin;r
h;i (,fp;... 

It 

I7 

I 
1 
Ii 

12I 
7 
5-5 

Proposed 

1 

I 

1 

1 
1 
1 

1 
52 
9-9 

Existing 

I 

01 
I I 

0 
0 
0I 

I0 

tl5 

Di'ferer. 

0 

1 

0 

1 

3 

12. r'J ih Qaid 
1.3. Swet-per 
1 . C h w k it Lir 
1S :.idli 

,16. i1r5er o 

1 
1 
1 

1 

I 

2 
3 
1 
1 

10 

0 
3 
1
1 

0 

i1l 

2 
o 
00 

1 
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STA.FF!N G 	POST!ON 

UNDER LEVEL 	III DIVISIONAL REORGANIZATION 
ADMINISTRATION 

DIVISI(.)O:_ KOT LAKHPAT 

I 	 ,, 
Sr. I 
No. I I'vsl Description IlPS rOposed Exislinrl Differehce 

I . 'livisiorri1 En in,-er l I 1 1 0
 
.....-..-...-..... , -17 1 0 1
 

;1wrivisti 	 113. ti GerwrI Sf-rvies 	 1 0 1 
1. itMipervi-,or 	flersu rwlI 1 1 1 1 0 
5. i HuperviFr I..-ihnvrwl-e9L-l 	 I 1 1 "" 01 

G. l!hy G(mrdh:nr 	 11 0 1 
7. Fei-tlll7,f 	I rn~n~ i 11 1 0 I 1 

8. . r 	 12 1 j, I 	 0 
9. 5.,riejjr CerIk 	 7 5 2 3 

10. i'll-;dor CJ;l'lk 	 5 9 2 7 
II. 1vlyisv 	 5 2 0 2 
12. "cic) 	 .3 3 0 
13. ,Sm-f-p~er 	 1 1 1 0 

1 l. , (;Ihowki.i 	r '1 1 1 0 
15. 	 rMili " I 0 1 
C-..[Jrivfr 1 101ofa! 	 31 . 12 19 
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STAFFING 	POSITION 
UNDER1 LEVEL 	III DIVISIONAL REORGANIZAION 

A FMINIS1RATION 

DIVIIOi: LAIKtRE CANI-T
 

N ,. rosl Des;uip;in _____IP__ ropoee Exisiint Diffe,_e
 

I l)ivisint-ilErLqirieer 	 I 1 0 
-. Atrmr ri-rir 	 l OIcit'e r 1 7 1 0 1 
13. ' nt, rvisor ( -wieml .ervk-es 1I 	 0 1

S ti~u rnfl 

.5 . c;,,F.Vis.,. L~I !!f.TII ..... I l 

* 1. rvi_ f r'crscii 	 1I "I 1 0 
1!e1 I 

G. ! /rev" Cnnorilir~lt:r 	 11 1 ()0 1 
F -If.....H.7...7 . ... f1
i01 

!Fi.ls, f)f] phr 1 2 1 1 0
 
1). 5elrlir (Glerk 5
7 	 2 3 
10. I i ,Ir 	 5 9 2 7 
I . lyji-stI 	 5 2 0 2I. 

2*I... ..
3. .....- '
 

I'l. Ghw'iLtbr 	 1 1 0 
I . a i1 	 1 1 

I G. Driv1,r 0 1
 
Total 1 . 19
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LAtIOR,H\ F_,_DIVISION REOIRGAIqZAT1O1,1 

)VERA i' AFFING POSTFION 
SNo. Pti t I) rd'iliir -rIS I) Exi.tn _.Pt us t Uiflo~r('rc~........ .
 

.....-----

1 iviiurrW Enqiureer 1l 17 17 6 - 12 1 (Xstoinrer Siprv ,,OfIia r 17 17 
 17 0" 
 StPncqrn ilter II 12 17 
 .1
 
, r5i Diviirinal Cf'I:ef/ErI-r 17 


13 

Of, D3 3 

Adrniri,,!ininn C(Ifier 17 0 1G --16
S tlttrul.e :mtalvOut1er/ AP.; s 17 1 16 -15 

SAFs; [R -y~i1 Ah- ,fker 1 G 0 32 -3211 I)tii iI-!lAi,:tr)!nri 11/12.
 ? 2 0 
9 Ac-rjjrits Assistatm II 31 Gl -33
 

10 AG:c.mt (lrtr1 
 i1 67 1 15 -1:1
I ; Si'ervi-r IPC "16 0 17 -17
 
12 PG-Oprptcr j10 0 311 
 -31
13 t !.ripervi,;rir (MS--I) 212 ,5G 511 

111 M tr StfpeIVi;rr (7,-o-II) 11 
 37 99 -i1 

Motor I~e1i 
 5 "-, t76,1015 
IG Iirle rir1erirIe;r! (G- 12/1612/fl 221 31 U,

I 7 I in.- r),:ri f.ort (R,%'II) 11 ;?2 
 28I)
ID Iirlorn'l
(_M--) i 7 9113 090 15
19 I irln;Ii (IM-II) G T 1 iG 913 -97 
20 Amlnt Lieriu 2229
21 !f .:..,: 5 9r6 

359 6279:e. 229 
 -144., 
.2 I otry Driver 7 'f10 1113 -253 

23 Itiy ,lfnar J 3 13 117 -'1 
21 Miprvi--i r 7Jririn Q( 11 1 I 0
 
25 -eizo_,vimr ers70 11,,,, 
 11 16 I6 0
26 Supervktr (Tr. rfiv4:es 
 11 0 1G -16
 
27 "kif ty Cuw ditalor 
 1 1 0 '1 G -1!
2 . F:prvinsr l ibur & l !I I 0 -1r 
29 Freman r.anispot 11 0 1G -16
 
20 (rrnrenrkrM .nIpf~riIttri!eril
31I 11". upriwsr Gusulnmer Asi.-'ro_ 11 1 1 01G1G0
 

06 I 6 132 Sh''er'i~a x r n onmer Acuunt 1 1
 
'33 'jpervim.ur11 Gornron 
 11 15 '17 -2 ,11,tpvrvipvr ,lor (;rnlrol 17 0I I 17 

3,- seliifir ClIrk (11I)(.) 7 51 G 135 13 'Inh iul Nrkilypiil (LE)G) 5 "175 170
 
"17 I 5ill 1 475 i 73 -9D
 
:1l3 f)mft r-irwir 11l12 35 IfI -6.)
29; tnr,,r
.10 r firi 5 32 I 12 -102 17 17'It Mall (whe tIw7 exivj5) I ! -19

C) 

'1. NHh (i;id 1 277 280 -3 
13 !;wVopr 1 11 [31 -39 
'I (C1~lr;w.lir~r "1 133 
 100 :13 

* l l ITO. 
.,qI-
.l-'t
 

1E:! "Iwom" ist oloJlll.-; 151s,. s U-1 l I ABLEeiDror IMN.! L_-II h-obe p! hir
ait, fit-iij T[his "ill bring dowrn beI( flo Pis irl7 LS--. sh g of 1 _1tH 
O lf2 v s LP 7i n hIe julltunic o LMIVI, 115 itowvAr ais I M;olihume 
tiiiL : L~x :e ,G A IL. it Ba h.-r .:1 M a re ,s i t l i s 

BEST AVAILABLE DOM¢ IMFNIT 

http:jpervim.ur
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STAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

DIVISION: MCLEOD- ROAD 

s ____:_ J-iffr______ 

No. Flost_Desa I p E5CPS PDop s Eistingiff 

I. :Divisiorol lir1 I ii i-! e,1.3 1 0
JA......... ......... r 
 17 1 t
 

3. !Suvrvisor GnemI Servics 11 1 0 1 
,1. ! ripervistir P-rsur el I I I
 
5. Supervisor liabou-it-egal 11 1 
 0 1
 
G. ,rial 3y 11ourdirtutr7.. "-r mg ,,-ir-n. I I 00 1rupoil 


U. S'n (_frrnpher 12 1 11 09. j 3t'nior Clerk 7 5 2 3 
10. iJir'iGlpcr|; 5 9 2 7 
t 2 0 25I 


I . -iih ,if "I 3 0
 
~. .....r ."I 11 1 0 

11. Ch wkiL'r 1 1 I 0 
15. fl.i I -I 2 
tG. Driver _ 1 1 0 

_ _15 
 To, 316 

&5
 



-- ---- 
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STAFFIN- POSITION
 

UNDER!:EVEI III IS1ONA t. REORGANIZATION 
A f'il.d8 I frllr'lA i- - I
At' I ulllN,I rt%1%I lki'l'a 

I)IVISIOJ: RANJ.G MAI-Yd. 

'r 
 iI i -

.itOes ;....... 1 F!-S roposed 
 Exisnq .If ere
 

1. - --- -- 'Divisin]r~ I IEiqiis:.'.r 
 18O I I 
I 

1 

0 i 

0 
2. .Arjrrir~rtraifir Officer. 17117 I 


.Supervisrr -prital Servi,es 1I1 
 1 0 1
 , iSupe--rvis t.r-lersormel 11 Ii0
 

.9. 1 1I 1 0 
9. SeniurCIerk 
 I 7 5,


10. ,huriitnrGIrk 5' 9 2
II. : Typist 

1 7 
2 0 2 

Sw13. i 
" 3 3 0

12. ijjaib QOa ili 

1t. T(:tWr 
 1 
 -I 
1 2 

_G.I.)rivf-r "0 1 I
 
. _Z Total -31 
 11 17
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SI'AFIIHNG POSH IO-1 
UNDER LEVEL III DIVIS!ONAL REORGANIZATIOJ 

rt~t'Ulll I ~nU-I~ I --.I'i~ 

DIVISION- SAMANABAD 

Sr. 

No. ust )es'-ripliorl BPS j rropo.d 
-

I ExisTin, I Differencef 
I. Divisiorv-l Enc;ineer,-........ .Ir fF r- 10 11 1 0
0 1 

.J pF)ervisor Gener Serves 11 1 0
 
-1. S;tpervirrir Pie.rs ne! 11 1
1 1 

5. er.visor [aInur/LeTl 1 1 0 1 
6. S-fel , t';ror(dirn.alor'6~ iiiT-. Fii.- r-i.i~ l 1 1Ii1 11 0I 1 

7. Hilrj 2i~~'poi 1O ... ...-..f -,.. .. "12 1 1 
9. Serior Cterll 7. 3 

11. Typisi 5 2 0 212. NaibOnSid 1 3 303. i~eP"1 110
I '1. Chu~wt'ijIL'r ! 1 1 0 
15. Madi 1 1 0 1 

1. !Driver 1 1 0 1 
Of,_,!_oa3 

19
 

L7
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STAFFING POS!T!O.N 
LNDER LEVEL II DIVISIONAL.REORGANIZATION 

Af"-Ll IV?iI I AT I IIr 'JIn-

DIVISION: SI-A-IDAFVA 

No. DeosDe.crip-tinn FiPS -LPropsed Exislinq Diff___ere 

. Divisiori EmDineer cr1 

0-. ir Ieq 0 . k 1 0 13. !l~ervisur Gereral Services 11 I 1
 
- '-. Stiprvisor Persg nnel 
 II i 15. Stipervisor L;abourl-efl 11 1 01 

G.- 'Sifcty GCntrdir ,r 11 
7. Fremnir.inspoitp 1"-1I" ! pher j 12 I 1 

0 1
1 

Serlior Clerk 7 210. ljtt;iir)r 
5 

2 75 9 
I I. rl-yFt 5j2 0 2
12. Naib Qasid 13 

.. r........ 
0 

w.k(;h(Iwl'itbir j 1 1 015. Mli 
0 1 

1G. Driver . L 1 1 0 
1o al3 1 1 3 ' 



STAFFI- G POSITION
 
UNDEFi LEVEL Ill IIIVISIONAL REORGANIZATION 

DIVISION: 

Sr. Pos esedpinn
No. 
 "-5' 

1. Divisiortnl Entieer 
2. lAdlninisitttiuri Ofrer 
3. iSunervisur Gerierial Services 
4. 1i
Supervisor Personnel 

5. 	II1"L~eVi5Ofr JLabiur/1eta 

G. i ( rfectrImir
rG 

. Foreman Jmanspoft 
8. sterImi)ipher 

9. Senior Clelrt-

10. ,Jtmir (lerk 

I1I lypist 

12. ! ibQ.-sid 
-13iy.ywer-vr 
'14. Chowkitkir 
I5. Mai 

1IG. Driver 

rotai 


S-VLAMAR 

iBPS Proposed Existing 

18 1 1 

17 1 0 

11 
 0 
11 1 
 1

1I 1 0 


I 	 11 1 0 

11 1 
 01
 
12 1 
 1 


7 5 2 

5 9 2 

5 2 0 

1 i 3 3 

1 1 
 1 

1 1 

1 	 I 
 0 

I 1 0 


31 J 2 
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ifee~
______l
ifernc 

j 0 
1
 

1
 
0 
1
 

1
 

0
 
,3
 
7
 
2
 
0 
0
 

0 
1
 
1
 

19
 



13) BUDGET AND ACCOUNTS 



_________________________________________________________ 

DIVISIONWISE STAFFING POSITION 
UNDER LEVEL Ill DIVISIONAL REORGANIZATION 

BUDGET AND ACCOUNTS SECTION 

Sr.
 
No. N-ame of Division 

I. Alinma Ilqb I Town, Lahore 
2. Badami B,jh, L.ahore 

3. -igh anpura, Lnhorp
4. 1Civil Lines, tahore 

5. jFort Division, Lahore 
G. tiarden Te.wn,Laore 

7. Gulber! Division, Lnhure 
I. Gtilshan-e-rtavi, LaIore 
9. KWfLu 

10. Kot Lakhlpat, L"lIore 
11. Latir Carill. Division, Lahore 
12. McLeod Road, ILlhore 
13. Ran g Mahal, Lhore 
1t. Smarn - ad Division, Lahore 
15. SIhahdara Division, Lahore 
1G. Stralamar Division, I-ahore 

I OTAL 

Proposed 

23 


25 

23 

22 


25 

211 


22 

22 

23 

25 

25 

22 


22 

22 


24 

23 


372 


Exii 


I 
11 

10 

10 


13 

10 


10 

10 

11 
10 

12 


8 
11 

10 


11 
1! 


-169 
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Difference 

12
 
I tl
 

13
 
12
 

12
 
ill
 

12
 
12 

12
 
15
 
13 
14
 

11
 
12
 

13 
12 

203 

__________________/___I_______________________________________________ 



Annexure 
Pahge 2 

-V 

f115 

P!VI SION :A[LAMA IQIIAL JoVVN 

No.) 

2. A t1i i 

f'sM)eriIr 

jo F.Accii. Ofr.:pr I G) 

I'roposed 

2 

E istinqg~~rr~~ 

0 2 

5. *Jiir (;Ifffk 

G 1l ii Clo.wil (T'ypi,;) 

I 

I0 

Ii 

77 

2 0 

11 

' 

2 

2 

12 

(:~)rivtiwi Acimnw ats As .utilts-I 



Annexure - V
 
Page 21 of 115
 

STAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

BUr)GET AND ACCOUNTS SECTION 

DIVISION: BADAMI I3AGH 

SSr. I
 
No. Post Desription IGPS IPufopused Existing Uifeierce
 

1. i ,d.m-i & Ac.s 	Officer 17 01 	 1 

2. Asmit.Riridje: & cis OffiPer I G 	 02 	 2 

Accuo;uns Assisat,: 1
 
Div. Acciniritant [iy- I 42 
 2 

rio-I* 

'4. ,AmmrLintc Clerk: 7 
Divn. I 

5. ,unifir Cler 5 2 	 0 2 

G. Junior Clerk (Typist) 	 5 2 0 2 

7. 	 One JuniorCGlei per Sub-Div 5 7 5 2
 

Total _ 
 25 

lI1 

PButh Divisitimrl Accountatits will be
 
converted into Accounts Assistp.nls.
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STAFFING POSITION
 
UNDER? 
 LEVEL III DIVISIONAL REORGANIZATION 

BUDGET AND ACCOUNTS SECTION 

DIVISION: BAGI IflANPUrA 

Sr.
 
No. Post Desf-ription 1OPS iProposed 
 Exislinq Differere 

I. IEsudqet & AcntsOfficer 17 I 0 

2. Assilt.Budptw & Accts Offier 1G 2 0 2 

3. Atcotirit' Assistanlt- I "I
 
Div. Accontarwiv, D)iv-l 
 4 2 2 

RO-I*
 

,I. iAcc[otrnts Clerk: 7Divn. 7 3 4I
 

Ino 
 1 

5. ldurninir Clerk 20 2 

G. !Junior Gleik (ryp;isi) 5 2 0 2 

7. Une Junior Clerk per Sub-Div 5 5 '1 1 

________________I 3aa ______________I10 13 

Buhh Divisiotnaul Ac tmonlani will Ie
 
vrlpvrf ilitu Ace ts Assistntls.
 



Annexure - V
 
Page 23 of 115
 

STAFFING POSITION 
LINDER LEVEL I1 )IVISIONAL REORGANIZATION 

BUDGET AN[) ACCOUNTS SECTION 

DIVISION: CIVIL LINE 

Sr.
 
No. Post Description BPS Proposed Exisfing 
 Difference 
1. Btjudqet & Accts Offi:er 17 1 0 I 

2. Asstt.Budget & Ac"Is Officer I 2 0 2 

3. Accounts Assisant: 11 
Div. Accourntsrr [)iv-I& 4 2 2 

4. Aecomuris Clerk: 7 
Divn. 7 3 4 

5. Junior Clerk 5 2 0 2 

G. ,hunior Clerk (Typist) 5 2 0 2 

7. One Junior Clerk per Sub-Div 5 4 4 0 

Total 22 10 12 

lBoth Divisioral Accountants will be
 
converted into Accourts Assistants.
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STAFFGII C.QPSITION 
UNDER LEVEL III DIVISIONAL rIEOM,GANIZATIOr, 

LtU[GiI ANIl AGGOLN I SF'CTION 

[!V/l~3l(_TNJ: FV.oI r 

I I 

i. 

2 

S. 

Accls Ofie 
Div. ____ ____ i .v -iV --

IP,,iiqnt 7,A' ,t.. Cdfi:,:r 

A';it.[I;,dqtet iP, /.,::,i'; ( )ffk:ef 

: t... . t t-'i siq,,i t: 
[liv. Acx:nr,,itnrl I)iv-.I& 

I,
17 

1 

! 1 
' 

2
. ) ' 

Ii 

2 

1 

- J__ __ _ E isin__ 

0 

2 

I 

f 

' _ 2_t, _i ___ 

2 

2 

fl. ! Ac'w (mi7w; Gleilk: 

ivrn. 7 4 

F). 

7. 

I;!I,,:i'r '!.-r" 

nlninr G(lpr, ('ylim?; 

ine ,riur Gltmh per Sub--DVi l 

TftI 

I 

i 

5, 

S 

2 

2 

7" 

25 

02 

0 

7 

13 I 

0 

12 

A Botth l)ivi_;iorral Accontarnt; il,, l lip 
c,t l r iPPl[ ietlt Accots. A.ssistants. 

__I~i__ 
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TAlIINGTPOSITION'j 

UNDERl LEVEL III DIVISIONAL REOFiGANIZAI ION 
"ID G =JC l A 4 rt ) GC etV.zJ j C) r-_1 I'; .JII 

Sr. 

No. 

DIVISION: 

1 
Post Ou-srip[iirl 

GA~RDIFN TOWNV 

' 1 
U'S J'raposed Existing Differerie 

I. jBitidqeti. AAccls Offik:er 17 1 0 1 

2. 

* 
.'i. 

iA;i! lmd.ol F.Ac:ls Offi,.er 

I I*Af...a.r ., ,ss i zI.rl 

[)iv. Acuin rilari I)iv-IA 
PC)-I 

I 

t.', 
*. 

2( 

11 

0 

2 

2 

2 

_)ivrl. 

no 
7 

5. Iihjiiinr (lerk 5 2 0 2 

. 

7. 

Ih:tiny CI.,",((Iy i1;t) 

;UrFle JDinUr C p_Nlerii, )-

Iti.a1 

v 
-- T 

.5 

I 

2 

6 

241 

0 

'1 

10 

I 
I 

2 

2 

,1 I 

[onthi l)ivini ri-l Atn.-ui,ai;irt will he 
(:onwried iinAo AccomitsA.,inS. 

'7'7
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UNDE.L LEVEL III DIVISIONAL FEOFIGANIZATIONrU E T~- . rA..... . n... ' .-" ai """IJ~1' ,',, ,n= .j.', 

D)IVISION: GU[.B.ETIC 

Sr.! 
No. Post Desciription 

l. Btulqe;"& Act._ OF,JerI -

2 iAr .I~tI.P,A'p i,A:cit Offk:er 

3. -.: r A s ui,, .Div. Acc tr,ri! I)n..i,-.2 

I 
11-3PS 1Plojiused 

l 7" 1 

16 2 

Existirul 

0 

0 

I 
Difterencre 

1
I 

I 

2 

IDivrl. 
HO 

73 

.1 

Fl . ir .I.r 

,huniorGIeik (typist) 5 

2 

2 

0 

O 

2 

7. :.r)Q JhlriDr Clerk per3ub-Div 

lw;l 

5 

I 

4 

22 J 
'1 

!10 

0 

12 

B,loth Divisionral A.c uritknts will IIEI 
converted into Ar-cmints A.sisinrits. 

'
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STAFFING POSITION 
UNDERf LEVEL III DIVISIONAL REORGANIZAT:ON 

DIVISION: GULSHAN 

No. 

1- iqet 

Post Desciipiin 

& A cs Offiv-er 

IBPS i 

17 

Proposed 

1 

Existirq 

0 

Differerce 

1 

2. ,lslt.Bud l,&Acis Ofti-er 

3. ~Accots Ass5!s:a: 
[)iv. Accotin rlD[)-Al-

1G 

11 

2 

'1 

0 

2 

2 

2 

4. At .tits Cleik: 

Dir. 
PRO 

5. ktmior leri, 

7 

5 

7 

2 

3 
1 

0 

1 
, 

2 

G. 

7. 

,Junior Clerk (iypi.q;) 

One Junior Clerk per Sub-Div 

To L-1 

5 

5 / 

2 

4 

22 

0 

q 

10 

2 

0o 

12 

Both Divisional Accounirits will he 
converted into Ac.:(ourits Assistants. 

'7J
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STAFFING POSITION
 
UNDERI.LEVEL 
 III DIVISIOIAL IEORC-ANIZATION 

MV *r A t.r AS Ue-r S1ECTIN-

DIVISION: KAslin 

Is' I 
N{o. Post .besctiptiun jflPS Froposed Existintq j Differerme 

I 
1. Buidqot P,Acci Officeur t7 1 0 1 

2. Asstt.ldret & Accxit. OfW.er 1G 2 0 2 
j.Accout1s 11 1

Assi. tarit: 

Div. Acconr)tant Div-I* .4 2 2 

'. A~~:O Cleri Is c: .7 , 
D[ivn. 3 

5. Idutior Glek r) 2 0 2 

G. Imiot Cle'k (Typik;) 5 2 0 2 

7. iOreJunior lerk. pei Sub-DIv 5 5 5 0 

SIi: iI J I 23 11 12 

.4 lJuh Dhkiirial Ac.ounta tis will le 
cninveyted into Amounts Assistants. 
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STAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

"0. Ar.rKIM, A .' - "nn*.^ 1-rr 

DIVISION: Ior LAKHPAT 

No. 

1. 

2. 

Post escri tiun 

!1ud e &Accis C)ffik:er 

IA.qs1.Bmidqtg & Ac:ts Offier 

. A ,+c. n .ws A s s istm il :1 

4iv.Acouurinrk Jj.-iL 

BFIS 

17 

1G 

" 

Proposed 

'1 

2 

Existinq 

0 

0 

2 

j Difference 

1 

2 

'1. 

5. 

G. 

jA ,c,t- '.l s G~lerk:7Dimn. 

RO 

, lduiorC1erk 

Junior GIt'k (ryliis) 

5 

5 

7 

2 

2 

3 

1 

0 

0 

2 

2 

7. line JuniorGClerkper Sub.-Div 

T ol-

5 7 

95 

'1 

1 0 

3 

15 

"' Both Divisioml A:t.u"ntmis "ill te 
convelepr into Accounts Assistants. 
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STAFF-NG0 POS[ION
 
UNDER LEVEL III DIVIEIONAL REORGANIZATION 

M8 nrr. 
G r', b 1'rA &1n A .- rr."U g,%&IT IAm? 'lJt, U I' S MI I I 1'j1' 

DIVISION: LAHOrlE GANIT 

N. I Post Description 1Brs Prop[osed Existin{L. Difference 

i. lBudqet & Acols Officer 17 1 0 I 

2. Assti.Bucdqlel F.Accis Officer 16 2 0 2 
3. A trl Assis~arnt: 11i
 

[)iv. Amoui'in.aril Div-*I 4 2 2 
IO- I 

A'e mints Clerk: 
 7 
Iivri. 7 3 
RIO 1 

5. 1Junior Glert-
 5 2 0 2 

G. j~i~rmifr GIPOF (Typist) 5 2 0 27. One Junior OlerR,per Sub-Div 5 7 1 

Tntal 25 12 13 

[fofli Divisiorl Amo"ourir1; will Lie 
converted into Accounts Assistars. 
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STAFFING POSITION 
UNDF-i- LEEL I!1DIVISOrNAL FROIrGAN IZATION 

BUDGET AND ACGOUNTS SECTION 

DIVISION: MC;LEOD FICAD 

Sr.PstJ3S___ 

No. IPos Descriplion _B P __ s Proposed Existi,,9 Uilfeten.e 

1. 	 !.,3_~rt rA mts Ofrrcei 17 1 0 1
I1
 

2. 	 ,Assit.Budt~et & Acrt.s O'rcer 1 2 0 2 

.
 

DIK.A-.;ountnr1 Div-I* 


3. A u n. Asisisi!nt: 	 j 1 

11 2 2 

4. 	fAt,,ounts Cleri: 7
 
Divn. 
 7 3 q
Ro 1 

5. 	hJ :ir Clerk 5 2 0 2 
F 

G. JminiClerl( (Fypisi) 	 5 2 0 2 

7. iOre Jurior Clerk per Sub-Div 5 q 2 2 
Total 22 8 1
 

Bnth [JKrjiornl At.Lounrtarts will be
 

ronverterd into Accounts Assistants.
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STAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

BUDGET AND ACCOUNTS SECTION 

DIVISION: Flt'CG MAFIAL 

41.I rust Desetipfioi iflPSI Proposed j Exis-friq D;ffere =e. 

1. jl~dqel F.Acl.s 'flkf:er 17 1 0 I 

2. iAsst1.fludtel & At:,-Is Offi:er IG 2 0 2 

3. ruAcc,,-,.
Assinz:.t.: 
Dirv. Acciiriant DiVI 2 2 

Ac; rts leric: 7
 
Divn. 7 3nO 1 

5. Jurinr(lerk- 5 2 0 2
 

.h ior Clirk (Typil) 
 0 2

7. [Ono Jurm Clerk. rSub-O ' 5 -1 __ __ _ __ I 
T ta 22 11 11 

P,rith Divisiorml Accountants will be
 
ronvertel inlo A-' mmiiits Assi.atils.
 

94
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STAFFING POSITION 
UNDER LEVEL III DIVISIONAL REORGANIZATION 

BUDGET AND ACCOUNTS SECTION 

DIVISION: SAMANABAD 

No. I Post Desefipiin 

1. juudqet & A-,-ts jffUi.er 

BPS 

17 

Proposedi 
1 

Exislinq 

0 

Difference-

2. AssIt.Bud9 et & Amt-,Offrer 

3. l-~l~rlsAssis nl:t:1 

Di. Accountrt IDiv- !f RO-I.A 

+6 2 

4 

0 

2 

2 

2 

'1.~A:sts Clerk: 
Divn. 
RO1 

I. 
7 

7 3 £3 

5. Istrfliol Clerk 

G. !Junior Clerk (Typi'I) 

7. O0neJuniorClerik per Sub-Div 

5 

5 

5 

2 

2 

4' 

0 

0 2 

0 

Total 22 10 12 

Bollh Iiviil Ax:ourttm will be 
:orverlt|r into Aomounts Assist lrls. 
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.AF.FNG POSITION 
UNDEI? LEVEL III DIVISIONAL IIEORGANIZA-ION 

rI"i GZI-AtND CUNTS SECTION 

DIVISION: SIIAIIDARA 

Sr. No. Post Descripion!3'[rop~d I Eitn Diff!erenc 

I. 
2. 

fudqeq & Ajts Ofijer 
iAssit.Budqet & A:cis Officer 

17 
16 

1 
2 

0 
0 2 

3. lAccounts Assistint: 
Div. Acomlart Dhf-l*I ROI,* 

11 

2 2 

-4. Acc.tummi! Glerk: 
Divn. 
R0 

7 
7 3 

1 
T" 

'l. Ih ioriCler: 5 2 0 2 

6. ,lini'u G,,rk (I ypist) 
7 . UiOce ,hiuri Gler k er Sub -Div 

5 1 

5 
2 

6 
0 

,5 I 

2 
I 
: 

1ra I2 ii1 

S BIth )ivisiumil Ac ourtanits will be 

vormcvcrerl into Acrir~nits As!rislaiits. 



_____ 
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STAFFLTG POSITIO 
UNDEIl LEVEL I!I DIVISIONAL REORGANIZATION 

BUDGET AND .G.OUNTS SECTION 

DIVISION: .I IAAMAI? 

- -, i I 
LNo. __ Po.t,r,.".iplinn BPS Proposeod Existinq D,,eee

Ii 
& l sc'z
I. Aict,Offi.er 
 17 1I -11 21 0 

2. IAsi., udt.p F.A,.ifs Officer IG 2 0 2 

......
.. .......
... 
 I *11 

[i'D. Accotinarill [)iv-I 2 2 

'1. ClcO7'.,t
Clerk: 
 7
 
Divn. 
 7 
r-o 4


I1
 

5. Jad'inr Ll 5 2 
 0 2
 

G. i,k (Typi) 5 2 0 2 
7. 'OneJuttiorGlerk per Sub-Div 5 5 5 0 

TntiIoI i12 

Bot.h [)ivisional Ar.'vountants will lie
 

cnnverlml in.)Ar.counts Assistnnls.
 

:' / 
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UNDEI I.EV1-L IW,DIVI3IONAL RIEOFGANIZAJI(ONOFrICE OF Ii IIE CISIOMEU? SERVIGFES OFFtCI 

ISr. j I III I 0 

I I ; 

|. iJt,}rnr ,ervc ~i.e'{ Ffkcor I 17 16 16| 0 
2. Jh'repervisr Gumtorner Assit. 
3. Supervi;ur CuLImer Acelt. 
". :Sip~rvkrihr ihwn t(rirl 
"." ~iiei r !).,hi:- Ciptrorr 
G. !;tj'rrvivmr VG 

11 
11 
11I 
11 

16 

16 

-16 
16 

16 

IG 

1G 

0 

16 
0 

0 
16 

2 
( 

16 
7. 
fl. 

11-rf0rt')qF:)ph-I 
iS rrinr GiI, 

Grifle II 11 
7 

16 
265 

f 
99 

16 

-34 
9. 
I 0. 

Pj(ope rt0 
,Itnrrjn (,1r'rt: 5 

32 
"i.! 133 -101 

I!.5 

13. 

qt 
li.', ini!;IrfE irri1lri 1I 

16i 
523 

1G3 
'i5j

16 

-15 
72 

Iq. 

5.. 
16. 
11.
! II. 

N:iii .) ui 

pr 
;lh wi ar 

i ( 'r,'l 
r::: 

eMxists) 
I 

1 

1 
1 

16: 

B0 

1G 
32 

1G
1 

dill 

IG 
25 

10° 

:12 

0 
7 

G 

foul 11 G 109G 0 

f 
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S'AFIU I (3POSITION
 
UNDEli 
 LEVEL III DIVISIONAL rEOrIGANIZATION 

.-. lg "e I I 'Ilar. '- I VI.-'r- r rrs h r-

[).l.vl.ION: A.LAMA IQAL TOWN 

I_____- i,_i, __ 1111____BIPS [ oled Existin_ Diffrerice 

I 7 I 
 1 0 -.. i... ...
. .16 
 101
 
3. !itllervior (CtiSlrrnhrAccitl. I 1

S lor r v i s r 1 0i" i Cillintrol ! 1 I'A5Ip e.rrvisri o CC; h-h"sflr As Ut. 1 I 
i: 00. J 'i l p 

6. S-f'FSer r Gr- IIIrqlr; Flt I0 
7. !c CI " 
 Ir 1 ,
8. i ,.riinr Clr!( 7 19 

0 2 
21 

0 2
, t -;. l 29I. PC--. 

10. Drliv, r Gl0 2 
617 0 0 (II. 5 1 2 -

I :I. ,JriniirClerk - 2 9 -7II. l);ifiri 3f 1 1 0

|-ri. r;,I it:vr,
5 l,1 C,. -qwpp,,r 2 2 011 

17. N•;I) QI I I 0
if-A.,,- , V.- 2 

10 

I 
B2
 

It 
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LIN DENt LEVEL III DIVISINAL fWOncANZT I _o 

A tz IV 

No. ost escipliuri __ ~PllPro osed Exislillui Differenme 

13. 

17. 

r I IT q (; r tr ol 

:'llp ~fkr 

9 - Or)jr IPTrk 
9 P ~T r0 

10. rhiiir (,IfIrk 

1):Iftri 

lm~fi (wfierc. hvvvi 2~xists) I 

UiIl 

7 

5 

G 

1-7 
2 
2I 

12 

ii 

10 

2 

If 19 
0 
9 

32 

00 

I 

I -2 
2 

-7 

0 

2 

1 71 73 -
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"'T' F-FR. P~1OSITIOIJ 
UNDER LEVEL III [)IVH!;ION-AL flE01GANIZAI ION 
*% -r R'r n r - -3 kvt-r a t -c- rrT~s r-1- "r , % 

AISIHIOr4: Civil. LINE 

Sr. ILNo post t)esripiur-31 Pr~p~~I Ex isliiq 

I -Icuslorlifr Spri/k-es 1~~~rI 1 1I7 
2 'S iF rv;;;Ir Ctistum-wr A- ;tl. 11I 
3. ipeirvi-mr G~iilomer A-~i 01 

-;iylprivi -Jr iiiiriq Gorttrcoi 11 

!".p'.t' ll~l
...
 I"" 1 

Gi. 1;Iurfriv r N'; 'I G, 

~.-ri~r .Isr~7 13 15-2 
Ir; ~r~~1r0 2 0 

I1:~~( (. 5 2 G 
iii5 1 

IV I.I ti D~~i-'Wit Tlir 

1'VIhhQaiff 5 32 

!hs:iri-IrGi) ;, 1 211 

* 1II.r~*-~ J 00 

Go _ _ _ 

Difference 

0 
0 

0 

0 

2 

o 
G51 

0 

_ _ _ 
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UNDER 

STAFF-.G POSITION 
LEVEL lilDIVI!SIONAL REORhGANIZATION 

DI!VI SION: FoFil 

N 0o. post De-scripnirnn _____Br 

1 - CuSTOMFr Services OFf"CeiT17 

. SuP-vi-nr Cu s Iun.i r 

31. 1Supervisor Gumomcq /cti.
5.IS 

1Iptbiinr rfhfI ct,iito1
6 . Supfvtr emrPG 
7. Ste r - i p.r , u - s .i 
Sr~qe ,1 1 1 r l 
G. DuP,-ernvi'r 

lo. e -her I 
11. i ypik 
1. fill Fkilrh ,:r
1i.. l i 

f-- it qw 

15 . i v' pr 
1G. i 
17. Mqli ('Mip re l x s) 
In]. D rN 

Pmros 

RICE 

1 

11I 
11 1 
ir7 18 

0 2 
22 

5 1 
'1 :32
3 1 

l i1 5 

-l1 1 
Ir1 2 

I 

I 

I 

Exslnt 

1 

() 

0 

0 
24 

0 
0 
2 

32
1 
? 

! 

2 
1 
0 

0 

D(J 

0 

1 

1 

0 

6 
2 
I 

-1 
0
0 
2 

0 

0 
0 
0 

-

[472 
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S'TAFI'IT OITIjjFJ
 

UNDElf LEVEL III DIVISIOtNAL REORGANIZATION 
OFFCE OF TI-E CU1IOMER SERVICE OFFICER 

DIVISION: GARDEN TOWN 

Sr. I E i l n _ _ _ _ _ 

No. __Post Descriptior j1IS Propo:ed Exisi Difference 

I. cGustomir SrvitVeVr Officer 17 1 I 0 
2. Dtpervirzor Cuslorurr Asstl. 11 1 1 0
 
3. Supervisor Cistuomer Acctt. 11 1 0 1
1. Supervisor Billing Cnlrol 11 1 1 05. .Supervisur[)uhv tr Gntilrol 11 1 1 0 

t. lSupervisnr PG iG 1 0 1 
7. Stenoqnphrhr Grale II 11 1 0 I 
8. iSeior Clerk 7 18 24 -6 
9. IP0 Operntur 0 2 0 2

10. Jurior Clerk 5 2 10 -0 
11. l-yrist 5 1 2 -1 
12. Bill Distriffuor 11 32 32 0 
13. f; 3 1 0
14, Nih Qnsid 1 3 2 
15, "W,.,'PFer 
 1 1 1 0 
16. Chowvki.Lhr 1 2 2 
17. Mali (where Lwn exi.ts) 1 1 1 

0 

0
18. 1Driver 6 0 0 0 

i__ 72 go8 -8 

I!~
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-TAF!T!TNG POSITION 
UNDER LIEVEL Ili DIVISIONAL REORGANIZATION 

DIVISION: GULBERG 

________'____ 
_ L *Proposed E I, ffe-frc 

I. 	 Customer'Servies Off--er 17 1 1 02. 	 Supervisor CuslDnter Assi. 1 1 0 -. Stipervisor CGtnn or Acu. 11 0
.1. 	 Suptervisor Biiiinq Conlrol 

I 
i 1 0 1 .. . . ... , ... ... .... .. ... 1 1 Q
 

. upervisoir PG 
 16 1 0 1 
7 Slenuogrpher Gcde II 118. 	 Seninr Clerk 0 I7 	 1G 18 -2 

9. 	 PC Olj'erm1tr 0 2 0 2
10;,fi; le
C-;- 5 2 9 -711. 	 Typist5 1 2 -1
1i2. 4irihrtor229 29 0 

.- f!ri 3 1 1 01' nRNi'Qasid 1j 	 3 2151 !Sweepere 1 1 01G-	 Chowkifiir 1 2 2 0
-17. 	 Mali (where khwy existq) 1I 1 0 
18. 	 Driver 6 0 0 0 

J Gu;i!7 9 T -2 

'I'I 
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STAFFING,POSITION 

UNDEI.LEVEL. IfIDIVISIONAL REORGANIZAl ION 
OFFIC eOF Tl ,r:CUSTOMER SERVICES OI'FIGER 

DIVISION: GULSI IAN-E-FIVI 

T- 1Sr. I 
 I , 
No. j Post Descip liont Irs Proposed Existinql Difference 

I7
 

I. ,(ustumer Services Officer 17 1 i 0 
2. Stipervisrur Customer Assit. 11 1 1 0 
3. IStpervkor Customer Acr1l. 11 1 0 1 
1. SHupervisur I3iliiritj Control 11 1 0 1 
9. ,Supervisir
!) !Ur Control ! 1 !
 
6. iSupervisor PG 1G 1 0 1 
- f.,ngnpher 11 1 0 1 

8. Senior lerk 7 !G 17 -1 
9. VIG Opnrmter10. !,tI:;r lCIrkh 0 2 025~ 2 ,5-

I1. ypi.t si5 2 -1 
12. 1ill )irlributur 11 32 24 8 
13. Irmfji1l1. nia,!J()sd 3 1 ! 1 0
1 5 3 2.
 
15. w 
 H 1 0 
1 '. i. .. 1 2 2 0 

7. fM.Aii (whfiere bmi exists) 1 1 1 
19. U,river 6 0 0 0 

iTt. l 
 70 59 
 11
 

(II
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STAFFING POSITION 
UNDERI LEVEL III fLVISIONAL UlEORGANIZA7ION 
OFFICE OF THE CUSTOMER SERVICES OFFICER 

DIVISION: KASUR 

1Sr. J 
No. Post Description PS Proposed Exisln J Diffrerwe 

1. Cutnmer Services OfrF:er 17 1 12, Gusume Assl. 11 1 1 003. SupervisorSupervisor Customer AmtI. 11 1 0 1 

,-. Supervisoir 13iiiir, 9 Control 11 1 1 0 
5. S.e.risr L'b!rr Control 11 1 1 0
G. I Suprrisnr PG 1G 1 0 17. 1St-no .rqpherGmle II 11 1 0 1R. Senior Clerk 7 19 1i 1 
9. i GCOp.?r:t Ir 0 2 0~~,hr 5 2 

210., ,,.r, 
9 -7

11. iTvoist 5 1 2 -112. iii Distriibtrtr .1 1, 29 1213. f . -,.!t:j 3 1 1 0 

I't. :Plait) Qnrifi15. 1Swe e Fper 11 5 3 21 .1 0 
16. Ohtivwkii. r 11 217. iMli (Miere lawn exis) I 01 1 1 0 

. 0 0 1 

f 112 70 12 

l4 
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ST.AFFII'G POSITION 
UNDErt LEVEL III DIVISIONAL REORGANIZATIONn-rrI" r- r r- i-r Er rur- ma- - trm r-r 

DIVISION: KOr LAKIPAr 

No. I rt Deruiprin 3PS Proposed ExislinL{ Differe.e 

1.Gu !,:omcr Sorvk:er ofrcer 1 7 1 0
2. S: ['rr¢isr Cust,,mm r A s1t. 11 1 1 0
3. iSm3pervismr Cis~nlmer Acmtu. j 11 1 0 1
 
'1. 1-upf.rvirt)r rillinq1( Guntrul 11 
 1 1 0 
5. qv...... r D.... n!ralrG 1 ! 1E. i5]iptrvisnr PG; 
 1 1 0 1 
7. *enoqrapeipr Gade I! 111 1 0 
R. Serirr Clink) 7 19 22 -

9.. P(; Oper r 0 2 0 2 
10 . 5 2 10 -8T11.Tyvit 5 1 2 -1 

12. IBiMl Ditrihulir '1 43 '13 013. il)ahri 3 1 1 0 
1q. tip'it, (nsif] 1 5 3 2 
15 S -vf.eP,.r 1 1 1 0
IG. CISVAifr 1 2 1 1 
i 7. :Mqii (whiere lawn exists) l 1 I 0 

rri. 1 0 0 13
 

l n:.-II 85 I 8 -3 
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STAFFIN POSITION 
UNDER'LEVEL III DIVISIONAL REORGANIZATION 
OFFICE OF TI IE CUSTOMER SERVICES OFFICER 

DIVISIO-: LAI fORIE CANTT 

Sr. 

sD, rn.Po Proposed Existinq Diffrerpr-e 

1. 

2. 

4 

G. 

7. 
8. 
9 

10-
11. 
17-

13. 

1'I 
15. 

IG. 

17. 
18. 

1Csoam pr S*v-,e5 (ofr er 
!uprviscr Cusr'er Asstf. 

r3.!F-'prvisotr utnl!nner Accl. 
i.rqtp'vi4ur Billini Cui lrul 

S 
I 

l i s!' Debf" "on!' 

' ervi-r-rr I(; 
jS3 wrmqr-iphtr Grille II 
ISenior ,leik 
IC Op,-Iotr 

i Cr , 
iTypist 
Hiil Distribi ior 

[:-hri 

Nn i fO -id 
i eieper 

Chvv+irtar 

?1','itqi (wt'ere hwI exisis)
10river 

17 

ill 

II 
1 

11 
16 

I -
7 

0 
5 
5 
, 

3 
1 

1 

1 
6 

1 
1 

1 
1 

1 
1 
1 

20 

2 
2 
1 

1 !45 

1 
5 

1 I 

2 

1 
0 

1 
1 

0 
1 

1 
0 

0 
23 

0 
10 
2 

15 

1 
3 
" 

1 

10 
0 

i 

. 

0 
0 

1 
0 

0 
1 
1 

-3 
2 

-8 
-1 

0 

0 
2 
0 

0 

Tolal U17 91 - 1 
___ __ __ 

,:1
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STAFFING POSITION 
UNDER {lEVEL III DIVISIONAL REORGANIZATION%IF-Ix.. T.a-I Iur % sII M-1n. a ER ICES0 O I %-Cnr I 

DIVISION: MCLEOD ROAD 

No . P o stros D e g a[iinn r s a Pro po s e d I E xis in q a if,r e1f : 

2 Guslumrer Seirvices Officer 
2. Stperv'rir Gusfumtner Asisil. 
3. -qtjg)rEfvi II Gnrler Accil. 

. lillin Conlro 

G. it ervi s -rr VIC 

7. Fi ffri(Imphwr Grde- I 
11. SeriorC erIvk 

1,'; ' or-eIvr
I0. ,h,:i;ir (5'r 

SI ,
12. l ill i)itribhit rr 
1I3. L)flr111. :Naill Qa ,icf 
15. jrweeper 

1G. IChnwkidar 

17. IMali (where Lwtm exists) 

I . 'rihrcr 

I 

f 

I 1 
1 1 

I 

16 I 
11 1 

7 I 

f .) 0 
5 13 

5 2 
11 16 
3 11 :3 

1 1 

1 0 

6 Ir' 00 

1 

1 
1 

0 

, 

0 

0 
U 

20 

16 

13 
I 

1 

0 

0 

, 

j 

0 
0 

0 

1 
0 

0 
0 

0 
00 
. 

0 

0 

i "I53 50 

I L
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UNDEl I.EVEL iII DI;lONAL rEORCANIZATION 
OrrICE OF T,-U. CUSTOMERl SERVICES OFFICER 

!)IVISION: _lAwJ; MAI_AL 

i i s
 
. r. I 

Post Descipon urs ~pro -sdJExisting Dvr r-Ye 

I. Cusiomer Services Ufit-cr 17 1 1 1 0 

131 
- i ipervisr GeiIir nCursl r 11r 1 1f 0 

vkI )ejb!tm G~ujrojIl1 11 0. i i'pf-v vi-r)r PG 1 0 1 
7. !;1oqfpher (ht II 1101 0 1f] lek7 . elq~ 1,4 17 -3 
9. Op'e r ator 0 2 0 2 

10. !trrr (
l 5 2 8ypi;t -65 "1 2

12. Bill Disribuur
3. 41 32 22 101~ iI .bftri 3; 1 1 I 0 

I,1. r4b Qnit,s 1 5 I 21i ,wifI 1 1 1 0 
i JG. i(: iri !!.*ii4r 1 2 2 0
f7. Mili ( ,.-h re bwn exists) I 1 0 1
10. l)rilr 6C 0 0 0 

0IInI IO 60 
 8 

/6/
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STA~FFING, P.OSITION 
UNDER LEID-1WI DIVISIOnL REORGANIzA1:or4 

D)IVISION: SANIANAI3AI 

IlPS !U Pvpos d Existi-qIg rifrerervw:" 

GCotlqr~r Sprvkic Officer 17 I 
2. :Str~rvtkor (;tisgn;'ir Asit j 1 

- Squvvjro Ct15011 i' Acc. IJ 1 0 1 
-I ,pcrvisur BRimri CrmTirui i 1j 

1 0I 

129. !3' iW-OtPbirtor '1 22 212 
ill i (b CI.it 22 

15.
 
16. 
 1hwk- 2w112. t13Ii flt' rit '1 I 2 2110 Drie 1 1 0 

II.~5 Qsd 51j 2 
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n 
UNDErl 

e r 
LEVEL 

"r r 
III 
-

DIVISIONAL riEORG3'ANIZATIONr sr . - r . ' ;i * n mn r n d- -- i-; rnIw r - n rr 

DIVISION: S1--1A1 IDA R. 

Sr. 
.s ' Proposed Exkinq Difference I 

GSvun rAct. 0 11. I ;,Iustnlver etv c'frer -7 1 1 0
2. .!'l rvkir Guldemer Astt. 11 1 0'ri(r(uqlurri 

,i. - iip r 'rri ur 1 (Ciolirttrpi 11 1 


3. C-; er Act(. 11 1 01 
0 

1 0 

... .re,."r!itnrGe-t,, 1G 1 1 

7. i,~im _ II 11 1l,: rI(1qI-)phier Gr~t.1f -ii~r( 0 j 1 
0. 5 'Tiir (;hrk 7 17 19 -2 
9. PC Opel'rmlIr 0 2 0 2 
11t.10.,!iyIt1r;rpkt~ (,I~rh 55 21 29 I -7-I 

12. B3ilI [)iribulor '1 32 21 
13. DXiftri 3 1 1 014. i ih QA i 1 5 3 2
15. !'l W ptye'r "1 1 1

I 1 2 2 
0 
0 

I G. -Iwwlicr 
17. kili (vwlpre hvev exists) 1 1 1 0
I R. lriver U) 0 0 0 

Il~ 71a I G3 
83[ 
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UNDERl 

STA 1 - T -1 POSUITION 

LEVEL IIIDIIIOA REOIRGANIZA IION 

o. ~c D/solii110sExstnCUUOUI5EIIG-;OFICF 

1. slme Servk-e!- COff-i.-r 
2Supe~rvirsrm Gus roomr Assit. 
3.S1pelvksor Cus!unicr AcciL 

;:)utfv!;iT Eiiiiriq Gnvrjirui 

I 
17 
1 
1 

1 

1 
110 
10 

10 

I. ..... 

r. .i ~ i ~ i -- '- F 
r,F 'pi IrCCc,I{1 

9. I'G 1C)p'ruIt1r 
110.2B 
I1. Iy iki 
)2. 'Mistribqiior 

13.L~i~r~3 
illI Qhib _(i 

15G. C IvrI'i 

17.jnii (wtiork, hwny exists) 
18 fr'6 

I 

I 

1 

7 

0 

5f 
11 

1 

1 

60 

1 
17 

2 

1 
35 

1 
!7 

110 

ii) 
(12 

2 
26 

10( 
3 

0 

-

-
9 

2 

0 

0 

IIn7!1 65 9 



E'L/\Nt4NNP) AL\TD ENGIN ER ING 



-- -- - -- -- - -- -- - -- -- - - -- --------------

----------------------------------------------------------------------------------

----------------------------------------------- ------ -------- -------- ----------

------------------------------------------------------------------------------

Annexure - V 
Page 52 of 115 

STAFFING CHART
 
PLANNING SECTION
 

DIVISION FORT - - -- - -- -- - -- -- - -- ----------

LEVEL - III
 
CUSTOMERS - 65,365
 
LOAD GROwTr! - 4.3% 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 17 1 1 0Senior Clerk (New Connections) 7 2 2 0JunLior Clerk/Typist 5 1 1 0
Supervisor Records 12/16 0 1 -i

Junior Clerk Records 5 2 2 0Draftsman/Assistant Draftsman 
 12/11 3 3 0
Tracer 5 2 3 -IPlanners (LS-II) 11 4 4 0Estimators (LM-I) 7 4 4
Naib Qasid 1 1 10
)river 7 0 1 -1 

Totals: 
 20 23 
 -3
 

FORT2 SF
 

IL L6 



-----------------------------------------------------------------------------------

---------------------------------------------------------------------------------
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STAFFING CHART
 
PLANNING SECTION
 

DIVISION - BADAMI BAGII
 
LEVEL - III
 
CUSTOMELS - 73,642
 
LOAD GROWTH - 4.4%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 1 0
Senior Clerk (New Connections) 7 2 2 
 0
Junior Clerk/Typist 
 5 1 1 
 0
Supervisor Records (LS-I) 12/16 0 
 1 -1
Junior Clerk Records 
 5 2 2 
 0
Draftsman/Assistant Draftsman 
 12/11 3 3 0
Tracer 
 5 2 
 3 -1
Planners (LS-II) 
 11 4 4 0
Estimators (IJM-I) 7 4 4 
 0
Naib Qasid 
 1 1 1 0Driver 
 7 0 1 
 -1
 

Totals: 20 23 -3
 

BBG112 SF
 



----------------------------------------------------------------------------------

---------------------------------------------------------------------------------

----------------------------------------------- ------ -------- -------- ----------

------------------------------------------ ----------------------------------

Annexure - V
 
Page 54 of 115
 

STAFFING CHART
 
PLANNING SECTION
 

DIVISION - RANG MAHAL
 
LEVEL - III
 
CUSTOMERS - 43,472
 
LOAD GROWTH - 3.9%
 

POST BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 17 1 1 0
 
Senior Clerk (New Connections) 7 2 2 0

Junior Clerk/Typist 5 1 
 1 0

Supervisor Records (LS-i) 12/16 0 i -1
 
Junior Clerk Records 5 2 
 2 0
 
Draftsman/Assistant Draftsman 12/11 2 2 0
 
Tracer 
 5 2 2 0

Planners (LS-II) 11 3 3 0
 
Estimators (LM-I) 7 3 
 3 0

Naib Qasid 1 1 1 0

Driver 
 7 0 1. -1
 

Totals: 17 19 -2
 

RMHL2 SF
 



---------------------------------------------------------------------------------
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STAFFING CHART
 
PLANNING SECTION
 

-------- - SHAJIDARA
DIVISIONN------------------------------------------------------------------------


LEVEL -
 II
 
CUSTOMERS  40,535
 
LOAD GROWTH - 4.9%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 
 1 0
Senior Clerk (New Connections) 
 7 2 
 2 0
Junior Clerk/Typist 
 5 1 1
Supervisor Records (LS-I) 0
 
12/16 0 
 1 -1
Junior Clerk Records 
 5 2 
 2 0
Draftsman/Assistant Draftsman 
 12/11 1 3 
 -2
Tracer 
 53


Planners (LS-II) 11 4 
-2
 

4 0
Estimators (LM-I) 
 7 4 
 4 0
Naib Qasid 
 1 1 
 1 0
Driver 
 7 0 
 1 -


Totals: 
 18 23 
 -5
 

9DRA2 SF
 

0)
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STAFFING CHART
 
PLANNING SECTION
 

DIVISION - GULSIIAN RAVI
 
LEVEL - III
 
CUSTOMERS - 54,359
 
LOAD GROWTH - 5.8%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 1 0
Senior Clerk (New Connections) 7 2 2 0
Junior Clerk/Typist 
 5 1 1 0
Supervisor Records (LS-I) 
 12/16 
 0 1 -1
Junior Clerk Records 
 5 2 2 0
Draftsman/Assistant Draftsman 
 12/11 3 3 0
Tracer 
 5 
 2 3 -1
Planners (LS-II) 
 11 5 5 0
Estimators (LM-I) 
 7 5 5 0
Naib Qasid 
 1 1 1 
 0
Driver 
 7 
 0 1 -1
 

Totals: 22 25 -3
 

GRVI2 SF
 

///
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STAFFING CHART
 
PLANNING SECTION
 

DIVISION - SAMANABAD
 
LEVEL - III
 
CUSTOMERS - 38,400
 
LOAD GROWTH - 3.3%
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 1 0
Senior Clerk (New Connections) 7 2 2 0
Junior Clerk/Typist 
 5 1 1 0

Supervisor Records (LS-I) 
 12/16 0 1 -1

Junior Clerk Records 
 5 2 2 0

Draftsman/Assistant Draftsman 
 12/11 2 2 0

Tracer 
 5 2 2 0

Planners (LS-II) 
 11 3 3 0
Estimators (LM-I) 
 7 3 3 0

Naib Qasid 
 1 1 1 0

Driver 
 7 0 
 1 -1
 

Totals: 17 
 19 -2
 

SABD2 SF
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STAFFING CHART
 
PLANNING SECTION
 

DIVISION - A. I. TOWN
 
LEVEL - II
 
CUSTOMERS - 39,869
 
LOAD GROWTH - 5.7%
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 1 0

Senior Clerk (New Connections) 7 2 2 
 0

Junior Clerk/Typist 5 1 1 0

Supervisor Records (LS-I) 12/16 0 1 
 -1
 
Junior Clerk Records 5 2 2 0

Draftsman/Assistant Draftsman 
 12/11 1 3 -2
 
Tracer 
 5 2 3 -1

Planners (LS-II) 
 11 5 5 0

Estimators (LM-I) 7 5 5 0
 
Naib Qasid 
 1 1 1 0
 
Driver 
 7 0 1 -1
 

Totals: 
 20 25 -5
 

AITN2 SF
 

113
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----------------------------------------------------------------------------------
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STAFFING CHART
 
PLANNING SECTION


DIVISION 
 - CIVIL LINES
 
LEVEL 
 - III
 
CUSTOMERS 
 - 44,442
 
LOAD GROWTH - 4.2%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 
 1 0
Senior Clerk (New Connections) 
 7 2 2
Junior Clerk/Typist 5 1 1 
0
 

Supervisor Records (LS-I) 0
 
12/16 0 1 
 -1
Junior Clerk Records 
 5 2 2
Draftsman/Assistant Draftsman 0
 
12/11 3 3 
 0
Tracer 
 5 2
Planners (LS-II) 11 4 

3
 
4 0
Estimato7-s (LM-I) 
 7 4 
 4 0
Naib Qasid 
 1 1 1 
 0
Driver 
 7 0 1 -


Totals: 
 20 23 -3
 

2LNS2 SF
 

I,/4
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STAFFING CHART
 
PLANNING SECTION
 

DIVISION
N -- - --- MCLEOD--- -- ---ROAD -- ----------------------------------------------------
LEVEL - III
 
CUSTOMERS 
 - 31,419
 
LOAD GROWTH - 3.8%
 

POST 
 BPS 
 EXISTING PROPOSED'DIFFERENCE
 

Planning Engineer 
 17 
 1 1
Senior Clerk 	 0
(New Connections) 
 7 2
Junior Clerk/Typist 	 2 0

5 1 
 1 
 0


Supervisor Records 12/16 0 1 -1

Junior Clerk Records 5 2 2 0

Draftsman/Assistant Draftsman 
 12/11 2 2 
 0

Tracer

Planners (LS-II) 5 2 	 2 0
11 3
Estimators (LM-I) 7 3 	

3 0
 
3
Naib Qasid 	 0
Driver1110	 1 1 
 1 0
 

7 
 0 
 1 
 -1
 

Totals: 
 17 19 
 -2
 

4LRD2 SF
 



---------------------------------------------------------------------------------

--------------------------------------------------------
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STAFFING CHART
 
PLANNING SECTION
 

DIVISION------------------------------------------------------------------------
DIVISION 
 - SHlALAMAR 
LEVEL 
 - II
 
ICUSTOMERS - 39,746
 
LOAD GROWTH - 0.7%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 
 1 0
Senior Clerk (New Connections) 
 7 2 
 2 0
Junior Clerk/Typist 
 5 1 1
Supervisor Records (LS-I) 0
 
12/16 0 1 
 -1
Junior Clerk Records 
 5 2 2
Draftsman/Assistant Drafsman 0
 
12/11 1 1 
 0
Tracer 
 5 1 
 1 0
Planners (LS-II) 
 11 1 1
Estimators (LM-I) 7 1 1 

0
 
0
Naib Qasid
Driver1110 1 1 1 
 0
 

7 
 0 
 1 
 -1
 

Totals: 
 11 13 
 -2
 

SMAR2 SF
 



-----------------------------------------------------------------------------------

---------------------------------------------------------------------------------

--------------------------------------------------------
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STAFFING CHART
 
PLANNING SECTION


DIVISION -
 LAHORE CANTT
 
LEVEL -
 II
 
CUSTOMERS  70,769
 
LOAD GROWTH - 5.7%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 1
Senior Clerk 	 0
(New Connections) 
 7 2 2
Junior Clerk/Typist 5 	
0
 

1 1 0
Supervisor Records 
(LS-I) 
 12/16 0
Junior Clerk Records 	 1
 
5 2 2
Draftsman/Assistant Draftsman 	 0
 

12/11 3 3 
 0
Tracer 

5 2
Planners (LS-II) 11 5 	

3 -1
 
5
Estimators (LM-I) 	 0
 

7 5 
 5
Naib Qasid 	 0
 
1 1 
 1 0
 

Driver 

00 
 1 
 -1
 

Totals: 
 22 25 
 -3
 

LCNT2 SF
 

/p7 
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STAFFING CHART
 
PLANNING SECTION


DIVISION 
 - BAGHBANPURA
 
LEVEL -
 III
 
CUSTOMERS  55,403
 
LOAD GROWTH - 3.1%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 

1
Senior Clerk (New Connections) 

17 
7 

1 
2 2 

0 
0


Junior Clerk/Typist 

Supervisor Records (LS-I) 

5 1 1 0

12/16 0 
 1 -1
Junior Clerk Records 


Draftsman/Assistant Draftsman 
5 2 2 0
 

12/11 2 2 
 0
Tracer 
 5 2 2
Planners (LS-II) 0

11 3 3 
 0
Estimators (LM-I) 
 7 3 
 3 0
Naib Qasid 
 1 1 
 1 0
Driver 
 7 0 
 1 -1
 

Totals: 
 17 19 -2
 

BPRA2 SF
 

/42
 



----------------------------------------------------------------------------------
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STAFFING CHART
 
PLANNING SECTION


DIVISION 
 - KOT LAKIIPAT
 
LEVEL 
 - II
 
CUSTOMERS - 45,459
 
LOAD GROWTH - 0.4%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 
 1 0
Senior Clerk (New Connections) 
 7 2 2 
 0
Junior Clerk/Typist 
 5 1 
 1 0
Supervisor Records (LS-I) 
 12/16 0 1 
 -1
Junior Clerk Records 
 5 2 
 2 0
Draftsman/Assistant Draftsman 

Tracer 
Planners (LS-II) 
Estimators (LM-I) 
Naib Qasid 
Driver 

12/11 
5 

11 
7 
1 
7 

1 
1 
1 
1 
1 
0 

1 
1 
1 
1 
1 
1 

0 
0 
0 
0 
0 

-1 
-------------------------------------------------------

Totals: 11 13 -2 

KLPT2 SF
 

11q 
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STAFFING CHART
 
PLANNING SECTION
 

"IVISION - GULBERG
 
-,iA/VEL - III 
''USTOMERS - 50,746 
',OAD GROWTH - 3.7% 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 1 0

Senior Clerk (New Connections) 7 2 2 0
Junior Clerk/Typist 
 5 1 1

Supervisor Records (LS-I) 12/16 0 1 -1 

0
 

Junior Clerk Records 
 5 2 2 0

Draftsman/Assistant Draftsman 
 12/11 2 2 0

Tracer 
 5 2 2 0
Planners (LS-II) 
 11 3 3 0

Estimators (LM-I) 
 7 3 3 0
Naib Qasid 
 1 1 1 0
Drier 
 7 0 1 -1
 

Totals: 17 
 19 -2
 

GBRG2 SF
 



--------
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--------------------------------------------------------
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STAFFING CHART
 
PLANNING SECTION
 

DIVISIONN-------- - TOWN--------------------------------------------------------- GARDEN TOWN 
LEVEL 
 - III
 
CUSTOMERS 
 - 64,557
 
LOAD GROWTH - 5.3%
 

POST 

-
BPS - - - - - - - - - - - - 

----------------------------------------
EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 
 17 1 
 1 0
Senior Clerk (New Connections) 
 70
Junior Clerk/Typist 	 55 21 1Supervisor Records (LS-I) 	
2 00

12/16 1 1 
 0
Junior Clerk Records 
 5 2 2
Draftsman/Assistant Draftsman 	 0
 
12/11 3 3
Tracer 


2 3
Planners (LS-II) 	 0
 
5 2
Estimators (LM-I) 71 5 

3 -0
 
Naib Qasid 5 0
 

7 5 5 
 0

Driver 	 1 1 1 0
 

7 0 
 1 
 -1
 
Totals: 
 23 
 25 
 -2
 

GTWN2 SF
 

h2/
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STAFFING CHART
 
PLANNING SECTION
 

DIVISION 
 - KASUR
 
LEVEL - II
 
CUSTOMERS - 61,504
 
LOAD GROWTH - 6.4% 

r--------------------------------1~...........................

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Planning Engineer 17 1 1 0Senior Clerk (New Connections) 7 2 2 0Junior Clerk/Typist 5 1 1 0Supervisor Records (LS-I) 
 12/16 0 1 
 -1
Junior Clerk Records 
 5 2 2 0
Draftsman/Assistant Draftsman 
 12/11 
 2 4 -2
Tracer 
 5 2 
 4 -2
Planners (LS-ii) 11

Estimators (LM-I) 	

6 6 0
 
7 6 6 
 0
Naib QasidDriver1110	 1 1 1 0 
7 0 
 1 
 -1
 

Totals: 
 23 29 
 -6
 

KSUR2 SF
 





----------------------------------------------------------------------------------

------------------------------------------------- 
------ -------- 

-------------------------------------------------------

-------------------------------------------------------------------------------

Annexure - V
 
Page 68 of 115
 

STAFFING CHART
 
SERVICE SECTION
 

DIVISION 
 - FORT
 
LEVEL 
 - III
 
CUSTOMERS 
 - 65,365
 
LOAD GROWTH 
- 4.3% 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer -------- ----------

Supervisor Service LS-I 
LS-II 
LM-I 
LM-II 

ALM 

17 
(New Connections) 12/16 

11 
7 
6 

1 
1 
1 
3 
5 

1 
1 
1 
3 
5 

0 
0 
0 
0 
0 

Junior ClerkLS-I (Rehabilitation) 
LM-I 
LM-II 
ALM 
Supervisor DCO/RCO - ERO/MCO (LS-I)
LS-II 
LM-I 
LM-II 

ALM 

5 
512/16 
7 
6 
5 

12/16 
11 
7 
6 

6 
10 
2 
2 
4 
1 
1 
4 
8 

6 
11 
2 
2 
4 
1 
1 
4 
8 

0 
0-1 
0 
0 
0 
0 
0 
0 
0 

Junior ClerkNaib Qasid 
Chowkidar 
Sweeper 
Mali (If lawn is maintained) 

D r i v e r 

5 
5
1 
1 
1 
1 
7

7 

12 
1
2 
1 
0 
0 
0 
0 

12 
1
2 
1 
1 
1 
1 
2 

0 
0
0 
0 

-1 
-1 
- 2 
-2 

Totals: 
 56 
 61 
 -5
 

F'ORTI SF
 

1A9L
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION -
 BADAMI BAGH

LEVEL 
 - III 
CUSTOMERS  73,642
 
LOAD GROWTH - 4.4%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1 1
Supervisor Service LS-I 0
(New Connections) 12/16 
 1 1 0
LS-II 

11 1 1LM-I 0 
7 3 
 3 0
LM-II 

6 5 5
ALM 0

5 6 
 6 0
Junior Clerk 
 5 1 1
LS-I (Rehabilitation) 0


12/16 0 
 1
LM-I -1
 
7 2 2
LM-II 0
 
6 2 
 2 0
ALM 

5 4 4
Supervisor DCO/RCO 0- ERO/MCO (LS-I) 
 12/16 1 1
LS-II 0
 

11 1 1 0LM-I 

7 5LM-II 5 0
6 10 10 0ALM 


Junior Clerk 5 15 15 05 1 1 0Naib Qasid 1 2 2Chowkidar 0 
Sweeper 1 1 1 0 

1 0 1
Mali (If lawn is maintained) 1 0 
-1
 

Driver 1
 
7 0 
 21 -2
 

Totals: 
 62 67 
 -5
 

3BGII1 SF
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION - RANG MAHAL
 

LEVEL - III
 
CUSTOMERS - 43,472
 
LOAD GROWTH - 3.9%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1 1 0
Supervisor Service LS-I 
(New Connections) 12/16 1 1 
 0
LS-II 
 11 1 1 
 0
LM-I 7 2 2 0LM-II 
 6 3 3 
 0
ALM 
 5 4 4 
 0
Junior Clerk 
 5 1 
 1 0
LS-I (Rehabilitation) 
 12/16 0 
 1 -1
LM-I 7 1 1 0LM-II 
 6 1 1 0
ALM 
 5 2 
 2
Supervisor DCO/RCO - ERO/MCO (LS-I) 
0
 

12/16 0 
 1 -1
LS-II 11 1 1 0
LM-I 
 7 3 3 
 0LM-II 
 6 6 6 0ALM 
 5 9 9 
 0Junior Clerk 
 5 1 1 
 0
Naib Qasid 
 1 2 2 0
Chowkidar 
 1 1 
 1 0Sweeper 
 1 0 
 1 -1
Mali (If lawn is maintained) 
 1 0 
 1 -1
Driver 
 7 0 
 2 -2
 

Totals: 
 40 46 -6
 

RMHL1 SF
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STAFFING CHART
 
SERVICE SECTION
 

IDIVISION 
 - SHAHDARA
 
LEVEL 
 - II
 
CUSTOMERS 
 - 40,535
 
LOAD GROWTH  4.9%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 

Supervisor Service LS-I 

17 1 1
(New Connections) 12/16 0
 
LS-II 0 1 -1
 
LM-I 11 1 1 0


7 3LM-II 3 0
6
ALM 5 5 
 0
5 6
Junior Clerk 6 0
 

LS-I (Rehabilitation) 5 1 1 0
12/16 0
LM-I 1 -1

7
LM-II 2 2 
 0

6 2
ALM 2 0
 

Supervisor DCO/RCO -
5 4 4
ERO/MCO (LS-I) 012/16 0
LS-If 1 -1
11
LM-I 1 1 0
7 3LM-II 3 0
6 6 6 
 0
 

Junior Clerk 5 9 9 

ALM 


5 0
Naib Qasid 1 1 0
1 2
Chowkidar 2 0
 
Sweeper 1 1 1 0
1 0
Mali 1 -0
(If lawn is maintained) 
 1 0 1 
 -1
D r iver 7 0 2 - 2
 7 0 2 
 -2
 

Totals: 
 48 55 
 -7
 

SDRA1 SF
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION - GULSHAN RAVI
 
LEVEL - III
 
CUSTOMERS - 54,359
 
LOAD GROWTH - 5.8%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1 
 1 0
Supervisor Service LS-I 
(Nw Connections) 12/16 
 0 1 
 -1
LS-II 
 11 1 1 
 0
LM-I 7 3 3 0LM-II 
 6 3 5 
 -2
ALM 

5 6
Junior Clerk 6 0
5 1 1 0LS-I (Rehabilitation) 
 12/16 0 1 
 -1
LM-I 
 7 2 2 0
LM-II 
 6 3 2 
 1
ALM 
 5 4 4 0
Supervisor DCO/RCO ERO/MCO (LS-I)
-
 12/16 0 1 
 -1
I.S-IT 


11 1LM-I 1 07 4 4 
 0LM-I I 6 
 8 -5
ALM 

Junior Clerk 5 12 12 05 1 1 0Naib Qasid 
 1 2 
 2 0
Chowkidar 


1 1 
 1 0
Sweeper 1 0 1 -1
 
Mali (If lawn is maintained) 1 0 1 -1
 
Driver 
 7 0 2 
 -2
 

Totals: 
 48 61 
 -13
 

3RVII SF
 



----------------------------------------------------------------------------------
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION 
 - SAMANABAD 
LEVEL 
 - III 
CUSTOMERS 
 - 38,400
 
LOAD GROWTH  3.3%
 

POST 
 BPS 
 EXISTING PROPOSPDfIDTFFERENCE
 

Service Engineer 

Supervisor Service LS-I 

17 1 1 0
(New Connections) 12/16
LS-II 0 1 
 -1
11 1 1
LM-I 0

7
LM-II 2 2 
 0

6 2
ALU4 3 -i
 
5 4Junior Clerk 4 0LS-I (Rehabilitation) 


12/165 10 1 0
IM-I 1 -1
 
LMI 7 1 1 0


6 1ALM 1 0 
Supervisor DCO/RCO 5 2 2 0
- ERO/MCO (LS-I) 
 12/16
LS-II 0 1 -111 1LM-I 1 0

7LM-II 3 3 06 4ALM 6 -2 
5 9 9Junior Clerk 0Naib Qasid 5 1 1
1 2 0
Chowkidar 2 0

1 1 1 
 0
Sweeper
Mali (If lawn is maintained) 1 0 1
1 0 -1
Driver 1 -1

7 0 21 -2

Totals: 
 36 46 
 -10
 

3ABD1 SF
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION ---- --- ----
A. I. TOWN ------------------------------------------------------

LEVEL 
 - II 
CUSTOMERS 
 - 39,869
 
LOAD GROWTH - 5.7%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1 
 1 0
Supervisor Service LS-I 
(New Connections) 12/16 
 0
LS-II 1
11 1 1 0
LM-I 
 7 3 3 0
LM-II 
 6 3 
 5 -2
 
ALM 
 -266
Junior Clerk 
 55 6 6 01 1LS-I (Rehabilitation) 0
LM-I 12/16 0LM- I 7 1 -17 2 2 0.ALM 
 6 1 24 
Supervisor DCO/RCO 

5 4 
-1 

0- ERO/MCO (LS-I) 
 12/16 0 1
LS-JI -1
 
11 1 1LM-I 0

7 3 3 0LM-I 
 6 3 6 -3A LM 

Junior Clerk 5 990 
Naib Qasid 

5 1 1 0 
1 2 2
Chowkidar 0
 
1 1
Sweeper 1 0

1
Mali (If lawn is maintained) 1 

0 
0 

1 -1
 
1
Driver -1
 

7 0 
 2 -2
 

Totals: 
 42 
 55 -13
 

AITNl SF
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION -- ---C--- - --- ---
--- --- --- - CIVIL LINES -- --- --- -----------------------------------------------------


LEVEL -
 III
 
CUSTOMERS 
 - 44,442
 
LOAD GROWTH - 4.2%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1
Supervisor Service LS-I 1 0
(New Connections) 12/16 
 0
LS-II 1 -1
 
11 1 1
LM-I 0

7 3 
 3 0
LM-II 

6 0 
 5 -5
ALM 


Junior Clerk 5 6 6
5 1
LS-I (Rehabilitation) 1 0
0

12/16 0
LM-I 1 -1
 
7 2
LM-II 2 0

6 0
ALM 2 -2
 

Supervisor DCO/RCO - ERO/MCO (LS-I) 
5 4 4 0
 

12/16 0 1
LS-II 

11 1 1LM-I 0
 
7 3
LM-I 3 0
6 0 6 -6ALM 


Junior Clerk 5 9 9 05 1 1
Nail) Qasid 0

1 2 
 2 0Chowkidar 

1 1
Sweeper 1 0
 
1
Mali (If lawn is maintained) 1 

0 
0 

1 -1
 
Driver 1 -1
 

7 
 0 21 -2
 

Totals: 
 35 
 55 -20
 

ThNSl SF
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION - MCLEOD ROAD
 

LEVEL -
 III
 
CUSTOMERS - 31,419
 
LOAD GROWTH - 3.8%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1 
 1 0
Supervisor Service LS-I 
(New Connections) 12/16 
 0 1 
 -1
LS-II 
 11 1 1 0LM-I 7 2 2 
 0
LM-II 
 6 0 3 -3ALM 
 5 4 
 4 0
Junior Clerk 
 5 1 1 
 0
LS-I (Rehabilitation) 
 12/16 0 1 
 -1
LM-I 
 7 1 1 
 0
LM-II 
 6 1 1 
 0
ALM 
 5 2 2
Supervisor DCO/RCO - ERO/MCO (LS-I) 
0 

12/16 0 
 1 -1
LS-II 
 11 1 1 
 0
LM-I 
 7 3 
 3 0LM-II 
 6 0 6 -6ALM 
 5 9Junior Clerk 9 05 1 1 
 0Naib Qasid 
 1 2 2 0
Chowkidar 
 1 1 1 
 0
Sweeper 
 1 0 
 1 -1
Mali (If lawn is maintained) 
 1 0 1 
 -1
Driver 
 7 0 
 2 -2
 

Totals: 
 30 
 46 -16
 

MLRD1 SF
 



------------------------------------------------------------------------------------
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STAFFING CHART
 
SERVICE SECTION


DIVISION 
 - SHALAMAR
 
LEVEL -
 II
 
CUSTOMERS 
 - 39,746
 
LOAD GROWTH - 0.7% 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 17 1 1
Supervisor Service LS-I 0
(New Connections) 12/16 
 0 1
LS-II 	 -1
 
11 1 1LM-I 	 0

7 2 2 0LM-TI 

6 0 3ALM 	 -3 
5 4 
 4 0
Junior Clrk 
 5 1 1
LS-I (Rehabilitation) 	 0


12/16 0 
 1
LM-I 	 -1
7 1 1LM- I 	 0

6 1 1 0ALM 
 5 2 2Supervisor DCO/RCO - ERO/MCO (LS-I) 	 0

12/16 0 1
LS-II 	 -1 
11 1 1LM-I 	 0
 

7 3 3 0LM-II 

6 3 6 -3ALM 

Junior Clerk 5 9 	 9 05 1Naib Qasid 	 1 0 
1 2 
 2 0
Chowkidar 
 1 ISweeper 	 1 0 

1 -1Mali (If lawn is maintained) 1 
1 0 

0 	 1
Driver 	 -1
 
7 0 3 
 -3
 

Totals: 
 33 
 47 -14
 

SMART SF
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION - LAHORE CANTT
 
LEVEL 
 - II
 
CUSTOMERS 
 - 70,769
 
TAf CtqWTjI - 5.7% 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
Supervisor Service LS-ILS-IIi10LM-I 
LM- II 
NLM 

17 
(New Connections) 12/16 

ii 
7 
6 

1 

1 
3 
2 

-------- ---------
1 0 

0 
1 0 
3 0 
5 -3 

Junior ClerkLS-I (Rehabilitation) 
LM-I 
LM-II 
ALM 
Supervisor DCO/RCO - ERO/MCO (LS-I)
LS-II 
LM-I 
ALM 

5 
5 

12/16 
765 

12/16 
111 

7 
6 

6 
1 
1 
224 
1 

5 
0 

6 
1 
1 
224 
1 
1 
5 

10 

0 
0 
0 
00 
0 
0 
0 
0 

-10 
Junior Clerk 
Naib Qasid 
Chowkidar 
Sweeper 
Mali (If lawnD~river is maintained) 

5 
5 
1 
1 
1 
7101

15 
1 
2 
0 
0 
0 

15 
1 
2 
1 
1 

3 

0 
0 
0 
0 

-1 

-3 
Totals: 
 50 
 68 


'NT1-SF
 

-18 
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION 
 - BAGHBANPURA
 
LEVEL 
 - III
 
CUSTOMERS - 55,403
 
LOAD GROWTH - 3.1% 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1 
 1 0
Supervisor Service LS-I 
(New Connections) 12/16 
 1 1 0
LS-II 
 11 1 1 
 0
LM- I 7 2 2 
 0
LM-TI 
 6 0 
 3 -3
ALM 
 5 4 4 
 0
Junior Clerk 
 5 1 
 1 0
LS-I (Rehabilitation) 
 12/16 1 1 
 0
LM-1 
 7 1 
 1 0
LM-II 
 6 1 
 1 0
ALM 5 2 2
Supervisor DCO/RCO - ERO/MCO (LS-I) 
0 

12/16 1 
 1 0
LS-II 
 11 1 1 
 0
LM-I 7 4 
 4 0LM-II 
 6 6 8 
 -2ALM 
Junior Clerk 5 12 12 05 1 1 0Naib Qasid 
 1 2 
 2 0
Chowkidar 
 1 1 1 
 0Sweeper 
 1 0 
 1 -1
Mali (If lawn is maintained) 1 0 1 -1Driver 
 7 0 3 -3 

Totals: 
 43 
 53 -10
 

BPRAl SF
 



--------------------------------------------------------
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION 
 - KOT LAKIPAT
LEVEL - II 
CUSTOMERS - 45,459
 
LOAD GROWTH  0.4%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer
Supervisor Service LS-I 
 17
(New Connections) 12/16 1 1 001-

LS-II 

11
LM-I 1 1 0

7 2
LM-ll 2 0
 
6 3
ALM 3 
 0

5 4 
 4 
 0
Junior ClerkLS-I (Rehabilitation) 5 1 112/16 0 01 -1LM-LM-II 
 76 11 11 0ALM 0 

Supervisor DCO/RCO 5 2 2 0- EUO/MCO (LS-I) 
 12/16 0LS-II 1 -1
11 1EM-I 1 0

7 3LM-I 3 0
6 6 6 0 

Junior Clerk 5 9 
ALEM 


95 1 0Naib Qasid 1 01 2Chowk:idar 2 01 1 1 0Sweeper
Mali (If lawn is maintained) 1 01 1 -10 1Driver -1 
7 0 3 -3 

Totals: 
 39 47 
 -8
 

KLPT1 SF
 



----------------------------------- --- -------- -------- ----------

--------------------------------------------------------

-------------------------------------------------------------------------------

STAFFING CHART 
SERVICE SECTION 

DIVISION 
LEVEL 
CUSTOMERS 
LOAD GROWTH 

-
-
-
-

GULBERG 
III 
50,746 
3.7% 
POST 


Service Engineer 

Supervisor Service LS-I 

LS-II 

LM-I 
LM-II 

ALM 

Jupior Clerk 

LS-I (Rehabilitation) 

LM-I 

LM-II 

ALM 


BPS 


17 

(New Connections) 12/16 


Supervisor DCO/RCO 
- ERO/MCO (LS-I)

LS-II 

LM-I 
LM-II 

ALM 

Junior Clerk 

Naib Qasid 

Chowkidar 

Sweeper 

Mali (If lawn is maintained) 

Driver 


Totals: 


11 

7 

6 
5 

5 


12/16 

7 

6 

5 


12/16 

11 


7 
6 


5 

5 

1 

1 

1 

1 

77 


Annexure - V
 
page 81 of 115
 

EXISTING PROPOSED DIFFERENCE
 

1 

0 

1 

2 

3 
4 

1 

0 

1 

1 

2 

0 

1 
4 
4 


12 

1 

2 

1 

0 

0 

0

0 


1 

1 

1 

2 

3 
4 

1 

1 

1 
1 

2 

1 

1 
4 
8 


12

1 
2 

1 

1 

1

3 
3 


0
 
-1
 
0
 
0
 
0 
0
 
0
 
-1
 
0
 
0
 
0
 

-1
 
0 
0 

-4
 

0

0 
0
 
0
 

-1
 
-1
 
- 3 
-3
 

41 
 53 -12
 

GBRG1 SF
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION - ---- ----
GARDEN TOWN ------------------------------------------

LEVEL 
 - III 
CUSTOMERS  64,557

LOAD GROWTH - 5.3%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1
Supervisor Service LS-I 1 0
(New Connections) 12/16 
 1 1 0
LS-II 

11 1
LM-I 1 0

7 3 3 0LM-II 

6 4 5 
 -1
ALM 


Junior Clerk 5 6 6 
 0
5 1 1
LS-I (Rehabilitation) 0

12/16 1 1
LM-I 0


7 2 
 2
LM-II 0 
7 2 2
ALM 0 

Supervisor DCO/RCO - ERO/MCO (LS-I) 
5 4 4 0

12/16 1
LS-II 1 0
 
11 1
LM-I 1 0

7 4LM-II 4 0
6 5 
 8 -3
ALM 


Junior Clerk 5 12 12
5 1
Naib Qasid 1 2 
1 0

0 
Chowkidar 2 0

1 1 1Sweeper 0 
1 0 1Mali (If lawn is maintained) -1 
1 0 1 
 -1


Driver 7 0 3 - 37 0 3 -3 

Totals: 
 53 62 
 -9
 

GTWN1 SF
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STAFFING CHART
 
SERVICE SECTION
 

DIVISION 
 - KASUR
 
LEVEL -
 II
 
CUSTOMERS  61,504
 
LOAD GROWTH - 6.4%
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Service Engineer 
 17 1
Supervisor Service LS-I 1 0
(New Connections) 12/16 
 1 1
LS-II 0
 
11 1 
 1 0
LM-I 
7 3 
 3
LM-II 0
 
6 4 5 
 -1
ALM 


Junior Clerk 5 6 6 0
5 1 1
LS-I (Rehabilitation) 0

12/16 0
LM-I 1 -1
 

7 2 2
LM-II 0
 
6 1 
 2
ALM -1
 
5 4 4
Supervisor DCO/RCO - ERO/MCO (LS-I) 0
 

2/16 0 
 1
LS-II -1
 
11 1 1
LM-I 0
 
7 4 
 4 0LM-II 

6 6 8 
 -2
A LM 


Junior Clerk 5 12 12 0
5 1 
 1
Naib Qasid 0

1 2 
 2 0
Chowkidar 

1 1 1
Sweeper 0
 
1 0 
 1 -1
Mali (If lawn is maintained) 
 1 0 
 1
Driver -1
 
7 0 3 
 -3
 

Totals: 
 51 62 
 -11
 

KSURl SF
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STAFFING CHART
 
MAINTENANCE & OPERATION SECTION


DIVISION - FORT
 
LEVEL - III
 
CUSTOMERS - 65,365
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 
 0
Junior Clerk 
 5 1 1 0
Distribution Inspector (LS-I) 
 12/16 2 2
Dispatch Coordinator (LS-I) 12/16 4 4 0 
0 

Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0
LS-I 
 12 3 3 0LS-II 
 11 4 4 0LM-I 7 27 27 0LM-II 
 6 34 34 0
ALM 
 5 83 83 0
Complaint Clerk 
 5 14 24 -10
Supervisor Preventive Maintenance (LS-I) 12/16 1 1 0

LS -I 
 12 1
LS-II 1 0
11 1 1 
 0
LM-I 7 4 4 0LM-II 
 6 6 
 6 0

ALM 
 5 14
Naib Qasid 14 0
1 2 2 
 0
Chowkidar 
 1 1 1 
 0

Sweeper

Mali (If lawn is maintained) 1 0 1 -1
1 
 0 1 -1
Driver 
 7 11 15 -4
 

Totals: 
 215 231 -16
 

FORT STF
 

40
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STAFFING CHART
 
MAINTENANCE & OPERATION SECTION


DIVISION 
 - BADAMI BAGH
 
LEVEL -
 III
 
CUSTOMERS 
 - 73,642
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 

17 1 
 1 0 

5 1 1 
Junior Clerk 

Distribution 
Inspector (LS-I) 0
 

12/16 2
Dispatch Coordinator (LS-I) 2 0

12/16 4 4 
 0
Supervisor Emergency Maintenance (LS-I) 12/16 1 1
LS-I 0
 

12 3 3LS-II 0 
11 4 
 4 0
LM-I 

7 27 27
LM-II 0
 
6 34 34 0ALM 

5 83 83
Complaint Clerk 0
 
5 11 28 
 -17
Supervisor Preventive Maintenance (LS-I) 12/16 1 1
LS-I 0
 

12 1
LS-II 1 0 
11 1 1
LM-I 0 
7 4
[M-IT 4 0 
6 6 6
ALM 0 
5 14 14 0Naib Qasid 

1 2 2
Chowkidar 0 
1 1Sweeper 1 0 
1 0 1
Mali (If lawn is maintained) -1
 
1 0 
 1
Driver -1

7 11 15 -4
 

Totals: 
 212 235 
 -23
 

BBGH STF
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STAFFING CHART

MAINTENANCE & OPERATION SECTION
 

DIVISION - RANG MAHAL
 
LEVEL - III
 
CUSTOMERS - 43,472
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 
 0
Junior Clerk 
 5 1 1 0
Distribution Inspector (LS-I) 
 12/16 1 1 0
Dispatch Coordinator (LS-I) 
 12/16 4 4 0
Supervisor Emergency Maintenance (LS-I) 12/16 1 
 1 0
LS-I 
 12 3 3 
 0
LS-II 
 11 4 4 0
LM-I 
 7 15 15 0
LM-II 
 6 19 19 0
ALM 
 5 46 46 0
Complaint Clerk 
 5 10 14 -4
Supervisor Preventive Maintenance (LS-I) 12/16 1 1 0
LS-I 
 12 1 1 0LS-II 
 11 1 1 
 0
LM-I 
 7 4 
 4 0
LM-II 
 6 6 6 0
A LM 
 5 14 14 0

Naib Qasid 
 1 2 2
Chowkidar 0
1 1 1 
 0
Sweeper 
 1 
 0 1 -1
Mali (If lawn is maintained) 1 0 
 1 -1
Driver 
 7 8 11 -3
 

Totals: 
 143 152 -9
 

RMHLSTF
 

02I
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STAFFING CHART
 
MAINTENANCE & OPERATION SECTION


DIVISION - SHAJIDARA
 
LEVEL - II
 
CUSTOMERS - 4C,535
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 0
Junior Clerk 
 5 1 
 1 0
Distribution Inspector (LS-I) 
 12/16 1 1 0
Dispatch Coordinator (LS-T) 
 12/16 4 4
Supervisor Emergency Maintenance (LS-I) 12/16 1 
0
 

'1 0
IS-I 12 3 3 0IS-II 
 11 4 4 
 0
LM-I 
 7 15 15 0
LM-II 
 6 19 19 0
ALM 
 .5 46 46 
 0Complaint Clerk 
 5 6 17 11Supervisor Preventive Maintenance (LS-I) 12/16 1 
 1 0
LS-I 
 12 1 1 0IS-I I 
 11 1 1 0LM-I 7 4 4 
 0
LM-II 
 6 6 6 0
A LM 
 5 14 14 0
Naib Qasid 
 1 2 2 
 0
Chowkidar 
 1 1 1 0
Sweeper 
 1 0 1
Mali (If lawn is maintained) 
-1
 

.1 
 0 1 -1
Driver 
 7 11 11 0
 

Totals: 
 142 155 -13
 

SDRA STF
 

J4.5 
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---------------------------------------------------------
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Annexure - V 
Fage 88 of 115 

STAFFING CHART
 
MAINTENANCE & OPERATION SECTION
 

DIVISION - GULSIIAN RAVI
 
LEVEL - III
 
CUSTOMERS - 54,359
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 0
Junior Clerk 
 5 1 1
Distribution Inspector (LS-I) 12/16 
0
 

1 2 -1
Dispatch Coordinator (LS-I) 12/16 3
Supervisor Emergency Maintenance (LS-I) 12/16 
4 -1
 

1 1 0
IS-I 
 12 1 
 3 -2
LS-II 
 11 4 4 0
LM-I 
 7 21 21 0
LM-1I 
 6 20 26 -6ALM 
 5 65 65 0
Complaint Clerk 5 17 17 0Supervisor Preventive Maintenance (LS-I) 12/16 1 1 
 0

LS-I 12 1 1 
 0
LS-II 
 11 1 1 0
LM-I 
 7 4 4 0LM-II 
 6 5 6 -1
ALM 
 5 14 14 0
Naib Qasid 
 1 2 2 0
Chowkidar 
 1 1 1 
 0
Sweeper 
 1 
 0 1 -1
Mali (If lawn is maintained) 1 0 
 1 -1
Driver 
 7 8 11 -3
 

Totals: 
 172 188 -16
 

GRVI STF
 

/44



-----------------------------------------------------------------------------------

----------------------------------------------------------------------------------

------------------------------------ --------------------

------------------------------------------------------------------------------

Annexure - V
 
Page 89 of 115
 

STAFFING CHART

MAINTENANCE & OPERATION SECTION


DIVISION 
 - SAMANABAD
 
LEVEL -
 III
 
CUSTOMERS 
 - 38,400 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 
 1 0
Junior Clerk 

Distribution Inspector (LS-I) 

5 1 1 0
 
12/16 1 1
Dispatch Coordinator (LS-I) 0

12/16 4 
 4 0
Supervisor Emergency Maintenance (LS-I) 12/16 
 1 1
LS-I 0

12 2 3LS-IY -1
 
11 4 4 0LM-I 

7 15
LM-I 15 0

6 19 19
ALM 0
 
5 46 46 0
Complaint Clerk 
 5 14 14 
 0
Supervisor Preventive Maintenance (LS-I) 12/16 
 1 1 0
LS-I 


12 1 
 1
LS-I I 0 
11 1 1
LM-I 0

7 4 4 0LM-II 

6 6 6
A LM 0

5 14 14 0
Naib Qasid


Chowkidar 1 2 2
1 1
Sweeper 1 0
0
 

1
Mali (If lawn is maintained) 
1 0 -1
 
1 0 
 1
Driver -1
 
7 
 8 11 -3
 

Totals: 
 146 152 
 -6
 

SABDSTF
 



-----------------------------------------------------------------------------------

----------------------------------------------------------------------------------

------------------------------------------------ ------ -------- -------- ----------

--------------------------------------------------------

------------------------------------------------------------------------------

Annexure - V 
Page 90 of 115 

STAFFING CHART
 
MAINTENANCE & OPERATION SECTION
 

DIVISION - A. I. TOWN
 
LEVEL - II
 
CUSTOMERS - 39,869 SAY 40,000
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 
 0
Junior Clerk 
 5 1 1 0

Distribution Inspector (LS-I) 
 12/16 1 1 0
Dispatch Coordinator (LS-I) 12/16 4 4 0
Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0
LS-I 
 12 3 3 
 0

LS-II 
 11 4 4 0
1,M-I 
 7 15 15 0

LM-II 
 6 17 19 -2

ALM 
 5 46 46 0

Complaint Clerk 
 5 17 17 0
Supervisor Preventive Maintenance (LS-I) 12/16 1 1 
 0

LS-I 
 12 1 1 0

LS-II 
 11 1 1 0

LM-I 
 7 4 4 0
LM-II 
 6 4 6 -2

ALM 
 5 14 14 0

Naib Qasid 
 1 2 2 
 0

Chowkidar 
 1 1 1 0
Sweeper 
 1 0 
 1 -1

Mali (If lawn is maintained) 1 0 1 
 -1
Driver 
 7 8 18 -10
 

Totals: 
 146 162 -16
 

AITN STF
 

w6~
 



-----------------------------------------------------------------------------------
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------------------------------------------------------------------------------

Annexure - V 
Page 91 of 115 

STAFFING CHART
 
MAINTENANCE & OPERATION SECTION
 

DIVISION - CIVIL LINES
 
LEVEL - III
 
CUSTOMERS - 44,442
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 0
Junior Clerk 
 5 1 1 0
Distribution Inspector (LS-I) 
 12/16 1 1 0
Dispatch Coordinator (LS-I) 12/16 3 4 -1

Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0

LS-I 
 12 2 
 3 -1
LS-I I 11 4 4 
 0
LM-I 
 7 15 15 0
LM-II 
 6 19 19 0
ALM 5 46 46 0Complaint Clerk 
 5 14 14 

Supervisor Preventive Maintenance (LS-I) 12/16 1 1 

0
0
LS-I 
 12 0 
 1 -1


LS-II 
 11 1 1 0

ilM-I 7 4 4 0LM-II 6 4 6 -2ALM 
 5 14 14 0

Naib Qasid 
 1 2 2 
 0
Chowkidar 
 1 1. 1 0
Sweeper 
 1 0 1 -1

Mali (If lawn is maintained) 1 
 0 1 -1

Driver 
 7 8 17 -9
 

Totals: 142 158 -16
 

CLNS STF
 



----------------------------------------------- -------------------------------------

----------------------------------------------------------------------------------
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---------------------------------------------------------

------------------------------------------------------------------------------

Annexure - V 

Page 92 of 115
 

STAFFING CHART
 
MAINTENANCE & OPERATION SECTION
 

DIVISION - MCLEOD ROAD
 
LEVEL, - III
 
CUSTOMERS - 31,419
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 0
Junior Clerk 
 5 1 1 0
Distribution Inspector (LS-I) 
 12/16 1

Dispatch Coordinator (LS-I) 12/16 

1 0
 
4 4 0
Supervisor Emergency Maintenance (LS-I) 12/16 1 1 
 0
LS-I 12 3 3 0LS-II 
 11 4 4 0LM-I 
 7 12 12 0
LM-II 
 6 15 15 0ALM 
 5 37 37 0
Complaint Clerk 
 5 10 10 0
Supervisor Preventive Maintenance (LS-I) 12/16 1 1 0
[S-I 12 1 1 0LS-1I 
 11 1 1 0
LM-I 7 4 4 0LM--: I I 6 6 6 0A T sl 5 14 14 0Naib Oasid 
 1 2 2 0Chowkiclar 1 1 1 0Sweeper 
 1 
 0 1 -1
Mali (If lawn is maintained) 1 0 1 -1Driver 7 8 10 -2
 

Totals: 
 127 131 -4
 

MLRD STF
 



------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------

---------------------------------------------------------

------------------------------------------------------------------------------

Annexure - V
 
Page 93 of 115
 

STAFFING CHART
 
MAINTENANCE & OPERATION SECTION
 

DIVISION - SHALAMAR
 
LEVEL - II
 
CUSTOMERS - 39,746 SAY 40,000
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 
 0Junior Clerk 
 5 1. 1 0Distribution Inspector (LS-I) 
 12/16 1 1 0Dispatch Coordinator (LS-I) 
 12/16 2 4
Supervisor Emergency Maintenance (LS-I) 12/16 
-2
 

1 1 0
LS-I 12 1 3 -2LS-I I 11 4 4 
 0
LM-I 7 15 15 0LM-II 
 6 19 19 0
ALM 
 5 46 46 0
Complaint Clerk 
 5 
 10 24 -14
Supervisor Preventive Maintenance (LS-I) 12/16 1 1 0
LS-I 12 1 1 0
LS-II 
 11 1 1 0
IM-I 7 4 4 0LM-I1 
 6 6 6 0
ALM 5 14 14 0
Naib Qasid 
 1 2 2 
 0
Chowkidar 
 1 1 1 0Sweeper 
 1 0 1
Mal.i. (If lawn is maintained) -1 
1 0 1 -1Driver 
 7 10 14 -4
 

Totals: 
 141 165 -24
 

SMAR STF
 



--- 

---------------------------------- ----------------------

------------------------------------------------------------------------------

Annexure -
V
 
Page 94 of 115
 

STAFFING CHART
MAINTENANCE & OPERATION SECTION
 
DIVISION 
 - LAIORE CANTTLEVEL 


- II 
CUSTOMERS 
 - 70,769 

POST 
-------------------------------

BPS EXISTING PROPOSED DIFFERENCE 
M&O Engineer -------- -------- ----------
Junior Clerk 17 1 1 015
Distribution Inspector (LS-I) 1 
 1


12/16 0

Dispatch Coordinator 2 2(LS-I) 012/16
Supervisor Emergency Maintenance (LS-I) 12/16 

4 4 0 
LS-I 1 1 
 0


12IS-IT 3 3 011
LM-I 4 4 0 
LM-II 7 24 
 24 

A LMe 6 31 31 

0
 

Complaint Clerk 5 73 73 
0 
0
5 18 31
Supervisor Preventive Maintenance (LS-I) 12/16 -13
 

1 
 1 
 0
|1S-ILS- I 12 1 111 0IM-I 1 1 07 6 6 0
 
ALU1 9 9 


IA M6 
Naib Qasid 5 21 

0
 

Chowkldar 1 21
2 2 0
0SSweeper 
 1 11 1 00
Mali 1 0.
(If lawn is maintained) 1Driver 0 1 -17 10 14 -


Totals: 
 214 
 233 
 -19
 

LCNT STF
 



-----------------------------------------------------------------------------------

----------------------------------------------------------------------------------

------------------------------------------------ ------ -------- -------- ----------

------------------------------------------------------------------------------

Annexure - V
 

Page 95 of 115
 

STAFFING CHART
 
MAINTENANCE & OPERATION SECTION
 

DIVISION - BAGHBANPURA
 
LEVEL - III
 
CUSTOMERS - 55,403
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 17 
 1 1 0
 
Junior Clerk 
 5 1 1 0
 
Distribution Inspector (LS-I) 12/16 2
2 0

Dispatch Coordinator (LS-I) 12/16 4 4 0

Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0
 
LS-I 
 12 3 3 0
 
LS-II 
 11 4 4 0
 
IM-I 
 7 24 24 0
 
LM-II 
 6 26 30 -4 
ALM 
 5 74 74 0
 
Complaint Clerk 
 5 12 21 -9

Supervisor Preventive Maintenance (LS-I) 12/16 1 1 0 
1S-I 12 1 1 0
LS-II 
 11 1 1 0
 
Lu- I 7 4 4 0
LM-II 
 6 6 6 0
 
ALM 
 5 14 14 0

Naib Qasid 1 2 2 0 
Chowkidar 
 1 1 1 0
 
Sweeper 
 1 0 1 -1
 
Mali (If lawn is maintained) 
 1 0 1 -1
 
Driver 
 7 11 14 -3
 

Totals: 193 211 -18
 

BPRA STF
 



-----------------------------------------------------------------------------------

----------------------------------------------------------------------------------

------------------------------------------------ ------ -------- -------- ----------

---------------------------------------------------------

---------------------------------------------------------------------------

Annexure - V
 
Page 96 of 115
 

STAFFING CHART
 
MAINTENANCE & OPERATION SECTION
 

DIVISION - KOT LAKIIPAT
 
LEVEL - II 
CUSTOMERS - 45,459
 

POST BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 0

Junior Clerk 
 5 1 1 0
 
Distribution Inspector (LS-I) 12/16 
 2 2 0

Dispatch Coordinator (,S-I) 12/16 3 4

Supervisor Emergency Maintenance (LS-I) 12/16 

-1
 
1 1 0


LS-I 12 2 3 -1
LS-II 11 4 4 0 
LM-I 
 7 21 21 0LM-II 
 6 26 26 0

ALM 
 5 65 65 0

Complaint Clerk 
 5 6 31 -25
Supervisor Preventive Maintenance (LS-I) 12/16 1 1 0

LS-I 
 12 1 1 0

LS-II 
 11 1 1 0

1,M-I 7 4 4 0
LM- 1. 
 6 6 6 0
ALM 
 5 14 14 0

Naib Qasid 1 2 2 0
Chowkidar 
 1 1 1 0
 
Sweeper 
 1 0 1 -1

Mali (If lawn is maintained) 1 0 1 -1 
Driver 
 7 11 14 -3 

Totals: 
 173 205 -32
 

KLPT STF
 



-----------------------------------------------------------------------------------

----------------------------------------------------------------------------------

------------------------------------------------ ------ -------- -------- ----------

---------------------------------------------------------

-------------------------------------------------------------------------------

Annexure - V
 
Page 97 of 115
 

STAFFING CHART

MAINTENANCE & OPERATION SECTION


DIVISION -
 GULBERG
 
LEVEL 
 - III
 
CUSTOMERS - 50,746
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 0
Junior Clerk 
 5 1 1 0
Distribution Inspector (LS-I) 
 12/16 2 2 0
Dispatch Coordinator (LS-I) 
 12/16 
 0
Supervisor Emergency Maintenance (LS-I) 12/16 
4 
1 

4 

1 0
LS-I 
 12 3 3 
 0
LS-II 
 11 4 4 0LM-I 7 21 21 0LM-II 
 6 21 26 
 -5
ALM 
 5 65 65 0
Complaint Clerk 
 5 13 21 -8
Supervisor Prevntive Maintenance (LS-I) 12/16 1 1 
 0
 

LS-I 12
LS-II 1 1 0
11 1 1 0
LM-I 7 4 4 
 0LM-II 
 6 4 
 6 -2
ALM 
 5 14 14 
 0
Naib Qasid 
 1 2 2 
 0
Chowkidar 
 1 1 1 0Sweeper 
 1 0 1
Mali (If lawn is maintained) -1
 
1 0 
 1 -1
,Driver 
 7 7 14 -7
 

Totals: 
 171 195 
 -24
 

;BRG STF
 



-----------------------------------------------------------------------------------

----------------------------------------------------------------------------------
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--------------------------------------------------------

-----------------------------------------------------------------------------------

Annexure - V
 
Page 98 of 115
 

STAFFING CHART
 
MAINTENANCE & OPERATION SECTION
 

DIVISION - GARDEN TOWN
 
LEVEL - III
 
CUSTOMERS - 64,557
 

POST BPS 
 EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 0

Junior Clerk 
 5 1 1 0

Distribution Inspector (LS-I) 12/16 2 2 0

Dispatch Coordinator (LS-I) 1.2/16 4 4 0

Supervisor Emergency Maintenance (LS-I) 12/16 1
1 0

LS-I 12 3 3 0
LS-II 11 4 4 0 
LM-I 
 7 24 24 0
LM-II 
 6 30 30 0
 
ALM 
 5 74 74 0

Complaint Clerk 
 5 11 24 -13

Supervisor Preventive Maintenance (LS-I) 12/16 1 1 
 0
 
LS-I 
 12 1 1 0

LS-II 
 11 1 1 0

I.M-I 7 4 4 0
LM-II 
 6 6 6 0

ALM 
 5 14 14 0

Naib Qasid 
 1 2 2 0

Chowkidar 
 1 1 1 0

Sweeper 
 1 0 1 -1

Mali (If lawn is maintained) 1 0 
 1 -1

Driver 
 7 8 19 -11
 

Totals: 193 219 
 -26
 

GTWN STF
 

654
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Annexure - V
 
Page 99 of 115
 

DIVISION - KASUR
 
LEVEL - II
 
CUSTOMERS - 61,504
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

M&O Engineer 
 17 1 1 0

Junior Clerk 
 5 1 1 
 0

Distribution Inspector (LS-I) 
 12/16 1 2 -1

Dispatch Coordinator (LS-I) 12/16 3 4 -1
Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0
 
LS-I 
 12 
 2 3 -1

LS-II 
 11 4 4 0

LM-I 
 7 24 24 0

LM-II 
 6 30 30 0
ALM 
 5 74 74 0
Complaint Clerk 
 5 8 28 -20
Supervijor Preventive Maintenance (LS-I) 12/16 1 1 
 0

LS-I 
 12 1 1 
 0

LS-II 
 11 1 1 
 0
LM-I 7 8 8 0LM-II 6 13 13 0ALM 
 5 29 29 0

Naib Qasid 
 1 2 2 
 0

Chowkidar 
 1 1 1 
 0
Sweeper 
 1 0 1 -1

Mali (If lawn is maintained) 
 1 0 1 -1

Driver 
 7 7 15 -8
 

Totals: 212 245 -33
 

<SUR STF
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Annexure - V
Page 100 of 115
 

STAFFING CHART
 
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - FORT
 
LEVEL - III 
CUSTOMERS - 65,365 

POST BPS EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 17 1 1 0
 
Supervisor Meter Reading (MS-I) 12 3 3 0
 
Ms-II 11 
 2 7 -5
 
Meter Reader 
 5 52 65 -13
 
Supervisor Energy Surveillance (LS-I) 12/16 0 1 -1
 
Meter Electrician (LS-II) 11 4 4 0
 
LM-I 7 4 4 0 
Junior Clerk/Typist 5 1 1 0 
Naib Qasid 1 2 2 0 
Driver 7 0 2 -2
 

Totals: 69 90 -21
 

FORT3 SF
 



------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------
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---------------------------------------------------------

------------------------------------------------------------------------------

Annexure - V 
Page 101 of 115 

STAFFING CHART
 
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - BADAMI BAGH
 
LEVEL - III 
CUSTOMERS - 73,642
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 17 2 2 0

Supervisor Meter Reading (MS-I) 12 3 3 0
 
MS-II 
 11 4 7 -3
 
Meter Reader 
 5 54 74 -20

Supervisor Energy Surveillance (LS-I) 12/16 
 0 1 -1
 
Meter Electrician (LS-II) 11 5 5 0
 
LM-I 
 7 5 5 0

Junior Clerk/Typist 5 1 1 0
Naib Qasid 1 2 2 0
Driver 
 7 0 3 -3
 

Totals: 
 76 103 -27
 

BBG113-SF
 



-----------------------------------------------------------------------------------
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----------------------------------------------- ------ -------- --------- -----------

-------------------------------------------------------------------------------------

Annexure - V
 
Page 102 of 115
 

STAFFING CHART
 
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - RANG MAIIAL
 
LEVEL - III
 
CUSTOMERS - 43,472
 

POST 
 BPS EXIS2ING PROPOSED DIFFERENCE
 

MR&ES Engineer 17 1 1 0
 
Supervisor Meter Reading (MS-I) 12 2 
 2 0
 
MS-II 
 11 3 4 -1
 
Meter Reader 
 5 38 43 -5
 
Supervisor Energy Surveillance (LS-I) 12/16 0 1 -1
 
Meter Electrician (LS-II) 11 3 
 3 0
 
LM-I 
 7 3 3 0
 
Junior Clerk/Typist 5 1 1 0
 
Naib Qasid 1 2 2 0
 
Driver 
 7 0 2 -2
 

Totals: 53 62 -9
 

RMHL3 SF
 



------------------------------------------------------------------------------------
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Annexure - V 
Page 103 of 115
 

STAFFING CHART
 
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - SHAIIDARA
 
LEVEL - II
 
CUSTOMERS - 40,535
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 17 1 1 
 0
 
Supervisor Meter Reading (MS-I) 12 2 2 0 
MS-II 11 3 4 -1
 
Meter Reader 
 5 26 41 -15
 
Supervisor Energy Surveillance (LS-I) 12/16 0 1 -1
 
Meter Electrician (LS-*II) 11 3 3 0
 
LM-I 7 3 3 0
 
Junior Clerk/Typist 5 1 1 0
 
Naib Qasid 1 2 2 0
 
Driver 7 0 2 
 -2
 

Totals: 41 60 -19
 

SDRA3 SF
 



------------------------------------------------------------------------------------------
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------------------------------------------------------------------------------

Annexure - V
 
Page 104 of 115
 

STA7FING CHART
 
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - GULSIIAN RAVI
 
LEVEL - III
 
CUSTOMERS - 54,359
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 
 17 1 1 0
Supervisor Meter Reading (MS-I) 
 12 2 2 
 0
 
MS-Il 
 11 2 5 -3
Meter Reader 
 5 42 54 -12

Supervisor Energy Surveillance (LS-I) 12/16 0 1 -1

Meter Electrician (LS-II) 11 4 4 
 0

LM- f 7 4 4 0
Jun.ior Clerk/Typist 5 1 1 
 0

Naib Qasid 1 2 2 0Driver 7 0 2 -2 

Totals: 
 58 76 -18
 

GRV13-SF
 



------------------------------------------------------------------------------------
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Annexure - V
 
Page 105 of 115
 

STAFFING CHART

METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION 
 - SAMANABAD
 
LEVEL - III
 
CUSTOMERS - 38,400
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 17 1 1Supervisor Meter Reading (MS-I) 12 2 2 
0 
0MS-II 11 0 4 -4Meter R'acler 5 33 38 -5Supervisor Energy Surveillance (LS-I) 12/16 0 1 -1Meter Electrician (LS-II) 11 3 3 0LM- 1 7 3 3 0Junior Clerk/Typist 5 1 1 0Naib Qasid 1 2 2 0Driver 7 0 2 -2 

Total-: 45 57 -12 

SABD3 SF
 



-----------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------

------------------------------------------------------------------------------

Annexure - V 
Page 106 of 115
 

STAFFING CHART
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION

DIVISION 
 - A. I. TOWN 
LEVEL 
 - I I 
CUSTOMERS - 39,869 

POST BPS 
 EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer
Supervisor Meter Reading (MS-I)
MS-I1 
Meter Reader 
Supervisor Energy Surveillance 
Meter Electrician (LS-II)
LM-
Junior Clerk/Typist 
Naiib Qasid 
Driver 

(LS-I) 

17 
12 
11 

5 
12/16 

11 
7 
5 
1 
7 

1 
2 
0 

30 
0 
3 
3 
1 
2 
0 

1 
2 
4 

40 
1 
3 
3 
1 
2 

2 

0 
0 

-4 
-10 
-1 

0 
0 
0 
0 

-2 --------------------------------------------------------
Totals: 42 59 -17 

AITN3 SF
 

1L35
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Annexure - V
 
Page 107 of 115
 

STAFFING CHART
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION 
 - CIVIL LINESLEVEL - III
 
CUSTOMERS  44,442 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 

1
Supervisor Meter Reading (MS-I) 

17 1 0
 
12 2 
 2 0
MS-Il 
11 1 4
5 -3
33
Meter Reader 5 1 44
4 -11- 3
 

Supervisor Energy Surveillance
Meter Electrician (LS-II) (LS-I) 12/16 0
11 3 1 -1
3 0
LM-I 

7 3 3 0Junior Clerk/Typist 
 5 1 1 0Naib Qasid 
 1 2 
 2 0
D r i v e r 1 2 -27 0 2 -2 

Totals: 
 46 63 
 -17
 

2LNS3 SF
 

I&~4. 
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Annexure - V
 
Page 108 of 115
 

STAFFING CHART
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION


DIVISION -
 MCLEOD ROAD
 
LEVEL 
 - III
 
CUSTOMERS - 31,419
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 
 17Supervisor Meter Reading (MS-I) 
1 1 0 

12 1 1 
 0
MS-II 
 11 1 3 
 -2
Meter Reader 
 5 29 31
Supervisor Energy Surveillance (LS-I) 12/16 0 
-2
 

1 -1
Meter Electrician (LS-II) 
 11 3 
 3 0
LM-I 
Junior Clerk/Typist 7 3 3 05 1 1 0Naib Qasid 1 2 2 
 0
Driver 
 7 0 
 2 -2
 

Totals: 
 41 48 -7
 

MLRD3 SF
 



-----------------------------------------------------------------------------------
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Annexure - V
 

Page 109 of 115
 

STAFFING CHART 
METER READING AND ENEPGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - SHALAMAR
 
LEVEL - II
 
CUSTOMERS - 39,746
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 17 1 
 1 0

Supcrvisor Meter Reading (MS-I) 12 2 2 
 0
 
MS-II 
 11 2 4 -2

Meter R,ader 
 5 29 39

Supervis-r Energy Surveillance (LS-I) 

-10
 
12/16 0 1 -1
 

Meter Electrician (LS-II) 11 3 3 0

LM-I 
 7 3 3 0
 
Junior Clerk/Typist 5 1 1 0

Naib Qasid 
 1 2 2 0

Driver 
 7 0 2 -2
 

Totals: 
 43 58 -15
 

SMAR3 SF
 



-----------------------------------------------------------------------------------
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Annexure - V
 

Page 110 of 115
 

STAFFING CHART
 
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - LAIORE CANTT
 
LEVEL - II
 
CUSTOMERS - 70,769
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 
 17 1 1

Supervisor Meter Reading (MS-I) 12 3 3 

0
0
MS-II 
 11 2 7 
 -5


Meter Reader 
 5 55 70 -15
Supervisor Energy Surveillance (LS-I) 12/16 
 0 1 -1

Meter Electrician (LS-II) 
 11 5 5 0
LM-I 
 7 5 5 0
Junior Clerk/Typist 
 5 1 1 0
Naib Qasid 
 1 2 2 
 0
Driver 
 7 0 
 2 -2
 

Totals: 
 74 97 -23
 

LCNT3 SF
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Annexure - V
 
Page 111 of 115
 

STAFFING CHART

METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - BAGHBANPURA
 
LEVEL - III
 
CUSTOMERS - 55,403
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 
 17 2 2
Supervisor Meter Reading (MS-I) 
0
 

12 3 3 0
MS-II 
 11 0 6 
 -6
Meter Reader 
 5 48 55 -7
Supervisor Enercgy Surveillance (LS-I) 12/16 0 
 1 -1
Meter Electrician (LS-II) 
 11 4 4 
 0
LM-I 
 7 4 4 0
Junior Clerk/Typist 
 5 1 1 0
Naib Qasid 
 1 2 2 
 0
Driver 
 7 
 0 3 -3
 

Totals: 
 64 81 -17
 

BPRA3 SF
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Annexure - V
 

Page 112 of 115
 

STAFFING CHART
 
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - KOT LAKHPAT
 
LEVEL - II
 
CUSTOMERS - 45,459
 

POSm 
 BPS EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 
 17 1 1 0
Supervisor Meter Reading (MS-I) 
 12 2 2 
 0
MS-II 
 11 
 1 5 -4
Meter Reader 
 5 30 45 -15
Supervisor Energy Surveillance (LS-I) 12/16 0 
 1 -1
Meter Electrician (LS-II) 
 11 3 3 0
LM-I 
 7 3 3 
 0
Junior Clerk/Typist 
 5 1 1 
 0
Naib Qasid 
 1 2 2 
 0
Driver 
 7 0 
 2 -2
 

Totals: 43 65 
 -22
 

KLPT3 SF
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Annexure - V
 
Page 113 of 115
 

STAFFING CHART
 
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 

DIVISION - GULBERG
 
LEVEL - IIl
 
CUSTOMERS - 50,746
 

POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

4R&ES Engineer 17 1 1 0
 
;upervisor Meter Reading (MS-I) 12 2 2 0

IS-II 
 11 2 5 -3

leter Reader 
 5 39 51 -12

;upervisor Energy Surveillance (LS-I) 12/16 0 1 
 -1

leter Electrician (LS-II) 11 4 4 0

IM-I 
 7 4 4 0

Funior Clerk/Typist 5 1 1 0
 
Jaib Qasid 
 1 2 2 0
 
)river 
 7 0 2 -2
 

Totals: 
 55 73 -18
 

jBRG3 SF
 

V1L)
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STAFFING CHART
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION
 
DIVISION 
 - GARDEN TOWN 
LEVEL 


- III
CUSTOMERS 
 64,557
 

POST BPS EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 
Supervisor Meter Reading (MS-I)
MS-li 
Meter Reader 
Supervisor Energy Surveillance (LS-I)Meter Electrician (LS-II)
LM-I 
Junior Clerk/Typist
Naib Qasid 

D r i v e r 

17 
12 
11 

5 
12/16 

11 
7 
5 
1 

1 

1 
3 
2 

40 
1 
4 
4 
1 
2 

2 

1 
3 
6 

65 
1 
4 
4 
1 
2 

---------

0 
0 

-4 
-25 

0 
0 
0 
0 
0-2 

Totals: 
7 0 

58 
2 

89 
-2 

-31 

GTWN3 SF
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STAFFING CHART
METER READING AND ENERGY SURVEILLANCE (MR&ES) SECTION


DIVISION 
 - KASUR
 
LEVEL 
 - II
 
CUSTOMERS - 6-1,504
 

POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

MR&ES Engineer 17 1 1Supervisor Meter Reading (MS-I) 0 
12 3 3 
 0
MS-II 
 11 0 
 6 -6
Meter Reader 
 5 43 62 
 -19
Supervisor Energy Surveillance (LS-I) 12/16 0 1 -1
Meter Electrician (LS-II) 
 11 4 
 4 0
LM-I 
 7 4 4 0Junior Clerk/Typist 5 1 1 0Naib Qasid 
 1 2 2 0Driver 7 0 2 -2 

Totals: 
 58 
 86 -28
 

KSUR3 SF
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POSITION DESCRIPTIC)NS
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ANNEXURE - VII 

VEHIi-1ICrFES & DRIVERS 
EX-[STING AND REQUIRED 

ON RECRGANI ZATION 

i SUHMARY CIF EX.ISTING VEHICLES AND DRIVERS 

AND TIHOSE REQUIRED ON REORGAN I ZATION 
2'. IV'SION-WI,;E DETAIL OF VEHICLES & DRIVERS - IST CIRC'LE 
:3. DJVI:ION-WISE DETAIL OF VEHICLES & DRIVERS - 2ND CIRCLE 
4. DIVSION-WISE DETAIL OF VEHICLES & DRIVERS - 9R, CIRCLE 
5 . D!VISION-WISE DETAIL OF VEHICLES & DRIVERS - 4T1H CIRCLE 

/734
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REORGANIZAION 
 PLAN FOR
CHUNIAN DIVISION AND THE
REMOTE SUB DIVISIONS OF

LEVEL--II DIVISIONS 

I) 	 LEVEL-I REORGANIZATION PLAN
 

II) 	STAFFING CHARTS SHOWING EXISTING STAFF,
PROPOSED STAFF AND THE DIFFERENCE:
 

- CHUNIAN DIVISION AND THE SUB-DIVISIONS 
- REMOTE SUB-DIVISIONS OF LEVEL-Il DIVISIONS 

III) 	POSITION DESCRIPTIONS (SEE VOLUME - II)
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I. ORGANIZATIONAL CHANGES
 

DIVISION
 

The Level-I organization basically consists 
 of the
following changes from existing operations: 

A. ADMINISTRATION
 

I. Organization
 

In the current organization of a typical Division. noadministration section exists such.as The following
staff is engaged in performing what may be 
 called
 
admInistrative functions: 

Ti t le BPSI 
 No. 

Head Clerk 
 11/13 
 1

Steno II 
 12 
 1

Sr. Clerk 
 7 
 2
 
Jr. Clerk 
 5 4 
Driver 
 7 
 1

Maib Qasid 
 1 
 1
Sweeper 
 i 1

Mali 1 
 1
 
Chowkidar 
 1 
 1 

In the new set up, an Administration Section will
created with the above mentioned staff. 
be 

Titles of theexisting staff will be changed so that the titles matchthe nature of the job each employee will perform.
Following will be the new titles:
 

Old Title BPS New Titles
 

Head Clerk 
 11/13 Supervisor Administration 

Sr. Clerk 7 Senior Clerk Personnel 

Sr. Clerk 7 Sr.Clerk General Services 

Jr. Clerk 5 Diary & Despatch Clerk 

Jr. Clerk 5 
 Record Keeper
 

I-i
 



Arnexure - IX 

Page 9 of 47
 

2. Organization Chart
 

The organizational structure of the Administratio: 
Section will be as follows: 

2 Ei INEEaJ2 

ADMINISTRATION STE11O II 

SR. CIERJK SR. CLFPV-

PERSONNEL GENEARAL I 
SERVICES I
 

JR. CLERX JR. CLERX 
 DIAR I
RECOPD-
 DESPATC11
XEEPFR 
 CLERK
 

F I 

Duties and responsibilities will be reassigned to 
various
 
personnel 
in this section as per Job descriptions page 4 
to 18 (Volume II of II). 

B. BUDGn' & ACCOUNTS
 

1. Organization
 

There will be 
 no change in the organizational
 
structure under Level-I.
 

C. CUSTOMER SERVICES
 

I. Organization
 

The existing Revenue 
Office administratively under the
control of the 
Circle. will be converted to the Customer
 
Services Office reporting 
directly to the Divisional
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Engineer. The new Division Customer Services Office will
 
each be equipped with a computer to enter and validate 
data prior to updating and billing customer accounts. 

The Customer Services organization will. undergo moderate 
changes. The title of Revenue Officer will be changed to 
Customer Services Officer (C'SO). The Customer Service 
computer staff will be added and report. directly to the 
CSO. One Accounts Clerk in each Revenue C)ffice will be 
trans.ferred to the Budget and Accounts Section In the 
Division to accommodate the consolidation of certain 
Divisional accounting functions i.e.. (i) unified 
Division accounts ledger preparation (ii) Payroll, 
(iii) Petty cash (See Budget & Accounts Section). 

Computer Section 

The Computer Section consisting of a PC Supervisor and 
two PC Operators will be responsible for the data entry 
and validation of meter readings. customer's basic data. 
and billing adjustments. 

The PC Supervisor will be responsible to keep all 
Divisional PCs operational through existing maintenance 
contracts and assure that consumable suppl ies are 
maintained at, a suitable level, lie will monitor the use 
of the [Cs and offer operational assistance as required. 
lie will also retain the input records for prescribed 
period. 

2. Organization Chart; 

The organizational structure of the Customer Services 
Section will be as follows: 

CUSTOMER SERVICES 
OFFICER 

I I
SCUST~OM Ri GENERAL BILLIG CONTROL! 

CTION 

LCOMPUTER
 

DEBTOR COtROL SECTION I 
SECTIO11 SUPERVISOR (PC)I
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The existing title of the Revenue Officer and theDivision accountant Revenue will be changed to match withthe proposed set up of the Customer Services Section: 

Old Title BPS New Title 

Revenue Officer 17 Customer Service 
Officer
 

Div. Accountant 11/12 Division Accountant 
- Revenue - Funds 

D. 
 PLANNING AND ENGINEERING
 

1. Organization 

Reorganization of the Planning and Engineering componentswithin the Division will improve the effectiveness toplan new services and associated rehabilitation. Thiswill be accomplished primarily through computerization ofplanning techniques. A personal computer (PC) will beinstalled at the Division H which w.ll be used primarily
for planning, and secondarily for processing Stores.Administrat ion. and Finance records. Effectiveness hasbeen further increased through implementation of the
computerizecd Work Order System. 

A Planning Section will createdbe under the Divisional
Engineer which will have responsibility for utilization

of the P'' as a planning tool. This Planning Section will
review proposals 
 for new service applications under

direction of the )ivisional Engineer and will provide
support 
 to Sub Division Officers in preparation ofassociated rehabilitation proposals where needed. The
Planning 
 Section will be comprise of existing staff as
 
follows:
 

Existing New

Position Number BPS Title 

Technical Assistant 
 1 12/16 Planning Supervisor 

Draftsman i 11/12 Unchanged 

Tracer 
 2 5 Unchanged
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2. 	 Organization Chart
 

The organizational structure of the Planning Section will
 
be as follows:
 

DIOAL
 

4
 
EJ
 

PLANIIiGI
 
SUPERVISOR I
 

DRAFTSMAff I
 

TJflCER I TRAlCER
 

E. 	 SUB-DIVISION
 

Service
 

1. 	 Organization
 

In tile existing sub Divisions organization there is a
Connections Section and a DCO/RCO Section. These twosections are responsible for the 	 processing andinstallation of new customer service connections as well as for disconnecting or reconnecting existing customers
in accordance with the appropriate Service Connection
Order ( SCO ), Disconnection Order (D O) and/orReconnectton Order (RCO) and Equipment Removal Order(ERO). In the Level 1 reorganization, these two Sections
have been retained as they are except, that the
supervising Line Superintendents for 	 these Sections willbe redesignated as Supervisor Service Connections and 
Supervisor DCO,/RCG. 

The 	 two Sections will be responsible to the subDivisional officer (SDC)) and will work under his direct 

1-5 
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supervision 

WAPDA policies 

and guidance in accordance 

and procedures. 

with the approved 

New Connections 

The New Connections group will be headed by SupervisorService Connections, a Line Superintendent of grade I whowill report to the SDO. A Senior Clerk will assist him inprocessing the documentation and record keeping relatingto the new service connections applications approvedand../or rejected. etc. .ncluding enhancement of load
applications. 

Crews comprising LMs and ALMs will install the approvedconnections in accordance with the WAPDA approvedConstiruction/Installation standards and specifications.Planning and analysis of the general connectionsapplications up to 15KW (Domestic & Commercial) will bethe responsibi 1.i ty of the Sub Division ServiceConnections Section. The SDO will review and approvefeasibility of each connection before any of these arephyseically installed. 

All new load applications other than and/or exceeding 15W general connections will be processed and routedthrough the WAPPA approved channels. 

Disconnecton arind Reconnecti;on
 

The Disconnection 
 and Reconnection will be headed bySupervisor CO,,'RCfl. a Line Superintendent, of at, leastGrade II (BPS 11) who will be reporting to the S.D.O.Crews comprising Linemen and Asstt. Linemen assigned tothe group will carry out the disconnectiono andreconnections of customer services in accordance with theinformation received from the Customer Ser%,ice Officer.Record keeping of the work progress and receipt andtransmittal of the related documentation will be theresponsibility of the DCO/RCO Supervisor. 

WAPDA's approved policies and procedures ondisconnections and reconnections of defaulting customers 
will be followed.
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2. Organization Chart 

The organizational structure 
be as follows: 

of the Service Section will 

lo
 

SUPERVISOR I-

SERVICESUPERUISOR
SCO UECTIOrIS I DCO CO 

I SR. CIERK 
ALMsL

DCO/RCO
 

W~s I
 

COIIECIION
 

E:isting titles of the supervisory staff will be changedto match with the proposed changes in the organizational,7et up of the New connections and the DCORCO functions. 

Old Title BPS New Title
 

LS Cornections 
" 12/16 u iioUpe-rvie~ror oerjvireP 
Connections
 

LS ['CO/RCO 
 11/12 Supervisor DCO/RCO 

Maintenance & Complaints (M&C)
 

1. Organizatiorn 

The Maintenance and Complaints SectionDivisions inl the Levelwill continue to be calledComplaints Section. However, 
the Maintenance & 

crews wilj 
 be assigned 

1-7
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specific responsibilities to ensurepreventive maintenance that, properof the Distributionthe*ir System withinrespective sub Divisional
accordance area is performed inwith specific maintenance schedules. Emergencycrews will make maximum use of available communicationand transportation means to improve response times tocustomer complaints. 

a. Preventive Maintenance
 

Utilizing 
 the available sanctioned M&C staff in eachDivision, sufficientsub crews headed by an LFM/LSwill be assigned to perform preventive maintenanceof distribution lines and equipment inwith a maintenance schedule 
accordance 

that willfacilities cover allat least twice per year. The crews willoperate from a central point wi thresponsibility completefor maintaining all feederssub Division to a level that will 
in the 

ensure continuityof electric power supply to all customers.group will Thisalso assist in attendingemergency to largesystem conditions
complaint crews. Required number 

reported by the 
of personnel willbe utilized temporarily from the ir preventivemaintenance duties to assist with these emergencies.The crews will go back to their preventive workafter attending such emergencies. 

b. Emergency Maintenance
 

The emergency 
 crews supervised
assigned to attend 

by L.s will becustomers reporting no-powercomplaints. These crews will work two or three daily
shifts. 

In urban areas all complaint crews are to operatefrom a centrally located service center. Complaintcenters attended by complaint clerks only may beestablished at. convenient locations catering 5to6 thousand orcustomers
communlcations each where te lephoneare available between the complaintcenters and the Central Service Center.complaint clerks Thewill pass on all complaintsCentral to theService C enter for crew dispatchingtrouble areas. toThis arrangement will resultoptimunm utilization inof complaint crews with loweroperating costs. 

Major system emergency conditions that result inbreakdowns beyond the scope and effort. ofcomplaint crews thewill be reported to the PreventiveMaintenance group for rectification on prioritybasis. The emergency complaint crews, however,wherever possible, will provide temporary Power to 
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the areas and the 
emergency breakdowns. 

customers affected by the 

Complaint centers in rural areas will be attending
complaints with dedicated crews assigned to each
complaint center. On an average, one complaint
center will serve customers in a radlue of 8 to 10
kni each depending upon the terrain and customer 
density. 

Number of shifts for each complaint center will
depend upon a study based on the number of 
customers, frequency and duration of power failure
(no--power) complaints reported over a period of 
time. 

2. Orgrnization Chart 

The organizational structure of the Maintenance &
Complaints Section will be as follows: 

S.D.0.j I 

SO PElU ISOR SUPERU lSOR

PREVENT I E EMERGENICY

INT ENANiCEMA MAN TtEtNNCE 

, -I I-l 

IFM- II/S- I IS LS 1I S 1 

- II I
 

RURfAL COMPLAINT CITY COMPLAINT
 
LINE CREWS CEHTRES CENTRES 

IHs A ALMS LMs A ALMs LMs &ALMs 
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Existing titles of the supervisory staff will be changedto match with the proposed set up of the Maintenance &
Complaints organization. 

Old Title BPS 
 New Title
 

LFI/LS [aintenance 12/16 Supervisor Preventive
( Incharge) Maintenance 

LS Complaints 12/16 Supervisor Emergency
(Incharge) Maintenance
 

I-1O 

At d' 



Annexure - IX
Page 18 of 47
 

II. FUNCTIONAL/PROCEDURAL CHANGES
 

A. ADMINISTRIT.ION
 

The Payroll will be computerized similar to the Model 
Divisions.
 

Position descriptions of all personnel in theadministration section will be as on pages 4-18 (Volume
II of II). Supervisor Administration will maintain an upto-date file of the position descriptions of all
Divisional personnel. 

Personnel record at. the 
 Division level will be
systematized atand kept one place with the Record Keeperunder the direction of Supervisor Administration. Thefollowing Divisional record will also be centralized with

the Supervisor Adminisrration: 

- At.tendance Register
 
- Incumbency Register
 
- Service Books
 
- Subject-wise personnel/action files
 

The role of the Divisional Engineer will be augmented inimplemen ta tion of the new Accident Investigating
Procedures. The Divisional Engineer will be required tohold monthly Safety Meetings with the Sub-Divisional
Engineers Division ensureof the to that the WAPDA SafetyCode Is being implemeited in letter and spirit. 

B. BUIDG1' & ACCOUNTS 

The -SO will retain his drawing and disbursing position
and will continue to exercise his usual financial powers

vested in his position.
 

The CSO) will dispense with preparation of monthlyaccounts, instead, he will prepare ledger posting
summaries for all the prime entry books and pass on to
Division for incorporation into Division's 
accounts. 

The CSO will remain responsibLe for all financial
budgetary control in respect 

and 
of his office. He will keepsuitable subsidiary/menoranda record for the commercial 

expenditure. 

CSX) will remain responsible for andinternal external
audit and for executive inspection, hence he will keepthe auditable vouchers and consumer records. 

Monthly accounts and the management reports will be
combined and only one set of them will be produced. 

I-li 
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Computerized General Ledger and Management. Reports willbe produced. List of Management Reports to be 
computerized is listed as follows: 

a) Distribuiton C)perating Steitement 
b) Revenue Statement 
c) Miscell.aneous Income Statement 
d ) Commercial Operation Statement 
e) rlebt.ors (other than Energy)
f) C:'editor Control Report 
g) hepairs and Maintenance of Distribution Equipment 
11) Transport Operating Costs 
1) Storekeeping Expenses 
J) Statement of Assets and Liabilities 
k) Staff and LabonI, Report
1) Staff Related Cost 
m) Management and Administrative Cost 
n) Statement of Revenue and Expenditure 

Ledger Post-ing Summaries for Banking/

Customer Services Transactions
 

The Piv J.lonal Accountant - CSO will continue to be
responsible for the preparation of Ledger Posting
Summaries and Journal Voucher in respct of

BankingiCustomer Services transactions viz assessments.

realizations, adjustments of bills
energy capital
contributions, collection/refund/ adjiustinent of
consumer's security,. remittance of cash to AEB Bank. The
CSC) shall authorize these Ledger Posting Summaries and


otirnal Vouchers for incorporation In Divisional
 
Acounts.
 

C. CUSTOMER SERVICES
 

The current Commercial Procedures will be utilized 
modified with the addition 

as 
of 47 amendments to adopt the

data entry and validation process in the Level-I 
Divisions. A Log Checking Guide will issuedbe by the 
AEB Dy. Director (CO) end the Director - (C.S). 

D. PIANNING AND ENGINEERING
 

At present it is only required to introduce the PC as a
planning tool. The sanctioning of new connection will
continue as per WAPDA procedures. The introduction ofthe computerized Work Oider System allows a smooth and
orderly implementation of the planning proposals. 
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a. Planning Section
 

The Planning Section is responsible to review allproposed Work Orders on behalf of the DivisionalEngineer. including those requiring sanctioning by tiheDivisional Engineer or by a higher authority. (.5KW to 
1.1)00 KW). 

Computer analysis of I.T/L.T. systems is dependent. on theavailability of data descriing existing H.T/L.T.
facilities. The Planning Section is responsible to
maintain current system drawings provided by the
respect.ive SDO's and maintain current data files
describing the existing facilities. These files will be
available for use by the SDO as well as the Planning 
Section. 

At the request of the respective SDO's. the Planning
Section is responsible to perform analysis of existing
H. T/L.T. systems and to propose improvements to the
systems. These computer results will be used for 
preparation of Work Orders. 

Service conditions (adequacy of voltage and thermal 
conditions) must be reviewed on a periodic basis. ThePlanning Section will review the existing conditions oneach LT system at least once every three years. In response to their findings, the Planning Section willdevelop rehabilitation proposals which will be used bythe SD)0 for preparation of rehabilitation Work Orders. 

b. Overall Planning
 

The SDO will be provided access to the PC' for analysis of 
new services at his discretion. 

The SD) is responsible to prepare and maintain up-to-date 
a complete set of the Sub-Division Distribution SystemSingle Line Diagrams. These drawings will include all
information necessary for analysis of existing systems
including transformer size and impedance. conductor size,
length. No. of phases, type, estimated demand of each 
connected service. 

The following references on planning procedures are to be 
u.tilized at the Division level: 

a. Division Planning Guide 

b. Technical Audit Procedures 

c. Guidelines For Preparing Proposals 
For the Rehabilitation of L.T. System 

11-13 
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d. 	 Computerized Work Order System (CWOS) Operation 

Manual
 

e. 	 Location Code
 

f. 
 PC Based Feeder Analysis Program Operation Manual
 

g. 	 Technical Reports:
 

TI 	 Current Carrying Capacitor for Overhead 
Conductors. 

T2 	 Economical Evaluation of Distribution High
Tension Conductor Sizes 

T3 	 Application of Line Regulators 

T4 	 Ampere Rating of Underground Cables 

T5 	 Economical Evaluation of Grid Station 
Transformer Sizes 

T6 	 Economical Evaluation of Three Phase 
Distribution Transformer 

T7 	 WAPDA Distribution System Engineering
 
Economic Studies 

T8 	 WAPDA Distribution System Over Current
 
Protection Report 

T9 	 WAPDA Distribution System Planning Guide 
to Determine Equivalent. Demand on Grid 
Station Transformers 

TlO 	 WAPDA Distribution System Planning Criteria 

Tll WAPDA Distribution System Voltage Flicker 
Guideline 

T12 Low Tension Conductor and Service Guidelines 

h. 	 Procedure for Economic Analysis of ELR Works. 

E. 	 SUB-DIVISION (RURAL & URBAN)
 

Service
 

a. 	 New Connections Section
 

Plan 
 new 	 service connections 
 of Domestic and
Commercial categories (general connections) up to 
15
KW load, for approval by the SDO 
and 	maintain
 
relevant record. 

11-14 
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Prepare data and propose plan of service fcr theservice connections (above 
new 

for 	
15 KW of general load)review and approval by 
 the competent


authorities. 

Construct customer service for new connections andfor 	 augmentation of ex:isting loads in accordancewith the approved WAPDA policies, standards and
procedures.
 

Supervise contracted construction works through itsvarious 
 phases of compl(tion 
 as 	 per contract
conditions and directions of the competent authority
and submit the required progress reports
 

Assist in 
the administration of WAPDA Safety Program
the 	 enforcement
and of safety policies aid
 

practices.
 

Ensure cooperation 
among employees 
and 	coordinate
activities 
 with 
 other sections 
 for 	 efficient

discharge of responsibilities.
 

Prepare 
and 	submit. relevant reports 
and returns as
 
per procedures.
 

b. 	 Disconnection and Reconnection Section
 

Disconnect, reconnect and/or 
 remove 
 customer
services as per directives and 	 information received
from 	the Division Customer Service Officer.
 

c. 	 Maintenance and Complaints Section
 

Carry out preventive routine maintenance

Distribution System and 	

of the 
allied facilities including
primary and secondary networks for 	 the sub-Division 

at least twice per year.
 

Maintain transformers, 
 capacitor banks, 
 fuses.
switches, controls, 
 reclosers. 
 sectionalizers,
voltage regulators 
and 	other distribution 
systemequipment to 	 ensure their continued reliable 
operation. 

Suggest 
 and 	 make recommendations on changes
pertaining to improvement of distribution lines and
equipment.
 

Attend major emergencies 
 of power breakdowns andrestore service in 
an efficient and safe manner with
minimum revenue loss 	to WAPDA. 
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Operate complaint centres and attend customer no power complaints with optimum utilization of
 
manpower, trLinsport and material 
resource.
 

Assist in the administration of WAPDA Safety Program

and the enforcement of 
 safety policies and
 
practices.
 

Prepare and submit reports and returns in

accordance with the laid down procedures. 

The Sub-Division technical staff will follow the
available new WAPDA policies and procedures that will
guide their activities in the performance of duties
assigned to each functional area. The procedures and
guides that will be implemented are listed below: 

1. Maintenance Procedures Manual for Line Crews 

The Manual contains procedures that will be used to

inspect, maintain and/or 
 replace distribution lines.

tools and equipment in a safe uniform 
 and efficient
 
manner.
 

The Manual provides for the safety of the line crew
personnel and the general public through safe work
practices in accordance with the WAPDA Safety Code. 

This Manual has been designed for use by Supervisors and

line crew personnel and should 
 be used as a guide for
 
Distribution maintenance.
 

2. Construction Procedures Manual for Line Crews
 

The Manual contains procedures and guides that are to be

used to install distribution 
 lines and equipment in a 
safe, uniform and efficient manner.
 

The procedures are designed in strict adherence to theWAPDA Safety Code and provide for safety of line crew 
personnel and the general public. 

3. Operating Procedures Manual for Line Crews
 

The Manual contains procedures and guides that will help
insure the operation of the power distribution system in 
a safe, efficient and productive manner. 

The procedures have been designed in strict adherence toWAPDA Safety Code which provide for the safety of theline crew personnel and the general public. The manual
should be used by line crew personnel and the supervisors 
as a guide for operation of the distribution system. 
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4. Distribution Switching Operations Procedures Manual
 
This procedure manual details switchingdistribution methods wherebylines and equipmentenergized or are energized, dere-energized. These switchingprocedures operationare set forth in compliancesafety with the WAPDApolicy. Compliance with the manual willsafety of equipment, employees ensure

and the general public.
 
Strict adherence 
 to the Power DistributionOperation Procedure Switching

Manual
between will increase cooperationand mutual confidence 
departments 

in the various operatingand individuals involved in clearanceissuance of permit-to-work-
and 

5. Field Switching Guide
 

The Field Switching Guide delineates responsibili.tyaction andof the field organizations involvedreceipt of for thepermit-to-work clearancefacilities. on distributionThe document is referencedDistribution to theSwitching
the WAPDA 

Operation Procedures Manual andSafety Code which, together, coverrequirements thefor safe work methods. 

6. Capaceitor B]ank Field Maintenance Procedure 
This procedure has been designed to guide thestaff in maintaining field |,&Othe fixedinstalled and switchedi capacitorson the distribution lines.provides methods The procedurefor the testing, inspectionadijustments and fieldof the capacitor banks and controls to ensuretheir continued beneficial operation1. 

11-17 
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III. TRAINING & IMPLE1MENTATION
 

A. ADMINISTRATION
 

EBASCO Team will instruct the field staff comprised ofthe Supervisors Administration (previously Head Clerks)and will follow-up the implementation activities.
 

B. BUDGET & ACCOUNTS 

WAPDA Computer (-,enter and EBASCO willfinance teamsprovide initial instruction and follow-up support to thePC Supervisors to computerize Diisional accounting. Arepresentative of the Director Finance AEB will beassociated in this exercise. The training will beprovided to the following field staff: 

PC Supervisor 
Divisional Accountant 
Accounts Clerk 

The training program will prepare field staff on aschedule coincident with the overall AEB reorganization 
plan. 

C. CUSTOMER SERVICES
 

The General Manager - Customer Services will establish animplementation team for each region consisting of: 

1) Dy. Director - Customer Accounts (AEB)
2) Dy. Director - Customer Services (Circle)
3) 
4) 

D,,. Director - Computers (AEB)
Customer Services Officer (EBASCO) 

This 
room 

team shall train 
in each Division. 

the Division personnel in the PC 

The trainees will cover the following topics: 

1) 
2) 

3) 
4) 

The PC. its development and 
Procedure Changes (required 
Sample Data Entry 
Data. Validation 

operation. 
to use div l PC) 

5) Date Correction/Re-entry 
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The trainees in each Division will be:
 

1) Customer Services Officer
 
2) Commercial Superintendent 
3) Billing Supervisor

4) Debtor Control Supervisor
 
5) P.C. Supervisor
 
6) P.C. Operator(s)
 
7) Data Control Clerk
 

The team will function till implementation of procedures
in all Divisions 
of the Region to ensure that the
procedures are properly followed on implementation to
attain the desired objectives. 

The General Manager - (C.S) will also establish aSupervisory Cormittee to monitor the training andimplementation process giving assistance as required. 

The Sopervisory Committee shall consist of: 

1) Direc-tor Customer 'Services (AEB)
2) Director C.S.C). (IIQ)
3) Dy. Director PS/A WAPDA Computer Centre (HO)
4) Advisor Commercial (EBASCO) 
5) Customer Services Officer (HQ) 

One ca].endar month shall be allotted to each Circle tocomplete the trairting arid irplernentation process. 

In eddition, it is proposed that a survey be conducted inthe AEB to identify those staff who need training in the
exist iInp Comrm e rc i.al Procedures. They can then be

scheduled to participate 
 in the courses already developed
 
as follows:
 

Ho. Title 

C 800 Commercial Course for DCM/D1l

C 700 Commercial Course for CSO/SDO

C 470 Commercial Cr-'rse for Supervisor/Senior Clerk

C 370 Commercial Cuirse for Commercial Clerk
C 300 Commercial Course for General Clerk
C e_(() Commercial Course for Meter Reader
C 100 Commercial Course for Bill Distribution 

D. PlANNING & ENGINEERING
 

Tra~ning of the reorganized staff will include bothforma] training at DTI and special training by WAPDA IIQpersonrnel. Each individual whr, will use the PC should
first altend the "Hicro Computer User" Course DP-I0 atDTI. After taking. this course, the individual will be
given training in PC Feeder Analysis by trainers under 
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the Chief Engineer Dist. Planning at WAPDA HQ. Employees 

to be trained are:
 

Title 
 No.
 

Planning Supervisor 
 i
 
Draftrman 
 1 

In addition, the Divisional Engineer and Planning
Supervisor should 
 also attend the "Micro Computer

Supervisor- Course DP-30.
 

E. 	 SUB-DIVISION (RURAL & URBAN)
 

In order to update and refresh the technical knowledge
and to improve upon the e:isting work practices of theDivision technical personnel, all line staff in the subDivisions including the Supervisors (LineSuperintendents) should undergo training in Distribution
construction, maintenance and operation functions. 

Following training courses developed under the Power
Distribution Program are 	available at DTI and at 
the
 
Linesmen Training Schools at 
Circle level:
 

1. 	 Line Superintendent Technical
 
Training Course T-500
 

2. 	 Lineman Training Course T-300 For LM-Is & Hs
 

3. 	 Asst. Lineman Training Course
 
T-100 For ALts 

The Line Superintendents should also attend the presently
available refresher courses at the Faisalabad Training 
Institute.
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IV. BENEFITS
 

A. ADMINISTRATION
 

Computerization of the payroll will provide considerabletime savings as well as improve accuracy of records.Improved record-keeping, better definition 
responsibi li ties and augmented 

of 
monitoring of transportand safety areas will theenable Divisional Engineer to

exercise effective control of this area. 

B. BUDGiT AND ACCOUNTS 

Computerization of accounts will accelerate generationmonthly accounts and the management reports. It will also
of 

reduce the manual labor and improve report accuracy. Thetime and thus willeffort saved be used more gainfully in
other accounting activities. 

Combining of certain accounting activities of CustomerServices and Divisionthe Offices will result inproduction of only one set, of accounts and managementreports which will eliminate duplication of efforts used
for producing identical reports. 

C. CUSTOMER SERVICES
 

Customer Services data entry of meter reading andadjustment input forms into the Division computer will
allow for instant validation 
 of the info rmation entered.Discrepancies can be corrected before the data is sent tothe bil.1ng computer. Transmittal of data to theAEB,Circle computer centres in form athe of diskettewill be secured and easier than the despatch of largequantities of papers. This system has the potential toachieve a dramatic reduction in customer billingcomplaints. Bills should be rendered more promptly whichwill both improve cash flow for WAPDA and allow theprescribed time for customers to make payment. 

Customer Services staff will be trained in dealing withthe public and therefore will be capable of dealing withcustomer related problems and their solutions. 

Operation of a Level I Division will prepare CustomerServices personnel for the planned introduction of therevised Commercial Procedures in Level II Level& III. 
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D. 
 PLANNING AND ENGINEERING
 

The quality of planning for new service installations
will be improved through use of computerized feeder 
analysis. 

Planning for HT/LT rehabilitatirn will be made possible
through the use of computerized feeder analysis. 

Review of cases to sanction new loads will be more 
efficient. 

Information regarding exist, ing facilities will be better
organized and will be readily available.
 

Communications between the Divisional Engineer and Sub-
Divisions will be improved. 

Responsibility for compliance with planning criteria will 
be defined. 

Preparations will be made for future implementation of
the Automated Work Order System and the Outage Reporting 
S.v s t.eM. 

aterial forecasting will improve the ability to respond 
to new service requests and rehabilitation plans. 

Losses will be reduced through rehabilitation planning. 

Reliability will improve through conformance to planning 
criteria and through rehabilitation planning. 

Human resources wil bo upgraded through training. 
particularly in the computer area. 

E. SUB-DIVISION (RURAL & URBAN)
 

In Maintenance & Complaints areas. introduction of
Preventive Maintenance will ensure reliability and
continuity of the power supply to the customers resulting
in enhanced WAPDA revenues. 
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STAFFING CHART
 
DIVISION HQ
 

DIVISION - CHIUIIAN
 
:LEVEL - I
 

CUSTO1ERS 

,' WAPDA 
__ 

, 
POST : BPS . EXISTINGIYARDSTICK DIFFERENCE: 

- - - -- - - - - - - - - - - - - - - - - - - - - I I - - - - - I - - -

Divisional Engineer 18 1 1 
 0
 
Stenographer 1i 1 1 0
 
Driver 
 7: 1: 6 -5 

lGeneral Section
 

:-upervtsor Administration (Head Clerk) 1i 1 1 0

(UDC) Senior Clerk 7 2 2 0
(LDC) -Junior Clerk/Typist 5 2 1 2 0
 
Nalb Qasid 
 1 3 3 0 
Chowk idar 11 1 0
 
Sweeper 
 1 1 1 0 

:ra : I i 0 

Accounts Section 

Divisional Accountant 
 11 , 1 : 0 
Accounts Clerk 
 7 3 3 0
 
(LDC) Junior Clerk/Typist 5 6 6 0 

Drawing Section 

Draftsman 
 12': 1 1 0
 
Tracer 
 5 2 2 0
 

Totals: 27 32 
 -5
 

ohun-stf
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STAFFING LEVEL I SUBDIVISIONS
 

SUBDIVISION 
 - KANGANPUR
 
DIVISION 
 - CHUNIAN
 
SUBDIVISION CUSTOMERS 
-


YARSTICK
 
POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Sub Divisional Officer 
 17 1 1 0
Supervisor Service Connections (LS-I) 12/16 1 
 1 0
Senior Clerk 
 7 1 1 
 0
LM-I 7 2 2 0ALM 
 5 4 4
Supervisor DCO/RCO (LS-II) 0
 
11 1 1 0LM-I 
 7 2 2 
 0
ALM 
 5 4 4 0Supervisor Preventive Maintenance (LS-I) 12/16 1 1 01IM-I 7 2 2 0LM-II 
 6 4 4 0ALM 
 5 9


Supervisor Emergency Maintenance (LS-I) 12/16 
9 0
 

1 1 
 0
[,S-II 
 11 2 2 
 0
LM-I 
 7 10 10 0
LM-II 
 6 8 
 8 0
ALM 
 5 27 27 0
Complaint Clerks 
 5 

Meter Reading Supervisor (MS-I) 12 

2 2 0
 
1 1 
 0
MS-II 
 11 1 1 
 0
Meter Readers 
 5 9 12 -3 

General Section
 

Senior Clerk 
 7 1 
 1 0
Junior Clerk 
 5 3 3 0
Naib Qasid 
 1 2 
 2 0
Chowkidar 
 1 1 1 
 0
Sweeper 
 1 0 
 1 -1
Lorry Cleaner 
 3 0 1 
 -1
Drivers 
 7 2 
 4 -2
 

Totals: 
 102 109 
 -7
 

SDS KGPR
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STAFFING LEVEL I SUBDIVISIONS
 

SUBDIVISION 
 - CHUNIAN 
DIVISION 


- CHIUNIAN 
SUBDIVISION CUSTOMERS 
-


YARSTICK
 
POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Sub Divisional Officer 
 17 1
Supervisor Service Connections (LS--I) 12/16 1 
1 
1 

0
0
Senior Clerk 
 7 1 1 
 0
LM- I 
 7 2 
 2 0
ALM 5 4 4 0
Supervisor DCO/RCO (LS-II) 
 11 1 1 0LM-I 7 2 2 0
ALM 
 5 4 4Supervisor Preventive Maintenance (LS-I) 12/16 
0 

0 1 
 -1
LM-I 7 2 2 0LM-II 
 6 4 
 4 0
ALM 
 5
Supervisor Emergency Maintenance (LS-I) 12/16 
9 9 0
1 1 
 0
LS-II 
 11 2 
 2 0LM-I 7 10 10 0
LM-II 
 6 8 
 8 0
ALM 


Complaint Clerks 5 27 27 0
5 2 2 
 0
Meter Reading Supervisor (MS-I) 1
12 1 
 0
MS-II 
 11 1 
 1 0
Meter Readers 
 5 15 
 23 -8
 

General Section
 

Senior Clerk 
 7 1 
 1 0
Junior Clerk 
 5 3 
 3 0
Naib Qasid 
 1 2 2 
 0
 
Sweeper 

1 
1 

1 
0 

1 0
 
Chowkidar 


1 -1
Lorry Cleaner 
 3 0 1 -1
Drivers 
 7 3 
 4 -1
 

Totals: 
 108 120 
 -12
 

SDS CHUN
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STAFFING LEVEL I SUBDIVISIONS
 

SUBDIVISION - MANGA MANDI 
DIVISION - CHUNIAN 
SUBDIVISION CUSTOMERS -


YARSTICK
 
POST BPS EXISTING PROPOSED DIFFERENCE
 

Sub Divisional Officer 17 1 1 
 0
 
Supervisor Service Connections (LS-I) 12/16 1 1 0
 
Senior Clerk 7 1 1 0
 
LM-I 7 2 2 0
 
ALM 5 4 4 0
 
Supervisor DCO/RCO (LS-II) 11 1 1 
 0
 
LM-I 7 2
2 0
 
ALM 5 4 4 0
 
Supervisor Preventive Maintenance (LS-I) 12/16 0 1 -1
 
LM-I 7 2 2 0
 
LM-II 6 4
4 0
 
ALM 5 9
9 0 
Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0
 
LS-II 11 2 2 0
 
LM-I 7 10 
 10 0
 
LM- II 6 88 0 
ALM 5 27 27 0
 
Complaint Clerks 5 2 2 0
 
Meter Reading Supervisor (MS-I) 12 1 1 0
 
MS-II 11 1 1 0
 
Meter Readers 
 5 8 15 -7
 

General Section
 

Senior Clerk 7 11 0 
Junior Clerk 5 3
3 0
 
Naib Qasid 1 2 2 0
 
Chowkidar 
 1 1 1 0
 
Sweeper 1 0 1 
 -1
 
Lorry Cleaner 3 0 1 
 -1
 
Drivers 
 7 3 4 -1
 

Totals: 101 112 -11
 

SDS MMDI
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STAFFING LEVEL I SUBDIVISIONS
 

SUBDIVISION -
 BHAI PHERU
 
DIVISION - CHUNIAN
 
SUBDIVISION CUSTOMERS -


YARSTICK
 
POST BPS 
 EXI3TING PROPOSED DIFFERENCE
 

Sub Divisional Officer 
 17 1 1 0
 
Supervisor Service Connections (LS-I) 12/16 1 1 0

Senior Clerk 
 7 1 1 0
 
LM-I 
 7 2 2 0
 
ALM 
 5 4 4 0

Supervisor DCO/RCO (LS-II) 
 11 1 1 0
 
LM-I 
 7 2 2 0

ALM 
 5 4 4 0
 
Supervisor Preventive Maintenance (LS-I) 12/16 1 1 0

LM-I 7 2 2 0
LM-II 
 6 4 4 0
 
ALM 
 5 9 9 0
 
Supervisor Emergency Mainteiance (LS-I) 12/16 1 1 0
 
LS-II 
 11 2 2 0

LM-I 7 10 10 0 
LM-II 
 6 8 8 0
 
ALM 
 5 27 27 0

Complaint Clerks 
 5 2 2 0
 
Meter Reading Supervisor (MS-I) 12 1 1 
 0

MS-II 
 11 1 1 0

Meter Readers 
 5 10 21 -11
 

General Section
 

Senior Clerk 
 7 1 1 0
 
Junior Clerk 
 5 3 3 0
 
Naib Qasid 
 1 2 2 0
 
Chowkidar 
 1 1 1 0
 
Sweeper 
 1 0 1 -1

Lorry Cleaner 
 3 0 1 -1

Drivers 
 7 2 4 -2
 

Totzils: 103 118 -15
 

SDS BPRU
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STAFFING LEVEL I SUBDIVISIONS
 

SUBDIVISION 
 - PATTOKI I
 
DIVISION 
 - CHUNIAN
 
SUBDIVISION CUSTOMERS 
 -


YARSTICK
 
POST 
 BPS 
 EXISTING PROPOSED DIFFERENCE
 

Sub Divisional Officer 
 17 1
Supervisor Service Connections (LS-I) 12/16 
1 0
 

1 1 
 0
Senior Clerk 
 7 1 1 
 0
LM-I 
 7 2 2 
 0
ALM 
 5 4 4 0
Supervisor DCO/RCO (LS-II) 
 11 1 1 
 0
LM-I 
 7 2 2 0
ALM 
 5 4 4 0
Supervisor Preventive Maintenance (LS-I) 12/16 0 1 
 -1
LM-I 7 2 2 0LM-II 
 6 4 4 
 0
ALM 
 5 9
Supervisor Emergency Maintenance (LS-I) 12/16 1 
9 
1 

0
 
0
LS-II 
 11 2 
 2 0
1,M-I 7 10 10 
 0LM-II 
 6 8 8 0ALM 
 5 27 27 
 0
Complaint Clerks 
 5 2 2
Meter Reading Supervisor (MS-I) 0
12 1 1 
 0
MS-II 
 11 1 1 
 0
Meter Readers 
 5 8 18 -10
 

General Section
 

Senior Clerk 
 7 1 1 0

Junior Clerk 
 5 3
Naib Qasid 3 0
1 2 2 
 0
Chowkidar 
 1 1 
 1 0
Sweeper

Lorry Cleaner 3 

1 0 
1 

1 
1 

-1
 
0
Drivers 
 7 2 4 
 -2
 

Totals: 
 101 115 
 -14
 

SDS PTKI
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STAFFING LEVEL I SUBDIVISIONS
 

SUBDIVISION - PATTOKI II
 
DIVISION - CHUNIAN
 
SUBDIVISION CUSTOMERS -


YARSTICK
 
POST 
 BPS EXISTING PROPOSED DIFFERENCE
 

Sub Divisional Officer 
 17 1 1 0

Supervisor Service Connections (LS-I) 12/16 1 1 0
 
Senior Clerk 
 7 1 1 0

LM-I 
 7 2 2 0

ALM 
 5 4 4 0

Supervisor DCO/RCO (LS-II) 11 1 1 0
 
LM-I 
 7 2 2 0

ALM 
 5 4 4 0

Supervisor Preventive Maintenance (LS-I) 12/16 0 
 1 -1
 
LM-I 
 7 2 2 0

LM-II 
 6 4 4 0

ALM 
 5 9 9 0

Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0
 
LS-II 
 11 2 2 0 
LM-I 
 7 10 10 0
LM-II 
 6 8 8 0
 
ALM 
 5 27 27 0

Complaint Clerks 
 5 2 2 0
 
Meter Reading Supervisor (MS-I) 12 1 1 0
 
MS-II 
 11 1 1 0
 
Meter Readers 
 5 10 16 -6
 

General Section
 

Senior Clerk 
 7 1 1 0

Junior Clerk 
 5 3 3 0

Naib Qasid 
 1 2 2 0
 
Chowkidar 
 1 1 1 0
 
Sweeper 
 1 0 1 -1
 
Lorry Cleaner 3 1 1 0
 
Drivers 
 7 2 4 -2
 

Totals: 103 
 113 -10
 

SDS PTK2
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STAFFING REMOTE SUBDIVISIONS
 

SUBDIVISION 
 - BATAPUR 
DIVISION 
 - SHALAMAR
 
SUBDIVISION CUSTOMERS - 11.900 

I IYARSTICK,

POST 
 BPS EXISTING: PROPOSED: DIFFERENCE
 

!_ 

Sub Divisioal Officer II*------------_17 
 1 0
 
!Supervlsor Service Connections 
 (LS-I)

LI-, 11 i0,- Cir i 1? 012/16
7 1 i 0AM-I 7 2 2 05 4 

'Th~perv or I.ORCO (IS- I) 
4 
1 

0
011 1L1--I 7 2 2 0ALM 5 4 4 0!Supervisor Preventive Maintenance (LS-I)!12/16 1 1 0L-L I : 7 2 2 06 4 4 0ALM 
 5 9 9 0!Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0LS- II 11 2 2 0ni-I I 7 10 10 0- II 6 8 8 0ALlIM 

!Complaint. Clerks 
5? 27 27: 0
5 2 2: 0Meter Reading Supervisor (MS-I) 12 1 1 0S--I I II: 1? 1i 0:Meter Readers 5 12 15 -3 

Gleneral Section 

Senior Clerk 7 i i 0Junior Clerk 5 3 
 3 0
Nalb nsld i 2 2 0Chowkidar 1 1 10Sweeper 1 i i 0Lorry Cleaner 3 1 1 0 
Drivers 7 50 -5 

i ----------------------
Totals: 
 105 113 
 -8
 

SDS-BPUR
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STAFFING REMOTE SUBDIVISIONS
 

SUBDIVISION 
 - RAIWIND
 
iDIVISION 
 - KOT LAKIIPAT 
SUBDIVI SION CUSTOMERS - 10.500 

POST YARSTICK!
POST 
 BPS 
 EXISTING: PROPOSED DIFFERENCE!
 
-- g- -- - -
 -


Sub Divisional Officer 17 
- -- - - -

0 
-


Supervisor Service Connections (LS-I) :12/16 1 1
Senior Clerk 0
 
7 1 1 0LM-I 
7 2 2 0AL1 
5 4 4 0Supervisor DC'O!RCO (LS-II)LM-I ii0 
7 2 2ALM 0 
5 4Supervisor Preventive Maintenance (LS-I) 12/16 0 

4 0 
1 -1LM-I I 7 2 2 0LM-II 6 4 4 0ALM 

5 9 9 0Supervisor Emergency Maintenance (LS-I) :12/16 1 1 
 0
LS-II 
11 2 2LM-I 0 

7 10 10ALM 0
6 8 8ALMper o 
5 27 27 0omplaint Clerks 


2Meter Reading Supervisor (MS-I) 
5 2 0 

MS-II1 12 1 101110 
Meter Readers 
 5 6 13 -7
 

General Section 

Senior Clerk 7 1 1 0Junior Clerk 5 , 3 3 ONaib Oasid 1 2: 2 0Chowkildar 
1 :1 1 0Sweeper 

1 : 0
Lorry Cleaner 1 -i3 i 1 0Drivers 7: 0 5 -5 

Totals: 
 97 Iil -14
 

)SRWND 

-g
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STAFFING REMOTE SUBDIVISIONS
 

!SUBDIVISION 
 - KOT RADHA KISHAN
 
DIVISION 
 - KOT LAKHPAT
 
SUBDIVISION CUSTOMERS 
- 9,600
 

POST WAPDA
POST 
 BPS 
 EXISTING YARDSTICK DIFFERENCE:
 

Sub Divisional Officer 
 17
Supervisor Service Connections (LS-I) :12/16 1
1 1 0:
1 0'
Senior Clerk 
 7 1 1 0LM-I 7 2 2 0ALM 

4 4 0Supervisor DCO!RCO (LS-II) 11 1 1 0LM- I 7 2 2 0ALM 5 4 4 0:Supervisor Preventive Maintenance (LS-I):12/16 -10 1L:-- I 7 2 2 0LH- II 6 4 
 4 0
AL1 5 9Supervisor Emergency Maintenance (LS-I) :12/16 

9 0 
1 i10LS-- I.1 11 2 0
LM-I 7 10 10 0
LM-AI 6 8 : 0ALM 5 27 27 0
:Complaint Clerks 
 5 2 2 0Meter Reading Supervisor (MS-I) 
 12 1 1 0MS-lII 
 11 0 1 -1
 

Meter Readers 
 5 0 12 -3 

General Section
 

:Senior Clerk 
 7 1 1 
 0
Junior Clerk 
 5 3 3 0
 
Naib Qasic 
 1 2 2: 0 
Chowkidar 
 12 0
 
Sweeper 
 i 0 1 -1 
:Lorry Cleaner 3 11 0 
Drivers 
 7 0 5 -5 

Totals: 
 99 110 -11
 

SDS KRKN
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STAFFING REMOTE SUBDIVISIONS
 

:SUBDIVISION 
 - RAJA JANG
 
:DIVISION 
 - KOT LAKHPAT
 
!SUBDIVISION CUSTOMERS 
- 9.000
 

P S 
 !YARSTICK0
 
POST 
 BPS 
 :EXISTING PROPOSED DIFFERENCE:
 

' 
 ', 
 I
 
Sub Divisional Officer 
 17 1
:Supervisor Service Connections (LS-I) J12/16 0 

1 
1 

0
 
-1
Senior Clerk 
 7 1 
 1 0
:LM-I 
 7 2 
 2 0
:ALM 
 5


:Supervisor DCO/RCO (LS-II) 
4 4 0
 

11 1 
 1 0
SLM-I 
 7 2 
 2 0
!ALM 

Supervisor Preventive Maintenance (LS-I)12/16 

5 4 4 
 0
 
0 1 
 -1
I 
 7M-
7 
 0'
AL 
 6 4 
 4! 0 

5ALM 9 9 05

ISupervisor Emergency Maintenance (LS-I) :12/16 
 0 1 
 -1
LS-II 
 11 2 2 
 0
Li--1 1 7 10 10 0LM- II 
 6 
 8 0
ALM 5! 27 27
:Complaint Clerks 0
 

2:Meter Reading Supervisor (MS-I) 
5 2 0 

12
MS-iI 1 1 ! 0
1i 0 1-1
 
!Meter Readers 
 5 5 i1 -6 

General Section 

Senior Clerk 
 7 1 
 1 0
Junior Clerk 
 5 3 
 3 0
Naib Qasid 1 2 2 0
Chowkidar 
 1 1 1 0:Sweeper 
 1 0 1 -1!Lorry Cleaner 
 3 1 1 0Drivers 
 7 0 4 -4 

Totals: 
 93 108 -15
 

SDS-RJNG
 



---------------------------------------------------------------------

---------------------------------------------------------------------------

Annexure - IX
 

Page 41 of 47 

STAFFING REMOTE SUBDIVISIONS
 

-SUBDIVISION 
 - BARKI
 
DIVISION 
 - LAHORE CANTT
 
SUBDIVISION CUSTOMERS 
- 7.000
 

!, !YARSTICK!
 
POST 
 BPS EXISTINGIPROPOSED!DIFFERENCE
 

--------------------------- S------ -------- -------- ----------I .. . . . I. . . 
Sub Divisional Officer 
 17 1 
 1 0
Supervisor Service Connections (LS-I) :12/16 
 1 1 
 0
Senior Clerk 
 7 1 
 1 0
LM-I 
 7 2 2 0LM 
 5 4 4 0Supervisor DCO/RCO (LS-II) 
 ii 1 1 0LM-I 7 2 2 0
L 
 5 4 4 0Supervisor Preventive Maintenance (LS-I)112/16 0 1 
 -1
LM-I 
 7 2 2 0
LM-II 
 6 4 4 0LM 
 5 9 9 0
upervisor Emergency Maintenance (LS-I) :12/16 11: 1 
 0LS-II 
 i1 2 2 0M-I 
 7 10 10 0M-l. 
 6 8 8 0LM 
 5 27 27 0
omplaint Clerks 
 5 2 2 

eter Reading Supervisor (MS-I) 

0
 
12 1 1 
 0
S-II 
 11 1 i0
 eter Readers 
 5 10 10 0
 

General Section
 

enior Clerk 
 7 1 1 
 0
unior Clerk 
 5 3 
 3 0
aib asid i 2 2 0howkidar 
 1 1 
 1 0
 
weeper 

orry Cleaner 3 

1 0 1 -1
: 1 
 0:
rivers 
 7 0 
 5 -5
 

Totals: 
 101 108 -7
 

SBRKI
 

m m l m
 



------------------------------------------------------------------------------

---------------------------------------------- ------------------------------

--- 

--------------------------------------------------------------------------------

Annexure - IX
 

Page 42 of 47
 

STAFFING REMOTE SUBDIVISIONS
 

SSUBDIVISION 
 - JAILO MOR
 
SDIVISION 
 - SHALAMAR
 
'SUBDIVISION CUSTOMERS 
- 9.100
 

POST 


Sub Divisional Officer 

Supervisor Service Connections (LS-I) 

Senior Clerk 
LM- I 
ALM 
Supervisor DCO/RCO (LS-II) 
LM-I 
ALM 


BPS 

-


17 

:12/16 


7 

7 

5 

11 

7 
5 


Supervisor Preventive Maintenance (LS-I):12/16 

LM-I 

LM- I1 
ALM 

Supervisor Emergency Maintenance (LS-I)

[,S-Il 
LM- I 
LM--II 
ALM 
Complaint Clerks 
Meter Reading Supervisor (MS-I) 
MS-III11 
?leter Readers 

General Section
 

3enior Clerk 
Junior Clerk 
,Ialb 0asdcl 

-7howkidar 
:weeper

Iorry Cleaner 
)rivers 


Totals: 


7 
6 

5 


:12/16 

ii 
7 


_ YARSTICK
 
:EXISTING:PROPOSED!DIFFERENCE!
 

I 
I 

1 1 0 
1 1 0 
10 
2 2 0 
4 4 0 
1 1 0 
2 2 0 
4 4 0 
0 1 -1 
2 2 0 
4 4 0 
9 9 0 
1 1 0 
2 2 0 

10 10 0 
6 :8 
5 
5 

12 

5 

27 
2 
1 
1 
7 

8 
27 

2 
1 
1 

ii 

0 
0 
0 
0 
0 

-4 

* 

7 1 
5 3 
1: 2 
i I 
I 1 
3 1 
7 0 

*-----------------------------

1 
3 
2 
1 
1 
1 
5 

0 
0 
0 
0 
0 
0 

-5 

99 109 -10 

SDS-JMOR
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STAFFING REMOTE SUBDIVISIONS
 

SUBDIVISION 
 - ALI RAZABAD
 
!DIVISION 
 - A. I. TOWN
 
:SUBDIVISION CUSTOMERS 
 - 6.985 

PS :YARSTICK,

POST : BPS !EXISTING!PROPOSED DIFFERENCE: 

- - - - - - - - - --- I 

:Sub Divisional Officer 17 1 1 0
 
Supervisor Service Connections (LS-I) :12/16 1 1 
 0Senior Clerk 7 1 1 0LM- I 7 2 2:ALM 5 4 4 0Supervisor DCO..'RCO (LS-II) 11 1 1 0LM-I 7 2 2 0ALM 5 4 4 0Supervisor Prevent.ive Maintenance (LS-I) 12/16 0 1 -1LM--I 7 2 2L[H- II 6 4 4 0ALH 5 9 211Supervisor Emergency Maintenance (LS-I) 112/16[ -III 1 1 0
[LS-Il i 2..:11' 2 0I'M- I 7 10 10 0LIM- I 1 6 8 8 0ALM 5 27 27 0Complaint Clerks 5 2 2 0eter Reading Supervisor (MS-I) 12 1 1 0 

Me ter Readers ! 5 94 -5 

General Section 
I 

Senior Clerk 
 7 1
!Junilor Clerk 0
5 3 3 0fNaib Oasid 1 2 2 0


Chowk I dar 
 1 11
Sweeper 1 0 1 -1Lorry Cleaner 3 1 i 0Drivers 7 0 5 -5 

Totals: 
 95 107 -12
 

SDS .RABD
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STAFFING REMOTE SUBDIVISIONS
 

SUBDIVISION 
 - CHUNG 
DIVISION 
 - A. I. TOWN 
SUBDIVISION CUSTOMERS - 8,015 

POST 
 YARSTICK: ------

POST 
 BPS :EXISTING :PROPOSED
--------------------------------- IDIFFERENCE:
-
 -
 - • 

Sub Divisional Officer 

:Supervisor Service Connections (LS-I) 

17: 1 1 0112/16 1 
 1 0
Senior Clerk
LM- I 7 1
ALH-- 7i 1 0i 07 2 12ALM 0
5 4 4 0Supervisor DCO/RCO (LS-II) 
 ii 1 1LM- 7 2 2 0ALM 


4 0Supervisor Preventive Maintenance (LS-I):12/16 
5 

0 
4 

1 -1ILM-I I 7 2 2 0:LM-I 
 6 4 4ALM 0 
2 0Supervisor Emergency Maintenance (LS-I) 12/16 

5 9 
1 1LS-II 

2 
 2 001 


LM-II 

7 10 10 
 0


ALM 6LM6 8 8 05 27 27 0
Complaint Clerks 

2 0
:Meter Reading Supervisor (MS-I) 

5 2 
!,S- II 12 1 1 0'
i1 1 0
Meter Readers 5 6 10 -4 

General Section
 

:Senior Clerk 7 . 1 0:Junior Clerk 5 3 3 0Naib Qasid 
 ? 1 2 2: 0Chowkidar 
1 
 - 111Sweeper 


Lorry Cleaner 
1 0 1 

1 
-i 

0
3 
Drivers 
 7 0 5 -5 

Totals: 
 96 108 -12
 

SDS-CHNG
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STAFFING REMOTE SUBDIVISIONS
 

1SUBDIVISION 
 - FAIZPUR 
:DIVISION 
 - SHAHDARA
 
!SUBDIVISION CUSTOMERS 
 - 10.481 

II IYARSTI 
 CK1'
 
POST 
 BPS EXISTING:PROPOSED!DIFFERENCE:
 

Sub Divisional Officer 
 17 1

:Supervisor Service Connections (LS-I) 

1 0
 
:12/16 1 
 1 0
Senior Clerk 
 7 1 
 1 0LM- I 7 2 2 0ALM 5 4 4 0
Supervisor DCO.'RCo (LS-II) 
 ii 1 1 0LM-I 7 2 2 0:ALM 
 5 4 4
Supervisor Preventive Maintenance (LS-I )112/16 1 

0
 
0 1 -
IM-I 7 2 2 0LH-II 6 3 4 -1: ALM 5 9 9 0
Supervisor Emergencv Maintenance (LS-I) :12/16 1 
 1 0LS-II ii 2 2 01LM-I 7 10 10 0L- I 1 6 8 8 0ALM 
 5 27 271 0:Complaint Clerks 5 2 2: 0;Meter Reading Supervisor (MS-I):MS-II 12 1 1 01 i 0 1 -1 

:Meter Readers 5 6 13 -7 

General Section
 

:Senior Clerk 
 7 1 1 0!Junior Clerk 5 31 3 0INalb Qasid 1 2 2 01Chowkidar 1 1 1 0:Sweeper 1 1 1 0Lorry Cleaner 3 1 1 0:Drivers 7 0 5 -5 

Totals: 
 96 ill -15
 

SDS-EPUR
 



-------------------------------------------------------------------------

-------------------------------------------------------------

---- --- --- --- --- --- --- --- ---- --- - --- - - - -----

-----------------------

------------------------------------------------------------------------------

Annexure - IX
 
Page 46 of 47 

STAFFING REMOTE SUBDIVISIONS 

SUBDIVISION - KOT ABDUL MALIK 
:DIVISION - SHAHDARA
 
SUBDIVISION CUSTOMERS 5.119
-

IIYARSTICK 
POST 
 BPS EXISTING PROPOSED: DIFFERENCE
 

Sub Divisional 
-- - -- ----

Supervisor Officer 
---

Service Connections (LS-I) 17 1 012/16 11 1 i 0
Senior Clerk 7 1 1 0 
LU- I 7 2 2:AU1 5 4 4Supervisor L'1'tO.RCO (LS-II) 

0 
ii 1 0LU- I 7 2 2 0A[, 5: 4 4:
Supervisor Preventive Maintenance (LS-I )12/16 
 0 1 i -1U-7I 7 2 2 0- I 6 4 4 0AL1 5 9 9 0Supervisor Emergency Maintenance (LS-I) 12/16 1 1 0,S-I I ii 2 2:I,- I 7 10 10 0U- I 1 6 8 8 0AL 5 27 27 0Complaint C'lerks 5 2 2 0Meter Reading Supervisor (MS-I) 12 1 1 : 0MS-I I 11 0 1 -iMet.er Readers 5 6 6 0 

General Section 

Senior Clerk 7 : 1 0Junior Clerk 
 5 3 3 0:Nalb 0asld 1 22 2:
howk J.dar i i i 0Sweeper 1 1 0Lorry Cleaner 3 1 1 0Drivere 
 7 0 5 -5 

Totals: 
 97 104 -7
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STAFFING REMOTE SUBDIVISIONS
 

SUBDIVISION 
 - K1IU')IAN

:DIVISION 
 - KASUR
 
:SUBDIVISION CUSTOMERS 
 - 10,000 

O:YARSTICK:

POST 
 IBPS 
:EXISTING: PROPOSED DIFFERENCE:
 

--
 -
 -
 -
 -
 -
 -
 -
 -
 -
 -
Sub Divisional Officer -- -- -- - -- 17 - - ---1 -1 -
0
 

:Supervisor Service Connections (LS-I) 
 :12/16 1Senior Clerk 1 0
7 1 
 1 0
LM-I 

7 2 
 2 0ALM 5 4 4
Supervisor DCO/RCO (LS-II) 0


ii 1 1 0LM-I 
 7 2 2 0A M5 4 4 0Supervisor Preventive Maintenance (LS-I) 12/16 i 10M- I 7 2 2 0ALM-I 6 4 4 0ALM 

9 0:Supervisor Emergency Maintenance (LS-I) :12/16 

5: 9 
1
[Il-I i 0
 

11 2 2: 0:LM-I 

7 10 10 0
LIM 6 8 a 0ALM 


Complaint Clerks 5 27 : 27 :0
5 2: 2: 0Meter Reading Supervisor (MS-I):MS-II 12 1 1 
 0E1 0 
 1 -1


Meter Readers 5 11 13 -2 

General Section
 

Senior Clerk 
 7 1 
 1 0
!Junior Clerk 5 3 3 0Naib Qasid 1 2 2 0Chowkidar 
 1 1 1 0:Sweeper 1 0Lorry Cleaner 11 -1 
3 1 
 1
Drivers 0
 
7 0 5 -5
 

Totals: 
 102 111 -9
 

SDSKDAN
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[) POSITION DESCRIPTIONS 
(SEE VOLUME-II) 



LIST OF POSITION DESCRIPTIONS
 

I. ADMINISTRATION
 

Divisionml Engineer

Supervisor Administration 
Senior Clerk 
- Personnel
 
Senior Clerk - General Services
 
,Junior Clerk 
- Service Books
 
Junior Clerk - Recordkeeper

Diary/Despatch Clerk 

II. 
 BUDGET & ACCOUNTS
 

Divisional Accountant 
- Division
 
Accounfs Clerk - 1
 
Accounts Clerk 2
-

Accounts Clerk - 3 

III. PLANNING & ENGINEERING
 

Planning Supervisor
 
Draftsman
 
Tracer
 

IV. CUSTOMER SERVICES
 

Customer Services Officer
 
Divisional Accountant - CSO
 
Commercial Superintendent
 
Supervisor P.C.
 
P.C. Operator
Supervisor Billing Control
 
Supervisor Debtors Control
 
Senior Clerk
 
Junior Clerk
 
Bill Distributor
 

V. SUB-DIVISION
 

Sub-Division Officer 
Supervisor - Meter Reading

LS-II - Meter Reading
 
Meter Reader
 
Supervisor Service Connections
 
Senior Clerk - Service
 
Supervisor DCO/RCO
 
Supervisor - Preventive Haintenance
 
Supervisor - Emergency iaintenance 
Complaint Clerk 
Line Superintendent - Grade I/Il
Line Foreman - Grade I/II

Lineman I & II 
Assistant. Lineman 
Senior Clerk - Personnel 
Junior Clerk - Enquiries 
Junior Clerk - Recordkeeper
 

(ii)
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POSITION TITLE: Divisional. Engineer
 

(Level-Il Division)
 

GRADE: 	 BPS-13
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Divisional Engineer is responsible to the Superintending

Engineer for the operation and management of the Division. lie 
will 	exercise overall supervision of Administration, Budget &
 
Accounts, Customer Services, Meter Reading, Planning aid
Engineering, Service, and Maintenance and Operations and Sub.-
Divisions. He receives functional guidance from the Directors 
AEB. lie idmirinisters approved policies, procedures and budgets. 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 	 Promotes cooperation and coordination of the activities
 
of the employees of the Division and the personnel of
 
other organization to enhance the image of WAPDA.
 

o Ensures the efficient and economical internal functioning
of the division through the Administration, Budget & 
Accounts, Customer' Services, Planning/Engineering,
Services, and Maintenance & Operations functions. 

o 	 Ensures that the provisions of the Union agreement are 
followed by both labor and management. 

o 	 Directs the administration of Safety Program and ensure 

the enforcement of Safety policies and procedures. 

Directs the annual preparation of budget. 

o 	 Approves capital and operating expenditures and for 
emergency repairs within the delegated financial powers.

Reviews and forwards expenditures greater than his
 
authority to a higher authority for approval.
 

o 	 Arranges approval in respect of all commercial matters 
beyond his competency through line of management. 

o 	 Directs the planning and activities of the division and 
sub-divisions for economical connections, operation,
maintenance and service restoration. 

o 	 Monitors the program to minimize line loss and eliminate 
unauthorized use of energy in the Division. 

o 	 Develops with the Superintending Engineering programs for 
the improvement and expansion of the Division and 
implements those that are epproved. 

Page
 



o 
 Ensures timely preparation of employee performance

evaluations and recommends salary changes, promotions,

demotions. transfers, discipline, leave of absence.
 
hiring and release of personnel.
 

o Maintains coordination among different sections of his
 
office responsible for new connections, meter reading,

disconnections, bill correction, bank reconciliation and
 
accounting.
 

o Ensures that the required facilities and resources are
 
available to achieve the assigned tasks.
 

o Participates in public communications programs throughout

the Division to enhance customer understanding of energy

conservation, established commercial procedures and
 
customer safety.
 

o Reads meters of all customers with load above 500KW.
 

o Undertakes other responsibilities as assigned.
 

DESIRED QUALIFICATIONS:
 

a. Education:
 

Bachelor's degree in Engineering is required. Master's
 
degree in Engineering is recommended.
 

b. rior Work Experience:
 

Minimum of 10 years' experience with experience in 
at

least 
two major functional areas of Distribution and at

least 3 years' of experience in a supervisory capacity.
 

c. Language Proficiency:
 

Must be fluent in written and spoken English and Urdu.
 

d. Knowledge of Specific Areas:
 

Knowledge of management principles and supervisory

skills, with a thorough understanding of the overall
 
operation of the functions within the Division.
 

- Knowledge of the methods used to motivate employees.
 

e. Ability and Skille:
 

Communication skills both in written and spoken

English and Urdu. Ability to 
address group and the
 
press.
 

Page - 2 
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Ability to understand problems and develop practical
 
solutions.
 

Technical ability to understand and evaluate
 
recommendations of subordinates covering a wide
 
range of educational discipline and functional
 
specialities.
 

Ability to react, in a reasoned manner, to a wide
 

range of stressful situations.
 

POSITION ELEMENTS:
 

a. Supervisgion Reeived:
 

Reports directly to 
the SE Circle and receives functional
 
guidance from the Directors of the AEBs. Required to make
 
decisions 
involving Division activities based on sound
 
interpretation of policy and procedures.
 

b. AU_1__ _Q1QlJ.nes: 

Has available pelicies and procedures L.pproved by the
 
Authority cnd is expected to 
ensure their implementation.
 

c. Exeqr~iseoAJudgment:
 

Exercises sound Judgment and arrives at correct decisions
 
on a range of problems. Makes recommendations to the AEB
 
Chairman that are detailed, well researched, accurate and
 
in the best interests of WAPDA.
 

d. Authority to Make Commitments:
 

Has full authority to commit the Authority within the
 
limits of established financial powers and approved

policies and procedures.
 

e. t[tzre.d Purpose of Contacts:
 

Regular written and/or oral contacts with AEB Department

Heads, Government officials and the general public
 
necessary to carry out the duties and responsibilities of
 
the posiGion.
 

f. Supervision Exercised:
 

Directly supervises the Section Supervisors reporting to
 
him and the assigned Sub-Division Officers and through

tl'em has overall management and supervisory
 
r.sponsibility for the Division.
 

Page - 3 
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o 
 Interprets laws, rules and regulations framed by the Authority

obtains advice on legal matters from the concerned authorities.
 

o 	 Disposes of disciplinary/enquiry cases in accordance with the laid
 
down policies and practices.
 

o Monitors the legal cases in the Court of law in coordination with

Assistant Director -
Legal, Area Electricity Board and provides

assistance where needed.
 

o 	 Prepares, implements and monitors the budget of his section.
 

o 	 Recommends the hiring, rehiring and vacation of all types ofbuildings including complaint offices, customer services centres andarea 	offices as required and coordinates maintenance of buildings
owned by WAPDA and hired offices/residences. 

o 
 Exercises overall control over the operation of the division

vehicles to maximize employees efficiency and vehicle utilization
 
and to eliminate unauthorized use. 

Directs that the maintenance and repair of the division vehicles is
 
accomplished in a timely manner.
 

o 	 Arranges procurements of office furniture, equarment and insures
their service and repair during use. 

" 
 Recommends replacement of obsolete and unservibeable office
 
furniture and equipments. 

o 
 Arranges supplies of stationery items for the Division.
 

o 	 Assists in establishing and maintaining position description of 
employees of the Division.
 

o 
 Undertakes other functions and responsibilities as may be assigned
 
by the Division Manager.
 

DESIRED QUALIFICATIONS:
 

a. 	 Eduaaon: 

Master's degree in Business Administration/public Administration/
Business Education is required or Bachelor's degree with minimum of
5 years' experience in the Personnel administration. 

b. 	 PrJor k Exriene: 

Minimum of 3 years' experience in one of the major functional areas.
 

c. 	 Language Proficiency: 

Must 	 be fluent in written and spoken English and Urdu. 

Page- 5
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POSITION TITLE: Administration Officer (Level-II Division) 

GRADE: 
 BPS-17
 

BASIC POSITION DESCRIITION:
 

ue Administration Officer is responsible to the Division Manager for theservices including employment, personnel, training, welfare and safety,
wages and salary administration, maintaining employees records, labor

relation, recommendation for promotion, demotion, transfer, building hire
and maintenance, vehicle operation and maintenance, office furnishings,supplies and equipment, and assists in the compilation of the divisional
 
budget. 

MAJOR DUTIES AND RESPONSIBILI TIES 

o 	 Directs the recruitment of personnel in accordance with the 
established down policies and procedures.
 

o 
 Directs the process cases of postings, transfers, promotions,
 
demotions and terminations. 

o 	 Ensures that the public and employee complaints, grievances, 
litigation cases are effectively and fairly handled.
 

Ensures that the personnel files and records of employees of the
 
Division are maintained. 

o 	 Advises and otherthe Division Manager Supervisors on matters 
relating to personnel, discipline and labor problems.
 

o 	 Ensures that the employees relations program such as indoctrination.
orientation, training, implementation and education assistance are 
properly administered. 

o 	 Ennures that the retirement, gratuity, all kinds of leave, grnup
life insurance, provident fund and WAPDA welfare areplans, dealt 
with.
 

o Approves payrolls and other employee's claims.
 

o Processes and maintains anual confidential reports and declaration

of assets and all matters concerning therewith such as communication
of adverse remarks and scrutiny of representation thereto. 

o 	 Keeps employees abreast with the latest Authority/Goverrnent 
regulations on Safety, Wages and Salary, Labor Laws. Workmen
 
Compensation and other benefit plans.
 

o 	 Prepares performance evaluation reports and recommends grant of 
increments, awards, accelerated promotion, transfer, demotion,

disciplinary action of personnel supervised.
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d. Knowledge of Specific Areas: 

- Knowledge of management practices and an understanding of the
operation'of the personnel functions. 

- Knowledge of the methods used to deal with unskilled and 
semi-skilled labor. 

- Knowledge of office methods and procedures. 

e. Abilities and Skills: 

- Ability to develop accurate and 	complete records and schedules.
 

-
 Skills to deal with Unions.
 

POSITION ELEMENTS:
 

Direct supervision is received from the Division Manager and
functional assistance from the AEE Director Administration. Process
the 	cases for decisions, with 	the advice of the above supervision,based on sound interpretation of policies and procedures.
 

b. 	 Available Guidelines:
 

Has available all applicable policies and procedures issued by theAEB as well as specific instructions issued by his supervisors. 

C. 	 Exercise of Jud:en 

- Requires to coordinate activities with supervisors. 

- Work independently based on the instructions received andstrict adherence to pertinent operating procedures.
Recommendations to supervisors are 	expected to be complete,
accurate and in the best interest of WAPDA.
 

d. 	 AuthoriL toMake Commitments: 

Authority to commit WAPDA is limited to the financial powers

delegated by the Authority. 

e. 	 Nature Level aiTd Pilrpope QL.Contct: 

Deals with WAPDA Unions and other related offices to discharge his 
duties. 

f. 	 Supervision Exercised:
 

Directly supervises all employees assigned to the personnel function.
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POSITION TITLE: Safety Coordinator (Level-II Division)
 

MV-5: 	 "BPS-16 

BASIC FUNCTIONAL DESCRIPTION:
 

The Safety Coordinator is responsible to the Administration Officer for
all safety matters concerning the Division and to the Deputy Director -
Safety AEB. 
Promotes the safety programs and practices and insures
compliance with the WAPDA Safety Code. Reports unsafe conditions forcorrective action, reports accidents to the concerned higher authorities
and maintains records of all safety activities and statistics on
 
accidents.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 
 Performs field inspections regularly for compliance with the WAPDA
Safety Code and safety procedures and practices and provides a
written report to the appropriate administrative supervisors with
recommendations to correct any deficiencies found.
 
o 
 Answers or resolves inquiries of safety from management and
 

employees.
 

o 	 Assists and 
Lides accident investigation committees.
 

o 	 Conducts inspection of safety equipment and tools for their
availability, serviceability and suitability and provides reports
with recommendation to correct the deficiencies found.
 
o Initiates requests for the acquisition of safety equirment not
 

available in the field store.
 

o 	 Monitors implenr-itation of recommendation for accident prevention. 

o 	 Conducts month:,v safety meetings to review the WAPDA Safety Code anddiscuss the safety matters with the Division employees.
 

o Organizes monthly safety committee meetings under the chairmanship
of Division Manager to review and discuss safety problems.
 

o 
 Submits monthly summary of safety activities and statistics on

accidents to the Deputy Director Safety, AEB.
 

o 	 Assists in organizing on site safety training programs for the
 
Division employees.
 

o 	 Makes immediate telephone reports to the functional supervisor inall urgent matters of safety such as employee or utility related

public fatalities and serious accidents.
 

o Any other duty as may be assigned by his supervisor.
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DESIRED UALIFICATIONS:
 

a) 	 Education:
 

Incumbent. should hold diploma in Electrical 
 engineering from
Polytechnic Institute. However, Job related experience may be 
substituted for education. 

b) 	 Prior WJork Experience:
 

Incumbent must 
 have at least 10 years experience in Electrical 
Distribution activities. 

c ) 	 Luage Proficiency:
 

Incumbent must possess a moderate degree 
 of proficiency in both
written and spoken English. Must also possess a high degree of

proficiency in written and spoken Urdu. 

d ) 	 Knowledge:
 

Intimate knowledge of the Safety Code 
 and work procedures.
 

e) Abilities and Skills:
 

- Ability to Impart 
 knowledge of the safety code interfaced with 
sound distribution procedures to all employees. 

-	 Ability to prepare written reports and statistics. 

POSITION ELEIENTS:
 

a) 	 SurpervisilonReceived: 

Under functional guidance of the Deputy Director -Safety (AEB) and
administrative supervision of the Administration Officer incumbent
performs most work under moderate supervision for activities anid 
progress.
 

b) 	 Available_ Guidelines: 

Incumbent uses 	the safety and various other data provided by
functional supervision combined with abilities and skills to provide 
a comprehensive safety program. 

c ) 	 x .r Clf- o _ t_:.I gr 

Incumbent exercises moderate Judgment and will appeal to hikher 
supervision in the difficult matters. 

d) Authority to Make Commitments: 

Recommendations based on WAPDA Safety Code and the related
guidelines provided by the functional supervisors must be considered 
applicable to the Division area assigned.
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e) 	 Nature_ evel and 	Purpose of Contact: 

Regular contacts with the Division employees on safety matters but 
no contact with'the general public. 

f) 	 Supervision Exercised:
 

Directly supervises the staff provided.
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POSITION TITLE: Supervisor - General Services (Level-If Division)
 

GRADE: 
 BPS 11/14
 

BASIC POSITION DESCRIPTION:
 

The Superviror -
 General Services is responsible to the Administration
Officer for the division's building and maintenance needs, office
furniture, supplies, utilities and vehicles operation and maintenance. 

MAJOR DUTIES AND RESPONSIBILITIES: 

o 	 Recommends the leasing, re-leasing and vacating of all typesbuildings including complaint offices, customer 	
of 

service centers and area 	offices as required.
 

o 	 Coordinates repairs and maintenance of all buildings within the
division. 

o 	 Arranges procurement of office furniture, equipment using approvedpurchasing procedures. 

o 	 Maintains records of office furniture and equipment in the division. 

o 	 Recommends replacement of obsolete and unserviceable officefurniture and equipment and prepares purchase documents for approvedreplacements. Also recommends purchase of required additional items. 
o 	 Ensures the service and repair of office equipment.
 

Consolidates division requirement for stationery 
and obtains same 
using approved purchasing procedures. 

o 	 Obtains authorized telephone service and 	 telexes system and insures 
equipment is properly maintained. 

o 	 Coordinates the maintenance and repair of vehicles and monitors thatrepairs performed by outside workshops or the WAPDA central repair
shop in a timely manner.
 

o 
 Monitors the operation of the division vehicles to maximize vehicle
 
utilization.
 

DESIRED QUAIFI CATIONS 

a. uQaion 

Bachelor's degree or by promotion from amongst lower staff on the
 
basis of seniority-cum-fitness with at least 10 years experience.
 

b. 	 Pripr_! -_SYkerjilc 

Hinlmtun of 3 years experience in the relevant field. 
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C. _[An g__o ct 

Must 	be fluent in written and spoken English and Urdu.
 

d. 	Knowledge of Secific Areas
 

- Knowledge of WAPDA's rules. regulations, policies pertaining to 
General Services. 

-	 Knowledge of the methods used to deal with unskilled and
 
semi-skilled labor.
 

-
 Knowledge of the office equipment and furnishing available in
 
the market.
 

- 'Knowledge of maintenance methods and procedures. 

e. 	Abilities and Skills
 

Skill to deal with vendors, suppliers and contractors.
 

£gSUT U,_E FNU[: 

a. Suprvision Received 

Direct supervision is received from the Administration Officer. 

b. h aL, ~~u ¢ j 

Has available all applicable policies and procedures issued by the 

AEB as well as specific instructions issued by his supervisor. 

c. Exercise of Judgment 

Works on the basis of the instruction
to pertinent operating procedures. 

s received and strict adherence 

d. NatureLevel and Purpose of Contacts 

e. 

Deals with 
and others 
S~~so_ 

local suppliers 
to discharge hi 

ecs 

of office 
duties. 

equipment, vehicle maintenance 

Directly supervises all employees assigned to the general services
 
function.
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POaITJQNDi Q NYQN:Supervisor Personnel (Level-IH Division) 

GRADE: 	 BPS 11/14
 

BASIC FUNGIONAL DESChIPTION 

Reports to the 'Administration Officer and is responsible for the 
personnel functions, wage and salary plans, benefit plans, hiring and 
firing procedure, employees service records, postings, promotions,
 
transfers, and terminations.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 	 Handles cases of fixation of salary, grant of increments. incentive 
awards, honoraria, compensation to the deceased employees's
families, scholarships to employees' children, welfare grant. 

" 	 Scrutinises and processes employee's claims (salaries, wages, TAS,
 
etc). 

o 
 Processes the cases of postings, transfers, promotions, terminations
 
and disciplinary actions according to Authority's rules. 

o 	 Performs duties in connections with employment of personnel. 

o 	 Conducts personnel orientation of new employees including proper 
completion of all forms and documents. Responsible for obtaining

all the documents to complete the personal files of the concerned 
employees.
 

o 	 Performs duties in connection with maintenance of files, service
 
records, upto date and complete in all respects, schedules meetings, 
and convenes Boards for selection purposes. 

o 	 Ensures that the employees service records are kept up-to-date. 

o 	 Assists in preparing position descriptions of the clerical staff.
 

o 
 Assists in preparing and scheduling local and centralised training
 
progrrns. 

o 	 Supervises the incoming and outgoing correspondence. 

Bachelor's degree or by promotion from amongst lower staff on the
 

basis of seniority-cumr-fitness with at least 10 years' experience.
 

b. 	 Prior Work Experience: 

Hinimun of 5 years' experience in one of the major functional areas. 

Page- 12
 



c. Language Proficiency:
 

Must 	 be fluent in written and spoken English and Urdu. 

d. Kno!iwtd of Specifico Areas: 

- Knowledge of administrative policies and practices and an 
understanding of the operation of the personnel functions. 

- Knowledge of the methods used to deal with unskilled and 
semi-skilled and skilled labor.
 

-	 Kncwledge of rules and regulations of the Authority. 

e. Ability and Skills:
 

Ability to develop accurate and complete records and schedules. 

POSITION ELEHENTS: 

a. Supervision Received:
 

Direct supervision is received from the Administration Officer.
 
Puts up cases for decisions based on sound interpretation of
 
p,licies and rules framed by the Authority. 

b. Available Guidelines:
 

H.s available all applicable policies and procedures issued by the 
Authority as well as specific instructions issued by his 
supervisors. 

c. Exercise of Judgment: 

-	 Requires to coordinate activities with supervisors. 

-	 Works on the basis of the instructions received and strict 
adherence to pertinent operating procedures. Recommendations 
to subordinates are expected to be complete, accurate and in 
the best interest of WAPDA. 

d. A thmUz_1o_ Uk__ mlmn : 

Limited to powers delegated by the Administration Officer.
 

e. Nature. Level mad Purpose of Contacts: 

Deais with WAPDA Unions and other related offices to discharge his
 
duties efficiently.
 

f. Suervision Exercised: 

Directly supervises all employees assigned to the personnel
 
functions. 
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POSITION TITLE: Supervisor Legal and Labor Welfare (Level-Il Division)
 

GRADE: BPS-i/14
 

BASIC POSITION DESCRIPTION
 

Respnsible to the Administration Officer for divisional legal and labor
 
welfare matters.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 	 Haintains record of leg&l cases. 

o 	 Provides assistance and information to the WAPDA cotmsel engaged for
 
the defence of Division cases.
 

o Attends court of law with WAPDA counsel to provide any evidence or 
information that may be required during the hearing of the case.
 

o 	 Assists the Manager Administration in choosing counsel from the
 
panel of those approved by the Authority.
 

o 	 Prepares cases for obtaining legal advice and guidance from the 

AEB/WAPVA Headquarters. 

o 	 Deal: with the labor problems and prepares cases for decision.
 

o 	 Processes all cases of grievances and petitions for redress.
 

o 	 Arranges meetings of Division Manager with CBA Union and records 
minutes of the meetings. 

o 	 Keeps the Manager Administration informed on all matters relating to 
legal and labor welfare. 

DESIRED QUALIFICATION:
 

a. 	 Education: 

Bachelor's degree or by promotion from amongst senior clerks on the
 
basis of seniority-cum-fitness with at least 10 years experience.
 

b. 	£ i.rorlrxUnw: 

Hinimtm three years of experience in the relevant field. 

C. 	 La ngu-gqj.x 

Must be fluent in written and spoken English and Urdu. 
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d. Knowledge of Specific Areas:
 

- Knowledge of WAPDA s rules, regulations, policies pertaining to
legal and' labor welfare. 

- Knowledge of the methods used to deal with skilled,
semi-skilled and unskilled labor. 

e. Abilities and Skills:
 

- Ability to communicate his views ald write reports.
 

- Ability to understand and deal with Division employees.
 

-
 Ability to deal with the WAPDA counsels.
 

POSITION ELE.11ENTS:
 

a. Su ervision Received:
 

Direct supervision is received from the Administration Officer and
functional supervision from the Assistant Director/Deputy Director -L-gal and Labor Welfare AEB. Rits up cases for decision with theadvice of his superiors based on sound interpretation and rules 
framed by the Authority. 

b. Available Gluide Lines: 

kts available all applicable policies and procedures issued by the 
Authority as well as those issued by the AEB. 

c. Exercise ci Judgment: 

-
 Requires to coordinate activities with supervisors.
 

- Works independently based on the instructions received and 
strict adherence to pertinent operating procedures.

Recommendations to his superiors are expected to be complete,

accurate and in the interest of WAPDA.
 

d. ~AuthocJtytko__ Le 
 ,m ta:
 

Nil 

e. Nattkr_, Level and Purpose of Contaots:
 

Deals with the Division Supervisor's staff. WAPDA counsel,
 
representatives of labor union, courts, tribunal, etc.
 

f. Supervision Exercised:
 

Directly supervises staff assigned to him.
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POSITION TITLE Foreman Transport
 

(Level-II Division)
 

MOJ BPS 11
 

BASIC FUNCTIONAL DESCRIPTION
 

Foreman Transport is responsible to Supervisor General
 
Services for assisting him in vehicle repair and maintenance,
 
assigning of vehicles, maintaining vehicle record, processing

of repair bills and dealing with accident cases.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Assists Supervisor General Services in all transport
 
matters.
 

o 	 Obtains quotations/estimates for the repair of vehicles.
 

o 	 Assigns vehicle to various officers/officials.
 

o Processes vehicle repair bills.
 

o 
 Maintains record of vehicles, their operation, and repair
 
and maintenance.
 

o 	 Deals with accident cases.
 

o 	 Any other duty assigned by Supervisor General Services.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

-	 Direct Recruitment: 

Diploma in Mechanical/Automobile/Electrical
 
Engineering.
 

or
 

- By promotion as per relevant WAPDA Service Rules. 

b. 	 Prior Work Experience
 

No experience for direct recruitees. Experience for
 
promotees as per WAPDA Service Rules.
 

c. 	 Laniuage Proficicna-


Ability to read and speak English ahd Urdu languages
 
proficiently.
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d. Knowledge of Specific Areas 

- Knowledge of repair workshops. 

- Knowledge of spare parts of the vehicle. 

e. Abilities and Skills 

Ability to check the repair work of vehicles.
 

POSITION ERLMENTS
 

a. 	 5upervision Received
 

Direct supervision is received from Supervisor General
 
Services.
 

b. 	 Available Guidelines
 

WAPDA Transport Rules/Policy and other procedures are
 

available for guidance.
 

C. 	 Exerciee of Judgment
 

Judgment is required on the repair work of the vehicles
 
and urgency of matter for assigning the vehicle.
 

d. 	 Authority to Make Commitments
 

Incumbent can generally make commitment about the
 
availability of the transport.
 

e. 	 Nature, Level and Purpose of Contacts
 

Contact with the repair workshops and spare part dealers
 
for procuring repair services and right type of spares.
 

f. 	 Supervision Exercised
 

None.
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POSITION TITLE 
 Senior Clerk Personnel - i
 

(Level-II Division)
 

-RAD 
 BPS 7
 

If .NTIONALDESCRIPTION
 

Senior Clerk Personnel-i is responsible to Supervisor

Personnel for processing disciplinary cases of the Divisional
 
and Sub Divisional personnel. He also maintains the
 
confidential files in his custody.
 

MAJOR DUTIES AND RESPONSIBILITIE
 

o 	 Maintains confidential files (disciplinary cases) in his
 
custody.
 

o 	 Processes disciplinary cases of Divisional and Sub
 
Divisional personnel.
 

o 	 Prepares correspondence regarding disciplinary cases for
 
the signature of competent authority.
 

o 
 Any other duty assigned by the superiors.
 

I_~RED QVUAIIFlCATIONS
 

a. 	 Education
 

Direct recruitment 
(for one third of the vacancies):

Intermediate in Arts/Science/Commerce or Senior Cambridge

with "B" grade.
 

or
 

By promotion as per WAPDA Service Rules.
 

b. 	 Prior Work Experience
 

None for direct hires. Three to five years experience for
 
promotees depending upon the academic qualifications.
 

0. 	 LanIguage Proficiency
 

Reasonable fluency in spoken and written Urdu and English
 
languages.
 

d. 	 Knowledge of Specific Areas
 

Knowledge of office routine and Disciplinary Rules and
 
.procedures.
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e. 	 Abilities and Skills
 

Communication skills.
 

POSITION ELEMENTS
 

a. 	 Supervision ReceiVed
 

Direct supervision is received from Supervisor Personnel.
 

b. 	 Available Guidelines
 

WAPDA Efficiency and Discipline Rules and instructions
 
from the Supervisor Personnel.
 

c. 	 Exercla f udgment 

None.
 

d. 	 Authority to Make Commitments
 

None.
 

e. 	 Nature. Level and nurpoe of Contacts
 

None.
 

f. 	 Supervision Exercised
 

None.
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P T!t[_ H Senior Clerk Personnel - 2
 

(Level-II Division)
 

GRADj BPS 7
 

BASIC FUNCTIONAL DESCRIPTION
 

Senior Clerk Personnel-2 is responsible to Supervisor

Personnel for processing employees personnel actions regarding

employment, compensation, employee welfare, termination,

promotion and training.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Does noting and drafting on the cases of appointment,

salary, increments, scholarship, incentive awards.
 

o 
 Processes cases of postings, transfers, promotions etc.
 

o 	 Obtains documents to complete personal files e.g.,
 
nominations at the time of first appointment.
 

o 
 Assists Supervisor Personnel in nomination of trainees
 
from the division and sub-divisions.
 

o 
 Any other daty assigned by the Superiors.
 

DESIRED QUALIFICATIONS
 

a. 	 F-nIig 

Direct recruitment (for one third of the vacancies):

Intermediate in Arts/Science/Commerce or 
Senior Cambridge

with "B" grade.
 

or
 

By promotion as per WAPDA Service Rules.
 

b. 	 Prior Work Experience
 

None for direct hires. Three to five years experience for
 
promotees depending upon the academic qualifications.
 

c. 	 Language P cey
 
Reasonable fluency in spoken and written Urdu and English
 
languages.
 

d. 	 Knowledge of Specific Areas
 

Knowledge of office routine and WAPDA Service Rules.
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e. 	 Abilities and Skills
 

Communication skills.
 

POSITION ELEMENTS
 

a. Supervision Received 

b. 

Direct supervision is received from Supervisor Personnel. 

Available Guidelines 

Concerned WAPDA Rules/Procedures and instructions from 
the Supervisor Personnel. 

c. Exercise of Judgment 

None. 

d. Authorltv to Make Commitments 

None.
 

e. 	 Nature. Level and Purpose of Contacts
 

None.
 

f. 	 Supervision Exercised
 

None.
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POSITION TITLE 
 Senior Clerk Personnel - 3
 

(Level-II Division)
 

GRAE 
 BPS 7
 

BASIC FUNCTIONAL DESCRIPTION
 

Senior Clerk Personnel-3 is responsible to Supervisor

Personnel for processing cases of employee claims including
 
salaries, TA, pension etc.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Reviews payroll for preparing changes to be notified to
 
th' Computer Center.
 

o 	 Initiates Pension papers for the retiring employees.
 

o Scrutinizes TA bills as to the authorization of Journey..
 

o 
 Any other duty assigned by the superiors.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

Direct recruitment (for one third of the vacancies):

Intermediate in Arts/Science/Commerce or Senior Cambridge

with "B" grade.
 

or
 

By promotion as per WAPDA Service Rules.
 

b. 	 Prior Work Experience
 

None for direct hires. Three to five years experience for
 
promotees depending upon the academic qualifications.
 

c. 	 LguageProfici
 

Reasonable fluency in spoken and written Urdu and English
 
languages.
 

d. 	 Knowledge of Specific Areas
 

Knowledge of office routine and WAPDA Pension and TA
 
Rules.
 

e. 	 Abilities and Skills
 

Communication skills.
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POSU 	I ONiii 

a. Supervisioh Receive 

Direct supervision is received from Supervisor Personnel. 

b. Available Guidelines 

Concerned WAPDA Rules/Procedures and instructions fromthe Supervisor Personnel. 

c. Exercise of Judgment 

None. 

d. Authority to Make Commitments 

None.
 

e. 
 t1Ae. . Level and Purpose of Contacts
 

None.
 

f. 	 Supervision Exercised
 

None.
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POSITION TITLE Senior Clerk Safety 

(Level-II Division) 

GRADE BPS 7 

BASIC FUNCTIONAL DESCRIPTION
 

Senior Clerk Safety is responsible to the Safety Coordinator
fcr maintaining record of documents, instructions, accidents
and correspondence concerning safety, and related matters.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Maintains and keeps up-to-date record of accidents

involving the Divisional/Sub Divisional employees and
 
property, public and animals.
 

o 
 Maintains statistics of the attendees of special safety
 

training.
 

o 
 Maintains record of accidents investigation reports.
 

o 
 Maintains record of documents, instructions and
 
correspondence concerning safety and related matters.
 

o 
 Performs any other duty assigned by the Safety
 
Coordinator.
 

PSIRED QUALIFICATIONS
 

Direct recruitment (for one third of the vacancies):
Intermediate in Arte/Science/Commerce or Senior Cambridge

with "B" grade.
 

or
 

By promotion as per WAPDA Service Rules.
 

b. 	 Prior Work Experience
 

None &'r direct hires. Three to 
five years experience for
pronotees depending upon the academic qualifications.
 

c. n 

Reasonable fluency in spoken and writ'uen Urdu and English
 
languages.
 

d. 	 Knowledge of Specific Areas
 

-	 Knowledge of office routine. 
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- Knowledge of operating one or more office machines 

e.g., adding machines, calculator etc. 

e. 	 Abilities and Skills
 

Communication skills.
 

ZOSITI N. ELJMr 

a. 	 Superv'eion Received
 

Direct supervision is received from Safety Coordinator.
 

b. 	 Available Guidelines
 

WAPDA Safety Code, various office orders and instructions
 
from the Safety Coordinator.
 

c. 	 Exercise of Judgment
 

None.
 

d. 	 Authority to Make Commitments
 

None.
 

e. 	 R- -ure. Level and Purpose of Contacts
 

None.
 

f. 	 ,uryJ&on Exercised
 

None.
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POSITION TITLE 	 Senior Clerk Labor and Legal
 

(Level-II Division)
 

GRADE 
 BPS 7
 

BASIC FUNCTIONAL DESCRIPTIQ
 

Senior Clerk Labor and Legal is responsible to Supervicor

Labor and Legal for processing cases of grievances for redress

and legal and labor welfare 
cases for onward transmittal to
the higher authorities. Provides assistance to the Legal

Counsel in courts.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Provides information to 
legal counsel engaged for the
 
defence of divisional cases.
 

o 	 Processes cases for obtaining legal advice and guidance

for AEB/WAPDA Headquarters.
 

o 
 Contacts Legal Counsel in the absence of Supervisor Labor
 
and Legal.
 

o 	 Processes Power of Attorney letters for the Legal

Counsel.
 

o Assists Supervisor Labor and Legal in CBA affairs.
 

o 
 Any other duty assigned by the Superiors.
 

DESIRED QLIFCATIONS
 

a. 	 Edujcatijon
 

Direct recruitment (for one 
third of the vacancies):

Intermediate in Arts/Science/Commerce or Senior Cambridge

with 'B" grade.
 

or
 

By promotion 
as per WAPDA Service Rules.
 

b. 	 Prior Work Experipe
 

None for direct hires. Three to five years experience for
 
promotees depending upon the academic qualifications.
 

c. 	 Lngii
 

Reasonable fluency in spoken and written Urdu and English
 
languages.
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d. Knowledge of Specific Areas 

Knowledge of office routine. 

e. Abilities and Skills 

Communication skills. 

Direct supervision is received from Supervisor Labor and 
Legal. 

b. AvajL-able Gu i__tings 

Instructions from the Supervisor Labor and Legal. 

0e. ,a~~ nta_n~mn 

None. 

d. Authority to Make Commitments 

None. 

e. Nature. Level and Purpose of Contaets 

None. 

f. _ v ," 

None. 
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POSITION TITLE 
 Junior Clerk - Personnel
 

(Level-II Division)
 

UWE BPS 5
 

BASIC FUNCTINAL1 DESCRIPTION
 

Junior Clerk - Personnel is responsible to Supervisor

Personnel for preparing Payroll, TA Bills, Pension cases and

maintaining and updating Service Books of the Divisional and
 
Sub Divisional personnel.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Maintains and updates Service Books.
 

o Prepares TA Bills.
 

o 
 Assists Supervisor Personnel in initiating and preparing

pension cases of the 
retiring employees.
 

o 
 Prepares changes for payroll on prescribed computer
 
forms.
 

o 
 Provides support to Senior Clerk Personnel.
 

o Any other duty assigned by the superiors.
 

DESIREDQUALIFICATIONS
 

a. 	 BAc-UaWjln 

- Direct Recruitment 

I. 	 Secondary School Certificate Examination with 'C'
 
Grade or equivalent qualification from a recognized

University or Board or Junior Cambridge.
 

ii. 	 A minimum speed of 40 words per minute in typing.
 

or
 

- By promotion as per WAPDA Service Rules.
 

b. 	 Prior Work Experience
 

None for direct hires. Five years experience in case of
 
promotees.
 

c. 	 Language -_no-lio 

Reasonable fluency in written and spoken Urdu language.

Can read English language.
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d. 	 Knowledge of Specific Areas
 

Knowledge of office routine.
 

e. 	 Abilities and Skills
 

Typing skill at 40 words a minute.
 

a. 	 Supervision Received
 

Supervision is received from the Supervisor Personnel.
 

Various WAPDA Rules/Procedures are available in addition
 

to verbal instructions from the superiors.
 

c. 	 Exercise of Judgment
 

None.
 

d. 
 Authority to Make Commitments
 

None.
 

e. 
 Nature, Level a~d Purpose of Contacts
 

None.
 

f. 	 Supervision Received
 

None.
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POSITION TITLE 	 Junior Clerk - General Services
 

(Level-II Division)
 

GRADE BPS 5
 

BASIC FUNCTIONAL DESCRIPTION
 

Junior Clerk - General Services is responsible to Supervisor

General Services for assisting him in leasing, re-leasing and
 
maintenance of building, arranging stationery for the division
 
and sub-divisions, repair and maintenance of office furniture
 
and equipment and installation and maintenance of utility
 
services.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o. 	 Processes leasing and re-leasing of office and
 
residential accommodation cases.
 

o 	 Arranges repair and maintenance of building, furniture
 
and office equipment.
 

o 	 Prepares requisitions for procurement of stationery,/
 
supplies.
 

o 	 Receives stationery and maintains it in his custody.
 

o 	 Assists Supervisor General Services in the installations
 
of utilities connections and discharge of efficient
 
service. Gets their bills corrected if necessary.
 

o Maintains General Services files.
 

o 
 Any other duty assigned by the superiors.
 

DESIRED QUALIFICATIONS
 

a. 	 EIucAU n 

- Direct Recruitment 

i. 	 Secondary School Certificate Examination with 'C'
 
Grade or equivalent qualification from a recognized
 
University or Board or Junior Cambridge.
 

ii. 	 A minimum speed of 40 words per minute in typing.
 

or
 

- By promotion as per WAPDA Service Rules.
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b. Prior Work Experience 

None for direct hires. 
promotees. 

Five years experience in case of 

c. Language Proficiency 
Reasonable fluency in written and spoken Urdu language. 

Can read and write English language. 

d. Knowledge of Specific Areas 

e. 

Knowledge of office routine. 

&b-IlieI Pand-Skil11s 

Typing skill at 40 words a minute. 

a. Smpervision Received 

Supervision is received from the Supervisor Genera]. 

Services. 

b. vailable Guidelines 

Various rules and procedures are available for guidance 
in addition to instructions from the Supervisor General 
Services. 

c. Exercise of Judgment 

None. 

d. A iority to Make Commitments 

None. 

e. Nau.Level and Purpose of Contacts 

Contacts telephone office in case there is a breakdown or 
for correction of bills. 

f. Supervision Received 

None. 
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POSITION TITLE Junior Clerk - Labor and Legal
 
(Level-If Division)
 

GRADE BPS 5
 

BASIC FUNCTIONA4 DEJSCRIPTION 

Junior Clerk - Labor and Legal is responsible to Supervisor

Labor and Legal to maintain record of legal cases and labor
 
welfare correspondence concerning Divisional and Sub
 
Divisional employees.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Maintains record of legal cases for the Division and Sub
 
Division.
 

o 
 Assists Senior Clerk Labor and Legal in processing the
 
case, for labor welfare for the Divisional and Sub
 
Divisional employees.
 

o 	 Maintains record of labor welfare cases.
 

o 	 Retrieves relevant record for legal and labor cases and
 
puts up the cases to Senior Clerk Labor and Legal.
 

o 
 Any other duty assigned by LQhe superiors.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

-	 Direct Recruitment 

i. 	 Secondary School Certificate Examination with 'C"
 
Grade or equivalent qualification from a recognized
 
University or Board or Junior Cambridge.
 

ii. 	 A minimum speed of 40 words per minute in typing.
 

or
 

- By promotion as pei WAPDA Service Rules.
 

b. 	 Prior Work RxPeizen
 

No'ne for direct hires. Five years experience in case of
 
promotees.
 

c. 	 Language Proficiency
 

Reasonable fluency in written 
-nd spoken Urdu language.
 
Can read and write English lei, age.
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d. Knowledge of Specific Areas 

Knowledge of'office routine. 

e. Abilities and Skills 

Typing skill at 40 words a minute.
 

POSITION ELEMENTS
 

a. 	 Supervision-Received
 

Supervision is received from the Supervisor Labor and
 

Legal.
 

b. 	 Available Guidelines
 

Various rules and procedures are available for guidance.
 

c. 	 Exercise of Judgment 

None. 

d. 	 Authority to Make Commitments
 

None.
 

e. 
 _ture, 	Level and Purpose of Contacts
 

Contacts Legal Counsel in the absence of Supervisor Labor
 
and Legal.
 

f. 	 Supervision Received
 

None.
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POSITION TITLE Junior Clerk - Recordkeeper
 

(Level-II Division)
 

O-AD BPS 5
 
BASIC tUNCTIONAL DESCRIPTION
 

Junior Clerk - Recordkeeper is responsible to Supervisor

Personnel for maintaining personal files and putting them up

with the incoming letters for necessary action.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Maintains personal files of the Divisional and Sub
 
Divisional personnel in his custody.
 

o 	 Retrieves personal files or necessary documents from the
 
fi:.es to put up with the cases for necessary action.
 

o 	 Files the papers in the relevant folders on timely basis
 
so that files remain updated.
 

o 
 Any other duty assigned by the superiors.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

-	 Direct Recruitment 

i. 	 Secondary School Certificate Examination with "C"

Grade or equivalent qualification from a recognized

University or Board or Junior Cambridge.
 

ii. 	 A minimum speed of 40 words per minute in typing.
 

or
 

- By promotion as per WAPDA Service Rules.
 

b. 	 PiWc-pi..enc 

None for direct hires. Five years experience in case of
 
promotees.
 

c. 	 Language Proficiency
 

Reasonable fluency in written and spoken Urdu language.

Can read English language.
 

d. 	 Knowledge of Specific Areas
 

Knowledge of office routine.
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e. 	 Abilities and Skills
 

Typing skill at 40 words a minute.
 

POSITION ELEMENTS
 

a. Supervision Received 

Supervision is received from the Supervisor Personnel. 

b. Available Guidepline 

Verbal instructions from the superiors. 

c. Exercise of Judgment 

None. 

d. Authority to Make Commitments 

None.
 

e. 	 Naiurep Level and Purpose of Contacts 

None.
 

f. 	 Bupge/Lvj on Received
 

None.
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POSITION TITLE 
 Junior Clerk - Typist
 

(Level-If Division)
 

GRADE 
 BPS 5
 

BASIC FUNCTIONAL DESCRIPTION
 

Junior Clerk - Typist is responsible to Supervisor Personnel
for typing letters, memoranda, rough drafts, and reports for
 
the section.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Does all typing work for the Section of Supervisor

Personnel.
 

o Performs any other duty assigned by the Supervisor

Personnel. 

a. 	 Education 

-	 Direct Recruitment 

i. 	 Secondary School Certificate Examination with "C'

Grade or equivalent qualification from a recognized

University or Board or Junior Cambridge.
 

ii. A minimum speed of 40 words per minute in typing.
 

or 

-	 By promotion as per WAPDA Service Rules. 

b. 	 Prior Work Experience
 

None for diroc;t hires. Five years experience in case of
 
promotees.
 

c. 	 Language Proficiency
 

Reasonable fluency in written and 
spoken Urdu language.
 
Can read English language.
 

d. 	 Knowledge of Specificn &,ea
 

Knowledge of office rcutine.
 

e. 	 Abilities and Skills
 

Typing skill at 40 words a minute.
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SQITION ELM NS
 

a. 9-pe-yisicn Received 

Supervision is received from the Supervisor Personnel. 

b. Available Guidelines 

Verbal instructions from the superiors.
 

c. 
 of Judgment
 

None.
 

aEntse 


d. 
 Authority to Make Commitments
 

None.
 

e. 
 Nate. . Level and Purpose of Contacts
 

None.
 

f. 	 Supervision Received
 

None.
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POSITION TITLE 
 Despatch Clerk
 

(Level-II Division)
 

G14ADE BPS 5
 

BASIC FUNCTIONAL DESCRIPTION
 

Despatch Clerk is responsible to Supervisor Personnel for
 
despatching the outgoing mail safely and properly.
 

MAJOR DUTIESiNDM RESPONSIBILITIES
 

o 
 Receives outgoing letters from different sections.
 

o 
 Assigns despatch number to the outgoing mail.
 

o Despatches letters by post or by Naib Qasid.
 

o 
 Maintains record of acknowledgements for the letters if
 
necessary.
 

o Maintains Stamp Register.
 

o 
 Any other duty assigned by the superiors.
 

DESIRED QUALIFICATIONS
 

a. 	 Euaion
 

-	 Direct Recruitment 

i. 	 Secondary School Certificate Examination with 'C"
Grade or equivalent qualification from a recognized

University or Board or Junior Cambridge.
 

ii. 	 A minimum speed of 40 words per minute in typing.
 

or
 

- By promotion as per WAPDA Service Rules.
 

b. 	 Prior Work Experience
 

None for direct hires. 
 Five years experience in case of
 
promotees.
 

c. 	 Language Proiciency
 

Reasonable 
fluency in written and spoken Urdu language.
 
Can read and write English language.
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d. Knowledge of Specific Areas
 

Knowledge of office routine and Post Office Regulations.
 

e. 	 Abilities and Skills
 

Typing skill at 40 words a minute. 

POSITION E[1 EM 

a. 	 Supervision Received
 

Supervision is received from the Supervisor Personnel.
 

b. 	 Available Guidelinea
 

Post Office Rules book and verbal instructions from the
 
superiors.
 

c. 	 Nxer.
 

None.
 

d. 	 Authority to Me om fM n t
 

None.
 

e. 	 SimtreiLeero
 

None.
 

None.
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POSITION TITLE 
 Diary Clerk
 

(Level-II Division)
 

GRADE 
 BPS 5
 

BASIC FUNCTIONAL DESCRIPTION
 

Diary Clerk is responsible to Supervisor Perconnel for
 
diarizing the incoming mail.
 
MASIS--PONSIXTIMS
 

o 	 Receives incoming mail and stamps it.
 

o Diarizes the incoming mail.
 

o 
 Puts up the mail to Administration Officer through

Supervisor Personnel.
 

o 
 Any other duty assigned by the superiors.
 

a. 	 ,_
 

-	 Direct Recruitment 

i. 	 Secondary School Certificate Examination with 
'C'
Grade or equivalent qualification from a recognized

University or Board or Junior Cambridge.
 

ii. 	 A minimum speed of 40 words per minute in typing.
 

or
 

- By promotion as per WAPDA Service Rules.
 

b. 	 PriorWork Experience
 

None for direct hires. 
 Five 	years experience in case of
 
promotees.
 

c. 
 Language Proficiency
 

Reasonable fluency in written and spoken Urdu language.
Can read and write English language.
 

d. 	 K SpecificAres
 

Knowledge of office routine.
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e. 	 Abilities And Skills
 

Typing skill at 40 words a minute.
 

POITIQNN-iLWKS
 

a. Stpervision Received 

Supervision is received from the Supervisor Personnel. 
b. Ay-aotlab-I-e_-ui la 

Verbal instructions from the superiors.
 

c. 	 Extrcise of Judgment
 

None.
 

d. 	 huthorlty to ake Commitn
 

None.
 

e. 	 Nature, Level and Purpose of Contacts 

None.
 

f. 	 upervision Received
 

None.
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BUDGET & ACCOUNTS 



0 

POS['I'ION TITLE 
 Budget & Accounts Officer
 

(Level-II Division)
 

GRIAME 
 13P: 17
 

BASIC EUNCTIONAL DESCRIPTION
 

Budget- & Acccounts Officer (Division) is responsible for' thedIv I-iori 's flri,,nci-al functions: acts as Principal Assistant tothe ['ivi..i.ornal Ergineer on all matters Leiating to banking,

recei pt ;~ifd disbursemerit of funds, 
 budgets, e-penditurecortto I roriaerial reporting.erid ArIministers the personnel
poliies oif the Authority with respect to his assigneder, loyvees. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o :-.,er'ves as the Principal Assistant to the Divisional
Engineer orn all accounting functions of the Division. 

Pa.s 6nd records e:.:penditure for the division by usingthe procedures lid down in the Div isiorvl Accounting
i'lo,- n 1u ]...

o Recei.vyes funds from the Director Accounts AE,13 to meet the
impreet demands of Division. 

O Ensures that. the accounts books record the expenditure
i:,einp incurred .n the Division. 

( Pleals wit.h pre--aul t funct-ion and pays bills up to Rs1. .,.'- with the INrovIsiJon for a post-audit by the AEB. 

o EnsutF'- timely subinissioi of various accounting and 
management reports to tie Director Accountes AEB aid other 
concerned ent-itiJes. 

, Peal tf. with all poloicy wat.t.ers concerning acco-unte. 

o Arranges alppropriat.e education and training programs forc.ub l-,'- I nato e e-acnne1 

DESIRED QUALIFICATIONS 

tlast.ers degree in Commerce or Business 
AdminIstration 

In the cases of existing WAPDA employees.
alternative qualifications specified for this gradelevel In (3OP and/or WAPDA Accounts Service Rules are 
acceptable. 
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b. Prior Work Experience 

Minimum of four (4) years work related experience. 

c. Abilities and Skills 

Total fluency in spoken and written Urdu and 
English. 

Basic knowledge of finance and accounting principles
and banking operations. 

Ability to carry out Authority's policies and
procedures on financial matters. 

Ability to ccmmnnicate effectively with bank 
officials and obtain their cooperation.
 

Ability and skill to analyze and interpret financial 
data and prepare informative reports to higher 
management. 

POSITION ELEMENTS
 

a. S-uperviston Received 

[Pi'ections are received from Divisional Engineer and
Director Accounts. Area Electricity Board. regarding
financial policies, procedures and operations. Reqiuiredto make independent decisions Divisionon financial 
matters based on sound interpretation of policies and 
piroce,:ures. 

b. Available G-uidelines 

Has- available all policies and approved theprocedures l:,',Authority and is e.-xpected to ensure their implementation.
Receives functional guidance on financial, matters fromArea Electricity Board'E Accounts Directorate staff. 

c. Exercise of Judgment
 

Reqiiured to e.- ercise sound Judgment on Division financialmat t e rs. Recommendations to the Divisional Engineer and'irector Accounts are expected to be detailed, accurate
and in the best interest of WAPDA. 

d. 
 A.t-hority t.o Make Commitments 

Has full authority to commit the Authority within theper'scribed limits of established financial powers arnd 
approved policieu, and procedures. 
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e. N ture. Level ed Purpose Qonf__
 

Meets with local bankers on matters relating to the
 
receipts, disbursemente and transfers of WAPDA's funds.
 
Meets with Area Electricity Board and Division staff
 
members to coordinate financial work flows.
 

f. Supervision Exercised
 

Exercises direct supervision over assigned subordinate
 
staff within the financial and administrative powers

vested in him.
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POSITION TITLE 
 Assistant Budget & Accounts
 

Officer - Funds (Level-II Division)
 

GRADE 
 BPS 16
 

BASIC FUNCTIONAL DESCRIPTION
 

Assistant Budget & Accounts Officer 
- Funds is responsible for revenue collection cash, imprest cash, miscellaneous cash,
bank reconciliations and related documentation.
 

tmQ1UJZMES AND RESPONSIBILITIES
 

o Requisitions fund from the AEB.
 

o 
 Makes payments of bills and invoices.
 

o 
 Maintains imprest cash book, miscellaneous receipts cash
book, billing cash book, capital contribution cash book,

and securities cash book.
 

o 
 Prepares bank reconciliations.
 

o 
 Prepares ledger posting summaries for his own section.
 

o Provides subordinate personnel with education and
 
training required for proper Job performance.
 

DESIRED QUALIFICATIONS
 

a. Education
 

Bachelors degree in Commerce or Business Administration.
 

b. Prior Work Experience
 

Three years work related experience.
 

c. AbIiiti-esanxLSkdjj
 

- Total fluency in spoken and written Urdu and
 
English.
 

- Basic knowledge of finance and accounting
 
principles.
 

- Ability and skill to organize the basic accounting
 
work.
 

- Possess supervisory skill to deal with complex 
problems. 
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Deal 	effectively with people who come 
in contact 

with him. 

a. 	 Supervis:on Received
 

Reports directly 
6o Budget & Accounts Officer-.
 
b. 	 Available Guidlines
 

Has available all policies and procedures approved by the
Authority for accounting and banking business and
expected to 
ensure their implementation.
 

c. 	 e nt 

Required to exercise Judgment in respect of accounting 
matters of the section assigned.
 

d. 	 Nature. Level a__urpose of CorIQct_ 
Meets with the Division's Budget & Accounts Officer to 
coordinate the functions. 

e. 9 uparyAPLJX QIv-dul-xr 

E. :eroJ.ses direct supervision over assigned subordinate 
staff. 
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POSITION TITLE 	 Accounts Assistant - Banking
 

(Level-Il Division)
 

GRADE 	 BPS 11
 

BASIC FUNCTIONAL DESCRIPTION
 

Accounts Assistant - Banking is responsible to the Assistant
 
Budget & Accounts Officer - Funds and Banking for revenue
 
collection, its remittance and reconciliation, transaction of
 
unidentified cash and superscribed cheques for free
 
electricity supply to WAPDA employees.
 

o 	 Prepares CP-42 (Bank Query Letter).
 

c 	 Prepares CP-i02 (Weekly Remittance Summary and submits to
 
WCC.
 

o 	 Prepares CP-48 (Bank Reconciliation Statement).
 

o 	 Prepares CP-49 (Collection & Remittance Summary) and
 
forwards to AEB.
 

o 	 Reconciles CP-104 (Divisional collection cash book) with
 
CP-108 and CP-49.
 

o 	 Maintains cheques register and arranges deposit in the
 
relevant bank.
 

o 	 Reconciles CP-45 with CP-41. 

o 	 Prepares CP-41 on the basis of CP-48; 49, 95 and 104.
 

o 
 Ensures timely collection of bank scrolls, incorporating
 
entry of bank scrolls in the register and collection of
 
weekly,/monthly bank statement of Revenue Collection
 
Account.
 

o 	 Supervises debit/credit scrolls and register, transaction
 
of CP-107 (unidentified cash), transaction of CP-126
 
(Weekly Cash Collection on behalf of other Divisions) and
 
CP-127 (Weekly Cash Posting by other Divisions),
 
transaction of CP-133 against SS cheque for free supply.
 

)-rLUiD-QUALIFLCATI 	 SO{ 

a. 	 Bducati-j 

Bachelors degree in Commerce or by promotion from a lower
 
position.
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b. 	 Prior Work Experience
 

One year's wbrk related experience.
 

c. 	 Abilities and Skills
 

- Total fluency in spoken and written Urdu and
 
reasonable understanding of English.
 

- Basic knowledge of finance, accounting and bankign
 
principles.
 

-	 Deal effectively with people who come in contact
 
with him.
 

POSITION ELEMENTS
 

a. 	 Supervision Received
 

Reports directly to Assistant Budget & Accounts Officer.
 

b. 	 Available GQuidelines
 
Guidelines are availab'e from WAPDA manuals, policies,
 

procedures and other documents issued from time to time.
 

c. 	 Exercise of Jndgmen
 

Must be able to analyze the work related problems.
 

d. 	 Nature, Level and Purpose of Contacts
 

Contacts with WAPDA personnel as necessary in the
 
execution of responsibilities.
 

e. 	 Supervision Exercie
 

Supervises work of the staff assigned to him.
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POSITION TITLE 
 Accounts Clerk 
- Revenue Collection
 

(Level-II Division)
 

GRADE 
 BPS 7
 

BASIC FUNCTIONAL DESCRIPTION
 

Accounts Clerk 
-
Revenue Collection is responsible to 
the
Accounts Assistant 
- Banking for preparation of CP-99 and
reconciliation of weekly and monthly bank statements.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Prepares CP-99 of each Bank.
 

o Reconciles CP-99 with CP-100.
 

o 
 Prepares stubs/scrolls of Debit/Credit.
 

o Reconciles weekly bank statement with CP-99/i01.
 

o 
 Ensures the receipt of scroll daily, checking of scroll
 
with stubs, proper bank code on scrolls.
 

DESIRED QUALIFICATIONS
 

a. 	 Juujfil
 

Intermediate Certificate holder or by promotion from a
 
lower position.
 

b. 	 Prior WorkExperience
 

One year's work related experience.
 
c. 	 AbilitiesandSkills
 

Total fluency in spoken and written Urdu and
 
reasonable understanding of English.
 
Knowledge of elementary book-keeping and banking
 
principles.
 

POSITIONERMR
 

a. 	 EupervisionReceived
 

Reports directly to Accounts Assistant - Banking.
 

b. 	 Available Guidelines
 

Guidelines are available from WAPDA manuals, policies,

procedures and other documents issued from time to time.
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0. Exercise of Judgment
 

Must 	be able to analyze the work related problems.
 

d. 	 Nature, Level and Purpose of Contacts
 

Contacts with WAPDA personnel as necessary in the

execution of responsibilities.
 

e. 	 Supervision Exercised
 

Supervises work of the staff assigned to him.
 

Page - 50 

c 1&
 



P05ITION 	TITLE 
 Junior Clerk 
- Scroll Collection 

(Level-II 	Division)
 
GRADE 
 BPS 5
 

BASIC FUNCTIONAL DESCRIPTION
 

Junior Clerk 
- Scroll Collection is responsible to
Accounts 	Clerk tile-
Revenue Collection for collection of scrolls

from bank 	daily.
 

!_AJQRj2 S ANRD R SPO0 SILIIES 
o Receives the bank scrolls daily from the authorized 

collection center. 

o) Compares the stubs 
out differences if 

with 

any. 

related bank scrolls and pcints 

o Submits the CP-42 (Dank Query Letters) and prusues its
early settlement with appropriate collection center. 

DESIREDQUALII I 

a. aat/n 

Matriculate Certificate holder or by promotion from a
 
lower position.
 

b. 	 Prior Work Experience 

One year's work related experience.
 

c. 	 ATJY Lhj 

Total fluency in spoken and written Urdu and someunderstanding of English. 

Knowledge 	of elementary book-keeping and banking

principles. 

a. 	 Sin-- P m~vlal jn_ Ra ve~ 

Reports directly to Accounts Assistant - Revenue 
Collection.
 

b. 	 AyAlah I e GzL e-Unpa 

Guidelines are available from WAPDA manuals,procedures and other documents issued 
policies, 

from 	 time to time. 
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c. Exercise of Judgment 

d. 

Must be able to analyze tLe work related 

Nature, Level and Purpose of Contacts 

probleme. 

Contacts with WAPDA personnel as necessary in theexecution of responsibilities. 

e. Supervision Exercised 

Supervises work of the staff assigned to him. 
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IION_TJ 
 Accounts Clerk 
- Security Deposit
 

(Level-II Division)
 

GRADE 
 BPS 7
 

BASIC FUNUTIONAL DESCRIPTION
 

Accounts Clerk 
- Security Deposit is responsible to the
Accounts Assistant 
- Banking for maintenance of Security
Depost Account with authorized collection center.
 

MJOR I AND RESPONSIBILITIES 

o 
 Receives bank scroll with stubs of security deposit.
 

o 
 Checks scroll with stubs and enter in the Security

Deposit Register CP-26.
 

o Prepares CP-99 -,f each bank and feeds to WCC.
 

o Reconciles CP-26A with the CP-99.
 

o Prepares CP-51 of each bank.
 

o Reconciles monthly bank statement with CP-26.
 

o 
 Ensures the entry of payment on demand notice received
 
from the CSO and remote Sub Division.
 

DLSI RED QUJ6L1YFI_ CflQO_ 

a. Education
 

Intermediate Certificate holder or by promotion from a
 
lower position.
 

b. Yt n
 

One year's work related experience.
 

c. AbIl~taFsFfand -FkJ1]
 

- Total fluency in spoken and written Urdu and
 
reasonable understanding of English.
 

- Knowledge of elementary book-keeping and banking 
principles.
 

POSITIONELEMENTS 

a. Sue!_e _ 

Reports directly to Accounts Assistant - Banking.
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b. 	 Available Guidelines
 

Guidelines are available from WAPDA manuals, policies,
procedures and other documents issued from time to time.
 
c. 	 Exercise of Judgment
 

Must be able to analyze the work related problems.
 

d. 	 Nature. Level and Purpose of Contacts
 

Contacts with WAPDA personnel as necessary in the
execution of responsibilities.
 

e. 	 UJpervision Exercised
 

Supervises work of the staff assigned to him.
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POSITION TITLE 
 Accounts Clerk 
- Funds
 

(Level-II Division)
 
GRADE 
 BPS 7
 

BASIC FUNCTiONAL 
DESCRIPTION
 

Accounts Clerk 
-
Funds is responsible to the Accounts
Assistant 
- Funds and Banking for maintenance of the Pension
Cash Book and Cash Book for Capital Contribution.
 

MAJOR DUTIES AND RESPOS
 

o 	 Maintains the Pension Cash Book.
 

o 
 Makes payment of all the pension claims after pre-audit.
 
o 
 Prepares the bank reconcJliation statement of pension


cash 	book.
 

Prepares the billing cash book CP-51 (Capital).
 
o 
 Prepares the bank reconciliation statement of billing
 

cash book (Capital).
 
o 
 Checks the stubs of capital receipts with scrolls.
 
o 
 Prepares CP-99 (Capital Receipts) and feeds to WCC.
 
o 	 Incorporates the entry of payment on demand notice
received from the CSO and Remote Sub Division.
 
o 
 Numbers the voucher number and cancels all payment
vouchers approved by the Divisional Manager for payment.
 
o 
 Records the certificate 
(PAID BY ME) on payment voucher
and forwards to the Assistant Budget & Accounts Officer.
 
o 
 Submits the paid voucher with imprest cash book to AEB.
 

a. 	 Ectj
 

Intermediate Certificate holder or by promotion from a
lower position.
 

b. 

One year's work related experience.
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c. 	 Abilities and Skills
 

Total fluency in spoken and written Urdu and
 
reasonable understanding of English.
 

- Knowledge of elementary book-keeping.
 

PQ5TION ELEMENTS
 

a. 	 Supervision Received
 

Reports directly to Assistant Budget and Accounts Officer
 
- Funds & Banking.
 

b. 	 A 
 Gabuidein
 

Guidelines are available from WAPDA manuals, policies,
procedures and other documents issued from time to time.
 

c. 
 e of Judgment
 

Must be able to analyze the work related problems.
 
d. 	 Nature, Level and Purpose of Contacts
 

Contacts with WAPDA personnel as necessary in the
execution of responsibilities.
 

e. 	 Supervision Exercised
 

Supervises work of the staff assigned to him.
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POSITTMj TITLE 
 Junior Clerk 
- Typist 

(Level-II Division) 

GRADE 
 BPS 	5 

BASIC FUNCTIONAL DESCRIPTION
 

Junior Clerk 
- Typist is responsibl- to Assistant Budget &Accounts Officer (Accounts) for typing letters, memoranda,rough drafts, and reports for the section. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Does all typing work. 

o 	 Performs any othev duty assigned by the Assistant Budget& Accounts Officey (Accounts). 
DESIRED QUALIFICATIONS 

a. 	 E d -n atiOn 

- Direct Recruitment 

i. 
 Secondary School Certificate Examination with 'C'
 
Grade or Diploma in Commerce.
 

ii. 	 A minimum speed of 40 words per minute in typing.
 

or 

-	 By promotion as per 	WAPDA Service Rules.
 
b. 	 Prlcr Work Exerience 

None for direct hires. Five years experience in case of 
promotees. 

c. e 

Reasonable fluency in written and spoken 
Should be able to read English language. 

Urdu language. 

d. Knowledge of Specific Areas 

Knowledge of office routine and diarizing/despatching. 

e. Abilities and Skills 

Typing skill at 40 words a minute. 
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POSITION ELEMENTS
 

a. 	 Supervision Received
 

Supervision is received from 	his inediate Supervisor. 

b. 	 Available Guidelines
 

Verbal instructions from the superiors.
 

c. 	 Exercise of Judgment
 

None. 

d. 	 Authority to Make Commitments 

None. 

e. Nature, Level and Purpose of Contacts 

[one. 

f. 	 Supervision Exercised 

None. 
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POSITION TITLE 
 Junior Clerk 
- Typist - II 

(Level-II Division) 
GRADE 
 BPS 5
 

BASIC FUNCTIONAL DESCRIPTION
 

Junior Clerk 
- Typist is responsible to Assistant Budget &
Accounts Officer (Fund) for typing letters, memoranda, rough
drafts, and reports for the section.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Does all typing work.
 

o 
 Performs any other duty assigned by the Assistant Budget

& Accounts Officer (Fund).
 

DESIRED QUALIFICATIONS
 

a. Education
 

Direct Recruitment
 

i. 
 Secondary School Certificate Examination with 
'C'
 
Grade or Diploma in Commerce.
 

ii. A minimum speed of 40 words per minute in 
typing.
 

or
 

- By promotion as per WAPDA Service Rules.
 

b. 	 Prior Work Experience
 

for direct hires.
None Five years experience in case of
 
promotees.
 

c. Lang eroficiency
 

Reasonable fluency in written and spoken Urdu language.

Should be able to read English language.
 

d. Knowledge of Specific Areas
 

Knowledge of office routine and diarizing/despatching.
 

e. Abilities and Skills
 

Typing skill at 40 words a minute.
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EOSTUION ELEMENTS 

Surpervision is received from his immediate Superviscor. 

b. 	 Available Guidelines
 

Verbal instructions from the superiors.
 

c. 	 Exerci_f *Judgment 

None. 

d. 
 Authority to Make Commitments
 

None. 

e. 	 Nature, Level and Purpose of Contactsr
 

None.
 

f. 	 Surervision Exercised
 

None. 
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POSITION TITLE 
 Accounts Assistant - Audit &
 

Inspection (Level-II Division)
 

GRD 
 BPS 11
 

BASIC FUNCTIONAL DESCRIPTION
 

Accounts Assistant -
Audit & Inspection is responsible to the

Budget & Accounts Officer for drafting of replies on Audit and
 
Inspections Reports.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Deals with the Audit and Inspection parties such as Chief

Auditor WAPDA - Internal and Director General Audit WAPDA
 
- External.
 

o Prepares replies of Inspection Reports, advance paras,

draft paras. PAC meeting paras, and summary of important

points.
 

o 
 Maintains files of the above reports and correspondence
 
related to his Section.
 

DESIRED QUALIFICATIONS
 

a. EIcatuoQ
 

Bachelors degree in Commerce or by promotion from a lower
 
position.
 

,trk
b. rI Experience
 

One year's work related experience.
 

c. Ab-ILU and Skills 

Total fluency in spoken and written Urdu and
 
reasonable understanding of English.
 

Basic knowledge of finance and accounting
 
principles.
 

Deal effectively with people who come 
in contact
 
with him. 

POSITION ELEMENTS
 

a. Supervision Received
 

Reports directly to Budget & Accounts Officer.
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b. 	 e 

Guidelines ar e available from WAPDA manuals, policies.
 
procedures and other documents issued from time to time.
 

c. 	 Exercise of Judgment
 

Must be able to 
analyze the work related problems.
 

d. 	 Natr. ee 
and Purpose of Contacts
 

Contacts with WAPDA personnel as necessary in the
 
execution of responsibilities.
 

e. 	 Sutervision Exercised
 

Supervises work of the staff assigned to him.
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POSITION TITLE 
 Accounts Assistant - Pre-Audit
 

(Level-II Division)
 

GRADE 
 BPS 11
 

BASIC FUNCTIONAL DESCRIPTION
 

Accounts Assistant  Pre-Audit is responsible to the Budget &Accounts Officer for checking of all kinds of payments andmaintenance of record of Accounts Section. 

UAJORDUIE__ 
 RESPONSIBILITIES 

o Checks the Suppliers/Contractors' bills, contingentbills, free electricity supply bills, utilities bills.
 
pay bills, and TA bills.
 

Prepares SS cheques, ledger postingo 
summaries of cashaccounts of Remote Sub Division, replies on audit notes


issued by AEB, and payroll summary. 

o Assists the Assistant Budget & Accounts Officer -Accounts in preparation of Annual Budget Estimate.
 

o Maintains record of the Accounts Section as a whole. 

o Ensures and supervises maintenance of the Salary AuditReglnter, proper checking of cash accounts of Remote SubDivledons and store requisitions respectin of accounts
clascification & availability of budget provision besides 
weekly store statement. 

DESIRED Q"[LI FICATIONS
 

Bachelors degree in Commerce or by promotion from a lower
 

position.
 

b. Pr~r WorkExerience
 

One year's work related experience.
 

c. Ab II AIea_Fidklls 

Total fluency in spoken and written Urdu and
 
reasonable understanding of English.
 
Basic. knowledge of book-keeping and auditing
 
principles.
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POSITION ELEMENTS
 

RcT-orts directly to Budget & Accounts Officer.
 

b. 	 Available Guidelines
 

Guidelines are available from WAPDA manuals, policies,

procedures and other documents issued from time to time.
 

C. 	 Exercise of Judgment
 

Must he able to analyze the work related problems.
 

d. flature. Level and Purpose of Contacts 

Contacts with WAPDA personnel 
execution of responsibilities. 

as necessary in the 

e. 3jAeJwvisey ,n Exercised 

Supervises work of the staff assigned to him. 
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POSITION TITLE 
 Accounts Clerk 
- Pre-Audit
 
(Level-II 


Division)
 

GRADE 
 BPS 7
 

BA5IG IMULINAL DESCIPIO
 

Accounts Clerk 
- Pre-Audit is responsible to the Accounts
Assistant 
- Pre-Audit for checking of cash amounts, store
requistion and weekly store 
statements and assists in
maintaining the office record.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o Maintains the Salary Audit Register.
 

o 
 Receives and checks the cash accounts of Remote Sub
 
Division.
 

o 
 Checks the store requisition in 
respect of accounts
classification and budget provision.
 

o 
 Checks the weekly store statement with the relevant store
requisition and material return notes.
 

o Maintains the local purchase register.
 

o Prepares 
the payment vouchers for remittance 
of various
 
deduction such as GLI, CPF, WEF etc.
 

o 
 Assists the Accounts Assistant 
- Pre-Audit in maintaining
 
the record of accounts section.
 

DESIRED -QUALIFICATIONS
 

a. FCWAI~in 

Intermediate Certificate holder or by promotion from a
lower position.
 

b. Pr rWo ie
 

One year's work related experience.
 

c.
 

Total fluency in spoken and written Urdu and
 
reasonable understanding of English.
 
Knowledge of elementary book-keeping and auditing.
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POSI~NELEMENTS 

a. 	 SuPerJ lnj 

Reports directly to Accounts Assistant - Pre-Audit.
 

b. 	 Available Guidelines
 

Guidelines are available from WAPDA manuals, policies,
procedures and other documents issued from time to 
time.
 

c. 
 ecipe of Judgment
 

Must be able to analyze the work related problems.
 

d. 	 Nature, Level and Purpose of Contacts
 

Contacts with WAPDA personnel as necessary in the
execution of responsibilities.
 

e. 	 aime~rvisAon Exercised
 

Supervises work of the staff assigned to him.
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POSITION TITLE 
 Assistant Budget & Accounts Officer 
-


Accounts (Level-II Division)
 
GRADE 
 BPS 16
 

BASIC FJNCTIONAL DESCRIPTION
 

Assistant Budget ,.Accounts Officer- Accounts is responsiblefor the maintenance of accounts books and preparation of
 
management reports.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o Receives ledger posting summary from each section.
 

o 
 Writes general ledger.
 

o Prepares the trial balance each month.
 

o 
 Prepares the management and accounting reports as
provided in the Management Information System and submits
to 
the Budget & Accounts Officer for submission to 
the
AEB Accounts Office.
 

o Holds responsibility for stores accounting. 

V__ MIJD QUALIFI CATIONS 

a. Educatio_
 

Bachelors degree in Commerce or Business Administration.
 

b. Prior Work E'aP-Qj=[ 

Three years work related experience. 

c. Abilities and Skills 

- Total fluency in spoken and written Urdu and
 
English.
 

- Basic knowledge of finance and accounting
 
principles.
 

- Ability and skill to organize the basic accounting

work.
 

- Possess supervisory skill 
to deal with complex

problems.
 

- Deal effectively with people who come 
in contact
with him.
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POSITION ELEIENTS
 

a. ~Supervisaon Received
 

Reports directly to Budget & Accounts Officer.
 

b. 
 Available Guidelines
 

las available all policies and procedures approved by the
Authority for accounting and banking business and
expected to 
ensure 
their implementation.
 

c. Exerci 
 Qiof Judwment
 

Required to exercise Judgment in respect of accounting
 
matters of the section assigned.
 

d. _tNaUre, l and
Purpose of Contacts
 

Meets with the Division's Budget & Accounts Officer to

coordinate the functions.
 

e. Supervision Exercfsed
 

Exercises direct supervision over assigned subordinate
 
staff.
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Accounts Assistant 
- Accounts
 
(Level-II Division)
 

GRADE 
BPS 11
 

Accounts Assistant 
- Accounts is responsible to the Assistant
Budget & Accounts Officer 
-
Accounts for maintenance of
subsidiary ledger, Journal ledger and preparation of
management reports.
 

MAJOR DUTIES AND RESPONSIBILITIE
 

o 
 Prepares the list of subsidiary ledger balance.
 
o 
 Prepares current accounts statement and reconciles with
AEB statement.
 

o 
 Prepares budget control register.
 
o 
 Prepares management report: 
4 /8c, 4/21, 4/24, 4/26. 4/31.
 
o Maintains the Journal ledgers.
 

o 
 Prepares the suspense balance statement.
 

o 
 Prepares the asset accounting documents.
 

o 
 Gets allotment of Job number of works.
 

o 
 Maintains all subsidiary ledger.
 

o Maintains Job cards.
 

o 
 Issues debit and credit outgoing advices.
 

DESIRED QUALIFICATIONS
 

a. Edu atio
 

Bachelors degree in Commerce 
or by promotion from a lower

position.
 

b. ~r io r Wo rk_-L&_] 

One year's work related experience.
 

c. Abilities and Skills
 

- Total fluency in spoken and written Urdu and
 
reasonable understanding of English.
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Basic knowledge of finance and accounting

principles.
 

Deal 	effectively with people who come 
in contact

with 	him.
 

POSITION ELENENTS
 

a. 	 sauperviJ
n eiJyd 

Reports directly to Assistant Budget & Accounts Officer -
Accounts.
 

b. 	 Avaiabe1e eie 

Guidelines are available from WAPDA manuals, policies,procedures and other documents issued from time 	 to time. 
c. 	 Exercise of Judgment 

Miust 	be able to 
analyze the work related problems.
 

d . -_ 

Contacts with WAPDA personnel as necessary in the
 
execution of responsibilities.
 

e. 	 SqpervJ!5 Pjl_ jr 


Supervises work of the staff assigned to hm.
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POSITION TITLE 
 Accounts Clerk I 
- Accounts
 
(Level-II Division)
 

G-RA-D BPS 7
 

Accounts Clerk - Accounts is responsibleAssistant - Accounts 	 to the Accountsfor preparation of debit/credit advices
and management reports. 

MAJOR_DUtrIES AND RESPONSIBILITIES 

o 	 Maintains the register of IOT incoming/outgoing.
 

o Issues the debit/credit advices outgoing. 

o 	 Prepares the 	 management reports rural/urban 4/7. 4/2,
4/15. 4/lb, 4/5a.
 

DESIRED _UALI FICATIONS
 

a'. EdUcaU.QUn
 

Intermediate 
 Certificate holder or by promotion from a 
lower position. 

b. 	 Prior Work Eperence 

One year's work related experience.
 

c. 

- Total fluency in spoken and written Urdu and
 
reasonable understanding of English. 

- Knowledge of elementary book-keeping.
 

P-QI.TIONELEMNHT 
a. -ta cyjslnRe Jsyad 

Reports directly 
to Accounts Assistant 
- Accounts.
 

b. 	 AYii1 b e_keina 

Guidelines are available from WAPDA manuals, policies,
 
procedures and other documents issued from time 
to time.
 

C. 	 Exercise of Judgment 

Must 	be able 
to analyze the work related problems.
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d. 	 Nature. Level and Purpose of Contacts 

Contacts with 	WAPDA personnel as necessary in tLheexecuticn of responsibilities.
 

e. 	 Supervision Ex.ercised
 

Supervises work of the staff assigned to him.
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POSITION TITLE 
 Accounts Clerk II 
- Accounts 
(Level-II Division) 

GRADE BPS 7
 

Accounts Clerk 
-
Accounts is responsible to the Accounts
Assistant 
-
Accounts for preparation of SS cheques Regl.ter,
Job cards and management reports.
 

o 	 Maiitains the summary of stock account. 
o 	 Maintairis the SS cheque issue and receipt register.
 

o 
 Prepares the management reports rural/urban 4/6, 4/10,
4/3a. 4/3b, 4/5. 

o 	 Prepares the job cards.
 

DESIRED QUALIFICATIONS
 

a. 	 Education 

Intermediate Certificate holder or by promotion from a
lower position.
 

b. 	 Prior Work Ep,erience
 

One year's 
work 	 related experience. 

c. 	 Abilities and Skills 

- Total fluency in spoken and written Urdu arid
reasonable understanding of English. 

- Knowledge of elementary book-keeping.
 
£O LTIQREM lT
 

a. 	 51ye.is4.qn _eceivd 

Reports directly to Accounts Assistant Accounts.
-


b. 	 Available Guidelines 

Guidelines are 	 available from 	 WAPDA manuals, policies.
procedures and other documents issued from time 
to time.
 

Page - 73 

http:51ye.is4.qn


c. -ixerise of Judgment
 

Must be able'to analyze the work related problems.
 

d. Nau Level and Purpose of Contact
 

Contacts with WAPDA personnel as necessary 
in the

execution of responsibilities.
 

e. 
 5!upervision Exercised
 

Supervises work Qf the staff assigned to him.
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POSITION TITLE: Customer Services Officer
 

(Level-IH Division)
 

GRADE: 	 BPS-17
 

A3ADS fUVNNT rR
 

The Customer Services Officer is responsible to the Division
 
Manager for Customer Services activities relating to Customer

Assistance and Customer Accounts: 
for issuance of electric
 
service bills and bill distribution. Customer Services,
 
computer processing including data entry and validation, and

the customer inquiry procedures: for implementing new or
 
revised procedures for the Customer Services: 
and for assuring
good customer relations with all classes of customers.
 
MAJOfRD1UIES AND RESPONSIBILITIES:
 

o 	 Ensures that customer inquiries are expediently and
 
fairly handled within the guidelines established by

appropriate governmental authorities. 

o 	 Directs office employees as they carry out customer
 
contact to 
assure a prompt and courteous service to the
 
customers.
 

o Directs and monitors the maintenance of the customer
 
records.
 

o 	 Ensures efficient application of billing procedures. 

o 	 Responeible for the initiation of the write off procedure
for the disconnected delinquent customers in accordance
 
with laid down procedures and policies.
 

o Ensures timely recovery action through Government
 
Recovery Officer under Land Revenue Act.
 

o Directs the handling of customer complaints, referring

those not settled to the proper person or department for
 
investigation. 
Follows up to ensure satisfactory
 
completion.
 

o 	 Directs bill distribution activities.
 

o Directs the use of Microprocessors.
 

o 
 Directs activities relating to billing adjustments.
 

o 	 Directs the energy surveillance program as it applies to
 
the Customer Services area of responsi,ility.
 

o 
 Responsible for prepaaLLiun and verification of all
 
required reports.
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o 	 Provides functional guidance to the Sub-Division 
Supervisor Customer Services in all activities and makes
 
personal visits as required.
 

o 	 Seeks functional guidance on policy matters from AEB
 
through line of management.
 

o 	 Responsible for preparing the customer services section
 
of the Division's ainiual budget. 

0 	 Holds an 
imprest account for his office expenditure

within the prescribed limits and is responsible for its
 
proper disbuirsement and replenishment. 

o 	 Ensures that provisions of Union Agreement are followed
 
by both labor and management. 

o 	 Recommends changes in 
the laid down procedures for
 
efficient operation of the system to the appropriate 
authority. 

0 	 Recommends wage and salary changes, promotions, 
demotions. transfers, leaves of absence. hiring and 
release of personnel. 

0 	 Responsible for attending to the audit para inquiries and 
the timely submission of reports to the appropriate
 
authorities.
 

o 	 Arranges appropriate education and training for 
subordinate personnel. 

o 	 Observes safety regulations and ensures their compliance. 

0 	 Undertakes other responsibilities as assigned. 

DESIRED QUALIFICATIONS:
 

a. 	 Educa-tion-;_ 

t) DJircIzRexuitmenLt Master's degree in either 
commerce, statistics or mathematics, business
 
administration or engineering.
 

ii) Promotees: Bachelor's degree. 

b. 	 PF Lor__WoxJ_kEx 	 Pic niem e;

i) _. Minimum of 3 years'
experience with a private or public corporation on 
matters relating to financial and accounting
 
aspects.
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ii) Promotees: 
 Minimum of 15 years' continuous service
 
in a WAPDA Customer Service Office.
 

- Communication skills both in written and spoken 

English/Urdu. 

Knowledge of accounting and financial techniques. 

Deal effectively with people, both customers and 
employees. 

-

-

Possess supervisory skills to deal with comple
problems and develop practical solutions. 
Able to react in a reasonable manner to a wide 

range of stressful situations. 

EQiTJO.LE L rLS ;_ 
a. u _rvision Received. 

Reports directly to Divisional Manager and functionally
 
to the Deputy Director of Customer Services 
- Circle. 

Guldellnes are available from WAPDA manuals, policies,
 

procedures and other documets issued from time 
to time.
 

c. 	 E-erclse of ,Judgment: 

Must be able to analyze complex problems resulting in 
proposals and their implementation. 

d. 	 Authorit, _h iemm Imnis 

fias full authority to make commitments to the extent 
authorized by the Divisional Manager. 

e. 	 Natunei__LevelandPun-oDe of Contacts. 

Contacts with customers. Government agencies and other

WAPDA personnel as necessary in the execution of 
responsibilities. 

f. 	 S!uPervision Exercised: 

Supervises the work 	 of his staff, plans their workload 
and as3ignments, provides assistance in dealing with

complex administrative problems, evaluates performance
and ensures that their work is carried out 
in compliance 
with plans. 
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o) 	 Ensures proper record keepingand logging of 	
of customer's statisticsall correspondance and 	 transmittal ofdata. 

o 	 Responsible for the preparation of all custoner's 
statistical reports.
 

o 	 Provides training to new 
 staff under his section.
 
o 	 Ensures adequate supply of forms,supply and 	 stationery, officehandouts for customers and 	 the maintenanceoffice equipment 	 ofin the customer services section. 
o 	 Makes recommendations on rating, disciplinepersonnel matters 	 and otheras they apply to the employees In hissection. 
o 	 Observes safety regulations and 	 ensures their compliance. 
o 	 Uncertakes other responsibilities as assigned. 

DESIRED QUALIFICATION:
 

a. 	 Education:
 

Intermediate 
 but 	 Bachelor's degree preferred. 
b. 	 Prior Work E-xierience: 

Minimu 
 12 years' relevant experience required.
 
C. 	 Abilities andSkills/Knowledge:
 

- Strong communication skills in both 	written endspoken English and Urdu. 
- Deal effectively with people, both customers andemployees. 

- Possess supervisory skills to deal with complexproblems and develop practical solutions.
 
- Able 	to react in 
a reasonable manner 
to a 	wide
range of stressful situations.
 

POSITION ELEMENTS:
 

a. 	 Supervision Received: 

Reports directly to the Customer Services Officer.
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b. 	 Available Guidelines:
 

Guidelines are available from WAPDA manuals, policies,
procedures and other documents issued from time to time. 

c. 	 Exercise of Judgment: 

Must be able 	 to analyse complex problems resulting In 
proposals and their implementation.
 

d. 	 Authority to Make Commitments: 
Has full authority to make commitments to the level 
authorized by Supervisor - Customer Services. 

d. 	 Naiturc_Level, and Purpose of Contacts: 

Contacts with customers, government agencies and otherWAPDA personnel as necessary in the execution of 
respons ib i lit ies. 

e. 	 Supervision Exercised: 

Supervises the work of his staff, plans their work loadand asslgnments, provides assistance when dealing withcomplex acmiziiistrative problems, evaluates performanceand ensures that 	 their work is carried out in compliance
with 	plans. 
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POSITION TITLE: 
 Supervisor - Customer Accounts 

(Level-Il Division)
 

GRADE- BPS-14
 

BASIC RUNCTIONAL DESCRIPTION:
 

The Supervisor Customer Accounts is responsible to the
Customer Services Officer for all 
customer accounts, their
reconciliation arid 
reports. Also responsible for actions
required 
on all Management information reports generated by
the computer relating to 
customer accounts. Ensures prompt

and fair service to the customers.
 

IIAJO 	1UTYIES AND RESPONSIBILITIES

o Supervises the maintenance of customer accounts ledgers
and reconciliation of assessment, realization and debtors
outstanding, on 
a monthly basis.
 

o 	 Supervises the staff of customer accounts section as they
attend to customer complaints to ensures prompt and fair
 
service.
 

o 
 Coordinates with computer section for incorporation of

all bill adjustments during the month.
 

o 	 Coordinates wlLh Budget & Accounts Section on banking
 
matters.
 

o 
 Coordinates with Service Section for disconnection/

reconnection procedures.
 

o 	 Responsible for initiating a recovery procedure with the
Government Recovery Officer for old delinquent accounts
 
on a periodic basis.
 

o 	 Responsible for the preparation of all customer accounts
 
reports.
 

o 
 Reviews reports, data and information as it relates to
 
customer accounts.
 

o 
 Assists in the interpretation of customer accounts
manuals and provides continuing instruction for customer
accounts personnel 
in policies, practices and procedures.
 

o 	 Provides training to 
new customer accounts personnel.
 

o Ensures adequte supply of forms and stationery and
maintenance of office machines and equipment in the
 
customer accounts section.
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o 	 Makes recommendations on rating, discipline and otherpersonnel matters as they apply to the employees in his
 
section.
 

o 
 Observe safety regulations and ensures their compliance.
 

o 
 Undertakes other responsibilities as assigned.
 

DESIRED QUALIFICATION:
 

a. 	 Education:
 

Bachelor's degree holder or 
suitable existing old
employees with intermediate or matriculation education.
 

b. 	 Prior Work Experience:
 

Minimum 15 years' with Customer Accounts.
 

c. 	 _D8 nwiel.e gb-

-	 Communication skills in both written and spoken
English and Urdu.
 

Kno.ledge of Customer Accounts application arid
 
techniques.
 

Deal effectively with people, both customers and
 
employees.
 

- Possess supervisory skills to deal with complex

problems and develop practical solutions.
 
Able to react in a reasonable manner to a 	wide 
range of stressful situations.
 

POSITION ELEMENTS:
 

a. 	 Smey~a 

Reports directly to the Customer Services Officer. 

b. 	 AaableGuelines: 

Guidelines are available from WAPDA manuals, policies,
procedures and other documents issued from totime time. 

c. 	 Exercise of Jucgment: 

Must 	be able to 
analyse complex problems resulting in

proposals and their implementation.
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d. Authority to Make Commitments: 

Has full authority to make commitments to the levelauthorized by the Manager 
- Customer Services.
 

d. Nature, Level, and Purpose of Contacts:
 

Contacts with customers, government agencies and otherWAPDA personnel as necessary in the execution of
 
responsibilities.
 

e. E'l'trvi~oJx 
 ed-


Supervises the work of his staff, plans their work load
and assignments, provides assistance when dealing withcomplex administrative problems, evaluates performance
and ensures that their work is carried out in compliance
with plans. 
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PQSMITIULjj 
 Supervisor P.C.
 

(Level-Il Division)
 

GRADE: 
 BPS-16
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Supervisor P.C. is responsible to the Customer Services
Officer and functionally to 
the AEB Assistant Director 
-
Computer Operations: is responsible for the operation and use
of the customer services computer and other machines

associated with data processing. 

MAJOR DITIES AND RESPONSIBILITIES:
 

o Responsible for the integrity and security of all
programs and data files used in the operation of thecustomer services computer equipment.
 

o Supervises the key entry and the verification of customer

services data entry to diskette. 

o Directs others in the operation of the computer andperipheral equipment, which includes printers, disk
drives, terminals and other equipment associated with 
computers.
 

o 
 Maintains statistical records on 
data entry functions
including errors, reruns, equipment failures and all jobprocessed on the microprocessor. 

o Works with user departments within the Division toestablish a schedule for the data entry function thatsatisfies the needs and requirements of all department.
 

o 
 Performs or directs routine preventive maintenance on
equipment following prescribed procedures. 

o Provides technical assistance to all users of divisional
 
computers. 

o Performs diagnostics to determine the ofnature equipmentproblems; communicate problems theto AEB D.P.M. through 
proper line of management.
 

o Performs routine software maintenance, adding or changingprogram libraries as directed by the AEB Computer

Section.
 

o Maintains supplies inventory for the data processing

function following prescribed procedures.
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o 	 Trains new or existing computer operators to operate the
 
computer and peripheral equipment; and trains them to
 
perform data scheduling and control functions, program
 
ani equipment maintenance functions, and other
 
administratlve tasks in his absence. 

o 	 Conducts training classes on the proper and approved use
 
of new software for the customer services computer.
 

o 	 Distributes computer outputs from the customer services 
computer system following prescribed procedures. 

o 	 Observes safety regulations and ensures their compliance. 

'o 	 Responsible for protection of equipment from dust. heat
 
and other environmental hazards. Also maintains current
 
schedule of planned outages to avoid unexpected power
 
failures as far as possible.
 

o 	 Undertakes other responsibilities as assigned.
 

DESIRED QUALIFICATIONS:
 

a. 	 Ed, catjQ; 

Bachelor's degree in Computer Science.
 

b. 	 Prior Work Experience:
 

5 years' in the Computer Department of a public or
 
private company.
 

c. 	 _
 

- Strong communication skills in both written and
 
spoken English and Urdu.
 

- Technical knowledge of computer science
 

application and techniques.
 

-	 Deal effectively with employees.
 

- Possess supervisory skills to deal with complex 
problems and develop practical solutions. 

- Able to react in a reasonable manner to a wide
 
range of stressful. slluations.
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POSITION ELEMENTS-


Reports directly to 
the Customer Services Officer andfunctionally to 

Operations. 

the AEB Asstt. Director of Computer,
 

b. Available Guidelines: 

Guidelines are 
procedures and 

available from WAPDA manuals, policies,other documents issued from time to time. 

c. Ex_ercise of -Judgment: 

Must be .tble to analyse complex problems resulting inproposals and their implementation. 

d . A -U t h r _i L -I , M a k e _ _Q w ii 

Has full authority to make commitments to the level 

e. 
authorized by the Manager - Customer Services.
Na-tur ev_ -_and Purpose0_Cooa 

Contacts with customers, government agencies and other
WAPDA personnel 
as necessary in the execution of
 
reeponsibi Iities.
 

e. _Sue -f r 1'-1o 4r__J rI;zc ised" 

Supervises the work of his staff, plans their work load
and assignments, provides assistance when dealing with
complex administrative problems, evaluate performance and
ensure their work is carried out in compliance with
 
plans.
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POSITION TITLE: P.C. Operator
 

(Level-II Division)
 

GRADE: 	 BPS-12
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Computer Operator is responsible to the Supervisor P.C.
 
and performs routine computer operations including key entry

and key verification of division transactions. Performs
 
various other clerical duties such as 
filing of department

reports, maintenance of Section records and preparation of
 
required section and division forms.
 

Operates the division computer and associated equipment

including entry of security codes, setting of operations

parameters, selection of program applications,

preparation of diskette files, transfer of information
 
files to the fixed storage files, and other similar
 
operations administrative tasks.
 

o 
 Monitors operation of the computer and peripherial

equipment, which includes printers, disk drives,

terminals and other equipment associated with the
 
computer; 
analyzes problems and assists in correction.
 

o 	 Key enters data to diskette from user prepared

transactions and transmittal controls.
 

o 	 Verifies the data key entered to diskette and audits
 
results following standard control procedures.
 

o Prepares output reports, verifies reasonableness of
 
contents, and distributes them to users for distribution.
 

o 
 Assists in the training of new or existing Computer

Operators to operate the computer and peripheral

equipment.
 

o 
 Assists with routine preventive maintenance and emergency

maintenance of equipment following standard maintenance
 
procedures. 

o 	 Assists in conducting training classes on 
the proper and
 
approved use of new software for the computers.
 

o 	 Observes safety regulations and ensures their compliance.
 

o 	 Undertakes other responsibilities as assigned.
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DESIRED QUALIFICATIONS:
 

a. Eddution
 

Intermediate with technical Diploma in Computer

operations.
 

b. Fri Tx9uk_ ren 

2 years' in the computer department with a private and
 
public company.
 

c. Abjteeeeee__and Skills/Knowled e,
 

Strong communication skills both in written and
 
spoken English and Urdu.
 

- Basic technical knowledge of computer application

and techniques.
 

PQS~ITION ELEMENTS : 

a. .SupervisionReceived:
 

Reports directly to 
Supervisor Computer Operations.
 

b. A a u
 

Guidelines are available from WAPDA manuals, policies,
 
procedures and other documents issued from time to time.
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OQUTAOUTLbIT I Supervisor Billing Control
 

(Level-II Division)
 

GRADE: 
 BPS-11
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Supervisor Billing Control is responsible to Supervisor
Customer Account for the customer billing, customer billing

complaints and billing adjustments.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 	 Supervises billing section employees as 
they 	carry out
 
their work.
 

o 	 Ensures the maintenance of all billing records and their
reconciliation with the laid down procedures.
 

o 
 Ensures proper maintenance of computer generated billing
registers and other outputs to attend billing complaints.
 

o 
 Ensures that all bill adjustments have been accounted for
correctly and are carried out by the computer.
 

o 
 Ensures prompt and courteous service for customer's
 
complaints.
 

o 
 Assists in the preparation of billing related reports of

routine nature or those on an 
adhoc basis.
 

o 	 Reviews reports, data and information as it relates to
 
the customer billing.
 

o 
 Assists in rating, discipline and other personnel matters
 
as 
they apply to the employees under his section.
 

o 
 Observes safety regulations and ensures their compliance.
 

o 
 Undertakes other responsibilities as assigned.
 

DESIREIQUALIMATIOU
 

8. 	 Educat in_
 

Intermediate certificate holder or by promotion from a
 
lower position with at 
least 10 years experience.
 

b. 	 Prior Work Experience:
 

12 years' prior related experience.
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c. 
 Abilities and Skills/Knowledge:
 

- Strong communication okille in both written and 
spoken English and Urdu.
 

- Knowledge of customer Accounting applications and
 
techniques. 

- Deal effectively with people, both customers and 
employees. 

- Possess supervisory skills to deal with complex
problems and develop practical solutions. 

Able to react in a reasonable manner to a wide 
range of stressful situations. 

POSITION ELEMENTS:
 

Reports directly to Supervisor Customer Accohnts.
 

b. Available Guidelines:
 

Guidelines are available from WAPDA manuals, policies,
procedures and other documents issued from time to time.
 

c. Exercise of Judgment:
 

Must be able to 
analyse complex problems resulting in
 
proposals and their Implementation.
 

d. Nature, Level, and Purpose of Contacts:
 

Contacts with WAPDA personnel as necessary in the
 
execution of responsibilities.
 

e. slipary'JRal -nZ, eXS-.a 

Supervises the work of his staff, plans their work loadand assignments, provides assistance when dealing with

complex administrative problems, evaluates performance

and ensires that their work is carried out 
in compliance

with plans. 

Page - 90 



POSITION TITLE: 
 Supervisor Debtors Control
 

(Level-Il Division)
 

GUADE: 
 BPS-II
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Supervisor Debtors Control is responsible to the
Supervisor Customer Accounts for activities relating todebtors, extension of credit, collection or disconnection of
delinquent accournts and requirements for security deposits. 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o Ensures the maintenance of debtor's control 
account and

their reconciliation with the 
laid down procedures.
 

o 
 Ensures that analysis of arrears produced by computer is
 
correct. 

o 
 Directs activities consequent to 
all MIS reports on
 
active debtors and delinquents.
 

o 
 Assists Supervisor Customer Accounts in implementing
 
recovery and write-off procedures.
 

o Assists in the preparation ofof debtor related reports
routine nature or others as required.
 

o 
 Assists in rating, discipline and other,personnel matters
 
as they apply to the employees under his section. 

o 
 Observes safety regulations and 
ensures their compliance.
 

o 
 Undertakes other responsibilities as assigned.
 

DESIRED _QUALIFICATIONS: 

a. E~C.QIQn 

Intermediate certificate holder or by promotion from a
lower position with at least 10 years experience.
 

b. £r_oTW _E1 parjt _
 

12 years' prior related experience.
 

c. AhXllul _rSk.ll/Knowiedge 

- Strong communication skills in both written and 
spoken Engiish and Urdu. 
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Knowledge of customer Accounting applications and 
techniques. 

Deal effectively with people, both customers and 
employees. 

Possess supervisory skills to deal with complex
problems and develop practical solutions. 
Able to react in a reasonable manner to a wide
 
range of stressful situations.
 

POSITION ELEMENTS:
 

a. 	 Sur' Xi toM_ 'Qx-dj 

Reports directly to Supervisor Customer Accounts.
 

b. 	 Avai abI__uidelines:
 

Guidelines 
 are available from WAPDA manuals, policies, 
procedures and other documents issued from time to time.
 

c. 	 Exercise of Judgment:
 

lust be able to analyse complex problems resulting in
proposals and their implcmentation.
 

d. 	 N~ture,__LeveJ __and Pu pose of Contacts: 

Contacts with WAPDA personnel as necessary in 
the
 
execution of responsibilities.
 

e. 	 S uer v ii 7 sn__E:r j-ed
 

Supervises the work of his staff, plans their 
work 	 loadand assignments, provides assistance when dealing withcomplex administrative problems, evaluates performanceand ensures that 	their work is carried out in compliance

with 	plans.
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P0STITLLIE_. Senior Clerk
 
(Level-II Division)
 

GIADI:.-	 BPS-7
 

The Senior Clerk is responsible to the Commercial
 
Superintendent or respective Section Supervisor Clerical
 
Services in the collection and maintenance of statistics and
 
customer data as needed for the billing, debtors, customer 
services, or other general duties.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

Within the limits of approved Customer Services policies and
 
as directed by his supervisors:
 

o 	 Maintains data regarding billing, debtors, new 
connections. DCO/RCO/MCO etc., within Customer Services 
Office. 

o 	 Assists in the preparation and maintenance of records and 
registers as assigned by the supervisor. 

o 	 Participates in collection of data regarding transformer
 
load management programs, load forecasting and system
 
expansion and improvement studies.
 

o 	 Performs other duties as assigned.
 

DESIRED QUALIFICATION:
 

a. 

At least Matriculation from a recognized institution.
 

b. 	 £rior Ex 

Minimum of 8-10 years experience in major functional
 
areas of Customer Services or related offices.
 

c. 	 L i1RugePrqfbiency : 

Proficient in written and spoken Urdu. Working knowledge
 
of English language.
 

d. 	 Knowledge of Specific Areas:
 

Technical knowledge of the distribution system and the
 
associated inventory and costing.
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e. A ten.lU.tGa-d SkiL] i : 

- Reaonatbie crmmunication skills in both wrltt,en and 
oral forms. 

Techic,l ability to implement instructions f"rom 
sipervisrry shaff. 

rOS[]TION ELEMENTS: 

-9. Supervision Received: 

Utnder ,zenerral direction of the Section Supervisor,
follow arppr:,ved policies, criteria and standards 
estab]. ished. 

Reor, Ie';osuidnnce from Commercial Superintendent or
rer:'t. ion Siipervisore on policies, procedures and c-riteria. 
Iki.. r,prcved electrical standards, engineering ru].es and 
sferif ty7 codes. 

,AUcIpin:rIt, Rnn professional Integrity is required in 
dis.harge of hic duties. 

d. Author_sr tot ake Comnil tments: 

[,oe: not have Fiuthority to make commitments. 

e. Mature Leve and Purpose of Contacts: 

Frequent cont, ict with technical and non-technical field 
:-iid operatijng staff to exchange job related matters. 
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POS .JlON TITLE: Junior Clerk 
(Level-Il DiviL ion)
 

(RAI)E: 13PS--7
 

B3ASIC IPNCTIONAL DESCRIPTION:
 

'Fhe .urior Clerk is responsible to the Comrnercial
Super'interdent or' respective Section Supervisor- for
rnatintenr,ier9 of corresporndence files rnd keeplinw record of 

St:ivi tie" pert:.oilr lug t t.he subsecttion of c'mtorne.ho different 

-. rvi-: Offic-.
 

MAJOR_ itTI. ANtli_RESPONSIBI3I [TES :
 

I, ho.nt.Ins- files on corre'pmntence between 
 the 0750 and hie. 
lo,wer:. Find iupper for'rttalione. 

i.n 	 Ho 1-rin-s record of re-port, made by the CSO sul:eectiones
 
;:,n t..he a t.ivities dif'lpimiC!.
 

U 	 Main . ains record of learve. awr.rde-, punishment.s.
r'ecoriendationris rnd t:.he staff performance e,. luat Ionr'e P.,c rt '. 

%:r'ep" Ifr-k of the corre.cq,,ndence -and pute up: thei-cs'ani- to
the -, Lon Supervisor for his review and action. 

Per for-m. tLher du.. : Fs assigned. 

I)ESTRE) QUAL 1 IFI.CA'ION: 

At lrrist. Haat.ric:ulation from 	 a recognized institution. 

b. 	 Pri'l Work Ex.perience: 

,3 y,'rtF eperience in Customer Services or related 
c, f f i e s_. 

c'. 	 .Lmg1. u.o.g- P_._ rofO ier lCy 

RertF.--i irib].e flueny in written and spoken Urdu. Jol'
t-elatf-ed wo'rking knowledge of Englisl language. 

,d.1. 	 In,!w g.!e_ f-_ ?c i.lc Areas: 

(.:oIhi Ow., 'dge of record keeping. 
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e. 	 Abilities and Skills:
 

-- Ability to orqanine records.
 

-	 lHl:t 1e able Co link correspondence and re]._lqed 
r'oferenoes. 

POSITION EiLEMENTS :
 

Rfene .1.esdtirect. supervision from the Commercial
 

SperiLendent or Section Supervisor.
 

c. 	 E.xeict:q<<e_,of _.Jud gmen~ri '.
 

,i,,,l 01;on Lhe boas of the reports and correspondence 
re.eivp.d Lo sort, out pri.ority matters for the perusal of
 
Comm,-ro Wl. S2erintenent or Section Supervisor.
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POSITIONTITLE: Bi1.1 	D]stributoz.
(Level-11 Division)
 

(RADE 
 3BPS--3
 
SA ICFUNC<'lONA h D.iStCR.PT ION.
 

The 	 13111 fIstrihutor is responslble('oint.ro. 	 to the Supervisor Billingfor' 	 t~he dis'tribution of bills atpremis in 	 the customnersthe area aissigned to him.
 
AJaR. __ 
 .__RSON S LI LLIES
 

I-"
l'lSt~bif-,e., hI1 Is at customers premisesassi 	 in the ErpeR1nedb, the Supervicor.
 
Ih-I nt.alns the 
 bill 	delivery book for 	 the bills -i.n e d 

r 'e<r, later witLh iii peepatoh Clerk inI 	 resipcct of?, tor., g aii.I .er:'Ar iUon of bills. 
o 	 (l:,ere ,ety 	 regulations and ensure their corT']lance. 
o 	 .dertl.ke other resr-onsi1,illities assigned to him. 

a. 	 ~hL/]a.i on:.' 

At. l-1st. Hatriculatioii from 	 a recognized instituti:n. 

31Y,!'r exleri.Lene in Power lie,triution "fficse. 	 J,anaurtgP~roflq~n,. 

fe;.t:,cl:,r ., fl1,uivi.y In written and 	 spoken Irdu.re 1,,'I,'- :"'ril'Inp. hnc'wledee 	 So: 
of English languFle.
 

rl]':Jr-4>'l '!', I, .
_, 	 p.' '-I:'f re _ th2_A ,rjp 

"~' '- . I : :,o .,,ill. : e r e.a c o v e r e d 1:,5b he l d , /Jron 
....:'uTh 	 .t..tI ,,__. 

. it n l J:atient when deal ing withl 	 the 
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ILQJTI3LE ENTS-: 

tF~~j'r '. I.e. 
13 11 1 1. j ~ J t 1.. _1 1, t r-t 

[~I l~' Ijr j~ recFeiveci from tjj-S 
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POSUI'lT[ON TITLE: nergy Surveiljanice & Meter Readinrj1 
Enpn[neer (Atlo;tt. Director)

(Level-IT & III Division)GRAIW: 
 JPs-17
 
BASIC _'1NGIONAL DESCRIPTION:
 

Tie Flierv Surveillance & Meterresponsible to Reading Engineer isthe Division Hanager for ensuring accurmeasuirement t.eof the energy sold to the customers and foreliminating Unfutho0rized use of energy in the Division.Will initiate fieand maintain meter readings up to 500KW. 
HAJQR_DUT I ESAN iIESpQN,! BISLIT SB
 
0-' ~Eit L,ht. a I I
lv-i_-e ativitles concerning Meter Readinp. by!.he officrl.i.., tn sectionhis are carried out effi,:,ientlystrirct. ly tn accordanre with the laid down proceduresthrougih supervision to achieve the desired results. 
o Reads all meter-s above 70 andKW upto 500 KW in theDiviOion, e:cluding remote Sub-Divisions. 
o A.Sures t-h-it. Supervisor Meter Reading arrangesreadinp, of all customers the

of loads uptoDI vie:]j on. 70 KW in the 

o As_ thrit S-,upervisor Meter Reading allocatesrotates meter aIreading routes to individual Meter Reader. 
Scrutinlzces thie "List of suspected cases" of meterreadinq and ensuref3 billing each month in all cases. 

o Afssurea pr',Per meter readings for all type of loads andkeeps watch on follow up work.
 
o 
 rries out. surprre clecks to detect casesabstraction of of illegalenergy and defects in metering equipment,bes.it.eB ensur.iF corrective and remedial action. 
o Analyses, calculates and works out consumption ofsusectLed customers and reports to AEB Surveillancethrough Division Manager, Cell

where necessary. 
o Reports month.y feederwise 

analyzing 
losses to the Division Managerboth techinical and non-technical. He hasover all responsibility thefor keeping the line losseswithin permissible limits. 

o Ensuires that Line Superint.endent-II/Meter Supervisor-I[is ter Supervis-ir-Ii orard Supervisor
out Meter Reading carrytheir prescriber checks over meter readings. 
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co ~ 'r'i',, r ltt ,ii 'rjis'r -,e-I checkm over meter rearl tiir.
 
odiomvL, c,-,rect a.l.otmnenb;)LUpi'rv sci Meter of Account Number by tileReading alongwith Service Supervji, torIi new connectionR. 

o ErisureF. that. :ll unaut,horized connections reported-ire invest._igated to himand appropriate action taken. 
I Ident ifies trailnina needs and provides for such ttainingkhtough the training function. 
c Assures that provisions of the Union Agreementfollo'2-wed areby both labour and management.
 
ol Asuree scrifety of the employees and
?inJ! fosterltr, safe 

the r,ublic, endorsingwork practices and environment. 
o ':'ooer-ates r.nd maii.itaits relationshipsF:ec ltions cif with otherWAPDA as is required to perform job function. 
I !inveloq.s end maintains anIfl .[ Energy Surveillance Enir.neeran[u :.i .' 

C ')p.1se-rve s.rtfetNy regulations and ensures their, compliane 
ri"i
,ertotkee ,:,t1her r.Pponcibilities as assigned. 

Priclilor ,_degree in Engineering. 

Minimumr,[ .5years e:--perience with ssc, ia ted at least 2 yearswith di..tribution of electrical energy andmet'1r-iri, eq:ui pment. 

C' Aije mnd e 
T'-'clmi. al knowledge of electrical applicaticiis.eng ineeritip. and techniques with emphaesis in theInhct.r .a1 sector.
 

Deal effectively 
 with people, both customersOl poees. and 

PIo5.5ess t.echnic.il skills to deal with complr:.: 
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PSI-ON E
~utIEMNTS:
 

:3, vlsiQ;ilQ. •
 

Reports administratively to the Divisional Manager. ind
functionally to 
the Deputy Director Energy Surveillance
 
in the AEB.
 

b. 
 Available Guidelines:
 

Energy Surveillance Engineer  manual. 
c. - [ fL, Judgment: 

be able to analyseHust problems resulting in proposals
for, solution.
 

d1. Authcritv t& 
 Make Commitments:
 

HAS ull authority 
to make commitments to theauthorized by the Director Energy 
level 

Surveillance -Ieadquarters through the Energy Surveillance manual andother directives. 

e. NatitreLevel, .and Purpose of Contacts: 

Regular contacts with customers and other WAPDA Personnel 
will b~r necessary in the execution of responsibilities. 

f. u "rdslo1 Exercised:0i1

Su'pervisor Meter Reading, LS Meter Reading and Heter
 
Read,,rs.
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IV-
 PLANNING 
 & ENGINEERING
 



-IT.1U-T'TLE: Planning. Engineer (Level II and Ill Divisions 
G3AE: BPI' 17 
LUASI C F'JUt"fI.IA L P 2 RIP' 

The Pl-Ilri,' Eop.in-,er, ie 	 r e3srible to the Division li'anager, 	for the
dist.i.,tion planning of the Division. 

-IAJOI?[-T .E1AND RE-.PONSIBILITIES: 

Lirect.s the vlanmin,q for new customer connectionsc.r' r'equeeted htngoes 	 and for requiredto the supply for existing loads. 
ol V:,rtic'irates wit.h the power market survey and load fcrecastitf. pr'oupin , cc l1,: , ion of data 	for, the load folrecasts. 

Irec.o the dIrtr-ibut.ion t.ranscr,mer monitoring at udies frl'repri r'P~ion 	 t hecf the tr'ansformer replacement Pr' gram. 
P.tr-ect.s the c'c'llect.j(rn of 	data for sYstem analysiseytem p:xprmnlj,Iplane 	 and for theand the energy loss r'eduction progr,.'ri. 

O Co-,rdlate, with the Asclstpjt. Director of Planning at the AEB 1nda t. Dp1. rilbuticn Hlladquarters. 
(' R:'d3s ms-t. ers of indu.strial custoiers with demands above 70-W. 
o Ettstwr l e 'rnmpt. -aid fair handling of customer requesteelcjct.Pie er~'vi~.	 for 

f.IRfEb 9)JIAT~~'IOU: 

L.P_.luz:I,,,I 

..degree in the Electrical Engineering (Power) is required. 
b .' _E:t,. r,iiice: 

Hinimum 

['is tr'ilt 

cf .3 years 

ic,. 

e:'per'ience in a mor functional area of 

H- 1,,,- fluent in written and spoken English and Urdu. 
[lt. I.,e fltent in sreech of at least one of the regional 

d. K cIj .I1eo _f _g.,j r-Ltfji..c _._8_: 

Te,:iiic;a lm,.ledge of the distribution and utilization of electric 
ener.y "d the equir-fient, 	 invlve:. 
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- Strcrmq c'ormuriiwir.tjicln skills in both written and oral form. 
- Te,:nIilcal ability to comprehend complex problems and ability to 

implement and solve solutions to complex technical problems. 

I T !_ _ELE.EN'rS: 

A. 

Rr-'-Y,:1iie to the Division Manager, follow approved policies.crlteris and standards with functional guidance and direction fromthv Loit of Planning and Engineering in AEB.Ii. A~~]' , cl e;¢rnt3 I 

I, av;.,I al p1annng Policies, approved procedures and criteria,electrircal standards, engineering and service rules, safety codes.
awitl financial I.idp.etc. 

Q'. Exercioe f_-Judp.ignt:
 

Custantlal 
Judnent. discretion and professional integrity is 
required to supervise work and assign personnel.d.AuL horit , to!'a"f Qri
 

__.-- --... _1-- e o mLtments:
.. 

llas authority to make commitments on approved policies, procedures 

and budgets within the assigned limits. 

e. Nature. Level aLid I\jrjse of Contacts:
 

Frequent contact 
with technical management at the AEB level and withfield and operating personnel to exchange information on job related 
mat ters. 

f. : 

Direct supervision of the Plannel, and the Supervisor of Technical 
Records.
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POSITION TITE Supervisor Technical Records (Level II and I II 
Divisions)
 

GRAVE 
 BPS 12/16
 

BASIC DSI'rION PSCRITrIOtj
 

The Superviscr Te,.hni"al 
 Records is responsible to the Planning Engineerrnaint.alninp all records forrelated to the history of equirment, equipment.lorjdlng, maint.r-nrince schedules. maps, specifications, engineering mat.ter'srelat.ed t(- right-of-way. estimates, work orders, budgets, and service recordsrelate,.1 t(:,c cmplalntEs and _ervice outages, lie imparts record inforinAt lon t.o.,thers f,,r budget. planning, maintenance and operation. 

[IA,OR DTI--ES AND RESPUSI BrLITI ES 

[W. i~ nq rec,,rds of all equiment. nameplate data.
 

- Re'rds th i,,vemwnt. c-f major equipment 
 such as transformers,rercuL itcr9. reIl,,sers. sect.ionalizers and capacitors.
 

Hlnt.!id ni,i, 
 r-,-,r.,I o nmintenance schedules and advises Haintenne &t.i,: en t.~r anyret .1:,,I ,: ni in ten 
, 

aw e 
when iteni of equipnent or system is scheduled for'. 

Haltint(, in, s, roc.,rdcc'f quipment and circuit loads and r'atingo oilrej ,,rts p'rtcdially to Planning Engineer instances where load approar.h
(,r ex,.eid rat-ed 1oa, fj.
 

Hl'aintiainr 
 ut-,- te cris reference cf customer acOl-unt.s associ.atted 
Sil} ei.h su.,s tat' Ion t.ransformer.
 

Ha tains 
 files of circuit, maps, wiring diagrams, instruction .,os,rspecif ic.it. ins. product, descript.ions and conotruction standardsref,:,rt.s rneed for revisions to Planning Engineer. 
and 

1-a int.c' ino files of est.imat.e requests, budgets, work orders and out-age 
re ,rts. 

C1 Prerates periodic sumaries of chainges in records for the Planning
En(711ttoo r

Co(r'dirat.es with Administration. Service, Customer 
 Services and teBtud! ct and Accounts sections on work order information. 

[IESIREt QUAIA FICATIONS 

a . Educ t (An 

Dlp](ma in engineering or accounting from a recognized institution. 
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c 

h. 	 Prior Work Experience
 

I-Jinimtm of 5 Years in a major 
fumctional area 	of distribution. 

c. 	 Language Proficiency
 

Hunt be fluent in written and 
 spoken English and Urdu. 
d. 	 Kowl1edge _oQf Sfec.fic! Are as
 

Technicai knowledge 
 of electrical terms 	 and equirant, namesto Identify 	 sufficientthe elements of the distribution system is required. 
Al.lll isand Skills
 

Effective 
c:oumnunication skills in both written Fand oral forms. 
Abilit-y to organize records, enter data and establish follow-up
procedures. 

-	 Alilty to use data processing equipment.
 
)SI TI N ELEIthTS
 

a. 	 Sup.r'vIsin Received
 

Under the dire:l'tion of 
 the Planning Engineer, follows approved Policies,or'iteri, and standards established. 
b. 	 _'_; Jle~le (4ulJd,?] ines
 

Has evaj lable 
 arproved standards and specifications and forms for 
reocrdinp information. 

(I. 	 Exorcjae o:f__Judgmen L
 
,u-.pmey] t anod 
 professicnal integrity are required to assign personnelto recpn 120equestionable 	 anddata 	 supplied by others. 

d. 	 Auth,:l,_t.---_----n~ n t.ments
 

n', I.1 I,',,e:ut.hority t.o 
 make commitments. 

e Natture. -ve1 aIi. Pjose ofContact
 

Froq-n It 
 t 	 with techical non-technical field and o~rerat.ing staffto obtain and dispento relevant data. 
f. 	 Su :,er'v is on Exercise,] 

Direr-t. sIpervlsion of clerks and others assigned t.o the Records section. 
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POSITION TITLE: 
 Senior Clerk (New Connections)
 

(Level-Il Division)
 

GRADE: 
 BPS-7
 

BASIC FNCTIONAL DESCRIPTION:
 

The Senior Clerk is responsible to respective Section
Supervisor Clerical Services 
of eft.atijcs 

in the collection and m!itntenancernd customer data as needed for customerservicees, 
or oth-er, general duties. 

-MAJORDUTJI- AND RESPONSIBILITIES:
 

Within the limits of approved policies and as directed soE8U l,e r~v i.8 rF,: by his 

o Haintaine, data regarding new connections, etc. 
o Assists in the preparation and maintenance of recordsregist.ers andas assigned by the supervisor. 
o Part.ic'ipates in collection of data regarding transformerload !uanag ement programs, load forecasting

exparisIon and systemand improvement studies. 

o Perferpmn other duties as assigned. 
JJSIR ,_) ALIFI( TIQ _
 

. E duri t ton: 

At. least. Matriculation from a 
recognized institution.
 

to. pi.~llQ ARi:J
t)Q1-N , 0 ,xpr&-j 


Minlmum of 8-10 years experience
oreas of in major functionalCustomer Services or related offices. 

c. Laniguage Prioficiercy 
. 

Profiejpnt in written and spoken Urdu. 
Working knowledge

of English language. 

d. Knwledpof S ,ecific Areas: 

Technjral knowledge of the distribution system and the
asseoc.iated inventory and costing. 
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e. 	 Abilities arid 
Skills:
 

Reasonable communication skills in both written and
oral 	 forms. 

Technical ability to 
implement instructions from

supervisory staff.
 

POSITION ELEMENTS:
 

B. 	 OuEuervision Receki ved:
 

Under gene-ral direction 
of Lhe Section Supervisor,fo], 3nws Ppruved po]icies, criberia and standards
eE1t.ab] i I:- . 

b. 	 Avea_I bei deiines:
 

Receives guldance from 
 Commercial SuperintendentSect.ion Supervisors 	 oron policies, procedures and criteria.Has approved electrical standards, engineering rules andsafety codes. 

c. 	 Exercise of Judgmtent 

,Judyment and professional integrity is required indischarge, of his duties. 

d. 	 Aut.hrit , toHake Comnitments: 

Does 	not 
have authority to make commitments.
 

e. atur'9 Levl, and Purpse of Contacts:
 

Frequent contact with 
 technical and non-technical field
and oper'atirp. staff to exchange Job related matters. 
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RTON -TITLE: Records Clerk (Level II and III Divisions)
 
GRA.E: 
 BPS 5
 
BASJ(J YOJ.PLP E_CRfI rO.N:
 

The 	 R,.''rs (lerk is resOPoyltibe tomaint(iining. a.ll 	 the Supervisor Teclicalrecords 	 Recordsrelated 	 forlod1ip 	 to themaintenance 	 history of equipment,schedules, 	 equipelnt
relat.-rd 	 maps, specifications,to rlrt-of-way, 	 engineeringestimates. 	 mattersrecords 	 work orders.re:,te 	 budgets,to complaints 	 and service
infor nition to 

and service outages. He providesothers for budget. planning, record
maintenancethrouofh the Supervisor 	 and operation

Technical Records. 
UIAJOR_ .{tI _AnD REsr__nnsIBI___LiTI ES: 

o 	 rlaintain-9 files of records of all equipment nameplate data 	such as
trasfIrmer~s rernilators. r'eclosers, sectionalizers and capacitors 

o 	 t Hintrti record files of up-to-date cross referencearrccou nt a)ssociated 	 of customerwith 	each substation transformer.
 
o' UIljt.rjrm 
 files of circuit maps, wiring diograms. instructionions, product 	 books,descriptions aid 	construction standards. o 	 rlintalns files 	of estimate requests, budgets,

rerFort.s and 	 work orders, outagemalnt.enance scIedules etc. 
o 	 lriintatni all other technical data files

reo,-rds 	 and Division technicalas may be added from time to time. 
o ut,s r, record to his Supervisors

provides 	 as and when called for andthe required information in typed form if necessary.
 

DESIRED QUAWI 
 FICATIONS:
 

a. 	 Educa t.ion:
 

iat.ric'ulation.
 

b. 	 Pri.or Wo 'r.k Ef'r I :
 
lnimum 
of 5 	 years in a major functional area of distribution. 

c. bLanmiage P--.tncyoi-


Reanron._iie 
 knowledge of English and Urdu. 
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d. 	 Knldg0 f SPeifIc Areas:
 
Sufficient 
Knowledge of electricalsufficient 	 terms and equipmentto identify 	 namesthe elements of the distribution system Isrequired. 

e. 	 Abilities and Skills:
 

-	 Ability to organize records and maintenance of data files. 
-	 Ability to sort out required information. 
- Knowledge of typing with reasonable typing speed. 

a. 	 Su_ ion Received: 

Under the 	direction of the Supervisor Technical Records, followsapproved policies and record keeping procedures.
 

Page - 109 



VQ-5TIQ 1'uI,E: Planner (Level II and III Divisions)
 
RAM 11/12
 

I3ASI_ l,)S.TO DQ RImI'ION:
 
Tie Plarnner is resrnsible to the Planning Engineer for plauning theservice connections to che customers to the division.MAJR DITIES AND RESPfNSIBILITIES: 

o 	 Plans the service connections to new customers requiringarid the necessary changes to 	 up to 70KWthe connectionsrec.eives request 	 of existing customers:from 	 customer services, determinesthe dlstrlbutinn 	 the condition ofestem up to the proposed connection:site. determinea 	 visits thewhat 	 liT, transformer changes andchirnes are 	 LT connectionsr',uitr-.d 	 orand prepares to work order specifyingeqiliient. requLred 	 theand 	 its cost. 
o 	 ron1tvrs the r-im3lpnod part of the distribution system to obtain datafor, system analysis.
 
" Co] icc' I data on 
 trtnsformer loadings and load 	 forecastingthe future planning for 	 to permitsystem improvements and expansion. 

a. 	 Educa t*l,_r;. 

3 yrar Diploma in Electrical Engineering from 	 a recognized
instI ti it.l n.
 

b. 	 Prior Work E_:erence: 

tlnirnmum .5years experience in a major functional area ofDistribution. 

c. 
 Language .Proftciency: 

Reanonable proficiency in written and spoken Urdu 	 and English isrequ tred. 

d. 	 Knowledge__f Secffca_ s: 

Technical knowledge of the distribution and utilization of electricenergy and the equipment involved. 

e. 	 AbllIt.1os and Skills: 

- Effective written and oral communication skills are required.
 
"* Ability to 
implement technical instructions from supervisory


staff Is essential.
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POSITIO(N ELEHEtTS: 

.	 I1-Pr'vrt I Received:
 
U1rder 
 the direction of tile Planning Engineer, follows approved
rclie,~s, criteria end 	 established standards. 

b. 	 Available Guidelines:
 

Av'Akhi ble planning 
Policies, procedures and criteria, approvedelertrical standards, engineering service rules, safety odes and
financial hudgets. 

C. 	 ExerC.ist of Judgment:
 

JWIumrnt. and 
 Professional integrity are 	required. 
d. _ALur'_L_o lIake Cormmitmentq:
 

[,en n 
 t. have authority to make commitments. 
e. 	 Nat.ul~eje.1_and Prpose ofCntact: 

Frevent contact with 	 technical and non-technical field 	and
ore-ritin staff to exchange Job related matters. 

f. 	 Sup 1.viloll _Exercisedq: 

Direct spr'ervision of skilled and 	 semi-skilled staff assigned. 
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S TIO
... TITLE: 
 Estimator (Level II and III Divisions)
 

RA\.E: BPS-7
 

BA-_SCIU I TION DESCRI PTI ON : 
The Estimator is responsible to the Division Planning Engineer
for the collection of distribution statistics and customer
data 	as needed for the system analysis, planning of service,
load 	 forecasting and preparation of the work order BOQs andestimIates. 

MAJOR DUTIES AND RESPONSIBILITIES: 

WIthin the limitps of approved planning policies and asdirected by his supervisors:
 

o 
 Collects data regarding transformer loadings. conductor
sizes, custoaer loads etc for the preparation and
finalization of new 
service and system improvement plans.
 
o Assists in the preparation of service and rehabilitation
 

BOQs and cost estimates.
 
o 	 Participates in collection of data regarding transformerload management programs, load forecasting and systeme':pansion and improvement studies.
 

DESI D 9ALIFICAT IONS :
 

a. 	 Edqcat)lon 

At least Matriculation from a recognized institution.
Training in Lineman Training Courses at WAPDA Training

Centers.
 

b. 
 Pu:L~ WrkEx.Leruience 

Minimum of 8-10 years experience in major functional
 areas of Distribution.
 

c. 	 Lanap e Profi enny 
ProflcJent in written and spoken Urdu. 
Working knowledge

of English language. 

d. 	 Knowledre ofSpecific Areas
 

Technical knowledge 
 of the distribution system and theassociated inventory and costing. 
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e. Abilities and Skills
 

Reesonable communication skills in both written andoral forms.
 

Technical ability to implement instructio.s from
supervisory staff.
 

POS I TIL, ELLEIIETS: 

a. $L! . J ~ n _ e L e 

Under general direction of the Planning Engineer, follows
.Ppr'.ed policies, criteria and standards established.
 

b. Available Guidelines
 

Receives guidance 
 from Division Planning Engineer and thePlanners on planning policies, procedures and criteria.
Has epproved electrical standards, engineering rules andsafety codes.
 

E'Itr -. Ias_'.r 1 gme nt
 
Judgment and professional integrity is required 
 in
discharge of his duties. 

d. Au_thorit _to__rjtke Commitments
 

Does not 
have authority to make commitments. 
e. NatIree_bvtv~_end Prpose ofContc
 

Friequent contact with 
 technical and non-technical field
and operating staff to exchange Job related matters. 
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POSITIONTITLE: Draftsman (Level II and III Divisions)
 

GRADE: 
 BPS-12
 

BASIC POSITION DESCRIPTI ON:
 
The Dr'8ftsman 
 is responsible to the Planning Engineertvpes of layouts, drawings, diagrams and 	

for preparing allinventories of materialsDistribution 	 forPlanning. 

IAJOR 	 [.UTIESAD ESPOF!fBILITIES: 
o 	 Prep.res system layouts, drawings, equiment and material 

inventories for Distribution Planning. 
o 	 Revises. corrects and updates the drawings, designs and other

recordq for Distribution Planning. 
o 	 Supervises the work of Assistant Draftsmen, Tracers and other staff

r,laced under his control. 
o 	 Assumes other duties and responsibilities as assigned.

DES I 9Ur~
ALI.FIc_ ._TION___ 

a. 	 Education
 

2 
 Years Diploma in Draftsman or by promotion from amongst lower
staff on 
the basis of seniority-cum-fitness

experience.	 with at least 10 years 

b. 	 Prior-Work Experience 

5 years experience in the relevant field. 

c. 	 Language Proficienc 

Reasonable fluency in written and spoken English. Good 	 command overwritten and spoken Urdu. 
d. 	 KnowAlemgeof cific Areas 

- WAPPA organization and distribution fumction in detail. 
- Good 	 knowledge of engineering drafting practices. 

A good general knowledge of WAPDA electrical safety code
requirements and standard symbols.
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e. 	 Ab11~1 e andSlIs 

- 1108t dlemc'natrate ability to produce high quality drawngs and 
e he tches.
 

- ust be able to read drawings or make 
 revisions.
 

POSITI-ON ELELIENITS:
 

Sa. f- vision Received
 

Direct, supervision is received from the Planning Engineer.
 

b. 	 Exerciseof.Jucdgmen t
 

Judgment on the 
basis of thc instructions received and strictadherence to pertinent operating procedures.
 

C. 	 Authority to flake Commitments 

Nil. 

di. .at.re,:..Le_ and Pr/ose of Contacts
 

Nil.
 

e. SupLervl i i t Exercised
 

Supervision of all employees assigned.
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WMQ]I.TITE: Assistant Draftsman (Level II and III Divisions)
 

GRADE: 
 BPS-i
 

BASIC 	POSITIQN DESCRIPTION: 

The Assistant Draftsman is responsible to the Draftsman and the Planning
Engineer for preparing all types of layouts, drawings, diagrams and
inventories of materials for Distribution Planning.
 

MAJOR-DUIIEMD RESLONSIBILITIES:
 

Assists the 
 Draftsman in the preparation of system layouts,drtwings, equipnent and material inventories for Distribution
Planning. 

o 	 Revises, corrects and uplates the drawings, designs and otherrecords for Distribution Planning.
 
o 
 Assists the Draftsman in supervising the work of Tracers and other
staff 	placed under his control. 

o 	 Assumes other duties and responsibilities as assigned. 

DS1EDQUA1L FI CATIQN: 

a. 	 EIcation
 

2 years 
Diploma in Draftsman or by promotion fromstaff 	 amongst loweron the basis of seniority-cum-fitness with at least 6 years

experience. 

b. 	 Prio IWrk Exprennee 

3 years experience in the relevant field. 

c. 	 _anguge Proficlenjc 

Reasonable fluency in written and spoken English. Command over

written and spoken Urdu. 

d. 	 Ku iega_ se 1_aa 

- WAPDA organlzation and distribution function in detail. 
- Good knowledge of engineering drafting practices. 
-
 A good general knowledge of WAPDA electrical safety code
 

requirements and standard symbols. 
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e. At'liLit~ ed__SI__ 

- tist demonstr-ate ability to produce high quality drawings andsketches. 

- [lIust be able to read drawings or make revisions.
 

mScIT ION ELE IIENTS:
 
a. SUpervision Rece ivec 

Direct surervision is received from the Planing Engineer and theDraft sman. 

b. Exerc:!1 3 of Judgment 
Judgment on the basis of the instructions received and strict
'adherence to rertinent oerating procedures. 

. _ to Make Commitments 

dI. N'atture _ L_-vel.and Pu2_e 
fC~nat
 

I. S tIe rvit8 on Ex.rcsed
 

5uprervicin
1 of all employees assigned. 
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WURTJQ-_TIUE:: Tracer (Level I.Ii & III Divisions)
 
_GRADE: UPS-5
 

BACIC_POSITIONI
. D-ESCRI 11O:
 
'rhe Tr.icer is responsible 
 to the Draftsman/Assistantt,racinp 	 Draftsmannd Treparl, 7 prints of all types of layouts, drwings andfor 
dilagrams of materials for Distribution Planning.,
 

'IAJOR 
 DUTIES AN ) RESRNSIBILITIES: 

o 	 P1reparos the tracings of system
material 	

layouts, drawings, equipment anddiagrams for the Distribution Planning work. 
o 	 Re'wire. corrects And up.lates the drawings, designsrecord. 	 and otherfor Distribution Planing as assigned.
 

Uses lett.ering machines, 
 lettering guides, stencils and templates
as required. 

o 	 Pre'o'iren ammonira prints (blue prints) by operating themnaohlne and 	 printingproperly folds the drawings. 
o taint..nin.i record of syetnhes, drawings and equipnent diagrams etc. 
o 	 Anskunes other dutles and responsibilities as assigned.
 

DF±,fLED QUIALI FICATION:
 

a. 	 Educatlon
 

M-1inimum Hatriculti tl on.
 

b. 	 Prior Wor .gx3rience 

3 years experience in the relevant field.
 

c. 	 Lrnuge.Pr o_.ei__enqy 

Reasonable fluency in written and spoken
knowledge of 	

Urdu with workingEnglish language. 

d Knowledge- of Sjpecif l_Areas 
C ,,1 knowledge of engineering term and symbols.
 

- Knowlede 
 of Division/Sub-dlivision organizational structure. 
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e. AadSklI115 

- I1ust, 	demonstrate ability to produce high 	quality tracing aidprint.8.
 

- Ihnt 
 be able to read drawings or make changes.
 

POSITION ELEI'iNTS:
 

a. 	 SA4Lrvis ion RPc~iw$ 

Dlrect nupervision is received from 	 the Draftmea/Assstant1'r'a f t. w-I n. 

b 	 Exercise of Judgm!Zpt
 

,.udonent,on 
 the 	 basis of the 	 instructions receivedadherence 	 and strict.to Iertlnent directions. 

c. 	 AiLhIpritjt, oJCoakeQolmmtt.meilts
 

d. 	 Natire.__Level and 	 Pur~~e of Contacts
 

Nil .
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LUSITQIVI'TiTLE: Service Engineer (Level II & III Divisions) 

-,PAV!E: BPS 17-

BASIC~~~~DCIZI 'TI)TON
 
'Im. hr'vice. Enginrer 
 in rearonsible tosup" rvFig the Division Managerantid coordinating forthe activities involved in Providing serviceto tHe ustomers. 

!MJOR DUTIES AND RESPO IUI3 IITI ES:
 
[)ircts
" the ':oItruction of 
and cervj, 

the facilities for service. meteringr entrance work to customers. 
o Directs t he insPec'ti(,n of various phases of contracted work for theonntruc~Loz of service. 
o P1is 6nd s,-heduleo r-?rsonnel, equifpnent and mnaterialcorintruction forof service within the division.
 

IMPlements L.T. 
 Systern and Distribution Transformer relpibii tationWork Orders. 
Assists n f rmu1at.lii1 policies, practices and proceduresin dtstr'illttlon construct.'!: involved

of service, meters and serviceentrance and administer those approved.
 
Cooeraites 
 In TIV1ntaiiimg training programs
personnel for education ofto develop the 5kills to insure the proper use ofequipImer t. 

Enfo,-.es company safety practices to safeguard employees, the
publilc and company equipment. 
o Directs the use of the radio commumication equipment. 
o Assists the Division Hanager inpreparation and monitoring of the
budge te. 

o Reads meters of industrial customers with demand above 70KW. 
LW1SIREDvq!/p jj EAi Ic/
f3,:
 

a. Ed ratis 


Bachelor's degree in an engineering discipline. 
b. Pr1,or__W'rk_Exr ience: 

M1inimumi of 3 years experience in a major area of distribution.
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ist be fluent in written and spoken English and Urdu.
 

d. Knowledge of SpLcific Areas 

- Technical knowledge of the distribution and utilization of
electric energy and the equipment involved.
 

- Personnel supervised are 6ontinually exposed to electrical and
mechanical hazards for which safety training must be fully

understood.
 

e. AWilities and Skill 

- Strong written and oral communication skills.
 

-
 Technical and ability to comprehend, evaluate and solve field
 
problems and develop practical and safe solutions.
 

POSITION ELEIENTS: 

a. Suervision Received 

Under the direction of the Division Manager, follow approved
policies, criteria and standards established with functional
guidance from the AEB Director Services.
 

b. Available Guidelines
 

Available policies, procedures and practices, approved engineering

service rules, safety code and financial budgets. 

c. erncse of_Judgment 

Technical Judgment, discretion and professional integrity along with
safety awareness is required to supervise the work and the personnel. 

d. Atlhor[tLyA -MakeCommi[tm-nt 

-Has authority to make commitments on approved policies,procedures and budgets within the assigned limits. 
Hfas authority to carry out personnel disciplinary action as 
assigned. 

e. Nature.,jLevel and rposeof Contacts, 

Frequent contact with technical and non-technical supervisors of thedivision and other personnel to exchange information on Job related 
matters. 
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f Supervision Exercised
 

Direct surervision of Line Superintendent, Meter Engineer andInspectors and indirect supervision of personnel assigned to these
supervisors. 
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POSITION TITLE Supervisor Service (Level II & III 
Divisioia)
 

GRAM BPS - 16
 

BASIC 1SITION DESCRIPTION
 

The Supervior Service is 
responsible to Service Engineer for coordination and
supervision of work involved in the construction of overhead and undergrotnd
service and associated equipnent.
 

HAJOR DUTIES AND RESPONS IBILITIES
 

o Provides the necessary coordination and assistance during theapproval/sanctioning new 

the approved commercial procedures.
 

of the service connections in accordance with 

o Supervisen the construction of service work related to primary overheadand underground distribution lines and equipment. 

o Supervises the construction of service work related to secondaryoverhoad and underground di tribution line, equirment and meters. 
o Supervloen the inntallation of transformers, line voltage regulators,capac Itor banks, fuses, switches, reclosers, sectionalizers, arresters,met ern and other distribution system equipmnent. 

o Directis and suvervises the implementation of L.T. System andDin t.r ibut,Ion Transformer Rehabilitation Work Orders.
 

Ansints In dlrecting various
o phases of contracted work relatedoverhiad and underpround line construction. 
to
 

Q Insuren rc-,oeratln and 
 coordination of activities among employees to
enhance efficient, orration. 

o Asnures that. provision of the Union Agreement are followed. 

o Assists In the administration of the WAPDA Safety Program and theenforcement of safety policies and practices. 

DESIRED QUALFICATIONS 

a. Educa tijon 

.3 yea.r Diploma in electrical engineering. 

b. Vrior Work Experience 

5 to 
10 years experience In a major area of distribution work.
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e. Language Prof iciency
 

1ust tie fluent in written and spoken English and Urdu. 
dI. Kowled. eof Speciffic Areas 

Technical knowledge of the distribution and utilization of electric
energy and the equiment. 
e. Abilt.es and Skills 

- Strong written and oral conmmunication skills.
 
- Technical 
 knowledge of construction standards, maintenance 

techniques and -quivnent operation. 

a. Su-Pervijson Rec.etved
 

Under direction 
of the Service Engineer follow approved Policies,
criteri 
 arId eotablished standards.
 

). Aya_ i p(yle-G e(_Cliili
 
Avatilable 1conv truct,ion and maintenance procedures, standards. schedules, 
serviee rulea and afeLy code. 

FxercL ecf.UgU 

Thelni J udpment., discretiIon.
 and professional integrity is required ton11ervle worl and the reraconnel. 

d. Aut.hority tof Tale_ Comnitnen ts
 
Iki authoritv to make 
 commitment on approved policies and procedures. 

e. 
 e and [ 
 e of Contact
 

Frequent. contact, with 
 technical management at the Divisionwith field personnel level andto exchange Job related matters. 

f. .S 'vi i~c Eyrcised
 

['ir(ct supervision of Line Superintendent I/II, Linemen. Assistant
Lip -en and semi-skilled personnel. 
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LQ51T1tOLJ_ I.TLE: Supervisor Meter (Level II and III Divisions) 

GRADE: 
 BPS-16
 

BASIC POSITION DESCRIFTION:
 

The Supervisor Meter has functional 
 responsibility to the DivisionService Engineer for supervision and coordination of work .involvedin the
testing, maintenance, removal/installation and 	 inspection metersof and 
meter equilment.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Supervises field tests, inspection, repairs, removal and
installation of meters and meter equir ent. 
o 	 Checks installation on customer premiss and assure conformity withcompany standards and satisfactory opcrating conditions.
 

Directs and supervisues the 
activity of DCO/RCO//ICO & ERO ofc'usWc~z' In accordance with the 	information and directions receivedfrom 	 the Diviuion Customer Services Officer. 

o 	 Supervises the preparation of meter reports and records. 

o 	 Implements monitoring of the meter work and record collection.
 

o 
 Ensures cooperation and coordination of the activity among employees
to enhance operation of WAPDA. 

o 
 Assists in the administration of the WAPDA Safety program and the
 
enforcement of safety policies and practices. 

DESIREDQUALIFICATIONS
 

a. 	 Education 

3 year's diploma in electrical engineering. 

b. 	 P-q_ u_ L-Exj2i-r a 

Minimum of 10 years experience in a major fumctional area of 
di6 tribu t.ion. 

c. 	 Lari ic ieagj Pro .
 

iust be 
 fluent in written and spoken English and Urdu. 

d. 	 Knowledge of Specific Areas 

Technical knowledge of the distribution and utilization of electric 
energy and its measurement.
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e. 	 Abilities and Skills
 

Rerauonable communication 
 skills in both written and oral forms.
 

POSITION ELEiENTS:
 
a. 	 Si rvisicn Received 

Under the direction of the Service Engineer/SDO iollows approved 
policies, criteria and established standards. 

b. 	 Available Guidelines 

Has 	available approved WAPDA Meter Standards Manual, engineering

service rules, safety code and financial budgets.
 

c. 	 Exercise of Judgment 

Substantial technical Judgment, discretion and professional integrity

is required to interface customers, supervise work and assigned

peraonnel.
 

d. 	 Authority to Make Commitments 

Has authority to meke commitments on approved policies, procedures
aICd budgets within the limits as assigned. 

e. 	 JIaturei Level and FLr se of Contact 

Frequent contac~t with customers, technical aa1d operating staff of theDivision and AEB and with assigned personnel to exchange job related 
matters. 

f. 	 Supervision Exercised 

Direct supervision of Meter Electricians, semi-skilled and 	unskilled 
staff assigned.
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POSITION TITLE 
 Line Foreman -
Grade 	I/If (Level I Divisions)
 

(Level II & III Divisions)

GRADE 
 BPS-12/I11
 

BASIC 	 POSITION DESCRIPTION 

A Line Foreman is responsible to the Sub Divisional Officer or the Division
Service,,/&O Engineer to whom he is assigned.
cocrdination He has responsibility for the
:,nd supervision of work involvedmaintenance and operation 	 in the construction,of overhead and undergroumd distribution lines and
associa ted equipment. 

MAJOR 	 DUTIES AND RESPONSIBILITIES
 

Supervises 
 the maintenance of the primaryundergromtud distribution 	 and secondary overhead andlines 	and equipment andoperation 	 supervises theof the related switches and equipment. 
o 	 Supervises the installation and maintenancevolt~age regulators, capacitor banks, 

of transformers, line
fuses,sect ionalizers, arresters 	 switches, reclosers,and other disti'ibution system equipment.


C) Mia;eo recommendation 
 on changes pertaining to improvement ofdistribution lines.
 
C) Assists 
in directing various phases of contractedand underground 	 workline construction, 	 such as overhead

and structure painting, etc. 
tree trimming, right-of-way clearing,

C) 	 and supervises the sameEnsures co'operation 	 as required.and coordination of activities among employees to 
enhan-.e efficient, operation of activities. 

o 	 Ensures that provisions of the Union Agreement are followed. 
Co Assists in the administration of the WAPDA Safety Program and theenfo:rcemnent of safety policies and practices. 

--EA L IC)(.NSK~c _ 

a .	 Idu__l .<at.i,.n 

3 years Diploma in Electrical Engineering.
 

. Prior. Work Exr ience
 

Minimum of 
 10 years experience in a major functional area 	ofdlstrIbuti on work. 
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c. Language Proficiency
 

Hust be fluent in written and spoken Urdu. Some 
 working knowledge of
English is desirable. 

d. 	 Knowledge of Specific Areas
 

Technical knowledge 
 of the distribution and utilization of electric 
energy and the equipment. 

e. 	 Ablilites and Skills 

- Strong oral and reasonable written communication skills. 

- Technical knowledge of construction standards, maintenance 
tec-hniques and equipment operation.
 

POSITION ELEMENTS
 

a. 	 S _cWysiion Recived1
 

Under direction of the Sub 
 Divisional Officer folloqs app.roved policies,
criteria and established standards. 

b. 	 Available Guidelines
 
Available construction, maintenance 
 and operation procedures, standards, 
schedules. service rules and safety codes.
 

c. 	 Exercise of Judgment 

Technical judgment, discretion and professional integrity is required tosuperv ie work and assigned personnel. 

i. 	 Authority to Make Commitments
 

Has -,uthority to make commitment on 
approved policies and procedures. 

e. 	 Nature. Level and Purpose of Contact 

Contact with technical management at Sub Division/Division level and 
with field personnel to exchange views on job related matters. 

f. 	 SLup.rvision Exercined 

Direct supervision of assigned personnel and line staff. 
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F-QtJ '[JT..: Meter Electrician (Level II and III Divisions)
 

GRADE: 
 BPS-11
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Meter Electrician is responsible to the Supervisor Meter.
Electrician in the Division performs all types of work involved in the
field installation, testing, maintenance, removal and inspection of
 

The Meter
 

meters and metering equipnent.
 

MAJOR DUTI 
 S AND RESPONSIBILITIES: 

o Tests, inspects, cleans, repairs, removes and installs all types ofmeters. meter equipmnt and instrument transformer; tests for proper
operation, grounds, improper wiring and registration. 
o Tests instrument transformers (CT and PT) for insulation, ratio and 
o Inspects meter and service installations on customer premises for 

conformity with company standards and satisfactory conditions. 
o Makes calculations end prepares reports. 
o Maintains equipment, tools and work area in a clean and orderly

condition. 

o Performs work in accordance 
rules 

with company meter standards, safetyand operating regulations and practices.
 
o 
 Reports irregular and abnormal conditions and observations of
unauthorized use of energy.
 

DESIREDQALIFICATIONS:
 

.O mjtQ..in: 

:3years diploma in Electrical Technology (Associate Engineer).
 

b. Prior'-1orkinuPe nie :
 

Minimlin of 4 


j 0


years experience in distribution work. 
c. 

Reasonable fluency in written and spoken English. Must be fluent inUrdu. 

d. 
 Technical knowledge of the distribution and utilization of electric
 
energy and the equipment involved. 
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e. 	Abilities and Skills:
 

- Effective communication skills in both written and oral forms.
 

-
 Technical ability to implement instructions from supervisory
 
staff.
 

LJSITION ELEIMENTS: 

a. 	Sauervision Received:
 

Under general giidance of the Service Engineer/Meter Supervisor 
 -Division. follows approved policies, criteria and standards
 
established.
 

b. 	 Available Guidelines:
 

Has vailble approved 
WAPDA Meter Standards Manual, engineering 
service rules and safety codes. 

C . L!>% Ci3L 

Techaical judgment and professional integrity is required. 

d. 	 Authority to make Commitments: 

[oes not have to makeauthority commitments. 

e. 	Nature. Level ,todPurpose of Contacts: 

Frequent contact with customer, technical and opfrating staff to
exchange Job related matters. 

f. 	 Survsion Exercised: 

Direct supervision of semi-skilled and unskilled e .iployees assigned. 
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EFlJ-Qlt1TJL: Lineman I & II (Level I, II & III Divisions) 

BPS 7 and 6
 

BASIC POSITION DESCRIPTION:
 

The Lineman (I or II) is responsible 
 to Line Suptd or the Line Foreman towhom he is assigned. The Lineman performs ell types of line work involvedin the installation, maintenance, operation, removal and inspection ofelectric distribution facilities. He will work on electric lines andequipment (lead energizedor at L.T. voltage. He will operate dead
energized 1.T. reclosers. sectionalizers and replace fuses 
or
 

and operate
eutouts. 

HAJOR DUTIES AND RESPONSIBILITIES: 

o 	 Responsible to Line Superintendent incharge of work. 

o 	 Perform duties in accordance with 	WAPDA safety rules, operatingregulations and practices. Report unsafe conditions and practices to
the proper authority. 

o 	 Use and care for insulated protective equipent such rubberas
gloves, when working on lines energized up to 450 volts.
 

o Train Assistant Linemen.
 

o 
 Install or remove three-phase transformers on structures/poles or
 
ground-mounted platforms. 

o 	 Make proper transformer earthing connections. 

o 	 Identification of line voltages by means of the transformer
 
nameplate.
 

o 
 Use volt meters, 'mmeters ald voltage detectors, on equipment where
 
required. 

o 
 Install and maintain street lights and street light systems.
 

o 
 itrol and inspect distribution lines and report conditions found.
 

o 	 Install and remove three-phase capacitor banks on poles. Check and 
remove faulty units. 

o 	 Install and remove single phase and three phase services. 

o 	 Install, maintain, and switch underground facilities tnder thesupervision of a Line Superintendent. 
 Be able to remove underground

facilities when required. 

o 	 Utilize proper standard drawings, interpret s?:,-cifi',ations andproceed with construction, operation and maintenance work with a
minimum of supervision. 
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o Supervise crew members assigned and display leadership and judgement

when in charge.
 

0 Operate line switches; locate 
and 	repair faults; re-fuse line andtransformer cutouts and change line and transformer connection.
 

o 
 Know 	when and where to install temporary protective earthing on
de-energized lines for safety purposes. 

o 	 Using standards, determine fuse size 	and L.T. conductor size
transformers of different capacities. 

for
 

o 
 Install and remove when required line regulators, reclosers.
sectlonalizers, switches, and other distribution equipment.
 
0 Follow proper procedure 
 and 	perform switching as directed on 

distribution lines. 

o 	 Install, replace and comect pad mount transformers. 

o 	 [aintain tools, equipment and 	work areas in a clean and 	orderly 
condition.
 

o 	 Maintain required personnel and work records.
 

o 
 Use 	Earth Tester and Neggar for earth resistance testing andinsulation resistance testing of conductors, insulators and
underground cables. 

o 	 Install rters and 	meter equipment. 

o 	 Assist employees of equal or higher classification. 

o 	 Report irregularities or abnormal conditions to the proper authority. 

Direct the loading ando 	 unloading of distribution equilment. 

o 	 Direct the work of the 	Assistant Lineman in the absence of Line 
Superintendent. 

a. 	 Education: 

Matriculation 

b. 	 PriorWorkExperience: 

Minimuin of three years experience as an Assistant Lineman. 
c. 	 LanguageProf iciency: 

l
ust 	have the ability to read and write the local language.
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d. 	 Knowled of Sceiic Areas:
 

Comrehensive 
 knowledge of WAPDA construction operation andmainteriance practices and procedures, and distribution facilities isrequired. 

e. 	 Abilities and Skills: 

- Communication skills in writing and speaking the local language. 

-	 Must know the WAPDA Distribution Standards and procedures. 

- Must have ability to deal with employees, customers, and the

general public. 

- Miust know various distribution circuit connections, voltages oflines, Ohasing and transformer connections and switching
devices.
 

Utst- have the ability to interpret 
field prints, switchingdiagrams and th:know fundamentals of electricitry. 

a. 	 Suervi_sion Receie : 

Directions are received from Line Superintendent/Line Foreman
 
regarding policies, procedures and operations.
 

). Available Guidelines:
 
Pertinent distribution standards, electricity rules and WAPDA salety
 
code 

c. Lixer ciseofJudgment.: 

Required to exercise sound judgment and arrive at correct decisions
pertaining to Job duties. 

d. 	 A,_tih tv to Hake-CoLmmnln: 

No authority to make commitments. 

e. 	 Nature Leveld 

Contacts with associates. supervisors, customers and public for Jobrelated matters. 

f. 	 Supervision Exercised:
 

In the absence of the Line Superintendent directly supervises the
Assistant Lineman and has management and supervisory responsibility

for the assigned task. 
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POSITION TITLE: Assistant Lineman (Level I, II & III 
Divisions)
 

GRADE: 
 BPS 	5 
BASIC FIlCTIONALE.Sr2RIvrlON: 

Assistant Lineman is responsible to the Lineman. He assists, attends andhelps in the installation, rearrangement, maintenance, operation, removal
and inspection of electrical distribution facilities from the pround only.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

0 Performs duties in accordance with the WAPDA safety code, 
 operatingregulations and practices. Reports unsafe conditions and practices
to proper authority. 

o 	 Assists Lineman -I and Lineman-If in the performance of their duties
working from the grornd only. 

o 	 Assists in maintaining vehicles, tools and plants (T&P) and linematerial, and keeps them in proper repair, adjustment and clean. 

o 	 Assists attendsand Lineman-I and Lineman-II while they are workingon structures/poles through the use of rope, roulley and equipment
 

0 Performp 
 artificial respiration and cardic pulmonary resuscitation 

(C.P.R.) as specified in WAPDA safety code. 

o 	 Constructs pulley block lines -single pulley/double pulley. 

o 	 Coils and uncoils ropes. Insures proper care and storage. 

o 	 Ties various rope knots used in line work. 

o 	 Assists in loading, tmloading and 	 hauling of structures/poles, toolsand plant (T&P) and other electrical equipment. 

Dig 	 holes for structures, anchors holes,o 	
trenches, etc. 

Assists in installing and replacingo 	 structures/poles otherelectrical equiinent working thefrom ground only. 
o 	 Acnf.sits in the installation of strut stay or support guy from the 

ground only. 

o 	 Assembles material for and install anchors and guys. 

o Cares for and uses various kinds of personal protective equipment as 
specified in WAPDA safety code.
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o Identifies various lines high tension (IH.T), low tension (L.T) andstreet light and how to determine voltage while working on the
gpound(. 

Assembles material for single ald double crossarms while working on
the ground. 

o Assists in 
stringing wire on new construction or on de-energized
lines working on the ground only such as pulling out conductors ormaintaining wire stad or wire trailer. 

o Splices sold atnd stranded conductors using proper splice and press. 
o Assembles various kinds of secondary and primary deadend and streetlight material in preparation for sending aloft by means of rope and 

pulley. 

" Assists in the installation or removal of services from building
side only while "dead". 

o Assists in the installacion of underground facilities such asdigginig trenches, laying of conduits, pulling of conductors and back
filling trench.
 

Foot patrols and inspects high tension (H.T) and low tension (L.T)lines, street 
lights and maintains records.
 

_DESIREq ALIFICATIO14S: 

rhiat be, Hat.ricailate.
 

. Pri~or _Wock E rne:
Ae 


No previous line work experience required. 

c. dgiAras: if JQ 

- Ilust have the ability and desire to acquire the necessaryknowledge and skills to perform the duties and responsibilities

of Lineman Grade I.
 

- Knowled:,,e 
 of how to test and support suspected defective single
and two c-ole structures. 

d. Abilities and Skills:
 

- 1Hust have ability to work with employees, customers and general
public in a courteous and proper manner. 

- Must be familiar with tools. 
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r.i 

-	 Must have the ability to work aloft on poles, towers andstructures (physical and mental fitness).
 

- Becomes 
 f.ailiar with distribution tools and equipment and the
mirnter,ance of same. 

POSITION ELEHENTS: 

Supervision Received: 

Direct iczin are received from Line Superintendent regarding policies.
pr,:,ceurj irnd operations. 

b. 	 Av ai lakle_CGulhd_!i n s: 

Pertinnrift distribution standards, electricity rules and WAPDA Safety
Codle 

C. 	 Exercise of Judgment: 

Required to ex- 'rcice sound Judgment and arrive at correct deuisions 
Jer'taining to Job duties. 

t. ned. 	 Autolio to Ho, Curn.mtments: 

No atuthor'ity to ni.e conitment.s. 

e.1.,i.t u ... and. - pe Contacts:
 

Cont,cts with 
 iosociates. supervisors, customers and public for Jobrel1ated matters . 

f. 	 T__hIe rvisio~n_E:,e r is ed : 

In the Jbsence of th,- Line Superintendent directly surervises theAssistait. Linemain and has mcaagement and supervisory reLprnsibility
for the assigned task. 
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POSTIION TTILE: 
 Service Clerk (Level II 
& III Divisions)
 

GEAM: 
 BPS-5
 

BASIC P_ 9 PTO: 

The Service Clerk is responsible to the Supervisor Service for

maintaining record and files pertaining to new service

connections and enhancement of existing service loads.
will also be responsible to maintain a record of the 

He
 

correopondence arid information from and to 
the Supervisor

Service within the Division.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 11l,1talzns record of all new service connections installed 
alorigwith necessary data and information. 

o Maintains record on the receipt and transmittal of new
connections ' nd enhancement of load applications received
from the Customer Service Section for verification ofdata and tect reports etc as per commercial procedures. 

o Maintains record ad files for tracking movementthe of
all correspond ,1 ce from the Division Manager/Customer
Service Section/SDO to Servicethe subsection azd its
dist ibution within the section for action and subsequent 
reports on action taken. 

o Maintains record of leave, awards, punishments.
recommendations arid the staff performance evaluation 
reports. 

o Pr-rformsc other related duties as assigned. 

DUEIREI QUALIFICATIOtI: 

a. EducA-inJ: 

Atleast Matriculation from a recognized institution. 

3 years In Power Distribution related offices.
 

Reas.onable fluency in written and spoken Urdu. Job 
related working of Englishknowledge language. 
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d. Knowledge. of Spegific Areas: 

- Familiar'with electrical terms and distribution 
lines and equipment nomenclature. 

- Familiar with New Service connection procedures. 

- Good knowledge of record keeping. 

e. .billties and Skills: 

Must be able to link correspondence and related
 
references.
 

Must be able to keep track of information and
 
directions passing to and from the Service 
Engineer's office. 

- Ability to type. 

POSITION ELEMENT: 

Direct supervision is r-ceived from the Supervisor
 

Service.
 
b. Exercise of Judgement: 

Judgement to identify priority actions on the basis of 
correspondence and information handled by him. 
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POSITION TITLE 	 Maintenance and Operation Engineer (Level II & III
 

Divisions)
 

GRADE 	 BPS - 17 

BASIC 	POSITION DESCRIPTION 

hle Maintenance and Operation Engineer is responsible to the Division Manager 
for maintaining and operating the distribution system of the division so that 
commercially acceptable energy service is given to the customers. 

MAJOR 	 DUTIES AND RESPONSIBILITIES 

o: 	 Direct.s the operation of the system despatch center and its staff which 
denpat.ch complaint crews to restore service to customers who have lost 
their energy supp)ly due to faults. 

o 	 Directs the routine maintenance of all the facilities of the 
dist.rilbution system: primary and secondary circuits and their right of 
way. service drops. transformers, fuses reclosers, switches, 
sectionalizers. lighting arrestors, capacitors, meters and the 
communicat, ions equipment. 

oi 	 Directs the switching operations of the system to permit construction 
and main t.enance. 

C) 	 Directs the complaint crews who are available at all times to restore 
service. 

Supervises the office work of maintaining records, requisitioning 
equipment, investigation and reporting on faults and failures of the 
system and its equipment. 

c) 	 Supervises the inspection cf the operations and teating of the system 
facilities and the study of load and voltage conditions. 

o 	 Cooperates In maintaining training programs for education of personnel 
to ensure the proper use of equipment, application of procedures and 
developIment of skill. 

o 	 Assists the Division MHanger in preparation and monitoring of the 

o 	 Ensures cooperation and coordination of activities among distribution 
employees as well as personnel of other formations to enhance efficient 
operation of WAPDA. 

Ci 	 Prepares performance evaluations and recommends salary changes, 
promotions, demotions, transfers, disciplirne, leaves of absence, hiring 
and release of persons supervised. 
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o 	 Ensureb that provisions of the Union Agreement are followed by both 
labor and management. 

o 	 Asstmes responsibility for administration of the WAPDA safety program 

and enforcement of safety and practices. 

o Reads meters of industrial customers with demands above 70KW. 

DESIRED QUALIFICATIONS 

a. 	 Education 

Bachelor's degree in Electrical Engineering (Power). 

b. 	 Prior Work Experience 

Technical courses at. Faisalabad, SDO pre-induction at Tarbela Management 
Institute and commercial courses at Lahore Commercial Institute shall 
have been satisfactorily completed.
 

C. 	 Langniage Proficiency 

Fluent in written and spoken English and Urdu. 

d. 	 Knowledge of ,SpecificAreas 

-	 Knowledge of WAPDA safety codes, construction standards and work 
clearanuce procedures is required. 

- Knowledge of electrical instruments, wiring diagrams, connection 

and disconnection procedures is required. 

e. 	 Abilities and Skills 

- Ability to analyse distribution system problems and to develop 
practical solutions. 

-	 Ability to react, in a reasoned manner, to a wide range of 
stressful situations. 

- Ability to observe and report instances of improper installations 
and service connections.
 

POSITION ELEMENTS 

a. 	 Supervision Received 

Reslp-:onsible to the Division Manager regarding policies, procedures and
 
operations and receives functional guidance from the AEB Director 
Construction Operation and Maintenance. 
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b. Available Guidelines 

Has available WAPPA Safety Code, Power Distribuion Construction 
Drawings, WAPDA Planning Guides, Equirment and instriuent Instruction 
books and operating manuals. 

c. Exercise of Ju6Y-tnent 

Required to exercise judgment the monitoring and analysis of system
performance. Recommendations and reports to the Division Manager are to 
be accurate. reasoned, well researched and in the overall best. interest 
of WAPDA and its customers. 

d. Authority to Hake Commitments 

Has authority to schedule work under his responsibility within 

gi.idelines established by the Division Manager. 

e. Nature, Level and Iurpose of Contacts 

Regular written and oral contacts with the engineers, grid station 
operators, service dispatchers, customer service groups and oral 
contacts with customers are required in the execution of the duties of 
the p:,sl ion. 

f. Supervision Exercised 

Directly supervises technicians and linemen who perform prescribed tests 
arid clerks who maintain records. 
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POSITION TITLE 
 Service Dispatcher (Dispatch Coordinator)
 

(Level II & III Divisions)
 

GRADE 	 BPS-16
 

BASIC 	POSITION DESCRIVI1 ION
 

The Service Dispatcher is responsible to the Maintenance and Operation
Engineer for the processing of customer complaints, dispatching trouble crews 
to restore service or isolate hazardous conditions, issuing work clearances 
for work on distribution primary and secondary feeders, coordinating of feeder
work with grid system operation and maintaining records of all complaints,
restoration report.s and all conversations with dispatch crews. 

MAJOR 	 DUTIES AND RESPONSIBILITIES 

o 	 Oper,-t.es the Distribution Service Despatch Centre on daily - 24 hoursa 

bo e i L.
 

, 	 Receives an. records customer complaints from customers or from service 
centers. 

oi 	 Dispat.ches linemen to restore service by radio or by a written complaint
and reprts, in writing, the cause of the trouble, time and method of
service restoration and whether repairs are temporary or permanent. 

o 	 Dispat.,:hes construction and maintenance handlescrews, messeges for 
other Pepartments with 2-way Radio and reports any radio problems to the 
Commun icat ion Technician. 

Refers al.riormal complaints to the Maintenance & Operation Engineer for 
invebtigat.ion and suitable action. 

Records number of interruptions and customer hours lost due to each 
interruption. 

(I 	 Sulki t.s copies of completed complaint forms to the Maintenance & 
Operation Engineer for review and compilation of periodic service
 
reports.
 

Issue:, Work Clearance Permits for all line work involving live feeders 
in tll?, division. 

o 	 Cordinat-s work clearance with Grid System Operation. 

ci 	 ['aint.ains marked circuit diagrams to show manually set positions of all 
switches. breakers. reclosers. cutouts, sectionalizers at all times. 

Records times of all switching and/or grotmding operations. 

Propo:,ses changes to the Maintenance & Operation Engineer to improve
service continuity. 
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0 	 Encourage cooperation and insures coordination of activities among
 
distribution employees ais well as personnel of other formations to
 
enhance efficient operation of WAPDA.
 

o 	 Responsibly adinisters the WAPDA safety program and enforces safety

policies and practices.
 

DESIRED QUALIFICATION 

a 	 Eu aU.on
 

3 year diploma in Electrical Engineering is required.
 

b. 	 Pr!,r Workxaj e rr i e -e 

Minimum I0 years experience with 5 years experience in a major
functional area of distribution. Completion of technical courses at 
WAPDA Training Institute. 

Lnua 	 ge Proficiency 

Strong communication skills both in written and spoken English and Urdu 
is essential to be sure that all clearance and operating instructions 
are fully understood and recorded. 

d. 	 Knowledge cf Specific Areas 

Comprehensive kncwledge of grid-station operations, distribution 
feeder operations, safety practices and clearance procedures is 
essential. 

Must have a thorough knowledge of the proper operation of the 
2-way 	 Radio system and the ability to talk over the radio in a 
clear 	and concise manner. 

-	 Knowledge of customer special requirements is also required. 

Abilities and Skills 

Ability to read and quickly understand distribution maps and 
symbols is essent ial. 

Abilit.y to react, in a reasoned manner, to a wide range of 
stressful situations including but not limited to electric shock 
cases. 

POSITION ELEHIENTS 

a. 	 Supervision Rece ive.d 

Directions are received from Division Maintenance & Operation Engineer 
regarding policies and procedures. Independent decisions are required
involving aspects of clearance switching and grounding operations. 
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b. Available Guidelines 

Hlas available WAPPA safety code, WAPDA work clearance procedures.circuit one line diagrams and maps. 

cT. Exercise of 7udgment 

Required to exercise judgment in authorizing emergencyclearances shut clown workand in estimating the magnitude of service interruptions. 
,.t. Auth,:rity to Haje Commitments 

Has absolute authority to issue work clearances on live circuits orcircuits which may become alive. Has authority to schedule work withinguidelines established by Division Manager. 

e. Nature. Level andPurpose of Contacts
 

Written and recorded 
 oral contacts with WAPDA's DivisionEngineers, construction supervisors and Line Supervisors anUdcustomers to arrange work schedule outages for emergency, routinemaintenance and construction work, to clear circuits for work andrest.ore circuits to service after work is completed -nd circuit
released by whoever is responsible.
 

Cont..cts t.1,e 
 Planning Engineer to report circuit changes-,p1t,,,n of Includingconstruction additions so circuit dliagrejme; and maps 
can b:,e updated promptly. 

Directly su-,er'vIses the clerks who maintain records of operations,
interruptlion and clearances. 
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P'SJITIOMI TITLE: Distribution Inspector (Level II & III Divisions) 

WLA)E: 	 BPS 1 2 

BASIC mPSITIOt1 DESCRIPTION: 

The Distribution Inspector is responsible to the Maintenance & Operation
Engineer for operating condition inspection, performance of switching and 
for -:rrying out special operating checks of various functions. 

UKJR _DUI.ES AND RESPONSIBI LITI ES: 

- ,.t._.... the operation of switching, control and other equipment on 
the priiary and secondary lines, sectionalizing points and grid 
EW.,,stat.i on9. 

o 	 S,.l .. I#ule vismal insp:,ection of facilities and if necessary makes
 
verforrmii,i:r checks on them.
 

!.-,:.,,.irr'nI,, 	 voltage and power factor surveys of feeders and load 
for the Planning Engineer. 

o 	 Iicpr'Lcs rm<llit,ies and reports any irregularities and abnormal c ,-,ud i 1.1 rijon 

o 	 Eimir'es checks and schedule changes to tapes and charts on recording
instrmurents and maintains required supply levels of related spares
: nd material. 

r. 	 gEnres performance of duties in accordance with the WAPDA S)afety 

Riles and Operating Regulations Practices. 

DESIRED QUALI FICATIONS: 

.v'ersts" Diploma Course in Electrical Engineering.
 

,. Pii Wo
r~KF=,ien.: 

O y-ars" oxrerience with a minimum of 5 years' experience in a 
ma,jor' finctional area of distribution work. 

S..torong communication skills in both written and spoken English and 
Urdu is essential to be sure that all clearance and operating 
instructions are fully understood and recorded. 

d. 	 KILoIledge of jeccific areas: 

Comprehensive kn:wledge of grid station operations distribution 
feeder operation, safety practices and clearance procedures ie 
essential.
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e . Al., 11it ir,- nL 51szS .. l , 
Abllity to read, and quickly understand distribution feeder maps and 

pyrfiboC 	 s. 

POSITION ELEMENT'S 

a. 	 _, ervision Receved: 

[eireet:,-ins are received from Maintenance & Operation Engineer
repardlng policles-- and procedures. Independent decisions arerequired involving aspects of clearance switching and grounding

SP': rat ions. 

WAPrA 1..fet.y Code, WAPDA work clear.nce procedures and one line 

c ir'cuttdiagr.us and mops. 

,. EY.'rci se of_ Judgrruent: 

W',:uire:1 to exercise Judgment in reconmending emergency shut down 
.,.r.k clear~n,.s and in estimating the time 	of service interruptions.

d. 	 AutI , .r It- y to tlake Conruitments: 

I[,,s 	 limited authority to operate and maintain equirinent with
asolute auth,:,rtty to repcirt, conditions as established by the
guidelines of the Division Manager and the M&O Engineer. 

.'. !,t,ure. _Level and iurprseof Contacts: 

Writtyri and or'al cntacts with WAPDA's Division Engineers,
Cistriction Supervisors, Line M&O Supervisors and Service 
PesryAthers are required in the execution of the duties of the 
pos i ticri. 

f. 	 !"'rcrvision E:.ercised: 

Superv ises support staff. 
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V:IL:.Q.I,1vx11. Sup;,ervisor Preventive Maintenance (Level II & III 

Divisions)
 

(.A[[E: HPS-16
 

BASi IC!7TION DESCRI PTION:
 

TIl SUlrvvjsnr' Preventive Maintenance is responsible to the Division
 
Mainten'riee & perat.lcn Engineer for the coordination and supervision ofwork involved in the routine scheduled maintenance of the overhead and
 
nnder'prlud df t.r ibu t ion 
 1irie And associated equipnent to minimize the 
r'eourrinry, friiUts and ensure the stability of the Distribution System. 

'IAJ RDUTI ES AND RESPODNSIBILITIES: 

1 	 Pl.,ns. schedules and supervises the maintenance work of the primary
arid secrndarv overhead and underground distribution system iv.luding
the right-of-way clearing, tree trimming, and structure painting oneico,,rt.i noos :,;s is. 

o 	 Pl-ns. F.,hedules and supervises the maintenance work of 
t rnsforn,-,rs, I ine voltage regulators, capacitor banks. fuses. 
st.r.tches reclosers, secticonalizers, arresters and other distrilution 
.ayst-er equipment. 

P(I,.n Crew formations and assigns work in accordance with approved 
schedules. 

Supervises the switching necessary to carrying out the preventive 
urt i tewuc'e activities. 

0 	 Ens,.ures ''oordination and liasion with the Distribution Inspector in 
klcwring the health of the Distribution System. 

o 	 Hl',es recommendations on changes pertaining to improvements in 
Distribution System. 

Provides assistance to the Emergency Maintenance Staff in case major
1:,reakdowns and system damages under storm conditions. 

Q Ensures c'ocperat ion and coordination of activities among employees 
to enhiance effiiLent operation. 

Q A!sure-s that provision of the Union Agreement are followed. 

,:, Assists in the r.dinist.ration of t.he WAPDA Safety Program and the 
enfrc'ement of safety policies and practices. 

L,EIRE[ IALfATCh 

a. 	 E'Auc.tion 

3 :,,ear Diploma Iln electrical engineering. 
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b. Prior Wqork Experience 

10 years exerience in a major functional area of distribution work. 

c. Lrrnuag Prof ic iericy 

Rea:tsonably fluent in writtn and spoken English and Urdu. 

d. Kno4-1edge of Specific Areas 

Technical knowledge of the distribution and utilization of electric 
eii#rgyv and the equipment. 

e. AbiltitsaLSils 

Strcng written and oral communication skills. 

- Technical Inowledge of construction standards, maintenance 
techniques aId ea,1iinent operation. 

.___,1.[ELjEIJENT$:IIQH 

S ojc . : • 

Uhder direction of the Division Maintenance & Operation Engineer, 

follows apprcived policies, criteria and established standards 

h. AvailalleqGui,.lelirtes 

las avj,i .1 lable ma intenance and operation procedures, standuLAtds, 
schedules, service rules and safety code. 

C. Emerrse of JudgnIen t 

Techlr.l':l jucdpment, discretion tad professional integrity is 
r'c:luired to supervise work and assign personnel. 

d. AuLhor-i Ly_ _to Mke_ Commitments 

!t, aut.hority to make commitment on approved policies and procedures. 

e. it.u.e_ Level and Purpose of Contract 

Fre,oient cont..ct with technical management at the Division level and 
,ith field personnel to exchange views on job related matters. 

f. ,3Ervision Exercised 

Direct supervision of assigned iersonnel and the line staff.
 

Page - 148 

7O
 



P)SITION-.ITITLE: Supervisor Emergency Maintenance (Level II & 11I 

Divisions) 

.RA.E: BPS-16
 

BASIC PL E IONESCRI FTION:
 

l'le Surervisor Emergency Haintenance is responsible to the Division
Maintenance & Operation Engineer for the coordination and supervision ofwork involved in the maintenance and restoration of tie overhead and1.rder'gr'oAd :istribution lines and the associated equipment under the
normal -o.d/r,r extreme weather conditions that may result into
,Jlsc-cntrierJ.ioz of supply to the customers. He will also be responsiblefor attending the customer no power complaints received through the Area
Corrir'Diilt .relltres. 

HAJOR I1[UTI E, AND RESMNSIBILITIES: 

) (Guides and supervises the emergency maintenance work of the primary
sind seconlary overhead and underground distribution system. 

ohuides An,:i supervises the emergency repair and maintenance or
replacement. of transformers, line voltage regulators, capacitor
b.aiis, fuses, switches reclosers, sectionalizers, arresters and
,'thi-r .lst -ibutien system equipment. 

o 	 (3u.ids and supervises the switching necessary to carrying out the 
emergenc,' mainLtenanc, e activities. 

C,QC'iucrvises the operation of Complaint Centres both in rural andur.,.:- areas. 

o 	 HM-.kes rec'eimendatik,ns on changes pertaining to improvements in 
Distribution Sy;stem. 

o 	 Esures c'oordination and liasion with the Operations Coordinating
Centre for information on customer complaints and s.ystem breakdowns. 

Q 	 Ensures cooperation and coordination of activities among employees

to enihance efficient operation.
 

o 	 Keeps liasion .ith the Distribution Inspectors to ensure timely
attendance of fault.s reported by the Distibution Inspectors. 

o 	 Assireti that pr.ovision of the Union Agreement are followed. 

o 	 A,;oistf In the administration of the WAPDA Safety Program eid the 
en,rcerient of safety policies and practices. 

DEStI RED _QI.ALI F ICAT INS: 

a. 	 Edu,' t ion 

3 year Diploma in electrical engineering. 
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1.. 	 Prior Work Exi-erience 

10 years experience in a major functional area of distributin work. 

Laiguage Pr,nficenrcy 

Reasonably fluent in writtn and spoken English and Urdu. 

d. K-wle(ge of S;,eeific Areas 

Technicel knowledge of the distribution and utilization of electric 
energy and the equipment. 

e. Abilities and Skills 

- Str,:,ng written and oral communication skills. 

- Technical knowledge of construction standards, maintenance 
techiniques and equipment operation. 

POSIT ION ELENEUrS: 

R. 	 Su erv iflon Received 

Um,]er 	drectiet-i of the Division Maintenance & Operation Engineer,
follows approved policies, criteria and established standards 

r. 	 Availabl, Guideliies 

l lt,, av .lilable ma in teinance rimd operation procedures, standarde, 
<',:Ivrfle, service rules and safety code. 

C:. 	 Y eji:_<of J~u_..Lmeni t,sc 


Telnmical Judgment, discretion and professional integrity is 
reiulred to surervise work and assign personnel. 

d. 	 Authritv to fl.Ake Commitments 

Ha, m thority to make conumitment on approved policies arid procedures. 

e. 	 ttature__ Ley',n_. ro. ra 

Frequent. contact with technical management at the Division level and
with field persomel to exchange views on Job related matters. 

f. Supervision Eecie 

Direct supervision of assigned personnel and the line staff.
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- Service
 
POSITION TITLE: Line Superintendent - Grade I/II - Maintenance and
 

(Level I. II & III Divisions) Operation
 
- DCO/RC
 

GRAPE: 	 BPS-12/11
 

BASIC POSITION DESCRIPTION:
 

A Line Superintendent is responsible to the Sub Divisional Officer or the 
Division Service Engineer/HI&O Engineer to whom he is assinged. He has
 
responsibility for the coordination and supervision of work involved in
 
the construrction and maintenance of overhead and underground distribution
 
lines 	and associated equipment.
 

MAJQR DUTI- AND RESPONSIBILITIES:
 

o 	 Plans new service connections of Domestic and commercial categories
 
(general connections) of upto 15 KNq load for approval by the SEX.
 

o 	 Prepares data and proposes plan of service for the new service
 
connection (above 15 KW of general load) for review and approval by
 
the conmpetent authorities.
 

Supervises the construction of customer service for new connections 
and augmentation of existing load. 

Q Supervises the maintenance of the primary and secondary overhead and 
inderground dlstril:ution lines and equipment and supervises the 
;,r-Itiorn of the switches and equipment. 

S 	 Supor'vi,3- the disconnection and reconnection of service in
 
coordinrition with the customer service section of 
 the 	division and
$3111- divis ions. 

o 	 _Spervises thle installation and maintenance of transformers. line 
voltage regulators. capacitor banks. fuses, switches. reclosers, 
sectloiializers, arresters and other distribution system equipment. 

oithes r-cormnendation on changes pertaining to improvement of 
Slistribution lines. 

Assist.s In directing various phases of contracted work such as 
overhead and underground line construction, tree trinamming. 
right-,f-way clearing, and structure painting, etc. and supervises 
the some as reqaired. 

o1 	 Ensures cooperation and coordination of activities among employees 
to enh,_nce efficient operation of activities. 
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o 	 Fnprx-s that i.rovisior3 of the Union Agreement are followed.
 

Anislsts in the administration 
 of the WAPDA Safety Progrwn and the 
enf,:'rceuient of safety policies and practices. 

IESIRED Q.!ALI FICATIOIS : 

a. 	 E.Luca-tt Icn 

w.,ears 	 Diploma in Electrical Engineering. 

b. 	 Prior Work E:'erienie 

Minimui of 4 to 5 years experience in a major functional area of

distribition work.
 

-. Langtage Proficiency
 

Hust. 	te re.son~d:I, fluent in written and spoken English and Urdu.
 
,4. YK,,ru TrI~q c L i_ eijiic_A~e,
 

Tecrl-ii.al knowledge of the distribution and utilization of electric 
ener.gy .nrl the equipment. 

e. 	 AI:iles anid 'kills
 

- trc'ne written aind oral com.mnication skills.
 

- Techni,:,al kno71edge of construction standards, maintenance 
erhnIIIJues and equipment operation. 

... S_I TI r.C! _E!LEMEU[[TS: 

a. 	 S r\'vi~skn lReceived 

_v..er direction of the Service and Maintenance & Operation Engineerhe f approved policies, and established standards.-:1lo.s 	 criteria 
b. 	 Av. .al.,1 _Giel. iine 

Av-,Il ale Ico:nstructin and maintenance procedures, standards. 
se'hrdule.s service rules and safety codes. 

c.. E r.Eiso c.,_f. ,J_ Igme.'n_ 

Technical Judgirient. discreticn and professional integrity is
required to supervise work and assign personnel. 
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i. 	 &t.t!Lo(JAy 1i Co ltments
 

ihas tuthcrity to make commitment on approved policies 
and 	procedures. 
e. 	 II'turc. Level ruind Puri-ose of Contact
 

Contact. with 
 technical mariagemen't at Division level and with fieldpersonnel to exchange views on Job related matters. 

f. 	 %perViin Exercised 

Direct supervision of Line Superintendent II, Linemen and Assistant
Linemen. 
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POS!TION TITLE: M&O Clerk (Level II & III Divisions)
 

B3P SA 

BASI[C POcSITION DESCRIPTION: 

The H&O Clerk is responsible to the Division M&O Engineer for
 
maintenance of correspondence files and keeping record of
 
act.:ivLtirs pert- ining to the different subsections under the
H,() Sec t :cn. 

[IAJUI PIr'UTIES AND RESPONSIBILITIES: 

, HiJiln.]n files on correspondence between the M,50
rijngireer and his lower and upper formations. 

L-r-,irl!d of, .,n record reports made by the 11-50 subsectione. 
,,i tflr. ativitiec assigned. 

,., 	 Hlii.nt:-,inF record of leave, awards, punishments.

re,o:mmendations and the staff performance evaluation
 
reports.
 

, 	 Ieeps track of the correspondence and puts up the same to 
!.he .JOErgineer for his review and action. 

o Performs other duties as assigned. 

[)EinEI;IUUALIFiCATIC)H: 

. F(111 t_,.[,tIor 

At-.etnit Matriculation from a recognized institution. 

3 years experience in Power Distribution related offices. 

Reasor,na1:,bie fluency in written and spoken Urdu. Job 

.related working knowledge of English language. 

d. 	 Knowledge of 'Specific Areas: 

- Dist.ributiorn lines and equipment nomenclature and 
terms used.
 

Good knowledge of record keeping.
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e. 	 Abilities and Skills: 

-	 Ability to type. 

-	 Ability to organize records. 

- Mu-t be able to link correspondence and related 
references. 

POSITION,1 ELEFIENT: 

a. 	 ._pervi ion Received: 

Receives direct, supervision from the Division M&O 
Engineer. 

i. 	 E:*:'ercise of Judpjement.: 

.ludenmen, on the basis of the reports and correspondence
received to sort. out priority matters for the per-usal of 
&1")
,Engineer.
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POSI'I'ION TITLE: 	 Complaints Clerk (Level I. II & III
 
Divisions)
 

GRADE: 	 BPS-5
 

BASIC POSITION DESCRIPTION: 

The Compleints Clerk is responsible to the Supervisor
 
Emergency Haintenance for the operation of the Area Complaint

Centre to which he is assigned. His responsibilities include
 
registration of customer "no power" complaints and their
 
prompt communication to the Central Complaint Centre for
 
rectification. He will also be responsible for maintaining

uptod:,t.e record of all complaints registered with the
 
c'ompl.roint office. 

HUAjC [DUTIES AND RESPONSIBILITIES:
 

-	 Operates the Area Complaint Centre in shifts as assigned.
 

o 	 Receives and registers "no power" complaints reported in 
person or telephonically by the customers. 

Prompt ly c,:mrm.nicateF customer "no power" complaints to 
tW~e Central Complaint Centre telephonically or through
 
.,,io Kas the case may be) for rectification.
 

o 	 Hktinrtairns updated record of all complaints registered,
tr'nsmi tted for rectification or pending transmittal and
 
hands over the some to his next shift counterpart.. 

o 	 Ensur'es that the communications facilities available to 
him in the complaints Centre (telephone and/or radio) are 
always in proper' working condition. Promptly contacts 
tl-e relevant maintenance staff in case of trouble in the 
commirrnicatiors equipment 

o 	 Takes cognizance of emergent conditions where loss of 
life and/or property is possible due to damaged power
lines and/or equipment and informs the Emergency crews 
for prompt action accordingly. 

Performs other related duties as assigned.
 

DE31 RED Q.JALI FI CATION: 

a. 	 Education:
 

Atleast Matriculation from a recognized institution.
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b. 	 Prior Work Experience:
 

3 years in Power Distribution Offices.
 

c. 	 Language Proficiency:
 

Reasonable fluency in written and spoken Urdu. 
Job

related working knowledge of English language.
 

description and nature of reported complaints.
 

d. Krowledge of Specific Areas: 

Knowledge of Distribution lines and equipment terms 
and nomenclature. 

General Knowledge of the area covered by the 
relevant Complaint Centre. 

- Farmiliarity with the operation of two way radio. 

e. Abilities and Skills: 

Must be polite and patient when dealing with the 
customers. 

Must be thorough but concise in recording 

POSITION ELEMENT: 

a. 	 Sprvision Received: 

Direct supervision is received from the Supervisor 
Emergency Maintenance. 

b. 	 Judgement to identify the power breakdown complaints
wlere priority attendance is necessary to avoid loss of 
life and property. 
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POS 'I'IOt "IN'r i 
 Supervisor - Meter Reading
 

(Level-II Division)
 
GRADE: 
 13PS-12
 

__SIC FUNCTIONAL DESCRIPTION:
 

The Supervisor Meter Reading is responsible to the Energy
Surveillance Engineer and performs responsible and difficult
duties which requires independent analysis, moderately
extensive judgment and detailed knowledge of WAPDA and/or
meter reading work procedures. 
 Includes frequent contact with
other sections and departments, some external contacts with
customers, suppliers arid the general public.
coordinates and directs the work of others. 
Supervises,
 

MAJOR IXUTI ESPOD RjSPONSS: 

o Supervises, coordinates and directs the meter reading

staff.
 

Maintains records and 
 files on the meter reading and 
reports in accordance with the laid down procedures.


o 
 Supervises the reading of kilowatt-hour meters in

accordance with daily schedules.
 

o 
 Carries out field checking duties as prescribed in the
 
rPpropriate procedures.
 

o 
 Reviews reports, data and information as 
it relates to

the meter reading, and checking their accuracy.


o 
 Ensures follow up on meter reading exceptions and timely
return of meter reading documents and meter reading
reports to the Computer Supervisor.
 
o 
 Refers for investigation, observed unauthorized use 
of
energy, broken or damaged meters and seals, abnormal
consumption and questionable tariff violations.
 
o 
 Assists Supervisor Customer Accounts in changes of
existing meter reading routes as 
appropriate.
 
o Makes recommendations 
on rating, discipline and other
personnel matters as 
they apply to the employees under
his supervision.
 

o 
 Observes safety regulations and ensures their compliance.
 
o 
 Undertakes other responsibilities 
as assigned.
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DESIRED QUALIFICATIONS:
 

Intermediate preferably Degree holder or by promotion

from 	a lower position.
 

b. 	 Prior Work Experience:
 

Minimum 12 years experience required of similar nature.
 
Jn
C .	 Ab i l Ik t e l K o l d e
 

-	 Strong communication skills in both written and
* spoken English and Urdu.
 

-
 Basic technical knowledge of Electrical
 
Engineering.
 

- Deal effectively with people both customers and 
employees. 

- Possess supervisory skills to deal with complex

problems and develop practical solutions.
 

- Able 	to react in a reasonable manner to a wide
 
range of stressful situations.
 

POSITION ELEMENTS:
 

a. 	 L&r~s~j Receivd:
 

Reports directly to Supervisor - Customer Accounts.
 

b. 

Guidelines are available from WAPDA manuals, policies,

procedures and other documents issued from time 
to time.
 

Must be able to 
analyse complex problems resulting in
 

proposals and their implementation.
 

d. 	 ~hhjyto Counitments: 

Ntil. 

e. 	 Nature. Leve, and Purpose of Contacts: 

Contacts with WAPDA personnel as necessary in the
 
execution of responsibilities.
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e. Supervision Exercised:
 

Supervises the work of his staff, plans their work load
and assignments, provides assistance when dealing with
complex administrative problems, evaluates performance
and ensures that their work is carried out 
in compliance

with plans.
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VII. 
 SUB-DIVISION
 

q1tI6 



Sub-Division Officer (Level I & II Divisions)
 
G3RADE: BPS 17 

BASIC FINCTI ONAL DESCRIrI ON: 
The Sub-Division Officer is responsible to thesupervising the 	 Division Manager for 
operation 

customer services, service connections, maintenance andof the distribution system in the Sub-Division with 	functionalguidance given by the Division staff. 

MAJOR DUTIES AND RESPNSIBILITIES: 

o 	 Supervises all Sub-Division personnel
coordinating of engineering 

involved in scheduling, andactivities pertaining to the customerconnection, maintenance, and operation of Sub-Division customerrelated facilities.
 

Directs the customer service personnel engageddebtor control, 	 in meter reading,customer complaints, bill 	distribution, and thecustomers" request for service.
 

Direct-s the program of energy surveillance within the Sub-Divisionand takes corrective action as necessary. 
C) 	 Directs the plans and procedures governing the prompt restoration ofservice to customers.
 
c) Participates 
and assists in personnel and accounting functions tothe extent required by the remoteness of the location of theSub-Division to ensure its efficient operation. 
o 	 Ensures cooperation and coordination of activities among Sub-Division employees to enhance efficient operation of WAPDA.
 
o Works closely with Division Manager to establish programsfor the improvement and expansion of the 	

and plans
Distribution system andimplements those that 	are approved. 

o 	 Assists In the preparation of the capital and operating budgets.
 
Q 	 Assures that provisions of the Union Agreement are followed by both 

labor q.ndi management. 

Q 	 Prepares performance evaluations and recommends salary changes,promotions, demotions. transfers, discipline, leave of absence,
hiring and release of persons supervised and approves these
doctuments and actions for the next 	lower level of management. 
o 	 Responotble for the administration of the WAPDA Safety Program andthe enforcement of safety policies and practices. 
o 	 Rea(I5 meters of industrial customers with demands above 70KW up to

500KN. 
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a.n:
 

Bachelor's degree in Electrical Engineering. 

b. Prior Work Experience: 

A minimum of 3 years' experience in a Power System Technical area. 

c. L!--tLgage Proficiency: 

Must be fluent in written and spoken English and Urdu. 

d. Knowledge of Specific Areas: 

- Knowledge of management principles and supervisory skills.Requires an understanding of customer accounting, marketing andcustomer relations. 

- Knowledge of the methods used to motivate employees. 

e. Abilities Fnd Skills: 

- Ability to understand and evaluate recommendations 
customer service and engineering personnel. 

made by 

- Ability to interpret policies and procedures. 

- Ability to make oral presentations before large groups. 

- Ability to write clear concise reports. 

- Ability to react rationally and calmly to stressful situations. 

a. SI'erv isio n Received: 

Reports directly to the Division Manager and receives functional
guidance from the Division staff. 
b. Ayail-FIL1__IAUil [n: 

Has available pertinent Policies and procedures approved by the
 
Authority and is expected to ensure implementation. 

c. 	 Exercise of Judgment: 

Required to exercise sound Judgment and arrive at correct decisions 
based on policies and procedures approved by the Authority.
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d. t 

Makes conitments based on the agreed policies and procedures and 
within the limits of established financial powers. 

e. 
 Nature, Level and Purpose of Contacts:
 

Regular contacts with Division Supervisors, village leaders and the
general public as necessary to ensure timely and accurate
 
information.
 

f. Supervision Exercised:
 

Directly supervises all Sub-Division Supervisors.
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POSITION TITLE: 
 Supervisor 
- Meter Reading
 

(Level-II Sub-Division)
 

GRAD],:-BPS-
 12 

BASIC FUNCTIONAL DESCRIPTION:
 

The Supervisor Meter Reading is responsible to the S.D.0. andperforms responsible and difficult duties which requiresindependent analysis, moderately extensive judgment and
detailed knowledge of WAPDA and/or meter reading workprocedures. 
 Includes frequent contact with other sections and
departments, some external contacts with customers, suppliersand the general public. Supervises, coordinates and directs
the work of others. 

MAJOR DLTIES AND RESPONSIBILITIES: 

o ,S-upervises, coordinates and directs the meter reading 
s taff. 

o Maintains records and files on the meter reading and
reports in accordance with the laid down procedures. 

o Supervises the ofreading kilowatt-hour meters in
accordance with daily schedules. 

Carries out 
field checking duties as prescribed in the
 
appropriate procedures. 

o 
 Reviews reports, data and information as it relates to
the meter reading, and theirchecking accuracy.
 

o 
 Ensures follow up on meter reading exceptions and timely
return of meter reading cards and meter reading error
lists to the 
Computer Supervisor. 

C1 Refers for investigation, observed unauthorized use of
energy, broken or damaged meters and seals, abnormalconsumption and questionable tariff violations. 

0i Assists Supervisor Customer Accounts in changes ofex:isting meter reading routes as appropriate.
 

o Makes recommendat ions on rating, discipline and otherpersonnel matters as they apply to the employees under 
his supervision. 

C) Observes safety regulations and ensures their compliance. 

o 
 Undertakes other responsibilities as assigned.
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DESIRED QUALIFICATIONS:
 

a. Education 

Intermediate preferably Degree holder or by promotion 
from a lower position. 

b. Prior Work Experience: 

Minimum 12 years experience required of similar nature. 

c. 
 Abilities and Ski111s/Knowledge:
 

- -,tronrig communication skills in both written and 
spoken English and Urdu. 

- Basic technical knowledge of Electrical 
Engineering.
 

- Deal effectively with people both customers and 
employees.
 

- Possess supervisory skills to deal with complex

problems and develop practical solutions.
 

- Able to react, in a reasonable manner to a wide
 
range of stressful situations.
 

POSITI.ON ELEMENTS:
 

a. Spervisior Received: 

Report. directly to Supervisor - Customer Accounts. 

b . A vai lable (-4uidelines : 

Gtidelines are available from WAPDA manuals, policies,procedures and other documents issued from time to time. 

c. 
 Exercise of ,Jucgment:
 

Hust be able 
to analyse complex problems resulting in
 
propoals and their implementation.
 

I. Authi.it t 0 Oa Loi o 1 mii ment:
 

e. Na t.ure, Level. and Purpose of Contacts: 

ContaFci s with WAPDA pers.'onnel as necessary in the 
execution of responsibilities. 
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e. 	 Supervision Exercised: 

Supervises t-he work of his staff, plano their work loadand assignIrDnto, provides assistance when 	 dealing with
complex administrative problems, evaluates performance
and ensures that 	 their work is carried out in compliance
with 	plans. 
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POSITION TITLE: 
 LS-II - Meter Reading
 

(Level-Il Sub-Division)
 

GRDE-- BPS--il
 

BASiC FUNCTION_AL D-SCRIPTION:
 

The LS-II Meter Reading is responsible to the Supervisor Meter
Reading for meter reading and line lose of group of feeders
assigned and follow up duties which require analysis, judgment
and detailed knowledge

procedures. Includes 

of WAPDA and/or meter reading work

frequent contact with customersgeneral public. and theSupervises, coordinates and directs the workof Meter Readers under him. 

MAJOR DUTIES AND RESPONSIBILITIES: 

o S-upervisee. coordinates and directs the meter readingstaff in the gr'oup of feeders assigned to him. 
o [alntal ns records and files on the meter reading andreports in accordance with the laid down procedures.
 

o1 1-pervlr:es 
 the reading of kilowatt-hour meters inaccordance with daily schedules prepared by Supervisor
Meter Reading. 

o) Carries Out field checking duties as prescribed in the

laid down procedures.
 

o 
 Prepares reports, data and information as it relates to
the meter reading, and checking their accuracy. 

o Ensures follow up on meter reading exceptions and timelysubmission of meter reading cards and meter reading error
lists to the Supervisor Meter Reading.
 

o 
 Refers for investigation, observed unauthorized use 
of
energy, broken or damaged meters and seals, abnormalconsumption and questionable tariff violations.
 

o 
 Assists Supervisor Meter Reading in changes of existingmeter reading routes as appropriate. 

o Make recommP-endations on rating, discipline and otherpersonnel matters as they apply to the employees under 
his supervision.
 

o Observes safety regulations and ensures their compliance. 

o Undertakes other responsibilities 
as assigned.
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a. 	 Education 

Intermediate Diploma holder or by promotion from a lower
 
position.
 

b. 	 Prior Work Experience:
 

Minimum 10 years experience required of similar nature.
 

c. 
 Abilities and Skills/Knowledge:
 

- Communication skills in both written and spoken

English and Urdu. 

-
 Basic technical knowledge of Electrical
 
Engineering.
 

- Deal effectively with people both customers and
 
employees.
 

-
 Possess supervisory skills to deal with.
 

POSITION ELEMENTS:
 

a. _urvpis___ eve 

Reports directly to Supervisor - Meter Reading. 
b . v-l I rli 

Guidelines a-e available from WAPDA manuals, policies, 

procedures and other documents issued from time to time. 

c. Exercise of Judgment: 

Must be able to analyse complex problems resulting inproposals and their implementation. 

d. Althrtv to Make Commitmentsn 

Nil.
 

e. 	 knILure. 
Level, and Purose of ContEos
 

Contacts with WAPDA personnel as necessary in the
 
execution of responsibilities.
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e. -SuervisionExercised:
 

Supervises 'the work of his staff, Plans their work load
and assignments, provides assistance when dealing with
complex administrative problems, evaluates performance
and ensures that their work is carried out in compliance

with plans.
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POSITION TITLE: Meter Reader 
(Level-II Sub-Division) 

GRAD)E- IPS-5
 
IJAS !g_, TI ONAI_
 

The Meter Reader is responsible to the Supervisor Meter
Reading,"L.,-II Meter Reading for recording of meter reading
upto 70KW at customers premises.
 

o records meter reading of all customers upto 70KW on meter 
reading cards allotted to him. 

C) Records meter reading meteron reading card at customers 
rremises. 

o -intains records on meter reading and reports in 
aiccordance with downlaid procedures. 

o: Observes unauthorized use of energy, broken or damagedmeters and seals, abnormal consumption and questionable

tariff violations.
 

o 
 Assists in allocation of customer reference No., 
and
 
changes of existing meter reading routes.
 

o 
 Observes safety regulations and ensure their compliance.
 

o Undertakes other responsibilities assigned to him.
 

DESIRED QUALIFICATION:
 

At l.east Matriculation from a recognized institution.
 

b. PLior Wor Exerience 

3 years in Power Distribution Offices.
 
c. _Lan_ &p2x fciencw -


Reasonable fluency in written and spoken Urdu. 
Job
 
related working knowledge of English language.
 

d. Knowledge of Secific Areas:
 
3eneral knowledge of the 
area covered by the division/
 
sub-division.
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e. Abilities and Skills:
 

- Must be polite and patient when dealing with the
 
customers.
 

POSITION ELEMENTS:
 

Supervision Received:
 

Direct supervision is received from the Supervisor
 
Billing Control.
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OS I. 	LN_1T UTLTE Bill 	Distributor
 

(Level-II Sub-Division)
 

GRADE_- BPS-3
 

BASIC UNCTIONAL DEiCRIPTION: 
The Bill Distributor is responsible to the Supervisor Billing
Control for the distribution of bills at the customers
premises in the 
area 	assigned to him.
 
MAJOR DUT7IES AND RESPONSIBILITIES:
 

o 	 Distributes bills at customers premises in the area
assigned by the Supervisor.
 

C) 	 M.ntaine, the bill 	delivery book for the bills assigned
to him.
 

Q 	 (rordinates with Bill Despatch Clerk in respect of 
stamping and separation of bills. 

-erves safety regulations and ensure their compliance. 
Q Undertakes other responsibilities assigned to him. 
1T__ RED UA i Fl CATI ON: 

a. 	 .uat i o n: 

At. least Matriculation from a recognized institution. 

2 years experience in Power Distribution Offices.
 
C. 	 Languase Profi cinc: 

Reasonable 	fluency in written and spoken Urdu. 
 Job

related working knowledge of English language.


d. Kn1QOwLejg fSAra: 

G:enera] knowledge of 
sub-division. 

the area covered by the division/ 

e. Ab i nd ,hills: 

- ust be polite and patient when dealing with the
 
customers.
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Supervision- Received:
 

Direct supervision is received 
 from the Supervisor 
Billing Control.
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J.ITIONTITME.: 
 Supervisor Service Connections (Level I & II Sub
Divisions )
 

GRADE: BPS-12/16
 

BASIC POSITION DESCRIPTION:
 

The Supervisor Service Connections is responsibleOfficer 	 to the Sub Divisionalto whom he is assinged. 
He has responsibility for the
coordination. and assistance 'and supervision of thesanctioning and 	 work involved in theinstallation of the overhead and undergrotmd new serviceconnections alongwith the and associated equipment.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 
 Plans new service connections of Domestic and commercial categories
(general connections) of upto 15 KW load for approval by the SDO.
 
o 	 Prepares data and prooses plan of service for the new serviceconnection (above 15 KW of general load) for review and approval bythe competent authorities.
 

o 	 Arranges material and 	 supervises the constructionservice for 	 of customernew connections and augmentation of existing load.
 
0 Supervises the 
 installation of transformers, line 	voltageregulators, capacitor banks, fuses, switches, reclosers,sectionalizers, arresters and other distribution system equipment. 
0 MaIes recommendation on changes pertaining to improvement of

distribution lines.
 

o 	 Assists in directing various phases of contracted work such 	 asoverhead and undergrotmd line 	construction, tree 	trimming,right-of-way? clearing, structure painting and foundations etc.supervises the same as required.	 
and 

o 	 Ensures cooperation and coordination of activities among employeesto enhance efficient operation of activities. 
o 	 Ensures that provisions of the Union Agreement are followed. 
o 	 Assists in the administration of the WAPDA Safety Program and the

enforcement of safety policies and practices. 

a. 	 Education 

3 years Diploma in Electrical Engineering. 

b. 	 Prior Work Experience 

Minimum of 8 to 10 years experience in a major functional area of 
distribution work.
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c. UL"aMAe PrMficiency
 

lust be reasonably fluent in written and 
spoken English and Urdu. 
d. 	 KIowledge of Specific Areas
 

Technical knowledge 
 of the distribution and 	utilization of electric 
energy and the equipment. 

e. 	Abilities and Skills
 

-
 Strong written and oral communication skills.
 

- Technical knowledge of construction standards, maintenancetechmiques and 	equipment operation. 

POSITION ELEU1ENjT 

a. 	 ,tuorv LonJn ceiv 

Under direction of the Sub Divisional Officer follows approved 
policies, criteria and established standards.


b. 
Avalable Guidelines 

Available construction and operation procedures, standards schedules,
 
service rules and safety codes. 

c. 	Exercise of Judgment
 

Technical Judgment, discretion and professional integrity is requiredto supervise work and assign personnel. 
d. 	Authority to ake C---' __ 
..... Commitments 

Has authority to make commitment on approved policies and procedures.
 

e. 	Nature, Level andPurpose of Contact 

Contact with technical management at Sub Division/Division level and

with field personnel to exchange views on Job 	related matters. 

f.
 

Direct supervision of assigned personnel and line staff.
 

Page - 175
 



FSITIQN-TIT LE: Supervisor DCO/RCO (Level I & II Sub Divisions) 

GRAD : BPS-12/11 

OUL DESCR-9BSJ !ON_ IOII__9N* 

lThe 
 Surervisor DCO/RCU is responsible to the Sub Divisional Officer to
whom he is assinged. He has responsibility for the coordination and
supervision of the work involved in the disconnection, reconnection,
meter change and equipment removal activities related to customerelectric service as per directions received from the Customer Service
 
Officer.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o Directs and supervises the disconnection and reconnection of service
in coordination with the customer service section of the 
sub-division.
 

C) Directs and supervises the implementation of Meter Change Orders and
Equipment Removal Orders related to relevant customers in accordance
with the information received from the Division Customer Service
 
Section.
 

o 
~Maintains record and submits return of implemented and/or pending
DCO/RCO and HCO/EROs to SDO and the Customer Services Officer.
 

o 
 Ensures cooperation and coordination of activities among employees

to enhance efficient operation of activities.
 

o Ensures that provisions of the Union Agreement are followed. 

o 
 As8ists in the administration of the WAPDA Safety Program and the
 
enforcement of safety policies and practices.
 

DESIRED QUALIFICATIONS:
 

a. Education 

3 years Diploma in Electrical Engineering.
 

b. PrIQrQrla e 

Minimum of 8 to 
10 years experience in a major functional area of
 
distribution work.
 

c. Language Proficiency 

Reasonably fluent in written and spoken English and Urdu.
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d. Knowledge of Specific Areas
 

Technical knowledge of the distribution and utilization of electric
 
energy and the equipment. 

e. 	 Abilities and Skills 

-	 Strong written and oral communication skills.
 

- Technical knowledge 
 of construction standards, maintenance 
techniques and equipment operation. 

POSITION ELEMENTS:
 

a. 	 $ IMC sIn Received
 

Under direction of the 
Sub Divisional Officer follows approved
policies. criteria and established standards. 

Available construction and operation procedures, standards, 

schedules, service rules and safety codes. 

c. 	 Exercise of Judgment 

Technical Judgment, discretion and professional integrity is 
required to supervise work 	and assigned personnel. 

d. Authority to Make Commitments 

has authority to make commitment on approved policies and 	procedures. 

e. 
 latre Lerle Purpose of Contact 

Contact with technical management at Sub Division/Division level andwith 	field personnel to exchange views on Job related matters.
 
f. _eriio sedJRjerc 

Direct supervisioji of assigned personnel and line staff. 
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0 

POSITION TITLE: 
 Senior Clerk (Service) (Level i & II Sub
 
Divisions)
 

GRADE: 
 BPS-7
 

BASIC POSI 
 C:
 

The Senior Clerk is responsible to the Supervisor Service
Connections for processing and record keeping of the matters
related to customer new service connections and enhancement of

load applications.
 

LIAJOR AUTIESi
AND RESPONSIBILITIE:
 

o 	 Receives 
new connections and enhancement of load
applications from the 
new and existing customers and
makes sure that the applications are complete with all
the required documents and enters the same 
in the
 
register.
 

Forwards the applications to
o 	 the Supervisor Service
Connections for preparation of the feasibility report.
 

o 
 Prepares the Demand Notice documents for the signature of
SDO upto 15 KW of general load and forwards the same to
 
the customer.
 

o Prepares forwarding memo for the SDO's signatures,
sending the applications to Division Manager for loads
above 15 KW of general connection.
 

o 
 Forwards new connections application to 
the Supervisor
Service Connections for verification of Test Report after
obtaining the same from the customer. 

o 
 Puts 	up completed cases of new service 
or enhancement of
load 	applications for final approval by the SDO.
 

o Hands over all approved connection cases to the
Supervisor Service Connections for installation according

to the priority allotted.
 

Maintains the record of all new connections or
enhancement of load cases installed or forwarded to
higher formations for approval etc. and makes the record

availabe as 
and when required.
 

o 
 Keeps liasion with the customers in connection with their
applications for service connections.
 

o 
 Performs all other duties as assigned.
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DESIRED QUALIFICATION:
 

a. 	 EdlicaIton:
 

At least Matriculation from a recognized institution.
 

b. 	 Prior Work Experience:
 

5 years experience in Distribution related functions.
 

c. 
 Language Proficiency:
 

Reasonable fluency in written and spoken Urdu. 
Working
 
knowledge of English language.
 

d. 	 Knowledge of Specific Areas:
 

Must have knowledge of commercial procedure as 
these
 
relate to new service connections.
 

Knowledge 	of power distribution terms 
and 	equipment

nomenclature.
 

e. 	 AbiliLies and Skills:
 

- Must have ability to deal with the customers.
 

- Must be polite but firm in public dealings.
 

- Must know typing and drafting.
 

POSITION ELEMENT:
 

a. 	 Se_ iion Receive:
 

Works under the direct supervision of Supervisor Service
 
Connections and the SDO.
 

b . v_ b __ ci
1:
 
Has available commercial procedures and approved rules
 

and regulations to guide him in his work.
 

c. 	 AUtorietv tominittment:
 

Has limited authority to make committments under the

rules and regulations pertalning to the grant of new
 
service connections.
 

Page - 179 



POSITION TITLE: Complaints Clerk (Level I, II 
& III
 
Divisions)
 

GRADE: 
 BPS-5
 

BASIC POSITION DESCRIPTION:
 

The Complaints Clerk is responsible to the SupervisorEmergency Maintenance for the operation of the Area ComplaintCentre to which he is assigned. His responsibilities includeregiestralion of customer "no power" complaints and theirprompt coriunication to Centralthe Complaint Centre forrectifica.tior lIle will also be --esponsible for maintaining

uptodate record of all complaints registered with the
 
complaint. office.
 

MAJOR DUTIES AND RESPONSIBILITIES: 

o Operates the Area Complaint Centre in shifts as assigned.
 

o 	 Receives and registers "no power" complaints reported in 
person or telephonically by the customers. 

o 	 Promptly communicates customer "no power" complaints to

the Central Complaint Centre telephonically or through

radio (as the case may be) for rectification. 

o Maintains updated record of all complaints registered,

transmitted for rectification or pending transmittal and
hands over the same 
to his next shift counterpart.
 

o 	 Ensures that the communications facilities available
him in the complaints Centre (telephone and/or radio) 

to
arealways in proper working condition. Promptly contactsthe relevant maintenance staff in case of trouble in the

comrunications equipment. 

o Takes cognizance of emergent conditions where 
loss 	of
life 	and/or property is possible due to damaged power
lines and/or equip )ent and informrt-s the Emergency crews
for prompt action accordingly. 

o Performs other related duties as assigned.
 

DESIRED QUALIFICATION: 

at. 	 J JF&_t: 

At least Macriculation from a recognized institution.
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b. 	 Prior Work Experience:
 

3 years in Power Distribution Offices.
 

C. 	 Language Proficiency:
 

Reasonable fluency in written and spoken Urdu. 
Job
related working knowledge of English language. 

d. 	 Knowledge of Specific Areas: 

- Knowledge of Di.stribution lines and equipment terms
and nomenclature.
 

General Knowledge of the area 	covered by the
relevant Complaint Centre. 

- Familiarity with the operation of two way radio. 

e. 	 Abilities and Skills:
 

- Must 	be polite and patient when dealing with the
 
customers.
 

Must be thorough 
but 	 concise in recordingdescription and nature of reported complaints. 

POSITION ELEMENT: 

a. 	 Supervision Received: 

Direct supervision is received from the Supervisor

Emergency Maintenance. 

b. 	 Judgement to identify the power breakdown complaintswhere priority attendance is necessary to avoid loss of
life 	 and property. 
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0 

POSITIOII TITLE: Divisional Engineer
 

(Level-I Division)
 

GRADE: BPS-18
 

BASIC FULNCTI ICNAL DESCRIPTTON:
 

The Divisional Engineer is responsible to the Superintending

Engineer for the operaticn and management of the Division. He will
e-ercise overall supervision of Administration, Budget ,_qAccounts,
Customer S:ervices, Planning, and the Sub-Divisions. He receives
functional guidance from the Directors AEB. He administers
approved policies, procedures and budgets. 

MAJOR D.JT I ES AND RESPCNS IBILITI ES: 

o 	 Promotes cooperation arid coordination of the activities ofthe employees of the Division and the personnel of other
 
organization to enhance the image of WAPDA. 

o 	 Ersures the efficient and economical internal functioning ofthe Division through the Administration, Budget & Accounts,
Planning, and Customer Services functions. 

Enr;ijres that the provisions of the Union agreemernt are 
followed by both labor and management. 

Se rves safety regulations and ensures their, compliance. 

o 	 Approves capital arid operating expenditures and for emergencyrepairs within the approved financial powers. Reviews
for-wards e:pend:itures greater than his authority 

and 
to a 	 higher

authority for approval. 

- Directs the planning and activities of the Division and sub-
Divisions for economical efficient
and 	 connections.
operation. maintenance and service restoration. 

o 	 Monitors the program to minimize line 	loss and eliminate
unaut.horized use of energy in the Division. 

o Develops with the Superintending Engineering programs for the
improvement and expansion of the Division and implements

those that are approved. 

o 
 Prepares employee performance evaluations and recommends
salary changes, promotions, demotions, transfers, discipline,
leave of absence, hiring and release of personnel. 

o Ensures that the required facilities and resources are
 
available to achieve the assigned tasks.
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o 	 Participates in public communications programs throughoutDivision 	 theto enhance customer understanding of enezrgyconservation, established commercial procedures and customer 
safety. 

o 	 Reads meters of all customers with 	 load above 500KW. 
o 
 Undertakes other responsibilities 
as assigned.
 

DESIRED QUALIFICATIONS:
 

a. 	 Education: 

Bachelor's degree in Engineering is required. 
Master's
degree in Engineering is recommended. 

b. 	 Prior Work Experience: 

Minimum of 10 years' experience with experience in at, leasttwo major functional areas of Distribution and at least 3years' of experience in 
a supervisory capacity.
 

C. 	 Language Proficiency: 

Must. be fluent in written and spoken English and Urdu. 
d. 	 Knowledge of Specific Areas: 

Knowledge of managemrnt principles and supervisory
skills.with a thorough understanding of the overall
operation of the functions within the Division.
 

-	 Ktuwledge of the methods used to motivate employees. 

e. 	 Ability and Skill&:
 

-	 Communication skills both in written and spokenEnglish and Urdu. Ability to address group and the 
press. 

- Ability to understand problems and develop practical

solutions.
 

- Technical ability 
to understand and evaluaterecommendations of subordinates coveringeducational discipline 	
a wide range ofand functional specialities. 

- Ability to react, in a reasoned manner, to a wide
 range of stressful situations.
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POSITION ELEMENTS: 

a. 	 uervision Received:
 

Reports directly to the 
SE Circle and receives functional
guidance from 	 the Directors of the AEBs. Required todecisions involving Division activities based on sound 
make 

interpretation of policy and procedures.
 

b. 	 Available Guidelines: 

Has 	 available policies and procedures approved by theAuthority and 	 is expected to ensure their implementation. 

c. 	 _Exercise of Judgment:
 

Exercises sound Judgment 
 and arrives at correct decisions ona range of problems. Makes recomnendations to the AEBChairman that are 	detailed, well researched, accurate and inthe 	 best interests of WAPDA. 

d. 	 Au tho i tjr to Make Commitments:
 

Has full authority 
 to commit the Authority within the limitsof established financial powers and approved policies and

procedures. 

e. 	 Nature. Level and Purpose of Contacts:
 

Regular written 
and/or oral contacts with 	AEB DepartmentHeads, Government officials and 	 the general public necessaryto carry out the duties and responsibilities of the position.
 

f. 	 S.upervision Exercised: 

Directly supervises the Section Supervisors reporting to himand the assigned Sub-Division Officers and through them hasoverall management and supervisory responsibility for the
Division. 
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0 

POSITION TITLE 
 Supervisor Administration
 

(Level-I Division)
 

M!RAE 
 BPS 11/13
 

BASIC FUNCTIONAL DESCRIPTION 

Supervisor Administration is responsible to Divisional Engineer
-for assisting the inhim administrative
Directly supervises and provides guidance 

matters 
the 

of the Division. 
personnel matters for processing ofof the Division and concerned Sub Divisionpersonnel including employment, transfers, promotions,compensation, training, employee welfare, maintenancerecord and retirement. of employeeAlso supervises
ncludlng Processing 

general services activitiesof stationery, vehicles utilization, repairaid inaintenanice. leasing of accoimodations etc.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

Scrutinizes 
and processes cases fixation of salary,of
grj nt of increments, honoraria. compensation todeceased employees families. the 

scholarships to employees
children. welfare grant etc.
 

(: Reviews employee payroll. 

o Processes the cases of posting, transfers. promotions.terminations and disciplinary action according to
Authoritvs Rules. 

o: Performs duties in connection with employment of personnel. 
o Conducts personnel orientation of new employees appointedat the Division level including proper completion of allforms and documents, responsible for obtaining all thedocuments necessary to complete the personal files of theconcerned employees. 

o Performs duties in connection with maintaining files,ervices Books up-to-date and complete 
and 

in all respects,schedules meetings convenesand Boards for Selection 
Purpose. 

o Ensures that the employees service records are kept up
to-date. 

o Processes the nomination of trainees for local and

centralized 
 training programs. 

o Processes the leasing and re-leasing of residential
accommodation to the Rent Assessment Board. 

o Arranges procurement of office furniture, using approvedpurchasing procedures and maintains record thereof. 
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o 	 Ensures the services and repair of office equipment
Divisional telephone.	 

and 

o 	 Consolidates Division requirement for stationery andobtains same using approved purchasing procedures or fromCentral Stationery Store. 

o 	 Monitors the operation of the Division vehicles to
max:imum vehicle utilization. 

o 	 Coordinates the maintenance and repair of vehicles andmonitors that repairs performed by outside workshops orthe WAPDA Central Repair Shop are completed in a timely
 
manner. 

o 	 Supervises record of legal cases. 

o 	 Provides assistance and information 
for defence 	

to WAPDA Counsel engagedthe of Division cases. Attends courts of lawwith 	WAPDA Counsel, if necessary. 

o 	 Prepares cases for obtaining legal advice and guidance
from 	 the AEB/WAPDA Headquarters. 

o 	 Deals with the labour problems, arranges meetings of
CBA Union, if necessary. Recordsminutes of the meetings. 

Q Keeps the Divisional Engineer 	 informed 

Divisional Engineer with 

on all mattersrelating to legal and labour welfare. 
o: 	 Reviews various monthly, quarterly. bi-annual and annualstat~ements received from lower formations and forwards to thehigher offices. 

o 	 Arranges the Services Stamps from 
State Bank of Pakistan.
 
o 	 Scrutinizes the cases of pension, gratuity, General ProvidentFund (GPF). Employee Provident Fund (EPF) and GroupInsurance 	 Life(GLI) and ensures that 	 such ases are initiated in

time. 

o 	 Deals with the Inspection Reports and Audit Paras relating toadministrative matters and -VRs. 

(: Any other duty assigned by the Divisional Manager. 
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DESIRED QUALIFICATIONS 

a. 	 Education 

Direct recruitment (for one 	 third of the vacancies):
Bachelors Degree from a recognized university with 'B" Grade.
 
or
 

By promotion as per WAPDA Service Rules.
 

b. 	 Prior Work Experience
 

None 	 for direct recruitment. Five 	 to 10 years experiencepromotion cases depending on 	 for
the academic qualifications. 

c. 	 Language Proficiency 

Ability to read and write English and Urdu languages
fluently. 

d. 	 Knowledge of Specific Areas 

Knowledge of WAPDA Service Rules, Transport Rules,
Retirement. Pension, (3PF/EPF/GLI Rules and various
admirnistrative po lic ies and procedures. 

e. 	 Abilities and Skills 

Good communication ability and b man relation skills. 

POSITION ELEMENTS 

a. 	 SupervisiLn Receive 

Direct. supervision is received from the Divisional Engineer. 

b. Available Guidelines 

Various WAPDA Rules/Procedures are available to guideincumbent in day-to-day performance of his functions. 
the 

c. Exercise of Judgment 

The Incumbent is expected 
proper documentation of the 

to vxercise 
casu,s. 

his judgment on the 

d. Authority to Make Commitments 

None. 
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e. Nature, Level and Purpose of Contacts 

Contacts 
matters. 

sub-Divisions in conne.ction with the personnel 

f. Supervision E-erc ied 

Supervises two Senior Clerks and four Junior Clerks. 
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POSITIOII TITLE 
 Senior Clerk - Personnel
 

(Level-I Division) 

GRADE 
 BPS 7
 

BASIC FUNCTIONAL DESCRIPTION 

Senior Clerk Personnel is responsible to Supervisor Administrationfor processing cases for personnel actions postings, transfers,

promotions, disciplinary cases, salary fixation, increments,

General Provident Fund (GPF), 
 Employee Provident Fund (EPF) and

Group Life Insurance 
 (GLI). Prepares payroll and statement oflegal cases. Updates Seniority List of employees of the Division. 

MAJOR DUTIES AND RESPONSIBILITIES 

o 
 Prepares cases of fixation of salary, grant of increments,

workmen compensation, pension, welfare grants and
scholarships to the employees children.
 

o 
 Prepares payroll of the Divisional Staff.
 

o 	 Scrutinizes and processes payroll of the Sub Divisional andother formations attached the 	 forwith Division payment 
purposes.
 

o 	 Assists Supervisor Administration in processing cases ofposting. transfers, promotions, terminations and disciplinary 
action. 

o 
 Pleces copies of personnel actions in the relevant personal
 
files.
 

o 	 Assists Supervisor Administration in dealing with the legal 
cases and labor problems at Divisional level. 

o 	 Prepares statement of legal cases of the Division. 

o 	 Supervises preparation of the pay bills and updating of 
Service Books by Junior Clerks. 

o 	 Drafte correspondence regarding establishment cases. 

o Does noting, drafting and referencing for all kinds of 
incoming letters regarding establishment, disciplinary and 
FIA cases. 

o Haintains record of Establishment Section.
 

o Prepares, maintains and updates seniority list of Division.
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o 	 Drafts reminders of routine nature for the signatures of
Supervisor Administration/Divisional Engineer. 

o 	 Any other duty assigned by the Supervisor Administration. 

DESIRED QUALIFICATIONS 

a. 	 Education
 

Direct recruitment (for one third of the vacancies):
Intermediate in AAs/Science/Commerce or Senior Cambridge with 
"B" grade. 

or 

By p'romotion as per WAPDA Service Rules. 

b. 	 Prior Work Experience 

None 	 for direct hires. Three to five years experience for
promotees depending upon 	 the academic qualifications. 

c. 	 Language Proficiency
 

Reasonable fluency 
 in spoken and written Urdu and English
languages. 

d. 	 Knowledge of Specific Areas 

- Knowledge of office routine.
 

- Knowledge of WAPDA Service Rules.
 

e. 	 Abilities and Skills
 

Corrmunication skills. 

POSIT IN LEMENTSF2 

a. 	 SUPerVi iRi ved 

Direct supervision is received from Supervisor

Administration. 

b. 	 Available Guidelines
 

WAPDA Service Rules/Procedures and instructions from the
Supervisor Administration. 

c. 	 E.ercise of Judgment 

None.
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d. Authority to Make Commitments 

None. 

e. Nature, Level and Purpose of Contacts 

None. 

f. Supervision Exercised 

Supervises 
Books. 

the work of Junior Clerks maintaining Service 
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POSITIO N TITLE 	 Senior Clerk - General Services 
(Level-I Division)
 

GRADE 	 BPS 7 

BASIC FUN1CTIONAL DESCRIPTION 

Senior ('erk - General Services is responsible to Supervisor

Administration for processing the cases of vehicle repair and
 
maintenance. procurement 
 of stationery and office equipment.,

leasing and re-leasing of accommodation. He maintains Vehicle
 
Register and Stationery Register.
 

MAJOR DUTIES AND RESPONSIBILITIES 

o 	 Prepares requisition for repairs and maintenance of building, 
furniture and office equipment. 

0 Prepares leasing and re-leasing cases of residential and
 
office buildings for onward transmittal to the Rent
 
AaessrrienL Board. 

o 	 Prepa res requisitions of stationery supplies for procurement

from the Central Stationery Stores or market.
 

o 	 Maintains and issues stationery supplies and forms. Maintains 
Stationery Register. 

o 	 Assists Supervisor Administration in procuring office 
equipment and furniture.
 

0 Coordinates use of Divisional vehicles for maximum
 

utilization.
 

o 	 Scritinizes vehicle repair estimates.
 

o 	 Prepares papers for vehicle repairs and maintenance. 

o 	 Maintains vehicle register. 

o 	 Supervises the work of Diary and Despatch Clerk. 

o 	 Any other duty assigned by the Seniors. 

DESIRED QUALIFICATIONS 

a. 	 Educe tion 

Direct recruitment (for one third of the vacancies):
Intermediate in Arts/Science/Commerce or Senior Cambridge 
with "B" grade. 

or 

By promotion as per WAPDA Service Rules. 
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b. Prior Work Experience 

None for direct hires. Three to five 
promotees depending upon the academic 

years experience 
qualifications. 

for 

c. Language Proficiency 

Reasonable fluency in spoken and written Urdu and English

languages.
 

d. 	 Knowledge of Specific Areas 

Knowledge of office routine. 

e. 	 Abilities and Skills 

Communication skills.
 

POSITION, ELEMENTS 

a. 	 ,rrviljnReceived 

Direct supervision is received from Supervisor 
Administration. 

b. 	 Available Guidelines 

Concerned WAPDA Rules/Procedures and instructions from the 
Supervisor Administration. 

c. 	 Exercise of Judgment 

None. 

i. 	 Authcrity to Make Commitments 

None. 

and Purposeleevele. 	 of Contacts
 

None. 

f. 	 Supervision Exercised 

6upervises the work of Diary and Despatch Clerk. 
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POSITION TITLE Junior Clerk - Service Books
 

(Level-I Division)
 

GRA..E 
 BPS 5
 

BASIC FUNCTIONAL DESCRIPTION
 

'Junior Clerk- Service Books is responsible to Senior Clerk

Personnel for maintaining Service Books of Divisional and

Divisional employees. Puts up Service Books 

Sub
 
with incoming letters 

for further action wherever necessary. Maintains Incumbency 
Register. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Maintains Service Books of the Divisional and Sub Divisional
 

employees.
 

o 	 Updates the Service Books.
 

o 	 Keeps up Service Books Movement Register. 

o 	 Receives relevant letters and puts up the Service Books to
 
Senior Clerk for further action.
 

o Maintains Incumbency Register.
 

o 
 Puts up the General Provident Fund (GPF), Employee Provident
Fund (EPF). Group Life Insurance (GLI), Workers Welfare cases 
to the Senior Clerk for processing. 

o 
 Repaire the Service Book cover and sets its binding.
 

o 
 Any other duty assigned by the superiors.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

-	 Direct Recruitment 

i. 	 Secondary School Certificate Examination with 'C' Grade or
equivalent qualification from a recognizedUniversity or 
Board or Junior Cambridge. 

ii. 	 A minimum speed 40 per minute inof words 	 typing. 

or 

- By promotion as per service rules 
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b. Prior Work Experience 

None for direct hires. Five years experience in case of 
promo tees. 

c. 	 Language Proficiency
 

Reasonable fluency in and
spoken written and spoken Urdulanguage. Can read English language. 

d. 	 Knowledge of Specific Areas
 

Knowledge of office routine and filing. 

e. 	 Abilities and Skills
 

Typing skill at 40 words a minute.
 

POSITIOU ELEHENTS
 

a. 	 Suerv ision Received
 

Supervision is received from the Senior 
Clerk Personnel. 

b. 	 Available Guidelines 

Verbel instructions from the superiors. 

C. 	 Exercise of Judgment 

None.
 

d. Authority to Make Commitments 

pone. 

e. 	 Nature. Level and ofPurpose Contacts
 

N~ore.
 

f. 	 Supervision Received
 

N~one. 
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0 

POSITION TITLE 	 Junior Clerk - Recordkeeper 
(Level-I Division)
 

GRADE BPS 5 

PARIC FUICTIONAL DESCRIPTION 

Junior Clerk - Recordkeeper is responsible to 'enior ClIrh

Personnel for maintaining personnel subject files and personal

files and putting up the documents/files with the incoming mail
 
for further action. Looks after the movement of the files. 

MAJOR DUTIES AND RESPONSIBILITIES 

1,6.in teairis personal files and subject personnel files for the 
Division. 

o Retrieves files as and when required by the Divisional staff.
 

Receives incoming mail/correspondence,/docune-itso 	 and puts up
with 	relevent file to 
the concerned officials for further 
action. 

o 	 Maintains file movement register and notes movement of all
 
files.
 

o 	 Maintains all the files in his safe custody. 

o 	 Replaces and repairs old file cover and sets its binding.
 

o Any other duty assigned by the superiors.
 

DESIRED QUALIFICAT IONS 

E.Ed-):-at io()n 

-	 ['irect Recruitment 

i. 	 Secondary School Certificate Examination with 'C"
Grade or equivalent qualification from a recognized
University or Board or Junior Cambridge.
 

Ii. A minimum 
 speed of 40 words per minute in typing. 

or
 

- By promotion as per service rules
 

b. 	 Prior Work Experience 

None for direct hires. Five years experience in case of 
promotees. 
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c. Language Proficiency 

Reasonable fluency in spoken and written and spoken Urdulanguage. Can read English language. 

d. Knowledge of Specific Areas 

Knowledge of office routine and filing.
 

e. 	 Abilities and Skills
 

Typing skill at 40 words a minute.
 

POSITION ELEMENITS
 

Supervision is received from the Senior Clerk Personnel.
 

b. 	 .Avai ab_ de&i,ie 

Verbal instructions from the superiors. 
c. 	 Exercise of Judgment
 

None.
 

d. 	 Auth:rity to Make Conmitments 

None.
 

e. 
 Nature. Level and Purpose of Contacts
 

Plone.
 

f. 	 plprervision Received
 

Hione.
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POSITION TITLE 	 Diary/Despatch Clerk 
(Level-I Division)
 

QRADE BPS 5
 

BASIC FUNCTIONAL DESCRIPTION 

Diary/Despatch Clerk is responsible to Senior Clerk General
 
Services for receiving and diarizing the incoming mail and
 
despatching the outgoing mail.
 

MAJOR DUTIES AND RESP(.o-SIlILITIES 

o 	 Receives the incoming mail and diarizes 1t in the Diary 
Regis'ter.
 

o 	 Sends incoming mail to Divisional Engineer through Supervisor 
Administration. 

Despatches outgoing mail. 

o 	 Arranges delivery of the outgoing mail by Naib Qasid or by
ma 1 1. 

o 	 Maintains Service Stamps Register. 

o 	 Any other duty assigned by the superiors. 

DESIRED QUALIFICATIONS 

a. 	 Education 

- Direct Recruitment 

i. 	 Secondary School Certificate Examination with C 
Grade or equivalent qualification from a recognized 
University or Board or Junior Cambridge. 

ii. 	 A minimum speed of 40 words per minute in typing. 

or
 

- By promotion as per service rules
 

b. 	 Prior Work Experience 

None for direct hires. Five years experience in case of 
promotees. 
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c. 	 Language Proficiency
 

Reas:onable fluency in 
 spoken and written and spoken Urdu
language. Can read English language. 

d. 	 Knowledge of Specific Areas
 

Knowledge of office routine anu 
diarizing/despatching.
 

e. 	 Abilities and Skills
 

Typing skill at 40 words a minute. 

a. 	 SuJrv io n Re ceive
 

Supervision is received from the Senior 
Clerk General 
Services.
 

Verbal instructions from the superiors. 

c. 	 Exercise of Judgment 

Pone. 

d. 	 Axilhjor ty to Mlake Commitment-

None. 

e. 	 Nature. Level and ofPurpose Contacts 

None.
 

f. 	 Supervision Receiverj 

Nlone. 
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POSITION TITLE Divisional Accountant - Division
 

G RADE 
 BPS 13
 

BASIC FUNCTIONAL DUESCRIPTION
 

The DivIsional Accountant-Division 
 is responsible to DivisionalEngineer for the compilation monthlyof accounts of reorganizedDivision. checking of all kinds of claims pertainingexpendituire. operation and maintenance 
to work 

expenditure, establishmentexpenditure, serves as primary auditor and financial advisor toDivisional Engineer. 

MAJOR DU'TIES AND RESPONSIBILITIES
 

0 Assiste. the 
 Divisional Engineer in preparation of allcorrespordence relating to finance and accounting matters.
 

0 Follows-up the procedure laid down thein DivisionalAccounting Manual for smooth working of Accounts Section.
 
0 Urdertakes the correspondence for obtaining irprest from
Director Finance AEB and from Director Insurance and PensionLahore for making the pension payments.
 

0 Pia'eudits and passes alL kinds 
of bills and claims. 

o Operates the Imprest Bank Account. Prepares cheques andsigns as first signatory and deliver to the right claimantafter getting signature from Divisional Engineer. Alsoprepares p'ayment voucher (A-4) and gets acknowledgement from
the claimant. 

o Ma-intains Imprest Cash Book and Miscellaneous Receipt. CashBook. Prepares Reconciliation Statement, Remittance Summaryand _;ubmits to AEB Accounts Directorate. 

o Verifies the pay fixation cases of the staff. 

o Deals with the Audit Reports and Audit paras relating to
Primary Audit and Accounts of Division such as personnelclaims. imprest cash and stores requisition etc. 
o Acts as an overall coordinator of the Division including Sub-

Divisional Officers. 

o Oerates the bank accounts of pension behalfon of Authorityas first signatory and makes the pension payments. 
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o Checks and supervises the preparation of: 

- Ledger Posting Summaries and Journal- (General and Subsidiary Ledger 
- ,Job Card/Work-in-Progress
-	 Computerization of Monthly Accounts-	 Management Reports and Statements 

oD Supervises the preparation
Capital Budget 

of Annual Maintenance Budget,and Income Budget. Watches the expenditurewithin budget ceiling. 
Also 	undertakes the reappropriation

of budget statements. 

o 	 Manages the issue 	of Work Order/Job Order numbers fromAccounts Directorates 	 AEBand 	 supervises the Assets Accounting. 
o 	 Watches and control the suspense balance and takes maximumefforts for its clearance.
 

o 	 Supervises the disposal/preparation of debit/credit advicesand maintenance of incoming/outgoing Advice Register. 

DESIRED QUALIFICATIONS 

a. 	 Educatin 

Should be a graduate preferably B.Com or by promotion from alower position with at least 3 years experience.
 

b. Prior Work Experience 

Three year's work related experience. 

c. UAl _tarid Fkll 

- Total fluency in written and spoken Urdu and reasonable 
understanding of English. 

- Knowledge of Accounting/Book-]eeping. 

- Possess 

problems. 

supervisory skills to deal with complex 

- Deal 

h iin. 

effectively with people who come in contact with 

POSITION ELEMENTS 

a. 	 Supervision Received
 

Reports directly to Divisional Engineer.
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b. Available Guidelines 

Guidlelines 
procedures 

are 
and 

available from WAPDA manuals, policies,other documents issued from time to time. 

c. Exercise of Judgment 

d. 

Must be able to analyze the work related 

Nature, Level and Purpose of Contacts 

problems. 

Contacts with WAPDA 
of responsibilities 

personnel as necessary in the execution 

e. Supervision Exercised 

Supervises the work 
smooth work related 

of staff assigned 
functions. 

to him and ensures 
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POSITION TITLE 
 Accounts Clerk 
- 1
 

GRADE 
 BPS 7 

BASIC FUNCTIONAL DESCRIPTION 

Accounts Clerk I is responsible for preparing Ledger PostingSummary, Deduction Schedules and checking a Sub Division's ImprestCash Account and other duties assigned by the DivisionalAccountant - Division. 

MAJOR DUTIES AND RESPONSIBILITIES 

0 Prepares the Payroll Ledger Posting Summary, various
Deduction Schedules and assists the Divisional Accountant -Division in making Salarythe Payments. 
o Checks 9at least one Sub Division's Imprest Cash Account and
prepares the abstract of expenditure for incorporation

Ledger Posting Sumrfary. 
in 

o Prepir-es Mlanagement Report and Subsidiary ledgers. 
o Assists in preparation of annual maintenance budget. its 

posting and submisEion to Superintending Engineer's Office.
 
C Mairtairn all r-e,.:Ird of Accounts Section with 
the assistance 

of one Junior, Clerk. 

LESIRED QUALIFICATIONS 

a. EdueJt~tjn 

Intermediate Certificate/Senior Cambridge Examination or by
promotion from lowera position. 

b. Prior Work Experience 

One year's work related experience. 

c. Abilties and Skills
 

Total fluency in written and spoken 
 Urdu and reasonableunderetanding of English.
 

Knowledge 
 of elementary book-keeping.
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POSITION ELEMENTS 

a. 	 Supervision Receiver 

Reports directly to Divisional Accountant - Division. 

b. 	 Available Guidelines 

Guidelines 
procedures 

are availaole from WAPDA manuals. 
and other documents issued from time to 

policies. 
time. 

c. Exercise of Judgment 

Must be able to analyze the work related problems. 

d. U-1--.11 PurpoLQose of Contacts 

Contacts: with WAPDA personnel as necessary in the execution 
of responsibilities 

e. 	 Supervision Exercised
 

Supervises the work of staff assigned to him.
 

Page-23
 



POSITION TITLE Accounts Clerk - 2
 

GRADE 
 BPS 7 

BASIC FUNCTIONAL DESCRIPTION
 

Accounts 
Clerk-2 is responsible to Divisional Accountant -Division for handling various accounts documents flowing in and
out of Accounts Section. 
Assists the Divisional Accountant 
-
Division in checking, posting, summarizing, balancing, reconciling
the books of accounts and preparation of raragement reports. 

MAJOR DUTIES AND RESPONSIBILITIES 

o Prerares Ledger Posting Summary for Sub Divisional Imprest
Account. 

o Checks at least one Sub Divisional Imprest Cash Account andprepares the abstract of expenditure for incorporation inLedger Posting Summary. 

o Maintains the Invoices Book and prepares Invoice Book Ledger
Posting Summary. 

ol Receives Store Requisitions and writes down the AccountsCode. Checks the Weekly Store Statements. Maintains the SScheques. Registers and assists the Divisional Accountant -Division in issuing the SS cheques. Prepares "Stock Accounts
Ledger Posting Summnary". 

oi Receives aid issues the Debit/Credit Advices and maintainsincoming,/outgoing Advice Register end prepares Ledger PostingSummary. Prepares and reconciles the Current Accounts
Statement, each month. 

o Prepares the Management Reports and Subsidiary Ledgers
specifically assigned to him. 

o Assists in preparation of Capital Budget and Income Budget. 

DESIRED QUALIFICATIONS
 

a. Education 

Intermediate Certificate/Senior Cambridge Examination or by
promotion from a lower position. 

b. Prior Work Expe.rience
 

One year's work related experience.
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c. 	 Abilities and 	 Skills 

Tota , fluellcy in written and spoken Urdu 	 and reasonableunderstanding of English.
 

Knowledge 
 of elementary book-keeping. 

POSITION ELEMENTS
 

A. 	 :urervision Received
 

Reports directly to Divisional Accountant 
 - Division. 

b. 	 Available Guidelines
 

Guidelines 
are available from 	WAPDA manuals, policies.procedures and other documents issued from time 	to time. 

c. 	 Exercise of Judgment 

Must be able to analyze the work related problems. 

d. 	 Nature. Level and Purpose of ,ontacts
 

Contacts with 
WAPDA personnel as necessary in the execution
of re-:ponsibilities 

e. 	 Supervision Exercised 

Supervises the work of staff assigned to him.
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POSITION TITLE 
 Accounts Clerk - 3
 

GRADE 
 BPS 7
 

BASIC FUNCTIONAL DESCRIPTION
 

Accounts Clerk-3 is responsible to Divisional Ac'ountant-Division

for the preparation of posting summaries of cash books. checkingof sub-Divisional imprest accounts. Assists the Divisional

Accountant - Division in preparation of input for computer 
 and
validation of output data. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Assists the Divisional Accountant 
- Division in Maintaining

and reconciliation of Imprest Cash Book and Miscellaneous
 
Receipt Cash Book.
 

o 	 Checks at least one Sub Divisional Imprest Cash Account and 
prepares the abstract of expenditure for incorporation in 
Ledger Posting Summary. 

o 	 Prepares the Ledger Posting Summary of Divisional Imprest
Cash 	Book and Miscellaneous Receipt Cash Book.
 

o 
 Receives all Ledger Posting Summaries and prepares the input

data 	 for Computer and edit the output of computer. 

o 
 Assists the Divisional Accountant - Division. in posting of
 
all Ledger Posting Summaries to the General Ledger and

abstecact the trial balance (after computerization manual
 
preparation of General Ledger will be discontinued).
 

o 	 Prepares the Management Report and Subsidiary Ledgers
specifically assigned to him. 

DESIRED QUALIFIC ATIONS 

a. 

Intermediate Certificate/Senior Cambridge Examination or by
 
promotion from a lower position.
 

b. 	 Prior Work Experience
 

One year's work related experience.
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c. 	 Abilities and Skills 

Total fluency in written and spoken Urdu 	 and reasonableunderstanding of English. 

Knowledge of elementary book-keeping. 

POSITION ELEMENTS 

a. Surerviion Received 

Reports directly to Divisional Accountant - Division. 

b. Availabl.e Gui delies 

Guidelines 

procedures 
are 

and 

available from WAPDA manuals. policies. 
other documents issued from time to time. 

c. E e e of Judgmnent 

Must, be able to analyze the work related problems. 

. Nature. Level and Purpose of Contacts 

Contacts with WAPDA personnel as necessary in the execution-1r'esponSibilities. 

e. 	 Supervision Exercised 

Supervises the work of staff assigned to him. 
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PO-ITIOU TITrj_ Planning Supervisor (Level I Divisions)
 

GRADE 
 BPS-12/16
 

BASIC POSITION DESCRIPTION 

The Planniing Supervisor is responsible to the Divisional Engineer
for planning the service connections to the customers in the sub-
Divisions. 

MAJOR DrUTIES AND RESPONSIBILITIES 

0, 	 Q.perates rnd utilizes the P.C. based feeder analysis Program
for Distribution Planning.
 

o 	 Plarns the service connections to new customers and the
 necessa ry 
changes to the connections of existing customers:
determines the condition of the distribution system up to the
propoesed connection: visits the-site, determines what HT,tran-former changes and LT connections or changes are 
required. 

o :'oordilnates with the concerned S.D.O. for the preparation ofWork 	 Orders by the Sub-Divisions specifying the equipment
required and its costs. 

o 	 Monitors the assigned part of the distribution system to 
obtain data for system analysis. 

o 	 ICollects data from the Sub-Divisions on transformer loadings
and load forecasting to permit the future planning for system
improvements and expansion. 

o Directs the activities of the Division Planning Section and
guides and supervises the work of assigned staff including
utilization of the P.C. 

o 	 Provides support. to S.D.Os as requested, in preparation of 
proposal for new service connections. 

DESIRED QUALIFICATIONS 

a. 	 Edu.t ion 

3 year Diploma in Electrical Engineering from a recognized 
inst.ituti on. 

b. 	 Prior Work Experience 

Minimum 5 years experience in a major functional area of 
is t rbut ion. 
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c. Lag.uage Proficiency 

Reasonable proficiency 
is required. 

in written and spoken Urdu and English 

d. Knowledge of Specific Areas 

Technical knowledge 
electric energy and 

of the distribution and 
the equipment involved. 

utilization of 

e. Abilitiee and Skills 

- Effective written and oral communication skills are
 
required.
 

- Ability to implement technical instructions from 
supervisory staff is required. 

POSITION ELEHENTS 

Under direction of the Divisional Engineer follows approved
policies. criteria and estabished standards 

b. 	 Available Guidelines 

Av~atlable planning policies, procedures and criteria,
approved electrical standards, engineering service rules, 
sefety codes and financial budgets. 

c. 	 Exercise of Judgment. 

Judgment and professional integrity are required. 

d. 	 Authorit.y to Make Comunitments 

L) 	 not. have authority to mriake commitments. 

e. 	 tb.Jr _IevL cd Pur.ose of Contact 

Frequent contact with technical and non-technical field and 
oper'ating staff to e-change Job related matters. 

f. u:ervsior E:-rc ised 

Direct. supervision of skilled and semi-skilled staff 
assigned.
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POSITION TITLE Draftsman (Level I Divisions)
 

0 AU B BPS- 12
 

BASIC POSITION DESCRIPTION 

The Draftsman is responsible to the Planning Engineer for

preparing 
 all types of layouts, drawings, diagrams and inventories 
of materials for Distribution Planning. 

MAJOR DUTIES AND RESPONSIBILITIES 

c) 	 A,.-eiste- the Planning Supervisor in the development of 
piuinnuing proposals using the P.C. based feeder analysis 
program. 

Prepares system layouts, drawings, equipment and material 
inventories for Distribution Planning. 

o 	 Revises. corrects and updates the drawing3, designs and other 
records for Distribution Planning. 

o-	 Supervises the work of Tracers otherand staff placed under 
his control. 

o 	 Assumes other duties and responsibilities as assigned. 

[ESIRED QUALIFICATION 

a. 	 :-ducat ion 

years Diploma in Draftsman or by promotion from amongst
lower staff on the basis of seniority-cum-fitness with at 
leat. 10 years experience. 

b. 	 Prior Work Experience 

5 ye-irs experience in the relevant field. 

c. 	 L6r.nEe Proficiency 

ReaFc',n:.ide fluency in written and spoken English. GCood 
command over written and spoken Urdu. 
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d. Knowledge of Specific Areas 

-	 WAPDA organization and distribution function in detail. 

- Good knowledge of engineering drafting practices. 

- A good general knowledge of WAPDA electrical safety code 
requirements and standard symbols. 

e. 	 Abilities and Skills 

Must 	 demonstrate ability to produce high quality
drawings and sketches. 

,Must 	 be able to read drawings or make revisions. 

a. 	 -upervisjirjReceived 

Direct. supervision is received from the Planning Engineer. 

b. 	 Exercise cf Judgment 

JuIpmeiit on the basis of the instructions received and strict.
adherience to pertinent operating procedures.
 

Authorit- to_ Hake Commitmentes
 

e. Jl ].Li~j 	 e 

e. 	 S__fp'e vi o0n Exercised 

Supervision of all employees assigned. 
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POSITIONl TITLE Tracer- (Level I, II & III Divisions) 

GRADE BPS-5 

_A_.I_.:Q3ITION 1 IPTION 

The Tracer is responsible to the Draftsman/Assistant Draftsman fortracing and preparing prints all ofof types layouts, drawings anddiagrams of materials for Distribution Planning. 

HAJOR IAUTI ES AND ESPC)NoSIBILITIES 

o Pr'epr':e the trjcinrp: of layouts,-ystem drawings, equipmentand material diagraris for, the Distribution Planning work. 

o Revises, corrects and updates the drawings, designs and otherrecords for Diistri.bution Planning as assigned. 

[~r- letteringv .iries, lettering guides, stencils and
ternplate as required. 

o Preparee immonia prints (blue prints) by operating theprintinrp machine and properly folds the drawings. 

Q Milnt-aiens record sketches.,of drawings and equipment diagrams
etc. 

o Asesumes other duties and responsibilities assigned.as 

DESIRED QUALIFICATION 

Hiinimum Hatrloulat.ion. 

l:. _ii~Frir tork Ej erience 

3 :years e:-perience in the relevant field. 
c. nLangua g Prof ic eenq

ReaF'oImhle fluency in written and spoken Urdu with working
knowledge of English language. 
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dI. Knowledge of Specific Areas 

- Good knowledge of engineering term and symbols. 
- Knowledge of Division/Sub-Division organizational 

structure. 

e. Abilities and Skills 

-

-

M st demonstrate ability to produce high quality
and prints. 

Must be able to read drawings or make changes. 

tracing 

a. SuL-_rvi, oRaceived 

b. 

c. 

DWrect supervieion is received from the Draftsman/Assiotant
Dra ft.sman. 

Eeicise of JudgIent 

.Jument on the basis of the instructions received and strictadlherence to pertinent directions. 

HAjhcri;t t ;oake -ommitmentq 

t,I]I. 

d. atquie. Level and Purpose of Contacts 
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,V. CUJSTOMER SERVICES 



POSITIOI TITLE: 
 Customer Services Officer,
 

(Level-I Division)
 

GRADE: 
 BPS-17
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Customer Services Officer is responsible to 
the Divisional
Engineer for Customer Services activities relating to the
Commercial Procedures: for issuance of electric service bills and
bill distribut-,ion. computer processing including data entry and
validation, the cuetomer inquiry procedures, and the Energy
Surveillance program: 
for implbmenting new or 
revised procedures
for the Customer Services: and for assuring good customer
relations with all classes of customers.
 

HAJOR DUTIES AND RESPONSIBILITIES:
 

o 	 Ensures that customer inquiries are expediently and fairly
handledi within the guidelines established by appropriate

governmental authorities.
 

.Direcs office employees as they carry out customer contactto assure a prompt and courteous service to the customers.
 

o Ensures efficient application of billing procedures.
 

o Directs and monitors the maintenance of the customer records.
 
o 	 Responsible for the initiation of the write off procedure for.
the disconnected delinquent customers before referring to
Government Recovery Officer.
 

o Ensures timely recovery action through Government Recovery

Officer under land Revenue Act.
 

o Directs the handling of customer complaints, referring those
not settled to 
the proper person or department for
investigation. 
 Follows up to 
ensure satisfactory completion.
 
o Directs bill distribution activities and practices.
 

o 	 Directs the use of the Customer Services PC microprocessor.
 

o Directs activities relating to extension of credit,
collection or disconnection of delinquent accounts and
requirements for security deposits,
 

' 
 Directs activities relating to billing adjustments.
 

o 	 Responeible for training of staff and that they are wellconversant with update law, rules, orders, instructions and

procedures. 	 %
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o Provides for preparation and verification of all required
 
reports.
 

o Consults the concerned officials in the Circle and AEB for
functional guidance of policy matters. 

Holds an 	 imprest account for his office expenditure withinthe prescribed limits and is responsible for its proper
dis-ursement and replenishment. 

o 	 Ensures that provisions of Union Agreement are followed by
both 	 labor and management. 

o 	 Recommends local procedures and aspractices authorized where
not covered by general instructions.I 

o 	 Recommends wage and salary changes, promotions, demotions,transfers, leaves of absence, hiring and release of 
personnel. 

o 	 Responsible for attending to the audit para inquiries and thetimely submission of reports to the appropriate authorities. 

o 	 Recommends, develops 	 -.nd assists in training personnel. 

o 	 Observes safety regulations and ensures their compliance. 

o 	 Undertakes other responsibilities as assigned. 

DESIRED QUALI FI.ATI.S: 

pi. Educ,at ie 

i) 	 Direct Recruitment, Master's degree in either commerce, statistics or mathematics, business
administration or engineering.
 

ii) Promotees. Bachelor's 
degree. 

b. 	 Prior Work E:perience: 

i) - Minimum of 3 ytars" experiencewith 	a private or public corporation on matters
relating to 	 andfinancial accounting aspects.
 

ii) Promotees. 
 Minimum of 15 years' continuous service 
in a WAPDA Customer Service Office. 

c. 	 Abilities and Skills/Knowledge: 

Comrrunication skills both in written and spoken 
English/Urdu. 
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Knowledge of accounting and financial techniques. 

Deal effectively with people, both customers and 
employees.. 

Possess supervisory skills to withdeal complexproblems and develop practical solutions. 

Able to react in a reasonable manner to widea range
of stressful situations. 

POSITION ELEMENTS:
 

a. 	 Supervision Received:
 

Repeo.ts directly 
 to Divisional Manager and functionally to 
the Deputy Director of Customer Services - Circle. 

b. 
 Available Guidelines:
 
Guidelines are available from WAPDA manuals, policies. 
procedures and other documents issued from 	 time to time. 

c. 
 Exercise of Judgment: 

Must 	 be able to analyje complex problems resulting inproposals and their implementation. 

d. 	 Authority to Make .omi tments: 

Has full authority to make commitments to the extent 
authorized by the Divisional Manager.
 

e. 	 Nature, Level and Purpose of Contacts:
 
Contacts with customers, Government 
 agencies and other WAPDA 
personnel as necessary in the execution of responsibilities.
 

f. 	 Supervision E.ercised: 

Supervises the work 	 of his staff, plans their workload andassignments, provides assistance in dealing with complexadministrative problems, evaluates performance and ensuresthat. their work is carried out in compliance with plans. 
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POSITION TITLE: 
 Divisional Accountant - CSO
 

(Level-I Division)
 

GRADE: 	 BPS-ii/12
 

BASIC FUNCTIONAL DESCRIPTION: 

The Divisional Accountant - CSO is responsible to the Customer 
Services Officer for activities relating to banking operations of
the CSO in respect of maintenance of customers security deposits,
capital contributions. customers energy bills, imprest cash book,
miscellaneous receipt cash book. 

HAJOR DUTIES AND RESPONSIBILITIES: 

0 	 Follow-up the procedure laid down 	 in the Divisional 
Accounting Manual for smooth working of Accounts Section. 

oi 	 Undertakes the correspondence for obtaining imprest from
 
Director Finance AEB and from Director and
Insurance Pension 
Lahore for making the pension payments. 

o 	 Preaudits and passes ill kinds of bills and claims. 

1o 	 Operates the Imprest Bank Account. Prepares cheques and 
signs as first signatory and deliver to the right claimant
 
after, getting signature from CSO. Also prepares payment

voucher (A-4) and gets acknowledgement from the claimant. 

o 	 Haintains Imprest Cash Book and Miscellaneous Receipt Cash 
Book. Prepares Reconcilietion Statement, Remittance Summary
and submits to AEB Accounts Directorate. 

o 	 Verifies the pay fixation cases of the staff. 

0 	 Deals with the Audit R ports Find Audit paras relating to 
Primary Audit and Accounts of CI0 such as personnel claims,
imprest cash and stores requisition etc. 

0 	 Checks and supervises the preparation of Ledger Posting 
Summaries and Journal. 

o 	 Assists the 050O in preparation of all correspondence relating 
to finance and accounting matters. 

o 	 Maintenance of Customers Security Deposits Record/Refund of
Customers Securities i.e., Customers Security Deposit
Register. Collection of Scrolls and checking of their 
correctness with ic--.ence to -tubs. 

o 	 Bank Reconciliation of Customers Security Deposit rank 
Account. 
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o 	 Preparation of Cash Remittance Summary for submission to AEB
through Divisional Accountant - Accounts. 

o 	 Reconciliation-of Customers Security Deposit List 
(CP-Form
97) received bi-annually from Computer Center.
 

Co 	 Collection of Bank Scrolls from Banks and checking t'ieir 
correctness. 
 Initiate action regarding scrolls lost. intransit and movement of Bank Scrolls to Computer Center. 

o 	 Preparation of forwarding memo 	CP-Form-99, effecting their

reconciliations with 	the respective bank branches and
preparation of Bank Accounts, Reconciliation (CP-Form-48). 

o 	 Preparation of Monthly Cash Remittance Summary. 

o 	 Checking of various documents as per laid down procedures.
 

o 
 Preparation of Return of Assessment and Realization (C(P-Form
41) and its reconciliation with debtors control account (CP
Form-45). 

o 	 Adjustment of unidentified cash reported by Computer Center

through Unidentified Cash List (CP-Form-107).
 

o 	 Checking Daily Listof of Cash received on behalf of other
Divisions (CP-Form-126) and Daily List of Cash posted byother Divisions (CP-Form-127) and arrangement of issuance ofCredit Advices and disposal of Incoming Credit Advices. 

o, Receipt of Bank Scrolls from the banks and checking of their 
correctness with reference to stubs and pall Demand Notices
Statement received from Sub-Divisions. 

o 	 Maintenance of Cash Book ( P-Form-51) in re., ,ect of Demand
Notices and preparation of Bank Reconciliati ,i Statement. 

Preparation of Cash Remittance Summary in res 'ect of Capital
Contributions for submission to Budget & Acco-onts Section. 

o 	 Receipt of Monthly Statement of Connections installed during
the month and preparation of Journal Entry for adjustment of
capital contribution and installations costs. 

C) 	 Deals with the Inspection Reports and Audit Paras relat.ng to 
Customer lccounts & Funds. 

Co Observes safety regulations and ensures their compliance. 

o 	 Undertakes other responsibilities as assigned. 
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DESIRED OJALIFICATIONS: 

a. 

Bachelor's degree in Commerce or Business Administration. 

b. 	 Prior Work Experience: 

Two years experience in the field of accounting. 

c. 	 Language Proficiency: 

Total fluency in spoken and written English. 

d. 	 Knowledge of Specific Areas: 

Basic knowledge of finance and a~counting principles.
 

e. 	 Abilities and Skills:
 

Ability and skill to organize the basic accounting work. 

POSITION ELEMENTS: 

a. Servision Received: 

Directions are received 
regarding Job assigned. 

from the Customer Services Officer 

b. Available Guidelines: 

Has available all policies and procedures approved byAuthority for accounting and banking business and expectedensure their implementation. 
to 

c. Exercise of Judgment: 

Fequired to exercise judgment An 
matters of the section assigned. 

respect of accounting 

e. Natur.'-. Level, and Purpose of Contacts: 

Meets with the Division's Customer Services Officer to 
coordinate the functions. 

e. Super'vision Exercised: 

Exercises direct supervision over assigned subordinate staff.
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POSITIOI TITLE: Commercial Superintendent 

(Level-I Division)
 

GRADE: 	 BPS-14
 

BASIC INCTIONAL DESCRIPTION:
 

The Commercial Superintendent is responsible to the Customer
 
Services Officer for the supervision of general section for

receiving duplicate copies of Application Forms and other

specified connection documents from Sub-Divisional Offices.
maintaining connection application registers and files for each 
consumer. Coordinates with the Supervisor Computer Operations for
all data control and transmittal. Ensures prompt and fair service 
to all new and existing customers. 

MAJOR DUTIES AND RESPONSI BI LITIES: 

Q 	 Supervises the employees as they make customer contacts and
 
ensures that they 
are dealt with within the guidelines

established by WAPDA and appropriate Governmental
 
authorities. 

o 	 Ensures prompt and courteous service to all existing and new 
customers. 

o 	 Responsible for file maintenance of the customer records, the 
proper and timely billing of new customers and existing

customers whose meters are changed and/or reconnected after a 
temporary disconnecticn. 

o 	 Coordinates with the Supervisor - Computer Operations for all 
data 	control and data transmittal.
 

o 	 Coordinates the for newwith S.D.Os all connections. 
reconnections. disconnections and equipment removals. 

o 	 Refers customer complaints not settled within the office to 
the proper person or department for investigation and follows
 
up to ensure a satisfactory solution.
 

o Ensures proper r~cord keeping of customer's statistics and
 
logging of all correspondence and transmittal of data.
 

o 	 Responsible for the preparation of all customer's statistical 

reports.
 

oa 	 Provides training to new staff under his section.
 

o Ensures adequate supply of forms, stationery, office supply

and handouts for customers and the maintenance of office
 
equipment in the customer services section. 
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o 	 Makes recommendations on rating, discipline and otherpersonnel matters as they 	apply to the employees in his 
section. 

o 	 Observes safety regulations and ensures their 	compliance. 
o 	 Undertakes other responsibilities as assigned. 

DESIRED QUALIFICATION: 

a. 	 Education:
 

Bachelor's 
degree holder or suitable existing old employeeswith, 	intermediate or matriculation education. 

b. 	 Prior Work Experience:
 

linimum 
 of 15 years relevant experience required. 
c. 	 Ablities and Skills/Knowledg~e: 

-	 Strong communication skills in both written and spoken
English and Urdu. 

Deal 	 effectively with people both customers and 
employees. 

Possess supervisory skills to deal with coinple:.: problems
and develop practical solutions. 

Able 	 to react in a reasonable manner to a wide range of
stressful situations. 

POSITION ELEMENTS: 

a. 	 Su lervision Received: 

Repo-rts directly to Customerthe 	 Services Officer. 

b. 	 Available Guidelines: 

Guidelines are available from WAPDA manuals, policies. 
procedures and other documents issued from time 	 to time. 

C. 	 Exercise of Judgment: 

Must 	be able 
to analyse complex problems resulting in
proposals and their implementation. 
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d. Authority to Make Commitments: 

Has full authority to make commitrents to the level 
authorized by Customer Services officer. 

e. Nature. Level, and Purpose of Contacts: 

Contacts with customers, government agencies and other WAPDA 
personnel as necessary in the execution of responsibilities. 

e. Supervision Exercised: 

Supervises the work of his staff, plans their work-lead and 
assignments, provides assistance when dealing with complex 
administrative problems, evaluates performance and ensures 
that their work is carried out in compliance with plans. 

Page-42 



POSITIOU TITLE: Supervisor P.C. 

(Level-I Division) 

GRADE: 	 BPS- 16 

BAS1C' FUINCTIONAL DES<,RIPTION : 

The Supervisor P.C. is responsible to the Customer Services

Officer ,rid furictirjrilly to the AEB Assistant Director -
 Corpute-
OperLinus: is responsible for the operation and use of thecustomer se'vices comrrputer and other machines associated with data
processirig. 

AIJOP 	 DUTIES AND RESPONSIBILITIES: 

o 	 r'kes:pcjsib]e for tie integrity and security of all programs
rid data files used in the operation of the custormer services 

corrputer equipment. 

C 	 Supervi.es the key entry and the verification of customer
 
services data entry to diskette.
 

o 	 Directs others in the operation of the computer and
peripheral equipment., which includes printer, disk drives,

terminals and other equipment associated with computers. 

Maintains statistical records on data entry function.
in,/.luding errors, equipmentreruns, failures and all jbO
processed on the microprocessor. 

0 	 Works wit., user departments within the Division to establish
 
a schedule for the data 
 entry function that satisfies the
needs and requirements of all department. 

Performs or directs routine preventive maintenance on
equipment following prescribed procedures. 

Provides technical assistance to all users of Divisional 
ccmput.ers. 

o 	 Performs diagnostics t~o determine the nature of equipment
probleme: communicate problems to the AEB D.P.M. through 
proper line of management. 

o 	 Performs "outine software maintenance, adding or changingprogram librarie, as directed by the AEB Computer Section. 

o Maintains supplies inventory for the data processing function
following prescribed procedures. 
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o 	 Trains new or existing computer operators to operate the
 
computer and peripheral equipment: and trains 
 them 	 to perform
data 	 scheduling and control functions, program and equipment
maintenance functions, and other administrative tasks in his
 
absence.
 

o 	 Conducts training classes theon proper and approved use of 
new software for the customer services computer. 

o 	 Distributes computer outputs thefrom customer services 

computer system following prescribed procedures. 

(I Cbserves safety regulations and ensures their compliance. 

1: 	 Responsr-ible for protection of equipment from dust. heat. and
other environmental hazards. 
 Also 	maintains current. scheduleof r-Ianned outages to avoid unexpected power failures as far 
as .'ot.sible. 

o 	 Undertakes other responsibilities as assigned. 

DESIRED QUALIFICATIONS: 

a. 	 Education:
 

Bachelo-'s degree in Computer Science. 

b. 	 Prior Work Experience: 

5 years" in the Computer Department of a public or private 
company. 

c. 	 Abilities and Skills/Knowledge: 

- St,rcong communication skills in both written and spoken 
English erid Urdu. 

-	 Technical knowledge of sciencecomputer application and 
techniques. 

- Deal effectively with employees.
 

- Possess supervisory skills to deal with ccrple,: problems

and develop practical solutions. 

-	 Able to react in a reasonable manner to a wide
 
range of stressful situations.
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POSDITIC-,I ELEIEITS: 

Reports dilrecr.lv to the Customer Services Officer and
functlonally to the AEB Asstt. Director of Computer 

Operatlons. 

b. 	 Available Guidelines: 

Guidelines are available from 	WAPDA manuals, policies,
procedures and other documents issued from 	 time to time. 

c. 	 Ex:ercise of Judgment: 

Hust be able to analyse complex problems resulting in 
proposals and their implementation. 

d. 	 Au t[l it to Make Commitment.s: 

Hal: full authority to make commitments to the level 
autho.ied by the Hanager - Customer Services. 

e. 	 IiWtu-re, Level, rid Purpose of Contacts: 

C:I,,ictrs with customers, government agencies and other WAPDA 
persc:,riiet as necessary in the execution of responsibilities. 

e. 	 _U'tervJ:i jon E:- err: .a ; 

Super'vises the work of his staff, plans their work load 	and
asnigiment.s. provides assistance when 	 dealing with complex
adl-nistratlve problems, evaluate performance and ensure 
their work is carried out in compliance with plane. 
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POSITII TITLE: 
 P.C. Operator 

(Level-I Division)
 

GRALE: 
 BP'£,- 12
 

BASIC FUNCTINAL VESC(RPTION:
 

Thp P.C.. (Oper.rotor is responsible 
 to the Supervisor P.C. and 
performs routine corriputer operations including key entry and keyverificetion of Division transactions. Performs various otherclerici duties such 
as 
filing of department reports, maintenance 
of Sectirn reco.,Is and preparation of required section and[i tslon forri.
 

MAJOR P'TIES AI]D RESPO[ASIBILITIE-:
 

C per.e.tes the Division 
computer and associated equipment
inclu.iding entry of security codes, setting of operationspaii.meters. selection of program applications, preparation ofdiskette files. transfer of information files to the fixed 
etri.ge files. Fnd other similar operations administrative
 

cloI t ors ,'perat.io of the co]mputer aid peripheral equipment,
whblh i-rliudes printers, disk drives, terminals and other
 equ irment a'ciat.el with the comruter; analyzes probter.s and
 
as.iE't.- in ccirr'ect.ion.
 

o Fey -nte's dit-a 
to 'liclkette from user prepared transactions
 
an,d trmansmit.tal controls.
 

Vei ifies the data key entered to diskette and audits results

followinig standard control procedures.
 

Pre-,amem output. reports., verifies reasonableness of contents,

and ,listrlbutes them to users for distribution.
 

Aesictcs in the training of new or existing 
 "omputer Operators.
t.o operate the computer and peripheral equLpment. 

o Assists. 
with routine preventive maintenanc,. and emergency
maintenance of equipment following standari maintenance 
procecdures.
 

4: As.&is[t~e in conducting training classes c,i the proper and 
approved use of new software for the con.puters. 

o Ob-erves. safety regulations and ensures their 'ompliance. 

o Undertakes other responsibilities as assigned. 
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DESIRED QUALIFICATIONS: 

a. Education:
 

Intermediate with technical Diploma in Computer operations. 

b. Prior Work Experience: 

years in the computer department with a private and public! 
company. 

c. Abilities and Skills/'Knowledge: 

- Strong corrmmunication skills both in written and spoken 
English and Urdu. 

- Basic technical knowledge of computer application and
 
techniques. 

POSITION ELEMENTS: 

a. 	 Supervision Received; 

Reports directly to Supervisor Computer Operations. 

b. 	 Available Guidelines: 

Guidelines are available from WAPDA manuals, policies. 
procedures and other documents issued from time to time. 
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POSITIO__TITLE: Supervisor Billing Control 

(Level-I Division)
 

QRD. 
 BPS-lI
 

BASIC FUNCTIONAL DESCRIPTION: 

The Supervisor Billing Control is responsible to the Customer
Services Officer for the customer billing, customer billing
complaints and billing adjustments. 

MAJOR DUTIES AND RESPONSIBILITIES: 

0 	 Supervises billing section employees as they carry out their
 
wor'k. 

o 	 Ensures the maintenance of all billing ledgers and their
reconciliation within the customer accounts system.
 

o 	 Ensures correctness of billsall by conducting a random check
of bills pertaining t-- each customer class. 

0 	 Maintains computer generated billing register to look after 
billing complaints. 

o 	 Ensures that all bill adjustments are carried out by the
 
computer and the bills corrected accordingly.
 

o 	 Ensures prompt and courteous service for customer's
 
complaints.
 

o 	 Assists in the preparation of billing related reports of

routine nature or those on an basis.
adhoc 

0 Reviews reports, data and information as it relates to the 
customer billing. 

o Assists in rating, discipline and other personnel matters asthey 	 apply to the employees under his section. 

o 	 Responsible for proper and timely distribution of bills
within the Division. 

0. 	 Observes safety regulations and ensures their compliance. 

o Undertake other responsibilities as assigned. 

DESIRED QUALIFICATION: 

a. 	 Erluce ion: 

Intermediate certificate holder or by promotion from a lower 
position with at 
least 10 years experience.
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b. 	 Prior Work Experience: 

12 years' prior related experience., 

c. 	 Abilities and Skills/Knowledge: 

-	 Strong communication skills in both written and spoken 
English and Urdu. 

-	 Knowledge of customer Accounting applications and 
techniques. 

- Deal effectively with people, both customers and 
employees. 

- Possess supervisory skills to deal with complex problems 
and develop practical solutions. 

- Able to react in a reasonable manner to a wide range of 
stressful situations. 

POSITION ELEMENTS:
 

a. 	 Supervision Received:
 

Reports directly to Commercial Super.ntendent.
 

b. 	 Available Guidelines: 

Guidelines are available from WAPDA manuals, policies.
 
procedures and other documents issued from time to time. 

c. Exercise of Judgment: 

Must be able to analyse complex problems resulting in 
proposals and their implementation. 

d. Nature. Level, and Purpose of Contacts: 

Contacts with WAPDA personnel as necessary in the execution
 
of responsibilities.
 

e. 	 Supervision Exercised:
 

Supervises the work of his staff, plans their work load and
assignments, provides assistance when dealing with complex
administrative problems, evaluatea performance and ensures
 
that their work is carried out in compliance with plans.
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POSITION TITLe: Supervisor Debtors Control
 

(Level-I Division)
 

GRADE: 
 BPS-Il
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Supervisor Debtors Control is responsible to the Customer

Services Officer for activities relating to debtors, extension of
credit, collection or disconnection of delinquent accounts and
 
requirements for security deposits.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 	 Ensures the maintenance of debtor's ledgers and their
 
reconciliation within the customer accounts system.
 

o 	 Supervises the control and analysis of arrears the date and
 
amount and the disconnection/reconnection procedures.
 

Monitors the timely despatch of disconnection notices and
 
orders to the delinquent customers.
 

o Supervises the maintenance of security deposit records and
monitors, the enhancement, collection of refund of customer's
 
security deposits as required.
 

o Directs activities consequent to all MIS reports on active
 
debtors and delinquents.
 

o 
 Assists Customer Services Officer in implementing recovery

and write-off procedures.
 

o Assists in the preparation of debtor related reports of
 
routine nature or others as 
required.
 

C) Assists in rating, discipline and other personnel matters as
 
they apply to the employees under his section.
 

o 
 Observes safety regulations and ensures 
their compliance.
 

o Undertake other responsibilities as assigned.
 

DESIRED QUALIFICATIOPS:
 

a. 	 Education:
 

Intermediate certificate holder or by promotion from a lower
 
position with at least 10 years experience.
 

b. 	 Prior Work Experience:
 

12 years' prior related experience.
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c. 	 Abilities and Skills/Knowledge: 

- Strong communication skills in both written and spoken

English and Urdu.
 

Knowledge of customer Accounting applications and 
techniques. 

Deal 	 effectively with people, both customers and 
employees. 

Possess supervisory skills to deal with complex
problems aind develop practical solutions. 
Able to react in a reasonable manner to a wide range 

of stressful situations. 

POSITION ELEMENTS: 

F. 	 Supervision Received: 

Reports directly to Commercial Superintendent. 

b. 	 Available Guidelines: 

Guidelines are available from 	WAPDA manuals, policies.
procedures and other documents issued from 	 time to time. 

c. 	 Exercise of Judgment: 

Must. be able to analyse complex problems resulting in 
proposals and their implementation. 

d. 	 Nature. Level. and Purpose of Contacts: 

Contacts with WAPDA personnel as necessary in the execution 
of responsibilities. 

e. 	 Supe rvision Exercised: 

Supervises the work of his staff, plans their work load and
 
assignments, provides assistance when dealing with complex

adminiistrative problems, evaluates performance and ensures 
that their work is carried out in compliance with plans.
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POSITIOUI TITLE: Senior Clerk
 

(Level-I Division)
 

GRADE: 	 BPS-7
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Senior Clerk is responsible to the Commercial Superintendent
 
or respective Section Supervisor Clerical Services in the
 
collection and maintenance of statistics and customer data as
 
needed for the billing, debtors, customer services, or other
 
general duties.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

Within the limits of approved Customer Services policies and as
 
directed by his supervisors:
 

o Maintains data regarding billing, debtors, new connections,
 
DCOIRCO/"MCO etc., within Customer Services Office.
 

o 	 Assists in the preparation and maintenance of records and
 
regieters as assigned by the supervigor.
 

o 	 Participates in collection of data regarding transformer load 
management programs, load forecasting and system expansion 
and improvement studies. 

o Performs other duties as assigned. 

DESIRED QUALIFICATION: 

a. 	 Education: 

At least Matriculation from a recognized institution.
 

b. 	 Prior Work Experience:
 

Minimum of 8-10 years experience in major functional areas of
 
Customer Services or related offices. 

c. 	 Language Proficiency: 

Proficient in written and spoken Urdu. 
Working knowledge of
 
English language. 

d. 	 Knowledge of Specific Areas:
 

Technical knowledge of the distribution system and the 
associated inventory and costing.
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e. Abilitie. and Skills:
 

Reasonable communication skills in both written and 
oral forms. 

Technical ability to implement instructions from
 
supervisory staff. 

POSITION ELEMENTS:
 

a. Su v_yson Received: 

Under general div'ection of the Section Supervisor, follows 
approved policies, criteria and standards established.
 

b. Amall~ h OnGludlglwinn 

Receives guidance from Commercial Superintendent or Section 
Supervisors on policies, procedures and criteria. Has 
approved electrical standards, engineering rules and safety

codes. 

c. Exercise of Judgment: 

Jud'gment and professional 
of his duties. 

integrity is required in discharge 

d. Authority to Make Commitments: 

Does not have authority to make corrmitments. 

e. Nature, Level, and Purpose of Contacts: 

Frequent contact with technical and non-technical field and
 
operating staff to exchange Job related matters.
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POSITION TITLE: Junior Clerk 
(Level-I Division)
 

GRADE: 	 BPS-5 

BASIC FUNCTIONAL DESCRIPTION: 

The Junior Clerk is responsible to the Commercial Superintendent
or respective Section Supervisor for maintenance of correspondence
files and keeping record of activities pertaining to the different 
subsections of Customer Services Office. 

MAJOR DUTIES AND RESONSIBILITIES: 

o 	 Maintains files on correspondence between the CSO and his
 
lower and upper formations.
 

0 	 Haintains record of reports made 	 by the CSO subsections on 
the activities assigned.
 

o Maintains record of leave, awards, punishments.

recommendations and the staff performance evaluation reports. 

o 
 Keeps track of the correspondence and puts up the same 
to the

Section Supervisor for his review and action. 

0 	 Performs other duties as assigned. 

DESIRED QUALIFICATION: 

a. 	 Education: 

At least Matriculation from a recognized institution. 

b. 	 Prior Work Experience: 

3 years experience in Customer Services or related offices. 

c. 	 Laijag_ Proficiency: 

Reasonable fluency in written and spoken Urdu. Job related 
working knowledge of English language. 

i. 	 Knowledge of Specific Areas: 

Good 	knowledge of record keeping.
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e. Abilities and Skills:
 

- Ability to organize records. 

- Must be able to link correspondence and related
 
references.
 

POSITION ELEMEITS: 

a. Suvervision Received 

Receives direct supervision from the 
Superintendent or Section Supervisor. 

Conmercial 

c. Exerise of Judgment: 

Judgment on the basis of the reports and correspondence
received to sort out priority matters for the perusal of
Comnercial Superintendent or Section Supervisor. 
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POSITIU TITLE: Bill Distributor
 
(Level-I Division)
 

GRADE: "BPS-3 

BASIC RUNCTIONAL DESCRIPTION:
 

The Bill Distributor is responsible to the Supervisor Billing
Control Eor the distribution of bills at the customers premises in
the area assigned to him. 

MAJOR DUTIES AND RESPONSIBILITIES: 

o: 	 Distributes bills at customers premises in the 
area 	assigned

by the Supervisor. 

o 	 Maintains the bill delivery book for the bills assigned to 
him. 

o Cocrdinates with Bill Despatch Clerk in respect of stamping
and separation of bills. 

o 	 Observes safety regulations and ensure their compliance. 

o 	 Unclertakes other responsibilities assigned to him. 

DESIRED QUALIFICATION: 

a. 	 Education:
 

At least. Matriculation 
 from 	a recognized institution. 

b. 	 Prior Work Experience: 

2 years experience in Power Distribution Offices. 

c. 	 Language Proficiency: 

Reasonal-le fluency in written and spoken Urdu. Job relatedworking knowledge of English language. 

d. 	 Knowledge of Specific Areas: 

General knowledge of the area covered by the Division" sub-
Division. 

e. 	 Abilities and Skills: 

Must be polite and patient when dealing with the 
customers. 
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POSITION ELEMENTS: 

Supervision Received: 

Direct supervision is received from the Supervisor Billing

Control.
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POSITION TITLE Sub-Division Officer (Level I & II Divisions)
 

GRADE BPS 17
 

BASIC FUNCTIONAL DESQRIPTION
 

The Sub-Division Officer is responsible to the Divisional Engineer
for supervising the customer services, service connections,
maintenance and operation of the distribution system in the Sub-Division with functional guidance given by the Division staff. 

MAJOR DUTIES AND RESPONSIBILITIES 

o) 	 Supervises all Sub-Division personnel involved in scheduling,

and coordinating of engineering activities pertaining to thecustomer connection, maintenance, and operation of Sub-
Division customer related facilities. 

, 	 Directs the customer service personnel engaged in meter
reeding, debtor control, customer complaints, bill
distribution, and the customers' request for service.
 

o 	 Directs the program of energy surveillance within the Sub-

Division and takes corrective action as necessary.
 

o 	 Directs the plans and procedures governing the prompt,

restoration 
of service to customers. 

Participates end assists in personnel and accounting
functions to the extent required by the remoteness of thelocation of the Sub-Division to ensure its efficient 
operation.
 

o 	 Ensures cooperation and coordination of activities among Sub-
Division employees 
 to enhance efficient operation of WAPDA. 

o 	 Works closely with Divisional Engineer to establish programs
and plans for the improvement and expansion of theDistribution system and implements those that are approved. 

o Assists in the preparation of the capital and operating 
budgets. 

o 	 Assures that provisions of the Union Agreement are followed 
by bcth labor and management. 

o 	 Prepares performance evaluations and recommends salary
changes, promotions, demotions, transfers, discipline, leave
of absence, hiring and release of persons supervised and approves these documents and actions for the next lower level 
of management. 
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o Responsible for the administratiop of the WAPDA Safety
Program and the enforcement of safety policies and practices. 

Reads meters of industrial customers with demands above 70KW 
up to 50(QKW. 

DESIRED QUALIFICATIONS 

a. 	 Education
 

Bachelor.'s degree in Electrical Engineering. 

b. 	 Prior Work Experience 

A min imum of 3 years' experience in a Power System Technical
 
area. 

c. 	 Language Proficiency 

Must be fluent in written and spoken English and Urdu. 

d. 	 Knowledge of Specific Areas 

- Knowledge of management principles and supervisory
skills. Requires an understanding of customer
 
accounting, marketing and customer relations. 

- Knowledge of the methods used to motivate employees. 

e. 	 Abilities and Skills 

- Ability to understand and evaluate recommendaticns 
by customer service and engineering personnel. 

made 

- Ability to interpret policies and procedures. 

- Ability to make oral presentations before large groups. 

- Ability to write clear concise reports. 

- Ability to react rationally and calmly to stressful 
situations. 

POSITION- ELEENTS 
a. 	 Guvyisiorn Received 

Reports directly to the Divisional Engineer and receives 
functional guidance from 	 the Division staff. 
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b. Available Guidelines
 

lins available pertinent policies and procedures approved bythe Authority .and is expected to ensure implementation. 

c. 	 Exercise of Judgment 

Required to exercise sound Judgment and arrive at correctdecisions based on policies and procedures approved by the 
Authority. 

d. 	 Authori tv to Hake Commitments 

Makes comritments based on the agreed policies and proceduresand withi,. the limits of established financial powers. 

Nature.e. 	 E, Level and Purpose of Contacts 

Regular contacts with Division Supervisors, village leadersand the general public as necessary to ensure timely and 
accurate information. 

f. 	 Su!pervision Exercised 

Directly supervises all Sub-Division Supervisors. 
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POSITIO, TITLE: Supervisor - Meter Reading
 

(Level-I Sub-Division)
 

GRAL: 	 BPS-12
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Supervisor Meter Reading is responsib.e to the S.D.C). for
 
meter reading and line losses of all feeders and performs
responsible and difficult duties which require independent
analysis. moderately extensive Judgment and detailed knowledge of 
WAPDA and/or metei, reading work procedures. Includes frequent
contact with other sections and departments, some external 
contacts with customers and the general public. Supervises,
 
coordinates and directs the work of others. 

MAJOR DUTIES AND RESPONSIBILITIES: 

o 	 Supervises. coordinates and directs the meter reading staff. 

o 	 Maintains records and files on the meter reading and reports 
in accordance with the laid down procedures.
 

o 	 Supervises the reading of kilowatt-hour meters in accordance 
with 	daily schedules.
 

o:1 	Carries out field cnec]ing duties as prescribed in the laid
 
down 	 procedures. 

o 	 Reviews reports, data and information as it relates to the 
meter reading, and checking their accuracy. 

o Ensures follow up on meter reading exceptions and timely
 
return of meter reading lists and meter reading error lists 
to the Computer Supervisor. 

o 	 Responsible for minimizing losses of all feeders in the Sub-
Divi ion. 

0 	 Refers for investigation, observed unauthorized use of
 
energy, broken or damaged meters arid seals, abnormal
 
consumption and questionable tariff violations.
 

o Assists S.D.O. in changes of existing meter reading routes as
 
appropriate.
 

o 	 Makes recommendations on rating, discipline and other 
personnel matters as they apply to the employees under his 
supervision.
 

o 	 Obser-es safety regulations and ensures their compliance. 

0 	 Undertakes other responsibilities as assigned. 
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DESIRED QUALIFICATIONS:
 

a. Education: 

Intermediate preferably Degree holder or by promotion from a 
lower position. 

b. Prior Work Experience: 

Minimum 121 years experience required of similar nature. 

c. Abilities and Skills/Knowledge: 

-	 Strong communication skills both writtenin 	 and spoken
English and Urdu. 

- Basic technical knowledge of Electrical 
Engineering. 

-	 Deal effectively with people both customers and 
employees. 

-	 Possess supervisory skills to deal with complex
problems and develop practical solutions. 

-	 Able to react in a reasonable manner to a wide 
 range

of stressful situations. 

POSITION ELEHENTS: 

a. 	 Supervisioi-i Received: 

Reports directly to S.D.O. 

b. 	 Available Guidelines: 

Guidelines are available from manuals,WAPDA 	 policies.
procedures and other documents issued from time to time. 

c. x__ercise of Judgment: 

Must. 	 be able to analyse complex problems resulting in
proposals and their implementation. 

d. 	 Authority to Make Commitments: 

Nii. 

e. 
 Nature, Level, andPurpose of Contacts:
 

Contacts with WAPDA personnel as necessary in the execution
 
of responsibilities.
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f Supervision Exercised: 

Supervises the work of his staff, plans their work load and
assignments, provides assistance when dealing with complex
administrative problems, evaluates performance and ensures 
that their work is carried out in compliance with plans.
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POSITION TITLE: LS-II -
Meter Reading
 

(Level-I Sub-Division) 

GRADE: 	 BPS-11
 

BASIC FUNCTIONAL DESCRIPTION: 

The LS-II Meter Reading is responsible to the Supervisor Meter

Reading for meter reading and line loss of group of feeders

assigned and follow up duties which require analysis, Judgment and
detailed knowledge of WAPDA and/or meter reading work procedures.
Includes frequent contact with customers and the general public.
Supervises, coordinates and directs the work of Meter Readers
 
under him.
 

MAJOR DUTIES AND RESPONSIBILITIES: 

Supervises. coordinates and directs the meter reading staff 
in the group of feeders assigned to him.
 

o 	 Maintains records and files on the meter reading and reports
in accordance with the laid down procedures. 

o Supervises the reading of kilowatt-hour meters in accordance
 
with daily schedules prepared by Supervisor Meter Reading.
 

o Carries out field checking duties as prescribed in the laid
 
down 	 procedures. 

o 
 Prepares reports, data and information as it relates to the
 
meter reading, and checking their accuracy. 

o Ensures follow up on meter reading exceptions and timely

submission of meter reading lists and meter reading 
error
 
lists to the Supervisor Meter Reading.
 

o 	 Refers for investigation, observed unauthorized use of
 
energy. broken or damaged meters and seals, abnormal 
consumption and questionable tariff violations. 

o 	 Assists Supervisor Meter Reading in changes of existing meter 
reading routes as appropriate. 

o 	 Makes recojmiendations on rating, discipline and o.ther 
personnel matters as they apply to the employees under his 
supervision. 

o 	 Observes safety regulations and ensures their compliance. 

o 	 Undertakes other responsibilities as assigned. 
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DESIRED QUALIFICATIONS:
 

Intermediate Diploma holder or by promoti6n from a lower
 
position.
 

b. 	 Prior Work Experience:
 

Minimum 10 years experience required of similar nature. 

c. 	 Abilities and Skills/Knowledge: 

- Corirrunication skills in both written and spoken 
Ene.ish and Urdu. 

- Basic technical knowledge of Electrical 
Engineering. 

- Deal effectively with people both customers and 
employees. 

- Possess supervisory skills to deal with. 

POSITION ELEMENTS: 

a. 	 Supervision Received:
 

Reports directly to Supervisor - Meter Reading. 

b. 	 Available Guidelines:
 

Guidelines are available from WAPDA manuals, policies,

procedures and other documents issued from time to time.
 

c. 	 Exercise of Judgment: 

Must be able to analyse complex problems resulting in 
proposals and their implementation. 

di. 	 Aut, hortv, to Make Commitments: 

N i i. 

e. 	 Nature. Level, and Purpose of Contacts:
 

Contacts with WAPDA personnel as necessary in the execution 
of responsibilities.
 

Page-65
 



f. Supervision Exercised: 

Supervises the work of his staff, plans their work load and
assignments, provides assistance when dealing with complex
administrative problems, evaluates performance and ensures
that their work is carried out in compliance with plans. 
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POSITIO, TITLE: Meter Reader
 
(Level-I Sub-Division)
 

GRADE : BPS-5
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Meter Reader is responsible to the Supervisor Meter

Reading/LS-II Meter Reading for recording of meter reading upto

70KW at customers premises.
 

MAJOR DUTIES AND RESPONSIBILITIES: 

o 	 Records meter reading of all customers upto 70KW on meter 
reading sheets allotted to him.
 

o 
 Records meter reading on meter reading card at customers 
premises. 

o 	 Maintains records on meter reading and reports in accordance 
with 	laid down procedures.
 

o 	 Observes unauthorized use of energy, broken or damaged meters 
and seals, abnormal consumption and questionable tariff 
iC1iolations.
 

C) Assists in allocation of customer reference No., 
 and changes 

of existing meter reading routes. 

Q 	 Observes safety regulations and ensure their compliance. 

o 	 Undertakes other responsibilities assigned to him. 

DLE D__.J[9 IICATION : 

a. 	 ErJ%ati on 

At least Matriculation from a recognized institution.
 

b. 	 Prior Work Experience: 

3 years in Power Distribution Offices. 

c. 	 Language Proficiency: 

Reasonable fluency in written and spoken Urdu. Job related 
working knowledge of English language.
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d. Knowledge of Specific Areas: 

General knowledge of the area covered by the Division/ sub-

Division.
 

e. 	 Abilities and Skills:
 

-	 Must be polite and patient when dealing with the 
customers. 

POSITION ELEMENTS: 

Servision Received
 

Direct supervision is received from the Supervisor Billing
 
Control.
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POSITION TITLE Supervisor Service Connections
 

(Level I Sub Divisions)
 

GRADE 	 BPS-12/16
 

BASIC POSITION DESCRIPTION
 

The Supervisor Service Connections is responsible to the Sub
 
Divisional Officer to whom he is assigned. 
He has responsibility

for the coordination, and assistance and supervision of the work
 
involved in the sanctioning and installation of the overhead and
 
underground new service connections along with the and associated
 
equipment.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Plans new service connections of Domestic and commercial
 
categories (general connections) of upto 15 KW load for
 
approval by the SDO.
 

o 	 Prepares data and proposes plan of service for the new
 
service connection (above 15 KW of general load) for review
 
and approval by the competent authorities.
 

o Arranges material and supervises the construction of customer
 
service for new connections and augmentation of existing
 
load.
 

o 	 Supervises the installation of transformers, line voltage 
regulators, capacitor banks, fuses, switches, reclosers,
sectionalizers. arresters and other distribution system
equipme~it.
 

o 	 Makes recommendation on changes pertaining to improvement of
 
distribution lines.
 

o 
 Assists in directing various phases of contracted work such
 
as overhead and underground line construction, tree trimming,

right-of-way clearing, structure painting and foundations
 
etc. and supervises the same as required.
 

Ensures cooperation and coordination of activities among

employees to enhance efficient operation of activities.
 

o 	 Ensures that provisions of the Union Agreement are followed. 

o 	 Assists in the administration of the WAPDA Safety Program and 
the enforcement of safety policies and practices. 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

3 years Diploma in Electrical Engineering.
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b. Prior Work Experience 

Minimum of 8 to 10 years experience in a major functional 
area of distribution work. 

c. Language Proficiency 

Must be reasonably fluent in written and spoken English and 

Urdu. 

d. 	 Knowledge of Specific Areas
 

Technical knowledge of the distribution and utilization of 
electric energy and the equipment. 

e. 	 Abilities and Skills 

- Strong written and oral communication skills. 

- Technical knowledge of construction standards, 
maintenance techniques and equipment operation. 

POSITION ELEIIENTS 

a. 	 Supervision Received 

Under direction of the Sub Divisional Officer follows
approved policies, criteria and established standards. 

b. 	 Available Guidelines 

Avail able construction and operation procedures, standards 
schedules, service rules and safety codes. 

c. 	 Exercise of Judgment 

Terhnical Judgment, discretion and professional integrity is 
required to supervise work and assign personnel. 

d. 	 Authority to Hake Commitments 

Has authority to make commitment on approved policies and 

procedures.
 

e. 	 Nature, Level and Purpose of Contact 

Ccntact with technical management at Sub Division/Division
level and with field personnel to exchange views on job
relarted matters. 

f. 	 ,upervision Exercised 

Direct supervision of assigned personnel and line staff. 
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POSITION TITLE: 
 Senior Clerk (Service) (Level I Divisions)
 

RALR_ 	 BPS-7DE: 

BASIC POSITION DESCRIPTION: 

The Senior Clerk is responsible to the Supervisor Service
 
Connections for processing and record keeping of the matters
 
related to customer new service connections and enhancement of
 
load applications.
 

MAJOR )ITIES AND RESPONSIBILITIES: 

o 	 Receives new connections and enhancement of load applications
from the new and existing customers and makes sure that the
applications are complete with all the documentsrequired and 
enters the same in the register. 

o 	 Forwards the applications to the Supervisor Service
 
Connections for preparation of the feasibility report.
 

o 	 Prepares the Demand Notice documents for the signature of SDO 
upto 15 KW of general load and forwards the same to the 
customer.
 

o 	 Prepares forwarding memo for the SDO's signatures, sending
the applications to Divisional Engineer for loads above 15 KW 
of general connection. 

o 	 Forwards new connections application to the Supervisor
Service Connections for verification of Test Report after 
obtaining the same from the customer. 

o 	 Puts up completed cases of new service or enhancement of load 
applicaticns for final approval by the SDO. 

o 	 Hands over all approved connection cases to the Supervisor
Service Connections for installation according to the 
priority allotted. 

o 	 Maintains the record of all new connections or enhancement of 
load cases installed or forwarded to higher formations for
approval etc. and makes the record available as and when 
required. 

o 	 Keep s liaison with the customers in connection with their 
applications for service connections. 

o 	 Performs all other duties as assigned. 
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DESIRED QUALIFICATION:
 

At, least Matriculation from a recognized institution. 

b. 	 Prior Work Experience:
 

5 years experience in Distribution related functions.
 

c. 	 LaLnguage Proficiency: 

Reasonable fluency in written and spoken Urdu. Working
knowledge of English language. 

d. 	 Knowledge of Specific Areas: 

- Hust have knowledge of commercial procedure as these 
relate to new ser'-rice connections. 

- Knowledge of power distribution terms and equipment 

nomenclature. 

e. 	 Abilities and Skills: 

Must have ability to deal with the custojrm rs. 

Must be polite but firm in public dealings. 

Must know typing and drafting. 

POSITION ELEMENT: 

a. 	 Supervision Received: 

Works under the direct supervision of Supervisor Service 
Connections and the SDO. 

b. 	 Available Guidelines:
 

Has available commercial procedures and approved rules
 
and regulations to guide him in his work. 

c. 	 Authority to Hake Commitment,: 

Has limited authority to make coimmitments under the rules and 
regulations pertaining to the grant of new service 
connections. 
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POSITION TITLE Supervisor DCO/RCO (Level I Divisions)
 

GRADE 	 BPS-12/11 

BASIC POSITION DESCRIPTION 

The Supervisor DCO/RCO is responsible to the Sub Divisional 
Officer to whom he is assigned. He has responsibility for the
 
coordination and supervision of the work involved in the 
disconnection, reconnection, meter change and equipment removal 
activities related to customer electric service as per directions 
received from the Customer Service Officer. 

MAJOR DUTIES AND RESPONSIBILITIES 

o, 	 Directs arid supervises the disconnection and reconnection of 
service in coordination with the customer service section of 
the sub-Division. 

o 	 Directs and supervises the implementation of Meter Change 
Orders and Equipment Removal Orders related to relevant. 
customers in accordance with the information received from 
the Division Customer Service Section. 

Maintains record and submits return of implemented and/or 
pending DCO,'RCC and MCCiEROs to SDO and the Customer Services 
Officer.
 

Ensures cooperation and coordination of activities among 

employees to enhance efficient operation of activities. 

oI 	 En-ures that provisions of the Union Agreement are followed. 

o 	 Assists in the administration of the WAPDA Safety Program and 
the enforcement. of safety policies and practices. 

DESIRED QUALIFICATIONS 

a. 	 Educat, ion 

3 years Diploma in Electrical Engineering. 

b. _rior Work Experience 

Minimum of 9 to 1C) years experience in a major functional 
area 	of distribution work.
 

c. 	 Language Proficiency 

Reasonably fluent in written and spoken English and Urdu.
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C1. Knowledge of Specific Areas 

Technical knowledge of the distribution 
electric energy and the equipment. 

and utilization of 

e. Abilities and Skills 

- Strong written and oral communication skills. 

- Technical knowledge of construction standards, 
maintenance techniques and equipment operation. 

POSITION ELEMENTS 

a. 	 Supervision Received 

Under direction of the Sub Divisional Officer follows 
approved policies, criteria and established standards.
 

b. 	 Available (-uidelines 

Available construction and operation procedures, standards, 

schedules. service rules and safety codes. 

c. 	 Exercise of Judgment 

Technical Judgment, discretion and professional integrity is 
required to supervise work and assigned personnel. 

d. 	 Authority to Hake Commitments 

Has authority to make comrritment on approves policies and 
procedures. 

e. 	 Nature. Level and Purpose of Contact 

Contact with technical management at Sub Division,/ Division 
level and with field personnel to exchange views on Job 
related matters. 

f. 	 Surervision Exercised 

Direct supervision of assigned personnel and line staff. 

Page-74 



POSITION TITLE 	 Supervisor Preventive Maintenance 

(Level I & II Sub Divisions)
 

BPS-12/16
 

BASIC POSIT!ON DESCRIPTION
 

The Supervisor Preventive Maintenance is responsible to the Sub 
Divisional Officer to whom he is assigned. He has responsibility 
for the coordination and supervision of work involved in the 
routine scheduled maintenance of the overhead and underground 
distribution lines and associated equipment to minimize the
 
recurring faults and ensure the stability of the Distribution
 
System.
 

MAJOR DUTIES AND RESPONSIBILITIES 

o 	 Plins, schedules the Preventive Maintenance of the 
Distribution System lines and equipment on a continuous 
basis. 

o 	 Plans crew formations and assigns work in accordance with
 
approved schedules.
 

o 	 Supervises the maintenance of the primary and secondary 
overhead and underground distribution lines and equipment. 

Supervises the scheduled maintenance of transformers, line 
voltage regulators, capacitor banks, fuses, switches, 
reclosers. sectionlizers, arrestors and other distribution 
system equipment. 

o 	 Ensures maintenance work practices in accordance with the 
WAPDA Distribution Maintenance Procedures Manual. 

'o 	 Makes recommendations on changes pertaining to improvements 
in distribution system. 

CI 	 Ensures cooperation and coordination of activities among 

employees to enhance efficient operation. 

Co 	 Assures that provision of the Union Agreement are followed. 

o -Assists in the administration of the WAPDA Safety Program and 
the enforcement of safety policies and practices. 

DESIRED QUALIFICATIONS 

F. 	 Education 

3 year Diploma in Electrical Engineering. 
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b. Prior Work Experience 

Minimum of 8 to 10 years experience 
area of distribution work. 

in a major functional 

C. Language Proficiency 

Reasonably fluent in written and spoken English and Urdu. 

d. 	 Knowledge of Specific Areas 

Technical knowledge of the distribution and utilization of 
electric energy and the equipment. 

e. 	 AbilitieR and Skills
 

- Strong written and oral communication skills. 

- Technical knowledge of construction standards,
maintenance techniques and equipment operation. 

POSITION ELEMENTS
 

a. 	 .A,pervision Received 

Under direction of the Sub Divisional Officer follows 
approved policies, criteria and established standards.
 

b. 	 Available Guidelines 
Available maintenance and operation procedures, standards,
 
schedules, service and code.rules safety 

c. 	 xE;rcise of Judment 

Technical Judgment, anddiscretion professional integrity is 
required to supervise work and assigned personnel. 

d. 	 Authority to Make CoMmitmient 

Has authority to make commitment on approved policies and 
pr:'cedures. 

e. 	 Nature. Level and Purpose of Contact 

Contact with technical management at Sub Division/ Division
level and with field personnel to exchange views on job
related matters. 

f. 	 Supervision Exercised
 

Direct supervision of assigned personnel and the line staff.
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POSITION TITLE 	 Supervisor Emergency Maintenance
 

(Level I & II Sub Divisions)
 

GRADE 	 BPS-12/16
 

BASIC POSITION DESCRIPTION
 

The Supervisor Emergency Maintenance is responsible to the Sub 
Divisional Officer to whom he is assigned. He has responsibility
for the coordination and supervision of work involved in the 
maintenance and restoration of the overhead and ur erground
distribution lines and associated equipment in cas.e of fault and 
breakdown under normal and extreme weather conditions that may
result into disconnection of supply to the customers. He will 
also 	be responsible for attending the customer no power complaints 
received through the Area Complaint Centers. 

MAJOR DUTIES AND RESPONSIBILITIES 

, 	 Guides and supervises the emergency maintenance work of the 
primary and secondary overhead and underground distribution
 
lines and equipment and supervises the operation of the
 
switches and equipment in case of fault and breakdown. 

ci 	 Supervises and directs the operation of the Complaint Centers 
both 	in rural and urban areas.
 

, 
 Supervises the emergency maintenance of transformers, line
 
voltage regulators, capacitor banks, fuses, switches 
rec lusers, sectionalizers, arresters and other distribution
 
system equipment. 

Q Makes recommendations on changes pertaining to improvements

in distribution lines.
 

o 	 Ensures cooperat.ion and coordination of activities among 
employees to enhance efficient operation of activities. 

Q, 	 Ensures that provision of the Union Agreement are followed. 

o 	 Assists in the administration of the WAPDA Safety Program and 
the enforcement of safety rolicies and practices. 

DESIRED QUALIFICATIONS 

a. 	 Education
 

3 year Diploma in Electrical Engineering. 

b. 	 Prior Work Experience
 

Minimum of 8 to 10 years experience in a major functional 
area of distribution work. 
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c. Lanrguage Proficiency 

Reasonably fluent in written and spoken English and Urdu. 

d. Knowledge of Specific Areas 

Technical knowledge 
electric energy and 

of the distribution 
the equipment. 

and utilization of 

e. Abilities and Skills 

- Strong written and oral communication skills. 

- Technical knowledge of construction standards. 
maintenance techniques and equipment operation. 

POSITION ELEMENTS 

.lder direction of the Sub Divisional Officer follows 

approved policies, criteria and established standards. 

1). 	 Available Guidelines 

Available maintenance and operation procedures, standards, 
schedules. service rules and safety code. 

c. 	 Exercise of Judgment 

Technical judgment, discretion and professional integrity is 
required to supervise work and assigned personnel. 

d. 	 Au thority to Make Comitments 

les authority to make commitment on approved policies and 
procedures. 

e. 	 Nature. Level and Purpose of Contact 

Contact with technical management at the Sub Division/ 
Division level and with field personnel to exchange views on 
job related matters. 

f. 	 Supervision Exercised 

Direct supervision of assigned personnel and the line staff. 
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POSITION TITLE: Complaints Clerk (Level I. II & III
 
Divisions)
 

GRADE: 	 BPS-5
 

BASIC POSITION DESCRIPTION:
 

The Complaints Clerk is responsible to the Supervisor Emergency
 
Maintenance for the operation of the Area Complaint Centre to
 
which he is assigned. His responsibilities include registration
 
of customer -no power" complaints and their prompt communication
 
to the Central Complaint Centre for rectification. He will also
 
be responsible for maintaining uptodate record of all complaints
 
registered with the complaint office.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 	 Operates the Area. Compla.int Centre in shifts as assigned. 

o 	 Receives and registers "no power" complaints reported in
 
person or telephonically by the customers.
 

o 	 Promptly communicates customer "no power" complaints to the 
Central Complaint Centre telephonically or through radio (as 
the case may be) for rectification. 

Maintains updated record of all complaints registered.
 
transmitted for rectification or pending transmittal and
 
hands over the same to his next shift counterpart.
 

o 	 Ensures that the communications facilities available to him 
in the complaints Centre (telephone and/or radio) are always 
in proper working condition. Promptly contacts the relevant
 
maintenance staff in case of trouble in the communications 
equipment.
 

o 	 Takes cognizance of emergent conditions where loss of life 
and/or property is possible due to damaged power lines and/or
equipment and informs the Emergency crews for prompt action 
accordingly.
 

o 	 Performs other related duties as assigned.
 

DESIRED QUALIFICATION:
 

&. 	 Education:
 

Ac. least Matriculation from a recognized institution.
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b. Prior Work Experience:
 

3 years in Power Distribution Offices.
 

c. Language Proficiency: 

Reasonable fluency in 
working knowledge of 

written and spoken 
English language. 

Urdu. Job related 

d. Knowledge of Specific Areas: 

Knowledge of Distribution lines and equipment terms and 
nomenclature. 

General Knowledge of the area covered by the relevant 
'Complaint Centre. 

Familiarity with the operation of two way radio. 

e. 	 Abilities and Skills: 

Must 	 be polite and patient when dealing with the 
customers. 

Must be thorough but concise in recording description 
and nature of reported complaints. 

POSITION ELEMENT:
 

a. 	 Supervision Received: 

Direct, supervision is received from the Supervisor Emergency 
Maintenance. 

b. 	 Judgement to identify the power breakdown complaints where 
priority attendance is necessary to avoid loss of life and 
property.
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- Service 
POSITICJ11 TITLE Line Superintendent-Grade I/II - Maintenance and 

(Level I, II & III Divisions) Operation
 
- DCO,/RCO
 

GRADE 	 BPS-12/11
 

BASIC POSITION DESCRIPTION
 

A Line Superintendent is responsible to the Sub Divisional Officer 
or the Division Service Engineer/M&O Engineer to whom he is 
assigned. lie has responsibility for the coordination and 
supervision of work involved in tlhe consL1.ic:tion and maintenance 
of overhead and underground distribution lines and associated 
e qu i pine n t. 

HAJOR DUTIES AND RESPONSIBILITIES 

( 	 Plans new service connections of Domestic and commercial
 
categories (general connections) of upto 15 KW load for
 
approval by the SDO.
 

o 	 Prepares data and proposes plan of service for the new 
service connection (above 15 KW of general load) for review
 
and approval by the competent authorities. 

o 	 Supervises the construction of customer service for new 
connections and augmentation of existing load. 

o 	 Supervises the maintenance of the primary and secondary
overhead and underground distribution lines and equipment and 
supervises the operation of the switches and equipment. 

o 	 Supervises the disconnection and reconnection of service in 
coordination with the customer service section of the 
Division and sub-Divisions. 

Supervises the installation and maintenance of traneformers,

line 	voltage regulators, capacitor banks, fuses, switches, 
reclosers. sectionalizers, arresters and other distribution
 
syst.em equipment. 

o 	 Makes recommendation on changes pertaining to improvement of 
distribution lines. 

o 	 Assist.s in directing various phases of contracted work such
 
as overhead and underground line construction, tree trimming,
 
right-of-way clearing, and structure painting, etc. and
 
supervises the same as required.
 

o 	 Ensures cooperation and coordination of activities among 
employees to enhance efficient operation of activities. 
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o 	 Ensures that provisions of the Union Agreement are followed. 

o 	 Assists in the administration of the WAPDA Safety Program and 
the 	enforcement of safety policies and practices.
 

DESIRED QUALIFICATIONS
 

a. 	 Education 

3 years Diploma in Electrical Engineering. 

b. 	 Prior Work Experience 

Hinimum of 4 to 5 years experience in a major functional area 
of distribution work. 

c. 	 Language Proficiency. 

Must be reasonably fluent in written and spoken English and 
Urdu. 

cd. Knowledge of Specific Areas 

Technical knowledge of the distribution and utilization of 
electric! energy and the equipment. 

e. 	 Abilities and Skills 

- Strong written and oral communication skills. 

- Technical knowledge of construction standards. 
maintenance techniques and equipment operation. 

POSITION ELEMENTS 

a. 	 Suer'vis ion Received 

Under direction of the Service and Maintenance & Operation 
Engineer he follows approved policies, criteria and
 
established standards. 

b. 	 Available Guidelines 

Ava Ilab le construction and maintenance procedures, standards, 
schedules, service rules and safety codes. 

c. 	 Exercise of Judgment
 

Technical judgment, discretion and professional integrity is 
required to supervise work and assign personnel. 
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c. Authority to Hake Commitments 

Has authority 
procedures. 

to make commitment on approved policies and 

e. Nature, Level and Purpose of Contact 

Contact with technical management at Division level and with 
field personnel to exchange views on Job related matters. 

f. Supervision Exercised 

Direct supervision of Line Superintendent II, 
Assistant Linemen. 

Linemen and 
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POSITION TITLE Line Foreman - Grade I/If (Level I Divisions)
 

(Level II & III Divisions) 

GRADE BPS-12/11 

BASIC POSITION DESCRIPTION 

A Line Foreman is responsible to the Sub Divisional Officer or theDivision Service/&O Engineer to whom he is assigned. He hasresponsibility for the coordination and supervision of work

involved in the construction, maintenance and operation of

overhead and underground distribution lines and associated
 
equipment.
 

MAJOR DUTIES AND RESPONSIBILITIES 

o 	 Supervises the maintenance of the primary and secondary
overhead and underpround distribution lines and equipment and
supervises the operation of the related switches and 
equipment. 

o 	 Supervises the installation and maintenance of transformers,
line 	voltage regulators, capacitor banks, fuses, switches,
reclosers, sectionalizers, arresters and other distribution
 
system equipment. 

o 	 Makes recommendation on changes pertaining to improvement of 
distribution lines. 

0 	 Assists in directing various phases of contracted work sucl.
 as overhead and underground line construction, tree trimming,
right-of-way clearing, and structure painting, etc. and
supervises the same as required. 

o 	 Ensures cooperation and coordination of activities among 
employees to enhance efficient operation of activities. 

o 	 Ensures that provisions of the Union Agreement are followed. 

Assists in the administration of the WAPDA Safety andProgram
the enforcement of safety policies and practices. 

DESIRED QUALIFICATIONS
 

a. 	 Educati an 

3 years Diploma in Electrical Engineering.
 

b. 	 Prior Work Experience 

Minimum of 10 years experience in a major functional area 	of 
distribution work.
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c. Language Proficiency 

Must be fluent in written and spoken 
knowledge of English is desirable. 

Urdu. Some working 

d. Knowledge of Specific Areas 

Technical knowledge of the distribution and utilization of 
electric energy and the equipment. 

e. Abilities and Skills 

- Strong oral and reasonable written communication skills. 

- Technical knowledge of construction standards. 
maintenance techniques and equipment operation. 

PO1.I3TION ELEMENTS 

a. 	 Supervision Rece ived 

Under direction of the Sub Divisional Officer follows 
approved policies, criteria and established standards. 

b. 	 Available Guidelines 

Available construction, maintenance and operation procedures, 

standards, schedules, service rules and safety codes. 

c. 	 Exercise of Judgment 

Technical judgment, discretion and professional integrity is 
required to supervise work and assigned personnel. 

d. 	 &jthoJritv to Make Commitments 

HFaE authority to make commitment on approved policies and 
procedures. 

e. 	 Nature. Level and Purpose of Contact 

Contact with technical management at Sub Division/ Division 
level and with field personnel to exchange views on job 
related matters. 

f. 	 Supervision E-ercised 

Dlrec:t supervision of assigned personnel and line staff. 
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POSITION TITLE Lineman I & II (Level I, II & III Divisions) 

GRADE 	 BPS 7 and 6 

BASIC POSITION DESCRIPTION 

Tile Lineman (I or II) is responsible to Line Suptd or the Line
Foreman to whom he is assigned. The Lineman performs all types of 
line work involved in the installation. maintenance, operation,
removal and inspection of electric distribution facilities. He
will work on electric lines and equipment dead or energized at LT 
voltage, lie will operate dead or energized HT reclosers,

sectionalizers and r'eplace fuses and operate cutouts. 

HAJOR PUTIE"S AND RESPOC'NSIBILITIES 

o 	 Iesponsible to Line Superintendent incharge of work. 

o 	 Perform duties in accordance with WAPDA safety rules. 
ope rating regulations and practices. Report uns.fe conditions 
and practices to the proper authority. 

o 	 11se and care for insula.ted protective equipment such as 
rubber ploves., when working on lines energized up to 450 
vcl]. t s. 

o 	 Train Assistant Linemen. 

o 	 Install or remove three-phase transformers on structures/ 
poles or ground-mounted platforms. 

o 	 Hake proper transformer earthing connections. 

o 	 Identification of line voltages by means of the transformer 
nameplate. 

o Use volt. meters. ammeters and voltage detectors, on equipment
 
where required. 

o 	 Install and maintain street lights and street light systems. 

o 	 Patrol and inspect distribution lines and report conditions 
found. 

o 	 Install and remove three-phase capacitor banks on poles.
Check and remove faulty units. 

Install and remove siingle phase and three phase services. 

o 	 Install. maintain, and switch underground facilities under 
thme supervision of a Line Superintendent. Be able to remove 
underground facilities when required. 
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Utilize proper standard drawings, interpret specifications

and proceed with construction, operation and maintenance work 
with a minimum of supervision. 

o 	 Supervise crew members assigned and display leadership and
juigement. when in charge. 

0 	 Operate line switches: locate and repair faults; re-fuse line 
and trasformer cutouts and change line and transformer 
conection. 

oI 	 Know when and where to install temporary protective earthing
 
on de-energized lines for safety purposes.
 

o 	 Using stmaidards. determine fuse size and L.T. conductor size
 
for t lPansformers of different capacities.
 

o 	 Install and remove when required line regulators, reclosers,

sectionalizers. switches, and other distribution equipment.
 

o 	 Follow pro'per procedure and perform switching as directed on 

distribution lines. 

o) 	 Insta.l.l, replace and connect pad mount transformers. 

o 	 Maii-itain tools. equipment and work areas in a clean and 
orderly condition. 

oI 	 Maintain required personnel and work records. 

o 	 Use Earth Tester and Meggar for earth resistance terting and 
insul.at,ion resistance testing of conductors, insulators and 
underground cables. 

o 	 Install meters and meter equipment. 

o 	 Assist, employees of equal or higher classification. 

o 	 Report. irregularities or abnormal conditions to the properauthority. 

o 	 Direct the loading and unloading of distribution equipment. 

o 	 Direct. the work of the Assistant Lineman in the absence of 
Line Superintendent. 

DESIRED QUALIFICATIONS 

a. 	 Education 

Hatriculation 

Page-87 

http:insul.at


Wb. Pr Ci ___or ~k .- 'Dr, i e.nr e 

Minimum of three years experience as an Assistant Lineman. 

c. 	 Language Proficiency 

Must have the ability to read and write the local language. 

d. 	 Knowledge of Specific Areas 

Comprehensive knowledge of WAPDA construction operation and 
maintenance practices and procedures, and distribution 
facilities is required. 

e. 	 Abilities and Skills
 

- Comunication skills in writing and speaking the local
 
language.
 

- Must know the WAPDA Distribution Standards and 
procedure-. 

- Must have ability to deal with employees, customers, and 
the general public. 

- Must know various distribution circuit connections, 
voltages of lines, phasing and transformer connections 
and switching devices. 

- Must have the ability to interpret field prints,
switching diagrams and know the fundamentals of 
electricity. 

POSITION ELEMENTS 

a. 	 Supervision Received 

Directions are received from Line Superintendent/Line Foreman 
regarding policies, procedures and operations. 

b. 	 Available Guidelines 

Pertinent distribution standards, electricity rules and WAPDA
 

safety code
 

c. 	 Exercise of Judgment
 

Required to e-.ex-cise sound Judgment and arrive at correct 
decisions pertaining to Job duties. 

d. 	 Authority to Make Commitments 

No authority to make commitments. 
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e. Nature Level and Purpose Contacts 

Contacts with associates, supervisors, customers and public
for job related matters. 

f. Supervision EMercised 

In the absence of the Line Superintendent directly supervises 
the Assistant Lineman and has management and supervisory 
responsibility for the assigned task. 
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POSITION TITLE Assistant Lineman (Level I, II & III Divisions) 

MADE BPS 5
 

BASIC FUNCTIONAL DESCRIPTION
 

Assistant Lineman is responsible to the Lineman. He assists,

attends and helps in the installation, rearrangement, maintenance,
operation, removal and inspection of electrical distribution
 
facilities from the ground only.
 

MAJOR DUTIES AND RESPONSIBILITIES 

o) 	 Performs duties in accordance with the WAPDA safety code, 
operating regulations and practices. Reports unsafe
 
conditions and practicer. to prcper authority.
 

o 	 Assists Lineman -I ard Lineman-II in the performance of their 
duties working from the ground only. 

Assists in maintaining vehicles, tools and plants T&P) and

line 	material, and keeps them in proper repair, adjustment 
and clean. 

o 	 Assists and attends Lineman-I and Lineman-II while they are

working on structures/poles through the use of rope. pulley
 
and equipment bag. 

o 	 Performs artificial reepiration and cardio pulmonary

resuscitation (C.P.R.) as specified in WAPDA safety code.
 

e 	 Constructs pulley block lines -single pulley/double pulley. 

o 	 Coils and uncoils ropes. Insures proper care and storage. 

o 	 Ties various rope knots used in line work. 

o 	 Assists in loading, unloading and hauling of structures,/
poles. tools and plant (T&P) and other electrical equipment.
 

o Dig holes for structures, anchors holes, trenches, etc. 

o Assists in installing and replacing structures/poles other
 
electr-ical equipment working from the ground only. 

o 	 Assists in the installation of strut stay or support guy from 
the ground only. 

o 	 Assembles material for and install anchors and guys. 

Q 	 C'ares for and uses various kinds of *personal protective
equipment as specified in WAPDA safety code. 
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o 	 Identifies various lines high tension (H.T), low tension 
(L.T) and street light and how to determine voltage while
 
working on the ground. 

o 	 Assembles material for single and double crossarms while
 
working on the ground. 

o 
 Assists in stringing wire on new construction or on de
energized lines working on the ground only such as pulling

out conductors or maintaining wire stand or wire trailer. 

o 	 Splices sold and stranded conductors using proper splice and 
press. 

o 	 Assembles various kinds of secondary and primary deadend and
strfet light material in preparation for sending aloft by 
means of rope and pulley. 

o 	 Assists in the installation or removal of services from

building side only while "dead".
 

Assists in the installation of underground facilities such as

digging trenches, laying of conduits, pulling of conductors 
and back filling trench. 

o 	 F,-,ot patrols and inspects high tension (H.T) and low tension
(L.T) lines, street lights and maintains records. 

DESIRES QUALIFICATIONS 

a. 	 Education 

[lust 	 be Matriculate. 

b. 	 Prior Work Experience 

N,1o previous line work experience required.
 

C. 	 Knowledge of Specific Areas 

- Mlust have the ability and desire to acquire the 
necessary knowledge and skills to perform the duties and 
responsibilities of Lineman Grade I. 

- rKnowledge of how to test and support suspected defective 
single and two pole structures.
 

d. 	 Abilities and Skills 

- Must have ability to work with employees, customers and 
general public in a courteous and proper manner. 

-	 Must be familiar with tools. 
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'- Must have the ability to work aloft on poles, towers and 
structures (physical and mental fitness).
 

Becomes familiar with distribution tools and equipment
 

and the maintenance of same. 

POSITION ELEMENTS 

a. 	 Surervision Received 

Directions are received from Line Superintendent regarding 
policies, procedures and operations.
 

b. 	 Available Guidelines 

Pertinent distribution standards, electricity rules and WAPDA 
Safety Code 

c. 	 E:xercise of Judgment
 

Required to exercise sound Judgment and arrive at correct 
decisions pertaining to Job duties. 

d. 	 Authority to Make Commitments 

No authority to make commitments. 

e. 	 Nature Level and Purpose Contacts
 

Contacts with associates, supervisors, customers and public
 
for Job related matters.
 

f. 	 Supervision Exercised 

In the absence of the Line Superintendent directly supervises
the Assistant Lineman and has management and supervisory
responsibility for the assigned task. 
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POSITION TITLE: 
 Senior Clerk 
- Personnel
 

GRADE: 
 BPS-7
 

BASIC FUNCTIONAL DESCRIPTION: 

The Senior Clerk is responsible to the Sub Divisional Officer for
processing cases for personnel actions, postings, transfers,
disciplinary cases, and increments. 
Prepares payroll and
 
statement of legal cases.
 

MAJOR DUTIES PNED RESPONSIBILITIES:
 

0 Pre.pares cases 
of fixation of salary, grant of increments,
workmen compensation, pension, welfare grants and
scholarships to the employees children.
 

o 
 Prepares payroll of the Sub Divisional staff.
 

o 
 Prepares cases of posting, transfers and disciplinary action.
 

o Places copies of personnel actions in the relevant personal

files.
 

oI 	 Prepares pay bills and updates of Service Books.
 
o 	 Drafts correspondence regarding establishment cases. 

o) Does 	noting, drafting and referencing for all kinds of
incoming letters regarding establishment, disciplinary and
FIA cases.
 

0 Maintains 
 record of Establishment Section.
 

o 	 Drafts reminders of routine nature for the signature of Sub 
Division Officer.
 

o 	 Any other duty assigned by the Sub Division Officer.
 

DESIRED QUALIFICATION: 

a. 	 ducation 

Direct recru..ment (for 	one th:i.rd of the vacancies):Intermediate in AAs/Science/Ccmnerce or Senior Cambridge with 
"B" grade. 

or 

By promotion as WAPDA rules.per Service 
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b. 	 Prior Work Experience:
 

None for direct hires. Three 
 to five years experience forpromotees depending upon 	 the academic qualifications. 

c. 	 Language Proficiency:
 

Reasonable fluency 
 in spoken and written Urdu and English
languages.
 

d. 	 .KnowlecIe of Specific Areas: 

-	 Knowledge of office routine 

- ,Knowledge of WAPDA Services Rules. 

e. 	 Abilities and Skills:
 

Communication skills. 

POSITION ELEMENTS: 

a. 	 ,uervision Received: 

Direct supervision is received from Sub Division Officer.
 

b. 	 Avai lble Guidelines:
 

WAPDA Service Rules/Procedures 
 and instructions from 	 the Sub 
Division Officer. 

c. 	 Ex-ercise of Judgment: 

None.
 
di. 	 Authority to Make 	Comnitments: 

Sone. 
e. fLaxt 	 re, Level. and Purpose of Contacts:' 

None. 

f. 	 Supervision Exercised 

C?-,uperviees the work Juniorof Clerks. 
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PO3ITIU TITLE: Junior Clerk - Enquiries 

GRAD BPS-5 

BASIC FINCTIONAL DESCRIPTION: 

The Junior Clerk - Enquiries is responsible to the Senior Clerk -
Personnel for maintenance of correspondence files and keeping 
record of activities pertaining to the customer complaints and 
enquiries. 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o 	 Haintr.ins files on correspondence regarding customer
 
cimp~laints and enquiries.
 

o 	 Haintains record of reports regarding customer complaints and 

enquiries and on the activities assigned. 

o 	 Keeps track of the correspondence. 

o 	 Performs other duties as assigned. 

DESIRED QUALIFICATION: 

a. 	 Education: 

- Direct Recruitment 

i. 	 Secondary School Certificate Examination with 'C' 
Grade or equivalent qualification frof a recognized 
University or Board or Junior Cambridge. 

ii. 	A minimum speed of 40 words per minute in typing. 

or
 

By promotion as per service rules
 

b. 	 Prior Work Experience 

None for direct hires. Five years experience in case of 
promo tees. 

c. 	 Language Proficiency 

Reasonable fluency in written and spoken Urdu. Job related 
working knowledge of English language. 
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d. 	 Knowledge of Specific Areas 

Knowledge of office routine and filing. 

POSTOII ELEMENTS: 

a. 	 Supervision Received: 

Receives direct supervision from the Senior Clerk -
Personnel. 

c. 	 Exercise of Judgment: 

Nil. 
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POSITIC-Il TITLE 	 Junior Clerk - Recordkeeper 

(Level-I Division)
 

;RALE BP 5
 

BAS I C F1.11CTICHONAL DESCRIPTION
 

Junior. Clerk - Recordkeeper is responsible to 'Senior Clerk
 
Personnel for rnaintaining personnel subject files and personal

file- and putting up the docurnents/files with the incoming mail
 
for further action. Looks after, the movement of the files.
 

HAJOR [UTI E:, AND REPOIISIBI[ITIES 

o 	 H,intains persa=onal files and subject personnel files for the 

D[ivision. 

o 	 Retrieves files as and when required by the Divisional staff. 

o 	 Rec.eiv'es incoming mail/'correspondence/documents and puts up

with relevant file to the concerned officials for further
 
a,:, t i - n.
 

o 	 Haintains file movement register and notes movement of ,ll 
files.
 

"I 	 Haintains all the files in his safe custody. 

1Re places and repairs old file cover and sets its binding. 

o 	 Any c,ther duty assigned by the superiors. 

DESIRED QUA LIFI C:ATI ONS 

a. 	 Ed catL ion 

- Direct. Recruitment 

i. Secclndary School (,ertificate Examination with C" 
rt,.le or equivalent qualification from a recognized 

University or Board or Junior Cambridge. 

ii. A minimum speed of 40 words per minute in typing. 

o r 

-	 By promotion as per service rules 

1. 	 Prior Wo r: Ex.perience 

None for direct. hires. Five years experience in case of 
prome tees. 
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c. L,_-T.g4r/Pro 1icienc 

Reasonable 
language 

fluency in spoken and written 
C a read Engilish language. 

and spokeni Urdu 

d. Knowledgeof  :'pecificAreas 

Ii(:,wlC,,:e cF offic-.e routire and filing. 

POS I TT[OI ELEHE[ITS 

o- a : 	_ _rk"is i n 5Re&_rAv erJ 

SuPervision is received fiom 	 the Senior Clerk Personnel. 

b. 	 AvaiableGuidelines 

Verbal instyr-1*7tions: from the superiors. 

Ee rcise of e rudgrfrt, 

,:I 	 AtoullytjtJ t.,:, CommitmentsMake 

Pone. 

e. atl,true. Level and Purpose of Contacts 

lone. 

f. 	 Supervision Received 

None. 
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