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FOREWORD

This Modei NDiviston Reorpanization Plarn was developed and produced by
WAPDA Personnel and the Component I Consultants of the EBASCO/AEPES/ITECO
Jolnt  Venture under the WAPDA/USAID Rural Flectrification Project
No. 391-0473. The basic objective 13 to create two model prags-roots
Centers of Excellence in which all baslc power distributlon activities
can be  tested and  perfected and eventually applied throughout the WAPDA

system.

This plan {3 a continuatisn of the TInstitutional Improvement Plan which
was approved by the Authority on September 1, 1986. 1In thls plan certaln
shortcomings were brought forward In the WAPDA organizational structure,
one of which was In the present Division Organtzation. 1In the program it
was recommended that two Madel Divislons be created on  an exper{mental
basls to plan an organization equipped and stafted to meet the Increasing
demand for electric power in a  forward moving soclety. Detalls of
Individual activities which have been completed In support of this plan
have been excluded In an effort to keep the text of the document brief
and to concentrate on the key lssues and decislons which have yet to be

made.

Special recognttion must be the extended to the Chief Fnglneer Gujranwala
AEB, the SE of Shetkhupura Cirele, the XEN's and the SDO's of the Muridke

and Shelkhupura divistons and the many staff personnel and officers of
the WAPDA orpanization for thelr unselfish and cooperative attltude In

this endeavour,
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2.0

INTRODUCTION

The objective of the Power Distribution Plan 1s to {mprove the

effectivencss of the WADPDA Distributlion Organization. To
accomplish this 1t ] propnsed to introduce a different
organizational concept and tn  strengthen the role of management.
It is therofara racommeanded  that the preesnt  organization he
changed and that a more effective supervisory structure he

introduced.

A reortanization nf the Power Distributinn Headguarters was
outlined 1In the Institntional Improvement Plan and has boon
approved by UWAPDA, The program also i{ncluded the reorzanization nf
the Areca Electri~ity Boards, Clrcles and Divisions. However before

reorganizlneg the AEB's and Circles the program recommended that the
reorzanizat ion of some divistons be Initiated on an experimental
basis to form a wnriking model for other divisions., The present
divistonal arzanizatian has heen studied and as a rasult [t 1s now

recommend-~d  thar  changes  he Introduced {n the manajement structure
so that the number of customers that can be effleciently managed (In
a divistor can he (ncroased., The direct result of this will

curtail rhe ne~d for additi{onal divisions and thus have an effect
in reduncing the cost of operations.

The American Electric Power Company 1s a utility like WAPDA that
generates,  transmlbs and distributes power to roaldentinl,
commercial, aecriculturrl and iIndustrial customera. Over the years
they have :developed an  orzanization that has proven to be very

successful. This utilitvy has bheen chosen tn be the model which
will form rhe framework for the implementation of a reorzanization
of WAPDA's  isc tthution  avstem. The selection of AEP was not

nntque since theve ata aanv major modern electric wutilities 1o the
USA which .are orzanized along simllar lines.

However there are differences bhetween the conditlons under which
American Electric Power and WAPDA operate. The neced for extensive
mechanizatlon and the reduction of manpower which {s so imperative
in AEP is not 2t this time a necessity 1in Pakistan nor 1is it
advisable. Certainly mnore mechanization than exists now is needed
so that ~dequate =ervice reliability can be provided and the
manpower marn nffoctivelr utilized. It is therefore proposed that
a modest {Increass {n mechanizat{on and a more modern management
structure he provided to reduce the rate of increase of the number
of divisions and personnnl as the number of customers Increase.

REASOMS FO™ REQRGANIZING

As a resialt of the stndles that were carried out in two divisions
and discussions held with responsible WAPDA personnel it wasg
ascertalned thar srvaral problem areas evist In the present
organizational structure nf the divisions,

Problem areas:

- Inadeqnate safety program
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- Ihsufficient training

- Less than desirable information and reporting
- I11 defined duties and responsibilities

- Inadequate communications

- No computers

- Insuf ficient vehicular transportation

- No structured maintenance program

- lligh level of theft and other administrative losses of enerzy

- Excesslve technical energy losses

- Too restrictive administrative and financial authorizing powers
- Proliferation of offices and personnel
- Less than desireable accommodation.

These problems undoubtedly could be remedied by changing the manner
in which the present divisional organizations operate, by
supplementing and adding some functions, by purchasing commodities,
and by Increasing the administrative and financial authority of the

Executive Englneers.

Thera are, however, gsome problems that cannot be so readily
overcome in the present divisional organizational structure. These

are:
- Centralized management structure,

- The Sub-Division Officer 13 the only senlor supervisor in the
sub-division and must manage and make the decisions on the
administrative, customer services, technical and operating
functions within the area. One officer cannot adequately give
the necessary attentlion to all these activities.

- There are a number of {mportant distribution functions that
are not performed adequately. Safety has not had a high
priority, the administrative and flnancial duties are under
low level employees and do not receive proper attention or
support, the planning 13 not fully engineered and the other
technical functions lack engineering direction.

- The customer service function does not properly serve the
customers.

- The public 1image of WAPDA as a service organization 1s less
than acceptable.
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To rectify these limitatlons senilor supervisors and englneers must
be added to the organization and it 1s more approprlate to add them
to a central divisional organization than te each sub-division.

In this context 1t was gratifying to observe the number of
dedicated, hardworking, qualified supervisors intent on improving
the organization and the working environment.

Proposed I'lan of Actlon and AEP as a Model

The American FElectric Power divisional organization has solved
these prohlems by creating a division that can support the required
supervisory and engineering staff for the divisions. This
organizational structure has been chosen as the model for WAPDA.

Two divisfons of WAPDA were selected to determine how the ganeral
structure of the American utility could best be adapted to the
conditions {n Pakistan. The divislions of Muridke and Sheikhupura
of the Gnjranwala Area Electriclty Board were selected and Lt is
recommended that they be gtructured along the lines of those in
American FElectvic Power. The two divisions provide a cross section
of rural, urban aud industrial areas with residential, commercial,
lndustrial and tubewell customers as well ag belng located close to
the WAPDA-USALD Power Distribution headquarters which . will
facilitate monitoring. Any problems that arise during the
reorginization of these two divisions can be rectified so that an
ideal divisional structure for WAPDA s developed that can then be
Introduced to the remalning divisions.

The Benefits to be gailned from Reorganlzation:

- Introduction of an automated management reporting information
system which will permit rapid and rellable analysis of data
from other computerized sources.

- Better control of non-technical losses by computer generated
customer data.

- Reduction of theft and other administrative energy losses
through surveillance and improved procedures..

- Reducttion of the technical losses through improved engineering.

- Reduction {in the number of outages, thereby increasing the
revenues and reducing the number of complaints.

- Improvement in the cash flow by decreasing the billing turn
around time.

- Improvement of management by upgrading the staff.



- Introduction of an administrative function to relieve the
Division Manager of routine tasks.

- Introduction of an engineering planning function, thereby
improving the quality of maintenance and operation.

- Upgrading of the distribution system through better
construction and maintenance procedures.,

- Increrase the revenues by more rapid response to service
requests. -

- Improvement of the effective use of energy through customer
contacts.
- Increased the productivity by deploying the fleld staff more

efficiently, utilizing addltional vehlcles and tsuls and the
introduction of radio communicat!ons. ;

- Improvement of accommodations.
- Improvement of the human resources through training.
- Improvement of position descriptions to assist in determining

accountability more accurately.

- Reduction of the frequency and severity of accidents through
the implementatlon of a Safety Pregram.

- Improvement of WAPDA's image.

- Reduction 1in the number of divisions to be created over the
next five years from about 124 to 43. Furthermore, the number
of sub-divisions will decrease from the present 566 to an
estimated 410 over the same period. This is a decrease of 722
sub-divisions that would have resulted using c¢he present
yardstick. These decreases are the result of sanctioning a
greater number of customers to be managed per division by
using the proposed reorganization concept, thereby decreasing
the rate of bifurcation of divisions and sub-divisions.
According to management reports and the expected increase 1in
additlonal customers this will result in a saving of Rsg.1160
million during this period not including such indirect savings
as reductions in theft and technical energy losses.

These benefits will strengthen the organization, improve WAPDA's
image and give a boost to employee morale. Moreover, they are cost
“effective albeit most of them are difficult to quantify in terms of

monetary benefits.



3.0 PRESENT DIVISION ORGANIZATION
I
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The divislons of WAPDA now have divislonal headquarters, a
revenue office, and a varying number of sub-division offices. The
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PROPOSED DIVISION ORGANIZATION

The proposed reorgankzed diviston will conslist of a division office
and in most cases one or more rural sub-divisions. The division
office will be formed by comblining the exlsting division
headquarters staff, the revenue office personnel and the staff of
existing centrally located and geographically contiguous urban
sub-diviatons fInto a sluple operat®nal unit. A Divislon Manager
(Executive Englueer) will be in charpge of the reorganlized divislon
and he will report teo the Superintending FEnplneer. The rural
sub-divisions will have a different organizatlonal structure than
that that now exists with tuae sub-division offlcers reporting to
the Divislon Manager. The administrative, financial and planning
functions wlil only be in the division offlce.

The proposed reorganization of the dlvisions will involve twelve
basic chanpes:

- Restructuring of the divislons so that there will be a central
divislon orpanization wlth a small numher of rural
subdivislions.

- Introduction  of staff functlons to the organizational
structure as an addit{ion to the existing line function.

- Addttion of new functions to the organizatton that do not
exist now,

- Placement of hipher prade supervisors for the financlal and
service functions and engineering supervisors in the technical
areas.

- Installatinn of computera 1In the divisinns to perform the
routine repetitive tasks.

- Utilizat Llon of radions to {mprove communications.
- Increase {n the number of vehicles.

- Improvement. In the tools and equipment.

- Formallzation of tralning programs.

- Enforcement of the safely program.

- Increase tn the level of the admlulstrative and financlal
authority of the bivislon Manager.

- Upgrading of the exlstling accommodat lons and/or the
constructlon of new service centers,



The chart below shows the proposed reorganlzed divislon.
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The Service Functlons of the new divisions will be under three
of ficars, each reporting to the Divigion Manaper.

- Adminlstratlon  wlll look after the bulldling malntenance,
transport, personnnl, legal, labor & welfare and safety.

= Finanee will handle  the accountinpg, cash management and
dishursoment Minct lons for the division Including  the
account Inp operations currently  performed by the Revenue
Of fice.

- Customer  Service wlll  assume all romalning functfons from the

Revemne OFflee and take over meter reading, hill distribating

and wtll also tnelade the new computer operations,
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The Technical Functinns of the division related to the physical
system will be carried out hy three engineering section heads
reporting to the Diviston Manaper:

- Plannine will plan all the low tensfon network and limited
hipgh tenslon ~2tensions.

- Service wlitl conatruct the planned facllitlos and make the new
connect lons,

- Malntenanee  and  Operationa wlll operate (he system, perform
preventative  malnrenance and provide customer service

restorat fon,

The Sub-Divistons provide the came services to the custamers fn the rural
areas as the divisions do in the urban  areas except the Adminiatrat{ve,
Finance and Planniapg functions will anly bhe In the divisional office.

- Sub=divialons that rema‘n will be reorpanized to handle
customer and operat lanal activities with lower level
superviasors than in the divislion offlce,

The staff function that {s helng Introduced tn this divisional
reorpanization Is  a working vrelationshlp between the sub-d{visfon and
divislon in which sub-divislion supervisors can call upon any offlcer in
the diviston for direction and gpuldance about the Interpretatton of

technfcal or pollcy matters,

Pregently the diviston personnel are housed in leased and usually less
than deslireable quarters leading to employece morale problems, WAPDA [mage
problem, inalficient operatton and nneontrolable  expenses, Tn order to
functionaily and operattfonally dinteprate the proposed division ofllce
staff and to provide aparoe for vehlelea and  vehicle repalr facilitles,
materials and supplies it wonld be highly desireable and customer service
artented to centralize these (unctlons at one  location and In  one
Customer Service Center  bualldiap, The same  reagoning  applles to  the
sub=dlviston offtces operratlon and personnel. This propram by WAPDA will
provide a vislble and desireable impact on the communities,

Other functions may be added to the organlzational structure according to
local or timely requlrement such as  an Enerpy Survelllance Cell and a
computer in the technleal area, This divistonal structure can readlly

.

accommodate chanprs,

It 1s visuallzed that ‘as  the reorpanization of the Area Flectrlclty
Boards, Clrecles and Divislons propresses the malntenance of  the equipment
“and  testing of the meters will be delegated to the three groups on the
bacis of complexlty and volume of the repalr and test work. The majortity
of the equlpment  repalrs and meter testing of a routine nature should be
performed In the Divlislon and Clreles with the more complex work that
requires expensive and sophilstlicated test equipment undertiaken by the

AEB's.
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4.1

4.2

Adminlstration

An Administration Section 1s belng proposed for the new divisional
organlzation. Some of the activities that will be included are
already being performed within the present organization; others are

not.
The responsibllities will be:

- General Services will bhe responsible for acquisition of office
butldings, houses, land, malntenance and repalrs of WAPDA
bulldings, procurement of of fice equipment, furniture,
statlonery and the operation and maintenance of the diviglonal
vehlicles,

- Personne | wlll be  reaponalble for the cmployee personnel
problems, erployment, tralning, orlentatlon, records, and the
processing of promot{ions, demotlons and transfers records.

- Legal and Lahor Welfare will be responsihle for agslsting in
choosing lepal counsel, providing evidence, monltoring cases,
and advizing on labor problems and grievances.

- Safety Coordinator will actively enforce the safety program,
ingpect for compliance of safety code, resolve safety
enquiries, asslst In acclident investigation, recommend safety
equipment, conduct repnlar safety moetings and assist and
conduct safety training programs.

Finance

It 1s belnpg proposed that the accounting, budgeting, cash
management and disbursement functions of the present Divislon
Headquarters, the Revenue  Office and additional financial
responsibiiities be combined Into a Finance section In the new
divislonal organtzation. Thls new section will be directed by more
senior accounting staff than are now in the divisions and this will
strengthen and fmprove the work In thig field.

Inltially there wilt be little change In the accounting procedures
but with ihe advent of computerization of accounting, procedural

changes will be necessary,

The Finance function wtll be responsible for the following
activitlies:

- Malntalnlng accounts and ledgers and preparation of financlial
and manapgerial reports.

- Banking relationships, transfer of funds to AEB accounts,
reconcl liatlon of bank statements and handling of imprest cash.

- Processing and payment of bilis, invoices and payroll vouchers.
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- Account:inp, for capital contributlions, fixed assets and stores.
- Preparation and the monitoring of budgets.
- Interfacinp with inspectlon and auditing groups.

Customer Service

Improved customer  service wlth associated tmprovements In customer
relatlions La a basle oblectlve of the reorpanizatlion. The chanjyes
that are belng proposed are deslgned to  provide Lmprovement In
gervlice Lo cuslomers. Customer Asslstance will be equipped o
effectively handle enstomer requests and complaints. The concept
of one-stop service will oo emphasized. The current practlce of
repecated  customer visits to handle a single busfness Ltem will be
reduced.  The new ovrpganizatlon with the use of  computers In the
division will {mprove the divisfonal efflclency and
accountahllity. Customer Service employees will have less
opportunity to use thelr personal discretion 1in customer financlial
tranractiona, and computcer generated reports wlll provide manapgers
witi: Informatlon on whleh to take appropriate actlon. Applications
for sarvice, meter reading, bllling {including adjustments, bill
distribut fon, debtor control, service dlsconnects and recoanects

authorlzation, customer enquiries, customer advice, and energy
conservatlon and load manapement will all be In the Customer
Service sectlion. ALl commercial functlons dealing with the

customers will be conordinated and directed by Customer Services.

A Customer Service Center bullding or complex housing all divislon
operat lons and support facllities will enhance the operation.

The proposed custamer secvice function will be responsible for the
followlng activitlies:

Cugtomer Asslstance

Customers request!ng a new service will make thelr applicatlion to
Customer Assistance. The required documents will be prepared and
processed. The deslipgn of the physical facllities will be done by
the Planning Fnpgineer. Applicatlons for service above 70 kW wlll
be Fforwarded to the Suaperintendinpg Englneer for action. A proposed
Energy Conservation and Load Management cell operating 1in  the AFBs
will handle the large custamer applicotlons.

Customer complalnts vegarding billing, meter veading, and tarlff
application, will be resolved by Customer Asslstance.

After having been disconnected, customers will he provided
asslstance In making arranpgements for restoratlon of service.

BLLL distribution will he a functlon of Customer Asslstance as will
the litigation responsibliities.

Cugtomer Accountls

Acconutn  will  boe  respousible for the meter read Lngp
10

Customer
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- function. The meter reading will be entered into the computer in

the division. Exception 1lists of {1rregular usage indicating
possible error condltions will reduce 1incorrect billings to
cugtomers. FEstimating readings and adjustments to readlngs will
then no longer be at the meter readers personal discretion which
will]l reduce exposure to 1llepal gratiflication.

Adjustment to customers bills ns well as billing factor changes
will be performed by Customer Accounts. -This data will be entered
dally Iinto the computer. Debtor control will also function in this
sectlion and operate under the pguldelines promulgated by the
regulations poverning thelr application.

Computer Operatlona

The use of computer system will be an {important tool 1n providing
management wlth Information for improving control. In the
divisions a computer will bhe avallable in the Customer Services
Section and willf{ be used for:

- data entry and valldat:{on of customer orders, adjustments, aund
meter readlngs;

- data entry and valldatlion of stores transactions;

- data entry, validation and processing of division accounting
actlvity;,

- support of work order planning, estimating and the preparation
of blll of materials;

- data entry  and validation of payroll and personnel
transactions and time reports.

The purpose of these changes {s to reduce the delay Dbetween capture
of data and the time {t {s ready for processing, to simplify the
operations by auromating some of the routine tasks and to provide
support for new and lmproved division operations.

Technical Services

Under the proposed reorganization the divisional technical
functions will be concerned primarily with technlcal matters with
an  engineer in charge of each vital function of electrical
digtribution. These engincers along with the Sub-Division Offlicers
will also be responslible for the Maximum Demand Indicator meter

readings.

Planning

It i proposnd to establish a Planning Sectlon in the divisions.
This sectlon will plan the method of supply to customers that will
result in quality service &t a reasonable cost and with mlinimum

losges.

Ll
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There 1s presently no coordinated uniform plauning Iin the divislons
and as a result there are many services that are too long, with
conductors Ltoo small or other practices that result in low
voltages, high losses, poor rellability, difflcult malntenance and

erratic applicatlon of standards.

The Planners wlll plan the service connections from Lhe secondary
network to the customers premises and additions o the primary
network. The requests for service from Custnmer Assistance In the
diviston office will bhe sent to the Planners who will plan the
expanston or modiftcation to the network, prepare est linaten,
speclfy materlals and prepare work orders adhering to accepted
standards. Requests for service in the gub=divisfona will also bn
sent to the Planners except {n cases where the service fnvolves
only a service drop or a minor extenslon In which case the Service
Supervisor In the gub-divistons willl process the request and dn the
work. The Planners will prepare monthly reports on trausformer
loadg, secrvice requests, connectlons and removals, feeder and grid
stat lon loadinpgs, transformer fallures and loss of service with the
cause. In additlon, records will be malntained on estimates, work
orders, work order status, poles installed, poles vemoved, primary
extenslons and remnvals, secondary extenslona and removals,
transformers Installed and removed, sgtreet 1light ([nstallations,
removals and replacements, With the collaboratlon  of the
Malntenance Operating Sectlon the Planner will monttor loads on the
grid stations, lines and transformers and recommend changes that
wlll result in minfmlzing losses.

The records of all Technical Sectlons will be flled with a
Supervisor Technical Records. In addition, they wlll malntaln
plans and records of the electrical system and monitor capltal and
operating expenditures.

The Planning Section also include drafting services.
Service

The Service Sectinon will make the Installation of customer
gservices; extenslons and mpdifications to the primary and secondary
lines and service drops; the disconnectlons and reconnections of
customer services; meter Installation, remnval and testing. Work
ovders, lssued by the Planning Section, speclify the work to be
done. Customer Accounts will provide disconnecting and
reconneciting orders to support proper blilling and {n turn must be
kept Informed about the status of all such nrders.

Metering Instruments are electro-mechaniecal devices Lhat requlre a
speclaligt to ensure proper performance. The customers and WAPDA
view the metering with pgreat concern. It 1s therefore proposed
that there be trained wmeter techniclan {n each divislion who [n
addition to 1Installing and removing the instruments will also test
them. Fleld accuracy tests and preventive malntenance can be done
by the meter electrician but major repalrs, recallbration and
acceptance testing must be done in a meter laboratory.

A technical Enerpgy Survelllance Cell will be able to monltor this
activity.

12
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Malntenauce and Operatlion

The Maintenance and  Operatlions sectlon will he charged with
operating the Sevvice Dlapateh Center, 24 hours a day, 7 daya a
week keeplng  the 1llnes and equipment In operating condition,
restoring service when thern are fallures of facilitles, and
gurveylng  the distreibat ton syatem to determine where malntenaner g

necessary.

The Service Diapateh Center will recelve  and  travemlt  informatlon
about work acttvity, syatem conditions, glving clearances throupgh
the Distributlon Tnsprctors to ensure safe working areas and
condltions and wlll arranpge for maintenance and operating crews to

restore customer sgervice In the divigion. The Diapatch Center
recelves customer c¢alls concerning service and the staff eastlimates
the correctlve actlon by asseasing the avallable data, Tt s

proposed that  there be radlfo communications hetween the Dispatch
Center and the vehiales of the malntenance and operation crews and
the sub-divisfon officea. A amall truck with driver will transport
2 two-men crewa to trouble locations along with 1adders, tools and
repalr supplies.

The communleatfonas  equipment will also be maintalned by a technleal
assistant attached to the Center.

The Malntenanee and  Operationas  crews of the divialons and
stth-divisions will Dhe dolng routine malntenanca durinpg normal
worklng hours.  When threre [s a need for service  rveatoratlion work,
the Service Diaspateher  contacts the clasest crew by radlo and some

or all of the crew will bhe directed to the trouble, At obther than
normal  working  hours skeleton complalnt  crews  wlll he avallable
wlith communleation to  additlonal gtaff  that  ean bhe anaembed
quickly.

When there are a  Yarpge  number of  complaints,  other avallable
maintenance and  operattons crews would bhe ealled In and when there
are major fallures, ecrews from other divigslons that are nol.
affected by the cause of the local outages, can bhe called upon,

With time the distribution system facllities deteriorate and this
requires contlnuous evaluatlon LIf gystem avents are to be
controlled. Msatributlon Inspectors (tralned as equipment
operators to perform normal and  emerpency swltehing) will be In
the dlvision and sub-divislons reporting the curvent condfition so
that matntenance forces can be dlrected to potentlal trouble

areas. They will also assist the service and malntenance crews in
switchinpg out  and vreatoring Iine aections and equil pment for
performing  the  worl. These Inspectors provide mafety Insurance to

work personnel as well as monltoring the security of the natilfity
Investment.
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4.8

Sub-Divisions

The Sub-Divisions of the proposed organizat lon will include
Customer Services, Service Connectlons, Meters and Malotenance &
Operation Sections headed by qualified supervisors.

With the new Customer Services Section and the eunhanced supervisory
gtaff and with functional help and guldance avallahle from the
divialona, the sub-divislong will be able to operate, malntain and
expand the dlstribution system to meet the needs of customers.

However the adminlstration, cuntomer accounts, computer operations,

major service and llne extenslon and engineerlng plannlng will be
performed at the divislonal office for the sub-diviaslong.

Purchasing and Stores

Existlng Stores System

The stores organizatlion currently 1in use In WAPDA has Reglonnl
Stores, Field Stores and Remote Stores 1n each Area Flectrlclty
Board and this organization should remain In effect. The gsystem
ensureg a reasonanble allocatlon of centralized and decentralized

materials.

- Reglonal Stores are located 1{n each Area Flectricity Board,
Centrally purchased materlalg allocated to the area and
decentrallzed materialas purchased by the Reglonal Director
Inventory Control are placed In these Rtores.

- Fleld Stores are Incated In gome of the dlvislona and support
the Jdivislons and sub-divislons activitles. These stores
recefve all thelr materlals from the Reglonal Store.

- Remotr Stores eoxlast In gome of the remote sub-divisltons and
support one or more sub-divislons recelving thelr material

requirements from the Field Stores.

The Reglonal Director Inventory Control In each Area Flectriclty
Board 18 rrsponsible for:

- The forecast of maximum and mintmum workling stock levels for
the Flald Stores suffictent to allow restocking before the
store's supply 1s exhausted.

- The control of all stores,

- The direct supervision of all stores personnel,

- The coordination of the area requircments for all
decentranllized materials and the purchase of those materials.

- The coordlnatlon of the area requlrements for all centrally

purchased materials and the expediting the dellvery of those
materials through the Lahore Office.

14
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L

- The allocation of all centralized and decentrallzed materlals
from the Reglonal Store to the varlous Fleld Stores.

Proposed Stores System

- Fleld Stores wlll be reorpantzed so that there will be
sufficlent atocks of materlals avallable to support the
activities of the <divislons they serve. The Fleld Stores

Manager will advise the Divislon Managers of shortapen of any
gtores materials. ’

- The Division Manapers will communlcate the material
requirement for any =speclal projects directly to the Reglonal
Dlrector Inventory Control. A copy of the requlrement must be
gsent to the Fleld Store Hanager.

- The Divislon Manapers will present ; nn annual materlals
forecast to the Replonal Director Inventory Control. This
forecast must be updated quarterly.

- The Replonal Director TInventory Control will utillze the
annual and quarterly forecast to purchase and/cr expedite the
delivery of the required materials.

- The dlvlsfon personnel requiring materials from the Field
Stores wlll presenl an approved Materlials Requlsitlion before

materials are lsauad.

- Constderatfon in bring plven to construct Field Stores In the
Model Divisions, [t {s proposed that the new stores
building/warehouae be located as close to or preferably at the
same site as the proposcd Customer Service Center.

REORGANIZATLON OF THE MURIDKE AND SHEIKHUPURA DIVLSLONS

The two madel diviaions wiltl require more vehicles than  the
1
presently have In order tn take full advantapge of the propssed

comunications equlpment and the new organizational gtructure. The
number ol wvehiclies bhelng  recommended will result in a workable
functioning dlvision. Murfdke has 8o few wvelhicles that more

additional vehicles are needed in this divislon than in Shetkhnpura
even though Shelkhupura s a much larger dlvistion. More office
space and furnlshing will also be needed 1n each division.

Muridke

The Murldke Division conaglats of a divislonal headquarters, a
revenue office and four egub-divisiong: Murtdke 1, Muridke 11,
Narang and Sharaqpur. The offlices of Muridke 1 and 1L are within a
few hundred meters of each other on the boundary between them 1in
the clty of Murtdke, and the offlces of Narang and Sharaqpur arne
near the center of the each sub-division In the respective clties.



There follows a map of the Muridke Division sghowling boundaries of
the present sub-divislons and the location of the varlous offices:

BN RARANG

NARANG

MURIDYE 1)

HURIDKE

SPO NURIDKL 1t

HURTDBKE 1

SHARAQPUR

SDN SHARAQPUP /o

10 milen

MURIDKE DIVISION
LOCATION OF THE VARIOUS OFFICES

In the reorganized division the present headquarters staff, revenue
office personnel and all the personnel in Muridke I and Muridke T1I
sub-divislions along wlth the personnel required for the new
positions wi{ll be brought together to form the new divisional
office organization 1in the city of Muridke. The proposed site for
the new Customer Service Center in the proposed organization will
be 1located in the vicinity of the present Muridke I and I offices
thus the digtances the customers will have to travel in the future
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to contact the utllity at the Customer Service Center will hardly
be any different than at present.

The sub-divisions of Narang and Sharaqpar will retaln thelrc
identitles when they are reorganized and wlll continue to functlon
from their present offices.

The chart below shows the revised organizational structure with the
titles of the supervisor of BPS 12 and above:
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The eleven pagen of Exhiblt T show the staff complement, vehiclen,
electronic equipment, furniture and accommodation requirements and
the estimated capital and additlonal annual operating costs
resulting from the reorganizatlon of the division.

At the present time there are 477 employees in the Muritdke dlvision
serving 36,000 customers. The current norm i{s to limlt the number
of customers to about 40,000, The complement for the division
after reorpanfzation wlll Increase by 19 to 496. The recorganlzed
division will be able to manage 60,000 or more customers with an

increase of only 19 employees. The Increase of nineteen in
created by obtalning 70 employees from elsevhere In WAPDA while 51
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employees will be wade avallable Ffor other assignments 1In the
organization, This situation {4s due to the existing staff not
having the required akills or because of the existing procedures In

WAPDA. For example, a Supervisor Meter Reader BPS-7 s not
permitted to be placed {n a posltion of a driver of the same salary
clasgification even 1f he 1s capable of driving. The surplus

staff, hovever, will continur to be posted in the division until
they are placed somewhere elae in WAPDA.

The estimated capttal costs for the reorpganization of Murldke will
be Rg.17,000,000 of which Rs.10,900,000 will be recommended for

USAID financing. The annual costs of the {ncreased and upgraded
staff, the additlonal costs of owning, maintalning and operating
the vehicles, communications, accommodat Lons, and  the other

additional costs will total about Re. 2,870,000 per year.

The table bhelow differs from the tahle in the Draft report of Sept
30, 1986 by including the construction of a Model Divislon Customnrr
Service Center in Murldke and a Model Sub-division Service Center
in Narang as recommended from commentg given on the Draft report.

As  noted the construction costs of these Model Servlice Conters will
be recommended for USAID financing. The cost of land will be a
WAPDA project and which already {s under study.

Summary: Muridke

Capltal Costs Rs.

USALD* WAPDA

Model Division
Customer
Servlce Center* 7,500,000

Model
Sub-division
Service Center* 1,000,000

Land 2,700,000
Vehicles 3,051,000
Computer* 150,000
Mobile Radins* 868,000
Radlo Towers* 935,000
Test Equipment* 476,090
Furniture _ 334,000
Total 10,929,000 6,085,000

*Recommended for USAID financing: Rs. 10,929,000
WAPDA Cost : Rs. 6,085,000

Addltional Annual Operating Costs Rs.

Building

depreciation 213,000 Bullding malntenance s
Vehicles 991,000 equal Lo the cost of renting
Electronic 148,000 accommodat lonsg

Staff 1,518,000

Total 2,870,000

19



5.2 §De1khugura

The Shelkhupura Division now conalsts of a divisional headquarters,
a revenue offlce and scven sub-divisions: Fort, At tabad,
Khurianwala, Civil Line, Farooqabad 1, Farooqabad 11 and Khanqa
Dogran. The offfces of the divislon headquarters, the revemie
of fice, and the nub-divislona of Civll Line, TFort, Khurfanwala and
Attaabad are in the clty of Shulkhupura and are located within a
short distance of each other. Farooqabad 1 and Farooqabad II
sub-divislon offlces are bhoth In the city of Farooqabad and that of
Khanqa Dogran i{s In the clty of Khangqa Dogran.

The map shows the location of these sub-divislions and the locatlon
of the various offices:
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SHETKHUPURA DIVISION
LOCATION OF THE VARIOUS OFFICES

In the reorganlzed division the present headquarters staff, the
revenue office personnel, and the staff of the sub-divislons of
Fort, Attaabad, Khurlanwala, Civil Line and Farooqabad I along with
the personnel require! for the new positions wlll be brought
together to form the new divisional office organizatlon In
Shelkhupura. The proposed site of the new Customer Service Center
will be Tlocated in the vicinity of the existing sub-divislon
offices in Sheikhupura thus the distances the customers will have
to travel In the future to contact the utllfty at the Customer

Service Center will hardly be different than at present. In the

Farooqabad I sub-divislon, however, the customers will have cholce
19
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of contacting a Customer Service Offlce to be established In the

city of Farooqabad or the Customer Service Center In Shelkhupura.

I wlll
Sheikhupura
will be

The sub-divislons of the Khanga Dogran and Farooqabad hn
combined and become the only sub-division of the
Diviston. Tt wlll be known as Khanqga Dogran and the office

in the cityv of Rhanqa Dopran.

The chart below shows the revised organizat{innal structure with the
titles of the Supervisora of BPS-12 and above:
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The eleven pages of Exhibit 1T show the staff complement, vehicles,
electronic ecquipment, furniture and accomnodation requirements and
the estimated capltal and additional annual operating costs of the
reorpanized division.

been reorpanized the proposed
the 712
be A5

After the Shelkhupura division has
staff establishment wlll be 693 which 18 nlneteen less than

employees nnow fn the diviston. There will, however,
positions created for which employees from other locations In  WAPDA
will have to be recrulted while 64 present employees of the
diviglon staff wlll be made avallable for other assignments in the

WAPDA organlzation.



The estimated capital coats for the reorganization of the
Sheikhupura Divislon will be Rs. 15,000,000 of which about

Re.11,000,000 will be recommended for USAID financing. The annual
costs of the increased and upgraded staff, the addltional costs of
owing, maintaining and operating the vehlcles, communications,
accommodations, and other additional costs that wi{ll result from
the reorpanization total ahout Rs.1,900,000 per year.

The table below differs from the table tn the Draft report of Sept
30, 1986 by including the construction of a Model Division Customer
Service Crnter 1in Sheikhupura and a -Model Sub-division Service
Center in Khanga Dogran as recommended from comments glven on the
Draft report.

As noted the construction costs of these Model Service Centers will
be recommended for USAID financing. The cost of land will be a
WAPDA proJect and which already ig under study.,

Summary: Shelkhupura

Capital Costs Rs.

USALD* WAPDA

Model Divigion
Customer
Service Center* 7,500,000

Model
Sub-dfvision
Service Center* 1,000,000

Land 2,700,000
Vehicles 961,000
Computer* 150,000
Mobile Radios* 1,042,000
Radlo Towers* 804,000
Test Fquipment* 476,000
Furniture _ 334,000
Total 10,929,000 4,061,000

*Recommended for USAID financing: Rs. 10,927,000
WAPDA Cost : Re. 4,061,000

Additlonal Annual Operating Costs Rg.

Building

depreciation 213,000 Bullding maintenance is
Vehicles 510,000 equal to the cost of renting
Electronlc 168,000 accomnodat Lonsg

Staff 1,023,000

Total 1,914,000

With the management rwtructure of the new organlzation and with
upgraded equipment the division will be capable of serving more
than 60,000 customers.
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TRAINING

Personnel assigned new tasks will be properly trained before
assumlng themn, The Inltial training will therefore be directed
towards the tralnlng of personnel in thelr new Jobs. During thisg
period new procedurea and policles will he developed. The new
procedures will serve as the bhasis for curriculum revislons and
development of new tralning programs. This may require the
utillzatlon of the SUE program In which speclallized staff are sent
to the Unlited States or acliciting the services of an AEP or ITECO
speclalists to do speci{ic {nstructlion in Pakisatan, Once the new
procedures are valldated or revised to meet the desired objectlves
of the reorganization the formal WAPDA curricula can be produced.

It 1s antiecipated that new tralning needs will always be required,
Suffletent  personnel  are currently being tralned or retrained to
meet adequately these needs In regards to modiflcation or creation
of tralulng materials. It 18 also anticipated that with the
establishment of the Interim Distribution : Tratning Institute Lt
will be conslderably easler to create tralning programs as an
exlsting =taff and facility will be in place and operational. Most
speclallzed programs are currently projected to be conducted at the
IDTT wunless it requlres on the Job training or tralning at a remote
locat ton.

BENEFITS AND COSTS

During the next llve years it 1g expected that the number of WAPDA
customers wlll [Increase from 5 million to 10 million. Today there
are 124 divisions. Under the existing yardstick this will mean the
creation of 124 new divisions which will result in a total of 248
dlvistons, each with an average of 40,000 customers. With the
implementatlon of the division reorganization plan the average
number of  customers willl  increase to 60,000 or more. This will
result In the creation of a maximum of 43 new divislons fnstead of
124, avolding the cost of establishing 81 new divislons. As noted
carlier the number of new sub-divisions required witll be reduced.
At the same time many of the 566 exlsting sub-divisions will be
consolidated Into the new division offices.

The staffing cost of distribution which fncludes management,
adminlstrat lon, malutenance, operations, comnerclal, stores and
civil totaled Rs.1531 willion in 1984-85. (Reference "Trial
Balance and Management Reports for June 1985".) This reference
also Indleated that the annual Lncrease In each of the past three
years has been 16X. Assumlng thls rate of Increase continues into
1985-86 the staffing cost will be Rsg.1775 million, The average
staffing cost s thus 1775 + 124 = Rs.14.3 million. The increase
In expenditures to create 43 new divigions will be (43 x Rs.14.3) =
Rs.615 mitition. The - avolded cost of establlshing 81 new divisions

will be (81 x Rs.14.3) = Rs.1160 million.
The reduction in the number of future dfvisfona sghould result in

the creatlon of fewer Clrcles and AEB's. The financlal beneflits
obtained from a smaller number of thege organizations as well as
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the expected reductlon of technical and non-technical losses are
not 1ncluded 1in  the Rs. 1160 millicn saving nor has an attempt been
made to quantify Lhase benefits at this time.

The effect of the Increase [n the number of customers per division
from 40,000 to 60,000 on  the number of divisions and the cost is
ghown on the dlagram below:

” 248 Divisions
Rs. 3345 miillon

Rs. 1160 miltlan
SAVING S

167 Dlvislons
Rs. 2383 mijllion

124 Divisions
Re. 1775 million

5 milllon CUSTOMERS 10 milllon CUSTOMERS
YEAR 1080 YEAR 1990
124 Diviaisions .

Curve # 1 1+ qgrowth in divislons with present yardstick.

Curve # 2 : qgrowth in divisions after reorganization.

The present averape divislon has 40,000 customers. In three such
divislons with 120,000 customers the cost of operations will be 3 x
Rs.14.3 mlLlllon = Rs.42.9 mlllion per year.

The comblnnd  operating costs of the Murldke and Sheikhupura
Divisions [n 1985-86 were Rs.13.1 million and Rs.18 million for a
total of Rs.3L.1 mitlion. The additional annual operating costs
due to reorpganlzation are estimated to be Ps.2.85 million for
Muridke and Rs.(.90 wmillion for Shelkhupura totalling Rs.4.75
miLLlon for bhoth divisions, Thus the total annual operatling cost
wlll rise to Rs.35.85 million. These two divisions now serve about
96,000 customers but with the organtzat’on belng proposed this
could vise to at least 120,000 without an appreclable increase {n
operat lng costs.

Comparlng the «cost of Rs.42.9 million to serve 120,000 customers in
the present orpganlzation versus the cost of serving 120,000
customers In the two reorpanlzed dlvistons the difference 1s
Rs.42.9 = R5,15.85 = Re.7.05% millton or 16.4% less.
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Summary:
Muridke And

1985-86
Comblned Operating
costs (Rs. mlllions) 1.1
Comb{ned Number of
customers 96, 000
Pregsent
Standard
Cost of Sevving 120,000
Customers In Ra.Millions 42.9

Total Swummary of Murldke

Sheikhupura
After Increment
Reorganization
35.85 4.75
120,000 + 24,000 +
Reorganization
Standards Saving
35.85 7.05 (16.4%)

and Shefkhupura Divislons

Total Capltal Costs Rs.

MURTDKE SHETKHUPURA

USAID WAPDA USAID WAPDA
Model Divislon
Customer
Servlice Center* 7,500,000 7,500,000
Model
Sub-division
Servlce Center* 1,000,000 1,000,000
Land 2,700,000 2,700,000
Vehicles 3,051,000 961,000
Computers* 150,000 150,000
MoblLle Radlng* 868, 000 1,042,000
Radio Towers* 935,000 804,000
Test Equipment* 476,000 476,000
Furnfture _ 334,000 400, 000
Total 10,929,000 6,085,000 10,972,000 4,061,000
Total WAPDA Cost = Rs. 10,146,000
*Total Recommended for USALD Financing = Rs. 21,901,000

Total Additlonal Annual Operating Costs Rs.

MURIIKE SHEIKHUPURA
Bulldlngs depreciation 213,000 213,000
Vehlicles 991,000 510,000
Flectronlces 148,000 168,000
Staff 1,518,000 1,023,000
Total 2,870,000 1,914,000

Total WAPDA Additional

Annual Costs =

Re. 4,784,000

24



8.0  IMPLEMENTATLON

The changes from the exlsting divisional organtzatlon to that
proposed wlll require speclal care so that the customers secrvice
will not be adversely aflfected and the meter reading and billing
procedures wlll not be serlounly interrupted. To enaure a smooth
transition 1t s proposnd that a Task Force be established to
schedule, coordinate, resolve orpanilzatlonal problems and then
monitor the propress. Tt 1s recommended that this Task Force be
headed by the Superintending Englncer of Shefkhupura assisted by
PTAT and some WAPDA staff,

The major eventn In Lmplementing the reorpganization plan are listed
below and the tilmes over which they wlll occur, assuming the
reorganlzatTon of  the model divistons Is authorized on November 1,
1986, are shoun on the bar chart on page 27. Some of the events
have already  been  completed, others are In propress and many can
commence only when authorizatlon g obtalned.
The new divisions will be formed hy combining sgome of the present
sub=-diviaglons, It has heen assumed that the form of the new
divigfon will be in place three months after authorizatlon even
though every aapect of Ehe reorganizatlion wlll not have been
completed by that tlme.
The schedule for reorganlzation is:

8.1  Administration
1. Select adminlstration supervisors and support personnel.

2. Request the required vehlcles.

1. Ident Ly of flce accommodat ion, request office furnlture,
equipment and aupplles.

4, Transler the adminlstration functions from the gub-dlvislons
to the divisfon.

8.2 Finance

The lmplementat ton plan for the reorganization of the divisional
[Inanclal functlous will be:

5. Develop a revised accounting code.

6. Desipn a computerized accountine system.
7. Develop a computer program.

8. Test the computerized system.

9. tmplement the computertzed system.

10. Revise procedures,

1i. Select Budget and Accounts Officer and support staff.

N
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8.3

12. Trausfer accounting personnel from Revenue Offlce.
13. Consolidate divislonal accounting units.

Cugtomer Servlces

The customer servicen and functlons will be Implemented as follows:

14. Revenue Offlce transferred from the Clrcle to the new divislon
and Is renamed Customer Services.

15. Select the Manager Customer Servlces and the supervisors for
the dlvision.

16. Traunsfer mwmeter readers and bill dlatributors to Cugtlomer
Services.

Development and test equlipment for the computers are avallable.
The planning for permanent equipment has been completed and 1t will
be ordered for delivery 1In 1987. Computers will be dellvered to
gervice all Divislons.

System development ls being planned in two phases:

- converslon of current 1nputs to the computer wlthout any
change to divislon procedures.

- additlon of new functions and changes to diviston procedures
must be {dentififed by the varlous components, coded and
tested. Changes for work orders, stores and accounting are
now belug coded; changes for the Customer System (bllling,
account Lng, customer service and records) are belng analyzed:
changes are not yet in progress for Payroll and Personnel.

Pllot testling will occur as follows:

- Customer System techulcal changes are now belng tested. These
tests will contlnue for several months.

- The technically updated Customer System will be installed.
initially at Shelkhupura to support functlonal changes which
will be Incorporated into the technlcally enhanced system for
pllot operation. ‘The Installation at Muridke will follow.

- Pllot test the automated stores system.

- Test: the divislonal work order system.

The schedunle for the Functlonal improvement Ls:

17. Speclify changes to be made to the Customer System

18. Deflne and develop functional changes to AEB and Data Entry
programs

19. Define and develep functional changes to computer programs
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8.5

8.6

9.0

20. Select slte; reoquest alr condltloning and other site facilities
21, Install technlcally enhanced Customer Sysatem at Shefkhupura
22. Select and traln compnter supervlsor and operator

23. Begin pilot use of technleally enhanced Customer System

24, Begin pllot test of Customer System functlonal changes

Planning, Service and Malntenance and Operation

The Implementation plan for Technlcal Services will be:

25. Ovder communleat fous equipment.
26. Select the Plannlnp, Service and Malntenance & Operatlons

Fnglneers  and  their support staff for the dlvislona and the
pupervisors and thefr staff {n the sub-dlvislons and organlze.

27. Recelve vehlcles.

28. Tranafer payroll staff to Admlnistration and dighurgement:
staff to Budpet and Accounts.

29. Select the Customer Services and Technlical Supervisors.

30. Transfer payroll staff to Adminlstration and dlsbursement
staff to Budpet and Accounts.

J1. Combine the Ehanga Dopran and the TFarooqabad  T0  sub-divislons
uslug  the name  Khanga Dopran for the enlarped sub-divislon In

She Ulchupura.

Purchaslng

32. Discussions will bn held with the Replonal Director Inventory
Contrnl about plans for the Divisfon Manaper to forward a
quarterly updated forecast and make any changes uecessary o
present procedures and to ensure that the Fleld Stores Manager
underatands the new procedures. 7This will take place In the
fLlrst month of the reorpganization. Tmplementation will
continue for five months and then the new computerized system
of Inventory Control will bhe Introduced.

The perlol over which these events occurved or are expected to
occur are indicated on the chark on pape 27.

MONITOR ING

Monltoring 1s an fwportant functlon in evaluatling the effects of
the reorganlzatlon. To  measure the vesults, quantitatively, the
present slatus of operations must be established to form = basla
for comparleon wirh the performance of  the reorpanized diviaslon

over a specl{led pertod of Llme.
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The followlng activitles can be deflned:

Management

- How much time spent Ln the preparatlon of reports.

Service Functiogi

- Increase In revenues.

- Time Lo process lonvolces,

- Time tno obhtaln a new service connectlon,
- Alfter disconuection, time to recouneat after authorlzat Lon.
- BLIlIng turn avound tlme,

- Number of hi Ll complaints,

- Numbor of ad justments to customer bills.
- Numbar of meters rvead.

- Numher of meter readlog errors.

- Number of estimated meter readings.

- Reductlon in non-technlcal losses.

- Numbor of accldents, type and reason.

Numbhoer of tratunlop sesalons.

Technlcal Functlons

Reductton {n technleal losses,
- Number of sorvice complalnts.
- Time to resolve servlice complalnts.

- Number of outapes.

- Duratlion of Outapes.

- ltow many meters Lested by request.

- llow many system problems are discovered by travelllng crews.
- llow long does it take to correct system problems.

Stores

- llow of ten are stores ont of requested matevials,

- flow long does 1t take to obtaln requested materlals.
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10.0

FUTURE PLANS FOR OTIER DIVISLONS

experiences wlth these two HModel Divislons and
according to the plans as outlined in the Institutlional Tmprovement
Program, Summary Paper of May 12, 1986, the reorpantzation schedule
of dmplementation for the remaluing WAPDA divisions will be aa
follows.

Based on the

Proposed Diviision Reorpanization Schedule:

1986 1987 1988 1989 1990
2 Model G
Divisions =7
8 Divisions 9moy
40 | 2o
60 1 5mo

i
(W]
~J




1986

SEPT aCcT
i}

JULY  AUG

1687

NOV . DEC . JAN

FEB

MAR

6

|
|

DLNANCE

18

]

20

2]
22
23

i

25

TECHNLCAL

SUB-DIVISLON

PURCUIASING

MODEL DIVISION

206

27

29

30

I0XN

THPLEMENTATLON SCHEDULYE
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MURIDHKE

STAFFING - EXISTING AND PROPOSED

BPS PROP EXIST DIFF
DIVISION MANAGER 18 ) 1 0
Steno 12 | 1 0
Driver 7 ] 1 0
Naib Qasid | | 1 0
A 4 0
Administration
Administration Offtcer 17 1 0 -1
Supervisor General Services 11/14 1 0 -1
Jr. Clerk 5 L I 0
Naib Qasids 1 3 4 11
Swerper 1 1 1 U
Chowkidar 1 ] 2 ¥1
Mali 1 1 1 ]
Foreman Transport 11 1 0 -1
Lorry Cleaner 3 0 1 +1
Driver 7 ] 1 0
Supervisor Perszonnel 11/14 1 1 n
Sr. Clerk 7 2 2 0
Jr. Clerk 5 ] l 0
Record Keepor 5 ] 1 0
Diary & Desp Clerk 5 1 ] 0
Typists 5 2 2 0
Supervisor Legal & Lahor Welfare 11/14 | ] ~1
Sr. Clerk 7 | L 0
Jr. Clerk 5 | 1 0
Safety Coordinator 16 1 0 -1
Sr. Clerk 7 1 1 0
24 22 -5
+3
Budget and Accounls
Budget and Accounts Officer 17 1 0 -1
Supervisor R&A - Funds 16 1 0 -]
Supervisor B&A - Accounts 16 1 0 -1
Accounts Assistants 11/12 3 2 -1
Senior Clerks , 7 4 4 0
Typists 5 2 2 0
Naib Qasids 1 2 2 0
14 10 -4

BEXHIBRIT 1 - Page |
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nPS PROP  EXIST DIFF

Customer Services

Customer Services Officer 17 1 1 0
Stenon 11 1 0 -1
Daftri 2 1 1 0
Naib Qasids 1 3 3 N
Chowkidar 1 1 1 0
Mali 1 I 1 0
Sweeper 1l- 1 1 n

Supervisor Customer Assistance 11/14 1 0 -1
Customer Record Clerk 7 1 1 0
New Connection Clnrk 1 l 1 0
MCO/DCO/RCO Clerk 5 1 1 n
Enquiries Cletrx 1 1 1 N0
Litigation Clerk 7 1 I n
Bills Despabtch Clerk 1 1 1 0
Bill Distributors 3 7 7 0

Supervisor Customor Accounts 14 1 1 0
Typist 5 1 0 -1
Supervisor Meler Readers 12 1 1 0
LS-1T Meter Readers 11 2 2 0
Meter Readers 5 13 13 N
Supervisor Rilling Control 12 1 1 0
Sr. Bill Control clarks 7 4 4 0
Jr. Bill Control Clerk 5 1 ] 0
Sr. Meter Reading Clerks 7 4 4 ]
Supervisor Debtor Control 12 l 1 0
Sr. Debtor Control Clerk 7 ? 2 0

Supervisor Computer Operations 16 1 ] ~1
Computer Operator 12 1 0 -1

Total 56 51 -5

Planniny

Planning FEngineer 17 1 0 -1
Planners 12 3 ] -3
Estimators 7 3 0 ~3
Head Dhraftsman 12 1 1 0
Assistant Draftsman 11 1 1 0
Tracer 5 1 1 0

Supervisor Technical Records 12 1 0 -1
Record Clerks 7 3 0 -3
Drivers 7 1 1 0

Total 15 4 ~-11

Service

Service Engineer 17 1 1 0

Supervisor Servico 16 1 1 ]
LS-1 12 2 3 rl

pninrr 1o~ page 2
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M-
AIIM
Service Clork

Supervisor Mobkers

LS-11

=T

AL

DCO/RCO 1,5~
Jr. Clerk
LM~T

ATM

privers

Maintenance & Operation

Mainteonanees & Operalions Fngineor

Jr. Clerk

Service Dispatchers
Communications Tochnician
Supervisaor Maint

MEO Clerk
LS-1
nLa-11
FM-1
WM-11

ALM

LE-1

Complaint leorks

Distribution
LM-1
Drivers

Total at Divisional

Sub-bivision Manaqgoer

Inspector

Sr. Clerk

Jr. Clerk
Record Keeper
Driver

Typist

Haib Qasids
Chowkidar

Sweeper

Headquarters

HARANG SUB=DIVISTON

BXHIRTT T - Pacge

23

BPS  PROR EXIST DIFE
7 6 7 1]
5 12 12 0
5 2 2 1)

16 1 0 -1
L1l 2 2 0
7 2 2 )
S 4 4 )
12 2 2 0
5 1 1 0
7 4 4 0
5 4 1 0
7 3 3 0
47 48 -1
12
17 | ] )
5 1 1 0
16 4 0 -4
11 1 0 =1
16 1 ] -1
5 |} 1 N
12 2 3 1
11 2 2 )
7 18 21 3
6 23 213 0
i H8 8 120
12 0 k! b3
5 1 4 0
12 2 n -2
7 2 2 n
7 3 0
123 142 -0
+27
283 281 - 34
132
17 1 1 0
7 1 1 0
5 1 1 0
) 1 1 )
7 1 0 -1
5 1 0 -1
1 2 2 0
i 1 1 N
1 1 l )}
3



Brs PRODP FXTST DIFF

Customer Services

Supervisor Customer Servieces 11/14 1 0 -1
Supervisor Customer Assistancee 12 1 0 -1
Customer Record & Enquiry ¢lerk 7 i 1 0
New Connections Clork 7 1 L 0
Bill Distribntars 3 4 4 0
Supervisor Heter Readors 12 1 1 0
LS-IL Meter Readers 1t 1 1 0
Meter Readers 5 5 5 0
Service
Supervisor Service 12 3 0 -1
Service Clerk 5 1 1 0
LS-1I 11 1 1 0
1M-1 7 2 2 0
ALM 5 4 4 0
Assistant Draftsman 11 1 0 -1
Moters
Supervisor Mealers 12 1 0 -1
LS-T1 11l ! 1 0
IM-1 7 l 1 ]
DCO/RCO 1.S-11 11 1 1 0
Jr. Clerk 5 1 1 N
LM-1 7 l 1 0
Al M 5 4 4 0
Maintenance & Operation
Supervisor Maint. & Oporation 16 1 0 -]
MO Clerk 5 i 1 0
LS-1 12 2 2 0
1L.5-11 1L 2 2 0
lM-T 7 9 9 0
LM-11 6 11 11 0
ALM 5 25 i5 +10
Complaint Clerks 7 4 1) -4
Drivers 7 3 ) -3
Total Narang Sub-Div 103 98 ~15
110
SUARAQPUR. SUR-DIVISION
Sub-Division Manager 17 1 ] 0
5r. Clerk 7 1 1 0
Jr. Clerk 5 l L 0
Record Keepor 5 1 1 0
Driver 7 1 0 -1
Typist 5 1 ] -1
Haibh DasiA L ! 1 0

EXHIBILT T - Page 4
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BPS  PROP  EXIST DLFF
Chowkidar 1 1 1 0]
Sweeper 1 1 1 )
Customer Service
Supervisor Customer Service 11/14 1 0 -1
Supervisor Customnr Assistanpcn 12 1 0 -1
Customer Record & Fnguiry Clerk 7 1 | n
New Connections "lerk 7- 1 1 0
Bill bistributors 3 6 6 0
Supervisor Meter Roaders 12 1 0 -1
LS=10 Meter Readers 11 1 1 0
Meter Readers 5 LN 10 )
Service
Supervisor Service 12 1 0 -1
Service Clerk 5 1 0 -1
LS-11 11 l 0 -1
LM-1 7 2 2 0
ALM 3 3 0
Assistant Draftsman 11 1 0 -1
Heters
Supervisor Metors 12 ] n -1
LS=11-w» /it £/ 1 1 0 -1
IM=T1 = ] A, di 7 1 1 0
ZDCO/RCO 1,S-T1 11l 1 0 -1
Jr. Clerk 5 1 1 0
LM-1 7 2 2 0
ALM 5 4 4 0
Maintenance & Operation
Supervisor Maint. & Operalion 16 1 0 -1
M&0O Clerk 5 1 0 -1
LS-1 12 2 2 0
LS-11 11 2 0 -2
LM-1 7 9 9 0
LM-T1 6 11 11 0
ALM 5 25 34 +9
Complaint Clerks 1 4 3 -1
Drivers 7 4 0 -1
Total Sharaqgpur Sub-Div 110 98 =21
-9
Total Muridke Division 496 477 -70
+51

=70 indicates that Lthere are 70 positions that cannot be filled from the
existing staflf,

+51 indicates Cthat there are S1 present staff members thal: are surplus.

FAOIRIT T - Page 5
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MURIDKE DIVISION

MONTHLY COST QF THE STAFF

AS THEY ARFE NOW AND AS 'THRY WILL BE AFTER TIE PROPOSED REORGAMIZATION

Monthly Fxisting L PROPOSED ORGANLZATION =
BPS |[Cost/ Bristing| New/| Total Tokal Staft Cost of
Employee|Staff| Total StafE Staff} Staff Cost Hot Staff€
Cost Placed Rs. Placed|Not Placed
18 5,825 1 5,825 | 0 1 5,825 0 0
417 3,512 5 _I;,SGU 5 3 8 28,096 0 0
16 2,485 —”I““ 2,485 1 o 12 13 32,305 0 0
14 2,124 2 4,248 ———2 0 2 4,248 0 0
11/14 (2,124 0 0 0 5 5 10,620 0 0
12 1,802 -;1—_ -;;,842 *‘17 il 28 50,456 4 7,208
1/12 1,802 2 3,604 2 0 2 3,604 0 0
11 1,667 .];h <E3,73ﬂ _}4 13 27 7;5,009 n 0
7 1,309 l—l‘J—;i i l--.;.G-',ml— 3; M‘Jiim— ; ;?h 1_7—()——- l.‘)'? , 080 6 7,854
6 1,243 .‘; AN;;T;;;*-_iP; 0 15 55,935 0 0
5 1,199.38 ;39 286,652 EBI 4 205 245,873 i8 45,576
3 l,UBG.ZJI IBJ_ -T;T;mm““ 17 N 0 17 , 18, 466 1 1,086
1 977.23 “;;M~“ 24,431 23 0 23 22,476 2 1,954
TOTAL 4717 517,608 426 10 196 679,993 51 53,678
EDUCATION CESS 3,900 3,913 425
TOTAL 521,508 683,926 + 64,103 = 748,029
MONTHLY TNCRFASE = Rs., 126,521 = 20, 4%
AHUNUAL TNCREASE = Rs. 1,518,252
There are 51 membars of the present staff for whom thero arn no positions
in the new organization. They will continue to he staffl members until

positions are Cound for them in other divisions.

EXHTRIT 1

- Page 6
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MURTIDEKE
PROPOSED VEHICLES

DIVISION |
Jeep L.D.

ADMINISTRATION

Pickup

CUSTOMER SERVICE

Motor Cycle
PLANNING

Jeep L.D.
Motor Cycles

SERVICE

Pickup

Pickup with PlalForm
Jeep L.D.

Truck with Crane
Motor Cycles

&0
Pickup with Ladder
Jeep L.D.

Jeep 11.D.,
Truck
Pickup
Motor Cycle

NARANG S-D

Pickup

Pickup with Ladder
Jeep L.D.,

Jeep H.D,

Truck

Motor Cycles

SUARQPUR

Pickup

Pickup with Laddar
Jeep L,D.

Jeep H.D.

Truck

Motor Cycles
TOTAT,

mmnuﬂpgovqg@g__w__ FEXTISTING {0 BE PURCHASED VHHICLHS
_EJHA&L!W [Q!TIALLY IHULLALLY IN Uﬁﬂ_
l 1 1 0 1
1 1 0 1 1
3 1 0 1 1
1 1 0 1 1
2 0 2 2
2 2 2 0 2
1
1
1 0 1
2 1 0 1
1 1 0 1 1
1 1 0 1 1
1 1 0 1 1
1 1 1 0 1
2 1
| 1 0 1 1
2 2 1 1 2
1
1 L 0 1 1
1
1 1 0 1 1
2 1 0 1 1
2 2 1 1 2
1
1 1 0 1 1
1
1 1 0 1 1
2 1 0 1 L
39 25 6 19 25

EXHIRIT [ - Page 7
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Division
Telephone

Administration

Telephone

B & O

Telephone

Customer Sarvice

Telephone
Planning

Telaphone
Service

Telephone
Hobile Radios

M &0

Telephone
Mobile Radios

Narang S.D,.

Telephone
Mobile Radios

Sharagpur

Telephone
Mobile Radios

Spare Moblle Radio
Total

Telsphones
tHobile Radios

MURIDIKE

PROPOSED COMMUNICATIONS

PROPOSED  EXISTING

1 1
] 1
] 0
1 0
1 0
] 0
1 0
1 0
5 0
1 1
0
1 ]
4
1 0
9 4
15 0

FXININIT I - Page B8
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MURIDKE

COST OF CAPITAL EQUIPMENT TO BE PURCHASED

TOTATL

FURNITURE

GRAHD TOPAIL

* USAID Financed

FXHIRIT T - Page 9

2A

VEHICLES
| UNET PRICE  NO,  TOTAL COST
Rs. Rs.

‘Pickup 195,000 5 585,000

Pickup with TlLadder 220,000 1 220,000

Jeep L.D. 100,000 4 400,000

Jeep H.D. 170,000 1 170,000

Truck 500,00 2 1,060,000

Truck with Crane 550,000 1 550,000

Motor Cycle 18,000 1 126,000

TOTAL 19 3,051,000

ELECTRONIC ITEMS

Mobile Radios* 15 868,000

Purchase and Installation of ' 3 935,000

radio towers (1-150 feet and

2-100 feet high)*

Test Equipment* - 476,000

Micro Compubker* 1 ___150,000

2,429,000

334,000 334,000

5,814,000



MURIDKE DIVISION

RE-ALLOCATION OF OFFICE ACCOMMODATION

The existing office accommodation available in the Division has been reviewed
and will be re-allocated for the proposed organization. The additional office
requirements, estimated rent and present sktatus are:

EXISTING PROPOSFED USE ADDITIONAL ESTIMATED PRESENT STATUS
OFFICES OFFICE ANNUAI,
REQUIREMENT RENT

Executive Division H.OQ. Acquire Rs.36,000 Will be avaitable
Engineer Division Man~ger upper story on st January
Office Adinin 1987

Budget & Account

Revenue Customer Additionatl Rs. 36,000 Will be available
Officer Service rooms to be 1987
built

ShO Muridke 11 Planning - - -
Engineering
Yard for parking
Div, vehicles
Transp. Foreman

Haintenance & Acquire new Rs. 60,000 Building yet to
Oparation office he located
SDO Muridke I Service - - -
SDO Narang 5D0O Narang - - -
ShO Sharaqpur ShO Sharagpur - - -

Total additional estimated annual expenditure Rs.132,000.

FXHINBIT [ - Page 10
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MURTIDEKE

ADDITIONAL AMHUAL OPERATING COSTS

Cost Rs.,
STAFF
COST OF THE UPGRADED STAFF . 1,518,000
VEHICLES
FUFEL AND OIL
Mo, Miles/Mo/ Total MPG |Gallons
Vehicle Hiles/Yr
Pickup 4 2800 134000 15 9000
Jeep L.D. 4 700 34000 15 2300
Jeep H.D, 1 700 8000 15 600
Truck 2 1100 26000 15 1800
Truck with Crane 1 1100 13000 15 900
Motor Cycles 7 1500 126000 40 1200
19 17800
@ Rs.30/gal 534,000
MAINTENANCE - %% OF THE PURCIHASE COST/YR. 152,000
DEPRECIATION - 10% OF THE PURCHASE COST/YR 305, 001)
ELECTRONIC EQUIPMENT EXPEHSQE
DEPRECIATION - 10% OF THF PURCHASE COST/YR. 149,000
OFFICES
SPACE - RFENT 132,000
FURNITURE DEPRECIATION - 5% OF THE PURCHASE COST/YR. 17,000
TELEPHONES 5,000
TOTAL 2,812,000

FXUIRIT I - Page 11
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SHEIKHUPURA

STAFFING - EXISTING AND PROPOSED

BPS PROP EXIST DIFF

DIVISIONAL MANAGER 18 | 1 0
Steno 12 1 1 0
Driver 7 1 1 0
Naib Qasid 1 1 L n

4 4 0

Administration

Administration Officer 17 1 0 -1

Supervisor General Services 11/14 1 0 -1
Jr. Clerk 5 1 1 0
Naib Qaslds 1 3 10 +7
Sweeper 1 1 1 0
Chowkidar 1 1 6 45
Mali 1 ! 1 0
Foreman Transport 11 1 0 -1
Lorry Cleaners 3 0 3 +3
Supervisor Personnel 11/14 1 0 ~1
Sr. Clerks 7 3 k4 0
Jr. Clerks 5 2 2 0
Record Keepers 5 2 2 0
Diary Clerk 5 1 1 0
Despatch Clerk 5 1 1 0
Typists 5 2 2 0
Supervisor Legal & Labhor Welfare 11/14 1 0 -1
Sr. Clerk 7 1 1 0
Jr. Clerks 5 2 2 0

Safety Coordinator 16 1 0 -1

Sr. Clerk 7 1 1 0
28 37 -6
15

Budget and Accounts

Budget and Accounts Officer 17 1 0 -1

Supervisor RB&A - Funds 16 1 0 -1

Supervisor B&A - Accounts 16 1 0 -1
Accounts Assistants 11/12 3 2 -1
Senior Clerks 7 4 4 0
Typists 5 2 2 0
Naib Qasids 1 2 2 0

14 10 - 4

EXHIBIT II - Page 1
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PROP

FEXIST

RPS
Customer Services
Customer Services Officer 17
Steno 11
Driver 7
Daftri 2
Naib Qasid
Chowkidar
Mali
Sweeper
Supervisor Customer Assistance 11/1
Typist

Customer Record Clerk

New Connection Clerks

MCO/DCO/RCO Clerks

Fnquiries Clork

Litigation Clerk

Bills Despaktch Clork

Bill Distributors
Supervisor Customer Accounts

Typist

Supervisor Meter Roaders

LS-TI Meter Reardrrs
Supervisor Meter Nraders

Meter Readers

Supervisor Billing Conlrol
Sr. Bill Control tlrrks

Jr. Bill Control Clerk

Sr. Meter Reading Clerks
Supervisor DebLor Contro
Sr. Debtor Contral Clerks
Supervisor Computer Operations

Computer Operator

—

- [R—
NU\\J'—'\J'J‘\JI—W\K!—‘NU‘—}\A\J\I\JUI\J\JU‘

et

Total

Planning

Planning Engincer 17
Planners 12
Estimators 7
Head Draftsman 12
Assistant bhraftsman 11
Tracers 5
Supervisor Technical Records 12
Record Clerks 7
“Drivers 7
Total

Service

Service FEnqgineer 17
Supervisor Service 16

EXHIAIT LT - Page 2
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BPS  PROP  EXIST DIFI
LS-1 12 4 3 -1
LM-1 7 4 It t)
ALM 5 16 17 bl
Sryrvice Clerks 5 2 2 0
Supervisor Meters 16 1 N -1
LS-11 11 3 3 0
LM-1 7 4 4 0
ALM 5 4 4 0
DCO/RCO LS-1 12- 3 2 -1
Jr. Clerks 5 2 4 -2
LM-1 7 12 13 il
ALM 5 12 12 0
brivers 7 3 2 -1
16 6 -4
14

Maintenance & Operabtion
Maintenance & Operations Engineer 17 1 2 +1
Jr. Clerks 5 1 1 0
Service Dispatchers 16 4 3 ~1
Communications Technician 11 l 0 -1
Supervisor Maint & Op,. 16 1 | 0
M&O Clerk 5 l 1 0
1.S-1 12 6 6 0
LS-11 11 6 6 0
LM-1 7 3l 15 A
M-I 6 30 30 ]
ALM 5 147 158 H11
LE-1 12 0 ] 13
LFE-11 11 0} 2 L2
Complaint Clerks 5 1N 10 8]
Distribution Inspectors 12 2 0 -2
LM~ 7 4 4 0
Drivers 7 5 4 -1
2510) 266 -5
+21
Total at bivisional Headiguarters 500 509 -6
+45

KHANQAH DOGRAN SUB~DIVISION

Sub-Division Manager 17 1 3 +2
S5t. Clerks 7 2 2 0
Jr. Clerks 5 2 3 +1
Record Keeper 5 1 1 0
Driver 7 1 1 0
Typist 5 2 2 0
Haib Qasids 1 2 4 +2
Chowkidar 1 1 | 0
Sweepnr 1 l 1 0

EXHIBIT 1T - Page 3
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Customer Services

Supervisor Customer Services
Supervisor Customer Assistance
Customer Record & Fnrquiry Clerk
New Connections Clerk
Bill Distributors
Supervisor Meter Roaders
LS-IT Meter Readers
Meter Readers

Service

Supervisor Service
Service Clerk

LS~1

LM-1

ALM

Assistant Draftsman

Meters

Supervisor Meters
LS-1T1

LM-1

ALM

DCO/RCO LS-1I

Jr. Clerk

LM-T

ALM

Maintenance & Operation

Supervisor Maint. & Operation
M&0 Clerk

L,S-1

LS-T1

LM-1

LM~11

ALM

Complaint Clerks

Drivers

Total Khangah Dogran Sub-Division

Total Sheikhupura Division

-45 indicates that thace are 45 positions that cannot be

existing staftf.

ppPs PROP EXIST DIFPF
11/14 1 ) -1
12 1 0 -1
7 1 1 0
7 1 1 0
3 5 5 )
12 1 1 0
11 2 2 )]
5 - 12 12 0
16 1 1 0
5 1 0 ~1
12 2 1 -1
7 4 4 0
5 8 9 +1
11 1 ] -1
16 1 1 0
11 2 2 ]
7 2 2 0
5 2 2 0
12 2 1 -1
5 1 1 0
7 4 4 0
5 8 9 11
16 1 1 0
5 1 1 0
12 2 1 -1
11 4 4 0
7 12 12 0
6 12 12 0
5 76 88 +12
7 4 4 0
7 5 3 -2
193 203 -9
19
693 712 -45
164

filled from

+64 indicates that thora are 64 prosent staff members lLhat are surplus.,

Exnimner
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MONTHI.Y

SALARIES, ALLOWANCES AND BENEFLTS FOR THE

BPS | BASE | INDERAT
PAY PAY
18 3300 285
17 2320 212
16 1650 203
14 1400 132
11/14 1400 112
12 1150 155
11/12 1150 155
L1l 1050 142
7 790 107
6 740 L00
5 700 a5
3 620 84
1 540 73

EMPLOYEES OF THE DIVIS[ONS

ﬂﬁdinousn[ﬁﬁnsm [CONVEYANCE GROUP LIFE|MEDTCAT TOTﬁi.
—lwme {acours|anowance | msurancr_|atLowance
- 2000 150 - 90 5825
720 - 150 - 90 3512
472 - 70 - 90 2485
392 - 70 - 90 2124
382 - 70 - a0 2124
117 - 70 - ap 1802
337 - 70 - an 1502
315 - 70 - 90 1667
252 - 70 - 90 1309
243 - 70 - 920 1241
234 70 10.38 an 1199, 38
216 - 70 6.23 90 1086.23
198 - 70 6.23 90 977.23

EDUCATION CESS

(Paid by Lhe employer)

Exnnpir

R5.25 per quarter for all employees

whose base pay is less than Rs.1500/mo

IT - Page 5
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SHEIKHUPURA DIVISION

MONTHLY COST OF THE STAFF

AS THEY ARE NOW AND AS THEY WILIL BE AFTER THE PROPOSED REORGANIZATION

s,
Monthly Pxisting | TROPOSED ORGANIZATLON 2
BPS| Cost/ ] |Existing| Hew]| Total Total Staffr Cosl. of
EmployeejStaff| Tatal Staff Staff] Staft Cost Nol Staff
Cost  1Placed Rs. _jPlacedllot Placed
18 |5,825 1 5,825 1 0 | 5,825 0 0
17 3,512 8 ?.8,0‘9’—6‘“' 5 2 7 24,584 3 10,536
16 2,485 f 19,8’3()_ 8 6 14 - 14,790 0 )
14 2,124 ' 0 o 0 o (_J" B T 1 2,124 ‘ 0 0 ‘
11/1412,124 0 I ] ’_“:‘._“—‘ 5 5 10,620 ) 0
12 >l,802 21 - _;7*,;3-4;._ ‘~l 7.— 16 33 59,466 . 4 7,208
11/12 1,802 ’_;~ _177)0_4_‘ *“;—_—— T 2 3,604 - 0 0
' {1,667 26 w--;i;:;;~~ “;;-‘u_ _; —_“;HQ-E Mg;:J:J“q ‘ 1 1,667 1
7 1,309 145 | lﬂ(),BUTJ”_ —I—];“— wQ 146 191,114 9 11,781
6 1,243 ‘42 | 52,206 " 42 L 42 52,206-—' 0
5 1,199.35—'}97 >;;ETI;;—A—;;;‘ ‘0 369 442,571 28 33,583
3 1,086.23 26 —“711,?,42 _“2‘: o 0 23 24,983 3 3,259
1 977.23 36 . N;;:;;_‘uﬁ;;— 0 20 19,545 16 }5,6!6
R R N T R I T
EDUCATION CESS 5, 7')_7 N o i ;, 583 o Q:;f)—‘—’ |
TOTAL h925,968*m 927,025 t 84,195 “l,bll,ZZO

MONTHLY IHCREASE = Rs. 85,252 = 9,2%

AHHUAI,  THCREASE = Rs.1,023,024

There are 64 members of the presenl staff For whom there are no positions in
the new organization. They will continue Lo be staff members unkil  paositions
are found for them in other divisions,

FXHIDIT 1T - Page 6
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SHEIKIIUPURA

VENTCLES

FXHIBRIT 1T ~ Page 7

4¥

— I‘Il()l"_)'l”l__ EXISTINGITO B PURCHASED
FIHNALLY | INI'TIALLY IHITIALLY IN USH

DIVISION

Jeep L.D, 1 1 1 0 1
ADMINISTRATION

Pickup 1 1 1 0 1
CUSTOMER SERVICE

Motor Cycles 5 2 0 2 2
- PLANNING

Jeep L.D. 1 1 0 1 1

Motor Cycle 2 0 ‘2 2
SERVICE

Pickup 2 2 2 0] 2.

Pickup with Platforn 1

Jeep L.D, 1

Jeep il.D. 1

Truck with Crane 1 1 1 ] 1

Motor Cycles 2 1 0 1 1
M & O

Pickup 2 2 1 1 2

Pickup with Ladder 2 1 0 1 1

Jeep L.D. |

Jeep H.D. 2 1 o 1 1

Truck ! 1 1 0 1

Motor Cycle 1 1 0 1 L
KHAHQAH DOGRAN

Pickup 3 3 3 0 3

Pickup with Ladder 1

Jeep L.D. 1 1 0 1 L

Jeep H.D. l

Truck ] 1 1 0 1

Motor Cycle 2 1 _0 s _L

TOTAL RE: 23 11 12 23



Division
Telephone

Administration

Telephone

B &0

Telephone

Customer Service

SHEIKHUPURA

PROPOSED COMMUNICATIONS

Telephone
Planning

Telephone
Service

Telephone
Mobile Radios

M & O

Telephone
Mobile Radios

Khangah Dogran

Telephone
Mobile Radios

Spare Mobile Radio

Totals

Telephones
ttobile Radios

TO DE TO BE
PROPOSED EXISTING PURCHASED LEASED
] 1 0
1 1 0
1 0 1
1 0 1
1 0 1
1 0 1
3 ] 3
1 0 1
9 0 9
1 0 1
S 0 5
1 0 1
8 2 6
18 0 18

EXHIBIT 11 - Page 8
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VEHICLES

UNIT PRICE  _NO.  TQIAL _COST

Rs. Re.

Pickup | 105,000 1 195, 000
Pickup wilth Ladder 220,000 1 220,000
Jeep L.D. 100,000 2 200,000
Jeep 1.0, 170,000 1 170, 000
Crane [or Truck 50,000 50,000
Motor Cycle 18,000 7 _ 126,000

TOTAIL ] 12 961,000
ELECTRONIC TTEM
Mobile Radios* 18 1,042,000
Purchase and installakion of 2 804,000
tadio tower (1-150 [eet and
1-100 feet high)*
Test equipment?* 476,000
Micro Computer?* 1 ___150,000

2,472,000

FURNLTURE 409,000 400,000

GRAND TOTAL 3,833,000

* USAID Financed

FXIIIRIT TI - Page 9
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SHEIKHUPURA

RE-ALLOCATION OF QFFICE ACCOMMODATION

The existing office accommodation available in the Division has been reviewed
and is ko be re-allocated for the proposed organization. The accommodation
rendered surplus is also identified.

a) EXISTING OFFICES PROPGSED USE REMARKS STATUS
Pxecutive Engineer Division HQ Acquire additional Expect Lo be-
Office . Division Manager accommodat ion come availahble

. Mministration presently occupied for use during

. Planning by other tenents reorganization

. Budget & Accounts in the building
Revenue Office Customer Services
S.ND.0, Civil Line Snrvice

5.D.0. Attabad ) Haintenance
) and
S.n.0. K/Wala ) Operations

5.D.0, Khangah 5.D.0, Khanrah Acquire additienal -do-
Dogran Dogran six rooms to
accommodate S5.D,0.
Farooqabad No.?2
and his staff

5.N.0. Farooqgabad Farnogabad Ciky
No.1l (WAPDA Complainl. Offices
Building) {(Two)

b) Offices Lo he Vacabted

S.0.0, Fort
S.D.0. Farooqabad H».2

Two Complaint Cenlters
of Farooqabad City

No additional expenditure is expected to be incurced because of re-ailocation
of otfice accommodation.

EXHIRIT II - Page 10
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SURIKHUPURA

MMNUAL OPERATING COS'TS

_RBs.
STAFF
COST OF THE UPGRADED STATF 1,023,000
ADD LTIONAL VEHICLES
FUERL AND OTL
un. | THiles/Mos | T Tetal neG [Gallons
Vehiclae L Miles/yr L
Pickup i 2800 67000 15 4500
Pickup with Ladder 1 2800 34000 15 2200
Jeep L.D. 2 700 16800 15 Linn
Jeep H.D, 1 1500 18000 15 1200
Motor Cycles N 1500 126000 40 3200
12 12,200
@ Rs.30/gal. 166, 000
MAINTENANCE -~ 5% OF THE PHRCHASED COST/YR, 48,000
DEPRECTATION - 10% OF THR PURCIHASED COST/YR. 96, 000
ELECTRONIC EQUIPHENT
DEPRECTATION 10% OF TR PHRCHASED COST/YR. 168, 000
ADDUTIONAL OFFICE!:S
SPACE B 0
FURNITURE - 5% OF THFR PURCHASE COST/YR. 20,000
TELEPHONES 6,000
TOTALL 1,727,000

EXINIRIT 11 - Page 1)
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MURIDKE

STAFFING - EXISTING AND PROPOSED

DIVISION MANAGER
Steno
Driver
Naib Qasid

Administration

Administration Officer
Supervisor General Services
Jr. Clerk
Naib Qasids
Sweeper
Chowkidar
Mali
Foreman Transport
Lorry Cleaner
Driver
Supervisor Personnel
Sr. Clerk
Jr. Clerk
Record Keeper
Diary & Desp Clerk
Typists
Supervisor Legal & Labor Welfare
Sr. Clerk
Jr. Clerk
Safety Coordinator
Sr. Clerk

Budaget and Accounts

Budget and Accounts Of ficer
Supervisor B&A -~ Funds
Supervisor B&A - Accounts

Accounts Assistants
Senior Clerks
Typists

Naib Qasids

BPS PROP EXIST DIFF
18 1 1 0
12 1 1 0
7 1 1 0
1 1 1 0
4 4 0
17 1 0 -1
11/14 1 0 -1
5 1 1 0
1 3 4 +1
1 1 1 0
1 1 2 41
1 1 1 0
11 1 0 -1
3 0 1 +1
7 1 1 0
11/14 1 1 0
7 2 2 0
5 1 1 0
5 1 1 0
5 1 1 0
5 2 2 0
11/14 1 0 -1
7 1 1 0
5 1 1 0
16 1 0 -1
7 1 1 0
24 22 -5
+3
17 1 0 -1
16 1 0 -1
16 1 0 -1
11712 3 2 -1
7 4 4 0
5 2 2 0
1 2 2 0
14 10 -4




BPS PROP EXIST DIFF

Customer Services

Customer Services Of ficer 17 1 1 0
Steno 11 1 0 -1
baftri 2 1 1 0
Naib Qasids 1 3 3 0
Chowkidar 1 1 1 0
Mali 1 1 1 0
Sweeper 1 1 1 0

Supervisor Customer Assistance 11/14 1 ] -1
Customer Record Clerk 7 1 1 0
New Connection Clerk 7 1 1 0
MCO/DCO/RCO Clerx 5 1 1 0
Enquiries Clerk 7 1 1 ]
Litigation Cierk 7 1 1 0
Bills Despatch Clerk 7 1 1 0
Bill pistributors 3 7 7 0

Supervisor Customer Accounts 14 1 1 0
Typist 5 1 0 -1
Supervisor Meter Readers 12 1 1 0
LS-II Meter Readers 11 2 2 0
Meter Readers 5 13 13 0
Supervisor Billing Control 12 1 1 0
Sr. Bill Control Clerks 7 4 4 0
Jr. Bill Control Clerk 5 1 1 0
Sr. Meter Reading Clerks 7 4 4 0
Supervisor Debtor Control 12 1 1 ]
Sr. Debtor Control Clerk 7 2 2 0

Supervisor Computer Operations 16 1 0 -1
Computer Operator 12 1 0 -1

Total 56 51 -5

Planning

Planning Engineer 17 1 0 -1
Planners 12 3 0 -3
Estimators 7 3 0 -3
Head Draftsman 12 1 1 0
Assistant Draftsman 11 1 1 0
Tracer 5 1 1 0

Supervisor Technical Records 12 1 0 -1
Record Clerks 7 . 3 0 -3
Drivers 7 1 1 0

Total 15 4 -11

Service

Service Engineer 17 1 1 0

Supervisor Service 16 1 1 0
LS-I 12 2 3 +1

5%



LM-1I

ALM

Service Clerk
Supervisor Meters
LS-II

LM-T

ALM

DCO/RCO LS-1
Jr. Clerk
LM-I

ALM

Drivers

Maintenance & Qpoeration

Maintenance & Operations Engineer
Jr. Clerk

Service Dispatchers
Communications Technician
Supervisor Maint & Op

M&O Clerk

LS-1I

LS-II

LM-I

iM-II

ALM

LF-I

Complaint Clerks
Distribution Inspector
LM-T

Drivers

Total at Divisional Headquarters

NARANG SUB~DIVISION

Sub-Division Manager

Sr. Clerk

Jr. Clerk
Record Keeper
Driver

Typist

Naib Qasids
Chowkidar
Sweeper

BPS PROP EXIST DIFF
7 6 7 +1
5 12 12 0
5 2 2 0

16 1 0 -1
11 2 2 0
7 2 2 0
5 4 4 0
12 2 2 0
5 1 1 0
7 4 4 0
5 4 4 0
7 3 3 0
47 48 -1

+2

17 1 1 0
5 1 1 0
16 4 0 -4
11 1 0 -1
16 1 0 -1
5 1 1 0
12 2 3 +1
11 2 2 0
7 18 21 +3
6 23 23 0
5 58 78 +20
12 0 3 +3
5 4 4 0
12 2 0 -2
7 2 2 0
7 3 3 0
123 142 -8

+27

283 281 ~34

+32

17 1 1 0
7 1 1 0
5 1 1 0
5 1 1 0
7 1 0 -1
5 1 0 -1
1l 2 2 0
1 1 1 0
1 1 1 0




L0

BPS PROP EXIST DIFF
Customer Sarvices
Supervisor Customer Services 11/14 1 0 -1
Supervisor Customer Assistance 12 1 o -1
Customer Record & Enquiry Clerk 7 1 1 0
New Connections Clerk 7 1 1 0
Bill Distributors 3 4 4 0
Supervisor Meter Readers 12 1 1 0
LS-II Meter Readers 11 1 1 0
Meter Readers 5 5 5 0
Service
Supervisor Service 12 1 o -1
Service Clerk 5 1 1 0
LS-1I 11 1 1 0
LM-1 7 2 2 0
ALY 5 4 4 0
Assistant Draftsman 11 1 o -1
Meters
Supervisor Meters 12 1 0 -1.
LS-IT 11 L 1 0
LM-I 7 1 1 0
DCO/RCO LS-I1 11 1 1 0
Jr. Clerk 5 1 1 0
LM-T 7 1 1 0
ALM 5 4 4 0
Maintenance & Ooeration
Supervisor Maint. s Operation 16 1 0 -1
M&O Clerk 5 1 1 o
LS-I 12 2 2 0
LS-1I 11 2 2 0
LM-1 7 9 9 0
LM-IT 6 11 11 0
ALM 5 25 35 +10
Complaint Clerks 7 4 0 -4
Drivers 7 3 0 -3
Total Narang Sub-Div 103 98 -15
+10
SHARAQPUR SUB-DIVISION
Sub-Division Manager 17 1 1 0
Sr. Clerk 7 1 1 0
Jr. Clerk 5 1 1 0
Record Keeper 5 1 1 o
Driver 7 1 0 -1
Typist 5 1 0 -1
Naib Qasid 1 1 1 0.



BPS PROP EXIST DIFF

Chowkidar 1 1 1 0
Sweeper 1 1 1 0

Customer Service

Supervisor Customer Service 11/14 1 0 -1
Supervisor Customer Assistance 12 1 0 -1
Customer Record & Enquiry Clerk 7 1 1 o
New Connections Clerk 7 1 1 c
Bill Distributors 3 6 6 0
Supervisor Meter Readers 12 1 0 -1
LS-II Meter Readers 11 1 1 0
Meter Readers 5 10 10 0
Service
Supervisor Service 12 1 0 -1
Service Clerk 's5 1 0 -1
LS-II 11 1 0 -1
LM-1 7 2 2 0
ALM 5 3 3 0
Assistant Draftsman 11 1 0 -1
Meters
Supervisor Meters 12 1 0 -1
LS-II 11 1 o -1
LM-TI 7 1 1 0
DCO/RCO LS-IT 11 1 0 -1
Jr. Clerk S 1 1 0
LM~ 7 2 2 0
ALM S 4 4 0
Maintenance & Overation
Supervisor #4aint. & Operation le 1 0 -1
M&0O Clerk S 1 0 -1
LS-I 12 2 2 0
LS-II 11 2 0 -2
LM-I 7 9 9 0
LM-II 6 11 11 0
ALM S 25 34 +9
Complaint Clerks 7 4 3 -1
Drivers 7 4 0 -4
Total Sharagpur Sub-Div 110 98 -21
+ 9
Total Muridke Division 496 477 =70
+51

=70 indicates that there are 70 positions that cannot be filled Erom the
existing staff.

+51 indicates that there are 51 present staff members that are surplus. '

!



BPS PROP EXIST DIFF

Customer Services

Customer Services Of ficer 17 0
Steno 11 0
Driver . 7 0
Daftri 2 0
Naib Qasid 1 0

Chowkidar 1 +1

Mali 1

Sweeper 1
Supervisor Customer Assistance : 11/14

Typist 5
Customer Record Clerk 7
New Connection Clerks 7
MCO/DCO/RCO Clerks 5
Enquiries Clerk 7
Litigation Clerk _ 7
Bills Despatch Clerk 7
Bill pistributors 3
Supervisor Customer Accounts 14
Typist 5
Supervisor Meter Reacers 12
LS5-IT1 Meter Readers 11

Supervisor Meter Readers 7

Meter Reacers 5

Supervisor Billing Control 11

Sr. Bill Control Clerks 7

5
7
1
7

1 1
1 1
1 1
1 1
3 3
1 2
1 1
1 1
1 0
1 1
1 1
3 3
3 3
1 1
1 1
1 1
8 8

1 1

1 0
1 1
1 1
5 5
0 3 +
39 39

0
0
-1
0
0
0
0
0
0
0
0
1
0
0
0
3
0
0
0
Jr. Bill Controi Clerk 0
Sr. Meter Reading Clerks
Supervisor Debtor Control 1
Sr. Debtor Control Clerks

Supervisor Computer Operations 16

1
5
1
5
1
4
1
Computer Operator 12 1

1
5
1
5 0
1 0
4 0
0 1
0 1

Total 106 106 -4
+4

Planning
s-ann:ng

Planning Engineer 17
Planners 12
Estimators 7
Head Draftsman 12
Assistant praftsman : 11
Tracers 5
Supervisor Technical Records 12
Record Clerks » 7
brivers 7

U=~ 0We
U ONOKFOO -
i
[

N
N
—
o

Total ~-12

Service

o

Service Enginaer 17 1 1
Supervisor Service 16 1 1 0

b2



LS-I

LM-I

ALM

Service Clerks
Supervisor Meters

LS-ITI

LM-I

ALM

DCO/RCO LS-I

Jr. Clerks

LM-I

ALM

Drivers

Maintenance & Operation

Maintenance & Operations Engineer
Jr. Clerks
Service Dispatchers
Communications Technician
Supervisor Maint & Op.
M&O Clerk
LS-1I
LS~-I1I
LM-I
LM-I1I
ALM
LF-I
LF-I1
Complaint Clerks
Distribution Inspectors
LM-I
Drivers

Total at Divisional Headquarters

KHANQAH DOGRAN SUB-DIVISION

Sub-Division Manager
Sr. Clerks
Jr. Clerks
Record Keeper
Driver
Typist
Naib Qasids
Chowkidar
Sweeper

10

b3

Do FRUP EXIST DIFF
12 4 3 -1
7 8 8 0
5 16 17 +1
5 2 2 0
l6 1 0 -1
11 3 3 0
7 4 4 0
5 4 4 0
12 3 2 -1
5 2 4 +2
7 12 13 +1
5 12 12 0
7 3 2 -1
76 76 -4
+4
17 1 2 +1
5 1 "1 0
16 4 3 -1
11 1 0 -1
16 1 1 0
5 1 1 0
12 6 6 0
11 6 6 0
7 31 35 +4
6 30 30 0
5 147 158 +11
12 0 3 +3
11 0 2 +2
5 10 10 0
12 2 0 -2
7 4 4 0
7 5 4 -1
250 266 -5
+21
500 509 -36
+45
17 1 3 +2
7 2 2 0
5 2 3 +1
‘5 1 1 0
7 1 1 0
5 2 2 0
1 2 4 +2
1 1 1 0
1 1 1 0



BPS PROP EXIST DIFF

Customer Services

Supervisor Customer Services 11/14 1 0 -1
Supervisor Customer Assistance 12 1 0 -1
Customer Record & Enquiry Clerk 7 1 1 0
New Connections Clerk 7 1 1 0
Bill Distributors 3 5 5 0
Supervisor Meter Readers 12 1 1 o
LS-II Meter Readers 11 2 2 0
Meter Readers 5 12 12 0
Service
Supervisor Service 16 1 1 0
Service Clerk 5 1 0 -1
LS-1I 12 2 1 -1
LM-1I 7 4 4 0
ALM 5 8 9 +1
Assistant Draftsman 11 1 0 -1
Meters
Supervisor Meters 16 1 1 0
LS-II 11 2 2 0
LM-I 7 2 2 0
AL 5 2 2 0
DCO/RCO LS-I 12 2 1 -1
Jr. Clerk 5 1 1 0
LM-1 7 4 4 0
AL S 8 9 +1
Maintenance & Operation
Supervisor daint. & Operation 16 1 1 0
M&0 Clerk 5 1 1 0
LS-1I 12 2 1 -1
LS-IT : 11 4 4 0
LM-I 7 12 12 0
LM-1I 6 12 12 0
ALY 5 76 88 +12
Complaint Clerks 7 4 4 0
Drivers 7 5 3 -2
Total Xhangah Dogran Sub-Division 193 203 -9
+19
Total Sheikhupura Division 693 712 -45
+64

~-45 indicates that there are 45 positions that carinot be filled from the
existing staff,.

+64 indicates that there are 64 present staff members that are surplus.

11



POSITION TITLE: Division Manager

GRADE: BPS 18

BASIC FUNCTIONAL LESCRIPTION:

The Division Manager is responsible to the Superintending Engineer for
the operation aud management of the Division. He will exercise overall
supervision of General Services, Personnel, Safety, Finance, Customer
Services, Planning, Customer Connections, Maintenance and Operations and
the Sub-Divisions. lle receives functional guidance from the Directors
AEB, lle administers approved prlicles, procedures and budgets. He
ensures that the Sub-Division staff receive functional guidance from the
divisional staff,

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.

Ensures the efficient and economical internal functlioning of the
division through the personnel and general services functions.

Ensures that the provisions of the Union agreemen: are followed by
both labor and management.

Directs the administration of safety program and ensures the
enforcement of safety policles and practices.

Directs the awnual preparation of the budget.
Approves capital and operating expenditures and for emergency
repairs within the approved financial powers. Reviews and forwards

expenditures greater than his authority to a higher authority for
approval.

Directs the planning and activities of the division and
sub-divisions for economical connections, operation, mailntenance and

service restoration.

Monitors the program to minimize lineloss and eliminate unauthorized
use of energy in the Division.

Develops with the AEB Chairman programs for the 1improvement and
expansion of the Division and implements those that are approved.

12
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Prepares employee performance evaluations and fecommends salary
changes, promotions, demotions, transfers, discipline, leave of
absence, hiring and release of personnel.

Ensures that the raquired facilities and resources are available to
achleve the assigned tasks.

Participates in public communications programs throughout the
Division to enhance customer understanding of energy conservation,
established commercial procedures and customer safety,

DESIRED QUALIFICATIONS:

a.

Education:

Bachelor's degree in Engineering is required. Master's degree 1in
Engineering is recommended.

Prior 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.

Language Proficiency:

Must be fluent in written and spoken English and Urdu.

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 employeces.

Ability and Skills:

. Communication skills both in written and spoken English and
Urdu. Ability to address groups and the press,

. 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,

. Abllity to react, 1in a reasoned manner, to a wide range of
stressful situationsg.

13
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POSITION ELEMENTS:

a.

Supervision Received:

Reports directly to the SE Circle and reccives functional guidance
from the Directors of the AEBs . Required to make daecisions
Involving Division activities based on sound interpretation of
policy and procedures.

b. Avallable Guidelines:

Has available policies and procedures approved by the
Authority and 1is expected to ensure their implementation.

c. Exercise of Judgment:

Exerclises sound judgment and arrives at correct decisions on a
range of problems. Makes recommendations to the AEB Chalirman
that are detailed, well researched, accurate and in the best
Interests of WAPDA.

d. Authority to Make Commitments:

llas full authority to commit the Authority within the 1limits
of established financlal powers and approved policies and
procedures,

e, Nature, Level and Purpose of Contacts:

Regular written and/or oral contacts with AEB Department
Heads, Government officlals and the general public necessary
to carry out the duties and responsibilities of the position.

f. Supervision Exercised:

Directly supervises the Section Supervisors reporting to him
and the assigned Sub-Division Officers and through them has
overall management and supervisory responsibility for the
Division.
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POSITION TITLE: Administration Officer

GRADE : , BPS-17

BASIC POSITION DESCRIPTION:

The Administration Officer ig responsible to the Division Manager for the
services 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 RESPONSIBILITIES

v

Directs the recruitment of personnel 1in accordance with the
established down policies and procedures.

Directs the process cases of postings, transfers, promotions,
demotions and terminations.

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.

v Advises the Divislion Manager and other Supervisors on matters
relating to personnel, discipline and labor problems.

Ensures that the employees relations program such as indoctrination,
orientation, training, implementation and education assistance are
properly administered.

Ensures that the retirement, gratuity, all kinds of leave, group
life insurance, provident fund and WAPDA welfare plans, are dealt
with,

Approves payrolls and other employee's claims.

Processes and maintains annual confidential reports and declaration
of assets and all matters concerning therewith such as communication
of adverse remarks and scrutiny of representation thereto.

Keeps employees abreast with the latest Authority/Government
regulations on Safety, Wages and Salary, Labor Laws, Workmen
Compensation and other benefit plans.

Prepares performance evalvation reports and recommends grant of

increments, awards, accelerated promotion, transfer, demotion,
disciplinary action of personnel supervised.
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Interprets laws, rules and regulations framed by the Authority
obtains advice on legal matters from the concerned authorities.

Disposes of disciplinary/enquiry cases 1in accordance with the laid
down policies and practices.

Monitors the legal cases in the Court of law 4in coordination with
Assistant Director - Legal, Area Electricity Board and provides
assistance where needed.

Prepares, implements and monitors the budget of his section.

Recommends the hiring, rehiring and vacation of all types of
buildings including complaint offices, customer services centres and

area offices as required and coordinates maintenance of buildings
owned by WAPDA and lLiired offices/residences.

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.

Arranges procurements of office furniture, equipment and 1insures
their service and repair during use.

Recommends replacement of obsolete and unserviceable office
furniture and equipments.

Arranges supplies of stationery items for the Division.

Assists in establishing and maintaining position description of
employees of the Division. '

Undertakes other functlons and responsibilities as may be assigned
by the Division Manager.

DESTRED QUALIFICATIONS:

a.

Education:
Master's degree in Business Administration/Public Administration/

Business Education 1s required or Bachelor's degree with minimum of
5 years' experience in the Personnel administration.

Prior Work Experience:

Minimum of 3 years' experience in one of the major functional areas.

Language Proficiency:

Must be fluent in written and spoken English and Urdu.
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d.

e.

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
sem{-skilled labor.

. "1owledge of office methods and procedures.

Ablilities and Skills:

. Ability to develop accurate and complete records and schedules,

. Skills to deal with Unions.

POSITION ELEMENTS:

a. Supervision Received:

Direct supervision is received from the Division Manager and

functional assistance from the AEB 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 1{issued by the
AEB as well as specific instructions issued by his supervisors.

c. Exercise of Judgment:

. Requires to coordinate activities with supervisors.

. Work independently based on the instructions received and
strict adherence to pertinent operating procedures.
Recommendations to supervisors are expected to be complete,
accurate and in the best interest of WAPDA.

d. Authority to Make Commitments:

Authority to commit WAPDA {is 1limited to the financial powers

delegated by the Authority.

e. Nature, Level and Purpose of Contacts:

Deals with WAPDA Unions and other related offices to discharge his

duties.

f. Supervision Exercised:

Directly supervises all employees assigned to the personnel function,

adadmin/#2
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POSITION TITLE: Supervisor - General Services

GRADE : BPS 11/14

BASIC POSITION DESCRIPTION:

The Supervisor - General Services is responsikle 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:

. Recommends the leasing, re-leasing and vacating of all types of
buildings including complaint offices, customer service centers and
arca offices as requlred.

. Coordinates repalrs and maintenance of all buildings within the
division.
. Atranges procurement of office furniture, equipment using approved

purchasing procedures.

. Maintains records of office furniture and equipment in the division.

. Recommends replacement of obsolete and unserviceable office
furniture and equipment and prepares purchase documents for approved
replacements. Also recommends purchase of required additional items.

. Ensures the service and repair of office equipment.

. Consolidates division requirement for stationery and obtains same
using approved purchasing procedures.

. Obtains authorized telephone service and telexes system and insures
equipment is properly maintained. ‘

. Coordinates the maintenance and repair of vehicles and monitors that
repairs performed by outside workshops or the WAPDA central repair

shop in a timely manner.

. Monitors the operation of the division vehicles to maximize vehicle
utilization.

DESIRED QUALIFICATIONS

a. Education

Bachelor's degree or by promotion from amongst lower staff on the
basis of seniority-cum-fitness with at least 10 years experience.

b. Prior Work Experience

Minimum of 3 years experience in the relevant field.
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Language Proficiency

Must be [luent in written and spoken English and Urdu.

Knowledge of Specific Areas

. Knowledge of WAPDA's rules, regulations, policles 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 malntenance methods and procedures.

Abilitles and Skills

Skill to deal with vendors, suppliers and contractors.

POSLTION ELEMENTS :

a.

Supervision Recelved

Direct supervision ls received fFrom the Administration Officer.

Avallable Guldelines

llas avallable all applicable policies and procedures {issued by the
AER as well as specific Instructions issued by his supervisor.

Exercise of Judgment

Works on the basis of the instructions recelived and strict adherence
to pertinent operating procedures.

Nature, Level and Purpose of Contacts

Deals with local suppliers of offlce equipment, vehicle maintenance
and others to discharge his duties.

Supervision Exercised

Directly superviges all employees assigned to the general services
functlon.

asslstgs/#2
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POSITION DESCRIPTION: Supervisor Personnel

GRADE: BPS 11/14

BASIC FUNCTIONAL DESCRIPTION:

Reports to the Administration Officer and 1is 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:

v 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.).

° Processes the cases of postings, transfers, promotions, terminations and
disciplinary actions according to Authority's rules.

° Performs duties in connections with employment of personnel.

° 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,

° Performs duties in connection with maintenance of files, service
records, upto da*e and complete in all} respects, schedules meetings, and
convenes Boards for selecticn purposes.

€ Ensures that the employees service records are kept up-to-datn.

° Assists in preparing position descriptions of the clerical staff.

° Assists in preparing and scheduling 1local and centralised training
programs.

° Supervises the incoming and outgoing correspondence.

DESIRED QUALIFICATION:

a. Education:

Bachelor's degree or by promotion from amongst lower staff on the basis
of seniority-cum-fitness with at least 10 Years' experience.

b. Prior Work Experience:

Minimum of 5 years' experience in one of the major functional areas.

c. Language Proficiency:

Must be fluent in written and spoken English and Urdu.
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Knowledge of Specific Areas:

. Knowledge of administrative policies and practices and an
understanding of the operation of the personnel functions.

Knowledge of the methods used to deal wilh unskilled and
semi-skilled labor.

. Knowledge of rules and regulations of the Authority,

Ability and Skills:

Ability to develop accurate and complete records and schedules.

POSITION ELEMENTS:

a.

Supervision Received:

Direct supervision is received from the Administration Officer. Puts up
cases for decisions, with the advice of the above supervision, based on
sound interpretation of policies and rules framed by the Authority.

Available Guidelines:

fas available all applicable policies and procedures issued by the
Authority as well as specific instructions issued by his supervisors.

Exercise of Judgement:

Requires Lo coordinate activities with supervisors.

Works on the basis of the instructions received and strict
adherence to pertinent operating procedures. Recommendations to
supervisors are expected to be complete, accurate and in the best
interest of WAPDA.

Authority to Make Commitments:

lLimited to powers delegated by the Administration Officer.

Nature, Level and Purpose of Contacts:

Deals with WAPDA Unions and other related offices to discharge his
duties efficiently,

Supervision Exercised:

Directly supervises all employees assigned to the personnel Ffunctions.
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POSITION TITLE: Supervisor - Legal and Labor Welfare

GRADE : BPS-11/14

BASIC POSITION DESCRIPTION

Responsible to the Administration Officer for divisional 1legal and labor
welfare matters.

MAJOR DUTIES AND RESPONSIBILITIES:

(4

Maintains record of legal cases.

Y Provides assistance and information to the WAPDA counsel engaged for
the defence of Division cases.

v Attends court of law with WAPDA counsel to provide any evidence or
information that may be required during the hearing of the case.

v Assists the Manager Administration in choosing counsel from the
panel of those approved by the Authority.

Prepares cases for obtaining legal advice and guldance from the
AEB/WAPDA Headquarters.

v Deals with the labor problems and prepares cases for decision.
Processes all cises of grievances and petitions for redress.

v Arranges meetings of Divislon Manager with CBA Union and records
minutes of the meetings.

“ 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. Prior Work Experience:

Minimum three years of experience in the relevant field.

c. Language Proficiency:

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, policles pertalning to
legal and labor welfare.

. Knowledge of the methods used to deal with skilled,
seml-skilled and unsklilled labor.

e. Abilities and Skills:

. Ability to communicate hig views and write reports.
. Ability to understand and deal with Division employees.
. Ability to deal with the WAPDA counsels,

POSITION ELEMENTS:

a. Supervision Received:

Direct supervision ig recelived from the Administration Officer and
lunctional supervision Ffrom the Assistant Director/Deputy Director -
Legal and Labor Welfare AEB. Puts up cases for decision with the
advice of his superiors based on sound Interpretation and rules
lramed by the Authority,

b. Avallable Gulde Lines:

Has available all applicable policies and procedures 1ssued by the
Authority as well as those Issued by the AEB.

c. Exercise of Judgment :
. Requires to coordlinate activities with supervisors.
. Works fndependently based on the {Instructlons received and
strict adherence to pertinent operating procedures.

Recommendatlons to hisg superfors are expected to be complete,
accurate and in the interest of WAPDA.

d. Authority to Make Commitments:

NIl1

e. Nature, Level and Purpose of Contacts:

Deals with the Divis{on Supervigor's staff, WAPDA counsel,
representatives of labor union, courtsg, tribunal, etc.

f. Supervislon Exercised:

Directly supervises staff assigned to him.

ALNIWELF/HS
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POSITION TITLE: Safety Coordinator

GRADE : BP5-16

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 for
corrective action, reports accidents to the concerned higher authorities
and maintalns records of all safety activities and statistics on
acclidents.

MAJOR DUTIES AND RESPONSIBILITIES:

v Performs fleld {nspections 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.

Answers or resolves inquiries of safety from management and
employees.

Assists and guldes accident investigation committees.
Conducts inspection of safety equipment and tools for their
availabilicy, serviceability and sultability and provides reports

with recommendation to correct the deficiencies found.

Inftiates requests for the acquisition of safety equipment nqot
available in the fleld store,

Monitors implementation of recommendation for accident prevention.

Conducts monthly safety meetings to review the WAPDA Safety Code and
discuss the safety matters with the Division employees.

Organizes monthly safety committee meetings under the chairmanship
of Divis{on Manager to review and discuss safety problems.

¥ Submits monthly summary of safety activities and statistics on
accidents to the Deputy Director Safety, AEB.

Assists 1n organizing on site safety training programs for the
Division employees.

v Makes {mmediate telephone reports to the functional supervisor in
all urgent matters of safety s8uch ag employee or utility related
public fatalities and serious accidents,

Any other duty as may be assigned by his Supervisor,
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DESIRED QUALIFICATLONS:

a)

b)

Educatlon:
Incumbent should hold diploma 1in Electriecal engineering from
Polytechnic 1Institute. However, job related experlence may be

substituted for education.

Prior Work Experience:

Incumbent must have at least 10 years experlence in Electrical
Distribution activities,

Language Proficiency:

Incumbeat must possess a moderate degree of proficlency in both
written and spoken English. Must also possess a high degree of
proficiency in written and spoken Urdu.

Knowledge:
Intimate kncowledge of the Safety Code and work procedures.

Abilities and Skills:

. Abllity to Impart knowledge of the safety code interfaced with
sound distribution procedures to all employees.

. Abllity to prepare written reports and statistics.

POSLTION ELEMENTS:

a)

b)

c)

d)

Supervision Recelved:

Under functlonat guidance of the Deputy Director - Safety (AEB) and
administrative supervision of the Administration Officer lncumbent
performs most work under moderate supervision for activities and
progress.

Avallable Guidelines:

Incumbent uses the safety and various other data provided by
functional supervision combined with abilities and skills to provide
a comprehensive safety program.

Exercise of Judgment:

Incumbent exercises moderate Judgment and will appeal to higher
supervision in the difficult matters.

Authority to Make Commitments:

Recommendat Lons based on WAPDA Safety Code and the related
guldelines provided by the functional supervisors must bo considered
applicable to the Division area assigned.
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e) Nature, Level and Purpose of;Contact:

Regular contacts with the . Division employees on safety matters but
no contact with the general public.

£) Supervision Exercised:

Directly supervises the staff provided.

DISK 1 safecoor
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POSITION TITLE: Budget & Accounts Officer

GRADE: BPS-17

BASIC FUNCTIONAL DESCRIPTION

° The Budget and Accounts Officer is the principal assistant to the
Division Manager on all accounting functions of the Division.

° Pays and records expenditure for the division by using the
procedures laid down in the Divisional Accounting Manual.

° Receives funds from the Director Accounts AEB to meet the imprest
demands of Division.

° Ensures that the accounts books record the expenditure being
incurred in the Division.

° Deals with pre-audit function and pays bills up to Rs.10,000/- with
the provision for a post-audit by the AEB

° Ensures timely submission of various accounting and management
reports to the Director Accounts AEB and other concerned entities., .

° Deals with all solicy matters concerning accounts.

° Assures that the financial provisions of the Union agreement are
followed by both Labor & Management,

° Prepares performance cvaluation and recommends salary changes,

promotions, transfers, leaves, hiring and release of persons

supervised.

° & sumes the responsibility for administering the personnel safety

program and policies of WAPDA in respect of staff employed under his
control.

° Arranges appropriate education and training programs for subordinate
personnel.

DESIRED QUALIFICATION:

a." Education
Master degree in Commerce or Business Administration

b. Prior Work Experience
Two Years' experience as a Superivisor Budget & Accounts or the

equivalent in the field of accounting with a Master's degree or four
years' experience as a Supervisor Budget and Accounts or equivalent

in the field of accounting with a Bachelor's degree.
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Language Proficiency

Total fluency in spoken and written English.

Knowledge of Specific Areas

Complete knowledge of Finance & Accounting principles and banking
business.

Abilities and Skills

Ability to carry out Authority's policies and procedures on
financial matters.

POSITION ELEMENTS

a.

Supervision Received

Reports administratively to the Division Manager and functionally to
the Director Accounts, AEB. Required to make decisions involving
financial aspects of the division's activities based on sound
interpretation of policies and procedures.

Available Guidelines

Has available policies and Procedures approved by the Authority and
is expected tu ensure that their implementation.

Exercise of Judgment

Required to exercise sound judgment in respect of accounting matters
and problems which may be faced while working in Division Accounts
Office.

Authority to Make Commitments

Has full authority to commit within the powers given to him by the
Authority. .

Nature, Level and Purpose of Contact

Meets with AEB accounts staff to coordinate with accounting work.

Supervision Exercised

Exercises direct supervision over assigned subordinate staff within
the financial and administrative powers vested in him.
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POSITION TITLE: Supervisor Budget & Accounts - Funds

GRADE: BPS-16

BASIC FUNCTIONAL DESCRIPTION:

The Supervisor Budget & Accounts - Funds is responsible to the Budget and
Accounts Officer for imprest cash, miscellaneous cash, bank
reconciliations and related documentation.

MAJOR DUTIES AND RESPONSIBILITIES:

° Funds reguisition from the AEB.
° Payments of bills and invoices.
° Maintenance of imprest cash book, miscellaneous receipts cash book

and billing cash book (capital contributions).

° Bank reconciliataions.
° Preparation of the ledger summary for his own section.
° Assures that provisions of the Union Agreement are followed by both

the Labor and Management.

° Performance evaluation and recommends salary changes, promotions,
transfers, leaves, hiring and release of persons supervised.

° Provides subordinate personnel with education and training required
for proper job performance.

DESIRED QUALIFICATION:

a. Education
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 accounting principles.

e. Abilities and Skills

Ability and skill to organize ;he basic accounting work.
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POSITION ELEME!TS:

a.

Supervision Received

Directions are received from the Budget & Accounts Officer regarding

job assigned.

Available Guidance

all policies and procedures approved by Authority for

Has available
to ensure their

accounting and banking business and expected
implementation.

Exercise of Judgment

Required to exercise judgment in respect of accounting matters of

the section assigned.

Nature, Level and Purpose of Contact

Meets with the Division's Budget & Accounts Officer to coordinate

the functions.

Supervision Exercised

Exercises direct supervision over assigned subordinate staff.
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POSITION TITLE: Supervisor Budget & Accounts - Accounts

GRADE: BPS-16

BASIC FUNCTIiONAL DESCRIPTION:

The Supervisor Budget & Accounts - Accounts 1is responsible for the

maintenance of accounts books and preparation of management reports.

MAJOR DUTIES AND RESPONSIBILITIES:

° Receives ledger posting summary from each section.

° Writes general ledger.

° Prepares the trial balance each month.

° Prepares the managenant and accounting reports as provided in the
Management Informa:ion System and submits to the Manager Budget &

Accounts for submission to the AEB Accounts Office.
° Responsible for stores accounting.

DESIRED QUALIFICATION:

a. Education
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 Urdu and English.

d. Knowledge of Specific Areas

Basic knowledge of finance and accounting principles.

e, Abilities and Skills

Ability and skill to organize the basic accounting work.

POSITION ELEMENTS:

a. Supervision Received

Directions are received from the 3udget & Accounts Officer regarding

job assigned.
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Available Guidance

Has available all policies and procedures approved by Authority for

accounting and banking business and
implementation.

Exercise of Judgment

Required to exercise judgment in respect
the section assigned.

Nature, Level and Purpose of Contact

expected to ensure their

of accounting matters of

Meets with the bivision's Budget & Accounts Officer to coordinate

the functions.

Supervision Exercised

Exercises direct supervision over assigned subordinate staff.
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POSITION TITLE: Customer Services Officer

GRADE : BPS-17

BASIC FUNCTIONAL DESCRIPTION:

The Customer Services Officer is responsible to the Division Manager for
customer service activities relating to customer agsistance and customer
accounts; for managing the meter reading, issuance of electric service
bills and bill distribution, computer processing, the customer inquiry
procedures, the energy surveillance, and energy conservation and load
management programs; for implementing new or revised procedures for the
customer services; and for assuring good customer relations with all
classes of customers.

MAJOR DUTIES AND RESPONSIBILITIES:

v Ensures that customer inquiries are expediently and fairly handled
within the guidelines established by appropriate governmental
authorities.

“ Ensures the prompt and fair handling of customer requests for
electric service.

v Directs office employees as they carry out customer contact to
assure a prompt and courteous service to the customers.

v Directs and monitors the malntenance of the customer records, the

proper and timely billing of new and existing customers whose meters
are changed or reconnected after a temporary disconnection.

Responsible for the initiation of the write off procedure for the
disconnected delinquent customers and their physic=l verification
before referring to Government Recovery Officer.

v Directs the handling of customer complaints, referring those not
settled to the proper person or department for. investigation.
Follows up to ensure satisfactory completion.

* Directs meter reading and bill distribution activities and practices.
Directs the use of the microprocessor.

Directs activities relating to extension of credit, collection or
disconnection of delinquent accounts and requirements for security
deposits.

Y Directs activities relating to billing adjustments.

Directs the timely preparation and onward submission of reports
related to the collection of cash.

v Directs the energy conservation and load management program.

Directs the energy surveillance program as 1t applies to the
Customer Services area of responsibility.
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Provides functional guldance to the Sub-Divigion Customer Services
Supervisor in all activities and makes rersonal visits as required.

Provides for preparation and verification of all required reports.

Consults the concerned officlals in the AEB  for functional guldance
on policy matters.

Responsible for preparing the customer services section of the
Division's annual budget.

lolds an 1imprest account for his office expenditure within the
prescribed limits and is responsible for its proper disbursement and

replenishment.

Ensures that provislons of Unlon Agreement are followed by bgth
labor and management.

Recommends local procedures and practices as authorized where not
covered by general instructions.

Recommends wage and salary changeas, promotions, demotions,
transfers, leaves of absence, hiring and reiease of personnel.

Responsible for attending to the audit para inquiries and the timely
subm{ssion of reports to the appropriate authorfties.

Recommends, develops and assists in training personnel.
Fndorses and pursues safe work practices and environment.

Undertakes other responsibilities as assligned.

DESIRED QUALIFICATION:

a.

Education:

1) Direct Recruitment. Master's Degree in  either commerce,
statistics or mat hemat ics, business administration or
englneering.

i1) Promotees. Bachelor's Degree.

Prior Work Experience:

1) Direct Recruitment. Minimum of 3 years' experience with a
private or public corporation on matters relating to financial
and accounting aspects.

i1) Promotees. Minimum of 15 years' continuous service 1in a WAPDA
Customer Service Office.

Abilitles and Skills/Knowledge:

Communicatlon 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 deal with complex problems and
develop practical solutions.

. Able to react in a reasonable manner to a wide range of
stressful sftuations.

POSITION ELEMENTS:

a.

Supervision Recelved:

Reports directly to Divisional Manager and functionally to the
Director of Customer Services — AEB.

Available Guidelines:

Guidelines are available from WAPDA manuals, policies, procedures
and other documents {ssued from time to time.

Exercise of Judgment:

Must be able to analyze complex problems resulting 1in proposals and
their implementation.

Authority to Make Commitments:

Has full authority to make commitments to the extent authorized by
the Divisional Manager.

Nature, Level and Purpose of Contacts:

Contacts with customers, Government agencles and other WAPNA
personnel as necessary in the execution of responsibilities.

Supervision Exercised:

Supervises the work of his staff, plans their workload and
assignments, provides assistance in dealing with complex
administrative problems, evaluates performance and ensures that
their work 1s carried out in compliance with plans.

disk 6 mgrcusrv
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POSITION TITLE: Supervisor - Customer Assistance

GRADE : BPS-11/14

BASIC FUNCTIONAL DESCRIPTION:

The Supervisor Customer Asslstance 1is responsible to the Customer
Services Officer for customer assistance, customer inquirles and customer
records. Coordinates with Supervisor - Computer Operations for data
control and transmittal. Ensures prompt and falr service to all new and
exlsting customers. '

MAJOR DUTIES AND RESPONSIBILITIES:

o

Supervises the employees as they make customer contacts and
ensures that they are dealt with within the guldelines established

by WAPDA and appropriate Governmental authoritles.

Ensures prompt and courteous service to all exlisting and new
customers.

Responsible for flle maintenance of the customer records, the
proper and timely bllling of new customers and existing customers
whosc meters are changed and/or reconnected after a temporary
dlsconnectlon.

Coordinates with the Supervisor - Computer Cperations in
reglstering new applications, and obtaining customer history for
customer Iinquiries. :

° Coordinates with the Service Engineer for all new connections,
reconnections, dlisconnections and eqilpment removals.

Coordinates with Supervisor - Customer Accounts for attending to
all customer billing complaints and preparing reconnectlon orders.

° Responslble for proper and timely distributlon of bills within the
Division.

Refers customer complaints not settled within the offlce to the
proper person or department Ffor investigation and follows up to

ensure a satisfactory solutinn,

Ensures proper record keeplng of custemer's statistles and logging
of all correspondence and transmittal of data.

Responsible for the preparation of all customer's statistical
reports.

Provides tralning to new staff under his sectlon.
° Ensures adequate supply of forms, statlonery, office supply and

handouts for customers and the maintenance of office equipment in
the customer services section.
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Makes recommendations on Tating, discipline and other personnel
matters as they apply to the employees in his section.

Endorses and ensures safe work practices and environments.

Performs other work asg assigned.

DESIRED QUALIFICATION:

a.

Education:
Intermediate but Bachelor's degree preferred.

Prior Work Experience:

Minimum of 12 years relevant experlence required.

Abilities and Skills/Knowledge:

. Strong communication skills in both written and spoken English
and Urdu.

. Deals effectively with people, both customers and employees.

. Possess supervisory skills to deal with complex problems and

to develop practical solutions.

. Able to react [n a reasonable manner to a wide range of
stressful si{tuations.

POSITION ELEMENTS:

a.

Supervision Received:

Reports directly to the Customer Services Officer.

Available CGuidelines:

Guidelines are available from WAPDA Manuals, policies, procedures
and other documente issued from time to time.

Exercise of Judgment:

Must be able to analyze complex problems resulting in proposals and
their {mplementation.

Authority to Make Commitments :

Has full authority to make commitments to the level authorized by
Supervisor - Customer Services,

Nature, Level and Purpose of Contacts:

Contacts with Customers, government agencies and other  WAPDA
personnel as necessary in the executiun of responsibilities.
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f. Supervision Lxercised:

Supervises the work of hig staff, plans thelr workload and
assignments, provides assistance when dealing with complex
administrative problems, evaluates performance and ensures that
their work is carried out in compliance with plang,

disk 6 supcusta
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POSITION TITLE: Supervisor - Customer Accounts

GRADE : BP5-14

BASIC FUNCTIONAL DESCRIPTION:

The Supervisor Customer Accounts 1{s responsible to Customer Services
Officer for all customer accounts, their reconciliation and reports.
Also responsible for actions required on all Management information
reports generated by the computer relating to customer accounts. Ensures
prompt and faiv service to the customers.

MAJOR DUTIES AND RESPONSIBILITIES :

[}

Supervises the maintenance of customer accounts ledgers and
reconcliliation of assessment, realization and debtors outstanding,
on a monthly basis.

Supervises the staff of customer accounts section as they attend to
customer complaints to ensures prompt and fair service.

Coordinates with computer section for incorporation of all bill
ad justments during the month. '

Assigns the collection of bank scrolls and checking of their
correctnrness to the customer account section.

Responsible for 'banks overage and shortage' report and supervises
preparation of 'daily cash reconciliation reports’

Coordinates with Budget and Accounts section on banking matters.
Coordinates with Customer Services section for disconnection/
reconnection procedures and with the Supervisor Service for

verification.

Responsible for iritiating a recovery procedure with the Government
Recovery Officer for old delinquent accounts on a periodic basis.

Responsible for initiating a write-off procedure for those accounts
declared irrecoverable.

Responsible for the preparation of all customer accounts reports.

Reviews 1iports, data and information as it relates to customer
accounts,

v Assists 1in the interpretation of customer accounts manuals and
provides continuing instruction for customer accounts personnel in
policies, practices and procedures.

Provides training to new customer accounts personnel.,
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Ensures adequate supply of forms and stationery and maintenance of
office machines and equipment in the customer accounts section.

Makes recommendations on rating, discipline and other personnel
matters as they apply to the employees under his section,

Endorses and pursues safe work practices and environment.

Performs other work as assigned.

DESIRED QUALIFICATION:

a.

Education:

Bachelor's degree holder or sulitable existing old employees with
intermediate or matriculation education.

Prior Work Experience:

Minimum 15 years experience with Customer Accounts.

Abilities and Skills/Knowledge:

. Communication skills both in written and spoken English and

Urdu.
. Knowledge of Customer Accounts application 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 the Customer Services Officer.

Avallable Guidelines:

Guidelines are available from WAPDA manuals, policies, procedures
and other documents issuad from time to time.

Exercise of Judgment :

Must bhe able to analyse complex procedures resulting in proposals
and their implementation.,

Authority to Make Commitments:

Has full authority to make commitments to the level authorized by
the Manager - Customer Services.
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e. Nature, Level, and Purpose of Contacts:

Contact with customers, governmental agencies and other WAPDA
personnel as necessary in the execution of responsibilities.

f. Supervision Exercised:

Supervises the work of his staff, plans their work 1load and
assignments, provides assistance when dealing with comp lex
administrative problems, evaluates performance and ensures that
their work is carried out in compliance with plans. k
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POSITION TITLE: Supervisor - Meter Reading

GRADE : BPS-12

BASIC FUNCTIONAL DESCRIPTION:

The Supervisor Meter Reading is responsible to the Supervisor - Customer
Accounts and performs responsible and difficult duties which requires
indepndent analysis, moderately extensive judgment and detailed knowledge
of WAPDA and/or meter reading work procedures. Includes frequent contact
with other sections and departments, sope external contacts with
customers, suppliers and the general public, Supetrvises, coordinates and
directs the work of others,

MAJOR DUTIES AND RESPONSIBILITIES:

° Supervises, coordinates and directs the meter reading group,

° Maintains records & files on the meter reading ang reports in
accordance with standard operating procedures, '

° Supervises the reading of kilowatt-hour meters in accordance with
daily schedules.

° Carries out field checking duties as prescribed in the appropriace
procedures and practices,

° Reviews reports, data and information as it relates to the meter
reading, checking their accuracy and for adherance to standard
procedures and checks in detail the work of those employees assigned
to his section or area.

° Ensures follow up on meter reading exceptions and timely return of
meter reading documents and meter reading reports to the Computer
Supervisor,

° Refers for investigation, observed unauthorized use of energy,
broken or damaged meters and seals, abnormal consumption and
questionable tariff violations,

° Assists in changes of existing meter reading routes as appropriate,

° Assists in the training of new employees within the meter ceading
area.

° Makes recommendations on rating, discipline and other personnel

matters as they apply to the employees under his supervision,
° Endorses & pursues safe work practices and environment,

° Performs other work as assigned,
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DESTRED QUALIFICATION:

a,

Education:

Intermediate perferably Degree holder or by promotion from a lower
position,

Prior Work Experience:

Minimum 12 years experience required of similar nature.

Abilities and Skills/Knowledge:

. Sttong 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 skilis 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 Recejved:
Reports directly to Supervisor - Customer Accounts,

b, Available Guidelines:
Guidelines are available from WAPDA Manuals, policies, pfocedures
and other documents issued from time to time,

C. Exercise of Judgment:
Must be able to analyze complex problems tesulting in proposals and
their implementation,

d. Authority to Make Commitments:
Nil.

e. Nature, Level, and Purpose of Contacts:
Contacts with other WAPDA personnel as necessary in the execution of
responsibility.

£. Supervision Exercised:
Supervises the work of his staff, plans their workload 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: Supervisor Billing

GRADE : BPS-11

BASIC FUNCTIONAL DESCRIPTION:

The

Supervisor Billing 1s responsible to Supervisor Customer Accounts for

the custermer billing, Customer billing complaints and billing adjustments.

MAJOR DUTIES AND RESPONSIBILITIES:

(4

Supervises billing section employees as they carry out their work.

Ensures the maintenance of all billing ledgers and their
reconciliation within the customer accounts systen.

Ensures correctness of all bills by conducting a random check of
bills pertaining to each customer class,

Maintains computer generated billing registers and transaction
registers to look after billing complaints.

Ensures that all hill adjustments are carried out by the computer
and the bills corrected accordingly.

Ensures prompt and courteous service for customer's complaintsg.

Assists in the preparation onf billing related reports of routine
nature or those on an adhoc basis. ‘

Ensures the collection of bank scrolls and checking of their
correctness, asg assigned by the Supervisor Customer Accounts.

Responsible for the Preparation of 'group tickets' for all 5111
ad justments for inclusion in the 'daily cash reconciliation reports’,

Reviews reports, data and information as {t relates to the customer
billing.

Assists 1in rating, discipline and other personnel matters as they
apply to the employees under hig section.

Endorses and pursues safe work practices and environment,

Performs other work as assigned.

DESIRED QUALIFICATION:

a.

Education:
——=arion.

Intermediate certificate holder or by promotion from a lower
Position with at least 10 years experience.

Prior Work Experience:

12 years! Prior related experience.
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Abilities And Skills/Knowledge :

. Strong communication skillg 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.

e.

Supervision Received:

Reports directly to Supervisor Customer Accounts.

Available Guidelines:

Guidelines are available from WAPDA manuals, policies, procedures
and other documents issued from time to time.

Exercise of Judgement:

Must be able tn dudlyse complex problems resulting in proposals and
their implcmentation.

Nature, Level, and Purpose of Contacts:

Contacts with WAPDA personnel as necessary 1in the execution of
responsibilities.

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.

disk 6 supvbilg
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POSITION TITLE: Supervisor Debtor Control

GRADE, : BPS-11

BAS1C FUNCTIONAL DESCRIPTION:

The Supervisor Debtors Control 1s responsible to the Supervisor Customer
Accounts for activities relating to debtors, extension of  credit,
collection or disconnection of delinquent accounts and requirements for
security deposits.

MAJOR DUTIES AND RESPONSIBILITIES:

v

Fnsures the maintenance of debtor'sg ledpgers and their
reconciliation within the custorer accounts system.

Supervises the control and analysis of arrears the date and amount
and the disconnect{on/reconnection procedures.

Monitors the timely despatch of disconnection notices and orders to
the dellnquent customers.

Supervises the maintenance of security deposit records and
monitors, the enhancement, collection or refund of customer's

security deposits as required.

Directs activitles consequent to all MIS reports on actlve debtors
and delinquents.

Assists Supervisor Customer Accounts in Lmplementing recovery and
write-off procedures.

Assists In the preparation of debtor related reports of routine
nature or others as required.

Fnsures the collection of bank scrolls from the authorized branches
and the checking of their correctness as assigned by the Supervisor
Responsible for the preparation of 'group tickets', and 'daily cash

reconclliation reports.

Assists {n rating, discipline and other personnel matters as they
apply to the employees under hig section.

Endorses and pursue safe work practices and environment.
Performs other work as assigned,

DESIRED QUALIFLCATION:

a. Education:

Intermediate certificate holder or by promotion Ffrom a lower
position with at least 10 years expevience
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Prior Work Experience:

12 years' prior related experlence.

Abilities And Skills/Knowledge:

. Strong communication skillg in both written and spoken Eaglish
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 solutiouns.

. Able to react 1in a reasonable manner to a wide range of
stressful situations.

POSITION ELEMENTS:

a.

e,

Supervision Recelved:

Reports directly to Supervisor Customer Accounts.

Available Guidelines:

Guidelines are available from WAPDA manuals, policies, procedures
and other documents issued from time to time,

Exercise of Judgment :

Must be able to analyse complex problems resulting in proposals and
their implementation.

Nature, Level, and Purpose of Contacts:

Contacts with WAPDA personnel as necessary 1in the execution of
responsibilities,

Supervision Exercised:

Supervises the work of his staff, plans their work 1load and
assignments, provides assistance when dealing with complex
administrative problems, evaluates performance and ensures that
their work is carried out in compliance with plans.

disk 6 supvdcon
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POSITION TITLE: Supervisor Computer Operationsg

GRADE : BPS-16

BASIC FUNCTIONAL DESCRIPTION:

The Supervisor Computer Operations 1s responsible to the Customer
Services Offlcer and functionally to the AEB Assigtant Director -
Computer Operatlong and {s responsible for the operation and uge of the
division computer and other machineg assoclated with data processing,

MAJOR DUTIES AND RESPONSIBILITIES:

o

Is responslble for the Integrity and security of all programs and
data flles used in the operation of the division computer equipment.

Supervises the key entry and the verification of data key entry to
diskette,

Directs others {n the operation of the computer and peripheral
equipment, which 1ncludes printers, disk drives, terminalg and other
equipment associated with computers.

Malntains statistical records on data entry functions 1ncluding
errors, reruns, equipment tailures and al1l Jobs processed on the
mlcroprocessor.

Works with uger departments within the divislon to establish g
schedule for the data entry function that satisfies the needs and
requirements of all departments.

Recel ves Lnput data from user departments, and coordinates
correction of {inputg with  user departments under  precribed
procedures.

Maintaling procedures manual for all Jjobs that are regularly
processed.

Performs or directs routine preventive maintenance on  equipment
following prescribed procedures.

Performs dlagnostics to determine the nature of equipment problems;
commun{cate problems to the AEB Assistant Director Computer
Operations; and coordinates problem resolution,.

Performs routine software maintenance, adding or changing program
libraries as directed by the AEB following prescribed procedures.

Malntains supplies Inventory for the data processing function
following prescribed procedures,

Tralns new or exlsting computer operators to operate the computer
and peripheral equipment; and traing them to perform data scheduling

and control functiong, program and equlpment maintenance functions,
and other administrative tagkg In his absence.
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Conducts training classes on the proper and approved use of new
software for the computer.

Distributes computer outputs from the computer system following
prescribed procedures.

Endorses & pursues safe work practices including protection of
equipment from dust, heat and other environmental hazards. Also

maintains current schedule of planned outages to avoid unexpected
pover failures as far as possible.

Performs other dutles as assigned.’

DESIRED QUALIFICATION:

a. Education:
Bachelor's degree in Compute Science.

b. Prior Work Experience:

5 years In the Computer Department of a public or private company.

c. Abilities and Skills/Knowledge:

. Strong communication skills ia both written and spoken English
and Urdu,

Technical knowledge of computer scilence application and
techniques.

. Deal effectively with employees.

. Possess 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:

Report directly to the Customer Services Officer and functionally to
the AEB Asst. Director of Computer Operations.

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 Ffull authority to make commitments to the level authorized by
the Manager - Customer Services.

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 Exercised:

Supervises the work of his staff, plans thelr work lcad and
assignments, provides assistance when  dealing with complex

administrative ptoblems, evaluate performance and ensure their work
i1s carried out in compliance with plans.

disk 6 supmicro
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POSITION TITLE: Computer Operator

GRADE: BPS-12

BASIC FUNCTIONAL DESCRIPTION:

The Computer Operator 1ig responsible to the Supervisor Computer
Operations, 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, malntenance of
Section records and preparation of required section and division forms.

MAJOR DUTIES AND RESPONSIBILITIES

o

Operates the division computer and assocliated equipment including
entry of security codes, setting of operationg parameters,
selection of program applications, preparation of diskette files,
transter of {information files to the fixed storage files, and other
similar operatlons administrative tasks.

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.

Key enters data to diskette from user prepared transactions and
transmittal controls,

Verifies the data key entered to diskette and audits results
following standard control procedures.

Prepares output reports, verifies reasonableness of contents, and
distributes them to users for distribution.

Assists in defining and improving section procedures and 1in
maintaining the procedures manual for all Jjobs that are regularly

processed.

Assists 1{n the training of new or existing Computer Operators to
Operate the computer and peripheral equipment.

Assists with routine preventive maintenance and emergency
maintenance of equipment following standard maintenance procedures.

Assists in conducting training classes on the proper and approved
use of new software For the computers.

Knows and practices all WAPDA safety rules and procedures.

Performs other duties as assigned.
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DESIRED QUALIFICATION:

a. Education:
Intermediate with technical Diploma in Computer operations,

b. Prior Work Experlence:

2 years' in the computer department with a private and public
company.

c. Abilities and Skills/Knowledge :

. Strong Communicatfon skills both in written and spoken English
and Urdu.
. Baslc technical knowledge of computer application and

techniques.

POSITION ELEMENTS:

a. Supervision Received:

Reports directly to Supervisor Computer Operations.

b. Available Guidelines:

Guidelines are avalilable from WAPDA manuals, policies, procedures
and other documents issued from time time.
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POSITION TITLE: Planring Engineer

GRADE : BPS 17

BASIC FUNCTIONAL DESCRIPTION:

The Planning Engineer is responsible to the Division Manager for the
distribution planning of the Division.

MAJOR DUTIES AND RESPONSIBILITIES:

(5]

Directs the Planning for new customer connections and for required
or requested changes to the supply for existing loads.

Participates with the pcwer market survey and 1load forecasting
group in the collection «f data for the load forecasts.

Directs the distribution transformer monitoring . studies for the
preparation of the transformer replacement program.

Directs the collection of data for system analysis and for the
system expansion plans and the energy loss reduction program.

Coordinates with the Assistant Director of Planning at the AEB and
at Distribution Headquarters.

Reads meters of industrial customers with demands above 70KW.

DESIRED QUALIFICATION:

a. Education:
Bachelor's degree in the Electrical Engineering (Power) is required,

b. Prior Work Experience:

Minimum of 3 vyears experience in g3 mjor functional area of

Distribution.
c. Language Proficiency:
. Must be fluent in written and spoken English and Urdu.
. Must be fluent 1in speech of at least one of the regional

languages.

d. Knowledge of Specific Areas:

Technical knowledge of the distribution and utilization of electric
energy and the equipment involved.

e, Abilities and Skills:

. Strong communication skills in both written and oral form.
. Technical ability to comprehend complex problems and ability
to implement and solve solutions to complex technical problems.
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POSITION ELEMENTS:

a.

Supervision Recelived:

Responsible to the Division Manager, follow approved policies,
criteria and standards with functional guidance and direction from
the Director of Planning and Engineering in AEB.

Available Guidelines:

Has available planning policies, approved procedures and criteria,
electrical standards, engineering and service rules, safety codes,
and financial budgets.

Exercise of Judgment :

Substantial Judgment, discretion and profassional integrity {is
required to supervise work and assign personnel.

Authority to Make Commitments:

Has authority to make commitments on apgproved policies, procedures
and budgets within the assigned limits,

Nature, Level and Purpose of Contacts:

Frequent contact with technical management at the AEB level and
with field and operating personnel] to exchange {nformation on job
related matters.

Supervision Exercised:

Direct supervision of the Planner and the Supervisor of Technical
Records. :
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POSITION TITLE: Planner

GRADE : 12

BASIC POSITION DESCRIPTION:

The Planner 1s responsible to the Planning Engineer for planning the
service connections to the customers to the division.

MAJOR DUTIES AND RESPONSIBILITIES: :

o

Plans the service connections Lo new customers requiring up to 70KW
and the necessary changes to the connections of existing customers;
recelves request Ffrom customer services, determines the condition of
the distribution System up to the proposed connection; wvisits the
site, determines what HT, transformer changes and LT connections or
changes are required and prepares to work order specifying the
equipment required and {its cost.

Monitors the assigned part of the distribution System to obtain data
for system analysis.

Collects {ata on transformer loadings and load forecasting to permit
the future planning for system improvements and expansion.,

DESIRED QUALIFICATION:

a.

Education:
omrediton e

3 year Diploma in Electrical Engineering from a recognized
institution.

Prior Work Experience:

Minimum 5 years experience 1in a major functional area of
Distribution.

Language Proficiency:

Reasonable proficiency 1in written and spoken Urdu and English is
required.

Knowledge of Specific Areas:

Technical knowledge of the distribution and utilization of electric
energy and the equipment involved.

Abilities and Skills:

. Effective vritten and oral communication skills are required.

. Ability to implement technical ingstructions from supervisory
staff is essential.
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POSITION ELEMENTS:

a.

Supervision Received:

Urdu the direction of the ' Planning Engineer, follows approved
policies, criteria and established standards. :

Available Guidelines:

Available planning policies, procedureg and criteria, approved
electrical standards, engineering service rules, safety odes and

financial budgets.

Exercise of Judgment:

Judgment and professional Integrity are required.

Authority to Make Commitments:

Does not have authority to make commltments.

Nature, Level and Purpose of Contact:

Frequent contact with technical and non-technical field and
operating staff to exchange job related matters.

Supervision Exercised:

Direct supervision of skilled and semi-skilled staff assigned.

disk 1 estimatr(p.3-4)
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POSITION TITLE: Supervisor Technical Records

GRADE : BPS 12

BASIC POSITION DESCRIPTION:

The Supervisor Technical Records 1is responsible to the Planning Engineer
for maintaining all records related to the history of equipment,
equipment loading, maintenance scheduies, maps, specifications,
engineering matters related to right-of-way, estimates, work orders,
budgets, and service records related to complaints and service outages.
He imparts record information to others for budget, planning, maintenance
and operation.

MAJOR DUTIES AND RESPONSIBILITIES:

v

Maintains records of all equipment nameplate data.

Records the movement of major equipment such ag transformers,
regulators, reclosers, sectionalizers and capacitors.

v Maintains a record of maintenance schedules and advises Maintenance
& Operation engineer when any 1item of equipment or system is
scheduled for periodic maintenance.

Maintains a record of equipment and circuit loads and ratings and
reports periodically ¢to Planning Engineer instances where 1loads
approach or exceed rated loads.

Maintains up-to-date crossg reference of customer accounts assoclated
with each substation transformer.

Maintains files of circuit maps, wiring diagrams, instruction books,
specifications, product descriptions and construction standards and
reports need for revisions to Planning Engineer.

Maintains files of estimate requests, budgets, work orders and
outage reports,

Prepares periodic summaries of changes in records for the Planning
Engineer.

Coordinates with Administration, Service, Customer Servicesg and the
Budget and Accounts sections on work order information.

DESIRED QUALIFICATIONS:

a. Education:
Diploma 1in engineering or accounting from a recognized institution.

b. Prior Work Experience:

Minimum of S5 years in a major functional area of distribution.
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Language Proficiency

Must be fluent in written and spoken English and Urdu.

Knowledge of Specific Areas:

Technical knowledge of electrical terms and equipment names
sufficient to identify the elements of the distribution system 1is
required.

Abilities and Skills:

. Ef fective communication skills in both written and oral forms.

. Ability to organize records, eater data and establish follow-up
procedures.

. Ability to use data processing equipment.

POSITION ELEMENTS :

a. Supervision Received:
Under the direction of the Planning Engineer, follows approved
policies, criteria and standards established,

b. Available Guidelines:
Has avallable approved standards and specifications, and forms for
recording Iinformation.

c. Exercise of Judgment:
Judgment and professional integrity are required to assign personnel
and to recognize questionable data supplied by others.

d. Authority to Make Commitments:
Does not have authority to make commitments.

e. Nature, Level and Purpose of Contact:
Frequent contact with technical, non-technical field and operating
staff to obtaln and dispense relevant data.

f. Supervision Exercised:
Direct supervision of clerks and others assigned to the Records
section.
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POSITION TITLE: Head Draftsman

-GRADE: BPS-12

BASIC POSITION DESCRIPTION:

The Head Dpraftsman 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:

° Prepares system layouts, drawings, equipment and material
inventories for Distribution Planning.

° Revises, corrects and updates the drawings, designs and other
records for Distribution Planning.

° Supervises the work of Assistant Draftsmen, Tracers and other staff
placed under his control.

° Assumes other duties and responsibilities as assigned.

DESIRED QUALIFICATION:

a. Education
=Lacation

2 years Diploma in Draftsman or by promotion from amongst lower
staff on the basis of seniority-cum-fitness with at least 10 years
experience,

b. Fiior Work Experience

5 years experience in the relevant field.

c, Lanquage Proficiency

Fluency in written and spoken English and yrdu.

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 symbels,

e. Abilities and skills
. Must demonstrate ability to produce high quality drawings and
sketches,
. Must be able to read drawings or make revisions.
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POSITION ELEMENTS:

a. Supervision Received

Direct supervision is received from the Planning Engineer.

b. Exercise of Judgment

Judgment on the basis of the instructions received and strict
adherence to pertinent ol 2rating procedures,

C. Authority to Make Comnitments
Nil.

d. Nature, Level and Purpose of Contacts
Mil,

e. Supervision Exercised

Supervision of all employees assigned.
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~ POSITION.TITLE: = SQarviece Frod

ITION . TITLE: Service Englneer

GRADE : BPS - 17

BASIC POSITION DESCRIPTION :

The Service Engineer is responsible to the Division Manager for
supervising and coordinating the activities involved in providing service
tv the customers.

MAJOR DUTIES AND RESPONSIBILITIES::

o

Directs the construction of the facilities for service, metering
and service entrance work to customers.

Directs the inspection of various phases of contracted work for the
construction of service.

Plans and schedules personnel, equipment and material for
construction of service within the division.

Assists 1n formulating policies, practices and procedures involved
in dlstribution construction of service, meters and service
entrance and administer those approved.

Cooperates In maintaining training programs for education of
personnel to develop the skills to insure the Proper wuse of

equipment.

Enforces company safety practices to safeguard employees, the
public and company equipment.

Directs the use of the radio communication equipment.

Assists the Division Manager {in preparation and monitoring of the
budgets.

Reads meters of industrial customers with demand above 70KW.

DESIRED QUALIFICATIONS:

a. Education
Bachelor's degree in an engineering discipline.

b. Prior Work Experience

Minimum of 3 years experience in a major area of distribution.

C. Language Proficiency

Must be fluent in wrikrten and spoken English and Urdu.

d. Knowledge of Specifir Areas

Technical knowiedge of the distribution and utilization of
electric energy and the equlipment involved.
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. Personnel supervised are continually exposed to electrical and
mechanical hazards for which safety tralning must be fully
understood.

e. Abllities and Skil]

. Strong written and oral communication skills.

. Technical and ability to comprehend, evaluate and solve field
problems and develop practical and safe solutions.

POSITION ELEMENTS:

a. Supervision Received

Under the direction of the Division Manager, follow approved
policies, criteria and standards established with functional

guldance from the AEB Director Services,

b. Available Guidelines

Available policies, procedures and practices, approved englneering
service rules, safety code and financial budgets.

c. Exercise of Judament

Technical Judgment, discretion and professional integrity along
with safety awareness 1is required to supervise the work and the

personnel.

d. Authority to Make Commitments

. Has authority to make commitments on approved policies,
procedures and budsets within the assigned limits,

. Has authority to carry out personnel disciplinary action as
assigned.

e. Nature, Level and Purpose of Contacts

Frequent contact with technical and non-technical supervisors of
the division and other personnel to exchange Information on job

related matters.

f. Supervision Exercised

Dicect supervision of Line Superintendent, Meter Englneer and
Inspectors and indirect supervision of personnel assigned tn these

supervisors.
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POSITION TITLE: Supervisor Service

GRADE :

BPS - 16

BASIC POSITION DESCRIPTION:

The

Supervisor Service is responsible to Service Engineer for

coordination and supervison of work involved in the construction of
overhead and underground service and associated equipment.

MAJOR DUTIES AND RESPONSIBILITIES:

(1)

Supervises tlie construction of service work related to primary
overhead and underground distribution lines and equipment.

Supervises the construction of service work related to secondary
overhead and underground distribution line, equipment and meters.

Supervises the installation of transformers, line voltage
regulators, capacitor banks, fuses, swtiches, reclosers,
sectionalizers, arresters, meters and other distribution system
equipment.

Assists 1n directing various phases of contracted work related to
overhead and underground line construction.

Insures cooperation and coordination of activities among employees
to enhance efficlent operation.

Assures that provisfon of the Union Agreement are followed.

Assists {n the administration of the WAPDA Safety Program and the
enforcement of safety policies and practices.

DESIRED QUALILTICATIONS:

a.

Education
3 year Diploma in electrical engineering.

Prior Work Experience

5 to 10 years experience in a major area of distribution work.

Language Proficiency

Must be fluent in written and spoken English and Urdu.

Knowledge of Speclfic Areas

Technical knowledge of the distribution and utilization of electric
energy and the equipment.
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e.

Abilities and Skills

. Strong writtan and oral ‘communication skills.

. Technical knowledge of construction standards, maintenance
techniques and equipment operation.

POSITION ELEMENTS:

a.

Supervision Received

Under direction of the Service Engineer follow approved policies,
criteria and established standards.

Available Guidelines

Available construction and malntenance procedures, standards,
schedules, service rules and safety code.

Exercise of Judgment

Technical judgment, discretion and professional integrity is
required to supervise work and the personnel.

Authority to Make Commitments

Has authority to make commitment on approved policies and
procedures,

Nature, Level and Purpose of Contact

Frequent contact with technical management at the Division level
and with field personnel to exchange job related matters.

Supervision Exercised

Direct supervision of Line Superintendent I/II, Linemen, Assistant
Linemen and semi-skilled personnel.

disk 6 supvser
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POSITION TITLE: Supervisor Meterg

GRADE : BPS-16

BASIC POSITION DESCRIPTION:

The Meter Engineer has functional responsibility for supervision and
coordination of the installation, testing, maintenance, removal and
inspection of meters and meter equipment,

MAJOR DUTIES AND RESPONSIBILITIES

o

Supervises field tests, inspection, repairs, removal and installation
of meters and meter equipment.

Superviseg the collection of meter records and verifies the
authenticity of their registrations.

Directs meter and service 1installations on customer premises and
assure conformity with company standards and their satisfactory
operatlng conditions.

Supervises the preparatlion of meter reports and records.

Supervises the monitoring of the meter work and record collection.

Recommends changes and improvements to meter standards, quality and
practices.

Ensures cooperation and coordination of the activity among employees
to enhance the operation of WAPDA. .

Ensures that provisions of the Unfon Agreement are followed.

Assists in the administration of the WAPDA Safety program and the
enfcrcement of safety policles and practices.

DESIRED QUALIFLCATIONS

a. Education
Three years diploma in Electrical Engineering required.

b. Prior work Experience

Minimum of 10 years experlence with § Years experience in a major
functional area of distribution.

¢. Language Proficiency

Must 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 the theory of measurement.
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e. Abllitles and Skills

. Strong written and oral communication skills.

. Technical ability to comprehend complex problems and abllity to
direct their implementation.

POSITION ELEMENTS:

a. Supervision Recelved

Under the direction of the Service Engineer follow approved policles,
criterla and established standards.

b. Available Guidelines

Has available approved WAPDA Meter Standards Manual, engineering
service rules, safety code and financlal budgets.

c. Exercise of Judgment

Substantial technical Jjudgment, discretion and professional integrity
1s required to deal with customers, supervise work and assign
parsonnel. :

d. Authority to Make Commitments

Has authority to make commitments on approved policies, procedures
and budgets within the assigned limtts.

e. Nature, Level and Purpose of Contact

Frequent contact with customers, technical and operating staff of the
Division and AEB and with assigned personnel to exchange experience
on job related matters.

f. Supervision Exerclised

Direct supervisioa of Meter Electricians, semi-skilled and unskilled
staff,

METERENG/ #6
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POSITION TITLE: Maintenance and Operation Engineer

GRADE : BPS - 17

BASIC POSITION DESCRIPTION:

The Maintenance and Operation Engineer ig respensible to the Division
Manager for majntaining aad operating the distribution system of the
division so that commercially acceptable energy service is glven to the
customers,

MAJOR DUTIES AND RESPONSIBILITIES:

()

Directs the operation of the system despatch center and its staff
which despatch complaint crews to restore service to customers who
have lost their energy supply due to faultsg.

Directs the routine malntenance of all the facilities of the
distribution system: primary and secondary circuits and cheir
right of way, service drops, transformers, fuses reclosers,
switches, sectionalizers, lighting arrestors, capaclitors, meters
and the communicatlons equipment,

Directs the swltching operations of the system to permit
construction and maintenance.

Directs the complaint crews who are available at all times to
restore service.

Supervises the office work of maintalning records, requisitioning
equipment, investigation and reporting on faults and failures of
the system and its equipment.

Supervises the inspection of the operations and testing of the
system facllities and the study of load and voltage condlitions.

Cooperates 1in maintaining training programs for education of
personnel to ensure the proper use of equipment, application of
procedures and development of skill.

Assists the Division Manager in preparation and monitoring of the
budget.

Ensures < operation and coordination of activities among
distributlon employees as well as personnel of other formations to
enhance efficient operation of WAPDA.

Prepares performance evaluations and recommends salary changes,
promotions, demotions, transfers, discipline, leaves of absence,
hiring and release of persons supervised.

v Ensures that provisions of the Union Agreement are followed by both
labor and management.

Assumes responsibility for administration of the WAPDA safety

program and enforcement of safety and practices.

v Reads meters of industrial customers with demands above 70KW.

67



DESIRED QUALIFICATIONS:

a.

Education:
Bachelor's degree in Electrical Engineering (Power).

Prior Work Experience:

Technical courses at Faisalabad, SDO pre-induction at Taibela
Management Institute and commercial courses at Lahore Commercial
Institute shall have been satisfactorily completed. )

Languaga Proficiencx:

Fluent In written and spoken English and Urdy.

Knowledge of Specific Areag:

. Knowledge of WAPDA safety codes, construction standards and
work clearance procedures ig required.

. Knowledge of electrical instruments, wiring diagrams,
connection and disconnection procedures i{s required.

Abilities and Skills:

. Ability to analyse distribution system problems and to develop
practical solutions.

Ability to react, 1in a reasoned manner, to a wide range of
stressful situat{ons.

. Ability to observe and report instances of improper
Installations and service connections.

POSITION ELEMENTS:

a.

Supervision Received

Responsible to the Division Manager regarding policies, procedures
and operations and receives functional guidance from the AEB
Director Construction Operation and Maintenance.

Available Guidelines

Has available WAPDA Safety Code, Power Distribution Constructinn
Drawings, WAPDA Planning Guides, Equipment and instrument
Instruction books and operating manuals.,

Exercise of Judgment

Required to exercise judgment the monitoring and analysis of system
performance. Recommendations and reports to the Division Manager
are to be accurate, reasoned, wel'l researched and 1in the overall
best interest of WAPDA and its customers.
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d.

Authority to Make Commitments

Has authorlty to schedule work under his responsibility within
guldelines establi«liad by the Division Manager.

Nature, Level and Purpose of Contacts

Regular written and oral contacts with the engineers, grid station
operators, service dlspatchers, customer service groups and oral
contacts with customers are required in the executlon of the duties
of the position.

Supervision Exervcised

Directly supervises techniclians and linemen who perform prescribed
tests and clerks who maintain records.
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POSITION TITLE: Service Dispatchar

GRADE : BPS-16

BASIC POSITION DESCRIPTION:

The Service Dispatcher is responsible to the Maintenance and Operation
Engineer for the processing of customer complaints, dispatching trouble
crews to restore service or 1isolate hazardous conditions, 1issuing work
clearances for work on distribution primary and secondary feeders,
coordinating of feeder work with grid system operation and maintalning
records of all complaints, restoration reports and all conversations with
dispatch crews.

MAJOR DUTIES AND RESPONSIBILITIES:

v Operates the Distribution Service Despatch Centre on a daily - 24
hours basis.

Receives and records customer complaints from customers or from
service centers.

Dispatches linemen to restore service by radio or by a written
complaint and reports, in writing, the cause of the trouble, time
and method of service restoratlion and whether repairs are temporary
or permanent.

Dispatch construction and maintenance crews, handles messages for
other Departments with 2-way Radio and reports any radio problems to
the Communication Technician.

Refers abnormal complalnts to the Maintenance & Operation Engineer
for investigation and suftable action.

Records number of interruptions and customer hours lost due to each
interruption.

Submits copies of completed complaint Fforms to the Maintenance &
Operation Engineer for review and compilation of periodic service

reports.

v Issues Work Clearance Permits for all line work involving live
feeders in the division.

Coordinates work clearance with Grid System Operation.

Maintains marked circuit diagrams to show manually set ©positions of
all switches, breakers, reclosers, cutouts, sectionalizers at all

times.
v Records times of all switching and/or grounding operations.
Y Proposes changes to the Maintenance & Operation Engineer to improve

service continuity.
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Encourage cooperation and insures coordination of activities among
distribution employees as wnll as personnel of other formations to
enhance efficlent operation of WAPDA.

Responsibly administers the WAPDA safety program and enforces safety
policies and practices.

DESIRED QUALIFICATION:

a.

Education:

3 year diploma in Electrical Engineering 1s required.

Prior Work Experience:

Minimum 10 years experience with § years experience 1in a major
functional area of distribution. Completion of technical courses at
WAPDA Training Institute.

Language Proficiency:

Strong communication skills both in written and spoken English and
Urdu 1s essential to be sure that all clearance and operating
instructions are fully understood and recorded.

Knowledge of Specific Areas:

. Comprehensive knowledge of grid-station operations,
distribution feeder operations, safety practices and clearance
procedures is essentlal.

. 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 1s also required.

Abilities and Skills:

. Abllity to read and quickly wunderstand distribution maps and
symbols is essential.

. Ability to react, in a reasoned manner, to a wide range of
stressful situations including but not 1limited to electric
shock cases.

POSITION ELEMENTS:

a.

Supervision Received:

Directions are received Ffrom 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:
Has available WAPDA safety code, WAPDA work clearance procedures,
circuit one line diagrams and maps.

c. Exercise of Judgment:

Required to exercise Judgment in authorizing emergency shut down

work clearances and in estimating the magnitude of service

interruptions.
d. Authority to Make Commitments:

Has absolute authority to issue work clearances on 1live circuits or

circuits which may become alive. Has authority to schedule work

within guidelines established by Division Manager.
e. Nature, Level and Purpose of Contacts:

. Written and recorded oral contacts with WAPDA's Division
Engineers, construction supervisors and Line Supervisors and
Customers to arrange work schedule outages for emergency,
routine maintenance and construction work, to clear circuits
for work and restore circuits to service after work  is
completed and circuit released by whoever 1is responsible.

. Contacts the Planning Engineer to report circuit changes
including completion of construction additions SO clrcuit
diagrams and maps can be updated promptly.

£. Supervision Exercised:
Directly supervises the clerks who maintain records of operations,
Interruption and clearances.

SERVDISP/#6
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POSITION TITLE: Supervisor Maintenance § Operation

GRADF, : BPS-16

BASLC POSITION DESCRIPTION:

The Supervisor Maintenance & Operation 1ig responsible to Divislon
Engineer Maintenance & Operazion for the coordination and supervision of
work 1involved in the maintenance and operation of overhead and
underground distribution system and associated equipment within the
Division.

MAJOR DUTIES AND RESPONSIBILITIES:

v

Supervises the maintenance work of the primary and secondary overhead
and underground distribution system including right-of-way clearing,
tree trimming, and structure painting,

Supervises the malntenance work of transformers, line voltage
regulators, capacitor banks, fuses, switches reclosers,
sectionalizers, arresters and other distribution system equipment.

Supervises the complaint crews,

Supervises the switching necessary to carrying out the maintenance
and construction activities.

Supervises the operation and maintenance of the communications
equipment.

Makes recommendations on changes to Improve the distribution system
and to replace overloaded and faulty equipment.

Ensures cooperation and coordination of activities among employees to
enhance efficient operation.

Assures that provislon of the Union Agreement are followed.

v Assiscs in the administration of the WAPDA Safety Program and the
enforcement of safety policies and practices.

DESIRED QUALIFICATIONS:

a. Education
3 year Diploma in electrical engineering,

b.  Prior Work Experience

10 years experience in a major functional area of distribution work.

c. Language Proficiency

Must be fluent in writtn and spoken English and Urdu.
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d. Knowledge of Speclfic Areas

Technical knowledge of the distribution and utilization of electric
energy and the equipment.

e. Abilities and Skills

. Strong written and oral communication skillsg.

. Technical knowledge of construction standards, maintenance
techniques and equipment operation.

POSITION ELEMENTS:

a. Supervision Recelved

Under direction of the Division Maintenance & Operation Engineer,
follows approved policies, criteria and established standards .

b. Available Guidelinesg

Has available construction and maintenance procedures, standards,
schedules, service rules and safety code.

¢c. Exercise of Judament

Technical Judgment, discretion and professional integrity 1is required
to supervise work and assign personnel.

d. Authority to Make Commitments

Has authority to make commitment on approved policies and procedures.

e. Nature, Level and Purpose of Contract

Frequent contact with technical management at the Division level and
with field personncl to exchange views on Job related matters.

f. Supervision Exercised

Direct supervision of Line Superintendent I/11, Linemen, and
Assistant Linemen.
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POSITION TITLE: Distribution Inspector

GRADE : BPS 12

BASIC POSITION DESCRIPTION:

The Distribution Inspector is resporsible to the Maintenance & Operation
Engineer for operating condition inspection, performance of switching and
for carrying out special operating checks of various functions.

MAJOR DUTIES AND RESPONSIBILITIES:

Inspects the operation of switching, control and other equipment on
the primary and secondary lines, sectionalizing points and grid
substations.

Schedules visual Inspection of Ffacilities and if necessary makes
performance checks on them.

Makes current, voltage and power factor surveys of feeders and load
for the Planning Englncer.

Inspects facllities and reports any 1rregularities and abnormal
conditions,

Ensures checks and schedule changes to tapes and charts on recording
instruments and mafntains required supply levels of related spares
and material.

Ensures performance of dutles in accordance with the WAPDA Safety
Rules and Operating Regulations Practices.

DESIRED QUALIFICATIONS:

a.

Education:
3 years' Diploma Course in Electrical Engineering.

Prior Work Experience:

10 years' experfence with a minimum of 5 years' experience in a
major functional area of distribution work.

Languape Proficiency:

Strong communication skills in both written and spoken English and
Urdu 1s essential to be sure that all clearance and operating
Instructions are fully understood and recorded.

Knowledge of Specific areas:

Comprehensive knowledge of grid station operations distribution
feeder operation, safety practices and clearance procedures 1is
essential.
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e.

Abilities and Skills

Abllity to read and quickly understand distribution feeder maps and
symbols.

POSITION ELEMENTS

a.

Supervision Received:

Directions are received from Malntenance §& Operation Engineer
regarding policles and procedures. Independent decisions are
required involving aspects of clearance switching and grounding
operations.

b. Avallable Guidelines:
WAPDA Safety Code, WAPDA work clearance procedures and one line
circult diagrams and maps.

c. Exercise of Judgment:
Required to exerclise judgment 1in recommending emergency shut down
work clearances and in estimating the time of service Interruptions.

d. Authorlity to Make Commitments:
Has Limited authority to operate and maintain equlipment with
absolute authority to report conditlons as establlished by the
guidelines of the Divislon Manager and the M&0O Enginecer.

e. Nature, Level and Purpose of Contacts:
Written and oral contacts with WAPDA's Division Engineers,
Coustruction Supervisors, Line M&O Supervisors and Service
Despathers are required 1in the execution of the duties of the
position.

f. Supervision Exercised:
Supervises support staff.

DISINSPE/#6
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POSITION TITLE: Sub-Division Officer

GRADE : BPS 17

BASIC FUNCTIONAL DESCRIPTION:

The Sub-Diviston Officer is responsible to the Division Manager for
supervising the customer services, service connections, maintenance and
operation of the distributlon system in the Sub-Division with functional
guldance given bv the Division staff.

MAJOR DUTIES AND RESPONSIBILITIES::

v

Supervises all Sub-Divislon personnel involved in scheduling, and
coordinating of engineering activities pertaining to the customer
connection, maintenance, and operation of Sub-Division customer
related facillties.

Directs the customer service personnel engaged in meter reading,
debtor control, customer complalnts, bill distribution, and the
customers' request for service.

Directs the program of energy surveillance within the Sub-Division
and takes corrective action as necessary.

Directs the plans and procedures governing the prompt restoration
of service to customers.

Particlpates and assists in personnel and accounting functions to
the extent required by cthe remoteness of the location of the
Sub-Division to ensure its efficlent operation.

Ensures cooperation and coordination of activities among Sub-
Division emplovees to enhance efficlent operation of WAPDA.

Works closely with Divislon Manager to establish programs and plans
for the 1improvement and expansion of the Distribution system and
implements those that are approved.

Assists in the preparation of the capital and operating budgets.

Assures that provisions of the Unlon Agreement are followed by both
labor and management.

Prepares performance evaluations and recommends salary changes,
promotions, demotions, transfergs, discipline, 1leave of absence,
hiring and release of persons supervised and approves these
documents and actions for the next lower level of management.

Responsible for the administratlion of the WAPDA Safety Program and
the enforcement of safety policies and practices.

Reads meters of {industrial customers with demands above 70KW up to
500KW,
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DESIRED QUALIFICATIONS:

a.

Education:

Bachelor's degree in Electrical Engineering.

Prior Work Experience:

A minimum of 3 years' experience in a Power System Technical area.

Language Proficlency:

Must be fluent in written and spoken English and Urdu.

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.

Abilities and Skills:

. Ability to wunderstand and evaluate recommendations made by
customer service and engineering personnel.

. Ability to interpret policies and procedures.

. Abllity to make oral presentations before large groups.

. Ability to write clear concise reports.

. Ability to react rationally and calmly to stressful situations.

POSTTION ELEMENTS:

a.

Supervision Received:

Reports directly to the Division .Manager and receives functional
guidance from the Division staff.

Avallable Guidelines:

Has available pertinent policies and procedures approved by the
Authority and is expected to ensure implementation.

Exercise of Judgment:

Required to exercise sound Jjudgment and arrive at correct decisions
based on policies and procedures approved by the Authority.
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d. Authority to Make Commitments :
Makes commitments 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 recessary to ensure timely and accurate
information. :

£. Supervision Exercised:
Directly supervises all Sub-Division Supervisors.

PDSDO/it6
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POSITION TITLE: Supervisor ~ Customer Services (Sub Division)

GRADE : BPS-11/14

BASIC FUNCTIONAL DESCRIPTION:

The Supervisor Customer Services 1is responsible to the Sub-Divisional
Manager and functlional supervision of the Manager Customer Services in
the divisional office 1s responsible for supervising and coordinating
customer services activities in accordance with policies, practices and
procedures.

MAJOR DUTIES AND RESPONSIBILITIES :

u

Ensures the prompt and fair handling of customer applications and
changes.

Supervises the handling of customer complaints referring those of a
technical nature to the proper department for investigation.

Supervises all meter reading activities.
Supervises all bill distribution activities.

Coordinates activities relating to billing and collection of
payments for electric service.

Supervises credit and collection activities.

Arranges the collection of bank scrolls from the authorized
branches.

Responsible for the preparation of reports as assigned.

Arranges for the procurement of office supplies and handouts for
customers and for the maintenance of off'ce machines and equipment.

Provides continuing {nstruction for customer services personnel in
policies, practices and procedures.

Trains new customer Services personnel.

Destroys inactive records as directed.

Endorses and pursue safe work practices and environment,
Undertakes other responsibilities as assigned.

DESIRED QUALIFICATION:

a. Education

Intermediate with preferred Bachelor's degree.
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Prior Work Experience

Minimum 12 years experience within WAPDA.

Abilities and Skills/Knowledge

. Strcug communication skills in both written and spoken English
and Urdu as required.

. 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 situationsg.,

POSITION ELEMENTS :

da.

Supervision Recelved

Reports directly to the rural Sub-Divisional Manager and
functionally to Manager - Customer Services.

Available Guidelines

Guidelines are available from WAPDA manuals, policies, procedures
and other documents ssued from time to time.

Exercise of Judgment

Must be able to analyze complex problems resulting in proposals and
their implementation.

Authority to Make Commitments

L 4

Has full authority to make commitments to the level authorized by
the rural Sub-Divisional Manager.

Nature, Level, and Purpose of Contacts

Contacts with customers, government agencies, WAPDA personnel as
necessary in the execution of responsibility.,

Supervision Exercised

Supervises the working 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 our in compliance with plan.
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POSITION TITLE: Supervisor-Customer Assistance (Sub Division)

GRADE :

BASIC

BPS-11

FUNCTIONAL DESCRIPTION:

The Supervisor Customer Assistance .is responsible to the Supervisor -
Customer Services for Customer assistance, customer inquiries and
customer vecords. Ensures prompt and fair service to new and existing
customers. '

MAJOR

DUTIES AND RESPONSIBILITIES:

v

Responsible for all customer inquiries and customer contact on
energy conservation and load management advice of a routine nature.

Supervises all employees under his section as they make customer
contact, Ensures customers are dealt with within the guidelines
established by WAPDA and appropriate Governmental authorities.

Ensures prompt and fiir service to all existing and new customers.

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 those reconnected after a temporary
disconnection.

Coordinates with the Supervisor Micro Processing in the Division in
registering new applications, obtaining customer history for
customer inquiries, and exercising control on transmittal of data.

Coordinates with the Supervisor Service for all new connections,
reconnections, disconnections and equipment removals.

Coordinates with Supervisor - Customer Accounts for attending to
all billing oriented customer complaints and preparing reconnection

orders.

Responsible for proper and timely bill distribution within the
Sub-Division.

Refers customer complaints not settled within the office to the
proper person or department for investigation and/or authorization

and follows up to assure satisfactory complection.

Ensures proper record keeping of customer's statistics and logging
of all correspoudence and transmittal of data.

Responsible for the preparation of all customer's statlstical
reports.

Provides training to new staff under his section.
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Ensures adequate supply of forms, stationery, office supply and
handouts for customers and the maintenance of office equipment in
the customer services section.

Makes recommendations on rating, discipline and other personnel
matters as they apply to the employees under his control.

Endorses and ensures safe work practices and environments,

Performs other work as assigned.

DESIRED QUALIFICATION:

a.

Educatlion:

Intermediate preferably degree holder or diploma in Electrical
Engineering.

Prior Work Experience:

Minfium 12 years in WAPDA.

Abilities and Skills/Knowledge:

. Strong communication skills in both written and spoken English
and Urdu are required.

. Deals effectively with people.

. Possess supervisory skills to deal with complex problems and
to develop practical solutions.

. Able to react in a reasonable manner to a wide range of
stressful situations.

POSITION ELEMENTS:

a.

Supervision Recelved:

Reports directly to the Supervisor -~ Customer Services.

Available Guidelines:

Guidelines are available from WAPDA Manuals, policies, procedures
and other documents lssued from time to time.

Exercise of Judgment:

Must be able to analyze complex problems resulting in proposals and
thelr implementation.

Authority to Make Commitments :

Has full authority to make commitments to the level authorized by

Supervisor - Customer Services.
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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 Exercised:

Supervises the work of his sgtaff, plans thetr workload and
assignments, provides assistance when dealing with complex
administrative problems, evaluates performance and ensures that
their work 1s carried out in compliance with plans. :
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POSITION TITLE: Supervisor -~ Meter Readers (Sub—Division)

GRADE : BPS-12

BASIC FUNCTIONAL DESCRIPTION:

The Supervisor Meter Readers 1s” responsible to the Supervisor - Customer
Services and performs responsible and difficult- - duties which requires
indepndent analysis, moderately extensive Judgment and detailed knowledge
of WAPDA and meter reading work procedures. Makes frequent contact with
other sections and departments, some external contacis with customers,
suppliers and the genaral public. Supervises and coordinates the work of
others.

MAJOR DUTIES AND RESPONSIBILITIES:

v

Supervises, coordinates and directs the meter readers.

Maintains records & files on the meter reading and reports 1in
accordance with standard operating procedures.

Supervises the reading of kilowatt-hour meters in accordance with
daily schedules.

Carries out fileld checking duties as prescribed in the appropriate
procedures and practices.

“ Reviews reports, data and information as it relates to meter
reading, checking thelr accuracy and adherance to standard
procedures, and checks 1in detall the work of those employees

assigned to hils section or area.

Ensures follow up on meter reading exceptions and timely return of
meter reading documents and meter reading reports to the Supervisor
— Customer Accounts, for submission to Division's microprocessor.
Refers for investigation, observed unauthorized wuse of energy,
broken or damaged meters & seals, abnormal consumption and tariff
violations,

Assists in changes of existing meter reading routes as appropriate.

Assists in the training of new employees within the meter reading
area.

Y Makes recommendations on rating, discipline and other personnel
matters as they apply to the employees under his supervision.

Endorses & pursues safe work practices and environment.

Performs other work as assigned.



DESIRED QUALIFICATION:

a.

Education:

Intermediate perferably Degree holder or Diploma in Electrical
Engineering.

Prior Work Experience:

Minimum 12 years in WAPDA.

Abilities and Skills/Knowledge:

. Strong communication skills in both written and spoken English
and Urdu.
. Basic technical knowledge of Electrical Engineering

applications and techniques.
. Deals effectively with people.

. 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 Supervisor - Customer Services.

Avallable Guidelines:

Guidelines are available from WAPDA Manuals, policies, procedures
and other documents issued from time to time.

Exercise of Judgment :

Must be able to analyse complex problems resulting in proposals and
thelr implementation.

Authority to Make Commitments:

Has full authority to make commitments to the 1level authorized by
Supervisor - Customer Services.

Nature, Level, and Purpose of Contacts:

Contacts with customers, government agencles and othzr WAFDA
personnel as necessary in the execution of responsibilities,
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f. Supervision Exercised:

Supervises the work of his staff, plans their work 1load and
assignments, provides assistance when  dealing with coniplex
administrative problems, evaluates performance and ensures that
their work is carried out in compliance with plans.

disk 6 supmread
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POSITION TITLE: Supervisor Service (Sub-Division)

GRADE : BPS - 16

BASIC POSITION DESCRIPTION:

The Supervisor Service is responsible to Service Engineer

for

coordination and supervison of work involved 1in the construction of

overhead and underground service and assoclated equipment.

MAJOR DUTIES AND RESPONSIBILITIES:

v

overhead and underground distribution lines and equipment,

Supervises the construction of service work related to primary

Supervises the construction of service work related to secondary
overhead and underground distribution line, equipment and meters.

° Supervises the Installatlon of transformers, line voltage
regulators, capacitor banks, fuses, swtiches, reclosers,
sectionalizers, arresters, meters and other distribution system

equipment.

overhead and underground 1ine construction.

to enhance efficient operation.

Assutes that provision of the Unilon Agreement are followed.

enforcement of safety pollcles and practlices.

DESIRED QUALIFICATIONS:

a. Education
3 year Diploma in electrical engineering.

b. Prior Work Experience

5 to 10 years experience in a major area of distribution work.

C. Language Proficlency

Must be fluent in written and spoken English and Urdu.

d. Knowledge of Specific Areas

Assists In directing various phases of contracted work related to

Insures cooperation and coordination of activities among employees

Assists in the admlnlstration of the WAPDA Safety Program and the

Technical knowledge of the distribution and utilization of electric

energy and the equipment.
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e.

Abilities and Skills

. Strong written and oral communication skills.

. Technical knowledge of construction standards, maintenance
techniques and equipment operation.

POSITION ELEMEQNTS :

a.

Supervision Recefved

Under direction of the Service Engineer follow approved policies,
criteria and established standards.

Available Guidelines

Available construction and maintenance procedures, standards,
schedules, service rules and safety code.

Exercise of Judgment

Technical judgment, discretion and professional integrity - is
required to supervise work and the personnel.

Authority to Make Commitments

Has authority to  make commitment on approved policies and
procedures.

Nature, Level and Purpose of Contact

Frequent contact with technical management at the Division 1level
and with field personnel to exchange jJob related matters.

Supervision Exercised

Direct supervision of Line Superintendent I/11, Linemen, Assistant
Linemen and semi-skilled personnel.

disk 6 supvser

89

14



POSITION TITLE: Supervisor Meters (Sub-Division)

GRADE : BPS-12

BASIC POSITION DESCRIPTION:

The Supervisor Meters has functional responsibility to the Sub-division
Officer for the supervision and coordination of work involved in the
installation, testing, maintenance, removal and Inspection of meters and
meter equipment.

MAJOR DUTIES AND RESPONSIBILITIES

v

Supervises field test, Inspection, repair, removal and installation
of meters, and meter equipment.

Supervises the collection of meter records and the rectification of
the authenticity of the registrations.

v Checks the meter 1installations on customer premises to ensure
conformity with company standards and satisfactory operating
conditlions.

Supervises the preparation of meter reports and records.

Implements monitoring of meter work and record collection.

Ensures cooperatlon and coordination of activities among employees to
enhance the operation of WAPDA.

Ensures that provisions of the Union Agreement are followed.

Assists in the administration of the WAPDA Safety program and the
enforcement of safety policies and practices.

DESIRED QUALIFICATIQﬂg

a. Education
3 years diploma in electrical engineering.

b. Prior work Experience

Minimum of 5 years experience in a major functional area of
distribution.

c. Language Proficiency

Must 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

Reasonable communication skills in both written and oral forms.

POSITION ELEMENTS:

a. Supervision Recelived

Under general direction of the S.D.0. follow approved policies,

criteria and standards established.

b. Available Guidelines

Has avallable approved WAPDA Meter Standarde Manual, engineering

service rules, safety code aud financial budgets.

c. Exercise of Judgment

Substantial technical Judgment, discretion and professional integrity
1s required to interface customers, supervise work and assign

personnel,

d. Authority to Make Commitments

Authority to make commitments on approved policies, procedures and

budgets within the limits assigned.

e. Nature, Level and Purpose of Contact

Frequent contact wich customer, technical and operating staff of

Sub-diviston, AEB and with assigned personnel to exchange views job

on related matters.

£. Supervision Exercised

Direct supervision of Meter Electricians, semi-skilled and unskilled

staff.
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POSITION TITLE: Supervisor Maintenance & Operatlon (Sub-Divisions)

GRADE : BPS-16

BASIC POSITION DESCRIPTION:

The Supervisor Maintenance & Operation 1s responsible to Subdivision
Manager with whom assigned. He has functional responsibility for
coordination and supervision of work involved 1in the maintenance and
operation of overhead and underground distribution system and associated
equipment within the Sub-Division. '

MAJOR DUTIES AND RESFONSIBILITIES :

¢ Supervises the maintenance work of the primary and secondary overhead
and underground distribution system 1ncluding right-of-way clearing,
tree trimming and structure painting.

¢ Supervise~ the maintenance work of the secondary service drops.
Supervises the maintenance work of transformers, line voltage
regulators, capacitor banks, fuses, switches reclosers,

sectionalizers, arresters and other distribution system equipment.

v Supervises the necessary switching involved 1in carrying out the
maintenance and construction activities.

Makes recommendation for changes to improving the distribution system
of the Sub-Division.

Y Insures cooperation and coordination of activities among employees to
enhance efficlent operation.

“ Assures that provision of the Union Agreement are followed.

¢ Assists {n the administration of the WAPDA Safety Program and the
enforcement of safety policies and practices.

DESIRED QUALIFICATIONS:

a. Education
3 year Diploma in Electrical Engineering.

b. Prior Work Experience

10 years' experience in a major functional area of distribution work.

c. Language Proficiency

Must be fluent in writtn and spoken English and Urdu.

d. Knowledge of Specific Areas

Technical knowledge of the distribution and utilization of electric
energy and the equipment.
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e,

Abilities and Skills

. Strong written and oral communication skillg.

. Technical knowledge of construction standards, maintenance
techniques and equipment operation.

POSITION ELEMENTS :

a. Supervision Recelved
Under directlon of the Sub-Division Officer, follows approved
policies, criteria and established standards.

b. Available Guidelines
Has available construction and maintenance procedures, standards,
schedules, service rules and safety code.

c. Exercise of Judgment
Technical Judgment, discretion and professional integrity is required
to supervise work and assign personnel.

d. Authority to Make Commitments
Has authority to make commitment on approved policies and procedures.

e. Nature, Level and Purpose of Contact
Frequent contact with technical management in the Division and with
fleld personncl to exchange views on job related matters.

f. Supervision Exercised
Direct supervislon of Line Superintendent I/11, Linemen, Assistant
Linemen and other semi-skilled personnel assigned.
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= Service

POSTTION TITLE: Line Superintendent -- Grade I — Maintenance and
Operation
= DCO/RCO
GRADE : BPS-12

BASIC POSITION DESCRIPTION :

A Line Superintendent is responsible to the Engineer to whom he 1s
assinged. He has responsibility for the coordination and supervision of
work involved in the construction and maintenance of overhead and
underground distribution lines and associated equipment.

MAJOR DUTIES AND RESPOMNSIBILITIES:

u

Supervises the construction of customer service for new connections
and augmentation of existing load.

Supervises the malntenance of the primary and secondary overhead and
underground distribution lines and equipment and supervises the
operation of the switches.

Supervises the connectlon and reconnection of service in coordination
with the customer service section of the division and sub-divisions,

Supervises the 1installatlon and malontenance of transformers, line
voltage regulators, capacitor banks, fuses, switches, reclosers,

sectlonalizers, arresters and other distribution svstem equipment,

v Makes recommendation on changes pertaining to improvement of
distribution lines.

Assists in directing various phases of contracted work such as
overhead and underground line construct{on, tree trimming,

right-of -way clearing, and structure painting.

Ensures cooperatior and coordination of activities among employees to
enhance efficient operation,

Ensures that provisions of the Union Agreement are followed.

v Assists 1in 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

Minimum of 4 to 5 years experlence 1in a major functional area of
distribution work.
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Language Proficiency

Must be rrasonably fluent in written and spoken English and Urdu.

Knowledge of Specific Areas

Technical knowledge of the distribution and utilization of electric
energy and the equipment.

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 Service and Maintenance & Operation Engineer
he follows approved policies, criteria and established standards.

Available Guidelines

Available construction and maintenance procedures, standards,
schedules, service rules and safety codes,

c. Exerclse of Judgment
Technical judgment, discretion and professional integrity is required
to supervise work and assign personnel.
d. Authoritv to Make Commitments
Has authority to make commitment on approved policies and procedures.
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. Supervislon Exercised
Direct supervision of Line Superintendent II, Linemen and Assistant
Linemen.
LINESUPD/#5
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