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REORGANIZATION OF THE
 

TWO MODEL DIVISIONS
 

1. REASONS FOR REORGANIZING:
 

- Inadequate Safety Program
 
- Illdefined Duties and Responsibilities
 
- Insufficient Vehicular Transportation
 
-	 Too Restrictive Administrative and Financial Powers 
-	 Proliferation of Offices and Personnel 
-	 Less than Desirable Accommodation 

2. 	An Administration Section is being proposed for the new divisional 

organization. Some of the activities that will be included are already 
being performed within the present organization; others are not. 

The responsibi.ttes will be: 

General Services will be responsible for acqulisition 

of office building, houses, land maintenaice and 

repairs of WAPDA buildings, procurement of office 

equipment, furniture, stationery and the operation 

and maintenance of divisional vehicles. 

Personnel will be responsible for the employee 
personnel problems, employment, training, 

orientation, records, and the processing of 

promotions, demotions and transfers records. 

-	 Legal and Labor Welfare will be responsible for 
assisting in choosing legal counsel, providing 

evidence, monitoring cases and ae Tising on labor 

problems and grievances. 

-	 Safety coordinator will actively enforce the safety 

program, inspect for compliance of safety code,
 

resolve safety enquiries, assist in accidents
 

investigation, recommend safety equipment, conduct
 

regular safety meeting, as sis t and conduct safety
 

training programs.
 



1-U R I D K E
 

STAFFING - EXISTING AND PROPOSED
 

Administration
 

Administration Officer 
Supervisor General Services 

.Jr. Clerk 
Naib Qaslds 
Sweeper 
Chowkida r 

a li. 
Foreman Transport 

Lorry Cleaners 

Driver 


Supervisor Personnel 

Sr. Clerk 

Jr. Clerk 

Record Keepers 

Diary & Despatch Clerk 
Typists 


Supervisor Legal & Labor Welfare 
Sr. Clerk 
Jr. Clerk 

Safety Coordinator 

Sr. Clerk 


BPS 


17 
11/14 

5 
1 
1 
1 
1 

11 
3 
7 

11/14 
7 
5 
5 
5 
5 


11/14 
7 
5 

16 
7 

PROP EXIST DIFF 

1 0 -1 
1 0 -1 
1 1 0 
3 4 ±1 
1 1 0 
i 2 +1 
1 1 0 
1 0 -1 
0 1 11 
1 1 0 
1 1. -0 
2 2 0 
1 1. 0 
1 1 0 
1 1 0 
2 2 0 
1 0 -1 
1 1 0 
1 1 0 
1 0 -i 
1 1 0 

24 32 -5 
33 



SIIEIKMUPURA 

STAFFING - EXISTING AND PROPOSED 

Administration 

Administration Officer 
Supervisor Cenral Services 

Jr. Clerk 
Naib Qasids 
Sweeper 


Chowkida r 

Mali 

Foreman Transport 

Lorry Cleaners 


Supervisor Personnel. 

Sr. Clprks 

Jr. Clerks 

Record Keepers 

Dary Clerk 

Despatch CLork 

Typists 


S,,pervlsor Legal. & Labor Welfare 
Sr. Clerk 

Jr. Clerks 


Safety Coordinator 

Sr. Clerk 


BPS 


17 
11/14 

5 
1 
1 

1 
1 

11 
3 

11/14 
7 
5 
5 
5 
5 
5 

11/14 

7 

5 

16 
7 

PROP EXIST DIFF 

1 0 -i 
1 0 -1 
1 1 0 
3 10 +7 
1 1 0 

1 6 +5 
1 1. 0 
1 0 -1 
0 3 +3 
1 0 -1 
3 3 0 
2 2 0 
2 2 0 
1 1 0 
1 1 0 
2 2 0 
1 0 -1 
1 1 0 
2 2 0 
1 0 -1 
1 1 0 

28 37 - 6 
+t 5 
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DIIVI S ION
 

DIVISION
 

MANAGER 

ADMINISTRATI CN 
OFFICER
 

SUEVIO I SUPERVISOR 

SUPERVISOR 
GENERAL 

SUPERVISOR 
PERSONNEL 

SLEGAL & LABOUR SAFETY 

SERVICES __WELFARE 

COORDINATOR 



POSITION TITLE: Administrat ion Officer 

GRADE: BPS-17 

BtSIC POSETION DES(P. 1PTION: 

The Adinin itr.IrtLat n Ofzficor is rresponsible to the Division Manag" r FOr r-Ie 
- 4rvi c - i. inc.,1in emp loyment , pe rsonnel, training, welfare and ,;- Ft, 
wages iiml -a L.- ry .dmiist rat ion, maintaining employees records, abor 
relati 'n , rP-r)IIoInlati n for promotion, demotion, transfer, bui.diR hI[r; 
and mni.ti-rn'nnce, vebicle operation and maintenance , office furnish in, 
supplies mud equipment, and alSS sts in the compilation of the divisional 
budge t. 

MAJOR DUTIES AND RESPONSIBILITIES 

Dirf-ts the rec ruitment of personnel in accordance with the 
estnabtished doin-n policies and procedures. 

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

Ensures that the public and employee complaints, grievances, 
l.itiation casis are effetively and fairly handled. 

Ensures that the personnel files and records of employees of th.­
Di-i-ion are maintained. 

Advises the Divisi.on Manage r and other Supervisors on matters 
relatrig to personnel, discipline and labor problems. 

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

Ensures that the retirement, gratuity, all kinds of leave, group 
life insurance, provident fund and UAPDA welfare plans, are dealt 
wit h. 

Approves payrolls and other employee's claims. 

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

Kee p.,-; emp Loyees abreast with the latest Aut hority/Cove rnment 
regilations on Safety, W-'ges and Salary, Labor Laws, Workmen 
Compensation and other benefit plans. 

Prepares performance eval.uation reports and recommends grant of 
increments, awards, accelerated promotion, transfer, demotion, 
disci.pinary action of personnel supervised. 

http:Divisi.on


Inte rprets Laws, rles rind 	 regulations framed by 	 the Ant ho r It,­obtan.f s ad-ice on mInn 1 nittCe rs from the concerned nuthorit-i e. 

Di.s p<ios of 4 i ip l. inary/,enquiry cases in accorlInnce wit-h rh,- Ini.ddown 	 poli cir; and prirt ce.
 

Monitorq tM_ 
lo:a L cpss in the Court cf law in :oo rditnr i.o withAss i.; Vtant Di r q cVo r - Lpeg., Area Electricity Board and 	 provides
assistance Wnern needed.
 

Prepar1-e s, iinpl.emri'eri ts and 
 mon itors t he budget of his section. 

Recommends the hi ring, reh tring and 	 vacation
build rings 	 of all types ofincludino complaint offices, customer services centres area 	 of ices 	 as required and coordinates 

and 
maintenance 
 of 	 bui. IdinRs 

ow rw! I1 WAPDA and hired offices/residences. 

Exert i!;Qs -veral control over the operation of 	 the divisionvehi.c 	!os to maximize employees efficiency and vehicle util i zation
and to el.tminate unauthorized u-se.
 

Di rorct-; 
 that thn maintenance and 	repair of the division vehic Les is 
accninpl. ished in a timely manner.
 

Arran,- q procuremonts of 
 office furniture, equipment and insu restheir <;orvice and repair during uise. 

Recrommonrs rep Lacement of obsolete and unserviceable office
 
furniture and equipments. 

Arran,s supplies of stationery items for the Division.
 

Assists in 
 establ ishing and maintaining 
position description of 
empl.oyees of the Division.
 

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

DESIIRED QUAIJIFICATIONS: 

a 	. Educal ion 

Martr's degree in Bus.ness AdminiLstration/Public Administration/11isI ne-s Educat ion is required or Bachelor's degree with minimum of5 years experience i.n the Personne l administration. 

h. 	 Prior -Work Experience: 

Minimulm of 3 years' experience in one of the major functional area. 

c. Lanyuage Proficiency: 

Must 	 be fluent i.n written and spoken English and Urdl. 
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,t. Knowl!drye of ,"
 

Kno.w d,-- of .iEta%,ert1nt practics 
 and 	 an ntidersta nd:iig rf tie 
o rn-t,-.)in ,F: tliho p' rr c)i ne L Fu u c It .onis 

K*knoul , (Idpr F t h,, mrr'tI I ised to deal . wi.t Iiunsk I(.d n .I 
-cru ji.- t I I I I-l-ahor. 

-.I I owl i f F i. r, m,thod-( and( procedures.
 

. Abi.L. irtes oand Skil. l s:
 

.AbiL.1it t:o de;e lOp 
 accIrate and complete records and schedu l.es 

Ski] s to 	deal wi th IJnions. 

P(S [TION EJENE[LTS 

;i. 	 Supervision Received:
 

Di rr t sulpe rvisr ion 
 is 	 rc eived from the Division HManage r andFun-irm .] ass Iq tann: from the 	 AEB Di rector Admini sr ration. Process 
t ho 	 cases for decisions, with 	 the ad vice of the above stipe rvision 
based on 	 soutnd int-rpretation ot policies and procedures. 

h. 	 Av;a I 1,b Ie Cu.tid eili e;:
 

Hlas a, i La rd.e i
-l. 	applicabl.e policies and procedures iss ued by theAEB 	 as well 	 as spec iFic instru,ctions issued by 	 his s upervisors. 

c. 	 Xe rc i Ses of Judpment
 

Rer.ir.s to coordinate activities with 
supervisors. 

Work indepe1ndent ly based on the instruct ions received and 
:;t rict 	 adherence to pertinent operating procedures.
Recommendat ions to supe rv i so rs are 	 expected to be complete, 
accurate 	 and in the best interest of WAPDA.
 

(. Authority to 
 Make Commitments:
 

1ri to
A It ho ry commi t WAPDA is limited to 	 the financial powers
del egated by the Aut hority. 

*', Nlature, Level and Purriose of Contacts:
 

Doal.s 
 w4ith WAPDA Unions and 	 other related offices to discharge his 
duti.es­

f. 	 Spervd s ion Exercised 

Directly supervises all employees assigned to the personnel function. 

adadmin/72 



F051 TIUN T'I'TLE : Suprvisor - General Services 

G(RAI)E : BPS 1-1/14 

,;A:; IO [':;[uON DE)SCRIP'IION 

The SGprvi sr r - (eneral Sorvic's is responsible to the Admi. st r.-i,: 11 
Officer F,-or the ,rvisinn'q bt ilding and maintenance needs off ice 
furnituro, iuppl i as, ,'ilit.ins and vehicles operation and maintenanco. 

MAAJ(oR DUT IES AND RESPOt S .IL1TIES : 

Rec.olmmonds rhe easing, re-leasingr and vacating of all type s o.f 
-h [Lii ngs inc lid iing comp lai nt offices, customer t'ervice cente rn d 

area o Ffices as r 1 , i red. 

Corl i m~ates repalrq and maintenance of all. bui1ld ings within the 
d iv i sinn. 

Arrauges p rocu rement of office furniture, equipment using appreaved 
p, reha!si ig procedures. 

n inai ns reco rds of office fn"rni tu re and equi pment in the lvi sifrn. 

Recommends replacement of obso l.ete and unserviceable office 
furniture and equipment and prepares purchase documents for approved 
replacements. ALso recommends purchase of required additional, items. 

Ensir s the service and repair of office equipment. 

Conso1idates division requirement for stationery atnd obtains same 

using approved purchasing prncedures. 

Obtains authoritzd telephone service and telexes system and insures 
equiipment is prop" rly matlnrained. 

Coordinates the manriterance and repair of vehicles and moni to rq that 

repairs performed hy oIur.sid workshops or the WAPDA cent r.fl repa ir 
shop in a timel mnnner. 

Monitors tho ,nperi'riorn of thu divisfon vehicles to maxi mi. velnir Ie 
tI I 11 i 7a t:io)n. 

DESIRED OUALIFICATIONS 

a. 	 Education 

Bachlor's degre or by promotion from amongst lower staff on the 

basis of seniority-cue-fitness with at least 10 years experience. 

1). 	 Prior Work Experience 

Minimum of 3 years experience in the relevant field. 
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C. Langi.uape Prof ici,-fic 

dISt eho liirnt ill .Jitt- i I .and spokeu English and Urdlr. 

S _Knowh dg. of .)o r:i f i r A r 1-.i-i 

-Klnowl 	 odg F A ., 
 i es, rep ]..It ionls, po ti. tes perr.-tininR to(.,nc' ri l. ,e tr'i , , 

nitn tK7ot4l,f t h I Pme hod s used t o deal wi th riski LI..- adid 
qeati- ki 1].od Iah r. 

Kio w.e --,-, f the office equipment and furnishing avai[,b.lae in 
the market. 

,"K.nowl.oedg, of mai.rtenance methods and procedures. 

o. 	 :Abiltiots And Ski].ls 

Skill to de,-il with vendors, suppliers and contractors. 

Pf,)S I F.ON EI.EME "S: 

1. Snuet',vi si.on Received 

1)i r.,-I: -tpe rvi s ion is received from the A\dminist rat ion Officer. 

Aa i.l 

H.as- .-v:ii. l.e 

A. - I1..e Guide Li. ies 

a 1. .ipp ti,:'bl e policies and procedu res issued by . 1'i ' as spori fi.c instructions 
hr

wnel.l issued by his supervi.or. 

c. 	 Ezerci,;e of Judgment 

Works n the basis of the instructions received and strict adherence 
to perrinent operting procedures. 

d. 	 Nature, Level and Purpose of Contacts 

Deal.s with local- sllpltiers of office equipment, vehicle maintenance
 
and others to ii.scharae hi.s duties. 

Q. 	 SuDervision Exercised 

Directly supervisr-s al employees assigned to 
the general 'ervices
 
funct tin'4
.­

as sistrgs/ 12 

I.O
 

http:supervi.or


POS r[rrOU DE:;J' ,1P'[OH: Slipe r, i.7n r Personnel 

GRADE: BP I 14 

BASr'C FUNCT 	 II AL D;SCPRPTL t1: 

P\];; , itI itm\,hA': r -i IOrILcer and is respons i. 1bLe ar the prnsor n n, Ir,.-n .int "a ir',' pln. :, hnFit plans, hiring an] firing proced re,e-nrip Loya'- I,- ?: r ,) ': , pO5- ii.	 3!5, promot: ions, transfers, and termina ti0 s. 

M.A,A p 	 D IJT L AN.3-A D ES P)t Io3 [ 3 [[,1 i'r E S 

Hand 1.,; -.-1s'n s of CI i t ion of 
aE,I , 	 honora r i , nmpensa 

s a lar , ,grant of increments, inc nt ir-ea ion to the deceased emoloyees's fa i I
scho] a r iips t -

s,
mo1n ,e. ''chi 1,ren, welfare grant 

Scrut i;Ises and p -osses eminioee's claims (salaries, wages, TAS, etc.). 
Processes the cases of post inqs , transfers , promot ions, terminations anddisc2ili nary actions according to Authority's rules. 

Performs ,duties in 7onnections with employment of personnel. 
Conduct S p rson,neI orientation of new employees including proper 
comp L-tion oC all Corms and documents. Responsible for obtaining alIthe dn-':nenrts; to comnlen-e the personal Eiles of the concerned employees. 

o 	 Per forms duties in connec t ion with ma intenance of Ciles, service 
records, uPto date coinand lete in a 11 respects, schedules meet ings, and 
convenos Boards for selection purposes.
 

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

Assists in preparing position descriptions oC the clerical staff.
 

a 	 Assists in preparing and scheduling local and centralised training 
prog rams. 

o 	 Supervises the incomin and outgoing ct respondence. 

DESIRED QUALIF[CATION: 

a. 	 Education:
 

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

b. 	 Prior Work EF:<eriece: 

Minimum n[ 5 years' experience in one or the major functtonal areas. 

c. 	 Lanauance Proficiencv: 

must 	 he fluent in written and spoken English arid Ucdu. 

11 



d. 	 r Ldr,e SLf ­2Knowo , L i, Aras: 

i<r,,i' ," admin:.ristrative policies and pri-: ic - ard an 
nldqr5 hin] i no of thy ¢nperat iron of the per sonne 1.Euc t i ons. 

*now I Iri o t -he mn hod-n sd] to dea I. wj th imick i. I I -d 'in,]
;.emi.-=k t l'I,1 laio t' 

2 	 Ireu amyd"no w I 	 ,1e t ml, laltions of the Authority. 

Abi Itv and Ski l1I :
 

,
..hi. 1.i 1-to d.,volop accurate and complete records and schedule-s. 

Tr 	 E1,
P T.' 	N F:1F tIT3 

Suoevision i1cci'eo]: 

Dir ' sime rvmi Sn is receved from the Administration Officer. pits up 
cas, for ,', -ir-jnion, with the advice of the above supervision, based on 
,oumn.! orpro~it iWn of policies and rules framned by the Authorit7. 

S. 	 Avat ,iole ,u ide ines: 

Has Iva i IMyle a I applicable polictes and proceduires issued by thr' 
Authority as w11I is specific instructions issued by his supervisors. 

Exerci se of ,udc,-! .nt: 

Rpquires to coordinate acLivities with supervisors.
 

* on t-e basis of the instructions received and strict
Works 

adherence to pertinent 
 operating procedures. Recomroendat ions to 
sunervisors ,.re exoected to be complete, accurate and in th tbest 
irterest of ;'-iAPDA. 

d. 	 Authority to lake Covmitments: 

Limiteqd to ponwe.;rs el, gated hy the Administration Officer. 

.ature,_Level .:in, PurDose of Contacts: 

Deals with WAPDA Unions and other related offices to discharge his 
duties 	efficientlv.
 

f. 	 Supervision Exercised:
 

Directly supervises .all employees assigned to the personnel functions.
 



POS Tr[O TITLE: Slporvisor - legal and r-abor Welfare 

GRADE: 	 BPS-I [/14 

BAS IC PO t.'IOU ESCR1PT .Io)I
 

P, o(- o -ihIr h \Alini; srt:ra 
 i tn Officer for divisional legal and 1.abnr 
w Va r nmr ors. 

MAJOR. 


Mliinut:;i.n- re-r (d of 1,.qaI
 

Pro id!4q as i.ti.qtnrQ' -iw information 


L IDIFTF1S A111) P)S113IIT1L 

to the WAPDA counsel en gae,I for 
fl- ,Infncr 01 H vi si n Qos.
 

Art,.tr1' cort of l-
 iv ;th ./APiLA co'unsel to provide any evidQnce or 
inFormation that may be r 'pui red during the hearing of the case. 

Ass i. s the Phairpe r Adm i nis t rat ion in choosing courinse I frormr thil 
pane o t t hs . Q IprIT r.o h : hn Ant ho r i ty. 

Prepar- cases For ,ht.aininp Legal1 advice and g i dance from the 
AER /,APDA lldn dqumrrorz.
 

Deal.. wiith rhe Labor problems and 
 prepares cases for decision. 

Pro,:nses aL cases of grievances and petitions for redress. 

Arranges meetings of Division Manager with CBA 	 Union and records 
mii.nutos of the meetings.
 

Keeps the ?.tanager Administrat ion informed on all matters 
 relat ing to 
legal, and labor wel.fare. 

DES ERED Q)IJALIFICATION: 

a. 	 Education : 

Bacnlv -r' s degree or by promotion from amongst senior clerks on tLhe
basls of sentorit-,tn-fitress with 	 at least 10 years experienrce. 

b. 	 Prior lWork Experience : 

M4 i(iTm -ireo years of experience in the relevant fte!.d. 

c. 	 Lan Pae Proficient,#: 

Must 1e f luenr in written and spoken English and Urdu. 

IS
 



d. 	 Knowled ,- of Ser' if i,: Ares: 

. noilol2,, of WIAPDA' riles, regi.ntions, policies pertatiinig to1w, i 1 .Ir , 1 . " I.F.Iro . 

'n,:lo, .. I- I I Il,, ":IdIq Is52 to dea--Il I With ski I I , 
-':ki II], i .uin , i ri I Ir, labor. 

, . Abi. l.i.r i.es and ,,l.i I I,
 

Abil ity to ,7rmn,,nicate his views and t,,rite reports.
 

Ability to ,trdHerst and and deal. swith Divi sion employees. 

..Ahi 1.i.r_; tn di . with the WPDA counsels. 

P'o0 1TION ELENENTS 

SJie 	rvis Lon Received: 

1)ir.., '.,Ip, rvi :i n(i r'r,' i ved fron the Adminij.st r t to Onfi, er a,,
[Itr c i: r) n.t -,I p" r'I!i q n ; r'rr fm the Assist ant Di rector/Deputy )i. r,,Ot-nr --
Legal anIan.,1ir ', fir- A'.. Puts up cases for decision w itrh the 
ai.dv ,L, ,fof hi.; !'.,I !io rq h.sod on sound inte rpretation anid t lle, 
Ftrn ',,I hy r I .H\, rhi ri rv. 

h. 	 Avsail..ibl.e ;ui.,!, li.ne.;: 

Has nv., i ahlo :i 1 I app 1 icahle policies and procedures issued by the 
Author i y in' w'II in those issued by the AEB. 

* Exe rcise,- rf Judgmnt 

Roqu[ res to woordinae activities with supervisors. 

korks indepe Ide t . hased on the instructions received and 
r;t rict adherence t o pertinent operating procedures. 
PR-7omrnendat ions to his superiors are expected to be comp l.et, 
a'cur.ate -Ind in the interest of WAPDA. 

d. 	 Author tv to Make Cominitments:
 

Nil
 

e. 	 Nature, Level. ard Prpose of Contacts: 

Den ls wi tih Ohn Division Supervisor' s staff, WAPDA counsel , 
repreeonra ves oif lahor union, courts, tribunal, etc. 

F. 	 Supervi.sion Exercised: 

Directly supervises staff assigned to him. 

A, U,;,ELF/95 
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P'J5[T[WN YT F.E S.-ty Coo rd iI(Tato r 

CRADE :B 	 PS - 16 

I, I F[ I INlI' I ON() A . 1) F'";:RTIIIT I : 

Th.	,, ;- r r i. ;i - or i:: u, ror'; i.., t-o the Admiinis t rat.ion OF f i.ce r- o r 
L ;n f,. I', .n o thematte rs -rning Division and to the Deputy Director -

S;:'f . B. Promote the saft y p rog rams and practices and insIes 
C>,ilp [awf ,,l a rAFDA Code.i r .,-- Fc-r Reports un afe cord i t lo i! F r 

r-r-rt- . 1rlft.,t n, r PoFr l c (ii(-r1 Lotle concerned higher a Irtrto 
'I tid :.,l i rfI . ,-- recn rris ,rf I]- saIety act ivities rid statrfa tic' n 

:A..!CR 1ill"i,:: AND RESPONS .11[LiTIES 

.P, f r F i r ]ieid Ispec t ions regilar Iy for compliance vi. t h the IAPDA 
SaLFt Code and safety pl ocedures and pract ices and provides a 
irit:trl re,)t[ to tihe appropr:iate asupin st rat, ye supervisors ,i. th 
r',:nmp1,r1d.t1ins to correct any deficiencies found. 

,A,[I -;w o r reso].'es inq,, i.ries of safe ty from manag emt and 

A-. i , and gili des accident i nve q ti. on c ommittees 

Conlldire r s inspect i.on of F ety e qipipr:eit and too.s for the I r 
Avbi j ;i ty, se rvi.ceabLi.ty and sui.tability and provides repnr:,
v4i th rocornmendarion I.o correct the deficiercies Found. 

Ini I raes requests for tie acrlisi t fon of safety eq iipinent ot 
.a' tai inlihe tle fiel.d store. 

,n i : rs implemen tation oF recommiendation for accident pre-ent ton. 

Condict s monithly safer:v meetings to review the WAPDA Safety Code and 
discuss the safeLy matters with the Division employees.
 

()rganri.:(es monthly safety committee meetings 
 under the chai.rianship
of Di visi.on Manager to revievI and ciscuss safety problems.
 

SIhni. o
monthly suimmary of safety activities and stati stcs on 
accidnents to tle Deputy Director Safety, AEB.
 

Assi sr:s i.n organizing on site safety training 
 programs for the 
Divi:. i oi employees. 

ak-esk iumdiar:e telephone" reports to tile functional, supervisor i.r 
a1.1 , iromt matters of safety such as -mpioyee or utility related 
publi[c Fatalities and serious accidents. 

Any other duty as may be assigned by his supervisor. 
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DF IRED O.JAI.IF T,'rATt[ON< 

a ] Edtxcn+ Lon 

lcir'ihr" nt 'IPHI 1,d hold dip1Loma i.n E1.tc t riga I o n iI '., r- i II rnmm 
Pol v t :ln(.I [Iu. -i V:t-r. IIor,v r job r I aa [eld oxp ri. l.ir- . ho 
rt1 5;t: it-;It .od for o',[itr ;ion. 

h [Prio WC)Ir'. E,: r' Cr TI' 

m;t 	 Inr'iithave at 1.east 10 years expe rience i-n El.ectr i.cal 
s f r h 1,tmn art v i t:ies. 

c ) Lan'lta.ta~ Prof iciericv: 

IIItmIb'nt inust: possess a moderate degree of proficiency in both 
-r/ttn I d rpn-ron Erig ish. Must also possess a high degree of 

incyi 	 spokenp r : o in r it:en and Urdu. 

i fttie Ql,[.1tti knotrl. of t:he Safety Code and work proceduL s. 

) Ahi .ities arid Sk-i LLs: 

Ai+lity i.mparr 	 safety* 	 to knowledge of the code interfaced with 
(ILnd(I.rtri.hti ion procedures to all employees. 

• bi1l..ty to prepare writtnn reports and statistics. 

P0:3 LT 10oN ETRM E,INTS 

;) Sunoervisiori Received: 

Unrder!r functional guidance of tile Deptity Dirertor - Safety (AETR) and 
a'dmiri strative suipervision. of the Administ ration Officer inicumbent 
pe(r f (r-n5s most work under mod era te supervision for activiti eq and 
p cog re ss. 

1) Available Guidelines: 

ITICuLT1inon t use, -s the-- safotry i nd variLou s other da ta p rovid ed by
f Unct io nal1 siipe rv is.Lon combined with abilities and skills to provide 
a comprehensive sarety program. 

c) Exe rci reP of__Ji d ment 

nruciiit oxe rcr modera-teI judgment anrd will aippeal t o h1igher.
supervision in the d iffictilt matte rs. 

(I Au thotV to Make Commnitrme-nts: 

Recommie nat ions baised on t4API)A Safety Coder anrd the r elatell 
guidelines provided by the functional supervisors must be considered 
applicalble tth vionarea assigned. 

ILG 

http:Lan'lta.ta
http:O.JAI.IF


e) ,.lture, Leve',>l.ia i' tc'. Q1of . ct 

Di' ii.on employees on
iie.-,,lnr q i'r h Vhp I safety matters hit 

nn rout.-c no V -1 Lh i 1 Ii p11 ii. .
 

r ry l d.I irar r v ,7quvo rv ;,'; ho r;I p rv 


DTSK I safecor
 

'7/
 



FWCI1. 	!Z'JonIjI"rnari TrTcpor 

The T ....n "T'ranr-t in a ivisi.on i.s re pnible TO
G ner31 Cervices for or-rat.ions, zmintenance and repair of 
the
 

vehicl-s in
tile Ii.'fsjon. 

L4JOB Pt Io r, E2}uSJ TI ,TIES :
 
-. ntirolnttio-nWe a.l 
 and use of divisional vehicles for rnximumutilization. 

Organiies r'eijiat- preventive mi-ntenance of each vehicle under his
5UF~ _ v 	is iof. 

-,q
Arai 	 Es minor repairs eXditiously in vehicle repair shop underhi's 	 ,l .r'.i .
 

Inspects a.l divisional vehicles on a qualterly sasis to check 
fitlness of vehicles.
 

Inspects vehicles 
 requiring major 
repairs v arid scrutinizes repair
estinmates. 

Arranges m.Rjor repairs e:and t isly 
 and checks the extent and

standard of repairs done. 

DESI PE _QUALUJCAJIS: 

a.
 

t-uttriculation with 
 certificate in Aut o 
& Diesel Repairs

from a technical schcol.
 

b. 	 Prior .E:q-nrjen. 

Iinimm of 3 years as Oiargehand/ssistant Foreman in a vehicle 
repairing workshop. 

c. 	 lage 

Ability to andread understand instructions given 	 in Users Itanctrookon Operation and Maintenance of Vehicles, and ability to 
 explain
these 	 instructions to vehicle drivers.
 

d. 
 SniejgffJfJArJis
 

Knowledge of WAPDA's rulee and procedures on transport.
 

Knowledge of maintenane 
and repair of vehicles.
 

Knowledge of vehicle spare parts. 

http:ivisi.on


Skill tx) deal with drivers and repair shop mechanics etc. 

FOST;9TT1 EL IMM'.: 

a. Supe.ryi5.in rcei~y~d 

Direct superTvision received from Supervisor General --ervices. 

Has available all instructions on use, operation, miritenance andrepair of vehicles issued by Administrative Officer and specific
instruction issued by his Supervisor. 

Works on the 1-,ris of instructions received and strict adherence to 

pertinent operatinp prcx-.edures. 
d. al~tu- _level anc_ h, TO,Se.. Qf. cIts 

Deals wi th Ic-al repair service shops and spare part de.al.ers under 
guidance of his Supe-rvjnor. 

Directly supe-rises drivers in performance of their assined duties
and for m-iintenance of vehicles. 

vI
 

http:Supe.ryi5.in


INTER-OFCFCE fi7HOP NLDt 

April 16, 19R7 

TO JAWAD [ AI.IrVR 

F., . 1 ,'1 ,,.O A. :'it j: 

S JB.J 	 : REO' A1I1"ATIO[O OF AFB'S AND CIRCLES 

'rcm-.dl R ,,-ga,?.n. r for AEi's and Circles were sent to you on April 

5 	 19:17. A.... th e - exe2rcise, the following addi.ti.ona] i.np~.0 
n, |-,.-.:t [,t.F o , r r.,,r,-!n ~s : 

1_ ~re.-nrns for Peorgirtiz.3-tion. 

2. 	 S l f. inp,. 

3. 	 Rcqu.i.r'en.sri;: for o.ffice sp-ice, office equipment, v'ehi.cie, 

tcephoe.~ 'Ind furniture. 

.. 	 Position I;rscriptions for the positions proposed at AFB and 
Cir].e. 

Attaich: a.a. 

c,: . W. Herrar'sen 



GENERAL ADMINISTRATION
 

REASaIOS FOR RECFGANIZA'I'ION
 

I,:hvel-.ms r.xi the
at:. Cicles and AEB's level in the area of 
General Administrtirn. Soar, of the problems are: 

1. Awareness of significance of Safety practices is lacking to a 
g<roat extent..
 

2 	 FaciliAtr<; for Safety trainirng do not exist. 

.3. omplete review and update of the present p rsonne1. pol icies 
and pr7ocedures is reqpuired in order to manage efficient ly. 

4. 	 A systematic approach towards Career 1veopnent and Hlmn 
Resource Information System has not been developed.
 

5. 	 Administrative and financial powers delegatedare on the hisi.s 
of distrist. 

6. 	 Position descriptions do not exist in most of the cases.
 

7. 	 Availability and utilization of transport needs to 
 be improved
 
by instituting an efficient maintenance system.
 

8. 	 General Ser-vices has not emerged as a distinct f,.nction tb.s 
far. 

9. 	Availability of office equipsmnt insuftficient. 

10. Pron-e:dures for ac'_uiring houses and offices is clmberserr-. 

11. Telephone sanctioning procedures need simplification. 

''hese probl..ms wi.l] be rectified by improved organizations for Ci.rcl.es 
and AF[ s, arx]ificati.on of the existing policies and procedures, and by
in r Itiriri latest concepts in these areas. 

http:arx]ificati.on
http:Ci.rcl.es
http:I,:hvel-.ms


GrF:,PRAI, AINIIIS'E'PA'rION 

AfFA RIrF,(T[' i '' p')AF,' 

TWe ien'~,-iI in i ,n ft i:n.tion i. iMR levc l. his been 
Vi :nt," NOfricien , hir ,i. ing ,of it minisr.,, -pi mat-ters, to bring clarity 

, t:h r, ir. ls re, -nr4 >ri nihi 1i ti- , ini r-,noso-. t -rn, 55 ;L,.DLIt s,M >,a y, mnkre 
,'''*U-!ail ti-l t :",if-.ry P', ,i ',-n =1 pr tiC-r-", are adhered In, a nnd 

,Mm .r-q~i A.1 arimnted 

dnove iop a 
:y-t .n i. ,ppro.' t-w.- , .i" rper p l.ann ng and cieve l opmentt. D-i ryoe. ; r 
A'imin;inrtr:,Lirr .i I I R--t. f, ir', ' inn I giii.r,-nca from the )irector n a-a--l. 

t l,,d'I,-t i sbe'.-.,n i,- .iL h 1tar t,-rs, I- ; I I , supprrted by nix -.p,,ry 
.I .re'.-Indr 1sr,,n, l I,-* . ,| I i for: 

, rs,,~A i.rfsus: It. wil.1. incluie comr-,nsa t;i.on, emplo..y-or;
ft urvsi, a' vni -, , .1a i m, l-aves, emp l.oyees pe rs,:nne I records. 

P- r-mnn, I Wil.l. handie rocri i Lme.ri t, trans fers, premotions, 
,disO ipl in-itv c-sers, p-:rform.ince ov. ti.iatjon. 

L.g I nr I Ia-i .,O-r: ,. I l e I. w i l ega and labor rs ,c 
ke-,pi.n. Ioa. L records, seleel;i.cri of legAl cinse. advi: ing orn 
labor p.n'l-ms. 

S, lfy: W i l responsible for ensu ring impl.emen taio; o f ' 
new. y iKnhr,.,,luced Sa EetLy pol.icies and procedures, ass is- .in 
accidents investigat;ions, expedites avail ability of safety 

Tsraisp:'tr. : Wi.] I b- respnsible for the use, control, 
ainte,irnn,', and repair of vehic les. 

(enera and 
cons tr.c t ion and maintenance programs, i ts budget ing, 
designing andi execurtion. Wil.l also take care of office 
matters like provision of office equipment, office funiture, 
statjonery amd forms, installation of telephones, acquisi Lion 
of residenti.al. and non-residenhial bildings. 

* 5rvic:-t Civjil Work: Will. prepa-re annual biilding 

th.0 achivities be according 
financial Fowers the AEB and Director 

AI N. s- :wil.1 'ovenied to the admi.nistrahL ve' and 
of Cha.man, Administration. 

http:residenti.al


GENERAL AtUINISTRATION 

An Adminis trat..ion 2>.,' ion ha: '-.r pror,se:l at the i.rcle }vel. I w. 
funo Lins i.O t'e r.i Iarhn the ones propsed for Mr,:e.l Div is.iris I f. 
willt. h ndd hy nn AdIm inist ra t.in Fficer and the resronsibilihins w'ill. 
i neVI I v i: 

F'so'rnet wil . Y:.-r.resrzonsible for the employees employme..nt. 
comrnsnt.ion taninLg, orientat,ion, records and proor:,.s ,,f 
prmotion, demolon, trans fer oses, etc. 

Safety Inspector wi..1l ensre implemen tatLion ofT Saifet~y o t i,es
and practices and speedy handl. ing of accident.s invest.i.a.i.ons. 

Gnerieral Sarvi.ces and Civil Works will, handle a:ni.ition of 
res iden t ia.1. and non-residential buildings, their rr'aFi.r and 
ma.intenance, arranging of office supplies, office ,quipmhn,
elephorne, water and gas connections, etc. 

Transport-. Incharge wil.] ensure use, control, ma i.rnLenanice annI 
repai r of -th vehicles. 

A].] !hhse ach.iv ties will be governed according to the .firancial and 
.imi n ishrahive rowers of the Circle incharge. 

http:employme..nt
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AR[A ELECT'RICITY POARD 

STAFFIM - GENERAL ALMINISTRATION 
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Dow t'.de [ /12 

Hl.7 ii l, '. s P1:' *dI 
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GENERAL AWMINISTRATION 

SUVMARY OF REQUIREMENTS 

I. 

2. 

Vehicles 

Direct Teb.phorne Lines or Through PBX 

C.IRCLE 
1 

1 

A-E.EB 
,1 

4 

3. In tercoms 

4. Office Spnce 

5. 	 Furniture : Office Chairs 

Visitors Chairs 

Office Clairs -

Office Tables -

Drawer Cabinets 

File Packs 

Alinirahs 

St-cols 

Wccden Penches 

6. Flotocopyi ruq M'achine 

7. Typewriters 

4 10 

1260 Sq.ft 7250 Si.fC 

5 25 

15 84 

Ordinary 10 66 

Type I 5 25 

5 25 

14 71. 

2 21 

1 10 

1 5 

1 1 

2 11 

tiote: E-xisting vehicles, telephones, intercoms, furniture and office 

equipment wi.l reduce the actual requirements. 
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vWSC S UPR visOR . F -" 
CIVIL WOPKS AN4D PORTG-__________RAL VC7DIC _IN 
 C.ARCE. 



GENERAL 

CIRCLE STAFFING -

A[flv.MI',STRAT] ON OFICI 

Nai i (f;1id 

S, ,viF;r.or F'.ersririe]. 

A.;s iStin t 

:-A. ( 1erk 

Jr. Clerk 

R ,',.dKeepr 


li.ry & Disp:atch Clerk 


Typ it 


S,.ire1isor G.n. Services 


Jr. S,. rirtender1t 


Jr. Clerk 


Chor.ik idar 

'l i. 

[laf ,ri 


f.- t y Inf Wlns-r 


-r. Clerk 


'1'rarsp;ort Irc.harge 


Dri.ver 


ADMINISTRATION 

EXISTING AND FROEOSED 

BPS PROP-. EX(IST-. IFF-. 
17 1 0 - I 

1 2 2 0 

11/14 1 0 -1 

12 0 3 +3 

7 2 2 0 

5 1 3 +2 

5 1 - -1 

5 1 0 -1 

5 2 0 -2 

11/16 1 0 -1 
14 0 1 -1.1 

5 1 0 -1 

1 1 111 1 00 

1 1 1 0 

2 0 1 +1 

16 1 0 -1 

7 1 0 -1 

7 1 0 -1 

7 1 0 -1 

20 15 -12 

+7 

http:viF;r.or


FI IL i TITLE: ret.ry AEB 

(PAPE: 	 B. 1.8 

Pt1TAR'TfE IT' Al Bs 

V_ H!.TI~t~ A,_ P [TIO:BS(TJ 

and is-. ,retnr, Area ,]ectri.ci.ty Poarrd reports to the Chaiman AEB 

rospmorsih. I for organi.ning metings of the Pyoanrd, recording mintutes of 

t.h -se 	 rw-etinpF, and ry.nit Wring implerwmnL.itJon of the decisions taken by 

tI;he Pc rd. Ho deals wi.th t,}i compl)aints received from the office of 
W,,a faq _ {!,,h W-s lb. 

tIA.JOR.P..rJ'J ES iID PFSTflS Pl [ITIES: 

Orirarizes neeting of Area Electricity Board and maiintains re-c-ord, 

of Ihe iniu tefs f the rC e ngs. 

1ioni Lors te mpT) nwnti,<,n of the decisions of the PrDi.. 

Asists Chairm.n AEB in al.l the mee.tings of developnients with 

rro incial. Governmen it. 

villages by the ProvincialM'ioni.tors the pro-,ress of sel.ection of 
and assists Chairmn 	 AEB to follow up and expelitet theelovernrn.nt 


prog-ress of selection.
 

from 	 the office of Wafaqi tIohtlsJbHandles comp.1ainl:s recei.ved 
of fice. 

Any other functions and duties as may be entrusted to him from time 

to time by the Bard. 

DESTPED_ QJ.AbJFICATMt17S 

'a. Ica t,ion 

P.-che]or's degree in Engineering is required. 

b. Prior_ Work. ;rJrnce 

Minimum of 5 years expe.rience in at least two majior functional 

areas 	of Distrihution. 

c. 	 [o, lvge_ Prof iciency 

,t I; b- fluent in written and spoken English and Urdu. 

d. 	 Know] edpe of 'pevj fc_ Areas 

Knowledge 	 of rules and regulations of the Authority with a thorough 
overall working of AEB. Experience ofunderstainding of the 


conducting meetings and recording minutes is desired.
 

http:elovernrn.nt
http:ectri.ci.ty


AN I ity_ SZj IIs 

- C4'mmIwicni tionl 
Urxn~. Abilift.y 

ki.] . Lo th in written and spoken 
to )drlr-nn groups and the Press. 

Engl ish rind 

Abi_]it.y t-,r prrbl-ms and develop practical sobltions. 

•1. SuF.r'yision Becei yed 

Direct 
Pni rd. 

snpervision is received from the Chairma.n, Area Electricity 

b. An. 1.lob].e.. G.Ou0) Wes 

Has available all applicable policies and procedures 
Authority as well. as specifi.c instructions issued by 

issued by 
the Board. 

the 

E. 1,c7, of. du.dg.ment 

Wors (on the tv-isis of the instructions 
adh,-rence to pert inent operating procedures. 

received and strict 

d. Autority to Make CoQmmiments 

[,imi ted to the administrative and financial powers given to him. 

e. UaIh-ur%. [,Ypel- ont. FarTypso of ,pQts 

F. 

Deals with relatod offices 

,Supervison E:ercised 

to discharge his duties efficiently, 

Directly 
functions. 

surervises all employees assigned to the personnel 



RISITIOf TIT.[,E: Dir''tor Administration 

DEPAPEI%Etri: ,KAIevel.e 


The Dir-.etor Administra;1.on is responsible to the Chairman AEB for the 
se r' ics ino !udi ng rocrit.mn t, transfers, promot ions, demo tions, 

disciplirIry actions, personnel. rr.ordJs and statictics, career planning 

and rivr l.o[-in t, pe.rormance eva] uation, compensation, labor, .gal., 

sa[fety, transpet ,and general services. 

&IA.O 1".'li[lj RDN .11iPJRE1515 L.'I [ES 

Dir-ts t',he r.cru i.tnt of personnel in accordance with the 

es ab .shed dom pol icies and procedures. 

Directs the precess of cases for pjstings, transfers, promotions, 

demotions and terminations. 

complaints, grievances,Ensutres that the .blic and employee 
]litigation cases are effecti-.vely and fairly handled. 

Ensures that the personnel files and records of employees are 

mainta ined. 

Advises the Mairnan AEB and other officers on rmatters relating to 

personnel., discipl.ine and ]ab-r problems. 

Ensures that the employees relations program such as indoctrination, 

oriePn taion, training , i rplementa.tion and education assistance are 

prope.rly administered. 

Ensures that the relirew.!nt, gratuity, all kinds of leave, group 

life insurance, provident fund and WAPDA welfare plans, are dealt 

with. 

Approves payrol.ls ind other employee'-s claims. 

Processes and mantains annual confidential repo-,rts and declaration 
of assets and all matters concerning therewith such as comrminication 
of adverse rermarks and scnitiny of representation thereto. 

Keeps empLoyees abreast w ith the 1aest Au thori ty/1-vernmen t 

rem lat ions on afety, Wages and Salary, L,abor [aws, Work-. n 

(Compnsati.on rnd other b,-ne fit plans. 

Prepares perform-nce evalua tion reports and reomrnds grant of 

increments, -)wards, acce Icrated promotion, transfer, demotion, 

disciplinary action of personnel supervised. 

Directs career planning and development of the employees at the AEB 
level. 

http:Compnsati.on
http:payrol.ls
http:rocrit.mn
http:Administra;1.on


Pesp:,ns ilrl, for pr"Iu-inor pe-.rs-nne1 sLatistics.
 

S 1awn, I ,-, and r'guiations framed the Authority and
In terprr,2 n by 

(-I jn, i lv2,0. orn l-.1 rr'tert from the concerned authorities.
 

- n---.ip]ir0.rn i.ry vases in aoo rdance with the Ia id 
1ow.n pd pr.n ,s.i.-n ind tic-


Mn i -,-,r:; I ,. , the of
the . in (.ourt law.
 

PrerarNs. implem.n-ts l mnidtnrs the bidnet of his section.
 

* 	 t h hirin,,ihe rchi ring and vacation of all tyrps oPec,-.ornmrrirn 
services centres andhli.lhinps inrInvlirn -'mplaint ofFicen, cuntomer 

area ,frices ;n r-Iniurod and ccordinates maintenance of bjilrdings 

owned Iv WAFDA ami hir4, ,Kffi ,:/5direncos. 

RFxer,-ro o-rall ,:,ntml over the operation of the AEB's vehicles 

to maywi: ei efficienery vehicle utilization and toi ,rimployoe and 


elimina nnatthorKi <d ,se.
 

.Dire-t;the maintenanc- and repair of the AEB s vehicles. 

Arngo pru. rement of office furniture, equipment and insures 

their ,-rvice and repair during use. 

Rr:omrrr,ids replacemen t of obsolete and unserviceable office 

furniture and equirpmonts.
 

Arrans, supplies of stationer'y items for the AEB.
 

Assistr in establishing and maintaining position description of
 

emptloyns of the AEB.
 

UIlndertkes other functions and responsibilities as may be assigned
 

by lhe Chairman AEB.
 

DFS 	PtD QUA 0FICATIJ 01S: 

a. 	 FcIK~at j qpo: 

Dachelvr or M.asters degree in l2usiness Administration or Public 

Administration is required.
 

1). 	 Prior- YO"> Forxriem-: 

Minimum of 5 years' exprrience with Master's degree and 10 years'
 

e:pFri.nce wit, Pachelor's degree, in one of the major functional 
arean. 

c. 	 [;ngu.age Yefi -e~cy: 

Must 	be fluent in written and spoken English and Urdu. 

'35
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d. Know., of ,Cij f Areas' 

Eiiow.. e~.dgo ,0[ ma rl'NW_n rtp'actices ind an understanding of tJhe 

dea]. wi t~h unskilled and
KI L,'. r t'II--.-Iln i .,1 to 

srr M. --f7 ki] I.rd and 21k i 1 e-l I bn-r. 

Kn,' I. t- nf c-ffie mOthr- s and prcxledures. 

A.!bi Ii J es- Di._ 1iJ Js 

to d'evelop jacrate and complete records and schedules.
Ability 

' kils to deal. with Unions. 

R..SJTJI FE[:,FLIEtUfS: 

the Chairman AF-B and functional
I)ire.ct supe-.rvirion is received from 

General Manager Administration Prcess the 
assistance fr.m the HIQ 

with the advice of the above su ervision, b-ised 
cases for decisions, 

policies and prcc.ed,.ires.cn so,.irid intmi -pretation of 

h. 	 Ji b) o ."e, de)J s : 

by theard procedures issued
Has available all. applicable p,:licies 


IIQ an well as speci fic instn.ictions issued by his supervisors.
 

c. Fxemise. pf_ :!AIwim. n.h 

Requires to coordinate activities with Deputy Directors. 

Work indep-ndently b.ased on the instrctions received and 

pertinent operating procedures.
strict adherence to 

to be complete,
ecommendati.ons to subordinates are expected 

of NAPDA.accu-rate and in the best interest 

d. Ail.hori. y o.ta . Comm..t n.,: 

Authori.ty 
delkea-ed 

to cnmmit WAPPA 
by the Authority. 

is limited to the financial pewers 

e. tJn.'.re ,_- [,oveJ.. azid.~irp$ ..!,f9 J: 

related offices to discharge his 
c-aI.s with WAPIA Unions and other 

(Il't,.ier--. 

ion_ IExer.ised: 
Direc.y supervises all employees assigned to the Administration 

func t.ion. 

f. .Sup-, ir .

http:I)ire.ct


ROOIM'Q IT.TLE: Depity Director Personnel Affairs 

F AEIiEpF'li't T: leve I. 

BASIC Ffl(I(IKOOA, DESCRF.TON. 

is responsible to the Director
The F'7iy Director Employee Penefits 

Hie is responsible for the imp.ementation of all wage and 
AdminitrariLion. 


shall include the administratlonsalar.y rirbenefits prc_,rpms in AEB. It 

of Ihe fenefits prog arns nn a uniform and consistent ra nner. He is al.so 

tnnsF )riblc for emp ioy s funds, advances, claims, leave sports, etc. 

MAJOR? I TIES AID_ RESD.PTIILIT ES.: 

W,,rks 2 losely with the Director Administration in the administration 

of the ,-mployeebenefits policies. 

Mainta.ins a wage and salary program for WAPDA as given by the 

Ensure uniformity in all the Divisi:ons and Circles.
Authority. 


in the
 
Assists all. Administration officers and Supervisors P,-Lsonne. 


continuity, ard 
)ivisions and Circles to ensure c(mordination, 


WAPDA Policies and prc'du res.
,erois:.ency witih 

and keeping wages and benefits bdgets for
Assists in prep r:ing 

and coordinate all_ tbidgetary processes of all
individual departments 

Divisions and Circles.
 

Vivelops and mainta.ins necessary forms and pr.cecures for all 

Employee Benefits programs for all levels in AEB.
 

and sala.ry and benefits rmanuais.1'1iiinIi.ins a]. wage 

propera satisfactory procedure to ensureEstablishes and monitors 
will include dealing


benefit payments for all levels of A[B3. This 


with Pension, Provident Fund/ratuity and Group Life 
Insurance.
 

of data for labor and welfare meetings as 
Assists in the preparation 


necessary.
 

Deals with employees claims, advances and leaves.
 

the AED/s to ensure compliance with all
(Dnducts necessary audits of 
program.
 

Organizes sprts activities at the AEB level. 

be assigned by the proper authority.Any other duties as .may 



a I<k '..Jl~i : 

Pnche fr or ers doa E-gree in Bisiness Administration ordiegre. 

r.wi would he pre ferred.
 

b Pri.or- Work Eper. 

At. least 8 ye. -s i-n the Personnel related areas. 

c. [,ngnauge_Prof jriency: 

incun .rf.nt must rsises a high degree of:proficiency in blth written 
ani sp-,ken Eri.] irh and Ordu. 

,1 .Ot Kncr: ] fjgte 

Jndividunl. :i: requi.re:l to have a thorough working knowledge and 

practical ,incrstrndi.ng of the I-visic wage and salar-y and 

tenefits r). icy of WAV"DA. 

ust Ie_ able to read and interpret tene.fit. Policies and 
procedures at the AEB level. Also possess the skills to 
implement the:e plans as well. 

Analytical c'kills and abi Lity to evaluate and ccordinate 
reports at all levels of the salary & wage and benefits pr-og-ram. 

Ability to recommend new programs or revisions as decrred 
necessary. 

a. buyr].JQ.om ReqIuj ed: 

Th7e Depty Director Personnel Affairs shall report to the Director 
Administration. The incumbent shall plan and schedule his 
assJgnments with minimm direction. }e is expcted to reach 
independent concl.,usions and make recommendations for appropriate 
action, resr(- cive to his duties. 

f.:
b. EXerCiSe. of_ Ju-RdnT:' 

Incimbent is expcted to exercise judge-mnt on all matters relating 
to w ge and salary and enef.ts and other related subje.cts. 

c. Aut.hority_ J-o Make_C.-mmj.bents: 

[,imited to the ardminishrntive and financial powers delegated to him. 

Incumbent will n-intin effective Working relations with all 
empl.oyees and t-heir sup,-.rvisors to obta.in pertinent information to 
discharge his duties efficienl-.y. 

http:incrstrndi.ng


I'h:.jnur1~rd wllsuparvisn all empLoyVe:3 assigned1 to the~ armnrnel­
Aff'.-ir 5 lie will provide functiona I guiAntno to Lherincti rmr, 

,
Div i mi Qnw ,anl Ci no 3 as on ampl oyee b-nef i .Q and or.hr re];LI 'd lrwi -, 



FJ1TIC_ TIl , : lIY-.E.pu,Di rocto Transp-rt 

GPAPE: PFS 1,9 

DEDA,' FVJiiFr F!' AIT Love].
 

P2j(] FPWJ'fJ . JAL. L :S:U P,'J (AlI
 

'2. -: ~rE, Director l'ransrt is responsible to the )irector 
AdmrnLstrahi,,ri for use, rnrt.im, ra~inntnance and rpraiir of vehicles held 
,in hr;p.- of AFT. Ile i7 also responsible for inrpl,-.nting in AEB 
f-rnv~ tioms n~-lle, pi1 i i . .inrvl p-'v-eilures, issued by Dis trilb t ion 
lItI-ri1I I -rr . Ile wvn i lorrs the fFunctional efficiency of 'I'ranst<'Lt 
F-. t:i,'ns in ('i re] o., Divinir,nis and Sub-Divinjon 

LINt,.YR. Pittrj ILTFS. AUD© PESEOlS 11. 

Co.ntr,-,l and mr nitor mise of AFB veh.icles to nvaximize utilization for 

Orgn ie efficient mvintenance and repair system for AEB vehicles.
 

Keep AFT3 vehicles in a fi.t stAte to ensure availbility for
 
assiirm- tasks.
 

Coordinm-te and contr-]_ issoe f FOL, to ARB vehicles.
 

Insp't, AEB Circles/Divisions/Sub-Divisions to monitor:
 

- utilization of vehicles
 
- s.tandard of naiintenance and quality of repairs
 
- arrango)rnts for issue of FOL and economy measures
 

Maina-.tain statistics of vehicles in AEB and its formations on
 

prescribcd forTn-ts.
 

Render prescribed reports and returns to Distribution Headquarters.
 

Technic.al. advice to Transpart staff in Circles, Di.visions and 
Sub-Divisions. 

Testin, of drivers in AEB formations annually. 

DIES TPED_ QI[ FTATJQUS: 

a. Ft~O .Jo 

B..Sc. nineerAing degree in Automobi.e or Mechanical Engineering or 
equiva lent. 

b. Prr.. lork_ FpprJepce 

A miniumm of 8 years in the field of motor transport with at least 
5 years service in BPS 17 or equivalent. 
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c. L.pngug WPm-ficency 

EluVncy in wri.tlten and sp-ken English and Urdu. 

(J. A- 5T:.'J fJ ' Arow 

- KnowedgeOOf tIanSFrt n>i,-aemrnt principles. 

- Knowre.Ige of riiles and pr-ooe:dures. 

- Knowl]ge 
techniques. 

o f Vehicle mi;itenance repair practices ard 

- Knowle-dge of repair workshop facilities. 

e. AbItby- ON-by.j j j s 

-

-

Ability to uncierstand technical problems relati.ng to 
management, develop and implement practical solutions. 

Ability t: eva,-i fitness state of vehicles. 

transport 

- Ability to evaluate and ezeaute repair programs. 

a. Superv.'ision. eceiyved 

Receives direct functional supervision fro Directo-:.r Administration. 

b. AYMJ able- Guido les 

c. 

Has available all policy, 
Distribition Headquarters and AEB. 

EzorcJo c.f_ ,)tcgme-nt 

procedures, guidelines issued by 

Exer ises sound jurImeTnt to 
execution of his functions 
and its formntions. 

arrive 
relating 

at 
to 

correct 
transport 

decisions 
vehicles in 

in 
AEB 

d. Autl - iy_ to, Make Coni tWen tQ 

Exercises full auhhority within limits 

pow-rs and npprov dl icier-,/procedure. 
of delegated financial 

e. ZL2P.MJ sJ-CioFX_ OJ r, 

Directly ru.ip-rvisen the work of 
employees asnigned to his department. 

Foreman Transport and other 

4
 



TLty Diec to rMSITIO I 'TF; pi Safety 

WDPAL4: BPS 18 

D1:pAFRIVr' AEB 

PASJ MMIC'iUI'7_JN. DE'It'TI: 

lie is responsible to the Director Administration (AEB) for the 
imp]emenal-ti.on of the policies, procedures, practices and programs 
relating to safety. Reports functionally to the Director Safety, WAFDA 
[eadquar-t:es. Resolves all safety matters with guidance, as necessary, 

from the Director Safety. Provides functional guiclance to the Ci.rcle and 
Division Safety Inspectors and Safety ('cordinators respectively on safety 

['APJOR u'r!'.jS.EsD F F )NS B.] ,IT'.IE~ : 

Mon Ltors through functional super-vision the implementation of 
safety policies, p.XX..durns, practices and compliance with the 
Safety Code by the AEB employees at a.l levels. 

Suiravarizes all fiel.d reTorts for the Circles and the Divisions into 
s:.tistical, form and submits to the Director Safety, WAPDA 
Headquliar ters for aralysis and compa rison FirTposes. 

Distrib.ites safety instructional materials to the Circle Safety 
Ins[ectors and the Division Safety Cordinators for puidance, 
information and p bl] icity. 

Writes performance objectives, as required, into practical guide 
materials for Safety Inspectors and Coordinators to implement.
 

Conducts pericdiic staff meetings with SE's and XEN's and their 
Safety Inspectors and Coordinators in the AEI3 on safety matters. 

Brings to the not;i.ce of the Regional Director Invr-ntory control 
(RDIC) and to the Director Safety, WAPPA the shortages in the 
safety equipment held in the Regional and Divi-sional Stores and 
takes steps to supply them. 

Ensures that his Safety Inspectors continually perform spot checks 
in the Circles and the Divisions and suI-nits r-epor-ts with 
recommenda t ions. 

Ensures impl-eyen tat ion of the recoamnenda t ions, as deemed necessary, 
of Safety Tnspect;ors under his supervision. 

Moni.tors the on-s.te safety training programs in the AEB's. 

Reprts to the functional supervision any design deficiencies in 
the safety equipment (T&P) in use.
 

Sup-ervises assiJgned staff. 

4:1 

http:not;i.ce
http:imp]emenal-ti.on


PE.; f PED_ of IAI, I F WAT INtIS: 

Inc:rih.i-ant. milst n in .. ,leca. orpossess degree Engineerin g 
eq,. iva ient renogni zed by the Pakiz.stn Engineers C.oincil. 

b. aror Work Aperience: 

rimbnt mist have at leash B years' experience in electrica] 
di s tr ibi t ion ar I. i it h tves. 

I[nP,1.1ge. f j'cJ C':y : 

In, :iiT&-nt iist s"ess a high degree of proficiency i.n both writ Len
 
and spoken Wrrliih. Must also possess a high degree of proficiency
 
in wz;i.lU; ,rhi and spoken Urdu.
 

,I,ob. KrhoW~ecge :
 

Inh imate knowl.edge of safety cole, e lectrical ciistr ib.tion 
pr ,cedures and s nd, responsible mnnageri.al expertise. 

Abji is and_ Skil is: 

Ability to impart knowledge of the safety code in-terface.d-I wih' 
sound dis t r ibti I.ion and mnagemen Itprocedures. 

Ability to interpret Ur.du or English statistical or technical 
i.nforn ntion infto me-aningful reports and performance objectives. 

I aIi. ity rationalize and maintain effecti.veHigh to an 
re.a t ionship be tween employees and managment official.s. 

I SilTe F[rI.i flT9P i 

. Up .Ol .0- .ReTeJ.d: 

Under functiona.l g idance of the. Director Safety and administrative 
s1nprvision of the Djrec tor Administra.tion, inciimhent performs n ls; 
w7ork ujnder I it.e or no srper;sion for activities and progress. 

b. Available (uicel] ines: 

Incummbent uses 
data provided 
mana-geria] Skills 
assigned A}I3's 

the safety cole, 
hy frinctiona i 

to provide as 
safetky activities 

various other 
supervision comb

a cl.earing house 
and procedures. 

acquired d 
ined with 

for all 
ref
of 

,taand 
ined 

the 

C'. Exercise of. JWur Tonh. 

Incumbent exer'c iSOs a high degree of judgment and personal. 
direr Lion. 

http:effecti.ve
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ri Ai lthoirji;t o-_. ( crini. ,n .s:to0_ cIko 

Recommarndahiornn re cnnidered by su.ervisors and are enernl I.y 
accep ted. 

tI , t.ure,.. .y J..I- - F. .,e of_ Qx tC .s 

Incunh:,en t sho,i I be closely affiliated with the InstWWte of
El.ectri.cal Eng iners of Pakistan (KEEP) and other repi table

organizations as we]. as the provincial government for safety 
compl ance.
 

."'Y[ s .o.be r c i o n.l :
 

Trn.umbnt exercises full 
 functional and administrative supervision 
over the Safety nspectors and support staff assigned. Also 
exercises functional s.1pervision over the Division Safety

lrdJnators
 



FPr.JTJUI DESC[EY1'J't I: vpfity Di.roctor Pe rsonnel 

GPADE: HFT 18 

ASI.~ 1t.INCUl' J( ,J D)(2PJC7Jj:TIOI 

Report; to I;he Di.rector Admin Estra ion and is responn.tble for 
recrui tmen t, trarn fer, prorrx.- hion, disciplinary cases, perforrince 
eva.ual;ion .and training. 

tiAJOQ 	 jjTI.r AiD. £ESIOSIJ[J,'J'ES: 

Per.-forms his in connections with employment of personnel.
 

S the of postings, transfers, promotFions,
Processes cases 
t-e Mni nat ions and diseiplinary actions according to A.thority's 
ri Les. 

(x:nducts personnel orientIation of new employees including proper 

comp.etion of all forms and dc<.xrents. Responsible for obtaining 
al.1. the dcum -mentos to corrplee the personal files of the concerned 
employees. 

Performs duties in cotnection wi.th mjanenance of files and service 
records iip--to-date and complete in all resp.cts, schedules 
meeiings, and convenes Pv,'ardls for selection p.lrposes. 

Assists in prepairing position descriptions. 

Prepares .pe'rformance evaluation reports for the employees. 

Provides guidance to the Divisions and Circles on Personnel. ,atters. 

Any other duties as nrvy fx assigned by the proper authority. 

DFSIED_ 9UaIF!IC ATION: 

a. 	 Edticalni9n: 

Bachelor or Master's degree. Degree in Pblic Administration or 

D-isiness Administration is preferred. 

b. 	 Prj-Qr_ Work_ Fxpe.rj im¢w: 

.n Personnel associated area.MinIrTA.im of 8 years' experience 

c. 	 [ .n~age_ ProfJci pncy: 

Mb.ijt; i-, fluent in .written and spoken Engi.ish and Uirdu. 

d. 	 g owI c-Ige_ Of So-qifi. Are,s 

Knowlcdge o: adminishrative policies and practices and an 

i.indersLand in,- of he operation of the personnel functions. 

http:MinIrTA.im


Knowledge of tho rr..tho!s used to deal with unski ].Led and 

semi-ski I V.d .l rsk i.Lled tabr. 

Kno]..cl-c o I i ilos .nmd remI L , ions of the Authority. 

e. Ab ity 0nd.Ski Jls : 

Abi.Ii. ty to develop incclranIo.complebe records schedu].es. nnd and 

'. ',PFXY sS P9.Tkecej.yvd: 

Di rect suPrvisiot . s received from the Director Administration. 
nlts lup cn.nes for d-cisions bsed on sound interpretation of 
pt~ic~es aind n l.es franewd by the Authority. 

b, Avail abl]e Guidde i nes : 

Ins avai.lable il.1 applicable p:licies and procedures issued by the 
Authority as ell as specific instructions issued by hissul '.r-evsors. 

c. Exercse. pJf. Aiicrgdrt: 

Works on the basis of the instructions received and strict 
adherence to e.rtinent operating pr'x-edures. 

d.A.rthri~h_ _O_ Rae. Qmmitment'q: 

Limited to the administrative and financial powers delegated to him. 

e. -ton~ire,.Leyel_ and. Rirros_ of_-Conptfni.ts : 

l)Dals with related offices to discharge his duties efficiently. 

uT.,,rvjs j.on_ Fxeromjsed : 

Directly suPer1vises a L.. employees assigned to the personnel 
functions. 

http:Conptfni.ts
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EN ;_VI'.r I.II'I'[,: P',T.pIty Di~rrct;or 1-iir and Lgal 

.CPAtDh : F:; 1.8
 

I:EPAPrfIVILr: AEB Level
 

'Ilie lt)-ri.Ly Di-rector [.,-it'r and L-ega.t is responsible to the Director 
Adminirtlrati-on. lie is resp-nsible for the coordination of all labor and 
1,qa] mritt.ers at the AF,B level. He will coordinate rT_,etings wit.h the 

M'AJfOI D ')TJJ.£S.AMPI) PEgS F[IBI.,JrJEs­

.hai.n-)is rcord of legal cases and provides assist_.nce and 
i-fornition to WAPDA counsel engaged for defence of AEB cases. 

Maintains a orking or whichwijrrnt labor contract manual, contains 
l 1. .-grced ip-,n it.ems by the Union and the WAPDA. 

Prepares cases Cor obtaining leni.i, adtvirce and gulidance from the 
lie Aequ~~ar te rn. 

Provides guid~inc,,: t;o the Div:i nions and Circles on legal. and 1.aiIr 

Arr:inges rreetings with the union and records minubes of -the meetings. 

Keeps Director Administration informed on all matters relating to 
al-or and legal matters in the AIM, Circles and Divisions.
 

Processes all cases of grievances and petitions for redress.
 

Any other duties as may bty assi neJd by the proper authority.
 

DLgSIVPD. Q!)ALJ FJQATIOQMS; 

Briohel.or or Haster's degree. Degree in Law or -u,i.n e ss 

Administration is preferred. 

b. Pr or.-kr1. Texp,,rj .2fc 

At least 8 years in Lhe relevant areas. ?,st have. training in 
nrztiating ski.ll iand in later law. 

c. [otiama'gre P.eficj en7y: 

[rnc.ml .nt must possess a hIFgh degree of proficiency in bcth written 
and spoken Pngl.ish and Urcu. 

http:Briohel.or
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[Fr,
i vi.l~is rqiu rel h- have a tho.ig working know lrpiv. -,f
p'r,-"rr ]a r helot hlting techniques. Must P.ssess the ski.]. 1o-mn-v o,. these functi.ons in a professional rr 3nner. 

Ah .iJty_ and_ Sk ils: 

Ability to maint-in a good working relationship with all

rmployees and nvnagem-nt officials.
 

Smianagerial skills t:n ,:,>orinate -.'etings with the labor.
 

Ability to evaluate anl re-ommend chainges il the working 
 labt,r 
agre-men t. 

a. 	 S-lrq-.jsi on_-equ .red :
 

'l)t: l.';gty Director [,tbor and Legal sha.l report to 
 the Director
Admir,isration. The incumbent shall plan and schedule hisass 	 n ts w .t h minir.m direction from the Direct orAdMninistration. IFe is e.'qvcied to reach indepndent conclusions
and ke recomnndations for appropriahe action, respective to his 
du ties. 

b. derciw-, .of.Jclgrrnpt: 

Incumbent is expected to exercise judgement on all watters relating 
to labor situations. 

c. A rthori ty_ to_ (fake_ Commii.Wjts:
 

iiited to the administrative financial
and powers delegated to him. 

d. 	 Fature. [e.,. and. L-,,rprose of- CaQvatz : 

Incum.e-,ntw i. .].rnint in oFFec tive working relations with all
employees and sule-rvisors to perfom his duties efficiently.
 

Suor.i.ion_ Fr.jscl:
 

The incumbent will supervise all employees assigned 
 to EAbor andLegal Section. Ile will. provide functional g'iidance to the o.kf<Ces
and Divisions over labor and welfare rrmtter6. 



GRADE: BIr 14 

DEPAFmI1'tI': ARB L.-e L 

PASIQ._ FIRrUJ'IOlAL, DVFSCRIETION: 

'l'he Foi.-orrn 'Trans,-t in AEIB is responsible to the Deputy Director 
Transport for oFerations, maintenance and repair of vehicles in AEB 
office. 

HAJO(T 	 IX T'IFS At.D RESF0'IISNBI LY[ES: 

Allocation .and detalinn of vehicles to maximize utilization for 
reqi i ral:! di t in-. 

Oraniize,.oclvadiio ild supervise preventive maintenance of vehicles. 

Supevise issue oF FOL.
 

Arrnnge and supervise minor repairs exr-,Iditious.y.
 

I'll-TCt AEB vehinles pirirnicla.ly to check fitness state.
 

r:-mt vehicIas rieq.iring rrajor reptnirs, eval.uate scope of reai,.v 
nd scrrutininr) -ost -stinintos. 

Arrange and ,pivi mnjor repairs expeditiously and manr.to 
ntandard and qua-1.1 I;y of r-pi r work. 

Assist ) p uty I)ir 'tor Transprt to:
 

- inspec t .'eh i.c les in AB formations
 

- monitor utilzation of vehicles in AEB formations
 

- monitor work of Transport Sections in AEB forrmations
 

- perform any other transport duties
 

DESIRED. 9:JALFICATIIS : 

n. 	 Edul,.catio.n 

'liree years Assnc ate Engineer dip].oma in Automobile Techno logy 

from a Government Polytechnic Institute or College of Technology. 

h. 	 Pi ron krk_ Exrience 

Post-diploma apprenticeship for minimum of I year in an 
organizati.on dealing with maintenance and repair of vehicles 

or 

Minimum of 2 years experience as Assistant Foreman/Chargehand in a 
vehicle repair workshop. 

http:organizati.on
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-" 	 Ability t)o vead and write Enu.iIzh and Urdu, and understand 
inst jctions on oFrration and maintenance of vehicles. 

- Abi.ity to eplain th-se instructions to driv'ers. 

- Ability to r-i.ntii.n vehicle records and dc-ments n3nd prepaireF rltit i (--] re T*)rtr. 

d. Tnouiec.ge of.cif,& Areas 

-	 Knowltnd-4 of Distribition TIQ and AEB rules and proceuhres on 
transr-t. 

Knowledge of mnivnttrance and repair procedures for vehicles. 
- rtno of rir and_i.ci. workshop plant, tcol.s test e.uirtent. 

-	 Knowledge of spare pi-rts. 

Skill 	 to deal with drivers and repatir shops, service stations, etc. 

Direct sufer-sIon r(-i[ved fro-.n Administration Officer. 

Has available instructions on use, ore-ration, maintenance and
repair of vprticles issued by Distrihation Headquarters and AEfB.
Specific insrrctions issued by Aministration Officer are also 
available to him. 

c. 	 Exe:i-oiidwnp .nit 

W.orkts on the basis of instructions received and strictly adheres to 
r-levant oLme-rating4, mles and procedures. 

d. - , d Frnoe nf nitct 

.Ie.ils wit-h lccal petrol iTmps, re.pair service shops and spire oart 
shops under guidance of Administration Officer. 

Dixectly stiper-vies drivers in performance of assigned duties and 
maintenance of vehicles. 

http:Tnouiec.ge


FO'ITO( TJ.T[,[: Administra tion Officer 

RPAW W3S-17 

DEPAFV[1IFI 1l': Circle Level 

BAgSIC ,l tlC' TONAL DF,S(ITIFI'IO): 

The Adrministnt ion Officer is ra.s nsibl.e to the Superintending Enginer 
for Khe nervicor.- including -mploymeng, promotion, demotion, transfer, 
compens..-t, ion, p.erformnce ev. Ii ion, ].afar, legal, personnel records and 

stat it;ics, Li Idin, hi.re ind maintonance, vehicle operation and 
mraintenar,7e, oftf ice furnishings, sipplies and equipment. 

Dir.cts the rocrli tment of porsonnel in accordance with the 
established down po]..cies and procedures. 

Directs the processing of eases for postings, transfers, pr-motions, 

demrotions and term:inations. 

Ensuires that, the pili.: and employee complaints, grievances, 
litigation cases are effectively and fairly handled. 

Ensures that the personnel fi].es and records of employees of the 
Circle are maintained. 

Advises the ,.pirintending Engineer and other off-icers on ma-tt;-ers 
relating to personnel, discipline and labzor problemn. 

Ensures that the employ, es relations program such as indoctrination, 
ori.en tation, trai nirig, -. and assistanceimpmr'ntnit-ion education are 
prp-r.ly adminintred. 

Ens ures that Ithe ret.irment, gratuity, all kinds of leave, group 
.ife insurance, provident fmd and WAPDA welfare plans, are dnalt 

with. 

Approves piyro.ls and other employee's claims In the Circle Office. 

Processes and maintains annual confiderrtia, reports and declaration 
of assets and all matter,; concerning therewith such as comnmication 
of adverse remarks and scrntiny of representation thereto. 

Keeps emp loyeoes abreas t wi th the latest Authority/l.,ve(nmen t; 
reril.at:ions on Sa7--fety, Wiges and 'Salary, [abor ,lws, Workren 
Compensat:icn and other b-nrfji-t plans. 

Prep res per-formance evaluation report;s and recommends grant of 
increments, awards, accelerated promotion, transfer, demotion, 
disciplinary action of persnnel supervised. 
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[uerprets laws, t s]., a i rem.ilations framed by the Anithorily and 
olht i ins advice on legl. rvrtter, from the concerned anthorities. 

discipi, inary/onq, cases1)i-spnes of (iv, in accordance with the laid 
dcown pli.cies and pra';i 'es 

c'!onil .orn the .egal. iniasesth (.- rt of law. 

Pre-ires, irmplement;s and monib-rs the budget of his section. 

Reconnm.nds the hiring, r-hixring and vacation of all tyer, of
b.f.dings including

arv complaint offices, csto.r services centres indas.-'ird,.,. oe-lt1cos )dn i -.
area offices as rm~irod and coordinates maintenance of Lildi-nm,
owned by WAPDA and h.ired offi.ces/residences. 

Exerc.ises overa.l. control. cver~ the o-.mIration of the Ci.rcl. s
vehic-les to imi empl.oyeo.s -ffic i.ency and vehicle utilization.. mn,:); 

and to elim.inate una, thorizrd iise.
 

y)i.r-.,"t the rrninl.iiance and rop.-i.r of the Circle's. 

Arrnnres procurents of off ice furni-ture, equ.men and insums 
Ilhe-ir serv:i.ce and repair duri.ng use. 

Recommends rep acerrm t of obsole te and unserv .ceable office 
f.irn i t-ure and equ i.ipmnts. 

Arring(es supplies of stationery iems for the Circle. 

Assi.sts in establ.ishing mnd maintaining position description of 
employees of the Ci role.
 

Lndert-akes other funcltions and resrqnsi.bi.ities as mny be. asigned

by Uhe Superintending Engineer.
 

FFD, Qt'ALJFIQATYOtIS: 

Rn:~w'lo-,s doqr:e or K'ster's deogree in Business Administratiori or 

il]j-"Admi-nitr-at ion is preferred. 

. Pri or. Work Fxm.-.rjeijce: 

llininim of 3 yonars" exr.ence wi.th Utnster's degree and 5 years
xeri,-ne Wi.th Richelor's degree Jn one of the major functional 

Il.ust t: fluent in written and spoken English and Urdu. 

'EST AVALABLE DOCUMENT 
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Know[ed:ple of nnnF;ent. practices and an understzinding, nf t.he 
oFration r)[he p,-rnno.l-func-ionn. 

Kno. 	 Ie.ge o f ie I..[bedn used Lo deal, 4i. t.h unsk i..led ind 
semi- sk . Ilnl rnk H I Mc' .]ahr. 

Know 	edge of office rr i.hoeds and procedures. 

e. 	 Ab.J.ij;ies. ~il. SkJJs: 

Ability to develop accurate and complete records and schedules. 

Sk..lls to deal with Unions. 

mSJT1'I0U E[,EtErJ'S: 

a. 	 Si~'.I:7is i.on- Received: 

Dirrct sufrv:i.nion is r-rcei.ved from the Superintenling vnineor and
func'tional nssi" Lnce from the AI3 Direc[or Administration. Process 
the cases for I-.oisons, with the advice of the above supervision,
|-vsod on sound in I.r-rpre t-1i on of po. Ic I ...and proc- ; . . 

h. 	 \y.13 able_ Guidce ] *iries
 

Ias available all applictie po.ici's 
and procedrew: issued by th' 
IQ as well as speoi.fic innt;icti.ons issued by the AEB and his SE. 

of, J,.g..'nf.: 

Requires to ccordinate activities with supervisors. 

Work independren t ly tvired on the inst-uctions r,,cni.vd and 
strict adherence to pertinent opera t ing procedures.
[ecommendlations to nupervisors are 	 exp:'I-od to bn compIohn,
 
accurate and in the 1,st interest of WAPI)A. 

H. 	 Au,,thority. ,W TO W.mi tfrnu:: 

Authority to o'mm it WAPITA is Limited to the financial pioers 

delgated by tho Authorithy. 

e. 	 Mavi. fvaJ. and Fwse of, C,tact: 

Peals wi-th WAPPA Inions and other related offices to discharge his. 
dh les.
 

F., ,Sume"
nJ "5ion Eerc'3 sod:
 

Directly supervises all employees assigned 
 -to the Administration 
function. 

6-S 
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FOSITIONI TE: Safety Inpector 

BfP 16 

DFEPJI'I~V~: C,~ire rtff ee 

t3ASJ.( U'UL7FJ C 1A _PI(,...[JI11 I: 

The insr' o" hnf;yI; res mnrni.ble to the Administration Officer in :.he 

ffi -- for i np Iemerhnaion the pre-dures ande the of policies,Circ l.o 
profrtis, relating to fety. Peports functionally to the Dp,l.y DireeLor 

with guidance, as necessary,afgety AEB. Peo yoF al Sa fet;y rniit tern 

from the ].ruty Dr--or Sa-fety AI3B. Pr-,vides functionaL rruidance to the 

pont;,1 the on Wnhhers.Saf-,*-y &,',rdinntorn in Divisions Safety 

P l.i t)J IJ'YJ[,S:'iAdt. II rr'JES PVS. $I 

* field regularly for compliance with the -nifet;yCndcts inspections 
(cde and Safety procedre- and provides a written report to the 

Supervisors with recommendation for rec tiication of the 

deficiencies f, rd. 

Ansishs and guides the S.perinhending Engineer on the reporhs of 

the accidents suhnintted by an investjgator or by the inve.;tirat;1on 

commi t tee. 

*',rforms inspechion F ..rsonaJ. protec ion safety equi-Fm.nt for 

their serviceability, suitability and availability arn I ,ubniLst 

r'eport to the appropriate administrative supervisors i th 

r.comnenda t i ciifor necessary action. 

Answer!--. or resolves inquiris of Safety from the -nagennt. nd Lhe 
employees. 

Initiates requests for the acquisit;ion of the safety r. i[?nt not; 

available in the field store thrairgh functional supetwisors. 

eMonitors imp] errvri t:;i ion of rPcoime-rnld tion for ace i dent preven hion. 

l'l;7lith.- ins rec,-.rri of safe ty acLivi.i.es" .and r t,. hi.s.tics on aceidents. 

*t-_nduelhs n-, ly safethy mertings with the employees of the Circle 
Office to re'view 'IAI"')A SN-fe' v Cfk,(e and discusses ot;her safety 

githers.
 

* mo_-)ntl iy committee under chairmanshipOrgani;-es safety meeting the 
of Suporintending Engi noer to review and dincuss safety prohlemns. 

* .iLunmt; rrv.,rmt.lilty sumimiry of Snfety activitie.. and stat .stnon 
ne.lWnt to the lV"p.ky 1)-re- t;or a ety AEB. 

Asni'nhn in organining on site Safety 'lraining Program for Ihe 

employees of the Circle Office. 

Supervises assigned employees. 

54
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Makes tel.ephoin c reor.vts to f'unctional su;I.r-vi-sor Lin -lL iirgrnt 
Imtters of atet, as Fat.ni[ties arid serious acci.d-nts..

Performs .any onhher dut,y as my Iy, iss.igne1 by his stijpr-isor.' 

PDJSPEED. Qf[IJ(T]'ITjQ : 

a. F ILUca h ifon 

[nomjm[ent shou Ld hold diplcma in Electrical Engineering fErm 
Po].ytrechnic rnstitiite. However, job related expperience ma,-y he 
,,F t-L. For ,-d :.uvti on.tilted 

b. Pri oi*. 9lork £<.: FerJ.W 

Mut 	 have at 1-ist 1.0 ye.-irs experience in electrical distrihition 
.c t ivi. t i f . 

C. [:nw.xFe. ?mf:.,7incy 

Must posrsr a xieraxrte degree of proficiency in boti written and 

sroken English. Mst alro possess a high degree of proficiency in 
writben and ,T-ok-n Urdu. 

Tntim-te knolcdge of the Safety Cc<e and work procedure. 

e. A.biliy -ind- Ski-l.s 

Ability to impart recommeinrlndations to first line supervisor in
 
.in effecti.ve and acceptabLe mwnner.
 

Abil.ity tro wri.hp rer.rts and make me.angingful recommndation.
 

mSITIOi. E[,RIIFFS: 

a. 	Uperhis.Q. [Beceiyed
 

Job assigned by Dep,ty Director Safety at AEB.
 

b. i\va.iiibJle_ 1.,doJ joos1 

ncumbe-nt-is s the Sa-fety cde and any other literature genernt&J 

or approvrt fiy the l2epty Director ,afet-y AEB. 

c. EermJ.se. of .,J,.pn<itF2 , 

Incumbsnt ,le .judgment acq.irel only through years of service. 

d. Authorit;y t' M.ke C<mmj tmonts 

Inc.mbent shail ake recomnridat ion based on WAPDA Sfety C'yle to 
his iMrYnediat.e i,.. for making, any commitments.-.
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U-i~um- ~ t~..P1T~Iof acts 

rncumhedri,-'~~'~p olg~12 e- firm n-inner in crndlic-tir,jft3~'~~yir~Thtlc~lq zilJ I.I empl~oyees bit no contoct with g-raerr.-

To vioyCc -rdi torn3 poste ati Division ftlonagers - offic-.-3 



Ar-rwmrns larid ,icqtlisitions ho mwet new rcquirerrl-.nn and dI nrV,'nn of 
l..ands declarxd surp.his by comrtent authority. 

Ensmires provision of office ftrnithure, its m-intenance in gorx.1
condItion .and replacr-ynt of broken furnitu~re. 

Arranger; ofF:;,-e rq,i.nt, like photo copying mchine, typing
Macrhine, 04a;ro cooler, electric or gas heaters, desert cry)Ies, 
tabl.e lamps, p, - a1l fan.,, eto-. 

Arranges sta-tionery, foms and prinb.d reaisters for use in AEM! 
o Ef ice.
 

Arrng:.,es puhase of st.ationery 
 items which are. out of stock in the 
Central Stationery Stores. Also arranges printing of forms and 
reaistIrs which are out of stck. 

Arrnnges ins tallation of 'ew telephones which have t- ern sanctined.'1 
by the compe.tent authority or shifting of -xisting trlephones. 

Arranges , i.gas connehions and water connections for the AEB 
offices. 

O,.mjerv ses working of General Services Sections in Circle and 
Division offi.ces.
 

DESIPED. Qr.LIFICATIO!S:
 

a. 	 Educ.: idn 

Bachelor's 	deg.ee in Civil Engineering. 

b. 	 Prior- Work. E:pvie 

8 years experience of executing civil 	works as Assistant Engineer. 

c. 	 [nuz ige_Eroficiency 

tiust .e.fluent in written and spoken English and Urhu. 

d. 	 nowledg of Sp-f.: Are.as: 

Knowledge of mnagement principles, department. policies and 
prmcediures. 

- Know].edge of hiii.ding construction techniques and ateria].s. 

- Knowlr-ee of the method-c used to motivate employees. 

on- Ai.yan Skills 

- Ability to enforce specifications of workmnship as well as 
materials.
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- Abi].it' to derst.nrd pmblems and develop prac tical. so.tioi1s. 

Ability to ndern t-..ind and e'a-iiate the tcoffmundati-ns of 

suibor irmnes ma rti, larl.y those with fin.ncial impl.ic.-tIons 
ike non-s,-h.o rat-... and claims of contractors. 

.SITg{ EL~i1E'sjFij 

a. Sq.F' ri-vsi.cn Peceived] 

Receives furict.i on,.il gli.dlance from the Director Administration. 

Ayei].bJ-T. Cuirle [d nes 

Approved s l.aci fi.at ions and s!chduie of rates are available and are 
to bec enforM";I. Pol icies nci prccedures issued by Power 
Distribltion "iing of WAE'DA and AEB ,-are also to Iye followed. 

Exeryci.ses sr.und juciprmrnt and atirrivesconcct decisions in 
execu.ition of his works, inur-rance of extenclitur-e and disposal of 
contractor s caims xtc. lie has also to wa i-ainst shortages of 
printzed for .ri Circl, . Divisionalnr, AM, and Offices. 

[Ias full authority within the limit.-s of financial powers deLega-ed 

to him and approvd .pli.-iesand pr edur.s. 

Di.rctly .grrervisos the work of Assi.stant Director and Supervisors, 
and throug,*h them has overall mIanagemen t and sur, r isorr 
responsibility for execn.tion of works and quality control as #elL 
as rTnagrem-nt of office and estiti- services. 



POSIT(I!L_ DE1kI!'ETOl0: Supor ji sor Personnel 

(I[PADP: BPS 11/1.4 

:Cixrc]e 	 [/-ve].DEP~i~'I'l~tt'_" 

PAV 'c. FU 7UL,. DR]T'J'IQN : 

pemrtm to the Administration Officer and is responsible for the 

persmnnc[ functions, wage and sala ry plans, benefit plans, hiring and 
postings, promotions,f ir ng procedure, -mployee"s service records, 

transfris, and terminations. 

[MI.)OB Ifl'IES AN1D EC[V7tlISBJ ,]ITIES: 

of fixation of salary, grant of increments, incnt i.veHandles ca.ses 
to the deceased employees'sawards, honoraria, compensation 


families, scholarships to employees" children, welfare grant;.
 

(salaries, wages, TA's,* _.rntinises and. processes employee's claims 

e te).
 

promotions,rPr-oesses the cases of postings, transfers, 

terminations and disciplinaryj actions according to Authority's 

rules. 

Per-forms duties in conntections with employme_nt of -lersonnei.. 

properConducts personnel orientation of new employees inrcluding 
[esponsible for obtainingcompletion of all forms and documents. 

all. the 	 to the files of the concerneddcunments complete personal 

employees.
 

in connection wvith maintenance of files, servicePet-forms duties 
records, upto date and comp].ete in all respects, schedules 

metings, and convenes 57oards for selection piarposes. 

kept up-to-date.Ensures that the employees ser-vice records are 

Assists in preparing position descriptions of the clerical staff. 

Assists in prep-ring and scheduling local and centraliseI training 

programs. 

DE$s1[ED. U_CVJFICATT0tI: 

a. 	 Fv .'!,.n 

l.ower staff on theBachelor's depreen or by promotion from amongst 
with at least 10 years' experience.basis of seniority-cum-fitness 

b. Prior. Work Exr.enc : 

Minimum of 2 years" ex -zrience in personnel. 



Munt ".' Fl.ic-nt in wri. t trn and spoken EngJ.ish ant Ur-dtu. 

d. ofri-,Wlcdcveor :'cific Areas-

Knot., I.e'Jh ,' adrn i ui I t rn tive pol icis and practicorn wr -inof 

undershanodin of the o-eration of the personn, functions. 

Knwe lglpo of the mathols used to deal wit~h unskilled and 
semi-skiled and skilled ]abor. 

Knowledge of riles -nd regulations of the Authority. 

e. Ab li ,ty.?AlI. S :J..Js: 

Ability to develop accurate and complete records and schedu.es. 

f.% jTT E[,.EIT[.'S: 

.a. HIPe..ryJ szion Pe'eiyed: 

Diect supervision iW rnzeive-I from the Administration Officer. 
Puts up cases for decis ions b-sed on sound interpretation of 
pol[icies nnd rlul < frni'ld by the Authority. 

h. Av'j;.ab.e, GuideI .res: 

lis available al.1 applicable policies and procedures issued by the 
Authority as we l.l as spacific insttuctions issued by his 
si-pei Visors. 

.:¢ ise. of. .lud nnt;: 

Wrks on the basis of t;he instructions recei.ved and strict 
adherence to pertinent operating procedures. Recommendations to
 
subordinates are expcted to be complete, accurate and in the Est; 
interest of WAF)A. 

d. 61't!hori y.. to take. ommiJ.lmnct: 

l.,imited to powern delegatpd by the Administration Officer. 

e. hnri.u,_ [-y 1.and, Eu-Mpse. of .Contacts: 

Dials with WAPDA Unions and other related offices to discharge his 
dui ties ffi.c ion I'I y. 

f., [:.i~..rvujon. DPerci.secl 

I)i rect Ly supervises a !. employee s assigned to the prsorine I. 
f inctions. 
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IX)SI'ION IaTLF: StiFrvisor ('.i.vi 1 Works and Crneral ':.rvices 

(GPAD: F 1.1/1.6 

1,FH I,: Ci.r l.e [Lvel. 

A&SIc F!.r 1( 'JCI(i,_ DPFV;J FJ'JONI: 

'The Sul-,rvisor Civil Works and General. ,Services is responsible to the
Adminijtr.it.ion Of ficer for the efficient functioning of estite and offfice 

s. IicI- has t onsire that WAPDA Hiicdings are well mint.ained and
WAVDA L indl w.I.] protr-rfJi-1 a1a1Pnt: n iehs also to render 
prompt .d corteous t:o C-irckle employeestrice Lhe Office in ritt-rs
c',onnc't.-l wi.th the hiri ng of hiildini-n for their residences, lie is also 
rerp-rnn i)1 for hys ic office rrnt.h-rs I ike, provision f. office fUrmitlure,

,,i~..nnt, and* ri, instal.lation of 
,as conrictions and water conn.cf.ions. 

,Ff#iCm ' 
t sh ner-, 5orms, te].ephon-s , sui 

.RI0? DUrIES_- RID- P1I)tJILI2: 

Ensures gcxY mnintenance of all office and residential b.d.ldinss 
iorng -to Circl.e Office. 

Arranges hiring of privat, lxildings r.quired for use as offices or 
resicdences by the Circle Office and its employees. 

Arranges Land acquisitions to nre--!t the new recuiren ts and 
disp-ses of lands der-]ared surplus by cornpete.nt authority. 

Ensures provision of office furniture,-its maintenance in gc_.:xJ
condition and ret' 1acement of broken furniture. 

Arr.anges of fi.ce equiFent like photo copying machine, typing
nmchi-ne, water cor.xlers, el--t-.ric -.r gas heaters, desert ccolers, 
t-ble lamps, centa1 fans, etc. 

Arranges st-itionery forms ind printed registers for use in Circle
Office and Furchase of out of stock items. 

Arrangres installation of n,-w telephones which have been sanctioned, 
shifting of exisl ing -lephnnes, etc. 

Arranges sui gas connections and water connections for Circle 
Office.
 

Supr_ises - working of General Services Sections in DivisionaL 
Offices. 

DESJIiD. Qt[ A1JFJC'JOPS: 

a . F,c, t :[II ti 

Three years Diploma in Civil Engineering. 
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Ili rirnri rf" . :,..'rn exrerierr'e., in the relewnnt fie].d. 

C. 	 I -~.?O.,- ru f ic.i eic:c' 

" 
l',,	 be fiv'nt in writL.eri and rroken English and Urdu. 

d. 	 hrinow].edtg vf_ S[ecifjc_ Areas 

- Krnowl]rede of WAF)A r.ds, repulations, and policies Po.rtainirig
bt blilditin constn ction and r-intenance and General Services. 

Kno'w1 .xle of office equi.pcmnt and furnishings available in the 
nwrket. 

vKiowl re.e of nethctls used to mDtivate employees. 

e. Ab i 	iJtj s.rind-t S k i.]J)­

,kii]_ tx. de- 1.wi th vendors,, 

1-tG JI'(Il ,,f-l'D. ....a. V.p.>rj si"n fk'c'i ved 

supp.iers and contracto;s. 

)!r'1.i,.p>rvi s on i s r~-~1~' f.m Ad-inistrat ion Officer. 

h. 	. Ava]iable Guid I ]nes 

Has availabl.e al. nopl icible rolic.es and procedures issued by AE.
 
W wel! as sF--..ific instnuctions issued by his surernisor. 

Works on the lysis of the instz.ctions received and strict 

,lhetrence ro['-rinent. ore rating prccedures. 

d. 	 tlal-ur ,.[,,veJ...tidPurp.se_ of. ('ntocJts 

1-als wihh r 'rit;raclors, ruppliers and others to dihsirarge hischirLijes. 

.	 E.isero-. jned
 

Di rectly si.wrvises all. mmploy-es assigned to General. -,-rvics 
Fnction. 
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POSITION TITLE: Ceneral. Hanager AdmfiiLstratLon (Distribittion) 

GRAD E: 	 BPS-20 

DIE PA.RTIHENT lvndI 	 (ui rt:e r. 

17R(BA.Sl.C FUNICT IONAL D17C Ip'r E ot 

h'lhoGorto rn 1 ?fnnpr Amii 	n r t rat- Ion (1)[ st ri.bri t ton) Is res ponr 1. p to 

buton) for planning, coordnating, direvt'lngtanngn5 1)1 rocvor (Di!tri 
1:I on s to 	 gorri ri I

and ad1nIii abit:ir g, ,tl rlbut I r 11nn.z. ' p rsnnei. and 

Iovl-ris fu1rtc lor; -t luv[l ip FormuIlation of the po I ltoos and procedurrs 

nu recrIl t:mnint-, piniout , t.ra1o,Fr, pronmotIon, l abor relat .ons, salary 

anild bef I t'r Iminan lro or me ,do inprlremont , lmlin1 rn ouu roe I nfo rori: Ion 

q -,voi, hoeath aId s-1'at y, go ri ralo F rvi.ces nld 	 I q
t:'_ transportartion. ''lh 

n hl 1 I t. for providing staff 1eadershI.p:11I Ircl.ulcl 
oitmS ork Flow to create an e ffe cti ve Conr ra 1.

posit inl Io rliol 	 ndn 

r1I vtIs otl r 

Ad in. t [ n 1,
n . o r vtf fn 

BASLC FUTCTiONS AND RISPONS[BILI-T[ES 

- Pr I I ry Fo rm i I a1: nT 

p r',,)nne 1., Iino -I ani 	 safety and genie ral s rvi.celorum la.t'or 
as they ref Iot labor 	 ln.wn, cirrnt lnho r re anod pull ls 

ofr the policy makin, an iorl t:y andmarket trends nd dl rot-: 1 von 

g I li DI. re ,Lt- (1)1 ,t l. it tIon) Ad vt sen /!suggest s to t:IeMan 
tire preval I Ing pol Icy ormanagoment: I F and when r1hn Pe In, 


pol.rIeP bor neo ImmInont-.
 

nrid ;poe la [I z ed ftumet [ons .th. In 1) r I hut: on
L.q 	 I F Ir 

at1. -rnat ien to meet- cornp I cx 
Arian va p 
organn, zat Ion, rec n n olids 

[itIa tneloi at. all I vo I.s1. Des.ign and s t andardiLzes goe nor . 

ndmi I[;t: rnt: 1orn wnork fl ow. 	lirotho it: sDLtrIbm Ion organi zn ton. 

- Ad'v ory SmorvcepsManaoment, 

op In l.on / reconirnenda t i.ons 	 andThe 1.noun ho it: p rov Iden a(1 v i.so ry 

so Ilut-. tons to all mtters relating to the perqonne L 

and pubtl.c saafety and general.ardnif. l :rat Ion, or,an1,zat Lon 
methodology towardsservlces arid ,ioqlginq, pl-ans and coord nates 

J. n pn I. l es and 	 sy sterns.coi t: art:1.v inp rov I rip 1r 'v.a f. 

r ntut, :,; C.h of o t: her f.uncrt loris to (Il SctuSin arndFrequent: 1y 
ways and rIpanIS of achievingex teli(d ad'1 !1 to thIon on 

orgnni zarI orr rivelra o1)ject ives t hrough personnel, excel lence. 

mann -aree nn ware of the human resoures, .afety andKep. 

general qoriceqncont:n of Lhe whole orgnITzat:ton.
 



Emp l nye oR 1.: I.n, 

t:he bas In forDe0 I.,iI tho maingr1melt pol.icy to formulate 

ofrrot lve Pmp I on rlatIons. Formulate the gulidelines for tie 

policy to follow the cnnsoIIdnrlhni!ol lctivn har gn ing an,1 


of the utin.nmagm,,nont nntrnct. 
 Advines the mnnn,gmri on 

Inlor lawn nd impact: on rho . . theLrf ,q currnnt: 
Lttt:e rvonen 

a1 I crt.r of 

orgnni zat I on 1 pol I. on n fr the orgnnLz atition and 

at the ilme of labor unrest and If and when crlerdlrectly 


s l t.ion dn, 1opq.
 

Sal.ry Adminl t:ra t.Io 

hrtt rh and ret:ir,,ment bene Ft-M , compensntl.on plannDironts the 
oF Pmpl.oyment (e.g. pprmnnnt:

for different: rntogorloe 
and on occupt tonalcott raot, tnmporary, dput:t I onl..t: etc.) 

grounds (e.g. profeqslonal., technLcal, clerical et:c.). 

PrnvIdr ndvi,'e on snlnrLes, grade cas1n fl.nt Ion and 

Funds. Develnps and 
linoiiim_ or difrferoint: enployee related 

nf dIf frent:
dl oreet s po I I q and pronceduire on management 

employee funds. 

P011cv Int:e rpre tation, Diroction and Contro. 

rtIn q and I Ine,: on the policies a ndg, I l , 

bv t:he nmit horLty to al.l the Inplemnnt:inM! 
Provide ,. 

prn-ocp(mreq approved 
throughout the


fo rmat , Ions : n:h ivo stnnda rd I zntton 

g nonmal. adminstration anthorLty teans 
orgrni zn t:Ion. Forms 

prnvP the compliance wL.th rules nd 
from t: line to rime tn 


rog"l Int Innq.
 

I)R I'RED QtAL/ I FICA'I[OtS: 

ri lS. ~Edttn: 

degree In Pubtc Administrat ion, Bu"iness 
Bacoi lnr/Monterr' 

li bernl Art:s.Admln!qtrnt: ,+,nor 

b. Prior Work Exp ori In: 

rlnnrp with 10 yenrs' experience In relateu
Hlii Iminm of 20 .,nar ' ,,p 

In a ronpon.i bl.e management pon Itlon. 
Fiend ,fo goinr l n minlnt rotIon 

.
,"n

P f I eiinnt ,anign nr 

C. 


Kn rei! I rnd to pnsnn a high degree of proficieny it,
[nnnmmmbnt 

Spoknn Enugtn1h and Uirdu languages, nc.ldIng the abil.ity
writ:ten and 

to wrtn the nrganlzntl.onatL pnlicLes. 

http:compensntl.on


d. 	 Knowledge oF .SpnfIq l Areas:
 

Good th nrpr tl':al .nwI 
 ie :rrnd pract:ical . idersand ing 	 of thn bas ipprrn"oP1, R-norn a-rvlcrn-q anrl sarty funct i ons and rn.-rnas-nrrrnnt 's 
pran 	 tl.<nl, o ri um,,o In," d1I(t g it nt:r thL iUtn", general I dm nli ut1 rntInr 
Po [ 1, IV S an1d proe,,"iirs, eal Inbr lawn and prevailing
Cnil"Ilorisat'1mrn al p piny;rtrlrt.on1 pol t eq.p 

0. 	 Pnst Entry "ra ln :
 

'r gr-s . vP on 
 rho, 	 job t:raInng for a minimum perlod of at: 	 lNast 5 
yenrq 	 In .1l rn .nro-as of gone ra.l ndtnt,nistration is essential. 

f .	 ki IW and Ahlllr I q : 

*ho 	 fri loinwinR ki 1 na,1 ah IlIlens are requLred:
 

- Exr-r' I I."nt rl t qrsi' llq annd ,hil t:y 
 to transform author[ty'.g 
point 	 ,f . ono Now pni v mnIterq.
 

- Annlyt I er I rhl It-r and 
 skri l 	 In deal. ing with complex fr.tnt:lons 
wthr rog ri to hnrriai rosoli rns. 

- nomoni r, nofb Ii It i l ,lif g acceptance of raconerfttons 
rom ,v,-,qr 	 in "sand I no roed managemeunt ff el" non comp l x 

I 	 ­ 5t+ at Innflanrd iov R ii',rn 1 ndii K ariii problems. 

POS IT 	 N FIF.El El : 

a 	. irpo rv s IsionRo "i v,,: 

) irolns are' ren von rnm 	 the lanagilng Director 
Thp' 	

- ristrlhut inn.
llnimpnt plnnq and qrhplil 	 ir' his nssignments independentl: iv nd

Is o.mp,,i:ori -o ranc h Ind,- pon- t ronclirs ns. Ti final work In
rrl-od for sonndrnqs Fof ilidgnm-nt , ndoqi-re-y of jlstifir i-at ion and 

iFoerrivoniros a,-iof pr-'-.sr-ion t-ir I erim¢fho it: o,, a 1or-ori,-,,-	 ovIo, f onisr",, on nr~hie 	rsWith 	 heavy weigirt givyenulrdll rig liirro mmltn',lolod 	 to rliinqrtl," 	 q nr lrho flnrnm'ibrnni nnl All n tt-ers In-Iluding, hliq 
I nt:or-pro t. fnion ard I igmou. The 	 I lcnrumfnnlt al so keeps his 
s r,porvIso rn fi rr,, of Ithe 	 probemn s and no In t 	 on., hiL'. ig il,, nlod 
to solve [hr . 

h. 	 AvA i ahi o ('r I nIinq 

ir, iiifniit ri"so pol fies and 	 proced~rn developed For DI strlhbt: ion 
organ at Ironn, and I nw and reg 	 atlong concern.ing peronnel. aindginor' 	 1 nlinI str;it I oi, salary & fbenefit: policy to perform frull 
rang.-	 of glnr,,pI aditrril onr work.nn 

tf 



c. ExercFse of Julgment : 

1ricur henut I.I xpor 'od to e' xercisp .judgement on policy mat e rs 
re ItngIr"g to t trn int , promotion, transfer, d Inc ip ina ry and 
griovmncn mat 'er. of comp Fexe natre, human resoirce development 
and Fnfonrmnat ',' teem, sn,iary ai wage admi nistration, a nd 
cnIol~r:v hargiFiug. Al so gonera and nafety functtions on spport
sprIr s. Stuporv ,or plac-s heavy reliance on the incumbent's 
romomnMoneat f oni ,nd jtmgnmont: In approving and reviewing the 
p rohl ms. 

d. Aut:hori ty t: Make ACrmmiF tment:. 

Has fill. aritlno r l ty to make commitments under the Author ty's
guLdeines, general administration policy and procedures and 
financial and other administrative powers vested in him from time to
 
t ime. 

. Nature, e, alnd Purpose of Contacts: 

maintant rfFort:ie workLng roult:ions wIth al.l levels of management
wlthil Fittrlbtlit and gneral Adrninistratl.on organLzation. Keeps 
rpgnFr rontart: wItht1 orploves and above mentLoned level. to obt:a tn 
fa;,ct,:n lF lfoarm :i,- on wvhli Ich recommrtndat:tons aid dec is loris can tie 
lirWSd. ExpW1i i t:o th,, Fip lement ing levels the genera F 
adminilst:ratin pol elF-q tin l Frlng; genernl services, personnel and 
safetv, the bais son which reconmmendation were made and Intent of 
p rt:lo, r c. r-rui r r poli.cy. 

f. Suppr',,i n ion ExerctFe : 

i)1re, :l1 sipe rv I ti., Ls exerci-sed on Director General Personnel., 
1)1 rect:or Safety and his office staff. Indirect leadership is 
provided to t:he ont:fIre staff of personnel, general services and 
safet Functi.s andi other l).st rlbutIon functions is matters 
rela ,ng to gen-ral admlinit. rat:1.on. 

g. Tim ejin. red :0 Per form the Fl.1 Range of Duties: 

A miiIi1nn.mim of one year is requ, reed for the new incumbent to perform 
the fOiri range of dutles of this position. 

1'P7
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POSITION TITLE: Director Grner-il. Personnel (Dist ribution) 

GRADE : BPS-20 

1)' PART ME.HT Headquarters (Coerat Administration) 

BASIC FUNCTI ONAL DESCRIPTION: 

'lh 1)i. rm tr Conera 1. P- r onne ( Isq t rf.bution) is responsible to tihe 
Crn-ral. Mani.';yer Admini .strat ion for Implementing, controlling, directing, 
roordinat.hin ii ainnag I ug of fec tlve personnel admLnstration suipportnd an 
funct ton fo 1 : 1he 1)1st r f-b t .on o rga ni za t ion; invo.1.vi ng personnel and 
p o r ,onn rvice act l.vi t s, matters rela-ing to labor and we.l fare 
emp loyoe benoft t and s, f ty policy and procedures. 

BASI.C FUNCTIONS AND RESPONSIBILITIES 

- Policy Admin,;rtratton 

Adrumn isl:e rs po tic Ies and procedures relat Lng to 
recruitment, trnnsfQr, promotion, grievance and 
d .c [p [n.ri, employee re] ations, perfo rmlance evaluat Jon, 
conditions of union management contract, career 
development, pe rsontlp 1. rec:ords, labor and we Ifare and 
employree and putblic safety. 

Directs act .vi I:ie of l).rt ri-Iution organi zat Ion and 
accident prevent ion program inciluding coo rdinat Ion of 
employees safety polIci.es and procedures. 

Coordinates and directs the activities of Directors at 
Hleadquar ters and AE1 level, to conform wit h.n the 
directives of the Authority and policles and procedures 
concerning personnel admInstrntion and safety. 

- Maniaging Function 

Manages and responsibte t:o run an eff:c l.et and effective 
personnel, and safety function for approximately 75,000 
employees in Distri[butilon organization. 

Admin.sters and di rocts d ifferent type of annual and 
interim reports on ,iman resource and safety acti vity. 

Plans. dolignq and coo rdl. nates the budget for personnel 
administrati:,on and safety function at Headqarters and AEB 
(including cost centers within AEB) level. 

Manta ins effecti1.ve budgetary controls and is responsible 
to Justify tihe to':aIt cost of his activity to the General' 
Manager Administrat ion. 

http:polIci.es
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Approves the position classification and descript ions for 

all thR jobs within Distribution organization (may 

delegate the approval of subordinate positions to one of 

his Directors. 

Directs tho r'ndit ions of union/management contract at all. 

the lvelis. Controls. and directs the implementation of 
good relationspolicies in such a manner that it creates 


among empl.oyees and management. 

- anngement Support and 	Assistance Services 

Assists the (enern I 	 Manager Administration in personnel. 

fo rmulat ion and systems design.and safety policy 

between the Field Formations and
Performs is a link 

to the GM's office concerningHeadqmarters amd rnports 
to him. Assists and recommends thematters Important 


sol uti ons to both his snpervisor and field personnel.
 

dlrectly nmg:aigd In Imp.Oment:ing.
 

Assists and consltq the General Manager on complex
 

day to day functioning of
situations arising out of 

personnel and safety administration.
 

Assist the General Hanager Administration on improving the
 

policies and procedures.
 

DESIRED QUALlFCATIONS:
 

a. Edmcattor: 

I.n Public Administration, Business
Bach 1.r/Master's degree 


Administration or Liberal Arts.
 

b. Prior Work Experienc,:
 

Minimum of 15 years' experience with over 8 years' experience in a 

supervi sory capacity In the related field of personnel and safety 

admini rrat ion. 

V. Language Proficiency:
 

Must be fluent in written and spoken Engl.ish and Urdu.
 

d. Knowledge of Specific Areas:
 

- Good pracl:ica knowledge of management practices and an 

operation of the varous personnel, andunderstanding of the 

nafety functions.
 

- Broad knowledge of the methods, policies and procedure of 

personnel prevailing in Distribution. 



P. Port Entry Tn.n.np: 

Progrossive on the joh tranilng for a mnnimum perto(1 of at as.t 8 

years In all. tie ar(nn of personnel and safety admilntstrat.i.on. 

f. 	 S ki Is and Abi. I. rl.e : 

',Ugotnltlg ski.l.l.s to dea l with labor unions. 

Abl.ity 	 to mna.nta Ln effective relations with employees and 
management 	 offLcl.ais. 

Mnagerial skl, .s to maintnin full range of personnel programs 
and gainil.ng confidence of management and employees. 

PSITION 	 ELEMEN'TS 

a . S,,pe rvi ston Recnived 

1)1. re,- t ils are rece [ved f ron the Gene ral Manager - Administrati.on 

(D.sI:tHbmt:l.on) regardi ng policy mnatters. Required to make 

ind epotdent (IcL, I on on mattl:e rs rel.sted to Personnel. based on sound 

tnterpretaton of pol.cies and procedures. 

b . Ava I In l.e Cui.del nes: 

llas avaLlable all approved polLctoes arid procedures of Distribu tIon 

organ I zat ion. 

c . Exercise of Judgment: 

Requ I red to exercise sound judgment and arrive at correct decisions 

on a wide range of complex problems. Recommendations to General 

Manager - Admini strat ton are expected to be concise, wel l 

rosoarched, ac,..urate. 

( . Authorl ty to Make Commitments 

1las ful, authorl.ty to commit the Authority within the limlts of 

al.egnted f. lancl.L and admi.niqtrative powers and approved policies 

and procedures re-lat:.ng to the position. 

e. Nature, Level1 and Puirpose of Contacts 

Ma ioralins efflectivo working relati.nns and two way communication with 

a I l lo.ve ]. of ImaI Pement and I1.. Immediate staff. Keepn regular 

coIntact.l:s with prsmoiol. and safety functions at AEB Level so that 

mininterrupted L.ail.on and l.eadership is provided. 

f. Supervisi.on Exercised: 

Directly supervises the 1)ireIt:ors of Personnel, Personnel Affairs, 

Labor and Legal, Compensation and Benefits and Safety at 

Headquarters and AEB levels and through them has overall management 

and qupervisory responsibil. ty for the Personnel and Safety functi.on 

of Distribution organizatLon. 

'2' 
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POSIT[ON TITLE: ) I rec to r Po rsonne L 

GRADE: BPS-19
 

D)EPARU EN'[ : head quart e rs 

BASIC FUNCTIONAL )ESCRII'TlON: 

The DL rpctor Personnel at the Hendquarters level is responsible to the 

Director GeneraL Personnel. ie i.s responsible for assisting in planning, 

coord inat ion, ,upervfs ion and adminis tration of Dis: ribution Wings, 

personnel, programs including recruitment, promotions, transfers, 

discipline, and personnel rpcords. le also works closely with the other 

d trectn r, at t:he Hpianqiarters administration office level in making 

recommendtion relatlv, to personnel poli.cies and procedures. 

MAJOR DUIES AND RESPONSIB[LITIES: 

established personnel.lRnsponsth I.e for the adm Inist: ration of 


p"l i c Les incl ml. *,recrIt:ment, promotion, transfer, discipline,
 

rnwnrd, handling of grievances.
 

lHand les all. the cases of discIplinary act ion in respect of 

fal l.i ng within the Jurisd lction of )ire-tor Generalemployees 
Manager (Admin)/Managing D)irector( Personnel)/Genera 1. 


(D.stribitio ) and any appeal.s t:here f.
 

Deals with the cases of trnnsfers and postings of employees falling 
on)/with in the Jhrtndfctiotn of the Managing )i. rector (Dl. notrhm t 

General Manager (Adminstrntion). 

Counsels with and advises snnrvisory personnel concerning the 
policies andinterpretation and clarification of personnel 

of changes related thereto.procedures. Keeps supervisors informed 

Maintains personnel records for all employees including 

AEB's, Circles and Divisions.Headquarters, 

retlevant laws and develops procedures forKeeps abreast of various 

compliance with them. 

Counsels with employees on personnel related matters. 

I ,ove lopen and maintninn neennry forms and procedures for n 1 

to he ntandardized in the Din:rihbui::.onperounel related functions 

Wing. 

Reviews and ma I nt-a ins pos.i t ion descriptions. 

list for each cadre for all employees.Ianintai.ns seniorLty 

Prepares budget for his office. 

Any other duties as may be assigned by the Director General 

Personnel. 

1/
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DESIRED QUALIFICATIONS: 

a • Education 

Biachelor/-nnter's degree i.1 Public Administration, Business 

or 1,iberal Arts with courses in PersonnelA dmi.nist rn tion 


Administration and Management.
 

b. 	 Prior Work Experience 

At l.east 10 years In Admi.nistration with 7 years experience at a 

supervisory level. 

c. 	 Job Knowledge 

Tnd Lvidual .r required to have a good working knowledge and 

of the basic personnel managementpractical understanding 
f unc tions. Also needs an understanding of the labor laws and other 

appl icable Indusqtry standards. 

d. 	 Abilities and Skills 

- Ability to maintain effective relations with 

employees, and managrmnnt officials. 

- Managr.al skil .s to mai1ntain the full range of 

personnel program. 

- Analytical skills and abilty to evaluate reports 

of all nature and substance.
 

- Negotiating ski.ls for any level action required.
 

e. 	 Lanuage_Proficien 

Incumbent must possess a high degree of proficiency in both written 

and spoken English ind Urdu.
 

POSITION ELEMENTS
 

a. 	 Supervision Required 

reports to the Director General Personnel.The Director Personnel 
The incumbent lans and schedules his assignments with minLmum 

lie Ls expected to reach independent conclusions andd1. rection. 

make recommendations for appropriate 
 actions. 

b. 	 Exercise of Judgment
 

Incumbent is expected to exercise judgment on matters relating to 

policies and procedures of Distribution.all personnel 

Authority to Make Commitments 

full authority to make commitment within the limits of 

c. 


Ilas 
of the 	Director Personnel.
established financial powers 
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d. Nature, Level. and Purpose of Contacts 

effect [ve working relations with allThe incumbent maintains 

employees and their supervisors to obtain factual information with 

which recommendnt ions and decisions can be made. In order to 

monitor all personnel functions, he will routinely communncate with 

all AEB's. 

e. Supervision Exe rcised 

have direct authority and responsibility forThe incumbent shall 

his immediate staff.
 



POSITION TITLE: Director Labor Welfare
 

GRADE: 19
 

DEPARTMENT: ilendqu .rters Level 

BASIC FUNCTiONAL DESCRIPTION:
 

The Dirertor Labor and Welfare is responsible to the Director General. 
Personnel. lie Is responsibbe for the coordination of all labor matters 

at: the henadqunrtprs level.. He shal. lend support and functional guidance 

to all. r-ho AEB'q, to ensure the continuity and uniformity of the 
llodqtart:or offlcLnis. lIe will coordinate labor meetings with the leadqrs 

of the labor unions and keep records of these meetings. 

MAJOR DUTIES AND RESPONSiBiLITiES:
 

Develops and mn inla Ins a current working labor contract or manual, 

which contains all agreed upon items by the Union and the WAPDA. 

Coordinates the WAP't)A posItions on any labor negotiations at the 

headquarters levol.. Keeps the Chairman and Director General. 

Personnel ,pto dare on all mat:ters. 

Assist:s any Area Electric Blo;rd Deputy Director Labor and Welfare In 

labor meet lngs as necessary. Ensures the continuity of WAPDA 's 

verall . Intentions throg lor ai. the AEBs. This includes handling 

of al.E di[sagreementr and di sputes. 

Iainta ins Wit.os of al1 official labor meetings for the 

head qar te rs and the AEB level. Makes recommendat tons when 
necessary. 

Research and keeps current on all similar labor union activitles.
 

Reviews and monitors all grievances at tha AEB level that may be
 

precedent setting.
 

Any other duties as may be -assigned by the proper authority. 

VESIRED QUALIFICATIONS:
 

1. Educa tion 

Bachlor or Master's degree. Degree in Law or Business 

Adminstration is preferred. 

b. Prior Work Experience:
 

At least 10 years in labor associated work or the equivalent In 
personnel related training. Must have training in negotiating 
skills along with labor law training. 
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r' eltP,ro,Ii c innum
 

I rc'1iii1 i: ,i plqqo : hI gh dgrmr-' prnlt. Ierncy bt ,uqv , q of Ii, !,,:h 

,,r- t von an id qpn ,, Fng I I ;h rind lrd". 

,1 ob l g'-I.1,1 l '
 

In lj ', nI f" r,,l ro v hn Iotn rin h i g k ,.ld;,,pr,-, Ii , thorou , work of 
prp-t I-l,.ir n ,i' ,' I q min he1 anhlP rpprre oi-t,,,f-t Ing r 'tn' ,rr lp : to 
'v rv lo,v,-, ,F !,AIDPA H Ilnr rmonte l: g Inu t'h m I: t 1omntrt: o r 

it vre" nrl"V .; lqp"I q o f rct:. uisrotprmmnmr- mkt l tn:rin ,I ,'ortn th:he 

r-nrrv ,uii rf ',',, fint'- I'rrn In a prno-n ,ni;!l I1;mnnn1ru ". 

Alh I v tI mn i7i a intina good n..,rk ng relation hIp w th al.1 
,,mplv ,n arind in nirag nrt off!lriniq. 

K nnmnirt:l O:ft I Is to 'nnr'llnnt:e t:he labor negottationnu at alL 
levels orf WA 'I)A l)1iorlbuition FincVtion. 

Alil Ii:,, I o ,,a Irla" arnd r,,',,rnrnend ahrnnge. "1 the working 
11or Irigroo "( -. 

a. .5or vlvtin ori oRolI red: 

rh-, lir-vo':or L'"hor elfare shnl.l report tn the DLrector Gnnern1. 
l',,rr,,, " in Incumbent: plin and irchedilr his n Ignment:qn . v shall 

ir t dirrn tr From Dt r ;rur Gnni'rl Poronilne . Irmiii ,1i r Inn rhe lAe 
,x, tnod to re-,h lndopnnntt ,ennme t nns nrd mnke rnnrnlierrladt: fnir 
for iprnprl An Pir inn , rqop , : vi V' I1s diUr I eS . Sondrud },iglnn t: 

nrd 1I,,' nn Ing mri lie ,eo-n ml: rna:n trimn ,d. 

In. Exc', :'e hf i:dgrmnr:: 

nn t 'n A I.I iroi(i ki1i 1 tIq -,piC i ri-,. -,orvl p .irdpotnerrt )11 ;n Ini:1t: t: r-q 
rW l. i to Iahnr lltin l' ,:. le wl. 1 nm.in t tihe AEB'q t:th,Ing In 
der ,on mini .rgpinr,,' v,n "niire iuritinui:y nmonig the other AERn. 

,c'. Airtliri l to .:Hrnro I onirli l inelm:ir 

' q i: n h t-I 
mnt:t ,er wit I nnrmn t" - n''eopted. Those dt: lsionn rolnrtrtng 
pnl,y or pron',,,lire,: '.hnngo a.1 the only type noeltng t:he pri or 
npproval of rho DI re P-nr Co,r:il Pe o'iilIef. 

I nvneir .,nit I,,'l: n r i- range of lahor anrd welfare 

(I. Nature , L .L arid Prrpoe of Cont:ai : t:s 

t I a w IthI.li , nneii P m in tin of i r. [y,, work tng re -ntl: ions n 1 1. 
rnp1ynm rind rmi to ohra I n peritnent I.nformation wi1thqpr'u ' 

wht .ei, rerimr i rinn i o , ant dnpi't, nrin mWrle. t lnlin"r 1 Pan he Conlnicrrni e to 
ril. AER Dpir t-1y DIrr-nr or Ln hnr and We lfare wil. he regiAr" nnd 

rout I ne. 



Stip erv 1,s Lon I:.erc tse(: 

'T'im rr',imhcn II 1 hv (If rr : ait honrt t . rid re pow. I 1,lI LV ro r 
his InmllI ; Ir II- wlI.]. provide fmnictf owI gurid.nre 1:o riro,:ff. 

AF 13 ivor ll,;ih rv:1 d .ol fm rr, fun t t.Pr.. 



.11,-0110 	 .Q. T ITLEl:- !n1rpornr Sa.ltnry 

G;,AD\I)E JP -. 19 

I)EPARTIMENl I',flira rt-n r,; 

M IAMCi'f, ITI DiN J'I)CUP 	ION 


Tie [firDrn,*t r r Anfv I, rpns hp. to the 1)>rertor General - Pnrsnno lfr rhn ,1 rnc'f(tir .nn(d ,o",lrdfnntfri of the. safet'y poi f,:Itp ri ,,q: prop ramq 	
, prnr,, ro ,.nti tirh I r inrnrcnmnnt In the AEI' s , CL -c I on andDi 'v. 	 ois r roph 	 fineIt I oni. qI pp, rt and gui dance as necesary.
 

\IUAJR DlU'l'I,ES AND R.,E P I,S I [ I.L 
 lTLES:
 

n, ,lolps :ni adunif I qt nrq Gnfoty 
 polcieps, procedures and practicen. 

)or, ,. I:nho m I nroi nin and rn,.,, stri of the WAPDA saftety Codexpn rdq , ns rr',ln I rod, to 	 a nd
I n rl.ide no w p ro e sso-, mth d s o r 

p rorn'iir ro. 

lnt:I 	 t:n.wa nrr fIn-q prnvontV I v,' m nrrnasr:s for L.mpl nment:t ton. 

Coiordinarps ridnnl gudq nl'arclotn prnvnrt ton programs. 

Rpsnl'e.snsafet:y prnhinmnr. 

Organiz,;es qpor I o i t:n tral nifng, progrrnms.
 

Df. r _,ts ai coonrd I a rses .....' cogt' a 
 In every AEB. 

Ens,r	 q that 1I olin ratIng -n.strir"t Ions anid 	 proceduresconsl:nt 	 arewith ho UAPDA Sn t:v*, Code.
 

Inktlt'.s fnvnqr:,nt~:t-noq, 
 nirvy, and 	 i.nispectlons for the degreeofFcnmpl innc r wit h r IhAPDA Sqfety Code and safe ty Lnst ruct.ions. 

Provdnn, InitnrprPr:-rInns of qnfnty starndards. 

Advlnnq 'Or [irhoI 	 i t"" 7ty of the new 9afety and proto:ctlve
eqi flp n, it: to bo p~rrhnsnd.
 

Al,.',v Is t h , P'r,.lia:r,, arnd Stor, 
 nrg .nfz-t: Lon to a rrnnp,e exped tI:lnss-ippil ii,; of rhIn foI', ni w rny nrqifpvnrt.
 

Pnrf,'rn nitqiiv nrlfr ,I: 
 y an tray ie nsrqlgired hy the propor autfhortty. 

IJFSI. .!)l ) IAI, I FL AT ION . 

A. 	 Edct t ftor 

D ngre In Elent rfr'nI Enrg.! mnierfIg or equ.valent recognised byPakistnn Enplneerflr Counrcil.. 

http:Rpsnl'e.sn


h 	 Prior E:xpr ,:r.Work r 

At lc'innr 13 yar om polriere wllh 7 yenrs In a sripervi.,ory cnpnclty. 

V. 	 La"guayn, Prn). IWrlt',: 

ilrrr: poq'"q a h I gh dogree of proficieoncy I.n both writ toi nd 
spoko~in 	Enl!lq;h.
 

(1 .	 <ob Krir,)w I P ,,,-

Roq"! rIl :o hn,;o a ihrrogh working knowledge of Distrtbuttoi and 
worl'i ng 1'rodt " thetWAPDA SnFet:y Manual..l 	 ''F 

Q. 	 AbL. L[.:V' :;and K :ii( . 

Ahl I tv to ,it nlttin a1 good working rel.atlfnnship with al.I. 
ompii nyo-,,, anlid mnlill inp ir n Fflclnlq. 

tIn lng 	rlal. ,IlI II to oordl.in:le the safety ef'forts for every 
AER I : 	 m:int:11 i rontinl I1y rich i ty.l.,and tnt o 

A AhI. t - rnrognl tho for nndI It gz 	 need chanres Inrrke 
rnrCOllnlmnndnr i""il rnr the s:lnm . 

IrorI.[O ' iF : oroII irlTa ti ti'an 

u.lei,:l 	 tore ReSleivI red: 

'hO Ilr -eiinhlilt hn I. rporit to the I) ron'1qr Gene ral. - lersonriii .. I 1 
hlVI pin nrid cqhpI Lie hits asngnments with litrltnirr di.remlctor. Hle 

Is ,:,ic tod to rench I ndepenldent ronei l"[onrs and make 
roc'rmmonrinrht inl ror npproprtnte aet inn. 

b. 	 hxerc he of Jidgmeit: 

I nri',rinr t t: I s oxpoc Ind to ex i', .e J rdg omen t oi a l. un tt ers re ntlng 
t " Renorirn at.ons 


arn amprtoh to he detaillohd, well rqenrclied and niCturate.
 

to qnF o rita: : ' grs. i ltht to )irector GerlO¢l't - Personne. 

l icy 	 fto 

flr tjrrrhotrl ' c ,I,',"oo Iqt tl nn aall I nfet' arid heal :l ral:ters w( 11. 
tI rri.-I 1- nh 'o po'!. lo,-Ic lrisq roqtr ring po ll,y or procedur s 

rhnnroqa;irn VhP o l rypo untod tng prior approvnl of tire )opult:y 
nri I Mlalnr gor - P'o'irtrol. 

Q. 	 AOLlih, Ut) Make C(omfimentOrs: 

d .	 a;t ii rr, Loevel a ll l' r rlpos o r o)L intaLcts-: 

Ilwr -nunrr ,tlr ,I I1 ni I I port 'nroo. I rig rp I at tons wfI:h :11 omployops 
nn,1 ntiporIvcqorq. 1h will n Iw the gathe rig of pertl inernt 
In rnift-reaion withlh wlrl'h Ns.+n an midae. olori he Corm.nnrteat tortl nil. 

rp>rr DIr-ot:or Sfty orth will. he routi'o.- of AER's reg"Ilr arid 

l~o~iri-,.t 	 I) <"P~q 	 It 



!SIpcI.'. Ls or J:rv rc Isd1)11 

I ICII1ITI llI ha~vr d I rf'e t n ii Ir t y nndICrpgponsibI t foI1r~ CW 5 
ImTmIlfd int: r rrf Hn Kil o xn rr q fN nn~l I)Ilnm 1 n;ii rI 11jI I I. V, w4 i C hn 
ARI )Rui: I Tm-ULIfntii - Safo-y. Any oortnpmi'itd"C" :1111 
rocnmn d IC nn r:1q) hlp AER,1 wi 11 I"orrI I ~y ho CrOf I C'' to W 
(lii I riTT'TT or III' AEII i': =1 I nq Oni DI rnC'IC - Admin I onn.t 

I1(/
 



POS)I TION) [LTLE: Iii rr~cir Qnrnpnnt Wn an! MOMr' 

GRI'ADE: RI'S- I 

I' II!) T rt I I Bot ' ~ p~ I -i rn' pntt I 1)i o' to' i ho' n I rocI to r Norio'rn I -

I' .r'tion - [for tho F''i i t ft itnd rhoe Imp~leo rttf~ or oF benpfre I pIrostrint 
r r \ D n On I~ I'~ nr I NoI r npre!n t': con r ro IWAPD Thot 

1111t;tI" oI ')oU '"r 0 tilm in *;t it itn orF tho fiottef pJrngrin For 11 II h 

'~, it ib'i Itt1 thIo 

o I F"iot ,iTit'ion i o : r1orra ' n4~ IE ti m h i q i w il' liii rqponit1 fo i aeniAP 

MAJO :iIFS AI Rli''1ii '''iI s L'Ii- r I . i 1101'I r '" i~ 

WoI k o t 1' o I V i ! h '~ i of *, .1or c 'rF fif ii I I'tt pntm o In i'- t o 

RouliI 1hI IO'pl iIi'q O i ll.. ind.* 1 p I v g unho'vot I~o I o'! 1 n'~ 

Iii loproI l ii Won i o r n h o i !qrii F-r " o APM 

I hr'q u I Do i t't I-on- tI ~I r"q Ro I h 1ot, t1 ": I a~ rotimd r ~ q r o 

)1 ' .rt- )tne f: inoI on I -i Po to o- I.U ho -;I ai r 'srv f r ie c ri 

'FqV a .h I I '.h iqi n mt.I' t , i p r -c F u' r- I" ': onot r PiI:h 1. 0ho"n e ri In- o i 

i ndtor nithoI 'itt i q r III l v l o i v b V " O g hI­

t-nc IIo for 'n di clits w o ]I, IiithI P rt Int r " f ~r,~l~ oe ".Adiqni Orr, t V, oup 
I Ifnli I n n ii o nt 'n d I i't I wi r O c ritirilensui i - r r iqpo 

A-htqf q r- r tIrott-f i!- &lrtmio q r f" f F q o q roott: n tfot 

h ) ' i nI -It v a i - n I n"I nnc ni h f tr b tI n O R 

Atvr I''-ior Inf v [if:111In tltnlnt-;A rv For wt 7nyears oF i r ooramIrt 

M~Ioq n m 1 it qi. 

Pnopo1-toril - -U I ..ii - ito r g o pI" o q r m p q lI " i 



) m,1rtr' ,,-Pr of I I c 

Ilncrirririt rrir'rr:l 1t fn , iii lprof ic Iin wtcoo hl)h dog r"," of [r.7c bo<tl tril 
ii i I'' I.filfl p, 1 : (1 1 ptrdn 7i icy b .r:q.1 - , [1nF 1n )," [. .I[,1 1111?. tI.orjr fiIif -r Ii :I 

,I) ILi ,i , foot .1,f A rraI'it o )F I 

lid Ivi I ;liii r odrr,,to havn a thorough wo rkhig knowlerIge 
: it p r I f I I o rtlland 15,i F l : lih ra: tr wnp,e anld s l1 ary .aind( 
III,-r II- - p ) I " oF Illt;t r hir llI in WI lip,. 

I -pr io
ll'lr ho a)i f tI II- i: a n1l to rrilltate beolliel.ete f i: I n afil

p)r",'dtirno . ,\i.ot Ip,:;noo rit,, <ski 11is:o t mp)Lelnellt these plansrl 

Aia I"I i ld ll I I - tn o) rdlI in -rI'I I I I r 1 I y "V' 1Ila t ;I find 
r fil , i; I I I v'.,I ()r alr,Ill br fieF prog) ram.o , yn 1-ts 

Ahi 1,'.'-t-,' to : ", .'ari ror-niniler([ n , p ropgrn or r v its., offs is 

,) I lp F, .' I I ,.* P r I r,',l1 

lire , , . . I-irIlo-, , r, F 1-: ; II 1-1 report to lie I)1 r- :to r 
(r fl,,'o -: r l i . l', I nirl he l )ILir Po' ! -I ,;h.a I ]. n lid s lidill In 111 q 

:ilrr iioi 1.tiih1 rl Ii111in IiI r ;tt ii. lie Is exp ec t: rd to ra r.I 
I ri or,,i,, , I.," I or r id I p' o mimi Fomt I (I r m f(:1 11 s a-r 

, 
pp)ro1)ritnte 

n re l )) r po <",f fI ',,), I l 'Ilil, - . 

I)) Ava I i-,)l.l li . r ; 

" a I I (1fl:1'; :r'.'i I l:rh i Iri approv d p)lIr ti )rocedu res. anrd is 
OXIp,'r) r"I t') eiiztirr, rhof.r Irunploinoitattoii. 

_xe_rr Il ,o CF lidigneil 

lfi,, o:<pl tor' ,r , rit: altI[ ir[Ic 1 1'H x I -n rlrinrl on matters rel at nlug 
o I Irr'varidr- :.- hoil-t i t 

n I'ot Alit i,)r i ihr ( )li I.t;rri I:s 

F . "r t1 ri'o l tir: of 
a)p1 ro.':'i p o r ­

F.s ;' I t rri; ''u irlil wttiit.t:h In ;imits 
lI 4o r rli onr mpell.atl1:.on1 afit] lo,intF It:s 

A fir llaao l' r'.'oi I I I -.i ild p 1 ''Il r 'I 

r I'. v',. ,irpo.;e It:Ia)t fl , -1 lP trIL"t: 

Ifirr llr,, I I ' ri Io, rr I,hll . .u-1 it ; I. ,f f, c -'or, Irig n atI.lorso r i 1 1 
om) 1o': p-,oaIid I I r" 'riit, rv IqrI r to f t it-.1Ii pertt.llrir - Ii l o Ionmrirat 


1r' lh
w. t 1 I " M)i0i rid it I o',1io :tid I I f tl.q )f'i. tiadr o ("1 I na . 

CoInnll Ifar Io1 is n nI [ AIII 1)1 o t qrtn- Adin LirIqt rat [rin w[lI e 
roti ino. 



f S~ul) vl s Pxe rc Iss(­

"!lhe IlII o 1 1.1. I dII reft n u lho ri. ty a id r !-,po ns I. I. :y11w 'or h .s 
I.n11 l n1Ir sfli fl. II ' Vi p rnvlf e u rt o ll lnnce t:rot thuI A - IIs 
fill itllp Iovr 1n(P f I: 



POSITION TITLE: Director (Services) 

Grade: 	 RPS-19 

DerrmII:Lnnt : Il adquir rt-er .evel 

BASIC PO)SITION DESCPIPTIONJ: 

The 	 1i t q-rv i.'ns is rrqponsibl e t-o the General Manager 

(Adinn) F ir pl1 ,tnninq, -,-ordinaLtion arnd direction of genera]. 

nrv,-, s pol-t inailri di.nq office services, building 

consI-i 1(1- or; and mraintenancico, t.ransport, residential and 

.
I)on-	 r-A (Ih] l Fir] ;l,-i77rnrhrgdaI Iii and ianiagemnti. iedo	 oin l.oad t 

]ev-1[ ,ps Irr elunmonds changes and adminis ters the polici.es, 

procedi -Qs, prac i e''s arid prog .rams necessary to provide 

this n"port. 

MAJOR DUTIES AND RESPONSIBILITIES: 

Respnns ii1 F roc[providing funct.ona. guidance to 
General Snrv eo.s personnel, in I:he Area Electr.city 
Boarls, C'irclos arid Divisions. 

impl.ernonkls pol. i.,ni-s aid procedures for t:he 
procnrimli Ft and uitil.izaLion of stat Lionery 
nfficn qppl jes , office equ.i.pment and 

t:elephornes in Fistri.btLion Wing. 

Ensuires e:<ecuti on o f poli cies and procedures For 
tFhe acquiring , hi ri.n g, rehiring and maintenance 

of offices, o[ffice bui.l dings, acconnrodation, 
land. 

Arranges repairs and maintenance of all bui.dings 
at thte HIadqI uartirFrs. 

Prepare.s and minirrtai ns property records of tie 
imrirov-ahIii]e pr per -is a:ttached t-o DistL.ri.bution. 

iLmp.lrnnits ppl. irrms and procedures for official. 

travol of Dist.ribtion personnel. 

" 	 Oraari.;.es arid ,lir-acl the ':ransport activi..ies 

at: n H!a iqr]-a-iFor s includiig acqu s~i:.ion, 

rep1acrtr-h, maintulernanice of all vehicles. Also 

responsiil e f i.mipl.ementaLion offor: iroritLoriig 
transport- polio1 as and procedures. 

MT~
 

http:Oraari.;.es
http:polici.es
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Admini.sh:'.rs implementation of policies and procdures
regardinq space allocation for all types of huiltdinq. 

R sponsibla for thn preparation of 
the 	capital. andop rlat-i.nq budge Cs. 

Arranyos
vrcrea 
 -iona1 and sports activities witChi.n 
Di..str. it Ci on. 

An' ot-hor- dut1:i.es as may be assigned by the D.rector 
General Person ne 1. 

DESIRED 	 QUJALIFICATIONS: 

a. 	 Education
 

Bnchel-nr degree in Engineering.
 

h 	 Prior Wor k:Experience 

Mtnimum of 10 yeqrs experience withL over 7 years 
expera.euwr, 
ini r:, aLod fields in a supervisory 
capar i. Ly 

c. 	 Languaqe Proficiecy
 

Must he 
 Fluent in written and spoken English and
 
Urdu.
 

r. 	 Know edge o-~f Specific Areas
 

(ni pt1achcal I "nrlovslCnnuding 
 of ie operat:ion of 
the various general services functi.ons. 

Knowldge of the methods, pol.icies and procedure!, 
orI (nneral Sc rvircps. 

R. 	 Abilities and skills
 

" 
 Abi lit-y to adrm inister a motor vehicle pool. 

"lrMgo<CLCi nt r;kills to deal, 	with vendors and
 
contractors. 

POSITIONI ELEIENTS: 

n. 	 fsyervg.son Received 

Dir.crt.ons 
are 	recei.ved 
from the 	General Manager,
 

http:dut1:i.es
http:rlat-i.nq
http:Admini.sh:'.rs
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Adrrmi n is ra L-.I..i(nn r 'j,. re pr { icy ma-I:ters. Requ i I - ,
tho make. r.ri'por,3 on- ,:1cc1 Ions on matth hers re 1- End 

hO G'.n 'e ri . [c r';ices; b)ased on sound inth erpretaI:oi.
,oF p0 li.'i,.5. r",dp rO.(",Odiiros. 

b. Avai.Lable i;,i.i.de]ities 

las ava", I.ne al 1.Lbhe approved policies and procedures 
and is x ,, ho nsui re their implemen ta Lion. 

(. Exe.rcise o F Judqoment 

P.e,:ju i.r-.21 ho ,:-e r: so sound judgemen t and arrive a h 
-orro d]r, i.,ions on a wide range of comp]I. ex prob 1 ems. 
Peeeninrrrivia -.ijon o enera. MIuanagor Administration are 
,--:.:per: -rv.l l we. accI:, dot.. i. 1 .d, .Lresearch:d and .ra he 

d. Au l:o i: : o ake o ii rent.s 

Ia s Fir1 1 nir -or i,l.' F, irke 2otmri. htent s wi. tl . it ,e 
ilr, o-,.,tpprovel iari.al. pnwer.s of DirertorF [Fi 


.a rv sr';e.nald aIpproved po].icies a I;
 

e HUahure, Level and Purpose of Contacts 

egu l.a r w.i I: en and/or ora] contact with vendor.i and 
co| -raror~ ~For qenera1. services to insure Distribu-
Lion rece.i.ves proper considera Lion when dealing with 

ohsiden N~ ii 

u.upe rvii .o Exrcise 

O)i. rer'tly ,ipr rvi.so; File )eputy Directors assigned and 
I1r,1,III ias oviral managermenl: and supervi.sroryr I-.ir,r 
r.spons ibi 1 i. hy For ass.igned areas of Distributiton. 



WAI'I)A •I 	 DISmf1 ION PROGRIAMIgAID P()VE r3 
IFl--r: h],) %F'ES ITEFZ­

Ir)IfI I VFi I UIrIV 

Hof: r".0TAT/AI)A--G 12-1.1. 	 Dncember 10, 1906 

39 1 -0,473-C-00 1003-00 

Project II 391-0473 

sqyed ,.awrid Haidler 

Chief Engin eer - Adm,i.nistration, Power"
 
WAPDA Il,o'sr
 
Sh~ihrah-n-"-On i- -Azam
 

5a hare 

.'.ib j cr:: 	 SEl'rT[hG UP OF SAFETY ORGANIZATIONS AT
 
A-REA EMECTRICITY BOARDS
 

lIt.,' U lu.l .	 I 'eir!€ 

Kinl.Ly rtf'Ir KI" the of licy order [Jo.2015-FO(P)-111/4903-09 
dated OctbE_ _,.191313 (copy attached) , sanctioning the 
rohlLowi,3(Irt .oFts or .set:i nq up Safety organizations at the 
Area F 1ecl:r:i :y Boars : 

L. DJrnp3lty:'' 13i. rector: -- afety 1 For each AEB 

1. Safety .Inspnctor (MS-1) 2 
3. Typis t 	 I 

4. Naib 	 asid I 

'These posts remain unfilled as of this date, and consequently 
Safety orqanizatioIIs have not been set up. Availability of 
personnel, as you know, is t:he foremost recuirement for the 
implemenntat:ion ofT the SafeLy Program. You are therefore 
requeslted Enr an expedi tious action. 

requ i. any information, contact 
the! ,undersigned. 
51 r(,uId you rue fTuyrther 	 please 

V- r u.LyrI: yours/ 

MA, Z0o0JIt 1\. S IIA . 1"11
 
dlii.er Con Ar l "inl: - Adlmini .stra:i.on Attach: a.a.
 

cc! IKenethLi P. hue Pharing 

D.W. R.io:oLo 
J. F . An,1rews 

H.W. IIwPrman:ien
 
7 , Whi00mynr
7.W. 

,LOA PLAZA, 71"1 rl.001I KMIM11I1 r(;rnrr ION I1OAI), L.AIIOFIF-5 IPAKI.SIANI iri.EPIIONir: io1nor6 .!r, LINES­



VVAPIDA IJSA IIDPoWEr 1 DI ) VfIB jTIr PROGRfAM
EFAm -r:, A rF=--ITECO 

mir:l r vp:j run E 

2nd July 1986 

ProJect; ' 391.-0)173.R -..A SA.F.D Alli'r.l 

Si'AFlDA ­ u-Il
b l,_'?se 

L A . 0 r 

L'eazr fi. 11idlIamr: 

SUbject: SAFETY ORiUAiljzA'IlrOtj
.closed for your cetn.]Jder'l~io 

Eiic.os,?a~ for CLI da1 Sa C-3 .ali .n,aion and a.Proval
1 -In IAPDA is a proposal for sett.ing upDi.s I:ribu ticn.
 

AnAlim..e-taLel 
 pitll Ls Lrlc].utjlied in the proposal" he a;3nn,/" 'the planye 'l-lilct .ons at.'li V-j.a Is leves of' 
env'saos
 

(r.g~nl~tz1tif inlps..s. the Distribution
'liletp, ["CI1,:;ltr,.re'e;ie'.,-I L consI .1.at ion 
'.ll be closely mllitoredI',',th t!he ;.iiletf ' '..-eer 

and 
Die.,po' (AItti.l),Sa('er-; until Fe'.;er, ani theal]. o.iotions as outl ned In theand proposal areui.':t the or.:.iiizat ton ope-'ates smoi"lley. 

,mou Id ,yc.ireqjuire at 1,' ['.5fti'e' h.I.'ct:' tin rf clcarification, pleasecontac: theth lders Rne. 

Very tni.l.y yours 

111.
TArQI 
CIief Consu.1tant - AdMiln, (A) 

Enac.: a.a 

cc: Mr.(.p. ue Fhar.g - w/attach. 
 Mr. Javad Haider, C.E."'. F (Adritn).3. G _ wfa t,;arIw/o attach..m Power - WAPDA House, Lahore'-4 1r. D. 'I. Ruol;01o
,Mr.;J.E. Andrews /at tach.

w/att:ach.
,IMr.J. Mi. r.D. Rihokhar, DirectorSpel.lro-i w/att-a.chw/o att~ach. Safety - WAPDA, LDA Plaza IleM.,r.R.E. Snyder
r .i 1--V -'Z IZ6-S I ,i w/o al;ach.L~aC)h.
w/a1: Lallore 

.LLDA PLAZA, 7T FLoon, 7 K'ASIINM1I E.(IcnT01 1rio )o I-Afl E5 (PAIlSTAN) TEi~lrFI E: 30100; .INE 
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SAFETY ORGANIZ,,'.;N 

1. IIITROI)OCI 1[O 

1, 	 WAPDA, hoinq nngaqrr] i n a vital public service has a particular 

obli ii .:i"on to ,:.arr' out this nrvicq effi.ciently, and with prnp-r 

reqard for tt' safroty of i ts workers and the public. 

.2, Uiisaf' '4ork-ri arn a ,arn, qpr n thlmselves, their fo] low wnrkprn, tMe 

public and the qquipmont wi h whic',h they work. Care and at tent ion 

to al ssafety ruins and devices are essential, not only to prevent 

injury, which in paraivunt:, hut also to protect WAPDA equipment. 

.3 Wnrking on "norgi .n,1 nnduritors on strluctures above ground, and in 

roIyq-0tnId traffic arans ,p-'s the emptoyeen to considerable rink. 

Accideont. aro ,rnn ly rnu lkinq in lo-t production, modical hi. In, 

anl :ompensation as well as human suf fering. Unfortunately WAPDA's 

safnt.' record has been far from satisfactory. This is evident f rom 

tio nummnay ,of tho fatal ar:cidonts for the pant three yars: 

FATAL ACC[I)ENTlS IN WAPDA 

Y E A R 	 EMPLOYEES PUBLIC TOTAL 

July 	 82 - June 81 77 129 206 

uluy 83 - June 84 	 81 126 207 

July 	 84 - June 85 82 104 186 

Thus safety nods iimnd .ate attent ion and support from WAPDA 

ma nag men t. 

1.4 	 A beg inning has hWen made in this regard. WAPDA appointed a 

Director Safety in April. 1 q85 with full time responsibilities to 

0-",lop with PTAT a safety program for Power Distribution. Since 

then ,he WAPDA Safnt.y Code has been revised and approved by the 

GMD. it in now beinq translated into Irdu to facilitate 

comprehension by the WAPDA lower staff. In November 1985 a safety 

trainin.g program for linemen was developed and launched in 28 

about 25U00 of the 36500 tarqetedlocations in the AERs and so far 

staff have attenr'd the program. 

2 	 PRO-)SED ORGANI,ZATION 

2.1 	 The next nportant stop is to institutionialize safety in Power 

Distribution by nitahishi.nq a safety organization. If safety is to 

he made effective it must as a matter of policy be backed and 

sup;orted by a sounid orgaimiaWtion. Such an organization will ensure 

that the safety policies, procedures and practices which are 

develtoped at the Distribution Headquarters are implemented 

throughout the system. It is therefore proposed Lhat in addition to 

the safty function in Distribution Headqoarters, safety 

organizations be established in the AEFs and the Divisions. The 

safety functions will be headed by the appropriate safety officers: 



2. 2 

2. 3 

2.4 

Director Safet.y in tho Dintrih t ion Headquarters 

I),Dputy Director ~afety in the AERs 

" 	 Safety Conrdi nit rr in the Dii/sions 

Unde r t. hi s .ir riln,-itm K" th,' ,F* , rChi i rmen, Execnt i 'e Enginenrs and 

the i r supervisors " i 1 1 anime rnpn, bi ity car rying out th,hi. for 
saf -ty po I,: ie q, prnnl ,- and prna rams and will be supported by 
the ir sin r n at i, n. The sifety functions establ Is.had a't-, or'ani 

the th rep orqaniszlinni I I evnI s wi IL also be in rr, I1a r 
communication wi th "ach ,thhnr on safety rmatters. Thus the Dirctor 
Saf-ty wi ll he in touch with his counterparts in the AEBs and 
Divi qi ons. The -nordinatndr, efforts of the line and staff functions 
wi 1l thus c reaa safety awa reness among the employees and so 
mot ivaite them to art, thi nk and work safely. A job dlone safely is a 

jnh .tone ef ficient ly. 

T"h, proposed additions to the organi.zations are shown in the 
atta,,hed charts (Annex A to C). 

Th" 	rQspnnnih liti-t n of the safety .staff are: 

The Director of Safety '.l l he responsible to the Director 
General Personnel for: 

- developing and administering safety policies, procedures 

and programs 

- developing accident prevention programs 

- providing functional support and guidance to the AERs 

" The Deputy "Director Safety and his two inspectors in the AEBs 

will be responsible to the Director of Administration for: 

- providing assistance and guidance in safety matters 

-	 arranging random field inspections 

- organizing a safety committee headed by the Chairman AEB 
to periodically review and progress safety matters within 
the AE3 

- monLtor i. tu and coord inat inq safety activities of the 

d ivisions 

o 	 The Safety Coordinator in the Division will be responsible to 

the Executive Engineer for: 

- promoting the safety program 

- inspecting work centers and safety equipment and tools 

- reporting accidents 



a snis.kinq in ac:iden: investigat ion 

organi ing a saf e y conmmi tee chaired by the Execu ive 
Eng i nnr to prnmo,' q-Fm. 

cO- d IS tinVq safe y, ,-,j i-nn t o discuss WAPDA Sa'fe:y Code 

- O mphasi,,,inq the "--.d o act safely
 

- distributing rhir ns, posters, etc.
 

The manning reqlirements are shown in Annex 
 D. The posihion 
descript ions are att ached in Annex E/I to E/O. 

3 I1PLEHE'PAT IQO PLAN 

1. 1 p: iK pronso Wh. the afety organizat ion be implemented in 
acrordanaie 'i:h the followin.' program: 

By Ist Au ius _1996 p:rovide the Director Safe.y, who has already been 
anpoi n-d, wi th a Deputy Director Safety. They will work and 
cnorlinae their &fgrt h iLb the PTAT to develop safety policies,
prnredures, prnqrims incl dtin, accident reporting and investigat ion 
prncod rqs, Oepd'i , print: i n of the reised WAPDA Safety Code in 
EnII1 ih and irIii, ans is in i Ls di st r i huL ibon among The WAPDA 
employ,ees, n lovp afeLy neti ngs p rog rams for line staff and 
prepare fMrni li.*riW.kLion training proqrams for the Dputly Direc.ors 
Safe y and Safet'y 'Corlinatorq. 

2y .sL October 1986 ippoin a Doputry Director Safety and two 
rispec kor s for elach of the AE[s. They will undergo a 

fnamiliariz aLion sa feLy Lrai ning program for a period of a fortnight 
before taking over of their posiLions. 

iv 1s Januar, 1987 the Dopuy Directors Safety of each AEB are to: 

a) select a siikahLe persnn from each Division to 
 be appointed as 
a Safety Coordinator. 

b) impart training 
 on safety to the selected persons as per 
traininq proqram provided by the Di rector Safey.
 

By lsL March 1287 
 2ppoink trained Safety Coordinators Lo all the 
Div i.sions. 

9. CONCILUSION: 

5. I En view of the import ance of safety in WAPDA iL is recommended Lhat
approval be given to the proposed safety organization and the
 
imptmnenhaL ion plan. 



ANINEX D 

tMAIItltG TABLE 

DISTRPJBU'TrI 0I0. 

Por:ition Title BPS 
No. of 
Posi.ions Remarks 

Dirachor Safe:y 

Py. Dir-chnr SaFnvy 

. .C. 

i,..r.c. 

19 

18 

7 
5 

1 

1-

Already 
eshahltishnd 

Sen:rmrapher 

Stenographer 

Dr i er 

laib oasid 

1 

11 

15 

1.2 

7 

1 

1 

1 

2 

Already 

estabh ishd 

One al ready 

esinil inhe,] 

AEB (8) 

BPS In Each 

Tota l in 

all AEBs Remarks 

Dy. Director Safety 

Safnity Inspectors 

Stmioqraphor I r 

lli.h airi 

18 

16 

1.2 

1 

1 

2 

1 

1 

8 

16 

8 

8 

DIVISION 

Safety 

U *D.C. 

(124) 

Coordinator 16 

7 

1 

1 

124 

124 

qI
 



ANNEX E/
 

POSr'irrr1 TITLE: 
 Dir ctor Safety
 

GRADE: 
 I ? 

BASIC PY; ITII DESGRII'TI{N.
 

The I)ir,-tor Safety in r'enrnihle to the Director General 
 Personnel forthe d i r,'t ion and -' , rdiat iaon of the safety pol icies, procndu rs,
praoti"-. , pr'-grim- Intd 	 th-ir , fnrrcpinont in the AE.R's and ni'.'i"io; ns
th rolh Finc j igI I .lrp. r t a d Yui d'amanias necessary.
 

MAJOR DUTIES A,",rd .;;> [ [ILI
u:; iE3 TI ES:
 

Jb"'. lovi and IlOm iit nr 
 -,fnty 	 policieq, procedures and prct irt ns. 

lDirn:ats thn maintnanon and reision of the WAPDA Safety Code and ox ri rids, "is required, to include new p rose sos , n thods or
pDro~r 	 i1 r' , 

lINi tiat,'s ,c, iIents pre'.'nt i', mnasur s for irpLemriontat ion. 

P.-n Lven s afaty problmq. 

i0r'anizes special on site trainin proqrnms.
 

DireOn' and ,nor'linaten nirnv1 progrnms in every the 
 AEB, including 
rnod t ionns nc iry,.icant '.,hor,-


Ensures that: 
 I 11 	 nr'pnrat inq inst ruct ions and procedures are 
coinsistr t with the WAPDA Safety Code. 

Ini. t iat i n,.,st i iat inns, sirvys , and inspections for the dgree
of complianc" wit.h t h- WAPDA Safety Code and safety instructions. 

Gnordinatns and q idon a'::idnnt prevent ion programs. 

Pre,,,idp s, uniform interpretations of conflicting or vague safety
standards in coniuinction with Director Labor. 

Advise's on tire suitahi. it" of the new safety and protective 
equipment to he purchased. 

, Advi sos the Purchase anl Stores organization to arrange expeditions
sutpplies of the . iefcinLt nety 	equipment to the user activities. 

Per forms an' other duty 	as may he assigned by the proper authority. 

DESIRED QUALIFICATIONS: 

a. 	 Educat on: 

Deqree in Electrical Engineering or equivalent recognised by
Pakistan Engineering Council. 



h. 	 PrrL o k Ex I- rF."-rnce: 

10 ',<porionfv-eAt loa; 	." ,xir in distribution work. 

:lust pn , nn i hi degreIh of proficiency in both written and 
i{pokari Erli I iqh. 

d. 	 Job Knowl, eqe: 

P OrIU i r n'l t har)' - h;rn iiI h .:wor k nq k io w I edln of 'I I I WAPIA 
DistrimiIt ion -,rk o prr- ur?(S. ThisPu I-.r: 	 in, shall i nclido a ful 
.. or ki nq krin w 'l, ,, f th o .APDWA , af nty MlarInl I 

Ajlj°,' and ki I : 

Ahi I i ty t a i nt i n a good wor ki nq re lat ionship with a 11. 
111111 l n i mri ri'1o!nIInt OIf i i'i I- aid ­

l l-anaior i i I ki II , 
 (I i ii,-rt-t thp naiety ef forts for a1l tho 
AFB ' to mai i ta in nniI. y , IInr fIio mity. 

:A)iI it, t o r"'irnl1 i 7." h'lr nna'I for clanige anl make 
roc orilt ir]i" - t i o i " rr t.h. , a n. 

PO S I'r lI(NJ ELE.IE TS : 

a. 	 Su!pr r ', j ,isnDp:,'i iroed: 

The i nclImr-nt hv I I r", r t to tlil Doput y (,enera I Ma nnnr Pors onno I 
fir, sha 11 I i-hdu I hi-s ss i qninents with in iflimum di rect ion.plan nd 


, t.. h
HII ir -p,.- I t r n a- i lrl-p-nld rn t r:nrn : Ii q i nn , a id in.i k,roecolnort? i , I',n n rprr ji te" lt i on. 

b. 	 Ex rc isn o Jl,'Imii nt 

IInorIbnh t *':' tf jll(gam nt on all Inat tr'rs roI. t isiqi -',isn :t,-d 

t o santy 
 fn-i t tr. wi1 aori-t thi Doputy Dirnotors ,afnty 
AEB' s 1,'/ in tln d-c i on m, k i n1 process, 0nly to InsIur e 
Conit im:ity a il Il I fior ity with '4APAD i.s' r ilrution rile arid 

pror:'1 r o . 

c. 	 Author i?' o .-in nm a :1 :m!,it 


lli t ' ,1.... 1' ,n': u .il C''i-.' aild h aI'h 
 matters 'i 11 

nor al l ' b" ' ',.'',,r' "f. .... i n ,; r,'pu i r I ilg pol icy or procrllr :; 
chan'3 n ronly h tp'o nol i rl prior approva of thp Dopl ty 
¢; liari I Ml'lcr Pr'rorln I 

d. Lav. Iin'lnHt of Contura,p_,y Cortacts: 

Inlciinb" nit -,i I I m," illt,-ia l q0- ;,'a, k.i I'g ' 1 at ions Wi th all I l.on ' 	 5, 
and sIlpmr v i!or. This w i Il a 1low the gathering of pei:t ritn 
inIfoemat on Wi th1-hih ,,,,: isi in can be made. Connml nat ions to all. 

Deputy Directors Safety ofy wil I reu lir and .t ha! AEB 's he 	 roult in 



IEncrnmhor. hli ai'In i ir ct aut.hority and ra qpnnnibim.i rn r his1 

i,~in.ro . I," nheall nxqrcise functional authority only, wit"h 
.h, AR pp0'" t• ) i r .torn Safety. Any u:or rnnpon innc anam] 

" r,"'rn n, n t i o ,': to th, .ER' will normnal h c'pi to. h 
Chairman of thn AER as MI. an the Director Admirnistratinn. 

http:i,~in.ro


ANOlEX E/ 2
 

OS 1i 'MiTtTI-: omri y l j rnvt-or Sa ffe .ty 
( Ileaduartorr) 

_,_ __ RPS-1
 

BASK POITO D';i [ITION:
nES:CR 

He iq rnq
"n,.nqihl- to Birnct'.orthe Safet.y for the prparation of safehy
p'l'i *-, , rrr ,,tinr,?s, c' lnc'-ion 'ni analysi s of nkat is ion on accidents, 
nafQy mat. -ri', 'dir":i',ri a r,ni,',I l r .ion of safety functions with :he 

M'AJOR 	!W rIES:;AND) RF SP'P M A.'!l
r,-IT.:
 

A ri 7. n inl !'" '; of safn .y policies, procedtlrqs, 

Ar-si s" in .he, r"'.'.,irin '4 ;APPA Safety Code, etc. and expands as 
rn,1I1i rnd .ri in' I nnyi" 'n pdns *ri1 procndiires.
 

Cn I I,,,-' rl'i in-l."s 'r'q. , .r no lCrn idreL s to 
 es abl i.sh trends 

,n',,i n,.s prov. in0I ain' f,',tr s1aTIet ,y standards to dalterinn 
"t fnctn 'an qy-": , itho . , - h"or. mntliod of compl ia nce. 

H.,MO '/i";y. i'i.ik' ,f' the AFRs and iniLiaes action as 
,t rinooll'r r'C 1 ''.'. 

Advi ser in th,- saft y problems referred by various agencies 
inclutini ,AM . 

O1 r'l-lir :7 i'n'qi ill ' y ini nq7, /t kr programs. 

Pnpir"q " d pr- irns idn i, prncnd r s, e cr., 

Pr,"pir-,, -,-,!,ri il' vnqrrnqp,-wl rl n- .
 

-;,1 p "'n
Sippii-sr ' f"ny, r n, l iL'ratuire, etc, 1o the AE's for 
publ i i 'y.
 

nlakq t,"ri'1li ,aff visit. o the Aas and 
their Divisions to 
r,",vi .w ainrd din"nq .s,"L y mattk ers. 

A vi.,nn n prhinn .'H-, iWiplr,'t' ion and ,se'5" )f safety n'qunipmnt. 

Matakqs 	r,'-,nnin" no.: i'ns Fn r impron/emn n in sa fety *q1inipmri.. 

MPrformn ,nth,r Wnu:ins an a ssignedt by the Director Safety. 

DESIRED JUA L IF ICrATFI OUS;: 

a. 	 Educaiion: 

Dnqree in El1"ctric Enginnrin or equivalent recognized by khe 
Pakistanr Enjiinn-rinrq Council. 

http:Birnct'.or


b. Prior 	Work ExItmrience. 

At least 8 yeir7' experience in distribution of power. 

c. Lanauaae Proficiency 

High 	 dr ree ofm profici qrcy in both written and spoken English aid 
Urd u. 

d. 	 Knowledge of Specific Areas:
 

Good practical knowledge of 
 management 
 practices andunderstandlinq 	 anof the operation of 	 vacious personnel,admini st rat ive and Lechnical funct ions. 

Fully convorsant with 	 safety policies, procedures, WAPDA 
Safety Code and instructions. 

POSETION ELEtIENtTS 

a. 	 Supervision Received:
 

Directint; and p idance are 
 received from 	 Director Safety on matter 
relatinq to alfo t. 

b. Ava ila 	 blIe Giii-del1tine: 

WAPDA Safety Code policies, procedures, instructions, Federal andProvincial Safety Standards. 

c. Exercise of Judqment: 

Pequired to exrcise sound judgment and arrive at correct decisionon a wide range of safety matter. Recommendations to DirectorSafety are expected to he 	 detailed, well 	 researched, accurate
in the overall intorest of WAPDA.	 

and 

d. 	 Authority to 1.-ake Conunitn nts:
 

Incumhent:s 
 reco nna t.itins on all safety matters are generally
accpted. 

e. 	 Nlature, reveL and Puroose of Contacts:
 

incumbent 
 will ma intalin qood relations with 	 all concerned employeesand their sup'-rvi sors in WAPDA Distribution. 

f. 	 Supervision Exercised:
 

Required 
 to 	 plan and perform assignments based 
 on soundinterpretation of the safety pllicies and procedures. 



POSITIO T ITLE: qenior Clerk Safety (Headquarters) 

GRAD-E : APS-7 

A POSITION IFPT IOtI 

Ile i re csosibe to he Deputydocilnllnnts, 	 Director (Safety).il ;Lructtins, 	 Maintainsand accidents 	 recorcd ofinvolving WAPDA employees, publicand ani mai1s. 

MAJOR 	DUTE -r_.,A,I) RLES PCIS I B IL: TIES
/'1aintains 
 and kef!ps Up-to-dra te record of accident; involvingWAPDA the 
and Property, public and animals. 

Uiaintab1s satstCs of the attendees of special safety training.
Maintains record of accdertis investigation reports.
 

Maintains 
 r-cord of docner instructions andconcerning 	 co respondence,afoty and related matters. 

DES.IRED QUAL[FT[,ti: 

a. 	 Educaticn:
 

Bachelor's 
 Dog ree or by promot ion5Ofiority-cm-	 from Junior Clerk on theituless 	 basis ofwith minimum of 5 years' experience. 

b. 	 Frior *,lock Exuerience:
 

Progression 
 through the clasrifications

with, 	 of Junioror equ ivalent to, the 	 Clerk in lineduties of each ofresponsibi tite-s for 	

the major du1ties anda minimum period of 5 years. 

c. 	 [,anaua Proficiency:
 

Must have the 
 ability to andread write English and Urdu languages. 
d. Knowlede. S.oecific Areas:
 

I-Must 
 have sufficient knowlege arid skills to perform the dut iesand/or responsibiliLties. 

Knowledge of office methods and procedures.

Knowledge 
 to operate one or more offce machines e.g. addingmachi ne, ci Icu Lators, ntc. 

e. 	 Abilities and Skills:
 
*.ottity to acquire necessary knowledge and skills to performthe duties and/or responsibilities of the jobs.tMust have ability to deal with employees. 

qq
 



POSIIt ErrrojF~:rS 

Jo I 	 is- i 3;nrl by 	 "AM 'If Qt'l Coo)(rd inator 

h. A Wi iah'b Ie c idQ I i tio 

O~fjg 	 Otgt3ill qlharp of instrLIotions. 

0. 	 Exercisq of atdrnn[It-


Cornpiet ion of As.: igr1Inajit.
 

r. 	 AUthorjttv Ito ',jke Collulitnr~nts 

Nlature, Le-vel and Pucose of Contacts 

E. Sutrvision Exercised 

Nil 



ANNEX E/4
 

POSITION TITLE Junior Clerk Safety (Hfeadquarters) 

GRADE : RPS -5 

BASIC POSITION DESCRIPTIoNS
 

le is responsible to the Senior Clerk 
 (Safety). Assists in maintaining
up-to-dItO record of documlents, instructions and accidents involving the
WAPDA 	 Di st ribut ior employees, p'ihi i c, anjina ls, etc. 

MAJOR 	 DUTIES AND RESPOtIS BLITIES
 

Assists in I t n1in
ma i up-to-date record of accidents to the 	 WAPDA 
DistribuLion employees, public, animals and loss of WAPDA property. 

Assists in main-.taining statistics of atendees of at s ite s pecia 
sarety traininq prograim.
 

Assists in maintaining record of 
 accidents investigation reports. 

Assists in maintaininq record of documents instructions and 
cor respondence concerning safety and related matters. 

Performs any other "luties as assigned.
 

DESIRED QUALIFICATIONS:
 

a. 	 Educat ion 

F.A or atriculate plus typewriting @ 30 words per minute. 

b. 	 Prior Work Experience 

Desirable bt not necessary. 

c. 	 Lanquaqe Proficiency 

Must be able to read and write English and Urdu. 

d. 	 Knowledqe of Secific Area 

Not considered necessary. 

e. 	 Ability and Skills 

Ability to acquire the necessary knowldge and skills to perform the 
dut i es. 

POSITION ELEMENTS 

a. 	 Supervision Received 

Job assigned by the Senbior Clerk. 

qj
 



b. Available Guidelines 

Office orders in shape o[ instructions. 

c. Exercise o[ Judgment 

CoMpletion of assigrrnent. 

d. Authority to flake Comnitmnients 

'"liI. 

Nature, Level and Purpose of Contacts: 

Nil. 

f. Supervision Exercised: 

Nil. 

lob~
 



ANNEX E/5
POSITIONI TITLE: Dplity Director Safety (AEB)
 

GRADE: 
 1 

BASIC POSI'IOrI DESCHI.P'Oli: 

He jo 	 re snomihir to 	 the Director Administration (AEB) forimplf'nentation 	 tileof the po.icies, procedures, practices
relt-tinq 	 and programsto safEty. Reports functionally to the Director Safety,Headquarters. 	 WAPDAReesolveS all safety matters with guidance, asfrom the 	 necessary,Director 3afety. Provides functional guidance to the DivisionSafety Coordinators on safety matters.
 

MAJOR. DUTIES 
 AND RESPONSIB[ILiTIES:
 

Monitors through 
 fu uctional supervision the implementationpolicies, procedures, practices 	
of safety


and compliance with the Safety Codeby the AED empty-es at a]. levels. 

Sutmirizqe a] I fi "d r':ports for the Divisions into statisticaland 	 si1brri i t.s formtc the Director Safety, WAPDA Headquarters for analysis
a dr col ,ar i soli tlrtj os<?!-.
 

P jotrib~ites 
 safoty in st ructional materiaIs 
 to the Division SafetyCnn rrdiil",-ot For i idaricn, i nformation and publicity.
 

Writes r forma tic e 
 object ives, as required, into practical guide 
materials for safety coordinators to implement.
 

Conducts 
 per i.rld ic staff meet ings with XEN' s ard their safety
coordinators iri the AER on safety matters. 
Brings 
 to the notice of the Regional Director Inventory Control(RDIC) and to the Director Safety, WAPDA the shortages inequipment 	 the safetyheld in the Regional and Divisional Stores and takes stepsto supply them.
 

" 
 Ensures that his Safety Inspectors continually perform 
 spot checks

in tile Division aid submits 
reports with recommendations.
 

Ensures implementation
o 	 of the recommendat ions, as deemed necessary,
of Safety Inspectors under his supervision.
 

" 	 Monitors the on-site safety training programs in the AEB's. 
" Rnports to the 
functional supervision any design deficiencies in the
 

safety equipment (T&P) in 
use.
 

Supervises assgr
ied 	 staff. 

DESIRED QUALIFICATIONS:
 

a. 	 Education:
 

Incumbent 
 must possess a degree 
 in Electrical Engineerihg 
or
 
equivalent recognized by 
the Pakistan Engineers Council.
 

/L;
 



b. Prior Work Experience: 

Incumbent mist have at 1east 8 years' experience in electrical 
di .t r i i.i on n t i viti . 

c. Lanquaqe Profi c i rlcy : 

Incumbent mnrst possess a high degree of proficiency in both written 
and spok, r English. Must. also possess a high degree of proficiency 
ill written and sp nk rn Urdi. 

d. Job KnowtedQe: 

Ilt init e kno wI edge of safety code, electrical distribut ion 
procedures and sound, resporns ible managerial expertise. 

e. Abilities and Skills: 

Ability to impart knowledoe of the safety code interfaced with 
sound distribution and mIanagement procedures.
 

Ability to interpret Urdu or English statistical or technical 
information into mraninigfull reports and performance objectives. 

High ability to rat onalze arid maintai r ail effective 
relationship betwern employees and management officials. 

POST.T1N ELEMENTS: 

a. Supervision Received: 

Under fuuct jorial guidance of the Director Safety and administrative 
supervision of the Director Administration, incumbent performs most 
work under little or no supervision for activities and progress. 

b. Available Guidelines:
 

Incumbent uses the safety code, various other acquired data arid 
data provided by functional supervision combined with refined 
managerial skills to provide as a clearing house for all of the 
assigned AEF's safety activities and procedures. 

c. Exercise of Judqment:
 

Incumbent exercises a high degree of judgment a nd personal 
d i rect ion. 

d. Authority to Make Coimnitments:
 

Recommnerdat ions are considered by supervisors and are generally 
accepted. 



tNature, [eveI -va] Purpose of Contacts: 

Iicuiribet shoii Id hQ cl(saly aff iliated with the I.E. E. P. and other
reputable o a zriat iors as well as the provincial governrment for 
safety comp. iarv:e. 

., . . ix.i E QC c ise'] 

In1(umibent exe-rciseis Cull. functijonal and administrative supervisionrv,,r t n ( p, ,r.o r s and support staff ass gr9ne d. Also 
exrc iSe q fufir t i.ona supervision over the Division Safety
Coo rd i nat or.. 

/053
 



ANNEX E/6
 

POSITION TITLE: Safety Inspector
 

GRADE: 
 BPS 16 

BASIC 	 PorS'ICI DESCR[P[ION: 

Ile i1 rQ SPO 117 t)1 the DOput y Director Safety (AEB) to continuallyperform spot 	 field inr;pections in all the Divisions for compliance withthe ,.IAPDA Safety Cede and safe operating procedures. Submits activityreportH 'with r'coriffnrv],ji innrs to correct deficiencies found. 

MAJOR 	 DUTIES A1D RESPONSIBILITIES:
 

conducts Ti1 id nspec--rrs assigned within any 
 level 	 of operation,ma intenance ,)r coristruction, or 
 other related activities andprovids a ,.'; i tterr rport to 	 tiIe appropriate administrative
11pe r V:sor w th recorfr edat ions to correct the deficiencies found. 

[nsoLe-tr sIf -yt nlipmont and tools for their 	 ava i labi Itiy,nervic ,ability arid providos a written report to the adininistrat ivesupe'r 	vi s w)i th rocouin ridat ion to cor ect clef ic ienc ies fou1nd. 

.'r'e " .I tFrhInca I advisoraS 	 on field safety applications tom na i co o i1". 

Any other duty as may be assigned by his supervisor.
 

DESIREI) QUALIFICATIONS:
 

a. 	 Education:
 

Incumbent !hould 
 hold 	 diploma in Electrical Engineering fromPo Iytechii.c Institute. However 
 job related experience may be
suhst iltutod for ,va] iuat ion. 

b. Prior Work Exuerience: 

Ilciibent imust hav at least 10 years in Electrical Construction

and Ma i ntena nce activities. 

c. 	 La nuae Proficiency: 

Incumbent mist 	 possess a moderatewritten arid spoken Enqiish. 	 degree of proficiency in bothMust also possess a high degree of
proficincy in written and spoken Urdu. 

d. 	 Knowledae in Soecific Areas:
 

Intimate knowledge of safety code and 
 other regulatory codes. Avery good knowledge of work procedures also required. 

e. 	 Abilities and Skills
 

Ability to impart recommendations to first 
line 	 supervision in
 an 
effective and acceptable manner.
 

16 4 



Ability to write reports and make meaningful recommendations. 

* 	 Ability to rat ionalize ideas into safe, acceptable and
practical techniques. 

RSITION ELEMENTS 

a. 	 Su)ervisio1 Peceived:
 

Under administrative 
 and functional guidance of the Deputy DirectorSafety, inclimbont performs most 	work under moderate supervision for 
act ivities and prnIgress. 

b. Available Guideliies -

Incumbent uses the safety code 
and 	 any other data genecated or
approved bv the Deputy Director Safety. 

c. Exercise of Judament: 

Incumbent uses judqmnent acquired only through years of service. 

d. 	 Authority to lake Commitments:
 

Enc,mImbernt 
 .i I make recommerldat ions to his immediate supervisor for 
any action n-cessary. 

.ature, Level and Purpose of Contacts:
 

Incumbent must qfff-t a 
 congeoial yet firm manner in conducting
safety inspect inns with 	all employees. 

f. 	 Supervisior Exercised: 

None, 	 excpt some funct ional requests to office clerical staff. 



ANINEX E/7
 

POSITION TITLE: Safety Coordinator
 

GRADE : 
 PS -1 6 

BASIC FUNCTIONAL DESCRIPTION:
 

The fty
.a Coordirator is responsible to the Assistant DirectorAdminri !t rat ion for .II Safety matters concerning the Division and to theDeputy Director - Safety AEB flinctionally. Promotes the safety programsard Qrsticas a1,1 i srlres compliarce of the WAPDA safety code. Reports
unsafe conditions For corrective action. Reports accidents to thecortcernd? higher aithorit ies. Maintains records of all safety activitiesand stt ist ic! on accidents 

MAJOR DUTIES AND RES PONIS BIL IT I ES 

P rfOr[Tis fiFild inspections regularly for compliance with the safetycf, e arid safet.y procediues and practices and provides a writtenreport to the appropriate administrative supervisors with r couuneiidatiirs to correct the deficiencies found.
 

A117 .-
" - or r o hes inquiries of safety from management arid
eirployees.
 

As:ists arnd 
 quides accident i nvest igat ion committees as necessary. 

C()littcd s i n pct i on of safety equ ipment and tools for theiriavailabi i1 *".'tceabi lity and suitability and provides reports
with recoriinim ridati nr to cor r- t the deficiencies found. 

o rii t iates recrst s for the acquisition of safety equipmierit not 
ava ilable ill the field store th rough functional supervision. 

Unori. tors ii, I ementat ion of recruinendat ion for accident prevent ion. 

Conducts rionthly safety meetings to review the WAPDA Safety Code anddiscuss the rafoty matters with the Division employees. 

Organizes :trirthIy safety conunittee meetings under the chairmanshipof Division Manager to review and discuss safety problems. 

Maintains records of safety activities and statistics on accidents. 

Submits monirthly surmmary of safety activities and stat ist ics onaccidents to the Deputy Director Safety, AEB.
 

Assists in organizing ont site 
safety training programs for the
Division employees.
 

Makes iimnediate telephonic 
 reports to functional supervision in allurgent matters of safety such as 
employee or utility related 
 public

fatalities and 
serious accidents (hospitalization).
 



Suipervises assignerl empnloyee.
 

Any other diuty as may be 
 assigned by his supervisor.
 

DESIRED QUALIFICATIONS:
 

a) Education:
 

Incumbent shou ld ho Id 
 diploma in Electrical engineer ing fromPo [' technic Inst i.tu t e. However, job related experience may be 
suihstitinted for 
r-ducat ion.
 

b) Prior Work Exoeience:
 

Inciumbent 
 muSt have at least 10 years experience in Electrica l 
Distribution act ivities. 

c) Lanquage Prof icier cr 

Incilmmienit mlt possess a moderate degree of proficiency in bothwri ten and .poken Enrol ish. Must also possess a high degree of
prof icierty in written and spoken UJrcdu.
 

d) Kn owl qe :
 

Intj,.ite knowledge of the Safety 
 Code and work procedures. 

e) Abilities arid Skills:
 

* Ability to imart knowledge of the safety code interfaced with
sound distribution procedures to all employees. 

Ahi1ity to prepare writton reports and statistics. 

POSITIONI ELEMEtIS: 

a) Suoervision Received: 

Under fruict iona I gi idaric e of the Deputy Director - Safety (AEB) aiidadmn i st rat iv, s uper'/ision of the Executive Engineer incurmhent
performs most wor k under moderate supervision for activities and 
prrr oso. 

1) Available GuidelLnes: 

llcilllnherrlt rnest tire safety arid va r iolS other data provided byfunctional s ipervi.ion combined with abilities arid skills to provide 
a 7oimprehensive safety program. 

c) Exercise ofJudgment: 

Iwincumbent exercises moderate judgment and will appeal to higher
sup,.rvision in the difficult matters. 
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Re~m,:!un,2,vLt, inns 
guidelinesfprovil, 

applicabl- t to h 

basod oni WAPDA Saf ety Code and 
by h, funct[onal supervisors must 

!ivis;ion area assigned. 

the 

be 
re lated 

rnnidprer] 

e) NLt Lret ''-W !inrose of Conta clt: 

Requln conta, with t:hn ) [',isio 
no ciontact A'.4h the geeria L pnblic. 

employees on safety matters but 

E) Sup~er vision x<er sed: 

Directly supervises the staf E provided. 



Ai UEX E/8 

POSTI''ON TITLE: Senior CLerk Safety (Division)
 

GPADE: BPS;-7
 

BASIC 	POSI'T'ION DESCRIPTIO: 

He is respo n ib 1 to the Safety Coordinator. Maintains record of 
documrent, instructions, accidents and correspondence concerning safety, 
and related matters. 

MAJO. 	 DUTI ES AND RiESPOUSI[ILLTIES: 

Maintains awl keeqp up-to-date record of accidents itn'.oLvinq the 
WAPDA Distribution ,nmplayees and property, public and animal,s. 

Maintains stat-,istics of the attendees of special safety training. 

Maintai ns.a record ,of accidents investigation reports. 

Ma intains record of do:uments, instructions and correspondence 
concerninn qafetty and related matters. 

DES RED QlJALIFI[ CATION: 

a. 	 Educat ion: 

nache ,r'- Degree or by promotion from Junior Clerk on the basis of 
seniority-,nm-Eitness with minimum of 5 years' experience. 

b. 	 Prior Work Exoerr ce 

Prog reis ion th ronh the c lassif icat ions of Jr. Clerk in line with, 
or equni.a.lent to, t he duties of each of the major duties and 
responsibilitieq Eor a minimum period of 5 years. 

C. 	 Lanuane Prof icienc': 

Must have the abi Iity to read and write English and Urdu languages. 

d. 	 Knowledae of Soecific Areas: 

Must haun sot f icient knowi ege and skills to perform the duties 
and/or rnsponnihilities. 

KnowLedge of o Ei :e methods and procedures. 

Knowledqe to operate one or more office machines e.g. adding 
machine, calc]ators, etc. 

e. 	 Abilities and Skills:
 

Ability to acquire necessary knowledge and skills to perform 
the duties and/or responsibilities of the jobs. 

. /Must have ability to deal with employees. 

(o
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~ i 1)iy S'fe t Coo r d inat or. 

fjrr]QcP rd-- 1.1 !Ihape OE inst ruct ions. 

c . Ex e~r: L oe0f JUdafmnpl~t
 

Authoity 
 _'- or c~hf1rntnet 

e. t,, r reve 1 Id ur) of Contacts 
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