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1.

REORGANIZATION OF THE
TWO MODEL DIVISIONS

REASONS FOR REORGANTZING:

- Tnadequate Safety Program
- Illdefined Duties and Responsibilities
- Insuffictent Vehicular Transportation

- Too Restrictive Administrative and Financlal Powers

- Proliferation of Offices and Personnel
- Less than Desirable Accommodation

An  Administration Section 1s belng proposed for

the

new divisional

organization. Some of the activitles that will be 1included are
being performed within the present organization; others are not.

The responsibllities will be:

- General Services will be responsible for acquisition
of office building, houses, land maintenaice

repairs of WAPDA bulldings, procurement of

and
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

promotions, d-motlons and transfers records.

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

evidence, monitoring cases and acdvising on
problems and grievances.

- Safety coordlinator will actively enforce the
program, Inspect for compliance of safety

investigation, recommend safety equipment,

of

for

safety

code,
resolve safety enquiries, assist in accldents

conduct

regular safety meeting, asslist and conduct safety

training programs.

already



MURIDKE

STAFFING - EXISTING AND PROPOSED

BPS PROP EXIST DIFF

Adiministration
Administration Officer 17 1 0 -1
Supervisor General Services 11/14 1 0 -1
Jr. Clerk 5 1 1 0
Maib Qaslids 1 3 4 +1
Sweeper 1 1 1 0
Chowkidar 1 1 2 +1
Mali 1 1 1 0
Foreman Transport 1L 1 0 -1
Lorry Cleaners 3 0 1 +1
Driver 7 1 1 0
Supervisor Parsonnel 11/14 1 1 -0
Sr. Clerk 7 2 2 0
Jr. Clark 5 1 1 0
Record Keepers 5 1 1 0
Diary & Despatch Clerk 5 1 1 0
Typlsts 5 2 2 0
Supervisor Legal & Labor Welfare 11/14 1 0 -1
Sr. Clerk 7 1 1 0
Jr. Clerk 5 1 1 0
Safety Coordinator 16 1 0 -1
Sr. Clerk 7 1 1 0
24 32 -5
+3



SHEILKIIUPURA

STAFFING ~ EXISTING AND PROPOSED

BPS PROP EXIST DIFF

Administration
Administration Officer 17 1 0 -1
Supervisor General Services 11/14 1 0 -1
Jr. Clerk 5 1 1 0
Naib Qasids 1 3 10 +7
Sweeper 1 1 1 0
Chowkidar 1 1 6 +5
Mali 1 1 1 0
Foreman Transport 11 1 0 -1
Lorry Cleaners 3 0 3 +3
Supervisor Personnel 11/14 1 0 -1
Sr. Clerks 7 3 3 0
Jr. Clerks 5 2 2 0
Record Keepers 5 2 2 0
Diary Clerk 5 1 1 0
Despatch Clerk 5 1 1 0
Typlsts 5 2 2 0
Supervisor Legal & Labor Welfare 11/14 1 0 -1
Sr. Clerk 7 1 1 0
Jr. Clerks 5 2 2 0
Safety Coordlnator 16 1 0 -1
Sr. Clerk 7 1 1 0
28 37 -6
+15
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POSITION TITLE: Administration Officer

GRADE : . BPS-17

BLSIC POSITION DESCRIPTION:

The Administration Officer is responsible to the Division Manapger for rhe
services inclnding  employment, personnel, training, welfare and safnrty,
wages and  salary  administration, maintalning employees reconrds, Iabor
relation, recommendation for promotion, demo.ion, transfer, building hirs
and maintenance, vehicle operation and maintenance, office furnishings,
supplies  and  equipment, and assists in the compilation of the divisinnal

budget.

MAJOR DUTLES AND RESPONSIBILITIES

Diracts the recruitment nf personnel in accordance with the
established down policies aund procedures.

" Dirrcts the process cases of postings, transfers, promotions,
demorious and terminations.

N Ensures that the public and employee complaints, grievauces,
litigation cases are effactively and fairly handled.

b Easures that  the personnel files and records of employnes of the
Dirision are maintained.

T
Img
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Advisas the Division Manager and other Supervisors on mAa
relating to personnel, discipline and labor problems.

Ensures that the employees relations program such as indoctrinarion,
orientation, training, 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
with.

Approves payrolls and other employee's claims.

° Processes and maintains annual confidential reports and declaration
of assets and all matters concerning therewith such a3 communicarion
of ndverse remarks and scrutiny of representation thereto.

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

Prepares performance evaluation reports and recommends grant of
increments, awards, accelerated promotion, transfer, demotion,
disciplinary action of personnel supervised.
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Interprets laws, rules and regulations  framed by the Aunthority
obtains advice on logal mattors from the concerned Authoriring.

Disposes  of dinniplinnry/enquiry cases in accordance with the laid

down policies and practices.

Moanitors the legal cases in the Court cf law in coordination with
Assistant  Dirnctor -~ lLepal, Area Electricity Board aqd provides

assistance where needed.
Prapares, ifwplements and monitors the budget of his section.

Recommends  the hiring, rehiring and vacation of all types of
buildings including complaint offices, customer services centres and
area offices as raquired and coordinates maintenance of buildings
owvnerl by WAPDA and hired offices/residences.

fxarcisas ~verall control over the operation of the division
vehicles to maximize employeas efficiency and vehicle ntilization
and to eliminate unauthorized usa.

Directs that the maintenance and repair of the division vehicles is
accomp lished in a timely manner.

Arranses procurements of office furniture, equipment aund insures
their serviece and repair during use.

Recommends rep lacement of obsolete and unserviceabla office
furniture and equipments.

Arrangns supplies of stationery items for the Division.

Assists 1in establishing and maintaining position description of
emplovaes of the Division.

Undertankes other functions and responsibilities as may be assignad
by the Division Manager.

DESIRED QUALIFICATIONS:

a.

b.

Education:

Master's degree 1in Business Administration/Public Administration/

Business FEducation is required or Bachelor's degree with minimum of
5 yrars' expariance in the Personnel administration.

Prior Work Experiencn:

Miaimom of 3 years' exprricnce in one of the major functional areas.

Language Proficiency:

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



Knowledge of Specific Areas:

Enowledge of management practices and  an understanding of the
aparation of the personnel functions.

Hnowlndon  of  rhe  merhoda  gsed to deal with unskilled and

semi--skilled labor.
. Fnowloedeoe of of fice marhods aand procedures.

Abiliries and Skil{i:

. Ability to develap aceurate and complete records and schedules.

. Skills to deal with Unions.

COSTTION ELEMENTS :

Supervision Received:

Direct supervision is received from the Division Manager and
funcrional assistance From the AEB Director Administration. Process

the cases for decisions, with the advice of the above supervision,
based on sound intarpratation of policies and proceadures.

Available Cuideiines:

Has availanle all applicable policies and procedures issued by the
AR as well as specifiec Lnstructions i.ssued by his supervisors.

Exercisa of Judgmwent :

Requires to coordinate activities with supervisors.

. Work Lndependently  based on  the insrructions received and
strict adherence Lo pertinent operating procedures.
Recommandatinns  to Supervisors are expected to be completa,
acecurate and in the best interest of WAPDA.

Authoritv to Make Commitmeng§:

Authority to commit WAPDA is limited to the financial powars
delegared by the Authority.

Hature, Level and Purpose of Countacts:

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

Supervision Exercised:

Directly supervisms all employees assigned to the personnel Ffunction.

adadmin/#2



POSTTION TITLE: Supervisor — General Services

GRADE : BPS L1/14

SAGTC POSTTLION DESCRIDPTION:

The Supervisar - Ganeral Services is  responsible to the Administrarion
Officer for the  division's building and maintenance needs, office

furniture, asupplies, utilities and vehicles operation and mainteunance.

HAJOR DUTIES AND RESPOSIBILITIRS:

Racommends the leasing, re-leasing aud vacating of all types of
buildings incluling complaint offices, customer tervice centar-= aad

area offices as required.

Conrdinates repairs and maintenance of all buildings within the

division.

Arraupes  procurement of office furniture, equipment using approved
purchasing procedures.

. Mainrains racords of office furniture and equipment in the division.

. Recommends replacement of obsolete and unserviceable office
equipment and prepares purchase documents for approved

furniture and
Also recommends purchase of required additional items.

replacements.
Ensures the sarvice and repair of office equipment.

Consolidates division raquirement for stationery and obtains same

using approved purchasing procedures.

. Obtains authorized telephone service and telexes system and insures

equipment is proparly maintained.

maintarance and repaiv of vehicles and wmonitors that

. Coordinates the
ontside  warkshops or the WAPDA central rapair

tepairs  performed by

shop in a timely manner.
. Monitors the nperation of the division vehicles to wmaximize wvehicle
utilization.

DESIRED QUALIFICATIONS

a. Education

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

b. Prior Work Experience

Minimum of 3 years experience in the relevant field.



-

Languane Proficirncy

Must bhe fluent in writren and spoken English and Urduy.

Knowlandge of nggifiqureas

Fnowledoe of WAPDA's rules, regulations, policies pertaining to

Genoral Servicna,

. Foowledge  of  the methods used o deal with unskillad and
semi-skilled labor.

. Knowledos  of the office equipment and furnishing available in
the market.

fnowledge of maintenance methods and procedures.

Abi{&g}as and Skills

Skill ta deal with vendors, suppliers and contractors.

POSTTION ELFMENTS :

)

Suvervision Raceived
Diract supervision is received from the Administration Officer.

Available Guidelines

Has awvailable all applicable policies and proceduras

issued by rthe
AEB an well as specific instructions issued by his supervi:

50Tr.

Exercise of Judgment

Works oun the basis of the instructions received and strtict adherence
to pertinent operating proceduras.

Mature, Level and Purpose of Contacts

Deals with local suppliers of office equipment, vehicle mainteanance
and othars to discharze his duties.

Sunervision Exercised

Directly supervises all employees assigned to the general services
function.

assistgs/#2
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POSTTION DESCRIDTINN: Snuperviszor Personnel

GRADE:  BPS 11/14

BASTC FUNCTIONAL DESCRIPTLON:

Reporks ko bhe  Ndministration O fficer  and is responsible for khe prrsonne
Eanctions, waae and =alary plans, benefit plans, hiring and firing procadurae,

employacs serviae records, pasninags, promotions, transfers, and Ferminations.

MAJOR DUTIES AND_BESPONGIBILITIES |

o Handles  «@ases  of  fivation of salary, grant of increments, incentive

AwAards, honoraria, compensation ko the deceased employees's families,
scholarsiips ko employnoes! children, welfare grant.

? S5crutinises and pronessges emdlinyee's claims (salaries, wages, TAS, ekc.).

? Processns  the casas of postings, transfers, promotions, terminations and
discinlinary actions Aaccording to Authocity's rules.

° Parforms duties in -onnections wit-h 2mployment of personnel.

° Conduchs  personnel  oriantakinn of new amoloyees including proper
completion of all forms and documents. Pesponsible for obtaining all
the docniments to complare khe personal files of the concerned employenas.

° Parforms  duties in  connection with miintenance of i arvice
records, upto date and complete in all r2spects, schedule

convenes 8oards for selection purposes.

’ 3
etings, anr

? Ensur=2s that the employeas service records are kept up-to-date.
“ AS315t5 in preparing position descripkions of kthe clerical staff.
° Assists in preparing and scheduling local and centralised training

programs.

° Supervises the incoming and nutgoing cu ‘respondence.

DESIPED QUALIFICATION:

a. Education:

Bachelor's deqree or by promotinn from amongst lower staff on the basis

D

of seniority-cum-fitness with at least 10 years' experience.

b. Prior Work Exverience:

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

c. Language Proficiency:

Must be fluent in written and spoken English and Ucdu.



Knowlaedge nf specific Areas:

Knowledge or administrative policies and practices and an

naderstanding of the nperation of the personnel functions.

nowlodae  of the  methods used btn deal wikth unskil led ane

sami -3kt lled lanor.,
Hnowledan of pnles and requlations of the Authority.
Ability and Skills:

Mhility o develop accurate and complete records and schedules.

POSTTION ELEMENTS

-~

.

Snvervision peceived:

Direct  supervisicon 15 received from the Administration Officer. ofuts 1np
cases for decisions, with the advice of the ahove supervision, based on
sonnl inkerpraration of policies and rules framed by the Authority.

Avallanle Guidelines:

tias  availahle all applicable policies and procedures issuaed by khe
Anthority as well a5 specific instructions issued bv his supervisors.

Exercise of Judasnmoant:

Requiras to coordinate aclivities with supervisors.

. Works on tnhe Dpasis of the instructions received and strict
arTherence to pertinent onperating procedures. Recommendations ko
supervisors are expected Lo be complete, accurate and in the bhesk

interest of WAPDA.

Authorityv to Make Commitments:

Limited ko powers delagated by the Administration Officer.

Haturae, Level and Puroose of Contacts:

Deals with WAPDA Uninns and other related offices tn discharge his
duties efficiently.

Supervision Exercised:

Directly supervises all employees assigned to the personnel Eunctions.



POSTTION TTTLE

Supervisor - Legal aud Labor Welfare

GRADE : BPS-11/14

BASLC POSTTINN DESCR[FTLQQ

Posponsiblo to rthe Administration Officer for divisional legal and 1labor

wolfare mattors.,

HAJOR DUTIES AND RESPONS 1B ILITLES

Maintaios record of legal sases.

Provides assistancn  and information to the WAPOA counsel engaged for

rhe dofence of Diviaion cases.

Attends court of law with YAFDA counsel to provide any evidence ar
information that mav he raquired during the hearing of the casa.

Assiats  the Manager Administration  in choosing counsel from the
panel of rhosa approved hv the Authority.

Prepares cases for ohtaining legal advice and guidance from the
AEB/WAPDA inadquartere.

Deals with rthe Labor problems and prepares cases for decisinn.
Processes all cases of arievances and petitions for redress.

Arranges meetings of Division Manager with CBA Union and records
minutes of the meertings.

Keeps the Manager Administration informed on all matters relating ro
legal and labor welfara.

-7

DESIRED QUALIFICATION:

.

b.

D
.

Education:

Bachelor's degree or by promotion from amongst senior clerks on the
basis of seaiority-cnm-fitness with at least 10 ymars experience.

Prior Worlk Experience:

Hinimum thren years of oxperience in the relevant fimld.

Lnngunge Proficiency:

Must be fluent in written and spoken English and Urdu.



[

Knowleds~ of Specific Areas:

Fuowledae of WAPDA's rules, repgulartions, policies pertaining to
Teeal and Tabor welfare.

Eaowlodegns or the methodg nsnd ) deal  with skilled,

somi-sii Lled aad nnskilled labor,
Abilirins and Skillq:
Ability to cammunicare his views and write reporcs.

Ability to nnderstand and deal with Division employees.

. Abilicy vo doal with the WAPDA counsels.

POS LTLON ELEMENTS :

Supervision Receivaed:

Divecr supervision is veceivad from  the Administrarion Officear Al
Funcriooal supervision  {rom the Assisrant Director/Deputy Dicenror
Legal and Labor Welfara AER.  Purs up  cases for decision with rhae

advieca  of  his  saperiors  hased on sound interpretation and rilog

framed by rhe Anthoriry,

Available fuids Lines:
Has available all applicable policies and ptocedures issued by the
Anthoviny as well as those issued by the AEB.

Exercisa of Judgaent:

Requires tn conordinate activities with supervisors.

Works independently based on the instructions received and
skrict adherence to pertinent operating proceduras.
Recommendations to his superiors are expected to be complete,
Aaccurate and in the intarest of WAPDA.

Authority to Hake Commitments :

Vil

Deals wirh t-ha Division Supervisor's staff, WAPDA counsel,
representatives of labor union, courts, tribunal, etc.

Supervision Exercised:

Directly supervises staff assigned to him.

ATJTYWELE/ 25



FOSITLON TITLE: S5afety Coordinator

GRADE : BPS-16
BAG T FHICTTONAL DESCR l'l"l'l()rl‘J:

The Sarers dooodinator s respansible to rhe  Administration Officnr for
all safwry matters «oncerning the Division and to rhe Deputy Direcror -
Safery AFRR. Promotes the safety programs aand practices and insures
complianee  with  the  UAPDA  Safery  Code. Reports unsafe cordicions for
corractive Action, reports accidents Lo the concerned higher anthoriries
aned aniataing records of all safety actlvities and statistics on

Aceidones,

MAJOR DUTIES AND RESPONSIBILITIES :

Poarinrms fiald inspections regularly for compliance with the WADPDA
s5af2tr Code and safety procedures and practices aad provides a
writren raport rto  the appropriate adaianistrative supervisors with
reconmendations to correct any deficiencies found.

Answe s or resoluns inquiries of safety from management and

Asaploveas,

Aszists and gnides nccident jnvestigrtion committees.

Condiicrs  inspection of safety equipment and tools for cheir
availability, serviceability and suitability and providaes reports

with recommendation Lo correct the deficliercies fouund.

fniciaces requests for the acquisirtion of safety equipment ot
available in the field stora.

dAonitors implementatinn of recommendation for accident pravention.

! Conducts monthly safety meetings to review the WAPDA Safety Code and
discuss the safety marters with the Division employeres.

Organires monthly =safety committee wmeetings undar the chairmanship
nf Division Manager to review and (iscuss safety problems.

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

N Assists in organizing on site safety training programs for cthe
Divicion employees.

s Makes immediate telephone reports to the functional supmarvisor in
ALl urgenc matters of safety such as ~mployee or utility celated
public fatalities and serious accidents.

Any other duty as may be assigned by his supervisor.



DESIRED QUALIFICATILONS:

a) Education:
Tueambent shou b ho 1d diploma in Electrical angineeriog  from
Polyvtrchnic  Insritate., Hlnwever,  joh related experience wmav be

substitutnd for ~ducation.

b perionca:
Lncumbent:  @nst have at  least 10 years experience in Electrical
Distribution acrivities.

c) Language Proficiemncy:
ncumbent must possess  a moderate degree of proficiency in bnth
writton and  spoken  FEnglish. Must also possess a high degrae of
proficiency in writtan and spoken Urdu.

) Knowlndg:
Intimare knovleder of the Safety Code and work procedurss.

) Abilities and Skills:

Ability to impart knowledge of the safety code inrarfaced with
sound distribation procedures to all employees.

Abilirty to prepare written reports and staristics.

POS LTION ELFMENTS :

) Supervision Received:

Under functional guidance of the Deputy Diregtor - Safety (AEB) and
administrative supervision of the Administration OFfficer incumbent
performs most work under moderate supervision for activities and

progress.

b) Available Guidellnes:
Incumbent  uses the safaty and various other data provided by

functional supervision combined with abilities and skills ro provide
a comprehensive safety program.

) Exercise of Judgmenp:

lncumbent exercises moderate  judgment and will appeal to  higher
supervision in the difficulr matters.

d) Authority to Make Commitments:
Recommendations based on WAPDA Safety Code and the relared

guidelines provided by the functional Supervisors must be considered
applicable to the Division area assigned.

1L
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e)

)

DTSK

Nature, Level and Purpose of Contact:

o contacs with the meneral public.

Sunpnrvision Bae

Niract!te anpervises the staffl provided.

1 safeconr

I

Reanlar  econtacrs  wirh  the Divisfon employees on safety matters but



FOSITION T E: Foreman Transport
GRADE BrS 11

FLEICLTOSTTTON. DESCRIFTION:

e -~ o . N N . ’ 2] I N
Thee  Tareman  Transport in a Divieion is responsible to the Supervisor

Genaral Sarviecss for opzrations, maintenance and repair of vehicles

the Division.

HAJOR DOTTES AUD. PESFONSTRILITIES

in

- Controls  the allecation  and usz of divisional vehicles for maz: innm

utilirzation.

~ Organizes resilar preventive maintenance of each vehicle under
suPervision,

his

- frranges minor repairs exp=ditiously in vehicle repair ehop under

his supervision.

- Inspects all divisional vehicles on a quartarly hasis to check

fitness of vehicles.

- Inspects vehicles requiring major repairs v and scrutinizes repair

estimates.

- Arranges major repairs expediteusly  and checks  the extent  and
rtandard of repairg dene.

DESIRED. QUALIFICATIQNS:

a. Fducation
Matriculation with certificate in Auto & Diesel kepairs

from a technical school.

b. Prior_York FExrerience

Hinimum of 3 vears as Chargehand/Assistant Foreman in a vehicle

repairing workshop.

c. [arguage

Ability to read and understand instructions given in Users Handbook

these instructions to vehicle drivers.
d. Fnouledee of Specific. Areas
Knowledge of WAFDA s rulee and procedures on transport.
Enowledge of maintenance and repair of vehicles.

Knowledge of vehicle spare parts.

on Operation and Maintenance of Vehicles, and ability to evplain
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a.

Abilitire. ond. Skills-

Skill to deal with drivers and repair shop mechanics etc.

sureryvicien. receiyed

Direct supervision received from Supervisor General Services.
Available Guidelines

Has available all instructions on use, oparation, mainteniance and
repair of vehicles issued by Administrative Officer and specific
instruction issued by his Supervisor.

Erercise. of . Judgment

Works on the bhanir of instructions received and strict adherence to
pertinent operating procedures.

Hatwee, Iovel and. Rarpose. of. Contacts

Deals with lecal repair servien shops and epare part dealers under
guidance of his Supervisor.

fupervicion, Feerpinec

Directly supervises drivers in performance of their assigned duties
and for maintenance of vehicles.
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INTER-CZFICE MiTHORANDUM

April 16, 1937

—
TO 0 5.0 JANAD HALDER C
NN o

iy

\\
SUET : REORGANTZATION OF AFEB'S AND CIRCLES

FROS . HANZEOR AL SHATEH Chse

Froposed  Reorganizations  for AEB's and Circles were sent o you on April
5. 1087, As a part of the sam: evercise, the following additional inpat

1 anclosed for venr compents:

L. Rzasons for Reorganimation.
2 Stafifing.

3. Requiremanis  for office space, office equirment, vehicles,

telephonss and Dmiture.

4. Position [wescriptions for the positions proposed at AEB and

Circle.

Attach: a.a.

F.W. Hermansen

Q
0
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GENERAL ADMINISTRATION

REASONS FOR REORGANIZATION

Saveral
Gener:)

problems exist at the Circles and AEB’s level in the arma of
Alministration. Somm of the problems are:

Auareness of sianificance of Safety practices is lacking to a
great extent .

Facilities for Safeby training do not exist.

Complete review and update of the present personnel palicies
and procedures is requirved in order to manage efficiently.

A systematic approach towards Career Development and  Homan
Resource Information System has not been developad.

Administrative and financial powers are delegated on the hasgis
nf distrust.,

Position descriptioens do not exist in most of the cases.

Availability and utilization of traneport needs to te improved
by instituting an efficient maintenance system.

General GServices has not emerged as a distinct furnchion thus
far.

Availability of office equipmant is insufticient.
Procedures for acquiring houses and offices is cumbersoms.

Telephone sanchioning procedires need simplification.
P

These problems will be rectifisd by improved organizations for Circles

and  AFR s,

mwiification of the existing policies and procedures, and by

introducing latest connephs in Lhese areas.

21
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GENERAL APMINIGTRATION

AREA FELECTRICTTY POARD

The  Gazneral  Administration fanction At the AFR level has been aungmented
tooensure officient handling of Aadministrative matters, to bring =larity
with regmds b respensibilities, jucreased ausrensss abont safaty, make
cortain thet Safety podicies and practices are adhered to,  and  develep A
myatemabio approsach touaeds oareer planning  and development.  Director
Adminiateation uill g+t finckional  gaidance from  the Director General
Fopmonne ! At the  Headgqnarters. He will be supported by six Damoaty

Clvecrsrs and will be o respeonsible for

Porsonnal Affairs: It will  inclode  compensation,  amployees
foneds, advaneas, olaims, leaves, employvess persounel vecords.

Feraonne | Will handle  recmitment,  transfers, promotions,
diseiplinarmy mases, performance evalnation.

[~gal and  Tator: Mill deal with legal and  labor caseos,
weeping  leeal  records,  selechion of legal coumgel advising on

Latvar preblems.

Safety: Will b responsible  for ensuring  implementation  of
newly introduced  Gafety policies and procedures, assist in
accidents  investigations, expedites availability of safety

equipment .

Trarspors: Will o] responsible for the use, conktinl,
maintenanee and repair of vehiales.

General Serviess and Civil Werk: Will prepare  annual, building
constrchion and maintenance programs, its budget ing,
designing and  exeontion. Will also take care of office
matters like provision of office equipment, office fumiture,
stationery and forms, installation of telephones, acquisition
of residential and non-residential baildings.

ALl these activities will be governed according to the administrative and
Tinancial pouers of the Chairman, AEB and Director Administration.

na
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GENERAL ATMINISTRATION

CIRCLE

¢

An Administration Sechion has been  proposed  at

ftunctions  wiltl b2 similar to the ones proposed for Model Divisions.
will ko henaded by an Administration OFficer and the

inclacdn:

Fersonnel will be  responsible  for

compenaation, braining, orientation, records and

the Circle  lreuesl.

promotinn, demobtion, bransfer cases, ete,

Safety  Inspector will ensure implementation of Safety
and practices and speedy handling of accidents s

General 5Services and Civil Works will
residential  and non-residential baildings,

maintenance, arranging of office supplies,

handle

Lalephone, water and gas connections, etc.

their
office

resvonsibilibies

acuisition
repair Aand
aquipment,,

Its
Ik

wilbl

the employees employmant.,
process ing

Uf

2y paoliciss
investigatione .

of

Transpovt  Incharge will ensure use, control, maintenance and

ropair of the vehicles.

All these activities will be governed according
Aadministrative powers of the Circle incharge.
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ARFA ELECTRICITY EOARD

STAFFING - GENERAL ACMINISTRATION

DIEECTOR ALTUISTRATION
Stena Grade ]
(RIS

Maib o id

DEETY DIEECTOR  PERSCNNEL
Steno Greade [l
Haih Dasid
Administration Officer
Sl Sopervisor Peraonnel
Supervisor Personne)
Poracnne L Assiztant
Cenior Clerk

Jnior Claek,/ Typist

LY, DIRECTOR. PERSOIMEL. AFFAIRS
Stenn Gr. 11
Haib Qasid
Administration Officer (Affairs)
S Supervisor Peraonnel (Affairs)
Supervisor Personnel (Affairs)
Aszistant Personnel (Affaivs)

Senior Clerk

Junior Clerk/Typist

Revmord Keeper (Avg 8,000 files)
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BES
( 19

11
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716
{ ‘ 14
111

FROE.

— e
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]
1
0
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BES  PROP.  EXIST, DIEF.
>
Y. DIFECTOR LECAL & [LAFOR 18 1 1 0
Steno Gy T Y B i (1 -]

Hatbs Oas i 1 1 1 ()

Admintatration OFficar (L%1) SN LT { 0 -1
Cenior Ynpeveisar (L) 16 1 0 -1
Snperv zor (1AL /14 ! 0 -1

Assintant (L4l) A1 10 1 0
Senion Clerk 2T 1 0 -1

Junior Clerk,/Typist

Uy, DIRECTOR CAFETY v 18 ) 1 0

Inspesator Salfaby v LB o ¢ 0
Stone Grade 11 S 1 ! 0 -

Typint R, 0) 1 Hl
Haih Qasid vl 1 1 )]

2o



EFS  PROP,  EXIST.  DJEE.
DEFUTY DIRECTOR CIVIL WORKS % G, SFERVICES
Lvepatbye DY pecbens (XEMD 18 1 1 0"
Stenes Geade 1L ] ) 1 )
M. Qasidd ' ol 2 2 ]
Supereisor (.85 v 11/14 1 0 -]
Supeawisor Poi blines 1/14 1 | 0 -1
Hesed Clard 11/14 0 1
Assistamnt A 0 1
Sr. Clerk V7 37 3 0
Jro erk v5 32 3
Taled Orsurator T 1 1
Cestatnor Opssrabor ]

T
Typist, -5

Assistant Divesc oo AT
SnabeFrnginesrs WJM1/16
Hesed Clerk-ommn-Avenmnpbant, Al/14

1
1
Dafrr Y L
1
3

arL Olerk ) +1
Jrl Clerk =5 2 )
Typist ~5 0 -1

D hsman oL

1
Trracey -5

Work Mistry prd
Fitber

1

4

2

1

1

1

H. Qasid ke 2
2

2

Carpontber 4
2

N N O W o~
-+
(o}

Flumt e

Masen

N =
1
—

Hesel Mal 1.
Mal i
Hee ] peor /U0l ie “ 12 1) 4 -3

5

5
Flechrician 5 2

o

1

Chowl idar -1 4 %y 1 -3
Sumererr -1 b 9 +3
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BFS  FROP.  EXIST. DIFE,

DECUTY . DISFCTOR TRAUSFORT /”‘ ~18 1 1 0
Steme Grade T1
Foroemm Transpouvt (1\l.lt’13)’ / vid 1 0 -1
Aty Aszistant Foreman (0(/y;/‘. 11 | |
iy ‘ w1 3 3] -3
Tyriast ‘ ‘;“5 0 1 +1

Maib Qasid

TOTAL : 143 115 -48

SIMMARY

BES 1 -3

5 -

7 -5
11/12/14 -9
16 -3
L7 -5
13 -1
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GENERAL ACMINISTRATION

CIRCLE AEB

1. Yehicles 1 4

2. Direct Telephone Lines or Through PBX 1 4

3. Intercoms 4 10
4. Office Space 1260 Sq.ft 7250 &q.f*

5. Furniture : Office Chairs 5 25

Visitors Chairs 15 84

Dffice Chairs - Ordinary 10 66

Office Tables - Type I 5 25

Drawer Cabinets 5 25

File DRacks 14 71

Almirahs 2 21

Stools 1 10

Wooden Penches 1 5

5. Photocopying Machine 1 1

Typewriters 2 11

Note: Existing vehicles, telephones, intercoms:, furniture and office

equipment will reduce the actual requirements.
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GENERAL ADMINISTRATION

CIRCLE STAFFING - EXISTING AND PROPOSED

PF5 PROP. EXIST. DIFF.

ADMINLSTRATTION OFFTCER 17 1 0 -1
Maih Qarid 1 2 2 0
Supivisor Personnel 11/14 1 0 -1
Assistant 12 0 3 +3
Sr. Clerk 7 2 2 0
Jrl Clerk 5 1 3 +2
Record Keepzr 5 1 - -1
PMary & Dispatch Clerk 5 1 0 -1
Typist 5 2 0 -2
Supervisor Gen. Services 11/16 1 0 -1
Jr. Superintendent 14 0 1 +1
Jro Clerk 5 1 0 ~1
Suesapar 1 1 1
Choukidar 1 1 1
Mad i, 1 1 1
Daftri 2 0 1 +1
cafoety Inspzotor 16 1 0 -1
Sr. Clerk 7 1 0 -1
Transport Incharge 1 0 -1
Driver 1 0 -1

20 15 ~-12
+7
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FOSITION TYTLE: Secratary AEB

GRADE:

RIG 18

PEFARIUELTT AR

PALTC.

FUHCTIOMAL. DESCRITTLON:

Searetary, Area electricity Poard reports to the Chairman AFB and is
responsible  for organining meetings  of the Poard, recording minutes of

these

meetings and monitoring implementation of the decisions taken by

the  Paard. Ha deals with the complaints received from the office of
Wafani Mohtasib.

HAJOR.

DUTTES. AND. RESIONSIRILITTES :

Orpanizes meetings of Area Flectricity Board and maintains records
of the minutes of the meetings.

Monitors the implemontation of the decisions of the Board.

Assists Chairman AFB  in all the meetings of developments with
Provincial Government.,

Monitors the progress of selaction of villages by the Provincial
(lovernment  and assists Chairman AEB to follow up and expeclite the
pregress of selection.

Handles complaints received Erom the office of Wafaqi HMohtasib

of fire,

Any other functions and duties as may be entrusted to him from time
to time by the Board.

DESIRED. QUALIFICATIONS:

9]

Ecducation
Pachelor’s degree in Engineering is required.

Prior. Hork_ Experience

Minimum of 5 years experience in at least two major functional
areas of Distribution.

Lanpuage_ Proficiency

Must be Fluent in written and spoken English and Urdu.

Rnowledae. of Specific Areas

Knowledge of riles and regulations of the Authority with a thorough
understanding of the overall working of AEB. Experience of
conducting meetings and recording minutes is desired.


http:elovernrn.nt
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L Ability apd Skills

Communication skill bokh  in written and spoken Fnglish  and
Urea,  Ability ko address groups and the Press.

Ability to noederstand problems and develop practical solutions.
FOSITIOU RLEMENTS:
A, Supervision Received

Direct supervision is  received from the Chairman, Area Electricity
Pl

b. Available Guidelines

Has available all applicable policies and procedures 1issu=d by the
Authority as well as specific instructions issued by the Poard.

. Fxercise of Jdudament

Works on the hasis »f the instruckions received and strict
adherence to pertinent operrating procedures.

Limited to the administrative and financial powers given to him.

. Hahare, Level and Darose of . Contacte

Deals with related offices to discharge his duties efficiently.

Directly supervises all employees assigned to  the personnel
functions.
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POSTTION TITLE: Direator Administration
(GGRADE pEs-19
DEPARIMENT : AFB Tavel

PASIC. FINCTIONAL . DESCRIFTION:

The Director Adminigtration is responsible to the Chairman AlB for the:
services inclnding recruitment, transfers, promotions, demotions,
Adisciplinary actions, personnel records and statietics, career planning
andl Arvalopment,  performance  evaluation, compensation, labor, legal,
safety, transport and general services.

MAJOR. DUTTES. AND. RESTONSIBILITIES

Dirr~ts the recrmitment of personnel in accordance with the
established down policies and procedures.

Directs the prooess of cases  for postings, transfars, promotions,
dem~tions and terminations.

Fneaures that  the public and employee complaints, grievanaes,
likigation cases are effectively and fairly handled.

[nenres that the personnel files and  records of employees are
maintained.

Advises the Chairman AFB  »nd other officers on matters relating Lo
personnel, -iscipline and labor problems.

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

properly administered.

Fnsures that the rekiremsnt, gratuity, all kinds of leave, grup
1ife insurance, provident Ffund and WAPDA welfare plans, are dealt

with.

Approves payrolls and other employee’s claims.

Processes and maintains annual confidential reports and declaration
of assets and all matters concerning therewith such as comminication

of adverse remarks and scrutiny of representation thereto.

Keeps employees abreast with the Jatest  Authority/Government
remilations oM Safety, Wages and Salary, Labor Laws, HWorkmen
Compensation znd other benefit plans.

Prepares  performance evaluation reports and recommends grant of
increments, awards, acaelerated promotion, transfer, demotion,

disciplinary ackion of personnel suparvised.

Dirrots career planning and development of the employees at the ALB
level.
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Responaible for producing personnel statistics.

Interprets lawus, miles  and  regulations framed by the Authority and
oblaina advice on legal matters from the concerned authorities.

Digpeers of diaciplioary/enquiry cases in acoordance  with the laid
dewn polbcies and prontices,

MAniters bthe tegal cases in the Court of law.

Preparen, implements snd monitors the badget of his section.
Recommenca tha hiring, rehiring and vacation of all types of
tnildines insinding complaint offices, customer services centres anrl

Area offices as  reqnired  and  ccordinates maintenance of aildings
evned by WAFDA and hired of fiers/residences.

Fxpreicrs avorall contrnl over the oparakion of the AEB's  vehicles
to maximize  employeas efficiency and vehicle utilization and to
aliminates unauthorisnd nse.

Direste the maintenance and repaic of the AFB's vehicles.

Arranges proourements  of office  furniture, equipment and  insures
their aorvies and repair during use.

Recommeaneds replacemant of obsolete and unserviceable office
fumithre and equirmenta.

Arrangns supplies of stationery items for the AEB.

Assists  in establishing and maintaining position description of
emploveas of the AEB.

IIndertakes other functions and responsibilities as may be assigned
by bhe Chalrman AEB.

DESIRED. QUALJFICATIONS:

a.

Edveation:

Pacheloar or Master s degres in Pusiness Administration or Fublic
Administration is required.

Minimmm of 5 yvears experience uith Master's degree and 10 vyears”
mxperience  wita BRachelor’s degree in one of the major functional

Arenn.

Langnase Proficiency:

Must Fe fluent in written and spoken English and Urdu.
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o,

Knowledae of Speci fie Areas:

Knestledge of managenant practices and an understanding of the
nperation of the personnel finctions.

Fruowiedae of  the  methods nesed to deal with wnskilled and
armi-akilled and skilled labor,

Fnowledge of affice methods and procedures.
Abilities ond Skills:
Ability to develop accurate and complete records and schedules.

Tkills to deal with Unions.

POSITION. FLEMENTS:

AL

b.

e}

l.

cupervisicn. Recelved:

Direct suparvision is received from the Chairman AFB and functional
assishtance from the HQ General Manager Administration . Process the
cases for decisions, with the advice of the atove supervision, based
~n sound interpratation of policies and procedures.

Available Guidelines:

Has nvailable all applicable policies and procedures issued by the
HG as well as specific instrnictions issued by his surervisors.

Frercise. of_ Judgmenk:
Requires to coordinate activities with Deputy Directors.

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

Anthority. to. Make. Commitments:

Authority to  aommit  WAEDA  is limited to the financial  powers
delegatad by the Authority.

Mature,_ Level_ and. Purrose. of Contacts:

Deals w@ith WAPDA Unieons and other related offices to discharge his

daties.

Supervision_ Fxercised:

Direchly supervises all employees assigned to the Administration
function.

2b
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POSITION TITLE: Daprity Director Personnel Affairs

GRADE nEsS 18
DEPARITME AFB [avel

RASIC FIRICTIONAL DESCRIFTION:

The Dwepaty Director Fmployen Penefits is responsible  to  the Director
Administratinn. He is responsible for the implementation of all wage and
salary ond tenefilts programs in AEB. It shall include the administration
of the ltenzfits programs on A uniform and consistent manner. e is also
responaible for employeas funds, advances, claims, leave sports, et

MAJOR DUTTES. AHD. RESFCHSIBRILITIES:

biopks ~logely with the Director Administration in tha administration
of the ~mployee benefits policies.

Maintains a wage and salary program for YWAPDA as given by the
Athority. FEnsure uniformity in all the Divisions and Circles.

Acmists all Administration officers and Supervisors Personnel  in the
Divisions and (ireles  to ensure  coordinabion, continitby, aod
~enaisteney with WAPDA molicies and procedures.

Asnists in preparing  and  keeping  wages and benefits  bad
incdlividual departments  and ccordinate all tadgetary process
Divisions and Circles.

gets  for
as of all

Dewelops and  maintains  necessary forms and procedures for  all
Fmployea Benefits programs for all levels in AEB.

Maintains all wage and salary and benefits manuals.
Establishes and monitors a catisfactory procedurs to ensure propar
banafit payments for all levels of AFB. This will include d=aling

with Pension, FProvident Fund/Gratuity and Group Life Insurance.

ists in the preparation of data for labor anrl welfare meetings as

Doals with employees claims, advances and leaves.

Conducts necessary audits of the AEB's to ensure compliance with all
program.

Oganizes sports activities at the AFB level.

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

>1



DESIRED. QUALTFICATIONS:

Dcueation:

Pachelor or HMaster's cdegree. Degree in Business Administration o
law woinld ke preferred.

Prior VWork Fxreriepce:
At least 8 years in the DPersonnel related areas.

Language. Proficiency:

incnmbent must poscess a high degree of proficiency in both  written
and spoken Fnglish and Urcha.

Job Anow)edge:

Individual is required to have a thorough working knowledge and
practical understanding of the basic wage and salary  and
Fenefits rolicy of WAFDA.

Must bhe able to read and interpret benefit policies and
procedures at the AFB level. Also possess the skills to
implement theose plans as well.

Analytical «ckills and ability teo evaluate and ccordinate
reports at all levels of the salary & wage and benefits program.

Ability ko recommend new programs or revisions Aas dermed
necessary.

FOSITION. FTLEMENT

a.

b,

d.

Surervision. Required:

The Deputy Divector Personnel Affairs shall report to the Director
Administration. The incumbent  shall plan and schedule hias
assignments  with minimum  direction. He is  expectad to  reach
independent  conclusions and make recommendations  for appropriate
action, respentive to his duties.

Exercise of Judgment.:

Incumbent  is  expected to  exercise judgment on all matters relating
to wage and salary and benefits and other related subjects.

Authority. to Make Commitments:

Limited to the administrative and financial powers delegated to him.
Mature,_ Level apc Purrose of Contacts:

[Incombent  will maintain effective working  relations  with  all

employees and their supervisors to obtain pertinent information to
discharge his duties efficiently.

2V
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Supervision, Exercised:
The incumbent. will supervise all employees assigned to  the Peroonne 1

Affairs fiunction. Hle will provide functional guidancm ta the
Divigions and Cireles on ~mployee benefits and other related matters,
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POSTTION. TITHE: Daputy Director Transport

GRADE : AFS 18
DECARIMENT AFR [ovel

BAGIC FUNCTIOUAL, DESCRIFTION:

The Darnty Divector Transport in responsible to the Director
Administration for uce, crntmml, maintenance and repailr of  vehicles held
s charse ~f  ARR. > 15 Alsa responsible  for implementing  in ARB
feomations  les, palicies  and  preeedures, issuend by Distritation
Heeadanm-tore He monttnrs the  functional efficiency of Transport

Foetinng in Cireles, Diviesions and Sub-Division.
HAJOR. DUTIES AND. RESFONSIRILITIES:

Control and monitor nse of AFR vehicles to maximize utilization for
assipnad tasks.

Organine efficient maintenancs and repair system for AEB vehicles

Reep AFB  wvehiclaes in a fit ghtate to ensure availability for
assign~i tasks.

Coordinate and control issue of Ol to AFB vehicles.

Inspeat AEB Circles/Divisions/Sub-Divisions to monitor:

- ntilization of vehicles
- etandard of maintenance and quality of repairs
- arrangements for issue of FOL and economy measures

Maintain statistics of vehicles in AFB and its formations on
prescribed formats.

Render prescribed reports and returns to Distribution Headquarters.

Technical  advice to Transport staff in Circles, Divisions and
Sub-Divisions.

Testing of drivers in AEB formations annually.
DESTRED. QUALIFICATIONS
L. [clieation

B.5c Fnginearing degree in Autowmobile or Mechanical Engineering or

.....

equivaleont.
b. Prior York Fxperience

A minimm of 8 yvears in the field of motor transport with at least
5 years service in BPS 17 or equivalent.
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.

D

Fluency in written and spoken English and Urdu.
Fnouledge of Srocific. Areas
- Fnowledge of bransport management principles.

- Fnowledage of rules and procedures.

Knowladge  of vehicle malntenance repalr practices and
techniques.

- Fnouledse of repair workshop facilities.
Ability and Skills

- Ability to understand technical problems relating to transport
managemant, develop and implement practical solutions.

- Abhility to evaluare fltness state of wvehicles.
- Ability to evaluate and execute repair programs.

POGITION. ELITERNTS

a.

b.

D

el

Supervision Received

Receives direct functional supervision from Director Administration.

Available Guidelines

Has available all policy, procedures,  guidelinzs  issued by
Distritution Headanarters and AEB.

Exercise of Judament

Evernises pound judament  to  arrive at correct decisions in
execention of his  functions relating to transport venhicles in AEB
and its formations.

Athority to HMake Commi trents

[xercises full Aauthortty within limite of delegated financial
rowers and approved policies/procedures.

Supvervision, xerciced

Directly CUPRTVISAn the work of Foreman Transport and other
employees assigned to his department.
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FOSITION TITLE: Neputy Divector Safety
GRALL: BP5 18

DEPARITENT : AR

PASTC FUNCTIONAL. DESCEITTION:

He is responsible Lo  the Director Administration (AEB) for the
implementation of the policies, procedures, practices and  programs
relating  to safety. Reports functionally tn the Director Safety, WAFDA
Headauarters., Resolves all safety mabters with guidance, as necessary,
from the Director Safety. FProvides fimchional guidance to the Cirecle and
Division Safety Inspertors and Safety Conrdinateors respectively on safety
matbters,

VAJOR. LUTIES. AND. RESPONSTBILITIES:

Monitors through functional supervision the implementakion of
safety policies, procedures, practices and compliance with the
Safety Code by tha AKB employees at all levels.

Summarizes all field reports for the Circles and the Divizions into
statistical form and subtmits Lo the Director Safety, WAPDA
Headaquarbers for analysis and comparison puarposes.

Distributes safety instruchtional materials to the Circle Gafety
Inspectors ancd the Division Safety Coordinators for guidance,
information and publicity.

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

Conriucts pericdic staff meetings with SE's and XEN's and their
Qafaty Inspectors and Coordinators in the AEB on safety matters.

Brings to the notine of the Regional Director Inventory Caentrol
(RDIC) and to the Director Safety, WAPDA the shortages in the

safety equipment held in  the Regional and Divisional Gtores and
takes steps to supply them.

Ensnres that his Safety Inspectors continually perform spot checks
in the Civcles and the Divisions and subtmits reports with
recommendations .

Fnaures  implementation of the recommendations, as deemed necessary,
of Bafety Inspectors under his supervision.

Monitors the on-site safety training programs in the AEB’s.

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

Supervises assigned staff,
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DESTRED QUALIFICATICMHS:

.

Fdueation:

Inmruabznt. must possess a0 degree  in Electrical FEngineering or
~quivalent recognized by the Pakistan Fngineers Conncil.

Prior Hork Exrerience:

[nenmbent, sk have  ah o least B8 years’™ experience in electrical
distrilntion antivities.

Larenage P1oficiency:
fnoumbant mash possess a high degree of proficiency in both  wuritben
es

and  spoken Bnglish. Most also possess a high degree of proficiency
in uribten and spoken hedu. :

Job Bnovledge:

Intimate  lknowledge of safety code, nlectrical distritution
precedares and sonnd, responsible managerial expertise.

Abilities and Skills:

Ability to impart knowledge of the safaty code interfaced wuith
sound distribulion and management procedures.

Ability to inkerpret Urdu or Fnglish statistical or technical
informakion intn meaninzful reports and performance objectives.

High ability to raktionalize and maintain an effective
relationship between employees and management officials.

POSTTION. ELEMENTS

b.

Under functional auidance of the Director Safety and administrative

suporvision of  the Direator Administration., ineumbent performs mosth
work under little or no sirervision for ackivikies and progress.

Available Guidelines:

Incumbent uses the safebty covle, various other acquired daka  and
data provided by HBimetional supervision combined with  refined
managerial skillas to pravide as a clearing house for all of the
asasigned AFR s safety activities and procecures.

Fxervise of Judgment:

Incumbent exercises a high degree of  judgment and personal
direction.
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e,

Authorily to Hake Commilments:

Recommendations are  conmsidared by supervisors and are genaral ly
aceepbed,

Uature, Leve) and Parpese. of Contacts:

Incumbent should  be clasely affiliated with the Ins tituke of
Electrical Fngineers of Pakistan (IEEP) and  other reputable
organizations a5 well as the provincial government  for safety
compliance.

Supervision Fxercieed:
Incumbent  exercises full  functional and administrative supervision
over the Safety Inspectors and support staff assigned. Also

exerclises functional supervision  over the Division Safety
Coordinators.,
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POSITICH DESCRIFTIGH: Deputy Director Personnel

GRADE : RFS 18
DEPARTMELTT AFB Tevel

DASIC. FUNCTTCRAL . DESCRIFTION:

leports Lo the  Director Adminigbration  and is responsible  [for
recruitment, tranafler, promotion, disciplinary cases, perfornance

avaluation and braining.

MAJOR. PUTIES. AND. RESEONSIBILITIES:

Parforms dutiss in connections with employment of personnel.

Processes the cases of postings, transfers, promohions,
terminations and dignoiplinary actions according to Authority’s
rles.

(onducts personnel orientation of new employees including proper
completion of all forms and decuments. Responsible for obtaining
all the doruments to complete the rersonal files of the concernerd
amployees.

Performs uties in connection with maintenance of files and serxvice

records  up-to-date  and  complete in all respects, schedules
meetings, and convenes Poards for selection purposes.

]
Assists in preparing position descriptions.
Prepares parformance evaluation reports for the employens.

Frovides guidance to the Divisions and Circles on FPersonnel matters.

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

DESIRED. QUALIFICATION:

A,

d.

[clucation:

Rachelor or laster's degree. Dagree in Public Administration or
Pusiness Administration is preferred.

Prior.Hork Fxperience:

Minimum of 8 vears® experience in Personnel associated area.
Language. Froficiency:

Musk te fluent in written and spoken Fnglish and Urcha.

Roowledge. of Specific Areas:

Knowledse of  administrative policies and practices and an
nnderstanding of the operation of the personnel functions. '
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Knowledge of  the methods used to deal with anskilled  and
semi-skilled and skillaed labor.

Knowlodge of anles and regulations of the Authority.

Ability and Skille:

Ability to devnlop acourate and complets records and schedules.

FOSTTION, FLEMENTS |

a.

b.

d.

Supervision. Recejved:
Divect supervision is received from the Director Administration.

Futs up cases for decisions based on  sound interpretation nf
policies and miles framad by the Authority.

Available Guidelines: .

llas awvailable all applicable policies and procedures issued by the
Authority as  well as sp2cific instructions issued by his

supervisors.

Exercise. of . Judgment:

Porks on the basis of the instructions received and strict
acherence to pertinent operating procedures.

Authority. to_take. Commitments:

[iimited té the administrative and financial powers delegated to him.
Mature, . Leyel and. Purpcee. of. Contacts:

Denals with related offices to discharge his duties efficiently.

purervision. Exercised:

Directly suparvises all employees assigned to the personnal
functions.
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POSTTTION TITLE: Pepaty Director Labor and lLegal

GRADE: BPEG18
DEFPATTTIRET AFB Lavel

RASTC FUMCTTONAL, DECCRIETION:

The Doty Direchor Labor and ILegal is responsible to the Director
Administraktion, He is responsible for the coordination of all lakor and
logal matters at the ARB level. He will coordinate nmeebings wibkh the
fabor mmions.

VAJOR DITIES. AND. RESFQUGIBILITIES:

Maintains record of legal cases and provides assistance and
information to WAFPDA counsel engaged for defence of AEB cases.

Maintains a current working labor contract or manual, which contains
all agread upon items by the lnion and the WAPDA.

Frepares cases for obtaining legal advice and guidance from the
Hearlquarters.

Pravides guidonon to the Divisions and Circles on legal and labor
matlters.

Arranges meetings with the vnion and records minutes of the meetings.

Keeps Director Administration informed on all matters relating to
lator and legal matters in the ARB, Circles and Divisions.

Processes all cases of grievances and petitions for redress.
Anv other duties as may be assigned by the proper authority.
DESIRED. QUALTFICATIONS:

a. Fducation:

Rachelor or HMaster’s degree. Degree in Law or Pusiness
Administration is preferrerl.

b. Prior.Work_ Exrerience:

At least 8 years in Lhe relevant areas. Magt have training in
neaobiating skills and in labor law.

[onmuage Proficiency:

0

Inoombent must pogsess a high degree of proficiency in beth written
and spoken Fnglish and Urdia.

3
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d.

o,

Jobr Knowledge:
Individual  is required bo have a thorough  working knowuledge of

prorar labor negotiating  techniques. Muet possess  the akill to
cAarvy oul these fimetions in a professional manner-,

Ability and_ Skills:

Ability to maintain a  good vorking relationship with all
employees and management officials.

Managerial skills te coordinate meetings with the labor.

Ability ko evaluate and recommend changes in the working labor
agreement

POSITION. FELEMENT

a.

b.

Supnrvision, Required:

The: Depaty Divector Labor and [2gal shall report to the Director

Administration. The incumbent shall plan and schedule his
assisnments with minimim direction from Lhe Director

Administration. He is expected to  reach independent conclusions
and make recommendations for apprmpriate action, respective to his

cdutins.
Exercise. of. Judament::

Incumbent  is  expected to exercise Judgement on all matters relating
to labor situations.

Limited to the administrative and financial powers delegated Lo him.

Hature, _ [evel. and. Rurpose. of. Contacts:

Incumbent. will maintain affeckive working relations with all
employees and supervisors o perform his dubies efficiently.

surervision. Fxercised:

The  incumbent will supervise all employees assigned to Labor and
LLegal Gection. He will provide functional guidance to the OlritCles
and Divisions over labor and welfare matters.
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FCSITICON TYTLE: Foreman Transport
GRADE:: pre 14
DEPALCITIENT AR Lavel

PASIC. FIRICTIOHAL . DESCRIETION:

The

Foreman  Transpe . in AEB  ie  responsible to the Deputy Director

Trangport for orerations, maintenance and repair of vehicles in AlB
office.

HMAJOR. DATPIES . AMD RECEONSTBILITIES:

Allecation and  datailing of vehicles bto maximize utilization for
remiirecd dutines.

Orpanize, schediila and supervise preventive maintenance of wvehicles.
Snparvise issne of NG,

Arranges and supervise minor repairs ewxpeditiously.

Inapact AFR vehicles pericdically bto check fitness shate,

Inspect vehiclas requiring major repairs, evaluabe scope of  repairs
and sermtinian cost estimntes,

Arrange and  supmrvise major repairs expedibiously and  monibkor
atandard and qualiby of repair work.

Assist Deputy Diventor Transport to:

- inspect vehicles in ARB formations

- monitor ntilization of vehicles in AEB formations

- monitor work of Transport Sections in AEB formations
- perform any other transport duties

DESIRED. QUALIFICATIONS:

.

ficcabion

Three years Associate Fngineer diploma in Automobile  'Technnlogy
frem a Government FPolytechnie Institute or College of Technology.

Piror_ ¥ork_ Exrerience

Post-diploma  apprenticeship for minimum of 1 vyear in an
organization dealing with maintenance and repair of vehicles

or
Minimum of 2 years expericnce as Assistant Foreman/Chargehand in A

vehicle repalr workshop.
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c. Langage. Proficiency

= Ability to read and write knglish and trdu, and understand

instractions on areration and maintenance nf vehicles.

~ Ability tn explain these instiuctions to drivers.
- Ability to maintain vehicle records and documents and prepare

srtatistical reports.

d. Enowliedge of Srewific Areas
- Knowladze of Distribution HQ and AEB ,rules and procedures on
Lranstort.
- Rnovledge of maintenance and repair procedures for vehicles.

- rnow lecige

of worxsnop plant, rerair tools and test enuioments .

- Knowledge of spare parts.

Abilities.and. Skills

oD

Skill to deal with drivers and repair shope, service stations, eteo.
FCSITICH, FLRENTS
a Supervision. received
Direct supervision reeeived frem Administration Officer.
b. Available Guidelines
Has available instructions on use, operation, maintenance  and
repair of wvehicles issued by Distribution Headquarters and AEB.
Speciiic instructions issued by Administration Officer are aleo

available to him.
c. Exercise. of. Judement

Worzs con the basis of instrictions received and strictly adheres +to
relevant operating nules and procedures.

d. tature,  Level and Purpeose of Contacts

Deals with local petrol pamps, rmpair serviece shops and spare part
shops mnder guidance of Administration Officer.

cupervision. Frercised

D

Directly supervises drivers in performance of assigned duties and

maintenance of vehicles.
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FOSITION TITLE: Administration Officer

GRADE : BPS-17
DEPARTMIENT Circle Level

The Administration Officer is responsible to  the Superintending Fngineor
for the sorvicns including  employment, promotion, demotion, btransfer,
compensation, rerformance evaluation, labor, legal, personnel records  and
statistios, tatlding hire anel maintenance, vehicle operation and

maintenaree, office finmishings, supplies and equipment.

MAJOR DUFFTES. AUD. BESPQUSTPILITIES

Ditects  the reermitment of parsonnel in accoirlance  with the
established down policies and procedures.

Directs the processing of cases for postings, transfers, promotions,
dermobions and terminations.

fnoires  that  the public and employee complaints, grievances,
litigation cases are effectively and fairly handled.

Ensures that the personnel files and recovrds of employees of the
Circle are mainkained.

Advises the Superintending fingineer and other officers on matters
relabing to persennel, discipline and labor problems.

fnsares that  the employres relabtions program such as indoctrination,
orientation, training, implementation and education assistance are
properly administered.

Fnasures that Lthe rebirement, gratuity, all kinds of leave, group
Lifa insurance, provident fimd and WAFPDA welfare plans, are dealt

with.

Approves payrolls and other employee’s claims in the Circle Office.

Processes and maintaine annual econfidentis ¢ reports and declaration
of assets and all matters concerning therewith suach  as  commmication
of adverse remarks and serubtiny of representation thereto.

Keeps employers  abrmant with the latest Aubhority/ﬂovornment
replations on  Safety, Wages and Salary, Labor Lawvs, Workmen
Compensation and other benefit plans.

Prepares performance evaluation reports and recommends  grant  of
increments, avards, accnlerated promotion, transfer, demotion,

disciplinary action of personnel supervised.
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Intervprets  laws, miles  and regulations framed by the Authority and
obtains advice on lngal matters from the concerned authorities.

Disprones aof disciplinary/enpiiry cases in accordance with the laid
doun policies and prantices.

Monitors the legal cases in the Court of law.

Prepares, implements and monitors the tudget of his section.
Reconmendla the hiring, 1ehiring and vacation of all types of
taildings including eomplaint offices, custom~r services _centres  and

area officrs as  require~d and  coordinates maintenance of tuildings
ouned by WAPDA and hired offices/residences.

fixercises overall contm)  aver  the operation  of the Cirecle's
vehicles  to maximizo  employees officiency and vehicle utilization
and En eliminate mmanthorized nge.

Direceks the mainkenance and repair of the Cirele’s.

Arvangns procurements  of office fumiture, equipment and  insures
Eheiv service and repair doring use.

Recommends replacemsnt of  obsolete and  unserviceable office
furnitore and equirments.

Arranges supplies of stationery items for the Circle.

Assists 1in establishing and maintaining position description of
employees of the Cimle.

Undertakes other functions anc responsibilities as may be assigned
by the Superintending Engineer.

DESIRED. QUALIFICATIONS :

a.

h.

Felweatjon:

Bachelor’s  degrer or Master's degree in Pusiness Administration or
Bablie Administration is preferred.

Prior Work Fxperiepce:

Hiniomm of 3 years ™ sxperience with Master’s degree and 5 years
aexporience with Rachelor’s degree in one of the major functional
arnne,

Lavevore Proficiency:

Mist b2 fluent in written and spoken [nglish and Urdu.

BEST AVAILABLE DOCUMENT
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Knowledge of managemant. practices and  an mnderstanding  of  the
operation »f the personnel funchions.

Fnowledse  of  the motheds used to  deal  with makilled nand
semi-skillad and skilled labor.

Rnowledan of office mothods and procedures.
Abjlities_ and Sli)ls:
Ability to develop accurate and complete records and schedules.

Skills to deal with Unions.

PUSITION. BLEMENTS

a,

h.

Supervision. Recejved:
Direct  supervision  is  received from the Superintending Engineer ancl
funetional assistance from the ARB Director Administration. Proaess

the cases for ecizions, with the advice of the above supervision,
hasnd on mound inlerpretation of palicies and procadires.

Available Guidelines:

Has available all applicable policies and procedures  issued by  the
H9 ag well as specific inatrictions issued by the AEB and his SE.

Fxercise. of  Judemant.:
Requires to ccordinate activities with supervisors.

Hork indeprndently  hased on  the instrictions recaived  and
strict  adherence ki pertinent oparating procedures .
Recommendations to mnpervisors are expacted  to bo complete,
acourate and in tho begt interest of WAPDA.

Anthority to Make Copmitments:

Authority to  oommibt WAPDA  is  limited to the Ffinancial pouars
delegated by the Anthority.

Hature,  [evel and Durpose of Coptacts:

Meals with WAPDA  Thitons  aned other related offices to discharge hin.
chities,

Supervision Fxercised:

Directly supervises all employees assimmed +to the Administration
function.
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POSITION TITLE: Gafety Innpector

(3RADE.: BPS 16
DEPARIMENT : Gimale OFfice

RASIC. FIRNCTIONAL, DECCRITTION:

The Sataty Tnsprctor is responnible to the Administration Officer in the
Citele Office for the implementation of the policies, prucadures anel

programs relating o Safaty.  Reports functionally to the Depakty Direcltor

Safety AFB. Recolves all Safeby matters with guidonce, as necesrary,
from the Depaby Director Safety AR, Provides functional guidance o the
Safrty Coordinators postad in the Divisions on Safeaty matters.

MAJOR DHPTES. AUD. PESICHSTPILITIEG:

Conducts  Tinld  inspections regularvly for compliance with the Safety
(edde and Safety proceduress and  provides a  written report to the
Supervisors with recommendation for rectification of Lhe

dnficiencins fonnd.

Aszists and puides the Superintending Fngineer on  the roports of
the accidents sarmitbed by an investigator or by the investigation

committea,

Parforms inspection of porsenar protection safety  equirment for
bheir serviceability, msuitability and availability and snabmits
report to tha appropriate Aadministrative suparvisors with
revvomnendatbtion for necessary action.

Ansuers or resolves ingquiries of Gafety from the managem=nt  and  the
emp loyses.

Initiates requests for the acquisibtion of the safeby equipment notb
available in the field store thraugh functional supervisors.

Monitors implementation of recommendation for accident prevention.
Maintaing reeords of anfeby activilties and statistics on ancidents.

Conducts m-nthly safety meetings with the employees of  the Circle
Office to  review WAPDA  Safe'vr (Code and  discusses  other saflety

matters.

Orpanizes monthly safety committee mesbting under  the chaivmanship
of Superintending Fnginenr to review and disouss safety probilems,

Sutmits monthly  summary of  Safebty  activities and statinbins on
Acnident o the Dopaty Director Safety ARB.

Ansints in erganising on site Safety Training Program  for  the
employrag of the Cirela Offlce.

P

Supnrvises assigned employees.
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Hakes telephonic rverorts to  functional supervisor in all nrpgent
matters of aataty as fatalities and serious accidents.

Performs sany nther dnty as may b assigned by his superrisor.

DESIRED. QUALIFICATICNS:

a.

b.

o]

.

Fducation

[ncumtent.  should hold diplema in Electrical IEngineering frem
Polytechnic Institute. Howaver, Jjob related exprerience may btn
substititard far aducarion.

Priopr tork Fareriepce

Mist have at least L0 years experience in electrical distribation
activities.

Language. Proficiency

Must possess a mederate  degrer of proficiency in both written and
spoken English. Must almo possess a high degree of proficiency in
written and speken Urcha,

Encw ledge

Intimate knouledge of the Safety Code and work procedure.
Ability_and_Skills

Ability to impart recommendations to first line supervisor in
an effective and acoeptable manner.

Ability to write remorts and make meangingful recommendalkicon.

FOSITION, ELSAERNTS:

b.

(9]

Supervision. Received
Job aseimned by Deruty Director Safety at AEB.
Avajlable Cuidelines

Incumbent, nses the Safety Code and any other literature generated
or appmveit by the Deputy Director Safaty AEFB.

[xercise of Judapent
Incumb=nt urra judgment acquired only through years of servies.
Authoriby to Moake Coomitments

Incumbent shall make  recommendation based on WAPDA Safaty Code to
his immediate sup2rvisor for making any commitments.
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i

Uaturc,_[cvoJ_and_Purroae.of_Contacts
Incumbent, mist affant A
gafety inspartiona with
mablie.

congenial  yet  firm  manner in condicting
All  employees but no contact uith genaral

Eurervision,ﬁxﬂrcjscd

To Bafety Crordinatorg posted at Division Managers® offices.



Arranges land acquisitions to meet new rmauiremants and dinromr‘. of
lands declared surplus by compatent authority.

Ensiires pmvision of office furmiture, its maintensnce in good
condition and replacemont of breken furniture.

Arranges  office  equipment, like photo copying machine, typing
machine, water amoler, aleckric or gas heaters, desert coolers,
table lamps, pedestal fann, ete.

Arranges stationery, forms and printed rmegisters for use in AERB
officn,

Arranges pnchase of stationery items which are out of stock in the
Central Skationery Stores. Also arranges printing of forms and
reglsmrs which are -out of stock.

Arranges  installation of new telephones which have been sanckioned
by the compefent authority or shi fting of existing telephones.

Amnges sui gas connections and water connections for the AEB
offices.

Sugervises werking of General Services Sections in Circle and
Division offices. )

DESTRED_ QUALIFICATIONS:

a.

9]

<D

Edueation

Bachelor’s degiee in Civil Engineering.

Prior_ VYorz_ Fprerience

8 years experience of executing civil works as Assistant Engineer.
Language_Proficiency

thast b2 fluent in written and spoken English and Urdu.

Enovledge of Specific Arenc:

- Rnowledse of management principles, departmental policies and
procedures .

- Enouledge of tilding construction techniques and materials.
- Enouwledsa of the methode used to motivate emp loyees .
Ability and Gkills

- Ability to enforce specifications of workmanship as well as
materials.
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Aa.

)

d.

3

- Ability to understand problems and develop practical solutions.

- Ability to wnderstand and  evaluate the recommzndations of
suborrlinates partimilarly those with  financial  implications
Like non-scheditle rates and <laims of contractors.

FOSITION ELEENTS

Supervision Received

Receives functional giidance frmm the Director Administration.
Available. Guide Lines

Approved  specifications  and scheduls of rates are available and are

ko be  anforred. Policies and precedures issued by  Power
Distritution «ing af WAIMA and AFB are also to ke followed.

feercise. of Judement

Fxercises  scund  Judgment and arrives at corrat decisions  in
execution of nis works, incurrance of exrenditure and disposal of
contractor s alaims etm.  He has also to guarl against shortages of
printed forms in AEB, Cirtle and NDivisional Offices.

Athority to Mabke Commitaonts

N e e

Hias full anthority within the limits of financial pouers delegarterd
to him and approved policies and procedures.

Supervieion. fxercised

Directly surervises tha waork of Assistant Director and Supervisors
and throgh them has overall management  and sup2rvisory
respnsibility for execution of works and quality control as uell
as management of office And estate services.



POSITION. DESCRIETION: Supervisor Personnel

GRADE: BPS 11/14
DEPALTMENT Circle level

RASTC. FUNCTIONAL. DESCRIPTION:

Reports Lo the Administration Officer and is responsible for the
personnel functions, wage and salary plans, benefit plans, hiring and
firing procedurs, employees service records, postings, premotions,
tranafrrs, and terminations.

MAJOR DUTIES. AMD RESPONSTBILITIES:
Handles cases of fixation of salary, grant of increments, incenbtive
avards, honoraria, compensation to the deceased employees’s

families, scholarships to employees’ children, welfare grant.

Comitinises and processes employee’s claims (salaries, wages, TA's,

atc).

Processes the cagr,s of postings, transfers, promotions,
terminations and disciplinary actions according to  Authority’s
nles.

Performs duties in connections with employment of versonnel.

Conducts personnel orientation of new employees including proper
completion of all forms and documents. Responsible for obtaining
all the documents to complete the personal files of the concerned

employees.

Performs duties in connection with maintenance of files, &ervice
records, upto date and complete in all respects, schedules
meekings, and convenes Poards for selection purposes.

finsures that the employess service records are kept up-to-date.

Assists in preparing position descriptions of the clerical staff.

Asaists in preparing and scheduling local and centralised &training
programs.

DESIRED. QUALIFICATION:

a. Fducation:

Bachelor's degree or by promotion from amongst lover staff on the
hasis of seniority-cum-fitness with at least 10 years  exparience.

Minimum of 2 years experience in paersonnel.
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lonmuage Proficiency:
Most ba floent in uritten and spoken Fnglish and Urda.
Fnewmiledae of Srecific Areas:

Knowledar  nf  administrative policies and  practices snd  an
understanding of the operation of the personnel functions.

Enowledge of  the mrthods used to deal with unskilled and
szmi-skilled and skilled Jabor.

Knouledge of rmiles and regulations of the Authority.

Abjlity and Skills:

Ability %o develop accurate and complete records and schedules.

POSITION, ELEMENTS:

a.

.

supgrvision. Recelived:

Direct supervision is received from  the Administration Officer.
Futs up cares  for decisions hased on  sound interpretation of
rolicies and milea framad by the Authority.

Available Guidelines:

las available all applicable policies and procedures issued by the
Authority as  well as spacific instructions issued by his

SIpRYVisors.
Vaercise of Judgment::

Works on the hasis of the instimctions received  and strict
adherence to rpertinent operating procedures. Recommendations to
eubordinates are expacted to be complete, accurate and in the lest
interest of WAFDA.

Mithority. to. Make Commitments:
Limited to pouers delegatecd by the Administration Officer.
Hature,_ [avel and Parpose of Contacts:

Mals with WAPDA  [(hions and other related offices to digcharge his
hities efficienkly.

Supervigion, Fxercised:

Directly superviees all  employees  assigned to  the personnel
functions.

L0
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POSITION. TITLE: Supervisor Civil Works and General Services

GRADE - BES 11716
LEVEL: Circle lavel

BASIC. FUHCTIONAL . DESCRIFTION:

The Suprrviser Civil Works and General Services is responsible to the
Administiration Officer for the ~fficient functioning of estate and office
sArvices. H~ has  to ensure that WAPDA tuildings are well maintained and
WAFDA lands well protented against encronchments. He has  also to rander
prompt and  cotnrtecus  service o the Circle Office employees in matters
connected vith the hiring of tuildings for their residences. le is alseo
responsibla for hasic office matters like provision of office fromitore,
nfTice smipment, stationery and forms, installation of telephones,  sui
pas eonnections and water connections.

UAJOR. DITJIES_ AND. BESIOHSIBILITIES

Fnsures good maintenance of all office and residential tuildings
balonging to Circle Office.

Arranges hiring of private tuildings required for use as offices or
residences by the Circle Office and its employees.

Arranges land  amuisitions to m==t the new requiremants  and
disposes of lands declared surplus by competent authority.

Ensures provision of office furniture, its maintenance in gond
condition and replacement of broken furniture.

Arranges office  equipment like photo copying machine, typing
machine, water coolers, eleshric -r gas heaters, desert conlers,

table lamps, pedental fans, etc.

Arronges  stationery  forms and  printed registers for use in Circle
Gffice and purchase of out of stock items.

Arranges installation of n~w telerhones which have been sanctioned,
shifting of existing telephrnes, ete.

Arranges sul gas connections and water connections for Circle
Office. :

Supervises - working of General Services Sections in  Divisicnal
Offices.

DESIRED. QUALIFTCATIONS
a. Fducation

Three years Diploma in Civil Engineering.

/l‘./
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d.

Prior Horl Fiperience

Hinimom of 3 wears exparience in the relavant field.
Fonguoarn Proficiency

Mist be flnent in written and spoken English and Urdu.
Enowledge of Specific. Areas

- Rnowledge of WAEDA riles, regulations, and rolicies pertaining
to tuilding construction and maintenance and General Sarvices.

- Knouledre of office equipment and fumishings available in the
market.,

Knowledga of metheds used to motivate employees.,
Abilities_ and Skills

“Rill to deal with vendore, suppliers and contractors.

POSITTON, FLEMENTS:

a,

b.

9]

%]

cupervision. Becedved
Direct suparvision is received from Administration Officer.
Available Guidelines

lias available all applicable rolicies and procedures issued hy AIB
ar well as stenific instrictions issued by hie supervisor,

Fxercise. of Judpmont

Works on the hasis of the instructions received and shrint
adherence to pertinent. operating procedures.

tHature,  Ievel and Purtose. of. Contacts

Ivals with eortractors, rsuppliers and others to discharges hin
chities,

spervision, Fxereiaed

Directly supervises all employees assigned to General Sarvieces
Funetion.

L2


http:rolic.es










POSITION TITLE: General Hanaper Administrat{on (Dlstribution)

GRADE : RPS-20
DEPARTMENT : Headquarters

BASLC FUNCTLONAL DESGRIPTION:

The General Hanager Adminfstravlon (Distribution) s responsihle to
Managing Director (Distributlon) Ffor planning, coordinating, directing
and  administering  distribution nrgantzation's  parsonnel and peneral

arrviens functions: fnvolving formulation nf the policles and procedures
on recrultment, placement, transfer, promotlon, labor relatfons, salary
and  benefits, human resource developwent, human resource Informatinon
system, health and «aafely, poneral  services and transportation. This
pnsition also fncludea responsibility for providing staff leadership and
dlvisioning systams work flow to create an effective General
Administrarlon orpanizatton.

BASLC FUNCITONS AND RESPONSLBILITIES
- Policy Formulation

Formulates porsonnal, health and safety and general services
ralated policins as  they reflect labor laws, current labor
marker tronde and directlives of the polley making aw horfty and
Managing NDirector (Distribation). Advlisea/suppgests to the
manapement 1f  and when chanpe in thn prevalling polley or

policties hecomes imminent.

Analvsls specific and spee {allzed functions within Distributlion
organlzation, racommends alternatives to meet comp lex
sltuntions at all levels. Designs and standardizes peneral
adminlstration work flow throughout Distribution organlzation,

- Manapement Advisery Services

The Ilneumhent  provides advisory oplulons/recommendat ions and
snlutlons to all matters relating to the personnel
administration, organization and public safety and reneral
arrvicas and Jdesigns, plans and coordlnates methodology towards
constantly improving prevalling policles and systemg.
Frequently contacts GHMs  of other functions to dlscuss and
axtand advise to them on  ways and means of achinving
organtzarlons  overall objectives through personnel excellence.
Veerps management  aware of  the human resources, s8afety aod
ganeral services costa of the whole organizatlon.



- Fmployee Relat ions

Desipn rhe management:  policy to Fformulate the basls for
affnctive emploves relatlons. Formulate the guldelines for the
collactlive barpalning and pollcy to follow the consolldatlona
of the unfon/manapgement  contract, Advises the management  on
all facetas of ecurrent  labor laws and  thelr flmpact  on tha
ovpanizatlonal polleles of  the organlzation and Intervenes

direckly at the Ltlme of labor unrast and 1f and when crises
aftuation develaops,

- Salary Adminfstration

Direets the henlth and rettrement beneflts, compensation plans

for different categorles of emp loyment (e.p. permanent
contract, temporary, deputationists atc.) and on  occupational
prounds (.. professional, technlcal, clerical ete.).
Provides advien on salarles, prade classtf{leatlon and
management of different employee related  funds. Deavelopa and
directs pollieirs and  procedure  on  management of  dLlfferent

cmployee funds.

- Poliey Interprotation, Direction and Control

Provide directinans and prldelines on the policles and
proceduras  appraved by the authority to all the {mplementing
farmations o achinve atandardlzation throughout the
nrganization, Forma gpeneral administration authorlty teams

from time to tima to prove the compliance with rules and
repgulations.,

DESLRED QUALIFTCATIONS:

a.

Feducatlon:

Bache lor/Master's deprea fn Publle Administratlon, Buslness
Admintstration or Liberal Arts.

Prior Work Fxperience:

Hinlmum of 20 vears' experience with 10 yoaars' experience fIn related
flold of penaral adminfstration in a rasponsible managament position.

Lamage Proficiency:

[nenmbent  1s  regquired to  possea A high degree of proficiency in

written and spoken Fnglish and Urdn languages, Includlng the ablitlty
to write the arganizatlional pollcles.
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d.

Knowledge of Speciflic Arens:

Good thearetical Fnowladge and practical understanding of the bhasle
prrsounel,  peneral  services  and safaty  functions and managoemont ' 5
practical experfonce fneluding dlstributton, genaral administration
policies And procodures, loeal labor laws and provatling
compensation and emplovment pollcles.

Fost Entry Tralofop:

Progresafye  on  the  job tralonlong for a minlmum perlod of at least 5
years fnall the areas of gennaral administration is assantlal,

Skl lts and ADI VIt ea:
The following akilla and abli{r{ies arae requlred:

- Fxreollont writing skilleg anpd abllity to transform anthorlty's
polat of view on palicv martners,

- Analytileal abltlity and skill {n dealing with complex situations
with regard to haman reantreng.

- Demonstrated ahfllty In palntug Aacceptanca of  recommendationg
from emplovees  and  econeerned management  of flcfala on complex
and nnvel genaral adminbstratlon problems.

POSTTION FLEMENTS :

Supervision Reerlvod:

Divectlons arn recnlved from the Managing Dlrector - Distribution.
The {ncumbent  plane  and schedules hisg asslgnments Lndependently and
Ls expocted ro reach  {ludependent  eonclus{ons. The flaal work s
restased  for  soundurss  of  jndpement, adequacy of justification and
alfrctivenuess  of  presentarion  with heavy  welght  plvan 1o the
recommonded  actlans ol the  {peumbent on all matters Lnecluding hils
Interpratation and  Judpgement . The Ifncambrnt alsn keops hin

supervisors  Anformed  of  the problems and solutions belng developac

to solve thaan,
Avallahle Gutdallnna:
Incumbent uses policies and  proceduren devaloped for Distribution

orpganizacion, and laws and repulationg concerning  personnel  and
poneral  adminlstratfon, asalary & benaflt poliecy to perform full

range of genearal admiolstration work.

{ &
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w¥xerclise of Judpment :

Incumbent  Is  expertad to exerclse Judgement on  polley mattors
relating to recrnltment,  promotion, transfer, dlsclplinary and
grievance mattars of  complexnd nature, human res-urce dave lopment
and Informatlon svstem, salary and wage admlnistration, and
callective bargalniopg.  Alsn peunral and safety functions on support
services, Gupervisor places  heavy rellance on  the {incumbent's
recommendations  and  Judgement  in approving and reviewling the

problems.
Authority tno Hake Commitmenta:

Has full anthorlty to make commitments under the Authorlty's
guldellines, general administration policy and procedures and
Einanclal and other administrative powers vested in him from time to
time.

Haturn, Level and Purposn of Contacts:

Matntaln effective working relatlons with all levels of management
withtn  Distvibution and  penaral Administration organization. Kneps
regular contact with emploveers and above mantioned levels to abtaln
factual  Information on which recommendations and deeclsions can be
based, Fuplatns ko the fmpLemanting levels the gmeneral
admintstration pollefes  foectuding; general services, personne L and
safetrv, the basis on which rocommendation were made and ilatent of
partienlar clrecular or policy.

Supervision Fxerclsed:
Directly supervision (s »oxerclsed on Director General Personnel,
Director Safety and his aofflce stafFf, Indlrect leadership is
provided to the entire staff of personnel, general services and
safety functions and other Distribution functions is matters
relating to genaral administration.

Tima Required to Perform the Full Range of Dutles:

A wlnlwum  of one year is requlired for the new incumbent to perform
the full range of dutles of this poaitlon.
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POSITION TITLE: Director General Personnel (Distributlion)

GRADE ¢ BPS-20
DEPARTMENT : Hleadquarters (General Administration)
BASTC FUNCTIONAL DESCRIPTION:

Tha  Director General FPersonnel (Distribution) is responsible to the
General Manager Administration for implementing, controlling, directlng,
coordinating  and manaping an effective personnel administratlon support
functlon for the Distribution organization; involving personnel and
personnel  service activities, matters relating to labor and welfare
employee henaflts and safety policy and procedures,

BASLC FUNCTLONS AND RESPONSIBILITIES

- Policy Administration

° Adminlstars pollcies and procedures relating to
recrultmant, transfer, promotion, grisvance and
disciplline, employea relatlons, performance evaluatlon,
conditions of union management contract, carear
davelopment, personnel records, labor and welfare and
employae and public safety.

° Directs activitles of Distributlon organfzation and
accldent prevantion program Including coordinatlon of
employees safety pnlicles and procedures.

Coordinates and directs the activitles of Directors at
Headquarters and ALB leveal to conform within the
directives of the Authority and pollecles and procedures
concernlng personnel administration and safety.

- Hanaglng Function

K Managesa and responslible to run an efficlent and effective
personnel and safety function for approximately 75,000
employees 1n Distribution organization.

'

° Admlalsters and dlrects different type of annual and
interim reports on human resource and safety actlvity,

® Plans, drslgna and coordinates the budget for personnel
admlnistration and safaty function at Headquarters and AFEB
(ircluding cost centars within AEB) level.

n

Malntalns effective budgetary controls and 1s responaible
to justify the total cogt of his actlvity to the CGeneral
Manager Administration.

b2


http:polIci.es
http:invo.1.vi

- Manng

Approves the position classlflcation and descriptlons for
all the jobs within Distributlon organization (may
delegate the approval of subordinate positlous to one of
his Directors.

Directs the condltlons of unlon/management contract at all
the levels. Contrnls and directs the implementation of
pollcies in such a manner that 1t creates good relations
among employees and management.

ament Support and Assistance Services

Asslsts the General Manager Administration Ln personnel
and safety policy formulation and systems design.
Performs as a 1link between the Fileld Formations and
Headquarters and reports to the GM's office concerning
matters f{mportant to  him. Asslats and recommends the
solut lons to hoth his auparvisor and field personnel
dlrectly eupaped In Implementing.

Assists and consults the Gennral Hanager on complex
sltuatlons arising out of day to day functloning of
personnel and safety administratlon.

Asslst the Genaral Manager Administration on {1mproving the
policies and procedures.

DESTRED QUALIFICATIONS:

a.

d.

Fducation:

Bache lor/Master's degree n Publtic Administration, Business

Administra

tion or Libaral Arts.

Prior Work Experiencr:

HinLmum of
supervisor
administra

Language P

Must be 1

Knowledgn

- Good

15 years' pxparience with over 8 years' -experience in a
v capacity In the related field of personnel and safety

tion.
roflciency:
uent in written and spoken English and Urdu.

of Speciflc Areas:

practleal knowledge of management practices and an

understandlng of the operation of the varfous personnel and

safet

- Bronad

y functions.

knowledge of the wmethods, pollcies and procedure of

personnel prevalling in Distribution:



Post Fatry Tralonlng:

Progressive on the Job tralning for a mlnfimum perind of at 1least 8
years In all the arras of personnal and safety adminlstration.

Skills and Ablllries:
- Nepgot Llatlug skills to deal with labor unlons.

- AbLLIty to malntaln effective relatlons wilth employeeas and
management offlclals.

- Managerlal skills te maintaln full range of personnel programs
and galonlng confidence of management and employees.

PCOSTTION FIFMENTS:

d.

Supervision Racelved:

Directions are recelved from the General Manager - Administration
(DLstribution) reparding policy matters. Required to make
tndepandant  declslfon on matters relatad to Personnel based on sound
{nterpretation of policies and procedures,

Available Guldelinns:

lHas avallable all approved pallecias and procedures of Distribution
organization.

Exerrclse of Judgment:

Raquired to exercise sound judgment and arrive at correct decisions
on a wide range of complex problems. Recommendations to General
Manaper - Adminlstratlon are expected to be conclse, well
researched, accurate.

Authorlity to Make Commltments:

Has full authority to commit the Authority within the 1limits of
delepated  flnanclal and administrative powers and approved policles
and procedures relating to the posltlon.

Nature, Level and Purpose of Contacts:

Malntalns effective working relatlons and two way communicatfon with
all levels of management and hls immedliate astaff. Keeps regular
contacts with parsennel and safety Functions at AEB  level 8o that
uninterrupted lialson and leadearship Is provided,

Supervision Exercised:

Dilrectly supervisns the Directors of Personnel, Personnel Affalrs,
Labor and Legal, Compensation and  Benefits and Safety at
Headquarters and AEB levels and through them has overall management
and supervisory responsibllity for the Personnel and Safety functlon
of Distribution organilzation.
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ABQ&LILQH_J];QJ{: Director Personnel

GRADE, : RPS-19
DETARTHENT : lleadquarters

BASIC FUNCTIONAL DESCRIPTION:

The Director Personnel at the Headquarters level 1s responsible to the

Director General Persounel. lle is responsible for assisting in planning,
coordination, aupervislon and admionlstration of Distribution Wings,
parsonnnl programs Includling recrultment, promotions, transfers,

disciplinn, and personnel records. lle also works closely with the other
directors at the lHeadquarters admlnistration office level In making
recommendation relative to personnel policies and procedures.

MAJOR_DUTIES AND RESPONSIBITITIES:
Responsible for the administration of establlshed - pnrrsonnel

policles Including recrultment, promotion, transfaer, discipline,
rrward, handling ol grlevances.

Hand les all the casea of disclplinary actlon 1in respect of
cmployees  falling within the Jurisdiction of Dire-tor General
(Personnel)/General Manageor (Admin) /Managing Director

(Distribution) and any appeals thareof.

Neals with the cases of transfars and postings of employees falling
within the Jurisdiction of the Managing Director (Deastribution)/
Cenaral Manager (Adminlstration).

. Counsels with and advlises sunarvisory personnel concernlng the
interpretation and clarification of personnel policlies and
procedures. Keeps supervisors i{nformed of changes related thereto.

. Malntalns personnel records for all rmployees including
Headquarters, AEB's, Clrcles and Divisions.

. Keeps abreast of varlous relevant laws and develops procedures for
compliance with them.

Couusels with employaes on personnel related matters.

Dovelopes and malntaina  neecessary forms and procedures for all
personnel related functious to he atandardlzed (n  the Distribuatlion

Wing.
. Reviaws and mafntalns position descriptlons.
. Halntalns senlortty list for each cadre for all employees.
. Prepares budget for his offlce.

Any other dutles as may be assigned by the Directnr General
Personnel. '
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DESIRED QUALIFICATLIONS:

b.

d.

D
.

Education

Bachelor/Master's degree In Public Administration, Buslness
Administration nr Liberal Arts with courses in Personnel
Administration and Hanagement.

Prior Work Experlence

At least 10 years in Administration with 7 years experlence at a
supervisory level.

Individual s required to have a good working knowledge and
practical understanding of the basic personnel management
functions. Also needs an understanding of the labor laws and other
appllicable industry standards.

Abllities aund Skills

- Ablllty to maintain effectlve relations with
employees and management officials.

- Managerial skills to malntain the full range of
personnel program.

- Analytical skills and abllity to evaluate reports
of all nature and substance.

- Negotiating skills for any level action required.

Language Proflciency

Incumbent must possess a hlgh degree of proficiency in both written
and spoken English dnd Urdu.

POSITION ELEMENTS

a.

Supervision Required

The Director Personnel reports to the Director General Personnel.
The {ncumbent plans and schedules his assignments with minlmum
dlrection. lin 1a expected to reach independent conclusions and
make recommendations for appropriate actions.

Exerclse of Judgment

Tucumbent is expected to exerclise judgment on matters relationg to
all personnel policles and procedures of Distribution.

Authority to Make Commitments

Has full authority to make commitment within the 1limits of
established financial powers of the Director Personnel,

73


http:Managr.al

Mature, Level and Purpose of Contacts

The inzumbent malntalns effective

employees aud thelr supervisors to
whlch recommendations and declslons
monitor all personnel functlons, he
all ARB's.

Supervision Exerclsed

working relatlons with all
obtain factual Information with

can be made. In order to
wlll routinely communicate with

The Lncumbent shall have direct authority and responsibility for

his immediate staff.
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POSITION TITLE: Director Labor Welfare

GRADE : 19
DEPARTMENT : Headqu .rters Leval

BASIC FUNCULONAL DESCRLITION:

The Director Labor and Welfara 1s responsible to the Director General
Parsonnel. e Is respons{ble for the coordination of all labor matters
at the headquarters level. lle shall lend support and functional guldance
to all tha AEB's, to ensure the contloulty and uniformity of the
Headquarter officlals, He will coordinate labor meetings with the leaders
of the labor unions and keep records of these meetings.

HAJOR DUTIES AND RESTONSIBLLITIES:

? Develops and maloralns a  current working labor contract or manual,
which contains all agreed upon {tems by the Union and the WAPDA.

" Coordinates the WAPDA positions on any labor negotiations ar the
headquarters lovel, Karps the Chalrman and Dlrector Ganeral
Parsonnel uptn date on all watters.

? Asslsts any Area Electric Board Deputy Director Labor and Welfare In
Tabor meetings as necessary. Fnsures the continufty of WAPDA's

varall {ntenti{nns throughout all the AFBs. This 1includes handllag
of all disagreaments and disputes.

? Maintains minutos of all officlal labor meetings for the
headquarters and the AEB level. Makes recomnendat Lonsg when
necessary.

? Research aund keeps current on all similar labor unlon activities.

° Reviews and monltors all grievances at tha AEB level that may be
pracedant setting.

n

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

DESIRED QUALIFICATIONS :

a. Educatlon:

Bachelor or Master's degree. Dagree in Law or Business
Administration is preferred.

b. Prior Work Experience:

At least 10 years In 1labor assoclated work or the equivalent in
personnel related tralning. Must have tralning in negotiatling
skills along with labor law training.
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Language Proficlency:

Tucumbent  musr poaaess A hilph  degres of  proficlency In both
writteon and apoleon Faglish and Urdu,

Joh Hnnw]“Jﬂ”f

Iandivstdaal {5 rogquired to have a  rhorouph working knowledpe of
proper Iabor negatiatfog technfques, He must b able to rcepresent
overy  doval ol WAFDA  in Iabor meatloupgs (o the settlement of
disagrenmonts and dlaputes of contract. Hust possess tha skill rae
carve out these fanet{ons (o oa profesasinonal manner,

Ah@"‘?.?ﬂdagk'J]?f

Abir{ry o mafntain a  good worklng relationship with all
amplovera and management officlals,

Hanagerial =kills to coordinate the lTabor negotiations at all
lovnls of WAPDA Distributlion Function.

AbtTiry ta evaluate and  recomnend changes in the working
labor agreecment,

POSTTLON ELENMENT:

d.

Supervision Required:
The Director Leobor Welfare shall report to the Director General
Perconnel, “an dnecumbent  shall plan and schedule his assignments
with mintwam divect{on from the Director General Personnet, Heo s
cxportrd  to  reach ndependent conclusinns and make recommendations
for appropriate action, reapective to his daties, Sound  judgment
and decfiasion malding mast be demonstrated,

Fxovelasn of Iudgment:

Ineambent I pxpactod  tao  exerelase  Judgement  on all matters
relating to labor altuarions, He will assist the AFB's  In the
decialon making proersa o enasure continuity among the other ARRs.

Authorlity to {ake Commitments:

Ineambont'as  deciatone on the full ranpge of  Tabor and welfare
matters will normally be  accaptad. Those decisions requiring
poliry ar proceduarea changes are the only  tvpa needing  the prior
approval af the Direcror Coneral Personnel.

Hature, Level and Puarpose of Contacts:

Inenmbent will malntain of feetlve  worliug relatinns with all
omployena and  suporvisors to obtain  pertinent  lnformatfon wlith
whicii recommendations and decislons ecan be made. Communicationas to
all AEB Deputy Directors of Labor and Welfare will be regular aand

rout ine,



Supervision Fxerclsad:

The focuambent  wll1 have direct authority and responsibilicy for
his fmmediate astaff. e will provide functlonal guidance to rhe
AEB over Labor and YUelfare matters,
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Al‘.().S“l"l'_L‘f)H' TLTLE: Dlirontar Safery
GRADE RPs-19
DEPARTMENT Headguartaers
BASTC rosyry ON_DESCRILPT LON:

The  Direcror - Safery As reaponsible to the Director Geunral - Personnel
for rhe direction and coordination  of  tha safety  pollcies, procedures,
practices,  proprams  and  thelr enforcement in  the AEB's, Cireles and
Mulslons rhrauph funet fonal suppart and guidance ag necessary,

HAJOR DUTIES AND RESPONSIBILITIES :

~

Nevelops and adminfaters safety pollcies, procedures and practlices.

Diroets the mafinrenance and rovislon of the WAPDA Safety Code and
expanda, a5 requl rad, to Inelude new processes, methods or

procedures,

? Initintes aceldonta preventive measuras for Implementation,

" Coordinates and guides acetdont prevention programs.

? Resalves safety problons.

" Organlzes speclal on site traintng programs.

8 Directs ana coordinates a0 wragrams Ln every AER,

? Ensures  that  all oparating lnstructlonsg and procedures are
consistont with the WAPDA Safety Coda,

" Inftiatas fnvear tpatlons,  surveyvs, and Inspactions for the degraa
of ecompllance with rhe WAPDA Safaty Code and safety {nstructlons.

" Provides, fnterpretarions of safety standards,

° Adviars  on  rhe sultabllity  of the new safety and protective
equlipment to hea purehased.

to Advises  the  Purehase and Sroresg nrganizatlon teo arranpe expeditions

fupplies af the defletans safery aquipment,

Performa anv othor iy ag may ba assigunad by the proper authortty,
DESLRED OUALIF LCATLONS ¢

a. Education:

Deprae o Electrliceal Englneering or equivalent recognised by
Pakistan Enginearing Counecil. '
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b.

Frior YWork Fxpevienen:
At least 13 years euperienca with 7 years In a supervisory capaclty.
Language Proflcleney:

tust ponaeess g high deprene of proflclency fn both written and
spolken Fopltlash.

_J_Vc_)_b_“}'.w‘) wlndpe:
Required to have a rthorough workling knowledge of Distributlon and
working knowledge of the WAPDA Safety Manual.

AbLLity and Skils:

. Abtliry to maintain a  good working relatfonship with all

employvees and management of flcinls,

. Hanapgerial skllls to coordinate the safaty efforts for avary
AFR to malntain continulty and un{formtty,

. AblLlitry to  recognoize the noed for changes and male
recommondatlons for the same,

POSLTION ELEMENTS :

Supervision Requjrad:

The Ineambent  shall report to the Direetar General ~ Parsounel. e
shall plan and sehedule his assignments with minimum  dlrect{on. He
is nxpactad Lo reach Independent conclunlons and maln

recommendat ions for appropriate action,
Exercise of Judgment:
Incumbent s nxpectod to exnrclsae judpgement en all matters ralating

to  «aafety matters. Recommendatlons to Director Generral - Personne]
are eupacted ta be detalled, well researched and accurate,

Authority to Make Commitments:

[nenmbont s decfatons an all  aafety and health mattars will
normally  be  Aceoprod,. Declsions  requiring polley or  procedurens
chanpea  are the only  type needing  prior approval of the Deputy
General Hanaper - Personnel,

Naturn, Level aund Parpose of Contacts:

Tneumbent will maintaln pood workinpg rolatlons  with all omployees

aned supervisora, Thia will allow the patherfag of pertinent
information with which declisliona can ba made. Communicatlions to all
Depury Dlreetoars - Safety of the ARBR's wlll be repgular and routine,
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Superviston Fxrrelsad:

Incumbent shall  have direet  authority and respons{bllity for hisg

fmmodiate ararf . He shall oxerelse funcrional anthority, with the
AFR Deput vy Nrectora - Safety. Any cnrreapomdenen aned
recommendations  ton o the AEB's will normally  he copled  tn the
Chafrman of the AFR as well as the Director - Administration.
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POSTTLON TLTLE: Director Compensatlon and Benelits

GRADF : nPs-19
DEPARTHENT : Headquarrers

BASTC PHHCTLONAL DESCRIPTION:

The  Direetor Faploves  Bonefits s responsible to the Director Coperal -
Porsonuel for the formalatton and the foplementation of  henefits  programs
for WAPDA O DIstribhar fon, Thoan  ahall  (neluade the necessare control
measnres ro ensare admliniatration of the  bhonefits programs  for all  the
AFEB=  on a andfarm haais, Ho will alan bhe roaponalble for receoarch and
analvals tn connoer fon 2irh emplaoveng banof{te.

HAJOR DUTLES AN RESFONSIRILIITES

Uotks  oloaals  9ith the Dlreoctar  Goneral - Peorconne] in t hn
adminf <t ratton of omplovens componant fon and benefits pollictos,

-
Rovsfows cmploveas  compeonant ton and benef{te proeatting o the
selected industrios throaghoat Pablaran for  comparfson  with  UAPDA
Bistribat {on rat o, Reoo able ro malke recammendations ro the
Dlroctor Gonoayal - Porconnel on the game,

" Fatablichea and manitars procedaros o ensure proper  compensation
1nd henef s pavments o all lovels of Platvibatdion Uiap.,  Thia
will fnelade doaling with the cacea of  penaion, praraity . granp
I1fo fnsnranea, providem fond, spectal  awards,  odacational
asvholarshitpa, widlow allowaners ) medical allowaneo | ot e,

" Aaatara Diroctors - Adninfarvation of AKBs to enaare coordiaation,
enatinafty and conalatenes afthln the Diareibat fon Ulinge,

h Doyolaps  and  malntalng noceassare foarms and  procedures for  all
amplovena  copponant {on 1l honef {ta  propgramea for atl loynla of
Diatribat ton YWinge,

! Perpa cuarrent on warlious Laws conecornfng emploveess  compenaat ton and
bounefita and ecasares theltr {mplementation,

n

Propares  and  malnralns araciascleal data necessary for the control
Af matary and heneffras eosts for negotiatfon with laboar untons, ere,

DESLRED QUALIFLCATTON

A1) Feducat ton

Bactwlor or Master's depree {n Public Admintstration, Buslnees
Admintstrattion  or Libheral Arta with couraers In Personnenl
AdmintatratIon and Hanapement

h) Prlor Work Experfence

At deasr 10 vears In admindstratlon with 7 years of supervisnry

crporionce

¥C



Lanpuage Proficteney
N > L. .. .

Tncumbent muast posseas a high degree of proficlency In both writtaen
and spolon Fngliach and rdg,

Knowledge of Specifie Areas
- fodtstdual = required  to have a thorouph working knowledge

and practieal vnderstandtag of the basie wage and salary and
henef{tae polley of NMarribarian Wiag,

Hust he able 1o fntarpret and formulate beneflt policlirs and
procedures.  Alsn posseds the «bills to  implement these plans
as well,

- Analetfent sEPlls  and abiliry  to evaluate and coordlinate
repores At all levels of the salary and benefits program.

AbbTivy to evalaare and recommend new programs or  rvevislions as

dovemod necoganry,

POSLTION ELENENT

)

b)

1)

Snper~sisfon Regulred

The  Dtrector - Fmploves Benefits shall report to the Director
Goneral - Poarsonnel,  Thea  {neumbent shall plan and  schedule  his
asafpgnmont g with  minfman dfrection, e Is expected to reach

tndopondonr conclaalone and  make  recommendations  for A yropriate
| Pl I

Aactdon, rospective ro hils dutiog,
Avallable Guidelines

Has  avallable  all  rthe approved polleles and procedures and is
Pupected to enaarn thelir {mplementatlon.

Exercieo of Indpment

Tneambont is euzpectad to exereisn judgment on all matters relating
to aalary and henef{ta,

Authorit: to Hake Commltments
Has fedll anrhortte ro male  commitments within the 1imits of
approved flnancial powers of Director -  Compensation and Benefits

and approved polletos and proceduarna,

Hatuee , Leval and Parpose of Contacts

Ineamhent wlill malnrain offective working relatifons with all
amplovers and  rhofr auperviceors to  obhtaln pertinent nformatlon
with which rocommendations and deciatons can be madae .
Communfeattons to  all AEB Directora - Admlolstration will bn

rout{ne,
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£y Supervision Exervclsad

The Incoambent  will have direct authority and responsibillty For his

ImmedLate staff, He will provide functlonal puldance to  tha ARR=s
on emplovee honnfits,
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POSITION TITLE: Director (Services)

Grado: RPS--19
Departmont: Headaquarter level

BASIC POSITION DESCRIPTION:

The Direclbor Services is responsible to the Genaeral Manager
(Admn) for planning, eoordination and direction of general
servicos support inclading office services, building
consthnction and maintenance, bBransport, residential and

non-residential accommodation and Load management. lHe

developes, recommends changes and administers the policies,
proceaduras, practices and programs necessary to provide

this sapport.

HMAJOR DUTIES AND RESPOMSIBLILITIES:

Raspousible for providing functional guidance to
General Services personnel in the Area Electricity
Roards, Cireles and Divisions.

Inmplements policies and procedures for the
procurement and utilization of stationery
nfficn supplies, office equipment and
telephones in Distribution Wing.

o Ensurns asncubtion of policies and procedures for
the acquiring, hiring, rehiring and maintenance
of offices, office buildings, accommodation,
land.

" Arranges repairs and maintenance of all buildings
at the Headquarters.

" Prepares and maintains property records of the
immoveahla properties attached to Distribution.

” Imploments policies and procedures for official
travel of Distribution personnel.,

o ODraanizes and directs the transport activities
at tha Headquarters including acquisition,
replacement, maintenance of all vehicles. Also
responsible for monitoring implementation of
transport policies and procedures.
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" Administars implementation of policies and procodures
regarding space allocation for all types of building.

° Rasponsible for the preparation of the capital and
operating budgets.

” Arranges vecreational and sports activities within
Distribakion.

" Any other duties as may be assigned by the Director

General PParsonnel.

DESIRED QUALIFICATLONS:

A. Education

Bachalor Adegres in Engineering.

b. Erior Work Experjence
Minimum of 10 vears experience with over 7 years
auperionce in related fields in a supervisory

capacity,

¢-  Language Proficiency

Must be fluent in written and spoken English and
Jrcdu.

d.  Rnowledge of Specific Areas

° Hood practical understanding of khn operation of
the various general services functions.

” Knowledga of the methods, policies and procedures
of Ganeral Services.

®. Dbilities and skills
° Ability to administer a motor vehicle pool.
" Meogotiating skills ko deal with vendors and

contractors.

POSITION ELEMENTS :

A.  Supervision Received

Dirmctions are received from the General Manager.
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Administration regarding policy matters. Required
ko make independent decisions on matters relatad
ko General Services based on sound interpretation
of policias and procedures.

Available tnidelines:
flas available all the approved policies and procedures
And is expectad to insure their implementation.

Exercise of Judgemant

Pagquirad o oxercise sound judgement and arrive at

correct decisions on A wide range of complex problems.
Recomuendations to General Manager Administration are
aupactad to be detailed, well research-d and acrurata.

Authouvity to Make Commitments

MMas full anthority o make zommitments within the
Limits of approved financial powers of Direactor
General Services and approved policies and
proceadurns,

Level and Purpose of Contacts

tature, |
Regqular writlen and/or oral contact with vendors and
contractors for ganaral services to insure Distribu--
Lion receives proper consideration when dealing with
ontside [irms.

Supervision Exercised

Directly suparvises rthe Deputy Directors assigned and
Lhroongh Fhem has overall managemenkt and supervisory
rasponsibility for assigned areas of Distribution.
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WAPDA - HISAID POWER DISTRIBUTION PROGRAM
FRAASIT ARMES ITECO
I VERTUNE

Roaf: Ho  PIAT/WAPDA=RG= 12141, December 10, 1986

391-0473-C-00~4003-00
Project # 391-0473

Syad Jawad Haider

Chief Fngineer - Administration, Power
YINPDA Hongne

Shahrah-e-Ouaid-i-Azam

Lahore

Subject: SETTING U OF SAFETY ORGANIZATIONS AT
AREA ELECTRICITY BOARDS

ey Mo, Haiddor:

Findly refor to the office order Ho.2015-FO(P)-111/4903-09
dated October 1, 1986 (copy attached), sanctioning the

following posts for setbking up Safety organizations at the
Area Flecktricity Boards:

L Depubty Director - Safety l For each AEB
2. Safety Inspactor (L5-1) 2" " "
] s Y pj 5t 1 " " "
4. Naib Qasid r o " "

These posts remain unfilled as of this date, and consequently
Safety organizations have not been set up. Availability of
prrsonnel, as you know, is the foremost requirement for the
implementation of the Safety Program. You are therefore
raquasted for an expeditious action.

should you vequire any further information, please contact
the undersigned.,

erwutruly)yonrs,

t
< (\\ 0"."\_5‘ Vo DN A,
- . —eean
HI\I"ZOUI( N. SHALKI
rhiell Contultant - Arlministration Attach: a.a.

cerr Kenneth P Lue PPhang
D.W. Ruatolo
J.EL. Androws
L.V, lermannan
JoW. Whiktmyer

LOAPLAZA, 7TH FLOON, T VASINAN EGEATOM TTOAD, LAHORE G IPAKISTANE TELEPHONE: 301006 - & LINES.



WAPDA . USAID POWER 0I5 FRIBUTION PROGRAM

T _EBASCM AEFES ITECO ___
IO ENTYRE

Refl . o, FUAT-UATDA=C 62y 021 and July " 1986
Project # 391-0473

FR. RATA SARFD ARITTAR

General Manager: (Disiribution)
YAFDA — WAFDA fonge
Shahrah—e—@unid—e—ﬂ:nm
Laions

Lear rip. Alhear:

Subject : SAFETY ORGANIZATTON

Enclosed ror yeur consideration and abpreval is a preposal ror setting up
A Balz2vty Organizalion In WAFDA Distributicn.

A dirplementat jon plan is included in the propesal. ‘Ihe plan envisages
marning the safaty; tunctions ag the varicus lsvels of tje Distributicn
Orzanization in phasas.  ‘[heir Ometioening will be closely monltored and
reviewed in consulbatiog with the i hisp bnginesr (Adnin Fovier ) and the
Dires=or Salecy until all Positions as outlined in the prepesal are
stalled and the Orznizaticn operates simcekbhly .

Sheulad yon require any (urther Infersmation or clarification, please
centact the uncersigred.

Very truly yours

—
/&/Ldﬁi%:iéf”‘ij
M. TAQI

Chief Consultant - Adnidn, (A)

cc:¢;k.K.?. Lue Fharg - w/attach. Mr. Javad Halder, C.E. (Admin) - w/attach
“Mr.GL.F. Gorman w/0 attach.  Power — WAPDA House, Lahore »
A D. v, Fuotolo w/attach, . /4{

) T B Andrews w/attach, M.. C.D. Kholthar, Director ’“‘ﬁL w/attach

)y"' Mr.J. Spellman w/o attach. Satety - WAPDA, (DA Plaza ¢Q%2/yﬂ/”
“§¢K //i:Mr;ﬂ.E. snyder - w/o attach. Lahere — '(
C( Mr. PATVaz RasiLid- w/aktach.

e

a (‘/‘v‘\/\ !

-LDAPLAZA, 7T FLoon, 7 KASHMIR.EGERTQOHN noAn, I_/\HOHEG}P.’\K!STI‘N) TELEPHONE: 301005 . ELIMES
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SAFETY ORGANIZ .. jt

IHTRODUCL IO

WAPDA, being engaged in A vital public service has a particular
abligation Yo cargy out this asepvice efficiently, and with proper
taqgard for the safety of it workers and the public.

Unnafs warkers Aare a danger tno themselves, their fellow workers, the
public and the aquipment with which they work. Care and Aattention
to all saferty rmles and devices are essantial, not only to prevent
injuky, which is paramount, bhnt also to protect WAPDA equipment.

Working on energizned conductors on structures above ground, Aand  in
cowinatad uraffic areras  nevporrs the employees to considerable risk.
Accidents are contly resultine  in  lort  production, medical bills,
and  compensation as well as human suffering. Unfortunately WAPDA's
safety record has heen Far “rom satisfactory. This is evident from
the summary of the fatal acaidents for the past three years:

FATAL ACCIDEULS I WAPDA

¢ B AR EMPLOYEES BUBLIC TOTAL
July 82 - June 83 717 129 206
July 83 - June 84 Al 126 207
July 84 - June 85 82 104 186
Thus safety neads  jmmediate attention and support from WAPDA
managemant.
A beginning has been made n  this regarcd. WAPDA appointed a

Direckor Safety in April 1985 with full time responsibilities to
A~+-lop wikth FTAT a saferty program for Power Distribution. Since
than Lhe WAPDA Safnrty Code has been revisad and approved by the
GHD . 44 in now being translated into Urdu to facilitate
comprehension by the WAPDA lower staff. In tovember 1985 a safety
training program for linemen was developed and launched in 28
locations in the AFBs and so far about 25000 of the 36500 targeted
staff have attended the program.

PROE)SED ORGAHNIZATLON

The next important step 1is to institutionalize safety in Power
PDistributinn by nstablishing a safety organization. If safety is to
be marde affective it must as a matkter of pollcy be backed and
suparted by a sound organization. Such an arganization will ensure
that the safety policies, proecedures and practices which arce
davelopad at the Pistribution leadquarters ara implemented
throughout the system. It is therefore proposed that in addition to
the safety function in Nistribution Headnearters, safety
otganizations be established in the AEBs and the Divisions. The
safety functions will be headed by the appropriate safety cffiicers:
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" Diraector Safaty in the Distribution Headquartera
o Deputy Director Safety in “he AERs
° Safaty Coardinator in the Divisions

Under Yhis arrangemant  Yhe  AFER Chairmen, Executive Enginoers  and
Kheir  supervisors  will  assume  responsibility  for ecarrying out the
safety policias, procediuyres and proarams and will  be suppnrtad by
their safsaty  arganizationn. The =safety  funciions astablished at
the three oraanizational lovals will also bna in reaular
comminication  with  each  other on safety matters. Thus the Director
Safety will be in tnuch with his «counterparts in the AFfAs and
Divisions, Tha  conrdinated afforts of the line and staff functions
will thus create =safety awareness among the employeess and 50
mo%ivate ‘them Yo act, think and work safaly, A job done safaly is a

job done ef ficiantly.

These propnsed additions “o the organizations are shown in the
Attachaed charts (Annex A tn C).

The rasponsibilities of the safeky staff are:

° The Director of Safety will be responsibla Yo the Director
Ganaral Personnel for:

- daveloping and administering safety policies, procedures
and programs

- developing Accident prevention programs
- providing functional suppor: and gquidance to the AFBs
° The Deputy "Director Safety and his two inspectors in the AEBs
will be responsible Yo the Director of Administration for:
- providing assistance and gquidance in safety matiers
- arranging random field inspections
- organizing a safaty committee headed by the Chairman AEB
to periodically review and progress safety matters within
the AEB
- monitoring and coordinating safety activities nf thn
divisions
° The Safety Coordinator in the Division will be responsible to

the Executive Engineer for:

- promoting the safety program
- inspacting work centers and safety equipment and tools
- ceporting accidents
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- assisking in acnidenk inveskigakinn

- organizing a  safehby commiktee chaired by the Execukive
Engineer Lo promote safeky

- conduching safeky meokings %o discuss WAPDA Safeky Code
and safety maktars

- amphasizing khe neod bo Ack safely
- diskribnking nharks, posters, eatc,

The manning  requiremenks  are shown in  Annex D. The position
descriptions are akktached as Annex E/1 ko E/8.

IMPLEMEUTATION PLAN

Ik i35 proposesd  thak  the safety organizakion he implemented in
accordante wikh the followine program:

gx_}gg_ﬂﬂngg_lﬁgq provida Yhe Direckor Satety, who has already been
appninted, wikh A Deputy Direckor Safeky, They will work and
conrdinake  thair  offorks  with khe PTAT to davelop safaky policies,
praceduras, prograns including aceident reporking and inveskiqgation
procadires,  expedika printing of the ravised WMAPDA Safeky Code in

English and Hrdu, assisk  in iks distribukion ‘among  kha WAPDA
amployses,  deyelop  safany meekbings programs for line skaff and
prepare  familiarizakion %raining proqrams for tha Depuky Dirackors

Safaty and Safety Conrdinators,

By 1zt October 1986 appoint a4 Depuky Director Safaky and two
[nspackors for ~ach of khe AERs. They will underqgo a
familiarizakion safaty Lraining program for a period of a fortnighk
bafore kaking over of %heir posikions.

By 1st January 1987 the Deputy Direckors Safeky of each AEB are kto:

a)l seleck a suikable person from each Division to be appointed as
a Safeky Conrdinator. .

b} impart kraining on safeky %o khe selected persons as par
training program provided by the Director Safeaty,

By lst March_ 1987 @ppoink krained Safety Coordinators to all tha
Divisions.

CONCLUSION:
In view of the importance of safety in WAPDA it is recommended that

approval be given to the proposed safety organization and the
implemantation plan.

qo



DISTRIBUTION 1.0,

Direntor Safety

Dy, Direchtor Safoty
.n.c,
heD.C

Stenngrapher I

Stenngrapher II
Driver

Haih 0Dasid

AEB (B)

Dy. Dirrctor Safety

Safoly Inspectnrs
Stennarapher 1
tlaib Nasid

DIVISIOH (124)

Safety Coordinator

U.n.c.

ANNEY

D

MANNING TABLE
tlo. of
BpS Positions Remarks
19 1 Already
astablished
18 -
7 1 -
5 1 -
15 1 Already
egtablished
12 1 -
7 1 -
1 2 Ona already
astablishned
Total in
BPS In Each all AEDs Pemarks
18 1 8 -
16 2 16 -
12 1 8 -
1 1 8 -
16 1 124 -
7 1 124 ' -

al



AMUIEY 2/1

POSITION TITLa: Director Safexy
GRADE : P

BASIC POSTITION DESCRIPTION::
The Direcxar Safaty 3 responsible Yo the Director General Parseonnel for
the dire~tion and canrdinatinng  of  the safely policjes, procedyrasg,
praciicos,  programs and their  enfaraement  in  the AER'Ss and Divistons
Ythrounah functional support oandg amidance as necessary.,

HAJOR _DUTIES_AID_ BRSPS I8 ILITIES :

" NDevolops and Aadmini st ors saf ety policies, procediures and prantices,
? Dirents the maintenance and revision Af the WAPDA  Safely Coda and
expas, as required, Yo include new pracesses, methods or

proceduresn,

" Initiates accidents pravent ive measyres for implementation.

° Resnlves safety problema,

° Oraanizes spacial on site Yraining programs.,

» Dire~*s and cnordinates safety programs in every the AEB, including
moditications where necegsarpy,

" Fnsures that Al operating instructions and prtocedutes are
consistent with Lhe YAPDA Safety Coda,

” Initiates investiqations, surveys, and  inspections for Lhe Anjrea
of compliance with She WAPDA Safety Coda and safety instructiaons.

" Conrdinates and auides Acoident prevention programs.

" Provides, uniform  interpretations of conflicting or vague safety
standards in canjunction with Director Labor.

° Aduises on the suitability of ha naw safety and protectivae
aquipment to he purnhased.

% Advises  the  Purchase and Stores nrganization tn arrange axpaditious
supplies of the deaficiant fsafety oquipment to the user activities.

” Parforms any other duty as may be assigned by the proper authority.

DESIRED QUALIFICATIONS:

a. Edication:

Degrea in Electrical Enginaering or equivalent recognised by
Pakistan Engineering Council.



d.

Princ Yotk Experience:

At least 10 yeqrs experience in digtcibution work.

Language Froficinncy:

Hust possess 1 high  degree of proficiency in both written and
spoken Enalish,
Jab #no-l edae:
Required tn have A thorough working knowledge of all  WAPDA

Distribuzion Work Pules and Procedures. This shall  ineluda 4 full
working xnowlodaes of the WAPDA Safety Manual,

Auility and 5rills:

Abtlity te maintain a good working relationship with all
amployaos and manaqemant of firials,

. Managerial  skill=s to coocdinate the safety ef forts for all the
AER'5 Yo maintain ~ontinuity & uniformity,

. AdDility ta  recoqnize the nend for changes and make
recomnmandations foar “he same,

FOSITLON ELEMENTS :

a.

Supervision Required:

The incumbent  shall report to the Deputy General Hanager Personnet,
i shall plan and schedule his assiguments with minimum direction.
He in oxpert o Lo roach indepandent  conclusinns  and  make

recommondations a1 appropriate action,
Exercisne of Judamant:

Incumbent is oxprated tn evarcise judgemsnt nn all matters relating

Yo safaty mattorn, Ho  will assiet  the Deputy Direntors 3afnty
AERB's  level in the decisinn making process,  only to ansurea
continuity And uniformity “ith WAPDA Dis:ribution rilas  and

procedires,

Athority 20 Makn Cammitmant e

¥
Incumbent' s decisiong on all safety  and  health matiers will
normally  be  accopred. Docisnions requictng poliry or pronaeduce
changes ara  the  anly  Sype pending  prior approval of the Deputy
Genaral Manader Personne ],

Hature, Lavel and Pnrpesae of Contacts:

Incumbent will maintain gond working relations with all amployeasg
and supervisoers, This will allow the gathering of pertinant
information with which decizions can be mada. Communications %o all

Daputy Directors Safety nf the AEB's will be requlac and routine.



e}

Supervision Fraccised:

Incumbent  shall  have direct authocity and responsibility for
immediate g%aff, He shall mxercise functionatl Authority only,
the ARR Neputy Directors Safety. Any correspondence
recomnondat 1ony Yoo the AFA's wil]l normally bae  copied  tn
Chairman of the ARER as well as the Director Adminiatration.

Ay

hin

with

anl
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AMUEX  E/2

FOS LTI TITLE: Doputy Director Safeky (Headquarkern)
GRADF APsS-14

BASTC £CSLTLON DESCRIPTION:

He 15 responsible %o Yhe Direackor Safeky for the preparakion of safekby
policies, proceduras, onllection and analysis of skatistics on accidents,
safeky  maneers,  dire-tisn  and  canrdinakion of safeky funchions wikth khe
/\F.F\' e

HAJOR DUTTES AND RESPOUSINILITIES .
K Ansi T3 in %nhe praparakion nf safoky policies, proceduras,

Auidegines Lo nromaka safaeny,

i Assisks in She  revision  of WAPDA Safeky Code, etc, and aexpands as
required o inclade new moekhads and procedyres,

° Collects and anilyzes suakistics on accidents ko  astablish trands

And initiakes preavontive meangrea,

N Roviays provinsial and  fedoral  safery  standards ko dekarmine
atfecks A the oy~tom and She bhos_. methods of complianca.

” Reoviews safaky  activitins of  the ARBs and inikiates action as
daomod noreanayry,

" Advisen an the safeky prohlems referred by various agencies
including ARRA, ’

" Draanines specinl salety kraining programs.,

» Roviews and prapares quaidelines, procedures, eate,

” Proparas ropoarts and earreapondonen,

" Supplies  safehy paskers,  likerature, ete, to the AER's for
pubticity, .

° Makes periodic skaff  visiss ko the AF8s and their Divisiens %o
reviaw and disciass safebty maktors,

° Advirses on parshase, {nepeaction and use f safety equipment,
? Hakes recommendations Far jmprovemenks in safeky squipmenk.
N

Performs okher Jdukies as Aassiqned by the Dirackor Safekty,

DESIRED QUALIFICATIONS:

a. Eduycation:

Degree in Fleckric Engineering or equivalent recognizad by the
Pakiskan Fniineering Council,
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b.

Prior Work Exprrience:

At least 8 years' axperience in distribution of power.

Lanauage Proficiency:

High dnjree of proficiancy in both written and spoken English and
Urdu.

Knowledaa of Specific Areas:

. Good practical knowledge of management practices and an
understanding of the operation of various perrsonnel,
administrative anpd technical Ffunctions.

. Fully convarsant with safety policies, procedures, WAPDA
Safety Corda apd instrucktions.

POSITION ELEMENTS:

a.

Supervision fecajivad:

)
Diractions and quidance arae received from Director Safety on mattaer
relating to safety,

Available Guideline:

WAPDA  Safety Codae poliries, procedures, instructions, Federal and
Provincial Safety Standards.

Exercise of Judament :

Prquired to axnrcise seound judgment and arrive at correct decision
on a wide range of safaty matter. Recommendations to Director
Safety are expected Lo ha detailed, wel] researched, accurate and
in the overall jntaregt nf WAPDA.

Authority to Make Commitnnntg:

Incumbents's recommendationg  an  all safety matters are generally
accepted,

flature, Level and Purpose of Contacts:

Incumbent will maintain goo0d relations with all concernaed employees
and their suparvisors in WAPDA Distribution.

Supervision Fxercisad:

Required to plan and perform assignments based on sound
interpretation of the safety pllicies and procedures.

Gb
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POSTITION TITLE: Senior Clark Safety (Headquartarg)
GRADE : RPS-~7

BASI POSITION DESCRIPTION:

He s L2sSeonsible %5 rha Deputy Director (Safety), Maintains recorq of
documants, instructinns, and accidents involving WAPDA employees, public
and animals.

MAJOR DUTIES AlD RESP’)NSIB[LITIES:
T L IBILITIES

[

t
Maintains AN keapsg Up-to-dakte record of accidents involving the
WAPDA Distrihukion amployees and property, public and animals,

Haintains statistics of the attendeas of Special safaty Yraining.
° Haintains record 0f Aaccidapks investigation reporks,

° Haintains record of documants, instructions and correspondence
concerning safety ang ralatad mattarg,

DESIRED QUALIFICATION:

a. Educat inn:

Bachelor's Degrea  or by promotion from Junior Clark on %he basis of
snniority—cum—fi:ness With minimum of 5 Years' expariapca,

b. Frior Work Exonrience:

Progression through the classificationg of  Junior Cletk in 1{ne
with, or 2quivalent to, the duties of 2ach of the major duties anpq
responsibilitjag for 4 minimum period of 5 years,

0

Lanauage Proficiapcy:
——==C1E froficiancy

Must have thae ability to read and write English and Urduy lamjuages,

d. Knowledge of Soecific Areag:
LAnowlec 2LEELLIC Areas

. Must have sufficiant knowlege anpd Skills to perfornm the duties
and/or responsibilitiag,

Knowladgne of of fice methods and procedures,

. Knowledge tq op2rate  one or more offi~e machineg 2.9. adding
machine, calzulators, ake,

a, Abilikies ang Skills:
—=s===otS dnd Skills
. AL lity to acquirca necessary knowl edge and skills to perform

the duties and/qr tesponsibilities of the jobs.

. Hust hava ability to deal witnh employaes,
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POSITION ELEMENTS:

.

d.

Supecrvision Received

v
-

Job assigned by thae Safety Coordinator.

Available Guidelines

Office ordars in shape of instructions.
Exercisn of Judamnnt

Completion of assignments.

Authority to Hake Commitments

Hil.

Hature, Level and Purcosa of Contackts

Hil.

Supecrvision Exercised

til,

4§



ANNEX E/4

POSITION TITLE Junior Clerk Safety (Headquacrters)
GRADE : RPS -5

BASIC POSITION DESCRIPTIONS

He

responsible Yo the Seniar Clerk (Safety). Assists in maintaining

up-to-date record of documents, instructions and accidents involving the
WAPDA Distribution employeas, puiblic, animals, ete.

MAJOR DUTIES AHD RESPOUSIBILITIES

o

Assists  in maintaining up-to-date record of accidents to the WAPDA
Distribution amployeas, public, animals and loss of WAPDA proparcty.

Assists in maintaining statistics of attendees of at site special
safely training program.

Assists in maintaining record of accidents invest igation reports,

Assists in maintaining record of documents instructions and
correspnndence concerning safrety and related matters.

Parforms any other ‘luties asg assiqned,

DESIRED QUALIFICATIQNS:

aA.

Education
F.A or Hatriculate plus typewriting @ 30 words per minute.

Prior Work ExXperience

Desirable but not necessary.

Language Proficiency

Must be able to read and write English and Urdu.

Knowledge of Specific Area

Hot considereqd necessary.

Ability and Skills

Ability to acquire the necessary knowldge and skills to perrform the
duties.

POSITION ELEMENTS

a.

Supervision Received

Job assigned by the Senhior Clerk.
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b.

Available Guidalines

Of fice orders in shape of instructions.

Exercise of Judgment

Completion of assiqgnment.
[ 9

Authority to Make Comnitments

Mil.

Hature, Level and Purpose of Contacts:

Mil.

Supervision Exercised:

Nil.
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ANNEX E/5

POSITION TITLE: Peputy Director Safekty (AEB)
GRADE : 13

BASIC POSITION DESCRIPTLION:

He i3 responsinle to the Director Administration (AEB) for the
implementation of the policies, procedures, practices and programs
relating to safaty, Reports functionally to the Director Safety, WAPDA
Headquarters. Resolves all safety matters with quidance, as necessary,
from the Director Safety, frovides functional guidance to the Division
Safety Coordinators on safeby mattars,

MAJOR DUTIES AND RESPONSIBILITIES:

° Monitors through functional supervision the implementation of safety
policies, procedures, practices and compliance with the Safety Code
by the AEB amployeas ak all lavels,

° Sunmarizes all field teports for the Divisions into statistical Fform
and  submits to  the Director Safaty, WAPDA Headquarters for analysis

And comparison purposes.

° Distributes safoty instrucktional materials to the Division Safaty
Coordinator for guidancs, information and publicity.

° Writes operformance objectives, as tequired, into practical quide
matarials for safety coordinators to implement,

° Conducts perindic staff meetings with XEM's and their safety
coordinators in the AER on safety matters,

Brings to the notice of the Regional Director Inventory Control
(RDIC) and to the Director Safety, waAPDA the shortages in the safety
2quipment  held in the Regional and Divisional Stores and takes steps
Lo supply them.

° Ensures that hisg Safekty Inspectors continually perform spot checks
in the Division and submits reports with recommendations., .

Ensures implemantation of the recommendations, as deemed necessary,
of Safety Inspectors under his supervision.

Moniktors the an-sitn safety training programs in the AEB's.

° Reports Yo the Functional Supervision any design deficiencies in the
safety equipment (T&P) in usa.

° Supetrvises assigned stafC,

DESIRED QUALIFICATIONS:

a. Education:
=4dlicacion

Incumbent must possess a degree in Electrical Engineerihg or
equivalent recognized by the Pakistan Engineers Council.
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d.

D

Prior Work Experience:

Incumbent must have at  least 8 vyears' experience in electrical
distribubtion activities,

Language Proficiency:

Incumbent  must  pnasess a high degree of proficiency in both written
and spoken Fnglish. Must also possess a high degree of proficiency
in written and spoken Urdiy.,

JoQ»Know{ggggi

Intimate Ynowl edge of safety code, electrical distribution
procedures and sound, responsible managerial expertise.

Abilities and Skills:

. Ability to impart knowledoe of the safety code interfaced with
sound distribution and management procedures,

. Ability to interpret Urdu or English statistical or technical
information into meaningful reports and performance objactives,

. High Aability to rationallze and maintain an affective
telationship between amployees and management officials.

POSIT.ON ELEMENTS:

Supervision Received:

Under functional gquidance of the Director Safety and administrative
supervision of the Director Administration, incumbent performs most
work under little or no supervision for activities and progress.

Available Guidelines:

Incumbent uses the safety code, various other acquired data and
data provided by functional supervision combined with refined
managerial skills to provide as a clearing house for all of the
assigned AER's safety activities and procedures.

Exercise of Judgment:

Incumbent exercises a high degree of judgment and personal
direction.

Authority to Make Comnitments:

Recommendations are considared by supervisors and are gdenerally
accepted.
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Hature, Lavel and Purpose of Contacts:

Incumbent should be closely affiliated with the I.E.E.P. and other
reputable organizations as well as the provincial government for
safety complianca.

Supervision Exercised:

Incumbent exercises full functional and administrative supervision
aver the  Safety  Inspectors and support staff assigned, Also
AXNLClisesg functional supervision aver the Division Safety
Coordinators,



ANNEX E/6

POSITIOH TITLE: Safety Inspector
GRADE : BPS 16

He {5 responsible %o the Peputy Director sSafety (AEB) to continually
patform spot field inspections in all the Divisions for compliance with
the WAPDA  Safery Code  and safe operating procedures. Submits activity
reports with recomnendations to aorrect deficiencies found.

HAJOR DUTIES AlD RESFPONS IBILITIES :

° Conducts field inspectinns assigned within any level of operation,
maintanance o Tonstruction, or other related activities and
provides A writrap teport  to o the appropriate administrative

suparvisor with recomnendations to corrrect the deficiencies Ffound.
" [nspecks safety aquipment and tools for their availability,
serviceability and provides a written report to the administrativae

supervisor with recommendat ion to cor.ect deficiencies fonund.

” Gorves  as a technical Advisor on field safety applications tg
minagemant,

? Any other duky as may be assigned by his supervisor.,

DESIRED QUALIFICATIONS:

a. Educatioq:

Incumbent  should hold diploma in Electrical Engineering from
Polytechnic Institute, However job relateg experience may be
substituted far avaluation.

b. Hrior Work Exverience:

Incumbent must have at least 10 years in Electrical Construction
and Maintenance activities.

C. Lanjquage Proficiency:

Incumbent must possess a moderate dejree of proficiency in both
Wwritten and =poken Fnglish, Must also possess a high degree of
proficiency in written and spoken Urdu,

d. Knowledge in Specific Areas:

Intimate knowledge of safely «code and other requlatory codes. A
very good knowledge of work procedures also required.

Abilities and Skills

D

Ability to inmpart recomnmendations to first line supervision in
an effective and acceptable manner.
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. Ability to write reports and make meaningful recommendations.

. Abilit: to rationalize ideas into safe acceptable and
Y ’
practical kechninues.

POSITION ELEMENTS

a,

9]

d.

Supervision Received:

Under administrative and functional guidance of the Deputy Director
Safety, incumbent performs most work under moderate supervision for
activities and proqress,

Available Guidelines:

Incumbent uses the safety code and any other data genecated or
approvad by the Daputy Director Safety,

Exercise of Judament :

Incumbent uses judgment acquired only through years of service.

Authority to Maka Comnitments:

Incumbent  will make recommendations to his immediate supervisor for
any action nacessary.

Nature, Leval and Purpose of Contacts:

Incumbent must affect A congenial yet Ffirm manner inp conducting
safety inspectiong with all employees,

Supervision Exercised:
Sup

Hone, except some functional requests to office clerical staff,
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AUNEX E/7

POSITION TITLE: Safety Conrdinator
GRADE : BPES-16

BASIC FUNCTIOMAL DESCRIPTIOUN:

Tha Safety Coordinator 1is responsible to the Assistant Director
Administeaktion foar all Safety matters concerning the Division and to the
Deputy Director - Safety AEB functionally. Promotes the safety programs
and  practices and  insures compliance of the WAPDA safety code. Reports
unsafe  conditions far corrective action, Reports accidents to the
concerned  higher authorities, HMaintains records of all safety activities
and statistics on ancidents,

MAJOR DUTIES AlD RESPOUSIBILITIES:

? Prrforms field inspections reqularly for compliance wih the safety
cole and  safety procedi.2s and practices and provides a written
report Lo the appropriate administrative supervisors Wwith

tecomnendations Yo correct the deficiencies Found.

° Answors or resonlvas inquiries of safety from management and
amployeas,

" Assists and quides accident investigation committees as necessary.

? Conduckts  insperction of safety equipment and Lools for their
availability, serviceability and suitability and providegs reports
with recommandation *a corrnek the deficiencies found.

° Initiates requests for the acquisition of safety equipment not
available in the field stors through functional supervision.

? Honitors isplementation of recommendation for accidant prevaention. -

-

? Conducts monthly safety meetings to review the WAPDA Safety Code and
discuss the safety mathers with the Division employees,

! Organizes monthly safety committee meetings under the chairmanship
of Division Manager to review and discuss safety problems.

Maintains records of safety activities and statistics on accidents.

° Submits monthly summary of safety activities and statistics on
aceidents to the Deputy Director Safety, AEB,

? Assists in organizing on site safety training proqrams for the
Division employees,

o Makes immediate telephonic reports to functional supervision in all
urgent matters of safety such as employee or utility related public

Eatalities and serious accidents (hospitalization).
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o

Suparvises assigned employeas.

Any other duky as may b assigned by his supervisor.

DESIRED QUALIFICATIONS:

a)

b)

c)

d)

Education:
Incumbent should ho 14 diploma in Electrical engineering from

i
Polytechnic Instituta, However, job related experience may be
substituted for eaducation.

Prior Work Expeience:

Incumbent  must  have at  least 10 years experience in Electrical
Distribution ackivities,

Language Profici@ncz:

Incumpent mist pnssess a  moderatae degree of proficiency in both
writtan and  spoken FEnalish. Must also possess a high dngree of
proficiency in writbten and spoken Urdu,

Knowledge:

Intimite knowledge of the Safety Code and work procedures.

Abilities and Skills:

. Ability %o iwpart knowledge of the safety code interfaced with
sound distribution procedures to all amployees,

. Abilikty Yo prepare writben reports and statistics.

POSITION ELEMEHTS:

a)

bh)

Supervision Received:

Under  functional quidance of the Deputy Director - Safety (AEB) and
adininistrative supervision of the Executive Engineer incumbhant
performs most  work under moderate suparvision for ackivities and

proiress.

Available Guidelines:

Incumbent uses Sha safety and various other data provirded by
functional supervision combined with abilities and skills to provide
A comprehensive safety program,

Exercise of Judgment:

Incumbent axercises moderate judgment and will appeal to higher
supervision in the difficult matters.
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d)

£)

Aurhoriby te Make Commitments:

Bacommendations based  on WAPDA Safety Code and
gquidelines  provided by the Funckional supervisors must
applicable to Ythe Division area assigned.

Natuce, Leval and Pucpose of Contact:

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

Supervision Exercised:

Directly supervises the staff provided.

JO¥
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ANNEX E/8

POSITION TITLE: Senior Clerk Safety (Division)
GRADE : BPS-7
BASLC POSITION DESCRAIPTION:

Ha

is responsible Lo the Safety Coordinator. Haintains crecord of

documant s, instriuctions, accidents and correspondence concerning safaty,
anl ralated mathars,

Maintainsg awd  keeps up-to-date record of accidents involving the
WAPDA Distribution employeas and property, public and animals.

Maintains statistics of the attandees of special safety training.

Bainkains record of accidents investigation reports.

HAJOR DUTIES AUD RESPOHSIDILLITIES:
el
]
o
9

a.

b.

a

Maintains record of  dotuments, instruckions and correspondence
concarning safety and related matiers,

DESIRED QUALLF [CATLOU:

Education:

Bachelnc's Degree ot by proinotion from Junior Clerk on the basis of
sentority-cum-fitness with minimum of S years' experience.

Prior Yok FExperi:nca:

Progressinn through the classifications of Jr. Clerk in line with,
ot aqiivalenk  to, the dutinrs of each of the major duties and
tesponsibilities for A minimum period of 5 years.

Languaae Proficien

Must have the ability %o read and write English and Urdu lamguages.

wnowledae of Soecific Areas:

. Must have sumificient knowlege and skills to perform the duties
and/or responcihilities.

Knowladga of of fize methods and procedures.

. Knowladge to operate one or more of fice machines e.q. adding
machine, calculators, eakc.

Abilities and Skills:

. Ability Yo acquite necnssary knowledge and skills to perform
the duties and/or responsibilities of the jobs.

. Must have abilikty to deal with employees.
ploy

109



FOSITION ELENENTS :

a,

D

SUpervision Received

Job assiqaned by the Safa ty Coord inat.oc .
Avallable Guidelines

OE'E icn ardars in shape of instruck ions.
Etercise of Judameny
Complotinng of ang igunents,
Athority to Hake Comn Ltinents
Hil,

fkﬁi{_’ic_‘f_i‘ﬂiu!!}‘_gﬂf Pase of Conktacts
MNil,

Supervision Exercised

Hil,

1o



