LLEVELYTT /d. 4

LEVEL-II DIVISION GUIDE

ORGANIZATION % YARDSTICK
PROCEDURAL CHANGES
TRAINING BENEFITS
BASIC PAY SCALES

POSITION DESCRIPTIONS



IT.

V.

Y.

VI.

VII.

I NDE X

INTRODUCTION

ORGANIZATION % YARDSTI Ck
DIVISION MANAGEMENT
ADMIKNESTROT TON
BUDGET & ACCOUNTS
CUSTOMER SERVIGES
HETER READING
PLONNMING ZENGTMEERT NG
GERVICE ENGTMEER
MATNTENANCE 2 OFEROT TON
SUE DIVISION OFFICER

ORGANIZNATIONAL CHANGES

A. ADMIMISTRAT IOM

. BUDGET % ACCOUMTS

. CUSTOMER QERVICES

D. PLANMING % ENGINEERIN G
£ SUR DIVISION (REMUTE)

FUNCTIONAL /PROCEDURE CHANGES

M. ADMIMISTRATTON

Ir. BLIDGET % ACCOUMTS

. CUSTOMER SERVICES

D. FLANNING 2 ENGINEERT NG
., SUN DIVISTION (REMOTE)

TRAINING % IMPLEMENTAT ION

N ADMINISTRATION

. BUDGET % O0COUNTS

£. CLSTOMER SERVICES

D. FLAMNING % ENGINEER TG
. SUE DIVISION (REMOTE)

BENEFTITS

N. ADMIMTS TRAT T0ON

., RUDGET % aCCOuNTY

. CUSTOMER SERVICES

D. PLOMMING % ENGINEE

E. SUR DIVISTON (REMOTE )

BPS LEVELS

PAGE

10

11
i1
11
15

19

19
19
19
21

21

a4
24
259
e

el

25

27
27
27
29



VII1 POSITION DESCRIPTIONS

DIVISION
DIVISION MANAGER

ADMINISTRATION
ADMINISTIRATION OFFICER
SAFETY COORD INATOR
‘UrrRVISﬂh = GENMERAL. SERVICES
SUFERVISOR - FERSOMNEL
SUFERV ISR - LECﬁl AND LARDR WELFARE
}UhFHAN 1HANGIUI
SERNT O T PERSONNEL

L PERSONNEL

i

1

SENTOR : .
SENIOR 1o FERSONNEL - 3

BSENTOR LOGAFETY

SENTOR CLERE LABROK AND LEGAL
JUNTOR CLERE FERGONNEL

JUNTOR CLERE @ ENERAL SERVICES
JUNTOR CLERE LaBom AND  LEGAL
JUNTOR CLERE AECORDEEEFER
JUNTOR CLERE TYRIST

DESEFATCH CLERE

DIARY CLERE

BUDGET 2% ACCOUNTS

BUDGET % oaCCOUNTS OFFICER

(\"‘»l Te BUDGET &% ACCOUNTS OFFICER
ACCOLNTS ASKISTANT - BANETNG

ACCOUNTS CLERE REVENUE COLLECTION

JUNMIOR CLERE SCROLL COLLECTION

ACCOUNTS CLERE SECURTTY DEFOSIT

ACCOUNTS &y FLNDS

JUNMTOR CLERE TYETST

ALCOUNTS ASSTISTANT - AUDIT % INSFECTION

ACCOUNTS ASSTSTANT FRE-ALDTT

ACCOUNTS CLERE FRE-AUDT T

k.

ASSTT. BUDGET 4 ACCOUNTS OFFICER - ACCOUNTS

ACCOUNTS ASSISTANT - ACCOLMTS
ACCOUNT Y CLERK T ACCOLINTS
ACCOUNTS CLERE 11 - ACCOUNTS

CUSTUMER SERVICES

CUSTOMER SEFRVICES OFF TCER

SUPERV TG0 - CUSTOMER ASSISTANCE
SUMERVISOR - CUSTOMER ACCOUNTS
SUPERVISO - o,

FLoDo DPERATOR
SUPERVISOR
SUMERVISOR

BILLING CONTROL
DEBRTORS CONTROL

PAGE

3840
4147
A0-45
--0)7
4949
Si0-15 §

-5

\.Jc
54--55
546H-57
G859
&4 |
L2-47
HA~4E5
bbs-867
&HB8-69
TO-71

D A ey A
S )

T4 -7

7H-74
TR ao
91-92
8384
35--86
87-84
9G--90
P1-22
PiE-94
P-4
QRT-00
PP 100
101102
LOZ-104
108104

107110
LIt
Lifd-1164
117119
1"U~1"’1

120128


http:CLE"I.RK
http:99--1.00
http:L.ABr.OR
http:SIPE-.RV

SENIOR Cl.ERK

JUNIOR CLERFE

BULL DISTRIBLUTOR

ENERGY SURVETLLANCE ENGINEER

PLANNING & ENGINEERING
PLANNING ENGINEER

SUFERVISOR TECHNICAL REGCORDS
RECORDS CLERE

FPLANNER

ESTIMATOR

DRAFTSMAN

ASSISTANT DRAFTSMAN

TROCER

SERVICE

SERVICE ENGINEER
BUFERVISOR SERVICE
SLUMERVISOR METER

LINE FOREMAN GRADE 1711
METER ELECTRICIAN
LINEMON T ¢ 11
ASSTISTANT L INEMAN
SERVICE CLERE

MAINTENANCE & OPERATION

MOINTENANCE AND OFERATION ENGINEER
SERVICE DISPEATCHER

DISTRIBUTTON INSFECTOR

SUPERVIGOR - PREVENT IVE MATNTENANCE
SUPERVISOR - EMERGENCY MATMTENANDGE
LINE SURERY MTENDENT GRADE T/171

M2 0 CLERE

COMPLAINTG CLERE

SUFERVISOR METER READING

SUB-DIVISION

SUB-DIVISION OFFICER

SUFERVISOR - METER READING

LE-TT -~ METER READING

METER READER

SUPERVIGOR - £ug TOMER SERVICES
SUPERVISOR - CUSTOMER ASSTISTANCE
SENTOR CLERE

JUNT O CLErRE

ETLL DISTRIBUTOR

BUPFERVISOR SERVICE CONNECT TONS
SUPERVISOR DOO/RCO

BENTOR Gl (GERVICE)
COMMLATNTS CLERE

PAGE

126--127
128129
LE0~131
132--134

3a-1EhA
127139
129=140
141-142
147~ 144
145~1a4
147148

1492150

1811573
1840 - 155
154157
159-159
160161
162~ 144
16G-1467
1658--16%

170-172
173175
1784177
176179
180-181
182184
18%5— 184
187189
199--19§

192194
195~ 197
199-2001)
201200
2077-205
G -206
209210
21i-212
21%-214
215-214
217--2218
219220

2212

[ Yo2)
[ 90


http:176-1.77
http:SERVI.CE

LEVEL-T1I DIVISION
INTRODUCTION

This Buinshool: contalneg a dese riptiorn of the Level-I1
Qrgan i organization chaets with yvardgt loks,
nosibion doge ription sumnary of tbhe changes, Lhe SCOR
of functional e esponsibililios, train ing outlines and a
description of Lhe new and Zop available procedurac Lhat
Will he usod by the fipld formetions,

O level- (1 renrganized divigion wil 1 be comprised of troth
urban  and poral custonar g, The urban sth-divigions will
e consolidat g into a teordanizerd operat {om division at
Ll headguar Lo s bt the divigion and will woerl ag one
cevdralizod unit, Functional sect ions will be hiearfed by
Enginesrs fop Flanning JENgineeare ing, Maintenances ant

Opear ation, Servics Corniect { ans,. Surveil lane

taand et o
Reading and the o Evenue side will he headed by a Customer
sorvices Of Micop, The Acocrunts fune Lion will pe heradel
by & Bodget s e cournts OF ficer and Administration b Y oan
Admingsterativie Of¢ oo, The rural sobyerfiy isions will]
rematn anchanged e sept for some minoe acljustment o
remquieed Lo aporat o el e e rrocedure,

Combrealizeod wae ks ol ANNLNG,.  &ipr i, connecticons,
M N onane e apeeatidon and ainevei) g ance uander dodividual
arpert onginerr for each furct ion will provide for
benpeoved  apmeal ion in mach et ion oand hetler moconomic
and bechoical wse af PEIOLNCeS in Lhalt geet ion,

The Orvgonizatl ion Chart on the o)1 CNing pane showes the
ivicion r ROrFQanization undope Leavel-TT, Yardst iek
Proposed are showe on an. orogani . banis (or the
Division Man agar, Dustomer Sopsy and Sub-Divigion
formationg on page 2 1o ¢ respechively.,
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DIVISTIOM OFFICE
(FOR 60,0200 CUSTOHMERSY
LEVUEL-T1I DIVISION ORGANIZATIOM & YARDSTIGCHK

DIVISION
HANAGEMENT

Division Manager

lgtenographer (Gr.11)-1

BUDGET & CUSTOMER METER TLANMING/ HATNTEHANCE &
ADHINISTRATION ACCOUNUTS SERVICES READING ENGIMEERIHG SERVICE OPERATION
Aduinistration Budget & Customer Energy Planning Service Haintenance &
fficer fliccounts Seryices Surveillance Engineer Fnyineer Operation
. Officer Of ficer Enyineer Engineer
t5¢e Fzae - ) 18ce Fyqe - 4) (fee Page - 9) (See Fage - ) (52¢ Pags - 7) (Ses Page - 3) 1528 F3za2 - ?)
SUB-DIVISION SUB-DIVISTON
ORGANIZATION NRGAKIZATION
Sub-Division Sub-Division
Officer fficer
(Se2 Page - (@) (5ee Page - {0

12071



LEVEL-T11

DIVISION OFFICE
DIVISION ORGANIZATI ON & YAHRDSTICHK
ADMINISTRATION

ADMINISTRATION
fdminjsteation
Officer
GEMERAL SFRUICES PERSGHNEL LAROR AND LEGAIL SAFETY
Supervisop Supervisor Supervisor Safety Coordinatoe
General Service. J Personnel Labor and Legal )
TRAHSPORT [_m
e Sr Clerk - 3 proves Sr Clerk -~ 1 Sr Clerk - |
Foreman
Transport - |
by Jr Clerk - | wres Je Clerk - 2 — Jr Clerk - 2
e,
o Haih Qasid - 3 peerd Record Heeper - 2
puy Sweeper - 1 oo} Diary Clerk - |
e Chowkidar - | el Despatch Cleck - 1
wvas Mali - o Typist - 2

l.2Dpve




LEVEL-1I1

DIVISION OFFI CE
DIVISION ORGANI

ZATION & ¥n RDSTICHN
BUDGET AND ACCOUNTS

BUDGET & ACCOUNTS

FUNDS aND BARKING

Nssistant Budyet & Accounts
Offirer

Budyet & Accounts
Officer
ACCOUNTS

13

Assistant Budyet & fAccounts
Officer

BANKIHC AUDIT & TNSPECTION PRE-AUDIT ACCOUNTS
ficcounts ficcount ficcounts ficcounts
fissistant - | fissistant - | fissistant - | fissistant - |

REVENUE

ficcounts
Clerk - 2

Jr Clerk ~ |

SECURITY DEP.

ficcounts
erk - 1

FUNDS

ficcounts
Clerk - 1

TYRIST

Jr Clerk - 1

fccounts
Terk - {

lﬁw Qccounts

erk - 2

TYPIST
Jr Cierk - 1




LEVEL-1I1

DIVISION OFFICE
DIVISION ORGANIZNTION &
CUSTOMER

Customer Services

ficer

SERUICES

YARDSTICHK

CUSTOMER NSSISTANCE

Supervisor
Customer fssistance

CUSTOMER ACCOUNTS

Custoner Accounts

Supervisur

CUSTOMER RECORD
Sr Clerk - 1

nINInINlNG
g AL CUSTOMER

BILLING CONHTHOL

Supervisop
Billiny Control

FOR 1DCOs/

HEW CONMECTOMS
- X

Sr Clerk - 2
FHQUIRIES
Se Clerk - 1

LITIGAT!ON
Sr Clerk - |

COMPUTER OPERPTIONS

Supervisor PC

L

PC Operators - 2

Sr Clerk - 1

SSIST SUPER-
IN PREPARA-

OF DETAILS

DJUSTHENT)

 dte, SN
Sr Clerks

(ONE FOR EnCH
10,080 CUSTOHERS
OR’PART THEREGK)

u{_ Jr Clerk - |

BILL DESPATCH

Se Clerk - 1

DEBTORS CONTROL

Supervisor
Delitors Control

Bill Distributors
ONF PER 1750 CON-

UMERS PART
TH!REOF OF 8?5 CON-
SUMERS OR MORE

Sr Clerk - 1

DEAL HITM ALF
GINS AND IN-
CT1ON REPORTS)

Sr Clerks

ONE FOR EACI
4,000 CUSTOMERS
R PART THEREQY)

SV~

GEMERAL ADMINISTRATION

Steno 11
Sr Clerk
Se Clerk
?rlver
ypist

Jr Clerk
Daf tri
Ch?ukldar

Sweeper
Haib Qasid

LI N A A

LS e DIt bt o s o et e

(Main Record)
(Data Control)
for each vehicle)

(Receipt and Despatch)

(For Building w/Lawns)

Lanr4




DIVISION OFFI CE

EL-I1I DIWUIS

ICK

10N ORGANIZATION & YARDST

LEU

METER READING

ance
er

upervisor
LS-11

Energy
Survejl?

Engine
Heter Reading

~

~N
Heter Readers

L2pps



DIVISION OFFICE
LEVEL-II DIVISION ORGANIZATION & YARDST ICK
PLANMNMING/ENGI NEERT NG

PLANNING/ENGINEERI NG
Planning Engineer

osssnmreTran I I Naib.(]asid -~ 1

Driver - 1}
TECHHICAL HECCRDS DRAFTING PLAHNING
Supervisor Records - | Draftsman - * Plannep - *
Record Clerk - | R?slstant Estinator - »
Drattsman - 1
PRI Dt A
Tracer - ® % - A5 PER YARDSTICKS BELOW
YARDSTICK:

- QHE PLAHNER AND QNE ESTIMATOR FOR 15 GEMERAL, 1 INDUSTRINL AND 2 TUBEHELL CONMECT10MS
PER HONTH OR PART THEREOF.

- OHE DRAFTSMAN AMD ONE TRACER FOR 3@ GEMERAL, 2 INDUTRIAL AND 4 TUDEHELL CONMEDT I ONS
PER HOMINN OR PART THEREQF

120P6




LEVEL-X1

DIVIGSION OFFICE
DIUISION ORGANIZATION & YARDSTICK
SERVICE

SERVICE

Service
Engineer

Chowkidar - | Haib Qasid - 2
Sweepep - | Driver - 4
Mali - 1
HEW CONMECTIONS RENABILITATION NERTERS
Superyisap LF4-1/15-1 Swpervisar Meters
Service
Service IN-1 -2 DCO/RCO/ENO/MCO LS-11 - 4
Clerk - 1 IN-11 - 2 .
ALM - 4 LS-1 - 2 (Keter Electrician)
L5-1 - 1 e Jr Clerk - 1 IN-1 -4
GENERAL, MCO/RCO
COHHECT LONS i IN-1 4
N P BB
IM-IT - 4 L ALK - g
LM - 4 LAY A ]
DCO/ERO
IHDUSTRINL &
TUBEHELLS LM-11 - 4
ALK - 4
hvso LH-1 - 2
LH-T1 - |
ALM - 2
YARDSTICK:
NEH(EE“?E&E;OMS: OHE CREM (ONE LH-1, THO LM-T1 & THO ALHs) TO INSTALL FIVE COMMECTIONS PER Pay,
IHDUSTRIAL/TUBEHELL:  oONE CREH CONE LM-1, THO LM-I1 & THO ALMs; TO INSTALL FIVE COHMECTIONS PER DAY,
MCO/RCO:  THO CREWS (THO LH-T1, THO LM-11 & FOUH AlHs) FOR FIRST 20,000 CUSTOMERS AND FOR EnCH
ADDITIONNL 26,004 CUSTOMERS OHE CHREW OR PART THEREQF, 16,0800 CUSTOMER} VR MORE,
DCO/ERO:  THO CREMS (THO LK-11 & FOUR fLMs) FOR FIRST 26,400 CUSTOMERS AND FOR EnCH

LT RENABILITATION:

HETER ACCURACY TESTING:

CHOHKIDAR, SHEEPER/MALI:

ADDITIONAL 20,000 CUSTONERS OHE CREH OR PART THEREOF, 1V, 0400 CUSTOMERS oR MORE.,

ONE CREH (OHE IM-1, THO LM-1T & THO AlMs) TO EXECUTE THREE TO FOUR LT REHADILITATION
HORKS PER MONTII.

THO CRENS (THO METER ELECTRICIANS AND THO LN-1) FOR FIRST 20,000 CUSTOHENS D FOR EACH
ell, 30U CUSTOMERS ONE CREN OR PART THEREOF, 10,000 CUSTOMERS OR MORE.

ONLY IF OFFICE IS IN g SEPARATE BUILDING/A LAHN IS TO BE MAINIAINED,

Lanrp?
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SUB DIVISTION OFFICE - (EOR 10, aop CUSTOMERS)
LEVEL-T11 D IvursiIo ORGANIZATI] ON & YARDSTICR
Sub D}yision
" icer
Chowkidar-1 (Secong rast of Choukidar may be Driver = 1 (for each vehicle ag pep
allowed where the Sub Divisign s . Authority’s approved yardstick)
located ip an independent and Naib Qasid - 2
separate building Sueeper -1
I 1 X 1 1
CUSTOMER GENERAL SERVICE HETER MATNTENANCE DCO & RCo
SFRVICES COHNECT[ ONS RENDING 1 & COMPLATNTS SHB?rvisor
, . ) COMPLAINT CO/RCO
Supervisor Personnel Sugewgsor Supervigyp CLERK wmw-—--{ LS-11 (1)
- Custompp ervice ter (4 Y
Services Sr Clerk - | Connections Reading | besmesecosesa ' __] R
ta A | SUTY PREVENTIVE SURY EMERGENCY
Supervigop Typlst-1 SR CLERK MAINTENANCE: MATNTENANCE
Custouep 1) L5-11 & COMPLAYNTS
Assistance LFN-1/LS-1 (1) LS-1 (1)
LM-1 (2) (IF MORE THAN ¥ .
RECORD 3800 CONSUNERS ! T wy
NEW KEEPER ALY ()] lurBan AND 3008
P CONNECT 1 OHS Jr {lerk-1 COHSUMERS RURAL L¥M-11/15-11 (17] [_&S-ll ) 1 [_ys-ll (1)"1
Sr Clerk-1 . i P D Y
METER RENDERS HI/LT MAINT, URBAN/RURALY IciTy COMPL. FERURA;, COMPL.
ENSUIRIES & LT MAJOR CENTERS CENTERS t
kS Clepk-1 ONE PER 1808 URBAN IMPROVENTS ., BREAKDOUNS
. CUSTOMERS OR gnnr IN-T (2) M-1 (1) LE-1 () LM-1 (1)
THEREOF OF 580 CUSTOM- LM-11 (4) LH-1T (1) LM-1T (3) LH-T1 (3)
BILLING CONTROL * S OR MO D ONE ALH  (9) (3) MM (7) AN (6)
Sr Clerk - 2 PER 600 RURAL CUSTOM-
7 ERS OR PART THEREOF
OF 488 OR MORE,
Jr Clerk -1
*
DEBTOR COMTROL ONE TO ASSIST SUPERVISOR
Sr Clerk -} IN PREPARATION oOF DETAILS
FOR ADJUSTMENT
Bill Distributors - One per 1750 Custoners or pant
thereof, 975 customers or more
=l
e
NEW COMMECTIONS . IYQRDSTICK,
LN-1 (2),°ALM (4) TO INSTALL 2 GENERNI, CONNECT I oNS
AND/OR | lI‘(DUTRMI./TUBENl-II.L CONNECTION FER Dy, PREVENTIVE MAINTEMANCE
SENIOR CLFRK (1) TO PROCESS NEW SERVICE CONNECTIoNS AND A. IT SYSTEM MAINTENANCE
NUGHENTATION oF LOAD CASES LM-1 (1) OHE CREW To NAIHTAIN 330 KILOMETER oF
LH-11 (1) LINE OR PART THEREOF 175 KILOMETER OR
PCO/RCO/MCO/ERO: filM (3) MORE, THICE YEARLY,
Lg-& (Zg 8”D QLH (4& EOR 19,800 CUSTOMERS oR PART THEREOF
3089 CUSTOMERS ‘OR MORE. B. LT SYSTFM MAINTENANCE
OHE CREH TO MAINTAIN 35@ TRANSFORMER
EMERGENCY HATNTENANCE s IH-T (1) FACILITIES OR PART THEREOF 175 TRANS-
Nt URBAN/RURAL MAJoR BREAKDOMNS LM-11 (2) FORMER FACILITES OR HORE, THICE
M-T (1), IN-11 (1) ALM (1) WILL OPERATE FROM ONE ALY (1) YEARLY.
LOCATION. "STAFF FoR 10,000 CUSTOMERS oR TART THEREOF
3800 CUSTOMERS OR MORE, C. LT SYSTEM IMPROVEMENT S
SUPPORTED BY LM-[] (1Y, ALM (2), THE PREVENTIUE
B, COMPLAINT OFFICES MATNTENANCE GROUP ] LL ALSO CARRY oUT IMPROVEMENTS
URBAN - ONE COMPLAINT OFFICE FOR 3008 10 6609 CUSTOMERS OF THE LT SYSTEM A3 HEQUIRED,
OR PART THEREOF 303 CUSTOMERS OR MORE. NREQ
COHPLAINT 'OFFICES T0 BE ATTENDED BY CONPLAINT COMPLAINT CLERKS - o FOR EACH SHIFT oM yppan
CLERKS OMLY. COMPLAINT OFFICES (3 SHIFTS DaILY).
COMPLAINT STAFF ~=—1 METER READER FoR TUBFWELL CONNECTIONS:
MORNING SHIFT - LN-] (1) ITHREE SHIFTS - STAFF | PONF ADDITIONAL METER READER FOR EVERY 250 TUBEWFLL
LM-T1 (1) |10 OPERATE FROM ONE CONNECTIONS "OR PART THEREOF (MIICH MEANS MoRE THAN
ALK (2) (CENTRAL) LOCAT]ON. 123 TUBEHELL CONHECTIONS ) .
EVENING SHIFT - M- (1) —STAFF FOR 18,000
’ LM-TT (2) [CUSTOMERS OR PART LEAVE RESERVE PoSTS SHALL BE PROVIDED p sy OF THE
ALM (4) THEREOF 5000 TOTAL STRENGTH OF LS-1, LS-11, IM-1, L =11, AND ALM
NIGHT SuIFT - SE‘I({}) CUSTONERS OR MORE. IN EACH CATAGORY .
RURAL - ONE_coMpLATMT CENTER EVERY 8 10 19 KILOMETER TRAINING RESERVE POSTS SHAL LSO BE PROVIDED @ 5%
OF RADIUS EacH OF THE TOTAL STRENGTH OF LS-1, LS-I1, 'LH-1, LM-11,
erazo ] AND ALM IN EACH CATAGORY .
CONPLAINT STAFF S - SINFF
MORNING SHIFT - M- VER THE PRESENT QUOTA oF SZLEAVE PESERVE POSTS OF NETE
ALN COMPLAINT CENTERS. READER AND BIL DISTRIBUTORS HAUE BEEN INCREASED
NIGIT SHIFY - LN STAFF FOR 6080 CiST- BY 167 TI BE WORKED OUT ON THE BAIS OF SAHCTIONED
LM OMERS OR PART THEREOF STRENGTH OF STAFF IN FACH SUB DIVISION AND REVENUE
ALY 3800 CUST. OR MORE, OFFICE,
e — ~ o
2DPag
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III. ORGANIZATIONAL CHANGES

DIVISION
The Level-11 orcganizalion basically consiste of the
following changes from the lLevel-I organization.

N: Qdministeat ion
There will be o change in Lhe Lovel-l organization for
leavel-=Y1 Rearganization.

B. Hudget _and_Accounts
0 In place of Divisional Ncocountants (BPY 11712) the
Rudget and Accounts srction of the division will
be headed by a Budgel 2 Nccount e Dfficer (PG 17y,
whao will be asgiatod by an Assistant Budget %
Aocoount Officer-Funds (130G 1O and an Asasistant
Budget % Aceooontes Of ficer-Qccount s (D514,

(5] The Diviainmal Account-Funde and Divisiornal
Accountant. ~Account g will be absorbed in the budgat
and accounts seetion and redesignalted as accountes
assinlant .

C. Customer Serviceg

Tthe Revenue DFf fire previously under the administrative
conteol of Circle, was converted to the Customear
Sorvices Off ice reporting directly to tho Divigicon
Manager in Lovel -1 reorganization.  The new diviasion
Customer Services office wag equippid with a computer
Loy enter sl validate data priar ho updating and
billing cusl omer Aacaennte,

The Level 11 Custome: Services organizal ion will
tdergo changes synonimous with its rane i.e., becoms
move cuslomer sorvico oriented. Mare customer ariented
BRrwvIices ]l submission and processing of now
Applications and hill o istribution will be addad andse
Lhier clicect coobrol of Customer Services Dificer. In
Lesveal-17 diviaions whore roamnte subdivisions alwo
mrist, gimilar suntomer services sections will be added
tnder the administrat ive control af SDO bagt,
functionally reporting to the Customer Services Of(icer
in the division.

he span of control Will be more realislically changed.,
natead of ane Caommercial Superintendent under the
erisbing RO, thers will be T section suUpervisors
reporling directly Lo the Customer Services Officer
with an additb {onal supervisor in the remoble
subdivisiang.,

10
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An important change in the organization is the espansion
of the concept of functional ve administrative conbtrol.
The swections in the division Customer Services office are
being changed to be in line with the similar sections in
OER and HO ocrganications tea whom they will functionally
report and from whom they will receive Tunctional
gquuiidance. Thus, as the U400 will adminig sbtralivealy
report Lo the DM, ke will functional ly raport to Director
Ca%. in the AER, Similarly, the supervisors in bthe
Customer Secvices OFfice wijl administratively reporh to
.00 bl will receive funchional guidance from both the
C.6.0 and the respective Deputy Directors in the AER.

Following is an exlract af customer secvices
organizational structure showing salient positions
followed by the detailed functieonal activities:

i

Customer Services Officer

' |
{ ! { |
Supervisor Customer ! Supervisaor Customer Supv. . C.
Assislance ' fceounts
I ]
f ! {
Supv.Billing Control " Supv. Debtors Control
]

! Sub Divisicnal Officer

) ! ! |
Supv. Custoner Services

11



The customer services function in responsibile for the
following acbivit {oss:

a. Customear

- ANLE

Customers requesting a new serviecs will male their
applicabion to Customer Qssictanco. The reguired
documents will) be prepaced and processed at Lhe compuLter.,
The design of the physical facilities will be done by 1Lhe
Flontddng Engineor . Applications for servics above YA
will be forwacded to Lhe Superintend:ng Engineer for
achion,

Customer complaintes regarding killing, meter reading, and
taviff applicalion, will be receiwved by Custoameare
Assistance and passed on Lo respective sections for their
proper disposal .

After having beesn disconnected, customers will be
provided assislance in making arvangements for
restoration of service.

Bl distribution will he a function of Customer
Aszistance along with itigation rosponsibildties,

k. Lusibomer Acge

Customer AQcconnitls ig responsible for the meter reading,
billing and debtor conbrol functions. Thia moeter reading
will be entered into the cooputer in the Division.
Froception Viats of irregulape usage indicating :
prror conditions will reduces incorrect billings tg
cuaslonero, Eatimaling reactings and adjivstments Lo
vaselings wil)l then no longer be at the meler readers
personal disceation which will reduce exposure Lo
lmproner manipul abion.

Ncljustment to customers billeg as wall as billing factar
changes will be parformed by Customer Accounts. This
data will be entored daily inte tha computer. Debtor
control will also function in +hic Section and operate
nder bhe guidelines promulgated by the regulations
gaverning their applicatian.

. Computer Operations

Me use of comput.ep systens will be an importamt taol in
providing management witl information far improving
control, ln the Divisions a compuler will e available
in the Customer Services Gection and will %be wsed for
dala entry and validation of customer bil) adjustments,
meter paading, now applications, and processing af other
Diviaion customer Aaccounting act ivity including mebar
changes, elo., as listed below:

12
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01l. Pasic Daba

02, ETDO, ERD

i Meter Reading

Bi1l Adjustment

03, Advice of Court Order

04, Security Ad justment
WAFDA Eaployess Ad justment,
08 Change Notification

09, Reconnect ion

1. Mater Replacement,

Lo Tnstallment

120 Withdrawal af Court Order
120 WNFDA Employvees Updating
L4, Reconnection-0

The purpose of these changes is Lo reduce the delay
hetwaen capture of data and the Lime it is ready for
Peocessing, to simplifly the aperations by automat ing some
0f the routine toslg and to provide suppart far new and

improved Diviaion operations,
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D.

nning_and_Engineer ing

Planning Section

The Flanning Section Will be supervised by a
Flanning Engineer of Gerade 17.

The Flanning Engineer will be assisted by Flanners
(L.ine Buperintendents of gerade 12/11) and
Estimators (Lineman—j of grade 7) in planning and
prpansion ore modifications Lo the networl: and
prapare estimates, specify materiale and peenare
worl orders etc.

Technical Record Seclion supervised hy an LS--1
grade 12 and assisted by a Record Clerk will
maintain the Division technical records pertaining
e estinates, worlk orders, system extensions,

changes and romovalg of linesg and equipment etc.

The Flanning Section will also include dratting
services and Draftomen and Tracers are assigned
for this purpose.

The Organization Chart for Level IT, Divisions
Flanning Engineering function ig ag follows:

Planning Engineer

N.Qasid

—————| Driver

L ]

SuEervisor Draftsman Planners ’

ecords
l

Estimators

14
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E. Service Sectian

The Service Saction will be headed by a Servics Cngineor
of grade 17 who will he responsible for installation of
watomer sorvicos e Luding metor e,

ety IHH./MHdlledl1OH. and dmprovemoents of IO AT Y
Tines anel g e cheape, disconree b ion vl o
ot ot omer seevicos: and melor bereling and veplaceinnnl

The: Secvice Enninecr will b ansistod by Supecoiaor e
oine Suporinbendent s of geacde 1Ay in AUPRrVISing o
cevreat i Lhe acsigred reapongibd it ios theough
sub=echions established in t he corvice connectinns, LT,
syt e cetiabi Titalion, secvics d]'(OHHPrfIOﬁ/P"UHH“(’IHH
Aand msber tast ing anc replacemoant  funct iones.
Mo eaaar v BUpersisory and Jione staff will perform Lhe
Aantranoed functions in accordance wi th the laid cewn
shandards and procedaros,

The Organization Charl (or Leve) Ily Divisions, Service
funoction ds as fal Lowes:

Serrlce
neer

Chowk{dar l N.Oasld
Stige briver
Hlff e

e e ey e ey

I

e Ly

(Hew ¢ pnr‘r:tluflr\

G Lo | Supeulser

s ’

-11
leotriclan

- l
[ i ]

L
LH-11

AL ] B
Indust. 1,/Mells

et
8]



F. Maintenance % Operation (M%0) Section Ocganization

The MO section will be reo sponsible for ke ecoubline and
Bmergency mainbenance of the Disteribobion s velem and will
be headed by Che MLO En girmeer of grade 17,

foservice despatch cenber o eval ton Coordinat i ney Ceanter
(O e alsd by derspad o comrdinabare (LG0T of rpearke
LOY round the olock v Wi LE b eatablished Lo recoive Fhe

beansmit dofarmalion ab ouh worl activity systen
concdibinne, giving clearancoes e o tEar e sa s mor kg
aveas aned areange for mainlenance A operabting crews 1o
rovbore coshbomse aarvice in Bl Divisi IR Fadio
communical inng bebueen {he e spatol renber (Q09), Aeea
complaint. coalers and vehicles of Lhe moin Lenance ancl
O At 1om ceea will b preovicted to facilitate aeicls and
el ficient albendanco of pmergencies and olhee customer oo
jroe e comp lainb s,

Dictribution Inaspectors [LG-1 of grade 13) will inspiret
disteiholton Tines anr egueipment ared will ident i v
poberd iz Yrouble arsas mwhero MO0 op fwe ars apecifics) ly

neecded Lo rachify e vatem disceepancing Fo onsuee
ronb i by ol supply,

B gency Fainbena ce ©

P and age

accbodon super v by LS8-Y of grade
viabad by Line Supee intoendont o) ine Foramen aned
e necosarry 1inm Sf6 will wperate i shifts ool e
cloclk Lo abtond Ly sbovneme na powes compladints aws wol )
aeoomyebom ool ages e e g due Lo mmee e Vooanieti b e
creabod by g

Savmea, radns and b loades emte, bobh oin urban
Aarced vor sl areeas,
%

Frecont v Mad ot oooare e

3 cbion supre ey aed by oan LS of
graode 14 aned assiabed in i oprrations by Line
Superintendents /ine Foeemen sor Lhe necossary 1ioe
Wwill mrsure continui Ly af supply through schedolbod
rourting mairtenance of Lhe distbribolion 1 ines  an
gouipment. on a conbinuous basis both in wrban and cural

AN E2 A .

The Orgardization Chart for Level 17 y Divisions M0
functions is as followss
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HI,L};IFR breakdown
and

Hhao

" Englneer
Chowk | dar ; 189 Clery
Sweeper Nalb Qasi
Hali Driver
»
(Operations Corrd Distribution
Cenger) 0¢C DTsp. Inspector
orrdinator
(Emergency “—] Complaint (Preventive
Halntenance) ——— Crerks : Nalntenance)
Supervisor - EN l Co Supervisior - FH

Clty Conplalnt

Rural Corplaint

sy ed/
burnt sorvloo[y C!nfér!' Centers] l I
1S -1 LS -1 : T system HT ;ysten
5 -1l LS ~11 LS - 11 LEH-11/LS-11 LFt 1/ LS~
Lit - | LN - - L Al
Lh -1 Lii -y thool Li 1 tol
AL AL ALY AL AL

Sub Division (Remote)

There will be no further organization change in

the Remote Sub Division of LevelTI; Beorganization.
It will be same as Level-I Sub Division.
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IV, FUNCTIONAL FPROCEDURES /CHANGES

A. Administealion
9] Functions/procedur e performed under Level | will

cemain unchanged in Level It.

.

1s/procedures perf ormed under Lavel I,
will remain wnchanged. The BLOO will he vestad
with the powers to preaudit bills up to Rea. 10, OO0,

C. Pustomer Secvices

N revised Commearcial Frocedure Yol., 1y (Yellow Book) has beon
wri L ten to Aapply to the Level IT division arganization.

This procedure is a step (orward in bringing +the
computerization of Commercial function of WAPDMN to the
divisinon lewvesd. The following data will be entered and
validaled at the Divisian Q.

Data Ertey:

Meaw Spplicationg
Meler Reading
Adjustment g

Dala Dutput:

IS Reports
Erxception Reporte
Cuslomer History (Enguiries)

The validated diskettes will be transmitted to the
AELR/Civele Computer Centers by a courier BErVice providing
for more accurate and reliablee billing. This will reduce
Lhe number af hilling complaints and allow the Customer
Services afafll more bime Lo provide better service to its
customers updale theie awn records and follow up an computearr
gensralod enception renorts for exerciae of betier control.
This will Wilimately creaie a bettee public image of WNAFDA
and WAMDA will funct imn as @ hetter corporate ent ity

Following are bhe salient fpatures of ravised Coomercial
Frocediras s

Eﬂnﬂﬂﬂﬂdmﬁﬂﬁhﬁﬁnﬁﬁﬁﬁrf

the customer 's maosber record in Lthe comnpuler has biezean
rpanded to provide fore aceeass to cusbomer e hislory of 13
monthe consumpt ion and many other (eatures such asc:
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Standar Classification Codes
Fole Numberg

Checl: Digit (Reference Mumber )
Account Status

Fayment. Hishorey

lJRaQG!}IiﬂﬂJnry

Nie Conditioni ng Code

Mai I Nelde ey

Service Name /Addregeg (Expanded)
L.D. Card Number

Stub Record on Compuber

New fAppl i

ations:

The application ror service connection will now be submitted
La Lhe Customor Services Off ice instead of &.D.0). Thermfure,
Custoner Services will become the only point of contact for
Lhe customer for obltaining conneciion, lodging billing
complaint o making obher enauiries.  Thig "one window
service" concepl. will greatly facilitate the customer ag
well as convert Lhe Customer Servicpog into a real Customer
Secviceos 6 ficem, The camputer in the Customer Servicey
Office will be used for registering Aapplication, monitoring
and contral of the new applicat ion procedure and iggue MIS
reporls for follow Uup action by field enginzers and act aAS &
tool of control by Divigion Manager and hiw Buperiors Lo soe
that fair aned prompl service i provided Lo WOPDA e

cuglomey g, lelmwing are the main features of neow
applicalion procese in bthe reviged Commercial Frocedarog:

Comput e Reegistrat ion

Al Yocation of Friority by Computar
Tariffuise Control af Priority
Doe Whindow Service

Completensss of Data Validated

fleter Reading:

Mew met @ reading carde have been designed to Lake reading
from the customere pPremises and traangmit them dieectly to the
FC at Customer Services Office. The card hasg many mew oodes
to indicate location, suspicion of theft and status of meter
etc. The branscription of data from cardeg Lo the meter
reading list wil) be eliminatbod which will greatly reduce
they chances of metear reading ercorg by omission or
commission, Staff reqguired for bthis functing can be
eliminated, The metoe readings are rpborod inta bhe o
direclly from Lhe cardea and frception reports called "lag
checliing 1isten e isgumd e validation and correclion.,
Ther comput.er praogram has been deos igned Lo estimate whar e
Aactual reading is missing thug reduting the personal
tdiscretion of metoe readers and other field staff in manual
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st imal ion. High/low limite of reading are aleo calculated by
computer and Ay reading found to be outaide these parameters
15 shown as an o eption,  The lag checlzing and clearing

= done right at the divigion level even before Lhe
dishotte {g Lteansmitiod faop billing at NER/ZCire e compul.ar
centre. This wil) expedite the worl @t the main computse and
reduce Lhe list of 2reeplions pointed aul at the time of
billing. Fallowing are Lhe main features of neter reading
Process in the reviced Cammercial Froceduros:

Data Computer Erleared and Validated in +he Division
Data Tranamit (e Lo Main Billirg Computer on Diskelte

Control on Estimationg

Billing:

O tooanbier of new Lraneg:

ction farms Rave been designed by
conbining and consn Lidating many transacltions pPreviously done
Lhieough a long ligt o forms.  For example, bil) ad justmend,
anc et o reacling updaling have bhean combined on one
braneaction foram thus SaVINg Ltime as well af% eliminat ing
chanoey

of tronvenience Lo the customer previously caused by
focding nne fora Lo L he compubter but nat the ather, Moreover,
o Uypos of miseellanoous enbeies in respect of billing factaor
correction ane meter clat.a change are to be tritered anr
validated at division FO on tdaily basis. Thus the master file
Will be npdalerd promphlly at z1l Limee and conseqguent 1y Lhe
i1l will be more accurate. This will eventual ly reduce
romplainta, save Lime and thue provide reliable billing
BEEVLCe L e custamer g, lelmwing are Lhe main foatoroes of
billirng preocess i the reviserd Commerecial Frocedurcegs

Time ecan be reduced betwsen Melter Reading and i1} ing
Meny Compg U Compatible Farmat s
DRily Transfar of Daba to Billing Computer

Al jrslmern e Frocessed Dzily

D. -1

JNing e

snginescing

The (ollowing referenceog on planming procedures are tao he
uhilized at the division level:

. Division Flanning Guide

. Technical Audit Procedures
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o, Guidelinesg for Prﬂparing Froposalg
For the Rehabilitation of L.T. Svatem,

. Heimburﬁwmnnt Work Qederp System
e. Location Code
f. FC Fesder Nnalyesisg Operat ion Marnual

. Téchnica] Fepart e,

T1 Current Cavnying Capacitor fop Overheac
Condurnrtares,

T2 Economical Evaluation or Distribut ion High
Tension Conductor Sires,

T3 Arplication of Line Fegulatores
T4 Amprer e Rating of Undergroune Caby L

TS Foonomical Exvaluat ion of Grid Station
TraneGforme, Sizee

T4 Eoonomieca) Evaluation of Three Fhase
Di«:bl‘ihLd;iﬂWl Transformer

Ty WAFDN Disteibut ion Syatem ver Current,
Froteect ion Report,

Ta WA Dialeibution Svetem Over Current
Frotoot ion Repoart,

Te WAPDN Digtp bt ion Syastem lane g Guice Ly
Deleerming Faguivalant Demand an Grig Station
Trane former g

TLD  WAFDA Disbribot ion Syvatem Flarmning Criteria

LN B OTAY Sl YA Disterihution System Valtage Fliclken
Chidde ] ime

PIZ Low Tengion Conductor and Service Buidelineg
I, SRt dibatian Mapp ing Fezpoe L
i Frocedure fope Ecoromic Analysie of ELR Wer bog
g Upmrahinq Hanuwal for e bhased borl: Order Syaton.

k. SErvice, M aintenarn

HoHnecation

Thes diviqimnﬁsuhdiviwimn technical etafs will follow the
avallabls new bakpa pPolicies and procedures that will i cle

their activities in the performance of duties assigned to each
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funclional area. The procedures and guides that wil) e
Lmp Leamen Lol are Listed below:

|. Maintenance Proceduresg Manuwal for Line Starfrf

The Manual cont.aing procedures that wil] b wsed to inspect.,
maintain and/ar o eplace disteibut i on lines, toole an d
equipment. in x safe Ll form and efficient mannoe.

The Manual provides for the safely of the line Crew
Personne] arcd the fgeneral publie Lthrough safe worl practices
in accordance with tha WARDA safely code.

Thia tlanual hae been designed for Use by supervisore and
Tine or oy personnel . nd should be wsed as a guide for
Distr itk ion maintenances.

oy

. Construction Frocedures Manual for Line Staff

The Mantal contains procedures and guides that are toa bhe
used Lo install distribution linesg and pouipunent in safe,
unid farm an fticient mannor.

the procedures are designed in atpiet actheronce Lo Lhe WAFDA
Salely code and provide for safely of line crew personned
anc Lhe general public.

R Operating Procedures Manual for Line Staff
The Manugal containg procedurog anc guides that will help

ineitrs the operation of the Ppower Distribution system in a
safe, efficient and pProductive manner.

The procedoreg have boor designed in strich adheronce to
WAIFDA salfely code which provide for the safety of the line
Craw parsonne ]l and the general public, The manual shtiould be
el by Tine crow Personnel and the supervisors as a guide
for operatinn or Lhe Distribution aystem.

4. Distribution Switching Operations Procedures Manual

This procadure manual details switching melhods whet ey
distribmtion 1ineg and equipment are energized, de-chnee Qized
arresenergized, Thewse switohing upevaling proceduros ar e
sl forth in coopliance with Lhe WAFDA safeby policy,
Compliance wilh the manual wily BhEsure saflfely of equipment,
Eaployees and bl teneral public.

Sleicl adherance | O Lhe Fowsr Disteibu Lion Switchi nag

Dperat ion Peocedar o Marial will increass Cooperation belupen
Lhe mutual confidence in the \/ar:hougetvpﬁwuatiruJ departmenl s
and individuale involved in clearance and issuancre of
preemit -t o-worl.
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. Field Switching Guide

The Field Swi Lehing Goide Uellneales p eEponsibility anc
Action of the (iealed arganizal iong involved f(ap the receipt
of peprmi Eobo-wonrls ¢ Barance on diabeibut {on facilit{es, The
document e revterenced Lo blhe dimle it i on Switching

Operatb fon M"rocechar oo Manual and b WUNPDA 5a fety mode which,
f.(,il(ll"‘.llfi.‘l‘, e e Peauirement e [ op safe worl: mext hele

& Capacitor Banl: Field Maintenance Fracedure

this procedyee has beon designed {o guide the field M
staflfl i maioblaining bl fixed and swi beheel capacitorg
nstal Led on Lhyes disteitut ion lines.  The pProcedure provides
melhods for Lhe testing, inspection and field adjustments of
Ehe capacttor branks g controls bo ensure thaire continued
henelicial operation,

7. Meter Testing, Calibrating Maintgnance, Repair and
Installation Procedure Manual

The mana) COntaing procedures related to field testing amd
mainbenaiime of Self contained single and three phase meters,
VI. TRAINING AND IMPLEMENTAT ION

N. Nelminiel e

alion

3] 0 rvisoe Ndministeat i D0y Senior Clerlks aed
darior Cler g Will receive orienlal ion.
Tradining te a1 leve ] personnel will he pProvided
by FTAT i respeclive of ficos of Wnenn.,

3] Thes Leadring will focus on Acquainling the
Lraineons wilh the adminiatrat {ve
fUHCLiﬁHS/prUﬁEdUPQG performed in the Division.
Merws format g Wwill also be introduced. Specific
Attentinn will pe givenrn on the training concerning
Lhe automat ien af payrall.

R. UUQQQL_ﬂQﬂNQCQQHQLE

& Tthe Dudget s, Accounts Off i eepe and Asuist ant Budgmt
LAccounts M ticers wil) receive ouriental ion
Lraining in a Joint session canducted by Dicector
Finance NER o FTOT-Finance ab the office of
Directop Finance NEg,

) e | Péaining will aim at acqguaint ing bthe Budoget g

Nzt « DM Micer and i g Assiatanbla wilp the
Droceodureas fo be followed in Lhe Diviwions budget
And account g sechion,
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. Luslhamer Goryvicos

W formal Commercial £qooe adures courses will be availab lezg &
Cusbomer Seg virog Honagement. caurse for of ficers and managers
and a Custoner Seevices Clerica I course for olorlsg, EFoth
Lhesse covrams wi 1 of fer introdaction ta the concepta of
Lsees b 1T anpel givee ool agle of rovioed Commercial Frocediren o
Aapplied dn Lhe ovel-T 0 fivies s, The Cuslomer Servicoe
Commereial 'rocecdige e conenes dwell more oo Ll dolagle ol
procedores introdoeslion ta conputer operations and flow of
commund cal ion in s b way bealfic i.e., complinnce of
insteuwebian feam Che Lop and feedbacl: fram e Lot Lom. Thye
praper . bimeTy sl Iegible (511 ing of new transsction formg
WL by Lavghd S onethee wilh the importance of Lhose coumpat e
inpod e Ll Corm Lhe freesg sl computee genor ol e outpuats and
The Signdl e ant impaclt on Lhe ceaulbes Uhal wi L1 atbmct WNDA e
mareapeemen N Daabomer Sopvic o Managemont course je complete
anet i heding nresonlod bo Dirortors and Ry Direclors Customer
Sedvic s Teom MY aned AFLos., 1L euplainng more about e mocdern
management. concepl s sonch ag funet tonal ve administrative

aut bior gy, manacement and conbral through the coaputt ar
goenerabed UG reporta and Llhe vee of effeclive communicat ion

shilla for dealing with customers and ol low manacyer g,

A dmp lonent alion Loam censisting of WAPDA's of [ icerg (pichked
From S hoge Already trained in the USH under the Sy program)
and clecvhs =speciall y Leained for Ehe Job wil) move (rom
division Lo elivie o, actually train ing and ascich ing the

staf e in dav tn clay viarling. the implementalion schedel @ owill
e mado st Ehat JU fol lows Lhie train ing of respective
ivisions vhose Off Leers and stav e have alp eady atbended e
Previons Iy ment doned cong e prior to juplementation. 0
SUPOUN L sOr sy commiblee wi )l comprise of HOFDA' s 11 and AED
Divectors ot freyn Cusitomer Sorvices and Computor Secliong
Withe Lhe IR Olvisor o ming part of such o Leoam in the lead
role, The Sopeeviaor Yooonmmitben will meet ot op esgpee LA
inbervels Lo addeeses all problems of implemontation encoutered
by bhe Toplomentat ion Leam soch ag shoriage of nta ff.
vooperabion of fiehd slat U approveles and revisions 1o the
vardstbiclha anel oo procedures, c:'_"uwfn_v.tr.'r Proceams arg
recliftiooting of orrars and Omissions.

D. Clanning  sEngineering

Daviedom CFlanning Fngineor and the Plamuers wil)l be trained i
FU hased /17 feoder anad YS1S progroam anc L heo development. of
revbatec worl: orders, The Lradining will be held at earh
Disviesion HO and gitl be conduclted by perzonnel from bhe CE
Ploanmineg (histeibition) Of fice and the cuncernad OER Flanning
Directoralo assieled by IPYONT avs NOCESSIry.,
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LU will be Lhe eceaponzibhility of the OFED Planning Directorate
tor mondi Lor and cnsure ioplemenbzbion of the functional
improvements,  NAvailability of technical reporbts/manual 5,
operating eanuale for the FC based feeder analvsis program and
Lhe Woelk: Deder Sysbom program along with bhe switab ly

instal led Ma are Lhe prerequisiteos (ar teaind g and
functional dimprovement foplementalion.

Availabilily of vecommendod staffing along with necessar y
Leansport, 120 and conmunicalions equipment as we'l as the
appliceable operating and maintenance proceduces manuals is Lhe
provequinito for succosafal dmplenentation of {he propuoased
CH2O oragardirat ional astructure {for Level 11 Divisions.

M Fowe Lo tive day Leaining session is recommended for the
concernod planning aroap ol the Level I1 Divioiong.

E. Servire, Maintenance & Operation

Supervisoe Polbor and the Meber Eloctricians will be provicer
Lrodning ia Lhe (ietd mainLeanance, tosting, removal and
caplacenent of ool f contained single and thres phase meters
antt Lhe rolaled matiers, N Lraining conese is in Lhe final
stanen of development at the DT and is omyprected Lo be
availabile for implementation shortly. The Lraining course
will b of fered ab the DUL or abt the Faisalabad Teaining
Centoe,

Division Despatoch Coordinators will be provided training in
Lho operation of the Despatch Cenltee Aperations Cooedinat.ing
Center OO0 incboediag operation and use of the radio

comeum tealiong svstom, the Leadining will be held, cicrclewisea
at. ane ol thoe soibably tocated Division (00

v combined VUBCDA Leam comprising personnel from G20
Disleibubicne HO and eupericnoced staflf (com the Dispatch
offices of lModel Divisions of Sheikhopura and Fhoeidlbe assisted
AG NErenHary, will o dmpact the Leraining. N bwo to
Lhreee lay braining seusion for Lhi Qroup aof traineess feam each
circle wil) ouffice,

s like level 1, cmphasis hag beonh placed on procvent dve
mainlenance of Lhe system on a regular basis wander bhe Level
Il Rivisions preogean., pproverd procedores aod o manuales Lo
apeeabeo and maintain Lhe systom will be made available Lo the
concerned otal . Technically this atalf i tol called upon to
perfarm any newe bonctions aother Lhan what, Lhey bad Aalready
breon pec forming o the 2 and service sareeac of bhe ovial ing
Dicvisions/Sobhdisisions. Howeover, 10 roguicesd and as ‘ '
dedarmined by Lhe Division Managers, to opdabo and refresh the
Lechnical Fonwledge and to dimprove apon bhe esiiek ing worlk
practices, Lhe Vine staflfl in the Level TL and JT1I Divisions
including Uhe supeevisors should undergo training in
Dicgtribubion Construction, Maintenance and
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Opest sk don fonet foms =t the DIL Lahoce or Fadenlabeed Training
Centera (fop superyvisary level brain ing) and al. Lhe Civcle
Level tinema 1 ain ny Schools,

Fallowing courses will he offecrod for Leaining of Lhe
coneernod abal e

f. L Sapedd ' Techndonl leaining Conrege 500
U Pineman's Trainig ng oo s L0
3. Coceinbonbh Urasmean ' Temitg ngE Comr e T-- 100

Tmptewen ol ion and mon il arina of the organizal ional and

Covst o fapeosremend o Will be guided and supervicod by o
Loy compr i ng personanl {eom Distpe ihabion B CHR0 Chief
Enaincoe bnd o1 ORe ) Ditnctorate asciaglod anrl arlvised by FTAT

A LI A Ve

Avicd Yahidi 13 Ly of oeommeEnded shad fing along wilth necogoare %
Lrsmvenort o 120 ancd commmications eguipment as uell as the
applicablo oper af ing and maintenanece proacoduar o manuals ie Lhe
Preeregpuiei Lee for s emes fol fmplonontation ol (he propoased
CHED organicationsal ot cucture for Level 171 aped | I'T Divigions,

VT, RBENEFITS

n. Ddministeation
4] The paverol) will be conputerized and it will

save substant ial Lime of thie staff,

L Db des aned g repencibiilitios will be eclear Ly
derfinod uhich Gill resul Linto better peacachivity
valher Lhan confusinn.

osition descripbions will be preparad and
prrovided Lo each fncumbent and hio supervisor ac
ceacly raforence., This will help improve the
Ferformarice Evalual ion process, '

] Noprapriale disteibulion obf responsibilitiog
elveon Gdadnisterat ion an ccouvnts Staff will be
made,  Cash books wuhich are being handled by the
Adminisleatb jon sbalf wi 1) be given Lo fecounites
SLatr and Service Ronlks La Ndmindsbeat ion,

k. Budast and Ocuounte ,
i} The Inddget S fecount e Officer vested with bLhe
poevenr Lo pro-aodi b hills up to I, 1o o O g 1]
recluco Lhe dopendence of ) ivision on Lhe AR
maliing il possible §or the dividion to dischar g
ibe lisabilitieg Quickly aod prevenl inter riptiiones
in operatinanal woel f ar vant of funds feom OER,

4l They Divisinog Fatianor witi not be reco tTing pavment,
vevbificate an the voauchers at a groal orpensn of
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slomare €

his Lime, SGimilar 1y attestalion of caah
disbursomont. enteios in the cash bool: by the
Division Monager will nob o hoe pooguieed, With the
derlegat inn of heese fune Lioms Lo Lhe Puelget 2
Accounla OfCicer and Divi Sione Manager will howve moere
Lime ol hieg d Lnpasal boode Lhe worelk that he showld
really bieocloing, Her will have the ool sfaction of
Fanaving thall 3 heae frinctions are o heing poeformed
by o0 menieg (SN NI WATRT O

The accommls eopor e will v produced Limel v and
mare aconralelys e oauche the Dj rectonr Nocoounte,
Neea Bloec by {ejd y Foard, will spend lesnser Lime than
Berferees o eer g ity of the aceounte/r eporta proeparod
by a iiviaion.

The Twdgel 2 Neeount o Officer will be toaling more
offeclively willy Lhe banlks (or the (e anasmission of
funeds teo aned Trom Lhe ffle, Thus the fundes will
hecome ovailahle beo VINEDA gquiclly instead of
coemaining auepended in by ancit dndefinitel V.

The cusbeomey 'y complaints about Gaonls will also he

berivag beavd Yend mioee o Liarntly mith Lhe biark o,

Ther Dudoet &0 pueeonn s Of ficer will Le in a much
bettor pocition Lhan a Divisional Oceountant Lo
Ll o dnspect 1o repoarts by bhe orecutives and
fFinance of ficers from Ll OFTC ang the Headguarters,

Fhe Buudgel 20 fecaon s Of Cicer will be able to
pravide betber gubdanee Lo the Divisicn Managzr on
Errpenciboe o, budgels, and aceounbs ae campavael oo
divigional accomontant

neviteg

CUSTOMER MNSTER FILE:

laproeed servicn Lo customers as more data will be
avad Labhle on compal e

Lapeoved Repaet ng syastem as detailed data base is
Bod 1L,

Provides for Tmprosed syvebom ) anntirng as
paledleanstarmor dal s agegocia Led with customer Lsage
Wi ll b avai VAt Lheeoogly the compeloer

MEW AFFLICATIONS

Frraansl (o= of {on Will e minimised clum bto
vomputer manilaring s follow up of application

vb ol
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Crestomer convenionce doe Lo one window servicn,

Fair and impartial service on first come first

sevved bDasies wilh computer priority systen.
METER RENADING

Reedueing billing ereors due Lo log clearance at
divigion Tovel,

Hevdueod Lime botwesne moetap reading and billing due
Los ‘

Roduced porrsonel discrebion of meter roaders
RILILLING

Loproved cash 1o because of prompt and orror free
il lineg.

Estprenl i et vprlabing of Master File now on a daily

Lreves i,

Faveal bill will be issued prooplly to the berefit of
bBalh UNAEDA and easbomes .

Clanoing and Engineering
Upliimanl wse of cresourcos ava ilable ta WoFDA,
Fodduction of avealom Lagoes threough dmproved enginecring.

Lprescement, in syshom cont igueat ion Lhrough peoper
desianig.,

Provdiodic reviow of the systoem condibions (e timel v
tmprovemenls Lo accommadabe fubure laades.

Enbiancoment. of system reliabi lity mnsuring cont inuity of
supply Lheowagh proper =mystem planning.,

Tagar ceceomenl of uality of sopvices tp endating consumees
inctuding vealltage Ievels auid outage durab ions.

Fove of ficiont raview of resesn Lo gsanchion new loodes.

Planming for 1T /LT rehabili Latiion Lhrough nse of
compulec iy ed {eceler anal Veie,

Enforcemeal. ol standarde Lhreough proper nlanming design
VLY dapreose mafedy,

s resotrces will bo uporaded Liiraugh
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Lraininag,parl {colar | v b they computer aren.

Gervice, Maintenance % Operat ian

Lorpeased revennms due more e vapid rosponse to seevice
revepeoct o bhrough pacdio despat.oh,

e ricod e o] gvit y by deploving the staff more
ol ficicnt Iy, o0l i)ir ing additicnal veh icles, T2 and the
inbeatnet ion ta eattin commomnie Al ionms.

Froveonlive maintenaneco wil) ensur e contimoly of service
Ehal i bl cosi bt it Oorninbercrupted revenun Lo WARDA ancd
etthare e P by ) e iinaege,

Suribewm i 1L ey Fege valnerabte to faults wnler condit ions

Viltey raipe, aborme e,

Lrow abiliczabion in prevent ive mn inbemance i1l minimize
Lhey rvens Sl fm 1 e,

IWescpel ae dpemper b oy o rhisheibolinng syston wil) identify
Poteabisl eaind onance oo pricements Lhat will contrei bubem
Lo synlewm poeliabhil i,

N vleman 1ined hew tonnection fonelinn ag o recult of
cocrchinead o fone Laning of plenning, cusboner serviees atved
neevies connee! ion fig TRR 88 R TR R

el ae vot doe fiedel maint enance and test ing of metees

WELT mstabhlich credilili Ly of billing and minimize Lhe
bitlineg complointe,
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BASIC FAY SCALES
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LEVEL-II
RS - LLEVELS

Division

Division Manager
Stenoqrapher 11

Administration

fudministeation Off icer
Safely Coardinator
Supervisor General Services
Supacviasor Pecsonno]

Supervisor Legal 2, Labor belfare

Foroman Tre Aanspoarr
Senior Clert:
Driveor

Junior Clerl:
Recardizaopor
Typint

Diary % Drspatech Clepe k
Naib Ooasicl
Sweeper

Chowlidar

Flal i

Budget % Accounts

Budget 2 Nccountes O ficpr
eses sl ank Dudygel. % Necounts
Nrcotnts Assict ante
Necounts Clarbos

Junior Clespe o

Blavihy e e

Swerenere

Customer Services

Custonemr YSeorvices Officer

Supervisor Coslomer Nssistance
Supervisor Customer Ocrounts

Supeorviacor 0.

UL tneratore

Supersvisor [l ing Conteal
Supervisor Deblors Control
Sendior Cleel:

dunior Clerl;

I
¢
¢
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18

12

17

16
11/14
117414
11744
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14
11
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T.LLTLE

Bill Disteibutor 3
Steoenographer 11
Typiat 5
Dafte; 1
Naity (Dasicl 1
Chowl idar 1
Mali 1
Svienper 1
Driver 7
Energy Surveillance
Eneray Surveillance Engineer 17
Supervisor Metor Roading 12
LS-11 Feter Readitg i1
Mater Roadlor 5]
Flanning % Engineering
Flanning Fngineer 7
Supervisor echnical Records (LS-1) 16
Becord Cloerl, S
Flanmocres (LLS-T1) 12
Flanneers (L.S-T1) ' 11
Eatimateor (L1 1) 7
Deabtaman 12
Noniatant Draftaman i1
Tracer S
Dirdver 7
Maity Oasid i
Sueepieyg 1
Service
Service Fngineor 7
Supervisor Service 14
Suporvisoer Metors 16
N b R A P R 12
Metor Flectrician (.8-17) ' ; i1
LAt 4
LH-11 &
AL 7]
Sevrveien e Llesg e ¥
L iy 7
NMaib el 1
Chonwk jddar )}
Mali 1
1

RISTRTSIATEID
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I.LLTLE BPS

Maintenance _% Operation

M0 Engineer 17
Deapatch Conrdinatarea 14
Distribution Inspectors 12
Supervisor Preventive Maintenance 14
Supervisor Emergency Mainbenance 16

LE~ 10111 12
LS-1T/00 011 11
UNH D |

LF-T1

10N

M1 <
MO Cler 5
Complaint Clerel )
Driver 7
Maily Daaid 1
Chowliidar 1
Mol i i
Swerper 1
Sub-Division
Sub-Division Officer 17
Feter Reading
Supersicor Meter Beading 12
LS T1 Holer Reading 11
Mebtrr Lioadepg ]
Lustomer Secvices
Superviaor Lustomer Sorvices 14
Gupervivior Customer Assistance 11
Senior Cler ) 7
Junior Cler z
Hil) Dietributor A
Service Cannections
Supervisor Service Conneclions 127146
Senitor Clerk 7

LM-1T ‘ 7
AL ]

Disconnection and Reconnection

Superviaoer DEQ/RCO A.S-T1) 11712
LM ' 7

e

AT K] ]
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T.I.T L E
Maintenance and _Camplaints

Supnorvicoer Freventive Maintenance
Supervinoer Emergency Maintenance
LFM-TT/1LS-11

Senjior Clerk

Py

[

L1 o

AL

Complaint Clerl:

Chowl i dar ,

Naib Qasid

Sweoner

34
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POSITION DESCRIFTIONS
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EQSLIIUNHIIIgEi Divisian Manager
(Level-II Divisian)

GRADE : RFS-18
BASIC FUNCTIONAL DESCRIPTION:

The Divieion Manasger g recpansible to the Superintending
Engineor fopr the operation and management of the Division. He
will orercise gverall supervision of ﬂdministration, Budget &
Arcount e, gt onee Services, Moter FPeading, Planning and
Enginemer ing, Seprvi v, and Maintenance and Uperations and Sub-—
Divieiones, e recoives fuanct ional auidance (rom the Directors
AETL T adming eit o s approved policies, procedureog and budgeta.

MAJOR DUTIES AND RESFONSIRILITIESS

r Fromat e caoprration antd coordination of the activities
of the enployesas af the Division and the pPersonnel of
Oother organizal ion to cohance the image of WOFDA.

0 Unsuree the sl ficient and economical internal funclioning
af Lhoe iviaion through Lhe (\('”liArlj.Eit.l‘élt.i.C)l!, Hludget &
Neeeotnt s, Cust ameg Services, F'lnnnir\q/[r‘.ng]in(-mn‘i.nr,],
Beopvicog, and Maintenance % Operations funrctions.

) Fosures Lhal the provisions of the Union agreement are
Fonl lowed v bath Tahor and management,,

0 Directs (he Aadminiestration of Safely Frogeam and onsure
Lher enforcement of Safety palicies and proceduares.

0 Divecla Lhe anninal preparatioan aof bhurigot.,

Q) Approves capital ane vpaerating expenditures and for
emergency repairs within bhe delegated Minancial [TOWR &,
Bovieos and forvacds erpenditures greater than his
o i i by b on higher anlthority for approval,

o Merangos approval  in respect of all commercial mattors
Lierwoned hig compotency through line of managsament .

&) Rivocts {ho nlanning and activitios of the division and
sthdiviaioneg fop eonomical connect ions, nperation,
maintonance and soeyvien coeslaration.,

o Mot bon s (he progeam to minimize line loog and eliminate
nnaudh e jree me Of pOergy it bhe Division.

) Develops willh Yho Supecintending Enginenring programs fore

Lhe dmprovemont  and erpansion of fhe Division and
implements thoae Lhat are Aapproved.,
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Enmurcs Limely preparation of enploayer per forman:e
evaluations and recommends salapry changes, promotions,
demat iones, Leoansflerea, discipline, leave of absence,
hiring and retease of personnel.,

Haintains conrdinat inn among different moct jons ol hinr
affice vesponaible {or new connections, meter reading,
dimconnectinns, bill corerection, bank roconeil iation and
acenund o,

Fnsures that the reoguired facilities and resources are
available to achlieve the assigned Lasks,

Farticipates in public communications programs throughout
Lhe Division to enhance costomer wnderslanding of energy
conservabinn, ootablished commercial procedures and
customnr saflety.

Fieoards mmters of all customers with load above S00KW.

Linder! abeps olhaore rosponsibilitines as assigned.

- DESIRED QUALIEICATIONS:

A

b,

Educalion:

Hachelor ‘s degree in Engineer ing is required. Master's
degree itn Engineering is recommendeod.

Firior Work Expericonce:

Finimon of 10 vears' experience with eyxperience in at
least Lwn majar functional aeceas of Distribution and at
ITeant T yoars' of experience in o superviasory capacity.
Language Proflciency:

Most ber fluent in writiten and spoken English and Urdua.

Enowledye of Specific_Areas:

Fnowledge af managoment, principles and supervisary
slills, wilh a thoraouwgh understanding of the overall
operabion of the functions within the Division.

Funwledne of the methods used Lo smobivate employees,

Ahilily and Skillea:

Communication skills both in written and spoken

Fnglivh and thedue Ability to address group and the

Proce,
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- Mhility Lo understand problems and develop practical
solul ions.,

- Technical ability Lo understand and evaluateo
roecanmendations of subordinates cover ing a wide
rangr of educational discipline and fuanctional
spocialities.

Milily to react, in a reasonod manner, to a wide
rangs ol stresafol situations.

FOSITION ELEMENTS:

(R

b.

d.

Supervistion Recedveds

Reporte «irect]ly Lo the GE Circle and receives functional
guidance from the Directors of the OERs. Reguired Lo make
teclianions involving Divicion aclivities haased an  sounr
interpretation ol policy and proceduros.,

Available Guidelines:

Has available policies and procedures approved by the
Nublhoeity and is eupncted to shesure thoie implamentat ian.

Exevcise of Judgment

Erercisoa aonnd judgoment  and arre jvers at. correct decisionas
o a cange of problems. Makes crecommendalions to the NER
Ehovicman fhat are detatlled, weld researchod, acocurate ane

in the bhest dnterests of UAPDA.

Oubthor ity Lo Make Commitment

Hog (ol avthority Lo commil the Muthori Ly within the
Vimils of oatablished financial povers and approved
policies aned procedures.,

Matuee, Levierl and Purpose of Cootaclss

Reaular weitten and/or oral enntachbe with NED Department
Heads, Goveroment ofliciale and the gencral public
necessary Lo carecy onds the doabies ond responsibilities of
the position,

Bupervision Exereisods
DivecsUly suporvises the Section Supervisors reporting Lo
him and Lhe assigred Suab: Division Of (Cicors and thraotugh

them has overall management. and superviasory
revponsibility for the Division.
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T1TLE: Rdministration Officer (lLevel-11 Division)
GRADE: RPS-17

BASIC POSITION DESCRICTION:
The Odainistration Offlicer ig responsible to the Division Manager for Lhe
services including employment, personnel, Lraining, welfare and safety,
wages and salary administratiaon, maintaining emplouyees records, labaor
vrelation, crcommendatian far pramotion, demation, transfer, building hire
and  maintenance, wehicla aperation and maintenance, aflice furnishings,
supplirs and equibment, and assists in the compilalian af the divisional
hudget |

HOJOR DUTIES OND_RESFONSIRILITIES

0 Miracts the recruitment of persaonnel in accordance with the
pitablished down policies and procedures,

o directs the process cases of poslings, translers, promotions,
temotions and terminatinns,

1 fnzures that the public and emplouyee tomplaints, grievances,
litigalion rases are effectively and fairly handled.

0 Eusures that the persannel files and records of employees af the
Division are maintained,

o ftdvises the Division Hanager and other Supervisors on mattarsg
relating to personnel, discipline and labar prablems.

a Ensures that Lhe employees relations program such as indoctrination,
nrientation, training, implementation and educatinn assistance are
propecly adninisterod.

a Easures that Lhe relirement, gratuity, all tinds of leave, group
Life insuvance, praovident fund and WAPDA welfare plans, are dealt
with,

n fippravas payrolls and alher eamployee's claims,

] Processes and maintains annual canfidential reports and declaration

of assets and all matlers concerning therewith such as communication
of adverse resarls and scrutiny of representalion therelg.

0 Feeps eoployres  abreast witlh the latest Muthority/Government
regulations an Safety, Wages and Salary, lLabar Laws, Workmen
Compensation and other benefit plans,

o Frepares  performance  pvaluation reparts  and  recommends grant of

increments, awards, accelerated promalian, transier, demotion,
disciplinary aclian of personnel supervised.
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a.

Interprnls laws, rules and regulations f(ramed by the Authority
nhtaive advierr un lrgal matters from Lhe concerned aulharities.

Dispasng ol diqrip)inary/pnquity tases  in accordance with the lajd
dnwn policies and practinps,

Bonitors the lpgal casee in the Court afl taw in coardination wilh
Naristant  Director - irgal, Nrea Eieclricity Doard ang provides
assiabance where necded.

Frrpates, implements and monilors the budgetl of his seclion,
Recammends  the hicing, rehiring and vacation of all types of
huildings including complaint offices, customer snrvives centres and
area nllices as required  and coordinates maintenance of huildings
naned by WACDA and hirned nlfices/residences,

Erercices ave~all contral® aver the operaltion al the division
vehicles 4o marimire employnpes lliciency and wvehirle utilizatian

asd 4o climinatne unanthorized use,

Firects that  (pe naintenance ani repair of the divisiagn vehicles ig
rcomplished in a Limply manner.

Ntrangss procurementls of allice furniture, equipmont.  and  insures
thedr seevice and repair aturjng use.

Recommends replacement ol absolete and unserviceable office
freniture and Pquipment s,

Nreangrs supplicrs of staltionery iteme far the Divisinn,

finninls  jn rebahlishing and maintaining position description of
raployres of the Divieinn.

Underbales nther funclinneg and responsibilities a5 m3y be assigned
by the Division Hanager,

Education:

Nasler's  deqree  in Pusinegssg fdministration/Public Mministration/

Dusiness  Fducatinn g« required or Bacheloc's dogree with minimum of

Soyears' prperience in the Fersonnel administralian,

Criar York Erperipnce:
Hinimum nf 3 yvpare' experience in nne ol Lhe major functional areas,

Language_Froliciency:

thist be (luent in weitten antt spalen English and Hrdu,
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d.

e.

Ennwl?due“oI"SPECi[ic_Oreas=

Enowledge ol managemnnt practices amd an understanding  of  Lhe
aperalbion af the prrsonnel funcliaons,

Knowledg2  of  the moblhodsg used to deal wilh unsbilled and
semi-slilbled Yahgr,

Fonwledge of oflice methods and prucedures,
Ahilities and SVillg:
fhility ton develop accurate and canmplele recards and schedules,

Stille to deal wilh Unions,

FOSITION ELENENTS:

d,

b,

Stpervision Received:

Ditect supervision is received fram Lhe Divisinn Manager and
fonctional assistanee fram the AED Direclor Administration. Process
the rases  [nr dacis sions, wilh the advice nl Lhe above supervis sion,

hased an snund lnfprnletallun of palicies and procedures,

l—!

fvailahle Guidel

;rn

ER

Has available al) applicable policios and pracedures jssupd by the
MR ag uel) ag sperific justruc’ions issued by his supervisors,

Exercise ol Judqment:
Requices Lo coordinate activilies with supervisors,
Wort indepondently based an the instructiaons received and
strict adhorence Lo pertinent operating praocedures.

Recommendatjons Lo supervisars are expected tao  he complete,
acrurale and in Lhe begt interest af WaAPDA.

m_)
,-.
I_‘I

Authority tu Male Compmitm

NMibhorily An  coamit NAPDA  is  limited 1o Lthe financial powers
delegated by the Authority,

'JlUPU|"LEYEl_GUdAEHEQQQQ_Q[ Contacts:

Brale  aith  WACDA Uninng  and other relaled ollices to discharge his
it iesg,

Supervision Exercised:

Ritectly supprviceg all employees assigned to the personnel functinn,

10
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POSLTION T11LE: Sately Conrdinator (level-11 Division)

GRADE: PEG- LA
BASIE FUNCTIONAL DESCRIPTION:

The Safeby Canrdinalnr s respausible Lo the Admintstration Officer for
all safoly matters cancerning  the Division and to the Deputy Director -
Salely nLR, Promoles  the safely pragrams and praclices and insures
corplianer  with the  WAFDA Safety ULode, Reports unsafe conditions far
carractive action, reparts accidenls Lo the concerned higher authorilies
ani maintaing records of  all safely activities and statistics on
acrident 5, '
HAJOR BOTTES QMR RESTONSIRILITIES:

o Porforma (inld inspectionsg tegulacly for coapliance wilh the WAPHA
Saofety  Caodr  and ralely procedures  and practices and provides a
wiitbon report b the appropriate  administralive supervisars with
recommendat inne bta rorrect any deliciencies faund,

4 Aoy - or trsolvresg inquiries of salely [ram management and
prplayneg,

o Nenints and quides accident investigalion conmitiers,
4] Conducts  inspectian o salely equipment and tools far their
availability, serviceability  and suitabilily and pravides reports

With recammendating 1o correct the deliciencing found.

0 Initiates 1nquests  [o¢ the acquisition of safety equipment not
availahle in Lhe (ield store,

4] Monitors inplenentating of recammendalion for accident prevention,

¢ Eunducts monthly safrty meetings to review Lhe HAPDA Safety Code and
diccuss the safety matters wilh the Divisiaon employees,

0 Urganizes monthly safety commiflee meetings under Lhe chairmanship
af Divisian Manager Un review and discuss saflety problems,

0 Snhmits  monthly summary of salety aclivities ang statistics on
arcidents tn Lhe Deputy Director Salely, NER.

0 Assists n arqanizing nn  site safety training pragrams (or the
Livision emplovers,

0 Hales  immediate telnphone reports 1ty Lhe functional supervisar in
all urqgenl matters of safely surh as gmployee  gr utility related

pablic fatalities and serious accidents,

o fny other duty as may he assigned by his supervisor.
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DESIRED RUALICICATIONS:

a)

o]

c)

d)

e)

Educalion:

tncumbent shnuld hold diploma in Electrical engineering ({ram
Palytechnic Instilute. Hawever, job relaled Bxperience may he
substituted for education,

Incumbient  must have al least 10 years experience in Electrical
Disteibution activilies,

Incuabbent must possens g noderale degree of proficiency in bath
written and spoken English. Must also possess a high degrere of
proliciency in weillen and spoken Urdu,

Enowledge:

Intimate knowledge of the Salety Code and work procedures,

- Ability to iampart knowledge of the salely code inter(aced wilh
sound distribution procedures to all emplayees.

- Mbility to prepare writlan teports and stalislics.

POSITION ELEMENTS:

a)l

b

¢)

(|

Under functional quidance of the Deputy Director - Safety (AER} and
administrative supervision of the Administratian Officer incumbent
performs  most  woek under moderate supervision (or activilies and
progress,

Available Guidelines:

Incumbrnt  uses the salety and various other data nprovided by
functional  supervision cambined with abilities and skills to provide
a comprehensive salely prugranm,

Exgrcise of Judgment:

lucumbhent exercispe moderate judgment and will appeal  ta higher
supervision in the di‘ficull matters,

futhorily to Hake Commitments:
Recnmmendations basnrd on HAFDA Safety Code and tha related

guirdelines provided by the functional supervisors must he considered
applicable Lo the Division area assigned.

12
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Reqular cantacts Wwith the Division empla
fo contact with the general public,.

ut

supervision Exerci:

ed:

Directly supervises the staff provided.

43
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FOSITION TITLE: Supervisor - General Services (Level-J] Divisinn)

GRADE: BPS 11/14q

The Supprviage - Gennrral Services is  respunsible (g the Ndministratian
Officer far the division's building and maintenance heeds, office
lurniture, supplies, utililies and vehicles aperatian and maintenance.

UOQD\-DUI!ES_OND_BESEQUSlBlLIIIES=

a Recommends the leasing, re-leasing and vacating of ga)] types af
buildings including complaint oflices, customer sarvice centers and
area afflices ag required,

0 Conrdinates repairs  angd maintenance of at} buildings withip the
division.

0 Rrranges procurement of affjce Iurniture, equipment using approved
purchasing procedures,

a Haintains records of office furniture and equipment in the divisian,

0 Recommends replacement af obsolete and unserviceable office
furniture and Pauipment and Drepares purchase documentc for approved
replacements. Alsg recommends purchase of required additional items,

n Ensures the service and repair of offjce equipment.,

0 Consalidales divisinn requirement fqr stationery ang ohtains same
Using appraved purchasing pracedures.

n Ohtains  authorized telephane servire and telexes system and insures
cquipment i properly maintained,

a Conrdinates the maintenance and repair of vehicles and monitors that
repairs performed by oulside warkshops ar the UNPDA central repair
shop in a Limely manner,

) Honilors the operatiaon of the division vehicleg lo maximize vehicle

ubilizatian.

Bachnlur ‘g degrer ar by promotion fron amongst lower staff gp the
hasis ot seniority-cum-fitness with at least 19 years experience,

h. Prior _Wock Experience

.

Hinimum af 3 YRArs experience in the relevant finld.
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Hust be (luent in writlen and spoken English and Urdu,
Fuaowledge af Specilic Areas

- Knawledge al WAPDN'g ruleg, regulations, policies pertaining to
General Services,

- Ynowladge af (Lhe methods used to deal with unskilled and
semi-skilled lahar.

- Fnaowladge of the ofllice equipment and furnishing available in
the markel.

- Yanowledge of maintenance methads and procedures.

SEill Lo deal with vendors, suppliers and tontractors,

Dirert supervision isg received fram the Administration Offlicer,
Available Guidelines

Has available 311 applicable policies and procedures igssued by the
NED an well ag speciflic inslryctiong issurd by his supervisor.

Execcise_af Judgment

Worls an  the hasis af tLhe instruclions received and strict adherence
Lo pertinent operating procedyres,

Mature, Level and Furpose_of Contacts

Deals with loeal suppliers ol office equipment, vehicle maintenance
antd nthers tag discharge his duties.

Sunec!isign_ﬁaeggiggd

Directly superviges all employees assigned to the general services
functian,
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POSITION DESCRIFTION: Supervisar Personnel {Level -1 Divisian)

GRADE: BPS 11719

Reports to  the Ndministration Officer and is responsible (or Lhe
prreanne} functions, Wage and salary plans, henefit plans, hiring and
liring procedure, Paployers service recards, postings, pramotions,

trnnqlpfs. and tbrminationq.

] Handles cases of f{ivalion gf salary, grant of increments, incentive
awards, honoraria, compensatiogn to the deceased employees's
lamiliesg, scholarships to empinyees! children, welfare grant,

0 Scrutinises  angd processes  emplayee's claims (salaries, wages, TA§,
etr),
a Processes Lhe casec ol postings, transfers, promations, terminationsg

and diqciplinary acltions accaording {o Authority's rules,

0 Parforms duties in connectiong with employment of personnel,
0 Caonducts Personnel arientatian cl  new employens including proper
compleliaon of all farms and documents, Respnnsihle {or obtaining

all  the documents tq complete the personal files of (he concerned
enployees,

0 Ferfarms duties in connection with maintenance qf liles, service
records, upto date and complete in all respecls, schedules meelings,
and canvenes foards for selectian purposes,

] Ensures that the employees service records are kapt up-to-date,
o Nssistn jp Preparing positiaon descriptions of the clerical stalf,
0 Aasists jn preparing and scheduling lgral and  centralised training

programs,

o Supervises the incaming angd outgaing carrespundence,

Pacholor's degrep gp by promotion from amongst lawer stal{ an the
hasis of seniarity-cum-fitnesg with at least 10 Years' experience,

Hinimum of § years' experience in one of the major funclional areas,
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d.

Hust te fluent in written and spoken English and Urdu.
Knowledge ol Specific Areas:

- Fnowledge of  administrative palicies and practices and an
understanding of the operation af the persannel functions,

Knowledge of the methods used ta deal with wunskilled and
semi-skilled and skilled labor.

- Fnowledge of rules and reqgulations af the Authority,

Direct supervision is received from Lthe Administration Officer.
Puts up cases for decisions based on sound interpretation of
palicies and rules [ramed by the Authority.

fivai

r—

able Guidelines:

Ha< available all applicable policies and procedures issued by {he
Authaority as well as specific instruclions issued by his
supervisors,

Exercise ol _Judgment:

- Requires Lo coordinate activities with supervisars,

- Works on the basis of the instructions received and strict
adherence tao pertinent operaling procedures. Recommendatiaons

to subordinates are expected Lo be camplete, accurate and in
Lthe bestl interest of WRAPDA,

Deals with WAPDA Unions and ather relaled offices Lo discharge his
duties olficiently.

Supervision Exercised:

Dirceclly supervises all employees assigned to the petsannel
functions,
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POSITION TITLE: Supervisaor Legal and Labor Welfare (Level-1] Division)

GRADE: OPS-11711

Respunsihle (g the Ndministratlion Officer far divisional tegal and lahar
welfare mattprs,

0 Haintains recard ol legal rases,

o Provides assistanre and informalion to the WAPDA counsel engaged far
the defence af Division cases,

n Altends court af  law with WAPDA counsel tg provide any evidence or
information that may be required during Lhe hearing of the case,

n Assists Lhe Hanager Ndministration in choosing counsel from the
panel ol those approved hy {ha Authority,

0 Freeparss  tases fpr ablaining legal advice and guidance (rom the
NEBR/NAPDA Headquarters.

0 Deals with the lahor praoblens and prepares cases lor decision,
o Pricesses al] cases of grievances and petitiong fqr redress.,
0 Arranges meelings of Divigiaon Hanager with Cpa Union and records

minutes a1 the meelings.

a Keepe  the Manager Ndministratiaon informed un al) mattersg relating Lo
legal and labar welfara.,

DESIRED QUALIFICA

Tt

LON:
a. Education:

dachelor's degree or by promotion fron amongst senior clerks an  the
basis af sentority-cum-Titness with at least to YBArs experience,

Minimum three years af exparience in Lhe relevant (ipld.

Must be {luent in wrilten and spoken English and Urdu.
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e.

b,

Specific Arpas:

- Fnowledge of WAPDA' 5 rules, requlations, palicies pertaining Lp
legal and labar wellare,

- Ynowledge al the metlhods used to deal with skilled,
semi-skilled and unskilled lahar.

- fbility g tommunicale his views and write reporls,
- Nbility to understand and deal with Divisian employees,

- Abilily to deal with the wapDn tounsels,

Supervisio Received:

Direct supervesion g received fram Lhe Administration Officer and
functional supervision fraom the Assisciant Directnr/Deputy Director -
Legal and Labgr Helfare AER, Puts up cases for decision with the
advice of hig Superiors bhased gn saund interpretation and  rules
(ramed by the Nutharity,

fvailable Guide Lines:

Has  available all applicablo policies and procedures issyed by the
Authority as well as those issued by the AER.

- Requires to toordinate aclivilieg with Supervisorsg,
- Horls independent)y based on the instructionsg received ang
strict adherence to pertinent aperating nrocedures.

Recommendat ions ta  his superiors are expected to be camplete,
dccurate and in the interest qf WAaPDA,

Drals  with the Divisian Supervisor's stafr, WAFPDA counsel,
representatives of labor unian, caurts, tribunal, etc.

SQD?E!iSiQQ_EEEEQi§€Q=

Direclly supervises stall ascigned tq him,
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[_’_'DST‘_I'_I_DN_" TITLE Foreman Transpart,
(Level-I] Div ieiicomn)

GRADE BFG 1y
D@SICWEUNCIIQNOLMDESQBIEIJQN

"or wman tranasport {g responsihle bt Supervisor General ]
BErVvicos (o Assicting him in vehicle repaie an maintcsnanc:e',
ABSIgnineg e verhic) e, ulﬂ‘)’.ntaiuing vehicle record, Procrssing
nf orepaie Dille and dealing with accident. campg,

HQJDRADUIIESWQND“BESEQNSIHLkLII g

a Neaer oo Superwigop Geneead Services i A1 teaneport,
mal tepe,

0 b i e quotations /est j Wales for the | epair of vebhiel E2IN
0 Nseigne veshi ale bo ovarioos officers/off e ialg.

0 Processns el icle p enair hi)le,

5] Flvi vl aci e record of velie) e, Lhedip operation, and p epair

and maint en arve,

€1 Deals will A cent, Caseg,
0 Oy ek ey chudy ASS gnied by Supervisop Goeneral Servicos,

DESIREDAGUOhIFICGIIUNS
a, Bolucat i on

Direct Recrui tmernt .

Diploma in Mechanical /o Lomobile /e ectrical

g inease | ney.

o

Ry peomol ion A% pPer relevant WAFDA Sery i e Rulew,

b, Feior Worl Eitperiern e

Mo esipese i vree ar diroct recrgit e, Expericnce f nr
womnlens ae e HADN Sarviee Fulees.
I

. LA fduage Prorij iy

Obility Lo read Aand mpeals English an Lir el languages
neoficiont ) v


http:ver'Iccr.qO

o. Enowledge of Specilic Areas
Fonowledge of repaic worlbshops.

- Fnowledoge of spare parls of the velricleoe.

o. Ahilities and Skills
Nbhility to checlk Lhe repair worl of vehicles.
POSITION ELEMENTS

a. Supervision RKeceived

Direcl supervision ig received from Supervisor Bereral
Services.
b. Availeable Guidelines

WAFDA Transpor t Fules/Folicy and other procedures are
availahie (or i dancms.

€. Lrorcise of Judgment

Juclopment, is required on Lhe repair work of Lhe vehicleg
Aand wrgency of mat lep (o assigning {he vehicle.

d. OuLhQniLwammUﬂh@wUmmmiLm?an

Tncambeon . can genareal by make commi Uinen L about Lhe
avad lahility af fhe {e ansnoet .,

€. Mature, Level anc

Curpose of Contacts

Ponbacl with Lhe repaic worlkshops and spare part dealerg
for procuring repaiv services and e ight bype of SOATERG.

r. Bupr n.Esercised

None.,
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EQSIT

GR

ADE

u

BASIC.

Benio

ION TITLE Seniaor Clerl:
Level-I1
s 7
FUNCTIONAL DESCRIPTION

roClert Porsonne) -1 {g

responsilblea

Fersonnel 1

Diviaiar

Lo Supervisor

Fesrennnel o processing disciplinar YV oeases of the Divieinnal
Anc Sab Divisionnl perconneal . He also maintaing the
confidential fileas in his custody.,
MAJOR DUTIES AND RESFONSIBI ILITIES
4] Flaintaing confidontial files (disciplinary cases) in hig
custody.
n Froceaoeg disciplinar Yy cases of Divigional and Sub
Rivisional personned.
&) I r (‘[\:lf es carrespondence reqgard ing discipl inary cases foare
the signature of competant. anthori URVIR
0 Nny other duty Assigned by the superiors,
DESIRED QUALIFICATIONS
A Eeucation
Direct rocraibtment (for one third of the vacancies):
Tl ermediate o e e /G tonce /Commevee o Son tar Cambridge
milh "B grade.
or
Dy promation ag per WAFDA Service Rulos.
h. Erior Hperience
Mone for direct hires. Three to five vears experience for
promoteas depending upon the academic qun]. ifications,
= Language Froficiency
asonable fluency in spoken and weitten Urdu and Englieah
1 '\l)‘—lllr\qb‘r-l..
d. Enowledgs of Specific _Areas

Frnowledge of
Pprocedores,

52

office routine and Disciplinary Ruleg

Aand



POSIT

A

C.

A

Obilities and Skil

Communicat ion shiille,

ION _ELEMENTS

SunetxiﬁianR@gﬁizgq
Direct supervision is received from &
nV&ilﬁhlEWQHiQ&liﬂQE

WArnn Efficiency and Discipline Rules
Fraom the Supervisore FPersonne].

EﬁQQGIEQMQ[nQHQQm@DL

" heane,

d.

€.

QHLthiQXWLQWHQEQMQQmMiLmE‘t

HH]

None .

Nerres .

supervision

Neymes

53

upervisorr

anvl

instructions

Fersonne]



EQSLIIQN"ILIQE Senior Clert: Fersonnel - 2
level~11 Division)

GRADE Beg 7

BQSIC_EHNQIIQNQQWQESCBLBILD

1Z

Senior Clertl Personnel -2 jg responsible to Supervisor

Feraconnel for Hrocessing emplovers Personnel actionsg regurding

emp layment., compensat ian, employee welfars, F@Pminatimn,
promotion and Lraining.

NQJURWDUIlESNQNQWBESEQNﬁlBLLIIIES

Q] - Dnes noting anel drafting on the cases of appointment,.,
salary, nerement g, scholarship, incentive awards.

Qo Frocesses cases of postings, LPHHS(GFS, promotions ote,
o Obtains documenls Lo complete PErconal files B0,

nominatians at tle Lime of (irgt appointment .

.

(w NEsisty Bupervisor Fersonnel in nomination of Lrainves

from the divieion and sub-divisionsg,
a Any ather thuty assinnec by Lhe Superiors.
DESIRED QUALIFICATIONS
a. Educat ion

Direct recruitmsent (for one third of the varancieg) s

Intarmediate in Ap ts/Science /Commer cEoor Saendac Cambipe i cleye

wibth "B grade.
or

By promation as per WAPDN Service Rules.

b. Friar Wor|

None for dipect Mires. Three to (ive Bars experience
Y
Proomol evas depending upon the academic qualifications,

. hQQQQQQQWEQQLiEiEQQX

for

Reasonable fluency in spoken and weillen Urduw and Eriglish
Languages.,

Aok

fthl

Enowledge of office routine and WAFDA Service Rules.
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e. Abilities and Skills
Communical ian shills.
FOSITION ELEMENTS
a. Supervision Received
Direct supervision ig received from Supervisor Fersonnel,
b. fivailable Guidelines

Cancerned WARFDA Rules/Frocedures and instructiong from
the Supervisor Farsonnel.

c. E&QEQLEQWQLMQMQQQEQL
Mone.

od. QukhgniLxmLQWMahg~§gjmiAm@ntﬁ
Neore,

e. Napunglmgﬁx@L"audwﬁunngﬁgmpﬁmggm&aggﬁ

None.

l. supervision E

i
i
H
v
i
H

"
~
i
|
pl
in

iy
imn

l\le'\EE.
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POSIT

GRADE
BASIC
Senin
Ferso
salar

MAJOR

)

o
(&)

0
DESIR

.

b.

).

ION TITLE

Senior Clerl:

-

Feraonnel

(Level—-I1 Division)

BFG 7
FUNCTIONAL DESCRIPTION
Cesrsanne] -

for processing cases
0, pension etec.

v Olerl
nnes
iew,

of

~PUTIES AND RESPONSIRILITIES

Reviaws payroll for
the Computer Center.
Fengion

Initiates papers fae

TR bills

=

Scrutinizes as Lo

Any obther duty asaigned
ED_QUALIFICATIONS
Education

Direct receruitment (for

Intermediate

with "R" grade.

onr

By pronotion ag per WHAPDA Service

Erior MWork Experience

None for direct hires. Three
promotess depending upon the

Lenguags Froficiency

Reasonable fluency in
Languanes.

spoken

EugwiﬁdggmgiwﬁnegLLigmﬂteaﬁ

Enowledge of
fnles.
Ghilitigs _and Skillg

Sommunication ekillsg,

56

Lhe

by the

3 ois responsible tao Supervisoe

employee claims including

Preparing changes to be notified Lo

the retiring employees.,
authorization of jouerney.,

superiors,

one third of the Vacaneime) s
in Arts/Science /Commer ce e

Senior Cambir idge

Rules.

five for

arzacemic

Lo years experience

qualifications.

and written Urdu and English

oflfice routine and WAPDA Fension and T6


http:l)ir'.cL
http:Co-mput.er

POSITION _ELEMENTS
a. supervision Received

NDirect supervision is received (rom Supervisor Fersonnel .
b Avallable Guidelines

Concerned WAMDA Rules/Frocedures and instructions (eom
the Superviaor Farsonnel .

C. Ciercise of Judgment
None.

(I OUthniwawamﬂkﬁwQthm_w;m

Mone.

©. NQEMRQL_EQXQLW&HQmﬁHEQQEQNQL_:QQLQQLE

Norne .
M. supervision Exercised

Mone.
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POSTITION TITLE Senior Clerk Safety
lLevel—-11 Division)

GRADE BrS 7
BASIC FUNCTIONAL DESCRIFTION

Senioe Clecl: Safety is responsible Lo the Gafely Cooardinat.oc
For maintalodiog rcocord of document, sy insteroctions, acridents
and correspondence concerning safety, and related matbera.

MAJOR _DUTIES AND RESPONSIBILITIES

() Maintaines and keeps up-to-date cecord of aceidosnte
involving Lthe Divisional/Sub Divisional emplovers anc
properby s public aned animals.

8] Maintaing statistics of bhe attendees of special safely
Leraining.,

0 Maintaine record of accidents investigalion reports,

%] Mainlains eecord of documents, instructions and
correspondence concerning safety and related matters.

0 Ferforms any obther dubty assigned by the Safety
Coocdinator.

DESIRED GUALIFICATIONS
a. Ldugatinn

Divect recreuitbment. (for one third of Lhe vacancies):
tnlLermediate in Arts/Science/Conmerce or Senior Camberidge
with "PR" grade.

or

By promotion as par WAFDA Sarviece Rules.

b. Frigr Worck Experisnce

Mone for direct hires. Three to five years experience for
promolees depending upon Lthe academic gqualifications.

. Language Froficlency

Reasonabhle {luency in spoken and written Urdu and English
Languages.
d. tnowledge of Specific Areas

- Foowledge of office routins,



Friowledge aof opera Ling one or more office machinme
2.0y adding machines, calculator otc.

. Abilities and 8)

Communication =killsg.
POSITION ELEMENTS
a. Supervision Received

Direct supervision is received (rom Safety Coordinator.
b Gvailable Guidelines

WAPNN Safety Code, various office arders and instroctions
from bthe Safely Coordinator.

C. Execcise of Juadgment,
NMevnym
d. Mubhority to Makée Commitmente

Mone .,

e. MakqnﬁL“key@LWauqmﬁﬁnugéawgimggnngyﬁ

Moner

f. Supervision E

bone.

1921
o



FOSTITION TITLE

Seniar

(l.eevel -

I 7

GRADE
BASIC FUNCTIONAL DESCRIPTION

Clert Labov
and Legal (or proc
legal and lTabor welfare cases
Aauthor it iees, Frovides
coue s,

Senioe
l.abhoe

arel
the highee
Counasel in

and Legal is

MAJOR DUTIES AND RESPONSIBILITIES

t.oa

CAaASKPG .

Frovides dnfarmat ion
defence of divisional)

[

Meacenses caasmes for
fove AERAUAFDA Headguarters.

(M)

Contacts Legal Couwnsel in

and Legal,
["owesr

"rocoaso

of Altorney
Counsel.

Aosialys Supervisor Labor

o) Sy nther duty assigned by

DESIRED _QUALIFICATIONS

A Eodue

Lian

Direct recruitment (for
ITnbermediate in

wilth "pn race,
g

Cre:

ar

Iy promolion as

per

L. Crior_Work Experience

Three
Lhm

foor dieect hires.
proaolons dopanding apon

Mearim

Language Pecoliciency

Reasonah e in

Tanguugmes.,

fluency spelien

60

Yo s

11

legal

obibaining

Lhe

letlers

and lLegal

third
Arts/Sclence/Commer e

LNTDA Service

Labor and Legs)
Division)

responsible Lo Supervisoe

B IN0 Cases of

redresg

Lo

grievances for
for onward transmiltbal
assiatance Lo the Leqgal

counsel engaged for the

lagal advice and guidance

ahsence of Supecvisor Laboe

faor the Legal

i CRN affairs.

Lhe Superiors.

vacanciens):
Genior Cambridge

of the

o
Fules.

exparience for

tea five 8]
aqualificalions.

academico

years

anc wribbten Urda and English



d.

2.

toowledar of _Speciflic Area

Hul

Fnowledge of office routine.
Ahilities and Skills

Communicatlon shkills.

ROSITION ELEMENTS

A

by,

€.

.

supervision Received

Direct supervision is received from Supervisor Labor
L.eegal.

Qvailable Guidelines
Instructions from the Supervisor Labor and Ll.egal.

Enercise of Judgment

None.

Mone.

mntacts

Mature, _ bkevel and Purpose of Cc
None.
Supervision Exercised

Mone.

61
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FPOSITION TITLE Junior Clerk - Fersonnel
(Level-JI Division)

GRADE oG o

BASIC FUNCTIONAL DESCRIPTION

Junior Clerk - Personnel is responsible to Supervisaore
Ferasnnnel for preparing Fayroll, TN Bills, Fension cases and

mainlaining and updating Sarvice Books of the Divig
Sub Divisional personnel.

MAJOR DUTIES AND RESPONSIBILITIES

0 Maintains and updates Service Rooks.
(] Mespares TA Rills.
o Nzsists Supervisor Fersonnel in initiating and

pension cases of the reliring employees.

lonal and

preparing

ry Feepares changes for payroll on presceibed computer

forms.

a Fenvides support to Genior Clerk Personnel.
0 Ny olher daly assigned by the superlors.

DESIRED QUALIFICATIONS
A Eoucal.ion
Direct Recruitment
i . Secondary School Certificabe Examinalion
Grade or pguivalent gualification from a
University or RBoard or Junior Cambeicdge.
tie A minimum speed of 40 words per minube in
o
By promollaon as pee WAFDA Service Rules.
b. Frior Work Experience

Mone  for rdirect hires.  Five vears ouperience
promoless,

. Language Mroficiency

Raaaonahle (luency in weitten anc spoken Urdu
Can read EFnglish language.

62

with 'C°
rocognized

Lyping.

in case of

Lanqguage,
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d.

QHlQQQEWQL_SREELLiémQtEﬂﬁ
Frnowledge of office routine.
ﬁhilihiﬁsmand“Skillﬁ

Typing wslei11 ¢ 10 words a minute.

POSITION ELEMENTS

A

by.

d.

Supervision teceived

Supervision is received f(rom the Supervisor Fere

dvailable Guidelines

Various WNAFDN Rules/Frocedures are available in
to verbal instructions from the superiors.

Eagagiﬁgmgi_ﬂudgmimk

2 Lommitments

None.
NaLuuelnkeyelmamqwﬁgnggggmgi_ggu_aské
NMone .

SUQQEEiSiQQWSEQQLMEQ

None.
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EQSIIIQN~IIIQE Junior Clerl; - General Services
(Level-IT Divigion)

JASIC_ FUNGTIONAL DESCR:
Junior Cleel: - General Services io responsible to Supervisor
General Serfrvices (op assisting him in leasing, re-leasing el
maintenance of building, arranging stationery for {he divigion
and sub-divisinneg, repajc and maintenance of affice furniture
and eqguipment and installation and maintenance of ubility
sServioces,

NQJQR“DUIIESMOND“BESEQNSIBELIILES

Q) Mencmaspe Teasing and re~leasing of office and
resident ial accommodal ion cases,

a] Arranges repair and maintenance of building, furniture
and affice euipment .,

0 Frepares requicitiong fop procurement of stationery/
suppliog.

o] Receives stationery and maintaine it in hig custody.
Q Nasials Supervisor Grneral Services in the installations

af nbilities connectlinne and discharge of ef ficieont
BRI, Gels theier bhille corrected i necessary,

(8] Maintaineg fienapra) Services (ileg.
0 Ay albhere duty assigned by the superiors.

DESIRED OWAL1FICATIONS
A Eoucalion
Dicect Recruitment
i. Secondary School Certificate mamination with '
Grade or equivalent qualification from a recognined
Urniversily or Doard or Juniaor Camheidge.
ii. A minimum spaed of 10 wordg PeEr minute in typing.

oar

- By promotion as per WAFDA Service Rules.

64


http:Servic:.es

b. Evior Worlk Experience

Home for direct hires.

promoteess.

c. Lanauade_Froficiency

Reasonable fluency in written and spolien
Can read and write B gl ‘-,h language.

Lnowledae of Specific Ar

reag

in

Enowledge of aflfice routine.

fre
'u-

. Mhilities and_Skills

Typing skill at 40 words a minutea.
FOSITION ELEMENTS
A Aupervision_ Receiyved
Supervision is received from the Supervisor
Services.
b, Ovailable GBuidelines
VYarious rules and procedures are available
in addition to instructions from the
Services,
. af_Jdudgment

Mone .

QHLHQRLLX_LQNNQEEMQQ@miLQEQJE

Norme.,

NMatu tevel and Furpose

sontachs

LDontacls Lelephone office in case there i

For correction of bille,

Supervision Received

Mone

65

Five years eupe! ience

Lir ch

Supervisar

in case of

language.

General

for guidance
General

=]

a brealdaown
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EQSLI}DNMILIQE Juniaor Clerk: - Labor and Legal
(lLevel-II Division)

GRADE BEG 5
B@SIC"FUNQIIQNQLMDESQBLEILQN

Junior Clerk - Labor and Legal ig responsible Lo Supervisoe
Labor and Legal to maintain record of legal cases and lLabhor
werl fare correspondencr concerning Divisiana® and Sub
Diviasinnal employees,

MGQQRWDUILESMQNDMBESEQNSIBLLIILE§

(¢} Maintains record o legal cases for the Divigion and Sub
Division.

o) Asmintes Senior Clerl Labor and Legal in praocessing the
cases for laboe welfare [for the Divisional and Suby
Divisional employees.

0 Maintaine record aof labior welfare cases.

0 kelrieves relovant record for legal and labor cases and
Puts up Lhe cases to Senior Clerk Labge and Legal.

0 Any ather duty assigned by the supmriors.

- Direct Recruitment

i, Secondary Schonl Certificate Extamination withh '
Grade oe eouivalent qualification from a recognised
University or Roard or Junior Cambridge.

1. A minimum speed of 40 words prer minute in typing.

or

- By promotion as ner WOFDA Service Rl as.,

b. Crige Work Expsrience

Mone for direct hires. Five years experience in case of
promolees.

. Language Frofliciency

Reasonable fluency in wuritten and spoken Updy language.
Can read and write Erngligh language.

66
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d. EQQHLQQQEMW[.SQEEiLiEmmF@aﬁ

Enowledge of office routine.

lg

€. Abilities and §

Typing skill at 40 words a minute.
FOSITION ELEMENTS

it

Suporvision ig received {rom the Supervisor Labor and
L.ejgal.

b. QxﬁilﬁQlQmQHiQ@Liﬂﬁﬁ

Various rulees and procedures are available for guidance.

N

e

;tgiggmgﬁmﬂqumgmk
None.

d. Qu&hqaikynhgmﬂghgnﬁg

nmitments

None .

e. Nahut@Lmhﬁx@l_amqm itpase of Contac

&

Conlacts Legal Counsel in the absence of Siupervisor Labor
and Legal.

f. Sdupervision Fe

Newves

67



FOSITION TITLE Junior Clerl - Recordiespear
(Level-I1 Divisior)

a

ADE EFS

I
iD
93]

UNCTIONAL_DESCRIFTIC)H

Junior Glerlk - Recordkesper is responsible to Supervisaore
Fersonnesl fore malntaln:nq personal files and putting them
with bthe incoming letters for necessary action.

MAJOR_DUTIES AND_RESFONSIBILITIES

(] Mainlairng personal files of the Divisional anc Sub
Rivisional personnel in his custody.

¥ Retrieves personal files ar necessary documents (rom
files tao put up with Lthe cases for neessary action.
a Files the papers in the relevant folders on timely ba

S0 that, files remain updatesd,
& Ay ather doty assigned by the sSUperiors.
DESIRED QUALIFICATIONS
@ Education
Direct Recrwitment
Secondary Schaool Certificate Examination with '

Grade or equivalent qualification from a recogni
University or Board or Juriar Cambrirge.

e
s

ii. A minimum speed of A0 woerds per minate in Lvping
or
- By promotion ag per WAFDA Service Rules.
b. Brioe Worl Enperience

None for direct hices. Five yvears experience in case
nrometoes,

. JEroficiency
Reasonable fluency in written and spoken Urdu lLanguag
Can read English language.

cl. Enowledge of Specific_Ore 2as

nowlaedge of office routine.
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Abililies and Skills
Typing slkill at 4o words a minuble
[ TION ELEMENTS

Sunervision Received

Supervigion ig received from the Supervisaor

Nyailable Guidelines

T~

Verbal instructions from the superiors.
Exercise of _Judament
None.

Outheor
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None.

rpase of Contacts

Naturea, .

Nore,

Supecvisi

Neomrves .,
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EQSLILQN"IIIEE Jurior Clert - Tvpieat
(l.eval-~1] Divisian)

GRADE BFSG 5
EGSLQ"EUNQIIQNQLMQ§§QBLEIIQN

Junior Clerk - Typist ig responsible to Suparvigor Fersonne )
for typing-letterg, memoranda, rough drafts, and reports f(or
Lhe section. '

UQQQB"DUIAESWQNDMB§§EQN§1Elklllgﬁ

0 Does all Lyping work for the Section of Supervisar
Ferconnel.

) Ferlorms any other duty aséigned by the Supervisgore
Parscone,
DESIRED QUALIFICATIONS

a. Education '
- Direct Recruitment
i. Secondary Schoo) Certificate Examination with 'c
Grade or eaquivalent qualification from a recognized
University or Eoard or Junior Cambridge.
il O minimum speed af 40 wordg pee minute in Lyping.
or
- By promofion aes per WARDA Service Rules.
b. Eriov Work Experience

Nome  for direct hires. Five YRALS experience in case of
hromoteass,

= hamguaggmﬁtgiigigggx

Reasonahle fluency in written and spolen Urdy Language.
Can read Engliash lLanguage .

d. EQQHLQQHQmQLmﬁggﬁiiigmﬂﬁﬁﬂﬁ
Enowledge of office routine.
. Auilibles_and Skills

Typing skill at 40 woards a minutbe.
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POSIT

a.

N

d.

€.

(201

ELEMENTS

supervision Recelved

Supervision ia received from the Supervisor Ferasonne

Available Guidelines
Verbal inslruections friom the

Lse of

Judament

None .

QHLh@ti&xnLQmUQE@mQQmmingukﬁ
None .
NaLunﬁLmh:xglmﬂnq_ﬁunngﬁg_gim

Neone.

bupervisi

Mone.
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POSITION TITLE Despatch Clerl
(Level=II Division)

GRADE BPS 5
BASIC FUNCTIONAL DESCRIPTION

Despateh Clerk is responsible ta Supervisor Fersonnel for
deapatching . Lhe outgoing mail saflely and properly.

MAOJOR DUTIES AND RESPONSIBILITIES

O Rerceives outgoing letters from different sections.

€ Assigns despatch number Lo Lhe oult.going mail.

O Despatches Jottorg by post or by Naib Qagid.

Q Maintaine record of acknowledgements for Lthe lelters if

necessary., !

(] Maintains Stamp Register.
n Any other duty assigned by the superiors.

DES.nc0 QUALIFICATIONS
a. Education
Direct Recruitment
i. S.%(ac:rnr“,r.1.=\r'y School Certificate Examination with 'O
Grade or equivalent qualification from a recognilsed
Univeraity ar Roard or Junior Cambridge.
il fomindimom speed aof A0 words per minute in byping.
ar
By promotion as per WAPDA Service Rules.
b Frioe Work kxperience

NMone for direct hires. Five years euperience in case of
promaless.

c. Language Froficiency

Reasonable flusency in written and spoken Urdu language.
Can read and wribe English languagss.
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d. ﬁHQWlQQQQNQLMSQQQiﬂiﬁmﬁﬂﬁéﬁ

Foowlrdoge Office routine ane Foast Offjce Regulationes,
Beo Obilitins_ and Skills

Typing wljill at 40 words g minute.
FOSITION ELEMENTS

a. 5UHERYi5iDUMB?QQi¥§Q

Superviaion i received from the Supervisor Fersonnel.

b. anil@hlemﬁyidelinﬁs

Fost Offjice Nules bool: and verbal instructions from the
suparioreg.,

[x!

EE@CEZﬁQMQIMQUdﬂmQQL
Mone.,
d. huLhQniLY.meﬂﬂkaQQmmingmkﬁ
Neres,
e Nahugglmkgxelménqmﬁuu995ﬁw9£_ggnL§gL§

hMone,

Received

f. Supervision.

Nesrves
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EDSITIDN“IITLE Diary Cleprl
(Level-17 Division)

GRADE PS5
BOSICWFUNQIIQNQLNQESEBIET ON

NDiary Cleert o respongible to Buperviaone Farconnel [op
diaricting the incoming mail.

NGJDR”DUIlESmﬂND_BESEQNSLBLELILES

o Feceives incomi ng mail ane stamps {t.
() Diarizes the Incoming maijl.
0 Futs ap the mail to Ndministration (ifficer through

Supervisop Fersannel .
o Nny other duty assigned by the superiors.
QESLREDWQUQLLELCOIIQNS
a. Educat ion
Direct Mecrui tment
i. Secondary Schaol Certificate Examination with '@
Grade o eguivalent, qualijification from a reTonge iz ed
University or Board or Juniare Cambridge.
ii. A mirnimum sneed of 10 wards per minubte in Lyping.
or
Iy proamolion as per WAFDA Service Rules.
h. Erion_Worlk Experience

NMone  for direct hires. Five vearg experience in case of
promotens.

Feasonable fluency in written and spoken Urdy language.
Can read and write English language.

d. Enmwladgewqfmﬁnqgiﬁiﬁmﬁneaﬁ

Faowledge of office routine,
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Q. Mbhilities

P'vping miiill at 40 wards a minute.
POSITION ELEMENTS
A SHPGKYiﬁiD”.R@ﬁQiYEQ

Superviasinn o received {rom the Bupervigor Ferasonned .
b. Available Guidel inps

Verhal instructions from the supor i.(:)r‘.s.
C. Liercise ol Judament

Merrves

d. Authority to Ma

hMone.
e, NiLUCELMLQMQl"QDQWEHEQgﬁgugﬂ_Qgiﬁaﬁaﬁ
Mo,

(. Sqnanxisinumﬁgggixmq

Nore.,



EDSITIQN,IIILE Hudget 2 Accounts Of ficer
Leavel - TT Diviaian)

GRADE mes 17
BQSICMEUNQILQNQLWDESQRLEILQN

Budget % Occounts Of icer (Division) ig r esponsible for Lhe
diviagion's financial functions; actes as Frincipal Nssistant teo
Lhe Divisian Manager on all mat Lirs relating to bant ing,
receipl. and disbursement of funds, hudgets « expenditoaee
conberols and man agecial report ing. Hdministers the prersonnel
policies af the Aubharit Y with respeoct Lo his ase ignern

emprl oy esee

AJOR _DUT IES AND _RESFONSIBILITIES

] Serves as {he Feincipal Assistant to Lhe Division Manager
on oAl accounting functions of the Division.

§) Paye and records expenditure for the division hy using
the procedures Yaid down in Lhe Divigional Nccount ing
Marital .,

Q Receives fundg from the Director Acocounts NER to meat Lhe
tmprest demands of Division.

(W] Ensitres that the accounts books record the Hpenditure
heing incurred in Lhe Division.

(%) beals with pre-aud;jt function and Fays bills up to Rg
LOLO0O/~ willh the provision foer a post-audit by Lhe ACD.

(o] Ensures imely submission of various accounting and
managemenl. reporbs ta Lhe Divector Accounts ARD and olher
concearned ont itioes,

) Deales wilth all policy malterg concerning accountes.
a} e angos appropriale education and teaining programs (ar

suibordinate peroonne] .
DESIRED DI,H-\LIFICGII_QNS
A, Educal ion

Mambeores deqgree in Commerce ar Business
Nudministeralion

- Itv Lhe cades of o isting WAFDA emnloynes,
Alloenat bve qualificat ions specif ted for thig grade
tevel Gn GO and/Zor WAFDN Nocount g Service Rules are
Aaccen! abhle.,
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Crioc Work Experience
Minvimum of fore (4) voears worl: related onperionce,
Abhilities and Skillg

Tortal flurncy in spolen and wribtten Uerca anel
English.,

- Hasic Fnowledge of finance arel accounting principles
anc banking operations.

- Nbility ta care y aubl Nuthority'e policies and
procetlures on financial mat Le s,

Nbility vo communicate of fectively with banl:
afficiale and oblain t| e cooperatl ion.

Abitity and slill o Analyre and inter pret (inancial
data and peepare infor malive repovbs Lo g aher
Mmanaesment

FOSLTION ELEMENTS

b.

).

SuperviﬁimnMngineq

Dicortions arm reeeiver] from Diviajon Manager anrl
Divector Oceount Sy Area BElecteicity Roard » rtegarding
Financial policies, pProcvedares and opocations. Recpeieod
Foomale dndeponde | decisions on Diviaion | naneial
matters based on souned interpretation of Policies and
pracecdures,

Available Guidelines

Haes availablo all policies and procedures approved by the
Nt hority and g erpected Lo ensura Lheire implementalion.
Recovives Tanc i oral guidance on financial matters [rom
feea Fiecteiei Ly Boacd's Ocecountes D irecclorale staff.

Exorcise of Judgment

Requiced Lo ereorciae sound  judgment on Divigion ¢ inanecial
mat Leneoe Recommendat ions to the D ivision Managere and
Dicevtor Necounts are o pected Lo be delai led, arcurale
and in Y hest joterost of WAFDAO.

futhority to Malte Commitmen e

Has (0l author i Ly Lo commit the Authoeil y within the

perveribed Timils of eotabli shed (inancial powers il
Approved poalicies and procedures.
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m.

NakurgiwL@yglmgmmwﬁuﬁngsﬁnmingungLs
leels with 1aca) Bankrres on matten 5 relating Lo thwe
receipta, dichoe sements and trangfere of WOFDA's funddes
Meets Wit Area Electeicit Yy Board and Div ision slaff
memhera o coordinate f inanecial wep { Toawe,

Gupervig Lton Ey eroised
Erorciueog o ol supervision over ascigned subord; nate

statt wilhin the financial and Aadministeat ive prome e
vestod in him.
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EOSITION_TITLE Assistant Budgel % Nccountea
Officer - Fundg (Level=I1 Divisian)

GRADE DFS 14
EBSICWFUNCILDNQEWDESQBLEILQN

Nssiat ant Fudget & Noccounts OF fiecer - Funde i« responsible for
tevienne collection cash, tmprest. cash, miscellaneous cash,

banl reconci liations an relat.ed documentat ion.

MAJOR DUTTES AND RESFUNSIBILITIES

0 Reaquisitions fund from the NER.
€l Males pavmenle of bills and invoices.
0 Mainlains imprest cash bool, miscellansous receipts cash

bool:, hilling caash hoolk, capital contribution cash hoot,
and securities cash Uool.

(n) Frepacos bhand recoenciliations.
£ Propares ledger posting summaries for his own seclion.
O Frovides subordinate FRrsonne]l wilh educat ion and

beaining reguired fopr preoper job performance.
DESIRED QUALIFICATIONS
A, Eeue at ion
Harhelors degree o LCommerce or Rusinese Administeration.
L. Peioo qukuﬁxpeyiggﬁq
Theor years worl: related euperience.
e Nbilities _and Skills

Toatal fluency in spolen and written Urdy and
English,

- Ftae i Fnowledge of finance and aceounting
principles.,

Nbility and s1:i))1 tno organize the basic accouniing
worl-.

Mosapeag supervisory ki)l to deal with compley
problems.
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- Deal effmctively with people wha come in contact
with him.

EQSIIIQN_ELEMENIS
. ﬁunﬂgxigigmmﬁggﬁix@g

Reports directly to Budget & Accounts Officer.,

b. Q!Qilﬂblgmﬁuiﬂ@lii

Has available all policies and procedures approved by the
Aulhority for accounting and bhanking busineses and
expecled Lo ensure theire implementation.

of _Judament,

Reaguired teo BEXorcise judgment in respect of accounting
matters of the seclion assigned.

d. NakunglmggxxLmanqhﬂuaagﬁgmgimggnta:

-~
HY

Meeta with Lhe Division'sg Budget % Nccounts Officer t
coordinate Lhe functions.

2. SHHQQYLEiQQMEKQBEi%EQ

Crercises direct supervision over assigned subordinate
shaff.
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EQQ;I;QNNILIQE Accounts Assistant - Banking
(Level-11 Division)

GRADE BFG 4
E@SlCWEUNQILQNQEMQESQBLEIAQN

Necoumt g Nesistant - Fanking is PRSpONsible Lo the fRssistant
Budget s Nccount e Officer - Funds and Banking for revenue
collection, ita remilttance and reconciliation, transaction of
unidentified cagh and superscribed cheques for free

flectricity supply to WARDA employees.

UOJURMQUIIESMQNDNBESEQN§151LLIAES

0 FPrepares CFr-qo (Banl: RQuery [ettor).
o FPrepares CF-100 Weekly Remittance Summary and submits tn

.

fa} Frepares Cr-49 (anl: Reconciliation Statement.) .
o] Fropares Cp-q9 (Collection % Remittance Bummary) and

forwarde 1o NEHR,

o feconciles CF—-1049 (Divisianal collection cash boal:) with
CP-108 and Cr-q9,

c. Maintaineg cheques register and arranges deposit in the
relevant hanl:.

Beronciles CF-a% with CFr-41.

3

'é] Frepares CrP-q41 on the basis of CP-A8, 49, 9% and 104,

0 Ensures timely collection of banl: scrallea, incorpmrating
ent.ry of banl: scralls in the register and collection of
ww&hly/mmnthly bank statement of Revenue Collection
Account. .

Al Supervisos debit /eredit sCrolls and register, transaction
ol CR-107 (unidentif ied cash), transaction of CF-124
(Wael:ly [Cagh Collection on behalf of other Divisions) and
Crre- 27 (Wmel:ly Cach Fasting by other I)ivisicms),

bransaction of CP-137% against 58 cheque for froe supply.

QESIREDHQuekIELCQILQNS
. Education

Hachelorg degree in Commerce or by promotion from @ lower
position.,
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frin iqnhwﬁanﬁniﬁnqg

One vear's worls related experience.

Mhilities and Skills

- Total (luency in spoken and weitten Urdua ancd
vreasonab le undmrstandinq aof English.

Hasic Enowledge of linance, Accounting and bankign
principles.

- Deal elfectively with people who come in contact.
with him.

POSITION ELEMENTS

A .

k.

3.

Sunenyiﬁiqmmﬁgggixei

Reportg directly to Nssistant Budget. & Accounts Officer.

QYQilﬁhleﬁliﬁﬁliDiS

Guicdelines are Available (rom WAFDA manuals, policies,
nrocedures and athee documents 1 geauesd from time ta time.

Exercise of Judgmen

Must be ahle to analvre the worl: related problems.

Nalture, Level

-@HQNﬁHRQQEENQIWQQﬂkﬁﬁkﬁ

Combtacts wilh WAFDA pecsonned a8 neerssary in the
execution of Reponsibilitjeog,

Sungny"imn~§agggi§9g

Supervises worlk or the stafrf assigned to him.
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FOSITION TITLE Accounts Clepl - Revenue Collection
(Leevel-11 Division)

GRADE neg 7

BASGIC. FUNCTIDNAL .DES CRIPTION

Accounts Clael - Revenur Collect lon is responsible to the
nrrnunfﬁ Assistant - Banking for Rreparation of QF-99 and
reconciliation of warl:ly and ‘monthly banl statements.

M@QQRWDUIIESMQND_BESEQNSLBLEL

4] Froparas CF-99 of each Ban:.

0 Reconciles CF-9¢ with CFE-100,

0 Frepares stubs/scrolls of Debit /Credit.

la] Feconcileg weelly banlk: statement with CrR-99/101,

() Ensures the receipt of wscroll daiily, thecking of scroll

it stubs, proper bank cude on scralls,

DESIRED QUALIFICATIONS

a. Education

Intermecdiate Certificate holder ar by promotian from a
lower position.

b. Eni@gmwgnhmﬁaggrignge

One yvear 's wort related experience.

€. Ohilities_aod Skills
- Total fluency in spoken and written Urdu and

reasonable undee standing of English.

- Enowledge of @lement.ary bookmk@@ping and banking
principles,

POSITION ELEMENTS
8- Bupnervision Received

Reparte directly to Nccounts Assigtant - Banlting.
b Available Guidelines

Guidelines are available from WARDA manual g, policies,
procedures and alher documents isgued from time to Lime.
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cl.

(3%

Equgiﬁqmgimﬁqum@nh

Must be

Natuee,

Contacts with UAFDA personnm) A5 NRCessary in the

auecut i
Supervi

Supervi

able to analyze the worl: related problemns.

Level amgmﬁusmgﬁg_gi_gguxgghﬁ

o of responsibililies.

sion

2 Cised

SRS worls of the staff assigned

84
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POSITION TITLE Junior Clerl: - Scroll Collection
(lLevel-1T Diviaion)

GRNDE BFS &

BASIC FUNCTIONAL DESCRIFTION

Junione Clerl - Scraoll Collection is responsible to Lhe
Acecounts Clerl: - Revenue Collection for collection of scrolls
from banl: daily.

MAJOR _DUTIES AND_RESFONSIBILITIES

0 Receives the bank scrolls daily (rom the authorized
collechion center.

o Compares  the stubs with related bank scrolls and pointe
ot differences if ANy.

(5] Submits the CP-42  (Banl: Mluery Letteras) and prusues ite
early selttlemont with appropriate collection centere.

DESIRED QUALIFICATIONS
a. Education

Matriculate Certilicate holder or by promotion from a
TLower position.

b. Crioc Weorel: Experisnce
One vear's work related experisnce.
. Bhilities and Skills

- Tatal fluency in spoken and written Urdu and SOME
understanding af English.

Fnowledge of elementary book-keeping and banliing
principles.

FPOSITION CLEMENTS
A Supervision Received

Reports directly Lo Accounte Assistant - Revenue
Collection.

b, Ovailable Guidelines

Guidelines are available from WAFDA manuale, policics,
procedures and other documents issued from time to time.


http:Gu.'idel].in
http:poiLrt.sF
http:L've.-.II

tuerci

it

2 _of _Juddgment
Must be able to analyze tLhe worlk related problemsds.
NQLUEQ;MLEYQLNQDQMHHPDgﬁﬁmgimgﬂnbﬂgtﬁ

Conlacts wlith warna personnel as necessary in the
execution of responsibilities.
Bupervision Exercised

Supervises worl: of the staff assigned to him.
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FOSITION TITLE Accounts Clerk - Securitly Deposit
(lLevel-I1 Divisian)

GRADE RIS 7

BASIC EUNCTIONAL DESCRIFPTION

Ncoounts Clerl: - Hecurity Deposit ig responsible tao the
Nconunts Assistant - Banking for maintenance of Securijty
Deposit Account with avthorized collection conter.

MAJOR_DUTIES AND _RESFONSI

LITIES

« Recoives banl scrol) with stubs af security deposit.
[} LChecks scroll with stubs and enter in the Security

Deposit Register COF--24.

Q Frepares CRF-99 of each banlk and feeds to WCC.

4] Reconciles CP-240 with the P99,

0 Frepares CF-51 of each banl.

o Reconciles monthly bank statement. with CP-24.

Q Ernsures the ontry of payvment on demand notice receive

from the S0 and remote Sub Division.
DESIRED QUALIFICATIONS
A. Educat ion

Intermediate Cortificale holder or by promotion from
Lower position.

b. Criop Work Experience

Dne yesr's work related experience.

e Ahililies and _Skills
- Tatal flusncy in spoken and written trdu and

reasonabile l\r1ci+=r standing of FEnglish.

Enowledge of elementary book-keeping and banling
principles.

FOSITION ZLEMENTS
A Superyvision Recelved

Reports direclly tio Nccounts Assistant - BRanlking.
} ¥ 8
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b.

ct.

.

Guideline

A

Guidelines are available from WAFDA manuals, policiens,
procedures and other documents issued from time to time.

ecise of Judgment
st be able to analyze the worl related praoblems.

NgLure,“LﬂymlmﬂuqmﬁurnwﬁgwginQDLQQ-m

Contacts wilh warnn pRrsonnel as necessary in the
erecution of responaibilities.
supervision Erxercised

Supervises worls of Lhe staff assigner to him.
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EDS}IIUNMILILE Ncocounts Cler): - Funds
(Level-17 Divimion)

GRADE BFs 7
BOSICMFUNQIEDNQLMQESQR PTION

Accounts Clepl - Funds jg responsible Lo Lhe Account g
Assistant - Funds and Banl:ing fope maintenance of the: Fangion
Cash ool and Cash Boaal: ranr Capital Contributjon.

NOJUR~DUTIESWONDWBESEDNSIBILIIIE§

a Maintaing e Fension Gash Boat:.
r} Makes pavment ol all the nension claims after pre-andit.
4] Frepares the | anls eeconsiliat ton stalement ol pension

cash hool-,

0 Freparma (he b Pina cash bigo- CE-81 (apital).
) Fropares Che honk, reconci | tablon eta Lement of bi))ij N

cash hanl: (Coapital).,

(o] Checls the glgbe 0f capital rece; PLs with wero) e,
o} Frepares (F-o00 (Capital Recei PLs) and feeds La e,
o) Incorporat se the ontey of p ayment on demand e tice

cenived [rom Ehe €S0 and Remote Sun Divigion.,

0 Fhombera the voucher number el rancels =1 pavment,
vouechers anpreaved by the Divigsional Manager [ payment

(8] Recovds Lhe corlificate (FAtD BY MIZ) o Paymenl vouctep
and forwardea | Lhe Nbagistant Budget, 2 Nocoounts (Of Teimp

0 Submilea the paich voucher witl impresl cash bool: te AFR.
QESIREDHGUOLIFICQIIDNS
A, Educat ion

Intevmediate Cortf icale holder or by promolion | rom a
Lonsere poaeit ion.

b. Crion Work Expe rience

Me vear'g worl: related auperience.
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o. Abilities_and Gkills

Total fluency in spolen and written Urdu and
reasonahlo understanding of English.

Fnowledge of elementar y boolb-kecping.
FOSITION ELEMENTS

. Supervision Received

Reports dirortly to NAssistant Budgel and Accounls Officer
Frnds % Hantjng.

b. fvailable Guidelines

Guidelines are available from WAFDA manuals, policies,
peocedures and athoe documents isaued from Lime ta time.

“. Liercise of Judgment
Floael b ahle to analyso Lhe worek related problems.
ol Malure, Level and Furpose_of Contacts

Contacts with UACDY personnel as necessary in Lhie
prection o reaponesibi )it ios.

", Supervision Frer Cised

Cupeevises work o of Lhe ataff assigned Lo him.,
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FOSITION TITLE Junior Clerf - Typist
l.eevel-11 Divisionm)

GRNDE ArG 5

Jundtor Clee) - Fypist g responsibile Lo Supervisaor Feraanne]
for typing bl Lpr e, memaranda,  roagh drafis, and reports Top
the siset jon.

MAJOR DU]IESMGND“RESPONSIBILITIES
(] Darsg 1] Lypring werl,

3] e o me; any alher dutby assigned by the Supervisor
Froveanme]

DESIREDwOUALlFICAIIQNS
a. Lducation
Direct Recruitnent

1. Secondary Sechool Certifjcale Examination with G
Grade or Diploma in Commirce.

ii. A minimum apeed of 10 words per minute jn Lyping,
or
Iy promotion ag per WArDA Service Ruleos.
b. FﬁiQD”NDt“.E¥DGUiPQQE

Mone  for direct Wirrpe. Five yoars eNpRrignce in .caap of
Neomol emg,

o, Languﬁnm.PtQ!iciﬁn;x

Peasonah e fFliency G weit ben and spalkien tedy Langquage.
Should be ahile g read Engliash lanqguaqge.

d. bnowledge o I Specit ic freas
Frnouledae of offjree routine and diavizing/despatthinq.
. Abibitios and HBliilleg

lvping slil) at qn words a mlnute,
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FOSITION ELEMENTS
A Supervision Received

Supervigion ig received from hisg immediate Supervisor
b. Available Guidelines

Verbal dinstruclions feom the supariors.

o
.

Eiercise _of Judgment
Mone,
d. AMQUOFiLY«LQNNQEQNQQmNiLmQQLS
Nrane
Q. NnLunﬁtheveluanq%Funnqaeugi_EQQLazyﬁ

Neone

r. Supervision E

None.
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E‘O.S;I TION TITLE Accounts Nsaiat ant - Nudit o
Inspection (Level-J] Division)

GRADE Brs 1
B@SIC_EUNCIJDNQL,DESCRIEIJDN

Aceonnt e Aoajstant - fudit % Inspection ig responsible to Lhe
Purdget % NAcccunts Oflticer faor deatting af replies on Audil and
Incpections Reporets,

NQQQR_DUIIESWQNDNBESEQNSIBLE!T ES

0 Deals with the Aodit and Inspection parties such as Chief
Nuelibar bInEDN - Inteenal and Director General Audil WAEDA
Evternal,
O Frepares coplics of Inspect inn Reparts, advance paras,
draft paras, Fpe merting paras, and Bummary of impaortant

points.,

0 Fladintaing (jlee of the above reports and correspondence
relaled VYo his Section.

DESIRED~QUOLIFICATIUNS
. Educabion

Rachelore degrees in Lommerce or by promolLion (rom a lowoer
posilion.

b. Feior Worl Experience
One voar ‘s wer related evperience.

Intal fluency in spoblen and wrilbten Urdit and
reasonab o tnderastanding of Englisk,

Basic bnowledge of finance and acr.ounting
principles.

DAl cffectively with neople who come in contact
with him.

EDSITIUN'ELEMENIS
AL Supmryjminuuﬁggqjygg

Reporte directly to Rudget % Accaunte Officer.
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0

d.

le Guidelines

Guidelines are available (rom WAFDA manuals, policies,
Procedures and ot heap documents isgued from time to time.

“kevel and Purpose af _Lontacts

L mlacts with WAEDA fersonnel as necessary in the
recution of responsibilities,

Supervision Exe cised

BSupervises worl: of the ataff assigned to him.
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EQﬁLILQN_IlI;E ’ Accounts Assigtant - Mre-Audit
U_ovel-—-I7 Divigimn)

GRADE BES 14

EﬁSlQmEUNQIlQNQE“DgﬁgﬁlEIJQN

Nocount g Assistant - Fre-Audit ig responsible to the Buclget o,
Accounts OFficer o checking of all kinds of payvments anc
maintenance of recaord of Nccounts Section,

MQJQRWDHIlESm@ND~BESEQN§LELQLIlE§

0 Checlks the Suppli@rs/ﬂmntracturg‘ hills, contingent
bills, freae electricity supply bills, utilitieog billes,
pay bills, and Th billsg.

© Frepareas 545 cheques, ledger posting summaries of cash
accounts of Remote Sub Division, ceplies on audit notes
isnued by NER, and Payrall BsLIMMAry .,

Q Assicte Lho ANenist ant, Budget 2 Accountg Officer -
Necounts in prepacat.ion of Annual Budget Estimate.

o Maintaing record ol the Accoantg Section as a whaole,

0 Ensures and SUper vises mainlenance of Lhe Salary Audit
Register, proper checking of cash aecounts of Remote Sup
Divisions ane store reguisitiong in respect of accountes
clas=ification 9 availability of budnget pProvision besides
weekly sbore sla tLement..

DESIREDWUUOLIFICQILQNS

A Educat ion

Bachelor e degree in Commerce ar by promotion from a lower
Position.

b. Eniqn_wgnhmgamanigug@
One vear's wopl related ewperience.

G @Qili&i@gwgug_ﬁkillg

- Total fluency in spoken and written Urdu and
reasonab le undmrstanding of English.

Basic knowledge of bmok»k@eping and auditing
principles.
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POSITION ELEMENTS

[

h.

o

e.

Supecvis

ion Received

Reports directly to Budget % Accounts Dfficer.

Qyﬁilghlmwﬁu”d“,Lng

. . t
Guidelines are available from WAFDA manuals, policies,
Procedures and othee documents iae sued fram Lime to leeu

Ex W _Judament

i

0
-

an

s
Must be able to analyvze the worl related problems.
NQLHEQimLﬂ!@lW§DQWEM£QQ§EMQ£MQQQL§QL5

Conlacts with WAFDA personneld a5 necessary in the
execution of responsibiliticeg.

Supervises work of the staff assigned to him.
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EQSLILQNMIIIQE Accounts Clerl: -- Fre-Audit
(Level-113 Division)

GRADE 1 4
EBSICWEUNQIJQNBL_DﬁﬁgﬁlPILQN

Accounls Clerl - Fre-Audit is responsible ta the Accaunt s
Assiatant - Fre-Mudit for checking of cash amounts, store
remquist.ion and weekly store statements and assists in
maintaining the office record.
MQQQBMDHIIESWQNQMBﬁQEQNSLﬁlQLILEE

o} Maintains the Salavy Audit Register.

(%) Receives and checkys the cash accounts of Remote Sub
Divieion,

0 Checlis the atore requisition in reapect of accounts
classificabion and hueget Provision.,

(o] Checks the weellly store statement witn the relevant
requisition and material retuen notes,

o] Maintaine the local purchage regiater.

o Frepares the payment vouckers (o remittance of va
deduction such acg GLI, CPF, wEF etc.

Q Assinla the Account g Asiistant - Fre-fAudit in mainta
bhe rocard of accounts section.

DESIRED. OUALIFICATIONS

a. Educat ion

Intermediate Certilicate holder or by promotion from
lower position.

h. Crior YWork Experience
ne year's worel: related etperience.
. Mhilities and Skills

-~ Total fluency in spoken and written Urdu and
reasnnab le undmrstanding of English.

= Enowledge of elementary bomkmh@@ping and auditi
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EQSLILDN“EkENENIS

a. Supervie

Lon._Receiver
Reporbe dir@ctly Lo Nccounte Assistanl - Fre-Audil,
h. Gxﬁilﬂblﬁnﬁuigﬂlinﬂﬁ

Guicdelinog are available feom WARDA manuals, Rolicies,
Reoceduras and olhepr document temsited from time bo Lime.

c. Eaetgiﬁemqﬁ_QqumgnL

Fust be able to Andlyze {he Warl related problems,

. NaLupﬁlmL@xgl.ﬂug Eurpo

Cont act s with WarDA Personnel qg neressary i Lhe
2recution of r@mpmnsibilitiam.

£ Sumgrxigimmwﬁaﬁugiﬁﬁg

Supenrvigos woarlk of the staff AGSigred Lo him,

98



EQSLILQN_TIILE Asmiighant, Budgel % Nccounts Officer
Arcounts (level-1] Divigion)

GRADE BES 14

BQSICNEUNQIIQNkagﬁﬁgﬁlEIIQN

N et ant, ﬁudgmt L Ncecountg Officer - Ncocounts jg responsible

for Lhe maintenance of accounts hooks and Prepacration of

management copoet g,

UGQDBWQHIL&QMQND_BESEQNSLBLM_Ilﬁﬁ

la] Recoives ledger posting summary from each section.

'] Wirites general ledger.

(&) Frepares the trial balance each month.

() Fropares Lhe management. arnd accounting repoacrts as
pirovided in the Management Information System and submitg
tor the Buclget 2 Accounts OfF ficer for submicsion to the
AER Acecounte Office.

] Hearldles responsibility far stores acecount ing.

DESIRED QUALIFICATIONS

A Edlugal ion
Rachelorg degres in Commerce or Businesg Administration.

br. Enign*wgnkmﬁmngnigugg

Theee vears worl related experiences,

N

Ohilities and Skills

- Total fFlueney in spoken and written Urdu and
English.

Bagir: Enowledge of firance and accounting
Principles.

Nbility and skill tpo organire the basic accounting
worl:,

- Fossean supervisory slkill teo deal with complen
nroblams,

- Deal elfoctively with people who come in contact
Wwith lhim.
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POSITION ELEMENTS
a. Superyvision Received

KEeporle directly to Budget & Accounts Officenr.

. Available Guidelines

Han availabhle all policies and procedures approved by the
Nuthority for account | ng and banking businoess and
etpected Lo ensure Lheir implementation.

Eixeccise af Judgment,

.

Required to exercioe judgment in reapech of accaunting
malters of the soction assigned.

d. Meture, Level and Purpase _of Contacts

Meets with the Division's Budget. % Accountes Officer tn
coordinate the functions.,

e, Supeevision Frecci

Erercises direct supervision aver assigned subordinate
staff.
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FOSITION TITLE Accounts Assistant - Account s
(Leveel—=T1 Division)

GRADE BFS 11

BASIC EUNCTIONAL _DESCRIFTION

Accounts Assistant - Accounts isg responsible to the Assistant

Budget & Nccounts Officer - Accounts for maintenance of
subrsidiary ledger, journal ledger and preparation of
management reports,

MAJOR DUTIES AND_RESFONSIBILITIES

) Frepares Lhe list of subsidiary ledger halance.

o Frepares current accounts statemesnt anc reconciles
AT st alement, .

n Fropares budget control register,

] Frepares management, reports 478z, 421, IR0, 8724,

4] Mainlains Lhe journal ledgers.

(] Froparms the suspense balance statement.
o Frepares the asget accourting documents.
4] Gels allabment of Job aumbier af worlksg.

o] Maintaineg all subsidiary ledger.

« Maintainsg joh cardes.

0 Lasums debit and credit outgoing advices.
DESIRED QUALIFICATIONS

a. Ecducat ion

with

17351,

Fiachelors deqgree in Commerce or by promotion from a lower

position.

b. Erior Worlk Experience

One year's work related erperience.
- Ohililies and $kills

- Total fluency in spoken and written Urdu and
reasonable understanding of English.
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- Bagijc Enowledge of finance and accounting
principles.

- Deal elioctively with reople who come in contact,
with him,

FOSITION ELEMENTS

. Bupervisian

2GR ved

Beport e directly tn Assistant RBudget % Accounts Officer
Arcount s,

b. Ovailable Guideli

Guidelinps are available (rom WAFRDA manualea, policies,
frroceduares and ather documents igoued from time Lo time.

. kﬂﬁ”iQiSELAQCNQL%KMH?HL

Must be able to analyze the wvorl related problems,

d. Nﬂkun@,“Lﬁygl"gmgwﬁucmggﬁ_gimg- Gls

Contacls with WARPDA parsonnel ag necessary in the
atecution of responaibilities,

. Supervision Evercised

Supervises warlk: of the staff assigned Lo bim.
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EQgLI}QNNILIQE Accounts Clerlk 1 - Accounts
(Level-1T Divigion)

GRADE ] o S
DQSICMFUNCIIQNQLWDﬁﬁgﬁlﬁllQN

Accounls Clorl: - Nccounts ig responsible to bhe Account s
Argiat ant - Acconmnls fop preparation of debil /credit. afvices
and managemant repor be,

NOJQRHDUTIES“QNDWBESEQNSLHLLEIQES

%) Maintaine the register of 10T iru:wnlinc;/cuztgcning.

0 Isours the debit/eredit advices aut.qgoing,

W) Freparoes  the management. raporty rural Zurban N7, ar2,
YD, azi8h, qs55.

QESIREDWQUQLlELQQILQNQ
. Education

Intecrmediate Certificate holder ar by promotion from a
lower position.

b. Enigumwmnhmﬁaggtigmgg
One year 'a worl: related experience.
. thliLigﬁmﬂﬂﬂ_SHillﬁ

Tatal fluency in spoken and written Urdu and
reasonahln undwr%tanding of English.

- Fnowledge of elementary bDOH“kQépiﬂgw
POSITION ELEMENTS
a. Supervision leceived

Reporls directly to Accounts Assistant - Accounts,
b fvailable Guidelines

Luidelines are available (rom WARFDA manuals, policies,
pProcedures and nther documents isgued fraom time to Lime.

c. Eaengisgmqﬁmgudgm@uk

Must be able to analyze the worl relatod problems.
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d.

€.

13

Nature, Lovel and. Purpose of Contacts
R i P - T T A N e R R R bt JS. T 0 W W Sl 2 e

i

Contacts with WOPDA pnaecsonned A% necessary in the

execubion of responsibilities,

supervision E

Lsed

Supervises worlk af the ataff assigned to him.
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EQSITIQNWILTLE Nccount s Cleck 171 - fccount e
(Level-J] Division)

GRADE BFPG 7
QQSIQMFUNQIIQNQQ_DESQBlEILQN

Nceount o Clari - Accounts jo responsible toq the Accounly
Assiatant - Necounts fop Prepatation or S8 cheques ngister,
Job cards and management reporte,
MQJQSNDUILESNQNQ*BESEQNQIBlklIlES

§] Maintaing t.he summary of stoclk accoaunt,,

W] Maintaine the gs ctheque jisaue and receipt, registor,

) Frepares the management reporty rural /urban 1/&, 1710,
N/ %a, 473, a4y,

&) Froparog tha jolb cards.
DESIHEQMQUGLIEIQQILQNS
a. Education

Intermadiate Certificate holder or by promotion from a
lLower Fosition,

b. Enignmwgukuﬁa

Rerience
e vear 'g worl: related experience.
. @Qili&i?ﬁnéﬂgmﬁklllﬁ

- Tobta) fluency in Spoken and Written Urdy ancl
reasonable understanding af Engligh,

- Hnowiedge of alementary bDonkeehing.
EQSLILQNMEQEMENIS
a. Sungnxiﬁigu_ﬂsg@ixeq

Reportg directly tp Accounts Assistant - Accounts,

h. @xail@hleuﬁuiggiimgg

Guidel ineg are available fram WAFDA manual e, Policies,
Procedures apg other document o issued from *ime to time,
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. Exrercise of Judgment
Must be able to analysze the worlk related problems.

f . Contacts

. NMature, L

Conbacts with WAFDA rersonnel ag necessary in the
apuncilion of responsibilitieds,
=R Supervlsion Exercised

Supervises warl of the staff asgigned to him.
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TITLE: Customer Servicesg Ufficer
(Level-I1 Division)

GRADE: BPS—17
B;SLQWEUNQILQNQLMQEQQBLEIlgms

The Cuslomep Services Officer ig responsiole to the Division
Manager fop Customer Sgrvicws'activities relating to Customer
Assiclance and Customer Accountss far issuance of eloctric
service bille and bil) distribution, Customer Services,

compul ge processing including data entey and validation, and
Lthe customer incuiry procedures:; far implmmaning new op
revised procedures foe the Customar servicesy and for ABSUr ing
gaord cuslomer relations with alj} classes of customer s,

!i'z’.\.QQB..v.DUI.I.ES.--G'}JD*BESEQNS.I.BL!:LI_I.EQ;.

o} Ensures that customer inquiries are expedicntly and
faivly handled within the guidelinpg establ ished by
APPropriate government al authorities,

(] Ensures the prompt. and fatir handling of customer requeste
for electric service.

Q Directs office employees ag they carry out customer
contact to assure a prompt and courtenus service to the
cusbomers,

o Directa ane monitors the maintenance of the customer
rpcords.

o Ensures ef ficiant application of billing procedures.
a] Responsible oe the initiation of the weite off procedure

for the disconnected delinquent customers in fRUCArdance
wilh laid down procedures and policies.

0 Ensures time)y recovery action through Government.
Recovery Of i cear under Land Revenue Act.

a Directls the handling of customer complaints, referring
those not settled to the proper person or department. for
investigation. Follows up to ensure satisfactory
complet.ion.

{

] Directs bil) distribution activities.
o Directs the use of Microprocessors,
o} Direcls activities relating to billing adjustment &.
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a] Directs the energy surveillance Program ag it applies to
the Customer Services area of responsibility,

(] Responsible for preparatlion and veritication of all
required reportes,

(4} FProvides functional guidance to the Sub-Division
Supervisor Customer Services in al) activities and makes
PRrsoNal visites ae required.,

Q Senlg Munctional guldance on policy matteprs from AEDR
through line of management.

W] Responsible for Prenaring the Customer servicoe section
of the Division'e annual budget.

W] Holds an lmprest, account for hig office expendilture
Within the prescribed limits and is responsible for iteg
proper disbursement arncl replenishment. .

0 Ensures that provisions gf Union Agrecment. are followed
by both tabare and management, .

() Recommende changes {n the laid down procedures foe
etficimnt operation af the syvetem to the appropriate
author ity

's] Recommends wage anc Salary changes, promotions,
dmmmtionﬁ, tranmfarm, leaves of absence, hiring and
release of personne} '

o Responsible foe attending to the audit. Para inquiries and
the Limeply submission af reports to the appropriate
avtbhoriliseg,

o] Nerangeg appropriate sducat ion and training fopr
subordinate personned .

o Dhaorveg saflmty regulations and mMsures theip compliance.
o Undertakes alher responsibilities asg assigred.,

QESIBEDWQHGLIFICBIIDNgs

a. Educations
il Din@gymﬁggcuiLm.

\ ment: Master'g degree in
commerce, statistice or mathematiCﬁ, bue
administration or Bngineeing.

ii) Fro Eachelor'g degree,
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b.

Ca

0S1

.

B

EQiQEMWQKHWENQQQiG”CEi

i) Direct Recruitment: Minimum of I oyears'
eNperience with a privats or public carporation on
matters relating Lo financial and Aaccounting
Aasnec b,

ii) Bromotees: Miniomum of 15 vears' continuous service
in a WAFDA Customer 'Service Office.

>
';f".'
fae
.
LY
[P
~
i
il
iae
) o
=
-
™~
o

- Communicat ion 52i1ls hoth in written and spolan
English/Urcdy.

- Fnowledge of accounting and financial techniques.

- Deal ef feclively with people, hoth customers and
employees.

Fosspes BUpRrvisory skills to dea) with comples
Rproblems and develop practica) solubtions.

- Nhle Lo react in A reasonable manner to a wi de
range of slressful situations.

TION ELEMENTS:

dupervision Rece

Reparts directly to Divisional Manager and functionally
to the Deputy Directaor of Customer Services - Lircle.

Ovaillable Guidelines:
Guidelines are available from WAFDA manuals, polic

ies,
procedures and obher documets issued from time to t

26
ime.

reise of Judament:

Must be able to Analyze compleyu problems resulting in
propnsals and theie implementat ion.

Quhhgnlgy_gg_ﬂaHz_ggmmiLJQQL§5

Haes full authority to make commitments Lo the 2 bent
authorized by the Divisional Manager .

Nature, Level and F

»

Contacts with customers, Government agencies and olher
WAFDA personnel as hecessary in the execution of
reaponsibilit {on,


http:imp.entrmLat.i1
http:I,,.-+,.,+.in

Sunervision |

Supoervisera Lhe work of hig stalf, plang their wael:load
ancd assignments, pProvides assistance in dealing with
momp 1 ey admiristrat jve reoblomns, evaluatpg e formaree

And ensacos tlhal their worl i carried out in compliance

with plana.
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EQSIILQNWIlIgEi Supervisor - Customer Assistance
(Level-I1I Division)

GRADE ¢ EPS-14

BASIC FUNCTIONAL

DESCRIPTION:

The Supecvisor Customer Assistance ig responsible to the
Customer Serviess Officer far customer amsistance., customer
inquiving and cusntomer records. Coordinates with Supeevigor
Caomputer Operations (o data contral and transmittal. Ensures
prompt. and fair service ta all new and eristing cuastomers.

MAJOR_DUTIES AND RESFONSIR

ILITIES:

(W) Sunpervises the emplayees as they make customer contacts
and ensuroes that Lhey are dealt wilbh within the
guidelines estahblished by WAFDA and approapriate

Governmental author ities.

0 Fnsures prompl. and courtenus service to all existing and
new cust omer s,

Iu] Responsible for (ile maintenance of the customer recards,
the proper and Limely hilling af new customers and
existing customers whose meters are changead and/or
reconnected aftaoe a temporary disconnectiaon.

() Coordinalms with the Supervisaor - Computer Operations in
registering new applications, and obtaining customner
hisloey for custoner inquiries.

] FEneires Limely despalch of fimal demand and disconnect ion
notices /ERO's Lo (he delinqguent customer and DCO's to
Bervice Enginese.

r Coordinates with the Service Engineer far all new
connections, reconnectionsg, disconnectians and eouipment,
ramovale,

o Coordinates with Supervisor - Customer frcounts for
attending ta all customer hilling complaints and
preparing reconnection ordereg.,

«Q Responsible for proper and timely distribution ot bills
within the Division.

s Refoers customsre complaints not settled within the oflfice

Lo the proper person or department for investigation and
follows up to ensure a satisfactory solution.
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£l

Ensuress MoOpRr record beeping of customar 'y Slalistics

and logging of all Larrespondance and Lransmittal of
tdat a.

Feaponsible tor the Preparation of &ll customer 'y
statistica) reporte.

Frovidog training to new staff under hig section,
Enasures adenuate supply aof lorms, statinnmvy, affice
supnly and handouts f(or Cusitomeres and the maintenance

afflce equipment in tle customeap BErVices section.

Makea recaommendat ions on rating, discipline and athep

PRrsonnel matters as  theay Apply Lo Lhe employees in big

sect ion,
Db eerves salety regulations anc ensures theipe compliar

Uercler b ol me ather Fesponsibilitiog ag assigned.

DESIREDMQUleEWQQIlgﬂi

C.

wations

Intermediate bt Bachelor'g degree preferred.

1or Warl

Mindimum 12 Years' relevant eNperience requiread.

Nhilities ang 8kil

- Strong communication skille in both weitten and
spoken English and Urduy.

- NDeal wf(mctivmly with People, both custamers anc
emp lovees.

- Fosewpse supervisory skills to deal with comal ey
problems and develap practical salutions.

- Able to react. in o a reasonable manner to a wide
range of stressiyl situations.,

POSITION ELEMENTS:

R

5HQQ£¥1§19!M.g}91

Renor g directly to the Customer Serviceg Officer.
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br. Qy@ilghlgmﬁuigglin@s=

Duide) ineg Are available from WAFDA manual e, policies,
procedures and other document.s issued from time ta time.

C. Exeroi

.ol _Judament.

Must Be able to analyge complex problems resulting in
Propousales and theie implémentatimn.

d. Author i mJﬂﬂ;ngmmLLm@Qin

Has ful) Authority to mal.a commitments o the love]
Author izmd by Supervisor - Customer Services.

d. NQLHR@LMLQEQLLNQQQMEHQQQEQMQLMQQDLQﬁtﬁ5

Contacts with Customnerg, goavernment anencies ard obther
WAEDA PDEr=onneml g necessary in the execution of
CESPONSih )il

625 §HE@£¥i§iQD”E.P Cised:

Supervisoe Lhe work of i stafl, plang their worl: Ierac
and assiqnmmnts, Provideg Assistance wWhigpn dealing with
comn ) e ndmiuistrntivw problems, avaluates paeriarmance
AN enaie pe Lhat, their wark: g carried oul. in compliancea
Wwith plang.
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EQSIILQNWIIIQE: Supervisaor - Customer Accounts

U_evel-I1 Division)

GRADE: BPS~14

BGSICmEUNCIIQNGLMDESQBLEIIDNi

I he

superviaor Cuslemee Nococounts ig responsible to the

Cuslomee Sarvices UilTicer for all cust omer accounts, bheibr
recanciliabion and reporls., Nlso responsihle for actiong
required aon all Managemeant information reports generated try

Lhe
arcl

compt e relating Lo customer Aaccounts. Ensuees prompt
faiv sorvice Lo the customers.

MOQQRWDUILESMQNQ”EEQEQNSLBLELIIE@L

0

(9]

(]

n

0

0

[}

0

Supzeviaes the maintenance of customer accounts ledgers
and reconcilisation of Aassesement, realization and debtors
outstanding, on a marnthly hasig.

Supervises | statf of customer accounts section ag Lhey
attend Lo customer complaints to ensureg prompt and faip
sSEevice. '

Loordinates with computer section (o incorporat ion of
all il adjoustment .y during the month.

Coordinates with Budgel % Acconnte Section on banling
miablieorg,

LConrdinates with Service Soction foar disoonneet ion,/
reconnsct ion nrocechiwes.

Bosponsible (o initiating a recovery procedure with fhe
Governmeont, Recovery O iceor for old delinguent acecounts
onoa poriodic basiea.

Responsible for Lhe preparation of all customer aceonnt g
teportes,

Reviews reporls, data ancd information ag it relales to
customner account s,

fasioks in the interpratation of customer accounts
manuals and provides conlinuing instruction for custamere
aceounts peraonnel in policies, practices and procedureos.,
Fravides Lraining Lo new customer account s personaal .
Ensures adeguate supply of forms and «ba Lionery and

maintenance of affice machines and eouipment. in Lhe
customer accounts aection.
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la] Mol FRecommendat i ong e rating, dige inline and othee
personnel malbors aeg they apply to the employees in 1
section.,

o [hemp v mafeoty reguiations aned ensiures their compliarme,
0 Uadertakeg other PREpNSIbilities ag assigned.

DES leDmNU;hlEIQM,WDNM

a. Educatjion:

Bachelor ' g degree holder or suitable wujist g old
o loyess with intermediate ar matrlctlaii(n educatian.,

witlh Customepr Account s,

Ca

Lommuni cat ion skills in both wreitten and Spolien
Engliesh ang Urdu,

- Enowledage of Customer Accaunts Aplication and
Lechni ques.

- Deal hf(ccllvoly with People, both customera g
2inp loyvoes

-~ Fosaesns SUDErVISOry Gliil g Lo deal with Comp ey
Problems and develop practical SGlut ions,

- Ohle to ceact in g reasonable manper Lo a wide
range of strosefyl situations.

A Syueryiﬁigmmﬁgwelxega
Repor g directiy tno the Customer Services Officer,
br. ﬁYﬁilQUlQ*GUiQ@liﬂﬁﬁi

Guidelines Are available freom WAarnn manuals, Policies,
Procechoes ane abher document s issued from time Lo bLime.

C. ﬁNQQQJQQ"QLNQHQQQQQLi

Must be ah)e Loy analyse compley problems resul bing i
propasals and bhedp 1mplpmnntdtlon.
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d.

d.

ment s

i
j2s

Nutharity

Haes full autharity to male commitments to the lavel
Attharized by the Manager - Cuatomer Services.

NaiuﬁﬁimLﬁyqllmﬁnduﬂuﬁngﬁgmgﬁ_'9uLacL53

Contacis wilh c:(.(s:t,r)rnm"', qovernment agencies and o khen
WAFDA perasonnel as necessary in the sxecution of
responsibilitieg.

aupervision Erercised:

Supervises the worl: ol his stafr, plans their worl: load
anc Aamsignmants, provides asg Jstam'ﬁ when dealing with
compler: administrative prublnmq. evaluates performance
and ensures that theie woark is carried out in compliance
wilth plans.
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Supervisor P.C.
(Level-II Division)

: BPS-14

EemlgwEQNCILQ_QEMDESQBIEIIQNA
The Supervisor FLC. i responsible Lo bthe Customer Services
Of ficer and functimnally to the AER Assistant Directopr -
Computere Operations: is responsible for the tperation and use
of the custaomer services computer and othér machines
associated wilth data processing.

N@QQBMDUILESWGNQWRESEQNﬁlElELIlESM

] Resnonsible foe the integrily and security af all
programs and data files used in the operation of the
customner services computer equipment. .

n Superviges s bey entry and the verification of customer
SErvicos dala #ntry to diskette.

o} NDirects others in the operation of the computer and
peripheral equipment., which iocludey printers, digk

drives, terminals and ather efquipment associated with
compb e,

0 Mainbaing statigtical records on data entey funclions
toelud bng areors, reruns, equipment. failures ancd 211 job
proressed on Ehe microprocessor.

W} Woels with oo departments wilthin the Division Lo
eatablicsh a schedigle for the data entry functioe that
salisties Lhe nends and requirements of all deparebmenl .,

0 Porfarms o directs routine preventive maintenance nn
B prmen t Following nrescribed procedores.

O Provides technical assisiance Lo All users of divisional
complee s,

Q Foese Foarme diagnnstics +p determine the nature of Aaguipment
Preob lems; communicate problems to the AER D.r.pM. thraugh
praopee line of management, ,

() Performs cout ine sof Lware maintenance, adding onr changing
freogram librarioes ag directed by the AER Comput.er

Section.

0 Maintains supplies inventory for the dat a processing
funct ion fuollowing prescribed peocedures.
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Q

(&)

(4]

Trains new or eristing computer operators Lo oporate the
compuler and peripheral equipment: and traineg Lhem tao
pecform data scheduling and control functions, progeam
anc eoquianment. maintenance finctions, and other
administrative taske in his absence.

Fonduct s training classes on Lthe proper and approved us
of new software for the customer services computer,

Distributes computer outputs feom e customer soevicoeg
conputer system following prescribed procedures.,

Nhserves safoty regulations and ensures theic conpliance.
Resporsible op prolectionn of equipment (rom dust, hest
and olher environmental hazardes. Also maintains cuerent
sehedale of planneed outages to aveoid unexpected power

Failures as far as passibite.,

Lincler b akies of hep esponsibilities as aagi gricaed

DESIRED QUNLIFICATIONS:

.

tducations
Rachelar's degres in Computer Science.

Feioe_Worl,

ApRrience:

oyears' in the Computer Department of a public or
private campan Y .

thli#ieﬁm@ndmﬁhillaéﬂngwqug@i

- Steong coomanication glrille in both writbten ancl
spolen Eonglish ancd Urduw.

Techmice] Enowledge of computer science
application and techniques.

- Deal effectively with employmes,

Fosaireg supervisory skills to deal wi Lh comples
prob lems and develop practical solutions.,

= Mhle Lo react in a reasanable manner to a wicle
range of stresofiul situationea.
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d.

(CERN

Hunecvision Received:
Reports directly to the
funectional ly to the ngp
Mherations.

Oxailable Guidel i

Lidelines are available from WAFDA manuals,
pracaduaresyg

Must. be able bp analyge
prapasals and theire

Autharity ta M

Hag

autheor ired
Nature, Level,

Contacte with customers,
VINF DN Nersonnel ag
responsibilities.

Supervision Exercisec

Supervises the worl: of
anel asnsignments,
comp e
BrsUr e

Planea.,

theivr worl je
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full Auvthority Lo make commitment g
hy the Manager -

neceas

hig slaff, plans theie
assistance when dealing with
evaluate performance and
o compliance with

provides
administerative problems,
care led ot

Customer Servicag Officer

Asstt. Director of Computer

poalici
issued from time to

complex problamg resulting

implmmentation.

Commitment g

Lo Lthe level

CL.‘&TtDmE’(‘ Seevi cers.,

wandmﬁgﬁngﬁqmqﬁmggmtacLﬁi

governmen .
sSary in the

agmneies

execution of
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POSITION TITLE: P.C. Operator
(Level-1I1 Division)

GRADE: BPS-12

QQSLCWEUNQILQNGEWDESQBIEIlQN&

The Computer Operator jwo responsihle Lo the Supecvigar P,
and perlormsg routine computer operationg including ey erntey
aned ey verification of division transactions., Feeforms
varionus obhme clerice)l duties such as liling of department
renoe g, maintenance of Section recards and Preparation of
renuiced section and division forms.

HQQDR_DUIIESWQND“RESEQNSIBILLILES&

0 herates the cdivision computer and associated 2qUipment
including entry af security codes, sethting of aperationg
Paramoters, melection of prougram applicatimns,
Preparation of diskette Files, Lransfeor af infarmation
liles to the (iumd storage files, and othee similar
apeeal inneg aclministrative tasks,

(& Flosvibop e operation of Lhe Gaputer and per i pherial
BOuipment, which includes peinters, ool Urives,
Lterminals ane other @ui pment Ansotiated with the
cCompud gy AnRlymes prablomng and assicstea i correction.

0 Fravy onbreees data to dicslet)o from usepr preaparecd
Liransact iong and Lransmitilal controls,

n Verifing the data oy entered Lo disketts and audits
resulte fallowing standard control procedares,

0 Frepareos atetput reporls, verifieg reasmnab leness of
rontents,  and distributes them to users tar distribut ion.

]

fssisle in Lhe training of new or eiating Computer
peratars to operate the computer and peripheral
aruipment,

0 Ansists with routine proventive maintenance and 2MErgency
maintenance of mquipment'fmllmwing standard maintenance
preocedoreg,

0 Nesgiales in conduct ing training classes on the proper and
approved use of new saflware for the computers.

r Obhisier v safeby roegulatinne and ensures Lheije compliance.

O Undee bales obhepr respenmsibilities ag assigned.
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DESIRED QUALIFICATIONS:

2.

Tnlecmediatleo with technical Diploma in Computer
opecat tong.,

”wnntmﬁangni@mgga

S oyears' in th, computer department with = private and
public company.,

- Strong communication glkillg both in weitten and
spoken English arned Urdu.

o Rogic technical Enowledge of computer application
ancl Lerchoi quee,

EUSILLON_ELEMENTS

.

Sunenxiﬁiqnmb;m-

Feports tdiroctly to Supervisope Comput.er Operations.

Oyﬁilmhlﬁ_ﬁuiggliuAﬁ

Luidelines ares available (rom WAFDA manual s, policies,
Pracedures and other document. s lssued from time to time.
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EQSITIQNMIIIEEE Supervisar Rilling Control
(Level—-I1 Division)

GRADE: RPS-11

BQSlCWEUNQILQNGkMDESQELEIlmwi

The Suparvisor Billing Control is responsible ta Supervisor
Customor Account for the customer billing, customner billing
complaints and illing acdljustment s,

M@QURMQQILESMQNQMBESPUNSLﬁlklIlESi

8] SGuperviaeg billiong section enployens ag they carcy aut
their worl:,

o Encures the maintenance of ail) billing records and their
reconciliation with the laid down procedures.

) Ensurms proper maintenance of computer gererater billing
regicsters and obhop outputs to atteond billing complaints,

) Ensures that ail bil) adjustments have been accounted (o
carreclly and are carried out by the computer,

a} Cnsures prompt  and courteouns service (o customer 'g
complatnte,

o] Neaicba ir the preparation aof billing relatec reportea of
revabine nature or thase on an adhooc bhasig.

0 Reviews reports, dala and information asg it relates to
the customer hilling.

o Nosinle in rating, discipline and other personnel matteprs
as they apply teo the employens under Mig sectian.

W Mimer vey salety regulabions and ensures their compliance.
€ Under talieea ather responsihilities ag Asmigrned.

DESIRED QUALIFICATION:
A Educabiong

Intermnediate certificate holder or by promotion from a
Iower position with at least 10 years elperience.

b. Enignquuhmﬁ¢nenieugei

12 ywars' priore related euperience.
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FOSITION ELEMENTS:

(29

N

Nhilit . "@FﬂuﬁhillEKE”DWIEdQQ

- Steong commianid cat ion Shills in both weitten and
spalen English and Urduy.

- Hnmwledgm af customer AccuunLinq app lications and
techniques.

- Deal effnctively with People, both customers ang
employeos,

- Posamag supervisory slijllg to deal with compley
nroblems and develop practical solut fong,

- Nble te react in g reasonahle manner to a wide
range of strewssful Situations.

Lo _Received

Reporte directly to Supervisor Customer Accounte,

QYQllﬁhl@wﬁui"~lﬂﬁﬁi

Guidelines are available fram Warnn manuals, Policies,
nrocedures and otlere document g issuett from time to time.

Evmngiﬁﬁmqﬁuﬂudumguki

Must be able to analvege compler problems resulting in
nroposals and theie impl@m@ntation.

™

NMabture, kexell_auqmﬁungags of Contact

in
ise

Contacts with WAFDHAN Personnel ag NECRS5ary in the
execulion of Fesnonsit i 1itios,

Sum@nxiﬁignmﬁxﬁngiﬁﬁ

Supervises the worl: of hig stalf, plangs their worl load
anc asmiqnmmnts, Pprovideg assistance when dealing with
comp l e addministrat jve problemng, ovaluat ey Perfarmance
And ensurpg Lhat theijr Worl: is carripd out in compliance
with plang.
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Supervisor Debtors Control
(Level-II Division)

[Los]

eﬁlQmEHNQIlQNOLmQESQBLFIlQNa

The Supervisar Debtors Contral is responsible to the
Supervisor Custhopmer Accounts far activities relating to
debtors, extension of credit, collection or disconnection of
delinguent accounts and requirements for Securitly deposita.

MAJOR _DUTIES_AND

Q Enmures the maintenance of debtor 'y control accaunt, ancl
Lhieire reconciliation with the Laid down pracedureg.

a] Ensures that Analysisa of arrearg produced by computer ig
correct.,

0 Directs activities consequent to all MIG reports on
active debtors and delinquents.

o] Assists Supmrvisor Customer Accounts in implementing
recovery and weite-off Procedures.

i} Negials in the pPreparation of debtop related reportg of
Foutine nabuere op others ag recuired.

¢ Nssiates in rating, discipline and other personnel matterg
as they apply to the employsees under hig section.,

la] Nhaerveo safely requlations and ensures their compliance.
0 Undertakes other respansihilities ag asvigned.

DESIRED QUALIFICATIONS

e Education:

Intermediate certificate holder or by promotion (rom a
Lower position with at least 10 yearg experipnce.

b. Erior Work Experience:
12 vears' priop related evporiences.

Ca

- Strong communicat ion skills in hoth writbten and
spoken English and Urdu.
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- Enowledae af customer Accmunhing applications and
techniques,

- Deal eflfectively with people, bobh custamers angd
enployers.

- Fossesg supervisory skills to ceal with campl ey
problems and tlevelop practical solutions.

Able to | eact in a reasonable manner to a wide
range of stressgfigl Situations.

COSITION ELEMENTS:

.

b,

(S

cl.

o]

Sy

Lan. Received:

Reportes directly to Supervisar Customer Accountes.
Available Guidelines:

Guide) ines are Aavailable (rom WAFDA manuale, policies,
procedures and other documents issued from time to time.

&a@n;iﬁgmgiméqum@nt=

Mus t be ab e o an alvee comp lens pe oblems result in: in
¥ L
proposals and Lheir i m[ 1 ementat ior LIS

$N“Lﬁxell_auqmﬁugmg§gm"me tact
Contacts with WAFDA personnel HB NeCessary in the
erecution of responsibilities.

aue r¥ision Exercig

Supervises the worl: of hieg staflf, plans their wortk 1oad
anc Assignments, praovides assistance when dealing with
compler adminiaetrative problems, ovalyales performance
and ensures that their worl, g carried oul. in caompliance
wikth plang,



FOSITION TITLE: Senior Clerk
(Level-1I1 Division)

GRADE: BFrS-7

RESCE

IETION

[

The Seniar Clerlk ig responsible to the Commercial

Superint endent. e reaprctive Section Supervisor Clerical
Services in the collection and maintenance of statistics and
cusilomer data as nesded for the billing, debtors, customer
services, or obhop general duties.

NBJORWDUI;ESMQNDmBESEQNSlElklILEﬁi
Within Lthe limits of approved Customer Servicos policies and
As directed by hig supervisore:

0 Maintains data regarding billing, debtors, new
comections, DOO/RCO/MCO ete., within Customer Services
Office.

O Nusishea in the preparation anc maintenarnce of records ancd
registersa ag assigned by fha supervisor,

o Farticipates in collection of data regarding transformer
Ioad management, proqrams,  load fmrama%ting and systeom
fEPAnSion and Lmprovement studies,

O Ferforms obher duties ag assigred,

-

Nl Teast Matriculation from a recognized institution.

”"iQEmHQHngﬁQQEiQDQQA

Minimum of 8-10 VRArs experience in major functional
areas of Customer Services op related of fices.

C. Lang ge Froficiency:

Froficient in written and spoken Urdy, Warlking knowledge
of English 1 anquage .

d. EQQHL:iQQmQLWQQECLCiC

Technical Enowledge of the distribution syatem and the
associat.ed inventory and costing.
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Llities_ and Skills:

- Reagsonable communication stills in both written and
oral focems.

- Technical ability tmo implemsnt instructions rom
sUperviGgory otaff,

FOSITION ELEMENTS:

a. supervision R

Under general directon of the Section Supervisor,
follows approved policies, criteria and standards
established,

b. Available Guidelines:
Receives guidance from Commercial Superintendent op
Section Suprrvisorg on palicies, proceduros and criteria.
Has approvecd electrical standards, enginesring rules and
safely corleg.

Lol Jdudgment s

Judgment. and professional integrity is regquired in
discharge of his duties.

d. QHLUQRILXWLQMNQHEMQQmmiLm@DLSL

Does not have authority to make commitment g,
. Nﬂiuﬁﬁi.L@VQ]1@§QﬁmEHEQQ%Q“QLMQQBLQQLﬁi

Freguent contact with technical and non-technical field
and opecating staff te vehange job relatecd matters,
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POSITION TITLE: Junior Clerk
(_evel-I1 Division)

GRADE ;. BF§-7
EQSICWEUNQIIDN@LMDESQRIEILQNi

The Junior\ﬂi@rh Is resporsible to the Commercial
Superintendint or respective Section Superviasor for
maintoenance of Lorrespondence files and keeping record of
Aachivilieg Pectaining to the diffaerent. subsections of ust omer
Services Offjiep,

UQQURWQUIIESWQNDNSEQEQNSIBILlIlESi

o Madintains files an Corcespondence bhetweon the CSO and hisg
Iower and unper (ormations.

+

€0 Maintaineg recoed of reports made by the C&80O subsoctiong
on the activities asnsigned,

] Maintaing reacoed of leave, awards, punishments,
recommendations and the stafll performance evaluation

toporte,

Q Vepps tracl: of the caorrespondence and RUts up the same tpo
Lhe Section Supervisor for his review and action.

o] Performs obhor duties as asaigned.
DESIREDNQUOLIELQQIIQNA
R Educations

At leagt Matriculation feom #orecognized institution.

b. Qﬂigtnwnthﬁamgﬁiﬁy

]

I yearsg exp2rience in Customer Services or related
Offices,

0

EQQQH@QRMEEQLiQiQDGY

Reasionable fluency in writien and spoken Urdu. Job
related worling Enowledge of Eriglimh language.

d. Enowledge of Spe

Good knowledge of record keeping.

. Abilities and Ski

Ability to organize recorde.
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-~ Must be able to link correspondence and relateod

referencoes.,

POSITION ELEMENTS:

.

N
.

Sun&tyisi@umﬁegﬁiy&di

Rreceiven direct sUpervision from Lhe
Superintendent o Section Superviane .

Exarcise of Judgment:
Judgment. on the basis of the reporta

received to sorlt put prioritly matters
Commercial Superintendent or Section

129
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EQSLIIQN.ILILEa Bill Distributor
(Level-11] Division)

GRADE: BFS-3
AﬁlcnEHHCILQNQk“DESQBLEIlQNa

The Ri1g Digtributmr i PREDONSibhle to the Supervisoe Hi]linq
Control fop the distrihution of bills at the customerq
fremices in Lthe area Assigned to lim,

MGQQBmDHIIES*BND_BESEQNSIELElILESi

o DigLrihuL@G hilles at customep g RDremises in the aroa
AEG T )ec) by the Sil_lp@r‘vis-‘.cn‘.

o Maintaing the bhi] delivmry baol: fap the bhillg ARSI gned
to him,

o Coordinateg With FRiji Despatch Clerl: in respect aof
mtamning and sEparation of hills.

o Observes salety regulationg and ensure their compliance.
g Under Laloeg mthep "esponsibilit jeg assigrned to him.

DESLRED"QUQEIEIEBIlgﬂi
A Education:
L
NL leagl Matriculatimn lrom g Frecognismnd inﬁtitution.

b. Enigsmwguh

fperiences
2 vears eaperience in Fower Diﬁtribution Offices.
. LQQGH@QQMEEQiiSiEDEXi

Reasonahle lMuency in written and spoken Urdy, Job
related warliing knuwl@dge af Znglish Language.

d. EugwlgdgemgL“Suﬁgiﬁiqwesggﬁi

General know]mdge of the areaq Covered by the divisionys
Suhwdivisian.

e. ObiliLigﬁwQUQ_SEill§i

- Must be polite and patient when dealing with the
Customerg,
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POSITION ELEMENTS

supervisior Recelved:

Dirmct SUPerviaion received from the
Billing Contral.

Supervisor
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FOSITION TITLE

Energy Surveillance Engineer (Asstt.,
Directar Energy Surveillance
(Level-I1 Divigiony

{ne

GRADE ;. BRS--17

QQSIQ.FHNCTIQNQE.DESQRIEILQN

The Fneegy Surveillance Engineer jg responsible to the
Divisioan Manager for ensuring accurate measurement of the
energy sold to the customers and fop eliminating Unauthar i zer
use of enorgy in Lhe Divieion. He will initiate and Ma it i
meter roadi nas up o bo S[o0r.

NQJQRWDUIIESWBNQ_BESEQNﬁlBLLlIlES;

) Frsurms | hat All activities concerning Mateor Reading L1y
the officiale in his sect ion are carried ont ﬁf(iciantly
sheictly in Accordance with the Yaid down Reocedur o
Lhroagh supervision te achieve the desiread results,

) MRewaths a1 melers above 70 bW and upta 500 EW in the
Division, excluding remote Sub-Divieaiones.

] Nusuras L hat Supervi sor Mext e Reading arranges the
reading of ajl customesrs of loads upto 70 W in the
Niviaion.

() Nsnures Lhat Supervigor Metmp Reaclting allocates and
rotates meteore reading routes to individual Meteop Reader.

o Sorutinizes the "Lisk of suspected casea" of meter
reading and ensures billing esach month in all CasRsg.

') Assureog frroper motearp readings for al} type of loads arcl
Fepps wabteh on fFollow up warl.

@} Carrims oot BUrprise checls to detect cases of illegal
abstraction of Pneray and deloetg in merter ing enuipment.,
hesides ensuring corrective and remedial action.

Q Malyses, caloculates and works out consumpt.ion of
suEpected customer s and reports Lo AER Surveillance Cell
Lhieough Diviesion Manager, where necessary,

o} Reports monthly (eerlerwice losses to the Division Manager
Analyzing hoth Lechnical arwlr1un~tmnﬂnwi:al. He has the
over all responaibility [ope Feeping the 1ine losses
within permissible limiteg.

0 Ensures that Line SuperintendmnthI/Nmter supervigsaor-1 gp

Mt ear Supervisar-J71 and Superviasor Mesb e Reading carpry
oul. Lheip brescribed checlg over metor readings.,
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(& Carries out hig prescribed check aver metar readings.

(o) Ensures correct allotment or Account Number by the
Supervisor Mptere Reading alongwith Service Supervisor tao
aAll new connectinneg.

'] Ensures that al) unautheor § z e connezctions reported to him
Are invedtigated and appropriate action talen.

() Ilentifios Lraining needs and provides (or such training
Lhrough the training funclion.

4] Nesures that provisions of the Union Agreement are
followed by lyoth lLabaur and manacement. .

4] Assurme safety of the employees and the public, endorsing
and fostering safe work practices and enviranment, .,

's] Cooperates and maintaing relationships with other
sections of WAFDA ag s reguired bt perform job function.

4] Develops and maintaines an 'Energy Surveillance Engineer
manual.

e] Dheaervean safety reqgulations and ensures their compliance.
(&) ndertales abhiee responsihbllitios ag assigned.

DESIRED”QUQLLEICBIIQNﬁi
A Cducations
Gachelor ' s degree in Engin@ering.

b Crioc Warl:_Exper

s

gnce

Miniaum of 5 years euperience with at leasl 2 years
Assaciated with distribution pf electrical energy and
netering equipment.

c. QbiliLigﬁ_QanﬁkillEZEQQHlQQQQi
- Technical Enowledge of alectrical applications,
fngineering, and technigues with emnphasis in the
industeial sector. .

Deal elfectively with people, both customers and
emplovees. .

Fossess Ltechrniical skills to deal with comp ey
problemns.
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ITION ELEMENT

a. Aupervision Received:

Reports administratively to the Divisional Manager and
functionally ta the NDeputy Directaor Energy Surveillance
in the NER.

b Ovailable Guidelines:
Fnergy Surveillance Enginesr - manual.

. Creccise of Judgment :

Must he ahle Lo analyase problems resulting in proposals
for soYution.

d. N

thority to Make Commilments:

Has full Aauthorily Lo male commilments to the level
avthorized by the Directoe Energy Surveillance -
Hesdauar ter e thraugh the Energy Surveillance manual and
ather directives.

. Mature, Level, and

Reaular contacts wilh customers and other WARDO personnel
will hm necessary in the eaxecotion of reasponsibilities.

f. supecvision Exercised:

Supervisor Mebeap Feading, LS Mater Reading and Metere
Meracler s,
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OSITION_TITLE: Planning Engineer (Level I and II] Divisions)

EBPS 17

Planning Engineer s responsible to the Division Hanager for the

disteibutian planning of the Division.

4]

=

2

(18

Directs the planning for new cuslomer connections and for required
or requested changes to the supply for existing loads.

Farticipates wilh the power markel survey and load forecasting group
in the collection af data far the load forecasts.

Directs the distribution Lransformer moniloring studies for the
preparation of the transformer replacement pragranm.

Directs the collection af data for systenm analysis and for the
system expansion plans and Lhe energy loss reductian pragranm,

Coordinates with the fssistant Direclor of Flanning at the AEB and
at Nistribulian Healquarters.

Reards meters of industrial custumers with demands above 70KN.

ESIRED_QUALIEICATION:

Bachelar's degree in the Electrical Engineering (Power) is required.

Hinimum of 3 years experience in a mjor f(unctianal area al
Distribulion.

- Hust be fluenl in written and spoken English and Urdu.

- Must  be fluent in speech of at least ane of the regional
languages.,

Technical knowledge of the distribution and wutilization of electric
energy and the equipment invalved.

135



e.

- Strong communication skills in both written and aral form.

- Technical ability to coamprehend complex prohlems and ability tao
implement and salve solutions Lo campley technical prablens.

Responsible to the Divisian Manager, follow approved palicies,
criteria and standards with functional gquidance and direction franm
lhe Direclor of Planning and Engineering {n AEyL.

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

Substantial judgment, discretion and professiaonal integrity is
required to supervise work and assign personnel.

Has authorily to make commitments on approved policlies, procedures
and bhudgels within the assigned limits,

frequent contact with technical management at the AER level and with
field and operating personnel to exchange information an job related
matters,

Direct supervision of Lhe Planner and the Supervisar of Technical
Records.
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EQSLILQ&_ILILE: Superviser Technical Records {Level 1[I and 111
Divisions)

GRADE: BPS 12/1¢

The Supervisor Technical Records isg responsible to the Planning Engineer
far maintaining all records related to the history of equipment,
equipment londing, maintenance schedules, maps, specifications,
engineering mattersg related to right-of-way, estimates, work orders,
budgels, and service records replated to complaints and service oulages,
He fmparts record information to other- for budget, planning, maintenance
and operatiaon.

0 Maintaine records aof all equipment nameplate dala.

0 Records the movement gf major equipment such asg transfaormers,
regulataors, reclosers, sectionalizers and capacitars,

o Haintains a record of maintenance schedules and advises Maintenance
Y Operation engineer when any item of equipment ar system isg
scheduled for periodic mafnlenance.

o Haintaine a recard ol equipment and circuit loads and ratings and
reports periodically tao Planning Engineer instances where loads
approach or evxceed rated loads,

o} Maintains up-to-date Cross reference of customer accaunls  asspciated
wilh each substalton transformer.
o Maintains files of circuit maps, Wwiring diagrams, instruction hooks,

specifications, product descriplions and construction standards and
reports nerd for revisions Lo Planning Engineer,

] Maintains filag o estimate regquests, bhudgels, wark orders and
nutage reports.

0 Frepares periodic summaries of changes in records for the Planning
Engineer,
] Coordinates with ﬂdministration, Service, Customer Services and the

Budget and Acrounts sections an work grder information,

Biploma in engineering or accounting (rom a recognized institution,

Hinimum of 5 years in g major functianal area of distributian,
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Technical knowledge of electrical terms and equipment names
sulficient to tdentify the elements of the distribution system g
required.

- Effective cammunicalion skills in both written and aral forms,

~ Ability tao organize records, enter dala and eslablish follow-up
procedures,

- Abilily to use datga pProcessing equipment,

Under the direction pf the Planning Engineer, follows appraved
palicies, criteria and standards establiched.

las available approved slandards and specifications, and farms  (or
recording informatipn.

Judgment and professinnal integrity are required to assign personnel
and to recognize questionable data supplied by others,

Does not have autharity to malke cammitments,

Frequent contact with technical, non-technical field and operating
staff Lo obtain and dispense relevant data,

Direct supervistan of clerks and olhers assigned to tLhe Records
sectian,
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POSITION TITLE: Records Clerk (Level II and Il Divisions)

GRADE: BPS S

The Recards Clerk isg responsible to the Supervisor Technical Records [or
maintaining all recards related to the histary of equipment, equipment
loading, maintenance schedules, maps, specilications, enginerring matters
related to riﬁht—ol—way, estimates, work orders, budgets, and service
recards related to complaints and serMice autages. He provides recard
Informatiaon to oathers for hudget, planning, maintenance andg aperation
through the Supervisar Technical Records.

0 Maintains (iles of rpcards ol all equipment nameplale dala such asg
transfiormers, regulators, reclosers, sectionalizers and capacitorg
etc.

o Maintains record (iles of up-to-date cross reference ol custamer

accounts assaociated with each substation transformer.

0 Haintains (iles of circuit maps, wirtng dlagrams, instruction buaks,
spetilications, praduct descriptions and construction standards.

0 Maintains files of estimate requests, budgets, work orders, outage
reporls and maintenance schedules etc,

) Maintains all other technical data (iles and Divisian technical
records as may he added fraom time to time.

] Puts up record to his Supervisors as and when called for and
pravides the required information in typed form if necessary.

a.  Education:
Hatriculation.
b. Prior_Work Experience:

Minimum of 5 years in a major functional area of distribution,

Reasonable knowledge of English and Urdu.
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Sufflicient Knowledge of electrical terms and equipment names
sufficient to identily the elements of the distribution system is
required.
Abililies_and_Skills:

Nbiltty Lo organize records and maintenance of data files.

- Mbility to sorl out required information.

- Fnowledge of Lyping with reasanable typing speed.

Under the direction of Lhe Supervisor Technical Records, follaows
approverd policies and recard keeping procedures.
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POSITION TITLE: Planner (Level II and ITI Divisions)

GRADE: 2

The Planner is responsible to the Planning Engineer for planning the
service conneclions to the custamers to the division.

] Plans the service tonneclions to new custamers requiring up to 70Ky
and the necessary changes to the connections of existing customers;
receives request from customer services, delermines the conditian of
the distribution system up ta the prapased connection; visits {he
site, delermines what HT, transformer changes and LT cannections or
changes are required and prepares to work arder specilying the
Pauipment required and its cost.,

o Honitors  the assigned part of the distribution system to ohtain data
lor systenm analysis,

0 Collects data on transfarmer loadings and laad farecasting to permit
the future planning for system improvements and Rxpansiaon.

3 year Diploma in Electrical Engineering f(rom 4 recagnized
institution,

Minimum § Years experience in a major functianal area of
Distribution.

Reasanable proficiency in written and  spoken Urdu and English isg
required.

Techniral knowledge of the distribution and utilizalion af eleclric
energy and the equipment invalved.

- Effective written and oral communication skillg are required,

- Ability to implement technical instructions from supervicgary
stafl is essential.
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Urder the direction aqf the Planning Engineer, fallows approved

policies, criteria and established standards.

fvailable ahlanning policies, procedures gapd criteria, appraoved
electrical standards, engtneering service rules, salely odes ang

linancial budgets,

Judgment and professiognal integrity are required,

Frequent contact with technical and non~-technical lield
eprrating staff tp exchange job related matters,

Direct supervigiogn ol skilled and semi-skilled staf( assigned,
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EQSIILQNWILIEE: Estimator (Level II and ITI Divisiong)
GRODE : BR&5-7
BASIC FOSIIION DESCRIFTION:

The Falimator ia responsible to the Division Flanning Engineer
for the collrction of distribution statistice and customer
data as nestled for the system analyvsis, planning of service,
load forecasting and preparation of the wark order ROQs  ancl
eat imates,

MOJOR DUTLES OND _KESFONSIEILITIES:

Within the limits of approved planning policies and as
Hrected by his sUpervisora:

n Collects data regarding teansformer loadings, conductor
sizes, cuwstomer loads ete foe Lthe preparation and
finalization of new sorvice And system ioprovement plans.

I Nusists in the prreparation of service ancd rehabilitation
HORs and rosl estimates.

© Marlicipates in collection af data regarding transformer
Tond management programs, load forecasting and systom
srpansion and improavement slhudies.

DES LIED DMNLLFTCATIONG:

a. Lducation
N least Matriculation from a recognized institution.
Training in Lineman Training Courses at WAEDA Training
Centers.,

b . Frior_Worl Experience

Ffinimum of 8-10 vears exparience in major funclional
araeas of Distribution.

o Languaue Proficiengy
Froficient in written and spolken Urdu. Working lnowledqge
ol English language.

d. Enowladge of Specilic _Areas

Technical knowledge of Lhe disteribution system and the
assaciated inveantory and costing.
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FOSITION ELF

A

o.

- Reasonable communication skills in both written and
aral formes.

- Trchaical ability to implement instructions from
supervisory staff.

supervision Receivers

Under aqeneral direction of the Planning Engineer, follows
anproaved policies, criteria and standards established.

Ovallable Guidelines

Feceives quidance from Division Flann ing Engineer and Lhe
Flanners on planning nolicies, procedures and criteria.

Has approved electrical standards, engineering rules and
safoby codps,

Exarcise_ ol Judgment

Juelgment  anc profesaional integrity is required in
discharge of hig cdut ies.

fulhority Lo Make Coomilments
Does not have authority to make commitments.,

HaLHﬂgimhﬁxglmguQ"Eugugﬁgugi_ggngggL

Freguent contact with technical and noan-technical field
and operating staff to exchange joh relabed mat.ters,
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TITLE: Draftsman (Level II and I11 Divisions)

GRADE: BPS-~12

The Draftsman g responsible tg the Planning Engineer for preparing atll
Lypes al layouts, drawings, diagrams and inventories of materials (or
Disteibution Planning.

AJOR DUTIES AND_RESPONSIBILITIES:

0 Prepares system layouts, drawings, equipmnent and material
inventories for Distributian Planning.

0 Revises, corrects and updates Lhe drawings, designs and ather
recards for Disteibulion Planning.

o Supervisns  the work of Assistant Draftsmen, Tracers and olher stalf
placed under his control.

4] Rssumes olher duties and responsibilities as assigned.
a.  Education
2 years Diploma in Draltsman ar by npromotion from amongsl lower

stafl on the basig of seniarity-cum-fitness with at least 10 years
experience,

Reasnnable (luency in written and spoken English. GBood command over
written and spoken Urdu.

~ WAFDA organization and distribution function in detaijl,
- Good knowledge of engineering drafting practices.

- A good general knowledge of WAPDA electrical salety code
requirements and standard symbols.



- Husl demonstrate ability to produce high quality drawings and
sketches,

- Musl he able ta read drawings or make revisions.

POSITION ELEMENTS:
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Judgment on the basis of the instructions received and strict
adherence to pertinent operating procedures,

c Outhorily to Make Commitmenls
Nit

d Natuce, Level and _Purpose_of Contacts
Ni

e Supervision Exercised

Supervision of all employees assigned,
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POSITIDN TITLE: Nssistant Draftsman (Level [I and Il! Divisions)

GRADE: BPS-11

The fAssistant Draftsman is responsible to the Draftsman and the Flanning
Enginrer for preparing all types aqf layouts, drawings, diagrams and
inventories of materials for Distribulian Planning.

0 fissists the Draftsman in the preparation of systenm layouts,
drawings, equipment and material {nventories far Distribution
Planning.

0 Revises, rnrrecls and updates the drawings, designs and ather

records lor Distributian Flanning.

0 Assists +he Draftsman in supervising the work of Tracers and ather
stafl placed under his control.

0 fssumes other dulies and responsibilities as assigned.
DESIRED QUALIFICATION:
a. Education
2 years Diploma in Draflsman aor by promotion fram amangst lower

staff on the basis aof seniority~cum-fitness with at least 4 years
experience,

Reasanable fluency in written and spoken English. Command aver
wrilten and spoken Urdu.

- WAFDN organization and distribution function in detail,
- Good knowledge of engineering drafting practices.

- A gond general knowledge aof WAPDA eleclrical saflety code
requirements and standard symbols.
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- Musl demonstrate abilily to produce high quality drawings and
sketches.

- Musl be abhle Lo read drawings or make revisions,

Direct supervision is received from the Planning Engineer and Lhe
Draftsman,

Judgment on the basis of the instructions received and slrict
adherence Lo perlinent operating procedures.

Supervisian of all employres aésigned.
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POSITION TITLE: Tracer (Level I, Il % IIl Divisians)

GRADE: BPS-5

BASIC_POSITION DESCRIPTION:

The Tracer is responsible to the Draflsman/Assistant Draftsman for
tracing and preparing prints of all types of layouts, drawings and

diagrams of materials for Distributian Flanning,

0 Prepares the Lracings ol systenm layouts, drawings, equipment and
material diagrams for the Distribution Planning worlk,

0 Ravises, corrects and updates tLhe drawings, designs and other
recards for Distribution Planning as assigned.

a Hses lettering machines, lettering gquides, stencils and templates
as required,

a Prepares ammonia prints (blue prints) by operating the printing
machine and praoperly folds Lhe drawings.

n Haintains record of sketches, drawings and equipment diagrams elc.
a Nssumes other duties and responsibililies as assigned,
DESIRED RUALITICATION:

. Educalion

Hinimum Matriculation.

Reasonable  (luency in written and spoken Urdu witlh working
Fnowledge of English language.

- Good knowledge of engineering term and symbols.,

- Enowledge of Division/Sub-division organizational structure.
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a.

b.

- Hust demonstrate ability {q produce  high quality tracing and
prints,

- Must be sole {o read drawings or make changes,

Direct supervision is received [rom the Dra(tsman/ﬂssistant
Draftsman.

Judgment on  (he basis ol the instructions received and strict
adherence (g pertinent directians.
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POSITION TITLE: Service Engineer (Level 1T & I11 Divisions)

GRADE: BPS - 17

The Service Engineer is responsible (o the Division Hanager for
supervising and coordinating the activities involved in praviding service
lo Lthe customers,

o Direcls Lhe tonstruction af the facilities fopr service, metering
and service entrance wart to customers,

) Directs the inspection of various phases of contracted work for the
construction of service,

] Plans and schedules personnel, equipment and material for
construction of service within Lthe divisinn,

] Iaplements L, T, System and Distribution Trans{aormer rehabilitalian
Work Orders,

G Assists ip farmulating policies, practices and procedures involved
tn distribution construction af service, meters and service
entrance and administer those approved.

0 Looperates in maintaining training pragrams for education of
personnel g develop the skills to insure the praoper use of
equipment,

0 Enfaorces tampany safely practices Lg safequard employees, the
public and tampany equipment.

0 Directs the use of the radio communication equipment.,

] Nssists the Divisian Manager in preparation and monitoring of the
budgets,

0 Reads metnrg of industrial customers with demand above 70KW.

DESIRED QUALIFICATIONS:

Bachelar'g deqree in an engineering discipline,

Minioum af 3 Years experience in a major area pf distribution.
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Hust be fluent in writlen and spaken English and Urdy.

- Technical knouledge of the distribulion and utilizalion of
electric ensrgy and the equipment involved.

- Fersonnel supervised are continually exposed to electrical and

mechanical hazards for which safety training must bhe fully
undersinad,

- Strong written and oral conmunication skillg,

- Technical and abitity ta tamprehend, evaluate and solve field

problems and develap practical and safe solutions.

Under the direction af the Division Hanager, follaw appraoved
policies, criteria and st.andards established with functional
guidance from the NEB Director Services.,

Available Guidelines

Availahle policies, procedures and praclices, approved engineering
service rules, safety code and financial hudgets,

Technical judgment, discretion and professional integrity along with
safely awareness isg required to supervise the work and the personnel.

- Has autharity to make commitments on approved policies,
pracedures and budgels within the assigned limitsg,

- Has authority tag carry out persaonnel disciplinary action asg
assigned.

Frequent contact with technical and non-technical supervisars of the
division and other personnel ta exchange infarmation an jah related
matlers,
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Supervision Exercised

Direct supervisiaon ol Line Superintendent,

Inspectors and
supervisors,

indirect supervision of personnel
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Supérvisor Service (Level []

BPS - 14

The Supervisor Service is responsible ta Service Engineer for
coordinalian and supervison of work invalved in the constructiaon of
overhead and underground service and associaled equipment,
UBQQB-DUI!ES-0ND~BESEQNSlBlLlIlES=

a Frovides the lecessary roardinatian and assistance during the
approval/sanctioning of the new service cooections in accordance
with the approved commercial procedures.

0 Supervises the construction of service work related to primary
averhear and undarqround distribution tines and equipment,

o Suprrvises the construction of  service work related ta secondary
overhead and underground distribution line, equipment ang meters,

0 Supervises the installatian ol transformers, line voltage
regulators, capacitor hanks, fuses, swliches, reclosers,
sectionalizers, arresters, meters and other distribution system
equipment,

] Dirncts and supervises the implementation of L.T. System and
Distribution Transfarmer Rehabilitation Warl Orders.

0 Nssista in directing varioaus phases of contracted wark related to
averhead and undergraound line canstructiaon,

0 Insures rcooperation and coardination of aclivities amang employees
ta enhance efficient operation.

0 fRssures thal provisian of the Union Agreement are follawed.

0 Nssislts in the administration of the WAPDR Safety Program and the
onfarcement of safely policies and practices.

DESIRED QUALIFICATIONS:

a. Education
3 year Diplama in plectrical engineering,

b.  Brior Wock Experience
3 to 10 yearse experience in a major area of distributian worlk,

€. Language Proficiency

Must he fluent
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Technical knowledge of the distribution and utilization of eleclric
enerqgy and the equipment.

- Strang writlen and aral communicalian skills,

- Technical knowledge of canstruction standards, maintenance
techniques and equipment operation.,

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

fvaitabile construction and maintenance procedures, standards,
schedules, service rules and safety tode.

Technical judgment, discretion and proféﬁsional integrity s
required Lo supervise work and the personnel,

Has authority to make commitment on approved policies and procedures,

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

Direct supervision of Line Superintendent 1/117, Linemen, fAssistant
Linemen and semi-skilled personnel,



TITLE: Supervisor Meter (Level IT and 11 Divisiong)

GRADE: BPS-14

The Supervisar Meter has  Tunctional responsibilitly o {he Rivisian
Service Engineer for supervisian and conrdinatiaon of work invalved in the
lesting, maintenance, removal/installatiaon and fnspection of meters and
meter equipmeat..

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

0 Checks installatian on customer premiss and assure conformity with
campany standards and salisfactory aperating conditions.

0 Directs and supervises the activily of DCO/RCO/MCO % EROD  of
custamers in accordance with Lhe infarmatlion ant direclions received
from the Divisian Customar Services Qflicer,

o} Supervises Lhe preparation aof meter reports and records.
0 Implements manitoring of the meler worl and record collection,
n Ensures cnoperatinn and cnordination of the activity among employees

te enhance operation of WAPDA,

o fissints in the atlministration of the UAPDN  Safety fpragram  and the
enforcement of safely policies and practices.

3 years diploma in electrical engineering,

Hinimum of {0 YePArs experience in g2 major functional area of
distrihution,
c. Langquage Proliciency

Hust be fluent in writlen and spoken English and Urdu,

Technircal knowledge af the distribution and utilization al electric
Poergy and its measurement.
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Reasanable cammunicaltion skills in both written and oral farms.

Undee the direction of (he Service Engineer/snn follows approved
paticies, crileria and eslablished standards.,

ﬁyailablg_ﬁuidelin§§

Has available approved HWAPDA Meter Standards Hanuat, engineering
service rules, salety cnde and iinancial hudgets,

Subsbantial technical judgment, discretion and pralessional integrily
ic required tp interface tustamers, supervise work and assigned
personnel .

Has aulthority to make commitments ogn approved policies, proceduresg
and budgets within the limits as assigned.

Frequent  contact with custamers, technical and aperating s'af( of the
Divisinn and AED and with assigned personne!l tg exchange jon related
mattnrg,

Supervision Exercised

Direcl supervision of Heter Electriciansg, semi-skilled and unskilled
stall assigned.



EQSLIIQU_ILILE: Line Foreman - Grade [/1] (Level 1 Divisionsg)
(Level 11 % III Divisinng)

GRADE: RPS-12/11

A Line Foreman g responsible to the Sub Divisional Officer or the

Divisinn Service/M%0 Engineer to whom he is assinged, He has
responsibilily fof the coordination and supervision af  work involved in
the constructinm, maintenance and operation of overhead and underground

distribution lines and associaled equipment.

HAJOR _DUYIES AND_RESPONSIBILITIES:

0 Suprrvises the maintenance of the primary and secondary overhead and
’ underground distribulion lines and equipment and supervises the
aperation of Lthe related switches and equipment,

0 Supervises the installation and maintenance of transformers, line
vollage requlatars, capacitor banks, fuses, swilches, reclosers,
sectionalizers, arresters and other distritution system equipment.

0 Hakes recammendaliaon on thanges pertaining to improvement of
distribution lines.

a] Assicls  in directing wvarigus phases of coolracted work such ag
overhead and undergraound line construction, tree trimming,
right-of-way clearing, and structure painting, etc. and supervises

the same 1s required.

o Ensures conperation and coordination of activilies amang eaployees
Lo enhance efficient operation nf activities,

0 Ensures that provisians of the Uninn Agreement are follawed.

n Assisls in the administration of the WAPDA Safety Pragram and the
enforcement of safely policies and practices.

DESIRED DUALIEICATIONS:

a. Educatiun

3 years Diploma in Electrical Engineering.

Hinimum of 10 years experience in a major funclional area of
distribation work.

Hust be (luent in written and spoken Urdu. Some working knowledge
of English is desirable.
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Technical knowledge of the distributiaon and utilization af electric
energy and the equipment,

- Strong oral and reasonable weitten comaunication skills,

- Technical knowledge of construcztion standards, maintenance
techniques and equipment operatian.

Under direction of the Sub Divisional Officer follows approved
policies, criteria and established standards.

Available construction, maintenance and operation procedures,
standards, schedules, servire rules and safety codes,

Technical judgment, discretion and professional integeity |g
raquired to supervise wark and assigned persannel.
Authority to Hake Commitments

Has authority to mate commitment on approved policies and procedures,

Contact with technical management at Sub Division/Division ltevel and
Wwith field personnel tao exchange views on job related matters,

Direct suparvision of assigned personnel and line staff,
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Meter Electri

BPS-11

cian (Level Il and [Il Divisiang)

The Meinr Flectrician ig responsible lo the Supervisar Moter, The Metoer

Elerctlrician in the Division performs all types of warlk invalved in Lhe

lield installation, Ltesting, maintenance, removal and  inspection aof

metprs and metering equipment.

UQQQB_QUIAES_QNQ_BESEQNSLBLLLIIES=

0 Tests, inspectg, cleans, repairs, remaves and installs all types of
mefers, meter equipmat  and instrument Lranslurmnr; tests (or proper
operat ian, greunds, improper wiring and registratian.

0 Tesls inslrumpnt Lransformers (CT and PT) for insulation, ratin and
palarity,

0 Insprcts  meler  ang service installations on cuslomer premises far
conformity with campany standards and satisfactory conditionsg,

o Hakes calculatians and preparesg reports,

o Haintaing equipment, tools and wark area in g clean and arderly
condilian,

0 Perloras  work accordance with campany meter standards, salety
reles and operating regulations and practices,

] Repnrls  irreqular  and Atinarmal  conditions ang observations of
unauthorized use of enaryy.

DESIRED_SUALIFICATIONS:

a.  Educaligo:
3 years diploma in Electrical Technalogy (Asspciate Engineer),

. Erior Work Experience:
Minimum of 4 years raperience in distribution wark,

¢ Language Proficiency:
Reasonable fluency in writlen and spoken English. Must be [MTuent in
Urdu.

d. Technical knowledge of the distribulion and utilization aof electric

eFnerqgy and Lhe equipment involved,
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a.

b.

- Eflective communication skills ip bolh writlen and oral lormg.

- Technical ability to implement instructions {rom supervisary
stafll,

Under general quidance aof the Service Engineer /Meter Supervisor -
Divisian, lollows approved palicies, criteria ani standards
wslablished,

fivailable Guidelines:

Has vailable approved WAPDA  Meler Standards Hanual, engineering
service rules and saflety codes.

Exercise of Judgment:
Technical judgmenl and prolessianal integrity jsg required.

Does nol have authority ta make commitments,

Frequent  contacl  wilh customer, lechnical and operaling staff Lo
exchange job relaled matters.

Supecvision Execcised:

Direct supervisian of semi-skilled and unskilled employees assigned,

. 161



POSITION TITLE: Lineman | % Il (Level L, 1T % 111 Divisions)

GRADE: ArS 7 and &

the Lineman (1 ar 11) g respansible to Line Supld aor Uhe Line Foareman tn
whom  he s assigned. The Lineman perinrms all Lypes af line work involved
in the installation, maintenance, operatian, removal and inspeclian of
electric distributian lacilities, He will work an electric lines and
equipment dead or energized al L. T, vollage, He will operate dead aqr
energized H,T, reclosers, seclionalizers and replace fuses and uperate
cutouts,

UQJQB-DUI!ES_BHQJESEQUSLE!LLILE&
o Responnible to Line Superintendent incharge of wartk.
0 - Ferform dulties  in accordance with WAPDA salely rules, operating

iequlations and practices. Report unsale canditions and praclices tg
the proper autharity,

0 Use and care for insulated protective equipent such as rubber
glaoves, when worlking an linesg earrgized up to 450 volts.

a Train Assistant Linemen,

a Install or remave three-phase transfarmers ot structures/pales qr
ground-mounted platforms.

n Hale proper transformer earthing connections,

0 [dentificatian of line voltages by means of the transformer
nameplals,

) Use voit melers, ammelers and valtage deteclors, on rquipment where
required.

0 lastall and maintain street ltights and streel light systenms,
0 Fatral and incpect distribution lines and report conditions found.
0 Install and remave three-phase capacitor banks an poles. Cherk and

remove faully units.

o Install and remave single phase and three phase sorvicas,

0 Install, mainlain, and swilch underground farililies under the
supervisinon ol a Line Superintendent. Be able to renove underground
lacilitirs when required.

0 Utilize proper standard drawings, interpret specilicalions and

proceed witlh construction, operation and maintenance work with a
ainimum of supervision,
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3.

Supervise rrew members assigued and display leadership and judgement
when in charge,

Operate  line swilches; lacate and  repair faults; re-fuse line and
transiormer culouls and thange line and transformer tannectian,

Fnaw when and  where Lo install temparary protective earthing an
de-puprgized lines for safety purposes,

Using standards, determine fusge size aad L.T. conductor size (gr
transiarmers of cillerent capacities,

Install  and remave when  required line regulators, raclosers,
sectinnalirers, swilches, and nther distribution equipment .

Follnu proper procedure and perform switching ag directed aon
distributing lines.

Install, replace and connect pad mount Lransfarmers,

Maintain tnals, equipment and work areas in g, clean and orderly
candition,

Maintain required personnel anid work recards,

Usr Earth  Tesler and Heggar for earth resistance testing and
Insulatiagn resistance testing of conductars, insulatorsg and
undergraund cahles,

Instal) netere and meler pquipment,

fsaisl emplayeps aof equal or higher tlassilication,

Report irregularities or abnormal canditijons te the prope- autharity,

Direct the Inading and unloading af distributinn equipment ,

Dicect  the worl  of the fssistant Lineman in the absence of lLine
Superintendent .

Educaliogn:

Hatriculation

Leiar Work Experience:

Hinimum af three Years experience as an Assistand Lineman.

Hust have the ability to read and write the lacal language.
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Comprehensive knowledge of WAFDA tonstruction aperatiaon and
maintenance praclices and procedures, and distribubion faciiities is
requirad.,

- Fommuaication skills in writing and speaking the local language.
- Hust buow the WAPDA Distribution Standards and pracedures,

- Hust have abilily to deal wilh employees, customers, and the
groeral public.

- Must ¥now various distribution circuit connectians, voltages of
lines, phasing and transformer canneclions a2ad switching
devices,

- Hustl  have the ability ta interpret field prints, switching
diagrams and know the fundamentals of electricitry,

Directions are received f(rom Line Supecintendent/Line Foreman
reqacding policies, procedures and operations.

fvailable Guideline

{1}

Fertineat distribuliaon standards, eleciricily rules and WAPDA salely
cade

Exercise_ol _Judgment:

Required to exercise wound judgment and arrive at correct decisions
pertaining tn job duties.

Cantacts with associates, supervisors, custoaere and public for job
related matlers,

Supervision Exercised:

In the absence of the Line Superintendent directly supervises the
Assictant Lineman and has management and supervisory responsibility
for the assigned task.
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TION TITLE: frsistast Lineman (Level I, 1T % III Divisians)

: BFS §

CUNCTIONAL DESCRIPTION:

Lant Lineman is respunsible Lo Lhe Lineman, He assists, allends and
in the installation, rearrangement, maintenance, uperation, removal
nspection of electrical distribution facilities from the ground only,

SDUTIES AND RESFOMSIDILITIES: |
Ferforms dulies in accordance with Lthe NARDA safety code, operating
requlations and practices. Reparts unsafe conditiaons and practices

to proper autharity,

Assists Lineman -1 and Lineman-11 in the performance of Lheir dulties
working from the ground nnly,

Assiacla  jn maintaining vehicles, taols and plants (T%P) and line
material, and keeps them in proper repair, adjustment and clean.

Nesists and altends Lineman~1 and Lineman-TI while they are working
on  structures/paleg through the wuse of rope, pulley and equipment

hag.

Peaclorms artiflicial respiration and cardio pulmonary resuscitation
(C.P.R.Y as specified in WAPDA safrty code.

Constructs pulley block 1ines ~single pulley/double pulley,
Coils and uncails ropes. Insures praper care and storage.

Ties various rope knols used in line worlk,

Assisls  jn loading, unlnading and hauliné of structures/uo]es, toals
and planl (T4%P) and olher eleclrical cuipannt.,

Dig holes far structures, anchnrs hales, trenches, etc.

Nssistg in instal!ling and replacing structures/paoles ather
electrical equipment warking frum the ground anly.

Assists in the installalinn af strut stay or support guy from the
grannd only,

Nrsembles material for and install anchors and quys,

Cares  far  and uses various Finds af personal protective equipment as
specilied in WAPDA safely code.
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Identifies various lines high tension 1)y, Jow tencion (1. 1) ani
street  light and how tg drtermine valtage while warling on Lhe
ground,

Nasembles material lor single and double crossarms while working oo
the ground,

Assisls  in sbeinging wice oan  new construction or on de-rnergized
Vines working an Lhe groews b only such as pulling oul conductors nr
maintaining wire stand or wire trattler.

Splices sold and siranded conductars using proper eplice and press.
Nssembles  various kinds of secandary and primary deadend and sirpeot
Vight material in preparating for sending aloft by means of rope  and

pulley. T EeEes

Assisls  in  lhe installation or removal of services {rom bnilding
side only while “dead".

Assisls  in ihe installation af underground facililies sueh as
digging trenches, laying af condutts, pulling of conduclars and back

Filling troench,

Fanl patrnls and inspacte high tension (H.1) andg Iow Lensinn  (1..T1)
lines, stregt lights and maintains records.

DESIRES QUALIFICATIONS:

.

Education:
Hus! be Malrirylate.

Prior_Work Experience:

Mo previaus lina worlk ekperiaence required.
Knowledae of Specilic _Areas:

- Hust  have {he abilily - and desire ton acquire Lhe necessary
knowledge and skills (o perfarm the dulias and respunsihilities
ol Lineman Brade [,

- Fnowledge ol  haw tn Legt and suppart susprecled defeclive single
and twn ponle structures.

Abililies and Sk{lls:

- Hust have ability Lo worlk wilh employees, customers and general
public in a courtrous and proper manner,

- Hust be Tamiliar wilh loals,
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- Hust  have {lhe abilily to work aloft an poles, {owers and
struclures {physical and mental fitnessy,

- Recomes famitiar with distribution tonls and equipment  and {he
maintenance af same.

POSITION ELEMENTS:

A,

Supervision Received:

Direclione are received from Line Superinlendent regarding policies,
proncedures and nperations,

Available Guidelines:

Fertinent dialeibution standards, electricily rules and WAPDA  Safely
Code

Cxercise ol Judqment:

Required o exercise sound judgment and arrive at correct decisiansg
pertaining ta joh dutjes,

GQLUOEiLYnﬁQ_U§E§~QQmmjL@@”LE’

No autharity Lo make commitments,
NalupeuLEye1~5ndn89£n95e_290L§gL5=

Contacts with associales, supervisors, customersy and public far job
reelabod mallers,

Supervision Exercised:

In the ahsence of Lhe Line Superintendent directly supervises the
Assistant Lineman and hag management and supervisary responsibility
foc the assigned Laslh.
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FOSLTTON TITLE: Seevicm Clect (Lovel T 2 111 Diwvies i)
LIRODE = RG.-15

HAGIL TOSTUION DESCRICTLIOM:

-

The Service Clerl i eoponsible Lo the Supervisor Service for
matnlaining vecord anel {jleas pertaining Lo new service
crnnechions and enhancemnent of eiriat ng service loads. He
Wwlll alean bhe responsible Lo malotain a record ot Lhe
cortespondence and infarmation from and bto the Supervisor
Sewevice within the Divislon.

MAJOR DUTTES AND T

ONGIHILT TIEG:

o Madinlains record aof all now service connections inatal)ed
Alonauith necesaary dala and infarmat ion.

) Flavinbains record on the receipl. and Leansmittal of riew
connections and enhancement of load applicationg ceceived
from the Customer Service Section for wver ification of
tabta aned test repocrts ele as per conmarcial procedoares.

8] Flaintaineg recoed ancd (iles for Lraclking Lhe movemsnt e
Aall correspondence feom Lhe Division Managae /Cust onee

Service Seclion/SE0D Lo fhe Service suhsectiion and jls
isbedibution within the soaction for action and sub secpient
reparle on oartion Lalien,

] Halntaing rocord of 1 mAVE,  avards, punishments,
recommendat ions and the obaff performance evalual ion
vepnoe b,

0 Perforns obther related dulies as asei gned.

DESIRED QUALLFLGOATION:

A Edu

Ml=zact Matriculation fram a recognized insbitutbion.

h. Frior_ Wao

rience:
Foyears In Power Disbribution relsted nfficas.,

c. Language Praficlency:

Reasonable fluency in weitben and spolen Urdu. Job

related weeling LEnowledge of English language.
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Familiar wilh o netrical berms aoe cdhisberibot 3 on
nomenc )l at aro.

Lines and ol prmmn g,

- Familiar with New Service connect {on procecdorme,
Baod Enaviledags of vecon o Fwening.

e, Nhilitiey and_Skillg:

Frast b albile Lo ) in
reforonrog,

ke

areespondence and relalod

Must he ahle Lo beep tracl: of icformation aned

divect jonsg nasesing
Foginesr 's ol {eo

Nhitlily Lo Ly,
FOSITLON, ELEMENT .

A Sunerwision Receiveds

t.o

ard from the Serviee

Divect supervision je received from Lhe SupErvisoe

Service,

b. Exercise ol Judge

Juclgement, to icdontify priority actiones mn the basieg of
correspondence ancd inform at.
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FOSITION_  TI[LE: Matntenance and Operation Englneer (Level 1] % 111
Nivisions)

GRADE: PPS - 37
BASIC POSITLON _DESCRIPTIG :

the Hainlenanre and Dperation Engineer is responsible tao the Division
Manager  for  maintainlng and nperating the disteihutinn system nf the
diviaion an that rammecclally acceptablae energy servicn is  given {o the
vl nmer s,

HAJOR DUTIES AND _RESPONSIBILITIES:

0 Diecrcts the apnraliaon of Lhe syslem despalch center and itg staff
which despaleh complaint creus ta restore service Lo custamers  wha
have lost dheir energy supply due Lo faulls,

0 Dirncts the  rowdine maintenance of all  the facitities oaf the
distrihution syslem: nrimary and secondary circuits and Lheir right
of way, servirce drops, transiormers, fuses reclosers, suitches,
sectionalizers, lighting arrestors, capaciltors, ameters and  Lhe
communicatinns pquipment .

0 Pirects Lhe swilching operal ions ol Lhe system ta permit
ronslteuction and maintenanee,

rn Direcls Lhe cpaplaint crows whn are availahle at all times to
erslore sorvire,

n Supervises the alfire work of maintalning recnrds, requisitioning
rquipment, iavesbigation  ang reparbing on fautis and failures of Lhe
system and ils equipment,

n Supervises Lhe inspeclion of Lhe aperalinans  and lesling oaf the
syshem farilities and the sturly af load and vinltage canditions.

n Cooprrales in mainkaining training programs for education of
nersannrl Lo eosuce  Lhe proper  use of puipment, applicalinn  of
procedures and development of gkjl).

0 Nssisltes  the Divisinn Manager in  preparation and monitoring ol the
hudget

n Ensuronq conpecation and coardinalion of aclivities among
distributing employrrs as  well as pecsonnel of ather (nrmaliong to
enhanre pflicient operation afl WAPDA.

n Prapares perfarmance evalualions and recommemtds salary thanges,
promatinns, demolinns, Lransfers, discipline, leavps af ahsence,

hWiring and release ol porsons supervised.

4] Ensures  that  provisions  of Lhe Union Agreemenl are follawed hy hoth
lahor and management.,
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Nesnmes  responsibilily far adminislration of LUhe uarpn salely
proqeam and eonlnrcempnt ol calely and praclices,

Rrade malers ol inductrial custamers wilh demands above 0y,

DESIRED QUNLIFICATLONS:

LN

d.

Education:

Rachelne's drgree {n Eleclrical Engineering (Power),

Prior Work Experience:

Technical coursps Al Faisalahad, SDO pre-inductinn at  Tarbeta
Hanagement Institule  and commercial  courses  at  tahare Commercial
loetitute shall have heen satisfactorily compleled,

Lanquaqge Proliciency:

Fluent in writlen and spaken English and Urdu,

Lnowledgr ol Specilic Nreas:

Fnnwledge ol  WAPDA salety codes, consteuction standards and work
clearvance procedures s required,

Fnnwledge Al eleclrical instruments, wirfng diagrams, conneclinon
and disconneclion pracedures is required.

Abililies and Skills:

- Ahiility to analyse di<‘rihution system problems and Lo develap
practiral =nlutinns.

- Ability Lo react, in a4 reasgnnd manoner, lo a wide range of
slresslul situal innsg,

- Mhilily 1o ohserve and report instances nf impraoper
installations and service counections,

POSTTION ELEMENTS:

a.

Supervision Received

Respianeihle 1o Lhe Divieinn Hanager regarding  policies, procedures
and operatinng and  recrives  funclional quidance from  the NED
Bivertor Eanstrucling fiprration and Maintenanre,

Nvailatile Guidelines

Has awvailahle WAPDA Satety Code, Fower Disieibuljon Construclion

Dvawings, Wabnn Planning Guides, Equipment and inat rument
Inetrurting hanbs and operaling manuale,
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Exercise of dudgment

Renuired to prerrine judgmenl the moniloring and analysis nf sysipm
perlormanen, Recommendationsg  and reports Lo the Divisiaon Hanager
are tn e arcurate, reasaned, wall researched and  in the nveral)
best intecect of WARDA and its customers,

Outhorily o Make Commitments

Hoe aubhority Ly schedale woel under hisg respansibility wilhin
quidelines extabiched by (he Division Manager.,

Nalure, Level and _Purpose of Contacts

‘

Regular wrilten and oral conlacts wilh the engineers, grid stalion
operators, sorvice dispatchers, customer service graups and oral
conbacts with custompre are eequiced in the exerutinn of the duties
al Yhe pnsitinn,

Supeqvisionuﬁxe(cised

Direclly supnrvices technicians  and linemen who peclarm prescribed
beslea and clerks yho maintain recorids,
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FOSITION TITLE: Service Dispatcher (Dispalch Coardinatar)
(Level II % 11l Divisiang)

GRADE; RPS- 14

BASIC POSITION_DESCRIPTION:

The Servier Dispatrhor js responsible  to the Maintenance and Operatlon
Fnginerer lor  the processing ol cuslamer complaints, dispatching trouble
crews Lo reclore sérvice ar  jeolale hazardous conditions, issulng  work
clrarances tor worl on  distrihutiaon primary and secondary  feeders,
coordinating of feeder worl with yoid system operation and mainlaining
recnrds al all complalints, restoration reports and all coanversatiaons wilh
diapaleh rious,

HAJUR DUTIES AND RESPONSIBILITIES:

0 Oprrates the DiaslribuLion Service Despatech Centre on g daily - 24
hours hasis,

0 Receives and  recards cuslomer complaints from customers or from
snevien renlpen,

0 Dispatches linemen Lo reelore service by radin gr by a written
complaint  and  repnrts,  jn writing, Ulhe cause of the Leouble, lime
and method ol service reslaration and whelher repairs are temporacy
nropermanent

n Dispatches  canstruction  and maintenance crews, handlns messages far
obhee Deparlmrnte wilh I-way Radia and reports any radin problems ton
Lhe Fommuicating Technician,

0 Relres  abnormal complaints Lo the Maintenance 2 Operalion Fngineer
for investigalian and snitahle action,

n fecords number nof interruplions and cuslomer houre Insl. due to each
interruplinong,

n Submites copies of compleled  complaint forms Lo the Haintenance &
Operation Fogineer for review and  compilation af perindic servica
repocte,

n lesurs  Woek  Clearance Permils for all line wark involving live
ferders in the divigian,

0 Conrdinatns worlk clearance with Grid System Dperation.

0 Haintaine marbed cicrcull diagrams Lo show manually sel positions opf
all  switches, breabknrs, reclnsers, cutouts, sectionalizere at all
Limes,

n Recnrds bimrs of all swilching and/or grounding operations.

0 Proposes changes ta Lhe Maintenance b Operatina  Engineer {g tmprove

service continuity,
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Encaourage cnoperation  and {nsures coardinatlian of activities among
distrihulian employeos as upll as personnel ol olher lormations g
enhance eflicient operation af WaPDA,

Responsibly administers the Wnpnn salely program and enforces salnty
policies and practices.

DESIRED OUALIFICATLON:

a.

o.

Educatian:
Voyear diplama in Flecterical Englueering is required.
Lrinr Worl Experience:
Hinimum 10 yeare experinnce with 5§ years experilence in a major
functiaonal  arpa gt distribution. Completion of lechnical courses at
HAPDA Iraining Inslitute,
Language Proliciency:
Steong communicalion skills both in written and  spoken English and
Urdu is aessenlial g be sure that all clearance  and aperating
inslructinne arn fully understaod and recarded.
Foowledye of Specific Nreas:
Lomprehensiye knowledge of grid-etation opecations,
distribuiion froder operalions, safely pracltices and Clearance
procodiiren is peapntial,
it have 3 thoraugh Fnowledge of the praoper  aperation ol Lhe
D-way  Radin system and the ability to tall over the radio in a
rlear and rnuciap manner,
Fonwledge ol customer speeial requirements o also required,

Nbilities and Skills:

Ahilily tno read and quickly undersland distrihatian maps  and
symhnls is suspntial.

Ability Ln react, in a reasoned manner, Lo a wide range of
stepsstul  situalions including but nat Limited to electric
sharl ranspg

PUSTTION ELEMENTS:

a.

SupervisiunARecejygd:

Directiona are rprpived from Division Hainlenance % Uperation
Fngineer regardicrg palicies  and procedures. Independnnt decisionsg
are renuiced involving aspects of clearance swilchiang and graounding
npereafinns,
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b.

Available Guidelines:

Has availahle WARDA salely code, WAPDA work clearance procedures,
circull onp line diagrams and maps,

Exercise ol Judgment:

Required Lo exercise judgmeal in authorizing amergency  shutl  down
war b clraraneerg and in rstimaling the magnitude of sPrvice
intrrraplings,

Autharity to Make Commilments:

Has ahzsotutp arthorily Lo issue wart clearances on 1ljve circuilts ar
cireails  which may breeome alive, Has aulhborily to schedute worl
Within quidrlines pstablisher by Division Manager.

Malure, LeyelAandhfurppseng(_CQnLa;Lg:

Weitten and  ercocded  oral  conlacls with WArDA ' 5 Division
Fnginerrs,  conslruct lan supervisors and Line Superviasors and
customere Lo arcange  work schedu'e  nulages for emergency,
tonbine  maintenance and conslruction woark, tn clear circuits
for woel  and  rastare circuils to seevice afler vorl is
rompleted and circuil relpaged by whoever ig respansible,

Cantarts the Planning FEngineer tn reparl circuit changes
including  rcompletion  of construction additions 50 circuil
diagrams and maps can he updalad promptly.

Suneryisjnnﬁtxegci;qd:

Direclly cuprrvises the clerks  who maintaia records af operalions,
intereuption and clearances.



POSITION TITLE: Disteibution Taspectlor (Leve! 11 &% 1711 Divisiong)

GRADE : prs 2

BASIC _FOSITION DESCRIPTION:

The Disleihutlion Inspectar is rpspansible Lo the HMaintenance Operationn
Engineer  far nperating conditinn inspection, performance ol switching and
for carrying nut special operating checks of various lunetions,

HAJDR_DUI!ES.DND"R[SPDNS[DLL}]IES:
0 Inspacte the aperating of swilching, caonlrol and other equipmenl an

the  primary  and secondary  lines, snclionalizinq naints and grid
suhelat jons,

fn Schedulere vigual inspection ol Facililies and 1 necessary malkesg
prrlarmancre cherl g gn them,

8] Hales  current, voltage and power flaclor surveys al feeders and load
lar the Planning Fogineer.

" Inaprcte farilitine  and reports any irregularities ang abnormal
condilinneg,

n Easucos checke and sehpdnlp changes Lo lapes and chacts on recording
instruments  an mainbaing  required supply levels af relaled SpIres
and materjag,

) Fusnroa porformance of duties in  accordance with  the Warpn Safety
Rules and Operatjng Requlations Prartices.

DESIRED RUALITTCATIONS:
a. Educatl ion:
Voyrare' Diplema Course in Eleclrical Engineering.

h.” Prior Work Experlonce:

10 yrars'  myporisnce with a3 minimum of 5§ Years' experience in a
major fuortinnal area af distribution worl.

. Languaqe Froficiency:
Steong communicating skilie in both written and spalen  English  anpg

Urdo  is pagontjal o he  sure  that all clearance  apd operating
instruct inne arn flly understnad and recorded,

. Knowledgr of Specilijc areas:
Camprehenaive Fonwledge ol grid  station aperations distribul fon
Ippder operalion,  safety pracltices and clearance procedures is

essrnt jal,

176


http:innper-.in

Pbllilies_and _Skills

Abillty Yo read and quickly understand distribution reeder maps and
symhnls,

POSLITION FLENENIS

.

n,

Supervision Recejved:

Dirpctlians are received [rom Malnlenance Operation Engineer
regarding nollcies  and frrucedures, Independent decisions are
required invalving aspects of clearance swilching and grouading
operatinns,

Nvallable Guidellnes:

HAPDA  Safety  Code, WNAPDA  watk clearance procedures and one line
rircuit dianrams and maps.

Exercise ol Judgmenl:

Renuired Yo exercise judgment in recommending emergency shut doun
warl cleavancns and in estimating Lhe time ol service interruptions,

Authorily ta Make Commitmenls:

Ham limitnd authority  to operale and mainlain equipment  wilh
absolute  aulhorily tn report  conditions ac  established by the
quidelinas of the Division Manager and the M40 Engineer.

Nature, Level and Turpose_of_ Conlacts:

Weitlen and nral canlaclsg with WAPDNA's  Division Engineers,
Eonstourting Supervicarsg, Line N&O Suparvisorg and Service
Perspathers are  epquired in  Lhe exection nof the dulies af the
position.

Supervision Exercised:

Supervices supporlt staff,
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FOSITION TITLE: Supervisor Preventive Haintenance (Level 11 Y11l
Divisionsg)

GRADE: DPS-14

The Supervisor Prevenlive Mainlenance ls responsible to the Division
Maintenance % (Operation Engineer for the coordination and supervision of
work involved {n the rouline scheduled maintenance of Uhe overhead and
underground  distribution iines and assoclaled equipment Lo minimtze Lhe
recurcing lTadlts and ensure Lhe stabilily of the Distributian Syslem.

HOJOR DUTIES_AND RESPONSIBILITIES:

0 Plans, schedules and supervises the maintenance worlk of the primary
and  secondary overhead and underground distribulion system including
Lhe right-of-wav clearing, tree trimming, and structure painting on
a continuous basis.

0 Flans, scheaules and supervises Lhe maintenance work of
transformers, Jine vollage regulators, capacitor banks, luses,
switches reclosers, sectionalizers, arreslers and olher distribution

system equipment.

o Plans Croew farmablions and assigns work in accordance wilh appraved
schedinles,

] Supervises Lhe swilching necessary le carrying out Lhe prevenlive
maintenance aclivitiesg, '

0 Ensures coordination and liasion with the Dislributian Inspectar in
knowing the health of the Distribut{ian Systenm.

0 Hales recommendations on changes pertaining to improvemenls in
Distrihution System.

n Provides ascistance to the Emergency Main'enance Stafl in case major
breakdouns and system damages under storm condilians.

o Ensures  cooperation and coardination ol acltivities amang employees
Lo enhance elficient operation.

r Nesures Lhal provision of Lhe Union Ngreement are (ollowed.

n Assicls in Lhe administration of the WaPpA Safety Program and Llie
enforcement of salely policies and praclices.

DESIRED QUALIFICATIONS:
a.  Education

3 year Diploma in eloctrical engineering,
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10 years experience in a major functional area of distribulion warlk,
€. Llanguage Proflclepcy .
Reasanably [luenl in writtn and spoken English and Urdu.

Technical knowledge of Lhe distribulion and ulilizalion of eleclrlc
energy and the equipment.
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- Slrong written and oral communication skills,

- Technical knowledge of construction standards, maintenance
Lechniques and equipment aperalion.

FOSITION ELEMENTS:

A. Supervisiun Received
Under direction of (the Division Maintenance & Operation Engineger,
fallows approved palicies, crileria and established standards

uidelipes

e

b. Availabhle

133

Has avaitable mainlenance and aoperaliaon procedures, standards,
schedules, service rules and salety code,

€. Exercise_ol_Judgmenl

Technical judgment, discretion  and prolessional inlegrity jg
required Lo supervise wark and assign personnel.

d.  Aulharily tag Hake Commilments

Has authority to make tonmitment an appraved policies and pracedures,

Frequenl contact with Ltechnical managemenl at Lhe Division level and
wilth field personnel Lo exchange views an job relaled matlers,
. Supervision Exercised

Direcl supervision of assigned personnel and Lhe line staft,
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fQ§lIlQN_IlIL§= Supervisor Emergency Maintenance tLevel 11 & 111
Divisiong)

GRADE: BFS-14

The Supervi-gr Emergency Maintenance Is responsible o lhe Division
Haintenanen % Operation Engineer for Lhe codrdination and sUpervision af
work involved {n the mndintenance ang restoralion of Lhe averhead and
tnderground  distribulion lines and the assnciated equipmenl under Lhe
normal and/or extreme  wealher conditions  (hat may  result inlo
discannection of supply Lo Lhe customers. He will also he responsiblae
tor altlending Lhe custamer o power complalints received Lhrough the Are;
Complaint Centres,

a Guides and supervises {he emergency mainlenance work of Lhe primary
and secondary overhead angd underground distribution syslem.

a Guidrs  and supervises the emergency repatr and maintenance or
replacement of transformers, line voltage requlators, capacitor
banks, luses, swilches reclosers, Seclionalizers, arresters and

other distribhulian system equipment.

) Buides and supervises Lhe switching necessary Lo carrying out the
Rmergearcy maintenance aclivilieg.

0 Supeprvises (he operation af Complaint Centres both  in rural and
nrhan arpay,

0 Males recommendalions on changes perlaining tn improvements in
Distribulion System.

a Ensures  coordinalion and liasion wilh the Operationsg Coordinaling
Centre far information nn cuslomer complainls and system breakdowns.

0 Ensures cooperation and coordinalion of activities Among  employees
Lo enhance efficient operation,

n Feeps  liasion with (he Distribulian Inspectors tu engure Limely
Abtendance of faulls reported by the Distibulian Inspectors,

0 Assures Lhat provision of Lhe Union ngreement are (aollowed,

0" Nesists in Lhe administration of the WaPDA Satelty Program and the
eoforcenent of calety policies and practices.

DESIRED QUNLIFLCATIONS:
R.  Education

Y year Diploma in eleclrical engineering,
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10 years experience in a major functional area of distribution work,
€. Lanquage Proficiency

Reasonably lluent in writln and spoken English and Urdu,

d.  Kngwledge_of Specific Areas

Technical lknawledge of Lhe distribution and ulilizatian of electric
Ruergy and Lhe equipment.

- Strong written and oral communication skills,

- Technical knowledge aof tohslruction standards, maintenance
Lechniques and equipment aperation,

Under direction aof the Division Maintenance % Operation Engineer,
lallows approved policles, criteria and estalilished svandards |,

be oy

i

ilable Guidelines

las available maintenance and aperalion procedures, standards,
schedules, service rules and salely code.

Yrea

c.  Exercise al_Judgment

Terinlcal Judgment, discretion and professional inlegrity is
required to supervise work and assign personnel.

d. Authority Lo_Hake Commilments

ftas aulhority to malke commitment on apprnved policies and procedures.

Frequent contact witin Lechnical management al the Division ievel and
Milth Tield personnel to exchange views on job related matters.

. Bupervision Exerclsed

Direcl supervision af assigned personnel and the line slaflf,
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- Servica

POSITION_ TITLE: Line Superintendent - Grade I/Il - Maintenance and
(Level T, 11 & 111 Divisians) Operation
- DCO/RCO
GRADE: BPS-12/11

N Line  Superintendent is responsible to the Suh Divisional Oflicer or the
Division Service Engineer /H%0 Engineer to whom he is assinged. le  has
respansibility for {he coordinalion and supervision of work involved in
the construction and maintenance af overhead and underground distribuliuyn
lines and associaled equipment,

n Flans  new service conneclions of Domesti- and commercial categories
(general canneclinng) of upto 15 KW load far appraval by the Spo.

) Freparas data and proposes plan aof service f[ogr the new service
connection labave 15 KN of genetal load) lor review and approval by
the competent autlharilies.

0 Supervises Lhe construction of customer service for new conneclions
and augmentation of existing load.

n Supervises Lthe maintenancs of the primary and secondary overhead and
underground distribulion lines and equipment and supervises the
operation of the swilches and equipment,

0 Supervises  Lhe disconneclion and recanneclian  of service in
coordinalion with Lhe cuslomer service sectian of the division and
sub-~divisiansg.

n Supervises Llhe installation and mainlenance of transfarmers, line
f
voltage cegulalors, capacitor bhanks, fuses, switches, reclosers,
seclionalizers, arceslers and other distribulion systen equipment,

n Malkes recommendalion  on changes perlaining to impravement of
distribulion lines.

0 Nssisls fn direcling varlous phases of contracted wWork such as
averhead  and  uynderqground line  constructian, tree  Lrimming,
cight-of-way clearing. and structure painting, elc. and supervises
the same as requires.

0 Ensures conperation and coordination of activilies among emplayens
to enhance efficient operation of aclivities.
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0

a.

Ensures thal provisions of Lhe Union fgreement are faollowed.

Assists in the administralion nf Lhe WAPDA Safely Program and Lhe
rnforcement of salely policies and practices.

Educalion
Y years Diploma itn Electrical Edgineering.

Crioc Work Experience
Hinimum of 4 Lo § years experience in a major functional area af
distribution worl.

qe Froliclency

Lanque

-

i

Hilst be reasonably fluent in wrillen and spoken English and Urdu.
Knowledge of Specilic Areas

Technical koowledge of Lhe distribution and ulilizalion of electric
energy and the equipment.

fbililies and Skills

- Strong wrillen and oral communication skills,

Technical knawledge af  construclion standards, maintenance
Lechniques and 2quipment operatian,

POSITION ELEMENTS:

a.

Supervision_Regeived

Undee direclion af Lhe Service and Maintenance % OUperation Engineer
he Tollnws approved nolicies, criteria and established standards,

Available Gulidelines

hvailatile canstruclion and  malntenance procedures, standards,
schedules, service rules and safely codes.

Exercise ol _Judgment

Technical judgment, discrelian and pralessional integrily isg
required to supervise worl and assign personnel.
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d.

Authocily to_Hake Comallments
Has aulbority to mate commilment on approved policles ‘and procedures.

NﬁLUEEJ“L?!El-éﬂﬂh?QEQQ?QMQE-QQBLéEL

Contact with technlcal management at Division Jeva] and  with field
personnel Lo exchange views an Job related matlers,

Supervislon Exercised

Btrect supervisian of Line Superintendent 11, Linemen and fssislant
Linemen,
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FOSITTUN TITLE: M20 Clerl: (Level 11 2 Il Divisions)
!
GRADE

Rrd--r
B“SICWPUSJTIHNhDEﬁERlEIIQN=

The M0 Clerl e responsible Lo the Diviaion M%) Enginenr (o
malntenance of corveepondence F{les and eepling recard of
aclivitiecos pertain ing to Lthe oiflerent subhanctions under the
M0 See-t i,

HQJURHUUIIESMONUmHESEQNSIEILLIlES=

5 Mainlains (iles on correspondence between bhe Mo
Engineer and hia oo and uppre formatione.

] Mainbains rocord of e eports made by Ll (190 subses !l ions
on the aclivitios assignead.

1 Maintaing ececord of 1 Rave, awvards, punishmen L,
reconmendat ioos and Lhe olbafllf pecfornance ovalaat ion

reoport s,

0 Venps Leack of tlhe caorrespondence and puts up the same tp
Ehe M20 Foagineer fore his review and aclian.

o1 Povforas ather dubies ao assi gned.
DESTRED QUALTETGAT TOM:
. Eduralion:
NlTeast Mabriculation from a r eeoaniced institlution.
b Prior Work Experience:
VEArS enperience io Fowse Disbeibot oo relaled oflices.

. Language Froficiency:

Resconah e flustiry in writben and apaliert Urco. Jeal
relaloed worliing baowledge of Frglieah Languaga.

ol Eonwledge ol Specilic Areas:

Disleibution tines and equipment nomanelalure and
terme oo,

Good Fonowleddae of recorel femep g,

", Ahillties and Ghillg:

Ahility to bype.
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Ailily L nrganize records,

Muast b able te Tinlk coreespandence and relat el
reforerncepn,

"OSLT IO FELEMEN T,
. Superyvie| on_ Recelved:

Recejvea off peed supervision from Lhe Dj vigdion Fs)
Fnginee .,

h. Froccise of  Judgensnt,

Juddepoment an e haeia of the reporbts and corrvospandenee

received o sorl oot pelorily malbees e the pecusa
HEO Foegineey
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FOSLL LON TTILE: Complaints Clork (Level I, 11 2 117
Divieaioneg)

GIRALE . TGt
BASIC FOSITION. DESCIIFTION:

The Cnmplaint « Mleorl e responaible be Hhe Superyvioape
Emesrgeney Madint enance §or Lhe oporat ion ol Lhier fprea Compl agnt
Centeo b whirh he e assigned.  Ilie tesponsibilit jos jnr 1ele
registeal forny of cusbamer "no pewgep complainla and theie
prompl commimie at jan to Fhe Denteal Caomplaint Contie (o
reoclifieal jon. Hlea w1 asa e respina i b Te (e madobaining
Hpltodaleo cecned of All complajnte reiat ored witl e
compladinl el f i,

MAJOR DU EG AND RESEONS T BILII1ESG:
0 Dpresral me bhe A es Complaint Centre in shiflea ar asgi qriead,
0 Recwives  and el ora e powse ™ camplalng o vepoar Leel i

person or telephonical ) v by Lhe oot omep o,
o Prompt Ty common jeoa Lrs cuslomee e Power " complaint s e
Lhe Ceond rad Pomplaint Dent e e sphonical by or e en tejh
Fadio fas 1 he eaam may b)) for et jo fentiomn.

e Fladntaine galat ol record of al) complaints regial ored .
Lianeami e feape cebifleralion o Pending Leanemitl al A
handas over e SAame b hie feul el bocoanterpart .,

(8] Eosvema Lhal bl communications facil it jees avallable {n
him 0 e complaints Sentlee  (f =lephone and or adin) are
Aaluays 00 e aper vnarling condil §eorn. Feompeb Ty compl st s

Lhey teevand mAainl enanee b af Pre o s f troubhle 0 the
commianical jons trprinment

0 Pabis cognicance o emergent  cond i Lo wlior o Frices of
Lite and /o nraperty Ja possibile dos Lo daimaged penape
Pinvee anel /o et pment and 5o orme F_hg-)‘\Ff"mr-*r(jr-*nr'\,' Cr oW
Far prampt acl fean Aarcording )y,

O e tormes oblior relal e tabioms aa aoej e,

DESTIRED. QUNL U LEAT O

2. Lol ation:
ALl eact Mabeieo) sl §on from a cecngnised jnet § Lk ion.,

h. Feioe Work peviences:

Toypars in Power Dig Leibulion 0 (ices.
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e, l.,.a«tt‘;r.tac]rsa_,If'r oficiency:

Reraconal | e Cluency o mre il Len and o spolen Uedn,  Jeb
relalod worl jneg Finwaledgn of Fragl i eh Tangunnge,

el Enowladge ol Specilic Nreas:

Fnowledage ol et ihat ion Tinea aned e e b
Andh nomene Tal yre.

Genme ol Foowl colge of Lhe area tovered by the
relovant Complaint el re,

Familiza ity with tlem operation of twe way  rarlio,
. Nl ilies o) REIEN A RS

- Must b polite and pabient when deealing with e
cust omee e

Fees o byen Fhoveongh bl cone i ge in rereardineg
doseeiplion aned nalure of report ed complain o,

FOSLELON ELEMENT
a. Suiervision Fecoived:

Diroct =upecvision {a o neeived (rom Lhe Superviaore
Fmecgeney Haint onance,

b, Juelgoment Yo g dent fy bLhe pouer brealdown comprlaint o

whee pedoe ity at Lendanee is neceasar y Lo avaid losg
Pite and peopert Y.

138

nrme

of
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DESIRED QUALIFICNTIONS:

an,

FOSII

rf

Edeeez ot iones

Inbecmodiat e e (e o) y Deegreo heldor e by proamat {an
breom a0 Tovier povsil jens.

Crior Woel Fuperionem:
Flicvimom 17 veng o erperionce ceguired of aimilar nalog e,
NLililies and S s nowl erelggers

Steong commumicat jon slhilla in bhobh wedt Lenr aned
spolen Fogliah s e,

TMasic lechnicral Foowl el of Fleclbe {cal
Frogineece ing.

Desadl estdec bivoly witl prople binlh coslomners and
eyl e

- Foscens sopervicsory ol i lle Lo deal with ewnpy 1 ey
problom=s and dovelop peact teal solol jones.

Mbley b vl i a reaconah o mannor bo oA wide
vango of vl rose ol ailoal jons

TOM ELENMENTSG:
Yopree s ion oo el s
Fopea bee i e Dy b Supee viaen - Cosbomer Arconnt e,

Avad Tab Ley Giovidm ] inune s

Bividle i nee ave availabhle fram UOFDA marina ] S, policies,

Orareoie e anek o heos deeoamen o Pttt from o Uime bey b e,
Ftercinog ot Judgment

Must be o able b gl vee camples problems resall iag in
preopasals and T hoir dmpleamood al jon.

Nuthoci by Lo Fabe Sommibmenle s
it
Maluee, Lieved o aoud Purpose ol Lontacle:

Contor Le wilh BCEDN pieseaanne ]l as neeessaey in Lhe
ovecolbinn of responsihil il jes.
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Supervision tuercisod:

Supecviaes Lhe worl af hia slalf, planag Lheic woel ool
and aemsionmenls, peovides aosiol anee when deat ing with
romples adminialrabive problema, evalied oo peefarmane o
and ensuees That theie warlk g areied oub din complianep
wilh plane,
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POSITION TITLE: Sub-Division Qflicer {lavel [ & [ Nivicionsg)
GRADE Brs 17

BASIE CUNCTIONAL DESCRIFTION:

The Sub-Division 0Officer s responsible Lo the Divisfan Hanagner
supervising the custnmer services, service connectinns, maintenance

far
and

apecation of the distrihutian system in the Sub-Division with functinnal

quidance glven by the Divisinn staff.

HAJOR_DUCTES AND_RESPONSIBILITIES:
a Superviaes  all  Sub-Divisinn personne)  invalved in scheduling,

and

canrdinating al engineering aclivities pertaining to the customer
connort jan, maintenance, and operation  of  Sub-Divisian custaonor

related farilitios.

0 Dicocts the customer sprvice personnel  engaged in metor reading,
debitoe  contral, cinstomer camplaints, hill distributing, and the
customers’ requesh (or servicnp.

0 Diecrcbe  the program - of  eaergy sucrveillance within Lhe Sub-Divisinn
and takes carcertive aclion as necessary,

§ Divects the plans and procedures governing the prampt  restoration  af
servicn Yo runtomers,

n Parlicipatrs  and  asgisle  in presannel  and accounting (nnctions ta
Lhe  eulent  vequired by the remnoteness af  the lecabinn  of  Lhe
Sub-Division o ensure jte efficienl operalion.

] Cnsures  ranperation  and coordination ol  artivitias Amang Sub -
Divisinn employens ta enhancp elficient operation of WARDA,

n Worlks  elasely  with Divisiaon Manager Lo estahlish praograms and plans
fnr the improvement and Pxpansian  of the Distributian syslem aid
implemenls those thal arp approved,

0 fimaiste in bhe preparation nf the capital and aparaling budgets.

0 fssurrs  Lhat provisians of the Union Agreement are follawed by hoth
labhor aond management,

n Creparers  performance evaluatians and recommends nalary cthanges,
pranntiane, dennt ions, trans{ers, discipline, lrave of absenre,
hiviong and raleasp gf prrsans  suparvise and appraves Lhege
tarvwments and actinns far Lhe next lower level nof managemeni .

o Responsible  for Lhe administeal inn of Lhe WAFDA Safoty Feagram and
the enlnrremont qof salely policies and practices.

n Reads melers of indushbrial customers with demands  abave 70KW up  to

annEy .,
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JESTRED QUALIEICATIONS

Q.

i.

Educalion:

Rachelar's degree in Eleclrical Enginesring,

Crior Mork Experience:

Maintaum of 3 years! rxprrience in a Power Gystem Technical arpa.

Lanquage Troficiency:

Hust be fluent in writlen and spoken English and Urdy,

Knowledge ol Specilic_freas:

- Knovuledgn ol managemenl principles and supervisary nlills,
Requires an wnderslanding of customer accounting, marbketing and
cuslomor relalings,

- Ynawledge af the melhadsg used to malivatle paployees,

Mbilities and_Skills:

Nhilily to undersland and evaluate racummendalions made by
customer servire and engineering personne].

- Nbility Lo interprel policies and procedures.
Mhility to mabe oral presenlalions hefore large qroups,
Ahility tn wrile clear concise reporls,

Ahility to react ratinnally and calmly to stressiul situyatians.

POSTTITUN CLEMENTS:

.

Supetvision Received:

Reparts dicectly Lo  the Division Manager and receives funclional
quidance from the Divisian slaff,

fivailable Guidelines:

Has available perlinent policies and procedures appraved by the
Authovity and is exprcted Lo ensure teplemnnt alion.

Exarcise of Judgmeat:

fenquired to exercise sound judgment and arrive at correct docisinns
based nn policies and procedures approved by the Authaority.
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futhaority to_Make

12

ommi

=

ments:

Hales commitaents based an
within the limits qf established

the agreed policies and procedures and

linancial powers,

Natuce, Level and Purpuse_nl_Contacls:
Rogqular contacte with Divisian Supervisors, village Jeadrrs  and  Lhe
gearral public as necessary to ensure  timely and accurate

informalion.
Supervision Exercised:

Directly supervises all Sub-Divig

194
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POSITION TITLE: Supervisor -~ Meter Reading
level-I1 Sub-Division)

GRNADE « PG40
BASIC FUNCTIONAL DESCRIFTION:

The Supervisnr Mol ee Reading ie o esponsible Lo the S.D.0. and
perinrms responsible and difficult duties whi ch reguicres
Intdependent anal vsis, moderate] y entensive wdgment and

delai e oot edge of WARDA aned /e metee ceading wor s
Procedaros, Includes froguent Font acl o with oblher sechions anl
tlefarLornt o, some et e nal conbacte with e Lomers, suppliers
antl Lhe gonecal poh ] e, Supervises, coor dinales and dirocts
Lhes vl of othera,

MATOR _DUTIES AND RESFONSIRILITIES:
0 Supervisen . roardinates and dhirecls the mete) reacking
stafll,

o0 Mainlaine recards ane Filea mn

Lhe meteor reacing ane
repocls in o acoordance wilh the 1aid

g odown procedorns,

ry Svpeevises Lhe roadin g of Eilowattb-hour met oo in
aceordanice with dangl y schecdulme,
s Cavrrims onl Tipld cheeli ng dubides am proscribed in Lhe

appeoprdat s peocoloe e,

0 Rewiows repog La, data and informatson as it relabteos to
Lhe meley reacling., and checting theire aCcur sy .,

4] Eovmures (0! ] tpan meter reading preeptions and Limel Y
reolorn of molbepr reading cards and meber reading error
lisls Lo Lhe Comput ze Superyviaor .

€ Resfevs fope tnvesligation, observed unanthorized use of
enoray ., brolen ope damaged meters ancd aeala, abhnorma )

coneunpltion and questionahble tae RO violations.

0 Numislea Superviaor Customer Nocounbs in changes of
Wetabing mebeor voacd ing routes as anpprope {tate.

0 Makes recomnesndat ione on ating, discipline and obler
persannel matters as Lhey apply to the mapl ovees tnder
his superviaion.

o Dhservog aalety regulations and ensures Lhei IFooompliance,
5 Undertales ather cesponsihilit les as assignecd.


http:0ic:(:it.1r
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DESIRED QUALIFICATIONS:
A Education:

Inbormediale perofeealh) Y Deqgres baloer or by peomot §on
trom A owere o bodon.

b, Frioir Worls Experienc e
Mivvimom |02 years ovparicnee regoudeed of similar nature.
. Ohi)itiﬂﬁmﬂndnﬁhi1lﬁlﬁmwledUEl

Sl communicat ton skl in Fath weitten and
spoben Eoglish and 1y chu.

Bamic VYeehioical o) edge of Electrical
Frarinees 4nen.

Danl sl {oel jvp) v oeibh penple ol euet omee s s
emnloyres |

Fosrsan aupnee v SOry slille to deal with comp lege
neobilvmns and deve | o practical aolulions.,

Nhlrm to react in oa reasonable manner tn oa v icle
rangm ol altrese g siluationeg,

FOSTTION ELEMENTS:
. Superyision lteceivedy

Repoe L ool et ) y Lo Supeevisor -~ s Lomer Ncocoun s,
I, Available Gut delines:

Guidelines are availal le Coom WAMDO manaal Sy pnlicies,
procedoares and ol her doncuments  jasued O om Yime Lo time.

. Exercise of Judgoent

Moo=t bie able Lo el YEe oomplest problens oot neg oin
Proposales and Lheire § mp lement at oy,

el Qukhwuikymhmmﬂahw_ummmih

M.
/. Nahunvlmewmllwnndmﬁunmﬁﬁamqiwumntaqkﬁa

Contacta wilh WArDA personnel ag neceassary in bhe
aeecation ol rasponsibil g ties.,
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. Superviaion Euog g seaely

of his abalf, plane e wor b Yo
AsEialance whon cloal | ng wri b h
ratuat e per bormane e
comp i nnee

Supervises Ll agepe |
Al avsa i gomend e, e o
cvlncineg et Al §oves proobylome,

Loy ) e
WOl de ear e e ot 11

Al s e Y val e o

witlhy plans.,
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FOSITION TITLE: L5~11 - Meter Reading
(Level-I1 Sub-Division)

GRNADE: nrs-11

BASIC FUNCTIONAL DESCRIFTION:

The LS-T1 Moty Reading is responsible Lo the Supecvisor Mheetop
Feading (or met o reading sand Tine loss of qroup of {enders

assigned and fal o up challiems which reguire analyais, Leelgmenn
Anved odesl A0 Vel B ) eoge of WAFDA and for mebor o eacling worl:

P o e e ludos feooguent conlaet wilth customors and Lhe
reneral bl e, Supervises, coordinates and direrts the worls

b Meler Reacir s aders him.

1 Guprevisges. cooedinalns and divecls the melop roading
slalfl din the aroup ol (eedoes Aascigned bo b,

o Mainlainsg recoeds and iles on Lhe mete vracking acel
reports in accordanee with fhe a7 down procedorps,

] Superviens the ceadi ng of Lilowabb-hone motors in
accordance with dail y woeheditles prepare e bry Suprere v s
Melee Readiog.

r Carries aul field cheocl ng dulies as prescribed in the
Lair dovn procedornes.,

n Frepares reporla, data and informabion as 1L relates Lo
Lhe meal e roading, and checl ing Lheir A Ay,

r Ensures (ol low up on melter res esteepbtions and b me Ly
submission of meber ceaocd ing cards and meter readi neg seceor
Jistbes bt the Supervisor Metbor fiosdd neg.

o] Reters for inveal igalj M, ohserved unauthoeized use of

enscey, brolen or damaged meters and goal g, Aabinnormal
ronsumption and guestionable Loarjff iolationg.

r Nusists Suaporviane Meler Reading io changes of GHE R FiTe
melor ceading ool eg as apprape ial @,

0 Malos ecomnmendat ions on ealb i Nt discipline and olhee
personnel mabtbnrs as they apprly to the complovess gocdee
his aupervision.

f) fMheeeves salety regulations and easures Lheic compliance.
0 Unelerbakbes alher responsibilibiee as aswigred,
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DESIRED QUALIFICATIONS:

A,

b.

.

Educalion:

Inlevmedial o Diploma holder o by pramoticn (rom a Yower
poailiaon.

Eriop_ Wocl Experience:
Findmum 10 vearg rUperience required of oimi lar nature.

Abilities and Glillsg/l

10w ) edues

- Communication skills in bolth written and spalion
English and Urcu.

Rasic tochnical ol edyge of Elpcbrical
Engineering.

Deal oflectively with peopln both customers and
Ml oyveoes,

- Posiaesa supecvianry slillea o rleeal withy,

POSLTION CLEMENTS:

.

b.

.

Suporvision Reoei veacl s
Fepen L el ly Lo Supervisor — Mebor lezinel | ey,
Nvailable Guldelineg 51

Binidelines are available [rom WAFDD manuals, pol icies,
procedures and obthoe docuamen Ls dissued from bime te b imer.
Evercise ol Jucgment:

Musmt b abhle Lo Analyse compler problems resulting in
nroposals and Ltheiec implementat {on.

0HLh0DiLY”LQMHQUQMQQ@miLWBQLEi

MiT.

Nature, Level, and Furpoe al Contantag:

Contaclts with WAFDA peraonnel aos neoeseary in Lhe
mrectbion of responsibhilities.
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Supecvision Exercimned

Superviaon the worlk of h is sbafll, plans Lhmi rowoarls load
and asaignmend Seoprovides assislance when dealing wilh
comples adminiatpat {ve problems, svaluyat oo e {ormance

aud o engure e Lhat e work e careied oul g compl bance
with plans.
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FUSLTLQN_ILIQE; Meter Reader
(Level-I1 Sub-Divigion

GRNDE:; BFS-5

BASIC FUNCTIONAL DESCRIFTION:

The Hetor Goader is responsible Lo the Supervisaor Mot e
Roading /J.S1T et o Reading fare recording of mobore rearting
upto 70N Al cust omer s [ el e,

NOJURMDUTIES_DNDMRESPQNSIBILLIlESa

“1 e o das met o ceading of all customers upto 70K an mebepr
ceading cacede allobtUod beo bim.,

8] Forordes met ore reading on o melere reading card al cushomnerea
eEmimeses

0 Maintaine cocords on met or reading and reports in
accordance with Jatd denwn proceduarms,

ri Mhoerves ansathorized oo Of enerdgy. broben o clamagec
mebers and seales, abnoemal consunption and guest ionable

Carifil violal ione,

n Nuaials in allocation of customsr referonce Moo, &nd
changres of oy =hing meler reading roules.

) Dhaerven aaloby regulations and eneure Lheire compliance.
0 Hider talion o e responsibilicies assignecd ta Wim.

DESIRED QUALIFICATION:
n, Educal tone

AL Teast Hateicolation from a recognized institution.

. Frioe Warl: Experience:
years in Powse Disbeibut ion OFtices.
. Language Froficiency:

Rexaseonab e Fluency in weitten and spolien Urcdu. Jaoh
e lalad woeldng Fhowledge of English Fanguage.

o. Lnowlaedge ol Specific Are

Geneeal Laowledge of Lhe ares coveerad by the divigion/
=it vile b on.,
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o, ALTTibiees and S1)] |ee

st bes pedlite andd patienl when dexaling with e
sk onrsgoe

POSTITION ELEMENTS:

Supere v leian Receiveds

Divect superviaiog j= received from the Supsrviaor
il Uing Conlaenl .,
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FOSITION TITLE:

GRADIE «

B

S-14

BASIL FUNCTIONOL DESCRIFPTION:

thes Soperviaoe Custome
Diviaions) Ma
NEticer in Lhe civisional aff¢
coaorelinat tng wob-diviea

AceOrtiane s i

nager and funcbionally to Lhe Cusitomer
BLIer v

h pelijeid

o Seor vy

fnnal ¢
CL: S S RO

(S T

ice fae
st oo

cbiceg

MAJOR DUTIES AND RESPONSIBILITIES:

(@]

r

(@]

(8]

(]

W]

Foeig e

it jie
cerl beage
Aro ey

Lhaat el
. Lt
v, deh Lo
tIETE AT S

omer Se
ororoen
v oend
nooaceeor

Preoeerlig s ef Peotonl ty,

Foarveg oo

S v e
ot in
llr'-"').‘nl L

Nrizesl e

acth g

Fleveipone
preeraey ity

A ang o
Peanvelewead

maryvinese

Elver o cumps

rPV e
roa, me
roal and

Supervisor - Customer
(Sub-Division)

Ser

vices

(Level-11 Division)

responsible to the

LYl SV g T

ing anred
activitj

and proceur e,

activities, cuslom
ter reading, bil)i

hill

tanece with |

(11

st

Uoane fade handling of
App bicatione and changes.

Lribt ion
drvvn el

cres by

Gub--

Seoirvices

oG 1N

e
e,
e,

i

eo Lhe haodling of customor complainle ane

g Lhoes n

o e

hoioal

b o dinvest jgation.

nal e

e to

the neaop

or

i Fomegy Consecval ion o Load Management,

e,

ble Toe Lhe (i) v peeparab ion and submies
0 and conceenmd

el vepeet

oy bl
o et
arvel eveqord

= b BD

[rr e e
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e eannes
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ber the n
Atvel o A
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e oan

mesnk of
el fase

et jom

aof {3

CE

pear o,

upplies A

the maintenanece of

for

st

rboproeetor e,

tesbomer complaints nal,

roper pose
AR ETATER |

©soy e
100 anc

sabisfactory complelinn,

Eryestir g
lLoigepineg

Feasipons
sbabial

Mrovides

heopor record koeping of
of 21} corcespondence aol

ble for |
cal ropeor

Leaining

he peep

tes,

Loy new

tlepar tm

sl b
sk, f

fol lows up

arab ion

asbaff

o w

for A
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hi s

(R THTC] SEEY Y ARV
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e s

customere 5tal ie
Leamamittal of

tstomer v

secbion.,

w10

el
of

i

ant

of

(e ]

tftice
nrodinvestigat ion

Livs
ll-"(L»’A..

antl



0 Enemvron adogoln SR Dy
supp by and handeonts fore
nllice cquipment 4o bhe

8] Flab-ers v ocammondat ions on
frecsonne ) mat bope g they
Whie eonlpeol,

0 Nhesme e mafel y reogulald

0 Yhadese bt alimg othepe o PEpoOns

DESIRED QUALIFICATIONS:

of ol (e
Ehe mainbenanco of

seryicms aeet don.,

formes,
clusmt omey s
cust omep

slal ionory,
o

rating, discipline aoed ol hiee

apprly to the emp lovens ander

ons and engsures fhedre compliance,

ibilities as asai g,

a. Fducal ian:

tobemeel i mb e @ity prafeceerd Bachelop ' s decr e,
. Frioe Worls Exp Briences

Mindimam 120 yeare ospmeionem pthin WoEDn.
v Nbhilitios and S s/ bnowledge t

Shiong commmication el itle |

spaken Dol tsh and

Deal olliootjvely wi
emp loyeneas,

FPossoss supmryviao: y skills Lo
freohtoms aod devel Op practical

Nby e

(NETRTANES

in a
sleemeufagl

tey e

o f
FOS 1T LON E‘l_JEI'IEI_\I'Iva:_
A

Supervision Rece vy

Beporbs directly Lo fChe
frinel ional y Lo Hanager

Mved Table Guidel jne

Grvidelinms aro available
procediacoa and alliee dee
o Erercicse of Jud gment s

st hee albile Lo anal vae comples

propocsals and Lheir inpl
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bbb owritlen and

tedua,
L people both

customeors anc

deal with comples
sorbabiones,

reasotab e Le

situabiong

many e a0 owirle

"

rural Sub-Divisional Flanaaer and

- Dusbomer Servieces,

from WOPDN manual Gy policios,
umenbs iasued from Lime bt Lime,

nroblems resulting in
emerntat ion.



o.

~

[

fulhority to ladie Dommi tinenl g

Hae o)) Aulbior ity Lo males commitbments o fhe Fesvem]
arthhor e by Lhe rorat Sub-Diviainnal Manager

Makoure, LlLevel and Fure Rose of Conbacts :

Contacta witl, UNPEN ot sonne AL NecRsaary 0 bl
ereculion of ceapone i litimpe

SUnOrviGon JErerciand X

Superesinea e wope of his ataft » Plans theie wop e
Ao amsignmenl e s Providme g

wilth plane,

205

istance when deal it with
compler administ pat §ve problems, cvaluatmg free for mance
Ao ensares sl phe feoworls de cnrge e out in comp liance



fff(J_Fi]f'T’IDN4'_[{1_:[[_[5.:. Supervisor - Customoe Assistance
(Sub-Division) (lLevel—II Division)

GRADE : RFPG--14
BOSLC FUNCTIONAL DESCRIFTION:,

Ther Sopervicoe ot omee Assislance iy rezponsible to the

Suprers i e - Cnsltomer Services for cust omer assistance,
b o doapci e dese aned cuastomer rocords, Frisures prompt and

Faie mervice to now and ey sting customer o,
MNJOIR DUTIES AND RESFONSIBIL ITIES:

0 Reesponaib e for a) oustonsr inquiries and cust Cme
canlacl on advice of a routine alare,,

s Srper vises all oo oyees under his oeclion as Llvry malie
ot omer cont act,, Frisuros thalb custamers ae Bl b with
Aaccording to bhe quidelines sslabh ) st by WAPDN anel
appropeiate Goveronmeotal awbhenr | bie,

0 e e e ampt and Cade e ice to all eristi A nee
b omers,

¢ Fonpoansible for file mainten ance ol the customer records .
Phie peopee and L melyv hilling of new cusl omers and
rrialing costomers whose meters are changed anc/Zor those
reconnected after a Lenporare vy odicconnest {on.

s Enoedinad e with Lhe Supervisor U0, in Lhe Divied ono in
vepisl ecing new applical ions, obbtadning coastomer Wiakor v
P cnnilomer dnquire inn, and eraercising conlral on
Leanemil Lal of dal a.

r Coreetinal o with bhe Superviasor Sorvice (or all pew
conneslanng,  ceconnesl {one » disconnections anc e ot
pemeeea e,

0 Frociedinal e itk Supervisor Customer Occeounts | e
Abtencdiog ta all billin g mrlented customer complaints and
Prenseing recontechion order e,

" Fosponsih e (or pe oper o ane bdmely bAi 1l diste thod ion
wibhin the Sabh-Divieion. /

I8 Pt ors cosbomere complaints not seollled within Lhe altice

Len bLhe propec person op depactment. (or irvest pal inn
antel /o anthorizalion and follows v o amsure
saliclactory compleel jon.
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(4] FErsure ez, Broper erecord ) BEPINg uf cust omer s alatb el ices
and  Vewrge g oof all copp wEpondencs and e anamiltal mf
tlel o,

© Feaponaible (e Lhe pe Bparabion of al)] vatomer '
stalislical e tes

0 Froocveiches 1 raing L0 ey s f | vider hio gectian .

(&) Fhsin oy adcesepial e SUPNLy af forms A T ey, of {4
SO by and hecidont e for customers and the maijn Lemiance of
aECiae mepci pmen | in the Custome Bervices Section .

(& Fladhemes popges Ommendal i ons or rat Ny s ip Y ine and ol b
roersanne Lomal bog e g Elhieay appl Yy ober bhe emploveas e
nNiE ool el

0 ey vom w ey forly renulalione And et e Lheir conplianco,
0 Plovedese b ey it hysp resnonsibiil it iong aBs i gned,

DESIRED ounlt FICATIONG :
A el al qon Ve

Poclesemesl s al e prelocerably o 2oree holoder o oo Ploma in
Flewteical 7 wpitmee e,

. Prior Worlk Eurpepi

eoce:

Flivvion o YESrS enperience in WAFTIY,

. MNhd T oAand Gl nowl e

SLeong comanest lon skille i, bath weitton and
“paken Foglish el Urdu,

Deal of foct {vel v owith peopla.

Pommeae supepeg e Y oskh s Lo deal o PLI comn | e
Problems and deove Yop practical sobutione,

M le 1oy peaet i . reasonable marne tor & wire
Aange ol et g Silualions.

?DSJTIHN,ELEMENTS:
. ﬂunwuvimipn,ﬁ@t@jymd;

Beoparte oipeetl ) Y Lo bhe Supervisoe Customer Sprvices.
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b,

d.

.

©.

Nvailable Guidelinma:

Guidelines are available (rom WARFDA manuals, policies,
proceduares and olher documents issued from Lime Lo Line.

Grercise of Judgment:

Fhast he able Lo analyse complex problems resulting in
proposals and Lheic inplementation.

Aubhority to Make Commitments:

Has (ol ] anthor ity bo male caommitments Lo Lhe level
anbhorized by Supervianrt Customer Servicas,

Mabure, Level,

Contacte with coslomer Baogovernment agencies and other
VINCDY e sonne ] ag neRcessary in Lhe avecub jion of
reaponsib i it e,

Supeevision Frercland

Superviaos the work of hig sbtaff » pPlans their worl: load
atid assignments, provides assiashbance when dealing with
romprles administeat ive problems » Bvaluales porfocmanee
andpnsyres Lhat their work i care ied ool in complianee
with plans,
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F.'QSIT.I.ONH..TLI‘L-.EE. Sentor Clerk
evel-11 Sub-hivigion)

GRADE : [FEg-7
BASIC.FUNCTIUNOLWDESCRIPTlQNR

The Sendiar Dleclk o responsible to the Commere £ioal
Suporinlondent, o respective Section Supervisor Clerical

Bervices i Lhe col ael o and mainlenance of stalistics and
customere data as veoded (o the billing, debtares o ousboner
SEUVIemT e ol e genoral dob deeg,

WAJOW_DUTIESHGND_“ESPDNSIBILITLESR

Wbhin the Timibte of approved Castomer Saecvieos policies and

I B TR I AVA I RV T Uim v e e
“ Madintains dala o egarding billing, debtors s NEY
convect ioneg, DUOSROCO/MCD el » mibhin Customer Qo vices

Mt Eicm,

0 Nesistea o Lhe pe eparation and mainlenareo of records andg
roegialeors o Aansigned by Lhe BUPEE Vi soe .

0 FPavbicdpates in eollee Lion of data r egarding trana(ormer
Pavael managemeant, Progeams, loaad (orocast ng and systemn
erpansion vl impreovement stod e,

8] Cevbnrins alhoe dutios ae assignec.

DESIRED QUNALIFICATI ON:

L Eduralion:

AL Teast Mateiculation from a recognized insbibalion.

b Priov borl Expecience;

Hinimum af 910 years experience in major funclionsal
Areas of Customer Secvices o related of fices.

C. Languagm Proficiency:

Peolicioaot i wriltbten sl gpolen Urcus  Were )4 ng knowledoge
ul Eneglish lTanguage.,

1

o. Lnowledge of Specilic Oreas:

1

tachnical Enowledgs of bhe disteribution systemn and Lhe
asnocialed inventory and cost ing.
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. Abilities and Skills:

- Reasonableo commund ea Ll alille i b Elv v b Lene anel
oral foermg.

- Technical ability to boplement instructions eom
sUpervisary staff.,

FOSITION ELEMENTS:
. gupecvision Regeiveds

Under general dicrection af the Section Supervisoe,
fallows approved polici RE, criteris and standards
oatablished,

b. Avallable Guidelines:

Receives guidance from Domnmercia L Superintendoent or
Sroclion Supervisars @n nolicies, procedures and erei teria.
Hae approved slectrical stan dardea, enginese ney ralea and

saloby cocoe,

. Erxercise ol Judgment:

Judgment and professional in tegrity ie reaquireed in
] ¥ C y
imehacge of hig dubias.

o Aulborily to Make Commitme

Devees ot have act e 4 Ly to make coomitbmenle.
@, lﬂaLureimLEVGljmanUMFufpgﬁemmﬁmﬁunL@ﬁLﬁa

Frequent. contact with technical and non-technical fimld
and operating staff to exchange job related matbers.
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PO T Frrers Juntioe Cler )
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Gl . Ny
AN SRR B RIRIRE o FRINTAY DEGORIIT 0N,
P her dJoavingy (Db b rreeapansib e Lo s f:()f(lﬂlfz?l‘l.f'iq"%_',

e int caelea g e b bve St oo S s s (e

vl csanees el ey DEp oo P ey g Eroping reeard of

TR IR A e b g e 1 e e et ctbreree G ey e f et ryner
R R N IR T [N

DT T TES (D RESPONS I RIL TV IES:

“r Pobnd o i ton an eor rrepordence bebupen Lhe 060 anr hig
Fevorr sl vpmer ey mat e,

0 Flint cdne v g of Peparte mado by the Q850 sulrvaec b ong
L 1A NLEE 1l U TR PO (g .

*) Plsinlaine tocone o Levavym . avnpete Puniehumen s,

veecunmenieba b S o s e al af f perbormanee e ool fen
v e

“ Fovepres beascl e e vorresponderes ol poasl e e Ll same 4
Vhiee Sl ooy Sopercimar far b e i e mnel e e,

0 I T O T N FYET R A TRY N v, Aavsd el
DS rEnD agnlL e CATION:

Palocat iong

OF Peeil L e de ol dony (o nmesc eacognized dnali ol jeg,.
b, [ iose oy |- e imnee s

»

VITTE G e b e e e iy G L eimee e Sewprdcee mp pe)ab o]
Ot e,

. Language ool i ioneve

Provcmyialy bro g Prveney G0 we i Lhsn sl speolieny Hedoa, ek
Felsbord v b g b el of Frgliah ) arncuag e,

l Encebeddage ol Speci i Areaa;

Bovid o besdops vl ¢ ereypee Eesapying

"\

. Ghililiog el Gl Ly

Nhilily Lo ey v reeneye]e
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BEST AVAILABLE DOCUMENT



1. - vl . . . o pmy g . |
Pt hos aliler 1y 1 il careaspondencs anel rod sl ed
e i o,

COSTTIOMN FLENENTS

o Buperyvision Received:

Besrevinces o el Supervision

fraom Lhe Commercial
Sopeednt onedes ) e

Section Superyvd e
. Paremro i oof ) velepmeryt s
Jedrpmin b oy 1 e

Boavia ot g repoete andd corcospondenee
reveevisesel by oo !

onloprdority matteee o Lher povasal of

Pommer cial Soper int endopt op Gepe Lion Supee v e,

BEST AVAILABLE DOCUMENT



PUSITIUMMTITLE; Nill Distributor
(l.evrl-—-17 Sub-Division

Gleniz: nree-.x
BOGTE FUNGT TONNL. l.)lf{S(I‘.RIl’f'_ff[(.’)N_:v
hao 0 b DEet e it o it oresponaible Lo Lhe Suporvisgor i ling
Conteol far the et ribulion of bhitle At bhe custome o
peemibses i bhe aema nee i aneel ber him,

HHJUR_DHrIESMGNDWHESPQNSIBILITIES;

" DI-teibulon bille al cuslomers peomiaas i, ) her area
aebanedl by [ e Supervisoe,

) Pvinebavioms Lhes i f 1 (o, Livery bool for e Dills aeeigued
s Dim,

" Comndinat ove willy 1111 Deapabole Blerl i o enpee o
shomprboeg anal separal fon ot il e,

“ R B S R O coprbal tong and eomue e Lheie cop i anee,
) oo bad s b fyesgs reapomsihi bl doe aegei aned ey fvim.,
DESIRED QUALTILGATTON

o Fedacot oy

OV Tt by Genlad o | rom- A recogriezed dnalibol o,

I, e done Woet Alperisneen )
SR ey fhne e in Fowier DUab e bbhal ion 01 ¢ ieimes,

. Lanrpare Proticiene yr

reveeseneatb | Frovsove sy e we b b aned spolien Hed, Jealy
e balaed e 1 ey Fovena ol o Engl ish Lanuacge,

el Enow bedgn of Gpee j (i Oreas:

Goner al boow b edbige o e areaccovered by Ll olisie jon s
suh divieion.,

. Obibilies and S 5L

Flhast L ot i be andd pabicnl when dea Lig with the
e omeroe,

" BEST AVAILABLE DOCUMENT
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PUSITTON_ ELEMENTS 5

Sogresrvigioy Voo i vy
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received
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from Lhe Superevisor



RUSII{QNMILILE: Supervieor Service Connect ionsg (Lovel | 3 qj Suh
Diviafong)

GRADE . LIRS A A
RAGICAEUSI|IQH_HESQB[EIIQN;

Hhe Superviga, Sorvice Connncdinng je respousible 1y | pe Sub o Bivigiona)
DECieey Lo whom he  jn assinged, He  has responsibility  for e
coardinal ion, and assiatance ani supervision af the yopp invalved 0 hp
mancbioning  and inslaltation of Lthe overlinag Al andergraund npg srryvicn
rornectinng alanguith Lhe asencialng pquipment ,

HOMOR Dy geg AND BESFONSIIILL[IES.

n Clane Gnw o mnpvien conneclinng oy Domectic  any trimmercial  caingarjeg
lgener o connectingg) nf upbo 15 KW Joay bar appeavai by the gon,

" Creparee s, and o oprapnees plan  nf Service  far Qe new sepryvicn
thmorcd ion fabayy s FEont gonnya loasty 1qr roview  oany appraval o hy

e conpnlant oangs haritieey,

0 Arianges malerial amd suprerviceg [hp consbraclion ol cugtomes setvice
For new connoct jans At augment abion of reisting lnad,

n Suner sisen Lhe ineslallatinng nt t(*;umfnrmr-‘rt:, line volbagn regulalors,
tapacitay hanl s, tneps, swilches, rerlosersg, nnrtinnnli?nrn,

Mreslere and ol oy disteibulion sygtan Aanipaent |

3 A reenmaondaling np thangns pretaininng 3] impravensyt nl
dicteibhul jng linpe,

9 fimminte gy divocting  warjgus phazes  of tonliacted work  suep an
oy e g i anderagranndg line cnusfructimn, lrpe lrémming.
rightonl pay rleaviag, stenrlgrn painting  and fonndatione  of and

pervices bhe eann e required,

n Pl on teanperaliong ang coordinalion of activitioe anong enployers tg
Pohanee ol {ipisnt nperalinn of activities,

0 Fosuies that rrovicionn ol fhe Habon Angreement arn follouwed,

f Nemists in Lhe rdministeation af e Narnn Salety Program  and Lhe
raloreeaent ol aafely policies and praclices.,

BESIRED BUALLIEICATIONS,
T Bducationg
Soyears Biploma in Electrical Enginerring,

he Prioe Work Experience

Miniaum of Q n I vearsg exparience in a major functional area of
disteibhut ion weyrl .
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€ Lananage Proliciency
Maed he preaconably [luenl In written and spolen Foglish and ey,
d. Knnw)ndqn_nf“Spogiflc”prns

Techiical Fnauladge of Lhe distributing  and ubilization ot olpririe
prnrgy and the ennipment .

", nhjli[irg‘audNSkil)$
Strong weitbton and oral rommunication ski)lsg,

Teclinieal Fnowledgn nf construrtinng sltandards, maintenance
Lechuiques any eqnipaenl nperalion,

POTITIUN ELCUERIG
. Suprrvision Received

Huder  Hiiorling  of Lhe  Sub Divisional Oilirer follgus approvod
policies, ceiteria and palablishad standards.

he  Peaitable Guidelines

Nvailabhle  consbencting  and aperalion procedures, standards schedules,
Tervice rules oand salely codnsg,

ro bxeccise of Judqeent,

teebeeival Gudagment | disceol fun and professional inlegrily is required
bnomaporviso woel ang assign prrsonnel,

o Anbhog gty Lo Hale Commilaents
Har anthocity bo make comaitaent on approved policies and procedures,
. Hature, Lovel and_Vn(np;g“u{"anngL

Fontart  with  torhnica) managemenl al Sub Division/Divisinn leve] and
wille Liold povannuel |a rxchange views on joh related mallers,

r. Suprevision Dxercised

Biroel wnpervialon of arsigned porsonnel and 1ine stall,
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COSITION T)1LE:

GRADE: Brs-12/14|

BDS!CMCQSIIIUN_DESQB[EILQNL

The Supepyien, NCO/RED g
whom ts  assinged,
supervision of  {he work
metnr change  and enuipment
electiic saryviep a5 por
Otlicor,

he e

UAIUR VUTIES _AND _RESPON

SIBILITIE

Supetvieny hro/reg (Level 1

tesponsible {g
hasg
involved

directions

i

i1 sub Divisiong)

the sab Divisional orijcer to
responsibility ror the coordinalion and

in the discunnec[inn, recannectfon,
removal activities related tn  customer

received  fram the Custloan: Service

o Directs and  supervises the discainect{on and reconnection af servire
tn coordinatign #ith the rustoper Service section of the sub-division,

no Directs and supervises Lhe tmplementation of Heler Change  Orders iy
Equipment  Remgvsl Orders related to relevdnt customers g accardance
dith the infarmal ion received fibm  the Division Custoner Service
Gection,

0 Hainlaine recopd and  submits relupn ol  iaplenented and/or pending

DEOYRED and MED/ERNS (g D0 dnd the Cugtomer Services Officor.
n Ensuees coaperal jon and coordination of activities anong  eoployees o
enhance offjcipnt aperating gt activities,
i Foeurne 1 gt provicions of Lho {njan fNgrepment arp followerd,
n Aesicls  ju thn AUministralion of Lthe Waron Safely Program and (he
mulnrenmant of salely policies and practices,
BESIRED BUALITICATaNg,
. Cducation
Toyrare Diploma in Eleclrical Enqinegring.
e
e Pelor Nerk Experience
Wind-um af 9 15 10 RIS Bxperience in 4 major  funclional area of

dictribul inn wor e,

"o Language Pralicieacy

Feaconahly fluenl in written

and spoken English and Urdu.

. BEST AVAILABLE DOCUMENT
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Knpwlgdgg_gi_ﬂnegilié Ardas

Technical koowledye of the digtedbutinn 4nd utittzatton af electric
Rnergy and Lhe equipnent.,

Puilities and Skills

K

- Strong written and oral tohftunicdlion shkille,

- Technicat knowledge nff tonstruction slandérds, maintenance
Lechndques and equipment doeration, :

POSITION ELEHENTS:

.

Supervision Recelved

Under  direction of the Sub Divisional Dilicer follows approved
holicies, criteria and establithed standards,

vailable Guidelines

Available  construction  and operallon procedures, standards,
schrdules, service rules and salely codes,

Exercise ol Judgaent

Tochnieal judgment, discretioh and proflessional integrily is
required to supervise worl and d8signed personnel.

Qubharity to Make Connllnents
Has authority tn male commilment on appreved palicies and procedures.
Hature, Level and Purpose_of_Contact

Cnntact with technlcal management al Sub Division/Division level and
witle field peresnnnel (g exchange views on job rplated matlers,

dupervision Exerclskd

Direct supervition of dstigned personnel 4dnd line staff,

BEST AVAILABLE DOCUMENT
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FOS T

LGiinnr

YRS

OB VUL Sentor Clerk (Gervies) (Levexl T % 11 Suhb
Diviaions) '

: B

LOSTTLON_ DESCRUP L0 :

Ther Senien Clmp e o responsible Lo bhe Bupervisoar Sebvice

Feone
el

Feovaael

MOTOR

€

(8}

L8]

()

0

chiems e pProcessing and roeoed ok
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