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I. INTRONDUCT TON

n. GENERNL

N menidng of HSATD, UAFDA and FPTOT, was held at Lhe

Liammit Ler Ranm of UNAEDA Uousn on Mareh 2. 1Y, dn whiich
Lhe Mhadicman HAFDA appreosaerd bl roor aanicalional sbeoeture
contained o this repnrt based on e premise that Lo
raoraanisal fon was bo he Smp Yeaented ol 6] iz irg the miiating
L% Y A

The vencganization ol [he Divieiones §e refarrod hoeein s
Lhe Fasces1o0 Deganisat jon. Lovisl ] dis bhe fnitial
fmplomentat ion etep of o possible three step inplement ot jon
apprnach ITeading o an oraartizalion baser upon P he Foricdbe
ane Shedibhopoeas Moded Divisione. N (o commece jal

Frane Y jone, Commerciatl Feocadores Manoa ) (Compober il ing)
Valtme 110 e Fdibion, January 1A%, ns amendod (rom Lime
Loy Vimes wi 11 cemain in Loren,

This report presenta s Hevecintinn af Yhe ey ooy aanizalion,
organizatdon chards wilh yardat jelba, o sounmar vl Lhn
chanaes, the aeope of  Conet joned responzibililioa, teoining
ol Vinos and o decceiption af the oew and /o avivi Lokl
provedurens bhat witl be gzed by Lhe (ieli Corand fene.,

Thee fhganizat ion Chart  on rrages La oand A chows Lhe Dioieion
ardanisatinn ander both ovistbing and eeor ganioed L eovel-],
Vardabicba approved pee afCice acdeor 31 (9 TR () -

TRTA O O T SSIRT 820 dateae 70 Mguest 19920 and amenderd from
Pimey 30 Uime aro chown an on organizational bhasis o the
Disi-=inn MHanager, Costomor Sepyi e, anel Sody-Div i s on
tremstiong in Cignros on pages 200 F and 4 rosprolively .

BEST AVAILAR| £ copy
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IUISION
HAGEHENT

Division Manager

Stenoqrapher (Gr.11)-1

MANNGER’S OFFICE
ORGANIZNTION & YARDSTICK

| Y ]
NDHIMISTRATION NUDGET & ACCAUNTS PLANNIMA CUBI?H[R
SERVICES
Surervisor Divisiona Planning
Aduinistpatinn nacount n Supervisor
ccounts
See raqe
) #3
r 1 ---—--‘ COMPUTER I
Fersonnat General Services ficcount Draf tsnan
wﬂ Clerk-
Sr Clerk | St Clerk 1 _
Prcord [ﬂ Diary/Pesy. Jr Clerk [;- Tracer-2
b~ Xeevor-| Clerh | - 1 05 2
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Jv Clerk 2 w
= or
Service DBaok: SUB DIVISINNS
See page # 4
Drivev (1 for each vehicle)
Cleaner- (1 for each bravy vehicle)
Chawbidar | /1 additional post for
serparate inde;ondent
b lding anly
Jueeyer - |
Hali 1 (Only fre independent nffice
vith lawns)
Maib Dasid 3}
LIy 2

.

-y



CUSTOMER SENVICKES OFFICh
(FOR 103, @3B CUONSUHERS
LEUETL-) DIVISION ORGANTIZATION — 9ANRDETICR

CUSTOHER SERVICES
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A . N ."- i b 3 ——
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Drots] . Cou?e:clzl \ te Supervisor o2
visiona superintenden er \pervise
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Cash Fus!onér [; rc Operators-2 Blllln? ' Dehfor
Recor Con £ol
1 Sr Clvrb 2 |od wou tr er
Je Clerk 2 Sr C erk-z
Jr Clerk-{ r Clérk .J Sr flerk
FJ(OnE- ns edch (Orie for {vo
19,400 ons—‘ Subdlv{slons
uKers par par
thereo?rl 2 ereoL A
5n?ra| Jo 1 ?nf S?uu fv:
bt Sr Clerk | - m r!‘ ‘ LU
Sr Clerk |
fr Clerk-2
{ ne?r’rl & vAp- I . leyal
ate P er eading
(i lecord) Cant rof 1 Sr Clerk-1
J{TCITrbiZ e (OSr Flerk | ¥% EYANPLE
yris ] ur each —
B Cons - Far 40,000 Consuners
PDattri-1 uners ; part 5 Suh Divistons
thereo
Haih Qasid-3 Sr Clerk
- Sh wkidar-1 e 1
Tost ll Dl
flice is - Despatch
located in
indesendent Jr Clerk-1
hui lding) ]
Hall-1 i
(On 11 (?nc or _ Bill Distribntors
an ¢
an |nrerend- i ONE PER 1859 rON-
ent huilding
with lawng) turusog or 975
SUH RS OR MONF
Sweeper-{
" rxﬁnrlt
Data Control Yor 40,000 Cnnsuners
prrg
Sr Clerk-} Sr Clerk Jr Clerk
’ 9 1
Enquiries
Posny
Sr Clerk-1
- Saies, o 7L SR A Y DU bt 0
3




SUB DP1UISIOM OFFICE
(FOR 10, 900 COMSUMERS)
LEUEL-1 DIVUISION ORGANIZATION & YARDSTICN

Sub Division

fficer
Chowkidar - | (Srcond rast ol Chowkidap may be Driver - | for each ut?&cl‘ as per Authority’s
r lowed where the Sub Dlvlslan is arproved yardstick
veatled in an lnderrndvnl an Hatd Qasid - 5
separatle buildl Sweeper - 1 (Part tine)
I 1 1 . ) -1
GFNERNL SFRVICE METER READING 1.0 INTERANCE DCO & RCO
CONMECTIONS . & COMPLAINTS Supervisgr
Superyisor BCO/RCg
Personne! Sug rvlsor 7 ?r COEPEﬁ%NT
er
Sr Clerk - | Connpc ion! ending L)) LS-1i (1)
JR CLERK-1 SR CLERK-] l_- I5-11 SUpy p UL S \
-~ ?mmmm oo HXINW@& UHW@E
665 HOgE Tﬂﬂg & COMPLA]
3 CUSTOHER LEN-{/7L0-1 ()
UR%ﬂH Qae LS-1 (1)
TYFIST- | IM-1 (2) Ly ML
frows - ’ 1 l 4
HETER READERS [LPH-T1/715-11 (1) | s- n (1 | 1s- u (1)
JR CLERK-1 ALK (1) Eg soon g R 1 P4 1' INT URR AL CITY COMTL iﬁ« COMPL.
e Rgco% b mmlr ?583 ﬂ}ou- ] e %gﬁ ‘ lmrgﬂ e OEW
KELTER PER 099 U CU TON I HPROUEMTS . NREAKDOIRIS
FERS OR PARI IWEREOF IH-1 (2) kﬂ'l (1) 1H- (3) N1 (1
OF 400 OR MORE LH-i1 (3; ~11 }l) LM l 23; LH-11 (2
AtH LN 3) ALK 7 17

HEH COLMECTONG ¢ |vnnvsncx
LH-1°(2), ALK (4) 10 INSTALL 2 GEMERAL comzcnons
AND/OR 1 THDUTRIAL/ TURFHELL, COMNECTION PFR DAV PREVENTIUE MATNTEMANCE,
SEMIOR CLFRK (1) 10 rnoctsc NP SFERUICE COMECTIONS AND f. nr svs:rn MnlrnENnch
AIGHTHIATION OF LOAD CAG EH T0 MALNIAIN 350 leoNItgg oF
-|| (1) h&"t on PART THEREOF (75 KILOMEIER OR
PCO/RCO/HCO/FRO: nLN (3) THICE YEARLY.
LH- | (zg AND ALM t4) FOR 10,000 CUSTONFRS OR TART TIERFOF
5060 CUSTOMERS OR MORE B. LT SYSTFM BATHTENANCE
ONE E REH TO ;NInlN 359 IRnNsr?Rngg
THFRGENCY ﬂnl;nr:mnct; LM-1 (D) FAC] lTlES OR_PART THEREOF 175 TRANS-
A: URBAN/RURAL MAJOR PRFAKDOMNS LH-ll () FoO NFR FACILITES OR MORE, THICE
N-1 {1). TH-T11 (1), oLM (3) HILL orarrr FROM OHE nLN {4) YEAR
NCATION, STAFF FOR 10,048 CUSYOMERS OR PART THERFOF :
5463 CUSTOMERS OR MORE. c. %u gvgiig §¥P§§U[?t"}5 . ;
n. ﬁS"Kh“"" oF r&gf ngfn? tgycz.cnggs u?uﬁ GR 0 égﬁiv oJf Yﬁ%ﬁ 5
OMF. C INT orr&gt ToR goeo 19 aggo CUSTOEERS OF THE LY SYSTEM AS REQUIRED.
OR Pﬁﬁ' THERLOY g @ CUST
COMPLATHI OFFICFS TO RF ATT ED BY CONPLAINT COMPLAINT CLERKS - %ron Engp SHIET OM URBAN
CLERKS ONILY LATNT OFFICES <3 SHIFTS DRAILY).
OMPLALHT SIAFF ] EI READER FOR TUBEME MHECTION s
aORNlNG sn?rr - lﬂ»! (ll THREE SHIFTS - § p L ADDI IION I EIER R on 250 ﬁunrrghb
kn- ! hH Io OPERATE ggon OE | C ltCﬁ OfS Iur or ( lCl E NS KORE TH
1M ZI ¢ }RRL) LOCAT 125 10 LL c criof
FURNING SHT rﬂ-x < % ~|SIAFF FOR 10,00
LH-11 () cusroﬁtnsggg PA LEAUY. RESERVE rosri sunLL BE pnounnrb P 57 OF TNE
LM (1) THEREOF 5 10TAL ST RENGIH OF 15- -11, IM-11, NND ALN
NIGHT SHIFT - kgi'(ig) CUSTOMERS OR MORE IH EACHH CATA
RURAL - ONE _COMPLAINT CTINTER FERY 8 TO 1@ KILONETER IRhlplNG RESTRVE Posrs snnL 4150 BE PROUIDTD P ?
OF RADIUS FACH OF THE TOIAL STRENGT S-1, LS-11, 1H-1, LR-IT,
COMPLAIMT STAFF THO SHIFIS - STAFF A ALH- T Incl cat nconv
AORNING SUIFT - IN-11 (2) |DIVIDED QUER TME PRESENT quorn OF ?/Ltnuz RESERVE P05E§ OF METER
ALA €3)  {CONPLAIMT CEMTERS. gtnbtn AND BILL DISTRIBUTORS HAUE BEEN [NCRFASED
RIGNT SRIFT - IM-1 (1) ISTAFF FOR 6600 CUST- | DY 187 I! BF. HORKED A Ot THE BAIS OF SANCT]ONED
LM-11 (1) |OMERS OR PART THEREOF| STIRENGIH OF STAFF [N EACH SUB DIVISION AND REVEMUE
LM (3)  |3R0A CUST. OR HORE. | OFFICE.
Lispoury 4
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T.

ORGANTZATIONNAL CHANGES

Division

The Level-T organiszabion basically consists of the following
changes (rom entisting oparat inns:

N:

fdministral jon:
l. Organizal ion

Tn the curerent organization of a typical division, no
administrabtion section exisls as such.  The following
stall j= engaged {n performing what, may be called
arlminicbrative functiones:

Title BES Mo
Hoad Clerel: L1/13 H
Stenn 11 12 i
Gr. Clerlk 7 2
Jr. Dler): ' b q
D diver : e 1
Maih Dasid i i
Swmppop 1 1
Ml 1 1
Chewal i dlare 1 1]

In Lhe new =set up, an Administration Section will b
crealod with Uhe above mentioned staff. Tibles of the
witisling shalf will be changed so that the Litlees match
Lhe natuers of the job sach employee will pecform.
Feallonming will bhe the nes Lilles:

OId Title BG Mew Titles

Hevadd Clerk 11713 o Bupervisor Adminislrabion
Gr. Clerl: 7 - Senfor Clerlk Fersonnel
Se. Clerk 7 o Sr.Clerl: fBeneral Servires
Jdrlo Clerl: b Liary % Despatch Clerlk
Jes Clerel: ] Record Hesper

2. Deganization Chart

The arganizational strocture af the Administration
Sechtion will be:e

AN A A T MOy
NECT 201 A0 T A

5



I DIVISION MANAGER |

Bt ma1e B il wr e Sme bl e b s s St b Tl B4 Bt mem B e mat mes BiE a0 wd e S e by s e it Hms aut

:

{Supervisor Ndministrationld I Gteno 1T |

1 e e era ma AR B0 B et # o B0 st e o A ot S84 0 ke s S mrd o e e Al b

{ Gentor Clerk |
1Geaneral Secvicos!

! Sespnior Cleel: |
| Peraonme) |

Diarvy %
Decp. Clerlk

vper Jre . Clerel:

l - 1 [
Mlaily owaid D v Chowlidar Swerper

L}
Nulies 200 responcibililies will be reassigned Lo various
nersonne] in thisg section as pere jobh descriplions page 34
Ly 483,

Ntudael, % Accounts:
{ Nrcanisat ion

n The Opecaticone aud Revenus Division accounts will be
mergeel Lo form a s=ole accounting unil casponsible
Hor careying ont o aceounting funchions (o bl
rooeganisad division.

" The 2ricting sanctioned sball will be used in
reonraaniring the Divisions,

Dul of the sristing Fanbing and dccounts Seclion
mtatf nf Lhe Revenur O0(ice, nnly one UDE dealing
viillhy amemuwile will bie franslforered to Lhe new Tudget
and Necmoan s,

fal The Divisimal Noccocounbant - Acecounts, who reports to
Division Mananger, will be responsible (or the
account ing (uncbions ancd Lhe Divisional fcconmbant -
Funds, will bo responsible foe the banking
aperations of the division, accountable Lo Customer

Gervice Diiner.
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2. Orcianvization Chapteo

The follauing charbs illusteratn the staflf
arganizat inn under bhe Buadael and Accoontls andd bl
Coslomer Services related to Lho aczeounting

(et dong.,

IDIVISTON MANAGER |
!

D L T AU

INCERUMIANT ALCOUMTS | | DIVIGTONAL |

Ptrayments & Acoonnts! LACCOUNTANT FUNDS |
| P Revenue Cashe &0 |
t Vo Banking
| [

A IUNE RN { bosEMLOR f

PCLERe g = 1] ‘ | CLERIES =R

T Rr-Y | R BLERKS = 9

Hovlere appraved yordalick ol WUAEDA, one Junior Cleek o
rach Sube Division is shown in Frodgest 20 Occoonl e Seetinn,
Hhis post o af Jdondior Clerk doees ol herbong Lo Aceonnbs
coacle e, Ther dnecumbenl of this postl is ceceudbod in
Ordminicbeat inn cadee and assigned Lo Divigional

Neesvant ant ol fire fre preoe-anedi Ling the pavmenl  vovicher s
At maintaining Secvice Dooke of Sub-Divieinnal sbaff.
Sinee Yhe apdal ion aned maintenance of Service Boolz ie
nowr Lhe rasponaibhilily of Acdmindisbest ion Sect inn in
Pewed -1 Rearganicabion, Thia post is nel noe shown in
Povtepest 20 fceeond 5 Sect fon,

Fridcbing 1illes ol Lhe aupervisory sbtall will be rhvargieed
Fer malch wilh Lhe propneed sel op af Lhe Rudget, 2
Neronand o Seel imng,

O Tl de () Mawe Tille

Dissiesinmnl I R ety Diwvianional
Oreenaa b ant - tezeountant --
Fiee f0§en Necount s
Nivimional , 11712 Divigional
fecronnl ant - ' Necountant -
Feevwmniem ‘ Fonarde



I Customee Necmunt

(1=

Customer Services
1. Dreganisal ion

They oy igt trg Revenuae OFMfice arm taiglrat ive Ly undsr the
contenl ol the Clre le, will he converted Lo thn Cuslomer
Serviees Offjice reporting directly Lo Lhe Division
Managee . The new divieion Cuntomer Services MHticm w i1
each bre eqguippod wilh a combuter Lo snber and validatbe
tdata prioe e apedat ing and billing customer arcount e,

The Cusbomer Servicos organizalion will undergo modee aln
changes. The Lille of Rovenue Officor will he chnng@d La
st omer Services O Leer (CSm . The Cuslomer Service
compober sbtaftl will o adcded and ropoct direclly to the
FEn. Dne Necounts Clerl in each Revenue O(fice will be
bransfeorrnd ba the Pudart. and Accounts Sectbion in Lhr
diviaion ta aceommodals the o onsolidation of certain
divisionsl aceonnl ing tuncbions i.e., (1) wnified
Mivision aeeannte Iedger pereparal ion CiiY Fayroll,

Ciidid FPelly cadh (Gpe Pudget. % Occonnts Section) .

Coampal er Sect ion

Thee Compuber Soctionn conesiesl ing of 2 U Superviaor and
bvi TG Dperalors will he responsihle for Lhe daba enlre %
anck o validat don ol meter cead ings, customer's haeje tlata,
And hilling adjostmentbe.

Phey 1°C Superviaor will he responagible to loep al)
divisional I'a opecational bhe augh @risbing mainl enanes
conlbeacla and asaupre Lhal o cnaumah e cappliog ace
maintained abt a suitahle Jevel. i will monibar the uge
of Lhe 105 vl off ooy operational assialanece as e i recl.
e will aten robtain |e input records  Fore prescribed

e iod,

-\

= Mrganizabional Char

the following will bhe the organizelional shbructues of
bher Coslomer Secvicms Seet lons

ICustaome ices Officer|

Graneral Billing Conteol |

i
| il
M Section L Section |
(

Seclion

Deblar Conl ol | IComputer Sectionl
e BBE O 'Supenvisae (°C)

E
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The existing title of the Revenue Of(icer and the
Division acemuntant Revenue Wwill be changed ta malch with
the proposrd il up of the Cuslomer Services Seclion:

neg
Revenue OF §irerr 17 Customer Serviceno
. Officer
Div. Orcountant | 1 A ) Division fccountant
- Revenue - Funds

Mlanning and_ Engin RERCing

1. Dranizat ion

Reorganization of the Flanni ng and Enginesr ing components
wilhin the Division will improve the effectiveness to
rlan new aarvices and associaled relabilitation. This
Will bhe accomplished preimarei Ly through computerization of
planring Lechoigques. A personal computer (PC) will be
installieod al The Diviaion HO which will be used primaeily
Lo plarming, and socondar §) y (or processing Stores,
Administrat ion, and Finance eacds. Effectiveness will
be further jncreamnsd whoo a compubterised Work Order
Byatem de implemented in 1 PPV i Outage Reporting Syatom
Will alao be jmplement ad in 1991 as a part of the
Dieatribal inn Moot e ion FProcaram,

N Flanning Secting will he created under the Divieion
Manager which will have o eaponsibilily for whilizalion of
-

1i:
Jdon o will

bhe I as A plann ng tood.  This Flanng ng Sec
reviow proposale bor e servi ce applicabicons under
thivection of Lhe Diviaion Manager. Y're addition, the

Planning Sect ion will provide suppart to Sub divieion
Oflicers as regquosted g, preparalion of propasals (Or mew
sersvice applical ions.  The [PFlann Ing SBection will be '
compriaerd of ey et g na stalfl as ol lowss

il ing Mrava

Fosition Number. BEg Title

Technical Asasiatant ] 12716 Flanning Supervisor
Dralteman 1 12 Unchanged

Tracer 2 ) Unechanged

The Flanning Sectlion will reporl Lo Lthe Division Manager
as shown in Lhe al TLoawing rhart:

P,
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| Division |
| _Manager |

I Planning
I_Supetvisar |
{

i

t Drai tsman |

I _Tracer | 1 _Trcacer |
Sub, Division (Rural 2% Urban)
Srevice
1. Drgandzation

In the exdating sub divisions organization there is a
Comeclions Section and a DCOSNCO Section. These Lwa
sacbinng are reaponsible for Lhe processing and
installation of new customae seeyice conneectiong as weld
Aas for diseonnect ing o, reconnecting existing cuzbomers
in o arcordance vith the anpropriate Service Connect ion
Order (GCDY 0 Disconnection Order (DCO)  and Zor
Revconnection Order (RECOY  and Cavipment Removal Ordeor
ErEny . oo the [ovel | renrganisation, these twa Seclicang
have bhwon relained aeo Lthey are ercept that Lhe
supervising Line Superintendents (or Lhese Sectione will
her redesignaled as Sopervicoe Seevicn Connections and
Soperviaoer DOD/RCH.,

The Two Secliomes will bie reaponsibile to Lhe suh
Aivisional alficer (SDO) and will worl uncler his direct,
superwinion and goidance {n accordance with the approved
WADN palicies and precedor eg.

Mew Conver Lo

They Fiew Conmoections group will he headed by Supsrvisor
Servicn Connoctions, a Line Suparintendent of grade 1 who
wWwill eeport Lo Lthe SDO. A Senior Qlork will asaisl bhim in
nprocessing the documentation snd record keeping relating
Loy Ly nmw service connerctiong applications approaved
and/or rejecteod, ot '

Crews compriaing LMs and ALMs will install the approved
connections in aceordance with Lhe HAT DA approverd
Comalructior /Tnatallation standardes and spercificat iong,

[ AR]

|


http:kempr.in

Flatming and analyemis of Lhe general eonnect ioons
apprlicationas up to 19EW will be the responsihility al tho
fervice Cannections Seclion., The SO0 will roview anved
approve feasibhility of vach connection hefore any of
Lhese are phyaically installed,

NLT new Toad applications obher Ehan and o oyrcending 195
W general (Nomestic and Commercial) connectiones will
2luen he received at the dub division.  Howswver « rwlated
Aocumentatlion, complete with technical dala fne] vrling
freoder and Lioe information, will be submitlod by Lhe $DO
o the Diviaion Flanning Section (or their anal viis anrd
suhecaquent approvals ml e by Loe YEN. Over 19 U
connections ahove 70 ku load will be eoubed bhe onah
slpreoady appraved chaonelg.

Discnnnec) ion and Beconnect §on

The Disconmection and Reconnsct ion will be headod by
Supervinne DONSRCN, a Line Supercintendent of at ],ast
Feade TT (0% 11 who will be reporting Lo Lho §.D.0).
Crmas compreiaing Linemen anrl sttt Linemen assigned bLo
Phe grenp wi 1) cacrey out bhe disconnect Lans and
reconnectijons of cosbomer services in aceordance wilh Lhe
infrermation cecrived feom bhe Coslomoe Soevice 000 cer.
ferreoed Loepitg of Lhe wark progress and roce ipt ool
Feansmitbal af the relabed documentabion will bo bhe
rensponsibilily of Lhe DCOSRCD Soaperscisor.,

UNEDN " appraver policios and procedores on
disnconnections snd cecdommect ions of defanlt inn costomees
i Ll her (ol Yengeel,

AN Nraanizat ieon Chnget

the: Service Nragsnjcation shructbure is as shown in t e
faallewsing Diaaeam,

1S.D..

b Sopervisor Supervisorl

F-Canneclions! I

!
1 Servics I t.pegsnen

1 Gel Cleel | LH= L
I Lonnectionsl i Al tls 1
L 2181 g LN B

! L.1g I

R N Me !

I Connemel |

11
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Fristing tities of the supervisaory stalf will hme changed
Lo match with the propozed changes in Lhe organizal ional
seloup of the Maew connections and the DCOY /RO (unetlong.

Ul Title HIS Mew Title

LS Conmentinns 12714 Buparvisor Servicn
Connechinng

.y

3 DOD /RO LI N el Supervisaor DCO/RCO
Maintenance % Complaints (M%E)
! Ovganicat foan

The mainbenance and complaints Section in. Lthe Level I
Divisionz will continue Lo be called the Maintenance %
Coamplaint s GSect ion, However, crews will be amgigned
speeiflic responsibilities Lo eneure Lhat proper
prevenlive mainlenance of the Disbeibolion Sywstem within
Lheir eospective asub divisional area is perfaoemed in
Aceordance wilth epecilic maintenance schedules. Emergency
reevs will male mavimom use of available communicalion
arel Lranepoartalion means Lo improve response Limes bo
customer complaint e,

E Froventl ive Flainbenanece

Wilizing the available sanclioned M0 stalf in each
sub division, sulficient crews headoed by an LITMAS
wiltl he assiagned bo perform preventive maintenaneceo
of dicberibolion lines and sauipment in accordanece
wilh a maintenance schedule Lhat will cover all
facititina at Imast Lwice paer year. The crews will
operate from a conteal point with complete
responsibi lily lar mainbtaining o)l fesders in Lle
zth divigion Lo a level that will @nsure conbinnitby
ol electric power sunply Lo al)l customees. Thies
groun will alsno assist in altending Lo large
eanrgency sycahbom conditions repore Led try Lhe
complalnl crews. Reoguiced nambioe of personne) will
e ald Tized Lemporear ily from Lheir preventive
maintenance dutins Lo assist with those eMmergonecing.
Tthe crews will gn bacl to Lheire prevenlive worl:
after alloncding soieh GINEE QIRNC TG .

Ir. Emeraency Mainlbenance

The emorgenny crews suporvised by L&s wil) he
Aassigned Lo allend customers reporting no-powee
complaintea. Theve ceews will work two or Ll Be odaily
albod (e,

g
“u

N



2.

I'n urban areas all complaint crews are Lo operate
from a cenlrally located service cenber. Coamplaint,
centers attended by complajnt clerkd anly may b
astablished al convenient locations caler ing ta 5 or
5 thousand customers sach where Ltelephone
communications are avallable bLebtweosn bl complainl

-

centers and the Central Service Center. The
complaint, clerks will pass on all cohmplaints to the
LCentral Service Cenber for crew dispatching to
Leauble areas.  Thig arrangement. Wwill resalt in
optimam ulilization of complaint crews with 1owesr
operat ing cronta,

Hajor system smecgency condibtions that resull in
hreabdowne heyond Lhe scope and effort of the
complaint crews will be reported to the Preventdve
Maintenance group tor eectificatinm on priorily
hasia.  The emordency complaind crews, however,
wherever poassibhle, will provide temporary power Lo
Lhe areas and the cusntomers affechted by bthe
emergency brealidowng,

Complainl centers in rural areas will be abtonding
complainlts with dodicated crews assigned to emach
complalnt center., n an average, one complaint
center will serve customers in a radius of 8 La 10
Em each depending upon the terrain and customer
thensity.

Humber of shifls for mach complaint center wil)
depend upon a study based an the nuobiee of
euslomers, frequency and duration of power {ailurce
(no-power) complaintas reported over o peciod of
Lime.

HEE Degandization Chaet

~

The Maintenance % Complaints Organization Chart will he
an shown in Lhe (ol )lowing Diagram.
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1.8.0.0_1
!

T e it st e | et e e e

I Supv.Prev.Maint | [Supv.Emerg.Maint |
PALEM- g /LS -1 | !

e S . h
f

e e e l. !

LR L 8-11 T
L.LS-I1 LS
! !

{ Line Crewas |

City

Rural | !
I Complaint {
| !
| i

! l
LS O - S VI PO B Complaint |
! Contreg |
s % OLMs |

Ceantlros
M5 % ALMs
Frdebing 1itlpg oy the supeevisere Yy sbtall will hes changead
Lo mabeh with (he proposed el up of Uhe Maintenance 9,
Bomplainle o tanlzation.

Old Title RS New Title
LTS Main Lenanien 127164

Supervisor Prevent ive
(Incharge)

Haintenance

LS Complaint = 12718

Supervigor Emmrqwnmy
(Incharae)

Maint enacees

Note:

N case for {he theee addilionat Ppostas of Line

Super int endon s (e 151 prG- o ane bwe 1LS-11 prg-. t1)
for Lthe Subeliviainn PMILE Seclion has been inftiated for
Apnroval. However | bhe soct ion can ubilize the
eriabing sanctionmd meat senior 1 aomen

Lo pecfeorm in
aceordance with FElver recommendoed 148.00

organizat ionat
slterueborms of the Level) g Divigsinng.,

14
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FTT: FLINCTINNAL /FROCEDURAL CIHNANGES; -

N:

Mdministration:

Ther Payrall syvelom will] be compulericsed similar by 4
Mol U Pviadmns.,

Positing desceriplions of all preraonne) in Lhe
Aadminiatrat ion secbionn will be sa on pagra 5410,
Superviaor Mdministeral ion wil) maintain an up-Lo-dal o
File of bl position doser iptionag af 211 divisional

fretsomnnel,

Pevaonno] cecord ot Ahe Diviadn Penesl wi b ] b

sysbomoab iser and bept at one Plare with the Rocord Feepe
vnker bhe direrl jon of Supersvisor Ndminiabe ol i, Fhes
Following Diviaianal eecord uill ol s be centralicad wilh
Fhe Sopercisor Odming sl eat jene

AL Letirbiame e Ylevgiator

.- Tneonticoey legisler

Gearsire oale

- Clr e bowine personne ] S tion (ileg

Thes vade ol Vhe hiviceion Hanmagee will be aocioentsd in
imp lemend al ione nf Y hie nesw Nezedelianl Teeceal foat iy
[eecevihige e | They ivdsion Mansger wi)l e o exeprir ol e
bl mnn b ol ooy Thresd fngs il the Gub-Diviaion
Hanacgmrea of Fhe Diviaion bny epmg o bhab Lhe WAPPY Salel
Codlre i Bodineg Jmp lomentoe jo Yt ) o anc et

Tlget 2% Nconntg

Bepar ale wel el Daah Ponkbe fog Pnpor et sl Mimeed Fapeens
Formipnla proseel v omaintained by Lhe FRevonne (0! ey el
b elicpenzesd wilhe sl ol Yoome cash boolk for Tompeost o
e for Hise e ) Yanooos e ippte wi VL e madind oo by 1hhes

Bivciminnal Nreeongd an N A R

il e Bishise alt Lodoee wi Ll bie mainbe ined Lo veciae
Aaceonobing beanesaclione pee b g o the sliviagon,

Fovdt bbby seconmd o and L managementl peparts will) be
comhinod aned onty one sel ol bhem wil be preodocod,

Fompotorisenl Gnnmeal | edogmr anrl Havagement, Reportsa wil)
b e celieed . L it of Flanagoment, feporkts te bhe
romputerjenod de Lialed nes (ol lamess

2R Nichribolion Opecat ing Statemenl
) Rewvenue GEatemend,
r) Mhisee ) aneous Tncone SUab emend,
h) Commerveial Operation Stalemmnt

)

~
-~
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) Debtores (abher Lhan Free gy)

[ Creditor Donteal Report

) Repalre and Mainbeonamee ol Di sheibubion Eaguipment,
h Tramapoel Operat ng Costm

i) Storelenping Erpeonamg

i) Stalemont of Aemoels and LiahiliUies

1) Shatfl and aboore Reapreae b,

1) Stall Relaled Cosgl

m) Management  anel ddminisleal e Ceoeat

ny Statement of Revenue arnel Frpenditure

Ledgere Moat ing Summar ies o Danliing /s
Cusbomer Services Transactions

Fhe Divicional Accountant - Funds shall be responsible

For the preparat ion of L.edgeaer Fosti ng Summar isg ane
Joneenal Vogcher jn g esppch ol Danling /Customer Seeay iees
Feanmactinne vis anaeanment o s Pealivations, adjnctaen s
nf eneragy bills - Aapital contribotbione s collwoction/retunre s
Aarbjustment of econsumer o security, remitbance of cash Lo
AETE Tk Tha 02500 shall author iz these Ledgee [Fosti ne
Sremmarioa and Jewreeonl Vourhers (or ineor porat don in
Divvisional MNeceint s,

Covshomer Seewvi e

the cierent Cammereial Fop geedures will be wlilizend as
mowli Ciee with Lhe addition of 47 amendments Lo adapt bl
Adata entey anel validat ion Process in Lte Lovel-]
divimions., N L Chee s ing Guide will he i saurd by Lhe
NEREDye Dirvectoer (NOY and Lhe D; reclor - (0.5),

Flanning and Engineering

N peesent 1§y ondy requirsd to o inleoduce the F0 anon

pDlanning Loal., The sanchioning of nmy connect {on el 1)
cont inne o e The introduction of the coaputer ieeed

Ve b Deder Syst om and Duabage Roparting Svebom wil ) frea
Arforrod unlil a labter date to all Owoa smaobh and arder )y
implemont sl ion of Y hese | nitepenedent. syl ome.

a) Flanni nep Sectinn

the 'lanning Secling o p saponsible Lo review al)
neoposed Noek Ocders an behal b ol bhe Div ision Manager,
incihnding thome roguin ing sanctioni ng by the Division
Manaaer o by a hi aher avthority, (1550 Lo 1,000 Fuy.,

Compidber analysia of WL T/ LT, synbems s dependent on Lhe
Auatlabiliby of daba deaeribi N omtisbing LA LT

Carilil jme, The Mlanning Seclion js veaponsnibile Lo
maintain coreent e awi nas provided by bhe eeapect ivie

L4



SIM)'a. 0 From Lhe informatb jen provided, Lthe Flanning
Geebion is responsible Lo main Lain current gdata iles
tlescribing the existing facililies, These (iles will be
Aavailable for Lge hy the SDO Az well as Lhe Plann ing
Sectionan.,

The Mlarming Sapeorviaoe i responsible Lo gsupeeryi o
nbillzation ot the Q by thm Planning personmel and other
Heers, All dsers st have appropriate Lraining.

Fhe Mianming Suopervizor ig responsible Lo request
compber sippliece, operational asgiclance and maintenance
feam the I'C Sopeeyvisor.

AL the regueat of the reepecltive SIM'a, Lhe Flanning
Aection ia responsibile Lo perform analygis of eurinking
HoTos 0T, svelmmea and tn peapone and analvee improvement o
Lev the syalbomna, Thean compuber cealbe will be vamd by
bhe sub-division fapr nreparation of Worl: Ordera,

Sevvices condit innes Cadp auacy af valbage and Ehermal

ronditicone) moiat he reviewsd onoa neriodic basic, The
Flanning Seclion will rrviow Lhe evisting condiliona an
@ach LT system al Ieash anco aver y Lthreon yeare. I

remponae ta Lheic (indings o Lhe lanning Section wil)
develnp rehabilital ion proposals whick will be ueed by
Lhee 800 far peeparal ion of e chabitilation Warl O e,

h) hverall Flanning

The SO will be pravided aeceoas L the "0 fer analvsin of
nee seevieces ab his discrat (on.,

The GDO is recponaible o prepace and mainlain ap- to-dale
Acomnlele wet o of the Sabediviss o Disteibubion Syslem
Sionle Line Diagrama.  These dre awiongs will include all
informal ion necrsgar v Tor analveis of oirict ing syesbams
ineladivg Yranslormer wfre anc ihnpndancw, condictor gize,
Pemgbh, Me. nf phases, | vire, eshbimated domand of sach
ronnectond seryvierns.,

The (ol tewing reforences on planning procedurass aro ta L
ubilized ab bthe division level:

£ Division Flanning Guide
by, Techoieal Audit [y orcearluar e
. fGrdele) inos Foe Propar ing Froposals

Fene the Rehabilitation of (.1, Svalem

1, Fedmbureemon!l Work Ordopp Syalem
{7


http:nr'p~'ra.in
http:info~iri,,i.Ii

o, Location Code

r. FC Ferder Mnalvsis Operation Manual
. Technical) Repaorn b=
T1 Chrrenl. Nareying Capaciteor far Overhescd

Conductore,

T Econmmical Bvalual ion of Distribution i g
Tension Conduclor Sizes

Tz Applical inn af Line Regulatorg
T4 Ampence Rating of Under ground Cables
L] Economical Evaluation of Gr id Station

Transtormer € i

T&H Economical Feal uation of Throe Mase
Disteibub imn o ansformme

L4 WOATDO Diclr bt ion Systemn Engineose 1y
Fomnomic Shorliog

T8 WAFDA 1riat e bt jon Syabtem Over Coreent
Mealect ion Reparet,

19 WAFDA Diate ikt ion Syelem Planning Gujde

Loy Detormines Eruivalent Demand on Geid
Station Traneformers

TIO WAFDA Dixlribul ion Syslem Plann ing Criteria

T1U  WArDA Dictreibution Sysbem Voltage Flicler
Guidelinn

T1Z  Leow Tension Conductor and Service Guide ] ingeg
h. Dist. Mapping Reporet,
i. Frocedure for Ernnnmic Analysia of ELR Worls.

sub-livisinn e,

eban)

Servics

a) Mewr Connectione Section:
Mlan new sorvicro connectbions of Bomest 1o and
Commerecial caleognries (genera) connechinne) upto 15

FW load, (or appraval by Lhe SD0 and maintain
rerlevant recaerd,

18
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b

Fropare dala aned nroapnse plan of service for (e gy
service contnclions (ahove 5 W of general 1eaed)
e rovicg and approval Iy ble compet e

Aanther it ies,

Coneal ot coat amer Seewvice [or e conncel Sane sl
Far auwgmentat ion of [cHE .c_;'_.‘lnl.;l loads in aceardanee
with the appe oo WAEDO peyl e s, standardes aned
Peoeedog o, '

Supervize conbracted canstruaclion worlks throuah it
varinmue nhases of cooplebiog as per cant san b
concdibions aned o e Lione of Lhe compelent aul hoe g Y
anc solymil Lhe gl red progeons e ROt s

Nesial in Lhe admini stealion of WAMFDA Qar by Fragr am
A bhe onfarcoment of safety policies and
prrocliices,

Eremniee conpor al ian amang  amployess and cooreljnal 0
Artivilios wilh atlhoe sections for oliicipnt

tischarge of respongibi il o,

Crepaces and submit eolovant, reporla sl reborng o
nNee procecdiy e,

Niaeennee !l jon a et Reconnee |l ion Socl ion

M s ounene vreconnecl and/or reanve cnoe Leamest
SRV CEs am per (e e Lives and infarma tlon roceived
frown Vhes Divieieon Castomer Sepvien Dfficer.

Madinb ename m e Comp lainta Sectjon

Carey oul prevent jaye rend o maidnlenanee of Lhes
Disml v ihel jeon Sysbem ancd allioed facilitinea inc luding
primarcy and aeeondar Y nebtworls for the sobdivieai 0N
al Treaa) luyjee e veare,

Martnbain Lranslor mepe » caparilar banka, (e

% .
s behes, ronlem) Gaoreclosee s, seclionaljsee .
viorlbage regolatars aned olher disteibut {on sy abom
sOipmenl Lo ongoges theriv continued re iabte
opvesr ol jon,

Suvgaeel anel male o ezommendatl ione o chancee
nertaining Le mpeavemesnt ol disbeibut ion 1 nea and
el pment,

N Eeed majer emere anrnecien of power b ealidowng  an
reslore aopvice in Aan efficient aned oo 2 omanner il
minimorm revenae lass Lo WAEDA.
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Operate complaint centres and attend customer no
pawer complaints with optimum uwtilizalion nf
manpower, Leansport and malterial recource.

Nuwial G0 Lhe administration of WAPDA Safely Peogram
and tLhe enlorcement of salfely policies and
peact teeea,

Freapare and ﬁnbmit'repmrts and returns in
acenrdance with the laid down procedures.

Ther subdivision Lechnical stall will follow Lhe available
nees UNEDN policing and proceduroes that will aukde Lheir
ackivities in Lhe performance of duting assignrecd Lo oach
fumcltonal area. The procedures and guides that will he
implemented are 1ialed below:

1. Matntenances Frocodures Mamnnal for LUine Crews

They Mannal containg procedures that will be used Lo
inapoct . maintain andZor replace distribul ion Lines,
Locd e and mouipment in oa sale uniflorm and of fieiont
marnee

The Manual provides [op Lhe safely of the 1ine I
nersannel and bhe genoeg] public Lhrough safe worl:
prachiices in aceordance with the WAEDN Salely Cnde.

This Manual has hoen designed lor geg by Supervicsors and
Line creew poraonmnesd ancd should be uned as a guicde for
Disleibul ion maintenance,

Y

o, Conabruect i on FMracedures Marual (or Line Crowg

Thes Marmual ceont mine procedures and guides Lhat are to bres
verel 1o dnesl g distribution Lines aned equipment in a
saleo, anitorm sod of ficiont mavnner .

Thee procedires aen fdesigned in alrict adherence to Lhe
INPDA Satety Corde and provicke fare walfoby of Jine crew
nersonne) aned L he aeneeal pub ) ic.

-

n. v al nn Froceduores Manual Feor Line Crowes

The Manual econbaine procedures and guides Lhat will help
insure Lhe aperation uf the power distribotion syslem in
A nale, afficient and nroduclive marner.

The procedures have Lheon diesigned in gtejel adherence Lo
WAFDA Salety Code whicly proavide for the salely of tne
Vine wceew poraanne] and Lthe dgeneral pub ] iec. The manual
should be usorl by Jine crew personned and the supervicore
An @ guide for operation of the distribution systam.,

20
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9. Dizsbtribution Suwilchiong Operat ionea Froceduros
Manual

This proceodurs manual ot ailg switoching mmthods mhereby
distriboation lines and equipment. are entrgized, de-
eneragived or re-energized.  Theoe switeching operat ion
neoceduros are get forth in compliance with Lhe WD
salely pol)icy. Compliance with the manuwal will oNsuUre
safely of eogoipmont, employwes and bhe general publice.

Strict adbiereonce Lo the Fower Distribubion Switching
Dperation Frocedoars Manual will incrpase cooperation
belwmen and moboaal ronfidence in the various operating
departmenls and individuals involved in clearance ancd
ianuanee of permibetmewes b,

re

. Field Suitoching Guice

The Field Swilrhing Buide delincales responsibility and
action af the (jeld aorganizations involved for Lhe
receint ol peemitetnewarl clearanco on disteibulion
facititioa.  The document i refecencrd to Lhe
Dietriboation Swiltehing Uperation Fracedures Manual an
the UNAEDN Saletly Code wh ich, Logether, cover Lhe
remqpricrementles Tor sale wapl meathnds,

b Capacitar Tanl Fiald Maintenanece o acedurs

Thia procedorn has heen desianad ta guide Lhe (ield MO
sEall din o mainbaining Lthe (iged aod switched capacitors
inshalled on Lhe distribhut ion lineps. The pracedure
neovides melhods far Lhe testing, inspection and field
Acljustimentla of the capacitor banks and conbrols Lo PYEIAC @
thedr cont inned heoneficial operatinng.,

TRAINING & ITMPLEMENTATION:
Adminisbeal ion:

The IIOT Ndvisor (Admindstration) and the Chiesf
Conmsultant will insbtruct bthe field SLall comprisod aof Lhe
Soprrvisors Ndminiatral ion fpreviously Head Clerls) and
will Tollaw-up the | omplamentalion activilies., O schedu le
e completion of cash boolks ancd Ihedie handing over Lo
Lhe Divicional Oceounml will be preparecd and PTAT will
monitor anrd assniet in it implearntation.


http:9"-iprr'viso.rn

s

NMudget % NAccount 5

WAEDNA Computer Center and FTOT (inance Leams wil) provid
inibial fowlrueting mad tollovw-up suppoart Lo the PG
Supprvisers {o computerize divisional account i my. N
representobive of Lhe Dirostoe Financa AER will b
Asanciatod in this evereciae. The training will be
nrovired tea bhe faollowing fleled shaff:

P Supervisor ,
Divisgional Ncecountan L
Neconte Dleel

The Lraining program wil) prepare (ield stafll on a

schodule coinctdant with the aoverall AER rearganization
nlan. '

Fionamece Trainerea

LXINEDA Teadiuar ters PRI AT A E D

e M Bl M. Saleem Ghetlam Habib

UAFDA Compoater Cen e S PR OF 15 e RLAD Twplenentatiorn

e M Ydr e LB NMoor Mol
D% 0 Ofticmre Sr. MNudit

Customer Servj ren

They Geneeal Manager - Customer Services will eatablich ar
tmplemsatat ion beam o wach region consigh ing of:

1 Dy. Director - Customer Neccountas (NS

a2) Dv. Director - Customners Services (Circle)
) Dy. Direclor -~ Compubers (AER)
1) Cuslomer Services 0004 cer (FTAT)

Thias Leam shal)l bLrain the division persorme) e the mC
room in pach diviaion.

The trainess will cover the following topicg:

1) The P, il deave lopment andd operation.

2) Frocedor e Changes (reagquived to e vl e
B Sample Daba Entrey

1) Data Validation

1] Date Coceoclion /Mo -rn ey

The troadoess jn oarch division will be:

1) Cuslomer Services Q00 ficer
o) Commercial Superintenden i
e der)



D

) Hilling Supervisor

1) Debtor Control Superviear
N .. Supervigar

6) F.0. Dperatar (s)

T Data Contral Cleel:

The team will function Lill implementation of proceduros
in all diviaioons of the Region to ensure thab the
procedures are properly (ol lowed on implementation Lo
atiain the desired ohjectives.

The General Manager - (0.8) will aleo msbablish &
Supaervisoary Commilbes Lo monitor the training and

implementatinon procoeos giving assisbance as reqguired.

The Gupervisory Commitier shall coasist ofs

1) Director Customer Sorvicos (AEHE)

2 Mrector C.5.0.  (IGD

) My. Direckor FS/A WAMDa Compuler Cenbes  (10)
1) Nedvienr Commercial (BTAT)

] Customer Servicos Officer (MDD

One calendae month shall be allobled to aach Circle Lo
complete Lhe training aod implemenbatlion procese.

o addjitinn, il is proposed that a sur vey be conducted in
Lhe AEPR Lo ddontifly Lhore staflfl who need teraining in Lhe
ertianling Commercial Preocodiae e, They can Lhen he
seheduled Lo parlicipate o the couroed ARlready dove)operl
an (Y Towas:

hir. Titlm

C Qo0 Commeerial Course (or DOM/DM

{700 Commercial Course for CSO/65D0

rnoAavo Commeerial Coarse (or Supervicor /Senior Ol
¢ 370 Commrecial Course Yar Commercial Cleel

C F0n Commereial Course (or General Clerl

. 2N Commercial Course for Mebter Reader

UM R Commercial Course for i1 DisLeribul ion

PYanning % Engineering

Traininag of the reornanized stalf will include both
farmal Ltraining at DVL and apecial teraining by WAFDA HO
personnel., Foch andividual who will vse the FC should
Firat abtend the "Micro Conpuber User" Course DE-10 al
nrr, Nfler taling this course, Lhe individual will be
given braiving in I'C Feoeder Malvsis by Lrainers uncder
Lhey Chiel Engineor Dict, Flanning at WAFDA HR. CEmplavees
ta be trained arm:

Ay
[N

r)-,;,

. U
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Title e,
Planning Supervisor
Drallisman )

T addition, the Division Manager and Flanning Supervisor.
sheld aleo attend the "Micro Conputer Supervisor" Coureap
D70y

Sub-Division (tural & Urban)

T order Lo updal o and refresh bhe Lochnical Enowwledeogn
ane to dimprove upon Lhe exdialing work praclices of the
Divieinn btechinieal persannel, all line staff in the sub
diviciong including the Supeevisors (Line
Guperintentent o) albo tndergo Leaining in Dieleihut {nn
constroction, maintenanee and onecat jon fanet fone,

Following traind no rourses developed ancder L Powse
Diwteiboat fon Meonram Are avajilable at Lhe Linegnon
Teaining Sehonle ot the Circle Tovel .

I. Lineman Teaing ney fonres T-300 Fer LH-15 % J1a
2. Nent, Linsman Traing na Coure se
T 10w Ferr AT £

N Line Superint codent ' o Technical Training Cowesn T--500
s tinedep development. al Lhe DT lLahora and is eupectod to
b availalble (are ioplementation in Lhe near fukarees,
Howvever, the line Superintendents should abend Lhien
present Ty availahle rolroshor courses at. Lhe Faisalabad
Teaining Inebitbute.

RENEFITS
Adminisberat {on

Compaterizalion of e Payroll will provide consider ahle
b1 mea savings as well ag improve acauracy ol records.
Topiroved eecord-keeping, helter defi nition of
respanagibhilil ipes a6 avcgmentec moniloe ing of tr ansport
and salely arean will onahls the Division Manager tao
mrercise offective contrel of this area.

Pudgel And Accounts

Compulerication af ;. Saunts will acceleratn general.ion of
monthly accaunts and the management cepoerts. TL will alse
codbiuce the manual labor and improve report accuracy. The
Lime and of fart bl saved will be used more gainfully In
other account ing set ivilies. )
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Cmmhiniﬁq ol cevrlain Arcounting acbivitics of Cusloner
Services and Lhe Division Offices will result in
nroduction of only one et of accounts and manacjemen L
reports which will slim inate duplication of of forts uaed
tor producing identiral reporta.,

Cugstomer Services

Customer Serviren data etbry of meter reading and
Aadjustment input forms into the divigion computer wil),
altow for inabant validation of the information enterad.
Pisrrepancies can be carrpetod hefore the data i senl to
Lthe billing computer. Teanemittal of data to Lhe
NED/Cirele compuler cenbres in Lhe form of a digleltep
will be socured aned easier than bhe dospateh ol large
avantitineg of papera. Th is syvatem hag the potentinl Lo
Achiove a deamal e reduction in costomnenr hilling
complaintes, Rl s showuld e rendered more pramptly which
Will habth Improve cash (low for WAFDA and Allow the
preseeibed Cime fepe vrastomers Lo maloas payment. .

Cusl omer Servires stalfl will be trained in d@aling wibth
Lhe publie and therefore will be capable of dealing with
crsbomer relat o problems and Lheie solub fong,

Oheration of a level 1 thivision will prepave Customer
Services personnel (o Lhir planned introduchion of the
ravisad Commereial Froe pdures in Level U1 % Lowvie) IT1.

Planning and E Wineering

The quality of planning for new service ingtallalions
Wwill he impeosverd through aee of computerized fender
malysia,

Flanning for HT /LT cehabilitabion will be made possible
Lthirouoh the twme of conputerizod ferdee analveieg.,

Feviow of casoe b sanction new loads will be more
eflficient.

Fralormat ion regarding existing facilitics will bie better
organized and will he reradily availab)le.

Communical ioneg hetwean Lhe Divigian Manaaer aned '
finbrlivisions will he Lipeoved.

Responsihilily [op compliance with nlanning crileria witl
he delinsd.

Freparationg will he made (or future. jmplemnentat ion of
the Aubomated Worl. Drder System and the Dubage Feport, ing
Systbemn.
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Folerial (orecast | na et 1L dmpreove Lhe abili Ly Lo renpond
Py new morvien revueesla and rehahilitatien nlans,

Lrsame uil) he rerhaeec Ll ongh rehabilibat fon planning.

ResViohility wil) imp e ove Lhrough confepe manee: Lo planning
Fritoria aned ) Beonmmh eehabi Vi at e plannming.

Himsan resour e will he apgeaded theough L “Aining,
Povlirmgdlac iy in the computer areas,

Suth-Diwvision (Fowal 2 el

ann

In Mainl onanes o Complainte areas, In Lrocduct jon nf
"revcont ives Magnl eranee wWill ensmiare redialyil Ly =ad
continudty o af 1 he hovse sopnly Lo Lhe cuasUonere el b ing
in enhanced WUNFDA ¢ MV NG

::2 {Il
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BASIC AY SCALES
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LEVEL-1
BFS - LEVELS

TLILE

sion

Division Manager
SLenographer |1

Ndministration

Supervicor Ndminiclreration
Sanior Clecl: Porsonns]
Senior Dlerl: Ganeral Serwvices
Deiver

NDiaryv 2 Despabtch Clerl
Junior Clerk /Typist

Reeor dbonpor

Suwewpear

Chowl:icar

Madth Qaeie

Mali

bBudget & Nccounts

Divisions] Oroounbant, —- Acenuntes

Necovnla Clerlg
Jumdore Dler s

Planning % Enginerring

Flanning Superviaore
Dralttaman
Trarer

Customer Services

Customer Seervioes (O (icer
Nivisional Arcotnmbant (Fundes)
Commercial Soperinbendent
L0 Supers i s

Fois Dpearat o

Supervieor Hilling Control
Superviaor Debltor Control
Senvior Clerl:

Junidor Clegdl:

i1l Disleribotop

Dafttei

Llailhy Oacidl

Choaal jelar

Mal i

Swreper

28
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T.I.T LE BPS
Sub-Division
Subh-Division Officer .

Meter Reading

supervisor Heter Reading 12
LS-TI Meter [eading : ' Il
Mater Readers S

Service Connectiong

Supervisor Serviecn Conneclions 12716
Sendior Cler) 7

LH--T 7
Nl M .

Disconnection and_Reconnection
Qupeevinor DEO/RED () G-1T) Lhsre

P . 7
NnLH T

Buperviacor Feovenlive Malnbenance 127144
Supervisoe Emergenecy Mainlenance ‘ 12714
LVM-Tr A8-171 1
Sresrvine Clerl 7
Neiver 7

1111 ' r
LM F £
N H

Counplaint Dlopel S
INITSIVIER RAEYT t
Flaih Dasid ' !
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POSTITIOM DESCRIPTIONS
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s1on Manager

FOSITION TITLE: Divis ,
(Level-1 Division}

L.
GRNADE: RFS-10

BNSIEC FUNCTIONAL DESURIPTION:.

The Diviasion Manager i responsible to bthe Suprreintending
Fogioncer for 1he operalion and management of Lhe Division. e
vill erorcine averall saperviglion aof Ndministeat i o, Puadget,
Necomunba, Coslomer Sorvices, Mlanning, and the Subh-Divisions.
Hre recedives funct tonal guidance fram Lhe Direclors OF0. He
ardmindetoes approverd pelicies, procedoeres and buadgel s,

MNIOR DUTIES AND RESPONSIBILITIES:

3] Crowmnteos cooperation and coocedination of bthe activitins
ol The omployeess of the Division and Lhe personne) of

- ather organd=ation Lo oenhanecs the dimage of WOEDN.

3 Unsivraes bhe officient angd eccovomical inlernal fonclioning
ol Vhe thivision through bhe Adminiateation, BRuocget %
Areonb <, Tlanning, aned Castomer Servicos Tanelbioneg,

3] Fremores Lhal Fho peovisions of Lhe Undon agreeement arn
Frillower hy hoth Yabior and management.,

" Nheiparwes saloly regpalab ions and enaeres Lthaie compliance.

n pproves capibal ard operabing eependilueres aod Cor
amergency cepairs withiin the appeoaved (inancial poweres,
Frevwvienas and Torwaeeds oepondibuares greeabeor Lhan his
avlhoredly bLooa higher aulhorily for approval.

4

o Dirpets Yhe planming and activibies of Lhe division and
sibrcdivisions for pronomical and el Ciciontl connect ions,
operation, malnbenancer and secvice restorat ion.

T Flewvilowes (he program Lo o minimize | one loss and el iminake
nnacl horized ose ol energy in Lhe Divieion.

" Devielops wilth Lhe Sapecinlending Fonginese ing progeams (ar
ther doprovemsnt  and erpansgion of the Division anrl
implomenlbs those Lhat are approved.

4] Frepaces cnplovee porformanes evaluabions and ceconmends
walary changes, promntions, demolions, branslors,
tlicripline, leave of abssoce, hiriog snd releasc of
persEonned .

£ Framurees thal Lhe required (acililices and ceaoareos arn

available Lo achieve Lhe assigned basha.

)
-’
o
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DESI

Farticipates in public communicsl iong prograuns Lheowghout
the Divigion to onhance customer understanding of onergy
vonsecvab jon, eatablished eonmoreial procedoeos and
customnor aalely.

Feares med evee ol all eostomera will Toad above S0l W,

Lindene bakes oalhee rosponsibilitios as assigned.

RED QUALITTCATIONS:

Frivecation:

lMachelor ‘s degree in Engineer ing is reguired.  MHasnter's
fleqeos in Yngineering is emonmesnded . ’

Fridor Worl: Fupeeisnoo:

Hindam of 10 years' muperionee wi Lh eeporienes in at
) I I
teasl Lun mojar funchional arean of Disbeibo Lion and at
Jeash 2 veara' ol euperience in oA o IRV GOr Y capac i by,
I I b
Language: Meoficiency:
Mot b Tuenl o weilben and spoken Ergliah and Urd,

Enowledge ol Specific Oreas:

Friovwlelge of management peinciplesn and BUNEE i BOry

slhilla,with o thaorough wurdorstaned ing of the averall
opecalion of bthe funcbions within the Diviasd on.

Frnowlodge of Lho methods oased bo ool val.o omployvees,

-

Ahvi ity and Glills:

Pommnnicalion «liilla both in weritben anc apolian
Enaliah and Urda. Shil Pty to adderess group and Lhe

nrens,

Ahilily Lo rnmderstand problens and deve op practical
solulionne,

Technical abkilily Lo underslhand aod sval ttake
recomerendations of subordinantes cover ing o wide
range ol odocalinnal discipline and (uact iomal
sperial it deos,

- AbiTily bt reacl, in a reasoned manner, Lo a wide
range of slesasiol oitualiong.

)
i:3e] D0



FOSITION ELEMENTS:

a.

d.

Supervision Recelved:

Brapocts direcl)y Lo the SE Circle and receives lunctional
griidance ferom the Directors af thae NENS . Reaguicred Lo onalas
decicsions involving Divieion aclivities baged on sound
Intecpertalion ol pol icy and praceduares.

Nvailable Guidel]

able policiee and rocedures approved by Lhe
I

Haes awvail
ity and ia eupected to ensure Ltheir implonentation.

At hor

Ciuerc

se_of Judlgment,:

Exrrcians sound judgment. and arreivea at correcl decisions
on a rangre af prohb)oms. Makes recommendabions te bhe N
Chairman thal apre detailod, wel) resaarched, accurate and
in tho best inltarests of WARDAO.

Aubhorily to Mal

ammitment e

Has (ul] acthoribty Lo commit, Lhe Nubthoriby within e
L)

limits of established (inancial powers and approsed

Policies and proeodoeos.

Nﬁ#ufﬁsmhQYQl“ﬂﬁﬂwﬁuﬁﬂﬂﬁﬁmﬂimﬁphﬁﬁﬁt

Regular weilten and/or oral conbtacts with NEER Depar Lmant,
Hoads, Goveroment ol ficials and Lhe genseal publie
neeoasary bo carey ol Lhe dubies and responsibhilities of

Lhe position,

Supervision Exer

e

Direclly suporvizes Lhe Seet; o Supervisors report i ng Lo
him and the assigned Sub-Division Officers and Lheough
Lhem has ovierall managema2nt. and supervisory
raEponsthilTiby for the Diviaioan.



FOSITION TITLE Supervisor Adminialeation
(lLavel-1 Diviaion

GRADE REEG 11710
BASTC FUNCTIONAL DESCRIPTION

SGupreviane Administeat fon iy responsible Lo Division Managenr
for secicting the him in administrative matterse of Lhe )
Division. Direclly supearvises and provides guidance for Lhr
hroceasing ol peraonnel matlers of the Division and concerned
Sub Division poraonnel ined uding emplovment, Lreansfers,
promatinns, compensation, Leaining, emp) nyarn wel (ore,
maintenance of omployes recaord and relbiremeat. Aleo superviaes
arueral secrvices activibies including processing of
slationery, vehicles wbiliration, repaiec and maint pHAance,
leasing of arcommodat ionsg sie,

MNJOR DUTIES NND RESFONSIBILITIES

3] Scrubinizes and processes cages of (ivation of salarw,
acant of increments, honoraria, compensalion Lo Lhe
deceased emplovees (2mil iog, scholarships to omplovees
children, wellare geant. ote.

(] Reviews somployves payroll.
4] Proreanes bhe cases of posting, Leanafer =, promobiong,

Lecadnatinns and disciplinary action aceord ing Lo

Nulhee iy e Tl es,

) Feerfowms choldes i conneeblinon wilh cmploveenl of
peesonne

o Nonducts porannmel orientation of new smplavecs appointed
abt the diviaion level ingluding proper completion af all
foems and documents, responsible for oblain ing all the
rdocoment s necpssary Lo complebe Lhe personal (ileae of the
concerned pop lovems,

0 Per forms dub ies §n connection willh mainbaini nep (i les and
farvices Rooks up-bto-date and complete in all roaperta,
srhedales meel ings and convienes RBoards (or Seleclion
puarpnsm.,

q] Encures thalt the emploveers service records are Fespl wup--
Lo dat,m,

0 Fenceasea Lhe oominablion af Lrainees (or local and
renbratized training programs.
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Frouessns the leasing and re-leasing of resitdential
accommodation to the Rent Ossesement, Board.

Nrrangrs procurement of office furniture, using approved
purchasing procedures and maintains record thereof.

Enesu

res the services and repate of olflice equipmenl and
thivisic

onal telephone.

Consolidates division requirement for stationery and
obtains samn using approved purchasing procedures o From
Ceotbeal Stationery Slore.

Hondtors the operation of Lhe division vehicles to
maimoam vehicle wliliration.

Conrdinates the maintlenance and ropater of vehicles and

monitors thal repatre pecformed by nulside worbshops or
Lhe WARDA Cenbeal Mepair Shop are conploted in o Limely
marvner

Supervices coecnrd of Jegal cases,

Provides sssistance and information Lo UARDA Counsal,
cnaaged for Lhe dofence of Division cases. Albtends
cancts af Taw wilh WAFDA Counsel, 17 necessary.
Mepares casnes for oblaining legal advice aned griidances
from Lhe AFER/ACEDA Headaguae Leee.,

Noeala wilh Lhe tabour problems, arranges oesbings of
Rivision Manager wilh CRA Union, i necessary.  Records
minubes of Lthe meelings,

Freps the Division Hanagee informed on all matters
celaling Lo Jlegal and Taboue wellarce.

Reviows various monbthly, guacber v, bi-annual and anoual
statements recelved from lower (ormations and (ocwacds Lo
Lhes higher of Floes,

-

Neranges Lhe Sorvices Slamps from Stale Ranl of Faltistan.

Serulinizes Lhe cases ol pension, gratuily, Geoeral
Fravident Faod (GFF), Emplayes Ferovidenl Fund (EFF) and
Group Life Inadrance (BLT)Y and ensures thal such ases are
iniliatecd in timea,

PDeals with the Tnapection Rpports and Oodil Paras
relobing bo administerabive maliers and SURs.

Any obher duly assigned by the Divisional Manaoer.

RAx G
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DESIRED QUALIFICATIONS

A Education
Mreect roceuitment (for one thicrd of Lhe vacanecies):
Bachelors Degree from a recognized university with '’
Gradde.

or

By promotion as pee WAPDA Service Rules.

b. Crior Worl Evpercience

Mone for direct crecrultment. Five Lo 10 vears euperience
for promobion cases dependi ng on the academic
rpralification:s.,

. Language Protileciency

A iTity to read and wreite English and Lrdu Langquages
Flusnt 1y, '

’

. Fnowladge ol Specific Nreas
Fnowledge of WAPDA Seevice Rules, Transpart, Rules,

Rt irement, l"'ﬁ'n';:inn, LGEFE/EFFABLT Fules and various
administeralive policies and proceduren.

e, Ohilitics and Skkills

Good communicalion abilily and human relation skl les.

FOSITION ELEMENTS
A gsupaecyvision Recsived

Nirect f—"".l['l(-"l"u"ﬁif')l'l in received (rom Lhe Division Manager,
h. Available Guidelines

Yavions NNAMCDA foles/Frocadures aee avallable to auide Lhe
incumhent in day-—to-day performance of his Munctions.

X Ereccise of Judament

The incumhent e orpecbed Lo exercise his judagment on the
properc dacoment alion af the casesn.

d. Aulhority Lo Make Dommitments

Mone.

b



Mature, Level and

Contacks aub-—-divi

mattere.

Supervision ©

Sunervioeg

| Furpose of Contacls

Lwo

Senior

Cleri:s

ancl

sions 1o connection

fote

wilh Lhe personnel

Junior Clerlsg,



Senjor Clerl - FPersonnel
(l.Leverl -1 Division)

GRADE B 7

BNSIC_FUNCTIONAL DESCRIFTION
Seajor Clerk Forconnel is responsible bo Supervisare
Ndministration for processing cases (or personnel aclions
postings.e translfars, promotions, deciplinary cases, salary
Nidation, increments, General Frovidenl Fund (51°F) . Fmployese
Frovident Fund (EFF) and Group Life Insurance (5.1 . Frepares
paveall and stalzment of Jegal cases. Updates Seniority lLisl
ol eoployvess of the Divigion.

MAJOR DUTIES AND RESFONSIRILITIES
" Preparos cases aof (Grabion of salary, grank of

incremonte, workmen conpensation, pension, welfare grants
and echolavships Lo Ehe enployees childeeon.

r Preepacres paveall of Lhe Divisional Starl.
N Srrubinicas and procesases paveoll of the Sub Divisional

atel olher format ionms abbached wilhe Lhe Divigsion (op
prayment purposees,

0 Nesicle Supervisor Ndmiolsteation in processing cases of
pastina, tranaferas, promobions, Locminat ions and
thizmriplinary »elion.,

) Flaces coples of personnel ackions in the emlevanl,
peraonal 1 Lo,

~ Nevniists Supervisor Ndminisbration in dealing wilh the
tegal cases and laboe problems al Divisianal Jewvnl.

4] Freparas slatement. of legal cames of the Division.
() Bupervines preparalion of the pay bills and vpdating of

Sarvice Hoonbs by Junior Clevls.

Q Dralte correspondenre regacrding osbablishmoent coases.
o Noes nob ina, deafting and reflorencing far all Finds of

inceoming Ieltors regarding aalabl iahment, disciplinary
ancd F1O conos,

0 Madribaing record of FEatablishment Seoction.
'a) NPeepares, mainlaing and uprlatee soniorily list of,
cdiviainn., ;

z8 \4 b} |
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RDrafts reminders of routine nabure far bhe signatures of
Supprevisor Mdmninisteration/Division Mananagenr ..

Ay other duby assignod by Lhe Suprrvisor Administealion.

DESIRED QUALIFICATIONS

A

b.

-

of.

Education

Direct recruwitment (for one third of the vacancies)
Inlernedialte in NMs/Science/Commerce or Senior sambeidge
with "“"R" grade,

or

By promobion as pec UAPDA Service Rules.

Feior Worl: Experience

Mesiiee for clirech hires,  Three to (ive years exporiencs
for promotees depending upon bLhe academic qualifications.

Languange Mrof iciency

Reasonab e (luency in apolken and weitten Uescrh and Englilah
Langpiages, :

Fnowledge of Specific oreas
Enomlerge of aftice rouline.
Enowledage of WOFDA Service ules.

Communmicat ion sieille.

FPOSITION ELEMENTS

LIRS

tr.

fal
.

fuparvision Received

Direct supervision is received (rom Superviasor
Ndministeat ion.

Available Puice) ine

WAFDA Service Rules/Froceduarses and instructions from the
Supervisor Administreration.

Lol Judgment,

hone.

3



d.

Ly Lo Make Commitments

Mone.

Malure, Level and Furpos

Conkacls

Mrne.
supervision Exercised,

Supervises the work of Junior el maintaining
RISTRIEE 3N

_\S{;
<

a0

Seorvice



FOSITION TITLE Senior Clerk ~ General Sorvicos
‘ leveyl-T Divigion)

GRNDE BFG 7

BASIC FUNCTIONAL DESCRIPTION

Sonioe Clavk -« Gonecal Soevicns s e esponsible Lo Sopercviaor
Nimintstealdion (or groceassi neg the cases of wvehicle repaic and
majintenance, peocueremnsal of stalionere y and office nguipment,
Jerasing and ra-leoaei ney of accommocdat ion. He maintaing Vehicle

Registee and Sabionory Regiater.

MAJOR DUTIES NND RESFUNSIRILITIES

" NMeeopares reqoizibion fore repaivea and mainbtenanceo of
huilding, furniture and ofl(ice sopripmentl,

) Freparon Tmasing and re-leag ing cases of residential and
of fee buildings (or onwaecd bransmitbal Lo Lhe [raryd,
Anepanmont Poned,

1) Prepares requisitions of sbab iooor y supplies for

pracuremenl from Lhe Centeal Stalionery Shoros ne mare ksl .

s} Haintains aned oo slationery soppiies and (oema.
Haintaing Stat innery itegister.

" Nusinle Supervisor Odminizberalion in procuring office
epripment and furnibore. ‘

0 Coordinates use of diviaional veelvic e Tor mase imam
tbilization.

0 Serulinizes vehicle repair oal imalos.

(B] Feepares papera for vehielo - eppaicres and mainUpnasnoce.
5] Maintaing vehicle register.

n Bupearviaes the worl of Diae voand Despatch Cluael,

0 iy obther duly asniogneed by the Seniorea.

DESIRED GUNALIFICATIONS

- Educalion

Direct recruilment (for one Lhird of Lhe vazanciea):

Inteemadiate io Arts/Science/Commerce or Senioe Cambeidges

with "0 grade.
a1 ﬁ“ /
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C.

c.

or

My promobion as per UAPDN Sorvice Rulog.

Emim;wahlwnwﬂﬁmca

Mone for direct hWiees. Thrre lo five years ouperience
for promoters depending upon the academic gqualiltications.

~
.

Lanauage Froliciency

Reasonable (luency in spolen and written Ledu and English
Ianguages.

thowladge of Specilic Aveas
Frowledoge of of (ice cond ine.
Obhilities and Skills

Ceommoaniiecat fon ald ] e,

FOSITION ELEMENTS

rl .

e,

Supemevis lon Receld vad

Divech supervicion je roneived (erom Supervisor
Hrdmindlaleat fnn.

v Lable Guidelines

Conceorned NAPDA [n)es/Procedures and ineteuct iones [rom
the Supeevianr Midministerabion.

Exrcciae of Judgment

Flranm .

fuabhorily to Make Commitmenls

Mritye

Mabture, Level am) Purpose of Contacls

e



POSITION TITLE

GRADE

Junt

(.

FIF 63

BASIC _FUNCTIONAL DESCRIPTION

Juniar Clert-
Ferconnel for maintalning
Divisional employaes.
lettera far further actio

Incumbency Nogisler.

Service Dool

Fut.s

.
5 i
Ser

n wh

AR

aor Clerk - BService Books

pvel-I Division)

=

)
s responsible to Senior Clerl:
vice Books of Divisional and

with
necessary.

Sorvice - Dooks

erevor

incoming
Maintains

(] Mainlaing Sorvice

Divisional

oolks

of the Divisional and Sub

anployees,

the Secvicm

\I

Bleralos

Employee

(GLT)Y ., Workers

procesainn.,

iles hinding.

(o) Hpodates the Servies Dooks.

0 Eeeps up Servicn Hooks Mosement, Register.

lal Receives velevant letbors and Puls up
Lo Senior Clerl: for further action.

(3] Mainbtaineg Tncumbency Rogisler.

0 Frate up Lhe Roncral Creoavident Fune  (GEF
Frovident, Fuod (EFF)Y, Group Lile ITnsurance
Vel lfare cases to Lhe Senior Clerl foe

(8] Repaies Lhe Sorvice Bool cover snd et

«Q fmy rolher duty assigred by bLhe superiors.

DESIRED QUALIFICATIUNS

Secondary Schonl Certificale Examination with ‘0 Girade
or equivalonl gualilficalion from a recognized University

A Educalion

Birect Recruitment
i

or Roard or Junior Cambieidge.
it N mintmim uspecd af 10 wuordes

nr

By promolion as arvics

per

A3

pee minute

rules

in

typing.

'\}. 7



h. Fodor Work Experience

Nome for direct hieos. Five years ouperience in case of
promolens.

c. Lenguage Froficiency

Feasonable (luency in spolen and weibtben snd spolen Urduy
language.  Gan read English language.

d. Enowledgre oy Specific

_eas
Frowledge of of flce roubine and (i) ing.
2. Abilities and Shkillg

Typing =111 At 40 wards a minube.

FOSITION ELEMENTS
. Supervision Received
Supervision is recaived from Lhe Seniar Cleel Fersonnel,
b. Avallable Guidelines
Vearhial dnsteoclions (rom the superiars,
. Lrercizse ol Judgment
NMerves
ol Authorily Lo Male Commitments

Mevever .

". Halure, Level and Furpose of Contecths

Mo,
r. Supervision Received

Mooe .,

o

as )



FPOSITION TITLE Junior Clerk -~ Recordieenper
Level-T Division)

GRNDE, , MG 5
BASIC FUNCTIONAL DESCRIFTION

dJunidoe Clecl: « Recordbzepee s responsible Lo Senioe Clecls
Forasonne]l (or maintaining personnel subject ({les and permonal
Files and pobliog ap bthe documents /i les with thee incoming
mail [or further aclion, foolks after the movement of Lheo
filre, :

MAJOR DUTIES AND RESPUNSIRILITIES

" Maintains perasonal (iles and subject personnel (Lles for
Flhie divisinn,

n Realriemves (1les ag and when regquired by Lthe divisional
mhalfl.

n Receives incoming mail) /coreeepondence /documenls and puts
up with relovant file Lo the concorned officials for
fruether action.

0 Maintaine (ile aovement register and nobes movement of
all files.

O Majnlainsg all the files in his male cusbtody.
s Replaces and repaicrs old file cover and sebs its binding.
(o) NNy sther duby acssigned by the supeciors.

DESIRED GQUALIFICNTIONG
a. Educal. ion
Dirvect Focruaibment
i Secondary School UCertificate Examinabtion with ‘'C°
Grade or squivalent gualificebion (rom a recognized

University or Roscd or Junior Cambridge.

iie A mindimun speird of 40 wards per minube in Lvping.

or
- By promobion as per service rules
Va
43 :
2
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t. Priar Work Experience

None for direct hires. Five vaars euperience in case of
neomal pms.

= Language Froficiency

Reasonab ) e (lusncy in spolken and we i tben and spoken Upda
language. Can read English language.

d. Enowledge ol Specilic Areas

Fnowledge of office rouline and 11ing.
e. Abililies and Skills

Typing skill at 40 words a minute.

FOSITION ELEMENTS
A Aupecvision Recelved

Supervicion is received from Lhe Senior Clerl: FPersonnel.
b. Avatlable Guidelines

Verbal djosteroclions from the sUperiors.

I3

se ol Judgmant

Meanve

. Nubhorily Lo

Lommitmenta
Morye,

®. Mature, Level and Furpo

ol Contacls

Mone.
r. supervision Recelived

(NIRTY I

At | 76}



FOSITION TITLE Diary/Despatch Dlerl:
(Level-T Diviaion)

GRALE Bra 5
BASIC FUNCTIONAL DESCRIPTION
Diacy/MDeepatch Clerk is responsible to Senior Clerl Goneral

Services (or receiving and diarizing the incomning matl and
deespatching Lhe outgoing mail.

MNJOR_DUTIES AND RESFONSIRILITIES

n Roceives Lhe incoming mall and diarizes 1t i the Diary
Regicster.

o Sonds incoming mail Lo Diviaeion Fanager Lhrouglh
Superviacor Ardministeration.

18] Duwspatchos oubgoing mail.
a] Arvanges delivery ot Lhe outgoing mail by Maib Qawid ore

by mail,

o Mainkains Service Stampe fegisbor.
o Ny obhere duly assinned by the supBriorg.

DESIRED QUNLIFICATIONS

A Education
- Direct Recreodlmenl
i. Secondary Sehiool Cerlificale Craminal {on withe

Gracde or equivalent qualification (rom a recagnized
University or Boarcd or Juniore Cambricge,

ii. Nomivimam spead of A0 woardds pee ominate in Lyping.

or
. . +
e By peomotion as per sprvice rules

b. Friar bYorl Experience

Mone: for direct hires. Five veara ouperlonce {n case of
promalens.



.

A,

o,

Language Proficiency

Reaconabh le Cluency fn spolen and wrilben ancd spolen Ledu
lLanguage.  Can read English lLanguage.

Enowledige of Specific Areas
Fnowledge of office routine ancd diarizing/dwspatchinq,
Obililies and Skillg

Typring =11 at 10 woards a minute.

POSLITION ELEMENTS

Buparvision Received

Supervision is received {rom the Senjor Clarl Geneeal

Srrvicon,
fvailable Guidelines

Verhal dnatructions Ceom the superiors.

Exercise af  Juy

ek,

Meatres .

Make Commitments

Mene .

Malo

2vel aond Furnose of Contecls

i
Nenog .

supenvision Received

Meywve .

ng ™ (



POSITION TJTITLE Mvigsional Ncoountant -~ Accounbe
GRNDE BEG 13

DASIC FUNCTIONAL DESCRI

0N

The Divieinnal Necaunt ant-Accounts Js resporsible to Divi siomn
Manager far Lhe compilation of monthly accounnbts of aorgan rerd
division, chorling of atl kinde of claims pertaining to worl
erprnditare, operat ion and mdin tenance erpondibure, serves ne
primacy audibtor anch Cinancial advisor Lo Division Manager.

MAJOR DUTIES NND RESPUNSIBILITIES

(i) Numiahba the Divisminn Mavager in proparation of ol
covreespondence ratating to finance and accourt ing
mat tere,

0 Follnwe-up the procedurs Tajid down in the Divisional
Necovnting Manual for smoabh wacking of Account e Seetion.

a nderlalos the correspondence for oblain ing impreat (rom
Diveclor Fiaance AER and from Direclor In surance  and
Fenmion Lahare for mald ng the pension pavinents.

€0 Freaudils and poasses all ). inds of billes and claijms.
r Dnerates Lhe Toprest Tanl Aczeond ., Froepares chooues and

signes as firsh sigoabtonr y and deliver Lo tho pight o) amant
afler getiing signabture feom Division Macager, N]sn
prepacres payvment vouchee (N~49)  aned gebts aclnow]mdgoment,
from the olaipant,

0 Fladnt aineg Toprest Cash BPook sl Miacel lancous fiecnipt,
f
Cazh Nook. Prepares Reconcilialion Statemenl, Temiltance
Summary and submiles Lo AER NArcount s Directorate.

0 VYerifies Lhe pay fivalion cases of the astaff,
i) Denlea wilh the Aaditb Reporls and Nudit parac reclabting Lo

Frimary Audil and Occounle of o iviginn such as personnel
clatma, impreat cast and sboreog requisition ebco.

o Nerbs as an overall coordinator of the division including
Customer Sorvices O Cice and Sub-Divigional DfMicers.

o] Dprarates Lhe banl: accemuntes nf pension on behal @ of
Mithoeily oo [irat signalory and malkes Lhe pension

PAavmon! g,

'] Fhecla aned superviaog Lhe praparalinn of:
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Ledger Posting Summar ies and Journal
General and Subsidiary Ledger

- Job Card/Wark-in-Frogress
- Compulerizalion af Monthly Accounts
-~ Managemant. Reports and Gtabtemant g
0 Supervices Lhe preparation of Annual) Maintenanco Iuadget.,

Capital Dudget and Ineceone Rudgat. Watches Lhe
upendibures within budget celling. Nlso undartales Lhe .
reapperope{ation of budget statements.

(o] Hanages the issur of Worl: Derder sdob Order numbers (rom
NED Nccountles Divertoratos and supervises the Amenbs

Necount ing,

n Waltches and contral Lhe suuspense balance and baloons
maiown ef forts for jha o laearance.

o Superviaces Lhe o sposal/preparalian af cdehil /oredi t
avdvices and maintenance of incoming /outgao ing Ndvice
Reginter.

DESIRED QUNLIFICATIONS

A Educat ion

Should be a graduate prefaerably B, Com or by promolion
From a lower position with at least I ypars REpPerIRhCE.

b. Prioc Worl: Bxperience

theen vear 's warl rolatbod auperiencea.

. Abilities amd Skille
Total [ ueney in  wrilton and  spoken Urdu and

vreasonab le vnderstanding of English.

Frnowledge of Orcount ina/Bool-leeping.
- Foagean supervisory  aljille Lo doal with compley

prohlems.

Dreal elfectively with peaple who come in contact
vl Lh i,

FOSITION ELEMENTS

. supervistion Recsived



.

.

Available Guidelines

Guidelines are available from WAFDNA manuals, policleg,
procedures and obther documents issued feom time 1o time.

Erercise of_ Juwlgnent
Must be able to analtyze the worl related problems.

Mature, level and al_Contacls

Conltacts wilh UWAFDA personnel as necessary in the
ool ion ol responaibilities

ASupervision Frercisod

Supervisns the voel of stall assigned ta We and ensures
smoclh vork related functions.



PD‘SITIUNTITLE Occounts Dlerl: - 1

GRNDE , nEs 7

BASIC FUNCTIONAL DESCRIRTION

Nocounts Clerls 1 4w responsible (for proapar lng Ledger Pasling
Summary, Deduct ion Schedules and checl: bng a Sub Division's
Loprest Cash Account and obther duties assigned hy the

Divisional Accounban L o= Noecounte.,
NQJDRWDUTIESMQNDWRESPQNSIEILLILEQ

n Frepares the FMayroll Ledger Mosti na Summary, various
Peduvctinn Schodules and assicls the Divisional Accounta
=eNCcount s in o maled 1y bhe Salary Mayment o,

r Checlis al loast one Sub Division's Imprest Cash Necount
and propares bhe ababeact of eunenditure o
incarporal ion in Ledanr Mog timg Qummar Y

o Freparas Management, Reepoct and Subisid iary ledgarea.

postaing and sabmission te Superintending Engineer 'y
NMffice.

0 Avnicnls in preparation of Arnual maintenancs budget, it

e} Flainbaine al rocord of Acennt e Section with the
ansistance ol one Junior Clecl:.

DESIRED QUALIFICATIONS
. Ef'h‘.r: &) t.:. l an

Intmemediabte Coerlificabn /Sanioe Cambri dogo Examinat ion
by promotion from a Jower poasit.ion.,

bh. Friop Worl: Experience
fIne year's work rolated RHperience.
= Obilities and Skille

Tobal f(luency in wei Lten and spolen Ledo aned reagsonab
underslanding of Ernglish.

Enowledge of e lementary bool-leaping,
FOSITION ELEMENTS
a. gunervision Reco)ved

fopnrts direclly Lo Divisiana) Nccountant - Acceounts.
="..

Tl

1!\\'
o

nt,

=

or

e
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Available Guidel)ines

Guidelines are avatlable (rom WUAPDO mamual S, policioens,
procedures and obthere documents fessued (rom Uime Lo tLime.

Erercise of Judgment
Must be able to analvie the worl: related problems.

Malure, Level and Furpose of Conlacts

Contacts wilh WARDA personnel as necrssary in the
euocubion of responsihililiegs

Supervision Erercisod

Supecvises Lhe worl of sbtatfr asmigned to him.



FOSITION TITLE " Accounts Clerlk - 2
GRNDE ' Hes 7
BASIC FUNCTIONNAL DESCRIPTION

Neerounls Clecrl-2 is responsible o Divisional nccoun! ant -
Neconmba for handling various accounbls documents | Lowing in
amd mul. of  Neconnts Sect ion, Assinles Lhe Divisional
Noemmtanl - Accountes In checking, posti nog. summar iz ing,
halancing, reconci bing Lhe books of accounbts and preparat ion
of managemeont repnoct g, '

MNJOR DUTIES AND RESPONSIBILITIES

O Ferepares Ledgee Posting Summary for CS0 and Sl
NDivisiona)l Taprest Aocount.

& Checls all Teash one Sob Divisional Tmprest Gash Account
and prepares Lhe ahslract of ewpenditure for
incorporation in Ledger Pasting Buummary .

n Maivlains the Tovaices Rook and prepares Tnvojes Boslk
Ledger Posling Suammarey,

le) Recojves Glore Redquisibions and weites down the Nocounbs
Code.  Checks Lhe Weekly Stare Statements.  Maintaing Lhe
899 chegques., Registers and aussisble the Divisional

Accountant - Accounts in issuing Lhe S5 cheques,
Frepares "Shocl Acoount s Ledgee Posbing Sommar .

n Recajves and issues Lhe Debil/Credit Advices and
mainbaing incomiong/outogoing Advice Register and prepanes
Ledgeor Fosling Summary.  Freopaves and ececonci los Ll
Purcent Accounts Stalomenl cach month.

Al Peepares Lhe Managemon!. Repocbs and Sat sidiary lLedgers
specilically asaigned to him,

) Nesistes in '[:n-'_-'xp;w-:-»l.i.cwn ol Capital Pudgel and Toeome
Mudget

DESIRED QUNALIFICATIONS

a. Fducation
Intermediate Cerlifllcate/Senior Cambridge Cramination or

by promotion (rom a lower position.

Y.

;s
[
{ /j (el
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h. Crior Worl: Erperience

One yvear's uorle rolaled prpEerdence.

B

Mrililins and Skillg

Total fluaenecy i wrillen and spolaen Uedue and reasonahle
rnderc st andineg ot oyl ieshy, .

Faemaledgae ol olomenbar y bonolk-keoping.

POSITION ELEMENTS

A Dupervig

laon Recwived
Reepor s direchly ko Divisionat Accountant —~ Aecounbls.
b Nvailable Guidelings

fuidelinea sre available fram WAFDA manua le, policies,
reacedores and ol hee docuament s | ssuad from Lime ta Lime.

Frorcice of Judgment,

Vil he ahle Lo analvze Lhe worel: relaled problems,

of. Halure, Level and Furpose of Cor

Conlacls wilhy WARDA persoone ] as necessary in Lhe
areculion of responsibilitieg

. Supervision F Jalu)

Supervises Lha worl of staflf assigred Lo him.



POSITION TITLE Nocounts Dlerd: - 3
GRNADE s v
BASITC FUNCTIONNAL DESCRIPTION

Aceoanle Cleek=7 du cosprnsible Lo Divislons) Occon bant -
Nreovmdl s for the preparat ion aof post ing summar ies ol cash
hoob e, chocling aof aubh-diwvisional imprest accounts. Nesials
Eher Divisional Acconmbant - Aecounts §o preparabion of Input
for compuler and validation of oulpuat daba.

MAJOR DUTIES AND RESFONSIRILITIES

0 feaciale Lhe Divisional Accountanl —- Aceoun Le in
Madintaining aned reconciliation of Imprest. Cash Book and
HiceelTaneooas Receipt Cash Bools.

ry Clise e ab Toast e Sob Divisional Topreat Cash Nooount
Al prepares Lhe abalract of supenditure [for
incoerporalion io | edaer Fosling Soammar V.

0 Frepaces Cthe Ledgme Post ing Summare y al Divisiaonal lmprrest
Casmh Baol: aned Misce) ) anmaos Faceiphl Dash ool

O Meceivas all Ledger Mosting Sammae ipes and prepaces thae
inpab dala Coe Computer and odited Lthe ool pul ol
ol e

0 Nzmiats the Divimional Neocountant » Acounts, in posling
nf all Ledaer Posbing Summaries ba the Genoeral | eclgee anc
abrstrachk Lhe Lrizl balance (afber compuberizat {on mannal
preparabion af Geaneal Ledger wil)l be cdiscont loued) .

0 Frepares Lhe Management Report and Subeicl iary Leviger o
specilicelly assigned Lo him.

DESTRED QUALIFT1COTIONS

A Eelueat ion

Intermediale Cectificate/Senior Cambrei cgge Examinalion or
hy promobion teom a 1ower powilion.,

b. rioe Worl

Enperisnge

Qne yeare's wark relabod erperionce.

iy

(b L
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o Ahilities and S

Tobal (luency in we it Len and spolien Urdu amd rosgsonab e
understanding ot English.

Frowledge of elemontary book-kewping,

FOSITION ELEMENTS
a. Aupecvision Recolyved
Reporte directly Lo Divisional Accountant - Noenunts.

b Nvallable Guidel ines

Guidelines are availalbile [rom WAFDA manuale, Policies,
Prrocedaros and abhee dacuments jaaurd feom Liawe ta time.

e. Evercise of Juldy merrek,
Fusl boe able bt analyee Lhe woel: related problems.

. “ﬂﬂUﬁﬂsNE?YQlwﬁﬂﬂwﬁMfHQ§Q.

Contacts

Contacts wilh warnDa personnel as necessary in bhe
auerulion of responaibhilit jees

€. dsupervision Erercised

Supervises Lhe wark of wlall assigned to him.

S
W



POSTITION TITLE Accounts Clerl: - 4
GRNADE Brs 7
BASTIC FUNCTIONAL DESCRIPTION

Neronnl=s Clerl-0 jo raponsible to Divisional Aceount an .
Arconmts for recoipt. of various posting summaries (or G0 aeds
checting thereol. Asmisls the Divisional Orccountant

Neeonmt e in maintaind nag bhe Assets Ncoountd ng record.

MAJOR _DUTIES NND RESPONSIRILITIES

0 Reocoives Ledase oot ng Summaries of Wills Cash Deool
(Fevenun) Billing Cash Boolk (Capital), Rilling Cash Dool
Becarily Deposil), Asesoosonont ant Fealization Summar Yy
feom CS0 aned inecorporalbog in acecounts,

0 Cheelbs OS50 of fico Tmpresl Cash Aceount. and prepaces the
ab=stract of erpenditure fope incorporation in Leddgur

e}

Mot ing Sommae sy,

0 Prepares Aoont g Ooeounbing aned mainlaines Nzsele egister
e T'ile.,

r Neniats in arcangement of Worel: Orcder /dob Drder numbhers
aurl maintzins the Job Card.

DESIRED QUAL T ICNT JUNS
A Felucation

Intermediale Cerbilicale/Senior Cambridae Euxaminat leon o
by promalion from a lower posilion.,

b. Pedor Worl: Enp erience
D vear s worl: rolatbed prperience.
"~ Obililies and Ski 11a

Total Mueney o written andd spolen Urdo and reasonab le
tndaeralanding of Pyl imh,

Fryer ] pdgges ol o lement Ay C'('”’."'ltc:(.:g[._‘ , .
POSTVION, ELEMENTS
e . &‘l_,‘[;"f?“.)l‘_i l:i i()_l] .'}:‘E‘_’:: (_-, 1\‘:(._'!-1

Beporte direclly Lo Divisional Accounbant ~ Acecnonta.

U -
1
'
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Available Guidelines

b

Guidelines are availabhle (reom UNEDNY manaala, policieosg .
peacedarms and obhere docuaments issued (rom | ime Lo Limea.

Exorcise ol Judgment

Fhast bie albyvle 1o aalyee the work relaler proby)oms.,

Mature, Level and Pure nose_of Contac

Lontacts wilh WAPDA porsannel ag necessary in bhne
rrecul ion of reeponsibhil itioa

Supervision Fasrci sl

SBuperviaes Lhe work of slaff assigned to him.

3“\
¥



POSITION TITLE Junidor Clerk -« 1 (Fre-audit)
GRADE |2 IS

BASIC FUNCTIONAL DESCRIPTION

Jundior Clecvlet s roapoansible Lo Divisional Aeeoart.ant, -
Necount s fae proper maintenance of recards/files in Lhe
Ncrounls Soection., Assisls the Divisional Aecoundant
Noeount s din Lhe preparat ion of salary bills anmd their
arilhmat ic checling.

MAJUR DUTIES NND RESPONSIRILITIES

n Eheclas Lhe acilhmet ical aceoracy of pavbills recelved
from Supeevisor Ndmdnisbeat Lo,

lq] NEfives Lho pass order stamp and allobs (e Lokon numbise .
(o} fmaiale in proparation of Fayveold Summary, variousg

Neduction Secherloles and Stalomenl s,

O Nurticl s 30 mainbenance of record of Necounts Section.,
i) Typos 210 Ielbors and stabements.

DESIRED QUNALIFICATIONS
a. Fducalion

Maleviralale ar Inteemediale Carbiflicate holder o by
peomation (eom & lawse posiblion.

b. Creine Worl: Experiance
One yvear 's woek colal o oy perionea.,
C. Naililias and Skille

Total lueney in writbon and =paken Lrde and reasonable
vntleestanding aof English,

Fovaeleddge of o) emmol ar v hook-leeping.

FPOSITION ELEMENTS
A Supervision Received
Reportbs dicectly Lo Divigional Accountanl -~ Aceeunla.

~&0-



h. Available Guidelines

Gitidelines are available (eom WAFDA manualea, policies,
nroceduces and olhee daocomenbs s from Lime to {ime.

c. brercise ol Judgment
Masl e able to analyze the worl: rela Ltaed problema.,
. Maluee, Level and Furpose of Contacls

Conltacles wilh UNAPDA peroonnel e necossary in Lhe
cvoecnbion of ceaponaihilitios

. Supervision Cieveiand

Bupeevises the worl of gbaf( aos igned Lo him.
] B

b i-



POSITIONM TITLE Junvioe Cloerk - 2 Meeeagdit)
GRNADE s 5
RASIC. FUMCTIONAL, DESCRIFTIUN

Junior Cleel -2 s responsible Lo Divisional Nccounbonl -
ficcaunts for propacration of payrall sumnmariea, al lobment of
Eolen number to various claimssail) 5 submitled for preavdit by
Divicional Arcouotant - Aeeaurnt .

MAJOR DUTTES NND RESIONSIRILITIES

0 Cheel:s bha aeilhmelical acoeup acy ol payvbhills receivied
Feom Bupervinar Adminiacteral ion .

«© N divems Lhe pass orcepe shamp and allobts Lhe tolon nombac.
3 Nrminte dn prepsealion of Fayroll Summary, var ious

Devlne b ion Sehadilos aned Statpments.

] Arrint e in maliing Lhe cash/chogue payments and
cancel lat ion of payment vooecher .

" Topes 2l dTelbera and ol abomenbs.

DESIRED NUNALTFIENTIONS
A, Eolueat ion

Habricmlate or 1o ermediatbo Certiticale haldar ore by
peomation feom a lower posil lon.

h. FMedor Worl Enperi onee
s vear s wnel pelated eyperirnca.
. Abililins and Skills

Tolal [laeney in e il Lern aned snobien Urcdu and reasonable
vnrborsbanding ol Eag?jah,

Froowg Teselepes o3 e eemmny bar vobhoole-leening.,
FOSITION ELEMINTS
A HBupervibion Recoi v

Fopnerte directl o to Divig ional Accouwntant, « Ncoount e,

§ e

<
[
[
W
ws i
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h.

.

d.

~.

Available Guidelines

Guidelines are available from WARPDA manuals., policies,

neocedures and obher document s imsued from Lims Lo
brmproise of Judament

‘e
Mumt be able Lo Analyvee the warl: relaled preat I eme,

Nature, Level

2y and Purpose ol Conl:

Conlacts wilh ey personnel as necessary in Lhe
evecul ion ol responsibilities

Superyvision Exercisod

Supeeviecos The wvorl of slafl assigned bto him.

-

-3



POSITION TITLE: Pl.nning Supervisor (Level I Divisions)

GRNADE: 12715

The Planning Supervisor is responsible Lo Lhe Divieion Hanager lor
planning the service conneclions Lo Lhe customers in the sub-divisians,

o Operates and ulilizes Lhe P.C. based [eeder analysis Program [nr
Distribulion Planning.

0 Plans Lhe service conneclions Lo new cuslomers and Lhe necessary
changes tn the conapctions of exisling customersy detlermines the
condition ol the distributian system up Lo Lhe proposed cannecltiaong
visils the sile, delarmines what T, Llranslormer changes and LT
conneclions or changes are roguiced,

a Coordinales wilh Lhe concerned §.0.0. for Lhe preparalion ol Wark
Orders by the Sub-divisions specilying Lhe equipment required and
itn cosls,

n Honilirs the assigned pact af the disleibul ign system Lo aoblain dala
for system analysisg,

a Callerts data (rom the Subh-divisinnsg an Lranslformer loadings and
toad Torecasling Lo premil the fulure planning far syslenm
iaprovements and expansian.

0 Ditrcla the aclivities ol Lhe Division Flanning Section and quides
and supervises Lhe worl of assigned stall including utilization of

the P, T,

) Fravides supporl to S5.D.0s as requested, to preparalion of propasal
for new service conaecliaons.

. Education:

I oyma: Diploma o Flepctrical Cngineering (rom a recognized
instilutian,

Hinimum % years experinnce in a major (unctional aras of
Distribulion.

c. Language Froliciency:

Reasanable praficiency tn wrillen and spolkten Urdu and English is
required.

~64- ’;) 0
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d. Knowledge _of _Specific Areas:

Technical Fnowledge of the distribution and ulilization of electric
ennrgy and the equipment involved. ’

- Effective wrillen and oral communicalion skills are required,

- Abilily Lo implemenl technical inslrucfioﬁs from supervisory
stalf{ is essential, '

a. Supervision Received:

Under the direciion ol Lhe Division Manager, follaws approved
palicies, ceileria and established standards.

h. fivailable Guid

(3]

lines:
Avaitahle planning prlicies, procedures and crilerta, approved
electrical slandards, engineering service rules, safely odes and
financial budgets, '

©. Exercise_ ol Judgment:
Judgment and professional integrity are required.

d. Pulhorily to Make Commilmenls:
Dars nnt have aulhorily Lo make rommilmenls.

e.  Nalure, lLevel and _Furpose_ol_Contacl:

Frequent conlact with technical and non-technical (ield and
operating stafl to exchange joh relaled matlers.

Direcl supervisian of slkilled and semi-skilled staff assigned,

6s- 7]
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POSITION TITLE: UDraftsman (Level | Divisions)

prs-12

The Dr
types

Aaflsw»an is respansihle Lp Lhe Flanning Supervisar lor preparing all
of layouls, drawings, diagrams and inventories of materials fnr

Dislribulion Flanning.

HAJOR_

(¢]

Q

n

DESIRE

.

b.

ol
.

[k}

DUTIES AND_RESPONSIBILITIES:

Nssisls Lhe Planning Supervisor in Lho developmenl of planning
praposals using Lhe P.C. based leeder analysis progranm,

Peepares system layouls, drawings, equipmenl and material
inventories for Hislribulion Flanning.

Revisrs, corrects and updales tLhe drawings, designs and olker
records for Distribution Flanning.,

Supervises the ward nl Tracers and alher slaff placed under his
cnntral,

Rasumpe nlher dulies and responsibililies as assigned,

D QUALITICATION:

Education

¢ years Diploma in Drallsman or by promolion {rom amongsl louwer
stal!l an Lhe hasis of senforily-cum-titness with al least 10 years
vuperipence, '

Prior Mock Exnecience

35 vears ewperience in Lhe relevanl field.

Language Proficiency

Reasanable fluency in writlen and spoken English., Good Command over
wrilten and spoken Urdu.

HAPDA organization and distrihulion funcling in getail,
- Good knowledge of eagineering drafling practices.

- A goad general knowledge af WAFDA electrircal salely code
requirements and slandard symbnls, .

Husl demonstrale abilily Lo produce high quality drawings and
shetches.

-66- 70’“



- Nusl be able lo read drawings or make revisions.

POSITION ELEMENTS:

24
=)

Supervision Received
Direch supervision is received (rom Lhe Planning Engineer,
b. Exercise ol Judgment

Judgmenl on Lhe basis af Lhe instruclions received and shrict
adherence ta perlinent operaling procedures.

c futhiorily to_Make Commilmenls
Nil

d. Nalture, Level_and Purpase_of _Contacts
Nil.

. Supervision Exercised

Supervision ol all employnes assigned.
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POSITION JITLE: Tracer (Level I, LI % Ill Divisions)

GRADE: nps -5

The Tracer is responsible lo Lhe Drafleman/Assistant Draflsman (nr
Lracing and preparing prints of all Lypes of layouls, drawings and
diagrame aof malerials for Distribution Planning.

0 Prepares Lhe Lracings ol syslem layouls, drawings, equipment and
malerial diagrams for the Dislribulion Planning w-rk.

0 Revises, correcls and updates Lhe drawings, designs and olher
recards lfor Distribulion Flanning as assigned.

0 lees lellering machines, letlering guides, slencils and templatles
as required.

0 Prepares ammania prints (hlue prints) by operating the prinling
mazhine and properly falds Lhe drawings.

0 Nainbains record of skelches, drawings and eauipment diagrams elc,

0 Nssumes nther dulies and responsibililies as assigned.

Hinimum Matriculalion.
h. Peior _Work Ewperience

3 years exprrience in the relevant flelu.

m

Lanquaqe lroliciengy

Reasonable (luency in writlen and spoken Urdu with working
Fnowledge of English language.

- Good knowledge of enginesring term and symbols.

- Knouwledge ol Division/Sub-division organizational structure.
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Hust demonslrale ability La praduce high qualily tracing and
printls, '

- Husl be able Lo read drawings or make chénges.

Dirnct'suparvision is received from the Drallsman/Assistant
Beallsman,

Judgmenl on lhe basis ol Lhe instruclions recelved and sirict
adherence Lo perlinent direclians.,

c Authorily Lo Make Coanmilmenls
Nil.

q Halure, Level and Purpose_of Contacls
Nil.

Y
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ENSIILOlellygi Customer Services Officer
(Level-1 Divisian)

GRADE: ‘ BrRS-17
BASIC FUNCTIONAL DESCRIPTION:

The Customer Servieps M ficeor

is responsible Lo the Division
Manager (for Cust amer Services activiLiEG-relaLing Lty the .
Commercial Frocedures; for issuance of elecheic service bille
and bill distribulion, computer processing including data
entey and validation, bthe customsr inquiry procedures, and the
Erergy Surveil)ance programg for implementing new or revised
proceduces (or Bhe Cuslomor Services: and far Aansuring good
customer relations with all clasess ol customers.

MAJOR DUTIES AND RESPONSIBILITIES:

() Eneuroe that custbomer lorquiries are nediently and
fatrly handled wilhin the guidelines osstablished by
appreopriate governmental authorilies.

n Direclts alfice saployees ag Loy carry out cuslomer
canbact Lo assuare A prompl. and courtbeous sorvics Lo Ll
cust nmeresg,

/4] Ensures efflicient application of hilling procedures.
W] Direcla and moniloers Uhe mainlenance of Lhe cous!oner

rreoarel .

0 Responsible (or the initiation of Lhe weite ol procedure
for the disconnest el delinguent. custoners helfoers
refereing Lo Goverrnmend, Recovery Ofliceer.

0 Ensurms Lime)y rocovery action through Government
Recovery N ficer ander Land Favenue ot

“ Directs the handling of cushomer complaints, referring
Lthose nol setblod Lo Lhe proper person or depactment for
invastigation. Follows up bt ensure satisfactocey
complet inn,

0 Directs Hill disteibulion activilies and practincos,
1 Directs Lhe use of the Custoner Bervices C
miceaprocasaor .,

o Nirects aclivities relaling to eviension of credit,
colleciion or disconnection of delingquent. acocounta anc
reuirenents for security depoeaila,

! Nirecls activities velaling Lo billing adjustments.

- "‘7 ("‘)...
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Peasponsibile e Lraining of stallf and that they are weld
conversant with apdate law, rules, ordera, insboochions
and procedoees,

Provides for perepacation and verificabion of alt required
veparts.
Loncults the concerned ofllficiales in Lbhe Circle and AER
(e frinctional guidance of policy mabters,

Holodes an dimpreast account, {or hils of lice orpendilure
vuithin the prescelbed Timits and is responaibhle for jts
proper dishurasement and replenishment.

Fnaures Lhal peovicions of tUnion Ngreement. are (ol Lowed
by hath lTabar and management..

Recommends Tocal proceduares and practices as aulhorized
whers nob covercd by general insbtroctions.

Facomaoends wage and salary changes, pramaliong,

remal iones, Lroanoleras, leaves of abaence, hiring and
revleaae of poesonnel .,

Powmpnnalhle (or ablending Lo Lhie andifl para inguiries and
Lhe Limely submission of reporls Lo Lthe appropriata
anthneitima.,

Feeammerela, devnlons and ansialas in Lraining personnel.

Ohsneryeus salely ecoegulalinng and ensures Lheir compliancm.

Ll babien ather roaponsibililies saa assigned,

DESTRED QUALIETCATIONS:

M.

bh.

Cuucabion:

i) Direch Mecruilment. Masber's degree in edbhor
commerca, statistics or malhematlcs, business
administerat ion or engineseing.

ii) Fromoless, achelor!

s clogren,

Peior Worl: Experionce:

-
~

L Recruitmanl.  Mindmwnm of 0 vears
a peivate o public marporation on oatlors
relating Lo financial and accounbing aspeoclos.

cuper feonce

ii) Fromolees., PMinimom of 1% vears' conbinuous aervice

in a WAPDN Customer Service Offices.
. &
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. Ahilitics and GLills/lnowledge:

Communication skills hoth in writbten and spaken
English/Urdu.

Fnowledge of accounting and financial Ltechni nquea,
- Deal el feclively with people, bolh cuslomers and

employeoa,

- Fosvess cupervisory shills ta deal wilh comp e
problems sod develop practical solubions.

Mle Lo reach in a reasonable manner Lo a wide range
ol streesstul sitoaat ions.

POSITION ELEMENTS:
a. SGupervision Received:

ferorts dicectly to Divisional Manager and (unchionally
L the Depuly Direclor of Cusbomer Seevicos - Cirelo.

b. Available Guidelings:

fiddelines are available fram WOAFDA manuals, polici 255,
procedures sod obther documenis iasued from Lime ta Limo.

c. Cuprcise of Judument :
Husl be able to analvee comple: probloms resul b i ng in
proposals and Lhedir implomentat ion.

d. futhaorily Lo Male Commitments:
Has (ol U antherity Lo make coommi lmeonlea Lo LChe e Lent
aubtbhorized by Yhe Diviaional Manager.,

R. Malurr, Level and FPurpose of Contacls:

Conbacts with custoners, Government agencies and
WAPDN peraonne] as necexgsary in the execulion ol
reraprmis i 13 Limes,

supervision Exercised:

other

SGupervices the woel: of hie stalf, plans Lheir wenrbload
antd assignmentsa, pravides assistance in dealing with
compler adminieterabive problems, evaluates perflormance
ancd ensures that Lheir vork is carecied oull i compliance

wilth plang,
T

el

-

!


http:n:c--.yl
http:tTi-I.DN

EDSIIIUN”IIILEK Divisional Accountant - Funds
(lLevel-1 Divigsion)

GRADE : DFS-11/12 -
BASTC FUNCTIONAL DESCRIPTION:

The Divizional Arcountant - Funds is responsible Lo Lhe .
Cuntomer Services Dfficer (or aclivities relabing Lo banliing
operations of bthe division in rospeecl of maintenance of
cuslomera spoarily dopoasitns, capital contributions aned
customera nnecgy bhills,

MAJUR DUTIES AND RESFUNSIBILITIES:

o Modinteaance of Coastomers Socure il y Deposils Record/fRe o
ol Lnsboners Securities i.e., Cuslomers Securei Ly Deposit
Registoer, Colloclion of Sarolle and chocling at Fheir
correctneas with reflerence te abubs.

3] Ranl Deconcilialtion of CuasUomers Secur s by Depnait Ranl
N eond

0 Preparstion of Cach Fend U ance Summar v (o sebimission Lo
OETC Phreough Divisional Necounbant - ficecounts,

n Reroncilialinn of Costomers Secure Ly Doposit Liel  (CP-
Fovem -97) recojverd bhi-annoall y from Computer Condoe.

0 Colleclion of Banle Sernlls fram Panlas and checl i ney theie
coreec! negs Tnibiate actinn regarding secalls ITnel in
Lrans il aned arivement of Ranl: Seralles Lo Comput e el or,

0 Preparalion of forvarding memn CF-For m=T9 0 el fect ing
Lhoie reconciliations wibh |he rospect ive banl hranches
Al preparat jon oot Ttant Necounls, Reconciliation (G-
Form- 480 .

0 Freparation af Manthly Cash Renil Lanee Suemmianr y .,
o Fheoking of varions docoimente an pre laid down

procechr e,

8} Preparalion of Reburn of Nssesament and Real i (-
Fovm=-a41) and dits reconciliabion wilh debtors contlral

accanant (O -Form- 15

4] Neljueslment of veddent i 0 fed cash reported by Compuler
Crenter Lheough Unddentified Cash List (CP-Form-107) .

7
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Chrecliing af Da ily Lisl ol Cash vereiverd o behalf of
olher Divisions (CF-Form- L26) and Daily Lish af Cash
nosted by olhee Divigions (CF-Farm-127) and ar angemert,
of decuance of Creodit Advicos Al dispasal of Inecomi FYa
Cordil Ndvicns.

Foceipl of Lonl Qepenlla (o om Lhe hanbes arel chocel | ne oof
their corrme bnens wuillh plorence Lo slobhs and paid Demancd
Marbiceas Stalomnonl ecei Vel from Sub-Diviaiones,

Mlalnlenatee of Cash Noelk (Cr-form- 51) in p penect of
Demand Mol fema Aned preparabiog of Pant Reconeilial §on
Slabtemnnt

Fyepacalion nl Carh Remiltance Summary in rog el of

s
Capital Contribuldone fopr submission bte Idget o rfecount s
Qe ) § i,

Rreeipt ol Monthily S1alement aof Connectinns jnsiallerd
therdinm Lhe wonlh and neeparation ab Journal Eole v o fore
adbjusbment ol capital conte butlon and inalallal jene

eyt e

Poalea wilbe The laapect i an Reports and Audi b Fae ae
relbating te Costomes Aceoun! e LoFundes.

Ohserven aalely rogulat jons and prsuras Lheir conplinsnce.

Hoclar Uales o ey rogponsibilihing ne ARG guern.,

DESTRED QUALIFICATIONS:

2

cl.

[

Celowzal tone
Parhelar s depree §n Commerce or Musinese Adminicleat fon.

Frdoe Vare

Hperisnce:
Twa veses ovpnetonce {n bhe iendd of account.ing.

Languadge roflici IALAVES

Talal (lumnecy in spoben and wed Lhen English.

Nasic bnowtedogr of [ inane e oand acoounting peinei e,
Mailitiesg and G114 52
Nhilily aned slit) Lo organise the basic acecount | riry wmeels,

....';.' -
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FOSITION ELEMENTS:

M.

b.

Supervisian Received:

Diresctions are received from Lhe Duelomer Sorsvieones

OTicer ronacding job Aassigoed.

Nvailahle Guildelines:

Has available all polticies aned procedures approved by
Ml hoarity toar accounbing anc banlking business and
euprcted Lo onsare their implementabion.

Cuevcise of Judgment,:

Reguired Lo exerciss judament in respecl of accounling
mablers of the sectjon assigned.

Malure, Level, and Furpose_ ol Contacls:

Meobta willv The Diviagion's Customenr Soerwvicos (OFf imer Lo
caocdinate the foanet ions,

Supervision Guorciseod:

Ereveines ditect supervision over asei gned subordinale
sl alf,


http:Aucl-oinui.Iy

POSTITION TITLE: Commercial Superintendent
(Level-1 Division)

GRADE: RS- 14

RASIC, FUNCTIONAL DESCRIFT ION:

the Commeccial Supecintendent e responsible La bLhe Cuwlomer

Sorvirea Off{icer foe tha suprrvision of general =smeclion (or
recoiving duplicate copies of Application Forma and olher
“peei ied connect ion documents (rom Sub-Diviaeional 0§ ices,
maintaindng connection applicabion r egisters and (iles (o
cach ooncoamer . Coordinates wilh the Supervisor Compualer
Dpoealinne toe Al data conberol and Lranemibial. Foosnres
prompt snd Tair service ta all ew aned e et 1 cust omerg,

MAJUR DUTIES AND RESPONSIDILITIES:

1 Bupervises Fhe snplovess as Lhey make customer contarchbns

Al enaores thial they are deall wilh wilthin Lhe
guidelines ostahlished by WAPDA and Apprope Lale
Bovernment a1l aabhore it jeog.

(&) Frsoees proopl and cnoebeons secwvice bey oal) exialing and

new cnel ounere o,

o Responsible (or (ile maintenance ol Lhe custamers recocds,

Lhey peoper and Limely hilli ng of now cuslomers s
rdaling casbomers whose melbers are chhangesd anedsar
recanaectod after a Lamporarvy disconnerst ion.

,», Proedinatee wilh Lhe Sipecviaor - Coupuboe porat joneg
Aab) data econteal and data Leansmit)tal.

0 Coordinates with the S D0 (or a1] new connect ions,

rerannecl jons, dhisconnect ione and edquipment. removalea.,

0 Relers custoner compla‘nhks nol selbled wmithio | hie allice
Loy the praper peeson oe drparbment. for investigal ion and

forllows ap Lo anmare A sabicloclory salul ion.

() Ensuros propoe recocd Fonp ing ol customer's stalislics
ancd Iogging ol all correspondence and Lranemii o1 of
tlat o,

) Feaponsible (or Lhe preparation of all customer '«

uwtalbistical repnetn,

¢} Feovides training Lo cnw stalfl onder his seclion.
=7 -
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3] Eneares adenuabe supply of foems, stationery, aflicn
asupply and bhendouls Ffor custaonees and Lhe maintenanece of
ol ficn aquipment. jn Lhre custorer spevices secl ian.

o Maleas recommendat ioms on ratineg, discipline anedl ol hee
poereconne] mat bers aa Lthey apply b Lhe employres in hig
s tinn.,

) Nherrves aaloly regulstliona and snnuarss Lheir comp) inncea,
0 Undertales ather cesponsibililies asn assigoed.

DESIRED QUNLIFICNTION:
. Fucat ion:

Paachieelor " s deqgeos hinolder ar suilahle eristing old

epmplayena with ioboemediate or mabriculation odocation.
b. Feior Worl Tuperience:

PHodmoam nf 15 yeare rolevant euperience eoquieed.,
-

; NAhililions and Skilg/ 00wl edge:

- Slteaong commmication aliills in bobh wedilban and
epnloen Faoalish and Uecli.

Rovinl e (el ive ]y wilth people hobh castouoes auad

emp 1 eovreme,

Fosimos coperviaory sliills Lo deal wille comp ey
proableoms ! develop praclical salol ione.

Nhiler Lo ceact in a0 reacsorahle manner Lo oa wirce
j

cange ol shenss(ol siloual ionns,

rOSITION ELEMENTS:
Aa. Bupervision Recsived:
Bepew b cicect Ty o the Nuobomer Sorvices O0(iceor.

h. Nvailabhle Goidolines:

Grvicdledinea are availahles (peun 0D marmeal=, pelicison,

procedoros and ol hee docoanmn® & faenoed from Fime Lo L fmm.

]

Erorciso of Joedgmend,

st he abile Yo analvas compler peoblong resulbing in
proposala and Phede dmpYoement of jon.,

(e S SV
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d.

Anlhorily Le Wake Commilments:

Hasn full acthoeily Lo omabko commibments Lo Lhe levol
avthorisod by Costomer Secrvioces of (icer.

Malture, teval, and FPurpose of

~nt

Contacts with customers, government agencies and other
WAMNN personnael as necessary in Lhe auepcution of
responsibililies.

Supervision Exercised:

Superviseas Lhe worl of his stall, plamns Lheir warl Load
and assigimenta, provides assistance when dealing wibth
crmpler adminisirative prablems, evaluates performance
anel pranres thal thede woerk ja caredied oot in compliance
with planea.



POSITION TITLE: Supervisor P.C.
(Level-1I Division)

GRADE: ‘ BFS-16

'BASIC FUMCTIDONAL DESCRIPTION:,
The Supervisor .00 is responsible Lo Lhe Cusboner Sorvices
Officer and funclionally to Lhe OER Asmistant Director - .
Computer Dpeeationags dig responsiblae for the operabion and usae
af the customer services compubter and obhee machines
asencialed with datae processing.

MAJOR DUTIES AND RESRONSIBILITIES:

(i fiesponaibhls (aor the inlegrity and securil y af all
programs and data liles used in the operation of Lhe
cuastomme seevices compuber eouipment, .,

(o Supervises Lhe ey entry and the verilicabtion of customer
snrvices dala snbery Lo dishetie.,
a] Divects athers in Lhe opsration of the camputer and

paripheral noguipment, which incluodes printers, disk
drives, terminals and other equipment associated with
crmpuators,

0 Maintajios statislical records on data enb ry funclions
including eeroars, rerons, euipnent failures and all Jjok

peocessoerd on bhe miceoprocossoe.,

o Vorkes with vgoer deparbments wilhin Lhe Divieion bLa
onlablich a echodiule [or Lhe dala eonte v Tunchbion that
wabistion Lhe noeds and requirenents af all deparlimont .

Al Freforms or direcls reabine prevenlive mainbenanece on
naguipment. (el lowing presceibed procedures.

o Feovides Lechrical assistance to all users of divisional
ompt | TR

(a] Forlformes diagnos)ics Lo determine the nature of equipmeant
probloms: commmicate problems bo the AER D.FE. M. threough
proper Jine of mavagoment .

€ Porforms eencbine gsof tuwars maintenance, addiog or changing
peogeam librerarics as directed by Lhe AR Compul ar
Beotion.,

o Mainbaines suppliss invenlory (oer (he dala [Iroresaing
function (ollowing proesceibed procedor es.

e
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(&) Teaing new ar ek ing computer opsrabors Lo operate the
compuber and periptieral equipment: and Lealngs Lhem to
nerfoerm cdal g secheduling and conbral functions, progeam
andt equipment mainlernance funclions, and ather
Administeativee Laske in his absonece.

0 Fonduct g Leaining rlasses on the Propor and appraved ee
ol new safluare (o the cuslomer servioces compoterr.,

) Disbeihiles compulope outpubes feom Lhe susbomer nervicog
computber ayvatem () lowing prescrilbiod nrocedoaroes.

O Dherrves saleby ¢ egulations and ensures Lheir o ompliance.
b] Rosponsible for pratection of equipment from dos L. heat
and alher enviconmental hazards. Nlso maintaing current

srehedule nf planne:d ovlages to aveid unesnected powuse
Fadilures am sr s possible.

) Undee talies ol here rosponsibilities ag assigned,

DESIRED QUNALIFICATIONS:.
AL Felucation:

Iachedoer ‘s eegren in Computer Science.
.h . Frioe Worl Fu perience:

Tovears! i L Compuler Depaebment of a public ar
Nedivale company.,

. Oailibies and 5550 ) s Enowledge:
Sleong communicalion wl:ills in hath weitLen and

spolen Engltiah and eey.

- Technical e Leddge ol compuler science
applicablion and techni e,

Deal of (oot iveg v ouibh employoes.
~ Mossess asupeorsi sy sltills Lo dea) with comp les:

probloms ane evelap practical soluliong.

Nl La veact 50 o reanonable manner Lo oa wicde
ranae of streosseia) situat jons,

€1
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FPOSITION ELEMENTS:

a. Supsrvision Receiy

Reports dirpctly Lo bhe Customer Services Dfficer and
(tncliomally Lo the AER Asstl. Director of Compuler
Uperations.

L. Available Guidealines:

Guidelines are avallable (rom HAFDA manuals, policies,
procedares and obher docunments issued ferom time Lo time.

e Exerclae of Judgment. :

MHust he able Lo analyse compley problems resulbing in
propasals and theie implemantat ion.

d . ("'( t:' i.l V S) tl‘a‘

Commitmenta:

Mo (el aulboe ity Lo make commitiments Lo Lthe level
avthorised by the Manager - Cuslomer Services.

@ . Mature, Level, and Purpase of Conta

Contacls wilh customers, government agencies and obther
UAFDN personne]l as necessary o the sruecultion of
reamporsibl Vil s,

. Supervicion Exercised:

Supervicoa Lhe worls of his stall, plana Lhele waclk load
and assignments, provides assistance whon dealing vith
compley administrative problems, evaluale peclormance and
onsure their ward is carried ot in compliance wilh
plana,

B ]



POSITION TITLE: F.C. Operator

(lLevel-1 Division)

GRADE: RFPg-12

BASIC FUNCTIONAL DESCRIPTION:

The

F.oC. Opecator is respongible to Lhe Supaevisor P20 and

perliarms rontine compuber operations including ey entry and

Fey

verification of ddvision transactions. Por Ffarms var loua:

otheor clerical dublies such as (1ling of depactment reports,
maintienance of Seclbion records and preparation of roguicred
ceecbion and division {orms.,

MNJAR DUTIES AND RESFOMSIBILITIES:

&)

QO

o

L)

3

)

lprrales Lhe division compuber and associabed egquipment
including entry of securily codes, setting of operabtions
pavamelors, selection of program applicatbions,
preparabion of diakelle (iles, Lransler of informabion
filew Lo Lhe fived storege (iles, and obthere similar
operalinne administbeative tasls.,

Monitors oporation of the computer and periphoeeial
coripment,, which incloles printeras, disk deives,
terminals and other eoquipmenl associabed with the
compuber: snalvees problems and assishs in coreeclion.

oy enters ddats to diskelle feom usee proparod
transactions and Leanemillal conlernls.

Werdfina Lhe dala oy enterasl Lo dislkebbe and andils

rranlla (o) lowing ashancdare conbreal procesthares,

Prepares ovtpabl reports, verilies reasonab loonas of
ceonmbenla, and disteibutes them Lo users (or distribobion.

Nanisls in Lhe Lraining of now or existling Compuber
Dperators Lo operate the conputer and peripheorial
eepripnsnt '

Nemists wilh roubine prevenlbive eaaintonance and emergency
maintenance of oaquipmenl following standard madinlenance
praceduems,

Nosmiets in condoacling Lealning classes on the proper and
approved uese of oew aallvarn (or Lho computors.

Mhaerves calety regqulationg and ensures tholer compliance.

Undecltalos obher responsibhilities as asgignmed.

)

et
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DESIRED QUALIFICATIONS:

R .

tr.

Edugalion:

Teebermedinte with Lechnical Diploma in Computer
operat ns.

Crior Warl Euperiences:

) '
L)

years' in the compubter department. with a privabe and
public company.

Nbilities and Shills/Fnowledge:

= Steong communicabion slills both in written and
spolen Engliash and Urduw.

- Rasic bechnical knowledge of compubtear applicabion
and Lechod nues.

CASTTION ELEMENTS:

o

supervigion [

Reepoets divectly to Supervisor Computer Dperalions.,

Available Guidelineg

fuirdelines are available (com WAFDA manuals, policies,
peoradires and obther dacuments issued feom Lime to Lime.

—-f3X--
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EDSLI}QNMILIng Supervisor Billing Contraol
(Level-1 Division)

GRADE ;. ‘ BFS-11
EQSLQWEUNQIIQNQmeﬁﬁCELRILQN&

The Supervigor il ing Contral ig responsible Lo Lhe Customer
Services Officer (or Lhe cusitomer billing, customer billing-
complaints arnd Billing adjustments.

HOJURMDUILES“ONQmRESEQNSLELkLILES=

) Superviapa hilling wmection employess asz they carry out
Lhede worl,

o] Cnswraes Lhe maintenamemn af all billing ledgers and Lheir
reconciliation within bhe custoamer acocounteg svelom.

] Ensures corroctneas of 231 bille by coviducling a random
checl of hillg pPretaining bo each customee Class,

o) Maintaines computeare generablod Lil]ing regisler Lo Iool
atter hilling complainia,

') Ensures that all bil) Adjustments are careied oul by Lhe
compulae and the bills carenclod Aaceordingly.,

o Ensures prompl ane courtoous service (oe customor ' g
comp )laints,

O Nesists in Lhe peeparat ion of billing re)ated reparts of
revtine nature or Lhose o ain adhoe basig.,

(4] Rrviows ropor b, data aned information ag {1 revlabes bLo
Lhe cushaomer billing.

(o] Neziala in rabing, discipline and other peraornm) matterg
as Lthey apply La Lhe enplovens under his seThion.,

lq) Reaponaibile (o proper and timely distribution of hillg
vililhvin Lhe diviaion.,

4] Miserves aafety reguilations and snsures Lhaeie compliance.
n Uneler { akle al hiee responsibililies ag amsinned.

DESIRED QUALIFICATION:
oL Educat ion:

promobion ferom a

Intermediate certificate holder or by
LW years euperionece.

Lowiee positicn willh at lwamt.
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.

Crior Work Experiences:

12 years' pedor eelaled peperience.

Abililies and Skills/kEnowledye:
- Strong communicalion skills in bath weibben and
spolen English and Urdu.

N

- Fnowledgo of customer Nzeounting applicalions and
Lechoiques.

Deal effeclivaly with paouple, bolh costomers ancd
emplnyess

- Fongens supervisoary skills to deasl wilh canplex
probloms and doevelop practical solutions.

- Nhle Lo react in a reasonable manner to a wide r ange

aof slepngsslol aitaaltiaong.

FOSITION ELEMENTS:

l"‘ -

h.

C.

fsupervision Received:
Reparks direclly Lo Commercial Superinteandant .

Ovailable Guidelioes:

Guidelines are availabile fram WUAFDA manuals, policiea,
proceduares and obther documents issued from bime to fLime.

el eddamerndt

Hush be able to analvee campley problems resulling in
propasals and their ioplementation.

Nalure, Level, and Furpo

se ol Contaclea:

Contacts wilh WUAPDA porezononl as necescary in bhe
eupcubion of reaponsibhililies.

fupavvision Erercised:

Supersvices Lhe waek of his shaff, plans Lheie worl 1oad
and assignmenls, provides aesisbance when deaol fing with
comple: adminialrative problems, evaluates performance
anrl en=maers Lhat, Lheie wark is carried out in compliance
with planes,



http:carrri.ed

POSITION TITLE: Supervisor Debtors Control
(Level-1 Division)

GRADE: BrS-11

BNSIC FUNCTIONAL _DESCRIPTION:

the Supervisor Deblorees Contral is responsible Lo tho Customer

Serviers Officer for activilies relating to debtors, siblension
of ceedit, collection or disconneclion of delinquent accounts

anrtl requirament s (ar security deposites,

MAJOR DUTIES AND RESPONSIBILITIES:

h] Fnsures {he maintenanee of deblor's ledgers and theie
reconcilialion within Lhe cusboamer accounts syshem,

() Supaevises Lthe control ancd analysis of arreare bLhe dale
and amount and bhe disconneclion/roconneelion procedures,
(] Monid bore [he Limely despateh of discoonpction notices and

nrders to Lhe delinguent. customers.

(W) Bupervisms bho ma inbenance of secur; Ly deposilt records
and monilors, Lhe enhancement, colleclion of refund of

customsr'a seeue by depogits as required.

s RDirects activilies conespauent. Lo all MIS reporls on
active debbors and delinmuent s,

5} Assicls Cuslonsr Sacvices Of(icer in implementing
recovery and weileo-af f procedur e,

Q Nesisbzs jn Lige frreparabion of debbtor celated repnrts of
routine nabuwre or athers ag roauired.

o0 seiske in raling, discipline and other persarnel matbiers
235 Lthey apply to the emplayees woder his et ion.,

(@] Mheaerves aalety regulalions and ensures their compliance.
] Undertale ather ¢ esponsibililioes as assi oned.

DESIRED QUNLIFICATIONS:
AL Eduecat lon:

Intermediate cerlificale holdee or by promotion from a
lovwer position with abt least (0 YRears euperience.

By
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Wark Euper iene

1% vears' prior relalod enper Lencs.

Abilities and Skills/knowledoe:

Slrong comounication skills in both weibben and
spoaken Erglish and Uechy.

Enowledge of customer Necounting applicat.ions and
technigueoea,

- Real oifectiveoly with people. bolh custoamers and
pmp loveng.,

- Fosiaoag supervisory skille bto deal with o Lo
problems and develon practical solubions.

- Able to caact in a reasanable manner Lo o vide range
af stiesaful sitoations.

PUSITION ELEMENTS:

.

!
.

el

supervision Receiveds
Reporbts diceclly bo Commereial Superintendont. .

frvailable Buidelin

Guidelines are availabhle (eom UAFDA manuale, pol icies,
nreocedor res andd ol documents issued (eom © ime Lo Lime.

Exercise of Judgmen) ;.

Must be able tn analyse complesr problems resul Ling in
proposals and thedir ioplemental ion.

Nﬂﬁ”“ﬂ:waVels“a“d“EUVPUEEmQL

Fonlacts willv WARPDA perasonnel as necossacy in Lhe
erecution of rosponsibililies.

guprnyisian

aeeised:

Suporvisas Lhe work of his sbafll, plans Ltheir worl Yoad
And assignmenls, procides ansistance when dioal ing wi bl
compler admiciatiratlive problmrms, svaluatsed pecfarmance
anel snsuees Lhat thaie wor boods cacvrisd out in campliance

wilth plames,

-87-



FOSITION TITLE: Senfor Clerk
(Level-1 Division)

GRADE: | BFS-7
BASIC FUNGTIONAL DESCRIPTION:

The Senior Clerlk s responcibileo tao Lhe Commercial
Superintendent or respeclive Section Supervisor Clerical
Services in Lhe enllection and malntonance of stabistics and
customer data as nesded (or Lhe billing, daeblors, customer
sRrviceas,. or alhor genoral doties.

DUTIES AND RESFOMSIPILITIES

Within the limite of approved Customer Services policies and
as hirected oy his supervianra:

0 Maintaing data regarding billing, deblora, aew
connectinns, DOO/ECOSHCD ebe., within Cusbomer Services
BT e,

a] Nzsists jn the peeparation and maintenance of recaords and
regisloers an assiogoogd vy the supervisor.

0 Far Licipates in collection of data regarding trans{ormer
Tayadl management, programs, load torecasting and system
eupansion ond joprovement sbodies.

) UCectorms alhoe duabiag as ansigned.

DESIRED QUALIEICATION:.

A Educat ion:

AL least Matriculalion (rom o recognized institul ion.

1

\

. Feior Forcl Euperience:
Minimum af 010 vears ouperience in major funchional
arepas ol Customere Services or relatod afl lices.

. l«ﬂ”CHUVJ@.rT’inﬁiCﬂlCYE
Peoficient do wueitLen and spoken Urdu. Worlding nowl edgn
Nl Engliah Tanguage,

d. Enowledge ol Specific Greas:

Technical bnoultedge of Lhe disteibution svsblem and Lhe
assneialed {nventory and costi e,
Q-
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Ahilities and Skills:

. Reasonable communicat | on shhille in both wrillten and
aral forms.

- Technical akilijt v Lo doplement instructicons (rom
superyviaory staff,

POSITION ELEMENTS:

A .

C.

d.

b

Supervisian Rec i vod

Unreler genercral direclionm of the Seclion Supervisor,
follows appeoved policies, crileria and standards
ectabliahecd,

Nvailable Guidelines:

Receives guidance from Commercial Superintendent ape
Section Supervisors an policies, procedures and oriter ia.
Has approved olectrical standards, engineesing roles and
salety codes,

Lyercise of 4 Liclgment =

Jurdgment. and professional Integrily is required in
divcharge af his cdulima,

Author ity to Make Lommitlmenls:
Dnes not have Authiarity Lo malke commibment s,

Mature, Level. and fur pose of Conlaclts:

Frequent. conbact witlh technical and nan-technical field
ancd aperating sltaltl Lo erchange job relaled mabllers.

...8(? -
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POSITION TITLE: Junior Clerk
(Level-1 Division)

GRADE : . Brs-7
BASIC FUNCTIONAL DESCRIPTION:
The dunioe Clerdk s responsible Lo the Coaommpreial

Superintendent or respective Soction Supervizor (or
maintenance of corcespondence (1 les aned keeping record of

Aacltivities pertaining to the difllerent aubseclions of Customer

Servieces Otlijee,

MAJOR_ DUTIES AND RESFOMSIBILITIES:

o Matntains files on corresportdence between the 080 and
Toweer and upper (armations.

0 Fladntaing cecned of reports macde by the C50 subseclions

on Lhe aclivilismsg asaigoed.

a Hadnblainag vecord o leave, awards, punishmonts,
crcommendal inne and the sball performance svalual §on
vreoparic.

0 Feaopa Liracl of Lhe correaspondenen aned pubs up Lhe same bLao

Ehe Soction Saperviane (or his revisag and actian.

0 P formes abher ot ey as anaigned,

DESIRED QUNLIFICATION:
a. Eduecalion:

Nt Jeaalk Mabtrjcolation feoam a recognized institul ion.
b. Feioc Worl, Experience:

-

yeare oupoer jenceo jn Customer Services or relal od
oaf (icwoa,

c. Langquage Mol jciengys
Reaasnnable (Joonee o we dtben and spolen Urdu.  Johb
rexlated warking Fnouledge of English l.nguagea.

d. Fnowleadge of Specilie Nreass

Good Fnowledge ol cocord leeping.

— (,)':) —
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F.

- NAbilily to organize records.
- Must be ablb to )inl: correspondence and relaled

reforenceps.,

POSITION ELEMENTS:

a.

Supervision Recelved:

Receivea direct supervision feom the Commercial
Superinbendent ar Sectian Supervisor.

Erercise of Judgment +

Judgment on the basia of Lhe reporta and corraspondendcs
erenivod to sact Aol priorily matters for Lhe perasal of
Commeccial Saperinbendent or Sect ian Superviasaor,
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FOSITION TITLE: Rill Distributar
(Level-1 Division)

GRADE: Prs--3

BASIC FUNCTIONNL DESCRIPTION:.

The IHIL Distribator jg ¢ rEponsible Lo the Supervisar Bi114 ng
Cantrol for the disteribulion af hille at the customers
peemises in the ares arsigned o him.

MAJOR DUTIES _AND RESFONSIRILITIES:

Ta} Distributos hille al customers premises in the area
ansigned by the Supervieor.

O Maintalo=s Uhe L Aelivery bool for the hillsg aaaigned
ber hiim.

ry Conedinates with BT Deapatch Dlorlk in roapect of
stbamping s»nd =epavation of Lhills.

L} Mhenrven aaloby regulasl inns and eonsur e thele conpliance.
A Undoetalos alhiesr roaponeihi (i) o assigned ta him.

DESIRED QUALIFICNATION:
an Educalioan:
N deast Malrvicalalion from a r 2eognized institubion.
h. FMedior Worl Euxperei IR
doyears ovper ience in Power Diebeibublion 0] e,
. Language Froflic Finey:

Reacsonable (loency 0 wr fbten sl spalen Lhedi, o
reetated warlb tong Foowd ~dge ol Fnglish langoage.

ol Enowledge of Specllis Neoas:

Goameal tnouledge afl Lhe arma covee e hy Lhe divisions
asith-rliviaing.

™, Ahililies and Skills:
- Husl be polite and patient when dea) ing with Lhe

crtat omer g,

.J’?‘?...
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POSITION ELEMENTS:
Supeevislon Regeived:

Direct asupervision is received from Lhe Superviaoe
Rilling Ceonbral.

-

i
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POSITION TITLE: Sub-Division Officer (Level 1T & 11 Divisiqns)

GRNADE: BRS 17

The Sub-Divisiaon Of(icer Is responsible Lo Lthe Divisian Nanager for
supervising Lhe customer services, sarvice conneclions, malntenance and
operalion nf the distribution systlem in Lhe Sub-Division with funclional
guidance given by the Division slallf.

] Supervises all Sub-Division personnel {nvolved in scheduling, and
coordinating of engineering activities pertalning Lo Lthe cusltomer
conneclion, maintenance, and operation of Sub-Division customer
related facililies.

0 Dirrcts llhe customer sarvice personnel engaged in ameler reading,
dehtor tontrol, cuslomer complaints, bill distribution, and the
customere' rceques! for service,

a Pirects Lhe program of enerqgy surveillance wilhin the Sub-Division
and Lales correrlive acliaon ar necessacy.

o Directs Lhe plans and procedures governing the prampl cesloration
nl secevice Lo ruslomers,

0 Parlicipales and assigls in personnel and accounting funclions ta
Lhe erlent required by the remoleness gf Lhe location af the
Sub-NDlvision Lo ensure ils efficient aperatian,

0 Ensures cooperalion and canrdinalion of activilies among Sub-
Divisinn employees Lo enhance efficient operation of WAFDA.

n Wnrks clesely with Division Hanager Lo establish programs and plans
far Lthe improvemen! and evpansion of tLhe Distribulion system and
implempnts Lhogse thatl are approved.

a Asnists in Lhe prepacralion of Lhe capital and operating budgels,

n fiscures that provisions of Lhe Uninn Agreement are followed by hoth
labar and management,

a Prepares performacce evaluations aad recommends salary changes,
promolions, demntions, Lransfers, discipiing, leave af absence,
hiring and retease of persons supervised and approves Lhese
documenis and aclinns for the next lower level ol management,

o iesponsible for the administcalion of the WAFDA Safety Program and
Lhe enforcement of zafely policies and practices.

0 Rrads meters of industrial customers wilh demands above 704W up lo
JNNYW,

-94- \fw
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Musl be [luent in wrillen and spoken English and Urdu.
d. koowledge of Specific_freas:
- Knowledge ol management principles and supervisory skills,
Requires an understanding ol customer accounting, marteting
and customer relatians,

- kKnowledge of Lhe methnds used Lo molivale employees.

e. Abililies and Skill

iih

fhility Lo undersland and evaluale recommeidalions made by
custnmer sprvice and engineering personnel.

- Ahilily to inlerprel policies and procedures,
- Ahility to make oral presenlatinns befare large groups.
- fbitity Lo wrile clear cancise reports,

- Ahilily to rract rationatly and calmly Lo stressiul siluations.

Reparls directly to the Division Manager and receives funclional
guidance (rom the Division staff.

Has available pertinenl palicies and procedures approved by Lhe
Aulhnrity and is expecled to ensure implementation.

C. Eserclse ol Judgment:

Required lo overcise sound judgment and arrive at carroct decisions
based an pblicies and procedures approved by Lthe Authority.



Aulhacily Lo Make Commilmenls:

Hales cnaritmenls based an the agreed policies and procedurne and
wilhin the limlits nf ectablisheod financial powers., ’

NaLU£9._Level_and;Ruanqsgﬁqi-cgnLa;L§=

Regular conlacle wilh Division Supervisors, village leaders and Lhe
neneeal puhlic as neceesary Un ensurn limely and accurale
informalion.

Supervision Exercised:

Directly supervises all Sub-Divigion Supervisors,

-906-
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FOSITION TITLE: Supervisor - Meter Reading
(Level-1 Sub-Division)

GRADE:, BRS-12
RASIC_FUNCTIONAL DESCRIFTION:

The vuapervisor Meler Reading is responsible to the 8.D.0. for
meter reading and linn Josses of all (eeders and per{orms ‘
recsponsible and difficall dalise which requice independontl
Aanalyain, modoerately enbenasive judgment and deloiled lnowledge
af WAPDOA and/or meter reacding work peocedor oo, T ludes
froauent cnotact with other sechions and departments, somn
erternal conbacts with cosbomers and Lhe genereral poablic.
Supprvians, coordinates and directs the warle of obhers.

MAJOR DUTIES NAND RESFOMSIBILITIES:

1 Bupeorviases, coordineles antd directe Lhe meber road g
abaffl.

0 Maint aineg recoeds and (fles on Lhe oaslee readi neg and
report e in accordanes wllh Lhe Taid down procedoees.,

0 Bupervises the reoading of kilowati—hene metbors in
accordanreo with daily scheduley.,

s Parrirs el ficeled checlking datices as peescribed jin Lhe
Lo clowan porocisihg e,

0 Feviews reporta, dola and information azs il relates Lo
Lhe meteor vreading, and checking their accuracy.

o Frmnrea (o]l 1ow ap o mebter resvling ovceptions and Y imel Y
rerbuen af melee reading Lisls and meber readiog eoceor
livta bt Lhe Compoater Supervisor,

(8 Peaponsible for minimiczing loesns af all feederz in the
Sobh-Diviaion.,

N fefora for investigation, obaerved anauthorized oee of
enecgy, brobten or doamsged mebors and saals, abnormal
roansuunpl inre and guest ionable tarilf vinlaslioneg.

] Nmsials G.D.00 in changes of existing meteor resdineg
cemiles as apprapriale,

(3] Fiolme recommenciat. ions on rating., discipline and other
perannne]l malbers as Lhey apply Lo Lhe employeess under
his supeeeyicion.

N

S

(
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0 Dheaerves salely regulations and ensures their compliance.

o Lndertakes aother responsibililies as assigned.

DESIRED QUALIFICNTIONS:
a. Education:

Intermediate proferably Degree holder or by promobinn
from a Tower pasition.

b. Frior Worl Eiperien

Finimum 123 years superience regquired of mimilar nature.

. MAhiltities and &

s/bEnouwledge:

= Steong commuanicalion skills in both weltten and
spobken English and Urda,

- Rasic technical Foouwledge of Electrical
Enginsering,

- Dexal effectively wikh people bhobth cusblomecs ansd
BN 1 (RIS

- FPrecsmss aopeevicory alidllle Lo deal wibh counpr 1 e
problemes and develop praclical solubioons.

Mle L react in a reasaonable manner to a wirle

rangn ol streassfol sitoationa.,

FOSITION ELEMENTS:
A Supervision Receiveds:
NReports divecl iy Lo S.0D.0.

b. Available Guidelinee:

Guidelines are aveailable from WARDA manuals, policies,
pProceduces and olher docuaments issued from Lime ta bime.

. brerclase of Judgment:

Must he ahlea Lo snalvee complex probhlems resulting in
propasals and Lhnir implementat ion.

o Nulhopily Lo Make Commitments:

Mil.
]
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Mature, Level, and Purpose_of Conlacts:

Contacls with WAPDA prersonne) as necessary In Lhe
execution of reasponsibilitios.,

Supervigian Erercised:
Superviees the worlk of his stafll, plans Lheir worl load
and assignments, provides assistance when dealing with -
compler adminiatrative problems, evaluntes performance
antd encures thall, thedr worls ie carried nubl in compliance
with plana.



POSITION TITLE: LS-11 - Meter Reading
(Level-1 Sub-Division)

GRADE: PPS-11

BASIC FUNCTION,

~DESCRIPTION:

The LSG--TT Meter Reading is responsible to Lhe Supervisor HMelaer
Reading far meter reading and line loss of qroup of feeders
assigned and follaw up duties which require analysis, judgmmnt,
and setatled nowledge of WARFDA and/or meter reading woarl:
procedoeas, Includes freguent contaclt with customers and the
genearal public. Supervisesn, coordinates and directs the worl:
af Heler Readers tovder Wvim.

MAJOR DUTIES_AND RESPONSIBILIT

0 Suparviaes, coordinales and direchs Lhe moeter reading
slall in the group of (seders assigned Lo him.

0 Mainblaios rocards and Tiles on Lhe mobee reading and
reports in acoocdance with the laid doun proceduros.

0 Supervises Lhe reading of ilowatl-hour melers o
accordance with fagly schedules praparad by Suparcwvicor
Mt e Rending.

0 Corvins oul (jeld checlking dublies as prescribed in the
Faid deown procediaes,

'a) Frepares roportea, data and infarmation as it relates Lo
Ehes meter ceadineg, and checking theie accuracy.

o) Fonoures fallos up an oober reading exceptions and ti mely
submission af meteer reading lists and meter egading orror
lisla tn the Supervisoer Meter Rearling.

0 e fera far investigat ion, nbseeved nnanthorized use of
ornergy, brolen or damaged meters and cseals, abnoemal
consumpt ion and rquestionabhle Lariflf vialalions.

r Nrniate Supercyviaoe Melee Beading in changes of rinbing
el e reading voules as appropriate.

] Flalbes rocommentdalions on rating, discipline and obher
parcsonnrl matlers as they apply to Lhe smployess ander
hia asnperviaion,

0 Mhenrves safeby regualalions and ensures their compliance.
0 Untlertales othee responsibilibies as assigned.

e ARIRES




DESIRED QUNLIFICNATIONS:
a. Educalion

Intreermodiate Diploma haolder ore by promotion (ron a lower
noosit ion.

br. Frior Vorl: Euperienge:

Minimum 10 years eupnrience requiced of similar nabure.

. Abilities and GEills/Koow)adge:

Communvical jon =11 Ts in bholh weitten and spolien
Ernglish and e,

- Dasic Lechnical boowledge of Elechbeical
Enoineeriog,

Neal aoffcclively wilh people both customers and
rmp loyoes,

FPoseoens aupervisory skills to deal with.

FOSTTION ELEMENTS:
A dupervigion faocoived:

Beporte dicectly to Sopecvisor - Meter Reading.
h. fAvaitahle Guaidelines:

Buirellnes are available {rom WARFDA manuala, noliciess,
proacedoces and olher documsnts issued feom Lime Lo Lime.
o

c. Ermroise of Judgnenl:

Husl be ahle Lo analyse complex peoblems resulbing in
proapaosals and Lheair iopleopntation.

el Mubhocity to Mabe Commitment

Hil.

o Mature, Level, and Purpose of Conlacte:

Conbacbe with UAMDA personnel as nacessary in Lhe
procution ol rosponsibililiseg.

w16 ]-



. Aupeevision Exercis

Supervises Lhe worlk of hie staff s Plans Lheir worls toad
and assignmentg

» Provides assistonce when dealing wibh
comp e administsabive problans « avalualog :
and ensures thal their wuorl is
wilth plane.

perloermanco
carried oul in comp)iance

e L0



POSITION TITLE: Meter Reader
(Level-1 Sub-Division)

GRNADE =, . BRS-5

The Heter Reader (s responsible Lo bhe Gupervicor Meter
Feading /A.8-11 Meler Reading for recarding of meter roacding
upta 70KEM at customers premnisea.

MNJOR DUTIES AND_ RESFONSIBILITI

0 Recordas meter reading of all customers upto 70 on mabter
rearling sheebs allolbedd to him.

& RPecards meter rearding on meter reading card ab cuslomers

pramiaoa,

n Hainlaing recocds on omsb e reading and reports in
arcardance wilh Taid doun procedares.

al Obimrreyves anact hore i sed neges of enargy, brolen or damzgedd
metors and seals, aboormal consumphion and aquersl ionahlo

tac il vinlatbiona,

0 Nesicls in allocation of customer referonce Moo, ancl
channes of existing meter reading routes,

sl Miseorves safely regulations and ensuare Lheire compliance.
2] Dndeebales alher rosponsibilities asnsigrazd Lo him.

DESTIRED QUALIFEICATION:
A Education:
Nt least Matriculation (rom a recogniced inatibol ion.

b Feine Worl:

Experienca:

Tovears in Poawer Disbeibuabion Q00§ con.

D]

Language Frofliciencys:

Pearonable fluerncy in weitten and spoken Urcdu.  Job
celabed working knowledge of English Language.

- LOF~
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d. Enowledgsr of Specific Oreas:

General bnowledge of the area coverod hy the division/
auh-division,

e. Ahililies_and Glills:
- Musit be polite and patient when dealing with Lhe
customers,
FOSITION ELEMEMTS:
gupervision Received:

Direcl cupervision is received (rom the Supmrvisor
itting Conbtrol.

104
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POSITION TITLE: Supervisor Service Connecliong (Level T Sub Divisions)

GRADE: BPS-12/716

BASIC _POSITION_DESCRIPTION:

The Suprrvisar Service Conneclions ls responsible lo the Sub Divisional
Officer to whom ha is assingead. e has  rasponsibllity [ar  the
coordinalinn, and assistance and supervision of the work involved in Lhe
sancttoning and inslallation of the overhead and underground new service
conneclions alonguith Lhe ascacialed equipment.

o Plans new service caonneclians of Domesiic and coammercial categaries
lgeneral canneclinng) af upto IS5 KW lnad for approval by Lhe SDO.

0 Frepares dala and proposes plan of service for the new service
canneclion (abave 15 KW of general load! far review and approval hy
Lhe campelenl authoritises,

n Arranges malertal and superviges the conslruction of cuslomer service
lor new connections and augmentation of exisling load.

0 Supervises  Lhe inslallalian of Lransformers, line vollage regulalors,
capacilor banks, fuses, swilches, reclosers, seclionalizers, arresters
and alher dislribution system equipment.

] Hales recommendal ion on changes pertaining Lo impravement af
distribulinn lines.,

0 fssists  in direcling various phases ol contracled work such as
nverhead and undergrouny tine construction, trea Leimming,
right-of-way clearing, slructure painling and foundations elc. and
supervises the same as required.

0 Ensures  rcooperalion  and conrdination of activities among employees to
enhance ellicient aperation of aclivities,

2 Ensures Lhal provisions af (he Union figreemenl are followed.

0 Nssisls in the adminislratinn of the WAPDA Salety Program and the
enforcemenl of salely policies and practices.

3 years Diploma in Lleclrical Engineering.
b. Drier Work Experlence

Minimum of 8 Lo 0 vyears experience in a major functional area of
distribhutinn warl,

——
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Hust be reasanably fluent in writlen and spolen English and Urdu.

Technical Fnowledge of the disbribulion and utilization of electric
energy and ‘the equipment.

Abilitles_ and _Skills
- Steong written and oral commudicalion skills.

- Technical knowledge of constructlon standards, maintenance
Lechniaues and equipment aperallan.

COSITION ELEMENTS:

b
.

Under direction aof the Sub Divisianal Officer follows approved
palicies, rriteria and estahlished standards,

Meatlable construction and operation procedurns, standards schedules,
spcvice rules and salely codes.

Exercise ol Judgment

Torhnical judgmenl, discrebion and professional lntegrity is required
to supervise work and Azsiqn personnel.

Hae aulhorily Lo male commilmen! an approved palicies and procedures.
Neture, Level and Purpuse ol _Contact

Contaczt wilh technical management al Sub Division/Divisian level and
wilh f{ield personnel g axchangn views on jaob related mallers.

Supervision Exercised

Direcl supprvision of assigned personnel and line stafll,
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BRADE :

RASIC

Benior Clerl: (Service) (Level
Divisions

RI*G -7

L POSITION DESCIRIFTION:

the Sonior Clerl: {s reaponasible La the Supervisor Service
Connerliione for procescsing and record kBesping of the matteors

rmlat
1oadd

MAJ O

C

8]

4}

(A

(3]

«a

el Lo customer new servics connections and anhancement, of
Aapnlications.,

DUTTES NAND_ RESEONS S TERILIT

Receives new conneebions and pnhéncement of load
applicatians from Lhe oww and existing customers and
makes swe Lhat the applications are complete with all
the required documents and enbers Lhe same ir Lhe
register.,

Forwards the applicationg Lo Lhe Supervisor Sorvice
Connections (ar propacabion of flhe teasihilily repoet .

Frepares Lhe Demand Malice documents for Lhe signature of
D0 upla 15 W af gencieal load and forwards the same Lo
Ll coeibomer .

Frepareca (orwarding memo (or Lhe SL0's signalores,
srnding Lhe applications to Divieion Manager for loads
Aberse 10 FW o of gensreal connection.

Fonrwarda onu connme i one application to thae Superviwmor
Aervice Conneclions for vorificalion of Tesl Ropart afbLor
obfainiag the same (eom Lhe eoelomese .

Pules up compleled caoces of now service or enhancement af
Loadh applicatione for [inal approval by Lhe SDO.

Hanels over all appeaved conneclion casps Lo Lhe
Supervisor Service Connections (or iv-tallatinn according
Lo bhe priority atint Led.

FEvdntatnea Lhes roeard of 211 new connecliong o
enhancement of load casps insballed or forwarded te
higher (ormaliones tor approval eltoc. and malkes Lhe record

Aavailabho as ance whien b el rbd.

Feepe liasion willi Lhe cusbomors o commmection wilth their
aplications (or service tonnechions.

Performs all olher datiee as asej igrvezc.

o LA
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D _QUALTETCATION:
A Education:
AL least Matricalabtion from a recognized inskitoUion.

h. Frioec Work Experience

G years exprrience in Distribubtion related (unclions.

e. Language Prolicinncy:

Roasonabhle (luency in weitben and spoben Urdu. Worlking
bnowledage of Enaglish languagm,

o Enowledge of Specific Areas:

o Must have Lnouledgs ol cammerclal praocedurs as Lhese
relale Lo new ssrvice cortnectiones.

Foowledgs of power disbribubion tsrms and czquipmant
nomene lal e,

. Nbilities and Skilleas
Muast have ability Lo deal wilh the custonora.

- Pt bhe polite hot Cirm in publie dealings.

PMusl boow typing and dralting.

JSTUTON ELIEMENT 2

. supervision Fie :
Vinels uncder the direct supecvision of Supervisoe Service

"~

Comnect ions and Lhe 5D0.

ailable Guidelines:

Has svailabhle commeraial proceduros ancd approved ruleg
and regalabtions Lo guide him in hde worl:.

€. Outhority Lo Mabke Commitliment:
Has  limited authoriby ta make commitiments onder the

rales  and  regulations pertaining toa Lhe granlt.  of ey
srrvice connecliong. '

- 1 [:)B -
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POSITION TITLE: Supervisor DCO/RCO (Level } Divistons)

GRADE: BPG-12/11

The Supervisar DCOJRED {g responsible Lo Lhe Sub Divisional Offices ta
whom he is assinged. Me has responsibilily for the coordination and
supervisian of Lhe worlk invalved in Lthe disconneclion, reconnectian,
meler change and equipment removal aclivities rrlaled Lo cuslomer
eleclric service as per direclions received (rom the Cuslomer Service
Officer.

Q RDirects and supervises Lhe disconneclion and reconnection of service
in coordination wilh the custaner service seclion ol tLhe sub~divisian,

0 Directs and supervises Lhe implementation of Heler Change QOrdurs and
Eauipment Removal Ocders related Lo relevant customers in accurdance
with the information recejved lrom the Division Cuslomer Service
Section.

n Mfaintains record and subails return of implemented and/or peniding
DEOJRCO and MCO/EROs Lo SDQ and the Cuslomer Services Of(icor.

n Ensuren rcoopoaralion and conrdination of aclivities anang employees {o
pohance rilicien). nperalion of activities.

0 Eneures Lhal provisions of Lhe Ynign fgreemenl are fo))owed.

0 Assisls in Lhe adminislralion of the WAPDA Safetly Pragram and Lhe
enforcemenl ol safety poliries and practices.

DESIRED_GUALIFICATIONS:
Ao Education

Y years Riploma in Eleclrical tugineering.,
b. Drior Mork Experience

Winimum of 8 Lo 1D yoars Prperience in a major funclional acea of
dislribution warlk.

c. Language Profliciency

Reasonably (luenl in wreitlen and spoken English and Urdu.
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Knowledge_of Spec

_S e _Nreas

Technical lknowledge of Lhe dielribulion and ultlizalion ol pleclric
rnergy and Lhe equipment.,

Obilities and Skills
Steong writteo and aral communicalion skille.

- trchnical knnwledge ol consleuction standards, maintenanca
technignes and equipment nperatlon.

PUSITION ELEMENTS:

.

Supervision_Received

Huder direction of Lha Sub Divieional Diticer fallous approved
policies, crileria and eslab)iched standards.

Available Guldelines

Avaitablo conslruclinn and aparalion procedures, slandards,
schedules, zservite rules and saolely codes.

Execcise ol _Judgment

Trehnical judgnent diserelion and professional lolegrily is required
Lo aupervise woark and assigned personnet,

Aulhurily Lo _Hate Comajlmenls
las artharily to male conmilmenl on approved policies and procedures,
Malure, level and Purpuse of Coatacl

Conlacl with Lechnical managemenl al Sub Division/Divisinn level and
“1th Tield personne]l Lo prchange views an job related mallers,

Supervision _Exprcised
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FOSITION TITLE: Supervisor  Prevenlive Malntenance (Level 1 % [1 Sub
Divisions)

GRADE: DPS-12/14

The Supervisor Prevenlive Maintenance s responsible Lo the Sub
Divisional Officer Lo whom he is assinged. He has responsibility for the
coordinalion and supervision of work involved in the rouline scheduled
maintenance ol averhead and underground dislribution lines and associaled
eauipmenl to minimize Lhe recurring faulls and ensure the stabllity of
the Distrhulion System. :

HAJOR_DUTIES NND_RESPOM

10ILLT]

iwn

S:

{4}

0 Flans  and schedules  {he Preventive Halnlenaoce of the NDislribulian
System lines and equipment on a continuous hasis.

n Plans crow [nrmalions and assigns  work in  accordance wilh appraved
schrdules,

0 Supervises  the maintenance af the primary and secandary overhead and
underarnund distribulion lines and rauipment .,

0 Supervisrs Lhe scheduled mainlenance of Lransiarmers, line woltage
regulatars, capacitor banks, [uses, switches, reclosers,

seclinnalizers, arreslers and olher disbribulion system enuipment.

o Ensures maintenance worl praclices in accordance with the HAPDA
Distribulinn Maintenance Mrocedures Hanual,

n Hales recummendal ion an changes pertaining Lo improvemenl aof
distribulion syslenm.

n Ensuree coaperalian and cnordinalinn of aclivilies among eaployees o
enhance e(licient nperalion ol sctivilies.

0 Ensuree that provisions ol Lhe Urion Agreement are lollnwed.

a Assists in Lhe administration of the WAPDA Salety Program and the
enforcrmenl nf salely palicies and practices,

DESIRED QUALITICATIONS:
a. Edycallon

3 years Diplaoma in Eleclrical Engineer ing.
b. Prior Wark Experience

Hinimum of 8 Lo 10 years experience in a major functional area of
distribulion worl,
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Reasanably ftuent in written and spoken Engliah and Urdu,
Enowledge of Specilic_freas

Technical bnawledge of Lhe distribution and ulilizalion of =2lectric
rnergy and lhe equipment.

- Strang wrillen and oral communicalion skills.

- Technical knowledgr of canstruclion standards, maintenance
techniques and equipment aperalion.

POSITION ELEUENTS:

a.

d.

Supervision Received

Under direclion of the Suh NDivisional Officer follows appraved
polircies, criteria and established slandards.

fvailable mainlenance and aperatian procedures, slandards, schadules,
secvice roles and salely codes.

Exercise_of Judgment

Tochnical judgmentl, discretinn and professional integrily is required
Le supervise word and assigned personnel.

Has authnrily Lo make commifment on appraved policies and procedures.

Contact wilh technical managemeat at Sub Dlvision/Division level and
with (ield personnel LUn exchange views on job relaled mallers.

Supervision Exercised

Dirac! supervision ol assigned pergsonnel and line staff.
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POSITION TITLE: Supervisor Emergency Mainlenmance (Level 1 % Il Sub
Divisions)

GRADE: BPS-12/16

The Supervisor Energency Maintenance {s responsible Lo the Sub Divisional
Dificer to whom he 1{s assinged. lte has responsibilily flor the
coordinalion and supervision ol wark invelved in Lhe maintenance and
restoration ol averhead and underground distribulion tines and assuciated
pauipment {n case of {aulls and breakdowns under onormal and extreme
weather canditions that may resull - Into discunnection of supply to the
customers. Hle will also be responsible Tor atlending Lhe customer no
power complaints recelved through the Area Complaint Cenlres.

0 Guides and supervises Lhe emergeacy maintenance of the primary and

secondary averhead and underground distribulion lines and equipment

“and  supervises Lhe operalion ol the switches and equipment in case of
fault and hreakdowns,

0 Supervises and direcls the nperalion of lhe Complainl Centres bolh in
rural and urban areas.

a Supervises the emergency wmainlenance of transformers, line valtage
regqulatorsg, capacilor banks, fuses, swilches, reclaosers,

seclinnalizers, arreslers and olher distribulion system equipment.

a Haltes recommendation an  changes perlaining tn improvemant af
distribhutian lines.

a Ensurrs  cooperalion  and coordinalion ol actlivities among employees lo
enhance ellicienl aperalion of activities.

n Fnsures Lhat provislons ol Lhe Union Agreement are fallowed.

n Aseiate in the administration of the WAPDA Safety Program and the
enlorcoment of calely policies and praclices.

DESIRED DUALIFICATIONS:
a. Educaliaon
1 years Diploma in Eleclrical Engineering.

b. Prlor_Wark Experience

Hinjmum of 8 Lo 10 years experience in a majnr funclional area of
distributinn work,
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Technical Fnouledge af the dislribution and utilization nf elactric
energy and Lhe enuipment,

- Strong wrillen and oral communicatinn slills,

- Technical Ynowledge of construclion standards, mainlenance
Lechniques and equipment operation.

POSITION CLEUENTS:

a.

Supervision Received

Under direclion of the 'Sub Divisional Officer (ollows approved
policies, criteria and eslablished standards.

fve

133

ilable Guidelines

Available mainlenance and nperation procedures, standards, schadules,
service rules and salely codes,

Exercise ol _Judgment

Techoical judgment, discreljon and prolessional inlegrily is required
Lo supervise worl and assigned persannel.

Authurity Lo Hake Commitments
Has aulhorily Yo male commilmenl on approved policies and procedures.
Nalure, Level and lurpose_of _Contact

Contacl with technical managemenl al Sub Livisinn/Division level and
wilh [icld persaonnel Yo exchange views on job related mallers.
Supervision Exercised

Direrl supervision af ass gned personnel and line stalf.
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PQSITION 11T

Complainte Cleck (Level 1, 11 % 111
RDivieions)

GRADIE 2 e -5
ENS1C MOSITION DESCRIFTTON:

The Complainbts Clerl: is repsponsible tao bLhe Buparvisor
Emmrgency Maintenance for the operation of trhe Ores Complaint
Cenleeo to which he is assigned. His responsibilities inelude
registeation of customere "no power" caomplainte and Lheir
prompt communicalinn to the Central Complaint Centree fore
vtrcbilicalion, He will also be reaponsible (or maintalining
uptodate rocord of all complaints registered with Lhe
conplaint ol ficm.

TR DUTTES AND BESEONGIDILITIES:

0 Uherales the Ares Complalol Centre 10 shifls os ansignerd,
Al Reveldves and reagislors "no power" complainbs reparbed in

peeson o belephonical ly by Lhe customers.

0 Fromplly commuonicates cusbomer "no powse" comprlalints te
the Central Complainbl Centre telephonically ar  through
radio (as Lhe case may be) for rechificabtion.

[}

o Madintaine updaled record of all complaints rogistered,
Lranmmitled for rectification ar pending transmitbal and
haneds aver Lhe same Lo his nest shift counterpart

o] Ensures Lhat the communications facililics available Lo
him in Lhe complaints Centre (Lelephons andZor radia) apres
Aalways  in propec working condition. Fromptly comtacts

Lhe relevant mainbonance stall in caso of Lrouble in the
cammunications agquipment. .

a] Tales cognizance of emergenl conditions where lLoss ol
lite ands/or property is possible due to damaged powsr
Lines and/or squipment  and inloros  the Emergoncy crewus
far prompl acbion acocovdingly.

0 Ferliorms olher eolaled dutiss as assigned,

DESTIED QUL TZLENAT FON:

a. Fducalion:

Nt least Mabeiculation (rom a recoandzed inshitulion.

t. Frioe Worl:

years i Power Disbteibubion Oftices.

' 1 1%
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. Language Fraofliciency:

Reasonable (luency in written and spalen Urdu.  Job
related working Ennwledge of Englich Languages.
. Enowledae of Snecilin Nrees:

Fnowledge of Distribution ) ines and mauipment tormes
and nomenclatare,

Geneeal Enowledge of the aresa covarerd by the
relevant Complaint Centre.

Famitiaritly with the operation of two way racdio,

ze

€. Abilities and Skills

Musl be politeo aned patientl when dealing wilh bl
cusboner s,

Muat him Lhorouah bul concise in recording
ozcriplion and pature of reporbted complaints,

FOSTTION ELEMEMT :

a. Supervi

o Feceived:

Divect supervision ia raecoived (¢ om Lhe Suparviaor
Faoerarney Mainlenance.,

h. Judgement Lo jdent iy y  Lhe  powsr brealdown complaints
where prionrily abbtendance iB necessary bo avoid lass of
Vide aad preopee Ly

w1 1l
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~ Service

POSITION_TITLE: Line Superinlendenl - Brade [/I1 - Maintenance and
(Level T, Il &% II1 Divisions) Operation
- BCO/RCO
GRADE: BPS-12211

fh Line Superinlendenl is responsible to the Sub Divisional Officer or the
Division Service Engineer/M%0 Engineer to whom he is assinged. He has
responsibility for the coordination and cupervisinn of work involved in

Lhe

tonstruclion and maintenance ol overhead and underground distrihulion

tines and associaled equipment,

HOJOR_DUTIES AND

(8]

173}

ESPONSIBILITIES:

il

(b2

Flans new service conneclions ol Nomestic and cammercial calergories
lgpnarral connections) of upto 1S KY load for appraval by Lhe S0O,

Frepares dala and proposes plan af service for Lhe new service
conneclinn (ahave 1§ YW ol general loadi lor review and approval by

Lhe campelent anthoritioes,

Supervises Lhe conslructlinn af customer service (or new conneclions
and angmentation of erxisling load.

Supervisns the maintenance ol Lhe primary and secondary overhead and
undergroond distributinn lines and equipmenl and supervises Lhe
aperalinn ol the swiltches and equipment.

Supprvisers the disconneclion and reconneclion af service in
coardinalion wilh the customer secvice seclion of the division and
sub-~divisinns.

Supervises Lhe insLallalion and maintenance al Lranclormers, line
vollage requlators, rcapacitar banks, fuses, switches, reclosers,
seclinnalizers, arresters and other disleribulion syslom equipment.

Makee recammendalion on changes perlaining to improvemenl of
disteribuliona lines.

Assizls in directing varinus phases of conlracted work such as
overhead and underground line construction, tree trimming,
righl-nl-way clearing, and structure painling, etc. and supervises
Lhe same as required,

Ensures cooperation and coordinalion of arclivilies amaong empluyees to
enhance allicient operatinn ef aclivilies.

BESTAVA&ABLECOPY

G
(9
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0 Easures Lhal provisions af Lhe Union Ngreemenl are followed,

o Assisls in the administralion nf Lhe WAPDA Safely Program and the
enlforcemenl of salely policies and pracltices. '

a.  Edugalion

¥ years Diploma in Electrical Engineering

Hiniaum ol 4 Lo 5 yoars experience in a major funclional area of
distribulion work. )

Hust he reasonably (luenl in weillen and spoken English and Urdy.
¢. Foowledge of Snecific_freass

Technizal Fnowledge of he dislribulion and ulilizalion aof electlric
energy and Lthe equipment.

2. Mbililies_and_Skills
- Strang vweitlen and nral cComaunicalion skillsg,

- Technical Fnowledge of construclion standards, mainlenanre
Lechaiquecs and equipment operaliaon,

COSITION ELENENTS:

A.  SJupecvision Received

Undnr directinn of L{he Service and Haionlenance % Opecalion Engincer
he follaws approved policies, criteria and estahlished slandards,

Avatlable connlrurliaon and mainlenance procedures, slandards,
schedules, service rules and salety codes.

c. Exercise al _Judgaent

Technical judgmenl, discrelion and professional inlegrity i5 requicnd

Lo supervise wark and assign personnel.
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d.

Contacl wilh lechnical managemenl at Division level and wilh field
personnel Lo exchange views on job related mallers,

Direcl suparvision of Line Superintendent I1, Lineman and Assiszlant
lLineman,

]
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POSITION _TITLE: Line Foreman - Grade [/11 (Level I Divisions)
(Level I & 11l Rivisions)

GRARE: BPS-12/11

N Line Foreman 15 responsible Lo the Sub Divisianal Offticer or Lhe
Rivision Service/MY0 Engineer Lo whom he is assinged. e has
respansibilily for lhe coordinatian and supervision of work invalved in
the conslruction, maintenance and operation of overhead and underground
distribulion lines and assnciated equipment,

0 Supervises the mainlenance of Lhe primary and secondary ovarhread and
wnderground dislribulinon lines and equipment and supervises the
aperalion af the relaled swilches and equipmont,

0 Superviaes the inslallation and maintenance aof transformers, line
vollage regulalnre, capacitor banks, fuses, switches, roclesars,

speltinnalizers, arcesters and other distribuling system equipment,

a) Hat o= recommendation on changnsg pertaining Lo improvement of
diztribulion lines.

a Assisls in diracling varinus phases of conlracled work such as
averhead and undergraound line constructian, tree trimming,
right-nl-wuay rlearing, and slructure peinting, elec. and supervices

Lhke same as renuired,

0 Ensvres rnoperation and cenrdination af artivities among smployvens Lo
enhance officient operalion of aclivilijes.

o Ensvres Yhat provisione ol Lhe YUnign Nyreement are fallowed.

a. bducstioo
3 years Riploma in Elecl-ical Engineacing.

b.  Prinor_Warl Experien

im

Niniaum ol 10 years exporience in a major funcliognal area of
distribulion warlk,

Hust be (luent in written and spoken Yrdu., Some vorking knowledge of
Englich is desirable,
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d.

[(igel
i

nwl

Torhnical vrnouledge of Lhe distribulion and ulilization of elsctric
energy and Lke equipment.

AL

,...

E

r‘.\J

nd Skilss

Slrong oral and reasonable wrillen communicaltion skills,

- Technical Fnowledge ol construction standards, mainltenance
tachniques and equipmenl operstion.

t—t
1 g
c—
=
'Z

LELERENTS:

sup

g

rvisinn Regeived

Hnder directinng ol the Sub Divisional Oflicer (allows approved
polticies, criteria and established standards.

fvallsble Guidelines

fvailable construclion, maintenance and operalion pracedures,
standards, schedules, sprvice rules and safetly codes.

Erercise of _Judgment

Terhnical judgaenl, discretion and professional inlegrily is reguired
to supeprvise worl and assigned personnel.

Hes autherily Lo male commibmenl nn approved policies and procedurs
Naturg, tevel and Purpase_aof Contacl

fonlach with technical managemenl al Sub Division/Division level and
wilh finld personnel Lo exchange views on job relaled mallers,
supervisicn Exercised

firert supervisinae af assigoned personael and line sbaff,
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POSITION TITLE: Lineman T % TI (Level I, Il % IIl Divisians)

GRADE: BFES 7 and 4

The Lineman (1 ar Il! is responsible Lo Line Supld or the lLine Foreman Lo
whom he is assigned. The Lineman performs all Lypes af Jine work invalved
in the installation, maintenance, operalion, remnval and inspeclion of
electric distribulion facililies. He will work nn eleclric lines and
equipment dead or energized at L.T voltage. He will operate dead nor
energized H.T. reclaosers, seclinnatizers and replace fuses and operale
cutouls, :

0 Responsible Lo Line Superinlendent incharge af work.
0 Perfarm dulies in accordance wilh WAPDA salely rules, aperaling
regqulalions amd praclices. Report unsale condilioas and pracltices lao

he proper autharity,

n Hee and rare for insulslbed proteclive pquipenl such as rubbier
gloves, when worlking on lines energized up to 459 volts.

0 Train Nssistant Linemrn,

0 Taslall ar remove theez-phase Lransfarmers an steuclures/pales ar
ground -mounted plabloras,

a Habte proper translormer marthing conneclions.

n tdentiticatinn of Yine vnllages hy means of the Lranslarmer
nameplate,

a ller vall melers, ammelars and vnltage dJeleclars, an equipment where
required. '

n Inelall and maintain streel lighls and strent light syslnens,
] Patrol and inspecl distribulion lines and report conuilions found.
n Tnstall and remave three-phase capacitor hanks on poles, Checl and

remave faully units,

0 Install and remave single phase and Lhree phase services,

7] Inetall, mainlain, and swilch underground facilities under Lhe
supervision af a Line Superintendenl. De able Lo remove underqground
farililies when required,

0 Ubilize proper standard drawings, interprot specilicalions and

procerd with construction. operation and maintenance work wilh
minimus nf supervision,
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o Supervise crew members assigned and display leadership and judgementl
when in charge.

o Operale line swilches; locale and repair laulle; re-fTuse line and
Lransfarmer culouls and change line and lransformer canneclion.

o Fnnw when and where Lo install temporary protleclive earlhing on
de-enerqized lines for salely purposes,

0 Using slandards, delermine (use size and L.T. conduclor size (or
transformers of differpnt rapacilies.

) Install and remave when required line regulalors, reclosers,
secliaonalizers, swilches, and olher distribution equipment,

0 Follow praper procedure and perform swilching as directed on
dislribulion lines.

o Inslall, replace and connect pad mourl Lransformers,

o Hainlain tools, equipmenl and work areas In a clean and orderly
candition. ’

0 Hzinlain required personnel and work records,
4] Bse Earlh Tester and eggar lor earlh resistance testing and

fnsntation resistance Lesting of conductors, insulalors and
undergraund cahlesg,

0 Inslall metnrs and aplor equipmentl.

o fssisl employers ol equal or higher classification.

U] Report dirregularilies or albnormal canditions to the proper authority,
o Direclt the loading and unloading of distribulion equipment,

0 Direct Lhe work of Lhe Assislant Lineman in the absence of Line

Superintendent,

k. Prior _Work Experience:
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b.

d.

Comprehensive knowledge of WAPDA conslruction nperation and
mainlenance praclires and procedures, and distribution facilities is
required. o

- Communication skills in weiling and speaking the local language
- Hust Fnow the WAPDA Distribulion Slandards and procedures,

- Hust have ability to deal with employees, customers, and the
general public.

- Musl know various distribution circuil connections, vollages of
lines, phasing and transformer conneclions and switching
devirces,

- Yust have Lhe abilily Yo interpret (ield prinls, swilching
diagrams and know the fundamentals af electricitry,

Pireclions are received from Line Superintendenl/Line Foreman
regarding policies, procedures and operations.

Availabl

un

Guidelines:

Fertinent distreibulinn standards, eleclricily rules and WAFDA salely
code

Exercise _of Judgmenl:

Required 1o exercise sannd judgment and arcive al correct decisicns
pertaining Lo job duties.

Contacls with associales, supervisors, customers and public lor job
relaled matters, :

In the absence of Lhe Line Superintendent direclly supervises the
Assistanl Lineman and has management and supervisory responsibilily
[or Lthe assigned tLask,.
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POSITION TITLE: ASSTSTANT LINEMAN (Level I, IT % LI Divisions)

GRADE: BPS S

fssistanl Lineman is responsible Lo Lhe Linaman. He assiats, attends and
helps in the installalion, rearrangement, maintenancr, operation, removal
and inspeclion of eleclrical distribution facililies [ram Lhe ground only,

0 Perlorms duties in accordance wilh Lhe WAPDA salely code, apesraling
requlalions and praclices. Reports wunsafe condilions and praclices
Lo proper aulharily.

o fesisls Lineman -1 and Lineman-11 in the performance nf Lheir dulies
wnrting from Lhe graund ontly,

0 Nesists in maintaining vehicles, Lools and plants (T%P) and line
material, and keeps them in proper repair, adjustment and clean,

o Assisls and attends Lineman-1 and Lineman-I1 while lhay are working

on siruclures/poles Lhrough the use uf rope, pulley and equipment
bag.
0 Performs arlilicial respiration and cardio pulmanary resuscilatian

(C.P.R.} as sprcified in WUAPDA safely code.

o Conslrncls pnlley block lines -single puliey/double pulley.

o} Coils and uncnils ropes. Insures proper care and storage.

s} Tirg various rope knabs used in line work.

0 Nssisls in lnading, nnloading and.hauling of structures/poles, tocls

and planl (T%P) and ather electrical eguipment,
] Dig holes for structures, anchors holes, Ltrenches, elc.

o Aesisls in installing and replacing structures/poles ather
plectrical equipment working from the ground only.

0 Assisls in Lthe installation of strul stay or supparl guy (rom the
ground only.

0 hssemhles malerial lTor and install anchors and quys.

a Cares (or and uses various kinds of personal protecltive equipment as
specilird io WAPDA salaty code.
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Identifies varinus 1ines high lension (H.T), low Lension (L.T) and
sLeeel lighl and how Lo delermine voltage while working un Lhe
ground,

Asrembles matertal faor singl= and double crossarms while varting on
the ground.

Ascisls 1o slringing wire an new conslruclion ar on de-gnergized
lines working on the ground only such as pulling out conduclors or
maintaining wire sland or wire Lratler.

Splices sald and slranded conductors using proper splice and press.

fAsaemblies various lLinds of secondary and primary deadend and slreet
Light malerial in preparation for sending alofl by means ol rope and
pulley.

RAs=ists in Lhe faztallation or removal of services fron building
slde only while "dead".

Azsisls in the installalion of underground facilitirs such as
dioging trenches, laying of conduits, pulling of conductnrs and back
[11ling trench.

Faxl patenls and inspects high Lension (H.T) and low Lsnsion (L.T)
lines, street lights and maintains records. :

DESIRES _QUALIFLIEATIONS:

a.

Educatlion

et be Habtriculale.

- fust have Lhe abilily and desire Lo acquire Lhe necessary
Inowledge and slkills Lo perform Lhe duties and responsibililies
ol Lineman Grade 1,

- Fnnwledge of how Lo Lest and supporl suspreled defaclive single
and two pdle structures.

tust have ability Lo wark wilh employees, custlomers and general
public In a courteous and proper manner.

- tust bhe familiar wilh tonls,
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- Hust have Lhe abilily Lo work alofl on poles, lowers and
slrurclures (physical and menlal lilness),

- Becomes (amiliar wilh distribulion Lools and equipment and Lhe
maintenance ol same,

Direclions are received Ifram Line Superinlendent regarding policies,
procrdures and operations,

Ferltinent distribulinon standards, eleclricily rules and WAPDA Salely
Code

Renuired Lo exercise sound judamenl and arrive at correcl docisions
perizining Lo job dulijes.

futaority Lg_Nake Commitments:

No sulhnrity Lo male commitments,

Cantarts wilh assnriates, supervisors, cuslomers and public for joh
relaled malloers,

Supervision Exercised:
In Lhe absence2 ol the Line Superinkendsnl directly supervises Lhe

seisbant Lineman and has managementl and supervisory responsibility
lor the assigned Lagl,
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POSITION TITLE: . Senior Clerl: - Fersonnel

GRANDE: BPS-7

BNSIC FUNCTIONAL DESCRIFTIONM:

The Sendor Clerclk (s responsibls b Lhe Sub Divisional Off jcer
tor Ior processing canes (or personnel actions, posbings,
Lranslevs, disciplinary cases, and incremsnts. Prepares
payrall and statement of lepal cazes.

MAJOR DUTIES AND RESPONSIBILITIES:

n Frepares canes of (ivadion of salary, arant. of

inceements, worloen compensation, pens sion, welfare grants
and aehe Lares ipes Lo the emplovess childeon,

-, ! P - 1 . + Py
) Prepares pavenll aof Lhe Subh Divisional skaf (.,
(4] Pempares casman of posting, Leanefers ancd discip)inacsy

ach Lo,

n Mlaces copices of pereonnel actions in Lhe celoevant,
nesrsennl Ve,

4] FMeepares paoe Dills and updates of Servics Books.
4] Reafls corenapondence regarding establishmont casms.,
4 Do nolinag, dralfling and refeorencing for all Linds of

incoming letlars rogaviding esbablishment, disciplinacy
anrl I'TO crhmens

) Maintaine recoced of Establishaonl, Section.
o0 Deraltle romioders of eoutdne nalbuwre for Lha sigualure af

Subh Rivinion DOiceer.

0 Any nlhec doly assigned by Lhe Sub Division O(@icer.

DESTRED QUALIFJICATION:

2. Educabt jor:

Direct recruibtment (for one third of bhe vacanrics):
Intermedial, in MMs/Science/Conmerce or Sanior Combreic
withy """ geacde,

doe

or

‘U
it
1

Ty promoblion as per WARDA Serviece rul
..1"(

O
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h.

el

e,

Ceior Work fuperience:

Threoe Lo
upon Lhe

hiivees,

tlepending

(or direct
promotoog

Keynre
for

Language Froljciency:

Beacsonahle {Juency in spolien and
Languages. '

Fnowledge ol Specilic Areas:

Fnowledge of oflice routine

- Fnowlindge aof WNACDA Secvices

Ahilities and Slills:

Communication wlille,

FOSITLON ELEMENTS:

A

o,

Supwrvision Racedveds,

Direct supervisioan e recedvead

Nvailable Guidelines: B

WAirnN

Sethy Vrieedndon

Buies A reocedlur =,

NEriner.

Bervice

traevciase ol Judgment:

e,
Nuibhority Lo Habie Commitoments:

Mo,

[ rraen

at

five yonrs aupor jonce
academic qualifications,

writben Liedu and Enalish

B

Rules.

Sub Divisioon Officer.

inastructions (rom the

Wature, Level, and Purpase of _Contacts:

e,

Supervising Exercised

Supersiaen Lhe work of Junioe

v ] ".‘ Q.

Clerla.



POSITION_TITLE?: Junior Clerl: - Enquiries
GRADEY Brg-7
BASIC_FUNCTIONAL DESCRIFTION:

The Juniar Clercl - Enguiries is responsible bo bthe Sonior
Clerlk —~ Personnel for maictonance of correspondence (iles and
erpling record of activities pertaining to the customere
complalnte and ennuiries,

MAJOR_DUTIES_AND RESPONSIBILITIES:

o Maintaine (iles on correspondence regarding customer
complaintas and enquirins.

le] HMaintains record of reports regarding customer complaints
and pnquiriens and on the activitins ansigned.

Q Keeps track of the correspondence.
a] Performs obther dulies as assigned.

DESIRED QUALIFICATION:

a. Education:
- Direct Recroitment,
i. Serondary School Ceortificate Examination with '

Grade or equivalent gualification (rom a recognized
Universily or Dward or Junior Cambridge.

ii. A minimom speoed of 40 words per minute in Lyping.

o
- By promotion as per seevice rulos
b. Eoloe Work Euperience

Hone for direct hires. Five vears suparience in case2 of
promotees.

. Language Froficiency

Neasonable Muency In written and spoken Urdu.  Jab
related working knowledge of English languane.
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Fnaviledge of of (e rouvtine and filing.

POSITION ELEMENTS:

.

dnervision Received:

Recrives direct supervision
Foersonneal .

Exercise of Judgment:

Wil.

=13 ]-

from the Soenior

Clert:



FOSITION_ TITLE Junior Cleclk - NTecordkesper

o leve)l-T Diviaiany

GRADE Nes 5

BASIC _EUNCTIONAL DESCRIPTION
. 1)

Junior Clerk - Recordbeeper is responsible Lo Seniae Clere)
Ferennnel for maintaining personnel subjest files and Nersora )
Fitoes and puthing up the documants/files wilh tha incaming
mAail for further action. Looks alter Lhe movemsnt of Lhe
fidme,

MAJOR _DUTIES_AND RESFONSIRILITIES
N Mainbains personal (ilos and stibyjoct personnel (iles (op
Lhe division.

3] Belrieves files an and vhen reguiced by bhe divisiona?
staflf.

3 Heceives incoming mail Joner enpondatee Slocuments ol pont e
ap o with redevant (ile Lo bhe concerned ofticinls for
furlher act ion,

g Fledintains (6 )e movemenl rogisler and nobos movemesnl - of
all films,

0 Fajnbaine all the (iles in hig safe cusbody,
3 Beplaces aod ropaivs old (dle cover and sobs ils bind ing.
0 fuvy othae duly assignerd by Lhe superioes.

DESIRED QUALIEICATIONS
A Educatinn
Direct Recruitment
i. Secondary School Ceebificate Exvamionation willy ‘0
Gerade or onuivalent gualificalion from a vestagni sed

Universily or Roard or Junior Coabe rleye .

Lie A minimom speod af 40 words pee minobe in Evpinng.

o
- By promolion as per service roalos

N R e
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Prioc _ Work Fupeeienge

Mone (or
npromotess.

Lanavage Froliciency
Reasonab le
lLangnage. Can read Enylish language.

Lnowledde _of Snecific Nreas

Frnowledgoe of office rooline and (714 ne .

FOSITION ELEMENTS

.

.

€.

Supervision Received

1

Mluenecy in apolar and we i bhen

divect hires.  Five vears supecionee in case of

and sepclieee Lirdo

Supervision is received (rom Lhe Senior Cleclk Fersonnec ],

Neailable Guidelines
Uorbal insbructions from the Buperiors.
Bugreise ol Judgoent

tlewne,

fat hor ity

Shammitmenlg

Mewrves,

divbures, bLevel and Purpose ol Conbtacls

Fond

MHeonre .,

Supervialon Received

Mone.

BEST AVAILABLE COPY



