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I. INTRODUCTION
 

The plrpose of this document is to consolid-ite in one sirigledocument the position descriptions pertaining to the SpninrManagement perso"nel of 
the WAPDA Power Distribution Wing. Theseincludp the position descriptions of the Managinq Dirpctnr, OrneralManagers, Deputy General Managers, Directors General 
and the Chief

Enginers who manage the various PDW functions at the senior
levels. Also included is 
the position description of the Chairman

Area Electricity Board who is responsible to the General Manager

Operation at the PDW Headquarter.
 

This document will assist Member Power and the Authority indetermining the scope of responsibilities of each key position

within the PDW.
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Managing Director, Distribution 
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PQSLJION TITLE Managing Director (Distribution)
 

GRADE 	 BPS 21
 

BASIC POSITION DESCRIPTION
 

The Managing Director - Distribution is responsible to Member Power 
for the Area Electricity Boards, Training, Personnel, General
 
Services, Engineering & Planning, Construcjion, Operation,

Maintenance, Purchasing & Stores, Customer Services, Finance,

Legal, Public Affairs and Management Services activities of WAPDA
 
Distribution. He coordinates activities with Generation arid
 
Transmission. He implements policies and procedures and submits
 
budgets for the efficient functioning of Power Distribution.
 

MAJOR DUTIES AND ULTIMATE RESPONSIBILITIES
 
o 	 Responsible for the overall management and operation of the
 

distribution system.
 

o 	 Responsible for the management of donor financed programs.
 

o 	 Manages the activities affecting the efficient and economic
 
planning, construction, operation and maintenance of
 
Distribution facilities.
 

o 	 Manages the procurement of material, equipment and too.s and
 
insures availability to the users.
 

o 	 Establishes and maintains good customer relabions through the
 
development of efficient customer services provided by
 
trained, motivated and courteous employees.
 

o 	 Manages the activities of training, personnel, general
 
services, finance, legal, public affairs, safety programs and
 
management services to insure efficient and economic internal
 
functioning of Distribution.
 

o 	 Insures the customers energy requirements are met in an
 
equitable manner without exceeding the generating capability.
 

o 	 Insures cooperation and coordination of activities among

Distribution employees as well as personnel of other
 
formations to enhance efficient operation of WAPDA.
 

o 	 Monitors the program to eliminate unauthorized use of energy
 
throughout Distribution and takes corrective action as
 
necessary to reduce all losses.
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o Proposes changes to Member Power, in cases beyond 
the
authority of Managing Director, in overall policies,
procedures and organization affecting Distribution.
 

o Works closely with Member Power and the Authority to establishprograms and plans for the improvement and expansion of 
the
Distribution system and implements those that are approved.
 
o 
 Directs preparation of the Distribution Department's budgets;
approves capital 
and operating expenditures and emergency
repairs within approved financial powers; reviews and forwards
all expenditures requiring Member Power and/or Authority

approval.
 

o Participates and assists in negotiationg, revisiors andamendments involving the Union Agreement.
 

o 
 Assures that provisions of the Union Agreement are followed by

both labor and management.
 

o Establishes and monitors public communications 
programs
throughout Distribution to enhance customer understanding of
energy conservation, 
established commercial procedures 
and
 
customer safety.
 

o Prepares performance evaluations 
 and recommends salary
changes, promotions, demotions, transfers, discipline, leaves
of absence, hiring 
and release of persons supervised and
approves these dccuments and actions for nextthe lower level
of management.
 

o Directs the preparation of revised rates and 
tariffs as
required and recommends same to the Authority for approval.
 

DESIRED QUALIFICATIONS
 

a. Education
 

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

in Engineering or Business Administration highly recommended.
 

b. Prior Work Experience
 

Minimum of 20 years experience with over 5 years experience inat least two major functional 
areas of Distribution and 
at
least 10 years 
of overall experience in 
 a supervisory

capacity.
 

c. 
 Language Proficiency
 

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

Comprehensive 
 knowledge of management principles and
organization structure with 
a thorough understanding of the
overall operation of the various Distribution functions isrequired.
 

Broad knowledge 
 of the methods used to motivate employees. 

e. Abilities and Skills
 

Strong conunication skills both in written and spokenEnglish and Urdu. 
 Ability to address large groups and
the press.
 

Ability to understand 
complex problems and develop

practical solutions.
 

Technical ability 
 to understand 
 and evaluate
recommendations of the 
senior managers covering a wide
range of educational disciplines and 
 functional 
specialities.
 

Ability to react, in a reasoned manner, to a wide range

of stressful situations.
 

POSITION ELEMENTS
 

a. Supervision Received
 

Directions are received from Member Power and the Authorityregarding policies, procedures and operations. Required to
make independent decisions involving all 
 aspects of
Distribution based on sound interpretation of the policies and
procedures.
 

b. Available Guidelines
 

Has available all policies and procedures approvedAuthority and is expected insure 
by theto their implementation,using as basic documents the Pakistan Water &Development Authority Power

Act, 1958 theand WAPDA Book ofFinancial Powers 1977, both as amended. 

c. Exercise of Judgment
 

Required to exercise sound judgment and arrive at sounddecisions 
 on a wide range of 
 complex problems.
Recommendations to Member Power and the Authority are expected
to be detailed, well researched, accurate and in tiie 
overall
best interest of WAPDA and the customers it 
serves.
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d. 	 Authorjty to Make (Commitments
 

Has full authority to commit the 
Authority within the limitsof the established financiRI powers of a Managing Director.
 
e. 
 Nature, Level and Purpose of Contacts
 

Regular written and/or oral contactWAPDA, 	 with leaders throughoutthe GOP and the general public is required to carry outthe complex duties and responsibilities of the position.
 

f. 	 Supervision Exercised 

Directly supervises the reporting General Managers and throughthem 	has overall management and supervisory responsibility forall of Distribution.
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ADMINISTRATION 

General Manager, Administration 

Director Gcneral, Personnel 



POSITTON TITLE 
 General. Manager Administration (Di.tribiitMon)
 

GRADE BPS-20 

BASIC FUNCTIONAL DESCRIPTION 

The General Manager Administration (Distribution) is i0esponsibleManai ng D ree t,nr (Di st.ributlon) for p]anning, 
to 

coordinatj ng,directing and admini.sterinr distribution organ.izatinn-n persnne..and general servicep 1fu',ctions; involving 
formulation 
of the
policies and procedures on recruitment, placement, transfer.
promotion, labor relations, salary and benefits, human 
resource
development, human resource information system, health and safety,general services and transportatlon. Tnis position also includes
responsibility 
for providing staff leadership and divisioning
systems work toflow create an effective General Admnitration 
organization.
 

BASIC FUNCTIONS AND RESPONSIBILITIES
 

Policy Formulation
 

Formulates personnel, health and safety and general services
related policies as they reflect labor laws, 
current labor
market 
trends and directives of 
the policy makling authority
and Managing Director (Distribution). Advises/suggests to the
management if and when 
change in the prevailing policy 
or
policies becomes imminent.
 

Analysis specific 
 and specialized functions within
Distribution organization, v'ecommends 
alternatives 
to meet
complex situations at all 
levels. 
 Designs and standardizes
general administration work flow throughout Distribution 
organization.
 

- Management Advisory Services 

The incumbent provides advisory opinions/recommendations and
solutions 
 to all matters relating to the personnel
administration, organization 
and public safety and general
services and designs, plans 
and coordinates methodology
towards constantly improving prevailing policies and systems.
Frequently contacts (Ms o other functions to discuss andextend advise to them on ways and means of achievingorganizations overall objectives through personnel excellence.
Keeps management 
nware of the human resources, safety and
general services costs of the whole organization.
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- Employee Relations 

Design the management policy to formulate the basic for
 
effective employee relations. Formulate the guidelines for'
 
the collective bargaining and policy to follow the
 
consolidaticns of the union/management contract. Advises the
 
management on all facets of current labor laws and their
 
impact on the organizational pojicies of the organization and
 
intervenes directly at the time of labor unrest and if and
 
when crises situation develop6.
 

Salary Administration
 

Directs the health and retirement benefits, compensation plans
 
for different categories of employment (e.g. permanent
 
contract, temporary, deputationists etc.) and on occupational
 
grounds (e.g. professional, technical, clerical etc.).
 
Provides advice on salaries, Crade classification and
 
management of different employee related funds. Develops and
 
directs policies and procedure on management of different
 
employee funds.
 

Policy Interpretation, Direction and Control.
 

Provide directions and guidelines on the policies and
 
procedures approved by the authority to all the implementing
 
formations to achieve standardization throughout the
 
organization. Forms general administration authority teams
 
from time to time to prove the compliance with rules and
 
regulations.
 

DESI.ED QUALIFICATIONS
 

a. Education
 

Bachelor,/Master's degree ir Public Administration, Business
 
Administration or Liberal Arts.
 

b. Prior Work Experience
 

Minimum of 20 years' experience with 10 years' experience in
 
related field of general administration in a responsible
 
management position.
 

c. Language Proficiency
 

Incumbent is required to posses a high degree of proficiency
 
in written and spoken English .And Urdu languages, including
 
the ability to write the organizational policies.
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d. Knowledge of Specific Areas
 

Good theoretical knowledge and practical understanding of the
basic personnel, general services and safety functions andmanagement's practical 
experience including distribution,

general administration policies and procedures, local 
labor
laws and prevailing compensation and employment policies.
 

e. Post Entry Training
 

Progressive on the job training for a minimum period ofleast 5 years in all the areas 
at 

of general administration is 
essential. 

f. Skills and Abilities
 

The following skills and abilities are required:
 

Excellent writing skills and to
ability transform
 
authority's point of view on policy matters.
 

Analytical ability and in
skill dealing with complex
 
situations with regard to human resources.
 

Demonstrated ability 
 in gaining acceptance of

recommendations from andemployees concerned management
officials on complex and novel general administration 
problems.
 

POSITION ELEMENTS
 

a. Supervision Received
 

Directions are received 
 rrom the ManAging Director
Distribution. The incumbent plans and schedules
assignments independently and is 

his 
expected to reach independent

conclusions. 
 The final work is revised for soundness of
judgement, adequacy 
of Justification and effectiveness of
presentation with weightheavy given to the recommended
actions of the incumbent on mattersall including hisinterpretation and Judgement. 
 The incumbent also keeps his
supervisors informed of the problems and solutions being
developed to solve those.
 

b. Available Guidelines
 

Incumbent uses policies and 
 procedures developed for
Distribution organization, and laws and regulations concerning
personnel and general administration, salary & benefit policy

to 
perform full range of general administration work.
 

9 


11­



c. Exercise of Judgment
 

Incumbent is expected to exercise Judgement on policy mtnt.ers
relating to recruitment, promotion, transfer, disciplinnry and

grievance matters of complexed nature, human resource
development and information system, salary and 
administration, and collective bargaining. 

wage 
Also Rg.npra. and

safety functions on support services. Supervisor places heavy
rel lance on the .inetimbent's recommendations and Judgement in 
approving and reviewing the problems.
 

d. Authority to Make Commitments 

Has full authority to make conmitments under the Authority's
guidelines, general administration policy and procedures and

financial and other administrative powers vested in him from 
time to time. 

e. Nature, Level and Purpose of Contacts 

Maintain effective working relations with all levels of 
management within Distribution and general Administration 
organization. Keeps regular contact with employees and above
mentioned levels to obtain factual information on which 
recommendations and decisions can be based. Explains to the
implementing levels the 
 general administration policies

including; general services, personnel and safety, the basis
 
on which recommendation were made and intent of particular
circular or policy.
 

f. Supervision Exercised
 

Directly supervision is exercised on Director General
Personnel, Director Safety and his office staff. Indirect
leadership is provided to the entire staff of personnel,
general services and safety functions and other Distribution 
functions is matters relating to general administration. 

g. Time Required to Perform the Full Range of Duties 

A minimum of one is for the new toyear required incumbent 
perform the full range of duties of this position. 
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POSITION TITLE 
 Director General Personnel (Distribution)
 

GRADE 
 BPS-20
 

BASIC FUNCTIONAL DESCRIPTION
 

The Director General Personnel (Distribution) is responsible to the
General Manager 
Administration 
for implementing, controlling,
directing, coordinating and 
managing an effective personnel
administration support function for the Distribution organization;
involving personnel 
and personnel 
service activities, matters
relating to labor and welfare employee benefits and safety policy

and procedures.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

- Policy Administration 

o Administers policies and 
 procedures relating to
recruitment, 
 transfer, promotion, grievance and
discipline, employee relations, performance evaluation,
conditions 
 of union management 
 contract, career
development, personnel 
records, labor 
and welfare and
employee and public safety.
 

o Directs activities of Distribution organization 
and
accident prevention 
program including coordination 
of
employees safety policies and procedures.
 

o Coordinates 
and directs the activities of Directors at
Headquarters 
and AEB level to conform within the
directives of the Authority and policies and procedures

concerning personnel administration and safety.
 

Managing Function
 

o 
 Manages and responsible to run an efficient and effective
personnel and 
safety function for approximately 75,000
employees in Distribution organization.
 

o Administers 
and directs different type of annual 
and
interim reports on human resource and safety activity.
 

o 
 Plans, designs and coordinates the budget for personnel.
administration and safety function at 
Headquarters and
AEB (including cost centers within AEB) level.
 

o 
 Maintains effective budgetary controls and is responsible
to justify the total cost of his activity to the General
 
Manager Administration.
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o 
 Approves the positions classifications and descriptions

for all the jobs within Distribution organization (may

delegate the approval of subordinate positions to one of
 
his Directors.
 

o 
 Directs the conditions of union/management contract at
 
all the levels. Controls and directs the implementation

of policies in such 
a manner that it creates good

relations among employees and management.
 

Management Support and Assistance Services
 

o 
 Assists the General Manager Administration in personnel

and safety policy formulation and systems design.

Performs as a 
link 	between the Field Formations and
 
Headquarters and reports to the 
GM's 	office concerning
 
matters important to him. Assists and 
recommends the
 
solutions to both his supervisor and field personnel

directly engaged in implementing.
 

o 	 Assists and consults the General Manager on complex

situation 
arising out of day to day functioning of
 
personnel and safety administration.
 

o 	 Assist the General Manager Administration on improving

the policies and procedures.
 

DESIRES QUALIFICATIONS
 

a. 	 Education
 

Bachelor/Master's degree 
in Public Administration, Business
 
Administration or Liberal Arts.
 

b. 	 Prior Work Experience
 

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

in a supervisory capacity in the related field of personnel

and safety administration.
 

c. 	 Language Proficiency
 

Must be fluent in written and spoken English and Urdu.
 

d. 	 Knowledge in Specific Areas
 

Good 	practical knowledge of management practices and 
an
 
understanding of the operation of the various personnel
 
and safety functions.
 

Broad knowledge of the methods, policies and procedure of
 

personnel prevailing in Distribution.
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e. 
 Post 	Entry Training
 

Progressive on the job training for a minimum period of 
at
least 
8 years in all the area of personnel and safety

administration.
 

f. 	 Skills and Abilities
 

Negotiating skills to deal with labor unions.
 

Ability to 
maintain effective relations with employees
 
and management officials.
 

Managerial skills 
to maintain 
full 	range of personnel

programs 
and gaining confidence of management and
 
employees.
 

POSITION 	ELEMENTS
 

a. 	 Supervision Received
 

Directions are 
 received 
 from the General Manager
Administration (Distribution) regarding 
 policy matters.
Required 	to make independent decision 
on matters related to
Personnel based 
on sound interpretation of policies 
and
 
procedures.
 

b. 	 Available Guidelines
 

Has 	available all approved 
policies 	and procedures of
distribution organization.
 

c. 	 Exercise of Judgment
 

Required 	to sound
exercise judgment 
and 	arrive at correct
decisions on 
 a wide range of complex problems.
Recommendations 
to General Manager - Administration 
are
expected 	to be concise, well researched, accurate.
 

d. 
 Authority 	to Make Commitments
 

Has full authority to commit the Authority within the limits
of delegated financial and administrative powers and approved
policy and procedures relating to the position.
 

e. 
 Nature, Level and Purpose of Contacts
 

Maintains effective working 
 relations and two way
communication with all levels of management and his immediate
staff. Keeps 
regular contact with personnel and safety
functions 	at AEB level so that 
uninterrupted liaison 
and

leadership is provided.
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f. Supervision Exercised
 

Directly supervises the Directors 
of Personnel, Personnel
Affairs, Labor and legal, Compensation and Benefits and Safety
at Headquarters and AEB 
levels and through them has overall
 management and 
supervisory responsibility for 
the Personnel

and Safety function of Distribution organization.
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MANAGEMENT SERVICES 

General Manager, Management Services 

Manager, Computer Systems 

Director General, Computer Operations 



POSITION TITLE 
 General Manager Management Services
 

GRADE 	 BPS 20
 

BASIC FUNCTIONAL DESCRIPTION
 

The 	General 
Manager Management Services is responsible to the
Managing Director - Distribution for all aspects of the evaluation,
planning, development, operation and maintenance of WAPDA

information systems; and is responsible for the evaluation,
acquisition, installation, operation and maintenance of all general
purpose computer equipment used throughout WAPDA. Assists in the
evaluation, acquisition, installation, operation and maintenance of
special purpose computer equipment or programs as requested.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Prepares and maintains a comprehensive Management Services
Department Plan which includes the Information System to be
developed, the information required, the information to be
produced, the computer equipment and technical programs to be
used, the resources required, and a schedule for development
and deployment of the planned systems and equipment. 

o 	 Reviews the Management Services Department Plan with WAPDA 
Management and 	 secures approval for use of available 
resources, or the acquisition of additional resources, needed 
for plan implementation.
 

o 	 Establishes Information System user groups and assists tothem 
identify needed additional systems, to identify needed
 
improvements or corrections 
to existing systems and to
 
establish priorities for Information System development.
 

o 
 Establishes the Management Services Department organization.

specifies duties, responsibilities and procedures required to

achieve plan objectives, manages the department resources, and 
reports to WAPDA Management and to computer application system 
user groups on progress, problems statusand of plan projects. 

o 	 Assists other WAPDA formations as requested with the
evaluation, acquisition, installation, operation- and
maintenance of special purpose computer equipment and programs
to be used for process control or other unique purposes.
 

o 	 Prepares and administers a Departmental Training Program based 
on the Management Services Department Plan, identifying skills 
required to meet plan objectives, establishing corresponding
skills qualifications for Department positions, evaluating
available training techniques and programs to achieve 
requisite skills, and scheduling training courses for 
Department personnel based on plan priorities. 
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o Exercises full control over all Area Flectricity Bonrdl and
remote data entry Computer Operations Centers, providing
direction in the areas of operations stand-ards, operations
scheduling, operator training, production control, hardwareselection, hardware installation and maintenance, programming
and operating systems. 

DESTRED QUALIFICATIONS 

a. Education
 

Master's degree in Computer 
 Science, Physics,

Mathematics, Statistics or Business Administration or a

Bachelor's degree in Engineering together with broad data 
processing technical training is required.
 

b. Prior Work Experience
 

Minimum of 15 years experience in electric utility
industry data processing 
with 5 years management
experience in the development and operations of bothusiness and engineering computer application systems.
Five (5) years prior employment as a WAPDA grade 19 
officer is preferred.
 

c. Language Proficiency
 

Must be fluent in written and spoken English and Urdu. 

d. Knowledge of Specific Areas
 

Required to have wide knowledge of implementation of 
computer, communication and data processing facilities;

information systems anddesign; operations research 
techniques. 

e. Abilities and Skills
 

Ability to obtain, analyze and evaluate complex
data and to prepare precise and accurate factual 
and analytical reports by applying standard 
computer system techniques. 
Be able to direct feasibility studies for new
 

projects.
 

Communication, motivation and leadership qualities.
 

General Managerial and Administrative skills.
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POSITION ELEMENTS
 

a. 	 Supervision Received
 

Directions are received from the Managing Director -Distribution regarding policies, procedures operations

and organization of computer division. 

b. 	 Available Guidelines
 

Has available pertinent policies and procedures approved
by the Authority and is expected to ensure 
implemen cation. 

Considerable judgment and discretion will be required to 

direct studies and design efficient information systems.
 

d. 	 Authority to Make Commitments
 

Has full authority to commit the Authority within the
 
limits of established financial powers and approved

policies and procedures.
 

e. 	 Nature, Level and Purpose of Contact
 

Frequent contacts with senior officials within WAPDA for

gathering information and exchanging views related to the 
assignments.
 

f. 	 Supervision Exercised
 

Direct supervision of the Management Services Department,
Computer Systems Manager, Director General Computer
Operations, Director Finance and 	 Budget and Director 
Administrative Services and through them has overall 
supervisory responsibility of the Management Services
 
Organization.
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POSITION TITLE Manager Computer Systems
 

CIRADiE 	 BPS 20
 

BASIC FUNCTIONAL DESCRIPTION
 

The Manager Computer Systems is responsible to the General Manager
- Management Services for all aspects of the evaJuation, planning,

development, testing and maintenance of all information
WAPDA 
systems. Assists in the evaluation and planning of computer
equipment or programs as requested. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Coordinates the establishment of Information System user
 
groups and assists them to identify needed additional systems,

to identify needed improvements or corrections to existing 
systems and to establish priorities for Information Systems 
development.
 

o 	 Pzpares and maintains a comprehensive Information Systems
Plan which includes the systems to be developed, the

information required, the information to be produced, the 
types of computer equipment and technical programs to be used,
the resources required, and a schedule for development and 
deployment of the planned systems and equipment.
 

o 	 Participates in the formulation the Managementof 	 Services 
Department Plan with Department Management and secures
 
approval for use of available resources, or the acquisition of
 
additional resources, needed for Information Systems Plan 
implementation.
 

o 	 Establishes the Computer systems Division 
organization,
 
specifices duties, responsibilities and procedures required to
 
achieve plan objectives, manages the Division resources, and
 
reports to Department Management and to computer application

system user groups on progress, problems and status of plan 
projects.
 

o 	 Assists other Department Divisions and other WAPDA formations
 
as requested with the evaluation and planning of computer
 
equipment and programs.
 

o 	 Prepares and administers a Computer Systems Training Program
based on the Management Services Department Plan, identifying 
skills 
 required to meet plan objectives, establishing

corresponding skills qualifications for Division positions,
evaluating available training techniques and programs to 
achieve requisite skills, and coordinating the scheduling of
 
training courses for Division personnel with the Department
 
Training Coordinator based on plan priorities.
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o 
 Exercises 	full control over all Information Systems programs
operated 
 at 	 all Computer Operations 
 Centers 	 including
microcomputer 
programs 	 used 
 at 	 Distribution 
 Divisions.
providing 	direction in 
the 
areas program design, standards,
program development and program maintenance.
 

DESIRED QUALIFICATIONS 

a. 	 Education
 

Master's degree 
 in 	 Computer Science, 
 Physics,
Mathematics, Statistics or Business Administration or a
Bachelor's degree in Engineering together with broad dataprocessing technical training is required.
 

b. 	 Prior Work Experience
 

Minimum of years
12 experience in electronic data
processing with 5 years management experience thedevelopment of both business and engineering 
in 

application systems for the utility industry. 
computer 
Five 	(5)
years prior employment as a WAPDA grade 19 	 officer is 

preferred.
 

c. 
 Language Proficiency
 

Must 	be fluent in written and spoken English and Urdu.
 

d. 	 Knowledge of Specific Areas
 

Required to wide
have knowledge of implementation of
computer, 	communication and data processing facilities;
information systems design; 
 and operations research
 
techniques.
 

e. 	 Abilities and Skills
 

Ability to obtain, 
analyze and evaluate complex
data 	 and to prepare precise and accurate factualand 	 analytical reports by 	 applying standard 
computer 	system techniques.
 

Be able 	to direct feasibility studies for new
 
projects.
 

Communication. motivation and leadership qualities. 

General Managerial and Administrative skills.
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POSITION ELEMENTS
 

a. 	 SL£rvision Received
 

Directions are received from General
the 	 Manager -Management Services regarding, policies, 
procedures

operations and organi.7ation of Computer Systems Divislon.
 

b. 	 Available Guidelines
 

Has available pertinent policies and procedures approved

by 	 the Authority and is expected to 	 insure 
implementation. 

c. 	 Exercise of Judgment
 

Considerable Judgment and discretion will be required to
 
direct studies and design efficient information systems.
 

d. 
 Authority to Make Commitments
 

Has full authority to commit the Authority within thelimits of established financial powers and approved
policies and procedures in the procurement of information 
systems products. 

e. 	 Nature, Level and Purpose of Contact
 

Frequent contacts 
with senior officials and middle
 
management within WAPDA and with other Data Processing

professionals for 	 gathering information and exchanging
views related to the assignments.
 

f. 	 Supervision Exercised
 

Direct supervision of the Computer 
Systems Division,

Director of Computer Systems, 
Director Distribution

Computer Systems, Director Methods and Procedures, DeputyDirector Systems Programming and through them has overall
supervi sory responsibility of the Computer Systems
Division. 
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POSITION TITLE 
 Director General Computer Operations
 

GRADE 
 BPS 20
 

BASIC FUNCTIONAL DESCRIPTION
 

The Director General Computer Operations is responsible to theGeneral Manager - Management Services for all aspects of theevaluation, 
planning, acquisition, installation, operation 
and
maintenance 
 of all general purpose computer equipment and
associated technical 
program products used throughout WAPDA.
Assists in the evaluation, acquisition, installation, operation and
maintenance of purposespecial computer equipment or programs as 
-equested. 

MAJOR DUTIES AND RESPONSTBILITIES
 

o Prepares and maintains a comprehensive Computer Operations
Plan which includes the computer equipment and technical programs currently installed or planned for future acquisition
and use, the personnel resources required for all aspects of
the Computer Operations Division, and a schedule foracquisition and deployment of planned equipment.
 

o Participates in the formulation o.k' the Management Services
Department Plan, coordinates Computer Operations plans withother Department Divisions and secures approval for use ofavailable resources, 
 or the acquisition of additional
 resources, needed for Computer Operations Plan implementation. 

o Establishes and 
manages the Computer Operations Division

organization, specifices 
 duties, responsibilities andprocedures required to 
achieve plan objectives, manages the
Division resources, and reports to Department Management on progress, problems and status of plan projects.
 

o 
 Assists other Management Services Divisions and other WAPDA
formations as requested with the evaluation, acquisition,
installation, operation 
and maintenance of special purpose
computer equipment and programs to be used for process control 
or other unique purposes.
 

o Prepares and administers a Divisional Training Program based on the Computer Operations Plan, identifying skills required
to meet 
plan objectives, establishing corresponding skills
qualifications for Division positions, evaluating available

training techniques and programs to achieve requisite skills,
and coordinating 
the sc,, :Juling of training courses forDivision personnel with the Department Training Coordinator 
based on Division plan priorities. 
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o 	 Exercises controlfull 	 over all Area Electricity Board and 
remote 
data entry Computer Operations Centers, providing

direction in the areas of operations standards, operations

scheduling, operator training, production control, hardware

selection, hardware installation and maintenance and operating
 
systems.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

Master's degree Computer
in Science, Physics,

Mathematics, Statistics or Business Administration or a
Bachelor's degree in Engineering together with broad data
processing technical training is required.
 

b. 	 Prior Work Experience
 

Minimum of 12 years experience in electronic 
data

processing with 5 years management experience theinoperations of both business 	 and engineering computer
application systems for the utility industry. Five (5)years prior 	 as WAPDAemployment a grade 19 	 officer is 
preferred.
 

c. 	 Language Proficienc 

Must be fluent in written and spoken English and Urdu. 

d. 	 Knowledge of Specific Areas
 

Required 	 to have 	 wide knowledge of implementation ofcomputer, 	communication and data processing facilities;

information systems 	 anddesign; operations research 
techniques. 

e. 	 Abilities and Skills
 

Ability to obtain, analyze 
and 	evaluate complex

data 	 and to prepare precise and accurate factual
and 	 analytical 
 reports by applying standard
 
computer system techniques.
 

Be able to direct feasibility studies for new
 

projects.
 

Communication, motivation and leadership qualities.
 

General Managerial and Administrative skills.
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POSITION ELEMENTS
 

a. ~ iQ1~eS 

Directions are received from the General 
Manager -Management Services regarding, policies, procedures

operations and organization of 
the computer Operations
 
Division.
 

b. Available Guidelines
 

Has available pertinent policies and procedures approved

by the Authority and expected insure
is to 

implementation.
 

c. Exercise of Judgment
 

Considerable Judgment and discretion will be required to

direct studies, plan and implement the computer equipment

and technical program architecture.
 

d. Authority to MakeCommitments
 

Has full authority to commit the Authority within the
 
limits of established financial powers and approved

policies 
 and procedures in the procurement and
 
maintenance of computer equipment and technical programs.
 

e. Nature, Level and Purpose of Contact
 

Frequent contacts 
with senior officials and middle
 
management within WAPDA, with equipment vendors, and with
 
other Data Processing professionals for gathering

information and exchenging views related to 
 the
 
assignments.
 

f. Supervision Exercised
 

Direct supervision of the Computer Operations Division,

Director of Technica]. Services, Director of Computer
Operations Scheduling Control,and Director Computer
Operations at WAPDA Headquarters and at the other AEB
Computer Centers, and through them has overall
supervisory responsibility of the Computer Operations 
Division.
 

23
 



FINANCE 

General Manager, Finance 

Deputy General Manager, Finance, Field Operation 

Deputy General Manager, Finance, Coordination 



POSITION TITLE General Manager 
- Finance
 

GRADE BPS 20
 

BASIC FUNCTIONAL DESCRIPTION
 

The General Manager - Finance is functionally and administratively
responsible for Accounts and Funds, Budget and Controls and FieldCoordination: acts as financial advisor the Authorityto 	 on allaccounting, budgeting financialand 	 matters of Distribution.
Develops and implements policies for the management of cash and
funds, custody of assets and discharge of Authority's liabilities;formulates and administers personnel policies in finance. Ensures
that 	the administrative and financial powers delegated by the

Authority to officers subordinate to him are judiciously exercised 
at all levels.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Plans, organizes, coordinates, directs and controls activities
of Accounts and Funds, Budget and Controls and coordinates
field activities to 
insure efficient and economical internal
 
functioning of financial operations.
 

o 	 Serves as Principal Financial Advisor to the Managing Director 
-- Distribution. 

o 	 Provides advice and assistance to the Member - Finance. 

o 	 Establishes, implements and monitors financial policies in the 
areas of Accounts and Funds, Budget and Controls, in the 
Headquarters and field operations.
 

advice, and
o 	 Provides guidance direction to subordinate 
financial functional managers. 

o 	 Exercises overall control of cash collections, expenditure and 
budget allocations.
 

o 	 Negotiates contracts for loans with lending agencies. 

o 	 Establishes policies covering the investment of surplus funds. 

o 	 Monitors and analyzes financial performance and directs the
preparation of managerial reports for submission to higher 
authorities.
 

o 	 Analyses financial information and reviews internal audit 
reports and directs corrective actions as required.
 

o 	 Provides overall guidance and direction for development and 
implementation of financial systems and procedures. 
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o 	 Ensures cooperation and coordination of activities among

Distribution employees as well as personnel of other
formations to enhance efficient operation of WAPDA.
 

o 	 Works closely with higher level managers to establish programs
and plans for the improvement of Distribution operations and 
implements those that are approved. 

o 	 Provides guidance in the preparation of the caplta, and 
operating budgets. 

o 	 Assures that provision of the Union Agreenont arp fnllowd hy
both labor and management. 

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

o 	 Assumes responsibility for administering the WAPDA Safety
Program and the enforcement of safety policies and practices. 

o Provides financial personnel with the education and training

required for proper job performance.
 

DESIRED QUALIFICATIONS
 

a. 	 Education 

Bachelors or Masters degree in Commerce 
 or Business

Administration and also Chartered Accountant preferably
qualified from a foreign institute. 

In the cases of existing WAPDA employee, alternative 
qualifications specified for this grade level in GOP and/or 
WAPDA Accounts service rules are acceptable.
 

b. 	 Prior Work Experience
 

Minimum of 15 years experience. Work at the level of General
Manager - Finance or Director - Finance in a major utility
and/or industrial organization.
 

c. 	 Language Proficiency
 

Total fluency in spoken and written Urdu and English.
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d. Knowledge of Specific Areas
 

e knowledge 
organization structure with a thorough understanding of theoverall operation of the various Distribution financial 

rnmprrhens ve of mnnagemont. prr.I.nc. rp].e . ,d 

functions is required. 

Broad knowledge of the methods used to motivate employees. 

e. Abilities and Skills
 

Ability to interpret and implement Authority's policies on
 
financial matters.
 

Ability and skill to extract appropriate financial,
organizational and administrative information from subordinate 
offices, exercise Judgment and implement decisions.
 

Ability to enter into and negotiate contracts for loans with 
lending agencies and for purchase of goods and services with 
the suppliers at the national and international level. 

Ability to negotiate, as a continuous feature, with banks for 
the collection and utilization of cash to the best advantage 
of the Authority. 

POSITION ELEMENTS
 

a. Supervision Received
 

Directions are received from Member - andFinance Managing
Director - Distribution regarding policies, procedures and 
operations. Required to make independent decisions involving
all. aspects of Distribut-ion financial matters based on sound 
interpretation of the policies and procedures. 

b. Available Guidance 

Has available all policies and procedures approved by the
Authority and is expected to insure their implementation, 
using the Pakistan Water & Power Development Authority Act,
 
1958 and the WAPDA Book of Financial Powers. 1977 as amended
 
as basic documents. 

c. Exercise of Judgment
 

Required to exercise soind Judgement and arrive at correct
decisions on a wide range of complex problems. Recommendations 
to Member - Finance and Managing Director - Distribution are 
expected to be detailed, well researched, accurate and in the 
overall best interest of WAPDA. 
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d. Authority to Make Commitments 

fias full a uthnrity to eommi t.the Author ty within 1.h1 1 1m ir,,
of established financial powers of General Menaper and
approved policies and procedures. 

e. Nature, Level and Purpose of Contact 

Meets with members of th- Authority and reprement.ativos of
Government of Pakistan and the Ministries to advi.sp on 
financial matters. 

Meets with other General Managers and Director Generals to
coordinate interdepartmental work flows and dealings with 
agencies of the Central and Provincial Governments.
 

Meets with international financial agency delegates and 
bankers (local or foreign) for loan negotiations and 
discussions on financial matters. 

f. Supervision Exercised
 

Exercises direct supervision over the Deputy General Manager
- Finance (Field Operation), Deputy General Manager - FInance
(Coordination) Director Budget & Controls and other
subordinate officers within the financial and administrative 
powers vested In him.
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-POSITTON TITLE Deputy General Manager Finance (Field Operation) 

GRADE 
 BPS 20
 

BASIC FUNCTIONAL DESCRIPTION
 

The 	 Deputy Gennrnl. Manager Finance.. 	 (Field Operation) Isfunctionally responsible for accounting functions of the AreaElectricity Boards and field accounting operations: acts as advisorto the General Manager -- Finance on all accounting matters of fieldoperations and development financialof 	 systems. Develops andimplements accounting financialand 	 reporting policies andprocedures. Functionally responsible for the collection of funds,custody of financial assets and discharge of the Authority'sliabilities. Administers personnel policies of the Authoritythe 
with respect to his 
 assigned employees. Ensures that 
 the
administrative and financial powers delegated by the Authority toofficers subordinate to him are 	 Judiciously exercised allat 
levels.
 

MAJOR DUTIES AND RESPONSIBILITIES 

Plans. organizes, coordinates, directs and controlsElectricity Board's operation on a functional 	
Area 

basis to ensureefficient and economical internal functioning of field 
accounting operations.
 

o Serves as Principal Accounting Advisor to the General Manager 
- Finance.
 

o 	 Establishes, implements and monitors policies and procedures

in the areas of Accounts.
 

o 	 Provides advice, guidance and direction to subordinates and
Directors Finance, Area Electricity Boards.
 

o 
 Dirc-cts the preparation of AEB 
financial statements and
 
reports.
 

o 	 Reviews internal and government audit reports and directs
 
corrective action as required.
 

o Ensures cooperation and coordination of activities amongDistribution employees 
 as well as personnel of other
formations to 
enhance efficient operation of WAPDA.
 

o 
 Works closely with other managers to establish programs and
plans 
for the improvement of Distribution operations and
 
implements those that are 
approved.
 

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

28
 



o Prepares performance evaluations and recommends salary 
I:~%It4 dHM-4I'-4iPm,
of absence. hi ring and rol ea- e 

disc ipllie. lae
of persn-sn ;,iprvir.od ,andapproves these documents and actions for the next Inwer ] vel

of minagein r t.• 

o Assumes responsibility 
for administering 
the WAPDA Safety
Program and LUie enforcement of safety policies and practices. 
o Provides subordiiiate personnel with the education and training

required for proper job performance.
 

DESIRED QUALIFICATIONS
 

a. Education 

Bachelors 
 or Masters degree 
 in Commerce
Administration, or Businessand also Chartered Accountantmanagement Accountant or Cost &preferably qualified from a foreign
institute.
 

In the cases of existing WAPDA employee, alternativequalifications specified for this grade level in I-4OP and/orWAPDA Accounts service ruler are acceptable. 

b, Prior Work Experience
 

Minimum of fifteen ,15) years
Finance, work at level of Manager. -Director - Finance or equivalent position in a mejorutility and/or industrial organization.
 

c. 
 Language Proficiency
 

Total fluency in spoken and written Urdu and English.
 

d. Knowledg.e_ of Specific Areas
 

Comprehensive 
 knowledge of accounting and administeativeprinciples 
 and organization structure

understanding with a thoroughof the overall operation of the various
Distribution financial functions is required.
 

e. Abilities and Skills
 

Ability to interpret and implement Authority's policies onaccounting and fiscal matters. 

Ability to direct and exercise direct management control overlarge scale accounting operations.
 

Ability and skill to analyze financial information and advisehigher level management concerning results of operations.
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POSITION ELEMENTS
 

a. S pervision Received
 

Directions are received from General Managerregarding - Financefinancial 
 systems, 
 accounting
procedures. policiesRequired to andmake independent decisions involvingall aspects of Distribution accounting matters basedinterpretation of the policies and procedures. 
on'sound 

b. Available Guidance
 

Has available all policies and proceduresAuthority approved byand is expected to ensure the 
using their implementation,the Pakistan Water & Power Development Authority1958 and the WAPDA Book of Financial Powers, 1977 

Act, 
as amended
as basic documents. 

c. 
 Exercise of Judgement
 

Required to exercise sound judgement anddecisions arrive at correctun a wide rangeRecommendations of comp]ex prohlems.to General Manager Finance aredetailed. well researched, accurate 
expected to beand in the overall bestinterest of WAPDA. 

d. Authority to Make Commitments
 

Has full authority to commit the Authority withinof established the limitsfinancial powers of a Deputy General Managerend approved policies and procedures. 

e. Nature, Level ad Purpose of Contacts
 
Meets with 
 General Managers, Deputy General Managers andDirectors to coordinate interdepartmental work flow.
 

f. Siis io n -Exerci-sed
 

Exercises 
 direct supervision over Directorssubordinates and ntherwithin the financialvested in and administrativehim. Exercises powersfunctional supervisionFinance, Area over DirectorElectricity Boards. 
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POSITION TITLE 
 Deputy General Manager 
- Finance (Coordination)
 

GRADE 
 BPS-20
 

BASIC FUNCTIONAL DESCRIPTION
 

The 	Peputy General Manager - Finance (Coordination) is functionallyand administratively responsible for funds management
Headquarters 	 andaccounting operations: acts advisorasManager - Finance on and 	
to the Generalfunds accountingDevelops and 	 matters of Distribution.implements acdounting and financial reporting policiesand 	 procedures. Responsible for 	 the management of cashcustody of financial assets and discharge 	

and funds, 
liabilities 	 of the Authority'sAdministers the personnel policies of the Authoritywith respect to his assigned employees. Ensures thatadministrative and financial powers 	

the
delegated by the Authority toofficers subordinate to him 	 are Judiciously exercised at alllevels. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Plans, organizes, coordinates, directs and controls activitiesof Accounts and 	 Funds to ensure efficient and economicalinternal functioning of funding operations.
 
o 
 Serves as Principal Financial Advisor to the General Manager
 

- Finance.
 

o Functions as Chief Financial Offi cer for Headquarters
accounting and funds management. 

o Exercises direct management control over DistributionHeadquarters accounting and funds management operations. 
o Invests surplus funds in short-term deposits and/or other 

approved investments. 

o Directs the preparation of financial statements and reports. 
o 	 Reviews internal and government audit reports and directs 

,.corrective action as required. 
o Ensures cooperation and coordination of activities among
Distribution employees as 	 well as personnel of otherformations to enhance efficient operation of WAPDA.
 
o 
 Works closely with other managers to establish programs and
plans for the 	 improvement of Distribution operations andimplements those that are 
approved.
 

o Assures that provisions of the Union Agreement are followed by
both labor and management.
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o 	 Prepares performance evaluations and 	 recommendschanges, promotions, 	 salarydemotions, transfers, discipline,of absence, hiring 	 leavesand 	 release of pep7rsnf s1Ipervip;rrncJapproves these documents and actions for the n;-t lower l.evelof management.
 

o 	 Assumes responsibility for 	 acdmini-ering the WAPDA SafetyProgrnm and the enforcement of safety policies and pr.tctices. 
o Provides subordinate personnel with the education and trainingrequired for proper job performance. 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

Bachelors or Masters degree

Administration, 	 in Commerce or Businessand also Chartered AccountantManagement Accountant preferably qualified 

or Cost & 
from 	 a foreign

institute. 

In the cases of existing WAPDA employee,qualifications 	 alternativespecified for this 	grade level G(OPi.n and/orWAPDA Accounts service rule, are acceptable. 

b. 	 Prior Work Experience
 

Minimum of 
 fifteen (.15) years work atFinance, Director 	 level of Manager ­- Finance or equivalent position in majorautility and/or industrial organization. 

c. 	 Language Proficiency 

Total fluency in 
spoken and written Urdu and English.
 

d. 	 Knqwledge of Specific Areas
 

Comprehensive 
 knowledge of funds managementprinciples 	 and accountingand 	 organization structureunderstanding 	 with a thoroughof the overall operation of theDistribution 	 variousfinancial functions is required1. 

e. 	 Abilities and Skills
 

Ability to interpret and 
 implement Authority's policiesaccounting and 	 onfiscal matters.
 

Ability to direct and exercise direct management control over
large scale funds management operations.
 

Ability and skill to 
analyze financial information and advisehigher level management concerning results of operations.
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Ability to communicate and negotiate with banks for collection 
Find optimum Dtilization of cash apsets.
 

POSITION 
 ELEMENTS 

a. 	 Supervision Received
 

Directions 
are 	 received

regarding 	 from General Managerfinancial policies and 	 - Financeprocedures.Independent decisions 	 Required to makeinvolving allfinancial matters 	 aspects of Distributionbased on sound interpretation of thepolicies and procedures.
 

b. 	 Available Guidance
 

Has available 
 all 	 policies and 	 proceduresAuthority 	 approvedand 	 is expected by theto ensureusing the Pakistan 	 their implementation,Water & Power Development1958 	 Authorityand the WAPDA Book 	 Act,of Financial Powers, 1977 	 as amendedas basic documents.
 

c. 
 Exercise of Judgement
 

Required to exercise sound Judgementdecisions 	 and arrive at correcton 
 a wide range
Recommendations to General Manager Finance are expected to be
 

of complex problems.
 
detailed, well researched, 
accurate and 
in the overall best
interest of WAPDA.
 

d. 	 Authority to Make Commitments
 

Has full authority to commit the Authority within the limits
of established financial Powers of a Deputy General Managerand approved policies and procedures.
 
e. 
 Nature, Level and Purpose of Contacts
 

Meets with General Managers, DeputyDirectors to 	 General Managerscoordinate interdepartmental work flow. 
and 

Meets
and contacts local bankers on collection and cash management
matters. 

f. 	 Supervision Exercised
 

Exercises direct supervisionsubordinates 	 over Directorowithin the 	 and otherfinancial and 	 administrative powersvested in him.
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CUSTOMER SERVICES 

General Manager, Customer Services 

Director General, Energy Management 

Director General, Commercial 



POSITION TITLE 
 General Manager - Customer Services
 

GRADE 
 BPS-20
 

BASIC FUNCTIONAL DESCRIPTION
 

The General Manager - Customer Services is theManaging Director rrsponsib]e to
- Distribution 
the for developing and administering
policies, procedures, 
and practices
Services of WAPDA"s Customerfunction dealing with
contact, customer relations, customer­customer 
 energy conservation

develnpment and load management,of tariffs; energy surveillance for recommendingchanges in such policies, procedures, practices and programs that
affect all 
 classes of 
 customers;
implementing Customer 

for issuing instructionsServices policies, procedures and practices. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o Responsible 
for the functional ooeration of,
functional guidance and providing
to, Customer 
Services personnel in the
Area Electricity Boards.
 

o Administers policies. procedures and practices relating to the
rendering of electric servJce to customerscomplaints by monitoring such 
and customer

activities to ensure prompt andfair treatment, to all custome-.. 
o Administers Customer 
 Services policies, procedures and
practices relating 
to


management customer energy conservation and loadefforts, improved customer relations,waste of electrical reducingenergy and improving the 
load factor of
the WAPDA system.
 

o Identifies training needs and provides forthrough such trainingthe Training function to assure quality customer
service.
 

o Coordinates 
the development of 
a co-generation
evaluating program by
potential installations 
to reduce peak system
demand and improve the load factor on the WAPDA system.
 
o Coordinates all Customer Services activities with other WAPDA
sections through wr.itten and verbal communleation to assure o
united and concentrated effort to improve service to thecustomer. 

o Administers the proper development and application of tariffs. 
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o 	 Prepares formal monthly reports anc 
 submits to 
the Managing
Director Distribution and others detailing customer serv'icer
activities to keep superiors informed and recommending changes
in policies and procedures to improve service to customers.
o 	 Ensures control over 	 the computer function 
connected 
with
 
electricity billing and allied data, inputs outputs. 

o 	 Administers the Energy Surveillance Program throughout WAPDA. 
o 	 Administers all Customer Accounts activities. 
o Carries out amendments in the Commercial Procedures Manual.
 
o Keeps abreast of current affairs affecting customer servicethrough necessary relationships with 	 other unitsarchitects and 	 of WAPDA,engineers, customers, governmental agencies,
and professional and technical organizations to assure quality
service to customers.
 

o 	 Determines the need for surveys and special studies, providing
analysis of the data to assure that policies and procedures
are effective.
 

o 
 Maintains statistics regarding units generated, units
billing, realization, sold,

arrears 
and 	line losses, etc., for
submission 
 to the top Management, 
 Provincial. 
 Federal
Governments and Foreign Delegates.
 

o 
 Assures qualified staffing of Customer Services by approval of
wage and 
salary changes, promotions, demotions, 
transfers,
leaves of absence, hiring and release of personnel to maintain
 a high level of customer confidence.
 
o 
 Assures that provisions of the Union Agreement are followed by
both 	labor and management.
 

o 	 Assures safety theof employees and the public, endorsing and
fostering safe work practices and environment.
 
o 	 Administers WAPDAOi safety program within the function taking
appropriate action to eliminate problem arcas.
 
o 	 Practices 
 cost control through the 
 preparation
administration 	 andof the approved Customer Services budget tomaintain fiscal 
responsibility.
 

o 
 Undertakes other responsibilities 
as properly assigned.
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DESIRED QUALIFICATIONS
 

a. 	 Education 
Bachelor's degree in Engineering. Additional Master's degree
In Business Administration would be preferable. 

b. 	 rrior Work Experience
 

Minimum of 25 years' experience with ataosociated 	 least 1.0 yenrswith 	 customer contact or customer relations. 

c. 
 Abilities and Skills/Knowledge
 

Strong communication skills both in written and 	 spokenEnglish and Urdu.
 

- Technical 
 knowledge 
 of 	 electrical 
 applications

engineering and techniques. 

-	 Deal effectively with people, 
 both customers and
employees. 

- Possess supervisory skills to deal 	with complex problemsand develop practical solutions.
 

- Able 	to react in a reasoned manner 
to a 	wide range of

stressful situations. 

POSITION ELEMENTS
 

a. 	 Supervision Received 

Reports directly to the Managing Director Distribution.
 

b. 	 Available Guidelines
 

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

c. 	 Exercise of Judgment
 

Must be 
 able to analyze complex

proposals and 	

problems resulting in
their implementation. 
 Will be administering
policy and procedures to all Area Electricity Boards.
 

d. 	 Authority to Make Commitments
 

Has full authority to make commitments to the level authorized 
by the Managing Director Distribution.
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e. 
 Nature, Level, and Purpose of Contacts
 

Contacts with customers. governmental agencies, professional
and technical organizations, architects and engineers.other WAPDA personnel as necessary 
and 

in the execution of
responsibilities.
 

f. Supervision Exercised
 

Supervises the work of his staff, plans
assignments. provides 

their workload and
assistance 
when dealing
administrative w.ith complex
problems, 
evaluates performance 
and ensures
that work is carried out in compliance with plans.
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POSITION TITLE 
 Director General 
- Energy Managempnt 

GRADE 
 BPS 20
 

BASIC FUNCTIONAL DESCRIPTION
 

The Director General 

General 

- Energy Management is responsible toManager the
- Customer Services,administering the for developing and
policies, procedures 
and practices 
of WAPDA's
energy management function dealing with, development of tariffs,
customer energy conservation and load management andsurveillance; energyfor recommending 
 changes
procedures, practices and 
in such policies,

programs that affect all classes ofcustomers for issuing instructions implementing energy management
policies, procedures and practices.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o Responsible for the functional operation of, 
and providing
functional guidance to 
 'Energy Conservation 
 and. Load
Management' 
and Energy Surveillance personnel in the Area
Electricity Boards.
 

o Administers policies. procedures 
and practices relating
Energy Conservation to
and Load Management and insures prompt
advise, assistance and service to customers in 
this respect.
 
o Administers policies, procedures and practices relatingEnergy Surveillance to

and insures continuous vigilance ofcustomers in safeguarding WAPDA's interest in the sale of 
energy.
 

o Administers energy management 
 policies, procedures and
practices to reduce waste of electrical energy and improve the
load factor of the WAPDA system.
 

o Identifies training needs in energy management and providesfor such training through the training function. 

o Develops and administers a co-generation program.
 

o Provides input tariffinto development by monitoring bothcustomer's lawful usage and WAPDA's load to accomplish energysurveillance, 
 energy conservation 

objectives on the 

and load management
basis of statistics maintained by his

department.
 

o Administers tariff development. 

o Administers 
policies, procedures 
and practices 
 for the
detection. investigation, documentation and pursuit offormalities legaldealing with all unauthorized use of energy. 
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o Administers policies, procedures and practices relating thil.]Jinp and rpnvorv frnm n]] nuntnmrs fou d to hp or nrlor,unauthorized use of energy during the detection 
 n
].nve,(3t-gat.I,,n procedure. 

o Advises WAPPA's management on commercial ruiles and regulation
and legal implications while dealing with customers.
 

o Prepares formal monthly reports and submits to the GeneraManager - Customer Services and others detailing energ,management 
 activities to keep superiors informed an(recommending changes in policies and procedures for overal' 
improvement.
 

o Keeps abreast of current affairs affecting energy managemeni
area through necessary relationships with other units olWAPDA, architects and engineers, customers, governmentalagencies and professional and technical organizations.
 

o Determines 
the need for surveys and special studies 
in the
 area 
of energy management providing analysis of the 
data tc
 assure 
that policies and procedures are effective.
 

o Assures qualified staffing of Energy Management function by
approval of wage and salary changes, promotions, demotions,transfers, leaves of absenne, hiring and release of personnel
within the level of authority given to him by the General 
Manager 
- Customer Services. 

o 
 Assures that provisions of the Union Agreements are 
followed
 
by both labor and management.
 

o 
 Assures safety of the employees and the public, endorsing and

fostering safe work practices and environment.
 

o Practices 
 cost control through 
 the preparation and
administration of energy management section of 
the approved
customer services budget 
 to maintain fiscal responsibility.
 

o 
 Undertakes other responsibilities as properly assigned.
 

DESIRED QUALIFICATIONS
 

a. Education
 

Bachelor's degree in Engineering. Additional Master's degree

in Business Administration would be preferable.
 

b. Prior Work Experience
 

Minimum 
of 20 years experience with 
at least 7 years
 
associated with customer contact or customer relations.
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c. 
 Abilities and Skills/Knowledge
 

Strong communication skills both 	 in written and spoken
Eng]ish and Urrch. 
Technical knowledge of 
 electrical applications and
engineering teohnlqiinn. 

Deal eff:'ectively with people, both customers arid 
emp] oyees. 

Posses supervisory skills to deal with complex problems

and develop practical solutions.
 

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

a. 	 Supervision Received
 

Reports directly to the General Manager 
- Customer Services.
 

b. 	 Available Guidelines
 

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

c. 	 Exercise of Judgmerit
 

Must 
be able to analyze complex problems resulting
proposals 	 in
and 	their implementation. 
 Will be administering
policy and procedures to all Area Electricity Boards.
 

d. 
 Authority to Make Commitments
 

Has full authority to make commitments to the level authorized
by the General Manager - Customer Services.
 

e. 
 Nature, Level and Purpose of Contacts
 

Contacts with customers, governmental agencies, professional
and technical organizations, architects 
and 	engineers, and
other WAPDA personnel as necessary in the execution of
responsibilities.
 

f. 	 Supervision Exercised
 

Supervises the 	 work of his staff, plans their workload andassignments, provides 
assistance

administrative problems, 	

when dealing with corpplex
evaluates performance and ensuresthat 	their work is carried out in compliance with plans. 
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POSITION TITLE 
 Director General 
- Commercial
 

GRADE 
 BPS 20
 

BASIC FUNCTIONAL DESCRIPTION
 

The Director General 
 - Commercial is responsible to theManager General-
Customer Services, for developing and administering the
policies, procedures and practices of WAPDA's commercial function
dealing with 
customer accounts, commercial 
systems operation and
customer assistance for recommending
procedures, practices 

changes in such policies,and programs thatcustomers; affect all class6s offor issuing instructions 
 implementing 
commercial
policies, procedures and practices.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o Responsible for the functional operation of, and providingfunctional guidance 'Customerto Accounts' and 'CustomerAssistance' personnel in the Area Electricity Boards.
 
o Administers 
policies, procedures and practices relating to
customers service, billing and collection guidance insuresandprompt assistance and service to customers in this respect.
 
o Prepares formal monthly reports and submits to the GeneralManager - Customer 
Services and others detailing commercial
activities to keep superiors informed and recommending changesin policies and procedures for overall improvement.
 
o Maintains statistics regarding units 
generated, units 
sold,
billing, realization, 
arrears and 
line losses etc., for
General Manager - Customer Services, for submission toptomanagement, 
Provincial 
and Federal Governments 
and Foreign


delegates.
 

o Ensures control over 
the computer function 
connected 
with
electricity billing and allied data, inputs and outputs.
 
o 
 Carries out amendments in 
the Commercial Procedures Manual.
 

o Administers all customer accounts actIvities.
 

o Administers all coordination between the computeri:ation ofcommercial procedures and their application at Headquarters,
Area Electricity Boards and Divisions level.
 
o Coordinates all customer assistance, customer accounts, andcommercial 
systems operation activities 
with other WAPDA
sections through written and verbal communications to assure
a 
united and concentrated effort 
to improve service to the
 

customer.
 

41
 



o 	 Identifies training needs 
in energy management and provides

for such training through the training function.
 

o 
 Assures qualifind staffing of Commercial function by npproval
of wage and salary changes, promotions, demotions, transfers
leaves of absence, hiring and release of personnel within the
level of authority given 
to him by the General Manager -
Customer Services. 

o 
 Assures that provisions of the Union Agreements are followed
 
by both labor and management.
 

o 	 Assures safety 
of employees 
and the public, endorsing and
fostering safe work practices and environment.
 

o 	 Determines 
the need for surveys and special studies in the
area of energy management providing analysis of the 
data 	to
assure that policies and procedures are effective.
 

o 	 Practices 
 cost control through 
 the 	 preparation and
administration of commercial section of the approved customer
services budget 
to maintain fiscal responsibility.
 

o 
 Undertakes other responsibilities as properly assigned.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

Bachelor's 
degree. Additional Master's degree 
in Business
Administration would be preferable.
 

b. 	 Prior Work Experience
 

Minimum of 20 
 years experience 
with at least 7 years
associated with customer contact or customer services.
 

c. 
 Abilities and Skills/Knowledge
 

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

- Technical knowledge of 
electrical applications and
 
techniques.
 

-	 Deal effectively with people, both customers and
 
employees.
 

- Possess supervisory skills to deal with complex problems
and develop practical solutions. 

- Able to react in a reasonable manner to a wide range of 
stressful situations. 
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POSITION ELEMENTS
 

a. 	 Supervision Received
 

Reports directly to the General Manager 
- Customer Services.
 

b. 	 Available Guidelines
 

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

c. 	 Exercise of Judgment
 

Must be able to 
 analyze complex
proposals and 	 problems resulting in
their implementation. 
 Will 	be administering
policy and procedures to 
all Area Electricity Boards.
 

d. 	 Authority to Make Commitments
 

Has full authority to make commitments 
by the General Manager 	

to the level authorized 
- Customer Services.
 

e. 
 Nature, Level and Purpose of Contacts
 

Contacts with customer6, governmental agencies, professionel
and 	 technical organizations, architectsother 	 and engineers, andWAPDA personnel as necessary in the execution ofresponsibilities.
 

f. 	 Supervision Exercised
 

Supervises the work of his 
staff, plans
assignments, provides 	 their workload and
assistance 
when 	dealing with
administrative 	 complexproblems, evaluates performance and 	 ensuresthat their work is carried out in compliance with plans.
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OPERATION DISTRIBUTION 

General Manager, Operation 

Chief Engineer, Headquarters 

Chief Engineer, Construction, Maintenance & Operation 

Chairman, AEB 



POSITION TITrjF General. Manager - Operation (Distribution) 

GRADE 
 BPS-20
 

BASIC FUNCTIONAL DESCRIPTION
 

The General 
Managei, - Operation is rebponsibleDirector to the Managing
-- Dtntrlbutiorn. 
 for' the 
 efficient
management operation and
of the Area Electricity

administratively responsible for the AEBs. 

Boards (AEs). He J ,

He recommends policies
and procediires and budgets for the efficient functioning ofHe assists the AEBs.Managing Director-Distributionwith the other General and works closelyManagers of Distribution to ensurecoordination the closeof the Headquarters functional 
staff and 
the AEB
operating staff, as well as the Chief of Training.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o Responsible 
for the overall management and operation of the
Area Electricity Boards.
 

o Ensures 
the availability 
of the 
required facilities
resources within the and
AEBs to enable them 
to execute the
assigned tasks.
 

o 
 Monitors the performance of the AEBs in the execution of their
tasks and takes corrective action as required.
 
o 
 Formulates policies relating to all construction, maintenance
and operation matters for the distribution system, issues and
administers the 
same 
after approval.
 

o Ensures cooperation 
and coordination 
of activities
Distribution among
employees 
 as well as personnel 
 of other
formations to enhance efficient operation of WAPDA.
 
o 
 Monitors the program to eliminate unauthorized use of energy
throughout Distributioni and takes corrective action asnecessary to reduce all losses.
 
o 
 Works closely with the other General Managers at Headquarters
and Managing Director - Distribution to evaluate and improve
policies, procedures and organization affecting Distribution.
 
o 
 Works closely with 
the Managing Director 
- Distribution andthe other 
General Managers at Headquarters
programs and to establishplans for the improvement and expansionDistribution system and implements those that are approved.
 

of the 

44 

"... 



o 
 Coordinates the preparation of the AEBs budgets submissions,
approves capital 
and 	operating expenditures and 
emergency
repairs within approved financial powers, reviews and forwards
all expenditures requiring Managing Director-
 Distrbutions
 
approval.
 

o 	 Ansiirps that prnvi.ronn of the Union Agreemnrt; are fo.lowed byboth labor and management. 
o 	 Participates In public commnications programsthroughout Distribution to 	

with customers
enhance customer understandingenergy conservation, 	 ofestablished commercial procedures andcustomer safety.
 

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

o 	 Ensures that 	technical performance evaluation, prepared by theChairmen AEB are properly considered in preparing the annual
confidential 
reports.
 

o 	 Responsible for the administration 
throughout the 	

of the WAPDA Safety ProgramAEBs. and the enforcement of safety policies
and practices.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

Bachelor's degree in Engineering is required. 
Master's degree
in Engineering or Business Administration highly recommended.
 

b. 	 Prior Work Experience
 

Minimum of 20 years' experience with over 5 years' in at least
two 	major functional 
areas 
of Distribution and 
at least 10
years' of overall experience in a supervisory capacity.
 

c. 
 Langujage Proficiency
 

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

Comprehensice knowledge of management principles.
understanding Thorough
of the overall operation 
 of the various
Distribution functions.
 

Broad knowledge of the methods used to motivate employees.
 

e. 	 Abilities and Skills
 

Strong communication skills both in written and spokenEnglish and Urdu. 
 Ability to address large groups and

the press.
 

Analytical ability necessary 
to 
review budget requests
and 	 prepare annual 
budget for 
 Distribution 
 System
Rehabilitation, Expansion, Operations and Maintenance.
 

Ability to react, in a reasoned manner, to a 	 wide range
of stressful situations. 

POSITION ELEMENTS 

a. 	 Supervision Received
 

Directions 
 are 	 received from the 	 Managing Director -Distribution regarding policies, procedures, and operations.Required to make independent decisions involving all aspectsof Distribution based on sound interpretation of policies and
procedures.
 

b. 	 Available Guidelines 

Has available all policies and procedures approvedAuthority and is 	 by theexpected to theirensure implementation,using as basic documents the 	 Pakistan WaterDevelopment Authority Act. 	 & Power
1958 and the WAPDA Book ofFinancial Powers 1.977, both as amended. 

c. 	 Exercise of Judgment
 

Required to exercise sound Judgment and arrive at sounddecisions on 	 a wide range of complex problems.Recommendations 
to Managing Director 
- Distribution 
are
expected to be detailed, well researched, accurate and inoverall best interest of 	 the
WAPDA and the customers it serves. 
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d. Authority to Make Commitments
 

Has full authority to commit the Authority within the li.mits
of the established financial powers of General Manager.
 
e. 
 Nature, Level and Purpose of Contact
 

Regular written 
 and/or personal 
 contact
throughout WAPDA, the GOP and the general public is required
 
with leaders
 

to carry out the complex duties and responsibilities of theposition.
 

f. Supervision Exercised 

Directly supervises the AEB Chairmen and throughoverall management them hasand supervisory responsibility for assignedareas of Ditribution. Also supervises 
the Operations
Headquarter staff. 
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POSITION TITLE 
 Chief Engineer - Headquarters 

CM.RE BPS-20
 

BASIC FUNCTIONAL DESCRIPTION
 

The Chief Engineer - Headquarters is responsibleManager - Operation for recommendation 
to the General 

budgets, and safety for 
of policy, procedures, 

He is responsible 
the efficient functioning of distribution.for controlling 
the financial and coordinating
the activities of 
the Headquarters functional 
staff and the Area
Electricity Board operating staff.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o Provides 
senior staff 
services 
to the General Manager

Operation.
 

o Directs the preparation and coordinates 
schedules 
for load
shedding and implements the load shedding schedule with the
Load Dispatch Centres and the AEBs and the preparation of thenecessary reports for WAPDA management.
 

o 
 Prepares briefs for the Authority and Ministry inquiries.
 
o 
 Monitors Energy Loss Reduction Programs preparing necessary


management reports.
 

o Monitors progress of rural electrification and has directdealings with Provincial Governments concerning such matters.
 
o Coordinates activities of the Operations Department including
AEBs with other Provincial and Federal Agencies.
 

o Provides answers to questions and inquiries raised by Federal

and Provincial Agencies.
 

o Coordinates, assembles, and monitorsDepartment's budgets and 
the Operations

forecasts, reviews 
 and all
construction, operating and maintenance expenditures.
 

o 
 Assures that provisions of the Union-Management agreements are
 
followed.
 

o Approves performance evaluation, salary changes, promotions,
demotions, transfer, discipline, leave-of-absence, hiring andrelease of persons supervised. 
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o Responsible for the administration of the WAPDA Safety Programand enforcement of safety policies and practices coveringdistribution construct ion, mai.ntenan(., operntlon nnd 
measurement. 

o Assumes other duties and responsibilities as assigned. 

DESIRED QUALIFICATIONS
 

a. Education
 

Bachelor degree in Engineering. 
Master degree in Engineering

is desirable.
 

b. Prior Work Experience
 

Minimum of 20 years experience with over 5 years in amanagement position supervising technical functions.
 

c. 
 Language Proficiency
 

Must be fluent in written and spoken English and Urdu.
 

d. Knowledge of Specific Area
 

Technical knoweldge of the production and utilization of
electric energy.
 
Full understanding of 
the electrical 
and mechanical
 
hazards presented in 
the power distribution system.
 

Broad knowledge of the methods to motivate employees.
 

e. Abilities and Skills
 

Conmunication skills both in written and oral English and 
Urdu.
 

Supervisory skill to deal with complex problems.
 

Ability to understand 
complex problems and develop
 
practical solutions.
 

Ability to react, 
in a seasoned manner, to 
a wide range
 
of stressful conditions.
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POSITION ELEMENTS
 

a. 	 Supervision Received
 

Directions 	are received from the General Manager 
- Operation
regarding policies, procedures, operations and organization.
 

b. 	 Available Guidelines
 

Has available pertinent 
policies, rules, 
regulations and
budgets approved by the Authority and higher management.
 

c. 	 Exercise of Judgment
 

Required to 
exercise 
sound judgment on 
a
technical and administrative problems arriving 
wide range of
 

at practical
and compatible decision in the overall interest of WAPDA and
the customers.
 

d. 
 Authority to Make Commitments
 

Has full authority to commit within the limits of established
financial powers and approved policies and procedures.
 

e. 
 Nature, Level and Purpose of Contacts
 

Frequent contact with senior officials within WAPDA forgathering information and exchanging views related to policy,
procedure and agsinments.
 

f. 	 Supervision Exercised
 

Direct supervision of the at.-'ned personnel and through themhas responsibility for ;milar functions within thedistribution system. 
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POSITION TITLE 
 Chief Engineer - Constructinn, Ma.intenanne and 
Operation 

GRADE BPS-20
 

BASIC FUNCTIONAL DESCRIPTION
 

The Chief 
Engineer - Construction, Maintenance 
and Operation is
responsible to 
the General Manager 
-
Operation for recommendation
of policy, procedures, budgets, and 
safety for the 
efficient
functioning of distribution. 
 He is responsible for coordinating
and controlling the financial 
and coordinating the activities of
the Headquarters functional staff and the Area Electricity Board

operating staff.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 
 Directs formulation and recommendation of policy, procedure
and practice 
 for establishing 
 improved Construction,
Maintenance 
Operations, Measurement 
and P.C. Pole 
with all
Area Electricity Boards and their associated departments.
 

o Coordinates policy and 
 procedures for 
 Construction,
Maintenance, Operations, Measurement and P.C. 
Pole with all
Area Electricity Boards and their associated departments.
 

o Monitors and evaluates expenditures of capital and operating

budgets.
 

o Assures that provisions of the Union Management agreements are
followed.
 

o 
 Approves performance evaluation, salary changes, promotions,
demotions, transfer, discipline, leave-of-absence, hiring and
release of persons supervised.
 

o 
 Responsible for the administration of the WAPDA Safety Program
and enforcement 
of safety policies and practices covering
distribution 
 construction, 
 maintenance, 
 operation and
 
measurement.
 

o Assumes other duties and responsibilities as assigned.
 

DESIRED QUALIFICATIONS
 

a. Education
 

Bachelor degree in Engineering. 
Master degree in Engineering

desirable.
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b. 	 Prior Work Experience
 

Minimum of 
20 years experience with 
over 5 years in a
management position supervising technical functions.
 

c. 
 Language Proficiency
 

Must 	be fluent in written and spoken English and Urdu.
 

d. 	 Knowledge of Specific Area
 

Technical knoweldge of the production and utilization of

electric energy.
 

Full 	understanding 
of the electrical 
and mechanical
hazards presented in the power distribution system.
 

Broad knowledge of the methods to motivate employees.
 

e. 	 Abilities and Skills
 

Communication skills both in written and oral English and

Urdu.
 

Supervisory skill 
to deal with complex problems.
 

Ability to 
understand 
complex problems and develop

practical solutions.
 

Ability to react, in a seasoned manner, to 
a wide range

of stressful conditions.
 

POSITION ELEMENTS
 

a. 	 Supervision Rece ived
 

Directions 
are received from the General Manager 
- Operation
regarding policies, procedures, operations and organization.
 

b. 	 Available Guidelines
 

Has 	available pertinent 
policies, 
rules, regulations and
budgets approved by the Authority and higher management.
 

c. 	 Exercise of Judgment
 

Required to exercise 
sound Judgment on a 
wide range
technical and administrative problems arriving at 
of
 

practical
and compatible decision in the overall interest of WAPDA and

the customers.
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d. Authority to Make Commitments
 

Has full authority to commit within the limits of established
financial powers and approved policies and procedures.
 

e. 
 Nature, Level and Purpose of Contacts
 

Frequent contact 
with senior officials 
within WAPDA for
gathering information and exchanging views related to policy,
procedure and assignments.
 

f. pLervision Exercised
 

Direct supervision of the assigned personnel and through them
has responsibility 
 for similar functions within

distribution system. 

the
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POSITION TITLE 
 Chairman - Area Electricity Board 

GRADE 
 BPS - 20 

BASIC FUNCTIONAL DESCRIPTION
 

The Chairman Area- Electricity Board (AEB) is administrativelyresponsible for Distribution Planning & EngineerJng, Construction,
Maintenance & Operation, Purchase 
and Stores, Customer Services
(Commercial), Finance, Services activities of the Area Electricity
Board and for the Divisions. Reports directly to General Manager
Distribution Operation and receives functionalDistpIbution Headquarters staff 	
guidance from the

and provides line and functionalguidance to the Circles and Divisions staff. Administers approvedpolicies and procedures and develops budgets for the functioning ofthe AEB and implementation of approved projects.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 Plan, organizes, coordinates, directs and controls activities
of t le AEB Department Heads. Circles and Divisions effecting
efficient 
 and economical construction, 
 operation and
maintenance of the AEB facilities.
 
o 	 Establishes and maintains good customer relations through thedevelopment of efficient customer service provided by trained,motivated and courteous employees.
 
o 
 Plans, organizes, coordinates, directs and controls activitiesof administration which includes personnel, General Services,Safety, Finance and Legal to ensure efficient and economical
internal functioning of the AEB.
 
o 	 Exercises control over 	 the purchases of the decentralizedmaterials 
for 	the AEB. Responsible 
for the storage of
materials received in the AEB and their distribution.
 
o 	 Promotes cooperation and coordination of activities among theAEBs 	employees and personnel of other formations to 
enhance
efficient operation of WAPDA.
 

o 	 Monitors the unauthorized use of energy within the AEB andtakes action as necessary to reduce losses.
 
o 	 Recommends changes in overall policies and proceduresaffecting the AEB and administers such as approved.
 
o 	 Works closely with the General Managers - Distribution and theDistribution Department Heads to establish programs and plans
for the improvement of the AEB and implements those that 
are
 

approved.
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o 	 Directs preparation 
 of the 
 AEBs budgets,
constructions, 	 approvesoperating and 	 maintenance expenditure andemergency repairs within aproved financial powers;
and 	 reviewsforwards all expenditures requiring approval of GeneralManager Distribution Oparation 
 and 	 Managing Director
Distribution.
 

o 	 Assumes responsibility for assuring that 	 provisionsUnion 	Agreement are of thefollowed by both workers and supervisors. 
o 	 Develops, directs and coordinates communicationscustomers throughout 	 programs withthe AEB to enhance customer understandingof energy conservation, customer rules and regulations andcustomer safety. 
o 
 Assumes responsibility 
for 	administering 
the 	WAPDA Safety
Program and the enforcement of safety policies and practices.
 
o Prepares performance evaluations 
 and 	 recommends
changes, promotions, 	 salary

demotions, 
 transfers,
action, 	 disciplinary
leaves of absence, hiring 
and 	release
supervised and approves the 	
of persons


same 	for the next 
lower level of
management. 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

Bachelor's 
degree in 
Engineering 
is required. 
 A Master's
degree in Engineering would be preferable.
 

b. 	 Prior Work Experience
 

Minimum of 20 	years' experience with over 	5 years' in attwo major functional areas of 	 least
Distribution and 	 at least 7years' of overall experience in a supervisory capacity.
 

c. 	 Language Proficiencv 

Must be fluent in written and spoken English and Urdu. 

d. 	 Knowledge of Specific Areas
 

Knowledge 
 of 	 management principles
structure 	 and organizationalwith a thorough understanding of the overalloperation of the functions of the AEB.
 
Broad knowledge of the methods used to motivate employees.
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e. 	 Ability and Skills
 

Strong commtinirat,ion sk.l1s both 	 in wrlttf.n nnd rj-,oltri
English and Urdu. 

Ability to understand complex problems and develop
practical solutions.
 

Technical ability to understand 
 and evaluaterecommendations of managers and engineers covering a widerange of 
 educational disciplines 
 and 	 functional
 
specialities.
 

Ability to react, in 
a reasoned manner, to a wide range
of stressful situations.
 

POSITION ELEMENTS
 

a. 	 SIupervsion Received
 

Reports directly to General Manager -
 Distribution Operation
and 	 receives 
 functional guidance from 
all 	 Distribution

Department Managers. 

b. 	 Available Guidelines
 

Has available 
 all 	 policies and procedures approvedAuthority 	 by theand 	 is expected to ensure their implementation.Shall exercise 
administrative 
disciplinary, 
financial
other powers as delegated by the "Introduction 	
and 

Distribution 	 of Supply andof Power Scheme, 1981", and as amended from time
to time. 

c. 	 Exercise of Judgment
 

Required to exercise sound Judgment and arrive at correctdecisions 
 on a wide range of complex
Recommendations 	 problems.
to Management 
are 
expected to be detailed,
well researched, accurate and in the overall best interest of
WAPDA.
 

d. 
 Authority to Make Commitments
 

Has full authority to commit the Authority within the limits
of the established financial powers and approved policies and

procedures.
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e. 
 Nature, Level and Purpose of Contact
 

Regular written end/or personal contact with leaders
throughout WAPDA, Government officials, and the general publicis required to carry out the complex duties andresponsibilities of the position.
 

f. Supervision Exercised
 

Has the overall management and supervisory responsibility for
the entire AEB. Directly supervises the Department Directors,Circle Superintending Engineers and through them, the DivisionManagers and other supervisors.
 



PLANNING, ENGINEERING & STANDARDS 

Ge'eral Manager, Planning, Engineering & Standards 

Chief Engineer, Distribution Planning 

Chief Engineer, Distribution Engineering 



POSITION TITLE 
 General Manager 
- Planning, Engineering
 

and Standards
 

GRADE 
 BPS--21
 

BASIC POSITION DESCRIPTION
 

The General Manager 
- Planning, Engineering and Standardsresponsible to the Managing Director Distribution. He plans, 
is 

organizes, manages, and 
controls all aspects of the distribution
planning and engincring organization. He is responsible forcoordinatinL4 financial and technical activities in major areas of
planning an6 engineering. His functions include: ascertaining theadequacy at all times of distribution power supply; initiating,formulating and 
proposing for approval short long
improvement and expansion plans assure 
and term 

to reliable and economicservice; 
 assessing and establishing standards of service
reliability: developing 
new approaches analytical
to 	 analysis;
forecasting system load growth: directing economic analysis ofalternative proposals; performing the duties of the Engineer andProject Director for the rural electrification program and similarlarge scale 
projects; evaluation and improvement of existing
specifications, 
 standards, 
 technical instructions, design
instructions, construction instructions and procedures. preparation
of new specifications, standards, design procedures, construction
procedures; establishment 
 and updating of a system widedistribution mapping system. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o 	 The General Manager Planning, Engineering and Standards underguidance of the Managing Director Distribution plans,oiganizes, manages the 	 andplanning engineering aspects of
distribution.
 

o 
 Interacts with other departments within WAPDA, with federal,
provincial government agencies and with aid giving agencies in
the development of short and long term energy loss reduction
and expansion targets and objectives.
 

o 
 Reviews and authors methodology of preparation of: planning
proposals; economic/financial feasibility reports
calculations; 	 or

work orders; and planning and engineering


guides.
 

o 	 Oversees the development of short and long term areaimprovement and system expansion plans to meet the targets for energy loss reduction and system expansion.
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o Determines the 
statistics requirements 
of the Planning and
Engineering 
function in distribution wing and guides thedevelopment of load
a forecast and 
power market survey

methodology.
 

o Guides the introduction 
 of Computer Aided 
Distribution
Planning and Design and in particular evaluates the working ofthe CADPAD installations.
 

o Accords approval to plan of service for spot loads and issues
guidelines towards preparation of planning proposals and work
orders for spot loads 
(1000 kW and above).
 

o Interacts with: WAPDA; GOP; and 
 funding agencies in:
identification, 
project evaluation; 
and implementation 
of
rural electrification programs consistent with the policiesand objectives of the GOP.
 

o Guides the review, development, and implementation of anunified WAPDA distribution standards and issues policies and
priorities towards review and development of new standards.
 

o Guides the review and development of WAPDA specifications andissues policies and priorities towards review and development

of new specifications.
 

o Oversees the enforcement of WAPDA construction standards and
guides the evaluation of need of new construction standards tomeet changing requirements.
 

o Guides the development of a Work Order System (WOS) andensures 
the implementation of the work order system in order
to use the WOS for implementation and enforcement of planningand engineering policies and for enforcement 
of WAPDA
construction standards.
 

o Guides the development of a system wide computerized mapping
system and oversees the implementation of the mapping system

in all AEB's.
 

o 
 Guides Planning and Engineering staff in: material evaluation;
testing and inspection of materials; preparation of tenderdocuments for consulting, design, procurement of materials andconstruction sub-contracts: tender evaluation; and evaluation 
of program results.
 

o Guides the civil engineering design and project implementation
of all civil works within the distribution wing.
 

o 
 Prepares budget for his department and approves expenditures
for office 
space, equipment and maintenance within approved
financial powers and reviews all expenditures requiring higher
approval.
 



o 	 Prepares performance evaluations 
and recommends salary
changes, promotions, demotions, transfers, discipline, 
leave
of absence, 
hiring and release 
of persons supervised and
approves the documints and actions for the next higher level
 
of management.
 

o 
 Responsible for the administration of the WAPDA safety program
and the enforcement of safety policies and practices.
 

o 
 Assumes other duties and responsibilities.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

Bachelor's degree in electrical engineering preferably with a
masters in power engineering.
 

b. 	 Prior Work Experience
 

Minimum of 20 years experience with over 5 years experience as
Director 
Technical 
in an AEB or as Dy. Director
Distribution rlanning or Design Directorate. 
in the
 

c. 
 Language Proficiency
 

Fluency in written and spoken English and Urdu.
 

d. 	 Knowledge of Specific Areas
 

Planning techniques

Electrical and mechanical measurements
 
Technical specifications

International Standards

Computer applications and budgetary procedures
 

e. 	 Abilities and Skills
 

Technical proficiency with the electric utility function.
 
Communicating, 
motivation 
and 	leadership qualities 
of
 
co-ordination and human relations skills.
 

-
 Counselling and briefing of subordinates.
 

General managerial and administrative skills.
 

Ability to conduct and organize meetings.
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POSITION ELEMENTS
 

a. Supervision Received
 

Under directtlon of the siiperior officer follows approve(policies, criteria and standards.
 

b. Available Guidelines
 

WAPDA's Electrical Engineer's 
 Service Rules, WAPDAguiide, WAPDA planningbudget, GOP policy statements,documents, official plan periocdocuments and statements regarding
policies/procedures for Distribution Book of financial powers. 

C. Exercise of Judgement
 

Exercises Judgement in the achievement of objectives of
technical function and organizational development plans.

Deviation 
of the technical 
staff duties relative 
to
 
program goal achievements.
 

Handling emergencies and non-routine matters.
 

d. 
 Authority to Make Commitments
 

Makes commitments as per WAPDA book of financial powers
and as per policies and rrocedures issued by the 
Authority.
 

. Approves budgetary allocation within budget and financial 
powers constraints.
 

e. 
 Nature, Level and Purpose of Contacts
 

-
 Required to co-ordinate all areas of distribution.
 

Respresents 
WAPDA on the national 
and international
 
forums.
 
Level of contact is Job-related, 
 both within and outside 
the country. 

f. Supervision Exercised
 

Direct supervision 
the 

of the Chief Engineers in the management ofof the HQ Planning and EngineeringFunctional guidance Departments.to the overall Planning and Engineeringorganization throughout the Distribution Wing of WAPDA.
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POSITION TITLE 
 Chief Engineer - Distribution Planning 

GRADE BPS-20 

BASIC POSITION DESCRIPTION
 

The 
Chief Engineer Distribution Planning 
is responsible
General to the
Manager Planning, Engineering
co-ordinating and Standards for
and controlling 
the administrative 
and financial
activities of the Distribution Planning Department. 
He organizes,
manages and controls all aspects of the technical function of the
Distribution 
Planning. 
 His functions include: assuringadequacy of distribution facilities at 
the 

all times; initiating and
preparing planning proposals for short and long term expansion and
energy loss reduction to assure reliable and economic operation of
the distribution system: 
assessing and establishing standards of
service reliability; 
development

forecasting of new planning procedures,
system 
load growth; organization
statistics; of distribution
and implementation 
 and evaluation 
 of rural
electrification projects.
 

MAJOR DUTIES AND RESPONSIBILITIES
 

o The Chief Engineer Distribution Planning, under guidance of
the General Manager Planning, Engineering and Standards plans,
organizes, manages the 
planning aspects of 
the distribution
 
wing.
 

o Co-ordinates 
with: concerned 
WAPDA departments; 
 federal
government agencies; provincial government agencies; and aid
giving organizations; 
the development, 
implementation 
and
evaluation of rural electrification projects and programs.
 
o Guides the preparation of planning proposals for long term andshort term system expansion and energy loss reduction.
 
o 
 Issues guidelines, planning procedures, economic parameters,
technical instructions for preparation of planning proposals
and for carrying out planning activities at the headquarter,AEB, Circle and Division levels. 

o Guides the development of various data bases necessaryorganization forof statistics for use in load forecasting andplanning proposal development activities.
 
o Oversees the organization wide effort to continuously review
operating conditions to provide early identificationproblems developing as ofa result systemof growth.system integrity and Monitorplan necessary improvements to ensureadequate 
 and reliable 
 service 
 conditions 
 to existing
 

customers.
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o 	 Guides the preparation of planning proposals for spot loade(above 1000 kW) and Issues procedures for prepnration of planfor service for spot loads.
 

o Prepares budget for his department and approves expenditures
for office space, equipment and maintenance within approved
financial powers and reviews all expenditures requiring higher
approval.
 

o Prepares performance evaluations 
 and recommends salary
changes, promotions, demotions, transfers, discipline, leave
of absence, hiring and 
release of persons supervised and
approves the documents and actions for the next higher level

of management.
 

o 
 Responsible for the administration of the WAPDA safety program
and the enforcement of safety policies and practices.
 
o 
 Assumes other duties and responsibilities.
 

DESIRED QUALIFICATIONS
 

a. 	 Education
 

Bachelor's degree in electrical engineering preferably with a
msters in power engineering.
 

b. 	 Prior Work Experience
 

Minimum of 20 years experience with over 	5 years experienceDirector Technical 	 asin an AEB or as Dy. Director in the
Distribution Planning or Design Direbtorate.
 

c. 
 Language Proficiency
 

Fluency in written and spoken English and Urdu.
 

d. 	 Knowledge of Specific Areas
 

Planning techniques

Electrical and mechanical measurements
 
Technical specifications

International Standards
Computer applications and budgetary procedures
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e. 	 Abilities and Skills
 

Technical proficienc.y with the electric utility functiJon. 
* 	 Communicating, motivation and leadership qualitiesco-ordination and human relations skills. 

of 

. Counselling and briefing of subordinates.
 

General managerial and administrative skills.
 

Ability to conduct and organize meetings.
 

POSITION ELEMENTS
 

a. 	 Supervision Received
 

Under direction of the superior officer follows approvedpolicies, criteria and standards.
 

b. 	 Available Guidelines
 

WAPDA's Electrical Engineer's Service Rules, WAPDA planning
guide, WAPDA 
budget, 
GOP 	policy statements,
documents, 	 plan period
official 
 documents 
 and statements
policies/procedures 	 regardingfor Distribution Book of financial powers. 

c. 	 Exercise of Judgement
 

Exercises Judgement in the achievement of objectives of
technical function and organizational development plans.
 
Deviation of the technical staff duties relative to program goal 
achievements.
 

Handling emergencies and non-routine matters.
 

d. 
 Authority to Make Commitments
 

Makes commitments as per WAPDA book of financial powers
and 
as per policies and 
procedures issued 
by the

Authority.
 

Approves budgetary allocation within budget and financial
 
powers constraints.
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e. 
 Nature, Level and Purpose cf Contacts
 

Required to co-ordinate all 
areas of distribution.
 

Respresents WAPDA on the national and international 
forums.
 

Level of contact is Job-related, both within and outside
 
the country. 

f. 	 Supervision Exercised
 

Direct supervision of Directors 
 in 	 accomplishing theresponsibilities 
of the Planning Department. Functional
guidance for planning activities throughout the Distribution
 
Wing of WAPDA.
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POSITION TITLE 
 Chief Engineer - Distribution Engineering
 

GRADE 
 BPS-20
 

BASIC POSITION DESCRIPTION
 

The Chief Engineer - Distribution Engineering is responsible to theGeneral Manage 
 Planning, Engineering and Standards for
co-ordinating 
and controlling the administrative 
and financial
activities of the Distribution Engineering department.organizes, manages and controls all aspects of 
He 

the technicalfunction of Distribution Engineering. 
 His 	function3 include:
evaluation of existing and preparation newof specifications,standards, 
 technical instructions, 
 design instructions,
construction instructions and procedures pertaining to electrical,
mechanical and civil engioeering; implementation of a system wide

mapping system. 

MAJOR DUTIES AND RESPONSIBILITIES
 

o The Chief Engineer Distribution Engineering under guidance of
the General Manager Planning, Engineering and Standards plans,
organizes and manages 
 the 	 engineering aspects of 
 the

distribution wing.
 

o 	 Lays down policies towards the review of existing
specifications, product 
descriptions, design 
instructions,
guidelines, procedures 
 for line design, standards,

construction standards and construction procedures.
 

o 	 Evaluates and guides the development of new specifications,
product descriptions, design 
 instructions, guidelines,procedures for line 	design, standards, construction standards 
and construction procedures.
 

o 	 Oversees the implementation of WAPDA construction standards bymeans of implementation of the work order system. 

o 	 Guides the development of a Work Order System (WOS) andensures the implem.tJation of the WOS on system wide basis,ensures uniformity in procedures and methodology. Guides thedevelopment of a system wide work order tracking data base.
 

o 	 Guides the development of a computerized mapping 
system
suiting WAPDA's 
planning, engineering, property records.
 assesses accounting network data requirements.
 

o 	 Implements the computerized mapping system all andin AEB'sevaluates the accuracy and quality of work done by the AEB's.Ensures updating of maps and smooth 
flow of data from lower

formation to AEB and Headquarter level.
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o Guides engineering staff in: material evaluation, testing andinspection of materials; preparation of tenderevaluation documents:of tenders for materials and construction;
evaluation of program results. 

and 

o Provides 
civil engineering design and 
project management
services for civil engineering activities of the distribution
 
wing.
 

o 
 Prepares budget for his department and approves expenditures
for office 
space, equipment and maintenance within approved
financial powers and reviews all expenditures requiring higher
approval.
 

o Prepares performance 
 evaluations 
 and recommends salary
changes, promotions, demotions, transfers, discipline, leave
of absence, 
hiring and release of persons 
supervised and
approves the documents and actions for the next higher level
 
of management.
 

o Responsible for the administration of the WAPDA safety programand the enforcement of safety policies and practices.
 

o Assumes other duties and responsibilities.
 

DESIRED QUATFICATIONS
 

a. Education
 

Bachelor's degree in electrical engineering preferably with a
masters in power engineering.
 

b. Prior Work Experience
 

Minimum of 20 years experience with over 5 years experience as
Director Technical in AEBan or as Dy. Director inDistribution Planning or Design Directorate. 
the 

c. 
 Language Proficiency
 

Fluency in written and spoken English and Urdu.
 

d. Knowledge of Specific Areas
 

Planning techniques

Electrical and mechanical measurements
 
Technical specifications

International Standards
 
Computer applications and budgetary procedures
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e. 	 Abilities and Skills:
 

Technical proficiency with the electric utility function.
 

Communicating, motivation and leadership qualities

co-ordination and human relations skills. 

of
 

Counselling and briefing of subordinates.
 

General managerial and administrative skills.
 

Ability to conduct and organize meetings.
 

POSITION ELEMENTS
 

a. 	 Supervision Received
 

Under direction of the 
superior officer follows 
approved

policies, criteria and standards.
 

b. 	 Available Guidelines
 

WAPDA's Electrical Engineer's 
Service Rules, WAPDA planning
guide, WAPDA budget, GOP policy statements, plan perioddocuments, official 
 documents and statements regarding
policies/procedures for Distribution Hook of financial powers. 

c. 	 Exercise of Judgement
 

Exercises Judgement in the achievement of objectives of
technical function and organizational development plans.
 
Deviation of 
the technical 
staff duties relative to
 
program goal achievements.
 

Handling emergencies and non-routine matters.
 

d. 
 Authority to Make Commitments
 

Makes commitments as per WAPDA book of financial powers
and as per policies and procedures issued by the
 
Authority.
 

Approves budgetary allocation within budget and financial
 
powers constraints.
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e. 
 Nature, Level and Purpose of Contacts
 

Required to co-ordinnte all areas of distrbutilon.
 

Respresents WAPDA on 
the 	national and international
 
forums.
 

Level of contact is Job-related, both within and outside

the country. 

f. 	 Supervision Exercised
 

Direct supervision of 
 Directors in accomplishing the
responsibilities of the 
Engineering Department. Functional
guidance 
to the Engineering organization throughout

Distribution Wing of WAPDA.	 

the
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PURCHASING & INVENTORY CONTROL 

General Manager, Purchasing & Inventory Control 

Chief Engineer, Inspection 

Deputy General Manager, Purchasing 

Deputy General Manager, Material Planning and Control 



i 

P ITI ) '1'I'aI 
 ( 	 ,"1 ,rt - PI1u ,r n 1 IItri; I,v - y
C n I-r 1I (Di fif ri hit inn) 

GRADE: RP-2 0
 

BASTC FUNCTiONAl, DESCRI PT ION:
 

The oeina I. Ma niag ,r - Pu rcla 
i ig 	 and Invent.ory .'(itro l respons ibl. . to 1h I'la nnaq i nq Di rPc t-.o r Di st.riul- ion for thedeveoptn-1. and admi.nist.r at.ion of Purchasing and 	 Stores policies,proe ,ldiron rind 	 r.t Pms; in hi-Itiqn matr-rial purc-harsi nq, slorerorirn 
ariaa an dp- ra iins,, r planning ronnl rnl, man riaI -;iIa I qd .i"po;i u excoss/ohs3o I te/sc rap ma te r 	

,in, 
ia] s and mater i a I. 

inspn'.I ion. 

MAJOR L :S AND[EI, ;PONI.'I BJ.LITI S. 

o 	 R .I-ponsible f or thr 	 fin,--t-nna.1 operation of, and providing
f'iIi:t. .ina] giiidanr., to st.ore rooin personnel in tlie Area 
E ,(t t i,-r .y B()ard . 

o 	 Asu,.r.es that t.lie relevant WAPDA Distribution standardsspe-if i'ation.- at-, srI when t[ nd 	
and 

r q and pu rr'hanse rvr lnrri a rJ.ssi.ied. 

o 	 Part: icipates in no tiating major pjrchases. 

o 	 En:u7res an effective system for registering and approving
suppliers through iso of a RPgi. sLration Comm i ttee. 

o 	 Kee t) abreast of marlklt and economic conditions in order t-ofurnish all ]evels of management with timel)y infot matiori onpricing and supply levels. Advise on supply and inventoryproblems which affect Distribution Operations and 
recommends
 
alLrernative couirses 
of action. 

o 	 Responsible for the development of sLores policies, procedures
anl sysLems i n accordance 
with the general rs.m ICs and retulations as stated 
in the relevant WAPDA manua.s. 

o ,nrmr-:rs .Hiat matl.eri,1s 
 at 	 st.ored i.n adequate, socu re and
prnp r I ma iit inn.d fac i it i-. and that arlq1ate ma-erial.s.handl in g equ ipmennt, s:ora g 
 •racks and tr ansportati on are 
ava i 1 rl.).
 

o 	 Rospors:ih
h for the development of marerial planning andCon 1l.r)I po icies, prto,.edhtir, s and systems in acto.dance wilih tLiegenei.al rules and regulations as stated in ite relevant WAPDA
 
manuals.
 

o 	 Responsible for the 
 develr ,,,en t of inat 
ri al catrlng and
materials coding policies and procedures in accordance with the
general rules and regilations as 
stated in the relevant WAPDA
 
ma nua Is.
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o 	 Responsible for the 
development 
of policies, procedures and
systems to control 
 and dispose of excess/obsolete/scrap
materials in accordance with the genera] 
rules and r-rqu;,t-ions
as stated in the relevant WAPDA manuals.
 

o 	 Re.qpons.i b].e th
for devr- l opment of mat-o.riaI inspect inpolicies, procedures arid systems in accordance with the general
rules and regulations as stated in the relevant WAPDA manuals. 
o Ensures that the Purchasing and Stores Organization is staffedby qualified, disciplined and motivated personnel..
 

o 	 Ensures cooperation and coordination of activities among
employees of the Purchasing and Stores Organization as well as
personnel of 
other Distribution Headquarters Organization to
enhance efficient o'eration of WAPDA.
 

o Assures that provisions of the Union Agreement are foJ.]ow- d by
both labor and management.
 

o 
 Prepares employee performance evaluations and recomm-nds Salary
changes, promotions, demotions, transfers, discipline.., leave
of absence, hiring and 
release of personnel. Approves these
documents and actions for lower levels of supervision.
 

O 	 Ensures that a program of training courses is available for hisstaff and that t:heir ski.l, are properly utilized. 
o 	 Responsihle for the administration of the WAPDA safety programsand the enforcement of safety policies and practices. 

DESIREE QUALIFICATIONS:
 

a. 	 Education:
 

Master's degree in 
Administration 
or 	Bachelor's degree in
Engineering required.
 

b. 	 Prior Work Experience: 

Mininiun of 15 ypars' -xperi-nce in Purchasing Storesand and 
a minimum of 10 years' experience in a supervisory capacity.
 

c. 	Language Proficiency: 

Must be fluent in written and spoken English and Urdu.
 

d. 	 Knowledge in Specific Areas: 

Knowledge of management principles and supervisory skills,
ith 	a thorough understanding of 
the 	Purchasing and Stores

function.
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Knowl.edg, of 	 Distribution materials and materialsspor'ificnil inn. 

AI 	 Ki i: nil ,kll l: 

Ski 1 Is .in r:r-n iin­ -i 1ri 	l wit h nt hnt:. n lI in wi iI I -n -,1I
;" ( k I'1:" ij I ;Il, ah (rI UIr( 1. 

Abili ty to rrqanize, analysps, inf ,rpr&t an,1 nvalakat.,gener, al problems concern ing the ['urchasing and Stores. 

Ability to n qotialn onnfracts with both 
local and fornlrjn
 
supp 	. .i ers. 

POSITION ELEMENTS: 

a. 	S.pjevisi on__Re eived:
 
Dir:ect ions are received from the General Manager 
- Distribution 
Operations. 

b. 	 Availabl" Guidelines: 

Ws 	ava 
il1able Purchas i ng and Stores Procedre Manuals approved
by 11hn Aulthor ity. 

c. 	 Exercise of Judgment:
 

Required to exercise 
sound judgment and arrive 
at 	sound
dpcision.3 on a]l matters pertaining to Purchasing 
and 	Stores
O'rgapi at ion. Recommendations to 	 the General Manag-r -Distribution Operations are 	 expected t) be detailrd, well.researchedt, a'curate and 	 in the overall best interest of WAPDA. 

d. 	 Authority to Make Commitments:
 

Has authority t. 
 commit then Authority within the l.imi.ts of the 
established financial powers of a Genera] Manager. 

e. 
 Nature, Level and Purpose of Contacts:
 

Frequent contacts with senior officials within. WAPDA . forgathering information and exchanging views related to 	 Theassignments. Contacts are maintained with salesrepresentatives of 	 local and foreign firms regarding thepurchase, shipping and disposal of material and equipment.
 

f. 	Supervision Exercised: 

Directly supervises of the Deputy General Managers and I Chief
Engineer, and through them has 	overall management responsibilityfor 	the Purchasing and Stores Organization.
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POSITION TITLE 
 CHIEF ENGINEER 
(MATERIAL INSPECTION)
 

GRADE 
 BPS-20
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Chief Engineer 
(Material Inrpection) is responsible 
to the
General Manager (Purchasing & Inventory Control) for inspection of
all th-
 Distl bution material purchased. He is responsible for* the
proper inspection carried out day to day by his section and to keep
liaison with the Deputy General Manager IC 
(Purchasing) for urgent:
inspections of critical material.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o Resqponsible for the proper and efficient working of the wholeInspectionl Departmrnit, incliding day to day inspection carriedout. of all the Industrial Units supplying material 
to WAPDA.
 
o 
 Keeps liaison with Purchasing, 
Design and Stores De-partments
in respect 
 of all. material 
 on order,
inspect:ed/rej ec 
ted/accepted.
 

o 
 Insuires smooth supply of critical material ir, liaison with AreaElectricity Boards, Purchasing and Stores.
 
o Insures that the
all material 
is supplied according to the
WAPDA standard design and specifications.
 

o Rerponsible for instructing and adv.is.inq his Dir ctors, Depltty
Directors and lower staff on 
technical and managerial aspects
of insprctions 
and Insures that- the work is 
 done in the
interest of WAPDA.
 

o 
 Insures that the purchase orders are carried out according to
rules and standards laid down by WAPPA.
 
o Responsible for the developing of effective methods to expedite
material inspection.
 

o 
 Prepares employee performance evaluations and recommends salary
changes, promotions, demotions, transfers, discipline, leaves
of absence, hiring and releasing of personnel.
 
o 
 Responsible for the administration of the WAPDA Safety program
and the enforcement of safety policies and practices.
 
o 
 Assuimes other duties and responsibilities as assigned.
 

DESIRED QUALIFICATION:
 



a) 	 Educati )n:
 

A minimum of Master
a Degree in Administration or Bachelor'sdegree in Engineering or equivalent. 

b) 	 Prior WorkExperience:
 

For an individual with a Ma.9ter's 
degree, a minimum of 10 yearsexperience in Purchasing and Inventory Control as related fieldand a mi murn oi. 5 years exp-r ience in a supervisoly capac [ty. 
For 	 an individual with Bach-lor's degree a mini.mu]m of 15 yoaisexplerience .il Purchasing and Inventory C.ontrol as related fieldand 	 a minimum of 7 years exporience in a sprrvisory eapacit.y. 

c. 	Lanquage Proficiency:
 

A high degrer of proflciency in both written and spoken
English and Urdu.
 

d. 	 Knoled e in Specific Areas:
 

- Knowledge of management principles 
and supervisory skills,with a thorough understanding of Purchasing/Inspection
functions.
 

- Knowledge of 
 Distribution 
 materials and 
 materials
 
specifications.
 

-
 General knowledge of computer in-formation system.
 

- Expererience in the use of microproces,.r computer equipment. 

e. 	 Abilities and Skills: 

- Skil.s .in cnmnI nicat ing wi th others in both w.r.i tten and spoken

English and Urdu.
 

- Ability to organize, analyze, interpret and evaluate general
problems concerning the inspection function. 

- Ability to understand complex problems aid develop practical
solutions. 

- Ability to neqotiate with suppliers on inspection matters.
 



POSITION ELEMENTS:
 

a. 
 Supervision Received:
 

Directions are received from the General Manager - Purchasinoand inventory Contro regarding approved policies and procedur'.
for the material inspection.9 and expediting func-tions andpei.sonnel administration policies. 

b. 
 Available Guidelines:
 

Has available Speci. fica F-ions and Drawing Manual/Book,Purchasing Procedure, Stores Operating Procedure, WarehousePractices Procedure and Material Control Procedure appioved
by Lhe Autho~ruity. 

c. Exercise of Judgment:
 

Required to exercise 
 sound judgment and arrive 
at sound
decisions 
 wide
on a range of storeroom and material storage
problems. Recommendations to 
the General Manager - Purchasingand Inventory Control 
are expected to be detailed and in the
overall best interest of WAPDA.
 

d) Authorit 
 to Make Commitment:
 

Has autho:ity to commit. the Authority within the limits of theestablished financial powers of 
a Chief Engineer.
 

e) Nat-ure, Level and ofPurpose Contacts:
 

- Frequent written and oral. contact 
 with various officialsthi:oughout WAPDA, concerning material purchase, and expeditingar requ ired to carry out: the duties and re..spon sib.i 1.J.-Aes of
this position.
 

- Frequent contact 
 with suppliers regarding manufacture ofmaterial as per WAPDA 
design/standard 
specifications
delivery of material in order 
and 

as per schedule. 

- Maintains frequent 
 contacts with WAPDA designing and
engineering c-r 
 :ning material specification.
 

f) Supervision Exercised:
 

Directly supervises Directors/Deputy Directors and through them
for inspection and expediting functions.
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POSITION TITLE 
 DEPUTY GENERAL MANAGER 
- PURCHASING
 

GRADE BPS-20
 

BASIC FUNCTIONAL DESCRIPTION:
 

The Deputy General 
Manager 

Manager - Purchasing is responsible to the General- Purchasing and Inventory Control for the developmentadministration of policies, procedures and systems for 
and 

the purchaseof distribution, 
common use and project materials.
 

MAJOR DUTIES AND RESPONSIBILITIES: 

o Implements and administers 
approved policies, procedures and
sysl-.ers for the purchase of all materials. 
o Provides functional guidance to the 
 Regional Director
Inventory Control, Area -Electricity Boards on all matterspertaining to 
the purchase of materials.
 
o Assures 
that materials 
are purchased in accordance with the
approved WAPDA Distributio'n standards and specifications and at
the best price consistent with quality and availability.
 

o Partlicipates in neqntiatJing major purchases. 
o Supervises the purchasing function of WAPDAthe Distributionincluding Purchasing Officers arid clerical personnel. 
o Responsible for Lhe development of effective material purchasinq

and xpddiring procedur-.s. 

o Keeps abreast ot market and economic conditions in orderadvi.q [11r, Genrirral toManager - Purchasing arid Inventory Control onpricing and availability of materials. 
Advises on avaih.;bi]ityprobl.ems and r,-'commends alternative courses of action. 
o Insures that mat-rials on op-n purchase orders are cxrdi!ed,that suppliers deliver allto locations on a timely basis,after conimunicat-ing andwith matr-ial planning, that mat.eri.als areallocated 
to all locations on an 
equable basis.
 
o Insurance that the purchasing function is staffed by qualifie d,disciplined and motivated personnel.
 

o Analyzes purchase act.ivity and purchase order commitmentsprepares activity reports andfor the General Manager - Purchasingand Inventory Control.
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n 	 P. tpTI "S I) Ioy ,,rpe. f)trnatI,c eva]uatI a oris arid r.ecornirvr ds sa I f;.ychanges, promotions, demotions, transfers, disciplino, leaves of
absence, hiring and releasp of personnel.
 
o 	 Assirs that provisinns of fih Union Agreerm n arn
- Fo1 1owrl byboth 	labor and management.
 

o 	 Administers an 
effective safety program in accordance with the
WAPDA procedures.
 

DESIRED QUALIFICATIONS:
 

a. 	 Education:
 
A minimum of 
a Master Degree in Administration 
or Bachelor's
 
degree in Engineering or 
equivalent.
 

b. 	 Prior Work Experience:
 

For an individual with a Master's degree, a minimum of 10 years
exp-rience in Purchasing and Inventory Control as related field
and a minimum of 5 years experience in a supervisory capacity.
 
For an individual with Bachelor's degree a minimum c.
experience in Purchasing and Inventory Control 

15 years 
as related field
and a minimum of 
] years experience in a supervisory capacity.
 

c. 
 La nguage Proficiency:
 

A high degree of proficiency in both 
written and spoken English

and Urdu.
 

d.. 	 Knowledge in Specific Areas:
 

- Yowledge of management principles 
and 	supervisory skills,
with 	a thorough understanding of 
the purchasing function.
 
- Knowledge 
 of Distribution 
 materials 
 and materials
 

specifi cat ions.
 

- General 
knowledge of computer information system.
 
- Experc-riencp in the use of microproces.ior computer equipment.
 

e. 	 Abilities and Skills:
 

- Skills in communicat-irg with others in both written and spoken
English and IJdu.
 

-
 Ability to organize, analyze, interpret and evaluate general
problems concerning the purchasing function.
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- Abi 	lit.y to jiy(,t .t cont act.; with both local arid foreign
suppliers.
 

POSITION ELEMENTS:
 

a. 	 Supelrvision Received:
 

Dirctions 
 are 	 roceived from tl 1,e General Manager - Purchasingand inventory Control regarding approved policies and proceduresfor -hn 	ma I r i 1 pu rc'.has i ri andd xpedi I. I ur loru ri a ndirirg opersonnel administration policies.
 

b. Availabe Guido.nis:
 

Has available Specifications and Drawing Manual./Book, DisposalProcedures, Pu rchasi ng Pr ocedure, StoresWarehouse 	 Oporat ing Procer-l re,Practices Procedure, Material Control 
Procedure and
Store Serveiliance Procedure approved by the Authority.
 

c. 	 Exercise of Judqment:
 

Requ l 	 red to Px -rc jso sound judgment and arr.iye atdecisions on 	 .sounda wide range of material purchasing and expediting
problems. Recommendations to the General Manager - Purchasingand Inventory Control are expected to be detailed, accurate andin the overall best interest of WAPDA.
 

d. 	 Ai,I .iri o Ma k Comn, it.rti" ti:.t: -


Has authority 
 to commiL the Authority within the limits of theestablish _d financial powers of Deputya General Manager. 
e. 
 Nature, Level and Purpose of Contacts:
 

- Frequent wri tten and 	 oral contact with various officialsthroughout WAPDA, concerning material purchases andexpediting, are required to carry out- the duties andresponsibilities of this position.
 

- Frequent 
 contact with WAPDA Engineering concerning materialspecifications and tpnder evaluations.
 

- Maintain contacts with sales representatives of local andforoign firms; r-gardi nq thp purchase, shi ppi nq and rli sposa 1. ofmaterials and equipment. 

f. 	 Suporvision Exerctis-,ed: 

Direct.ly supervis,.is the Purchasing Drectois, and through them,has manaqrment, and suprrvisnry rn.qponsihility for the purchasingarid expediting f:unctioij. 
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POSITION TITLE 
 DEPUTY GENERAL MANAGER - MATERIAL PLANNING AND 

CONTROL
 

GRADE 
 BPS-20
 

BASIC PUNCTIONAL DESCRIPTION:
 

The Deputy General Manager 
- Material Planning andresponsible to control is
 
Control 

the General Manager - Purchasing and Inventoryfor the development 
 and admlinistrationpiocedures and of policies,
systems for inaterial planning, material control,
catalog procedures.
 

MAJOR DUTIES AND RESPONSIBILITIES:
 

o Implements 
and administers 
approved policies, procedures and
systems for 
material planning, material 
control, catalog

procedures.
 

o Provides functional guidance 
to the 
 Regional Director
Inventory Control ­- Area Electricity Boards on all matters
pertaining to the material planning, material control, catalog
procedures and disposal of materials.
 

o Responsible 
for the development and 
 review/updit-e
quaiterly diid annual materials requirement plan. 
of a
 

o Coordinates quarterly and annual 
materials requirewent, with
the Deputy General Managor - Purchdsing to 
insure an adequate
supply of maLerials dt all itoicL-ooms. 

Coordinates 
the publishing aid distibLltilon oi all written
procedures for 
the Purchasing and Stores OLganization.
 

o Responsible 
for the development 
of an effective 
naterials
catalog coding system and fur printing and distribution of the

catalog.
 

o Responsible for the development of effective inventory control
procedures 
 to insure 
 the maximum 
use of the inventory

investment. 

o Supervises the 
material planning, material 
control, catalog
procedures 
and disposal functions including officers 

cletical personnel. 

and
 

o Aialyzes the material planning and 
control activity and
pLUpjuru uctivity repolts [Lu thLe 
Gunelal MOayel.L - Purchasing
and inventory Control.
 



o 	 Prepares employee performance evaluati ons alld rec mmeiids salar
changes, promotions, demotions, tLansfer.;, discipline, leavE 
of absj1Icu, hiriig ad £L Ied5..i ut pertuiiiiel . 

o 	 Assures that provisions of the Union Agreement are followed b 
both labor and management. 

o 	 Administers an 	 effective safety program in accordance with the 
WAPDA procedures.
 

DESIRED QUALIFICATIONS: 

a. 	Education:
 

A 	minimum of a Master Degree in Administration or Bachelor's 
degree in Engineering or equivalent.
 

b. 	 Prior Work Experience: 

For an individual with a MisLer's degree, a minimum of 10 years
experience in Purchasing and Inventory Control as related field

and 	a minimum of 5 years experience in a supervisory capacity. 

For an individual with Bachelor's degree a minimum of 15 years
experience in Purchasing arid Inventory Countrol as related field 
and a mini(Lum of 7 years experience in a supervisory capacity. 

c. 	Lanuage Proficiency: 

A high degree of proficiency in both written and spoken
English and Urdu.
 

d. 	Knowledqe in Specific Areas:
 

- Knowledge of management principles and supervisory skills,
with a thorough understanding of material planning and 
control procedures. 

- Knowledge of Distribution materials and material s 
specifications. 

-	 Genera] knowledge of computer information system. 

- Expererience in the use of microprocessor computer 
equipmrent . 

L. 	Abilitiej uiid Skills:
 

-	 Skills in communicatiiy with others iii both wLitten and 
spoken English and Urdu. 

80
 



- Abi liLy Lu ucgyanize, dildayze, intepi.AeL and eVdlUdte generaP r uO)I CUJC i ltug I iII,tt I i d l )laim i lig and con L ru 
funct ioil. 

- Abilily to understand complex problems and develop practica 

sul utiols.
 

POSITION ELEMENTS: 

a. S]tjeIL.LVjSioh Received: 

Directions aie received from the General 
Manager - Purchasinc
anl.1ventoLy 

procedu 

Control egd ing approved policies an (
rus [or Lhe oaturicl p],,llnilig 
 ld cont.ra]. fUlncLion
pelouiiel administration policies. 
dIll
 

1'. Avi, i1l ]u 1'u,i deli.e . 

11CAJ available Disposal ProcedureS, Purchasing PLocedure, Stores()lperatiing ProcduLe, Warlouise 
P a.cti ,t-j
Procedur-e, MaterialContl oI ProcedLure and Stor 
 13e reiv i arce Procedu re approved by
Le Autholity.
 
Exercise oAu L)dt 1nt"
 

R qili i -j u X L C ise -ILjln l j tidtiul I. inddecisions a i. i Ve at tju lidonl a wide rdnye (t sit3r-rUjoum arid mat.eri, l storageproblems. Recoiimendations Lo tle Generaland Manager - PurchasingInventory Control are expected Lo be detailed, accurate and
in the overall best interest of WAPDA.
 

d. Authority to Make Comiruitments: 

I-as autlIoL 
 ity to commit tLhe Authority within the limits of the
estabil isled fi nancial powers or u l)eputy General Manager. 

e. Nature, ]eveI and Purpose of Contacts:
 

Frutquer, t written 
 and oral cont.act wi th variousLitoughoult WAPDA, concerning materials 
of f icia [s 

dil:osul , 
planning, control and
U. reulired .u cAry out the duLies ands-;1)"nsi Ii i it i s (of this ,,:i. ion 

f. 
 "Su jj v i s i on Exen ci sed
 

Diiuctly suIpervises tle Directoui - Mdteti.l 
Planning & Control,
Ili I ,..'tO - PU icy, VLoCudt.lIU & (,atlOtJ, l)iIectuL - IIVeItu.yIh ,( jnoi antn- h II h(lm, ha.i ilrinal.uieLnt and :;ill):lrv i :J()]yLeJp4uns ibi lilyt r Ole mut--t ia1 planniiny and coinl rol [unction. 
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TRAINING 

Chier or Training 



POSITION TITLE 
 Chief of Training
 

GRADE BPS 20
 

BASIC POSITION DESCRIPTION
 

The Chief of Training acts the
as 
 training coordinator for the
entire (1lBtributorn organization. He is primarily responsible forimplementing 
the administration 
of the training progrm for
Distribution as laid down in the established policy, procedures andoperational manuals. lie makes the annual projections for trainingand ensures an overall plan to meet the training nppds ofdistribution personnel 
of all categories and levels.
 

He directs and controls the organization and administrationDistribution Training of theInstitute and other training programs andserves as its reporting authority. He activelyis involved inimproving the Institute keepingby abreast of the changingmethodologies and technologies of the training function. He isalso responsible for the appointment of grade 17 
officers at
Institutte. 
 He coordinates and directs other domestic as 
the
 

we].l as
foreign training programs. ne reports to 
the Managing Director 
-
Distribution, and lends support to his personnel functions.
 

MAJOR DUTIES AND RESPONSIBILITIES 

o To present the consolidated Management Information System(MIS) to Managing Director - Distribution, representingtraining as vitala service to help distribution ach.evegoals. The MIS will also the of 
I'c.s 

ensure quality training.
 
o 
 Coordinate all- t-he occupational training activities within andoutside distribution and WAPDA such as those held at trainingJnstitut s at. Faisalbad and Tarbela. NIPA, the Staff College

and the National Defence College. 

o C--,iervise the efficient administration of the DistributionTraining Institute in order to have it serve as a model. 
o Maintain liaison with the related government departments,utility and other organizations, training facilities and withrelevant training programs In the country in order to know theprevailing trends in training. 

o Represent the organization at. conferences, seminars otherand
activities pertaining theto training function. 

o Examine and sanction the financial plan proposals for the 
training organ.izations.
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o 	 Prepare performancP evaluatIton reports thpfor FIt,lnnipal,L)ist,ribut. Ion Training Institute, and other senior staffmembrr, and 	 recomnnd the1. r promotions And awardn t.o tleManaging Prertor ­ istr1hution. 

o 	 Tnrt; Itl to cases rpqumirlnrg disciplinary ant ion hII mio 	I f indf- rhis 	delegated f nancil and adminlstrativo 1,-wers or undr
WAIP A's discip.l.irary rules, or refer the charge sheet, to the
aI tlhlor' i t.y roneerno-d . 

o 	 Chatr committee meetirigs pertaining to training and any otherrelated 'hatiters within distribution and make decislons. inconsult.ition with the Principal. Distribution TrainingTnotitute.
 

o 	 Advise on hiring and 
Firing persons up to Grade 18.
 

o 	 Undertake other responsibilities 
as may be assigned by the
 
proper authority.
 

DESIRED QUALIFICATIONS
 

a) 	 Education
 

Bachelors Degree in Engineering!Masters Degree in
Engineering!Education/Vocational Training.
 

10) Prior Work Experience
 

Minimum .15 years experience in capacity as
Super i.n tend I ng Eng.inee rs/,'[ t rec t i e f Eng inerpreferably in Powerthe Distribution Wing. Persons
hav i ng oxperience in 	 Personne I and Training
Administration rreferred. 

c) La !gua rof icie ncy 

Fluency in written and spoken English and Urdu. 

Knowledge of one or two regioijal languages preferred.
 

d) Knowledge of Specific Areas
 

WAPDA's organization and distribution training

function and its objectives.
 

Operational policies and procedures and manuals of
 
all related areas 
of WAPDA.
 

Financial, personnel 
and office procedires, rules
 
and regulations of WAPDA.
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- Joh de r i p, nns, oparnt.onnl nnd mrntP,rnrinI 

practices of all levels of distribution personne] 

- PersonnP dovelnrmPnt and administratinn.
 

" Manngeinnt 
 I nformn t ion System deve lopme n t. 
techniques. 

- Admn istration and znanagerial techniques. 

- Program development and evaluation techniques.
 

- Effective speaking and presentation techniques.
 

e) Abilities and Skills
 

- Technical report writing.
 

- Communication, motivation and leadership qualities.
 

- Conducting and chairing meetings.
 

- Counseling and briefing.
 

- General managerial and administrative skills.
 

- Human relations. 

- Coordination and team building skills. 

POSITION ELEMENTS
 

a) Supervision Received
 

Directions are received from the Managing Director
 - Distribution, regarding policies, 
procedures,
operations 
 and organl.zation 
 of the training

function.
 

- Integration 
of the personnel policies 
and career
path profiles with specifics of training. 

- Maintaining time schedules. 

- Jobs assigned in various meetings.
 

- Policy matters discussed in meetings. 

- Evaluation reports submitted 
 to the Managing
 
Director - Distribution, on assigned tasks.
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b) Available Guidelines 

Managing Director - Distribution, will. indicate thegeneral requirements of distribution personnel.
 

Guidelines are available 
from WAPDA's electrical
 
engineers service rules other
and official
 
documents regarding I:0he rules/regulations governing
employees. Written statements of policies &
 
procedures for WAPDA"s distribution training

programs 
will be made available to strengthen

personnel 
clusters through training specifics.
 

c) Exercise of Judgment is Required 

- To maintain a balance between the many variables of 
the training function.
 

- For the 
 Imp] ementatjon and improvement of a 
comprehensive training plan. 

- For the attainment of training objectives of the 
Authority. 

- In the performance of personnel, relative to goal 
achievement.
 

- In handling emergencies and non-routine matters.
 

d) 
 Authority to Make Commitments
 

Commitments can made on
be agreed policies and
 
procedures 
 with the Managing Director -
Distribution, and Principal, Distribution Training
 
Institute.
 

Appointments, transfers, promotions of personnel of
 
the distribution training function.
 
Approval of biidgetary allocatlons withJn WAPDA',
 
prescribed budget and account rules.
 

- Travel. allowance and leave sanctions. 

e) Nature, Level and Purpose of Contacts 

- Required to coordinate all training programs. 

To represent the WAPDA organization and the

Distribution Training Institute at training
functions. 
The level of contacts aq job related both within 

the country and abroad.
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Any other contacts permissible tinder direct.ion and 

authority of the Managing Director - DistrihNtion. 

f) Supervision Exercised 

- The consolidated Management Information System of
 
distribution training is updated.
 

- Periodic inspection of the Institute 
to assess the
 
extent of 
 the general learning environments

conducive to achievement of the program goals.
 

- Overall program implementation.
 

- Supervises the Management Information System of theDistribution Training Institute and other training
 
programs.
 

g) Time Required to Perform
 

- Six months. 
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