JAMIA HAMDARD

(Deemed to be University)
Accredited by NAAC in ‘A+ Category

Form - CR 04

Annual Performance Assessment Report for Senior Personal Assistant/ Personal
f Assistant/Stenographer or equivalent level

HIATHT/HFRT/ AT

OFFICE/FACULTY/DEPARTMENT. —

TAMCT a¥/37af™ & yfdes
REPORT FOR THE YEAR/PERIOD ENDING-

dTfFde SUNT PERSONAL DATA - (T PART-T)

i N & am
Name of the Officer

2. AR (fEmimden/ad)
Date of Birth(DD/MM/YY YY) : / /

(¥r=3F # In words)

3. aid 9g #T gear"
Designation of post held

4, F PR g sy
HIAS/ATE. & d6fg & 2
Whether the officer belongs to
S. C./S. T.JOBC?

5. FIAT AT & TR i #r fanr
Date of continuous appointment ) gt Date
to the present grade

A3 Grade:

6. giddes 3Ef % e arag e
&l dATH JUT 9=
Name of Officer with designation
with whom attached during the
period under report

% T & 2R oE, SRITOT 3R & FROT 3
¥ Iuieafa & yaf)

Period of absence from duty on
Leave, training, etc. during the year.

S Contd...P-2/-



m‘\?ﬂiﬁl’ SELF APPRAISAL — HTT PART-2
(5w 3w 1 wfdes forar S &, 38% ganT #RT o )
(To be filled in by the Officer reported upon)

( o wfafSeat H o1 & geer IRelt F eagEE g o )

(Please read carefully the instructions before filling the entries)

a¥/3afr & g S d% 3% garT e are et e dlea
faeRor (faavor 100 weal & forar smar Wi
Brief resume of the work done by you during the year/period from to

(The resume to be furnished should be limited to 100 words):

FIAT 37 A F A S R 9ga AT Iuafeet Wt IR 3 Iy A
& o Soelg

Please also indicate items in which there have been significantly higher achievements and
your contribution thereto.

FUAT YA FAE(3RAN) $7 W 7 g W& A o Frol, Iy FE g, O 37w Jaw
H Joo@ Hi|

Please state, briefly, the shortfalls in your input and reasons therefore, if any.

S Contd...P-3/-



e

FIAT e A 6 F1 gEac s af A 3me dufed e Rawh PuiRa ot
A HIsT a¥ F SccRadl a¥ # 31 SIS TF g AT & T off) AR A& o FAaRor
gl 0 &1 ali fadr sl

Please state whether the annual return on immovable property for the preceding calendar year
was filed within the prescribed date i.e. 31% January of the year following the calendar year.
If not, the date of filing the return should be given.

FU Place: voveecveeiiennnnn, TaT & arel FUFR F gEanR

Signature of the Officer reported upon

ATE Date: oo,

ST PART-3
HediFa APPRAISAL

FAT 79T-2 & faarer § gfddes sy ggAa &7 A% 78, o fhw A o meAd
Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof,

TAF FY A At & fov gfddea W g@rT 1-10 & he #F dEacAS AfsaT
& el =1fgT, SEt 1 @99 w7 A5 dUr 10 T 3F I3 F g2 g

Numerical grading is to be awarded for each of the attributes by the reporting authority which
should be on a scale of 1-10, where | refers to the lowest grade and 10 to the highest.

(o gfafeedi & o vge feur-faceif 1 earegd® a o )
(Please read carefully the guidelines before filling the entries)

(@ a1 7 Hodishad @8 AT AT IS 40% Bam)
(A)Assessment of work output (weightage to this Section would be 40%)

Af39T Grading

i) & T FUTAr Quality of work

S Contd...P-4/-



ii) HTGETRA% HIrT FT TR Level of professional skill

iii)?ﬁﬁwwmmmﬁﬁﬁwﬁﬁ
faeaa=iaar s @ v Qegar

Trust worthiness in handling secret and top secret matters
and papers

iv) P ST #T IRETOT 3R doH, AEMHRT Ty
& fT Iaea HESTA A TAT W TEIT BT

Maintenance of engagement diary and timely submission
of necessary papers for meetings, interviews, etc.

‘T I W g BraEw AT (F(i ¥ iv])
Overall Grading on ‘Work Output’ (Total [i to iv])

@) AFTT FIATAIT T HeAhaT GT ST 1 deoT 30% g

(B)Assessment of Personal Attributes (weightage to this section would be 30%)

AfFT Grading

i) R @1 HfPgfed Attitude to work

ii) §1&, 3cgehdr Intelligence, keenness

1ii) 37eTRITHeT T HeILETUT Maintenance of discipline

iv) fSFAGHT @1 §1er Sense of responsibility

v) HYYUT &THAY Communication skills

vi) & 7 F el dr AFAAT Ability to work in team

vii) FHT WA F 1 g I T A3Aar Ability to meet

deadline

viii) 3ulRfa & PawfEssr@afEaar @ gagaes

Regularity and Punctuality in attendance

eAfFaerd Rdwanst @ Fo Faw ARar (F{li ¥ viii])

Overall Grading on ‘Personal Attributes’ ([i to viii])

#) IFRiTcHT TETAAT T Hodishe! (3 HET H &1 30% glam)

(O) Assessment of functional competency (weightage to this section would be 30%)

ARWAGrading

i) IR & & gdorar qr Ygdr

Proficiency and accuracy in Stenographic work

Y Contd...P-5/-
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ii) RER cAfFdarad Y Inter-personal relations

iil) GHeaT FIA ATTAT Coordination ability

iv) YT W&, Ugel AT UG ollel Hied AT i
& Y TSl FAgR

Effective liaison, Initiative and tact in dealing with telephone
calls & visitor

‘TFricHE FEHRT W Fa A A (FA(i X iv])

Overall grading on ‘Functional Competency’ ( [i to iv])

A Note: F¥ad & yd% U & fov Muia RT & 3quR @&fta wEh F sitwa sl =
e gAa AfFer 1 MR g

The overall grading will be based on addition of the mean value of each group of
indicators in proportion to weightage assigned.

HTITPART-4
AT GENERAL

1. SIeTaT & AT SEMERY Relations with the public (S8 18] &1 wherever applicable)
(STAaT &Y ETHATHT W Scaialided Td SN J& HfFe 9 Fum feeqof )

(Please comment on the officer’s accessibility to the public and responsiveness to their needs)

2. gfA8T0T Training
(o HFR B TR W AEA ¥ IR qUR A gy A oeRe §
3a% gfefor & foro fawier &
Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. Tareey & f&ufa State of Health

4. Acgfasar Integrity
(U 3T i Fcafaser W oaof & Please comment on the integrity of the officer)

SR Contd...P-6/-
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5. gfddest HRFH o ARF A FAEd R[AVART H aw R (EET 100 =t ),
HHAR T & Ui 3@7{% onfAer & Pen Picture by Reporting Officer (in about 100 words) on

the overall qualities of the officer including area of strengths and lesser strength, extraordinary
achievements, significant failures and attitude towards weaker sections.

yfadest & -3 & W U, & AR A F R 710 3¢ & IR W Fel Ferant FeacHs A
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of the
Report.

gfadger AfaY & gEanw
Signature of the Reporting Officer

ATH TOse e H

AT Place:.....ccccceieiiennes Name in Block letters:
GeeITH

TeeT@ Date:...orenrerecnrennne Designation:
gfadesT &r 3afe &

During the period of Report:

e sk e sfe sfe o ok ok



(i)

(iii)

(iv)

)

(vi)

bELGED Annexure-|

UEATeAF AVIHIT & T THUHR 5 goaer fanfyder

Guidelines regarding filing up of APAR with numerical grading

umvmaamﬁﬁaam;ﬁammmjmmmmaﬁgumml

The columns in the APAR should be filled in with due care and attention and *after devoting
adequate time.

Tg 3R Fr AT 1 mz%%@rmﬁﬁm(ﬁvﬁamznﬁmamﬁmsm e
AHofeor & wfdger) F RARe mGaant % A6 § Fow AT & wwtg &7 O dfacr Rar
SEr H#R g YRR 9 IR@r 10 & fR AU & ey ¥ RRne syatent ¥ gew &
e far s Ao 1-2 3rmEr 9-10 R g € 3 3o@ ey RT o= 1 Swa 3
gifegs Aol yee F gV afddes Ua fdclae HOwmmREr & B aftedr @
EfAERoT 357 3efieT ofr dear F adEe F FERT Geaft & gelell H FH TIfRT]

It is expected that any grading of 1 or 2 (against work output or attributes or overall grade)
would be adequately justified in the pen-picture by way of specific failures and similarly,
any grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of
1-2 or 9-10 are expected to be rare occurrences and hence the need to Jjustify them. In

awarding a numerical grade the reporting and reviewing authorities should rate the officer
against a larger population of his/her peers that may be currently workin g under them.

WIUHR &1 8 § 10 & &g & Foffaor ‘s for sen oo gty F

Hiad grediss 7 0 F & AT wediw 9 g e
APARs graded between 8 and 10 will be rated as “Outstanding” and will be given a score of
9 for the purpose of calculating average scores for empanelment /promotion.

Ummwsmsﬂaaﬁmwmﬁmw"agam’ﬁtmmwm7ﬁm

Sam|
APARs graded between 6 and short of 8 will be rated as “Very Good” and will  be given a
score of 7.

THUHR &1 4 dar 6 & ©ler & &g & gefeor “3eor faar siwr qur urcds 5 =T

S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUR 1 4 § S Fafeor “qe=g” foar srem|
APARs graded below 4 will be given a score of “Zero”.

ek dkokok



