JAMIA HAMDARD

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

Form — CR 05
Annual Performance Assessment Report for Professional Assistant/Semi Professional Assistant

FITITEHI/aHTT
OFFICE/FACULTY/DEPARTMENT.

PERIOD OF REPORT: FROM sssscssommmmmmmsmn sy

Aafdas =dRT PERSONAL DATA

(FEH g ST SATC To be filled in by the incumbent)

1. ATA Name b A R RN S
2. YcsH Designation Y e S R

3. TRY Permanent / 37&TAY

Temporary S e R R R

4, AEIATU Qualification S R S R B R s e

5. AT Date of Birth SIS — 3T AL

6. T FESA IgRAa s/
FASM/AAT § FGEAT E ?

Whether the officer belongs to n TR S R S LN b S v
S.C./S.T./OBC?

7. PEdEdAT I8 # At
#T Taf Date of appointment /
promotion to the present cadre 2 RN SR L ey e s oy s o d SR SN

8. QdeTHTel Pay Scale B e e P D A G T

A d=l Basic Pay : T chesumamsnsnssppasngmsessesmsseissis bR SRR AL e

9. UEAEAT FHG F AH SRt
FERA & Name of the Library

Unit in which worked A S N R e e

FNY Contd...P-2/-



10. 3l 3afT & R afe g +rs
Sed@dT F FAT § O 38FT 3Ieaw FT

State if you did any noteworthy work
which increased the output/efficiency
during the period under review R rnesrre e e s g e A AN

Il 9 3ea@ H & F97 qdadt st af 1 39 Fufed @i faoh Fuia ad
AT Heist a¥ & SccRad! a¥ A 31 SeIad dF gor U & 7 oMl TR A& ar fyagor
gol et dr a o S

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.

f&=Ti% Date: (TEUTY & EEAIR Signature of the incumbent)

@S SECTION 1:

Facdl & e PERFORMANCE OF DUTIES

fafdrse SPECIFIC Idaa AVERAGE
UET RATING AWET RATING
1.1 & & Efed 837 § A8 w7 vg Gfhansit i AT
Knowledge of routines and procedures in the assigned
areas of work.

&) Qe AHIRAT i wEd-we-aaiads
Herddr

a) Secretarial-cum-Personal ASsiStance — ciiciiiieieiies aeesssesaeeeeenens
to Library Officers

¥ 3o &

b) Acquisition Work L e

o EReE

) Periodicals Work ~ iiiiieeaees e

S Contd...P-3/-



1.2

13

1.4

1.5

) WHAT &

d) Processing Work

3) Hged

e) Circulation Work

T Hedt ud (¥ F A wEar

f) Reference & Assistance to Readers
Work

B B9 I

g) Establishment Work

) o e

h) Accounts Work

) S BfEd &

i) Binding Work

) $ER P

i) Stores Work

3) ONOT FE

k) Despatch Work

IS A QAT 3G F @@
Maintenance of Official records, files, papers
with orderliness, retrieval of papers etc.

FHler AlcH, TR & 99 WS TR F& & Fgar

Ability to draft notes, letters correspondence etc.

3r3ege e Output rating

T3t & ydorar e fa@mae Proficiency & Handwriting in languages:

31T English

fBEr Hindi

T ARAT AT Other Indian Language wcrninninen

iv. 37 fagel AT Other Foreign Language

SN Contd...P-4/-



1.6

2.1

2.2

23

2.4

2.5

2.6

s 4 %

EITodl, YRYEAT Td FaR/fAgerE/EHon doaiar
Degree of neatness, accuracy and promptness in
preparation / disposal / typing / performance of

i. AT S Catalogue Cards ..o
i Tdeagr Bibliographic ...
ii. TR Stencil_le. .................
iv.  W@&RT RS Official papers  ooveeeeeeeiiiin.

V. 3T 91, I FE g Other things, ifany...............

=g fAdwanit w1 qearsa
ASSESSMENT OF OTHER QUALITIES

st e ws

AVERAGE RATING SECTION

FedeT YA a1 HR gFE P AT
HHAEY HE A H AT

Ability to make physical efforts and to handle ...

arduous assignments i.e. Industriousness

FR&HCAT, T, Scgehdl ScTie HIAT8e &THT
T 3UANET el & JEar

Ability to exercise mental capacities i.e. intelligence,  ........

alertness, keenness etc.

T FHT I IUTelel HA H THAAAS

Punctuality in observance of office howrs ...

el Al H SRR

Frequency in availing of leave ..

T 1T R #r A rAta HR7 @ efe,
e 3R dear & Fves # gador

Disposal of assigned work i.e. Dedication to clear ...

the assignment with speed, accuracy and promptness

TSR TR, s e, s
gferanit e 1 FEA= 3R I e
#r zToT dT dgdr

Regard for and degree of willing cooperation with ...

official authorities, office orders, office procedures etc.

SIRY Contd...P-5/-



2.7

28

HehiAdr g Iefaedt & Ty daer AR 3
HEAWT I FHT w00

Relations and willingness cooperation with colleagues — .......ccooeiiiiiiiiiiiiinininannann.
and subordinates

e qEsery AfeHRaAT & 2w 3uafeer Ras’ &
AT aegifha s AR 3T 3T TWREE a1

Proper maintenance of ‘Daily Achievement Record’  ...oooiiiiiiiniiiiiiieieeeeees
with regular attestation from concemed library officers

&s-2 i e Wear

AVERAGE RATING OF SECTION 2

WHI HEATFsT OVER ALL ASSESSMENT

39T Wl & AR R 3aa e

Average rating based on above SECtiOns e

3MROT & Hesl H HcaiAval, SUaER, Hae

3caTea, 3McATARaN, HIh AT & @@

fe T FHETHT

Assessment of integrity in terms of conduct, behaviour ...

discipline, productive, confidence, maintenance of official
matters etc.

Ife geemele a¥ & aler fhdr oft JreRmaeg e,
ATRATEY, e HATT 3G & T Hedar i 7 @,
ar 3§ =T §

Details, if reprimanded for any indiscipline, negligence ...
lapse or indifference during the year under review

wrERT/eATa/s. . @ e & aR
Proposal about confirmation / promotion / Crossing ~ ...civvuiiiiiiriin e
of E.B.

&A@ Date EAER U YEATH Signature and Designation

(RraYféar 31fA&RT Reporting Officer)

Sy contd...P-6/-



gafdeitssr wfoerr A angfFaar
REMARKS OF REVIEWING OFFICER

FEARR Ud UG Signature and Designation
f&a1a@ Date: (qeAfdeltrat HfAHRY Reviewing Officer)

fareafdqarey qyraseaar #r aregiFaal, Il 1§ &
REMARKS. IF ANY OF THE UNIVERSITY LIBRARIAN

feAi® Date: frafagamay qeaseaer
UNIVERSITY LIBRARIAN

e e oo ok ok ok ke 3k ok



