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fasht wfRaERssdaidas weremdaiFasuessmfais & v
G\Q‘ ’
ANNUAL PERFORMANCE ASSESSMENT REPORT FOR PRIVATE SECRETARY/SENIOR
PERSONAL ASSISTANT/PERSONAL ASSISTANT/STENOGRAPHER

AT /G /TTHTIT
OFFICE/FACULTY/DEPARTMEN T--c-nenmemmemmmmemmem e e memmeme e emmecceeee

AT au/319T T JfadceT
REPORT FOR THE YEAR/PERIOD ENDING------mnnmmmmmmmmmmmmmm e e

dYTFde SART PERSONAL DATA - (HT3T PART-I)

R &1 At
Name of the Officer

STeATARY (Re1/Aga/a)
Date of Birth(DD/MM/YYYY) : / /

(2rset # In words)

aTRd g T deeATH
Designation of post held

1 R g sfa/
A/ F gefa g ?

Whether the officer belongs to
S.C./S. T./OBC?

TAAE I3 A AR Fgfaa i AR
Date of continuous appointment : feste Date
to the present grade

I5 Grade:

gfadesT 37af & R TFag JTHRT
FT ATH TAT YSITH

Name of Officer with designation
with whom attached during the
period under report

ay & 1T TE, GIRIEToT 3fe & SRS
¥ Jeqareuta i 3afe|

Period of absence from duty on
Leave, training, etc. during the year.
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m‘\?q'iﬁ' SELF APPRAISAL -HTdT PART-2
(fora sy &1 ufddes fo@r Srer §,38% ganT #RT Sie )
(To be filled in by the Officer reported upon)
( U YA HT A  Ugel IeJeel H EIAAS GG oF )
(Please read carefully the instructions before filling the entries)

au/3afer & greT q % 39 gaRT fhU T It &1 dfared
faaror (fqavor 100 eregl & forar smr @nfgu)
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):

mmnﬁwmmﬁ%ﬂﬁa@mmﬁﬁﬁmmﬁmm
F1 & oo |

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

AT HUA FAYC(3R AN I e H g W HiAAT TUT FHROM, I HIS g,ar 3ot qaq
H3 oo |
Please state, briefly, the shortfalls in your input and reasons therefore, if any.
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4. FUAT Soo@ H F FAT qEAAT Fest a¥ H IS Gufeq aie fGaveh Fuilia ok
AT Solst a¥ ¥ IccRkad! a¥ H 31 FIay deh gof AT &F a5 Y| I AT o favor
gol T A aRrE fordr e

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.

U1 Place:........coccoooeeees I & ared HfUFR F gEanr
Signature of the Officer reported upon

HTT PART-3
Hediwa APPRAISAL

1. FIT AMT-2 & [qaTor @ giddest ARy ¥gad 87 Il 781, O fora @A g% 3r8eAd
Does the Reporting Officer agree with the statement made in part 2? If not, the extent of
disagreement and reasons thereof.

2. A% HI FH VAt & fav gfades wfteil garr 1-10 & o # d&aeAs Afsa
&1 ST AIfRT, STl 1 e &A I aAT 1099 3ifF I3 A ATl

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 1 refers to the lowest grade and 10 to the highest.

(9T gfafSeal & et & ugol feem-fAeeit &l eareiqds qg o )
(Please read carefully the guidelines before filling the entries)

(OFRTT SR &1 Hediehel (FH AT T daT 40%F1aM)
(A)Assessment of work output (weightage to this Section would be 40%b)

ATZar Grading

i) T T o Quality of work
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ii) caTaaTAe SiereT Fr TR Level of professional skill

iii) CT T WA I AHA TAT HETSATT Pl A 7
TAEEATAT FATT WA T T

Trust worthiness in handling secret and top secret matters
and papers

V) S SRR T 3ERETOT 3R doehi, ETeHRT 31 & foTw
3TITH RGN & TAT W T el

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

‘fdta F’ w Fo et AR (FA(id iv])
Overall Grading on “Work Output’ (Total [i to iv])

AT

~

Initial

@) afFderd TAAYATHT ST Hodiehal (SH HET 1 AT 30%@!19M)

(B) Assessment of Personal Attributes (weightage to this section would be 30%0)

AfFITGrading

i) S T fAgicAALtitude to work

i) aoﬁa’ 3cgehdr Intelligence, keenness

i) 3TeJRTHT =T 37IX&T0T Maintenance of discipline

iv) T9FASRY &1 aer Sense of responsibility

V) EYYUT &THATE Communication skills

vi) S F T HeT Fr Aegar Ability to work in team

vii) FFT AT H SR qQU F H Qegar Ability to meet
deadline

viii) 3ufEafa & gafass/@af@aar aur @79 arest

Regularity and Punctuality in attendance

‘egfFaard RdvaEt w Fa e AT (FAF viii])
Overall Grading on ‘Personal Attributes’ ([i to viii])

AT

~

Initial

(H) ThrTcH® HETHAT T Hodichel (SH AT S a1 30%E1M)

(C)Assessment of functional competency (weightage to this section would be 30%0)

AfFITGrading

i) 3MRIfATT & & geoTar aur gar

Proficiency and accuracy in Stenographic work

ST Contd...P-5/-
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i) RER gfFaerd T«er Inter-personal relations

iii) H=aT FIA AT Coordination ability

iv) T H, Teel AfFd U B Fied U APIGH &
Ty 3TST SYdgR

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

‘ThTcHS WaTAd’ W Fo Aamst A (F@(id iv])
Overall grading on ‘Functional Competency’ ([i to iv])
3ATCALTY

~

Initial

dic Note: ¥¥a® & Y% 9 ¥ fAv e Re F qur F@&fta woEh & sitwa st w7

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

AT PART-4
HIHATT GENERAL

1. SIeTdl & |y #AENEHT Relations with the public (STgT «m9] g wherever applicable)
(ST & HTALIHA3NT H13 cealfca v AfUFR do fRe W Fon feoqoh &)

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

2. gfre7oT Training
(FUAT ST B gfadr Td HR aTHABT # IR e guR qur gig we #oEfve &
39 gfetor & forv fRAwier &Y

Please give recommendations for training with a view to future improving the effectiveness and
capabilities of the officer)

3. Tareeyg & T®afd State of Health

4, "cafasar Integrity
(@ AR S Feafassr oX feoqult & Please comment on the integrity of the officer)
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5. gfddee 3RS garT AT H FATa fGAVArt fr dEdR (91T 100 el #),
e wed & v FA wEed a1, 3TURUT 39Afeudi, FHgcaqul HEed Ul
SASIR Tt & i 3fAgicd emfFer gr 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.

gfddest & #91-3 & WS T, of R W 7 QU 7T d¢F & YR W Fel Aol q&dicA®

afsa|
Overall numerical grading on the basis of weightage given in Section A, B and C in Part-3 of
the Report.
gfades e F geanRr
Signature of the Reporting Officer
ST TISC 3eRT H
TUTeT Place:......cccooeeeeee. Name in Block letters:
BT
fesTieh Date:..veeeeenne... Designation:
gfddesT $r afar &

During the period of Report:

*khkhkkkkk



(i)

(ii)

(iii)

(iv)

(v)

(vi)

TeRdAskAnnexure-1

HEATHAS AUAI0T & A1 THUAR o 9Fay feenfader

Guidelines regarding filing up of APAR with numerical grading

Uthtﬁ%ﬁiraﬁﬁaam:ﬁaﬂtemmammmaﬁgcmml
The columns in the APAR should be filled in with due care and attention and “after devoting
adequate time.

Ig 3T T ST & fh 1 31y 2 & R geffetor (T R ar faRdwansit o dor  fAeme
Aolieor & wfdiger) @I fARISC 3AHeAAB & AW @ Ford 7 & wdicd &9 @ i fear
ST AR A gER 9 H¥ar 10 & fRelT Aot & Tew A faftre Iucfsuat & d@m A
e fear arwem Aot 1-2 3rgar 9-10 TR gidr € 31 3o ifaca v oo & s=a gl
qifegeh Ao get FIT §U TfddesT T Iefdeiens il r forelr siferr T
SSNTALROT 37 31T a8 HEAT # qAT H FRIRA FgARAT T Jofloll & & =R

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 justify 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 working under them.

THUHR &1 8 & 10 & & T gafieior “Sepse” forar Swam qur FEeo/deleaid & v

3T grediR @ A0 R F T gredis 9 fGar Sem|
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.

meGaaTsﬂaﬁa%aﬁawmﬁww“agaW’ﬁmmmm7ﬁm
SR

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

TRUIR & 4 JAT 6 ¥ BT & g & Foffaxor “3eor foar Swem gor greaies 5 f&ar
S|
APARs graded between 4 and 6 short of 6 will be rated as “Good * and given a score of 5.

THIUIR T 4 @ HA qeffeor ‘e forar S|
APARs graded below 4 will be given a score of “Zero”.

*khkhkkkkx



Annexure-I|

Time schedule for preparation/completion of APAR
(Reporting year — Financial year)

S.No. | Activity Date by which to be completed

1. Distribution of blank APAR forms to all | 31% March.

concerned ( i.e., to officer to be reported upon | (This may be completed even a week
where self-appraisal has to be given and to | earlier).

reporting officers where self-appraisal is not be

given).

2. Submission of self-appraisal to reporting officer | 15" April
by officer to be reported upon (where
applicable).

3. Submission of report by reporting officer to | 30" June

reviewing officer.

4, Report to be completed by Reviewing Officer | 31% July
and to be sent to Administration or CR
Section/Cell or accepting authority, wherever

provided.

5. Appraisal by accepting authority, wherever | 31% August
provided.

6. (a) Disclosure to the officer reported upon where | 1% September

there is no accepting authority.

(b) Disclosure to the officer reported upon where | 15" September
there is accepting authority.

7. Receipt of representation, if any, on APAR. 15 days from the date of receipt of
communication.
8. Forwarding of representations to the competent
authority.

(a) where there is no accepting authority for | 21" September
APAR.

(b) where there is accepting authority for | 6™ October
APAR.

9. Disposal of representation by the competent | Within one month from the date of
authority. receipt of representation.

10. Communication of the decision of the competent | 15" November
authority on the representation by the APAR
Cell

11. End of entire APAR process, after which the | 30™ November
APAR will be finally taken on record




