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ari¥ier PpRIfATUIEA Hedicha RUlE

ANNUAL PERFORMANCE APPRAISAL REPORT FOR

T NhRATT TeTIh

Semi Professional Assistant

37T BT ATH

Name of the officer

A a§/ 37afQ o1 ufddea
Report for the year/period ending



Uq4d /Form

T Tar & T githerel T 6l aiffes srRifae Hedithd RAIE

Annual Performance Appraisal Report for Semi Professional Assistant of the Clerical Services

..................................................................................... FATE qu/ 31afd & gfddea
Report for the year/period ending ............cc.ooviiiiritiiiiiii e
Fafed aza
Personal data
ATIT--1
Part-1

(TrsTaT/ SraiTery & Foa=l URIMATAS 3JHIT gRI I S71T)
(To be filled by the Administration Section of the concerned Department/Office)

3TTABRT T AT

Name 0f the OffICET ..o e

Sex Ay Ra/amwe@s ... ../ ... @ U=iH
Date of Birth (DD/MM/YYYY) ...../..../....... (N WOIdS) ...o.ivviiiii i

a1 Ug &l ugATH

Designation of post held ... ... i

T ITABRY I ST/ BT &2
Whether the officer belongs to Scheduled Caste/Scheduled Tribe?

T 35 A R orgfh 1 A RAD oo B o

Date of continuous appointment in the Present Date .................... Grade .................
grade

ay & SNTT Pedt UfIaTor seafe W e &
HROT & A HJuieAfa & 3

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




HTIT-2 EI-HeThed
Part-2  Self Appraisal

(38 3TABRT gRT 31T 1T TSgeT Rure fordt Set §)
(To be filled in by the Officer reported upon)

(uT UfATET #IRT @ Ugel ST &1 LATAYdeh Ue o)
(Please read carefully the instruction before the entries)
Pl B aferd faaRor
0 O OBmidf descripton of duties

2. e, £ d & av/3af & SR 3Tad gRT fohd 1 1Y 1 HiETE AR g
(e STt arelT ARG 100 Qreai & 37 o &)
Brief resume of the work done by you during the year /period form ................ [ T

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

TUTA /Place:
e /Date :
31feRY, Sadr Rae fod) e §, & seaer

Signature of the officer reported upon




arer-3  Rute for@at arer AR gRT Hedidhd
Part-3  Assessment by the Reporting Officer

(uam ufAfEar #Ra @ uger e - At & waraqde ug o)

(Please read carefully the guidelines before filling the entries)

1. gD o7/ fAAudr & fore 3nifhe Ao i anfRe st fF 1 & 10 d& & A w N anfew foad

1 T ey AFaad IS AR 10 FracT SaaA IS T

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 refer to the lowest grade and 10 to the highest.

(®) & fAcUE FT Hedihd (39 TS & doie 40 % & )
(A) Assessment of work output (weightage to this Section would be 40%)

Rare for@a arer AT HTABHY gRT T
@ grrfear | afRg as @S Eaw 2 | 3R &r
T A  TEAd Al © TEATAR
Grade by Reporting Revised Grades by Initial of
authority Reviewing Authority (if Reviewing
doesn’t agree with col.2) Authority
1 2 3 4
i) ArSTeTag S/ 3rafed fauat
o 3TIER e B &l @I

Accomplishment of planned
work/word allotted as per
subjects allotted

ii.) T T IqUTET
Quality of work

iii.) &poT & gdiorar (arfa 3R

aReIE)
Proficiency in typing (speed and
accuracy)

iv.) THUT H gdToTaT, Ad:
fauRa eFet ik aret
Sca1fe & TEREE

Proficiency in work, namely
maintenance of prescribed
registers and charts etc.

FY fAvuea W) gy Afdar

(@ [i.9 iv.]J/4)
Overall grading on “Work
Output’.(Total [ to iv]/4)




(@) e Iuit &1 Hediae (30 T3 F aleie 30 ufaerd el

(B) Assessment of personal attributes (weightage to this section would 30%)

e forga arer A FaftaT el g gAfdg a5 | waltam
R & I/ A5 (T TIH ¥ AT T8l & 31TRAARY &1
Grades by Reporting Revised Grade by Reviewing TEATEN
authority Authority (if doesn’t agree with Initial
col- 2) Reviewing
Authority
1 2 3 4
i) @& ufa sfegla
Attitude to work
i) WerAca fr wraar
Sense of responsibility
i) 3TRATH Ty T@AT
Maintenance of discipline
iv.) TFUOT BiRrer
Communication skills
v.) Ta8ouncas drogar
Analytical ability
vi.) & H 1T B Y Fraaar
Ability to work in team
vii.) FHA- HHAT BT UTeld B T ATTAT
Ability to meet deadline
viii.) adafes gFa=yg
Inter personal relations
Faferes apor/ RAQAwarsit i gHar Afda
Overall grading on ‘Personal Attributes’
(Total (I to viii/8)
(M) FACHS §THAT H HedichT (3T TS N aeie 30% aiaf)
(C) Assessment of functional competency (weightage to this section would be 30%)
o foregat arer 31faewRy et 3SRy g FET AP &
gr1 fear s 3 AT Iz (I TdH TEATER
Grade by Reporting authority | 3 @ TEAd JA8T &) Initial of
. Reviewin
Revised Grades by Authori tyg

Reviewing Authority (if
doesn’t agree with col.2)

i.) PGS & &7 # ATy, Afagsl
ug ot &1 A1 3R 3o TE adh d &9
LA T AT

Knowledge of Rules/Regulations/Procedures
in the area of function and ability to apply
them correctly

i) G hr AoTdr

Coordination ability

iii.) ggel
Initiative

iv.) TFEFYER W B el I Jdrordr

Proficiency in working on computer

"SI ATHAT W Y AT (Pl 1.7
iv/i4) )

Overall Grading on ‘Functioning
Competency’

(Total [l to iv/4)

feguol.  Faer AT, AUt & T aele & 3rgurd # Hhde! & Ui Tag & AT AT & A19T T 3 gram |

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

Not:




TATT /General
HIT-4
Part-4
1 STl & HU (STel el o 9] &)

Relations with the public (wherever applicable)

(PUAT ST &Y ITRIBRY cTeh Ug el 3R 3T T3 & Ut et srepferanelierar w feoqoh oY)

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

2. ufNeTor (Huam 3SR 3 s yaTaTcuTERdT 3R THLAAT Y TeTe &b TR TRIATOT HY BT HY)

Training (please give recommendations for training with a view to future improving the effectiveness and capabilities of

the officers)

3. Ty i ’ufa
State of Health

4. Foafasr (AR Hr acafasr o fetgot &)

Integrity (Please comment on the integrity of the officer)

& ufd W afed 38% A7 Ui & Foaey A TRF BT ATheI (SFITHT 100 Aa] H)

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)

6. RUlE & Hrer- 3 @s &, @ 3K 77 3 & I AGhe & NMUR W FqAT Gifeahr AT,

Overall numerical grading on the weightage given in the Section A, B and C in Part-111 of the Report.

TUT /Place.......c.co.o......

f&aiep /Date: ...oovvenn

e forge arel 31 & geaer
Signature of the Reporting Officer

ATH HERE H AT oo
Name in Block letters: ................coevie

Designation: ............cccoviiiiiiiiiieian

EL I T 113 P




HOT-5  FIET ATRABRT gRT HRGRbaAT

Part-5  Remarks of the Reviewing Officer

1. G FTAPRT & ded Jdihld

Length of service under the Reviewing Officer

2. PUAT 3T B AvUTEe 3R H1T-3 FAT 1974 & Faffeey qoit/ RAAwansit & Fea=wr 3 Ruié forga arer 3R grr
2 T HeiehT @ TeAd &2 (Fecat AI9T-3 AR ATy () (I 37T 0T/ FaRIwaTa3it & foner off 31ifRres aeaiaar &
TEAd & o 30 @s 3 379 v U I TaFH # 3707 Ao gof e 3R 3ueh gfafPal ox 31uar geaaR &)

Do you agree with the assessment made by the reporting officer with respect to the work output and the various attributes
in Part-3 and Part-4? (Ref. Part 4 (5) (in case you do not agree with any of the numerical assessments of attributes please
record your assessment in the column provided for you in that section and initial your entries)

3. 3raedAfa & U 3 SROTIaTd 1 6§ § Tae 31T G BT 32ar SisT ared & ?

In case of disagreement please specify the reasons is there anything you wish to modify or add?

4. 3.1/ 3. .S F HRARRY & FRI fAsUIG B Ao e # Rure forae arer 31ReRy o #fFgha
The attitude of the Reporting Officer is assessing the performance of SC/ST Officer

5. ST ATABRI R Qg [T (FITHIT 100 UG H) FUAT &TAANIN HR FAA &THAATHT & &7 3R HAAR ait & ufer
HAgRT afed RIS & FHT o W fevaoft Y |

Pen Picture by Reviewing Officer. Please comment (in about 100 words) on the overall qualities of the officer including
area of strengths and lesser strength and his attitude towards weaker section.

6. RUlE & Hror- 3 @s &, @ 3R 77 A & IR AGhe F 3NUR W A/ Fitegh Afar,

Overall numerical grading on the weightage given in the Section A, B and C in Part-111 of the Report.

FHET ATADRRT & TEATER
Signature of the Reviewing Officer
TYTA /Place........couenenn..
IH A HATH: v
Name in Block letters: ...............c.ccceennn.

1S [T | 2 PSRRI PRR
Designation: ............coceviiiiiiiiiienian
AT /Date: ................. XATE BT 37T o




